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WD33 — Expense Overview

Expense Reporting What’s New — Workday 33

WAKE FOREST

UNIVERSITY

3 Error Messages & Custom Validations

I Most Recent Expense Report Status

Currently, when you reconcile a PCard transaction, error messages do
not appear until you select the Submit button. In WD33, when adding a
PCard transaction, error messages will appear when you first go into
the line to reconcile the transaction. The error message provided guided
help with custom validation messages.

Currently, the status of the expense report does not appear in the
expense worklet. In Workday (WD} 33, you will be able to see the
status of your most current expense report in the expense worklet.

New Merchant Column

6 ) Itemizations

Currently, the merchant name is not visible when selecting PCard
transactions for reconciliation. In WD33 The merchant name will be
visible when selecting PCard transactions for reconciliation.

Several changes have been made to Itemizations (split transactions):
* ability to view splits on the line (after splits have been

completed)
* ability to remove an itemization has changed
3 Enable Tax & l"ng_glmg * the location on the screen has changed

Today, it is not easy to toggle between the header (first screen) and the

expense lines especially to enable tax, if forgotten. In WD 33, it will be A}"JI‘)I‘U\-"CI‘R Tab View

easier to toggle between the header, header attachment, and expense

line panels. You will also be able to easily go back and check the Approvers will have a tabular view of the information to approve. This
Enable Tax checkbox. view offers a more complete view of the approval.

4 Header Information 8 ' Updated Mobile App

The business purpose and header memo have been moved to the first Workday is secking to provide amore unjfunn_cxpc]‘icncc when using
screen (header screen). the product among different devices, The Mobile app has been updated
to provide look more like the PC version. Updated 8128/2019




WD 33 — Expense Report Status

Recent Expense Reports

- 08/19/2019

Canceled-08/15/2019 - ATD Conference in Washington, DC (Mey 19-May 22, 2019)

-08/15/2019-test
-08/1 5/2019- fest

-08/14/2019-test




WD33 — Merchant Name is Visible

5 items TH

Last4

/ \ : un Digits of
Include?  Transactic Date Expense Merchant Charge Description/Memo ~ Amount Currency Corporate Creit Card Biling Credit

[tem Account
Card

Number
Q 05/06/2019 AIRBNB * HMFNHWNSFM TTXNI3VN 49705 USD Wells Fargo Visa 8671
Q 05/20/2019 AMKWE W CC PUBLIC FOODS 8.50 USD Wells Fargo Visa 8611
Q 05/21/2019 AMK W E W CC PUBLIC FOODS 8.50 USD Wells Fargo Visa 8611
Q 05/21/2019 MATCHBOX CHINATOWN 1995 USD Wells Fargo Visa 8611
Q 05/23/2019 CLYDE'S AT MARK CENTER / 2590000000000 2086 USD Wells Fargo Visa 8611




WD33 — Header Information

v Expense Report Information v Instructions
Expense Report For * Employee: Clancy, Bridgett Expense Report Instructions:
For additional guides, job tools and procedures, please refer to our website finance.wfu.edu.
Creation Options o Create New Expense Report If you prefer one-on-one guidance prior to travel, please contact ap@wfu.edu

The University allows for ordinary, necessary and reasonable business expenses. When
using the University's funds, faculty, staff and students should use prudent judgement

Copy Previous Expense Report el &
coupled with disciplined budgetary control.

In most cases, the University requires the following documentation:

Create New Expense Report from Spend Authorization o sy end i s ionmnals

= » A detailed hotel folio showing a zero balance, if not paid on the pcard
« A detailed itinerary is required for airfare, auto-rentals, rail and other means of
travel
« A receipt is required for all travel expenses while in travel status when the
expense exceeds $50
A complete business purpose for expenses includes:

Memo

2 Who
What
Where
When
How/Why

Company * | X Wake Forest
University

o 0 0 0 ©

Expense Report Date * | 08/27/2019 ﬁ

Business Purpose

iii

Cost Center * | X 112303 Finance
Systems

) Cancel




WD33 — ltemization

Item Details

Linked Quick Expense =
Country * X United States of America =
Date * | 08/27/2019 [
Merchant * Vyond
Expense Item * | X Publication / =
Subscription -
Electronic Itemization
Total Amount * 1 2,500.00 Remaining Amount to ltemize  0.00/2,500.00 USD
Currency * USD
Edit 2 items
Tax Amount a0
Memo Vyond
Publication / Subscription - Electronic 1,250.00 USD
08/27/2019
*Cost Center (empty) g
*Division (empty) Publication / Subscription - Electronic 1,250.00 USD
08/27/2019

Expenditure Treatment  (empty)

*Additional Worktags (empty)

Attachments from File




Campus Worktags

Worktag Name Description | Module _____

Athletics Compliance

Departmental Events

First Class or Chartered

Airfare

Hazardous Materials

Spousal / Guest Travel

Student Programming

For Athletics Use Only

Assists in identifying expenses
related to departmental events

Assists in identifying first class /
chartered airfare

Assists in identifying hazardous
materials

Assists in identifying spousal / guest
expenses.

These expenses need additional
review prior to completion.

For Campus Life Use Only

Invoices
Expenses
Invoices
Expenses
Invoices Only

Invoices
Expenses
Invoices
Expenses

Invoices
Expenses




Procurement Policy Rewrite
Effective September 1st

David
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Why Did We Need to Update?

« Last major update was 2011.
* Need to “freshen” financial thresholds.
* Need to close outstanding audit findings.
* Need to increase our collaboration.

 [ntentis to:

« Make the policy more readable, useable, and relevant for
everyday campus scenarios.

« Enable increased consistency in compliance.
« Provide more context for “why” and “how.”

« Encourage increased collaboration.

« Foster local and global community excellence.

11



Key Content

 Chapter 1 — Collaborative Procurement
« Working together to bring the best value.

« Chapter 2 — Spend Analysis

« Knowing how you spend.

 Chapter 3 — Responsible Procurement
« Creating better outcomes — the “heart” of the policy.

 Chapter 4 — Procurement & Payment Methods
« Optimizing the way you buy & pay.

 Chapter 5 — Key Contacts
« Reaching out for P2P help.

12



Spend Analysis

PRO TIP - Key Spend Analysis Questions

Key questions to help you optimize your procurement practices:

+ How much am | spending?

+ How many transactions did that require?

+ What spend categories am | buying within?

+ How many suppliers am | using?

« Am | buying the same/similar item from different suppliers?

+ Which of my suppliers are critical to my operations?

+ Am | using the same supplier as other University departments?

13



- Needs Improvement

Quality

Delivery

Cost

Reliability

+ Does not fully describe essential
functionality of product/service.

+ Does not meet minimum
performance standards.

+ Does not offer good record of
past performance results.

Quiality / Delivery / Cost / Reliability
Evaluation Rubric

Satisfactory

+ Fully describes essential functionality
of product/service.

+ Meets minimum performance
standards.

+ Offers good record of past
performance on multiple occasions
with one or few customers.

Excellent

+ Offers advanced insight into full
functionality of product/service.

+ Exceeds minimum performance standards.

+ Offers exceptional record of past
performance on multiple occasions with
many customers.

+ Does not meet necessary
delivery timelines.

+ Meets necessary delivery timelines.

+ Exceeds necessary delivery timelines.

+ Provides incomplete cost
information or insufficient detail.

# Pricing is unreasonably higher or
lower than competitors.

+ Provides requested information with
sufficient detail to provide basic cost
transparency.

+ Pricing is competitive.

+ Provides all requested cost information in
a clear manner.

+ Provides sufficient details to enable
collaboration and transparency.

# Pricing is reasonably advantageous.

+ Does not provide sufficient
information to judge how
consistent quality, delivery, and
cost will be able to be maintained.

+ Provides adequate information to
give confidence in supplier’s ability to
maintain consistency in quality,
delivery, and cost.

+ Provides comprehensive detail regarding
supplier’s past history in maintaining
consistent quality, delivery, and cost
performance.

14



Environmental / Social / Diversity

Evaluation Rubric

- Needs Improvement

Environmental
Sustainability

Social

Responsibility

4 Supplier does not address
sustainability in meaningful way.
+ Proposed item or service causes
unreasonable harm.

¢ Supplier addresses sustainability in
meaningful way.

+ Proposed item or service does not
cause unreasonable harm.

Satisfactory

Excellent

¢ Supplier provides competitive
advantage for sustainability.

+ Proposed item ar service does not harm
the environment.

+ Supplier has documented history
of not meeting our social
responsibility norms.

+ Supplier has documented history of
meeting our social responsibility
norms; or at minimum, does not have
negative documented history.

+ Supplier provides competitive
advantage with regard to social
responsibility.

Supplier

Diversity

Does Not Improve

+ Supplier does not represent
themselves as either local or small
business; or as business owned by
woman, veteran, individual with
disabilities, or underrepresented group.

Improves

¢ Supplier represents themselves
as either local or small business; or
as a business owned by woman,
veteran, individual with disabilities,
or underrepresented group.

Significantly Improves

¢ Supplier represents themselves in
multiple categories as either local or small
business; or as a business owned by
woman, veteran, individual with
disabilities, or underrepresented group.

15




-

Documenting Supplier Decisions

Diversity
Quality | Delivery Cost Reliability | Sustainability Ove Average
Social

35 10 25 20 10

1 3 7 1 3 2.9 - Satisfactory

3 7 3 7 3 4.20 - Satisfactory

7 7 7 7 7 7 - Excellent

1 3 7
Needs Improvement Satisfactory Excellent
(0-1 Overall Avg.) (2-5 Overall Avg.) (6-7 Overall Avg.)

Rating Scale

16



Responsibility Thresholds

Value Responsibility Requirements

$10,000 or less ¢ Seek price competition only to the extent needed to justify price reasonableness.

¢ Distribute purchases equitably among qualified suppliers when repetitive purchases are anticipated.
# Ensure repetitive purchases of the same or similar item or service do not exceed $10,000 in aggregate
during the same fiscal year unless the below procedures for greater than $10,000 are followed.

¢ Consider supplier diversity, environmental sustainability, and social responsibility criteria in the
evaluation process for supplier selection and award.

¢ Maintain documentation as necessary for approvals and payment.

¢ Comply with University spend category strategy, upon notification.

Simplified Procedures

Commonly: University PCard /
Purchase Order

$10,001 to $125,000 ¢ Seek adequate price competition.

¢ Utilize informal solicitation methods (e.g., email) but maintain documentation of solicitations, quotations
and proposals, evaluations, and supplier award decisions.

¢ Make contract award to the offeror whose proposal represents the best value to the University.

¢ Consider price as a substantial factor in the source selection process.

& Mitigate risk by utilizing selection criteria additional to price, such as quality, delivery, and reliability.

¢ Consider supplier diversity, environmental sustainability, and social responsibility criteria in the
evaluation process for supplier selection and award.

¢ Ensure repetitive purchases of the same or similar item or service do not exceed $125,000 in aggregate
during the same fiscal year unless the below procedures for greater than $125,000 are followed.

¢ Maintain detailed documentation from solicitation to final payment.

¢ Comply with University spend category strategy.

Informal RFQs and RFPs

Commonly: Purchase Order

17



Responsibility Thresholds

Value Responsibility Requirements

$125,001 to $250,000 ¢ Prepare a detailed, written scope of work prior to market solicitation.

¢ Obtain approval from Procurement & Payment Services prior to market solicitation.

¢ Seek adequate price competition.

¢ Exclude suppliers who were directly involved in developing or drafting specifications, requirements,
statements of work, or bid and proposal documents.

¢ Make contract award to the offeror whose proposal represents the best value to the University.

+ Consider price as a substantial factor in the source selection process.

+ Mitigate risk by utilizing selection criteria additional to price, such as quality, delivery, and reliability.
# Ensure repetitive purchases of the same or similar item or service do not exceed $250,000 in aggregate
during the same fiscal year unless the below procedures for greater than $250,000 are followed.

¢ Include supplier diversity, environmental sustainability, and social responsibility criteria in the
evaluation process for supplier selection and award.

¢ Maintain detailed documentation from solicitation to final payment.

¢ Comply with University spend category strategy.

Formal RFQs and RFPs

Commonly: Purchase Order /
Formal Contract

$250,001 and greater 4 Consult with Procurement & Payment Services at the beginning of the ideation stage.

¢ Include formal representation from Procurement & Payment Services on the team responsible for
Formal RFQs and RFPs s . . o .

acquisition strategy, supplier evaluation, negotiations, and award selection.
Commonly: Purchase Order / ¢ Perform cost or price analysis to affirm price reasonableness—competition alone is not sufficient.
Formal Contract ¢ NOTE: The above requirements for items and services valued greater than $125,000 will generally apply

but may be further tailored by the Procurement & Payment Services team.

18



PROTIP -

$10,000 or Below

+ Use PCard or Purchase
Order when possible.

+ Distribute sources.

+ Make rational decisions.

+ Document as necessary for
approvals and payment.

$10,001 - $125,000

+ Use Purchase Order when
possible.

+ Seek adequate price
competition.

+ Consider price as a significant
evaluation criteria.

+ Include other evaluation
criteria.

+ Keep detailed documentation.

+ Comply with University
sourcing strategy.

Thresholds Summary

General Threshold Guidance

$125,001 - $250,000

+ Engage with Procurement
team before market solicitation.
+ Include diversity, sustainability,
and social responsibility criteria.
. Follow $10K+ guidance.

$250,001 and Above

+ Include Procurement team in
early requirements planning.

+ Perform cost or price analysis
to affirm price reasonableness.
+ Follow $125K+ guidance.

19




Overview and Q&A Opportunity

* Policy “Roadshow” - Pugh Auditorium (Benson)

« Monday, October 14
* 9:00 - 10:00 AM and 10:30 - 11:30 AM

 Wednesday, October 16
* 9:30 - 10:30 AM
 Friday, October 18
* 9:00 - 10:00 AM and 10:30 - 11:30 AM

* Tuesday, October 22
* 9:00 - 10:00 AM and 10:30 - 11:30 AM

» Thursday, October 24
1:30 - 2:30 PM and 3:00 - 4:00 PM

« Sign-up: https://pdc.wfu.edu/events/3393/

20



Thanks!

David Reese
Office — 758-1987
reesed@wfu.edu

Allison Belton
Office — 758-5183
beltonham@wfu.edu

21
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Work Orders

Facilities & Campus Services
Upgrade for Dude Solutions Work Order System

Scott Emerson, Director of Financial Planning
&
Brett Hewitt, Assistant Director of Facilities Systems



Original Project Vision

Improve efficiencies and reduce costs with our current WFU Work Order System
Provide the WFU User Community a state-of-the-art Work Order Entry System

Enhancing our current cloud-based solution, with current technologies and
adoption of industry best practices

@ Dude Solutions”

§) | DIREST e Asset Essentials”



User Groups

 Faculty, Students and Staff will use Work Orders to submit requests to Facilities

* Technicians will use Work Orders mobile integrations to manage their work
orders

* Main stakeholder areas that will be using Work Orders:
* Campus Requestors
* Facilities Administration
* Real Estate
 Athletics

Work Orders




System Usage

Total WQO’s Created Over Time

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30

# of WOs Linear (# of WOs)

% of Work Orders Submitted by Requesters




How to Access

Google App Tray

M Inbox (22,234) - hewittbt@wiu.e: X =+

&« C { @& mailgooglecom/mail/u/0.. & ¥ n Q = w @ e :

M Gmail Q,  Search mail - HH W s Fomst o

— . g,
. O- o o @ © b ®» M s R
';:‘_ ]
Sl bt | . Qualtrics Sakai Student Heal..
@ [tth-dleague] Thursday hoops Invitat
Need to run off yesterday’s lunch....In— ... 2-15ar ' ?
* w 7
»
o WFU, FinancialServi. 15 8:29 AM ] '
Financial Services' Update Stephanic WIN Workday  Work Orders
» This Financial Services communication ... to me, Alar
o [0 = stephanie Poskin (B s15am = ' c.')
S Invitation: Move scheduling meeting @ ... J
.. You have been invited to the followinge.. ¥y 1 ‘ wwwwiuedu  ZSR Library
Th
» Whitney, Christopher 2 7:40 AM

Annual Report
Whitney and Brett - This really looks sha...

Maore from G Suite Marketplace

ledezmr{@wiu. edu, 8

@ e




https://facilities.wfu.edu/

W Facilities & Campus Services |[Ho X +

<«

c 0

& facilities.wfu.edu

E FOREST UNIVERSITY

Facilities & Campus Services

Work Order Request

Work Order Requests are pracessed
Monday-Friday, 8 a.m.-4:30 p.m.

For immediate assistance or

emergencies, contact us
immediately at 336.758.4255.

Submit Work Order

SERVICE ALERTS

HS Moore Parking and Gas Pump

Access Restricted
Aug 271 Bam - Sept 27

Q v v O @ E

= MENU & 1AMA Q, SEARCH

LATEST NEWS

Sod the Quad

August I, 2019

Starting on June 5th. the Hearn Plaza
Project started with the removal of
the existing grass. re-crowning, and

re-sodding of the entire

Read More

Bmapw

=

©




Workorders.wfu.edu

D) Asset Essentials

<«

c O

o a ¥ o m &

dudesolutions.com/SBWFU,

g | MY REQUESTS

B s | D

Cancal

WAKE FOREST UNIVERSITY WORK ORDER REQUEST

i

1 you nead 1o submi

vice request complete

= Following form.

2 request that requires 2 budget ende plese select the appropriate budgat cade from the drop down menu, or Type out the budget cod in the request decails ssction

To Subrmic 2 Key Request plaase oo here.

~ SELECT REGION/SITE

Regior

~ SseLEcTLOCATION

Location: *

~ REQUEST

Work requested: *

DETAIL

s

e s possite

~ UPLOAD DOCUMENT/IMAGE

e

imas:

~ BUDGET CoDE

sudge

—

Drag & Drop fie() here 1o vpload

L 1

Bold Text: * - Dencrss @ required f

Profie




Current

Current vs Future State

Upgrade

EIN LTS Inventory Request My Requests  Settings

Legend =

Work Request

Step 1

step 2

Step 3

Step 4

Step 5

Step &

Welcome

To submic your service request complete the following ferm.
1 you nasd to submit a raqusst that requires 2 budget cade pleass incluce the budgst cods in the problem description in Step 4
o Submit & Key Request (=~ plzase g here.

Surplus werk orders pleass chooss Miseslianzous ption in Stap 2

1f you need immediate assistance call Customer Service at 336.753.4255

Please be yourself, click here if you are not Brett Hewitt
First Name Last Name Email

[Brett | [Rewitt | hewittbt @wfu.edu
Phone 1 Pager Mobile Phone
135 ] [ ] [

Location

[E—
Area Area/Room Number [/
-~ Select Area - ¥

‘es, remember my area entries for my next new request entry.
Select Problem Type: [/

Heating/ Ventilation /Air
Conditioning

Custodial

Doors and Hardware General Maintenance

ol Landscaning 7 Miscellancous Pest Cantral

Please describe your problem or request. [/

Attachment
Attach New File (Meximum allowed is two attachments with a size of 3MB or less per fle.)

3) Asset Essentials x +

<«

C {Y @ assetessentials-training.dudesolutions.com/SBWFU/MyRequest/Add

? | MY REQUESTS

WAKE FOREST UNIVERSITY WORK ORDER REQUEST

o submit your service request complete the following form.

you nesd to submit a request that requi

o Subrmit 2 Key Request please o here.

~ SELECT REGION/SITE

~ SELECT LoCATION

B e —

~ REQUEST DETATL

Work requested: *

budget code ol

clact the appropriata bud

Siter =

& From the drop dowin menu, or type out ¢

o Q % v 0 @@

Bold Texts - Derotes a required fsld

dget code in the request details section

~ UPLOAD DOCUMENT/IMAGE

Decumsns/imagaz |

Drag & Drop fis(s)

uplosa

~ BUDGET CODE

Zudger Code




https://assetessentials-

training.dudesolutions.com/SBWFU/Account/Login




Training Resources

Training Resources

%) Asset Essentials

€«

c O

& facilities.wfu.edu/#

%) MaintenanceDirect

X | NewTab

KE FOREST UNI

Facilities & Campus Services

Waork Qrder Request

Work Order Request

Work Order Requests are processed
Monday-Fridey, 8 a.m.430 p.m.

For immediate assistance or

emergencies, contact us
immediately at 336.758.4255.

Submit Work Order

Planning and Canssruction ¥

Facilities Services ¥

SERVICE ALERTS

HS Moore Parking and Gas Pump

Access Restricted

x

W Focilities & Campus Services | He X+
Q % M 0 [

= MENU & IAMA.  Q SEARCH

Resources ¥ | Contact

P: University Warehouse
Phoro Request

DigPermit Request
Budget Code Request
FLCS Blacr

r Information & Details

LATESTNEWS

Asset Essentials

September 12, 2019

Anew work order software upgrade
from Dude Solutions is launching in
Facilities & Campus Services on
October Ist! The big upgrade...

Read More

Sod the Quad

August 1, 2019

Starting on June 5th, the Hearn Plaza
Project started with the removal of
the existing grass, re-crowning, and

re-sodding of the entire .




Report Users

Users that need to track all work orders for a Building or Cost Center
Submit a Work Order Requesting to be added as a report user.

If you need to request Multiple Users please submit their WFU email
addresses in a work order request.

Will reach out to report users around November 1 for further setup
requirements



Questions?



Thanoday, November 2, 2019
3:00— 4:30 p.m.
G0l 4|8 Benson

Your cuput co essential as we continue to collaborate and discuss items of interest
da that we can improve how we do budiness at Watke. So, please continue to dend
alony suggedtiond, quedtiond, and Tofpics you want o hear about, buow about, or

Wwf%m,(%e-méwm@m,ml 9 woald love to thear
you:
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