

Purchasing at UF – Part 1 FAQs
Q: Are the "Deliver-To" and "Ship-To" fields fully customizable, or are they a pre-determined set of approved addresses, as is currently the case in MyUFMarketplace?
They are not customizable. The locations are loaded into Workday via an integration from STARS, similar to current state.
Q: What is the Worktag replacing Source of Funds ChartField?
FDM values, like Worktags, are covered by another functional area on the project. Refer to the March 11 GBAS Driver Worktags session recording and FAQs for more information. 
Q: Is Workday in addition to UFMarketplace?
Shopping with our catalog suppliers will continue to happen in MyUFMarketplace.
Q: When creating a requisition, can you add the shipping address in MyUFMarketplace? Will it carry over to Workday?
No, all details related to requisition/PO will be entered in Workday.
Q: Is there an option to put in an external comment to the supplier in Workday?
Yes, in the field "Memo to Suppliers.”
Q: Can an order be adjusted after submission?
Change orders are possible, but UF policy does still apply. We currently do not allow change orders on catalog/punchout.
Q: What was the dollar limit for the requisition to automatically create the PO?
In current state, requisitions <2k to enabled suppliers does not require additional approvals. We mirrored that process in Workday.
Q: If the step is to assign to a dept. contact, would that contact in turn be the checkout person/processor in Workday?
A receipt will not always be required, but you will always have the option to attach a receipt if you choose to do so.
Q: Can we apply split ChartField/Worktags to the entire requisition or by line item added to order?
Split ChartFields are applied at the line level. That said, you can enter Worktags up front on the first requisition screen and still override/change them at the line level as needed. 
Q: Are you able to set up the Worktags in a certain order like you can in MyUFMarketplace?
We are keeping a consistent framework across all business processes for finance, so you cannot reorder them.
Q: Is the attachment internal or external?
You can choose to make it external or not – it is entirely up to the user.
Q: Can you split the cost by percent (opposed to quantity or amount)?
Yes, when you enter amount, it will give you the option for percentage.
Q: Will shoppers be able to submit carts to other delegates for submission?
Shoppers only shop. It is the requester that submits the requisition. The card assignment happens inside of MyUFMarketplace, like what we have today, with the assigned cart. You will have a list of names and select the requester that you would like to assign the cart to. That would be the person to return the cart back into Workday. 

Q: Will carts still be separated by vendor?
Yes, carts will still be separated by vendor.
Q: So are there extra steps in Workday now? What about the SEA invoices?
Not really. Your role shifts away from entering and routing PO invoices to creating receipts when goods and services are received, while Workday matches PO, receipt and invoice and pings the requester if the receipt is missing. For SEA invoices, a receipt isn’t always required and payment may occur before items are received; you can later attach support to the requisition.

Q: To confirm, Worktags need to be entered each time shoppers go to open MyUFMarketplace?
Shoppers do not have to fill out that first screen, there are several ways to get to the supplier site. They can just search "connect to supplier" site" on the homepage and just punchout and shop.
Q: We can look up "my requisitions,” but what if I want to see if my coworker submitted a requisition?
We have reports that will be available to all finance users that can help provide this detail.
Q: For that cart, there were opportunities to add Attachments both in the MyUFMarketplace punchout and on Workday. I assume attachments made to the punchout would not show up in Workday? Would they show up in OnBase?
All attachments should be entered in Workday. There will be no place for attachments or entry in MyUFMarketplace.
Q: How would a cart be sent to someone in the department for financial approval?
Conditions apply. Approval workflow is triggered by details entered on requisition. In current state, requisitions to enabled suppliers under 2k do not require additional approval. As of today, that will be true in Workday. If that same requisition was for more than 2k, it will route for approval based on Worktags provided.
Q: How will invoices pay out? Will it be based on the receiving?
If not SEA, then yes, a receipt will be required to pay the invoice. PO Invoices will need to come in either electronically or via email.
Q: Can you change the Worktags in the receipt screen?
No, you cannot. A change order will be needed to update Worktags.
Q: How would you process/document a case where part of an order had to be returned (e.g., half of the beakers arrive broken). How would you document returns?
This is a separate process that will be covered in future training sessions. Please stay tuned for more. 
Q: Are we going to be able to see all invoices? Some suppliers don't have a viewable invoice now.
Not exactly, if it is a catalog suppliers, we will still receive their invoices electronically.
Q: If the requisition is sent back, do you have to recreate the requisition again or can you adjust it and resubmit?
You will be able to adjust and resubmit.
Q: Can Managers correct ChartFields or part of the ChartField if it is incorrect?
If you are a financial approver, you will not be able to change Worktags/ChartFields. Instead, you can send back with a comment. You will notice this change in all finance transactions on Workday. Financial approvers will have a review step. 
Q: How are you alerted that you have comments?
The bell icon.
Q: What is the attachment limit per requisition?
None. 
Q: How do we locate voucher numbers?
There will be a Workday generated supplier invoice number.
Q: Will the shopper be able to add a comment?
If they are requested, they can add whatever detail they want there, but you can switch out the person that responds.
Q: What if we have something shipped outside of UF and not to our office, will this still be allowable? Will we be able to change the delivery address.
This is still a decision to be made. 
Q: Will there be any automated intake of invoices or will we need to manually upload them? I'm thinking of something like Trophy Shop invoices - we don't have POs for those small orders.
We will cover non-PO invoices in a future GBAS session.
Q: On the "Create Receipt for Purchase Order" notification, is that autofilled PO number clickable, to quickly get to and review the order?
Yes, if it's blue, you can click on it and find out more detail, and that is applicable to all of Workday, so not just for this.
Q: Can the cost center manager change the requisition without sending it back?
In Workday, the best practice is you will send it back to the initiator and they can update the approval steps.
Q: Is the cost center manager doing the same function as a Financial approver in MyUFMarketplace?
Yes, in Workday, the Cost Center Manager is effectively filling the same role as the “financial approver” does in MyUFMarketplace.
Q: Who can create a receipt?
Whoever you want to make the receipt - the name that you enter will take on the responsibility. 
Q: Can multiple requestors be assigned if there is uncertainty over who will own the receiving?
Only one person can be assigned as the requestor.
Q: To confirm, best practice for invoices sent via email is for us to send it to TrustFlows?
No, not TrustFlows. In future state, TrustFlow will not exist; Workday will use its own process. Best practice if an invoice comes to you via email: forward it to the Accounts Payable (AP) inbox (email address TBD) so it can be ingested and the Workday process kicks off. 
Q: To confirm, a shopper cannot add non-catalog items to a cart and then pass it to a requestor for processing? The requestor must enter all of the non-catalog item details on their end?
No. If the shopper tries to submit, it will give an error. You need the security role to be able to request.

