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Objective 

In this quick guide, you will learn how to place your orders for 2025 Summer Shirts in 

Workday. This process in Workday involves generating a requisition for goods by 

connecting to a Supplier Website. This process creates an elevated shopping experience 

for users with real-time visibility of available units. 

  

Create a Requisition via Supplier Website - Staples  

 

1. Click the Menu button in the top left of your screen. This will open a list of options (or 

apps) to choose from.  

 

 

2. Click the Marketplace category in the Apps tab. This category is specifically designed 

for purchasing and procurement activities.  

 

 

3. Under the Marketplace section, click the Marketplace tab. This tab displays all your 

requisitions and allows you to create new ones. 

4. Click on the Create Requisition link under the Purchases category. This will open up 

the requisition creation interface. 

Tip:  If you are not able to find Marketplace, click the Add Apps button at the bottom of Menu 
page. Enter Marketplace in the Search bar and click the Add icon to add the Marketplace 
worklet. 
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5. Click on “Edit Details” to verify and update your requisition details prior to starting 

your requisition.  Be sure to enter your correct shipping address, cost center, and 

worktags.  Requisition type should be Center/Sites Products. 

 

 

 

 

 

 

 

 

 

 

 

Be sure to enter your correct 

shipping address, cost center, 

and worktags.  Requisition type 

should be Center/Sites Products. 

 

Click “Save Changes”. 



  

 

  

How-to Guide:  Ordering 2025 Summer Shirts 

SCM 

6. Once your details have been verified.  Create a requisition. 

 

7. Under Ordering Methods, select “Connect to Supplier Website”. 

 

 

8. Click the “Connect” button for Staples Promotional Products. 
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9. Workday will then open our Summer T-Shirts ordering site, as shown below: 

 

10. Scroll down and click the “Shop Here” button for the band you’re buying shirts for. 

 

 

 

 

 

 

 

 

Tip:  You can also select your brand in the menu bar at the top of the screen. 
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11. Once on your brand’s page, you’ll be shown the Summer Apparel items available to 

you.  For example: 

  

 

To view and add sizes to cart, select the desired product from your brand’s page. 

 

12. Enter the quantity of each size you’d like to order, then click “Add to Cart”. 

 

 

 

Tip:  Scroll down to view more product details.  Click the link to view the size chart. 
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A green bar will appear at the top of the screen confirming the cart has been updated.  

You can also see the total number of items in your cart at any time at the top of the 

screen. 

 

 

13. If you would like to continue shopping in another size range, click the link to your 

brand’s page in the top menu bar. 

 

 

14. Once you’ve added all desired items and are ready to checkout, click the shopping cart 

icon at the top of the screen. 

 

15. Be sure to review everything in your cart looks correct.  You can update quantities 

from the shopping cart page, or by clicking the “Edit” button next to the product 

photo.  
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16. Once you’ve verified items in your cart are correct, click the “Checkout” button. 
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17. Select desired shipping method.  Note:  Expedited shipping will only be available for 

orders placed after May 7th.  Orders placed prior to May 7th, will automatically have 

“Ground Delivery” selected. 

 

18. Click “Continue to Requisition”. 
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19. Your page will then re-direct back to your Workday requisition.  Click the “Checkout” 

button. 

 

20. Review your order details and shipping address carefully.  Then click “Submit”. 

 

 

 



  

 

  

How-to Guide:  Ordering 2025 Summer Shirts 

SCM 

 

 

21. You’ll be re-directed to the “Requisitions” page and you’ll see a box appear, confirming 

your order has been submitted. 

 

22. You will receive emails from kindercare@staples.com confirming when the order was 

received and when the order is shipped. 

 

 

 

 

 

 

 

mailto:kindercare@staples.com
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Checking Your Order Status – Staples Punchout  

 

1. If you would like to check the status of your order at any time, you can connect back to 

the Staples punchout from the “Marketplace” page. 

 

 

 

 

2. Select Account from the top menu bar 
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3. Select Order History 

 

 

 

 

 

 

 

 

4. The Order History page shows order status.  If the order shows it has shipped, you can 

view the tracking number by clicking the “View Button” 

 

 

 

 

 

 

 

 

 

 

 

 

FedEx 794012345678 
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Need Help with Your Order?  

View FAQs and Ordering Instructions by clicking the “Help” button at the top of the 

screen. 

 

      

Or Contact: 

  

  

 

 

 

 

 

 


