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1. Division Coordinator Meeting -
Policy Updates

2. Workday Delegation
3. Add Approver

AGENDA



University of Wisconsin-Madison • College of Engineering

3Policy Update: UW-3024 – Expense Reimbursement

https://policy.wisc.edu/library/UW-3024
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Policy Update: UW-3017 - Lodging

https://policy.wisc.edu/library/UW-3017
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Policy Update: UW-3018 – Meals and Incidentals

The new Workday per diem calculator is available for any future-dated travel. 
There are no plans to keep historic rates in the Per Diem Calculator. If an 
employee has to go back to view historic rates, they can create a draft 
expense report in Workday and see the prior rates.

Policy will be updated in July 2025): https://policy.wisc.edu/library/UW-3018

https://policy.wisc.edu/library/UW-3018
https://www.wisconsin.edu/travel/lodging-and-meal-per-diem-calculator/
https://policy.wisc.edu/library/UW-3018
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8Policy Update: UW-3020 – Long Distance Ground and Local Transportation

https://policy.wisc.edu/library/UW-3020
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Policy Update: UW-3039 – Business Meals

https://policy.wisc.edu/library/UW-3039
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Policy Update: UW-3075 – Official Functions and Expenses

https://policy.wisc.edu/library/UW-3075
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13Policy Exception Approval Request Form
UW-Madison has obtained approval from ATP Governance to utilize 
PowerAutomate in lieu of Spend Authorizations for Accountable Plan 
Violations and Policy Exceptions when we move to Workday in July 2025.

View the FY25 form here: Policy Exception Approval Request Form

Guide: How to obtain a policy exception for a noncompliant expense 
report at UW Madison (claimant/submitter)

Guide: How to review a policy exception request for an expense report at 
UW-Madison (Divisional Business Office)

https://forms.office.com/Pages/ResponsePage.aspx?id=IYOmLNoOCEmIskJKjLSw-aJcJs_ogP9JmYH58k8UMs5UQ1FBM0pXRksxMDlZVzcwVkoxQjZZM1JNUCQlQCN0PWcu
https://businessservices.wisc.edu/documents/how-to-obtain-a-policy-exception-for-a-noncompliant-expense-report-claimant-submitter/
https://businessservices.wisc.edu/documents/how-to-obtain-a-policy-exception-for-a-noncompliant-expense-report-claimant-submitter/
https://businessservices.wisc.edu/documents/how-to-review-a-policy-exception-request-for-an-expense-report-divisional-business-office/
https://businessservices.wisc.edu/documents/how-to-review-a-policy-exception-request-for-an-expense-report-divisional-business-office/
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College of Engineering Resources14

Where can we get information and help?

• Dedicated Workday web page CoE Workday Web Page

• Q&A Smartsheet 
• Dean’s Office Staff will be managing these questions
• Options for Finance, HR, Research and Other

• CoE Finance Facilitators (channel for communication up to ATP)

https://intranet.engineering.wisc.edu/workday-transition/
https://app.smartsheet.com/b/form/cac9589e63d54303b3001b3faba66720
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Extra Financial Processors Meetings15

We will be scheduling Mondays in June 9:00-10:30 a.m.

June 2nd Payroll Accounting Adjustment (PAA), Accounting Adjustment (AA) and 
Accounting Journal (AJ) – demo by Mary Rickard, business services 
accountant 

June 9th Purchasing – Kat, Susie, Kelly
June 16th Gifts - Noel
June 18th Regular Quarterly Financial Processors meeting 1:30-3:00 p.m. ERB 1307
June 23rd Expense Reimbursement – Kat, Kelly, Jason
June 30th Reports – Kim

NOTE: We will be adding presentations on EIB uploads - TBD
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