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LEGEND

Information Gathering Requisition Processing Approvals

You (The
Department)

AST
Compliance
Approvers

UW
Procurement

Identify Need for Goods
or Services

 Is the preferred
vendor registered

as a supplier in
Workday?

Submit Request to
Register Preferred

Vendor via the Supplier
Request Form

Create Requisition
Request (RQ)

Can the purchase
be made through

catalog?

Search Workday Catalog
for Item(s) to Purchase.

Submit Requisition
Request for Item(s)

Approve as Grant
Manager or Cost Center

Manager

Check My Requisitions
App in Workday for
Auto-Generated PO

Number

Is the purchase
greater than $10K?

Does the purchase
involve multiple

invoices extending
a year or more?

Create Purchase Order
(PO)

Create Blanket Purchase
Order (BPO)

Attach Quote, Estimate,
and/or Solicitation

Number to Transaction

Submit Transaction for
Approval 

Approve as Shared
Environment Requisition

Specialist

Is the purchase a
capital asset

request?

Approve as Business
Asset Tracking Specialist

Approve as Grant
Manager or Cost Center

Manager

Approve as Buyer

Is there a contract
with the supplier? 

Yes

No

Yes

No

No

Yes Yes

No

Yes

No

Complete Sole Source
Justification FormNo

Has the purchase
already been

made?

Complete Unauthorized
Purchases Form

Submit Solicitation
Request via the

Procurement Contract
Manager Support

Request Form

No

Advise on Selection of
Vendor and Negotiate
Contract, as Necessary

Yes

Yes

End

Start

If the unit does not have a
Requisition Requester, AST can

assist with making the purchase.
Submit a request to Place Order for

Goods or Services via the Purchasing
and Accounts Payable form.

Visit the UW Procurement
Invoicing page for more

information about where the
vendor can send the invoice,

and the UW receiving process.

It is best practice to purchase
from vendors who are registered

as suppliers in Workday. If the
preferred vendor is not already
registered and will be used for

ongoing business or the purchase
is above the $10K threshold, they
will need to register as supplier.

Visit the Supplier Registration
workflow for more information

about this process.
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https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=88d1b0b0dbdf01506ccf6a9ed39619b2
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=88d1b0b0dbdf01506ccf6a9ed39619b2
https://finance.uw.edu/ps/form/sole-source-justification
https://finance.uw.edu/ps/form/sole-source-justification
https://finance.uw.edu/ps/form/unauthorized-purchases
https://finance.uw.edu/ps/form/unauthorized-purchases
https://uwconnect.uw.edu/sp?id=sc_cat_item&sys_id=2807978087d46610e385333e3fbb35f0
https://uwconnect.uw.edu/sp?id=sc_cat_item&sys_id=2807978087d46610e385333e3fbb35f0
https://uwconnect.uw.edu/sp?id=sc_cat_item&sys_id=2807978087d46610e385333e3fbb35f0
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable
https://finance.uw.edu/ps/how-pay/invoicing
https://finance.uw.edu/ps/how-pay/invoicing
https://admin-support.artsci.washington.edu/services/pay-pro/vendor-contracts#workflows
https://admin-support.artsci.washington.edu/services/pay-pro/vendor-contracts#workflows

