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Agenda
March 9, 2023

• Workday Terminology

• Cost Center Manager Role

• Foundational Data Model (FDM)

• Approvals in Workday

• Requisitions & Receiving

• Reporting

• Delegation

• Q&A
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Terminology in Workday: Visit the Glossary on the Training Hub

Workday Term Current Term Definition Notes
Accounting Adjustment Journal Entry Journal entry in Workday to adjust entries 

between worktags or transactions created 
by workflows within Workday.

Manual Journal Entry Journal Entry Adjustments to entries created by systems 
integrating with Workday

Offline form sent to central 
office for Workday entry.

Payroll Costing Allocation EDC (electronic 
distribution change)

Used in Workday to adjust salary distribution 
amounts/percentages for the current and/or 
future fiscal periods.

Payroll Accounting 
Adjustment

RDC (retroactive 
distribution change)

Used in Workday to adjust salary distribution 
amounts/percentages for closed fiscal 
periods.

Supplier Invoice Request 
(SIR)

Check Request Used for payment of Non-Purchase Order 
goods and services

Miscellaneous Payment 
(MP) 

Check Request Used only for Guest Speakers, Honorariums, 
Insurance claimant, Patient Refunds, Sign on 
Bonuses, or Subject Participants.

Offline form sent to central 
office for Workday entry.



Obligations and Commitments

Within Workday, options are available to create Obligations and Commitments in the General Ledger based on supply chain or payroll data. 
Within accounting, an obligation is a commitment to pay a third party based on a business contract, for example Purchase Orders.

Supply Chain

• Approved Purchase requisitions create 
Commitments

• Approved Purchase Orders result in an 
Obligation

• Obligations are relieved as Invoices are 
paid on Purchase Orders, or by closing 
the Purchase Orders

Payroll

• Obligations are built based on 
information within the job record such 
as Standard Working Hours, Salary, pay 
group, hire and termination dates, and 
payroll costing allocation*

• Obligations will build for one fiscal year 
on cost centers, and up to 3 fiscal 
years on sponsored research funding

• Obligations are relieved by the actual 
payroll run

*Payroll Costing Allocations would be Earnings Distributions in our legacy environment
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Cost Center Manager Role



Cost Center Manager
The primary Administrator responsible for the financial performance of a department or division. Responsible 

for budgeting, variance analysis, revenue, purchasing, and personnel. 

Supply Chain (SCM) 
Approvals

Purchase Requisitions

Change Order

Expense Reports

Miscellaneous Payments

Supplier Invoice

Stipend Contract Events

Human Resources (HCM)
Approvals

Position Restriction 
Costing Allocations

Payroll Accounting 
Adjustments

Accounting Approvals

Accounting Adjustments

Manual JE’s



Grants Manager

The primary Administrator responsible for the Grant Administration of a department or division. Responsible 
for budgeting, variance analysis, purchasing, and sponsor reporting. 

Supply Chain (SCM) 
Approvals

Purchase Requisitions

Purchase Order

Change Order

Expense Reports

Misc Payments

Supplier Invoice

Human Resources 
(HCM) Approvals

Effort Certification

Payroll Accounting 
Adjustments

Accounting Approvals

Accounting 
Adjustments

Manual JE’s

Accounting 
Submissions

Grant Budgets



Gift Manager
The primary Administrator responsible for the Gift Administration of a department or division. Responsible for 

budgeting, variance analysis, purchasing, and sponsor reporting. 

Supply Chain (SCM) 
Approvals

Purchase Requisitions

Expense Reports

Misc Payments

Accounting Approvals

Accounting Adjustments
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Cost Center Manager Responsibilities

• Fiscally responsible for the transactions charged to 
their applicable cost center(s)

• Timely review and approval of business processes 
received through workflow

• Ensure expenditures are necessary and reasonable, 
including full documentation

• Utilize all Workday tools and monitor your reporting 
regularly
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Foundational Data Model (FDM)
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Foundational Data Model



Funding Source Worktags

• Manage a book of 
business or portfolio of 
activity

• Provide a structure for 
department  financial 
reporting

• House many different 
types of activity 
including Grants, Gifts, 
and Programs

Cost 
Center

• Award IDs and Grant 
IDs facilitate research 
related business 
processes such as:

✓Salary Cap calculations

✓External Reporting and 
internal financial/ 
management reporting

✓Facilities and Admin 
expense calculation

✓Effort reporting

Grants

• Gift IDs facilitate 
tracking of gifts 
received, pledges and 
spending on restricted, 
temporary restricted, 
and unrestricted gifts

Gifts

• Programs will be used 
to track revenue and/or 
expenses for ongoing 
business activities and 
departmental 
initiatives.  Examples 
would include Research 
Faculty Funds, Teaching 
Faculty Funds and 
Fellow support.

Programs

• Capital Projects will be 
assigned a Project ID 
which allows for 
assignment of budgets, 
funding, and tracking of 
spend, commitments, 
and obligations on 
major projects

Projects

Finance based organizational worktags that create distinct accounting and reporting for a 
variety of business purposes:
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Cost Center Translator Tool
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Cost Center Translator Tool

https://finweb.app.vumc.org/apps/dofappworkdayconversiontools/

https://finweb.app.vumc.org/apps/dofappworkdayconversiontools/
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Ledger Account Translator
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Approvals in Workday
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Cost Center Level Approval

Includes*:

• Expense Reports

• Journal Entries

• Manual Journals

• Supplier Invoices

• Change Orders

• Miscellaneous Payments

• Payroll Costing Allocations

• Accounting Adjustments

• Purchase Requisitions

• Stipend Contract Events

These workflows follow basic navigation in your Workday inbox

*not a complete list
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Approving an Inbox Item

1. Log into Workday

2. Click the Inbox Icon in the upper right corner

3. Your inbox will display Actions on the left

4. Click the item to view the approval

5. Ensure the transaction is valid, appropriately documented, 
and contains the correct worktags

6. Add comments if necessary and click Approve.  If not, click 
Send Back and explain what needs correction.  Note that 
Deny cancels the transaction.



Inbox Approval Example
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Purchasing & Receiving
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Requisitions in Workday

Employee creates 
requisition

Requisition 
approval by CCM* 

in Workday

PO Issued by 
Procurement

*may include additional approvals based on worktag and/or dollar amount
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Receiving in Workday

All goods and 
services with a 

PO must be 
marked 

Received* in 
Workday

Invoice will not
be paid until 

marked 
“received” in  

Workday

Reminder email 
will be sent to 

CCM if not 
received within 3 

days of invoice 
receipt

*Either by Central Receiver or Non-Central Receiver in departments
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Supplier Invoice Request
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Reporting



Reporting Crosswalk – Available in WDFI-102 Finance Reports in Workday

Department Reports



Department Reports



Department Dashboards



Department Dashboards
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Reporting Demo
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Requesting Access Changes in Workday



Pegasus Process 



The following Requests have been created to collect Workday and Tecsys requests:

• Workday Location Request

• Workday Delegation Exception Request

• Workday Configuration Enhancement Request

• Workday Report Request

• Workday Cost Center Request

• Workday Program Request

• Workday Application Departmental Security Request

• Workday Application Central Office Security Request

• Tecsys General Request

• Add a Printer to the Tecsys Application

NEW Pegasus Requests

Require Manager Approval

Require Secondary Approval



3333Copyright © 2021 Deloitte Development LLC. All rights reserved.

Delegation
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What is Delegation in Workday?

Delegation is the temporary assignment of 
another person to act on your behalf to carry 
out specific activities.

*Delegation does not remove accountability 
(ownership) for the task from the user it was 
initially assigned to

Delegation does not provide reporting access to 
the delegated user
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Delegation to subordinates will require an 
approval process within Workday

Employees may delegate to peers or superiors with no 
approval required

Delegation is temporary (16 weeks) 

Delegation occurs within a supervisory organization and 
is not a permanent transfer of responsibilities

Delegation Approach for VUMC
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Delegation example

If Susan delegates a task/business process to Kelly (peer) or Maya (subordinate):

• Susan will be notified of their actions on her behalf in her inbox, Susan will not 
approve the delegated actions

• If a transaction initiated by a delegate requires 1-up approval, the approval will 
go to Max, because the task was performed on Susan’s behalf

Max Schneider

Member - Executive Mgmt

Susan Steinberg

Maya Scott [C]

Member – Global Support

Open Position

Member – Global Support

Katarina Lindgren

Member – Global Support

Kelly Brown

Member - Operations

James Brooks

Manager – R&D

Member - Operations

Open Position

Member - Operations

Global Support Center 

Operations

Manny Soto

Member – Global Support

Member - Operations
Global Support Center 

Operations

Manager - Operations

Manager - Global Support

Executive Management
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Questions?
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Thank You
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