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Requisition Worklet: What it is & Why it’s important 

Procurement will begin transitioning the current requisition experience from within the Purchases 
Worklet to the Requisition Worklet, as Workday plans to retire the current Requisition experience in 
March 2027. 

The Requisitions Worklet enhances the employee experience by: 
• Ability to submit requisitions using all supported ordering methods while also 

providing transparency into the procure-to-pay process. 
• Can see Requisition status, see issued PO number, and most recent Receipt & 

Supplier Invoice. 

• Giving users the ability to default Requisition information (i.e. company, 
requisition type, ship-to address, driving worktags (program, project, grant, 
etc.)). 

• These are selected and saved until adjusted by the end user (changing the RQ Type 
will reset all fields). 



Requisition Worklet: Old vs. New Look 

Available until March 2027 Available currently & beyond March 2027 



Requisition Worklet: Overview 
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Updates to Requisition Types & Purchase Order Types 

Workday Requisition Types 
“Current” Name “New” Name 

Construction/Renovation Projects (CRP) N/A – No Change 
Contract Professional/Specialty/Consulting Services (PSC) Inactive – No Longer for Use 
Cooperative Endeavor Agreements (CEA) Agreement - Cooperative Endeavor (CEA) 
Create Contract/Agreement (CCA) Contract - Create Contract/Agreement (CCA) 
Emergency Purchase (EP) Purchase Services/Goods - Emergency Purchase (EP) 
Interagency Agreements/Contracts (IAC) Agreement - Interagency (IAC) 
Lease Equipment Purchase (LEP) Lease - Lease Equipment Purchase (LEP) 
Lease of Space (LSP) Lease - Lease of Space (LSP) 
Next FY Purchase/Contract (NFY) N/A – No Change 
Purchase Services/Goods - Non-Catalog (PSG-NC) N/A – No Change 
Purchase Services/Goods - Punchout Catalog (PSG-B2B) N/A – No Change 
Revenue Generating Agreements (RGA) Agreement - Revenue Generating (RGA) 
Revenue Sharing Agreements (RSA) Inactive – No Longer for Use 
Sales and Service (SRS) Contract - Sales and Service (SRS) 
Sole Source Purchase (SSP) Purchase Services/Goods - Sole Source Purchase (PSG-SSP) 
State Contract Purchase (SCP) Purchase Services/Goods - State Contract (PSG-SCP) 
Used Equipment Purchase (UEP) Purchase Services/Goods - Used Equipment (PSG-UEP) 
NEW Agreement - Revenue Generating with Expenses (RGA-E) 
NEW Agreement - Subawards (PSC-SUB) 
NEW Contract - Consulting Services (PSC-C) 
NEW Contract - Professional Services (PSC-P) 
NEW Contract - Specialty Services (PSC-S) 
NEW Purchase Services/Goods - Advertising (AD) 

Workday Purchase Order Types 
“Current” Name “New” Name 

Annual Agreement Agreement - Annual 
Construction Contract Contract - Construction 
Consulting Services Contract Contract - Consulting Services 
Cooperative Endeavor Agreements Agreement - Cooperative Endeavor 
Multiyear Agreement Agreement - Multiyear 
One-Time Purchase - Emergency N/A – No Change 
One-Time Purchase - Non-Catalog N/A – No Change 
One-Time Purchase - Punchout (B2B) Catalog N/A – No Change 
Professional Services Contract Contract - Professional Services 
Revenue Sharing Agreements Inactive – No Longer for Use 
Specialty Services Contract Contract - Specialty Services 
Subaward Agreement Agreement - Subaward 
Term Contract Contract - Term 
NEW Agreement - Revenue Generating with Expenses 

For more information on required attachment categories per Requisition Type, visit: 
https://www.lsu.edu/administration/ofa/procurement/a-z-policies-procedures/attachment_categories.php 

The most impactful update for end users to be aware of is "Contract for Professional, Specialty, Consulting 
Services" being broken apart into separate RQ Types. Additionally, we are adding “Advertising” and 
“Subaward” RQ Types. 
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“New” Advertising RQ Type & Advertising Questionnaire 

In effort to streamline operations and provide better reporting for various LSU departments & leadership, Procurement has 
created a RQ Type for advertising. 

Non-Catalog Requisition 
• Must use Goods lines 
• Must use spend category: Advertising (SC0002) 
• Must use a commodity code within the Advertising family of UNSPSC codes 
• Must provide an attachment using the attachment category: Contracts/Agreements OR Supplier Bid/Quote/Proposal 

Advertising Questionnaire (Requisition & Change Order) 
• What is the purpose of this advertisement? 

• As defined of the LSU Procurement  Advertising website 
(https://www.lsu.edu/administration/ofa/procurement/a-z-policies-procedures/advertising.php) 

• What is the need and specific project, event, promotion, or employment opportunity this advertisement is for? 
• Supplier Contact Name 
• Supplier Contact Email Address 
• Supplier Contract Phone Number 
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Reminder: UNSPSC Commodity Codes Job Aid & Code Cheat Sheet 

For commonly used commodity codes (Advertising or other commodities), see Procurement’s job aid: 
https://www.lsu.edu/administration/ofa/procurement/a-z-policies-procedures/unspsc_commodity_codes.php 
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Questions?? 

Workday 2026R1 Updates: Ask The Presenter 
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