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Workday provides several Grants reports which are available through the Grants 
application on the Workday homepage. These reports are available to those with the 
role of Grant Financial Analyst and Principal Investigator/Grant Manager. 

• Grant Financial Analyst – View only access 
• Principle Investigator/Grant Manager – Initiator role to create requests, view data, 

and approval access 

Access Grant Reports 
On the homepage, under the Applications section, click the Grants Management icon. 
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Grants Management 
The Grants Management dashboard contains the Budget Snapshot for all of the Active 
Awards associated with the person signed into the system. In addition, down the right 
side of the screen, a list of system shortcuts, based on functional area, is displayed. 
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Active Award Budget Snapshot 

 

The following columns are included in the Active Award Budget Snapshot report: 

• Award – Award name, award number, and the start date of the award. 
• Grant – Grant number and name. 
• Budget – Budget for the entire grant lifecycle. 
• Total Spend and Committed – Actual revenues for the entire grant lifecycle. 
• $ Remaining – Remaining revised Budget, after subtracting Actuals, Obligations, 

Commitments and Reserved Journals for the entire grant lifecycle. 

Export to Excel 
To export the data from the Grants report into Excel, click the Settings icon in the upper 
right corner of the report, select Edit Settings and click Download to Excel.  
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Drill into Data 
1) To view detailed information on a specific item or amount in a report, click on a 

blue item/amount to bring up additional details.  

 
The system opens the detail information for the item/amount selected.  

2) Click the drop down arrow in the View by field to select the criteria to filter the 
data. An additional filter can be added by selecting another field in the And then 
by field. 

3) Click Refresh to view the details of the filters applied. 

 
 

System Shortcuts 
On the right side of the Grants Management dashboard, there is a list of shortcuts for 
Budgetary Reports, Award Management, Transactional Reports, Effort Certification 
Reports, and Links. 

To view the related data, click the corresponding shortcut to navigate to the report 
screen, enter your filter criteria, and view the related data. 
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Budgetary Reports 
The Grant Summary by Ledger Account report contains all transactional activity for 
the selected grant’s lifecycle by parent and child account.  

1) Select criteria to filter this data by clicking on the prompt icon in the associated 
search field.  
• Enter the grant number or part of the grant name in the Grant & Grant 

Hierarchies field to return a list of available grants matching the criteria 
entered. 

• Enter an award number or part of an award name in the Award field to return 
a list of available awards matching the criteria entered. 

Note – To view the Cost Share Budget and Actual Data related to the grant, select F16 
from the Fund option in the Worktags field. 
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2) Click the OK button in the bottom left corner to run the report. 

The report displays the results for the Grant Summary by Ledger Account report. 

Note – All data is from the start of the grant up through current day activity. 

 
The Budget Summary by Grant report shows the financial overview for the grants for 
which you have access.   

1) Access information for a specific grant or award by entering the associated 
number or part of the name in the corresponding field of Grant(s) or Award.  

2) Click the OK button to view the data. 
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The report displays the results for the Budget Summary by Grant report, with the start 
date of the grant listed in the award name column. 

 

Award Management 
Tasks for My Awards displays a list of tasks that need to be completed for an Award. 
For example; end of Award reporting, technical reports due, invoice reviews, etc. Grants 
Accounting will assign tasks to the Principle Investigator/Grant Manager on an as-
needed basis. 

1) Click the prompt icon in the Award Role field and click Award Organization 
Role to select your role in the grant. 

2) Click the OK button at the bottom left of the screen to display the assigned tasks. 

 

Transactional Reports 
The Transactional Reports shortcuts contain links to view current financial 
transactions within the system associated to your grants.  

Once a report displays, transactional details can be drilled into by clicking the twinkie to 
the right of the magnifying glass in the first column of any line. 
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Additionally, the report can be downloaded into an Excel spreadsheet, or printed, by 
clicking the corresponding icon located on the right side of the banner. 

 

• Find Requisitions for Organization 
• Find Purchase Order Line and Line 

Splits for Organization 
• Find Supplier Invoices for 

Organization 
• Find Expense Report Lines for 

Organization 
• Find Spend Authorization Lines for 

Organization 
• Find Journal Lines for Organization 
• Find Procurement Card 

Transaction Verifications 

 

 

Effort Certification Reports 
The Effort Certification Status Report shows the overall estimated percentage 
allocations, by semester, for time and effort spent on sponsored projects and non-
sponsored time. The effort certification process is a method for confirming that charges 
made to sponsored awards are reasonable in relation to the work performed, and is 
processed every semester. The certification request is sent out to the PI/Grant 
Manager’s Inbox as well as an email. 
 
Note- This status report is for review only – no certifications on time and effort can be 
made from this report. PIs/Grant Managers will still receive a notification in Workday 
when certifications are due. 
 

1) In the Organization field, click the prompt icon and select All Active Grants to 
get information on those grants for which you are associated. 

 
2) Click the OK button at the bottom of the screen to run the report. 
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The results display the certification status for the selected grants for the specified time 
period. 

  

Links 
The link to the Bank of America Works site allows the card holder to view the current 
open balance available on their card, as well as provides a venue to dispute charges. 
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