Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

Create Miscellaneous Payment Request
1. Access the Create Miscellaneous Payment Request Task

From Home Page in Workday Search for “Create Misc”

Q create misc ®

Create Miscellaneous Payment Request
Task

VIEW MORE

Note: All Red Asterisks (*) need to be completed.

2. Under Create Miscellaneous Payment Request, Enter and
review details in the Primary Information and Payment Details
Section:

a. Document Date: auto-populates as today’s date

b. Company: auto-populates to Florida Atlantic University
Company.

i. Manually switch company to: FAU Foundation

ii. Error Message will appear but will be
corrected in Step #3

c. Payee: Foundation > Florida Atlantic University
d. Currency: auto-populates to USD

e. Payment Type: ACH

workday. EDUCATION

f. Request Category: Select the type of scholarship to be
issued for financial aid routing. Select 'International’
if the student is International. International
submissions are limited to one student per
submission.

i. Central or International Central
ii. Honors or International Honors
iii. Medical or International Medical
iv. Athletics or International Athletics
g. Due Date: Must be left blank
h. Handling Code: Can be left blank

Primary Information

Document Date  * | 87/31/2825 E

Company % | x FAU Foundation () =
Payee % | X Florida Atlantic University (=) =
Currency *| % D

Payment Type *| x ACH =

Request Category * CENTRAL - Foundation =

|
|
usD (o) = l
|
|

A
* Scholarships @
Due Date MM/DD/YYYY ]
Handling Code [ = l

Your screens and processes may vary from those described here. 1



Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

a. Correct the Company Error on the lines - Switch to

FAU Foundation
i. Control Total Amount: Enter the total amount of all

the scholarships to be paid out of the foundation gift Lines  Miscellaneous Fields  Attachments
request.
Lines 1item
j. Memo: Banner Code [ || Imercompany Affiate > |
O Order - Item
k. External Reference: Financial Aid SmartTag (see Pg. 6 for Intercompany Affiliate >

Companies by Hierarchies

additional guidance)

O O Search

— * FAU Foundation (-+2)

Payment Details

Total Payment Amount  0.00

Control Total Amount | 0.00 |
b. Item: < All Items Choose Financial Need or Merit based
Memo | (Insert Banner Code) | on the Gift restrictions
External Reference | (Insert Financial Aid SmartTag) | (— All ltems
. Financia-Meed e
| O Merit @
3. Under the Lines Section: () Reimbursementsto oy
FaU (FALF)

Itern Description

University Initiatives
| O Universiy @

(FALF)

o ) Search

Workdoy@ EDUCATION Your screens and processes may vary from those described here. | 2



Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

c. Item Description: Student Z # and Student Name

i. Z#12345678 John Smith

d. Spend Category: Defaults to “Scholarship and Grants”

based on Item selection

Item tem Description *Spend Category

® Financial-Need (=) = l l 712345678 John Smith Scholarships and Grants

e. Quantity: remain at default “"0”

f. Unit Cost: remain at default "0”

g. Extended Amount: Dollar amount issued to that student

h. Memo: Student Z # Student Name
i. 212345678 John Smith

i. SmartTag: Enter the foundation Gift number or FND
SmartTag that will be used to pay for the scholarship.

j- Academic Term: Enter the Academic Term #
i. 202408-1 = Fall - Full Term

ii. “FAU FIN Term Codes Academic Term
Worktags” for full report of academic terms

|I||
=1

Memao SmartTag Academic Term *Additional Worktags

t

Cuantity Unit Cost Extended

Amount

‘ 0 | ‘ 0.00 ‘ ‘ 100.00 ‘

-
712345678 % FNDO01074 H % 2024 Fall - Full =) = x Business Unit: BUOO1 =
John Smith, HUMOOO - Art and ) Term Boca
202408-1 - Letters General oot e
Fund (Spend) x Lost Lenter:
€C0952 (GD)]

Humanities

x Fund: FND_F0020
Expendable (@D}
Funds

x Gift: HUMOOO Art
and Letters (@D}
General Fund

* Program: Not Required

workday. EDUCATION
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Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

Note: To add multiple students, please select the “+" icon to add a 5. Under the Attachment Section:

line.
a. Please include the Scholarship Questionnaire and any other

e Mot Auemens support form for the scholarship documentation.
o e Then Click Submit
"{'.'-‘ Order *Company Item Item Description *Spend Category

Lines Miscellaneous Fields Attachments

(CISHI A [KFAUFoundauonE) E] [ ‘El l l [

A a

®
()

X FAU Foundstion (zee) = ‘

* Financia I-Need (=2 = | |2|2345573Jchn Smith

Scholarships and Grants Attach ments

4. Under Miscellaneous Fields: These can be left blank or used to Drop files here

include additional information. o

Select files

Lines Miscellaneous Fields Attachments

Miscellaneous Field 1

Miscellaneous Field 2

N . enter your Ccomment
Miscellaneous Field 3

Miscellaneous Field 4

Miscellaneous Field 5
( Cancel ) ( Save for Later ) m

Miscellaneous Field &6
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Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

6. Run Report "FAUF Find Miscellaneous Payment Requests” to
track and find submitted Miscellaneous Payment Requests.

a. Update Company to FAU Foundation

i. Optional filters:

1. Request Category:
a. Central

b. Honors
c. Medical
d. Athletics
e. International Central
f. International Honors
g. International Medical

h. International Athletics
2. Payment Status
3. Date parameters

4. Requester (scholarship initiator)

workday. EDUCATION

FAUF Find Miscellaneous Payment Requests X

Company * FAU Foundation (++=)

Miscellaneous Payee

Request Category

Request Number

External Reference

Document Status

Payment Status

Request Express Pay

Document Date On or After 87/26/2825 [£]
Document Date On or Before MM/DD/YYYY E

Due Date On or After MM/DD/YYYY E

IIIID

Due Date On or Before MM/DD/YYYY E

X Chrissy Gass (Z80001675) (=)

Requester

Approved By Workers

Filter Name l

Manage Filters ™
o= Save |

0 Saved Filters

Your screens and processes may vary from those described here.
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Create Miscellaneous Payment Request:
FAU Foundation Scholarship Payments

College Banner Code
College of Design & Soc. Inquiry DSISCH
College of Arts & Letters ARTSCH
College of Business BUSSCH
College of Education EDUSCH
College of Engineering ENGSCH
College of Nursing NURSCH
College of Science SCISCH
Honors College HCFSCH
Flagler Scholarship FLGSCH

Departmental Other (No College)* FOUSCH

* Academic Affairs, Student Affairs, Life Long Learning, Broward, Etc.

Please note that the Financial Aid SmartTag is the receiving SmartTag
when payment is made.

Contact Financial Aid if you have any questions regarding Banner Codes and
SmartTags
Darrion Cowart - Dcowart@fau.edu

workday. EDUCATION

Financial Aid SmartTag

TAGO003539
TAGO000862
TAGO003367
TAGO000863
TAGO003676
TAG000864
TAGO000865
TAGO000866
TAGO000866

TAGO003536

Payment Details

Total Payment Amount  0.00

Control Total Amount l 0.00 l

{Insert Banner Code) l

{Insert Financial Aid SmartTag) l

Your screens and processes may vary from those described here.
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