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Agenda

• Schedule Review
o Workday Approval Process Review

• Workday Resources
• Question and Answer



UCF Community Schedule for Fiscal Year End 2023
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Date Review: May 15 – June 16



Approval Process: What does “Fully Approved” Mean?
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Items waiting for kNEXT or Central Finance review/approval are not considered fully approved.



WORKDAY PROCESS: REQUISITIONS, CHANGE ORDERS, NON-PO 
PROCUREMENT VERIFICATIONS, SUPPLIER INVOICES (if changes made that do not match PO)

Requestor
Cost Center 

Procurement 
Coordinator (FBC)

Cost Center Manager 
(FBC)
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R O L E S  A N D  R E S P O N S I B I L I T I E S

Requisitions <$10,000



Requestor
Cost Center 

Procurement 
Coordinator (FBC)

Procurement 
Data Entry 

Specialist (kNEXT)

Cost Center 
Manager (FBC)
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Requests over $10,000

Requisitions >$10,000

WORKDAY PROCESS: REQUISITIONS, CHANGE ORDERS, NON-PO 
PROCUREMENT VERIFICATIONS, SUPPLIER INVOICES (if changes made that do not match PO)

R O L E S  A N D  R E S P O N S I B I L I T I E S



Requestor
Cost Center 

Procurement 
Coordinator (FBC)

Procurement Data 
Entry Specialist 

(kNEXT)

Cost Center 
Manager (FBC)

Cost Center 
Manager 2 (FBC)
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Requests over $75,000

Requisitions >$75,000

WORKDAY PROCESS: REQUISITIONS, CHANGE ORDERS, NON-PO 
PROCUREMENT VERIFICATIONS, SUPPLIER INVOICES (if changes made that do not match PO)

R O L E S  A N D  R E S P O N S I B I L I T I E S



Requestor
Cost Center 

Procurement 
Coordinator (FBC)

Procurement Data 
Entry Specialist 

(kNEXT)

Cost Center 
Manager (FBC)

Cost Center 
Manager 2 (FBC)

Procurement 
Manager (Central 

Finance)

8

Requests over 
$100,000

Requisitions >$100,000

WORKDAY PROCESS: REQUISITIONS, CHANGE ORDERS, NON-PO 
PROCUREMENT VERIFICATIONS, SUPPLIER INVOICES (if changes made that do not match PO)

R O L E S  A N D  R E S P O N S I B I L I T I E S



Requestor

Creates receipt and 
acknowledges receipt of goods

Auto approval if no issues
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R O L E S  A N D  R E S P O N S I B I L I T I E S

WORKDAY PROCESS: PUNCHOUT MATCH EXCEPTIONS



WORKDAY PROCESS: PUNCHOUT MATCH EXCEPTIONS

Requestor Accounts Payable Data Entry 
Specialist (kNEXT)

Requestor / Cost Center 
Procurement Coordinator (FBC)
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R O L E S  A N D  R E S P O N S I B I L I T I E S



UCF Community Schedule for Fiscal Year End 2023
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Date Review: June 22 - 23



WORKDAY PROCESS: NON-PO SUPPLIER INVOICES

Requestor
Cost Center 

Accounts Payable 
Coordinator (FBC)

Accounts Payable 
Data Entry 

Specialist (kNEXT)

Cost Center 
Manager (FBC)
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R O L E S  A N D  R E S P O N S I B I L I T I E S

Thresholds:
• >$75,000 routes to CCM2 after CCM
• >$100,000 routes to Procurement Manager 

after CCM2



WORKDAY PROCESS: NON-PO SUPPLIER INVOICES

Requestor
Cost Center 

Accounts Payable 
Coordinator (FBC)

Accounts Payable 
Data Entry 

Specialist (kNEXT)

Global Tax 
Administrator 
(UCF Global)

Cost Center 
Manager (FBC)
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R O L E S  A N D  R E S P O N S I B I L I T I E S

Foreign Suppliers

Thresholds:
• >$75,000 routes to CCM2 after CCM
• >$100,000 routes to Procurement Manager 

after CCM2



WORKDAY PROCESS: NON-PO SUPPLIER INVOICES

Requestor
Cost Center 

Accounts Payable 
Coordinator (FBC)

Accounts Payable 
Data Entry 

Specialist (kNEXT)

Grant, Gift, 
Designation, or 

Project Manager

Cost Center 
Sponsored 
Programs 

Coordinator

Award Contract 
Owner

Cost Center 
Manager (FBC)
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R O L E S  A N D  R E S P O N S I B I L I T I E S

If funding source is from a grant, gift, designation, or project

Thresholds:
• >$75,000 routes to CCM2 after CCM
• >$100,000 routes to Procurement Manager 

after CCM2



UCF Community Schedule for Fiscal Year End 2023

15

Date Review: June 26 - 27



UCF Community Schedule for Fiscal Year End 2023
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Date Review: June 28 - 30



UCF Community Schedule for Fiscal Year End 2023
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Date Review: July 3 - 12



WORKDAY PROCESS: EXPENSE REPORTS

Traveler

Cost Center 
Expense 

Coordinator 
(FBC)

Manager of 
Traveler

Cost Center 
Manager (FBC)

Expense Data 
Entry Specialist 

(kNEXT)
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R O L E S  A N D  R E S P O N S I B I L I T I E S



WORKDAY PROCESS: EXPENSE REPORTS

Traveler
Cost Center 

Expense 
Coordinator (FBC)

Manager of 
Traveler

Cost Center 
Manager (FBC)

Expense Partner   
(Central Finance)

R O L E S  A N D  R E S P O N S I B I L I T I E S

Foreign travel and/or travel 
advance issued
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WORKDAY PROCESS: EXPENSE REPORTS

Traveler

Cost Center 
Expense 

Coordinator 
(FBC)

Manager of 
Traveler

Cost Center 
Manager (FBC)

Grant, Gift, 
Designation, or 

Project Manager

Cost Center 
Sponsored 
Programs 

Coordinator

Award Contract 
Owner

Expense Data 
Entry Specialist 

(kNEXT)

R O L E S  A N D  R E S P O N S I B I L I T I E S

If funding source is from a grant, gift, 
designation, or project
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Additional Dates
From Financial Aid Operations



Workday Knowledge Articles
Procurement-Related:

• Create and Manage Purchase Requisitions
• Approve Purchase Requisitions
• Reconciling Personal Expense Card Charges
• Verify Procurement Card Transactions
• Create a Supplier Invoice
• Manage Supplier Invoices
• Create Supplier Invoice Requests

Finance-Related:

• Manage Customer Invoices and Payments
• Create a Manual Invoice for Grants

Fiscal Year-End 
Resources

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F0092824c0cd91000c8f89026650c0000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398161323%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=kdjOEh7h0dQBN0%2Bg0YS1znOVcMlQotozg3XP850oDTI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F0092824c0cd91000cdf2d5fac1370000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398161323%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Cf6sPFOkLiiGiZhuNvgKAu4AnyKsXyetN8LEImhrhiM%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F3428325a8b131000ca30a8240f680000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398317541%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PKAHHbRoj578IrvQvHwUOIWArCrzwP7HNMT%2FT9RSxMo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F0092824c0cd91000ca4388fd77bd0000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398317541%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=I6JWtisRmxsc2odc84akFRIlbYlcqsFPs6y8%2BbOeufQ%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2Feb522d9850a6100161376f7a63610000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398317541%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=6AXp%2FIEjhdszagFpERZRHimbWXS2WAORZsFlMaWqEBI%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F0092824c0cd91000c52101ab35840000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398317541%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=upu8zyQGsgd8Q7%2BYZzZf2JUq7CZMPJ7IMYk3T9LTLKg%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fucf%2Fd%2Finst%2F0092824c0cd91000c98d2899e6380000%2Frel-task%2F2998%2440834.htmld&data=05%7C01%7CMelinda.Martin%40ucf.edu%7Cf327814c56d44b72b57c08db61e9e399%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638211429398317541%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=diyM78lNHg85aORN7HrxqqVy7LK4qFi5sUzF3Ct87Jw%3D&reserved=0
https://www.myworkday.com/ucf/d/inst/d59108579d5e10012f32ce6477ea0000/rel-task/2998$40834.htmld
https://www.myworkday.com/ucf/d/inst/0092824c0cd91000b30121c3d19c0000/rel-task/2998$40834.htmld


Report Information

23

Note: It is important to reference knowledge articles for a listing of common 
reports related to specific business transactions.

Important Common Reports
• UCF Find Credit Card Transactions
• UCF Find Purchase Orders
• UCF Find Requisitions
• UCF Find Supplier Invoices
• UCF Find Procurement Card Verifications Awaiting Persons



Questions?



Thank You 
for Attending
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