Workday Requisitions Instructions and assigning a shopping cart
Step 1: Log on to Workday.
Step 2: Click the “Menu” button on the top left of the screen.[image: A screenshot of a computer

Description automatically generated] 
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.
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Step 5: Click the white “Connect” button in the top right of the screen.
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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.
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Step 7: Follow the prompts in the green column on the left side of the screen to place your order.
[image: A screenshot of a computer

Description automatically generated]
Step 7A: Enter the date/time using the calendar/green slider buttons. 
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Step 7B: Click your location “Charlottesville”.
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Step 7C: Click your restaurant of choice.[image: A screenshot of a computer
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Step 7D: Click the red “Order Now” button.
[image: A screenshot of a computer

Description automatically generated]


Step 7E: Add your desired items by clicking on the title of each item.
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Step 7F: Once you are done adding items to your order, click the red “Check Out” button on the left side. 
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Step 7G: Enter the number of people and business purpose then click the red “Next” button. 
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Step 7H: Enter instructions and cell number for delivery then click the red “Next” button.
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Step 7I: Confirm information then click the red “Next” button.
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Step 7J: Click the red “Submit now” button.
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Step 8: Once you have submitted the order (by following the parts to step 7 OR ordering from whichever supplier you chose in Step 6) a new screen will appear. Click the white “Assign Cart” button in the top right of your screen. 
[image: A screenshot of a computer

Description automatically generated]

Step 9: Click the blue “SEARCH” button to find your department administrator. For Economics it is Debby Stanford. 
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Step 10: Enter in the last name (or other info) about your department administrator, then click the orange “Search” button.
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Step 11: A list should be generated, once you find your department administrator in the list, click the + button under the “Action” column.
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Step 12: In the “Note to Assignee” box add the appropriate Worktag you would like to use then click the orange “Assign” button. 
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Step 13: Your order should now be assigned to your department administrator. They will make sure everything looks correct and place the order on your behalf. 
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Mellow Mushroom Catering

Standard lead time is 1 day notice for catering.

In an effort to bring you the best service possible all orders must be received 24
hours before delivery date. Orders that do not mest that requirement are subject to
be cancelled

Mellow is a state of mind, a culture, a way of being. Our mission s to provide
delicious food in a fun and creative environment We are the originators of classic
southern pizza and our unique and flavorful crust i a true original

We began from humble roots, bor out of the free-wheelin hippy culture of the
19705 The idea back then was the same as itis now, to make the most delicious,
craveable sice of pizza on the planet. The mellow founders dreamed of a world
where happiness could be found in the simplest things, like a mouth-watering slice
of pizza.

NOTE: We supply necessary paper products for a fee (plates, utensils,
napkins). Please order in the Service Ware menu. If you would like u
send them please order the No Service Ware Needed ltem in the Service
Ware menu - thanks!

not

For deliveries to the hospital we can only deliver to the loading dock, also if
you would like delivery items brought up to a certain floor or room, please
note that the driver will call when on route, in order to make sure there is
someone out front to meet him or her.

CANCELLATION POLICY - Orders cancelled with less than 24 hours’ notice
may be charged up to 25% of the order at the caterer’s discretion.

1321 West Main Street
Charlottesville, VA 22903

phone: (434) 972-9366

Hours
M-F- 11amto 10pm
Sa-Su: 1amto 10pm

Features
american, pizza

Services
Dine In, Pickup, Delivery

Delivery Area

Areas of Charlottesville, VA Delivery Fee: $10

Order Now
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ach Artichoke Dip (¥) $8.95
4 i e o v checses baked with sigdéh and ariokes.
it geric toast ponts
Pretzel Bites $8.95

Made with our ciassic dough and tossed in gari butter and
Parmesan. Served with your choice of classic o spicy Pabst Blue
Ribbon beer chesse.

Pretzels (V)

Made with our ciassic dough, served coated i garic butte,
Parmesan and s side of Mellow red sauce or cosled with garlic
bulter, kosher salt and served with traitions! yelow mustard.

varies

Bruschetta (V) $8.50

Fresh Roms tomstoes diced, seasoned and marinated. Topped with
crumbled authentc sheep’s mik feta cheess snd freshly chopped
basil Served on garic toast points and drzzled with a balsamic
gaze

Pretzel Bites Tray (V) varies

Made with our ciassic dough and tossed in gari butter and
Parmesan. Served with your choice of classic o spicy Pabst Blue
Ribbon beer chesse.

Spinach Artichoke Dip Tray (¥) varies

Arich blend of i cheeses baked with Spinach and artichokes.
‘Senved with garic tosst points.

Fiy high with crispy, saucy wings bal

Oven-Roasted

Offered i two (2) serving sizes - haf rder (fwe (5) wings) or whol
order (ten (10) wings). Double-baked for a crispy and flavorul wing
Tossed in your choice of sauce: hot, mi, sweet Thai chi, or naket
‘Served wih celery, carrots and your choice of ranch o bieu cheese
dressing.

gs varids

sbsolute perfection. See Mur

@ print
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Munchies

varies

Cheese Bread ()

French bresd smothersd in garc butter, mefted mozzarella and
sprinkied with lalian seasoning. Served with a side of Mellow 12
Sauce. Choose Garic or Pepperoni Chesse Bread.

Meatball Trio $9.50
Includes three (3) meabals stufed with fresh mozzarel chesse

‘nd topped with Mellow red sauce, then sprinkied with shaved
Parmesan, fresh basi and bresdcrumbs.

Chips $1.00

(ach) Sea Saltor 880

Munchie Trays
Traysare offeed i o (2) sizes. All catering ordersinclude ates, senving uensis, cutery, an nagkin per order

Oven-Roasted Wings Tray varies

Offered i two (2) senving sizes - thiy (30) wings orfity (50) wings.
'Double-baked for a crispy and flavoril wing. Tossed i your choce
of sauce: hot, mid, sweet Thi chil, o nsked. Served with celery,
arots and your choice of ranch or bleu cheese dressing.

varies

Bruschetta Tray (V)

Fresh Roma tomatoes diced, seasoned and marinsted. Topped with
crumbied authentic sheep's mik feta cheese nd freshly chopped
basil.Served on gar toast points and dlizzled with a balsamic
gaze

ays forlarger orvers

Cloud 9 Wings $15.00

Includes nine (9) wings) The premibm Melow wing experience. 9
ouble-baked wings costed in a igh garic Parmesan sauce with
Justa hin of hest. Gamished i Grated sged Parmesan and.
Chives. Served with colery, csfs and your choice of ranch o bleu
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Cookie and Brownie Bites. $15.

(Per dozen serves six) Smail bites festuring an assortment of
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BEVERAGES

Gallon of Iced Tea or Lemonade
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ot o O St P Iced Tea (Unsweetened) $10.00 LemonTeazer $10.00
ot o o piea | (65100 Liton oo Tea (Gsllon) A blend o Lison ced Tea and Minute Ml Lemonade.
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Artichoke Dip1 No Service Ware Needed1 Cloud 9 Wings5 Cheese Pizza

A EMDETALLS §-

Manufacturer Name  Mellow Mushroom Catering Contract
‘Supplier Part 17721351 ot o o .
Ausiliary 1D ommodity Code ravel

moreinfo.
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NEWS
33 |
Updated 8/21/2023

The non-catalog form has moved to Workday

The non-catalog form is now initiated in
Workday. Here is a QRG to walk through the
new process.

Effective 8/24/2023, Procurement & Supplier Diversity Services is
pleased to announce that Aireco Supply, Inc. has a new punchout
catalog in the UVAMarketplace. A brief QRG on the punchout
navigation can be found *HERE*.

Effective 7/10/2023, URGENT PRODUCT CORRECTION/RECALL FOR
ABBOT LABORATORIES, Please see notice * HERE *.

Effective 5/30/23, Procurement & Supplier Diversity Services is
pleased to announce that Quartzy has a new punchout catalog in the
UVAMarketplace. Instructions on how to navigate through the

punchout are found * HERE *.

Effective 7/14/21, Procurement and Supplier Diversity Services is
pleased to provide Shoppers access to enterprise contracts in
UVAMarketplace!

Check out these resources to helb vou access contracts in

Resources

o o o

Py Aireco

Lab supplies & Inventory Mgmt HVAC/ R Distributor

New Supplier Punchouts
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m“ EE v “ AMERICA
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