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Before you create a request, you should first download 
the worklet to your home screen. 

 

1. From your Home screen click the cog. 

 

2. Click the “+” to add a new line and type Requests. 

 

3. You can now click the on the Requests worklet to create a 
Request. 

 

4. Click on Create Request. 

 

 

 

 

5. From the drop-down menu, first select All. 

 

6. Then select Vassar Credit Card Request. 
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7. Fill out all required fields, and make sure you read the Credit Card 
Policy and Procedures and check the box “I understand”.  If you 
do not check this box your request will not be processed. 

 

 

8. For Faculty members this request will route to the Associate Dean of 
the Faculty for approval before going to the Procurement office.  For 
all other employees, the request will route to your Primary Manager 
first for approval. 

9. Once the request has been approved, you will receive a notification. 
See below. 

 

 

 

 

10. You will also receive a notification if your request has been 
denied.  See below. 

 

11. From your home screen, if you click on the Request worklet 
and click My Requests, you will be able to see all requests 
you have submitted and the status of those requests. 

 

12. If you select View Request Types from your worklet, you will 
see all requests that are available in Workday.  This will also 
give you a description of what each request is for.  We will be 
adding more request types in the future. 
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