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RESOURCES AVAILABLE

Workday Reporting Training Course

• https://wpl.ubc.ca/browse/irp-training/courses/wpl-irp-rpt

Ledger Summary Report Training Video

• https://ubc.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=8382b11b-7a3d-4910-
8b81-abf700730a6e

https://wpl.ubc.ca/browse/irp-training/courses/wpl-irp-rpt
https://ubc.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=8382b11b-7a3d-4910-8b81-abf700730a6e


AGENDA
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1 Security Roles and Ledger Summary Reports

2 Ledger Summary – Distributed Report

3 Ledger Summary – Balances at Cost Center Level Only - Distributed

4 Q+A
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SECURITY ROLES AND 

LEDGER SUMMARY 

REPORTS



SECURITY ROLES AND LEDGER SUMMARY REPORTS

Finance HCM Partner/Analyst

Ledger Summary report. 

Approval role.Worktag Budget Owner
(Cost Center, Program, etc.)

All financial information for 

assigned Cost Centers and 

worktags. Approval role.

Cost Center Financial Payroll 

Analyst

Cost Center Financial Analyst

All financial information for 

assigned Cost Centers and 

worktags. View only role.



SECURITY ROLES AND LEDGER SUMMARY REPORTS

All financial information for 

assigned worktag. 

Approval role.

Program/Grant/Gift Manager

Program/Grant Financial 

Analyst

All financial information for 

assigned worktag. NO payroll 

view. 

View only role.
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LEDGER SUMMARY –

DISTRIBUTED REPORT



LEDGER SUMMARY – DISTRIBUTED REPORT
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The Ledger Summary –

Distributed report  shows 

the balances for all 

ledger accounts under 

Assets, Liabilities, 

Revenues, and 

Expenses for a worktag

(Cost Center, Program, 

etc.) for a defined period



RUNNING THE REPORT

Navigate to the report 

in Workday

To easily find 

worktags

accessible by 

you, select your 

worktag under 

‘My 

Organizations’

Select the Period 

and click OK



READING THE REPORT – COMMITMENTS VS. OBLIGATIONS

Commitments – Purchase Requisitions and Job Requisitions

✓ Purchase Requisitions are considered commitments until the Purchase Order is approved

✓ Job Requisition is an HR business process for advertising vacant positions. Once this 

business process is approved, the system will generate a commitment against that vacant 

position.

Obligations – Open POs and active employees on payroll

✓ Approved Purchase Orders are considered obligations

✓ Once an employee is hired, the future salary related to that position will be considered an 

obligation. Payroll obligations in this report are only shown until the end of a fiscal year or 

the appointment, whichever is earlier.



READING THE REPORT

The report is divided 

into Assets, Liabilities, 

Revenues, and 

Expenses.

Click the grey arrow to expand 

categories

IF a month does not appear it means there are no 
transactions in that month



READING THE REPORT

In this example, we’ll review 

Supplies and Sundries for the 

month of August 



READING THE REPORT

Click and drag to expand your 

window

You can export to PDF or Excel



READING THE REPORT

You can click on any column 

header to filter

Or view by selected parameters



READING THE REPORT

There are many options for 

search parameters. Such as 

searching by PO#, employee, etc.



READING THE REPORT
In this example, we’ve filtered to 

view by Journal Source. You can 

see the breakdown of Expense 

Reports and Supplier Invoice 

totals below.

Let’s see what happens when 

we click the total for Expense 

Reports



READING THE REPORT

Expense 

Report # Cost 

Center

Program 

where 

expense 

was 

charged

Employee 

who 

submitted 

expense 

report

Expense 

Report # Memo

Worktags

and other 

info 

related to 

expense

You can click on the Expense 

Report # to navigate to the 

expense for more information. 

This is also the case for POs, 

Supplier Invoices, etc.



READING THE REPORT

If you want to export the entire 

report to PDF or Excel, go back 

to the report and find these icons 

on the top right.



LEDGER REPORTS – Q&A

Why do benefit costs sometimes post to the Cost Center 

instead of the detailed worktag where the Costing 

allocation is set up?

Q

While the cause is currently unknown, the ISC runs a 

monthly report to identify these cases and then 

processes an accounting journal to move the benefits to 

the same worktag as the salary cost.

A



LEDGER REPORTS – Q&A 

I did a costing allocation however my salary and benefit 

costs still have been moved? 

Q

This is currently a manual process that Vancouver 

Payroll staff complete.  Due to the significant volumes 

they are many months behind.  The status of PAAs is 

updated every Wednesday on the UBC Finance 

Website.  

To find out what period they are currently processing go 

to:

https://finance.ubc.ca/payroll/contact-payroll

A

https://finance.ubc.ca/payroll/contact-payroll
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LEDGER SUMMARY –

BALANCES AT COST 

CENTER LEVEL ONLY -

DISTRIBUTED



WHY IS THIS REPORT USEFUL?

This report shows those transactions that have been charged directly to 

a cost center.

Generally, all transactions should be charged to Program, Grant, Gift 

and never directly to the cost center.

You will also be able to see if a costing allocation has not been done, 

has expired or was done incorrectly.  No worker costing allocations 

should be done directly to the Cost Center.  If you do not complete the 

costing allocation when you hire a worker their salary and benefit costs 

default to the Cost center. 

A



LEDGER SUMMARY – BALANCES AT COST CENTER LEVEL 
ONLY – DISTRIBUTED
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The Ledger Summary –

Balances at Cost Center 

Level Only – Distributed 

report shows the 

balances for all ledger 

accounts under Assets, 

Liabilities, Revenues, 

and Expenses that are 

charged to the Cost 

Center only.



RUNNING THE REPORT

Navigate to the report 

in Workday

Run at the Cost 

Center Level by 

selecting a Cost 

Center in the 

Organization 

field.

Select the Period 

and click OK



READING THE REPORT

Salaries should never be charged to the Cost Center directly. This 

report is helpful in identifying any salaries that require a different 

Costing Allocation, to charge the salary to a lower worktag, such as a 

Program or Grant.



READING THE REPORT

In this example, we’ll look at the student salaries charged to this Cost 

Center for October. Click on the blue amount for more information.



READING THE REPORT

In this column, you’ll be able to see the employees whose salaries 

are being charged to the Cost Center. You’ll then want to process a 

Costing Allocation change for this employee and their position. 

Employee 

name

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=b2669b121b55fc909068c992604bcbf1&table=kb_knowledge


READING THE REPORT

If you want to export the entire 

report to PDF or Excel, go back 

to the report and find these icons 

on the top right.
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Q+A

Next Workday Wednesday: November 17th from 11:00am –

12:00pm

Topic: Internal Service Delivery

Registration link

https://ubc.zoom.us/meeting/register/u5Ykc-iurjwvGd0Hu-mbGUptjNB62HTVX_9g

