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Finance: Quarterly Actuals Certification 

   

Quarterly Actuals Division Manager Certifications 
Division Managers must run the Quarterly Actuals report in order to identify and explain 
variances on the year-to-date actuals for Cost Centers within Divisions. This process 
must be completed on a quarterly basis to allow for the accuracy and completeness of 
financial information. 

Notifications 
Division Managers will receive notifications on the first Monday after the quarter-end, 
advising Division Budget Managers to run the Operating Actuals Variance Report. Note 
– there will be repeat reminders sent out to all Division Budget Managers until the due 
date of the 15th of the first month of the quarter. 

Run the Variance Report 

1) In the Search field enter Operating Actuals Variance Report and select the 
appropriate action from the search results. 

 
2) From the Operating Actuals Variance Report screen, complete the following 

fields: 
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o Organization: Select the Division name to return all associated Cost 
Centers within the report. 

o Period: Click the prompt icon and select the last period of the quarter.  
 

 
 

3) Click the OK button. 

The Operating Actuals Variance Report displays. 

 

The report displays the specific Cost Centers within the selected Division. These Cost 
Centers expand to display the corresponding account summaries and accounts. The 
amounts displayed in the columns are viewable and drillable including the variance $ 
column. Note: If a cost center changed divisions from the prior year, the cost center will 
be listed in both divisions since the report shows prior year actuals.   
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Division Budget Managers will compare the current FY Actuals column against the 
previous fiscal year Actuals for any cost center line with a flag in the $ Variance 
column. Note – The comparison will be on an aggregated basis, meaning the current 
Actuals include all year-to-date information up to and including the selected month. 

On the far right of the Operating Actuals Variance Report header bar are two icons. 

   

4) Click the Excel icon to download the report into Excel. Note – Due to report 
limitations, the variance flag will disappear in the downloaded Excel version.   

5) Add comments into the Comments column for those cost centers that have a 
variance flag associated with it (viewed in Workday) at the expanded account 
level. Note – Due to report limitations, the cost center, account summary, and 
account will show a variance flag only in Workday and not in the downloaded 
Excel version.  If the cost center has a variance flag however, there is not one 
account summary or account that equates to the variance threshold then, please 
explain those accounts that make a majority of the flagged variance difference.  
Note: The downloaded Excel version is not drillable. 
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Upload the Updated Report 
When all of the comments have been entered into the Excel file, the Division Manager 
will then upload the report back into Workday. 

1) In the Search field enter Create Request and select the appropriate action from 
the search results. 

 
2) From the Create Request screen, select Quarterly Division Manager Report 

from the Request Type field. 
3) Click the OK button. 
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The Quarterly Division Manager Report questionnaire displays. 

4) Complete the questionnaire as needed. 
5) Click the Select Files button to browse to and upload the Excel file.  
6) Click the Submit button to finish this process. 
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