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Create non-catalog items requisition in Workday 
Please note that the ship-to-address must be an FAU address, and provide a building and room 
number 

1. On the Workday search box, type in Create Requisition and select the Task 

 

2. Fill in all the required (*) information – select a Requisition Type, check if the information is 

correct, most of this will automatically populate but you are able to edit. Then, click OK. 
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3. Please take a minute to read the important information provided at the top. This also 

provides you a link to the Purchasing website for additional information. 

 

4. Select Request Non-Catalog Items 

 

5. Select the Non-Catalog Request Type 
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6. Here, you will enter the information required such as item description, spend category, and 

more.  *On the “Item Description” line, please include a detailed description of the 

goods requested* 

 

7. Select Continue Shopping or Add to Cart 

 

8. When you select Add to Cart, you can view the items that are in your Cart. 
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9. When you are ready, select Checkout. 

 

10. Please make sure that the shipping information is correct. It must be an FAU address and 

contain a building and room number. 

 

11. Fill out the required (*) Requisition Information. Please write the quote/agreement number in 

“Memo to Suppliers” line. Failure to provide this information may result in your requestion 

request sent back. Please also provide your name and the room number your items are going to. 
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12. If you scroll down to the Goods and Services Lines, determine which one you are using and 

check if the information is correct 

 

13. Please add all necessary Attachments and then click Submit   

Note: Necessary attachments may include quotes, proposal, estimates, invoices, etc. 

 

Gianella Storiale
Could you check with Melodi or any of the buyers? What are the necessary attachments for these types of reqs?
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