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Introduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn't just about
memorization, it's about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you're preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You'll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it's correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It's ideal for learners who want to:

* Practice answering questions under realistic conditions,
* Improve accuracy and speed,

* Review explanations to strengthen weak areas, and

* Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn't about getting every question right the first
time, it's about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let's begin.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



How to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here's how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 — 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don't just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There's no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



Questions




1. What is the purpose of tracking financial transactions using worktags?
A. To enforce compliance regulations
B. To streamline payroll processing
C. To provide better insights into financial performance
D. To improve vendor relationships

2. Once a ledger is set to closed, what happens to its ability to accept new
items?

A. It still accepts items but only external feeds
B. It accepts all types of items

C. It does not accept or permit any more items
D. It only accepts internal transactions

3. Which of the following is true regarding manual accounting journals?
A. They can be automated through external feeds
B. They are tied to specific operational transactions
C. They are not associated with predefined transactions
D. They are created to facilitate system automation

4. Which task would you use to cancel a supplier invoice?
A. Correct
B. Rescind
C. Change
D. Cancel

5. What is an important consideration when setting up supplier groups in
Workday?

A. The maximum number of contracts allowed
B. The types of invoices they can submit

C. The hierarchy of suppliers

D. The number of suppliers in a group

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



6. How can an invoice matching override be requested?
A. By emailing the procurement department
B. Using tasks in My Tasks or invoices related actions
C. During a quarterly review meeting
D. Through the supplier portal

7. What functionality allows you to review spend transactions of a supplier
contract?

A. Supplier Item Details

B. View Supplier Contract Header
C. Contract Terms Overview

D. Supplier Transaction Log

8. What is a necessary step when a specialist notices data inconsistencies in
supplier invoices?

A. Initiate a system update

B. Document the findings

C. Create a custom validation
D. Notify the management

9. If a journal is in "posted” status, what actions can be performed on it?
A. Edit or Delete
B. Unpost only
C. Submit or Cancel
D. No actions available

10. Which of the following is an example of a custom report task in Workday?
A. Exporting a list of users
B. Running a sales summary
C. Assessing tax liabilities
D. Running copy custom report task

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions
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Explanations




1. What is the purpose of tracking financial transactions using worktags?
A. To enforce compliance regulations
B. To streamline payroll processing
C. To provide better insights into financial performance

D. To improve vendor relationships

Tracking financial transactions using worktags serves the primary purpose of providing better insights into
financial performance. Worktags are customizable labels that can be applied to financial transactions, which
allow organizations to categorize and analyze the data more effectively. By using worktags, businesses can drill
down into their financial data to gain insights into various aspects of their performance, such as spending
patterns, project costs, or departmental budgets. This categorization facilitates detailed reporting and analysis,
which is essential for informed decision-making and strategic planning. For instance, a company could use
worktags to track expenses by project, department, or product line, thus allowing leadership to see where money
is being spent and how it correlates with overall financial health. This targeted visibility can highlight areas
where an organization is excelling or where adjustments are needed to improve financial outcomes. Thus, the
use of worktags directly aligns with the goal of enhancing financial analysis and insights, making option C the
correct choice.

2. Once a ledger is set to closed, what happens to its ability to accept new
items?
A. It still accepts items but only external feeds
B. It accepts all types of items
C. It does not accept or permit any more items

D. It only accepts internal transactions

When a ledger is set to closed, it becomes inactive for the purpose of recording new transactions. This means
that no new items can be added to it, regardless of the type of transaction. Closing a ledger is an essential part
of financial processes to ensure that the data for that period is finalized and not subject to further changes,
which helps maintain the integrity and accuracy of financial reporting. By preventing any further entries, this
action protects previous records from unintentional modifications and ensures compliance with accounting
standards. In this way, the closed ledger serves a critical role in financial management and reporting processes.

3. Which of the following is true regarding manual accounting journals?
A. They can be automated through external feeds
B. They are tied to specific operational transactions
C. They are not associated with predefined transactions

D. They are created to facilitate system automation

Manual accounting journals are unique in that they are not associated with predefined transactions, allowing for
flexibility in recording various financial activities that may not fit into standardized categories or automated
processes. This characteristic is crucial because it enables organizations to document atypical or one-off
transactions naturally and without conformance to rigid transaction types that automated systems might
impose. As a result, manual journals serve an important role in capturing data that might otherwise be
overlooked or inaccurately represented in the system. Understanding that manual journals are primarily created
for unique and specific transactions, as opposed to standardized processes, highlights their value in allowing
accountants and financial teams the ability to capture and report on diverse financial activities accurately. This
flexibility supports better financial insight and integrity, ensuring that all relevant transactions are recognized in
the accounting records, even those that do not conform to predefined categories or automated methods.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



4. Which task would you use to cancel a supplier invoice?
A. Correct
B. Rescind
C. Change
D. Cancel

The task used to cancel a supplier invoice is referred to as "Cancel.” This terminology is consistent with common
practices within procurement and invoicing processes. When you need to reverse or nullify a supplier invoice,
selecting the "Cancel” option directly indicates an action to terminate the invoice and void any associated
financial transactions. This ensures that the financial records are accurate, reflecting that the invoice is no
longer valid or will not be processed for payment. In contrast, the other terms provided do not accurately
represent the action of cancelling a supplier invoice. "Correct” implies a correction or modification, potentially
leading to confusion regarding the intent of cancelling an invoice. "Rescind” typically refers to the act of
retracting or taking back an agreement or decision, which may not directly translate to invoice cancellation.
"Change" suggests altering existing details, rather than completely cancelling an invoice. Therefore, "Cancel” is
the most precise and appropriate term for this specific task.

5. What is an important consideration when setting up supplier groups in
Workday?

A. The maximum number of contracts allowed
B. The types of invoices they can submit
C. The hierarchy of suppliers

D. The number of suppliers in a group

When establishing supplier groups in Workday, it is crucial to consider the hierarchy of suppliers. The hierarchy
impacts how suppliers are organized and managed within the system. Understanding the relationships and
levels in the hierarchy helps organizations categorize suppliers based on criteria such as value, role, or strategic
importance. This organization allows for streamlined communication, effective management of relationships,
and improved oversight of supplier performance. Effective hierarchy management can also facilitate
compliance with procurement policies, enhance negotiation strategies, and promote strategic sourcing
initiatives. By properly structuring supplier groups according to their hierarchy, organizations can optimize their
procurement processes and drive efficiencies within the supply chain. Other factors, while important, do not
have the same foundational impact on the overall structure and management of supplier relationships as
hierarchy does. This makes hierarchy a key consideration in setting up supplier groups in Workday.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



6. How can an invoice matching override be requested?
A. By emailing the procurement department
B. Using tasks in My Tasks or invoices related actions

C. During a quarterly review meeting
D. Through the supplier portal

The mechanism for requesting an invoice matching override is designed for efficiency and accessibility within
the Workday system, which is why using tasks in My Tasks or invoices-related actions is the appropriate
method. This approach allows users to directly interact with the relevant features of the system, ensuring that
the request is properly documented and processed in alignment with established workflows. When users
navigate to their My Tasks, they can find specific actions related to invoice management, making it
straightforward to initiate the override process without unnecessary delays. This streamlined approach
enhances traceability and accountability, as all actions taken within the system are logged and can be reviewed
later. Other options involve processes that are not as directly integrated with the system'’s operations or might
introduce delays in addressing the request. For instance, emailing the procurement department could result in
miscommunication or extended wait times, while discussing it in a quarterly review meeting would likely be too
infrequent for immediate needs. Similarly, the supplier portal focuses on interactions between suppliers and the
procurement team rather than internal adjustments like invoice matching.

7. What functionality allows you to review spend transactions of a supplier
contract?

A. Supplier Item Details
B. View Supplier Contract Header

C. Contract Terms Overview
D. Supplier Transaction Log

The functionality that allows you to review spend transactions of a supplier contract is the option to View
Supplier Contract Header. This section typically provides a comprehensive overview of the supplier contract,
including key details such as contract terms, spend limits, and transaction histories related to that contract. By
accessing the Supplier Contract Header, users can analyze how much has been spent against the contract and
monitor compliance with contractual terms and conditions. This functionality is essential for procurement
professionals as it enables them to track spending patterns, ensure that they are adhering to the contract, and
make informed decisions based on historical spend data. Such insights are vital for effective budget
management and strategic sourcing processes within the organization. The other options, while related to
suppliers or contracts, do not focus on reviewing spend transactions directly. For example, Supplier Item Details
typically provide specific information about items being procured and their details, while the Contract Terms
Overview focuses on the terms and conditions, not on transaction history. The Supplier Transaction Log may
capture detailed transaction activity, but when it comes to consolidated views and contextual understanding of
spend in relation to a supplier contract, the Supplier Contract Header is the most appropriate choice.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



8. What is a necessary step when a specialist notices data inconsistencies in
supplier invoices?

A. Initiate a system update
B. Document the findings
C. Create a custom validation

D. Notify the management

The necessary step when a specialist notices data inconsistencies in supplier invoices is to document the
findings. Documenting the findings allows the specialist to create a record of the specific inconsistencies
observed, which is crucial for further investigation and resolution. This step ensures that there is a clear trail of
evidence that can be referenced later, whether for auditing purposes, for communicating with the supplier, or for
adjusting internal processes to prevent similar issues in the future. Creating a custom validation is not typically
the immediate response to observing inconsistencies; instead, it might be a longer-term action taken after the
inconsistency has been properly analyzed and understood. Notifying management may also be important, but it
typically follows the documentation step, as management needs to be informed of the findings and the potential
impact based on the documented evidence. Initiating a system update would generally be part of a corrective
process but is not an appropriate immediate response to inconsistencies detected in invoices. Thus,
documenting the findings serves as the foundational step in properly addressing the inconsistencies.

9. If a journal is in "posted” status, what actions can be performed on it?
A. Edit or Delete
B. Unpost only

C. Submit or Cancel
D. No actions available

When a journal is in "posted” status, it indicates that the journal entries have been finalized and are part of the
official financial records. At this stage, direct modifications such as editing or deleting are not permissible to
maintain the integrity of the financial data. The primary action that can be performed on a posted journal is to
unpost it. This action allows users to reverse the posting, thereby making it possible to amend or correct the
entries before they are re-posted. This capability to unpost is essential for ensuring that any errors or
adjustments can be handled appropriately, while still preserving the overall accuracy and reliability of financial
reporting. The other options do not align with the restricted actions allowed on a posted journal. For instance,
submitting or canceling does not apply once a journal has been posted, and no actions being available would
hinder necessary adjustments, which can be resolved through the unposting process.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions
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10. Which of the following is an example of a custom report task in Workday?
A. Exporting a list of users
B. Running a sales summary
C. Assessing tax liabilities
D. Running copy custom report task

The choice of running a copy custom report task is accurate because it specifically refers to an action that is
typically performed within the context of custom reporting in Workday. Custom report tasks allow users to create
tailored reports that meet specific business needs, which may involve copying existing reports to modify them or
create new versions that incorporate different data sets or parameters. This capability is essential for
organizations looking to maintain flexibility in report generation and to ensure they can adapt their reporting to
changing requirements. In contrast, exporting a list of users, running a sales summary, and assessing tax
liabilities represent standard report functionalities or predefined processes within Workday rather than custom
reporting tasks. While these activities involve generating reports or data, they do not inherently reflect the
customization aspect that is characteristic of the designated custom report task, limiting their classification in
the same category.

Sample study guide, visit https://workdayproprocuretopay.examzify.com
for the full version with hundreds of practice questions



Next Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we'd love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:
https://workdayproprocuretopay.examzify.com

We wish you the very best on your exam journey. You've got this!
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