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This job aid supports employees who have the authority to create 

a new Supplier Contract for a supplier in Workday. 

 

To create a new Supplier Contract, complete the following steps. 

 

CREATE A SUPPLIER CONTRACT 

From the homepage: 

1. Search ‘Create Supplier Contract’ in the search bar and select 

the task. The Create Supplier Contract screen displays. 

2. Select Company, Supplier, and the appropriate Contract 

Type. 

  

3.  Click the OK button. 

The Create Supplier Contract screen displays. 

4. At the Contract Information header level, enter required 

fields. You will leave your name in both the Contract 

Specialist and Buyer fields. When the buyers pick up the 

contract to approve and schedule the payments, they will 

change what is in that field to their own name. 

 

 

 



 

 

Supplier Contracts: Create a Supplier Contract – Scheduled Invoice Plans (UAMS) UAMS Finance 

  

Last Updated: May 2022 

5. At the Terms and Amounts header level, enter a Contract 

Start Date, End Date, and Total Contract Amount. The Line 

Amounts will automatically calculate based on the 

information you will enter at the line level.  

 

 

6. Under Renewal Terms, do not check Automatically Renew. If 

you would like to be notified prior to the contract end date, 

you can select the checkbox for Send Expiration Notification 

and set the amount of time prior to the expiration 

date that you would like to be notified. You can 

use Contract Overview as a place to make notes, 

provide further contract descriptions, makes notes 

to the buyer, etc.  

 

 

 

 

Continue to next page 
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7. For Supplier Invoice Defaults, make sure to select a UAMS 

Remit-To Connection. The Payment Terms will default in 

from the supplier record. Please do not change and override 

the default payment terms. In the Supplier Invoice Reference 

Number field, this is where you will put the account number 

(or quote number, contract number, document number, etc., 

whatever the supplier needs to identify which account they 

are applying the payment towards. This field will be sent in 

the remittance advice to the supplier when the payment is 

sent.   

 

8. Click on the Service Line tab. Add line and fill in 

required (*) fields and other fields as needed.  

 

Description and Spend Category: 

 

 
 

 

 

Extended amount (for one-line service contracts, your line 

Extended Amount should match the header Total Contract 

Amount) 
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For one-line service contracts, Start and End Dates on the line should 

match the Start and End Dates on the header. 

 
Enter cost center, grant, program, or project, and additional worktags, 

including Fund which is always required. Just like on a requisition, if 

you use a project then a budget category will also be required.  

 

  

9. Upload an attachment showing the total contract 

amount, start and end dates, and what the desired 

payment schedule should be. Attachments are 

required on all contract types that UAMS requisitioners 

can create. 

 

10. Click the Submit button to start the approval process. 

 

NEXT STEPS 
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The process to create a Supplier Contract is now complete.  

By clicking Details and Process, you can view the actions taken 

to date. Any changes made to the Supplier Contract are tracked 

in the Process History table. Click on Remaining Process to 

view the outstanding workflow steps. 

An approver receives a Workday Inbox notification to approve, 

deny, or send back the Supplier Contract. An approver must 

provide a reason if the Send Back action is used. These supplier 

contracts will route through our normal cost center requisition 

approval process. Once the final cost center approval is complete, 

it will route to a buyer to set up the contract installments and 

scheduled invoices.  
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