
New Supplier Request Job Aid-Strategic Sourcing 

1. Sign into Workday. 
2. Go to the menu on the top le� of the screen. 

 
3. Click on the menu icon and scroll down to the 

procurement sec�on. 

 



4. A�er ge�ng to the procurement sec�on click on 
the “Workday Strategic Sourcing Intake Request 
Links” 

 
5. A�er clicking this link you will redirected to the 

Strategic Sourcing module. 

 
6. Click the “New Supplier Request” Link 

 
7. Fill in all data requested in this form.  All lines 

except Project Descrip�on are required as indicated 



by asterisks.  For the �tle you can just enter “New 
Supplier-“actual supplier name inserted” 

 
8.  Atach any documenta�on that you may have 

received. 

 
9. Click the submit buton in the top right corner. 

 


