
ACCESSING FACULTY LEARNING COMMUNITIES (FLC) FUNDS

Funding Requests must be completed 2 weeks prior to using any funds.  
Include the name of the FLC on all requisition forms, expense reports, and catering requests.

PURCHASE TYPE
1. Purchasing supplies and materials
Workday’s procurement system allows users with the Requester role to purchase supplies and materials in a variety 
of ways including via Amazon Business, RGH/Staples and other suppliers. This avoids out-of-pocket expenses. To 
complete a Requisition for a good (tangible, receivable item) or service (such as a subscription):

•	 “Create Requisition” once logged into Workday
•	 Choose Requisition type
•	 Enter the USource provided after the Funding Request approval was received
•	 Connect to supplier and complete purchase

2. Reimbursement for supplies and materials
a.	 Create an “Expense Report” through Workday, including all relevant receipts and documents entering the 

business purpose and adding notes to memo
b.	 Adhere to the same purchasing guidelines as with all State Expense Reports
c.	 Use the Usource provided after the Funding Request approval was received

3. Food and beverages from University Catering for an FLC event
a.	 Place your room reservation and catering order with the USource provided, using Facilities Reservations 

Online Request Center
b.	 Note: As long as you are planning more than 12 business days in advance, you can use the Online Request 

Center – If you have less time, you must email the Facilities Reservations & University Catering teams directly
c.

https://www.salisbury.edu/administration/student-affairs/conference-services/facilities-reservations/
mailto:MDTHOMAS%40salisbury.edu?subject=
https://www.salisbury.edu/administration/administration-and-finance-offices/financial-services/accounts-payable-and-travel/meal-rates.aspx


https://salisbury.emscloudservice.com/web/
https://www.salisbury.edu/administration/academic-affairs/instructional-design-delivery/faculty-development/flc.aspx

