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Workday Job Aid for Contingent Workers and Employees 

 

Overview 
Use this job aid as a resource for a change order request.

Create Request via Search 
1. From the Workday search bar, enter “Create Request” in 

the search field.  
 

2. Select the Create Request task. 
 

3. In the Create Request box, select All and PO Change 
Order. 

 

 
 

4. Click OK. 
 

5. The PO Change Order screen appears. Complete the 
questionnaire in its entirety (see the questionnaire). 
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PO Change Order Questionnaire continued 
 

 
 
 

PO Change Order Questionnaire continued 
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PO Change Order Questionnaire continued 
 

 
 
6. After completing the questionnaire, attach any relevant 

documentation as needed and click Submit to submit the 
change order questionnaire now, or Save for Later to 
submit it later. Click Cancel to stop the change order 
process. 
 
 

7. After submitting, a confirmation shows that the request will 
be sent to the CCM/SCCM for approval. 
 

 
 

8. Click the View Details link to see the request details. Click 
the Process tab to view the status of the request. The 
process history will show it is awaiting CCM/SCCM approval. 
 

 
 
 

9. Once the CCM/SCCM approves the request, it will be sent to 
Procurement for processing, as shown in the screenshots. 
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10. When the buyer selects the change order request, it should 
look like this. 
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11. Once the purchasing agent has processed the change order, 
the requester will get a notification (the number in red). 
Notifications are in the top-right corner of Workday, near 
your profile picture/icon. 
 

 
 

12. You will see the notification for the purchase order. 
 

 
 

13. To print a copy of the change order (PO), put the purchase 
order number in the Workday search bar. If no results 
appear, click the All Categories drop-down button. 

 
 

14. Under All Categories, click Procurement. 
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15. Click the PO number, then select Print Run.  

 

 
 

16. Click the PDF to view a copy of the PO. 
 

 
 
 


