
Received! Driving Payments Through Workday Receiving FAQs

Q: Can we go to the GBAS institute if we currently support PeopleSoft?
We will send more information via the GBAS listserv about who should attend? Stay tuned!

Q: Does over $10k or a certain amount require additional approval?
Yes, it could require asset approval/review.

Q: Will staff who work in a central receiving for a college need a security role to create a receipt?
No, not to create the receipt.

Q: Are PO numbers not going by fiscal year?
Yes, they will be. The test environment has not been refreshed.

Q: Can Workday screens zoom in and out to help with visibility?
You are able to zoom in and change screen views in certain transactions.

Q: When you search for requisitions, will you still see them even if you changed the Requester field while preparing the cart?
They made an update, so yes, you can still see the requisitions you've submitted on behalf of other folks.

Q: Can only the requisition requestor create the receipt? Can receipts be canceled after an invoice has been paid?
[bookmark: _Int_cthirKws]You must be tied to the transaction - this drives who can create the receipt. But it can be anybody; you don’t need security to create a receipt.

Q: What if your actual bill comes in lower than the requisition? Do you have to do a change order to make the requisition match the invoice?
Yes, and this would be a task that would be triggered to you as well.

Q: For a monthly service PO that is good for 12 months, would we go in and receipt it once every month so the invoice gets paid?
Yes.

Q: What if you need to do a change order due to a differing price or tax?
There are a number of change order reasons and you would indicate your reasoning.

Q: Will pay cycles still be Tuesday and Thursday?
There is no change in pay cycle.

Q: Can we adjust the order of columns in some places so we don't need to scroll right and left so much?
You can do some level of customization, but it is unclear whether it would save each time.

Q: What if you have to upload an invoice manually?
You would send an invoice into the AP inbox or submit a supplier invoice request.

Q: If a requisition is "Fully Invoiced," will it close the PO?
Yes, it does.

Q: Will we be able to view this with the Finance Viewer role?
If you are tied to the transaction, you will be able to see the information you need to.

Q: To confirm, you would need a change order for every time an invoice is different?
Not every time; the system will tell you what action needs to be taken once the invoice comes in.

Q: So does item receipt trigger payment? Does that act like the "approval"?
If you already had approvals on the requisition and the receipt matches, then it will all be tied together and will move forward.

Q: Is UF moving to Net 40 versus Net 30?
Yes, this is happening.

Q: The payment terms on the invoice don't match the Workday screen?
This was a dummy invoice, so the payment details did not match what was in the system.

Q: Are grant managers automatically added to the requisition approval process when sponsored program funds are included in the requisition?
Yes, they will be a part of the workflow.

Q: Do you need to add business purpose for every item?
More to come on the updates to procedural considerations.

Q: What is the timeline in the PO closing after it is fully matched?
Yes, if the PO is fully invoiced, then it is closed once the payment is made.

Q: If my counterpart is out on vacation and someone has assigned her a cart, can I access the cart and reassign it to myself?
It will work the same for catalogue requisitions; anything you assign to requestor duties will be sent directly to that substitute.

Q: Will there be any possible stopgaps if an end user receipts an order and it kicks straight to invoice payment?
They can see the invoice, but they will not be able to edit it.

Q: If working in a shared center environment, will we be able to create requisitions for other departments in our division?
Yes.

Q: Does an accounts payable role have to create a supplier invoice off the receipt?
No security is needed to create a receipt; you just need to be sitting in the requestor field on the requisition.

Q: Can there be multiple requesters attached to a requisition?
No.

Q: Where are invoices submitted to this future inbox if they are missing a PO or Dept ID?
It will go to AP, and they would work them manually.

Q: Will we be able to view an accounts payable report for departments?
Yes.

Q: What formats will the system allow for invoices?
It accepts a lot of variations.

Q: Will the labs be able to create and assign us carts as they do now in Marketplace?
Yes.

Q: Can multiple people be assigned to a requisition to create receipts?
Only one person can sit in the Requester field.

