
Wrapping Up the Trip: Expense Reports & Card Reconciliation FAQs

Q: Can charges be moved to another person even if they are not a cardholder and the purchase was made on their behalf?
Correct. You can move charges to someone’s profile even if they do not have a travel card. In Jenah’s example, Jenah does not have a travel card, and Christina made the purchase on Jenah’s behalf.

Q: Will we still be able to do expense reports to reconcile other peoples’ PCard charges?
This only covers the travel expense report process, and Pcard reconciliation will have a different module that will be shared in future presentations.

Q: For reassigning card charges, is it only AirCard charges that can be reassigned? Or travel purchases made on a PCard as well?
This reassignment feature applies to all PCard/AirCard charges.

Q: Do we know yet if this replaces PCard expense reports in UF GO?
UF GO will be used for booking only. Expense reports for travel card, AirCard and personal reimbursement will take place in Workday.

Q: This may be coming up shortly, but moving PCard charges — who can do that? Would they be moved to a traveler’s page from my page? I don’t know if that makes any sense.
The charges can be moved from the Pcard holder’s profile, since that is where they will appear. It would be their responsibility to reconcile them.

Q: How will the process for creating what’s now known as a Person of Interest profile look like?
This will be different in Workday, and these will be considered expense reports on behalf of a non-worker. More information will be provided on that process in the future.

Q: When we start using Workday, if there is an issue with a flight or if I do not see a flight option in Workday, who should I contact?
UF GO will still be used as the booking tool to purchase flights, so this will be the same as the current state.

Q: Can we have more than one expense on an expense report, or will we have to do one for each charge?
More than one expense is allowed on the report.

Q: Will all the training PDFs be updated with final instructions before we go live? UF GO was very confusing because those were not updated.
Updated instructions and guides will go out before Workday goes live.

Q: Will we still have access to the AirCard in Workday, or will that process go away? If it is discontinued, will we need to contact someone with a Travel Card to purchase flights?
The AirCard will still be available once Workday is live. Concur will still be used as a booking tool, so there will be no change to the use of the AirCard when purchasing.

Q: When the EDES sends the expense report to the employee for review, can the employee change worktags before approving, or must they send it back?
Correct. The employee has the ability to make changes to the expense report during review before approving and sending it along the approval workflow.

Q: If we are booking flights in UF GO, where will the AirCard charges show?
The AirCard charges will populate in Workday with no additional steps necessary.

Q: What is the “Alert” line?
This indicates that a line on the report has an item of note. It is there to provide information on an area that may prevent the report from being submitted, such as missing information.

Q: Who will receive the notifications about pending PCard charges? In the current setup, these emails go out to the cardholder and all the individuals who are delegates for that cardholder. Will this continue in Workday, or how will it work?
Pcard notifications will exist in Workday. We are still working on the exact process, which will be shared in future trainings.

Q: I was told we had a fee per submitted expense report in UF GO. Is that no longer the case with Workday?
There are no fees associated with submitting expense reports in Workday.

Q: Is there a way to split a charge between multiple cost centers while building the expense report?
This will be covered in training due to nuances. It is called “itemization” in Workday.

Q: Will we be able to pay an honorarium to a guest along with travel expenses, or will those continue to be a separate process?
The answer is still to be determined, as the Core Office is currently reviewing policy and directives.

Q: Can they submit receipts paid with personal funds for reimbursement before travel concludes, or do those still have to wait until the trip ends?
The answer is still to be determined, as the Core Office is currently reviewing policy and directives.

Q: What is the naming convention for the spend authorization?
Watch the demo for an example of how spend authorization is shown on screen.

Q: What if a day of lodging is at a different room rate?
If a day of lodging is at a different room rate, you would break it up and add another line in the itemization. You can also add additional expense lines for any other charges, but UF policy for itemizing hotel expenses still applies.

Q: If the delegate assigned the credit card transaction to another employee by mistake, can we submit the expense report? What about the duplicate transaction?
You can only assign it to one employee.

Q: We’re submitting expenses before a trip is taken. It is my understanding that in the current state, we wait to submit until after the trip is taken to make sure it was not canceled or anything like that. Will this make tracking refunds needed to UF a bit more difficult?
More policy and guidance will be provided on this topic in the near future.

Q: Currency conversion. Is this an option?
We are not doing currency conversion. There will be personal expenses that need to be reimbursed. It is recommended to review current policies.

Q: How do we process international per diem in Workday? Will Workday populate rates based on the travel itinerary?
You will enter a destination. There are more expense items for per diem. A calculation is needed based on the destination, and it is fed from the GSA rate table.

Q: If we reassign a PCard charge to a different employee’s expense report, whose responsibility is it to reconcile?
We will defer to policies overall here; however, charges can be reassigned, and as a common practice, a fiscal person with a travel card can swipe it for someone else’s travel expenses.

Q: How will we need to label international transaction fees now that we label them the same as the actual charge?
They can be labeled underneath the charge by itemizing them as a line.

Q: Can we proxy into a faculty member’s expense hub to create expense reports on their behalf?
The proxy feature is only for the Empowering UF Team while testing the system. An EDES will be able to create expense reports for anyone in that area, so it will be even easier than the current state.

Q: Would we process a personal reimbursement for something like lab supplies here?
There will be clear guidance on travel card versus commodities card. We are working very closely with the Core Office.

Q: Can receipts in foreign languages be translated?
We can explore that in testing.

Q: For some charges like mileage, would the traveler be able to submit the report prior to the end of the trip?
We are going to allow receipts to be processed better in the future state. All reports will end up in the correct category. You do not need to submit every single dollar as it comes in, but if there is time between the two, we encourage timely reconciliation. We will be explicit in the directives when Workday goes live.

Q: Laura mentioned in a previous training that UF would be doing some research regarding the best booking tool, as there was some negative feedback regarding the current booking tool. Has it been officially decided that the Concur booking tool is here to stay?
We’re going to use Concur going into the next year. On Day 1, we will use Concur. Going forward, we will evaluate whether it stays the same or changes, and that will be communicated.

Q: Will we be able to view all travel/PCard-related expenses across the university?
Security in Workday is company-based. Short answer: yes.

Q: With multiple expense reports being able to be linked to a single spend authorization, will the SA need to be marked as “open/closed”?
As long as a spend authorization has a balance, it will stay open. If it is your final expense report, you check the box, and it will fully liquidate the encumbrances on the spend authorization.

Q: Is there an easy way to see all expense reports linked to a spend authorization?
Reports are still in progress. Refer to the recording for the demo.

Q: In Extension, some of our travel origin/destination locations are small towns and cities. How robust is the Workday database for travel locations?
We are trying to make Florida locations as detailed as possible for this scenario, but locations can also be added in the comments if necessary.

