Workday Requisitions Instructions for Assigning Cart for food orders

Step 1: Log on to Workday.

Step 2: Click the “Menu” button on the top left of the screen.
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Hello There It's Monday, September 18, 2023

Step 3: Click the “Requisitions” App.
*Note: if “Requisitions does not show up for you, you will have to add the App to your menu by
clicking the “+Add Apps” button.
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Step 4: Under “Ordering Methods” section click the “Connect to Supplier Website” button.

Requisitions (Past6 Months) Edit Filters Requisition Details
Open (0) Completed (0) Requesting for
Bella Hicks
Company

The Rector & Visitors of the University of Virg...

Currency
usD ($)
= Ship-To
N\ 1605 Jefferson Park Ave..
Worktags
No Open Requisitions | Fund: FDOD2 Unrestricted Local Fund |
You can track requisitions you create here. | Cost Center: CC0059 AS-Economics (ECON) |

Request Non-Catalog ltems

Connect to Supplier Website

@ Add from Templates and Requisitions

Step 5: Click the white “Connect” button in the top right of the screen.

Connect to Supplier Website =
ompany Requester Currency
The Rector & Visitors of the University of Virginia Bella Hicks UsSD
Supplier Websites 1 item =@
Logo Supplier Link Name Multi-Supplier Supplier Description
UVA Marketplace UVA Marketplace %
7 v



Step 6: Click “America To Go” as the supplier.

*Note this instruction manual will use Mellow Mushroom via America To Go as the vendor
example. You will need to choose whichever supplier you would like to order from. You can
skip to Step 8 if ordering from America To Go does not apply to you.

UVAMARKETPLACE

Home

Simple Advanced

Search for products, suppliers, forms, part number, etc

continue to submit orders, but shipments will
resume during open days. Click *HERE* for their
monthly calendar.

Effective 10/07/2024, Procurement & Supplier
Diversity Services is pleased to announce that Neta
Scientific has a new punchout catalog in the
UVAMarketplace for scientific items. Neta Scientific,
Inc. is a woman and minority-owned business,
certified as SWaM with the Commonwealth of
Virginia’s Small Business and Supplier Diversity. For
federal grant and contract reporting, they are also
self-certified as a Small Disadvantaged Business and
as a Women-Owned Small Business. They are also a
level 2 punchout, meaning you can search for their
items in the Marketplace search bar. Ordering
instructions can be found *HERE*.

Effective 06/10/2024, Procurement & Supplier
Diversity Services is pleased to announce that
Blackhawk Network has a new punchout catalog in
the UVAMarketplace for gift card purchasing. An
ordering guide and instructions can be found
*HERE*

Croalive_|] Daly f{
Office Furniture Electronics
Enterprise Suppliers
/
. Flsher
CA Sclentific
Catering Lab Equ\p,Supp\\es&
Services
Internal Service Providers
CAVALIER

TravelUVA

Flights, Hotels, Rental| UVA's Non-Profit Tech

Cars Store

Biiig -
UVA Digital

UVA Surplus Property Accessibility

Al =

Goto

@t

Ll
Scientific Supplies

SUBPLY H
ROOM
COMPANIES

T&E Payment Method
Required

UVAPrint

Payment via Cost
Transfer

ITS Service Request
Portal

Search (Alt+Q)

Favorites = Forms

£ pEELAcavEnT

Industrial Equip &
Supplies

suBpLY
ROOM
COMPANIES.

Office Supplies

UVA Executive Search
Group

Quick Order

0oousD W Q- A

Browse: Suppliers = Categories

ARGH"

Fovher éhi/

Office Supplies

VWRE_

Lab Equip Supplies &

Services

Facilities
Management
Reguests

Powered by JAGGAER | Privac,



Step 7: Click Create an Order

AMERICA GO

(R) Home Good Afternoon, Debby Jeanne
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Step 7A: Choose Delivery and Click the address where you want the food delivered. If it’s not

listed, click on Add Location and add the address.

Find Restaurants and Caterers

Delivery Pick Up

@ Deliver To

Elson Hall 400 Brandon Ave, CHARLOTTESVILLE,
VA 22904

() Debby Stanford - Room 120 248 McCormick Road,
Monroe Hall, Room 120, Charlottesville, VA 22904

(O Monroe Hall, Rm 120 Brown bag 248 McCormick
Road, Room 120, Charlottesville, VA 22904

() Monroe Hall, 235 248 McCormick Road, Monroe
Hall, Room 235, Charlottesville, VA 22904

+ Show More

edit

edit

edit

edit
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Step 7B:

Choose the date and time for your delivery. | always add 15 minutes for the deliveries.
Example: If you want the food to arrive at 11:30am, set the time as 11:15am. This gives the
driver time to deliver and set up the food. Once the date/time is set, click on the yellow button
to view the restaurant.

Delivery Pick Up

@ Deliver To

400 Brandon Ave, CHARLOTTESVILLE, VA 22904 Change

View 75 Results



Step 7C: Click on the name of the restaurant you want to order from and click on the yellow
Start Order button to start your order.

< Bellair Market

MARKET

Description Go To Menus

. . 5 . . . Start Order
Cancellation Policy: Orders may be cancelled with at least 24-hour notice with no charge incurred.

On the run? Company coming? Looking for a special treat? The Market is on the job with Gourmet-to-
Go fresh entrees, salads, and sandwiches prepared daily. Choose from a variety of ethnic faveorites
and classic American cuisine. You'll appreciate the quality, subtle flavoring, and choice ingredients. Delivery Areas
Consider Gourmet-to-Go for casual dining or formal entertaining. It's fast. It's easy. And it's tasty.
Areas of Charlottesville, VA. Tiered Delivery Charges:

Last minute orders are possible, please call to inquire. $74.99

NOTE: We supply necessary paper products at no charge (plates, utensils, napkins). If you would
like us to not send them please order the No Service Ware Needed Item in the Service Ware menu -

Flrmmlenl



Step 7D: Add your food choices by clicking on the title of each item. Make sure you have the
guantity and any special instructions before you add it to your order.

Vegelapie rauer sod.Uu

16 inch platter of broccoli, cucumbers, carrots, celery, and
tomatoes (includes ranch dressing) -

Cookie Platter $15.00
one (1) dozen freshly baked chocolate chip cookies.
Assorted Dessert Tray $28.00

six (6) cookies and six (6) brownies (cut in half)

Sandwich Platter Meal for 10 $140.00

served with an assoriment of (10) sandwiches (cut in halves),
(10) assorted cookies, and (10) assorted chips

Fruit and Cheese Tray $53.00

16 inch platter of fresh melon, pineapple, grapes and
strawberries with three fypes of cheese

Brownie Platter $28.00
(12} assorted brownies
Chicken Salad Sliders $33.00
(12} mini sandwiches served on potato rolls
Chicken Salad Croissants $63.00
(10) buttery, fiaky croissants stuffed with house made chicken
salad

Qty:| 1

Special Instructions:

Add to Order



Step 7E: Once you are done adding items to your order, click the yellow button “Proceed to
Checkout” button which will take you to this screen:

2= UNIVERSIT

7
€[] Createan Order

1 Customer Debby Jeanne Stanford (cjb4c@Virginia.EDU)
Order Items 1/tem Editltems
;@ My Orders. 2 Delivery Address 400 Brandon Ave, CHARLOTTESVILLE, VA 22904 Change 5 Chicken Salad Croissants $63.00
or choose pickup (434) 924-3177
o Subtotal $63.00
o Profile 3 Delivery Instructions Meet in the lobby of Elson Building (400 Brandon Ave). Call Colin Change
Delivery $20.00
when you arrive. 316-258-2384
Total $83.00
@ Support " . " i
4 Delivery Time Thursday, April 17, 2025 at 9:00 AM EDT Change Vendor does not accept tips
5  Vendor Bellair Market
Change
2401 Ivy Road
6  Payment Method ATG Account $83.00 Change
7 Expensing expensing required Close
Expenses (0 for 0%):
add expense
8  OtherInfo Order Name: none Change
Favorite?
save for later Submit Order

Step 7F

e Make sure your name is the Customer Name
e That the delivery address is correct (or Pick up to chosen if you are going to pick
up the order)
e Putin the delivery instructions
o Make sure the delivery time is correct (date and time)
e |sthe vendor correct?
e Payment Method should be ATG
e Fill out the Expensing
o Number of people
o Business purpose — Example: Macro Workshop Lunch
e Other info- can be left blank- | use this if | want to save an order as favorite and
name it.



e Check the order to make sure everything looks correct. If the restaurant accepts
tips, this is where you would put it:

¥ Y LI\
Order ltems 4 ltems Edit Items
4 SuperFood 0] $180.00
Subtotal $180.00
Delivery $25.00
Service Fee $27.00
Default Tip & $0.00
Total $232.00

Mo Service Ware Needed

Step 7G: If everything looks correct, click submit order. You should get an email from America
to Go saying that they have received the order.



Step 8: Once you have submitted the order this screen should appear: Click the white “Assign
Cart” button in the top right of your screen.

UVAMARKETPIACE Al - Search (Alt+Q) 23200UsD W Q™ A R

Shopping Cart *+ Shopping Cart ® B .- Assigncart _

Simple Advanced Summary -l
Details >
Search for products, suppliers, forms, part number, etc. -
Total (232.00 USD) ~

Shipping, Handling and Tax charges are calculated
Cart Name 2025-03-28 DJB4C 01 and charged by each supplier. No estimate is
provided here but the amounts will be included on
the supplier invoice. Vendors may have minimum
order size requirements.
1 Line O~ Subtotal % 232.00

Total % 232.00

America To Go Llc - 1 Item - 232.00 USD B
SUPPLIER DETAILS [@] &4

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 3/28/2025 3:24:12 PM
* 04/17/2025 Ivy Provisions Catering
1

Note: test.
4 SuperFood

Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
04/17/2025 Ivy Provisions Catering1Note: test.4 18290170 EA 232.00 Qty: 1EA 232.00 D
SuperFood

~ ITEMDETAILS €}

Manufacturer  Ivy Provisions Catering Contract: Select price or contract..
Name
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Step 9: Click the blue “SEARCH” button to find your department administrator. For Economics it
is Debby Stanford.

Assign Cart: User Search

Step 10: Enter in the last name (or other info) about your department administrator, then click
the orange “Search” button.

User Search




Step 11: A list should be generated, once you find your department administrator in the list,
click the button under the “Action” column to select the person.

User Search

New Search

Name 1

Stanford, Debby Jeanne

Step 12: In the note to Assignee, this is where you put the work tag or any notes you want the
assignee to know about this order

Assign Cart: User Search

Assign Cart To: Stanford, Debby Jeanne
or SEARCH

Add to Profile |:|

Note To Assignee:

Step 13: Click the Orange assign button.

Step 14: The cart has been assigned and sent to the assignee to send it through Work Day to
complete the order



