
Business Administrator Forum

September 17, 2019
9:00 – 10:30 a.m.

401 A/B Benson
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BAF Agenda

Welcome

Procurement & Payment Services Update
Presenters:  David Reese, Sr. Dir., Procurement & Payment Services

Allison Belton, Director, Procurement & Payment Services

Dude Solutions Upgrade:  Asset Essentials
Presenters: Scott Emerson, Director, Financial Planning, FACS

Brett Hewitt, Assistant Director of Facilities Systems
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Procurement & Payment 
Services Update

• Workday 33 Updates
• Spousal Travel
• Policy Rewrite

David Reese, Senior Director, P2P
Allison Belton, Director, P2P
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Workday 33 Updates
Spousal Travel

Allison
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WD33 – Expense Overview
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WD 33 – Expense Report Status
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WD33 – Merchant Name is Visible
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WD33 – Header Information
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WD33 – Itemization 
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Campus Worktags

Worktag Name Description Module
Athletics Compliance For Athletics Use Only Invoices

Expenses
Departmental Events Assists in identifying expenses 

related to departmental events
Invoices
Expenses

First Class or Chartered 
Airfare

Assists in identifying first class / 
chartered airfare

Invoices Only

Hazardous Materials Assists in identifying hazardous 
materials 

Invoices
Expenses

Spousal / Guest Travel Assists in identifying spousal / guest 
expenses. 

These expenses need additional 
review prior to completion.

Invoices
Expenses

Student Programming For Campus Life Use Only Invoices
Expenses
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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.

• Intent is 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.
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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.



13

Key questions to help you optimize your procurement practices:
 How much am I spending?
 How many transactions did that require?
 What spend categories am I buying within?
 How many suppliers am I using?
 Am I buying the same/similar item from different suppliers?
 Which of my suppliers are critical to my operations?
 Am I using the same supplier as other University departments?

PRO TIP  ‐ Key Spend Analysis Questions

Spend Analysis
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Quality / Delivery / Cost / Reliability 
Evaluation Rubric
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Environmental / Social / Diversity 
Evaluation Rubric
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Documenting Supplier Decisions
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Value Responsibility Requirements
$10,000 or less

Simplified Procedures

Commonly: University PCard / 
Purchase Order

 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.

$10,001 to $125,000

Informal RFQs and RFPs

Commonly: Purchase Order

 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.

Responsibility Thresholds
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$125,001 to $250,000

Formal RFQs and RFPs

Commonly: Purchase Order / 
Formal Contract

 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.

$250,001 and greater

Formal RFQs and RFPs

Commonly: Purchase Order / 
Formal Contract

 Consult with Procurement & Payment Services at the beginning of the ideation stage.
 Include formal representation from Procurement & Payment Services on the team responsible for 
acquisition strategy, supplier evaluation, negotiations, and award selection.
 Perform cost or price analysis to affirm price reasonableness—competition alone is not sufficient.
 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.

Value Responsibility Requirements

Responsibility Thresholds
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PRO TIP  ‐ General  Threshold Guidance

$250,001 and Above

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.

$125,001 ‐ $250,000$10,001 ‐ $125,000$10,000 or Below

 Use PCard or Purchase 
Order when possible.
 Distribute sources.
 Make rational decisions.
 Document as necessary for 
approvals and payment.

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

 Include Procurement team in 
early requirements planning.
 Perform cost or price analysis 
to affirm price reasonableness.
 Follow $125K+ guidance.

Thresholds Summary
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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/
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Thanks! 
David Reese

Office – 758-1987
reesed@wfu.edu

Allison Belton
Office – 758-5183

beltonam@wfu.edu



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



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	



System Usage
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How to Access 

Google	App	Tray



https://facilities.wfu.edu/

How to Access 



Workorders.wfu.edu

How to Access 



Current vs Future State

Current Upgrade



Demo

https://assetessentials-
training.dudesolutions.com/SBWFU/Account/Login



Training	Resources

Training	Resources



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? 
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Next Forum

Thursday, November 21, 2019
3:00 – 4:30 p.m.
401 A/B Benson

Your input is essential as we continue to collaborate and discuss items of interest 
so that we can improve how we do business at Wake. So, please continue to send 
along suggestions, questions, and topics you want to hear about, know about, or 
discuss with others.(My e-mail is anderssc@wfu.edu).  I would love to hear 
from you!


