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Compressed Gas Cylinder Requisition Template Process 
  
1. Click on the Purchases Worklet 

 
 

2. Ensure the current Cart has 0 Items, if Items are in the Cart, they need to be deleted otherwise these will be added as part of the Gas Cylinder Order.  Refer 
to deleting Items in the Cart QRG.  Select Add from Templates/Requisitions 
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3. Select Requisition Type: Materials Management Request 
 

 
 

4. If the default Deliver-To has been set up, the Deliver-To location will be defaulted in to the Requisition, otherwise select a valid Deliver-To location for the 

building, floor and room by clicking on   icon and select Deliver-To by Ship-To Locations, select the building, floor and room number from the associated 
delivery rooms.  However, a majority of Material Managements Request for Gas Cylinders will be delivered to Labs/specialty locations.  Currently, Lab 
locations are being identified and will be added once they are validated.  To ensure gas cylinders are delivered to the desired location.  You must add the 
proper delivery location in the Supplier Memo field as shown below (See Step 9).   
 

 
 
5. Do not add PPGG tags in this screen, PPGGs tags will added in the Checkout page, for now click OK. 
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6. From the Template screen, select the Materials Management Gas Cylinder template by clicking on the selection box, DO-NOT click Add to Cart.  If by 
accident, the Add to Cart button was clicked, refer to the additional instructions section of this guide. Always, click the View Items button 
 

 
 

 
7. Find/Search the cylinders that need to be ordered, click on the Quantity field for that cylinder, enter the desired quantity, the system will auto fill the Select 

box.  Once, the desired line Item quantities have been entered, click Add to Cart 
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8. The Cart will list the line Items selected form the template.  These will be listed on the left side of the screen.  To delete/add an item from the Cart or to 
provide additional instructions for Specialty Mixes refer to the additional instructions section of this guide. Confirm the selected Items and click Checkout 
 

 
 

9. In the Checkout page, start by entering the proper delivery location for the Gas Cylinders being ordered, enter the location in the Memo To Suppliers field: 
Mail Code, 3 Letter Building Code and Room Number.  Then, in the Internal Memo field enter the business justification 
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10. Scroll down to the Goods lines, each line Item must have a PPGG finance tag.  When ordering 2 or 3 Items, scroll to the right to view the PPGG fields, the 
desired PPGG can be entered directly in each line Item. Once a valid PPGG is selected the Cost Center, Fund and Function will be updated.  Click Submit - For 
Requisition with 3 or more items, it is recommended to use Requisition Defaults, see steps below  
 

 
 
Edit Requisition Defaults – From the Checkout screen, click on the related action icon (…) and select Edit Requisition Defaults 
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In the Requisition Defaults screen, click on Use Default Worktags, enter the desired PPGG to be defaulted for all line Items and click Apply 

 
 
All line Items will be updated with the PPGG entered, confirm the PPGG was added and click Submit   
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11. Once the Requisition is submitted, the system will generate a REQ # for tracking purposes.  After the Cost Center Manager approves it, the Material 
Management team will process the REQ.   
 

 
 

Additional Instructions  
 
Ordering Specialty Mixes - To order a Specialty Mix, click the quantity field and enter the desired quantity.  Once the Item(s) have been added to the Cart   
 

 
 
Locate and click on the Specialty Mix line Item from the list of Items, click in the Memo field and enter the desired mix, when done continue to Checkout   
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Deleting or Adding a new Gas Cylinder Line item from the Cart – If a line Item was added by error, select the line Item and click on the Trash icon, the line 
item will be removed from the Cart.   

  
 
To change the quality of a line Item,  clikc on the line Item and in the Quantity field in the Cart update the desired Quanity 
 

 
 
To add additional Gas Cylinders to the Cart click on Continue Shopping and select Add from Templates and Requisitions.  Follow the speps outlined in this 
guide, start from Step 6 
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Saving and Editing a Requisition - To save a Requisition with line Items from the Checkout page, click on Save for Later.  The system will generate a REQ #  
 

 
 
To edit the saved REQ, a REQ in “Draft” status 
 
Click on My Requisitions worklet 
 

 
Assume your REQ was part of the last 5 REQs submitted, otherwise click View More Details 
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Click on the REQ # related actions icon select Requisition, select Requisition and click Edit, the REQ Checkout page will be displayed, make the necessary 
edits and Submit for approval.  
 

 
 
Accidentally clicked on Add to Cart form the Template screen – If the Add to Cart button was clicked in error, all 25 Items from the Template will be added 
to the Cart, it is recommended to delete all line Items from the Cart.  All 25 items should be deleted unless you can keep the desired items for the request.   
To delete all line Items continue to click on the Trash icon until the Cart is empty   
  

 
 
Once the Cart is empty, click on the Workday home icon and restart the Requisition process (See Step 1).   

 


