
   Support: DOA.ERPFINANCE@doa.ri.gov                              04/17/25 v1 1 
 
 

 
 

 
Requisition Type: Release PO from Punchout 
 Requisition Use: This requisition type is designated for a release from an Awarded Contract using the 

Suppliers Website. 

Process for Submitting a Release PO from Punchout (Purchase Order) 
1. In the ERP system, select the Navigation Menu at the top left corner of the toolbar.  
2. Under Organization, select Requisitions 

(Note: If the ‘Requisitions’ app is not listed in your Menu, select (+) Add > type ‘Requisitions’ in the Find 
Apps field > select the plus-sign > select Back to Menu.) 

 
Requisition Details 

3. For convenience, values from your last requisition display. To provide fresh information for a new 
requisition, under the heading, Requisition Details, select Edit Details.  

4. The Requesting for name defaults to your name. To select a different Requesting for name, type in a 
name, select enter to search, and then make your selection.  

5. Company name defaults to your Company.  
6. The Currency field is automatically populated. If necessary, edit by selecting the menu icon, selecting All 

Active Currencies, and then making your selection.  
7. To select a Requisition Type, select the menu icon, and then select Release PO from Award.  

(Note: Alternatively, type in a Requisition Type, select enter to search, and then select from the search 
results.) 

8. Select Save Changes.  
(Note: Required fields are indicated by a red asterisk.) 

Release PO from Punchout 
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Ordering Methods 

9. Under the heading, Ordering Methods, select Connect to Supplier Website.  
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Connect to Supplier Website 

10. Using the Supplier Website list, locate Supplier and select Connect to be redirected to the Suppliers 
Website. 
(Note: Please note that this process requires some time to complete, as indicated by the loading wheel.) 

11. Use the Suppliers Website to find the item(s) you wish to purchase, then select Add to Cart. 

 
12. Select Continue to Checkout once complete. 

(Note: If you are issuing a release for multiple items, continue adding them to your cart. Once all 
selections are made, proceed to checkout by selecting Checkout.) 
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13. You will be redirected to Workday with your chosen item(s) in your cart. 
14. Review the contents of the cart, and once ready, select Checkout.  

 
15. Select Submit.  

Approval Process 
Once submitted, your requisition follows an approval workflow and then will be created to a Purchase Order 

by AutoCreate.  
Final Steps 
• To view the Purchase Order Number, return to the Requisitions page and select the icon next to 

Ordering. Select Printing Runs to see the Printed Purchase Order.  
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