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https://blogs.ubc.ca/ubcworkdayjobaids/archives/556
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In Workday,
• Purchases -> Create Requisition
• Change Worktag to PM004024
• Change Deliver-To to your dept mailroom (or printer location) – Search by 3 letter building code <space> room # (e.g. ASC 413)
• Connect to Supplier Website -> Staples Bulk Paper -> Connect

Search for (then click on description – NOT add to cart):
• DPP1977 ( Letter Size 8.5 x 11), 
• DPP1978 (Legal Size 8.5 x 14)
• DPP1343 (11 x 17)

Select “Alternate Ordering Formats” grey drop down menu to see other qty options (e.g. carton & skid)
Add to cart desired quantity -> Checkout - > Submit Order

• Add Internal Memo – optional (if you want to indicate which Dept and/or Printer#)
• Click “Checkout” – review details - > Submit
• Request is sent to IT Admin to approve (IT covers all cost)
• Paper is delivered to Deliver-to Location (Approved Paper Account Holder)
• Submit Purchases -> Create Receipt to issue invoice to be paid (will be charged to IT)

Any questions contact Toni Lee (toni.lee@ubc.ca) or to onboard new staff who will be ordering paper

SUMMARY

https://blogs.ubc.ca/ubcworkdayjobaids/archives/425
https://blogs.ubc.ca/ubcworkdayjobaids/archives/556
mailto:toni.lee@ubc.ca
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HOW TO ORDER PRINT PAPER IN WORKDAY (PURCHASE)

https://blogs.ubc.ca/ubcworkdayjobaids/archives/425
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1 Select type: “Purchase Requisition” 2 Confirm “Deliver To” is a specific room (e.g. 
where printer is, or dept. mailing room) – see 
Slide 18 to change your default workspace)

Note: if you update the Deliver-To field FIRST and then select the Purchase Type 
– the Deliver-To field will revert to the default workspace. To change your 
default workspace see SLIDE 18. 

ENTER REQUISITION DETAILS
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3
Change Program to: PM004024
– the Cost Centre and additional 
Worktags will be automatically 
populated

4 Click “OK”

CHANGE PROGRAM TO IT WORKTAG
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1

CONNECT TO SUPPLIER WEBSITE: STAPLES BULK PAPER

2
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SELECT PAPER TYPE & QTY

Use the 
search bar or 
click on 
DPP1977 
(Earth Choice 
30% recycled 
copy paper)

1

Click on the 
product 
name (NOT 
Add to Cart 
yet)

2
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SELECT SIZE & ORDER FORMAT (QTY)

Click the drop 
down menu to 
display other 
paper size 
options

Click “Alternate 
ordering 
formats” to 
display other 
order size options 
(carton & skid)

1

2

Click “Add to 
Cart”

3
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CHECKOUT

Click on “Cart” at 
the top right and 
select “Checkout” 
when the order is 
complete.

1

Confirm the details are 
correct then click 
“Submit Order”.

2
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CHECK OUT PROCESS – ADD MEMO
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VERIFY CHECKOUT DETAILS & ADD MEMOS

Verify details are correct:
1. Deliver-to address
2. Add Memo to Supplier if 

needed (e.g. delivery info to 
access rooms, or admin 
contact info for Central 
Receiving)

3. Add Internal Memo (e.g. 
printer # “P0xxx”, printer 
location, key contact for 
delivery

4. To Edit click three dots at 
bottom right

5. Once reviewed, click SUBMIT

1

2

3

45
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OVERVIEW OF PROCESS
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• Once the order is sent to be delivered by Staples they will email the invoice to Workday. 

• The invoice will likely be received in Workday BEFORE you receive the paper which will trigger a 

Match Exception

WHAT NEXT? MATCH EXCEPTION & CREATE RECEIPT

o This is not an error, and will be cleared once you Create a Receipt in Workday

• The Create Receipts process enables Workday to automatically perform 3-way matching (i.e., 
matching information of the goods/services received, the Purchase Order and the supplier 
invoice) and if they all match, Workday will automatically approve the invoice and process 
payment.

https://blogs.ubc.ca/ubcworkdayjobaids/archives/556#overview
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HOW TO FIND & EDIT DRAFT REQUISITIONS

1

Open “Purchases” then under the VIEW 
box (lower left box) – select “My 
Requisitions – UBC”.

Select desired Requisition States, or dates, 
then click “OK”. 2
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TO COMPLETE A DRAFT REQUISITION

Click on desired Requisition link 
(REQ -0000….)
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SELECT ACTION & EDIT
1. Select “ACTIONS” at top menu bar next 

to REQ #
2. Select “Requisition” from the Actions 

menu list displayed
3. Select “Edit”

1. Confirm details are correct; edit as 
needed

2. Click Submit
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HOW TO CHANGE YOUR WORKSPACE (OFFICE & DELIVER-TO)
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