
Creating FY25 Requisitions for Blanket Purchase Orders 

Once a FY25 requisition is submitted and approved, Buyers will source the request and issue a 
purchase order in accordance with fiscal year-end/new year time lines and policy. 

Create Requisition for Blanket Purchase Orders 

1. In Workday, type in ‘Create Requisition’ in the search bar. Select the Create Requisition task. 
2. Update or fill information where needed from the pop-up: 

a. Requisition Type: Select the requisition type ‘Open Ended/Blanket PO Request’.   
b. Additional Worktags: Update Additional Worktags as desired. This will carry forward to 

your service line(s). Make sure you add any additional required detail codes in the 
Additional Worktags field if required. 

 Note: Your Unit and Cost Center will default.  If you are using a worktag, not 
under your default Unit and Cost Center, you must remove them before entering 
your Additional Worktag (program, project, gift or grant). When you type in your 
program, project, gift, or grant, the fund and function will pre-populate. 

3. Click OK. 

 



4. On the next screen, select Request Non-Catalog Items. 

 

5. The Non-Catalog Request type will default to Request Goods. Change to Request Service. 
(Blanket Purchase Orders must be service type requisitions regardless of what is being 
purchased.) 

 

 

 

 



6. Next complete the Service Request Details page following the instructions and example below: 
a. Description: Provide detail regarding what will be purchased. 
b. Spend Category: The spend category should reflect the category of the item being 

purchased.  You can search for spend categories by typing in a keyword in the Spend 
Category field then enter or can select from the recommended spend categories. You 
can also find all spend categories on Workday Tools.  

c. Supplier: When entering the supplier, the supplier must already be registered with 
NSHE.  You can verify if a supplier's registration is complete at the NSHE Supplier 
Registration website.  If they are not registered, this is where the supplier must go to 
register.  You cannot select the supplier until their registration is complete. 

d. Start and End Date: For blanket purchase orders this should be 7/1/24 through 
6/30/25, or applicable blanket period start and end dates. 

e. Extended Amount: Enter the total estimate amount. 
f. Memo: The memo field is optional. If you are requesting a Blanket Purchase 

Order renewal make sure you include the previous BPO number.  
g. Add to Cart: Once you've completed the Service Request Details, click ‘Add to 

Cart’.  You will receive confirmation that your item was added to your cart. 

 

https://wdtools.unr.edu/Fin
https://suppliers.nevada.edu/
https://suppliers.nevada.edu/


7. At this point Workday will automatically populate a second item. You can continue entering 
lines if necessary and adding them to your cart as described above, or you can now check out 
by clicking on the cart icon. 

 

8. Then you will view a summary of your cart contents. Click the Checkout button to proceed. 

 

9. Checkout: In checkout, you must change the Request Date to 7/1/24 and type “FY25 
Blanket Purchase Order” in the internal memo section. This is very important to ensure your 
requisition isn't issued before July 1st. 

10. You will then be able to review your service line one last time and can expand the 
Attachments section to add attachments. 

 



11. Upload attachments individually so the buyer can determine which attachments go forth to the 
supplier with the PO.  Documentation must be attached for all blanket PO requests, including 
renewals.  

12. Click Submit once complete. 

13. Once the requisition is fully approved, the buyer will source the requisition and issue a PO to 
the supplier July 1 or later. 
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