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PERSONAL SERVICES CONTRACTS START-UP GUIDE FOR WORKDAY 

Requisitions will not be used to request contracts in Workday.  Instead, the Contract Request will be 
used initiate new contracts, contract amendments and Requests for Proposals. 

Prepare and/or collect the required attachments for a Contract Request.  

1) Contract Request Form
2) PSC first draft on template

For a new contract, use only current version of PSC Template for first draft. For an amendment, use 
only the current version of the PSC Amendment Template.   

If the work of the Contractor is a form of IT consulting, [ie mobile app development, website design, 
software implementation,etc.] note that an ITS risk assessment is needed.   

• Information Services Review Questionnaire
• To submit directly to IT for review: Online Information Services Review Questionnaire

A SupplierID is required on the form.  Perform a Workday search for the Contract with Find Supplier.  If 
Contractor is not found, obtain W9 from Contractor and submit Create Supplier Request. 

Open the Contract Request Form. 

Complete page 1 of the Contract Request Form and then on page 2 choose radio button for either 
PERSONAL SERVICES CONTRACT or CLIENT SERVICES CONTRACT. 

Go to Part A Section 2 and provide answers to questions listed.  Save a copy of the completed 
Contract Request Form.

https://s3.wp.wsu.edu/uploads/sites/1305/2021/02/PSC_Template_MARCH2021_POST.docx
https://s3.wp.wsu.edu/uploads/sites/1305/2020/12/ITS-Questionnaire.pdf
https://jira.esg.wsu.edu/plugins/servlet/desk/portal/66
https://rebo.wsu.edu/documents/2020/12/contract-request-form.pdf/
https://s3.wp.wsu.edu/uploads/sites/1305/2021/03/WORKDAY_PSC_AMENDMENT_TEMPLATE_Mar2021.docx
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Workday Task:  On the welcome page select Requests from the array of Applications 

Choose All Requests then choose Contract Request.  Next click on the Contract Request      “twinkie” 
and then on Request. 

 

See next page. 
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PURPOSE OF CONTRACT    NOTE THIS: 
NAME OF CONTRACTOR 
NEW CONTRACT OR CONTRACT AMENDMENT? 
CONTRACT NO. IF KNOWN 

FIND THE CONTRACT REQUEST FORM AT   https://confluence.esg.wsu.edu/display/WKB/Contract+Request 
  

PSC TEMPLATE  
AND 
A SCOPE OF WORK  
AND/OR 
CONTRACTOR’S PROPOSAL OR QUOTE 

IF UNCERTAIN, REFER TO PAGE 2 OF CONTRACT REQUEST FORM. 
 

IF THE CONTRACT REQUEST IS FOR A 
REQUEST FOR PROPOSAL, UPLOAD 
THE FIRST DRAFT OF YOUR RFP IN 
THIS SPACE.   

https://confluence.esg.wsu.edu/display/WKB/Contract+Request
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Next, in the cloud comment field add: 

1) name of contractor (again, please) 
2) remarks to your Cost Center Manager who will approve the Contract Request before it comes to 

Purchasing Services. 

In Attachments field add all other applicable documents. 

Click on Submit. 

See next page to better understand how a contract is created and works its way through Workday processes.   

To view your Contract Request – the one you just created, or any others, go back to the welcome page and 
select Requests from the array of Applications.  Then choose My Recent Requests. 
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Workday Contract Processes 
Key:  blue = occurs within Workday         lavendar = occurs outside of Workday        SPC = Supplier Contract  

THE ROLE THE TASK THE ACTION 
REQUESTER OF CONTRACT CREATES CONTRACT 

REQUEST 
SUBMITS REQUEST 

CONTRACT SPECIALIST RECEIVES & VETS 
CONTRACT REQUEST 

REVIEWS, COMMUNICATES WITH 
REQUESTER IF NECESSARY 

CONTRACT SPECIALIST CREATES SPC RECORD SUBMITS SPC IN WORKDAY.      
COST CENTER MGR, OR 
GIFT/GRANT/PROG/PROJ MGR 
RECEIVES SPC FOR INITIAL  
FINANCIAL APPROVAL. 

REQUESTER OF CONTRACT RECEIVES CONTRACT 
REQUEST APPROVAL 
NOTICE VIA WORKFLOW  
AND NOTES SPC# ASSIGNED 
TO CONTRACT 

WAITS FOR FULLY EXECUTED COPY 
OF THE CONTRACT. 

COST CENTER MGR, OR 
GIFT/GRANT/PROG/PROJ MGR 

GIVES INITIAL FINANCIAL 
APPROVAL OF WORKTAGS 
AND ESTIMATED COST. 
 

APPROVES REQUEST, WHICH IS 
RETURNED TO CONTRACT 
SPECIALIST VIA WORKFLOW. 

CONTRACT SPECIALIST RECEIVES NOTICE VIA 
WORKFLOW OF INITIAL 
FINANCIAL APPROVAL.   

CLOSES CONTRACT REQUEST 
PROCESS. 
 
 

CONTRACT SPECIALIST MANAGES CONTRACTING 
PROCESSES OUTSIDE OF 
WORKDAY.  NO 
SIGNIFICANT CHANGES TO 
LEGACY PROCESSES. 

DRAFTING, REDLINING, 
CONFERRING WITH DEPT CONTACT 
AND CONTRACTOR, ASSEMBLING 
DOCUMENTATION, ACQUIRE 
APPROVAL OF FINAL DRAFT  

CONTRACT SPECIALIST EXECUTES CONTRACT EMAILS CONTRACT TO 
CONTRACTOR FOR 
COUNTERSIGNATURE 

CONTRACT SPECIALIST RECEIVES FULLY EXECUTED 
COPY OF CONTRACT 

DISTRIBUTES FULLY EXECUTED 
COPIES TO 
REQUESTER OF CONTRACT,  
THE CONTRACT MANAGER AND 
PROJECT MANAGER. 

CONTRACT SPECIALIST COMPLETES THE SPC 
RECORD AND UPLOADS ALL 
DOCUMENTATION. 

SUBMITS SPC TO FINANCIAL 
APPROVER  
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