
  IN  THE KNOW 
 

UBCO's  news le t ter  for  the  la tes t
updates  on  Workday  HR  &  F inance

 

February 2023 | Vol. 42

Please Share/Distribute 



Faculty and staff can now access their payroll-related 2022 T4 and
T4A tax slips for personal income tax returns through Workday. If you
have questions about the information on your T4 or T4A slip, please
submit a Workday support request, using the category Payroll.
For more information on taxes and deductions, visit the T4/T4A FAQS.

T4/T4A Sl ips  for  Facul ty  & Staf f

Revis ion to  Year  End T imel ine:
Cut-of f  for  Retroact ive  Cost ing
Al locat ions  
The cut-off for Retroactive Costing Allocation Change Approvals
has been changed from Friday, March 24 at 5:00 pm to Friday,
March 24 at 12:00 pm. This is the deadline to approve
Retroactive Costing Allocations changes in Workday. Central
Payroll team will process all Payroll Accounting Adjustments
(PAA’s) in March ledgers for retroactive costing allocations
changes that have been approved up to the cut-off. Any
retroactive costing allocation changes approved after will have to
be entered as a PAJ by the units and reversed upon PAA
completion. 
Note: Payroll Accounting Adjustments have been completed up to
and including February 20, 2023. 
For more information on Year End Timelines, please refer to the
Year End Memo

Current employees: see the Find My T2200S Tax Form guide in
the Workday Knowledge Base
Former employees: search and run the T2200S(21) Declaration of
Conditions of Employment - Former Worker Report in Workday.
Your Employee ID will be required for accessing the form.

This means eligible employees working from home during COVID-19
have two options to claim home office expenses: the temporary flat
rate method and the detailed method. Full information about both
options is available on the Claiming Employment Expenses page.

For instructions on how to access your T2200S form:

T2200S Forms for  Facul ty  & Staf f  

https://myworkday.ubc.ca/
https://finance.ubc.ca/payroll/your-taxes/t4t4a-frequently-asked-questions-faqs
https://finance.ubc.ca/system/files/2022-23%20Year%20End%20Timelines%20and%20Procedures_20230224_0.pdf
https://ubc.service-now.com/selfservice/?id=kb_article&sysparm_article=KB0018128
https://ubc.service-now.com/selfservice?id=kb_view2&kb_knowledge_base=af5ffe361b8ad4105edd43b4bd4bcb09
https://finance.ubc.ca/payroll/your-taxes/claiming-employment-expenses-faq


Payrol l  Account ing Journal
(PAJ)  Correct ion
The ISC identified an issue causing a small amount of Faculty and
Staff salaries to incorrectly post to Ledger Account ‘5020:Salaries
| Student’. The issue has been mostly resolved (refer to JE-
0000192181 and JE-0000207803 for FY2023 up to February 15,
2023), but some small amounts may continue to allocate
incorrectly due to retroactive payroll changes. 
If you encounter an incorrectly posted salary amount after
February 15, 2023, please post a PAJ to correct for the affected
position.

Requests that require Financial Reporting approval including:  
New Funds 
New Ledger Accounts 
New Spend and Revenue Categories (including relevant
hierarchies) 
New Functions 
New Cost Centers (including creating new or changes to
existing Cost Centre hierarchies) 

Approval of new worktags for Gifts, Gift Initiatives, Programs and
Projects under the following fund codes:  

FD300 Specific Purpose 
FD400 Scholarships and Bursaries 
FD500 Capital Activities | Unrestricted 
FD550 Capital Activities | Restricted 
FD560 Capital Activities | Restricted | UBCNF 
FD8XX Endowment 
FD900 Related Organizations 
FD910 Investment in GBE 

To allow for a successful Fiscal Year-End closure, the following FDM
changes will not be made from April 3 – 21, 2023: 

Note: If you have an urgent request for fiscal year end 2022-2023,
please indicate this when you submit the FDM change request in
Workday. The ISC will work with the Budget Office and Financial
Reporting to assess the request. 

FDM Change Request  Freeze  for
F iscal  Year-End 



As part of their UBC onboarding process, newly hired employees who
are paid on an hourly basis will now receive a task in Workday to help
them understand how their hours worked are submitted.
The task includes a ‘to do’ for the employee to ask their supervisor or
manager about who will be entering hours (either the employee or
their supervisor) to ensure timely payments. The task also includes a
link to Entering Time (Hourly Staff) for employees to reference if they
will be entering their own hours.

New Onboarding Task for  Hourly
Employee

Expense report number
Merchant name
Original currency and CAD billing amount

New
Prepaid
Pending

Please review all Expense Reports that have a status of "draft"
to either submit for processing or cancel the transaction. 
To find transactions on draft expense reports, use the “Find
My Credit Card Transactions” report on Workday, which
includes the following information:

All Credit Card Transactions, even those that may be
fraudulent should be reconciled.  Do not leave fraudulent
transactions unreconciled.  Report them to Treasury as soon as
possible and reconcile them to an expense account.  Follow
the process to deal with fraudulent transactions found here

To see unreconciled transactions, add the following prompts in
the “Transaction Status” filter:

Once you have identified the expense report, please complete
and submit it. For step by step guide, refer to: View, Edit,
Change or Cancel an Expense Report

Expense  Report  S i t t ing in  Draft
Mode

https://finance.ubc.ca/procure-pay/private/pay/private/credit-cards/fraudulent-transactions-and-disputes
https://ubc.service-now.com/auth_redirect.do?sysparm_stack=no&sysparm_url=https%3A%2F%2Fauthentication.ubc.ca%2Fidp%2Fprofile%2FSAML2%2FRedirect%2FSSO%3FSAMLRequest%3DjVJBbsIwEPxK5DuxSYAKiyBRUFUkChGhPfRm7A1YSuzU69D2900CFfSCKvm0Hs%252FMzniCoiyiis9qfzRb%252BKgBffBVFgb5%252BSYhtTPcCtTIjSgBuZc8m72seBQyXjnrrbQFCWaI4Ly2Zm4N1iW4DNxJS3jdrhJy9L5CTmm9lyGe5z1jP0NpS2rEqRIHCJUlwaJR10a0NNdHorEGxmvZzcOWQwqqVUUb9VwXQFs7Ed2C0g6kp1m2IcGTdRK6rRKSiwKBBMtFQrL1fCBZPBqOVDTOR2M2yJnY50M1jNlwHAuQ%252FQaIqUDUJ7g%252BRaxhadAL4xMSsSjusfbs2AMfMN6Pw%252FFD%252F50E6SWPR22UNof74e3PIOTPu13aSzfZriM4aQVu3aD%252Fn9sbOOwya2jJdNI1xzvP7rbM%252B3bEb4Nkekd3Qm%252FZL1oVb%252F0uF6kttPwOZkVhP%252BcOhG928K6Gro5S%252BPsG2olWvbyD8tpgBVLnGhSh04vs3486%252FQE%253D%26RelayState%3Dhttps%253A%252F%252Fubc.service-now.com%252Fselfservice%253Fid%253Dkb_article%2526sysparm_article%253DKB0016813%2526utm_source%253Dnewsletter%2526utm_medium%253Demail%2526utm_campaign%253Dvpfo_sendy


Procurement  Year  End Processes  

Procurement Team will clarify and confirm all open purchase
orders. Procurement will close POs no longer required or
confirmed complete.
POs with zero balance or small balances will be closed.
Match Exceptions will be followed up with requestors for a
status update, and to provide assistance where required for
resolution

POs can NOT be reopened in a new financial year.
Any invoices in exception must be resolved to be included in
this fiscal year. "My requisitions" report will show you your
requisitions and process progress in Workday 

All purchase orders must be in an issued state.
Punchout/Catalog orders will be manually issued
Requisitions can NOT be in “draft” or “in progress” and will be
cancelled
Receipts can NOT be in “draft” and will be cancelled
Change Orders can NOT be “in progress” and will be
cancelled

March 1st -30th 

Note: 

March 30th 12pm 

In order for the transactions from this year to roll over into the new
year there are system requirements for it to happen and be
correct:

No new Requisitions
No Change Orders
No Receiving

March 30th 5pm: All open POs are rolled into the new fiscal year
March 30th - April 3rd

Procurement will not be able to process any transactions until the
new year has been set up and verified as accurate. This means the
team are unable to do any transactions within Workday including:

March 31st: Enter in new requisitions but ensure it is dated April 1 in
the new fiscal year to be able to proceed.
April 5th: Procurement returns to business as usual 

If you have any questions, please contact: rebecca.way@ubc.ca



Improved Approval  Process  for
Spec ia l  Exemption 13  Suppl ier
Invoices
When an invoice over $3500 is submitted but is considered to be
exempt from needing a Purchase Order based on UBC Finance’s
‘Special Exemption 13’ there will now be a step for review and
approval in Workday by the Procurement Services team before the
Budget Owner(s) approval.  

Ledger Summary – Distributed
Ledger Summary with Payroll Details – Distributed
Grant Cash Ledger Summary – Distributed
Ad Hoc Fin (FD220) & (FD200/210)
Budget to Actuals for Projects – AEF

The ‘Grant, Gift, Project or Program’ column found in the following
reports in Workday has been renamed to ‘Driver Worktag’ and
reconfigured to include Gift Initiative:

Accurate  Dr iver  Worktag
Information in  F inancia l
Reports

New Opt ion to  Select  Pos i t ion
on Export  Reports
Employees with multiple positions will now be able to select the
position for which they are creating an expense report so that it is
sent directly to their appropriate (primary or non primary) Manager
for approval.

The new position selection option will allow employees to choose
their correct position from the start and should eliminate the
situation where managers receive expense claims unrelated to
their area of responsibility.
Note: Claimants, Managers and Delegates should ensure they are
submitting and approving on behalf of the correct position.



The Tri-Agency Guide on Financial Administration and UBC's
Business Expense Rules
FY 23 Form 300 timeline and process
FY 23 Year-End Over-expenditure Clearance process
US Fed Single Audit processes - items for FY 23 Year-End
Workday tidbit: how to identify assigned roles on Grant
Worktags

Call-In: 2022/2023 Year End Timelines and Procedures
When:  March 7, 2023 |  10:30 am – 12:00 pm
Register here

Costing Allocations: Drop-in Session
Have questions about Costing Allocations, or need support to
process a Costing Allocation, please drop in to this zoom session. 
 Note:  This is not a training session but a working session to help
resolve costing allocation questions.
When: March 8, 2023 | 10:00 am -11:00 am | Zoom link

Managing Research Funds: Timely Topics for Administrators
and Finance Managers
This session will cover: 

When: Thursday March 9th, 11:00 am to noon
More information here 

Workday Wednesday: Q & A Session
This Workday Wednesday session will be open to answer any
Workday questions you might have
When: March 15, 2023 | 10:00 am -11:00 am | Zoom link
Feel free to send your questions in advance via Slido or send an
email to olayinka.makanjuola@ubc.ca
Note: Slido link becomes active on March 8 

Procurement Year-End Processes (Drop-in Session)
Rebecca Way will be hosting this session to answer any questions
related to Procurement Year End processes 
When: March 16, 2023 | 10:30 am -11:30 am | Zoom link

Upcoming Engagements

https://usend.ubc.ca/sendy/l/CwmF4oDKt81eflg3NhNh6Q/eSnDys2fddrmPQgLQhqRpA/5EEamPBbvxKqtmvIx06Lhw
https://ubc.zoom.us/webinar/register/WN_WeObJjkISC6yEZXRaI6hlg?utm_source=newsletter&utm_medium=email&utm_campaign=vpfo_sendy
https://ubc.zoom.us/j/67402746361?pwd=YlVTbUxHUksyR1hLT3JIS0lPRTNxQT09
https://finance.research.ubc.ca/announcement/managing-research-funds-timely-topics-administrators-and-finance-managers-mar-9
https://finance.research.ubc.ca/announcement/managing-research-funds-timely-topics-administrators-and-finance-managers-mar-9
https://ubc.zoom.us/j/65081333372?pwd=NVFET1h3WGZjWDYxcWhFTEd3NCswUT09
https://app.sli.do/event/vuAUJYh5zacY7sS3FvUokt/live/questions
https://ubc.zoom.us/j/61944846258?pwd=ejJ4THZVSG5uOVFwMEpxcThCMWdHQT09


My UBC Workday Train ing
All new hires and existing employees are implored to take all
necessary training specific to their function in Workday. 

The 'My UBC Workday Training' report returns a list of enrollment links
for Workday Training courses relevant to you.
This list is based on your employment criteria (e.g.
salaried/hourly/faculty/staff) and current Workday security roles.



PO Exemption Matrix
FAQ: Time Off & Leave of Absence for Managers & Admins
Supplier Change Request: Non Contact Info
Reverse, Copy or Resubmit Accounting Journal
Find Default Cost Center
Change Job: Red or Blue Circle an Employee

Contact  the  Integrated Service
Centre
To speak directly to a service representative, or if the inquiry is
urgent, the ISC can be reached at (250) 807-8163.
Submit a Workday support request here
Hours of operation: Monday - Friday | 8:00am - 5:00pm

Featured Knowledge Base
Art ic les

Workday will be unavailable from 9 pm on Friday, March 10 to 1 am on
Saturday, March 11 (4 hours).

Workday Upcoming Release:
March 1 1

https://finance.ubc.ca/private/resource/po-exemption-matrix
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0018085&sys_kb_id=5a0ec4e61b98e1909068c992604bcb6d&spa=1
https://ubc.service-now.com/selfservice/?id=kb_article&sysparm_article=KB0016755&sys_kb_id=e03e670b1bbddd90b2eda8ecbc4bcbca&spa=1
https://ubc.service-now.com/selfservice/?id=kb_article&sysparm_article=KB0016695&sys_kb_id=094729841b67915045ad766f034bcb0e&spa=1
https://ubc.service-now.com/selfservice/?id=kb_article&sysparm_article=KB0016695&sys_kb_id=094729841b67915045ad766f034bcb0e&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017249&sys_kb_id=452b07a51b5d6550ba8f539f034bcb9e&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0018422&sys_kb_id=d0044f5a1be42510ba8f539f034bcbab&spa=1
https://ubc.service-now.com/selfservice?id=sc_cat_item_v2&sys_id=755a0f911b0eb050b8c7ff3ecc4bcb27
https://ubc.service-now.com/selfservice?id=sc_cat_item_v2&sys_id=755a0f911b0eb050b8c7ff3ecc4bcb27

