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RESOURCES AVAILABLE

Requesting the Creation of a New Sup Org

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=f3980c491b41a89027278556cc4bcb96&table=kb_knowledge

Security Role Requests

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=89e1bfe01bfab41047cfffbf034bcb23&table=kb_knowledge

Supervisory Organizations Knowledge Base Article

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=2cb2985f1b243c109068c992604bcb68&table=kb_knowledge

Reviewing Security Role Assignments

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=243d265a1b863c500dbaec21b24bcb3e&table=kb_knowledge

Workday Tools (Chartfield Lookup, Reports Catalogue, Workday to 
PeopleSoft Translation Tool)

• https://finance.ubc.ca/tools

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=f3980c491b41a89027278556cc4bcb96&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=89e1bfe01bfab41047cfffbf034bcb23&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=2cb2985f1b243c109068c992604bcb68&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=243d265a1b863c500dbaec21b24bcb3e&table=kb_knowledge
https://finance.ubc.ca/tools
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WORKDAY STRUCTURE 

AND DEFINITIONS



WORKDAY FINANCE ELEMENTS VS. FMS CHARTFIELDS
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Business Unit

DeptID

Project/Grant (PG)

Program Code

Account

Fund

PeopleSoft

Cost Center

Program

Program

Ledger Account

Project

Grant

Gift

Activity

or

Workday

or

or

or

+

Fund

Company

Revenue Category

Spend Category

or

Such as:

Cost Center/Program/Grant Manager

Cost Center/Program/Grant/Project/Gift 

Financial Analyst

Cost Center/Program Financial Payroll 

Analyst

These FDM 

worktags have 

associated security 

roles to allow users 

to see and do what 

they need to do 

their jobs



An Example of a Cost Center could 

be Faculty of Arts, for example. A 

Program underneath that Cost 

Center could be ‘Administration’.

FINANCIAL STRUCTURE – COST CENTER HIERARCHY

• A hierarchy arranges a group of worktags in an 

“org chart” fashion

• Cost Center is the minimum lowest level which 

means there does not need to be a Program, Gift 

of Grant attached to it.

• All revenues and expenses are charged to a 

Program, Grant, Project, Gift, or Gift Initiative

• This allows for robust reporting and each of 

these levels

• In some cases, revenues/expenses are 

charged to a Cost Center

• You can consult the PeopleSoft/Workday 

Translation Tool to see how previous PeopleSoft 

chartfields were converted into Workday

Cost 

Center
Cost 

Center

Cost 

Center

Grant GiftGrantProgramProjectProgram

Cost Center 

Hierarchy 

(ies)

Cost 

Center

https://finance.ubc.ca/tools


SUPERVISORY ORGANIZATIONS

A Supervisory Organization in 

Workday is a group of employees 

who report to the same Manager

A Manager in Workday is responsible for 

the hiring, managing, and termination of 

their employees. Unionized Supervisors 

are not Managers in Workday. 

Manager A

Sup Org A

Manager B

Sup Org B 
Assignable Security Roles:

Manager

HR Analyst

Timekeeper
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NAVIGATING SUP ORGS



NAVIGATING SUP ORGS

To find a Sup Org which an

employee manages, type their 

name into the Workday search 

bar and navigate to their Sup Org



NAVIGATING SUP ORGS

To find the Sup Org which an employee

belongs to, navigate to their employee 

profile in Workday and click on their Sup 

Org



NAVIGATING SUP ORGS

View all 

subordinate Sup 

Orgs

Sup Org ID

Superior Sup Org

Details 

tab



NAVIGATING SUP ORGS

Q

A

Members tab shows you every 

employee residing in the Sup Org, 

including their Position numbers, 

phone, and email address



NAVIGATING SUP ORGS

A

Roles tab shows you the security 

roles assigned to this Sup Org and 

who they’ve been assigned to
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REQUESTING NEW SUP 

ORGS



REQUESTING NEW SUP ORGS

The first step to request the 

creation of a new Sup Org is to 

consult the ISC Knowledge Base 

Article, linked here.

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=f3980c491b41a89027278556cc4bcb96&table=kb_knowledge


REQUESTING NEW SUP ORGS

Instructions on submitting the 

form can be found at the top of 

the form and in the Knowledge 

Base article in the previous slide



REQUESTING NEW SUP ORGS

Enter today’s date

Select the reason this 

new Sup Org is being 

created

The Superior Sup Org 

is the one that will be 

above the new Sup 

Org

Superior Sup Org ID 

(number) and name can 

be found following the 

instructions in slide 11

New Sup Org name should follow 

the naming convention of other 

existing Sup Orgs residing under 

the Superior Sup Org



SUP ORG NAMING CONVENTION

UBCO | Sup Org Name | Manager’s Functional Organization Unit Name | 

Roll-up Hierarchy for Parent Functional Organizational Units

The Manager’s name will automatically be added in 

parentheses once the Sup Org is created



REQUESTING NEW SUP ORGS

The employee 

managing the new 

Sup Org and their 

Position number

List the Position number of the employee that 

needs Timekeeper security access for this new 

Sup Org if required. Additional security role 

requests will need to be completed after this new 

Sup Org has been created.

Matrix Organization only

needs to be completed if

there is a dual reporting 

relationship

Your name and 

position



SUBMITTING YOUR SUP ORG REQUEST

From the UBC Self Service Portal, click on Request a 

Service > Report an Issue. Input your contact details. 

Select ‘Workday (General)’, add a title and short 

description, attach your completed request form and 

click Submit.
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SUBMITTING SECURITY 

ROLE REQUESTS



SUBMITTING SECURITY ROLE REQUESTS

The first step to submit a security 

role request is to consult the ISC 

Knowledge Base Article, linked 

here.

Remember to request security 

roles for new positions or 

restructures in your unit!

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=89e1bfe01bfab41047cfffbf034bcb23&table=kb_knowledge


SUBMITTING SECURITY ROLE REQUESTS

Finance Director = 

your Finance Manager

HR Submitter = you

Completed templates will need

to be sent to 

finance.ubco@ubc.ca for 

approval 

mailto:finance.ubco@ubc.ca


SUBMITTING SECURITY ROLE REQUESTS

Position ID can be found on the employee’s 

profile if you have HR Analyst/Manager access to 

their Sup Org, or by navigating to the ‘Members’ 

tab of their Sup Org.

There are three options: New 

position, Reorganization, and 

Missing role blocking BPs

This is their Business Title (e.g. 

Director, Financial Operations)



SUBMITTING SECURITY ROLE REQUESTS

Select role from drop-down 

list, or type role name if you 

know what you’re looking for.

This will auto-populate based 

on the role you choose

Finance roles and definitions 

are available in this tab

Enter worktag ID, such as 

Program/Grant/Cost Center 

number, etc.



SUBMITTING SECURITY ROLE REQUESTS

Select role from drop-down 

list, or type role name if you 

know what you’re looking for.

Enter the Sup Org number and 

name

HR roles and definitions are 

available in this tab



Email your completed template to 

finance.ubco@ubc.ca for approval

SUBMITTING SECURITY ROLE REQUESTS

1

Once approved, ensure your template includes

..the Finance Director (Fin Mgr) name and the

indication of approval
2

From the Self Service Portal, click on ‘Workday 

…Access Help’, complete all required field in the form, 

select ‘Batch Role Request’ from the drop-down 

menu, attach your completed template and submit.

3

mailto:finance.ubco@ubc.ca
https://ubc.service-now.com/selfservice
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COMMON SCENARIOS



COMMON SCENARIOS

Why can’t I find the Sup Org 

that I want to hire an employee 

into?

The Sup Org does not exist and needs to be

created! If you search for the employee who

should be the Manager and they do not have a

Sup Org under them, you will need to request

the creation of a new Sup Org.

You do not have HR Analyst security access to 

this Sup Org and need to request the addition of 

HR Analyst security to that particular Sup Org.

OR

There are two possible reasons:

B

A

Remember you will 

need to also request 

HR Analyst access for 

this Sup Org once it’s 

been created



COMMON SCENARIOS

How do I move an existing 

employee into an existing Sup 

Org if they are currently in the 

wrong one?

Email your HR Associate and request they 

complete the Move Worker BP. Let them know 

the employee and their Position ID, along with 

the Sup Org they should be moved to.

Solution:
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Q+A

Next Workday Wednesday: October 20th, 11:00am – 12:00pm

Topic: Claiming your PD Funds (for Staff)

Registration link

https://ubc.zoom.us/meeting/register/u5Yvd-igqDssEt1S1ODeeXGKiwwbg73Uo0Z6

