STEP 1 - GO TO THE WORKDAY CENTRAL LOGIN PAGE — IDENTITY.WORKDAY.COM

ENTER YOUR EMAIL ADDRESS AND CLICK CONTINUE.

workday.

Workday Central Login

Sign In To Your Account

Email Address

‘ Enter your email@domain.com ‘

Received an invite?




STEP 2 - COMPLETE MULTI-FACTOR AUTHENTICATION

ENTER THE 6-DIGIT AUTHENTICATOR CODE AND CLICK VERIFY CODE.

workday

Let's Verify It's You

To verify your identity, enter the 6-digit code
from your authenticator app.

Reset Authenticator

Back to Sign In




STEP 3 - SELECT SUPPLIER PORTAL

ON THE WORKDAY STRATEGIC SOURCING PAGE, CLICK THE SUPPLIER PORTAL TILE
(CIRCLED IN RED).

My Customers Workday Strategic Sourcing

Filter your applications by Supplier Portal

Workday customer
08 All Customers

Workday Strategic Sourcing



STEP 4 - OPEN THE CUSTOMER DIRECTORY

CLICK CUSTOMER DIRECTORY ON THE LEFT MENU (RED UNDERLINE).
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W Strategic Sourcing

Welcome, Robert
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Dashboard
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STEP 5 - SELECT CARILION SERVICES, INC. (YOUR CUSTOMER)

CLICK CARILION SERVICES, INC. (RED UNDERLINE).
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w Strategic Sourcing

Customer Directory Q@ search Customers...

|«

CUSTOMER SUPPLIER RFPS AND AUCTIONS CONTRAC
88 Dashboard

Carilion Services, Inc MEDTRONIC USA, INC. ] ]

|E| Customer Directory

STEP 6 - OPEN PURCHASE ORDERS

CLicKk VIEW PURCHASE ORDERS (RED UNDERLINE).
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w Strategic Sourcing

Carilion Services, Inc.
|&

‘ [#] purchase orders PURCHASE ORDERS

[#] nvoices View Purchase Orders [A

——
[E] payments

[E] catalogs



STEP 7 - USE THE SEARCH BAR IN THE PO PORTAL
AT THE TOP OF THE SCREEN, CLICK THE SEARCH BAR (RED ARROW).

= MENU P = c— Q Search

POs and Catalogs

POs and Catalogs

Most Recent Purchase Orders & Uninvoiced POs ol I Catalog
a Catalog Load
Purchase Order Document Date Status Amount 8 6 “I 2 9
View Al Cata
PO-1021934 12/11/2025 issued 6313.90 Partially Invoiced Uninvoiced
PO-1022127 12/11/2025 Issued 120.00 & Purchase

2,866,791.75

P0O-1022020
Createa Invoic
Uninvoiced Amount
PO-1021793 12/11/2025 ssued 855.36
Log Time anc
PO-1021907 12/11/2025 ssued 328840
Currency  USD
PO-1021868 12/11/2025 ssued 2711.00
PO-1021963 12/11/2025 ssued 1.330.00

STEP 8 — SEARCH FOR “BILL ONLY”

TYPE BILL ONLY IN THE SEARCH BAR AND SELECT
BiLL ONLY REQUISITION APPLICATION — BUILT ON WORKDAY (RED UNDERLINE).

Q bill nly ®

j Bill Only Requisition Application - Built on Workday
= Task e

STEP 9 — CREATE A BILL-ONLY REQUISITION

CLICK CREATE REQUISITION (RED ARROW).

= MENU CamILionN C L

Bill Only Requisitions




