MOBILE COUNTY COMMISSION

Procurement Training

PART 1 - Create Requisition
Service Coordinator

workday.



In Workday, the Procurement Module handles
the purchasing and receipt of goods and services
delivered to Mobile County. It allows items to be
requested, approved for purchase, and sourced to

the appropriate supplier.



TERMINOLOGY

CURRENT TERMINOLOGY | WORKDAY TERMINOLOGY

VENDOR SUPPLIER
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OBJECT CODE SPEND CATEGORY



Creating a Requisition
(Step 1)

Tasks and Reports

Create Requisition

Q@ create requisition

and Repons

Create Requisition Template

Create Requisition Worktags Template

Create Consignment Usage Requisitions

Tasks and Reports -'

Create Shared Requisition Template

Create Requisition

Didn't find what you were looking for?

More Categories

a. Access the Create Requisition task from the Search Bar.
b. Click the Create Receipt task listed under Task and Reports.



Create Requisition

Requester *

Requesting Entity

Company *

Currency *

Requisition Type

Deliver-To

Ship-To *

Project

Cost Center

Fund

Function

Additional Worktags

Amanda Auld -

MCC Mobile County
Commission

USD ass

Cleaning Supplies -

Camp 1 - Main =

1150 N. Schillinger Rd Mobile,
AL 36608 United States of
America

X CCO001 County Commission -

X FUNDOO1 General Fund -

X General Government -

i

X Location: Camp 1 - Main -

Creating a Requisition

1.

Enter the Requester’s name.
* The following information should automatically populate.

* If any of this information does not

¢ Company -

e Currency populate please review and enter

* Deliver-To the missing information. The

* Ship-To function may not populate. Please
* Cost Center refer to the reference guide in your
* Fund . training packet for the function

* Function

information for each cost center.

Additional Worktags

* If any of the above information needs to be changed, click on the
X located next to the information you wish to remove and enter
the needed information. Note: When changing the Requester
information it will automatically populate all other information
with the Cost Center associated with their department. Be
mindful of this when creating requisitions.

2. Select the Requisition Type consistent with the purchase you would
like to make. (Office Supplies, Cleaning supplies, Small Tools &
Equipment, Blanket Purchase Order, etc.)

MOVE TO NEXT PAGE OF TRAINING
MANUAL BEFORE CONTINUING.




*

& Addresses by Location

Animal Sheiter

Ann Street

Bay Haas

Blackwell Batson Senior Center
Building Inspection Department
Calcedever

Camp 1 - Main

Camp 1 Receiving Dock

Camp 1 -Shop

»x 1150 N. Schillinger Rd Mobile,
AL 36608 United States of
America

Ship-To

YOV VOV VWV VY Vv v v I

Currency

Requisition Type

Deliver-To

Default Addresses

Creating a Requisition
(Step 2b)

Addresses by Company

Addresses by Location

Addresses by Location Hierarchy

v v v vV v

Addresses by Ship-To Lo

* If there are multiple departments under the Ship-To address
you will need to define which location the order will need to
be shipped to. (Examples include Departments located at

Search

% 1150 N. Schillinger Rd Mobile.
AL 36608 United States of

America

Camp 1 and Government Plaza.)

* Selectthe menu icon in the Ship-To field and navigate to
Addresses by Location.

* Select the department that the order should ship to.

. 1150 N. Schillinger Rd Maobile, AL
36608 United States of Amenca

o ELECTRONICS DEPT 1150
SCHILLINGER RD N Mobile, AL 36608
United States of America

ENVIRONMENTAL ENFORCEMENT
1150 SCHILLINGER RD N Mobile, AL
36608 United States of America

* Once you have verified all
information is correct you can
move forward by clicking OK at

the bottom of the screen.

VOTING MACHINE WAREHOUSE 1150
SCHILLINGER RD N MOBILE. AL 36608
United States of America

x ELECTRONICS DEPT 1150
SCHILLINGER RD N Mobile, AL
36608 United States of America




Creating a Requisition
(Step 3a- Goods or Service)

m Punch Out Instructions move to Step 3b) w

Create Requisition

* Click the Request Non-Catalog =
Iltems task under Select an Option. = "™

¥ Select an Option

* Move to Step 4a on page 10.

Request Non-Catalog ltems
Add a good or service that is not in the catalog




~ Select an Option

Search Catalog

Search the internal catalog of preferred items and suppliers to add into the shopping cart

Request Non-Catalog Items 1
L]

Add a good or service that is not in the catalog

Connect to Supplier Website
Supplier Punchout Websites:
* Grainger

« Office Depot

* Staples

Creating a Requisition
(Step 3b- Punch Out Option)

Select Connect to Supplier Website under Select an
Option.

Select Connect next to the Supplier you wish to place an
order with. You will then be taken to the Suppliers
website where you will be able to add items directly to
your cart from their website.

P—
and Ramicitinne

Connect to Supplier Website

Company Requester Currency Requisition Type
MCC Mobile County Commission Amanda Auld usD Cleaning Supplies

Supplier Websites 3 item

Logo Supplier Link Name Multi-Supplier

Office Depot

Staples

@
o
Q

Supplier Description

STAPLES BUSINESS ADVANTAGE
GRAINGER INDUSTRIAL SUPPLY (__Connect )

1




Creating a Requisition
(Step 3b- Punch Out Option Continued)

. When doing a Punch Out please review your cart on the suppliers
website. Once you move forward to the next step you cannot go back
and make any changes.

2. Choose the check out option once you have added all of your items.

3. Once you have selected the check out option you will be directed back

to Workday. (Skip to Step 4e and continue through each step that
follows)

. Review all of the information on each line to ensure that everything is
accurate. =




Creating a Requisition
(Step 4a-4e)

o) , teps 4a-4d are for Non-Catalog purchases ONLY.
Req! “‘°“Cu"em‘t“'-:’f”'/(éﬂi-’-/- MvCan e E’
Non-Catalod Request TYP® - .
e a) Ensure that either the Request Goods or Request
o s Service box is selected.
_— sti.se * FOR ALL BLANKET PURCHASE ORDERS YOU MUST
cots R ——— SELECT “REQUEST SERVICE” WHETHER THE REQUEST IS
O FOR GOODS OR SERVICE. SEE PAGES 16-17 FOR
= ‘ DETAILED NOTES ON BLANKET PURCHASE ORDERS.
w b) Enter the Item Description, Supplier Item Identifier
ns (if available), Commodity Code, Spend Category,
- Total: 11,48 ysp Supplier, Quantity, Unit Cost, and Unit of Measure.
c) Enter a Memo on the Requisition with any
additional information for the purchase request.
d) Click

Once all items have been added to the cart, click
the shopping cart icon at the top right hand side of
your screen.

10



Creating a Requisition
(Step 5a-5f)

=l _ a) Verify that you have selected a Requisition Type.

8/82/20822
x USD = |

b) If you know who your sourcing Buyer is you may enter that information on
< oftce Sipes / this page. NOTE: If the purchase exceeds $4,000, then it will route to

¥ Requisition Information

Request Date

"
Currency * ‘
Requisition Type  # ‘

the Purchasing Agent for approval.

c) If you have information that you would like to show up on the purchase
order copy, please type it in the Memo to Suppliers. (i.e. Bid Number,
Contract Number, Quote Number, Equipment Number, etc.)

High Priority 0O

Sourcing Buyer ‘ = |

Submitted by Amanda Auld

Freight Amount ‘ 0.00

Other Charges ‘ 0.00

d) Scroll down to the Goods and/or Service Line to verify that all information is
accurate. For instructions on Splitting Cost Centers refer to pages 12-15 of
your manual.

Memo to Suppliers

Scroll down to the to Attachments and select an Attachment for the
Requisition. (Quote, Purchase Request, etc.)

Internal Memo ‘

mplete, the
SS Process begins.

----------------

i Once ql/ steps are co
~ Requisition Bysine

W | It will route to

the Cost Center Buyer for

¥ Services

> Attachments



¥ Goods

Order

v Services

supplier

Creating a Requisition
(Create Split between Cost Centers—Step 1)

In order to split your purchase line between more than one Cost Center, you will need to
scroll to either your Goods or Service line and scroll to the far right.

Select the Icon under Splits for the line you wish to adjust between the Cost Centers.

Extended

t Its ipt " d Cat g tit: Unit Cost Deliver-Te
mage em em Description Spend Category Quantity Init Cost e eliver-To
NODwig
Memo Project *Cost Center *Fund *Function Additional onlgiaas Splits
CC001 County FUNDOO1 General = Genera Location: Camp 1
Commission Fund Government - Main

KNOX PEST CONTROL -

Jrder-From Connection

supplier Contract



Creating a Requisition
(Create Split between Cost Centers—Step 2: Service Line)

* SERVICE LINE
a) Delegate the Percentage or Amount that you would like to go to each cost center in the appropriate field.
* When using Percent verify that the Amount populated is accurate in comparison to your expected calculations.
b) Enter a Memo for informational purposes.
c) Click to add additional lines.
d) Enter the cost center for each line and verify that the information showing is accurate.
e) Select Done. (Move to Page 16)

., Pest Control Services 1,200.00 USD 0.00 USD
Splitby Amount Dencrintio R & ount o Solit

Amount Split Remaining Amo

Memo Project *Cost Center *Fund *Function

TRUCK SHOP = x CC081 Mobile E— Searc 1= x Highways and =
. 600 County s Roads
Engineering and % FUND111
Public Works Gasoline Tax
Fund
Percent Amount PARTS/SUPPLY ROOM CC001 County FUNDOQO1 General ... General
600.0 Commission Fund Government

)

Done )IK Cancel \I
- _/




Creating a Requisition
(Create Split between Cost Centers—Step 2: Goods Line)

e SERVICE LINE '
a) Select a Split by option from the menu:

«  Split by Quantity suggested for splitting the number of items ordered between Cost Centers.

Split by Amount suggested if you would like to delegate a percentage of the purchase to different cost centers.
b) Enter a Memo for informational purposes. Select one
c) Click to add additional lines.

d) Enter the Quantity or Percent delegated for each line and verify that the
information showing is accurate.

e) Select Done. (Move to Page 16)

INSECTICIDE

v
Skt |[Quanily ANT AND ROACH SPRAY 5 0
ltem Quantity Split Remaining Quantity to Split

Memo Project “Cost Center *Fund *Function
Quantity Amount PARTS/SUPPLY ROOM = CC001 County = « FUNDOO1 General ... = General =
3 .97 Commission Fund Government
Quantity Amount TRUCK SHOP = | % CC081 Mobile P— x FUND111 = x Highways and =
3 7.98 County Gasoline Tax Fund Roads
Engineering and
Public Works

(oo ) ( eomeat )




Creating a Requisition
(Create Split between Cost Centers—Step 3)

The Splits icon should now be highlighted and show the number of lines entered.
Click submit.

- On the next screen select Details and Processes and scroll to the Goods or Service
Se Line you created the Split for.

\’?_ \ * Click the Splits icon to view the information submitted.

2

Splitby Quantity INSECTICIDE
ANT AND ROACH SPRAY
ltem Quantity Sp|

0
Remaining Quantity to Split

ufif the new tables view (@D
@E= ®
Memo Project *Cost Center *Fund *Function Additional Worktags
Quantity Amount PARTS/SUPPLY ROOM CC001 County Commission FUNDOO1 General Fund General Government ¢ Location: Camp 1-Main
3 n
Quantity Amount TRUCK SHOP CC081 Mobile County FUND111 Gasoline Tax Fund Highways and Roads Location: Camp 1 - Main

Engineering and Public Works
798

Done




Creating a Requisition
(Creating a Blanket Purchase Order Notes)

Ammunition, etc

Create Requisi S
1

Blanket Purchase Order
Requester * Bldg & Land/Main Suppl

Bldg & Land Repair
Requesting Entity

Books, Videos
Company * Cigarette Tax Stamp

Cleanin g Supplies
Currency * Commissary Supplies

M nmmomns sl mb i T s fommn o i
Requisition Type blanket =
Deliver-To | X Camp 1-Main - = ‘
Ship-To * | 3 1150 N. Schillinger Rd Mobile, =

AL 36608 United States of
America
Project [ = }
Cost Center { X CCO001 County Commission - = ]
i e //

Add a good or service that is not in the catalog

v'Follow Steps 1-5 for Cr
Requisitions.

v'"When selecting Req
Blanket always cho
Order.

v'Always cho
ltems o

16



any Requester Requisition Type
. Mobile County Commission Amanda Auld Blanket Purchase Order

Non-Catalog Request Type

() Request Goods

O Reguest Service 4——

Service Request Details

Description # | ROAD BASE STABILZATION MATERIAL
Vs

Commodity Code x 7754502 - CALCIUM Nl =
CLORIDE

Spend Category * | X Road Supplies - =

Supplier | X LL ASSOCIATESLLC -~ EE}

Supplier Contract =

Start Date 18/81/2822 [}

End Date 12/31/2022 [

Extended Amount 34,000.00

Memo Bid No. 00-00

Creating a Requisition

(Creating a Blanket Purchase Order Notes)

Continued...

equst Type C

ate and End Date is REQUIR
t Purchase Orders.
|

17



NOTES:



