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Purpose

« Workday has been updated to simplify the Requisition
purchasing experience.

* The following guide provides comparisons of the “clicks”
needed within Workday to complete a Requisition under
the old and new purchasing experiences.

« Starting a Requisition — Page 3 & 4
* Buckeye Buy Requisition
o Hosted Catalog — Page 5
o RoundTrip/Punchout Suppliers — Page 6 & 7
o Marketplace Supplier — Page 6 & 7
 Non-Catalog Request — Page 8
* Checkout — Page 9
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Side-by-side comparison — Starting a Requisition
Old Process New Process
In the Menu
! Menu X
choose the &)
Request Travel or B
Purchase app ] repons Menu Q‘)
AND - — Apps  Shortcuts
Reauest to In the Menu, .
. click the Repors
procure goods e et .
) o e o Requisitions
and/or services .
app [ % Requisitions ]
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@ Request Travel or Purchase

Type Create
Requisition in the
Workday search

bar

Q Create Requisition
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Side-by-side comparison — Starting a Requisition

Old Process

New Process

Complete
Requisition
Information

Create Requisition

Requester #* | Search =
Company * [ The Ohio State University --- =
Currency * ® USD .- =

Requisition Type *

Deliver-To *

Ship-To # | wx 901 Woody Hayes Drive
Columbus, OH 43210 United
States of America

i

Click Gear
lcon to
Complete
Requisition
Information
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Requisition Details
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Side-by-side comparison — Buckeye Buy Requisition
Old Process New Process

Create Requisition
c Requester
ar

~ Select an Option

G H X H Osted Request hllo—r(:atalog Items . . ;:r :“]‘| Search Catalog
If you can't find what you are looking for in Buckeye Buy, Ao NV
Catalog —
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ne
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Ordering Methods

1# you are a sereen rea SearCh =/Z| Request Non-Catalog Items
Connect to Catalog | q

Supplier Website [~ o
. ' - Connect to Supplier Website

Click Connect 2
wg“ Ej Add from Templates and Requisitions

Search for e
ltems =

Search for Items
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Side-by-side comparison — Buckeye Buy Requisition
Old Process New Process

Create Requisition

Company Requester Cur|
OSU Health System Joshua Kimme | us

~ Select an Option

Jjuest Non-Catalog Items

If you can't find what you are looking for in Buckeye Buy, th

GHX RoundTrip / | | B

Buckeye Buy is the online store that hosts preferred and co

PunChout If you are a screen rea
Suppliers — —

Ordering Methods

@} Search Catalog

der and/or keyboard-only user, you wi

Connect —
= j;/i Request Non-Catalog_ltems
Connect to [] to
Supplier Website Q Supplier
Website - Connect to Supplier Website

Click Connect

Click RoundTrip

Add from Templates and Requisitions
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Side-by-side comparison — Buckeye Buy Requisition

Old Process New Process
O = . — : — o
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) Click s
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Select Marketplace
Quotes

Select MARKETFLACE QUOTES [LiIV)
Marketplace
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Side-by-side comparison — Non-Catalog Request

Old Process New Process

Company Requester Cur] pry—
OSU Health System Joshua Kimme 1 us jﬁ-:}?}" Search Catalog

~ Select an Option Req u eSt

Request Non-
q Ihf you can't find what you are '\Iucking for in Buckeye Buy, thd N O n - Catal Og
Catalog Items

Connect to Supplier Website Itel I lS = Connect to Supplier Website

1

:g:f_' Request Non-Catalog_ltems

Buckeye Buy is the online store that hosts preferred and co

If you are a screen reader and/or keyboard-only user, you wi

El Add from Templates and Requisitions

Request Non-Catalog Items @
C R it Requisition T -
Tﬁgggr;yﬁale University equester Nﬁgﬁgg )F’%':{uesl Non Catalog Request

Complete : Complete
ReCIUiSitiOH o ReCIUiSition What do you need to order?

Information O st senice Information il

X USD -+

Requisition Currency *

Non-Catalog Request Type

Goods Request Details

Item Description *
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Side-by-side comparison — Checkout

Old Process New Process

Procure

ADDITEMS  PUNCHOUT SESSIONS

Total Cost 1334
Retur ftems in cart to your purchaSTg SEETCTE

MENU

Checkout
0

Submit in
GHX

Company Requester Requisition
The Ohio State University ’

~ Shipping Address
Company Requester C h ec ko Ut

VleW Cart The Ohio State University Deliver-To # Columbus Campus > Bricker Hall (D001) > Bricker Hall 333J

Ship-To Address 2650 Kenny Rd
Columbus, OH 43210

Checkout =

Company Requester Requisition
The Ohio State University -new -

~ Shipping Address

Deliver-To * Columbus Campus > Bricker Hall (0001)

Ship-To Address 2650 Kenny Rd
Columbus, OH 43210-1060
United States of America
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