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HR Workday Town Hall Agenda
April 17, 2024

• Welcome

• Payroll Costing Allocations

• HR Security Roles in Workday

• Workday Insights

• Next Steps/Q&A
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Payroll Costing Allocations
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Payroll Costing Allocations

• Payroll Costing Allocations (PCAs) are used to distribute 
payroll costs to the appropriate driver worktags (Cost Center, 
Gift, Grant, etc.).

• Costing allocations are maintained for workers through the 
Assign Costing Allocations task.

• You must have the security role of Manager, Cost Center 
Manager, or Payroll Costing Initiator to create or edit a Payroll 
Costing Allocation in Workday.

• Each employee can view their own costing allocations in 
Workday by navigating to the Pay tab under their personal 
profile.
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Payroll Costing Allocations
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Worker Costing Allocations (WCAs)
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Costing Hierarchy for Employee Earnings

Worktag Overrides entered through payroll inputs and Kronos 
payroll input

Worktag values entered through compensation (i.e., one-time 
payments)

Worker Costing Allocation (specific earning for a worker)

Position Restriction Costing Allocation

Default Organization Assignments (for specific worker)
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Worker Costing Allocations (WCAs)

WCAs are only applicable for the following types of 
Allowance Plans:

• Academic Overload Allowance (AOL)

• Administrative Supplement (ADS)

• House Staff Supplement (HSS)

• Service Free Stipends (STP) 
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Worker Costing Allocation (WCA)
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Worker Costing Allocation (WCA)
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Position Restriction Costing Allocations (PCA)

Position Restriction 
Costing Allocations 
are the standard 
payroll costing 
allocations in 
Workday.
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Position Restriction Costing Allocations (PCA)
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Position Restriction Costing Allocations (PCA)



16

DRAFTDRAFT
Position Restriction Costing Allocations (PCA)
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Common PCA Questions & Errors

Follow the guides:
PCA Guide for Non-Research

PCA Guide for Research

The effective date must be the start date of the current or 
future pay period (or hire date).

Do not enter expired grants (or expiring this month) into your 
PCAs. You will have to do a Payroll Accounting Adjustment (PAA) 
because Workday will charge the default org cost center.

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/PCA.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Research/PCA%20for%20Research.pdf
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Common PCA Questions & Errors

Pay attention to driver worktags (Gift, Grant, etc.) and related 
worktags as you enter each line of the costing allocation.

It is best practice to add a new line when you need to enter a 
new funding source and delete the old line.

If someone is hired into an existing position, it is common for 
an employee to inherit an existing allocation. Update the Start 
Date to align with the new employee’s effective date.
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Default Organization Assignments

• Default Organization Assignments are required on 
every position. 

• The Default Organization assignments must include 
Company, Cost Center, Function Code, Fund, & 
Operating Entity worktags.

• The Default Cost Center associated with a worker is 
used as the cost center to charge salary/benefits for 
a worker when there is an expired or missing costing 
allocation. 
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Default Organization Assignments
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Default Organization Assignments

If the Default Organization 
Assignments are incorrect, 
the employee’s Manager 
can correct the 
assignments. 

Under the employee’s 
profile, click Actions > 
Organization > Change 
Organization Assignments.
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Costing Allocation Review

Initiators and Approvers should review costing allocations each month to ensure salary 
expenses are costed accurately.

These reports are available in Workday to 
assist with your review:

All Position Restrictions Costing Allocations

All Workers Costing Allocations

RPT144 CR Vanderbilt Effort – Position Restrictions

Payroll Costing changes must be submitted and approved by the payroll deadline to be 
included with the regular payroll.

The payroll calendar is published on the 
VUMC HR Website:

https://hr.vumc.org/payroll/payroll-calendar

https://hr.vumc.org/payroll/payroll-calendar
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Best Practice – Position Creation



24

DRAFTDRAFT
Position Creation Process

 Should create position PRIOR to creating a job requisition for recruiting, 
including any position costing allocation updates.

 Allows for position number to be created, which helps in the approval process 
for those areas where a position number is required to be submitted in the 
PAR process.

 Job requisition only allows one costing allocation to be added. Adding the 
costing allocation on the position, helps with providing additional information 
in the approval process through reporting.
• Default cost center used on job requisition
• Multiple costing allocations 
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Initiate create 
position

Approval of 
position

Change 
organization 
assignments

Assign costing 
allocation for 

create position

Initiate job 
requisition

Approval of 
position by 
manager

Approval of 
position by 
Divisional 
Approver 
(if applicable)

Approval by 
CLC

(if applicable)

Business Process 1: Create Position

Business Process 2: Create Job Requisition
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HR Security Roles in Workday
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Current HCM Roles (for departmental users)

 Roles
• Manager
• HCM Business Manager
• HCM Business Assistant with Compensation
• HCM Business Assistant without Compensation.

 Assigned at the supervisory organization level
• Manager – access to sup org the role is assigned
• HCM Business Manager, HCM Business Assistant roles – 

access to the sup org assigned and inherits down
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Organization Hierarchy Assignment

HR Administration 
(S108210AA) 

Amy Schoeny

HR Operations 
Admin (S108219AA)

Karen Rolling

HR Operations 
Support 

(S108299AA)

Misty Miller

HR Emp Service 
Center 

(S108224AA)

Eboni Smith

HR Emp Service 
Center 

(S108218AA)

Kelvin Brooks

HR Operations 
Support 

(S108298AB)

Meredith Hale

HR Systems Data 
(S108217AA)

Jim Ziemba

HR Comp/Benefits 
Admin (S108212AA)

Rick Ohmer

HR Benefits 
(S108214AA)

Tracie Hadley

HR Compensation 
(S108213AA)

Heidi Brunner

Assignment here allows 
you to see this level and 
everything below
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Manager Role
 Manager – only one manager can be assigned to a sup org

 People manager – individual who has other people reporting to 
them

 Business processes related to the management of their team, 
including the initiation of:

• Job requisitions
• Recruitment
• Hiring
• Onboarding
• Data changes (reclassifications, compensation changes, etc.)
• One time payment
• Performance Management
• Time Off approvals

 First approvers for some financial transactions, such as expense 
reports, Pcard and T&E card transactions
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HCM Business Manager Role

 HCM Business Manager can be assigned to more than one 
supervisory organization

 Once assigned on a supervisory organization, the role inherits down

 Approving authority for inbox items in place of the manager.

 Ability to review/approve/action steps where manager or 
manager’s manager has a step in the business process.
• Tasks go to the inbox of both the Manager and the HCM 

Business Manager. 
• Once either individual takes action, it is removed from both 

inboxes.

APPROVAL
on behalf of manager
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HCM Business Assistant Role

INITIATE
on behalf of manager

 HCM Business Assistant can be assigned to more than one 
supervisory organization

 Once assigned on a supervisory organization, the role inherits down

 Ability to initiate and view HR processes on behalf of the manager.
• Role included on action steps to support inbox actions on 

behalf of managers.
• Items go to the inbox of both the Manager and the HCM 

Business Assistant where appropriate. 
• Once either individual takes action, it is removed from both 

inboxes.

 The HCM Business Assistant with Compensation is able to view and 
initiate items where compensation is involved. 
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Delegations

 Temporary delegation of business processes to others within 
their supervisory organization when they are unable to 
complete those processes.

 Should be used for PTO and Leave of Absence

 Cannot exceed 16 weeks in length

 Can delegate to peers or superiors without approval, and 
subordinates with approval.

 Some processes are not available for delegation.
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Additional Items

 An individual should not have HCM Manager and HCM Business Assistant 
roles assigned.
• Segregation of duties issue
• May cause a circular issue in the approval process and skip over 

individuals

 How do I request a WD security role?
• Submit a Pegasus ticket
• Please be sure to include all necessary information, including the 

supervisory organization you are requesting access to
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COMING SOON – New HCM Viewer roles

 HCM Leader Viewer 
• View only access to same information as a manager; 
• Inherits access to data down supervisory organization

 HCM Viewer with Comp
• View only access to same information as a manager, but does not 

have access to performance and disciplinary information
• Inherits access to data down supervisory organization

 HCM Viewer without Comp
• View only access to same information as a manager, but does not 

have access to performance, disciplinary, and compensation 
information

• Inherits access to data down supervisory organization
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Workday Insights



36

DRAFTDRAFT

Reminders

 Review your inbox for any outstanding mid-year review 
items you may have. It is important to try to clear those 
items. 

 Make sure you are approving and reporting PTO requests in 
a timely manner. Both entering and approving time off 
requests prior to the end of the pay period is important so 
any downstream impacts on things like effort certification or 
other items is minimized.
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Next HR Town Hall:  

Wednesday, May 15, 10:00 am
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