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Grant Reporting Essentials
In Workday



Agenda/Learning Objectives

• Understand fundamental details  about Workday conversion and journal sources to consider when running 
Grant related reports

• Understand why reports  that were designed for different purposes may return different results  for the same 
Award or Grant

• Learn how the Award Billing Summary report provides insight into how Cost Reimbursable invoices are 
produced by RSP Staff in Workday

• Become familiar with report that shows transactions by object class

• See a preview on an upcoming Worksheet reporting option



Workday Reporting Resources
Fin a n ce  Re p or t in g Tip s
• Journal Entry Matrix 
• Journal Sources
• Book Codes
• Funds & Fund Hierarchy
• Ledger Accounts
• Spend and Revenue Categories

Reporting in Workday
•Finding a  Report
•Run and  View a  Report
•Take  Availab le  Actions on  a  Report
•Exporting a  Report
•Running a  Report
•Scheduling a  Report
•Report Outpu t
•Sharing a  Report
•Viewing Reports
•How to  Save  a  Prom pt
•Basics of Reporting in  Workday How-To Video
•Additiona l Resources
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W h a t  a re  J o u rn a l So u rc e s ?
• Jo u rn a l so u rce s  id e n t ify t h e  o rig in  o f e ve ry 
jo u rn a l p o st e d  in  W o rkd a y, h e lp in g  t o  id e n t ify 
h o w  a n d  w h y t h e  e n t ry w a s c re a t e d

• Op e ra t io n a l jo u rn a ls  a re  a u t o m a t ica lly 
g e n e ra t e d  b y o p e ra t io n a l t ra n sa c t io n s  su ch  a s  
P a yro ll, P ro cu re m e n t , Exp e n se   Re p o rt s , o r 
Cu st o m e r In vo ice

• Ma n u a l Jo u rn a l So u rce s  a re  u se r d e fin e d , 
t yp ica lly fo r m o n t h -e n d  a d ju st m e n t s



W h a t  d o  J o u rn a l So u rc e s  d o ?
• Jo u rn a l So u rce s h e lp  o rg a n iza t io n s t ra ce  t h e  

o rig in  o f fin a n c ia l e n t rie s . Use rs  ca n  filt e r a n d  
a n a lyze  fin a n c ia l d a t a  b a se d  o n  jo u rn a l so u rce s

• Op e ra t io n a l t ra n sa c t io n s u se  p o s t in g  ru le s  t ie d  t o  
jo u rn a l so u rce s t o  a u t o m a t ica lly co n ve rt  b u sin e ss  
e ve n t s  in t o  d e b it s  a n d  c re d it s  in  t h e  a p p ro p ria t e  
le d g e r a cco u n t s

• So m e  Jo u rn a l So u rce s in c lu d e  Aw a rd  Co s t  
P ro c e s s in g , o t h e rs  d o  n o t



Award Cost Processing

9

Aw a rd  Cost  Proce ss in g (ACP) is triggered  by spend  transactions 
posting with  a  sponsored  fund  on  a  Gran t worktag. 

• It m aps gran t spend  by Spend  Category to  an  Object Class 
• It  ca lcu la t e s  a n d  p os t s  F&A e xp e n se  a n d  re ve n u e  as transactions 

post
• It  re cogn ize s  re ve n u e  for d irect and  F&A costs as transactions post
• Severa l crite ria  de te rm ine  when  Cost Re im bursab le  Transactions a re  

Ready to  Bill



Operational Grants Journal Sources 

Journal Source Description
Customer Invoice Invoices requesting payment, sent to entities external to the University of 

Wisconsin System.
Customer Invoice 
Payment

Payments received related to a customer invoice.

Facilities and 
Administration Expense

Workday ACP produces facilities & administration entries for spend 
transactions that post to grants.

Grant Revenue Workday ACP produces grant revenue recognition entries for spend 
transactions that post to grant that are on Cost Reimbursable Award Lines.

"ACP" Award Cost Processing



Key Manual Grants Journal Sources 
Journal Source Description
Manual Journal - Cost 
Share Only

To record Cost Share F&A expenses, Third Party, and Waived Facilities & 
Administration Cost Share entries.

Manual Journal - F&A 
Adjustments

To make changes to the F&A expense/revenue posted to a grant.

Manual Journal - No 
Award Costs

To make adjustments to grants that should not process award costs.

Residual Balance 
Transfer

To transfer the remaining cash balance to a Residual Balance Program if 
the award permits.

Grants LTD Conversion Grants Life to Date for all Grants associated with a converted Award in 
Workday - includes Award Cost Processing

Grants LTD Conversion - 
Reversal ACP OFF

Reversal of Grants LTD Conversion jounral WITHOUT ACP

General Ledger 
Conversion

FY23-25 General Ledger Conversion for all Worktags - No ACP

"ACP" Award Cost Processing



Conversion approach comparison
General Ledger Conversion
 

• ALL Driver Worktag types
• FY 23, 24 and 25 only
• Summary by month

Journal Source: 
General Ledger Conversion

Grants LTD Conversion

• Grants on converted Awards only
• Complete SFS transaction history
• Summarized by worktag 

combination in total

Journal Sources:
Grants LTD – Conversion and
Grants LTD Conversion - Reversal ACP 
OFF





Comparison of Accounting Methods
Cash Basis   
 

Record when cash is 
received or paid

Benefit: Simple

Example: Record 
salary expense when 
paid

Accrual Basis

Record when expense is 
incurred or income is 
earned

Benefit: Accuracy

Example: Record salary 
expense in the period 
the employee worked



P a yro ll Fo rw a rd  Ac c ru a l 

 P a yro ll e a rn e d , b u t  n o t  p a id  in  a  p e rio d

 Exc lu d e d  fro m  Aw a rd  Bu d g e t  t o  Ac t u a ls

Frin g e  Be n e fit  Fo rw a rd  Ac c ru a l 

 Frin g e  b e n e fit s  a t t rib u t e d  t o  p a y e a rn e d , b u t  n o t  p a id  in  a  p e rio d

 Exc lu d e d  fro m  Aw a rd  Bu d g e t  t o  Ac t u a ls

Re c e ip t  Ac c ru a l 

 Go o d s o r se rvice s  re co rd e d  a s  re ce ive d  b u t  n o t  p a id  in  a  p e rio d

 No t  ye t  e xc lu d e d  fro m  Aw a rd  Bu d g e t  t o  Ac t u a ls

Accru a l Jou rn a l Sou rce s



Tru e  o r Fa lse ?

Th e  re su lt s  d isp la ye d  o n  fin a n c ia l re p o rt  d e p e n d  
o n  w h ich  Jo u rn a l So u rce s  a re  in c lu d e d  o r 
e xc lu d e d .

Kn ow le d g e  Ch e ck



Sponsor Invoicing in Workday

Transaction Posted on a Grant 

Always a Billable Transaction



Transaction Billing Method Overview
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Award  
Se tup

Award  and  
Billing Plan  
Se tup  is 
com ple te

Spend on  
Grant

Charges post to  
Grants on  
Award  Lines 
associa ted  with  
Billing Schedule

Award  Cost 
Processing

Revenue  
Recognition

F&A Calcu la tion  
and  Posting

Tra n sa ct ion  
Billin g St a t u s

Genera te  
Invoices

Crea te  Invoices 
for Cost 
Re im bursable  
Award  
Transactions 
task

De live r to  the  
Sponsor

Record  
Deposit /  

Apply 
Paym ent

Paym ent 
deposited  in  US 
Bank Account

Paym ent 
m atched  to  
Workday invoice  



The Billing Schedule
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The  Billin g Sch e d u le  de fines invoicing de ta ils for se lected  award  
lines. Bill-to  contact in form ation , b illing m e thod , invoice  type , 
frequency, and  b illing lim its a re  stored  in  Billing Schedules. 

• Most award  lines e ligib le  for b illing should  have  a  b illing 
schedule

• Not true  for Cos t  Sh a re  Gra n t  award  lines

• The  b illing schedule  de fines how and  to whom invoices will be  
sen t for associa ted  award  lines

• Billing Schedules can  be  shared  across award  lines on  m ulti-
line  gran ts/awards, or separa te  b illing schedules can  be  
e stab lished  for som e  or a ll award  lines



Billing Schedule types
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Fixe d

• Clin ica l tria ls
• No pre -de te rm ined  

funded  am ount or 
invoice  schedule

• Revenue  recognized  
as invoices a re  
genera ted

Pre p a id

• Pre-de te rm ined  
schedule  or when  a  
de live rab le  is  
com ple te  

• Deferred  Revenue  
Accounting 

• Revenue  recognized  
as expenses a re  
incurred  

Le t t e r  o f Cre d it

• Awards tha t will be  
re im bursed  by LOC 
draw in  Sponsor 
system

• Revenue  recognized  
as expenses a re  
incurred  

Cost  Re im b u rsa b le

• Invoices tha t de ta il 
expenditu res 
incurred  th rough  a  
specific pe riod

• Revenue  recognized  
as expenses a re  
incurred

Award  Line  Type :
 Fixe d

Award  Line  Type : 
Cos t  Re im b u rsa b le

Award  Line  Type : 
Cos t  Re im b u rsa b le

Award  Line  Type : 
Cos t  Re im b u rsa b le

Billing Type : 
In s t a llm e n t

Billing Type : 
In s t a llm e n t

Billing Type : 
Tra n sa ct ion

Billing Type : 
Tra n sa ct ion

Sponsor Billing and Accounts  Receivable Touchpoints  Job Aid

https://kb.wisconsin.edu/workday/internal/146959


Transaction-Based Billing
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Sponsor re im burses for actua l d irect and  F&A expense  transactions
Requirem ents for Tra n sa ct ion  b a se d  b illing m e thod

Gra n t / Fu n d /
Ob je ct  Cla ss  
p re se n t  on  
a ccou n t in g

Sp e n d  
Ca t e gory 
in clu d e d /  

Le d ge r  Accou n t  
is  e xp e n se

Billin g 
lim it / Aw a rd  

Fu n d e d  
Am ou n t  n o t  

e xce e d e d

Aw a rd  Lin e  
Da t e s  a re  

con s id e re d

Sp on sore d  
Fu n d

Billin g 
Sch e d u le  is  
a p p rove d

Billin g 
St a t u s  is  n o t  

on  h o ld

Tra n sa ct ion  
Se t t le d

Ready to  Bill



Cost Reimbursable Line Statuses

Transactions that appear on the Award 
Budget to Actuals and other Workday 
reports may or may not be Ready to 
Bill based on several factors.

Manage Statuses Impacting Award 
Transactions tip sheet

https://kb.wisconsin.edu/workday/internal/149044
https://kb.wisconsin.edu/workday/internal/149044


Knowledge Check

Which are factors in determining if a 
transaction on a grant can be billed to 
the sponsor?
A. Settlement status
B. Award Line Dates
C. Billing Schedule Status
D. Award Funding Totals/Billing Limits
E. All of the above



• Ob je c t  Cla s s  Se t  d e fin e s b u d g e t  
a n d  e xp e n d it u re  ca t e g o rie s  
a cco rd in g  t o  yo u r sp o n so rs  
t e rm s.

• Ob je c t  Cla s s  Ma p p in g  m a p s 
in t e rn a l sp e n d  ca t e g o rie s  a n d  
p a y co m p o n e n t  g ro u p s t o  
Ob je c t  Cla ss .

• W o rkd a y u se s Ba s is  Typ e  t o  
d e t e rm in e  if e xp e n se s a re  
e lig ib le  fo r F&A ca lcu la t io n .

• Mod ifie d  To t a l Dire c t  Cost

• Tot a l Dire c t  Cost

Spend Category / 
Pay Component Group

Object Class
Travel

Airfare

Rental Car

Hotels

Per Diem

Cost  Ba s is  Typ e s

Sa la rie s
Frin g e

Su p p lie s
Tra ve l

Su b con t ra c t s
Ot h e r Dire c t

In d ire c t  Cost s
Eq u ip m e n t

St ip e n d s
P a t ie n t  Ca re

To t a l Dire c t  Co s t s

MTDC

Taxicab

Ob je ct  Cla ss  Ma p p in g

Wh a t  is  Ob je ct  Cla ss?



Object Class High ligh ts

• Maps spend categories, spend category hierarchies, and pay 
component groups to the object classes established in the Object Class 
Set

• One group of mappings per Object Class Set

• Default Object Class of Non-Standard is established for anything that 
doesn’t otherwise map (for the UW this maps to the non-standard 
object class)

• Expenditure Treatment is used as the exception worktag to allow for 
more mappings not possible with spend categories alone (currently 
used for foreign travel and equipment)



• Ba sis  Typ e s  in  W o rkd a y a re  u se d  t o  h e lp  d e t e rm in e  w h a t  sp e c ific  e xp e n se s  
(o b je c t  c la sse s) a re  in c lu d e d  in  t h e  b a se  fo r ca lcu la t in g  fa c ilit ie s  a n d  
a d m in is t ra t ion  co st s

Basis Types

Bas is  Type
Salaries  and Wages

Salaries  Wages and Fringe

Total Direct Costs

Modified Total Direct Costs

NIH Training

NIFA



Object Clas s Description Bas is  Types
Personnel Salary and wages for employees working on grant funding S&W, SW&F, MTDC, TDC, NIFA, NIH Training

Stipend Payments  made to individuals  such as  students  or trainees in a 
fixed amount for educational or training activities  not considered 
as  salary.

NIFA, NIH Training, TDC, MTDC

Fringe Benefits Employee compensation beyond regular wages, such as  health 
insurance, leave, and pensions

NIFA, NIH Training, SW&F, TDC, MTDC

Tuition Remission Benefit to graduate and professional students  holding specific 
positions to help alleviate the cost of tuition.

TDC

Supplies The purchase of good like lab supplies, materials, and other 
expendable items.

NIFA, NIH Training, TDC, MTDC

Domestic Travel Expenses related to domestic travel. NIFA, NIH Training, TDC, MTDC

Foreign Travel Expenses related to foreign travel. NIFA, NIH Training, TDC, MTDC

Tuition Expenditures  for tuition payments TDC

Equipment Purchase of equipment that meets  the threshold for 
capitalization. 

TDC

Ob ject Classes



Object Clas s Description Bases
Other Direct Costs Expenditures  that don’t fit into a specific object class  and are subject to facilities  and 

administration costs.
MTDC, NIFA, NIH Training, 
TDC

Other Direct Costs-No 
IDC

Expenditures  that don’t fit into a specific object class  and are not subject to facilities  
and administration costs.

NIH Training, TDC

Subcontracts Expenditures  services or activities  related to subcontracted work on a research 
project.

NIH Training, TDC

Patient Care Costs Expenditures  tracking the costs  of routine and ancillary services provided by hospitals  
to individuals  participating in research programs.

NIH Training, TDC,  MTDC

Indirect Costs Expenditures  for tracking in-direct expenses that are necessary for doing business  but 
are not specifically tied to an award or grant.

N/A

Program Income Expenditures  tracking gross  income earned by a grant recipient that is  directly 
generated by a grant-supported activity or earned as  a result of the award during the 
period of performance

N/A

Waived F&A Expenditures  tracking the manually calculated difference between the full F&A rate 
and the Sponsor funded rate recorded as  Cost Share." 

N/A

3rd Party Cost Share Expenditures  for tracking cost share expenses that are provided by a third party. Such 
as  by a subrecipient to help an awards cost share commitment.

N/A

Non-Standard Expenditures  for tracking transactions that post to an award that we would traditionally 
not expense to see directly charged to a grant. 

TDC

Ob ject Classes



Examples of Object Class Mapping
Object Class  Mapping by Spend Category

Object Class  Mapping by Pay Component



Knowledge Check: Which one of these object 
classes is not subject to F&A on an MTDC basis?

A. Supplies B. Tuition Remission C. Foreign Travel

D. Personnel



Knowledge Check: Which one of these object 
classes is not subject to F&A on an MTDC basis?

A. Supplies
B. Tuition 

Remis s ion C. Foreign Travel

D. Personnel



Grant reports and intended 
usage

Award Budget to Actuals – Monitor Award Budgets

Transactions by Object Class – Manage transactions that 
posted to specific object class on a Grant/Award. Can flag non-
standard transactions that posted to your grant/award.

Award Billing Summary Report– See the status of Cost 
Reimbursable lines to answer billing questions

Find Grant Journal Lines – See selected GL transactions with 
Sponsored Programs data elements like Award and Object 
Class



Award Budget to ACTUALS (UW)

Prompt:
Company for Financials Report: 
UWMSN University of Wisconsin-
Madison
Award: AWD-004896 DoD team grant 
8/15/2025 (version 0)
Accounting Date on or Before: 
10/31/2025
Add Obligations: Checked

33



Award Budget to actuals (Uw)
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Find transactions by object class
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Prompts :
Award: UWMSN|CCHL5|OVCR|Office of 
the Vice Chancellor for Research
Object Class: Non-Standard

Prompts :
Award: AWD-004896
Object Class: Non-Standard



Find transactions by object class
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Prompts :
Award: AWD-004896
Object Class: Non-Standard



Find transactions by object class

37

Prompts :
Award: 
UWMSN|CCHL5|OVCR|Office of the 
Vice Chancellor for Research
Object Class: Non-Standard



Award Billing Summary Report (UW)

• See the complete Cost 
Reimbursable Billing 
picture for selected 
criteria

• Accounting Date 
prompts have a defect 
logged



Award Billing Summary Report (UW)



Find Grant Journal Lines

• Journal Line focused report 
specifically for Sponsored 
Programs

• Includes Award, Object 
Class, Salary Cap, and ACP 
originating transaction 
details

• Send results to an Excel 
pivot table to analyze



Grants LTD Converted Amounts



Budget to Actuals Worksheet 
Template - Disclaimer
• Th is  p re se n t a t ion  m a y co n t a in  fo rw a rd -lookin g  s t a t e m e n t s  fo r w h ich  t h e re  a re  

risks , u n ce rt a in t ie s , a n d  a ssu m p t ion s.
• Fo rw a rd -loo kin g  s t a t e m e n t s  in c lu d e  a n y co m m e n t s  re g a rd in g  Un ive rs it y o f 

W isco n sin  Syst e m  d e sig n  co n sid e ra t ion s o r p la n s  fo r fu t u re  p ro ce sse s, a s  w e ll 
a s  a n y co m m e n t s  co n ce rn in g  n e w  fe a t u re s  a n d  co n fig u ra t ion s .

• Fo rw a rd -loo kin g  s t a t e m e n t s  a re  su b je c t  t o  ch a n g e , a n d  t h e re fo re , w h a t  is  se e n  
t o d a y co u ld  d iffe r m a t e ria lly fro m  re su lt s  im p lie d  b y t h e  fo rw a rd -lookin g  
s t a t e m e n t s.



Budget to Actuals Worksheet 
Template
• Initial solution under development to 

address need for reporting on all four 
drivers at the same time

• Will use existing driver budget to 
actuals report as the base



Budget to Actuals Worksheet 
Template
• Live Demo



Larger WEST Worksheets rollout plan

• Worksheets job aid 
• How-to video 
• News article
• eLearning or Workshop
• Reporting Web Page



Worksheet Sharing Consideration

When a Worksheet with live data is 
shared, it will display data with the 
security of the person who last 
refreshed the live data.  
When the recipient refreshes the data, 
it will show them what they can see 
based on their own security roles.



Thank you!

Ben Biltz

Bridget Montour

Priya Rajani
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