Research Procurement

Town Hall
August 4, 2023




Agenda

 Deliver-to Locations & Purchasing Demo

 Blanket POs

 Central Receiving

* Progress Report from Supply Chain

 Preparing for our next Workday Research
Town Hall: Financial Reporting for
Research & Grants

« Q&A

7\ VUMC

workday. | BUSINESS
EDUCATION




Purchasing Demo



Deliver-To / Ship-To

* Deliver-To Address (choose first) — The specific location within a building that an
item will be delivered to. This will automatically populate the correct Ship-To
Address linked to the Deliver-To Address.

* Ship-To Address (do not change) — The building that an item will be shipped to from
a vendor. This will automatically populate based on the Deliver-To chosen.

If you need a new Deliver-To Location to be created in Workday, submit a Pegasus Ticket

| NEED WORK DONE

WORKDAY ISSUE SUPPORT TECSYS ISSUE SUPPORT

o —

What area are you having a problem with?: | SCM Procurement o 7\ VUMC

workday. | BUSINESS
EDUCATION

Note;

You can not save
Deliver To
information in each
requisition



https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Ticket_Submission_Guidelines.pdf

DELIVER-TO DEMO




Blanket Purchase Orders



What is a Blanket PO

A Blanket PO in Workday is a PO created to cover
multiple deliveries and/or services over a period of
time.

* Goods lines are used for a number of exact items
« Example: Number of cases or items
« Example: Number of monthly deliveries

* Services lines are used for dollar amounts

« Example: $12,000 for a year to cover purchases

VUMC
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How to Create a Blanket PO in WD

Service Lines Balances Process History

Service Lines 1 item

Line Image Company ltem
qQ Vanderbilt University Medical ltem
Center
Description

AZL Compressed gas for TVC PFT Lab

Commodity Code

Spend Category
SC195 Non-Medical Laboratory Supplies

Amount

Requested

12,000.00

Ordered

12,000.00

.|

Date

Start Date

04/01/2023

End Date

06/30/2024

Deliver-To

@ MCM PMI L2208

Ship-To Address

@ MCN PMI U2208 1161 215T

{LOC92115) > MCN PMI U2208 AVE S NASHVILLE, TH 37232

(LOC93115)

United States of America

VUMC
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BLANKET ORDER DEMO




ow to Receive on a Blanket PO in WD

1 item . .
Line Information
Q Search -
ltem Description  A&L Compressed gas for TVC PFT Lab
Service Lines PO Line P0O100000088713 - Line 1
AEl Compressed gas for TWVC PFT _. 0/12000
usD Amount to Receive 0.00
Fully Receive []
Amount Ordered 12,000.00
Ordered Amount Invoiced 0.00

Total Amount Already Received 0.00

Start Date 04/01,/2023
End Date 06/30/2024
Memo

¥ Additional Information

Company Vanderhilt University Medical Center
Commodity Code  (empty)

Spend Category 5C195 Non-Medical Laboratory Supplies




Central Receiving



Central Receiving

« What goes to Central Receiving

« How are you notified that the goods are going to Central
Receiving?
 Notification from Workday will instruct you to come to Central
Receiving to pick up the package
« Temperature Controlled or Keep Refrigerated items are now delivered
immediately
« How you are notified when goods have arrived?
« Do | pick up my goods or will they be brought to me?

« Update on Fedex Deliveries

* Currently Fedex has begun delivering some goods to Central
Receiving
* Some goods are still delivered to the Deliver-To Address

« Ongoing discussions with Fedex to resume pre-Workday service of
departmental, rather than Central, receiving

7\ VUMC
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News from Supply Chain



Purchase Order Acknowledgements (POA)

* POAs are the initial updates that Vanderbilt receives on a
ourchase

* Initial POAs only are entered into Workday systematically
(improvement over our legacy process)

» Workday does not receive subsequent updates

* If you receive purchase-related emails directly from
suppliers, forward them to vumcprocurement@vumc.org

VUMC
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mailto:vumcprocurement@vumc.org

Odds & Ends

 Supply Chain has recently onboarded additional staff
to streamline the purchasing/receiving process and to
assist with:

* Reviewing outstanding orders
* Orders not received

* Backorder items

VUMC
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Preparing for our next Town Hall
and Q&A



Town Halls

« Town Hall Materials (recording, decks, and Q&As are posted
on the MyWorkday website.

« Next Research Town Hall: Financial Reporting for Research
and Grants, August 10 @ 10 am (link here)

* If you have a suggestion for a future Research Town Hall
topic, please:

« Send your suggestion to vumcresearchenterprise@vumc.org

 Put 'Town Hall Suggestion’ in the subject line of your email

 Ensure your topic is broad enough to benefit the research
community
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https://teams.microsoft.com/l/meetup-join/19%3ameeting_MjkyYjY4NmUtOTdiMS00M2ZiLTlkODQtMTA0ZDAwNDI1ZjM3%40thread.v2/0?context=%7b%22Tid%22%3a%22ef575030-1424-4ed8-b83c-12c533d879ab%22%2c%22Oid%22%3a%228b8c5e14-8961-468f-8fbd-0b86b5453440%22%7d
mailto:vumcresearchenterprise@vumc.org

Support for Workday Research Procurement

* Invoices and payments: email vumcdisbursements@vumc.org with the invoice
details

* Match exceptions: email details to vumcapexceptions@vumc.org

* Requisitions and suppliers: email details to vumcprocurement@vumc.org

e Add or correct a delivery address: submit a Pegasus Workday Support Issue
ticket. In the “What area are you having a problem with?” field, select SCM
Procurement from the dropdown menu.

e Supply Chain hotline: Contact Elise Jackson with other Supply Chain concerns or
issues: email elise.jackson@vumc.org or phone 615-343-5453

myworkday

Copyright © 2021 Deloitte Development LLC. All rights reserved.



mailto:vumcdisbursements@vumc.org
mailto:vumcapexceptions@vumc.org
mailto:vumcprocurement@vumc.org
mailto:elise.jackson@vumc.org
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Check-In Survey

[



Appendix
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How to Purchase

Requisition

Supplier Invoice
Request

\WINCIERETN
Payment Request

—

=

Medical and non-medical goods and services can be
requisitioned within Workday.

A purchasing card, or PCard, is used to charge
non-travel expenses.

Formerly known as a check request, supplier invoice
requests are used when a requisition does not have a PO.

Miscellaneous payments can be requested for honorariums,
subject participants, or other one-off payments. These
payments will be managed using a separate online form.

VUMC
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DELIVER-TO/SHIP-TO

* Deliver-To Address (choose first) - The specific location within a building that
an item will be delivered to. This will automatically populate the correct Ship-To
Address linked to the Deliver-To Address.

" Ship-To Address (do not change) - The building that an item will be shipped to
from a vendor. This will automatically populate based on the Deliver-To chosen.

If a Ship-To Address is entered first and is the incorrect location to be
partnered with the submitted Deliver-To Address, the order will not process

correctly which will result in Workday errors and/or shipping issues. Change your default Deliver-To using

the gear icon before creating a
requisition. This will apply the locations
you save for new requisitions going
forward.

MY W ork doy

Copyright © 2021 Deloitte Development LLC. All rights reserved.

Requisition Details 3ot |

Edit Requesting for, Ship-to Address, Worktags, and
more.

Requesting for
John Girdler (0143607)

Company
Vanderbilt University Medical Center

=

B T i L
2 0

e e e




DELIVER-TO/SHIP-TO - UPDATES

- ~400 New deliver-to/ship-to locations were added in May 2023 to facilitate direct
delivery to the research areas

* Confirm available deliver-to/ship-to locations from the SCM Extract Locations Report
* Ensure the ship to address includes the deliver-to information
* Request new deliver-to/ship-to's via Pegasus Ticket
* Central Receiving Role
* Receive packages delivered to central receiving
* Notify requestors that packages are available for pickup

* Ensure deliveries are organized for ease of location

* Resolved identified 25 character limit with Fisher that was causing incorrect addresses
printed on the labels by Fisher (late June)

* Tracking orders and delivery

* Working with Fedex on this process

; Woyﬁrkd‘:‘Oy

Copyright © 2021 Deloitte Development LLC. All rights reserved.

Hotline:

Questions
about your
deliveries,

reach out to
Elise Jackson




PURCHASING REMINDERS

Requisilion Templates |t

Templates for Clinical Areas= |-

Memo

Required Memo field =

Special printer paper needed to print
labels for Supply Chain department.

Alert

1. Page Alert
- High-priority requisitions may incur extra costs for overnight delivering, and please notify the requisition approver

High Priority check box !

Splits

Split Cost option ==

Inbox

Bear Claw Questionnaire =
Actions Archive Complete Questionnaire

'Federal Procurement Standard Justification’ for Requisition:
Wiewing: All Sort By: Newest -- REQ1001006, Requester: Anita Knapp
Amount; $§75,000.00 -+

Requisition: REQ1001006, Requester: Anita Knapp
Amount: $75,000

Supplier Contract

/ CON-004280:
myworkday =) x
. CE7651AC - VHPC
Copyright © 2021 Deloitte Development LLC. All rights reserved. ContraCt SeleCtlon conied Smoke

Evacuation




PROCURE TO PAY WORKFLOW

Requisition Requisition
Created Approved

VUMC Requestor Cost Center Manager*

PO Reviewed,
Approved, and
Issued

Purchasing Agent/Buyer

Items Received
and Receipt

Invoice Created
and Paid

Created

VUMC Receiver Disbursements

/'\ VUMC

BUSINESS

work QY. | epucaTion

* In some cases, such as grant or high-dollar
requisitions, additional approvals may be required.



MATCH EXCEPTIONS

= For questions or assistance, please reach
out to vumcapexceptions@vumc.org

/'\ VUMC

BUSINESS
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PARTIAL RECEIPTS

Only goods/services that have been delivered to the appropriate location should be
received in Workday.

* If a blanket PO is created, the entire PO should not be received (unless it has been fully
delivered)

* Each time goods/services are delivered to the appropriate location they need to be received at
the individual line item level within the PO.

* Goods/Services SHOULD NOT be received based on the invoice.

/\ VUMC

BUSINESS
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Ordering Methods

Catalog: primarily used by clinical staff, same items Ordering Methods
from Item Master. @) Gaarch Gtiing

Non-Catalog: primarily used by non-clinical staff.

SupplierWebsite: interfaces with ePlus and Request Non-Catalog ltems

resembles eProcurement.

Templates: pre-configured Requisition Templates for Connect to Supplier Website

clinical supplies & past Requisitions to choose from.

Ei
:b{_
Procurement Favorites: list of frequently used Add from Templates and Requisitions
procurement items that you have marked as favorite.
W

Select from My Procurement Favorites

7\ VUMC
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REQUISITION TYPES

" Blanket Order - Used when a business needs the same goods/services on a recurring basis over a specified

period, such as an entire year.

* Bulk Buy - Buyer obtains large quantities at lower cost to leverage economies of scale.

« Capital - Capital purchases;used to make a substantial investment in long-term fixed assets. This can include
purchasing machinery and equipment; land, buildings, or other infrastructure;furniture and fixtures;and software.
Requests for capital must first be entered and approved within Capital Planning, where a Capital Request ID wil
be issued. This Capital Request ID is required for capital requisitions, in addition to a Trackable Spend Category,a
Project ID,and a Location ID.

7\ VUMC
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REQUISITION TYPES

Equipment Rental - Tends to be shorter term rentals.An example would be hospital beds.

Purchased Services - Used for a variety of services. Service purchase orders are by amount only and typically

configured for 3-way match. Includes consulting and service maintenance agreements.

Supplies - All supplies and general purchases.

TMS Facilities - Used for the TMS facility purchases that require a work order number.

myworkday

Copyright © 2021 Deloitte Development LLC. All rights reserved.




DELIVER-TO/SHIP-TO HEADER

Requisition Details

Location

% Location: 2525 WEST END AVE
(LOC00248)

Additional Worktags

% Function Code: FC23023
Institutional Support - General
Administration

Deliver-To Location*

% 2525 WEST END AVE
(LOC00248) > 2525 WENS END
AVE STE 1430 (LOC91503)

Ship-To Address*

% 2525 WEST END AVE,
NASHVILLE, TN 37203, United
States of America

Checkout

Company Requester Requisition Status  Total Amount
Vanderbilt University Medical Center John Girdler (0143607) -new - Draft 10.00 USD

Reminder:

1. For Capital Requisitions, enter Project ID first.

2. Next, enter any applicable funding source worktags such as Grant ID or Gift ID.

3. Confirm Cost Center ID is accurate.

4. Capital Request ID Number issued by the Capital Planning module is required in the Memo field if Trackable Spend Category or Project ID is used on a transaction.

Currency*

X USD

¥ Shipping Address

Deliver-To * 2525 WEST END AVE (LOC00248) > 2525 WENS END AVE STE 1430 (LOC91503)

Ship-To Address 2525 WEST END AVE
NASHVILLE, TN 37203
United States of America

(- JE&

/

wwworkday

¥ Requisition Information

RequestDate  *| ©5/18/2023 [ |2

P A e e e P A e P e o o e e N P e A i P )

Copyright © 2021 Deloitte Development LLC. All rights reserved.




SCM EXTRACT LOCATIONS

* The SCM Extract Location report lists all available Deliver-To Locations and the

Ship-To Locations they are attributed to.

" By selecting the Ship-To option in the Location Usages filter, all Ship-To locations

will be included in the report.

Note: The filter button in the top righthand corner of the report will allow you to filter

the results by a specific location.

= MENU w

Location Usages for Location ST

el

Copyright © 2021 Deloitte Development LLC. All rights reserved.

VUMC SCM Extract Locations -

Q semextractlocation

Primary Addbees - Ful

0o &@a

=
I‘\Q sem extract location|

'E] VUMC SCM Exiract Locations
3 Report

A

VUMC SCM Extract Locations

[] campus



FILTER BY WORK SPACE TO SEE DELIVER-TO LOCATIONS

VUMC SCM Extract Locations

Location Usages for Location * | X Work Space

Search

\: | campus

}_'\ Extended Enterprise Affiliation

\:\ Housing

|| Instructional

lj Inventory

\ \ Job Posting

\___\ Off-Site Recruiting
‘j Par

\ ! Payroll Tax

[] ship-To

[ Training Room

Work Space

yworkday

Copyright © 2021 Deloitte Development LLC. All rights reserved.

VUMC SCM Extract Locations

—n
o=

Location Usages for Location  Work Space

3428 items
Deliver-To

Ship-To Location Location Reference ID
@ THE VANDERBILT CLINIC LOC10359
(LOC00130)

@ THE VANDERBILT CLINIC LOC11962
{LOCO0130)

& 1409 W BADDOUR PKWY LOC10071
{LOC02007)

© 2120 BELCOURT AVE LOC12632
(LOC00230)

@ 2135 BLAKEMORE AVE LOC15518
(LOC00216)

© 2135 BLAKEMORE AVE LOC15519
(LOC00216)

Location

© 105 AAT0S-EULA 10232
VUAH (LOC1035%)

© 11 BURN CTR - JOHN
LAMPMAN VUAH11041
(LOC11962)

@ 1409 W BADDOUR PKWY
(LOC10071)

@ 2120 BELCOURT AVE STE
139 (LOC12632)

@ 2135 BLAKEMORE AVE STE
162 (LOC15518)

e

@ 2135 BLAKEMORE AVE STE
163 (LOC15519)

Filter by address,
room, suite, floor

as needed




RECEIVING ROLES
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VUMC RECEIVER

* eProcurement Creators (Legacy) were given the VUMC Receiver role at Go-live

* Request this security role assignment by submitting a

Pegasus Ticket

- If a PO was created for Goods or Services, creating a receipt is required

* Don’t wait for invoice — create the receipt once received

For Goods:
* Use quantity

*  For Services:

*  Use dollar amount (estimate amount received)

+ Disbursements needs to know it is ok to pay supplier — creating a receipt

triggers the payment

* Receipt Adjustments should be utilized to make changes to a receipt already

processed

/\ VUMC

BUSINESS

workd QY. | epucaTion

Procurement

PO100000012345

Purchase Order

L

it
Try searching under Md - |n\fﬂ§

I

Actions

Puri

Purchase Order » PO.I g
3

Accounting 5 J
;

Favorite 3 Sla%

36


https://www.vumc.org/myworkday/sites/default/files/public_files/Workday%20Pegasus%20Ticket%20QRG%203%20-%20General%20MW%20Request.pdf

RECEIVING NOTES

. . . . : oty | e
* Invoices should ideally be sent directly from Supplier to Disbursements workdoy. | ickion Create a Receipt @;

Central and Non-Central VUMC Recei re required to create a receipt in Workday when receiving items. This step
is required for goods and/ be scheduled for payment. After creating a receipt, continue to send
the invoice to vumc_electronic_invoices@vumc.org for the invoice to be processed for payment. Follow the steps

* Invoices that are sent to Departments can continue to be sent to o ninsas s

From the Workday Homepage:

vumc_electronic_invoices@vumc.org sttt

2. Choose the Receiving App.

Note: If the receiving app is not automatically listed for
you, select Add Apps at the bottom of the list.

* Month and Year End Close oot e

4.You can enter the Document Number, which could
be a Purchase Order number, or type in the supplier
name to filter for the Purchase Order. Select the

* For received goods or services within timeframe of a month or epopeopion : S

Note: If you the shipment was received in full, you can

year, Workday will do an automatic accrual for departments o =

regardless of Accounts Payable processing it in time e

L —
From Create Receipt:

i S S

1. In the Create Receipt Task, you must input the

M M Quantity to Receive. .
* Quick Ref Guid
u I c e e re n c e u I e Note: the Quantity to Receive cannot exceed the
Quantity Ordered or the Ordered Quantity - Line informatian
Invoiced. You can review the Total Quantity £ ot " e

° W D S C _ 5 0 3 _ Q I C re ate a Rec e i Pt ::;:a::r::eived if the order is arriving in multiple [ - %ﬂ

2. Choose Select Files under Attachments to e

upload a packing slip. You can also drag and drop u:":;
e
the file into this space. [ I

Note: review additional information about the or-

der as needed before submitting.

3. Select Submit.

4. Email the invoice to e —
vume i org for the =n}

invoice to be processed for payment.

VUMC  QuEsTIONS?
Please email BusinessEducation@vumc.org.
BUSINESS wasmRsiLr Y univensiry 03152023
MEDICAL CENTER

workd QY. | epucaTion



mailto:vumc_electronic_invoices@vumc.org
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/SCM/WDSC%20503-Q1-Create%20a%20Receipt_ORG.pdf

CAPTURE GOODS DELIVERY

Received by Central
Receiving

Label created indicating
final Deliver-to Location

(Supply Chain)

Delivered to Requestor
(Supply Chain)

(Supply Chain)

Capture Proof

x Artie Fischel (1111111)

N

Received By
Deli

Signee [ Artie Fischel

ver-To [ X Mount Juliet, TN - EEI

Memo | Delivered 8/8/22|

Requestor captures the

it P AP e et

= I delivery in Workday, Requestor sees goods
; acknowledging the have been delivered
Confirm Delivery { o
Goods Delivery Run  GDT0000033-1 Open g dellvery (Requestor)
S (Requestor)

/'\ VUMC

BUSINESS
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PURCHASE ORDER STATUS

Within a PO you can see the following

View Purchase Order g 8
statuses:
L]
Purchase Order  PO100000040300 Status Issued Invoice Status  Partially Invoiced Receiving Status  Partially Received Tracking Status  Accepted
[ PO Paym e nt ¥ Summary “ Terms and Taxes ~ Contact Information
Company Vanderbilt University Medical Center Payment Terms Net 45 Issue Option EDI
o Type  Teceys Extemal Due Date (empty) Buyer
O c u I I I e n te a S tat u S Supplier ARGON MEDICAL DEVICES INC Default Payment Type  Payment Plus US Bank Bill-To Contact
Currency usD Override Payment Type  {empty) Bill-To Contact Detail
L]
i I n V O I C e T Dot i Credit Card fempty) BilFTo Address © 60 Athletes Way . Sulte 200 Mt Juliet, TN 37122 United States of
America
Line Total Amount 33674 ‘Shipping Terms
ship-To Contact Tecsys Requisition User (0101182)(c]

Requisition Type Tecsys External Replenishment Shipping Method FEDEX STAN
Ship-To Contact Detall  Tecsys Requisition User (0101182)(C]

Ld .
[ Ao Sourced Yes shipping Instructions  (smpty)
Ship-To Address. © 2200 CHILDRENS WAY NASHVILLE, TN 37232 United States of America

Acknowledgements | Default Tax Option Calculate Tax Due to Supplier

Memo (empty)

* Tracking e 2

Goods Lines. Process History Printing Runs Balances

Goods Lines 2riems gE-wnoB8E
° Packaging Work
. String. Memo Lacation Business Document Lines. Project Grant Gift Program *Cost Center *Fund *Operating Entity Order ‘Additional Worktags Splits.
€ business ocuments column at = ) —— ST T [ R S ———
@ VCH3 PROC CATH DWNED2 RM 3220 PO108000040300 - Line 1 Lab Childrenis Hospital at Vandertilt Institurional Support - Genera
{Loc11509) (accemen sdmmatran n
REQ1038908

the goods/services line level will show
any attached invoices/documents for
that line.

/\ VUMC
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CANCELLATIONS, BACK ORDERS, RE-ORDERS ETC.

For any of these reasons, if you want to cancel a PO, you should reach out to the Buyer directly via email or

vumcprocurement@vumc.org to tell them you want a PO to be cancelled

Actions to take in these scenarios is based on the way the Supplier is going to react to what | do
 Example: Goods were never received by VUMC and Supplier agrees goods were never shipped

/\ vuMC
BUSINESS

work QY. | epucaTion


mailto:vumcprocurement@vumc.org

PARTIAL PAYMENTS

Invoices CANNOT be partially paid
Purchase Orders CAN be partially paid

* These partially paid orders are listed as such in the Status field in a PO header.

* For example, imagine there is a blanket order with $10,000 worth of goods.
* There have been two invoices created, one for $500 and another for $600.
* The $500 invoice has been paid and has been received against the $10,000 PO
(which is now in partially paid status)
* The $600 invoice has not yet been paid so it is currently a match exception
because it is still pending a receipt.

VUMC
BUSINESS
EDUCATION

N\

workday.




RECEIPT ADJUSTMENT

* The quantity of goods/services received can be edited
via a Receipt Adjustment

* For example, a blanket order of $50,000 has been made
and all $50,000 of goods were received accidentally
instead of just the $5,000 of goods that have actually
been delivered.

* This creates an additional $45,000 expense to
your cost center and an additional $45,000 liability
instead of $5,000.

* Create a receipt adjustment for $45,000 so that
the received value is reduced to $5,000.

/\ VUMC

BUSINESS
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=m w Q' Find Purchase Orders ®@ [e] @ Ed o
View Receipt RcT1039385 for PO100000033971 &
B
ctions
Purchase Orders Supplier st View Receipt F e
1 |~ PO100000033971 Wi \GEMEN'
E f Peem 7 | CresteAdustment . p0100000033971
55 Praces:
@ - Process sty Lnss | rerte s Somroved Reoeipt Line aE=mo @
Integr: &
1l 5 Company Vanderbilt University Medics! eipt Li Extended
Repotng > Center Company Spend Category Amount
Retum Supplier GUY BROWN MANAGEMENT ndersit University M SC270 Office Supples e
zzzzz Sort uc Conter
& Line Informat
SC270 Offi
£ Conch MemDeseription oo PR
oo L oo tine Purchase Order Type  Supplies
ccccc
Ballpoint: 22/22 uantit %
uuuuu ocument Date 16/
Scoteh Sure-Start Sipping Pack
sasa0s
¥ Additional Information
@ ds Delivery Li 34. ine1 @
nnnnnnn rsity M nte WalkMe Menu - >




Training Hub

* Leaders should check the MyWorkday dashboard to ensure their teams have
completed required training
» Workbook: MyWorkday Curriculum Dashboard

* Quick Reference Guides can be found on the MyWorkday Training Hub

MyWorkday Implementation

Welcome Cutover Training Hub Change Network Communications

Training Hub

Expand the sections below for more information.

Curriculum Completion Dashboard **for Managers Only** (Tableau)

Training Curriculum >
Workday Workshop Recordings »
What's Happening Videos >

Workday Role - Training Guides »

Supplemental Quick Reference Guides (incl. Pegasus Ticket Guides) > N\ BLYslmé:ss
Workdoy’ ’ EDUCATION



https://tableau.app.vumc.org/t/HR/views/MyWorkdayCurriculumDashboard/MyWorkdayCurriculumDashboard?%3Aembed=y&%3Aiid=2&%3AisGuestRedirectFromVizportal=y#1
https://www.vumc.org/myworkday/training-hub

Workday Workshop Recordings

o }
PY Pu rc ha SI ng a n d Workday Workshop Recordings s
° ° ° Click below to watch a recording of a previously scheduled Workday Workshop.
Receiving in Workday

L] . . . - -
WI | | b e ta u ht' ;ZI:CI;asin & Receivin, rismel Dete SITdES Rﬁmrdmg =
° 8 8 Thursday, 4/27 Slides View Here
ournal Entries Friday, 4/28 Slides View Here
Expense Reports &
Pavment Cards Tuesday, 5/2 Slides Q&A
e July 27 @ 3:00pm /
U .
- Contingent Workers Wednesday, 5/10 Slides View Here Q&A
 Monthl '
on One-time Payments  \1e5day, 5/16 Slides | View Here Q&A
fransfers & Job Changes \yednesday, 5/17 Slides View Here
Locations Tuesday, 5/23 Slides View Here Q&A
) . a subset of
DEIN?FTO and Ship-To Tuesday, 5/23 the Location| View Here QRG
o _ o Locations Workshop
 Th I ddit I
e re a re a SO a I I O n a Leaves of Absence Slides )
Processing Thursday, 5/25 2= View Here Q&A

Workday Workshop R .
recordings and resources

available on the Workday

Implementation Page

VUMC

@ BUSINESS
wor oy.] EDUCATION



https://learningexchange.vumc.org/#/instructor-led-courses/fdfa4b39-0c69-4c2f-a987-f75c97ff8aad
https://www.vumc.org/myworkday/training-hub
https://www.vumc.org/myworkday/training-hub

WalkMe Extension

« WalkMe ‘Guide Me’ Assistance is available for key workflows

Requisition Details

 Updating Personal Information | ooty operstions 7]
« Purchasing Operating ity _ _
« Receiving " el enter sqmimsuaton
* Expense Reports e
* Delegation —
« Payroll Costing Allocations DeliverTo Location o
° PTO x {Zf:guvg;s;} END AVE =
Ship-To Address * e
WalkMe Menu: " RSVILE TN 57205, Unted
States of America

WalkMe Add-in Manual Installation & Macs

VUMC

@ BUSINESS
wor oy.\ EDUCATION



https://www.vumc.org/myworkday/sites/default/files/public_files/Training/WalkMe_Mac.pdf
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