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Creating a Supplier Request

1.

2.

Tasks and Reports

Create Supplier Request

Task

3. Choose the supplier category.
a. If this is an External Services provider, you are Required to choose “Contingent Worker.
b. For all other supplier requests, choose the most appropriate type.

4. Click on the ‘Attachments’ tab to upload or drag and drop attachments.

a. W-9 - always required.

Search ‘Create Supplier Request’ in your Workday search bar and select the task as shown below.

Input the supplier’s name, address, email and any additional contact information.

b. COI (Certificate of Insurance) — required for work on campus. Example: Business Performing
Maintenance, Repairs to Equipment, Photography, Party Rentals, etc.

c. Background Check — required if close interaction with students.

d. Supplier Request for Contingent Worker — required for all Contingent Workers.

Create Supplier Request

Supplier's W-9 form must be attached.
If Contingent Worker, you must also attach this form:

Worker * Jones, Abbie D
Supplier Name *
DUNS Number

Unique Entity Identifier

Supplier Category

Restricted to Companies [
Parent [

Tax Autherity Form Type select one v

TIN Type

Tax ID [
Justification ‘

Contact Information Classification Attachments

Phone

Address

m
E)
B

Supplier Contact

©)

Supplier Category Bearch =
(") Benefits =
Parent -
() Contingent Worker (G}
Tax Authority Form Type () Facilities
) Information Technology .:::.
TIN Type ’ _
() Legal
Tax ID () Medical Supplies
. . () Office Supplies
Justification =
() other
() Professional Services
() Utilities D
Contact Information Classification Supplier Contact
Attachments

Drop files here

or
Select files

enter your comment

( Cancel ) (SaveforLaler) n




Requisition/Purchase Order /Invoice Process

To Create Requisition from Supplier Website (Amazon and FSl).

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu X

Apps Shorteuts

Your Saved Order @

Requisitions

3. Select Connect to a Supplier Website

Ordering Methods

Request Non-Catalog_ ltems

Connect to Supplier Website

E[ Add from Templates and Requisitions

4. Choose the supplier you need to connect to.

Logo Supplier Link Name Multi-Supplier Supplier Description \

Amazon Amazon - Punchout
| ]
P Forms and Supply - Punchout

5. Search for and find the item(s) you want to purchase and add to cart.

6. Select Proceed to Checkout when you have placed all items in cart.

7. Type your name in Deliver To: field and select the applicable address. (Do not add a new address. All
purchases should be routed to one of the preloaded addresses. Per Fiscal Policy and Procedures, items may not be
shipped to employee homes without approval from applicable Senior Vice President.) After selecting address, click
deliver to this address.




3 Choose a shipping address

Does this order need to be delivered to a recipient other than the name in your address book?

Deliver To: | Darlene Morgan This will be applied to only this order.

/'

Group Anderson University addresses

(@ Anderson University TROJAN FIELDHOUSE, 439 WILLIAMSTON RD, ANDERSON, SC, 2962 1-
5943, United States, Phone: 864-231-2029

() Anderson University 316 BOULEVARD, ANDERSON, 5C, 29621-4002, United States, Phone: 864-
760-1168

(O Anderson University 225 S PLEASANTBURG DR STE A7, GREENVILLE, SC, 29607-2533, United
States, Phone: 864-328-1764

(O Anderson University HOLDREDGE-BEARWOOD CENTER, 3031 HIGHWAY 81 N, ANDERSON, SC,
29621-3621, United States, Phone: 864-231-5725

(O Anderson University 225 S PLEASANTBURG DR STE B3, GREENVILLE, SC, 29607-2533, United
States, Phone: 864-622-6084

() Anderson University 200 BLECKLEY ST, ANDERSON, SC, 29625-4325, United States, Phone:
864-622-6006

() Anderson University BUILDING A FACILITIES, 431 WILLIAMSTON RD, ANDERSON, 5C, 29621-
5943, United States, Phone: 864-622-6026

(O ANDERSON UNIVERSITY COLLEGE OF ENGINEERING (COEN) 907 N MAIN ST, ANDERSON, SC,
29621-5526, United States, Phone: 864-231-2164

Use this address

8. All employees have access to Prime shipping through Anderson University’s Business account. If Prime shipping is
available for the order you are placing, you may choose that delivery option at no additional cost. After selecting
shipping option, click continue.

Choose your shipping options \ | —
Shipment 1 of 1 Choose your Prime delivery option:
Shipping from Amazon.com (Learn more) ® Monday, Oct. 25

FREE Prime Delivery
Shipping to: Holly Barthelmes, 316 BOULEVARD, ANDERSON, 5C, 29621-4002

United States O Monday, Oct. 25
d States

FREE Amazon Day Delivery
Simple Designs LD1003-BLK Basic Metal Flexible Hose Neck Desk Lamp, Black Get your orders together in fewer boxes and deliveries each Monday. Change delivery
$11.99 - Quantity: 1 day
Business Price
Sold by: Amazon.com Services LLC

Change guantities or delete



9. Choose Pay by Invoice as Payment Method.

4 Choose a payment method Close X

Abbie, prefer to be invoiced for this order?
Choose Pay by Invoice as your payment method now.

Net terms

@ [s= Pay By Invoice
il Provided by your organization

Use this payment method /

10. After reviewing your order information, click submit order for approval to be taken back to Workday to complete
placing your order. Order will not be placed with Amazon until you have finished filling everything out in
Workday.

Review your order

This order requires approval.
A “ PP ‘ J/v ‘Submit order for approval

By placing your order, you agree to the
@ Keep operating hours up to date Amazon Business Accounts Terms and

. - . Conditions and Amazon's privacy notice.
If your hours ever change at an address, click Edit delivery preferences to update them. B v

Order Summary

Items: $11.99
. Shipping & handling: $0.00
Group Payment method Change Promotional Codes:
Anderson University ending in Total before tax: $11.99
- . . Enter Code Apply Estimated tax to be collected: 50.84
Change Amazon Business Line of Credit ending
in 1563 R
Shipping address Change Order total: $12.83
Holly Barthelmes Billing address Change
316 BOULEVARD Anderson University How are shipping costs calculated?
ANDERSON, 5C 29621-4002 316 BOULEVARD Prime shipping benefits have been applied ta your
United States ANDERSON, 5C 29621-4002 order.
Phone: 864-760-1168 United States

11. If all items correctly show up in your Workday cart, you may “checkout”.

Company Requester Total Amount  Currency
Anderson University Jones, Abbie D $128.32 USD
8 tems SortBy. - c
Edit
Fal Dust, Off Cs ed G 1
s:::; il it Description Officernate Standard Staples, § Boxes General Purpose Staple, 5000 Staples/Box (91925)

Supplier tem Identifier BOTIW72LCG
BIC Round Stic Xira Life Ball Point P... 1

86.74 Spend Category (empty)
Supplier Amazon - Punchout
Amazon Basies Wide Ruled Lined W._ 1
s1282 Supplier Contract (empty)
‘Amazon Basics Multipurpose Copy ... 1 Quantity 1
846,99
Unit of Measure Each
Officemate Standard Staples, 5 Box... 1
300 Unit Cost 8.99
Extended Amount 8.99
Sticky Notes 33, Self-Stick Notes, _ 1
2l Item Identifiers (empty)
Sharpie Tank Highlighters, Fluoresc. 1 Memo
§14.80

PAPERPAL #1 Nongkid Paper Clipe, ... 1
§799



12. In your checkout screen, you can review the goods lines. Information will default from the supplier’s website. You
can click on Edit More Details/Edit More to complete the required information. You may also utilize “Access
Advanced Checkout” (top right blue link) if you prefer this layout for entering the required information.

Access Advanced Checkout

Requisition Details aTTenTion REQuIRED

Requisition Summary

Requesting for

Morgan, Darlene

Edit More Details

My Cart (2)

Item

PILOT G2 Premium

Refillable & Retractable ...

ATTENTION REQUIRED

Amazon Basics Twin

Pocket File Folders wit...

ATTENTION REQUIRED

> Attachments

You must fill in:

Company

Anderson University

Price

$13.99
Each

$10.76
Each

Quantity *

Ship-To Address
316 Boulevard, Anderson, SC
29621, United States of America

Worktags *

Cost Center Gift

Subtotal 2475
Freight 0.00
Other Charges 0.00
Total $24.75 USD

Actions

¥

x Cost Center: CC00002616 = ‘
Business Office

Grant Project

v
: ‘ Edit More o

Cost Center Gift

K,
t]

x Cost Center: CC00002616 = ‘
Business Office

Edit More

Grant Project

a. Freight Amount (optional): should not be applicable to most Amazon and FSI charges
Other Charges (optional): tax may be entered in this field

c. Memo to Suppliers (required for FSI):_For FSI, please type in the building and room number you would like
your order to be delivered to. Character count in this field should not exceed 25 characters to ensure the
driver can see the full message.

d. Internal Memo (optional): This field may be used to provide any information you would like the Business
Office to know.

e. Spend Category (required): select the most appropriate spend category. Do not use Miscellaneous unless
no other spend category will work.

f.  Memo (preferred): Type anything that may be helpful for the Business Office /Supplier to know, such as a
business purpose for the purchase.

g. Worktags (Cost Center, Gift, Grant, Project, and Agency) (required): Cost Center will default based on

your employee setup. If applicable, search for cost center to charge purchase to or remove cost center and
search gift, grant, project, or agency.
Do not change or remove fund/program additional worktags. These will default based on the cost
center, gift, grant, project, or agency you select.

13. When finished filling in applicable information, click submit. If the order is less than $3000, the order will
automatically be placed with Amazon or FSI. If the order is greater than $3000, the requisition will be routed to
your Cost Center Manager, Dean/Director, Vice President, and the Business Office for approval.



To Create Requisition for Non-Catalog ltems (All Suppliers other than FSI or Amazon)

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu X

Apps Shortcuts

Your Saved Order @
-I-D' —
“}E‘ Requisitions

3. Select Request Non-Catalog Items OR “Start Requisition’

Requisition Details e

Edit Requesting for, Ship-to Address, Worktags, and
more.

. Requesting for
Morgan, Darlene

Company
Anderson University

Ordering Methods

Request Non-Catalog Items

Connect to Supplier Website

@ Add from Templates and Requisitions




For Goods:
1. Building Your Cart:

Complete steps a-i below for each item you are ordering to build your cart. After clicking 'Add to Cart' a fresh
screen will appear to allow you to continue adding items. Once you have added all items from the invoice/quote,
you will then checkout. The goal is for your cart to match your invoice /quote. Do not include taxes or shipping at
this stage. This will be entered upon checkout.

Description: general description of the specific item you are requesting.

Spend Category: Select the most appropriate spend category.

Select ‘Goods’ Note: Goods and Services can be added to the same requisition based on this selection.
Quantity: Number of each type of item you are requesting.

Unit of Measure: Select the most applicable. If unsure which one to select, choose “each.”

Price: Amount per unit of measure.

Supplier: Select the supplier you want to purchase from. You may type in the supplier's name or search by one
of the subcategories.

h. Memo (optional): information applicable to charge.

Select Add to Cart. Once you select Add to Cart the page will refresh and allow you to add more items.

@ ™9 onyoo

What do you need to order?

Description* /

Microscopes for biology lab

What type of order is it?

Spend Category *

x Equipment

Is this a goods item or a service?

O Goods

) Service

What is the quantity and cost?

Quantity*
2 o |
Unit of Measure *

¥ Each 'yl E|
Price
| 1000 4 |

Subtotal $2,000.00 USD

Other details to add

\ Supplier

% Martin Microscope Company

Supplier Contract

Supplier item Identifier

\ Memo
Two microscopes for biology lab




Checking Out:

1) Once all items are entered for the invoice /quote, click the shopping cart in the top right corner of the screen and then

click ‘Checkout’.

PLO

My Cart
Microscopes for o
biology lab
Quantity: 2 $2,000.00
Petri dishes for o
biology lab
Quantity: 50 $750.00

-

Total: 2,750.00 USD

2) In your checkout screen, you can review the goods/services lines. Click on Edit More Details/Edit More to complete the
required information. You may also utilize “Access Advanced Checkout” (top right blue link) if you prefer this layout for
entering the required information.

Requisition Details atTenTION REQUIRED

Requesting for
Jones, Abbie D

Edit More Details

My Cart (2)

Microscopes for biology
lab

Petri dishes for biology
lab
UPDATED

> Attachments

Company

Anderson University

Price

$1,000.00
Each

$15.00
Each

Quantity *

ship-To
316 Boulevard, Anderson, SC
29621, United States of America

Worktags *

Cost Center Gift

Access Advanced Checkout

Requisition Summary

Subtotal 2,750.00

Freight 0.00

Other Charges 0.00

Total $2,750.00 USD
Actions

A

[y

Business Office

x Cost Center: CC00002616 .El [

1

Grant Project

| |

Cost Center Gift

[
»

% Cost Center: CCODDOZ616 = [
Business Office

Edit More @]

Grant Project

| |




3) In the Edit More Details/Access Advanced Checkout screen:

vii.

viii.

Requisition Type: If this does not default, choose the correct requisition type. This field cannot be
blank.

Ship to Location: Choose the appropriate location for your items to be shipped.

Freight Amount (optional): Shipping amount may be entered in this field

Other Charges (optional): Sales tax may be entered in this field

External Memo (optional): Enter memo for supplier

Internal Memo (optional): Enter any additional information for approvers to see

Available in Advanced Checkout Screen: Worktags (Cost Center, Gift, Grant, Project, and Agency)
(required): Cost Center will default based on your employee setup. If applicable, search for cost
center to charge purchase to or remove cost center and search gift, grant, project, or agency. *Do not
change or remove fund/program additional worktags. These will default based on the cost center, gift,
grant, project, or agency you select.*

Click Save

4) If your order is >$500, you must attach a document from the supplier that shows the price of the goods/services.

3)

/'

/I.'

Documents that may be attached include:
b. Quote
c. Invoice
d. Order Form

e. Email correspondence from the Supplier regarding pertinent purchasing information.
When done entering all information and attaching documents as needed, click ‘Submit’. The order will be routed

automatically to the applicable approvers.

Edit Details Edit Requisition

@ Attachment is Required for External Services or if Goods or Services Requisitions >$500

Requesting for Company Currency  Request Date
Jones, Abbie D Anderson University usD 11/11/2024

-

Requisition Type

% Goods Requisition

Deliver-To

(i) Changes will apply to all iterms

X Main Campus

Ship-To*
(i) Changes will apply to all iterns

% 316 Boulevard, Anderson, SC =
20621, United States of America

External Memo

Internal Memo

‘ P

Sourcing Buyer

[[] wigh Priority

Freight

| s0 rs |

Other Charges

[0 & |
192.50

v Attachments

®

Drop files here

or Select files

10



For Services:

1. Building Your Cart: Complete steps a-i below for each item you are ordering to build your cart. After clicking
'Add to Cart' a fresh screen will appear to allow you to continue adding items. Once you have added all items
from the invoice/quote, you will then checkout. The goal is for your cart to match your invoice/quote. Do not include
taxes or shipping at this stage. This will be entered upon checkout.

Note: See ‘External Services’ section for specific instructions on submitting External Services requisitions.

a. Description: General description of one specific item you are requesting.

b. Spend Category: Select the most appropriate spend category.

c. Select ‘Service’ Note: Goods and Services can be added to the same requisition based on this

selection.

d. Supplier: Select the supplier you want to purchase from. You may type in the supplier's name or search by
one of the subcategories
Start Date: Start date of the service
End Date: End date of the service
Price: Total amount of the service
Memo (optional): information applicable to charge
i. Select Add to Cart. Once you select Add to Cart the page will refresh and allow you to add more

services.

TQ o

What do you need to order?

Description*

Meal for Business Office Meeting
11/11/24

/

£

What type of order is it?

Spend Category*

‘ X Contract Services Meals A’?':(‘/

Is this a goods item or a service?

) Goods

/ o Service

Other details to add

Supplier

iiiR

‘ % AVI Foodsystems, Inc

Supplier Contraet

Start Date

‘11;1”2924 B ‘/

End Date

/J 11/11/2024 [ ‘

Price

‘584‘\6 ‘4/

Memo

Meal for Business Office Meeting
11/11/24 - AV Invoice # 0685

11



2. Checking Out:

a. Once all items are entered for the invoice/quote, click the shopping cart in the top right corner of the

screen and then click ‘Checkout’.

LLO

My Cart X
Meal for Business imj
Office Meeting 11/1...
Quantity: 1 $584.16

Total: 584.16 USD

b. In your checkout screen, you can review the goods/services lines. Click on Edit More Details/Edit More to

complete the required information. You may also utilize “Access Advanced Checkout” (top right blue link) if
you prefer this layout for entering the required information.

Requisition Details ATTEnTION REQUIRED  UPDATED

Requesting for Company
Jones, Abbie D

My Cart (1)

Item Price Quantity *

Meal for Business Office

Meeting 11/11/2024
UPDATED

1
584.16

> Attachments

Anderson University

Ship-To
316 Boulevard, Anderson, SC
28621, United States of America

Worktags *

Cost Center Gift

Requisition Summary

Subtotal 584.16

Freight 0.00

Other Charges 0.00

Total $584.16 USD
Actions

E]
«

» Cost Center- CCO0002616 [
Business Office

|

Grant Project

| 1|

12



c. In the Edit More Details/Access Advanced Checkout screen:

vii.

viii.

Requisition Type: If this does not default, choose the correct requisition type. This field cannot
be blank.

Ship to Location: Choose the appropriate location for your items to be shipped.

Freight Amount (optional): Shipping amount may be entered in this field

Other Charges (optional): Sales tax may be entered in this field

External Memo (optional): Enter memo for supplier

Internal Memo (optional): Enter any additional information for approvers to see

Available in Advanced Checkout Screen: Worktags (Cost Center, Gift, Grant, Project, and
Agency) (required): Cost Center will default based on your employee setup. If applicable,
search for cost center to charge purchase to or remove cost center and search gift, grant,
project, or agency. *Do not change or remove fund/program additional worktags. These will
default based on the cost center, gift, grant, project, or agency you select.*

Click Save

d. If your order is >$500, you must attach a document from the supplier that shows the price of the
goods/services. Documents that may be attached include:

iii.
iv.

Quote

Invoice

Order Form

Email correspondence from the Supplier regarding pertinent purchasing information.

e. When done entering all information and attaching documents as needed, click ‘Submit’. The order will be
routed automatically to the applicable approvers.

Requisition Type

Edit Details Edit Requisition X

@ Attachment is Required for External Services or if Goods or Services Requisitions >$500

Requesting for Company Currency Request Date @

Jones, Abbie D Anderson University usD 11/12/2024

v Attachments

Drop files here

% Services Requisition

|/ or Select files

Deliver-To

(i) Changes will apply to all items

* Main Campus

Ship-To*

29621, United States of America

(i) Changes will apply to all items
» 316 Boulevard, Anderson, SC 5‘ /

External Memo

4

Internal Memo

AVl Invoice # 0865

Sourcing Buyer

[] High Priority

Freight

Other Charges

/-’

13



To Split the Cost of Requisitions

1. If the cost of the goods needs to be split between multiple driver Worktags/cost centers (budget), you will need to
go to the Access Advanced Checkout link. Once you are in the Advanced Checkout screen, use the scrollbar to scroll
all the way to the right of the screen. In the Splits column, select the number “0” and choose to split by amount or
quantity.

*Additional Worktags

Splitby | select one v

Fund: FDOO1 0

Unrestricted Fund /

Program: PG00004
Institutional Support Quantity

select one

Amount

2. Click the plus sign to add a line for the number of ways you want to split the transaction. Fill in the amount/percent
each driver Worktag (cost center, gift, grant, project, agency) is to be charged and add the driver Worktags as
needed. Note: Only the driver Worktags may be selected. You cannot select multiple spend categories per line.

Splitby | Amount v ‘

2 items

@ Mema Cost Center
Percent Ameount i i CCO00002616
Business Office Portion P
Business Office —

20 2.00

Percent | ot . ‘ Provost Portion ‘ % CC00001768 Il =
50 3.00 - ) Associate aD
Provost

3. On the far-right side of the screen, you will see the amount remaining to be split. You must split the entire cost in this
process. Leaving an amount not allocated to a driver Worktag on a goods line will result in an error.

Falcon Dust, Off Compressed Gas (152a) Disposable...  10.00 USD 0.00 USD /

/Itiv Amount Split Remaining Amount to Split

4. Once you have completed the split ($0.00 remaining) click Done. You will now see the number of ways the item is split
in the Split column.

5. When finished filling in applicable information, click submit. The order will be routed automatically to the applicable
approvers.

Splits

14



Obtaining your Purchase Order

After a requisition has been fully approved, the purchase order will automatically be created and issued overnight. At this
time, the requestor will receive a notification in Workday that the purchase order is available. From the related actions on
the purchase order, a printable version of the PO may be obtained to be sent to the supplier by the requestor (email or

mail). It is up to the requestor to send the purchase order to the supplier if needed. The Business Office will not be sending

purchase orders to suppliers.

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu

Apps Shortcuts

Your Saved Order

Requisitions

3. Locate your requisition on the Requisition dashboard. If the status shows ‘Ordered’ the PO has been issued and you

can now print your Purchase Order.
4, Click on the icon above ‘Ordered’ and click on the blue PO link as shown below.

Requisitions (Past 6 Months) Edit Filters
Open (2) Gompleted (0)
REQ2024-004890 " Awaiting Action by Pierce, Victoria Johnson
Total Amount: $584.16 Created on 11/12/2024
Qrdering Receiving Invoicing
1 item
REQ2024-004889 ~°* Approved @
Total Amount: $2,992.50 Created on 11/11/2024 / .
2 items v
Ordered

P02024-004766

— Status: Issued

5. In the screen that opens after clicking on the PO link, click the related actions icon (...) and hover over ‘Purchase

Order.’ Click ‘Printable Version’ and ‘OK’.

Purchase Order  PO2024-004766 @

Actions P h ord
urchase Uraer
~ Summary
| Purchase Order Printable Version
Company Anderson Univers  Accounting 3 View Purchase Order Changes
Budget Date >

Purchase Order Type  Goods Purchase | Status H

6. Click on Refresh Button until 100% and a PDF Version has been uploaded. This is the PO that can be sent to the

supplier.

Purchase Order Printing Run @

Purchase Order Printing Run @

Status Completed
Status Processing

Purchase Order PO2024-004766
I/ Refresh \I / " =, POZ024-004766 2024-11-12 10_01_14-0800.pdf
_ J PDF File -

Purchase Order ~ P02024-004766 /

1 item

1item

Name of Submitter Actual Start Date and Time

Name of Submitter Actual Start Date and Time

Jones, Abbie D 11/12/202401:01 PM Jones, Abbie D 11/12/2024 01:01 PM

Percent Complete
O 100%

15



Create Receipt

After the purchase order has been created, it MUST be issued before a receipt can be created. PO issuance will occur
every night. Therefore, the receipt may be submitted the next day.

Receipts should not be submitted until goods have been received or services have been performed. Any exceptions
needed should be addressed with the Business Office prior to creating the receipt.

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu

Apps Shortcuts
Your Saved Order

e
Yﬁ? Requisitions

3. To create the receipt, find the requisition number and click on the icon above ‘Ordered’ and click on the blue PO
link as shown below.

Requisitions (Past 6 Months) Edit Filters

Open (2) Completed (0)

REQ2024-004890 “** Awaiting Action by Pierce, Victoria Johnson
Total Amount: $584.16 Created on 11/12/2024
1 item ~

REQ2024-004889 “** Approved @
Total Amount: $2,992.50 Created on 11/11/2024 =

2 items

Ordering Receiving Invoicing

Ordered

P02024-004766

/ Status: Issued

4. In the screen that opens after clicking on the PO link, click the related actions icon (...) and hover over ‘Receipt.’
Click ‘Create’

View Purchase Order

/

Purchase Order  P02024-004766 CB

Actions p h ord
~ Summary urchase Order

REEERCRD ’ P02024-004766

Company Anderson Univers  Accounting *

Purchase Order Type  Goods Purchase| budgetDate ’ Status

. Favarite >

Supplier Martin Microscop Company
Integration IDs 3

Currency usD RNarument Date
Receipt Create

Document Date 11/12/2024 / rurcnase Order Type

16



5. The purchase order number will default in the next screen and will have all the information from your requisition
defaulted into your receipt. Select ok.

Create Receipt

Document Number % | 3 P02024-004766 (Martin
Microscope Company)

Tracking Number l

6. Review your purchase order information. Amounts in line items may not contain shipping or tax. These amounts will
be reviewed and added by Accounts Payable if not defaulted. Click on the Goods or Service lines to receive each
applicable one. Only receive items that match the invoice.

a. For Goods: Select the quantity to receive (should match the invoice). If all items are being received, select
“Fully Received” check box.

b. For Services: Enter the dollar amount to receive (should match to invoice). If the full amount is being
received, select “Fully Received” check box.

If you have multiple invoices for one purchase order, please create separate receipts for each invoice. This will
ensure that suppliers can easily see which invoices we are paying.

Create Receipt Rrrc2024-006124 for PO2024-004766 G

Purchase Orders Supplier Status Total Amount Currency
P02024-004766 Martin Microscope Company Draft $1,000.00 usD
Information Attachments Lines
2 items SortBy: -
Line Information
l Q_ search Item Description ~ Microscopes for biology lab
Goods Lines PO Line P02024-004766 - Line 1
\ Microscopes for biology lab 1/2
Each Quantity to Receive l 1
Petri dishes for biclogy lab 0/50 Unit of Measure Each
Each
/ Fully Receive ™ \
Quantity Ordered 2
Ordered Quantity Invoiced 1]

Total Quantity Already Received 0

Memo 2 microscopes for biology lab

17



7. In the attachment section, attach your invoice for Accounts Payable to review. (File type cannot be .HEIC)

Attachments
Blank Receipt.pdf
+  Successfully Uploaded!

Comment ‘

8. Select Submit which will route your receipt to accounts payable for the invoice to be created in Workday and
paid.
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Find Where Requisitions are in Process

1. Go to the Requisitions App. From this requisition dashboard, you can view the progress of all requisitions by
clicking the small icons that will appear above the words Ordering/Ordered, Receiving /Received, and
Invoicing /Invoiced. The words will change, and icons will appear as the requisition moves along in process.

Requisitions (Past 6 Months) Edit Filters
Open (4) Completed (0)
REQ2024-004892 “** Awaiting Action by Pierce, Victoria Johnson

Total Amount: $3,000.00 o/' Created on 11/12/2024

Ordering Receiving Invoicing
1 item
REQ2024-004891 °** Approved e\

Total Amount: $400.00 Created on 11/12/2024 @

Ordering Receiving Invaicing
1item
REQ2024-004890 °* Approved o\
Total Amount: $584.16 Created on 11/12/2024 @ @

Ordered Received Invoicing
1 item
REQ2024-004889 °** Approved @ @ @
Total Amount: $2,992.50 Created on 11/11/2024

Ordered Received nvoicad
2 items

If your requisition has been submitted but has not been approved, it will show that it is Awaiting Action by the next

person in the approval process.

Once the requisition is approved, a small icon will appear above the word Ordering. This is where the PO # can
be found. Click on the icon for more information and to access the PO. At this stage you can print the PO for the
supplier.

Once the PO is issued, a check mark will appear above the word Ordered. At this stage, you can create the
receipt for your order once goods/services are received /completed. The receipt is what prompts the payment

process.

Once you have created a receipt for your order, a check mark will appear above the word Received. You can
click on the icon for more information to see if your receipt is in progress (awaiting approval or sent back for
revision) or approved.

Once the receipt has been approved, a check mark will appear over the word Invoiced. You can click on the icon
for more information to see if the invoice has been paid or is awaiting a settlement run.
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External Services

All requests for External Services must be submitted at least two weeks prior to the date of service regardless of
payment.

No Payment / Volunteer
1. If no payment will be made to the individual providing services submit a Volunteer Application to
externalservices@andersonuniversity.edu
2. The Business Office will review the application, and you will be contacted with a decision or any questions.

Payment Involved
1. Submit a supplier request if the individual /company is not already set up in Workday.

Creating a Supplier Request

1. Search ‘Create Supplier Request’ in your Workday search bar and select the task as shown below.

Tasks and Reports

Create Supplier Request

Task

2. Input the supplier’'s name and address and any additional contact information.
3. Choose the supplier category: Contingent Worker.

Create Supplier Request X
Worker * Jones, Abbie D
Supplier's W-9 form must be attached. Supplier Name %
If Contingent Worker, you must also attach this form: i
Supplier Request for a Contingent Worker
DUNS Number

Unique Entity Identifier
Worker * Jones, Abbie D

Supplier Name *

Restricted to Companies

DUNS Number

Supplier Category % Contingent Worker (+) =

Bearch
Restricted to Companies = () Benefits ZD)]
Parent - —

Suppler Category = QO comngmtioner

Tax Authority Form Type

) Facilities

Unique Entity Identifier |

Parent

Information Technology

Justification

Tax Authority Form Type | select one v ‘ TINType
Legal
TIN Type = ‘ Tax ID Medical Supplies
‘ () Office Supplies

() Other

Justification
() Professional Services

TaxID |

() Utilities D)
Contact Information Classification Aftachments upplier Ci
Classification Attachments Supplier Contact
Phone

Address

(oot ) ([ sovatortaner ) “

d

r



https://andersonuniversity.edu/wp-content/uploads/2024/08/Volunteer-Application.Release-and-Waiver.pdf
mailto:externalservices@andersonuniversity.edu

4. Click on the ‘Attachments’ tab to upload or drag and drop attachments. All forms can be found HERE.

Required:
a. W-9
b. Supplier Request for Contingent Worker
Potentially Needed: Please refer to Fiscal Policy & Procedures Pages 17-18 to determine if these are needed.
c. COI (Certificate of Insurance) — required for work on campus. Example: Business Performing Maintenance,
Repairs to Equipment, Photography, Party Rentals, etc.
d. Background Check — required if close interaction with students.

Contact Information Classification Supplier Contact

Attachments

Drop files here

or

Select files

enter your comment

< Cancel ) <SaveforLaler> “

Once you have submitted your Supplier Request it will be routed to the appropriate departments for review and approval.
If approved, you will receive a notification in Workday. You can also check the status of your request by viewing the ‘My
Supplier Request’ report. This can be found by searching for it in the search bar at the top of your screen in Workday.

Requisition for External Service Provider (Requesting Payment)
1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu X

Apps Shortcuts

Your Saved Order @

Requisitions
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https://andersonuniversity.edu/business-office/external-services/
https://andersonuniversity.edu/wp-content/uploads/2024/06/Fiscal-Policies-and-Procedures-Updated-6.24.pdf

3. Select Request Non-Catalog Items OR “Start Requisition’

Requisition Details e

Edit Requesting for, Ship-to Address, Worktags, and
more.

. Requesting for
Morgan, Darlene

Company
Anderson University

Ordering Methods

:_ﬁ Request Non-Catalog ltems

,_~ Connect to Supplier Website

@ Add from Templates and Requisitions

Description (Required): Give a good description of what the payment is for and services being provided.
Spend Category (Required): Select ‘External Services’

Select ‘Services’

Supplier (Required): Select the Contingent Worker who is providing services.

Start/End Dates (Required): Select the relevant start and end dates for the services being provided.
Price (Required): Enter total amount to be paid for services.

10. Memo (Optional): Enter information applicable to the charge.

11. Click the blue ‘Add to Cart’ button in the lower left corner.

0V ®NO O A

What do you need to order? Other details to add

L Supplier
Description® / )
Qaﬂon King

Chapel Speaker on 10/30/2024 Payment

- Clayton King Supplier Contract
£ ‘ — ‘
Start Date
‘IG#SB:‘ZBH ] ‘ /
What type of order is it? —
End Date
Spend Category * ‘ 18/30/2024 [£] ‘
@rnal S@ = ‘ Price
Is this a goods item or a service? '
N Memo /
() Goods (

Campus Prayer Breakfast/Chapel
Speaker on 10/30/2024 Payment

o Service




12. Click on the shopping cart in the top right corner and click checkout.

PLP

My Cart X

Chapel Speaker on wr
10/30/2024 Paymen...
Quantity: 1 $500.00

m 4;: 500.00 USD

13.1n your checkout screen you will be able to review your service line. Click ‘Edit More Details’ to complete the
required information. You may also utilize ‘Access Advance Checkout” (top right blue link) if you prefer this

layout.

Requisition Details arTenTioN REQUIRED

/ Access Advanced Edit

Requisition Summary

Requesting for Company Ship-To Subtotal 500.00
Jones, Abbie D Anderson University 316 Boulevard, Anderson, SC .
X . Freight 0.00
29621, United States of America
/ Other Charges 0.00
Edit More Details
Total $500.00 USD
Requisition Items (1)
Item Price Quantity * Worktags * Actions
Cost Center Gift s
Chapel Speaker on 1 % Cost Center: CC00002616 = ‘ l = l Edit More w
10/30/2024 Payment - .. Businessl0fice
Grant Project

|

> Attachments
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14. Once you have clicked ‘Edit More Details’ you will see the screen below. Change the Requisition Type to ‘External
Services'. This is required — your requisition will not go through without this change. Once you have made this change,
click the blue ‘Save’ button at the bottom of the screen.

Edit Details Edit Requisition X

@ Attachment is Required for External Services or if Goods or Services Requisitions =$500

Requesting for Submitted by Company Currency Request Date
Jones, Abbie D Jones, Abbie D Anderson University usoD 10/28/2024

Requisition Type

Deliver-To

@ Changes will apply to all items

» Main Campus

Ship-To*
@ Changes will apply to all items

w% 316 Boulevard, Anderson, SC
29621, United States of America

15. Click the blue arrow next to Attachments to expand the area to allow files to be uploaded or dragged and dropped.

o Independent Contractor Attachments (Individual/Company Set Their Price)
= Agreement for Services
® Independent Contractor — Waiver and Release
= WO (if updates to address/tax information)
o Honorarium Attachment(s) (Anderson University Set the Price)
®=  Honorarium Form
" W9 (if updates to address/tax information)

W

v Attachments

@

Drop files here

or Select files

16. Click ‘Submit’ for the requisition (payment request) to be routed to the appropriate departments for approval.
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Obtaining your Purchase Order

After a requisition has been fully approved, the purchase order will automatically be created and issued overnight. At this
time, the requestor will receive a notification in Workday that the purchase order is available. From the related actions on
the purchase order, a printable version of the PO may be obtained to be sent to the supplier by the requestor (email or
mail). It is up to the requestor to send the purchase order to the supplier if needed. The Business Office will not be sending
purchase orders to suppliers.

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu

Apps Shortcuts

Your Saved Order

Requisitions

3. Locate your requisition on the Requisition dashboard. If the status shows ‘Ordered’ the PO has been issued and you
can now print your Purchase Order.
4. Click on the icon above ‘Ordered’ and click on the blue PO link as shown below.

Requisitions (Past 6 Months) Edit Filters
Open (2) Gompleted (0)
REQ2024-004890 " Awaiting Action by Pierce, Victoria Johnson
Total Amount: $584.16 Created on 11/12/2024
Qrdering Receiving Invoicing
1 item
REQ2024-004889 ~°* Approved @
Total Amount: $2,992.50 Created on 11/11/2024 / .
2 items v
Ordered

P02024-004766

— Status: Issued

5. In the screen that opens after clicking on the PO link, click the related actions icon (...) and hover over ‘Purchase
Order.’ Click ‘Printable Version’ and ‘OK’.

Purchase Order  PO2024-004766 @

Actions P h ord
urchase Uraer
~ Summary
| Purchase Order Printable Version
Company Anderson Univers  Accounting 3 View Purchase Order Changes
Budget Date >

Purchase Order Type  Goods Purchase | Status H

6. Click on Refresh Button until 100% and a PDF Version has been uploaded. This is the PO that can be sent to the
supplier.

Purchase Order Printing Run @

Purchase Order Printing Run @

Status Completed
Status Processing

Purchase Order PO2024-004766
I/ Refresh \I / " =, POZ024-004766 2024-11-12 10_01_14-0800.pdf
_ J PDF File -

Purchase Order ~ P02024-004766 /

1 item
1item

Name of Submitter Actual Start Date and Time Percent Complete
Name of Submitter Actual Start Date and Time

Jones, Abbie D 11/12/202401:01 PM Jones, Abbie D 11/12/2024 01:01 PM

O 100%
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Create Receipt

After the purchase order has been created, it MUST be issued before a receipt can be created. PO issuance will occur
every night. Therefore, the receipt may be submitted the next day.

Receipts should not be submitted until services have been performed. Any exceptions needed should be addressed
with the Business Office prior to creating the receipt.

1. Select Menu (top left) to View All Apps
2. Select Requisitions App

Menu X

Apps Shortcuts

Your Saved Order @
-
% Requisitions

3. To create the receipt, find the requisition number and click on the icon above ‘Ordered’ and click on the blue PO
link as shown below.

Requisitions (past 6 Months) Edit Filters
Open (1) Completed (0)
REQ2024-004662 Approved A/
Total Amount: $500.00 Created on 10/28/2024 ®
1 item o
Ordering

/

P02024-004545

Status: Approved

4. In the screen that opens after clicking on the PO link, click the related actions icon (...) and hover over ‘Receipt.’
Click ‘Create’

View Purchase Order

Purchase Order  P02024-004766 G

Actions

v Summary Purchase Order

Purchase Order > PO2024-004766

Company Anderson Univers  Accounting )

Purchase Order Type  Goods Purchase(  BudgetDaie & Status

. Favorite >

Supplier Martin Microscop Company
Imtegration IDs b

Currency uUsD Noeoment Date
Receipt Create

Document Date 11/12/2024 / rurcnase Order Type



5. A window will pop up where you will confirm the PO that you wish to create a receipt for. Click the blue ‘OK’
button to move to the next page.

Create Receipt X

Document Number % | % P02024-004545 (Clayton

King)

Tracking Number ‘

6. Review your purchase order information. Enter the amount to be paid in the ‘Amount to Receive’ field.
NOTE: If one payment is needed, enter the full amount due.
If multiple payments need to be made, only enter the amount to be paid at the time of the current
receipt.
You can create more than one receipt off the same P.O. until payment is made in full.

Purchase Orders Supplier Status Total Amount Currency
P02024-004545 Clayton King Draft $250.00 usD
Information Attachments Lines

1 item

Line Information

Search
sare Item Description ~ Chapel Speaker on 10/30/2024 Payment - Clayton King

Service Lines

PO Line P0O2024-004545 - Line 1
Chapel Speaker on 10/30/2024 Pay... 250/500
usD Amount to Receive 250.00
Fully Receive [
Amount Ordered 500.00
Ordered Amount Invoiced 0.00

Total Amount Already Received  0.00

Start Date 10/30/2024
End Date 10/30/2024
Memo 1st Payment - Campus Prayer Breakfast/Chapel Speaker on 10/30/2024

7. In the attachment section, attach your Agreement for Services and Independent Contractor — Waiver and Release
OR Honorarium Form for Accounts Payable to review. (File type cannot be .HEIC)

Attachments

Honorarium-Payment-Form-Fillable.pdf

Successfully Uploaded!

Attachment Category

Comment

—
[ Upload )
e ¢

8. Select Submit which will route your receipt to accounts payable for payment to be processed.
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Expense Reports

Using the Expenses Hub App
1. Select Menu to View All Apps
2. Select the Expenses Hub app Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’
button at the bottom of the screen.

Menu

Apps Shortcuts

Your Saved Order

i3 Expenses Hub

6 Use the ‘Create Expense Report task to create a new report.
@ Use ‘Create Spend Authorization’ task to create a new spend authorization (cash advance).
e Transactions to Expense will list all currently available credit card transactions that need to be added to a report.

o If an expense report is sent back for revision, it will appear under ‘Expense Reports To Submit’ with “Sent Back”

o If you have started a report and saved it for later, it will appear under ‘Expense Reports To Submit’ with “Draft”

The Expenses Hub should be used as your starting point for expense related items. The tabs on the left of the screen can be used
to access additional information including a list of all your expense reports, credit card transactions, and payment elections for
reimbursements.

= MENU @ Q Ssearch I:P é .

Expenses Hub -

Expense Reports are due by the 15th of the month.

Overview All credit card expense reports are to be completed in Workday

no later than the 15th of each month for the prior month's
Expense Reports

Read More

Expense Transactions

Travel Profile

Payment Elections o\ATasks /e
( Create Expense Report ) ( Create Spend Authorization >

Needs attention

B oo @ B

Expense Reports To Submit Transactions To Expense
Edit or view expense reports that require action Expenses that you need to add 1o expense reports
and submit

SENT BACK

- - - *°
e\ 10/31/2024 - EXP2024-004654 ABACC Registration (--) 11/07/2024 - UBER *TRIP - UBER *TRIP

Total §569.00 Credit Card Transaction: §11.94

11/07/2024 - UBER *TRIP - UBER *TRIP

DRAFT
Credit Card Transaction: $5.04

06/30/2024 - EXP2024-004653 AICPA & CIMA —

ENGAGE - Las Vegas, NV (June 3-6, 2024) —
Total: $8,049.52 11/07/2024 - UBER *TRIP - UBER *TRIP

Credit Card Transaction: $3.00

. . 11/07/2024 - UBER *TRIP - UBER *TRIP
View My Expense Reports : Credit Card Transaction: $3.00

( More (12) )

View My Expense Transactions
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Create an Expense Report
Select Menu to View All Apps

Select the Expenses Hub app Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’
button at the bottom of the screen.

1.
2.

3.

Select ‘Create Expense Report’ — this is available on the Overview, Expense Reports, and Expense Transactions

tab. (Alternately, you can type in ‘Create Expense Report’ in the search bar of Workday.)

Tasks

Create Expense Report

On the header page, complete the following fields and then select OK.

a.

b.

Creation Option: Use Create New
Expense Report.

Memo: This should be a brief
description of what your expense
report is for. (If expenses are
related to conference, include
conference name, location and
dates.)

Company: Anderson Univeristy will
default and does not need to be
changed.

Expense Report Date: This date is
important and will affect how the
charges hit your budget/accounts.
Select the last day of the month for
the charges you are completing. (i.e.,
If your charges are all in November,
the date should be 11/30/XX)
Business Purpose: Select the most
applicable business purpose that
summarizes your charges.

Cost Center, Agency, Gift, Grant,
Project, Additional Worktags: The
cost center will default based on
your employee setup. If you need to
change the cost center to a different
budget account or use an agency,
gift, grant, or project account you
can remove the defaulted cost
center and type in the appropriate
account code /name. Do not change
the Fund and Program in Additional
Worktags — these default based on
the other account being used.

Credit Card Transactions: Select the
credit card transactions at the
bottom of the screen that relate to
the business purpose selected. You

can also use ‘Select All' if applicable.

Click ‘OK’ to move to the next step.

+ Expense Report Information

Expense Report For * Employee: Jones, Abbie D

Creation Options * O Create New Expense Report

D) Copy Previous Expense Report

Memao

ABACC Conference - Orlando, FL - 2/17/2025 - 2/20/2025

Company *| X Anderson University (---)

Expense Report Date *

11/30/2024 ] | €—

Business Purpose  *

Cost Center

% Conference/Event (in — =
current fiscal year) —

» CC00002616 Business — =

Agency

Grant

Gift ‘ =

Project

Additional Worktags * | * Fund: FDO01 Unrestricted Fund

» Program: PG00004 Institutional
Support

Credit Card Transactions

Select All @

30 items
Include? Transaction Date Expense tem
Q 11/07/2024
D Q 11/21/2024
Q 11/21/2024

Office e ‘ \

Merchant

HAMPTOM INNS

CHICK-FIL-A #00466

MARRIOTT 337.J8 SD MARI
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5. Complete the following fields for each expense line/transaction:

o)

Pay To

Employee: Jones, Abbie D Draft 0.00 USD 547.86 USD 0.00

Header

Receipt: Attach a copy of your receipt. If you are missing a receipt, use the Missing Receipt Form with your
VP’s approval signature. Attempts to obtain a reprint of the receipt must be made prior to using the
Missing Receipt Form. The file type HEIC cannot be used.
Expense ltem: Select what is most appropriate to the item description. ltem detail fields may appear to the
right based on the expense item selected. Complete these fields as appropriate.
Memo: Include the business purpose for the charge. This should be more detailed than the memo used on
the Header tab and relate specifically to the transaction.
Worktags (Cost Center, Gift, Grant, Project, and Agency): Cost Center will default based on your
employee setup unless you changed it on the Header Tab. If applicable, search for cost center to charge
purchase to or remove cost center and search gift, grant, project, or agency.

i. Additional Worktags: You can add Activity & Fee tags for additional reporting detail here, but

do not remove the ‘Fund’ or ‘Program’ that defaults based on the other Worktags used.

ltemization: Only itemize if multiple driver Worktags (budgets) will be used. If the expense needs to be
split between multiple driver Worktags, select the add button under ‘ltemization’. See the ‘Split the Cost’
section for more information.
Personal Charge: If you made a personal charge on the credit card that needs to be reimbursed to the
University, select this check box.

Status Personal Company Paid Prior Balance Applied Cash Advance Applied Reimbursement Total
uso 0.00 USD 0.00 USD 547.86 USD

Attachments Expense Lines

3items

SortBy: -
Expense Line

Thu, Nov 7 .
Instructions
Hotel Accommodations 190.97 USD h  Hampton Inns Receipt $190.97 pdf |}
Hotel Reservation for ABACC Conte.. =] Uploaded by Jones, Abbie D

Expense Item and receipt should be itemized (room, meals, park

Comment |
Include attachment
Sat, Nov 23 n
(" upoad ) Item Details
AMERICAN AIR 23.94USD . vy
Hotel % Hampton Inns (=) =
Credit Card Transaction  11/07/2024 HAMPTON INNS 190.97 USD -
AMERICAN AIR 332.95USD . . -
= Charge Description HAMPTON INNS ArivelDate % | 62/17/2625 [] ‘
Expense Date * 11/07/2024 Departure Date * | 82/20/2025 E ‘
Expense ltem % | X Hotel Accommodations (+=) =

'\o Itemization
Total Amount 190.97

Use the button below only if your company’s expense policy requ

Currency * USD

Memo 9/' * ‘ Hotel Reservation for ABACC Conference | ‘\\ Add /,‘ '\e

Cost Center x CC00002616 Business _— = ‘ Receipt Included
Office —

Agency ‘ = | \o

Gift ‘ = |

Grant ‘ = |

Project ‘ = |

*Additional Worktags % Fund: FDOO1 Unrestricted Fund =

x Program: PGO0004 Institutional
Support

Personal Expense [ | \o
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6. If you need to add additional credit card transactions to the expense report, select the blue add button and select
Credit Card Transactions.

Header Attachments Add Credit Card Transactions

Credit Card Transactions

“ Search =
. 11/21/2024 CHICK-FIL-A —
3 ey . . \ O QD)
Credit Card Transactions /V #00466 1,585.80 USD
D 11/21/2024 LOWES 200728

Thu, Ni New Expense 701.03USD @

D 11/21/2024 MARRIOTT (D)
337J8 SD MA 19.78 USD

7. Once you have completed all necessary fields, select Submit. The request will then be routed to applicable
approvers.

You have submitted

Up Next: Pierce, Victoria Johnson, Approval by Cost Center
Manager (All), Due Date 10/24/2021

View Details
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Creating an Expense Report for Employee Reimbursement

1. Select

2. Select the Expenses Hub app Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’

button

3. Select ‘Create Expense Report’ — this is available on the Overview, Expense Reports, and Expense Transactions

Menu to View All Apps

at the bottom of the screen.

tab. (Alternately, you can type in ‘Create Expense Report’ in the search bar of Workday.)

Tasks

Create Expense Report

4. On the Header page, complete the following fields:

a.

b.

g.

Creation Option: Use Create New Expense
Report.

Memo: This should be a brief description of
what your expense report is for. (If expenses
are related to conference, include conference
name, location and dates.)

Company: Anderson Univeristy will default
and does not need to be changed.

Expense Report Date: This date is important
and will affect how the charges hit your
budget/accounts. Select the last day of the
month for the charges you are completing. (i.e.,
If your charges are all in November, the date
should be 11/30/XX)

Business Purpose: Select the most applicable
business purpose that summarizes your charges.
Worktags: The cost center will default based
on your employee setup. If you need to change
the cost center to a different budget account or
use an agency, gift, grant, or project account
you can remove the defaulted cost center and
type in the appropriate account in the
corresponding field. Do not change the Fund
and Program in Additional Worktags — these
default based on the other account being used.
Click ‘OK’ to move to the next step.

+ Expense Report Information

Expense Report For * Employee: Jones, Abbie D

Creation Options

Memo

Company

Expense Report Date *| 11/30/2024 [5] | 4

Business Purpose

Cost Center

Agency

Gift

Grant

Project

Additional Worktags *

il o Create New Expense Report

[ ) Copy Previous Expense Report |

ABACC Conference - Orlando, FL - 2/17/2025 - 2/20/2025

*

% Anderson University (++)

*

% Conference/Event (in
current fiscal year)

Office

x (CC00002616 Business

x Program: PG00004 Institutional

Support

% Fund: FDOO1 Unrestricted Fund

&

5. You will need to add a ‘New Expense’ for each receipt you are requesting reimbursement for. To do this, click the
blue ‘Add’ button and select ‘New Expense’.

Pay To Status Personal Company Paid Prior Balance Applied
Employee: Jones, Abbie D Draft 0.00 UsD 0.00USD 0.00 USD
Header Attachments Expense Lines

Y

Credit Card Transactions

-— [

Cash Advance Applied
0.00 UsD

Reimbursement
0.00 USD

There's nothing here

Total
0.00 UsSD
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6. Complete the following fields for each expense line/transaction:

Pay To
Employee: Jones, Abbie D

Receipt: Attach a copy of your receipt. Receipts should be itemized and show the payment method.
The file type HEIC cannot be used.
If you have an AU credit card, there will be a checkbox that says “Paid with Corporate Card.” This must
be unchecked to generate reimbursement.
Expense Date: Select the date that matches the date of the transaction/date on receipt.
Expense ltem: Select what is most appropriate to the item description. Item detail fields may appear to the
right based on the expense item selected. Complete these fields as appropriate.
Quantity/Amount: Fill in the amount that corresponds to the receipt.
Memo: Include the business purpose for the charge. This should be more detailed than the memo used on
the Header tab and relate specifically to the transaction.
Worktags (Cost Center, Gift, Grant, Project, and Agency): Cost Center will default based on your
employee setup unless you changed it on the Header Tab. If applicable, search for cost center to charge
purchase to or remove cost center and search gift, grant, project, or agency.

ii. Additional Worktags: You can add Activity & Fee tags for additional reporting detail here, but

do not remove the ‘Fund’ or ‘Program’ that defaults based on the other Worktags used.

ltemization: Only itemize if multiple driver Worktags (budgets) will be used. If the expense needs to be
split between multiple driver Worktags, select the add button under ‘ltemization’. See the ‘Split the Cost’
section for more information.

Status Personal Company Paid Prior Balance Applied Cash Advance Applied Reimbursement Total
Draft 0.00UsD 0.00UsSD 0.00UsSD 0.00UsSD 536.65 USD 536.65USD

Header Attachments Expense Lines

2 items

Wed, Nov 20

Remtal Car
Remal car

Hotel Accommodations

Sort By: -
Expense Line
Instructions

345,68 USD - Hampten Inns Receipt $190.97_pdf E’

Uploaded by Jones, Abbie D e

Comment | Expense Item and receipt should be itemized (room, meals, parking,
190.97 USD Include attachment

]

Hotel Reservation for ABACC Confe ‘/o
Upload Item Details

A/e Hotel
/ Arrival Date % | 82,/17,/2825 E||

% HamptonlInns (-2)

Paid with Corporate Card [ |

Expense Date * | 11/20/2824 [ ‘

- % 1o
Expense nev *| % Hotel Accommodations (== E‘ Departure Date * | 82/20/2025 8 |
Quantity * |1 ‘1\9 Itemization
Per Unit Amount % | 190.97 ‘ Use the button below only if your company's expense policy require;
Total Amount %*| 19097 ‘ 4/0

Add

Currency #* USD

Receipt Included

Memo e/' * | Hotel Reservation for ABACC Conference ‘

Cost Center % CCO0002616 Business p— = ‘
| offiee D) | '\o
Agency | =
aift | = |
Grant | = |
Project | = |

*Additional Worktags % Fund: FDOO1 Unrestricted Fund =

» Program: PGOO004 Institutional
Support

( Save for Later ) ( Close )
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If you need to add additional transactions to the expense report, select the blue add button and select New
Expense.

Once you have completed all necessary fields, select Submit. The request will then be routed to applicable
approvers. Reimbursements are paid via direct deposit and are processed weekly on Thursdays.

You have submitted

Up Next: Pierce, Victoria Johnson, Approval by Cost Center
Manager (All), Due Date 10/24/2021
View Details
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Creating Spend Authorization/Cash Advance

All spend authorizations must be cleared by (1) turning in any unused cash (2) submitting an expense report with receipts
for used funds. Checks are printed every Thursday. Be sure you submit your request in time for it to be approved and
included in the weekly check run. Unused cash must be returned to the Business Office as soon as the event/trip has ended.

1) Select Menu to View All Apps

2) Select the Expenses Hub app Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’ button at
the bottom of the screen.

3) Select ‘Create Spend Authorization’ — this is available on the Overview. (Alternately, you can type in ‘Create Spend
Avuthorization’ in the search bar of Workday.)

Tasks

( Create Expense Report ) ( Create Spend Authorization )

4) Complete the following fields for the Spend Authorization Information section:
a) Start Date: Your start date should be the date you need the check by.
b) End Date: If you are requesting cash to be used over a period of time, choose the last day the cash will be used.
c) Description: A general description of what the cash will be used for.
d) Business Purpose: Choose the most appropriate business purpose.
e) Reimbursement Payment Type: This needs to be changed to ‘Check’
f) Justification: Provide more detail on what your cash advance will be used for. This will help with the approval

process.
Create Spend Authorization x
~
Summary
Cash Advance Requested Spend Authorization Total
For Employee: Jones, Abbie D 12,000.00 USD 12,000.00 USD
Refer to Fiscal Policies & Procedures and Employee Handbook for full list of purchasing policies.
~ Spend Autherization Information ~ Spend Authorization Details
— - ) — & —
Company % | X Anderson University (---) = Reimbursement Payment Type # | % Check (---) =
Start Date * ‘ 12/12/2824 5 | 4-/ Justification The cafe will be closed, but athletes will be on campus over break.
20 days x $30.00/day x 20 athletes = $12,000 k4
End Date *‘ @1/61/2025 [ | «— /
Description * ‘ Christmas Break Meal Money | /
Business Purpose % Misc Department —_ = /
Purchases —
Currency usD

5) Click the ‘Add’ button found under Spend Authorization Lines
6) Complete the following for the Spend Authorization Line:

a) Expense ltem: Choose the appropriate expense item that relates to what the cash will be used for. Additional Item
Details may appear on the right based on the Expense Item used. Complete the additional fields as needed.

b) Quantity/Amount: Fill in the quanity and amount needed.

c) Budget Date: Use a date within the month the check will be printed.

d) Memo: Include a brief description of what the cash will be used for.

e) Cash Advanced Requested: This check box MUST be checked in order for a check to be generated.

f) Worktags: (Cost Center, Gift, Grant, Project, and Agency): Cost Center will default based on your employee setup
unless you changed it on the Header Tab. If applicable, search for cost center to charge purchase to or remove
cost center and search gift, grant, project, or agency. Do not change the Fund /Program in the Additional Worktag
field — these default based on the other fields used.

g) Attachments Tab: Include attachments if available.
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h) Click ‘Submit’ to route the request to applicalbe approvers.

Create Spend Authorization

Summary o~
: Cash Advance Requested Spend Authorization Total
For  Employee: Jones, Abbie D 12,000.00 USD 12,000.00 USD
Refer to Fiscal Policies & Procedures and Employee Handbook for full list of purchasing policies.
~ Spend Authorization Information ~ Spend Authorization Details
Company *| x Anderson University (*:-) = I Reimbursement Payment Type * | x Check (=) =
Start Date Justification The cafe will be closed, but athletes will be on campus over break
20 days x $30.00/day x 20 athletes = §12,000 -
A
End Date
Description * | Christmas Break Meal Money l
Business Purpose % Misc Department @ =
Purchases
Currency usD

Spend Authorization Lines Attachments

) Add / viewing: &[ |

4

TS o Spend Authorization Line T

Expense Item *| % Group Meals/Food (=0) = ] Instructional Text
Quantity 1

Please include names of those who ate
Per Unit Amount 12,000.00 ltem Details A/
Total Amount * | 12,000.00 ] Attendee(s) % Jones, Abbie D (7 = ]
Budget Date Number of Persons | 20 ]
Memo /' % | Christmas break meal money for men's ba

Cash Advance Requested —_

Worktags

Cost Center x CCO00004672 Men's
Basketball

Agency [

(Sa\reforLater) ( Cancel )



Expense Report for Spend Authorization
All spend authorizations must be cleared by (1) turning in any unused cash; (2) submitting an expense report with
receipts for used funds. Unused cash must be returned to the Business Office as soon as the event/irip has ended.

1. Select Menu to View All Apps
2. Select the Expenses Hub app Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’
button at the bottom of the screen.
3. Select ‘Create Expense Report’ — this is available on the Overview, Expense Reports, and Expense Transactions
tab. (Alternately, you can type in ‘Create Expense Report’ in the search bar of Workday.)
Tasks
a. Select the option “Create New Expense Report from Spend Authorization”.
b. Select the appropriate Spend Authorization.
c. Memo: The memo will default based off what was used on the Spend Authorization.
d. Expense Report Date: Change this to a day within the month the cash was used.
e. Business Purpose: This will default based off what was used on the Spend Authorization.
Creation Options % ™y (raate New Expense Report
) Copy Previous Expense Report =
/ O Create New Expense Report from Spend Autherization |search =
™y 11/22/2024 Thanksgiving and )
I ~ Christmas Break Meals _
Memo Christmas Break Meals 12,150.00 USD
)
Company * | % Anderson University (-=+) :E‘

Expense Report Date *

Business Purpose  *

~

81/01/2025 [£]

»% Misc Department —
Purchases —

At the bottom of the page, select the blue OK button.
Click the blue Add button in the top left corner and click ‘New Expense’ for each new expense you need to add.
Each receipt should be listed as a separate expense.

Pay To Status Personal Company Paid Prior Balance Applied Cash Advance Applied Reimbursement Total
Employee: Jones, Abbie D Draft 0.00UsSD 0.00 USD 0.00UsSD 0.00 UsD 0.00 USD 0.00uUsD
Header Attachments Expense Lines

Y .

6.

— ~
Complete the following fields for each expense line added.

a. Receipt: Attach a copy of your receipt or Meal Money Disbursement Form. Receipts should be itemized
and show the payment method. The file type HEIC cannot be used.

b. If you have an AU credit card, there will be a checkbox that says “Paid with Corporate Card.” This must
be unchecked.

c. [Expense ltem: Select what is most appropriate to the item description. Item detail fields may appear to the
right based on the expense item selected. Complete these fields as appropriate.
Expense Date: Select the last date the cash was used.

e. Quantity/Amount: Enter the amount of the cash that was used/disbursed.
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f.  Memo: Include the business purpose for the spend authorization.

g. Worktags (Cost Center, Gift, Grant, Project, and Agency): Cost Center will default based on your
employee setup unless you changed it on the Header Tab. If applicable, search for cost center to charge
purchase to or remove cost center and search gift, grant, project, or agency.

i. Additional Worktags: You can add Activity & Fee tags for additional reporting detail here.

h. Itemization: Only itemize if multiple driver Worktags (budgets) will be used. If the expense needs to be
split between multiple driver Worktags, select the add button under ‘ltemization’. See the ‘Split the Cost’
section for more details.

7. Select Submit. The request will then be routed to applicable approvers.
You have submitted

Manager (All), Due Date 10/24/2021
View Details
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Splitting the Cost/ltemization on Expense Reports

If you need to split the cost of an expense /transaction between accounts, you can use the add button under ltemization
found on the right of the screen. You must split the entire cost within the Itemization (there cannot be an amount remaining
that is not allocated.)

1) On the expense line that needs to be split, click the ‘Add’ button found under Itemization on the right side of the screen.

ltemization
Use the button below only if your company's expense policy requires itemizations
( aw ) 4/

A e

Receipt Included D

2) The following fields must be completed for each split made.

a) Expense Date: Enter the appropriate expense date (it will default to the transaction date but can be changed.)

b) Expense ltem: Choose the appropriate expense item (if you have already selected an expense item before
itemizing, it will default to that but can be changed.) Additional fields may populate on the right and will need to be
completed based on the expense item used.

c) Quantity/Amount: Enter the quantity /amount for the first account to be charged. (You will see the amount
remaining to allocate at the top.)

d) Memo: A memo is required on each split as well as on the main expense line.

e) Worktags: Enter the account to be charged for the first split.

f) Add: Click ‘Add’ at the bottom to continue this process until you have $0.00 remaining.

Remaining 546.12/1,092.24 USD Hotel

ExpenseDate | 11/23/2@24 E||

% Marriott (=)

Arrival Date * ‘ 11/19/2024 E |

Departure Date *‘ 11/25/2024 [£] | \

Expense ltem  #*

% Hotel Accommodations (=) =

Quantity & | 1

«—

Total Amount *| 546.12

Per Unit Amount #* | 546.12 |

*Additional Worktags % Fund: FDOO1 Unrestricted Fund =

» Program: PG00004 Institutional
Support

Memo * | Splitting 50% between B.0. budget and Ger /

Cost Center [ CCo0002616 Business p— = ‘ /
Office =

Agency | = |

Gift | = |

Grant | = |

Project ‘ = ‘

Personal Expense ||
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Viewing your Expense Reports

—_
.

Select Menu to View All Apps

2. Select Expenses Hub Note — you may need to add the Expenses Hub as an app by clicking the ‘Add App’ button at the

bottom of the screen.

"{i\ Expenses Hub

3. Select Expense Reports tab

@ Expenses Hub

B  Overview

Expense Reports

|e

E3 Expense Transactions

4. From the Expense Reports tab, you will see a list of all your expense reports.

My Expense Reports  Jones, Abbie D

( Create Expense Report ) ( Create Expense Report for Pre-Hire ) ( Find Expense Reports )

My Expense Reports 11 items

Expense
Expense Report Actions Report Date

EXP2023-002679 (: Actions v 08/28/2023
EXP2023-002678 (Actions v 08/25/2023

EXP2023-002677 (astions v 081572023
EXP2023-002578 (Astions v 06/3072023

EXP2023-002134 05/31/2023
EXP2023-001914 04/30/2023
EXP2023-001039 03/27/2023

Status

Waiting on Cost Center
Manager

Draft

Approved

Waiting on Cost Center
Manager

Paid

Paid

Paid

Memo

August Travel Expenses

NACUBO Cenference 9/25/23
Registration

Test

June TD Bank Mileage
Reimbursement

May Bank Mileage

April 2023 Bank Mileage
Reimbursement

March Bank Trip Mileage

Total
Amount

8425

384 60

65.50

2293

2751

1834

2751

Reimbursement
Amount

8425

384 60

65.50

2293

2751

1834

2751

Company

Paid

Credit

Worker Card
Paid Amount

Yes

Yes

Yes

Personal
Amount

0.00

AE=mo. 2

Currency

uso

uso

uso

uso

uso

uso

uso

Company

Anderson University

Anderson University

Anderson University

Anderson University

Andersan University

Anderson University

Andersan University
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5. Reports that can be edited will have an Actions button. By clicking the Actions button, you can edit, cancel, or
submit the report.

( Actions v | 08/25/2023

—

Cancel Expense Report

32023
Edit Expense Report e

Submit Expense Report
k Actions w woral/2023

6. You can click on the darker gray header of each column to open sort options specific to each column. In the status
column, you will see the report's status.
a. Draft: this expense report has not been submitted yet.
b. Waiting on s this expense report is in the approval process but has not completed approvals yet.
c. Approved: this expense report has been fully approved but not paid yet.
d. Paid: this expense report is complete, and the funds should show in your bank account if it is a
reimbursement.

Total Reimbursement Expense Status
Amount Amount Report Date Status
4 Sort Ascending Sort Ascending Waiting on Cost Center
Manager
\J+ Sort Descending J- Sort Descending
Draft

Filter Condition *

Filter Condition *

ison

Approved
Value * Value %
‘ 0 ( , ' Waiting on Cost Center
MM/DD/YYYY
- ‘ ! E Manager
Paid

7. To scroll through the approvals, open the report and select the Business Process tab.

Pay To Status Personal Prior Balance Applied Cash Advance Applied
Employes: Barthelmes, Holly Paid 0.00 UsSD 0.00 USD 0.00 USD

Business Process

Header Attachments Expense Payment Expense Lines

41



Quick Expense and Workday App

1. Use the Workday App on your phone. If your Expenses Hub does not show up in the Most Used Apps, pick View All

and locate the Expenses Hub.

7:47 aal LTE mm

a w o

Let's Get Started

@) - I's Thursday, January 27, 2022

Checked In
Worked: 00:03:05

Meal Check Out
Most Used Apps View All
=]
Time Tracking Expenses Time Off
Announcements

e 0= od Q B8

2. Select the Expenses Hub. When the Hub opens, select Enter Quick Expense.

7:47 il LTE )

] Expenses

(2
Available Expenses

25.00 USD

Add your expenses here until you're ready to create
areport

Scan Receipt

Enter Quick Expense

Expense Reports
0.00USD
To submit your expenses, create a report

Create Expense Report
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3. The Quick Expense screen will open. Select Add Attachments. You will have the option here to take a photo of your
receipt or you can also choose a photo that was taken earlier. Make sure your photo captures the complete receipt
— merchant name, date, purchase details and totals. All other information is optional, but it is recommended that
you complete at the least the merchant's name and the amount of the receipt so you can distinguish between your
quick expenses when you add them to your Expense Report.

7:48 all LTE =
Cancel Done
Date *

01/27/2022 B

Expense Item

Merchant

Amount Currency
usp

Memo

4. This is the Quick Expense with the receipt attached and additional info filled in. Select Done. You can add as many
of these Quick Expense records as you like. You can use these Quick Expense records in your Expense Report.

7:49 wl LTE @)

Cancel Done
IMAGE.jpeg
Add Attachments
Date *
01/27/2022 |

Expense ltem
Merchant

Chickfila
Amount Currency

usp
38.59

Memo
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5. Create your expense report. Attach the credit card transactions to the report. When you select an individual
transaction to work on, this is how it will look. You will see a field for Linked Quick Expense.

Expense Line

Drop files here

Select files

Linked Quick Expense

Credit Card Transaction  12/23/2021 QT 1116 18.19 USD
Charge Description artine
Dats * 12/23/2021

6. Click on the 3-bar icon on the right. Your Quick Expense list will open. It looks like this.

Select files

pense Search

7. Pick the Quick Expense record to attach to the credit card transaction line. This is what it looks like after you attach
the Quick Expense. The Quick Expense attaches the receipt to the transaction on the expense report.

Linked Quick Expends = TRAA202T Of 18,90 USE =

Credit Card Transaction

Chasge Description

8. Once you use the Quick Expense it is removed from the list of available transactions. If you attach the wrong Quick
Expense, click the small x on the left to remove it and then pick another one.

You do not have to do an “all or nothing” expense report — you can have transactions that you need to attach a Quick
expense and you can have transactions that you need to attach a receipt from another source like an email or scanned

document.
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Reporting

Trial Balance
1. Search for Trial Balance in the search bar. Click on AU_Custom_Trial Balance — Manager View
2. In the filter box, select your driver worktag (cost center, project, grant, gift, or agency) or any combination of
available worktags. Select the most recent period to view all activity year to date.

AU_Custom_Trial Balance - Manager View -

Worktags

Organization * | x Cost Center: CCO0001700
Business Assets

Period * | x FY 2022 -May

Time Period * ® Current Period YTD

Filter Name

Manage Filters

Cancel

3. Every ledger account with activity will populate. Click on the applicable ending balance amount for the ledger
account you want to see activity for.

Ledger Account Beginning Balance Debit Amount Credit Amount Ending Balance

5221:0ccupancy o 80.00 0.00 80.00

4. In the pop-up box, you can filter/summarize the data in a variety of ways.
a. Filter on the column by clicking the header and changing the conditions.
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Criteria  View by | Select a Field... A ‘ andthenby: | Select a Field... v Refresh
2 tems. = il
Journal Journal Source Accounting Date ' Ledger Account Worktags Expense 5:{;‘:; Spend Category P i) E’j’,’::;“"
Q Supplier Invoice 03/01/2022 5221:0ccupancy Cost Center: CCO0001700 Business Assets ,r Sort Ascending $0.00 USD
Fund: FDOO1 Unrestricted Fund
Pragram: PG00020 Ne Program 1 Sort Descending
Spend Category: Contract Services Electricity
Supplier: Duke Energy
Filter Condition *
Q Ad Hoc Payment 03/01/2022 5221:0ccupancy Cost Center: CCO0001700 Business Assets $0.00 USD
Fund: FDOOT Unrestricted Fund S B
Program: PG00020 No Program
Spend Category: Contract Services Electricity
Supplier: Duke Energy Value *
« ,
Jsearch
Contract Services Electricity
b. S ize the data b ific criteri h li d cat i I
. ummadrize the darda DYy speciTtic criteria (such as supplier, spend caregory, journal source
1
i
i Criteria  Viewby: | Select a Field v | andthenby. ‘ Select a Field. . v ‘ Refresh
Select a Field...
2 tems
Activities and Fees
Revenue Debit Credit Translation
Journal Bk ABGHHE Ledger Account Worktags Expense | o0 Spend Category Pt sl e
Q Book Code 5221:0ccupancy Cost Center: CCO0001700 Business Assets Contract Services Electricity 850,00 $0.00 | USD
Business Unit Fund: FDOO1 Unrestricted Fund
Program: PGO0020 No Program
Company Spend Category: Contract Services Electricity
Supplier: Duke Ener
Cost Center az o
Q 5221:0ccupancy Cost Center: CCO0001700 Business Assets Contract Services Electricity $30.00 $0.00 USD
Customer Fund: FDOO1 Unrestricted Fund
Program: PGO00D20 No Program
Expense ltem
Spend Category: Contract Services Electricity
Fund Supplier: Duke Energy
‘ 5
Gift
Grant
Intercompany Affiliate
Investment Poal
Investor
Journal
Journal Source
Ledger Account
Location
Pay Component
Period
Project
Region
Revenue Category
Sales tem
Spend Category as Worktag
Sponsor
Supplier as Worktag
Transaction Currency
Year
Criteria  View by: | Journal Source v and then by: | Select a Field... v Refresh
3 items
Total
Journal Source - .
Amount Translated Debit Amount Translated Credit Amount
Ad Hoc Payment 30.00 30.00 0.00
Supplier Invoice 50.00 50.00 0.00
Total 80.00 80.00 0.00

c. Summarize by 2 specific criteria (such as journal source and spend category)



Criteria  View by: | Journal Source v ‘ and then by: ‘ Spend Category as Worktag v Refresh
3 items ,E xﬂ = (lla
Contract Services Electricity Total
Journal Source B il T lated Debit A i T lated Credit A " n ¢ Translated Debit A ., Translated Credit
Amount

Ad Hoc Payment 30.00 30.00 0.00 30.00 30.00 0.00
Supplier Invoice 50.00 50.00 0.00 50.00 50.00 0.00
Total 80.00 80.00 0.00 80.00 80.00 0.00

5. Continue to click on blue fields and filter until you get the reporting you are looking for.
6. To view specific transactions, click on the magnifying glass under the journal column.

£

Criteria  View by: | Select a Field... ¥ ‘ and then by: ‘ Select a Field... v Refresh

1 item IEIF XE — ﬂl]ﬂ
Accounting Revenue Debit Credit Translation

Journal Journal Source Gote Ledger Account Worktags Expense oo Spend Category Nimiint| | Aiait | Clrenty

Q Ad Hoc 03/01/2022 5221:0Occupancy Cost Center: Contract $30.00 $0.00  USD
Payment CCO0001700 Services
Business Assets Electricity
Fund: FDOO1

Unrestricted Fund

Program: PGO0020
Mo Program
Spend Category:
Contract Services
Electricity

Supplier: Duke
Energy



7. Click on the operational transaction to see the original transaction.

View Operational Journal L E T
Operational Journal @ Current Status ~ Posted Journal Sequence Number ~ 2022-0000014553
v Operational Journal Information v Operational Journal Details
Operational Transaction  Supplier Invoice: S12022:001632 = Balanced Yes
Originated by Moules, Chere G Total Debits  50.00
Company Anderson University Total Credits ~ 50.00
Ledger Actuals Currency usp
Period Mar - FY 2022
Accounting Date 03/01/2022
Journal Source Supplier Invoice
Journal Lines Retained Eamings Accounting History
Turn on the new tables view (I
Journal Lines 2 items pa| = (@
Ledger Account Debit Amount  Credit Amount Memo Cost Center Agency Project Grant Gift *Additional Worktags Budget Date
5221:0ccupancy 50.00 CC00001700 Business Assets Fund: FDOO1 Unrestricted Fund 03/01/2022
Program: PGO0020 No Program
Spend Category: Contract Services Electricity
Supplier: Duke Energy
2100:Accounts Payable 50.00 Fund: FDOO1 Unrestricted Fund

Supplier: Duke Enrgy

Budget vs Actual

e Search for AU Custom Budget vs Actual by Spend Category — Manager View in the search bar.
o Organization: You can search the drop down for your cost center or type it in “CCO000___
= |t is recommended to view one cost center at a time for this report, but you have the
ability to select more than one.
o Period: Fiscal Period > FY 20__ > [choose through which month you want to view]
o Click OK

AU_Custom_Budget vs Actual by Spend Category - Manager View -

Organization * | x Cost Center: CCO0002616
Business Office

Period *| % FY 2024 - May

”
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e At the left corner of the “Cost Center” column, click the grey circle to expand to spend category level.

15 items

\co st Center

| Cost Center

Contract Services Meals

Contract Services Personnel

Contract Services Telephone

o  Click on blue amounts to drill into detail.
o To see breakdown of budget over the year:

22 items
Cost Center
Cost Center
Accounting
Contract Services Maintenance

Contract Services Meals

Cantract Services Personnel

Click on any amount in “Budget YTD” *Please note if you do not choose through ‘May’ for
fiscal period, this will only be prorated budget amount through the month selected*

Budget YTD Actuals YTD YTD Variance
62,774 42,543 20231
0 0 0
0 150 {150)
250 0 250
20,500 19,202 1,298

At the top left, change drop down to say “Plan Period”

Criteria  View by | Plan Period

Select a Field...
13 items
Academic Period as Worktag

Plan Period
Business Unit

FY 2024 Apr (Y24 00 0any
FY 2024 Aug (FY2] Cost Center

FY 2024 Dec (Fv2{ Fxpense ltem

Ledger Account
FY 2024 Feb (FY2
Location

FY 2024 Jan (FY2
Pay Component

v and then by: | Select a Field... v ‘ ( Refresh )

fo o [E = ok

Budget Amount

FY 2024 Jul (FY24JS N 332

FY 2024 Jun (FY2{ Procurement ltem

1. Click Refresh

e Typically, the annual budget is spread evenly across 12 months, however there may be exceptions.

e [f there have been budget transfers, you can see those listed within that month’s budget allocation.

1. To easily see how expenditures have been classified in the cost center:
i. Click on any amount in “Actuals YTD”
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Cost Center

Cost Center

Accounting

Contract Services Maintenance

Contract Services Meals

Contract Services Personnel

N\

Criteria  View by

Supplier as Workid
Amazon - Puncho
Eastern Business
Nelco Solutions
(Blank)

Total

Budget YTD

(~]

Actuals YTD YTD Variance
\
42,543 20,231
0 0
150 (150)
0 250
19,202 1,298

ii. At top left, you can change the view by criteria for various options:

2

o h W

Supplier

Activities and Fees
Fiscal Period
Expense ltem

Etc.

(If you wish to view a GIFT, AGENCY, GRANT, or PROJECT, you must use the AU Custom Trial Balance — Manager

Supplier as Worktag
Select a Field...
Academic Period as Worktag
Activities and Fees
Business Unit
Company

Cost Center

Expense ltem

Financial Header Memo
Fiscal Period

Journal Line Memo
Journal Source

Ledger Account

b. Click Refresh

v andthenby: | Select a Field...

v ‘ ( Refresh )

tof {5 [E = ol
Actuals Amount

1,404

i. The only Salaries that are included are Workstudy, Adjunct, and Overload.
ii. Change the “View By” criteria if helpful in summarizing the data.

View report).

ii. Drill further into amounts and transactions as needed.
v. This report can be exported to Excel /PDF.

e If a service or subscription is spread over multiple periods, Workday can amortize that expense over the

periods that service or subscription is in use.

To view if an expense has been amortized, the “Journal Source” column will say, “Prepaid Spend Amortization.” This means
the expense has been allocated monthly.
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C.

Aotk Journal
WA Currency Financial Header Memo  Line
Mema

Revenue

Catiiary Spend Category

Journal Fiscal Period Journal Source Ledger Account Worktags Program Arscrint

To view the full service or subscription amount, right click the ellipsis beside the magnifying glass to view in a new tab. Click
the supplier invoice in blue to see the full invoice amount.
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