
Reclassifications: Is it a Budget adjustment or Accounting adjustment?

Budget Office: budget@emerson.edu

Controller's Office: accounting@emerson.edu

Has the expense already been incurred and reflected in Workday as an "Actual"?

No
Yes

Was the expense (not the associated 
budget) coded to the correct worktag?

Yes No

Do nothing. 
The 
transaction 
has been 
appropriately 
processed.

Accounting 
adjustments 
should be 
submitted in 
Workday. Any 
questions
should be sent 
to the 
Controller's 
Office.

Budget 
amendments 
should be 
submitted in 
Workday. 
Questions 
should be sent 
to the Budget 
Office.


