
Purpose: The article will explain how to create a Contract Intake Request within Workday 

Strategic Sourcing.  

*Note* The process for submitting new supplier requests remains the same. Simply log in 

to Workday, go to “Create Supplier Request,” and fill in the required details. The Business 

Office will review and approve requests, after which the supplier will be available for any 

future contracts.  

Once the supplier request is approved, you will submit all new contracts with that supplier 

directly in Workday Strategic Sourcing. 

Information about the University's Contract Policy and Procedures can be found on the Workday 

Strategic Sourcing homepage, Business Purchase Table. 

From the Business Purchase Table there are three contract types to select from. Please read the 

descriptions for each type and select the appropriate contract type. 

 

Once contract type is selected the New Contract page will appear. All sections will appear on 

the left-hand side bar.  

https://www.myworkday.com/trinity/d/home.htmld
https://trinity-university.us.workdayspend.com/business_purchase


 

Please fill in all required fields on the Contract Summary section.  

Note* Hover over the hint icon for further information. 

Enter the Contract Title as follows: Supplier Name-Contract Name-Sponsoring Department 

Name 

Example: Orion Security Solutions- Vendor MSA-TUPD 

Note* Company will always be Trinity University (select from drop down in field). 

Navigate to the Supplier section, assign a supplier (by selecting from the supplier directory) 

 

Once Supplier has been selected navigate to Intake Request Details  



 

All required fields will have a red asterisk, enter information for all required fields.  

Once all information has been entered, attach Contract and Certificate of Insurance in the 

Attachments Section. 

If you have any Stakeholders, you may add the individuals in the Stakeholders section (by 

selecting Open Stakeholder directory),. Stakeholders are internal team members you invite to 

collaborate. 

 

The directory will allow you to search for stakeholder by name, check the box next to the 

individual to add to your contract request. 

By checking the box next to Receive Email Notifications, this will allow email notifications to be 

sent to the Stakeholder throughout the contract review process within Workday Strategic 

Sourcing. 



 

Ensure all required fields have been completed in all sections on the left-hand side bar, then 

select SUBMIT REQUEST on the top right-hand corner.  

 

By submitting request this will assign yourr submission to a Sourcing Manager in Risk 

Management for review. 

Once request has been submitted you will receive a confirmation with your contract request #:  

 

Once your contract has been signed by the appropriate signature authority and finalized you will 

receive an email confirmation. See example below: 



 

 

 

Contract Follow-up Self Service for Requesters:  

To view status of your contract request, go to Workday Strategic Sourcing. 

From the homepage, go to Navigate and select Contracts to see your dashboard.  



 

All contract requests you have submitted and the Contract Status will be displayed.  

Note* Contract Status will provide you the progress of the contract review  

Example of dashboard view:  

 

Note* Should you need to communicate with the Sourcing Owner assigned to your request or with any 
other Stakeholders added to the Contract, you do this by selecting the Team Chat button in the record. 
Make sure to “@” mention the appropriate team members if you wish them to receive an email 
notification about your message. 



 

For Signature Authorities Use Only- Review and Signature:  

As a Signature Authority approver, you will receive an email notification of a contract signature 

requested via AdobeSign:  

 

Once you have signed the contract, AdobeSign will give you this message once the signature has been 

completed:  

 

The Sourcing Manager (Risk Management reviewer) will then see the signed contract in Workday 

Strategic Sourcing and will be able to download. See example below:  



 

Add link to AdobeSign Video here: 

https://community.workday.com/node/1030282?check_logged_in=1 

https://community.workday.com/node/1030282?check_logged_in=1

