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Q: How will you know if a requisition was assigned to you? 
You will receive a notification via email, same as current state. 

Q: Would you need to add a note to support why you are making a purchase? 
You will not be required to in every case. If it is required, there is a field in Workday to add this information. 

Q: Can the requestor delegate their action items to someone else? 
Yes, tasks can be delegated. More to come on when this will be allowed. 

Q: Will the requestor and the shopper need to complete the Worktag fields? 
The requester will need to complete the Worktag fields, but the shopper does not. 

Q: Are all catalog suppliers now SEA suppliers? 
No, same rules apply as current state. 

Q: Can the shopper assign Work tags? 
No, they can provide them but they cannot assign them. 

Q: As a requestor, can you see any notes about the requisition from the shopper before entering the work tags? 
Requestors can see notes from the shopper before entering work tags if the shopper puts them in. 

Q: Will the PO route back to the marketplace and can you comment like you can in current state on vouchers and POs? 
All communications will be entered in Workday. 

Q: Can Worktags be saved? 
Yes 

Q: In current state, when I place an order, I attach an email ask/approval for ordering said items. Will I still be able to upload an external document when placing orders? 
Yes, you can attach as many things as you need to in Workday, but there will be no attachments in Marketplace. 

Q: Can you put more than one supplier in the same cart? 
No.

Q: How easy is it to update the requester for the cost center and can there be more than one? 
It’s easy and there can be more than one. 

Q: For smaller departments, there may be cases where the dept. requestor has been out and the cart needs to be assigned to another requestor in another department. Will they have the capability to do that, and is it just for submission and not approval? 
There are situations where this can be done. You are also not restricted to whom you can assign the cart you. You can assign to anyone with a requestor role. There will be ways to get things moved if they get stuck. More to come on that! 

Q: If you are the requestor and shopper, can you assign the cart to a manager if needed? 
You can assign a cart to anyone with a requestor role. So, if your manager has the role then yes. 

Q: Is there a maximum number of attachments in a requisition? 
There is not a maximum amount, but there is a maximum size limit of 30MB per file. 

Q: Can you have internal documents and documents for the supplier like you can in current state? 
Yes, there’s a little box you can check for internal. If you want it to go out with the PO, you can leave it unchecked. 

Q: Will we have an agreement intake form and confirmation PO form in future state? 
Yes, they are a requisition type, and they will function very similarly to how they do today. 

Q: Is the requestor able to add an approver? 
No, the requestor cannot, it would be a cost center manager.

Q: Will invoices that currently go to TrustFlow show up in Marketplace, or will they prompt in Workday? 
All invoices will be sent in Workday other than CXML invoices for catalog. CXML invoices will be generated in Marketplace then pushed to Workday, so everything will ultimately land in Workday. TrustFlow will eventually cease to exist once we go live with Workday. Workday has its own OCR functionality that is better than TrustFlow. 

Q: Can we cancel/reject/change/close a requisition in Workday? 
Yes. 

Q: Will current suppliers be notified of this change? 
Yes, but this conversation has not happened yet. The project team is working on how this communication will happen. 

Q: Will facilities services requests be processed like normal in the Marketplace? 
No, this is being handled by ISD. More to come from that functional area.  

Q: Will we be able to edit/correct requisitions without them being rejected by the system if a part of the work tag is entered incorrectly? 
With the driver work tags/auto population work tags that will likely not be entered in correctly. 

