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How to find Requisitions, Purchase Orders, Invoices and Expense Reports 

Requisitions 

1. Type in My Requisitions on Workday search bar. 

 

2. Fill out the fields to define the Requisition you want to look for. The more information filled out the 

more refined your search will be.  

 

3. Once you select OK, a list of requisitions will appear based on the filter you entered in the previous 

step.  

 

*Use the Requisition number (REQ-XXXX) to search directly in Workday search box* 
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Purchase Orders 

1. On the Workday search box, type in Find Purchase Orders 

 

2. Use filters such as: 

• Supplier Name 
• Purchase Order Number 
• Requester 
• Requisition Number 
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3. All purchase orders matching your search filters will appear in this report.  

 

*Search by Purchase Order number (PO-PXXXXX)* 

Invoices 

1. Type Find Supplier Invoices in workday search box.  
 

 
 
 

2. On the Find Supplier Invoices prompt: 
 
Company – select the Workday company 
 
Supplier – enter or select from the dropdown 
 
Invoice Number – enter SI number if known 
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Invoice Status – (Approved, Draft, Denied, etc.) 
 
Invoice Date On or After – default is today; adjust to appropriate range 
 
Payment Status – Paid, Partially Paid, Unpaid (optional) 
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Expense Reports 

1. On the Workday search box, type in My Expense Reports 

 

2. This will provide you a list of all expense reports created – approved, denied, draft, in progress, and 

canceled.  

 

 
 

 

 

 

 

 

 

 


