
 

Question & Answers from Expenses Overview: May 28, 2019 
 
 
Expense Process Related Questions 
 

What are the document retention requirements for Workday expenses – will original receipts be required? 

UBC is working on putting processes in place that will allow us to deem the digital copy as the original. The 
confirmation of this will be communicated as part of training and roll-out. However, notwithstanding this decision, 
originals should be retained by initiators until the expense is fully approved; as there could be instances where the 
initial digital copy is illegible and warrants another picture or scan. Digital copies will be retained either in Workday 
or an integrated document management system to meet our audit requirements. 

 

What types of Expenses and Financial Management reporting will be available in Workday? 

Workday has a comprehensive suite of standard reports that allows reporting at a summary and transactional 
level. In addition, the IRP program is working on a variety of reports to meet UBC specific reporting requirements. 
The reports in development cover operational, managerial, regulatory, and analytical needs. Examples of reports 
we are developing include: a report to detail spend on a Program/Grant/Project/Gift/Cost Center, a report to 
identify unreconciled UBC credit card transactions, and a report on employee expenses to meet our Financial 
Information Act obligations. 

 

How will transactional tax for expenses be calculated in Workday? 

Transactional tax will be calculated automatically in Workday based on the expense item and the location 
specified. If the system does not calculate the tax exactly as per the receipt, for example where there is more than 
one tax type included, the Expense Partner can review and make the necessary corrections. Initiators are not 
expected to be experts in tax. 

 

What is considered acceptable supporting documentation in Workday? 

The requirements for valid and complete receipts do not change with Workday. Receipts should be itemized and 
show enough information for approvers to decide on whether to approve or not. If receipts are missing, 
explanations will need to be provided to approvers in memo fields. Workday has been configured to compare 
expense item details and will prompt the users if a potential duplicate is detected. 

 

How will Workday satisfy Financial Information Act reporting for Employee expenses? 

For Financial Information Act applicable expense items, users have the ability to specify who incurred the 
expense. If there are multiple individuals tagged to a single expense, the relevant employees can be selected and 
the amount will be split evenly among the individuals for reporting purposes. If amounts should not be evenly 
distributed, then the expenses can be entered separately and tagged to employees or guests individually. 

 

Will Optical Character Recognition be available for receipts? 

Workday is developing Optical Character Recognition for Canadian receipts (this is currently available in the US). 
This functionality will assist users by reading data on the receipt and automatically populating the amount and 
transaction date in Workday. Additional information will be provided when this feature is available. 

 

When should expenses be entered as separate lines? 

It is recommended that users enter each receipt as a separate expense line, this will assist approvers in matching 
the receipts to expense. Workday does allow users to itemize their expenses; itemizing an expense line allows 
users to split an expense amount across different Program/Grant/Project/Gifts/Cost Centers, expense items, and 
tax applicability. 

 

Can the Workday mobile app be used to reconcile transactions on my UBC Credit Card? 

Yes, receipts captured through the Workday app can be used to reconcile your UBC Credit Card transactions. 
Moreover, it is possible for delegates to access their delegator's mobile receipts and UBC Credit Card 
transactions. The Workday app can be installed and used on an employee's personal or work device. Receipts 
can also be scanned and attached to expenses in the Workday desktop version so other options are available in 
addition to the mobile app. 

 

When is a Program, Grant, Project, Gift, or Cost Center charged? 

If a program, grant, project, or gift is not specified, the charge will need to be directly applied to a Cost Center. The 
default worktags for a worker are derived from the employee position in Workday HCM. 



 

 

What are the required fields on expense reports? 

Mandatory fields vary slightly between expense items due to specific requirements. Mandatory fields are either 
denoted with a red asterisk or by a warning message; warning messages have been configured with instructions 
on how to resolve the issue. 

 

How are exchange rates calculated for expenses? 

Users who incur foreign currency expenses can enter the amount in the foreign currency directly into Workday. 
Workday uses the exchange rate for the transaction date to determine the CAD equivalent. Alternatively, users 
can change the exchange rate to the actual rate charged as long as this is supported by appropriate back-up 
documentation. 

 

How are expenses for UBC visitors handled? 

The expense report process will only be used for UBC Employees and Students. Payments to other groups, 
including UBC visitors, will be handled through Workday’s Supplier Accounts functionality. Visitors will rely on a 
UBC employees to initiate expense reimbursement on their behalf. Additional information on Workday’s Supplier 
Accounts module will be provided in the July Finance Call-in session. 

 

How will roles be determined in Workday? Who are the Expense Partners? 

In Workday there will be roles at both the organization level and roles assigned at the department/unit level. For 
example, the Expense Partner will be an organization level role located in Financial Operations: this is in 
alignment with the Procurement Modernization Service Delivery Model project. The Cost Centre Manager will be a 
departmental role.  
 
More on security will be discussed in the June Finance Call-in session. IRP will be engaging and working with 
Faculties and Units around security roles and the mapping of workers to these roles. 

 

What can a user do when they are approving or reviewing a transaction? 

In the Expense Report process, following submission by the requestor, there are two types of steps: Approval and 
Review.  
 
In an Approval step the approver can see the full details of the transactions but cannot make any changes, their 
options are: approve, approve and add approver, and send back.  
 
In a Review step the reviewer has the ability to view and edit the entire transaction, their options can include a 
combination of the following: approve, make changes, add approvers, and send back (send back cannot be used 
with approve or add approvers).  

 

How are approvers determined for an Expense Report? 

UBC will adopt a streamlined and standardized process for the entire organization for expense reports, obtaining 
the necessary approvals consistent with UBC's policies.  
 
Workday Expense review and approval steps are as follows:  

- Claimant Review is required when an expense report is initiated by a Delegate.  
- Expense Partner Review is determined by the system using a risk-based approach.  
- Claimant's Supervisor Approval is required for reimbursements, missing receipts, personal charges on 

the corporate credit card, and Financial Information Act applicable expenses.  
- Budget Owner Approval includes all managers from the Program, Grant, Project, Gift, and Cost Centers 

charged on the Expense Report.  
- Additional approvers, for exemption items, can be added by any of the approvers; if no additional 

approvers are added, it is assumed that all approvers agree with standard approvals. Users identified 
multiple times on a transaction will only need to approve the transaction once. 

 

What is the anticipated turnaround time for expense reports? 

Turnaround time will be contingent on approvals. We have streamlined the approval process and taken a more 
risk-based approach to eliminate excess approval and review steps. 

 

Can users customize the layout of the approval page? 

When reviewing an expense report, the approver has two options to look at the transaction: Detail View and Grid 
View (Summary View). The layout of these two options cannot be customized. 



 

 

Other Workday/IRP Related Questions 

 
Who will be participating in Workday testing? 

Select members of the community will be engaged over the summer to assist with End to End testing – this will 
include many of the Faculty/Unit participants who were involved in Architect phase workshops. The focus of this 
testing will be on end to end business processes and integrations with other applications.  
 
User Confirmation Reviews will engage a variety of users from across the community to experience how Workday 
has been configured for UBC. The IRP program will be reaching out to the community to determine who will be 
involved in User Confirmation Reviews, in collaboration with Faculty/Unit Finance Directors. We will be looking for 
a cross-section of users, from both campuses, with different roles and functions.  

 
 

What data from FMS will be brought over into Workday? 

We are still working on finalizing the approach for data migration. Our working decision is to bring over one year of 
historical data at a summary level, however there are exceptions to this. For example, for open grants we will be 
bringing life to date summary of revenue and expenses. Another exception is unreconciled credit card 
transactions; all unreconciled UBC VISA transactions will be brought over into Workday.  
 
In addition to the data we bring over to Workday, we will be looking to have PeopleSoft data available in a read-
only format for a period of time as well as having a having an off-board reporting solution. 

 
 

Is delegation available in Workday? 

Yes, delegation to initiate expense reports and to approve expense reports is available. Users can set up their own 
delegates, and these delegations can specify a start and end date. Once a delegator assigns a delegate to initiate 
expense reports, the delegate will be able to see the delegator's UBC Credit Card transactions and mobile 
expenses. 

 

Why is gift a category that used to be a PG? A gift can be research, program, etc. It can be anything. Gifts 
are also synonymous with grants. Not all grants are gifts but some gifts are grants. 

PG’s in FMS become a worktag in Workday. A Gift worktag. A Gift is a standard Workday Foundational Data 
Model worktag and is used to represent a collection of money. Gifts will be used for spendable gifts (e.g. 
Scholarships and Bursaries), and Endowments. See below mapping of PeopleSoft’s PG chartfield into Workday’s 
FDM Gift element. 

 
 

Is RISE going to be integrated into Workday Finance module for research grants? 

Yes, there will be an integration from RISE to Workday to support the establishment of Awards and Grants 

 


