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Visit the Purchasing and Accounts
Payable workflow for next steps on

making purchases in Workday.

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. 

If AST does not handle your unit’s procurement
services, your unit can proceed with paying the supplier
invoice. For more information, visit Who We Work With.

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/eio/equipment-lifecycle/acquisitions/machinery-and-equipment-me-sales-tax-exemption
https://finance.uw.edu/eio/equipment-lifecycle/acquisitions/machinery-and-equipment-me-sales-tax-exemption
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable?check_logged_in=1
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable?check_logged_in=1
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable?check_logged_in=1
https://admin-support.artsci.washington.edu/services/pay-pro/purchasing#workflows
https://admin-support.artsci.washington.edu/services/pay-pro/purchasing#workflows
https://admin-support.artsci.washington.edu/pay-pro/form/purchasing-and-accounts-payable
https://admin-support.artsci.washington.edu/about-ast/who-we-work-with
https://admin-support.artsci.washington.edu/services/pay-pro/vendor-contracts#workflows

