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Whole Foods Market on Workday
Instructional Guide

Audience : Suppliers

Overview

This guide will help you navigate your home page, applications, inbox,
quick access menu, notifications, profile, and search field tools. It also
provides step-by-step instructions to view and search invoices and
payment details, and instructions to update contact and bank details.

Note: Please note that the color scheme of the images on this guide differ
from Workday.
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Getting Started

Verified suppliers will receive an email from Workday with the link to
access Workday. The email will include your log-in name and temporary
password. Once you log in for the first time, you can change your

password for future access. It is recommended that you bookmark the
website for easy access!
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1. From the email, click the website link for Workday.

2. Enter the log-in username and password provided.
3. Click SignIn.
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1. Once signed in for the first time, you will see the message below notifying you
that extra verification is required.

2. Click Set Up Now and complete the steps .

Extra Verification Required

You have 4 more signins remaining before a
verification code is required.

Maybe Later




Whole Foods Market on Workday
Instructional Guide

Navigating Your Home Page

Once you log in to Workday, the home page will display the following
tools:

Note: Applications are visible throughout Workday on the top bar of the screen. 3

The color scheme of the applications may differ.

1
2
3
4.
5.
6
/
8

Search Field

Notifications

Inbox

Profile

Applications

Timely Suggestions

Menu

Whole Foods Market Home button

e
L=

Good Afternoon, Mayra Salad It's Wednesday, March 8, 208

Timely Suggestions 83 View All Apps

Here's where you'll get updates on your active items

Timely Suggestions

T
worfday.

Here's where you'll get updates on your acfive iffer 88 View All Apps
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Search Field

The search field can be found on the top bar of the screen and will be
visible throughout the site. The search bar finds exact information.
Shorten to the first three letters of the keyword to find more results.

H_/l

1. Enter a keyword in the search field.
2. Click the magnifier icon to display results.
3. Click on the search result to view more.

WHOLE FOODS

= MENU

~~~~~~ Q fininv|

Find Inveices for Supplier Contact
Repart

Find Consigned Inventory Transa

Resor

ictions for Supplier Contact

| Comman Tasks and Reports
Frocesses Find Consigned Inventory Transactions for Supplier Contact
Erocurement This advanced report enables users to display all of their consigned inventory transactions by suppl
Frojects Find Invoices for Supplier Contact
Staffing
Tasks and Repo

Tip: try selecting anather category frdfigihe left to see other results.

Al of Workday
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Notifications

The Notifications icon is on the right side of the screen, illustrated by a
small bell. A number next to the bell will indicate the number of

unread notifications. Notifications display for the last 30 days. I;P I

1. To view Notifications, click the Notification icon on the top right of the screen.

Go to Table of Contents
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Notifications
continued

2. Filter notifications from newest to oldest and view all or unread.
Notifications display from the next 30 days.

3. To refresh notifications, click the down arrow next to the Sort By drop-down
menu.

Notifications

Notifications

Viewing: All w Sort By: Newest

You have no notifications at this time.
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Workday Inbox

The Inbox icon is on the right side of the screen, illustrated by a box. A
number next to the Inbox icon indicates the number of unread
messages. Messages display for the last 30 days. é'

1. To view your messages, click the Inbox icon on the top right of the screen, or
click Go to Inbox on the home page.

Go to Table of Contents
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Workday Inbox

continued

2. Messages can be previewed to the right of the inbox screen. Click any
message to expand.

3. To remove a message, click the circle to the right of the message in the
preview section.

WHQI;ESG’)DG Q Ssearch G O = @
Inbox
Actions Archive
Once you click into the desired
email, the full email will appear
in this area.
Messages
previews will
appear in this
area.
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Workday Inbox

continued

The inbox holds current and archived messages.

4. Click the Actions tab to display unarchived actions messages.

Viewing: All v Sort By: Newest J w

You have no actions at this time

5. Click the Archive button to display the event or view archived messages.

6. Use the drop-down arrow under the Actions tab to access Favorites, Overdue,
and Due This Week items and to edit filters.

Actions

Viewing: All

All
Favorites

Overdue

Due This Week

Edit Filters

Go to Table of Contents
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Profile

Your profile is to the right corner of the screen, illustrated by a cloud.
You can quickly access the home page, accounts, favorites, audits, and
reports, and sign out from anywhere in Workday by clicking the profile
icon.

1. To view the profile, click the Cloud icon to view the corresponding drop-down
menu. From the profile, you can access the Home, My Accounts, Favorites, Audit,
and My Reports screens, as well as sign out.

------

WHOLE FOODS Q search a8 0 £

| -
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SupplierUser / Supplier User

Welcome, SupplierUser / Supplier User

W

Home

My Account >

Fawvorites !

Audit

C @ % D 2

My Reports

Sign Out
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Home

1. Click the Profile icon in the top right of the Workday screen.
2. Click the Home icon to navigate to the home screen from anywhere in

Workday.
3.You can also navigate to your home page from anywhere in Workday by
clicking the Whole Foods Market Icon from the upper left of the screen.

=

0 SupplierUser / Supplier User
£ My Account >

WHOLE FOODS Q search L

nnnnnn
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My Account

You can view the Organization ID, Change Preference and Manage
Trusted Devices.

1. Click the Profile icon in the top right of the Workday screen.
2. Click My Account to expand the menu.

Welcome, SupplierUser / Supplier User

My Account

Audit

)
a
fr Favorites
E
o

My Reports

Sign Out
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Organization ID

Use the Organization ID to download the Workday mobile app
and connect to your Workday account.

1. Click the Profile icon in the top right of the Workday screen.

2. Click My Account.
3. Click Organization ID.
4. Scan the QR code for your company.

Change Preferences

SupplierUser / Supplier User

ﬁh Home

| 8 My Account

Favorites

Audit

My Reports

Sign Out

ITS)QKPS Go to Table of Contents
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Change Preferences

You can edit your preference for preferred locale, default display
language, default time zone, default hour clock and more. You can also
access your notification settings.

1. Click the Profile icon in the top right of the Workday screen.
2. Click My Account.
3. Click Change Preferences.

SupplierUser / Supplier User V& My Accoynt

Organization ID

{n] Home

8 My Account 3

¢ Favorites

Change Preferences l

[F] Audit

& My Reports

Sign out
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Change Preferences

continued

4. Under Global Preferences, you can edit :

* Preferred Locale

* Preferred Display Language

* Preferred Hour Clock
5. To make the selection, click drop-down menu.
6. Under Search Preferences, uses can select:

* Preferred Search Category
7. Click on the Menu icon to search for available categories.
8. Under Accounts Preferences, you can select:

* Mobile Carrier

* Preferred Home Page

 Simplified View and Show responsive layout for prompts
9. Click on the Menu icon to search for available categories.

Change Preferences SupplierUser/ Supplier User

\ Global Preferences I

Default Locale Eoclel fiod oo o IS

Preferred Locale select one v

Default Display Language English

Preferred Display Language select one ¥

Default Timezone GMT-08:00 Pacific Time (Los Angeles)

Default Hour Clock (from Locale) 12 hour

Preferred Hour Clock select one

Default Currency {empty)

Preferred Currency

Search Preferences

Preferred Search Category |

Account Preferences

Mabile Carrier

Go to Table of Contents
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10. Workflow Preferences show your email address for Business Processes,
Suppress Inbox Exceptions, and Default Inbox Filter.

11. Click the Menu icon to make the selection or click the box to mark or unmark.

12. Under Background Notification Preferences, you can choose whether the
system displays a message when a background report completes and if a
message is displayed when a shared background report completes.

13. Check or uncheck depending on your preference.

14. Under Channel, you can choose preferences for Email, Mobile, Push
Notifications and Pop-Up notifications.

15. Click the different tabs under Channel to view preferences.
16. Click menu icon in the different tabs to choose preference.
17. Once the selections have been made, click Submit.

Workflow Preferences

Email Address for Business Processes

Suppress Inbox Exceptions D P

Default Inbox Filter { X Due This Week [2

Opt Out of Absence Third-Party Calendar Integration Events D

Background Notification Preferences <

Display a message when a background report completes k

Display a message when a shared background report completes *

Viewing: 8| =

Channel

Email

Parent Notification Type  HCM
Mobile Push Notification

Notification Type  Give Feedback
Pop-up notification

Frequency *| X Mute

Go to Table of Contents
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Favorites

1. Click the Profile icon in the top right of the Workday screen.
2. Click on Favorites to view favorite reports and tasks.

3. View your saved reports and tasks.

4. Click Manage Favorites to add or remove reports and tasks.

SupplierUser / Supplier User

Welcome, SupplierUser / Supplier User €3 Home

I e = .

Favorites

Audit

& My Reports

sign out

Favorite Reports and Tasks

To view areport, click the report name. To start a task, click the task name.

Favorite Custom Reports Shared Custom Reports

Turn off the new tables view L

Favorite Custom Reports 4 items

Custom Report

Compensation Reports

Absence Reports

Audit Reports

CRIINT326 Extend Request Position WQL Dependencies

=[S E

Go to Table of Contents
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Favorites

continued

5. Click on the Menu icon to select from available Task/Reports.
6. Click Ok to save your selection.

7. After clicking OK, selected tasks and/or reports display on the Manage
Favorites page.

8. Click Done.

Manage Favorites

Favorite Tasks/Reports

Favorite Custom Reports X Absence Reports | =
X Audit Reports
X Compensation Reports

% CRIINT326 Extend Request
Position WQL Dependencies

Favorite Business Objects

Cancel

Favorite Custom Reports 5items

Custom Report

*

Compensation Reports

Absence Reports

Audit Reports

Alight - All worker report - Clean up - by supervisory org

CRI INT326 Extend Request Position WQL Dependencies

Go to Table of Contents
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Audit

You can view Categorized Reports and Tasks for auditing data in
Workday.

1. Click the Profile icon.
2. Click Audit to view categorized reports and tasks for auditing.

SupplierUser / Supplier User

Welcome, SupplierUser / Supplier User Home

w

| e e T N o o
Yt Favorites
5|
o

Audit

My Reports

Sign Out
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Audit

continued

3.To view a report, click the report name. To start a task, click the task name.
4. Click the Export to Excel icon in the top right to export the report to Excel.
5. Click the PDF icon in the top right to view the report in a printable version.

WHOLE FOODS Q Search

______

Categorized Reports and Tasks for A. diting

To view a report, click the report name. To start a task, click the task name.

Clickable reports and tasks previously initiated will
appear here.

Go to Table of Contents
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My Reports

1. Click the Profile icon in the top right of the Workday screen.
2. Click My Reports.

3.View the available reports and process monitor. c
4. To view additional reports, click More Reports.
5.To view additional process, click Process Monitor.

SupplierUser / Supplier User

Welcome, SupplierUser / Supplier User @ Home

I 4 A My Account >

¥r Favorites

B Audit

IQ My Reports

Sign out

Go to Table of Contents
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My Reports
continued

More Reports Search Box

1. Click More Reports to view the search window box.
2. Search for a report by clicking the Menu icon in the Report Tags field.
3. Keep or update the Created in Last x Days.

4. Click OK.
5. Review search results.

My Reports

Report Tags ‘

Created in Last x Days ‘ 30

My Reports

This query has a result limit of 10000 records.

Report Tags (empty)

Created in Lastx Days 60

0 items

File Name Type Process Request Name Created by Date and Time Created

a

No items available.

Go to Table of Contents
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My Reports
continued
Process Monitor Search Box

Check the status and results of a recent job, task, report, or integration in
Workday using Process Monitor.

1. Click Process Monitor to view the search window box.
2. Enter the desired filters in the calendar or click the Menu icon to view options.

3. Click OK.

4. \iew the search results or click Notify Me Later to have the system notify the
you when the results are ready.

5. Click Refresh to refresh results.

Process Monitor

From Created Date and Time [ 05/08/2022 [ ] l 12:00:06 AM }

To Created Date and Time { 85/18/2022 E } [ 12:00:08 AM l

Process Type *

Process

Schedule

Include Only Active Status \:|

%
[
[

Maximum Rows 100

Cancel

P ocess Monitor i

nnnnnnnnnnnnnnnnnnnnnnn

!

Processing your request, please wait.

......................................................

[ ]
L]

.................

Options
You can keep working while this runs in the background, and will be notified when

it’s ready. You can also view your completed requests by searching for the My
Reports task or selecting My Reports from the main menu.

Go to Table of Contents
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Sign Out

1. Click the Profile icon in the top right of the Workday screen.
2. Scroll down and click Sign Out.
3. View the sign-out screen.

Note: As an added security measure, it is highly recommended that you close
your web browser after signing out to ensure you are completely logged out of
Workday.

SupplierUser / Supplier User |

Welcome, SupplierUser / Supplier User Q) Home

| TS P e T ) e 8 My Account N

O My Reports

Sign Out

workday.

+
.

You've signed out of Workday. 3

It's a good idea to close all browser windows.

Go to Table of Contents
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Navigating Your Applications

Your applications will be available on the left side of your screen where
it says Menu. Once you click Menu the Apps will appear

Hello There It's Wednesday, March 8, 2023

Timely Suggestions 98 view All Apps

Here's where you'll get updates on your active items

Go to Table of Contents
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View Most Recent Invoices and Payments

You can view your most recent invoices and payments.

1. Click the Menu icon on the left side of your home screen to view your most
recent invoices and payments.

2. Click on the Invoices and Payments worklet.

Apps Shortcuts

Conditions of Use and Privacy
Policy for Suppliers

q Invoices and Payments

Contact and Banking

iﬁ? Favorites

Go to Table of Contents
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View Most Recent Invoices and Payments

continued

2. Recent Invoices and Recent Payments will display. To the right the Most Recent
Payments view box will display, to the left the Most Recent Invoices view box will
display.

3. Click any blue Invoice number in the Invoice column to view more details
about that specific invoice.

4. Click the View button in the View column to view more details about a specific
payment.

W'Ih:li FOODS Q Search 2 28 Q = @

Invoices and Payments

invoices and Paymenis

Most Recent Invoices & Most Recent Payments &
Enwoice Supplier Total Currency Due Date bwoice Status Payrnent Payment View Payment Currency Payment Date  Transaction
Reference Irrvoice Status Amaimt Reference
Number Amount
Supplier Payment: View 255000 USD (3082022
SHOCOSTI0 20000 VSO 04/11/2022 | Appeowed Unpaid Company Name: -
03/08/2022
SHO004122 258000 USD 0302022 Approved Paid Supplier Payment: - 10,0000 USD /082022
oo
03/08/2022
SHO004030 250000 USD 022772022 | Approwid Unipaid
Supplier Payment m 520000 USD 02182022
e e
510004031 250000 USD 0227022 Approwed Unpaid 0271872022
Supplier Faymaent @ 255000 USD 02/01/2022
3 2 FE Campary Nafme
SH0003526 255000 USD 02116/2022 | Approwed Unpaid ok b
Supplier Payment: - 456000 USD 10/25/2021
Conpuey Nerme
510003825 255000 USD 0216/2022 | Approwed Unpaid 1072572021
Supplier Payment: - 63342500 USD W20
Gtk R
510003765 70000 USD oUA022 | Dreft Unpaid 10/07/2021
Supplier Paymant -V-,m 1.000.00  USD T 1072021
SH0003768 255000 USD 0173172022 Approved Paid Compary Name
03/10/2021
L3
SHO003768 000 USD 01/31/2022 | Canceled Unipaid
510003767 520000 USD QA0 | Appeowed Pasd ¥l Moisi Detalia;
L3
View More Details...

Go to Table of Contents
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Find Specific Invoices

1. Click the Menu drop-down on your home screen and select the Invoices and
Payments worklet to search for a specific invoice.

2. On the left side of the screen, beneath the Most Recent Invoices view box, click

View More Details.

Apps Shortcuts

Conditions of Use and Privacy
Poliey for Suppliers

B
q Invoices and Payments

Contact and Banking

{}J’ Favorites

Q Search g 0 & O

Invoices and Payments

Invoices and Payments
Most Recent Invoices & Most Recent Payments &
Invosce Supplier Total Currency Due Date Inveice Status Payment Payment View Payment Currency Payment Date  Transaction
Reference Irvoice Status Adraunt Reference
Number Amount
Supplier Payment: 255000 USD 03/08/2022
10005720 20000 USD 04/11/2022 | Appeweed Unpaid Company Name:
03/08/2022
510004122 255000 USD 03/0B/2022  Approved Paid Supplier Payment: View 1010000 USD 03/08/2022
Company Name:
0/08/2022
510004030 250000 * USD 0/27/2022 | Appeoved Urpaid P . -
upplier Peyment. e 520000 Ut 02118/2022
el o
510004031 250000 USD 022702 Appesved Unpaid 02n8/2022
Supplier Payment: @ 255000 USD 001/2022
S10003826 255000 USD 02/16/2022 | Appeoved Unpaid g;:‘a?"f“"”
(2022
Supplier Payment: 456000 USD 10/25/2021
Sty
10003825 258000 USD 0216/2022 | Appeoved Unpaid 107262021
Supplier Payment: 63342500 USD 100772021
Cerepany N
10003768 70000 USD 01312022 | Drsht Unpeid 1070772021
Supplier Payment -V;.“ 100000 USD 09/10/2021
510003768 255000 USD 01/31/2022 | Approved Paid Company Name:
0910/2021
‘ .
510003768 70000 USD 01/31/2022 | Canceled Unpsid
10003767 520000 USD /a0 | Appeoved o Wiew More Details.

‘
View Mare Details. .

Go to Table of Contents
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3. Click View More Details, to a view search box with open search fields.

Find Invoices for Supplier Contact
s
Invoice Due Date On or After 084/689/2622 E /
Invoice Due Date On or Before MM/DD/YYYY E *
6'— Invoice Number

Supplier Reference Number

Invoice Status

il

Payment Status [

Cancel

4. Enter desired information on any open field(s) to find specific invoices.

5. To filter by Invoice Due Date On or After, enter a date in the calendar fields.
6. To filter by Invoice Due Date On or Before, enter a date in the calendar fields.
7. To filter by Invoice Number, enter the invoice number.

8. To filter by Supplier Reference Number, enter the Supplier Reference Number.
9. To filter by Invoice Status, click the Menu icon and select the desired status.

10. To filter by Payment Status, click the Menu icon and select the desired status.
11. Click OK.

Go to Table of Contents
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Find Specific Invoices

continued

13. Review the search results fields: Supplier Reference Number, Total Invoice
Amount, Currency, Due Date, Invoice Status, and Payment Status.

Find Invoices for Supplier Contact

Jvoice Due Date Om or Afer 031572022

Tues 2 et e Rables view (_J)

8 vom.o

14. From the Find Invoices for Supplier Contact page, click the invoice number in
blue (example: SI-0005720) to view more information about the invoice.

Find Invoices for Supplier Contact

Invoice Due Date On or After 03/19/2022

1 tem

Invoice Supplier Reference Number

SI-0005720 mrd. 11

Go to Table of Contents
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Find Specific Invoices
continued

15. Under View Supplier Invoice, view Invoice Information, Terms and Taxes, and
Invoice Reference Information.

16. View additional information about the invoice via Invoice Lines.

______ Q search I A N .| O
View Supplier Invoice E T
Supplier Invoice @ Invoice Number ~ S5-0005720  Status  Approved
*~ Invoice Information ¥ Terms and Taxes ~ Invoice Reference Information
Company B201 Whole Foods Market Services, Inc. Payment Terms NETO Ship-To Address @ 550 Bowie Street Austin, TX 78703-0074
United States of America
Due Date 04711/2022
Supplier Company Name Supplier's Invoice
Reference Type (empty) Number
Currency uso
Reference (empty) Document Link (empty)
Invoice Date 04/11/2022 Number
Invoice Received (empty) Tax Amount 0.00
Date
Default Tax Option  Enter Tax Due to Supplier
Total Invoice 200.00
Ameunt Default Tax Code {empty)
Line Total Amount  200.00
Payment No
Practices
Invoice Lines Tax
Invoice Lines Tax
16
Involce Lines 1 item
" Related =
Supplier ltem > Ship-To.
Company Hem  Hem Description |\ A% r\l;:hau Spend Category Ship-To Address i

B201 Whole Foods Market
Services, Inc.

Supplies - Other 00279

@ 550 Bowie Street Austin,
TX 78703-0074 United States
of America

ke U]

Tax

Tax Applicability
Vertex

Tax Code

Withholding Tax Code

Go to Table of Contents
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Find Specific Payment Information

1. Click the Menu drop-down on your home screen and select the Invoices and
Payments worklet to search for a specific invoice.

2. To filter and find payments, click View More Details on the bottom right of the
screen under the Most Recent Payments view box.

Apps Shortcuts

Conditions of Use and Privacy
Paolicy for Suppliers

Invoices and Payments

Contact and Banking

Favorites

E
o
w

WHDLE Fo0DS Q search 2 20 =2 Q

Invoices and Payments
Most Recent Invoices @ Most Recent Payments &
bnvoice Supplier Total Curmency Due Date Invoice Status  Payment Payment View Payment Currency Payment Date  Transaction
Reference Invice Status Heraumt Reterence
Number Amount
Supplier Payment: 256000 USD 03082022
SH00S720 20000 USD 047112022 | Appeoved Unpaid Company Name: @
030872022
510004122 255000 USD 0370872022 | Approwed Paid Supplier Payment. 10,100.00  USD 03/08/2022
el
03062022
10004030 250000 USD 0272022 | Approved Unpaid p . 5
upslier Paymient vi 520000 L 02182022
T
S10004071 250000 USD 02/27/2022 Approved Unpad 02182022
Supplier Paymaent: @ 255000 USD 02/01/2022
ST Company Narme
8003326 255000 USD 02162022 | Approved Unpad foy -t
Supplier Payment: 456000 USD 10/25/202)
T [\ e
02182022 Approved Unpad 1072572021
Supplier Payment. 63342500 USD 10/0772021
St
S10003765 Q113112022 | Drsht Unpaid 0wz
Supplier Payment: (™ iew ) 100000 USD 09/10/2021
10003768 255000 USD 013172073 Pasd Cohupriay fatas: -
D9/1072021
‘ 3
510003766 70000 USD 01/3172022
510003767 520000 USD 0173172022

View More Details. .

Go to Table of Contents
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Payment Date On or After MM/DD/YYYY [

Payment Date On or Before MM/DD/YYYY [

Payment Types l = ]

Payment Status [ = ]

Payment Currency [ = ]

Payment Amount Equal To 0 4,

Payment Amount Greater Than 0

Payment Amount Less Than 0

Supplier Reference Number

Transaction Reference

Cancel

3. To filter by Payments On or After, select the date from the calendar.
4. To filter by Payments Date On or Before, select the date from the calendar.

5. To filter by Payment Type, click the Menu icon and select from the drop-down
menu.

6. To filter by Payment Status, click the Menu icon and select from the drop-down
menu.

7. To filter by Payment Currency, click the Menu icon and select from the drop-
down menu.

8. To filter by Payment Amount Equal To, enter your information.

9. To filter by Payment Amount Greater Than, enter your information.
10. To filter by Amount Less Than, enter your information.

11.To filter by Supplier Reference Number, enter your information.

12.To filter by Transaction Reference, enter your information.
13. Click OK.

Go to Table of Contents
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Find Specific Payment Information

continued

14. View the results on the Find Payments for Supplier Contact page.

15. Click View to view detailed information.

16. View the Payment Information and Payment Details. Payment information
includes Company, Payee, Payment Date, Payment Amount, Currency, Memo,
Bank Account, Payment Type, Transaction Reference, Invoice Date, Supplier’s
Invoice number, Invoice Amount, Invoice Due Date, Discount Taken, and Payment

Amount.

Find Payments for Supplier Contact 1

Faprret Faprart T g S,
L Wi Caarv o P itk
D wacy PFiprrast Dt T m prE
(R S —— 55300 USD LR Ehrch ey
Reprrar TLTALCIY [
S ParTone Comga ™ Wiew NoE  USD 1B R e An Ry HTeT
M (WO s
R e ] I aw 1 Lo i wartr
g B0 L [
e Pagrani Company i L3WEe  UBD e s O
T e ] —
Lo [ " W A5 B ~ N - i [ S by
M | —
St Payrant Compan ™ W J142908  USD 1 1 Check Bty ST e
Miema 10072021 ks
St PRyl gty I ew SIS IS0 BT O .
TR -

Pz et et it

e e

e dd

e e e

e e Syl

Uinpgnac dsd

berzcis Brmemiacs s

View Payment for Supplier Contact

Supplier Payment  Supplier Payment: Company Name: 03/08/2022

¥ Payment Information

(Company B201 Whole Foods Market Services, Inc.

Payee Company Name
Payment Date 03/08/2022
Payment Amount  2,550.00
Currency usD

fMemao (empty)

Invoices Paid 1 item

Invoice Inweice Date Supplier’s Invoice Number

Q

03/08/2022

Status  Complete

2,550.00

Status

Bank Account

Payment Type

Transaction Reference 73

Invaice Amount  Discount Due Date

~ Payment Detail

JP Morgan Chase

Check

Turn on the new tables view (I
LERC i

Invoice Due Date Discount Taken Payment Amount

03/08/2022 255000 °

0.00
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Whole Foods Market on Workday
Instructional Guide

Configure Invoices and Payments Worklets

You can configure Invoices and Payments worklets to quickly access
invoice and payment information needed on a routine basis.

1. To configure your Worklets, click the Gear icon on the top right of the Invoices
and Payments banner.

walln i i a B & a g

eeee—

2. Once you click the Gear icon, select optional worklets you would like to
include on the Invoices and Payments worklet.

3. Click the Add Row icon to add a new worklet.

4. Click the Menu icon to search or select from the list of existing worklets. 2
5. Click OK.

Configure Worklets

viewing BL] =

|| Invoices and Payments Dashboard Tab

Required Worklets

Optional Worklets

The fallowing worklets are required on your Invoices and Payments page. Select the optional wodkdets you would like to include on your nvoices and Payments

page
v}

ftem @
‘Woriklet Worklet Title

51 Jorder “workien Worklet Trie

Most Recent Inwpices

et Recent Payments

Go to Table of Contents




Whole Foods Market on Workday
Instructional Guide

Configure Invoices and Payments Worklets

continued

6. To hide or show your Most Recent Invoices, click the Gear icon on the right
side and click Show Chart or Hide Chart.

7.To download your chart, click Download to Excel.

i

Download to Excel

Invoices and Payments

Invoices and Payments

Most Recent Invoices

Invoice Supplier Total Cusrency (Do Date Irvvoice Status Payment Currency Payment Date  Transaction
Reference Invoice Amount Reference
MNumber Amount

i 255000 USD 03/08/2022
S-0005720 20000 USD 04/11/2022 Approved Unipaid Company Name-
03/08/2022

S-0004122 255000 WUSD 03/08/2022 | Approved Paid Supplier Payment 10,100.00 USD 03/08/2022

Company Name:

03/08/2022

S-0004030 250000 WUSD 02r27/2022 Approved Unpaid
Supplier Payment: 520000 USD 0282022
Company Name:

S-0004021 250000 USD 02/27/2022 Approved Unpaid 0182022

Suppiier Payment - 255000 USD 201022
. SuppecPormert (“Viow )

S1-0003626 255000 WSD 02/16/2022  Approved 02/01/2022
Suppler Payment (" View ) 456000 USD 10/25/2021
Com Narme View
S-0003625 255000 WUSD 02/16/2022  Approved Unpaid 10/25/2021
Suppler Payment @ 63342500 USD 10/07/2021
Company Name:
SH0003765 70000 USD 0173172022 Deaft Unpaid 100772021
Supplier Payrrent @ 1.000.00 USD o201
. . Company Name:
10003768 255000 WSO 01732022 Approved Paid o et o
“ »
S-0003766 70000 USD 01/31/2022  Conceled Unpaid
$-0003767 520000 USD 01312022 | Approved Pad Miwwe Mote il
« B | 3

View More Details

Go to Table of Contents
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Contact and Banking

Contact and Bank Information on file can be accessed from the home
page by clicking Menu on the left side of the screen. You can submit
changes to you contact and bank information or enter bank
information to enroll in ACH payments.

1. To view contact details, click the menu button.
2. Select Contact and Banking

Hello There It's Wednesday, March 8, 2023

Timely Suggestions 88 View All Apps

Here's where you'll get updates on your active items

Menu X

Apps Shortcuts

Conditions of Use and Privacy
Policy for Suppliers

Invoices and Payments

Contact and Banking

i\j Favorites

Go to Table of Contents
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View Contact Information

2. After you click the Contact and Banking application icon, click the Contact
Information button under the View box.

< Contact and Banking &

Change View

Change Contact Information Contact Information

Change Settlement Bank Accounts. Settlenent Bank Accounts

Manage Attachments

e ——

® 2022 Workdey Inc. Al rights reserved
System Statas Vour Implementatin tenant wil e unavallable for 8 masimum of 12 hours during the naxt Weekly Service
Update: s2arting on Friday, April 22, 2022 s 6:00 PM POT (GMT-7) wntil Saturday. Apeil 23, 2022 at 6:00 AM POT (GMT-7)

3. View the contact information.

Contact Information EC

ddress Usage Visibility Effective Date Address Reference ID

23 Fake St Business (Primary} Public 09/09/2021 ADDRESS_REFERENCE-6-5673618 i
pustin, TX 78750

nited States of America Remit To
Petails

i

Tum an the new tables view (D

einail 1 item H =0
Imail Address Usage Visibility
bmail@supptier com Business (Frimary) 2
Femit To

Go to Table of Contents
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Change or Add Contact Information

1.To change your contact information, click the Contact and Banking Iconfrom
the Menu tab on the left side of your screen.

2. Click the Change Contact Information tab.

Q search

= MENU

Cont. “t and Banking

Change Contact Information Contact Information

Change Settlement Bank Accounts Settlement Bank Accounts

Manage Attachments.

2022 Workday.

Syssem Eeatus: Your Imalemeniaticn tenant will be unavai ¢ @ masiemuem of 12 hours during the next Weskly Sarvice

Updaza: starting an Friday, Apri 22, 2022 a1 6:00 PM FOT (GMT-7) wntl Saturdar, Apsil 23, 2022 at 8:00 AM POT [GMT-7)

Go to Table of Contents
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Instructional Guide

Change or Add Contact Information
continued

3. Click OK to create a draft change request.

Change Contact Information

Click OK to create a draft change request.

Supplier Company Name

Turn on the new tables view ( .
Address 1 item [
Address. Usage WVissbikty Effective Date

123 Fake St Business (Primary) Public 090972021
Austin, TX 78750
United States of America Remit To
Details
1
.a |
Turn on the new tables view (I
Email 1 item = 0.

Go to Table of Contents
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Change or Add Contact Information

continued

4. Enter new contact information; this can include new phone number, new
address, new email, instant messenger, and web address.

5. Click the Submit button.

Note: The Cancel button is just to cancel out of this page; it does not cancel the
draft change request. To view how to cancel the request, click here.

Change Contact Information

st b fellow Ihe it bt tan] o) bk willl Feguare hiview By Wislefos and coald delay paymanl
1. Al least one active Remst To Address is required

Change Event  Contact Information Change for Company Name - created by Supplier User on 0411972022

Status Dwaft

Cantact Information Attachiments

Phone

(% )

Address

Delete

Effective Date # | 09/89/2021 E

Cowty  # | I = Note: The 'Cancel’
button is just to cancel
Address Line 1 = | 123 Fake 5t o
out of the page, it does
ok not cancel the draft
ciy - change request.
m ( Save for Later )

Go to Table of Contents
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Change or Add Contact Information
continued

6. Once the contact information has been submitted, confirm that the banner
with the words Change has been Submitted appears.

7. Click Done to submit a change request to Whole Foods Market,

Note: The change will be approved by Whole Foods Market within 72 business
hours. Instructions to view returned or denied requests can be found here.

Change has been Submitted

Failure to follow the U behow will require review by and could detay payment:
1. Atbeast o active Remil To Address is required.

Contact Information Change Event  Contact Information Change for Company Name - created by Supplier User on 04/19/2022
Status In Progress

Supplier Company Name

Contact Information

Turn on the new tables view ( .

Address 1 iem

TEV

Address Usage Visibility Effective Date Address Reference ID
(Updated) Business (Primary) Public 09/09/2021 ADDRESS_REFERENCE-6-5673618
1234 Fake St Remit To
Austin, TX 78750
United States of America
Details
1
‘

Turn on the new tables view (I

Email 1 item

E Rl

Go to Table of Contents
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View Settlement Bank Information

1. To view Settlement Bank Information, click the Menu drop-down on the right side of your home
screen, click on the Contact and Banking tab.

2. Click the Settlement Bank Accounts tab.

Menu

Apps Shorteuts

Conditions of Use and Privacy
Policy for Suppliers

Invoices and Payments

Contact and Banking

(Bl & F

Favorites

Change

Change Contact Information

Change Settlement Bank Accounts

Manage Attachments

View

Contact Information

Settlement Bank Accounts

3. View the Settlement Bank Account information.

Note: If you are currently paid via check, this section will be blank.

Settlement Bank Accounts

Settlement Bank Account 1 item

Account Nickname Bank Name

JPMORGAN CHASE #6789 JPMORGAN CHASE

Q Search

Account Type

Checking

Account Number

R TR0

o

Turn off the new tables view (@D

Rl 15
a
Supplier Connection
Payment Types Payment Types Prencte Status Inactive
Check Wire None No

EFT

Manual

Wire

Go to Table of Contents
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Change or Add Settlement Bank Information

1. From the home page, click the Menu drop-down on the left side of your screen, click contact and

Banking.
2. Click Change Settlement Bank Accounts button.
Vent _Je . Important Note:

In-flight bank changes
could affect payments

Apps Shortcuts

E‘ Conditions of Use and Privacy Until the Chahge iS
Policy for Suppliers
approved by Whole
q Invoices and Payments Foods Market.
I Contact and Banking
ﬂ]’ Favorites

3. Click OK to create a draft change request.

3.5 If you are currently paid via check and are adding bank information, click the Change Settlement Bank Account
button to enroll in ACH payments. The Change Settlement Bank Account screen will look slightly different since
there is no previous bank information on file.

Change

Change Contact Information

Change Settlement Bank Accounts
Change Settlement Bank Account

Click OK to create 3 draft changs regquest.

Manage Attachments

Change Settlement Bank Account

Click OK to create a draft change request.

Supplier  ACE DISTRIBUTING

Go to Table of Contents
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Change or Add Settlement Bank Information
continued

4. Confirm that a banner with the words Change Settlement Bank Account or a small window
with Change Settlement Bank Account for first time ACH enrollments appears. Canadian
Suppliers: If you are paid electronically, a valid bank address is required.

5. Enterthe bank account information. Canadian Suppliers: If you are paid electronically, a
valid bank address is required.

Note: The Cancel button is just to cancel out of the page; it does not cancel the draft change
request. To view how to cancel the draft change request, click here.

Change Settlement Bank Account

ailure fo foliow 1he instruction{s) below will require review by Whalafoods and could delay payment:
1. EFT is the primary accepled payment method at this fime,
2. Please chack the “Requires Prencte” chackbox for any new settlemant accounts of changes to suisting settiemant accounts.
3. Canadian Suppliers: I you e pahd electronically,  valid bank sdaness ks required.

Change Event  Settlement Accournt Change for Company Name - created by Supplier User on 04/19/2022 Status  Deaft

Supplier Company Name

Settlement Bank Accounts Aftachments
Sottlement Bank Accounts 1 tem [
Settlement Bark Account *Account Information Account Details Intesmediary Bank Accounts
bccount Nickname Country % =
| x United States of America =
Account Type * Routing Transit Number +
0 Checking I »x 111000614 =
O savings )
Bank Name *
4 Supplies Connection Payment Types | JPMOREAN CHAZE
il =1 Bank Mentifieation Code
® EFT |

& -l —Dle

Note: The Cancel button
is just to cancel out of the
Change Settlement Bank Account page, it does not cancel
the draft change request.
Failure to follow the instruction(s) below will require review by Wholefoads and eould delay payment:
1. EFT is the primary accepted payment method at this time.

2. Please check the “Requires Prenote" checkbox for any new settlement accounts or changes to existing settlement accounts.
3. Canadian Suppliers: If you are paid electronically, a valid bank address is required.

Go to Table of Contents
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Note: Fields with a red asterisk* are required fields.

1. Enter your company name in the Account Nickname field.

2. Select the Checking button under Account Type.

3. Select Electronic Payment - EFT from the menu icon under Supplier Connection Payment Types.
4. Select Electronic Payment - EFT from the menu icon under Payment Types.

5. Select Requires Prenote button. ( US Suppliers, please ensure you click this button!)

6. Select the Country from the menu icon. (The bank information required for the country selected
will be marked with a red asterisk next to the required field.)

7. Enter the Routing Transaction Number in the open field.
8. Enter the Bank Name in the open field.
9. Enter the Account Number in the open field.

Settlement Bank Accounts Attachrents
—————
Settlement Bank Accounts 1 item /B O
Settlement Bank Account *Account Information Account Details Intermediary Bank Accounts
Account Nickname Country *
0 * ® United States of America =

Account Type # Rowting Transit Number #

9_—*0 Checking % 111000614

i}
() Savings
Bank Hame *
Supplier Connection Payment Types | JPMORGAN CHASE
X Check | ":l Bank |dentification Code
& % EFT |

* Manual

Account Number *

123456789 (
Payment Types
w [ |l Bank Instructions

For Supplier Connections Only
=] Bank Address

® Wire

*Account Information

~ n Addrace
Payment Types

X Wire

For Supplier Connections Only

Important Note: -

e Please include the IBAN, BIC or SWIFT code Requires Prenste
in case we ever need to process a wire e_——b [
payment! ( Step 9)

Please ensure you click the Requires Frenete PaymentType

Prenote box. ( Step 5) ‘D'

Go to Table of Contents
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Change or Add Settlement Bank Information
continued

10. Click Submit.

Settlement Bank Accounts Attachments

Sotdemant Bank Accounts | nem

*Account Information Account Details

Intermediary Bank Accounts

T
‘ Account Number *

| 123456789

Bank Instructions
‘ x wire = |
L

11. Confirm the Change has been Submitted banner appears.

12. Click Done to submit the change request to Whole Foods Market.
Note: The change will be approved within 72 business hours.

Change has been Submitted

" Below will req ¥
1. EFT is the primary accepted payment method at this time.
2. Piease chock the “Requires Prenote” checkbox for any
3. Canadian Suppliers: 1 you are paid electronicall, a valid bank address is required.

Change Event  Sattlemant Account Change for Company Name - created by Supplier User on 04/19/2022

Status In Progress
Supplier Company Name

Tumonthe new tables view (I
Settlement Bank Accounts 1 tem LER ]
Account Nickname Bank Name Account Type Account Number m“;’:;“’" Paymeni Types  Prenote Status  Inactive
JPMORGAN CHASE 6789 JPMORGAN CHASE Checking 6780 Chec e

Go to Table of Contents
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Recovery Assistant and Unapproved Change Requests

If there is a change to the contact information or settlement bank information
previously submitted and awaiting Whole Foods Market approval, the system will
not allow other account users to submit a change request until the previous
submitted change has been approved.

1. Click Cancel and try again later after the change is processed.

If you closed the window prior to submitting the change request, you can
recover the draft change request using the Recovery Assistance.

2.To recover the previous change from the previous session, click Restore on the
Recovery Assistant pop-up message.

3. Or recover the change in progress by clicking the Profile icon on the top right
of the screen.

4. Scroll down and click Recovery Assistance.
5. Click the change that is in progress.

Change Settlement Bank Account

A Supplier Change submitted by someone else is currently in progress. Try again later after it is finishe

o
D)

< Recovery Assistant

Your Session Has Been Recovered

Would you like to restore your last session now?
Recovered sessions are also available in the Profile
menu under “Recovery Assistant”.

] Change Contact Informati... E
05/11/2022 10:02 AM

o ) ) {a} Home
[ | Don'tdisplay this message again
8 My Account >
Not Now Y¢ Favorites
E Audit
S My Reports
P ) Recovery Assistant >

Sign Out

Go to Table of Contents
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How To Cancel A Draft Change Request

1. To cancel a draft change request to contact or settlement bank information, access the
request by either clicking on the change request that was initiated from the Recovery
Assistant under the Profile drop-down menu.

2. Or by clicking the Change Contact Information or Change Bank Settlement Information
tab from your Contact and Banking Worklet.

Change Contact Information

Change Settlement Bank Accounts

Contact and
Banking

Manage Attachments

Note: The images on this page
depict a cancel request for
contact information; however,
steps are the same to cancel
Settlement Bank Information.

3. Click the change event link in blue.

Change Contact Information

Change Event | Contact Information Change for + created by Supplier Supplier on 05/18/2022

Status Draft

Contact Information Attachments

Phone

Delete D

Country Phone Code * | X United States of America (+1)
Phone Device * | Telephone

m C Save for Later ) C Cancel )

Phone Number *

Phone Extension

O to Table of Contents
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How To Cancel A Draft Change Request
continued

4. In the View Supplier Contact Info or Settlement Bank Account Change Event

screen, hover over the blue link and click on the Related Action icon (rectangle
with three dots).

Ill!‘b“l.E"f(('I)DS Q Search 5 oo Q = @

View Supplier Contact Info Change Event
Contact Information Change Event IComact Information Change for 3 - created by Supplier Supplier on 05/19/202:
Status Draft Aetiahe ) .

Business Entity Contact Info Change Event
Supplier RIBUTING

Supplier Contact Info C.. > Cancel Pending N

Contact Information / Favorite 5. || Fon Rending Change 2
Phone 1 item SUbIECt

Overall Status ~ (empty)

5. After clicking the Related Action icon, view the Actions menu.

View Supplier Contact Info Change Event

E3

Actions ; .
Business Entity Contact Info Change Event ¥E]

—
PDF
—
Cancel Pending Contact Info Change I ol

Supplier ContactInfo C... > created by

Favorite Edit Pending Change 122

Subject

Overall Status ~ (empty)

6. Scroll down on the Actions menu and click Cancel Pending Contact Info
Change.

Go to Table of Contents
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How To Cancel A Draft Change Request
continued

7.To confirm change cancel request, click OK.

Confirm Contact Information Change Cancel

Please confirm you wish to cancel the Contact Information Change.

Contact Information Change Event  Contact Information Change for - created by Supplier Supplier on 05/19/2022
Status Draft
Supplier

Contact Information

Turn off the new tables view (@D

Phone 1item =[S E
a
Phone Number Phone Type Usage Visibility
Public
Telephone Business (Primary y)
Billing

Cancel

8. Confirm that the status changed to Canceled and click Done.

Change has been Canceled

Contact Information Change Event  Contact Information Change for / created by Supplier Supplier on 05/19/2022

I Status Canceled I

Supplier

Contact Information
Tum off the new tables view @D
Phone 1item FE R i E
Phone Number Phone Type. Usage Visibility

Telephone Public

Turn off the new tables view @)

Go to Table of Contents
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Returned and Denied Requests

If the submitted request was returned, you will receive an email in
Workday. The email will contain the change request form to enter the
revised information and submit the request back to Whole Foods
Market. You can view the reason for the returned request at the
bottom of the email.

1. To view the returned request, click the inbox Icon from your home page or click
the message preview from the home page.

Actions Lrchive

Viewing: All - Sort By: Mewest v e

Centact Information Change for ACE DISTRIBUTING -
created by Supplier 2 Supplier on 06/02/2022
Sent Back by Bobby Vishudanand

2 minute{s) age - Due 06,/09,/2022

Go to Table of Contents
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Returned and Denied Requests

continued

2.View the reason for the returned request at the bottom of the email
3. Open the message

4. Next Enter the revised information.
5. Click Submit.

View Comments (1)

Bobby Vishudanand
Saeed Back Fisdscn e meserest

Process History
Supplier 2 Supplier Duse 080972022
Suppier Cormact info Change Event= Step Completed

Bobby Vishedanand Due 06/04/2022
ays, “inf incomeer”

Ferview Suppler Contact Information Change~ Sent Back

Supplier 2 Supglier Due 08/09/2022
Seppier Contact infi Charg Event= Avaing Action

S
&P oD Com)

Revise Supplier Contact Information Change w & O

2 minutefs) ago- Due 06/09/2022
ive Remit To Address is required.
Pending Contact Information Change  Contact Information Change for ACE DISTRIBUTING - created by Supplier 2 Supplier on D6/02/2022

Draft

Phone

Delete

Country Phone Code # | x United States of A

Infted States of America (+1
Phone Number *| (717) 755-5566

Phone Extension

Phone Device

Type
Primary

Use For

Visibility

Comments

Go to Table of Contents
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Manage Attachments

Uploaded attachments can be accessed through the Manage
Attachment tab.

1. To view Manage Attachments, click Contact and Banking on the Menu tab to
the right of your home screen.

2.To attach required documentation, click on Manage Attachments button.

Menu X

Apps Shortcuts

Conditions of Use and Privacy
Policy for Suppliers

Invoices and Payments

I Contact and Banking
ok

Favorites

€ Contact and Banking &

Change View

Change Contact information Contact information

Change Settlement Bank Accounts Settlement Bank Accounts

I Manage Attachments

B 2022 Workday nc. A1 rights reserved
Systam SHILE Your Impiementation tanant will e unavidable for @ masemum of 12 Bouns during the ret Weskly Serce

Update: starting on Fridey. Agri 22 2022 st 6.00 PM POT (OMT-7) urs? Saturday. Apel 21 2022 m 8200 AM POT (GWT-7).

Go to Table of Contents
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Manage Attachments

continued

3. Navigate to the Attachments tab, click the Select files button to browse and
attach files or drag and drop the files in the grey attachments area.

4. Click OK.
5. Click Done on the next page.

Manage Attachments

Drop files here

Manage Attachments

Supplier  Company Name

Go to Table of Contents
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Favorites

The Favorites worklet holds favorite Audit Reports.

1. Click on the Favorite worklet from the Menu tab found to the right of your
home page.

Apps Shortcuts

Conditions of Use and Privacy
Policy for Suppliers

Invoices and Payments

Contact and Banking
7

Favorites

Go to Table of Contents
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Favorites

continued
2. Click the Gear icon to the left of the banner to display the Manage Favorites screen.
3. Add or remove existing reports from this page.
4 Click OK.

5. View the list of added tasks and reports.

< Favorites

Manage Favorites

Manage Favorites

Favorite Tasks/Reports

Favorite Custom Reports % Absenue Reporls

¥ Mameeon Reports

X

¥ Audit Reports
* Benefits Reports

® Compansation Reports

Favorite Business Objects

< Favorites

uuuuuuu

Go to Table of Contents
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Favorites

continued

Once favorite custom reports have been added, you can view or export audit reports.

Turn off the new tables view ()

HH

Feel
X ==

1

1. Click the Export to Excel icon to export to Excel.

2. Click the PDF icon to view a printable version in PDF format.

3. To turn off the new table view, click on the Table View icon.

4. Click the Filter Grid icon to filter grid data.

5. Click the View/Edit Grid to view or edit grid preference.

6. Click the Toggle Fullscreen icon to view the report in full screen.
7. Click the Collapse icon to collapse rows.

8. Click the Expand Row icon to expand rows.

9.To Run or Test Custom Reports or view Web Service URLs, click the Related Action icon
(rectangle with three dots).

Audit Reports =+

Custom Report

Web Service

Go to Table of Contents
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Pop-Up Errors and Alert Messages

Red pop-up error messages display if the user does not input all
required information on the required field(s). Required fields have a
red asterisk next to them. Until the user resolves the error(s), they will
not be able to continue to the next step or submit or save information.

Orange pop-up alerts indicate potential problems on a page.

1. Click View All on the red pop-up error to view the error details and the location
of the missing information.

2. Click View All on the orange pop-up alert to view related information.

Error

1. Worklet (Row 1 Column 3)
The field Worklet is required and must have a value.

Alert

1. Grid Alert (Row 4)
This worklet may not display properly in Mcbile applications.

Alert

1. Grid Alert (Row 1)
This worklet may not display properly in Mebile applications.

Go to Table of Contents
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