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ABOUT THE GUIDE

This guide will describe the changes that have been 
made to PandA. 

It will provide an overview of what has changed, the 
change rationale and the change benefits.

This guide includes the slides and notes from 
Information Sessions held in April 2021. 
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PANDA ENHANCEMENTS: RATIONALE

PandA has been enhanced in response to:

• Feedback that setting up students as suppliers using Workday is 
lengthy and requires extensive information. 

• Request for ability to disburse funds electronically for PandA. 

PandA has been enhanced to: 
• Replace Workday Supplier Request as the primary way for 

departments to set up students as university suppliers. 
• Provide the ability to disburse funds electronically. 
• Allow PandA to be used for international students.
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PANDA ENHANCEMENTS: OVERVIEW

EXPANDED USES FOR THE PANDA TEMPLATE

• PandA will still be utilized, as it today, to initiate payments for prizes, 
awards and fellowships. 

• Effective April 19th, PandA will also become the primary way for 
departments to set up students as a university suppliers, not just those 
that are going to receive Prize and Award payments. 

This enhancement provides an additional means to set up a student as a 
supplier. Although the Workday CREATE SUPPLIER REQUEST function 
may still be used to set up student suppliers, using this PandA 
enhancement will make the process easier, faster, and more efficient.

NOTE: This enhanced functionality will set the student up as supplier only; 
it will not disburse the payment itself. PandA will only initiate payment for 
prizes and awards. PandA CANNOT be used to initiate any other 
payments, such as services and reimbursements. Therefore once the 
supplier is set up using PandA, any other disbursement must be requested 
using Supplier Invoice Request. 

• PandA will now allow international students to be paid through PandA. 

CHANGES TO THE PANDA TEMPLATE

• New fields have been added. Selections can be made for payment type, 
payment date, and check handling. 

• New Payment types have been added. PandA payments are no longer 
limited to Checks.  Electronic Accounts Payable disbursements can now 
be made through Zelle, the preferred payment type.  For existing 
Workday suppliers with banking data on file, ACH and foreign Wire  
payments are also options. 

• The Payment Date field will allow selection of a future payment date up 
to 60 days from the submission date. 

• The Check Handling field has been added. The ease of electronic 
payments will minimize the use of checks as a form of payment. In the 
event that a check payment is necessary, Mail Check or Special Pickup 
options may be specified.  

BENEFITS
These changes will result in a dramatic reduction in the time it takes to set up 
suppliers. It can take between 3-5 business days using the “Create Supplier 
Request” in Workday. Using the new PandA template will reduce the set-up time 
to just a few minutes. 

These changes do not replace payments or reimbursements made to students 
through payroll, GSPS, Banner, or expense reimbursements. These processes 
remain in place and should be utilized as they are today. Zelle is not used as a 
payment type for those processes; Zelle will only be implemented as a payment 
type for disbursements made through Accounts Payable. The specific Accounts 
Payable processes impacted by this change are supplier request, supplier 
invoice request, and PandA. 
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PandA TEMPLATE 
INSTRUCTIONS

The PandA template includes detailed instructions for 
completing the template. These instructions have 
been updated to include and describe the new fields 
that have been added. 

This guide will describe the new fields and best 
practices. New PandA users with questions should 
contact the Finance Support Center, for assistance.  
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PandA TEMPLATE: NEW FIELDS

SUPPLIER SET UP ONLY
A key enhancement to PandA is the ability to set up new supplier records 
for Yale students - not just as part of paying prizes and awards, but as a 
quick way of setting up a student for any Accounts Payable disbursement. 

For example, a group of students needs to be paid for a musical 
performance at a university event. Rather than setting up a series of 
individual supplier requests in Workday, PandA can be used to set them up 
using this new field without submitting an invoice.  

As shown here, the SUPPLIER SETUP ONLY field defaults to blank, indicating 
“No”. You can select “Yes” from the pull-down menu. 

For Prizes and Awards invoices, there is no need to go through the SUPPLIER 
SETUP ONLY process in PandA. That process will automatically set the 
student up as a supplier when you submit it. The PandA SUPPLIER SETUP 
ONLY option would be used only if you are planning on submitting a 
supplier invoice request for some other type of Accounts Payable payment. 

APPROVAL
The supplier setup only in PandA will require approval, as it does currently 
for all PANDA files. After saving the entered data, the preparer submits the 
file as ‘Validate Only.’  Within minutes, the preparer will receive an email 
with a validation report that provides details about the supplier(s) and 
indicating any validation errors. Once the preparer has verified that all the 
data is accurate, the preparer would then provide that file to an approver in 
their area to complete the VALIDATE AND APPROVE process. When 
validation has been completed, it will insert or create the new supplier 
records in Workday. 

DESCRIPTION
A “Description” is also a required field when using the Supplier Setup Only 
feature in PandA.  In the Description field, enter the reason that a supplier 
record is needed, such as to pay students for a musical performance, or to 
pay for services.

ADDRESS INFORMATION

When using the SUPPLIER SETUP ONLY, the preparer has the option of allowing 
the system to pull the address information from BANNER, or, if there is an 
exception, the preparer can enter the address manually. The table at the 
bottom of the screen shows how this will be handled from BANNER. 

For US citizens and permanent residents, which is the current population 
supported by PANDA, it is going to pull what is known as the permanent 
address from BANNER. That is typically the student’s home address where the 
student’s family lives. 

For International students, PANDA will not create supplier records with  
international addresses. Instead, it will create a supplier record using a local 
address. Once again, leave the address blank within the template, and it will 
pull from BANNER, first the permanent address if they happen to have a US-
based permanent address. Otherwise, it is going to pull a local address, most 
commonly what is on file with OISS. In cases where a foreign address is needed, 
the Supplier Request process would be used instead of PANDA.  
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PandA TEMPLATE: NEW FIELDS (continued)

PAYMENT TYPE

Another key addition to the PandA template is “Payment Type.” In the pulldown 
menu shown here, “Zelle” has been added as an additional payment type. It is set as 
the default selection and should be the payment type selected in most cases. Other 
options are available including “Check,” “ACH,” or “Wire.” 

“ACH” and “Wire” are valid as selections if that supplier is already set up. Banking 
information for “ACH” and “Wire” cannot be created through the PandA SUPPLIER 
SET UP ONLY process. When creating a supplier, the payment type selection made 
here is the way the supplier connection is going to be set up. Although the preparer 
has the option of setting up with “Zelle” or “Check,” “Zelle” is the preferred option.

PAYMENT DATE

“Payment Date” is another key addition. If this field is left blank,  payments for 
approved transactions will be paid on the same day as the transaction submission. If 
a future payment date is entered, the payment will be issued on the date specified. 
This would be a frequently used option for commencement. 

NOTE: Zelle disbursements go out within minutes of being processed by a payee. 
Therefore, if the intent is for the payment to be issued in support of commencement, 
be sure to enter a future date if you are processing it in advance. The future date is 
limited to 60 days maximum beyond the submission date.

CHECK-HANDLING

If CHECK is selected for the payment type, the “Check-Handling” field will allow 
selection of check-handling options. A check may be mailed or may be prepared for 
for a special pick-up at 2 Whitney. This field will be required for any check 
transaction. 

COUNTRY

The last addition to the PandA template is “Country.” For an international student, 
specify the country if referencing an existing foreign address when issuing a wire 
payment.
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PANDA BATCH UPLOAD INSTRUCTIONS

Shown below is the updated Prizes and Awards Batch Upload page. This is the updated prizes and awards login page, where the PandA file may be uploaded to be 
processed.  There are a few key changes on the screen:

• The first is that the template has changed. Therefore, beginning on April 19, 2021, everyone will need to choose the new template from this page. 
• The text has been updated to describe the new features. 
• Lastly, at the bottom of the page, because of the SUPPLIER SET UP ONLY enhancement, the “Validate and Approve” selection replaces “Validate and Pay.”
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PANDA EXAMPLE: SUPPLIER SET UP ONLY            

SUPPLIER SET UP ONLY (EXAMPLE)

The first example is a completed “Supplier Set Up Only” file. The example below shows the required fields; there is very 
little data entry required if you allow the address information to pull from Banner. 

Although it is not required, grouping Supplier Setup Only from other transactions is helpful since the data requirements 
the same.  

Field Action

Recipients UPI Enter the student’s UPI (8-digit Universal Process Identifier)

Recipient’s Name Enter the student’s name. 
Be sure to recognize who needs to be  set up. If an error is made on the recipient UPI, you 
can validate this against the name that should appear.  

Supplier Setup Only Select “Yes” from the pulldown menu. 

Preparer UPI Enter the file Preparer’s 8-digit Universal Process Identifier (UPI).

Amount Leave blank.  

Description Enter the reason why a supplier record is needed, such as for the musical performance as 
shown, or services performed. The Description tells us why you are setting the student up as 
a supplier. Keep in mind that this functionality sets up the non-employee student as a 
supplier. You will still need to utilize the Workday CREATE SUPPLIER INVOICE REQUEST 
process to request the funds disbursement.   

Payment Type Payment Type is key to determining the type of supplier connection you are establishing for 
that new supplier. 
“Zelle” is the preferred option; CHECK is another available option. 
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PANDA EXAMPLE: ISSUE PRIZE VIA PANDA

PRIZE – RELATED FILE (EXAMPLE).

Field Action
Recipients UPI Enter the student’s UPI (8-digit Universal Process Identifier)

Recipient’s Name Enter the student’s name. 
Be sure to recognize who needs to be  set up. If an error is made on the recipient UPI, you can validate this against 
the name that should appear.  

Supplier Setup Only Leave blank

Preparer UPI Enter the file Preparer’s 8-digit Universal Process Identifier (UPI).

Amount Enter the prize amount

Description Enter the name of the prize being awarded. This will appear on the check or Zelle payment.

Payment Type The “Payment Type” would be selected from the drop-down list. Typically, “Zelle” will be used as the payment type. 
After the student has been set up as a supplier, “CHECK” will be added as a payment type. In the event that the 
recipient does not accept the Zelle disbursement,  Accounts Payable can make the switch to Check. If there is an 
existing supplier record with banking data on file, ACH or Wire may be chosen.

Check-handling In case of a check, “Check-handling” would be completed. In this example, it is “Special Pickup at 2 Whitney.” 

COA Segments Enter COA information.

Address Fields In most cases, leave the Address blank so that PandA retrieves the student’s permanent address from Banner.  If 
there is an existing supplier record, you can enter the address that matches the supplier’s address in Workday.  See 
next page for additional details. 10



PANDA BEST PRACTICES: ADDRESS FIELD

Remember, when setting up the payment type using Zelle, the student’s address is not critical. Addresses are important for tax reporting purposes, however. 

US STUDENTS
When setting up a US student using the Zelle payment type, leave the 
address field blank and let BANNER populate the information, so we can 
capture the student’s permanent home address to send their tax 
documents the following year. 

When setting up US students who are existing suppliers, using Zelle as the 
payment type: If the address field is left blank for Banner to populate and 
the address does not match the address in Workday, when you validate, 
the following error message will display: “THE ADDRESS YOU SUBMITTED 
FOR THIS EXISTING SUPPLIER RECORD DOES NOT YET EXIST IN WORKDAY.” 
That could mean one of two possibilities: Either the two addresses are 
different, or the addresses are the same, but there may be a difference in 
the address format. For example: the word street may be spelled out in 
one system and abbreviated in the other. 
When the error message is returned, query Workday, find the current 
address on file for that particular student, and then enter that address into 
the PANDA template. This will eliminate the error. 

INTERNATIONAL STUDENTS
For international students set up using Zelle or Wire as the payment type: we 
recommend following the same process. In this case, however, BANNER will bring 
a US based address for the students. 
Accounts Payable will be responsible for gathering the student’s permanent 
international address for tax reporting, or tax withholding purposes. If the 
ADDRESS DOES NOT MATCH error message is displayed, follow the same process: 
Query Workday to look up the address on file and enter that into the PANDA 
template. 
If, in during query, the only address on file in Workday is an international address, 
enter the street address, city, and country in the PANDA template. Leave the 
state and zip fields empty.
If any issues are encountered, please contact the FSC. They will then escalate it to 
the accounts payable team, who will help contact the preparer to assist them  
through the process.  
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UPDATED DOCUMENTATION

As part of the implementation, the resources listed here 
will by updated by April 19, 2021. 

The Procurement Toolkit has been updated to include 
information on the new features in PANDA. 

Likewise, the procedure for dispersing funds for prizes 
and awards has been updated, along with the PANDA 
template instructions tab.

An EXAMPLES tab has been added, so that users can see 
examples of both SUPPLIER SETUP ONLY, and PRIZES 
within the template.

A recording of this information session along with the 
deck will be posted on or after the April 19, 2021 
effective date. 
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QUESTIONS
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