
Workday Wednesday: Paying 
Students

September 14th, 2022
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RESOURCES AVAILABLE

Create an Expense Report for Student/Non Worker

Delegate Expenses or Initiate as an Expense Delegate Knowledge Base Article

Request One Time Payment

Create Supplier Request

Create Supplier Invoice Request

ISC Student One Time Payment Presentation

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=250862b21bd555141cfdeac3b24bcb21&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=37420f541bd2c1105edd43b4bd4bcb5d&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=968de2b21b1955141cfdeac3b24bcbc8&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=864136b01b9c5d505edd43b4bd4bcbeb&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=4b5faef81b5c5d505edd43b4bd4bcb52&table=kb_knowledge
https://isc.ubc.ca/sites/default/files/One-time%20payment%20Final.pdf
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Overview
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OVERVIEW
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SCENARIOS FOR PAYING STUDENTS

The student’s 

relationships 

with UBC

What work are 

they performing

Why are they 

receiving the 

payment

In order to select the correct process for paying a student, it’s important to consider:

For example, ask yourself:

If the student is receiving a one time 

payment, is this a result of 

performing work that is considered 

employment?

If the student is receiving a 

one time payment, is this 

within the scope of their 

academic studies?

Are you reimbursing the 

student for expenses they’ve 

incurred?

OR OR
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HIGH LEVEL DECISION MAKING PROCESS FOR ONE TIME PAYMENTS
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STUDENT ONE TIME PAYMENT CATEGORIES
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STUDENT EMPLOYEE ONE-TIME PAYMENTS IN WORKDAY
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PROCESSING STUDENT EMPLOYEE ONE TIME PAYMENTS
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PROCESSING STUDENT EMPLOYEE ONE TIME PAYMENTS
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PROCESSING STUDENT EMPLOYEE ONE TIME PAYMENTS

If you are requesting a one time payment for a student employee who works outside of your Sup Org, 

you will need to contact the department administrator for the employee’s Sup Org and request they 

complete a One Time Payment for the student. They will require the following information:

✓ Student employee’s name

✓ Amount

✓ Date

✓ Payment date (give plenty of time for approvals)

✓ Worktag to charge

• This could be a Program, Grant, Project, etc.

• Do not charge to the Cost Center
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REIMBURSING STUDENT EXPENSES

If a student is being reimbursed for expenses, not work performed, there are three possible scenarios:

The student is not 

a UBC employee 

and will need an 

expense report 

processed on their 

behalf

The student is a 

UBC employee 

and will submit the 

expense report on 

their own in 

Workday

The student is a 

UBC employee but 

will assign a 

delegate to submit 

the expense report 

on their behalf

Administrator to complete 

the steps for creating an 

expense report for a 

student/non-worker

Student employee to 

submit an expense report 

via the Expenses 

application in Workday

Student employee to 

assign a delegate in 

Workday to create expense 

report on their behalf

Note: Student will still need to login to Workday after expense report has been 

submitted on their behalf to review and approve as the claimant.

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=250862b21bd555141cfdeac3b24bcb21&table=kb_knowledge
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REIMBURSING EXPENSES
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REIMBURSING EXPENSES

Is the intention of this 

payment to reimburse a 

student for an expense?
Yes

No

Review OTP decision 

tree to determine 

method for paying 

student

Is the student a 

UBC employee?

No

Yes

Follow steps to create 

expense report for 

student/non-worker

Is the student employee 

going to submit their own 

expense report in 

Workday?

No

Yes Student can 

create an 

expense report 

in Workday

Student can assign 

a delegate to 

submit expense 

report on their 

behalf

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=250862b21bd555141cfdeac3b24bcb21&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=e305eef61b9555141cfdeac3b24bcbcc&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=6ad9b67c1bdc5d505edd43b4bd4bcbaa&table=kb_knowledge
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SCENARIOS FOR ONE TIME 

PAYMENTS OR OTHER 

METHODS OF PAYMENT
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HIGH LEVEL DECISION MAKING PROCESS FOR ONE TIME PAYMENTS
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SCENARIO 1
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SCENARIO 2
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SCENARIO 3
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SCENARIO 4
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SCENARIO 5

Contact Enrolment Services or College of Graduate Studies to get started.
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SCENARIO 6

To create a supplier in Workday, follow the Create Supplier Request BP instructions. The 

student likely won’t have an invoice to provide UBC; in this case, follow the Create Supplier 

Invoice Request process after they are set up as a supplier in Workday. 

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=864136b01b9c5d505edd43b4bd4bcbeb&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=4b5faef81b5c5d505edd43b4bd4bcb52&table=kb_knowledge
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Next Workday Wednesday: Procurement

September 21st | 2:00 – 3:00pm

Register here

https://ubc.zoom.us/meeting/register/u5EpcOygrTIvH9WtorXQ7XFPfn4WOWl16eep

