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1. Openthe Purchases app in the Organization section of the Workday Menu.

2. Inthe Actions section, select Connect to Supplier Website.

3. The initial requisition screen will appear. For Requisition Type, select Open
Purchase. Change default worktags if necessary. Then click OK.

Delivery: If this order should be delivered anywhere other than your default Deliver-To and Ship-To
worktags, select the correct one from the drop-down list. Otherwise, the order will be delivered to you.

Payment: If a department or account other than your default Additional Worktag is paying for this order,
change the tag now. All the other worktags will update automatically.

4. Onthe next screen (the punchout list), click Connect next to Amazon.

You will be taken to Amazon, but you’re still logged into Workday. NOTE: While at Amazon, you can open
new tabs if necessary, but be sure to close all except the original tab before checking out. Multiple open
tabs will confuse the punchout system as it imports your cart into Workday, resulting in error messages
and cancelled or unordered items.

5. Shop as normal. When you place your order, you’ll see a message similar to “your
cartis being imported into your procurement system” —don’t navigate away from
this. Amazon is communicating with Workday to create your requisition.

6. You will be taken back to Workday, where your order has been populated into a
requisition. From here, proceed as with any requisition: go to Checkout, add
Spend Categories, update worktags if necessary, etc. If you do not submit the
requisition in Workday, the items will remain in your cart and your order will
NOT be placed.

7. Whenthe PO is created, Workday automatically sends itto Amazon. You’llreceive
an order confirmation, then an invoice a few days later, which you will use to
create your receipt after your order is delivered.

RETURNS AND CANCELATIONS

Always open and inspect your items immediately to make sure everything is correct. Never
create a receipt for items that haven’t arrived yet or haven’t been inspected for accuracy.

If something is wrong, log into your Amazon account and use the return process to generate
a shipping label. Box the item/s up and give it to Receiving with the label. (You don’t need to
drop the box off at the UPS store yourself — Receiving can give it the driver.)



When you do the return online, Amazon will send you a refund notice (also called a Credit
Memo). Use this when creating your receipt for the rest of your order, so Accounts Payable
knows not to pay for the returned item(s). Purchasing can then close the PO and REQ so
those funds are no longer committed.

If you returned everything, or if Amazon canceled your order without delivery: Do not
create a receipt or return in Workday. Let Purchasing know and we will close the PO and
REQ, returning all the funds to your available budget.

IMPORTANT TIME NOTICE

Amazon will hold your order for 48 hours with guaranteed pricing and availability. If it takes
longer than 48 hours to issue a purchase order, Amazon will start changing prices and will
eventually cancel some items or the entire order. To prevent this, we recommend:

e Ensuring sufficient funds are in the Spend Category before placing an order, so your
requisition is not delayed by budget fails

e Reminding approvers when necessary so they can approve the requisition asap

e Not placing orders when approval/processing may be delayed (last thing Friday
afternoon, right before a holiday, when someone is on vacation, etc.)

And one more tip:

If you want to take your time shopping, you can log into your Amazon account outside of
Workday and fill your cart at your own pace. You just can’t check out. When everything’s
ready and you want to place the order, close your shopping tab and connect to the punchout
in Workday —your cart will be ready and waiting.

As always, if you get stuck, give us a call!



