
Billing in Workday – Internal and External Customers FAQs
Q: One of our major invoicing projects is not quote-ready for FSEA. Will that be an issue if we have identified these services and rates within Workday?
To bill departments through the ISD process, the service provider will need to be set up as an ISP.

Q: How long will an invoice be allowed to wait for approval, and is there a month-end closing process?
The time transactions can wait for approval is a tenant-wide decision across all areas and has not been recently updated. The team is currently testing and working through what the monthly close process will look like in Workday. More information will come as it becomes available.

Q: Will attachments be required?
No. Attachments are not required for ISD transactions. Catalog items provide an itemized invoice. For bulk uploads, attachments are not required but can be added after the fact.

Q: What is the process for imports?
There is spreadsheet upload capability for ISD transactions.

Q: If you are the cost center manager for the ISD and charging department, can you complete both parts of the transaction?
Initiators should not be able to approve a transaction they created.

Q: How do I get catalog items into Workday?
Master data will be maintained by the central office.

Q: Can multiple departments be invoiced on one entry?
Yes. Multiple departments can be invoiced on one entry by using the appropriate work tags.

Q: Can the initiator of an ISD transaction also approve it?
No. The initiator should not be able to approve a transaction that they created.

Q: Will there be a budget check?
There will not be a budget check in Workday.

Q: This process will not provide the expense department with enough information. On a batch upload, do we need to add attachments to each individual line for all customers?
For bulk uploads, attachments are not required but can be added after the fact. With catalog items, such as a room rental, the transaction will go to the cost center manager. The line items will show what the charges are for.

Q: How will this work for departments that have been told they do not need to be set up as an FSEA but still process E-to-Rs occasionally?
There is no tie in Workday for needing to be an approved auxiliary or an FC to create an Internal Service Delivery. You do need to be a Workday internal service provider. We are also working on ad hoc instances that may be needed.

Q: Would recurring monthly charges need to be approved each month?
Yes.

Q: Since the cost center will have to approve the entries, does the initiator have to follow up on unapproved items?
Initiators should indicate if the FDM items are incorrect or if items remain unapproved. There is no budget check, and there is a point at which charges could be pushed through.

Q: Will we be able to try this before it is live?
Users will not have preview access to Workday before it goes live for everyone. There may be exceptions, such as GBAS demo sessions. There will not be a sandbox environment.

Q: Can this go to the individual we are billing as well, or just the cost center manager?
Everything is based on the security role. The ISD route will look for the cost center manager assigned in Workday.

Q: Is there a draft stage for the ISD? Level 1 creates it, and then there is a check with the customer?
Ownership is entirely with the ISD.

Q: What if we do not have enough staff to complete both steps?
If you are the ISP, you are initiating the billing of another department. You will initiate the transaction, and it will go to a cost center manager in another department.

Q: Can this be used for external service providers?
This process is only for internal customers. The process for external service providers will be shown separately.

Q: If you complete one task frequently, can you bookmark it as a favorite instead of typing it in every time?
Yes.

Q: Will external customers used by multiple units be the same for all units, for example, Greek houses billed by FS, EHS, or UFIT?
Yes. Customers will have one record that can be used by all units.

Q: Will accounts have credit limits, and can they be put on hold for late payment? Who would do that?
Credit limits will not be entered. Customers can be placed on hold, but the operational decision regarding if and when that occurs will be handled by the core office.

Q: Some external customers, such as the VA, require invoices to be submitted through their own portal, such as Tungsten. Can we submit invoices through both systems?
Yes, that should not be a problem.

Q: Can you see what the customer sees?
You can see an invoice PDF, the email, and any supporting documentation that was added.

Q: Will DSO be part of the central AR office as well?
More information will come. There will be shared responsibility involving the core office.

Q: Am I correct in saying this invoice being sent to the vendor is a PO?
It is an option. If you have a PO to reference, there is a field for it if your customer requires it.

Q: Would a bad debt write-off be charged back to the billing department?
More information will come. This will be determined by policy rather than Workday.

Q: Can we revise the invoice number, or are we required to use the number provided? One of our instruments generates an invoice and invoice number during analysis. Would we need to use the memo section to note this for our records?
The invoice number is automatically generated and is not editable. The memo field may be the best place to add another invoice number for your records.

Q: Can departments see only their invoices?
Departments can see invoices based on their security access. There are filter capabilities, but users may also be able to see invoices across their company.

Q: How will payments from external customers be tracked?
Reports are being developed to provide aging and other customer information. Statement- or dunning-notice-type communications will generally be sent by the central office.

Q: Can we see a report on all outstanding invoices?
Yes.

Q: How are customers created?
There is a request process within Workday. Customers will be created by the core office. Customers are available tenant-wide, so the customer may already exist in the system.

Q: Are we able to create unique items and price lists, or are they preloaded?
Items and price lists are preloaded. Rates have been established by the auxiliary team.

Q: How would we handle items that have variable prices from a catalog and invoicing standpoint? For example, registration for educational programs for external customers may vary by program or sponsor.
Rates may differ when billing a not-for-profit versus a for-profit customer. Those differences may be set up as a separate catalog or sales item.

Q: What payment options are included on the invoice?
We are finalizing details with the vendor for an enterprise payment solution. Payment options may include credit card, ACH, and other methods.

Q: Will Workday send reminders on open invoices to external customers, or is that the responsibility of the departments?
It will depend on customer activity. There are different options, but the approach will vary by customer. Collection activities will be a shared responsibility with the central office.

Q: Have we finalized how we will handle ACH payments that are not connected to an external customer invoice?
Units may have different point-of-sale activities, such as e-markets. Those transactions may be handled through departmental deposits.

Q: Will cost centers still process check or ACH-IT payments for invoices?
No.

Q: Can “Bill To” contacts be removed or archived, for example, when someone leaves the external company?
Yes. They can be removed.

Q: Can you create credit notes in the system?
Workday can generate a credit invoice and cancel an invoice.

Q: How will partially paid invoices be handled? We often have invoices that are partially supported internally, but the balance is due from a student organization.
The invoice will show as partially paid. When an additional payment is received to cover the remaining portion, the invoice will show as completed or fully paid.

Q: Are we able to charge sales tax for Florida customers?
Yes. The system has sales tax capability, and sales items will be preconfigured. If an item is taxable and the customer is not tax-exempt, Workday will calculate the tax.

Q: If an external customer pays by check, how will that posting work?
Workday will look for those transactions as part of the bank file. Whether the deposit occurred by check, ACH, or credit card, Workday will look for the different payment sources to apply to open invoices.

Q: When you flag an invoice as deferred revenue, do you have to provide a future date when the revenue will be recognized? If so, can that date be changed?
Yes, future-date information is required. Based on the revenue recognition schedule, installments can be created. The schedule can be edited, but there are some limitations if payments have already been applied to the invoice based on the previously submitted and approved schedule.

Q: Who will handle the deposits?
The process will be different from today. Workday will use payment application rules to identify potential matches to open invoices. The central office will review the auto-application rules and perform the application and deposit.

Q: Will departments such as Auxiliary Accounting review tax-related information at the customer or invoice level?
Tax information will be updated by the core office. There will not be a tax review when an invoice is created.

Q: Can discounts be applied, such as bulk pricing for a customer?
Our team needs to understand the use case in more detail. More information will come on this.











