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WD Financial Reporting

Updated: September 9, 2021

Finance.emerson.edu
Visit our ZenDesk Page for various resources and job aids
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Agenda
• Worktag Review

• Worktag Review and Budgets

• Security Roles and Access to Reports

• Data Audit Reports

• Budget to Actuals Reports
• FIN001 – Budget to Actuals by Cost Center
• FIN001a - Budget to Actuals by Cost Center – Direct Expenses
• FIN002 – Budget to Actuals by Fund
• FIN003 – Budget to Actuals by Project
• FIN008 – Budget to Actuals by Gift

• Department Financials Dashboard

• Procurement Dashboard

• Expense Dashboard

• Q&A and Finance ZenDesk Page Finance.emerson.edu
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Worktag Review
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Worktags Review

Example #1: Information Technology software purchase on a Requisition using a COST CENTER
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Worktags Review

Example #2: Information Technology meal expense on a Pcard (Expense Report) using a PROJECT
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Worktags Review

Example #3: Information Technology computer equip purchase using a GIFT
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Worktags Review

Example #4: Information Technology computer purchase using a Faculty Development Fund (Project)
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Worktags Review

Transaction *Cost Center Fund Program *Project *Gift Location Amount

#1 Software Purchase 804010 FD001 PG400 <blank> <blank> <blank> $1,000

#2 Meal Expense 804010 FD001 PG400 IUS0002 <blank> LOC005 $100

#3 Computer Equip Purchase 804010 FD010 PG800 <blank> GF20276 <blank> $2,000

#4 Computer Purchase 804010 FD003 PG800 FD0012 <blank> <blank> $2,600

FIN001 Budget to Actuals by Cost Center
(See transaction #1, #2, #3, #4)

FIN003 Budget to Actuals by Project
(See transaction #2 and #4)

FIN008 Budget to Actuals by Gift
(See transaction #3)

FIN002 Budget to Actuals (by CC) by Fund
(See transaction #1, #2, #3, #4)



10/14/21

5

9

Worktags Review

Transaction *Cost Center Fund Program *Project *Gift Location Amount

#1 Software Purchase 804010 FD001 PG400 <blank> <blank> <blank> $1,000

#2 Meal Expense 804010 FD001 PG400 IUS0002 <blank> LOC005 $100

#3 Computer Equip Purchase 804010 FD010 PG800 <blank> GF20276 <blank> $2,000

#4 Computer Purchase 804010 FD003 PG800 FD0012 <blank> <blank> $2,600

Question? Why does Cost Center, Project and Gift have an “*” ?

Answer: They each have their own Budget

FIN001 Budget to Actuals by Cost Center
FIN002 Budget to Actuals (by CC) by Fund
FIN003 Budget to Actuals by Project
FIN008 Budget to Actuals by Gift

Question? What’s a name for these types of Worktags?
Answer: Driver Worktags
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Worktag Review and Budgets
How they work together?
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Worktags Review and Budgets

Transaction *Cost 
Center

Fund Program *Project *Gift Amount
(Actuals)

Budget Budget 
Check

#1 Software Purchase 804010 FD001 PG400 <blank> <blank> $1,000 $5,000

#2 Meal Expense 804010 FD001 PG400 IUS0002 <blank> $100 $50

#3 Computer Equip 
Purchase

804010 FD010 PG800 <blank> GF20276 $2,000 $2,500

#4 Computer Purchase 804010 FD003 PG800 FD0012 <blank> $2,600 $2,500

$5,700 $10,050

FIN001 Budget to Actuals by Cost Center
(See transaction #1, #2, #3, #4)

Report Filter:
Cost Center = 804010

Actuals = $5,700 and Budget = $10,050

Report Filter:
Cost Center = 804010

Fund = FD001
Exclude Projects (FD001)

(See transaction #1)

Actuals = $1,000 and Budget = $5,000

There are 4 different Driver Worktages in this example

Center Center - 804010 IT User Services - $5,000 budget

Project - IUS0002 Admin Tech Upgrades - $50 budget

Gift - GF20276 WERS Live Music - $2,500 budget

Project - FD0012 FD D Lee – $2,500 budget

804010
IUS0002

GF20276

FD0012

Pass

Pass

Fail NSF

Fail NSF
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Worktags Review and Budgets

Budgets are organized into 
3 main Spend Category Hierarchies:
• Direct Expense
• Salaries and Benefits
• Capital Equipment (used infrequently)

NOTE: These can be referred to Level 1

Then there are sub Spend Category Hierarchies, 
these can be referred to as Level 2

Then Budgets get loaded into specific Spend 
Categories, these can be referred to as Level 3

Please Note: Budget Checking is done at Level 1
Question: If I do a Requisition for $5,000 on SC20080 – Airfare will is pass budget?

YES – Because budget checking is done at Level 1 Direct Expenses
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Roles and Access to Reports
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Roles and Access to Reports

In order to access Financial Reports, the following Workday security roles are typically 
used to assign access:

Security Role (Group) Report

FIN Cost Center Approver (by default has payroll access) FIN001 Budget to Actuals by Cost Center
FIN002 Budget to Actuals (by CC) by FundFIN Cost Center Analyst

FIN Cost Center Analyst with Payroll

FIN Project Analyst FIN003 Budget to Actuals by Project

FIN Gift Analyst FIN008 Budget to Actuals by Gift
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Roles and Access to Reports

In order to access Financial Reports, the following Workday security roles are typically 
used to assign access:
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Data Audit Reports
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Data Audit Reports

Data Audit - Awards
Data Audit - Awards with Grant & Rev Allocation
Data Audit - College Designated
Data Audit - Companies
Data Audit - Cost Centers
Data Audit - Funds
Data Audit - Gifts
Data Audit - Gifts with Cost Center
Data Audit - Grants
Data Audit - Locations
Data Audit - Programs
Data Audit - Projects
Data Audit - Revenue Categories
Data Audit - Spend Categories

Data Audit
These reports provide a list of valid Worktags and associated attributes including manager name, 
description, and reference id among others. The following is a list of Data Audit Reports for users to 
access as needed:
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center

This is your primary report when reviewing budget to actuals (revenue and expense transactions) for a 
given time period or fiscal year
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
Click any dollar amount ($) to drill into the details
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FIN001 – Budget to Actuals by Cost Center
Click on any column heading to reveal the filter options
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center
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FIN001 – Budget to Actuals by Cost Center

Expense Reports for Non-Worker – View by “External Committee Member”
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FIN001 – Budget to Actuals by Cost Center

Popular or Commonly Used “View by” Options

Spend Category as Worktag Period

Period and Journal Source
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FIN001 – Budget to Actuals by Cost Center

Repeat Columns By: FUND
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FIN001 – Budget to Actuals by Cost Center

How to view Payroll Details
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FIN001 – Budget to Actuals by Cost Center

Navigation Tips
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FIN001 – Budget to Actuals by Cost Center

Navigation Tips
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FIN001a – Budget to Actuals by Cost Center – Direct Expenses
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FIN002 – Budget to Actuals by Fund
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FIN002 – Budget to Actuals by Fund

Use this report to get a listing of all Funds (Funding Sources) assigned to a Cost Center.  
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FIN002 – Budget to Actuals by Fund
FUND Definitions and Use Cases

Workday Description Definition Other Required Worktags
Operations - FD001 The College's annual operating budget. Cost centers will generally code their revenue and expenses to this 

fund.
College Designated - FD003 The College has funds set aside for certain purposes as shown in the "College Designated" Worktag list. 

When using this fund, a "College Designated" custom Worktag must also be added to the transaction. The 
exceptions for this rule are:
1. Principal Investigator F&A cost center amounts are used , in which case no "College Designated" custom 
Worktag should be used.
2. College Designated quasi-endowment spendable gifts with IDs GF5001X.
3. A Faculty Development Fund Project is used.

College Designated Worktag required 
(exceptions - PI F%A cost centers, College 
Designated gifts, Faculty Development 
Fund Projects)

Special Projects - FD005 Special Projects include revenue and expenses related to the Ambassador Theatre Group Colonial lease, 
2U Program, Paris College of Art Program, CAPA Sydney Program (pending), Franklin University Switzerland 
(pending), or Beijing Program (pending). No other revenues or costs should be placed in this fund.

Donor Designated - FD010 This fund is to be used for recording donor restricted revenues and allocations (donations received or 
spend rule distributions from donor endowed funds). When this fund is used, a Workday Gift must also be 
included for both revenues and expenses. To use gifts, the expense should be directly charged to this fund 
and to the specific gift that is being spent.

Gift Worktag must be used

Grants - FD012 This fund is to be used specifically for true grants, and only true grants. When this fund is used, a grant 
Worktag must also be used.

Grant Worktag must be used

Quasi Endowment - FD015 This fund is used only for Board/College designated endowed funds. No spending or revenue should be 
coded to this fund. The only transactions using this fund are College contributions to the endowment.

Gift Worktag must be used

Donor Endowment - FD016 This fund is used only for donor gifts to the endowment. Spendable distributions to donor designated funds 
will automatically pull from this fund. No other revenue or expenses should include this fund.

Gift Worktag must be used

Agency - FD018 Transactions related to NEWMAC, ProArts Consortium, and the Student Government Association should be 
charged to this fund. No other revenue or expenses should include this fund Worktag.

This fund must be used when using "SG" 
project Worktags

Debt Service - FD023 This fund is solely used to record debt principal and interest payments. No other revenue or expenses 
should use this fund.

Debt Issuance Worktag must be used

Plant and Capital - FD024 This fund is used only for capital projects and depreciation. If expenses are being charged to a capital 
project, a "CP" project Worktag must also be included on the transaction.

This fund must be used when using "CP" 
project Worktags
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FIN002 – Budget to Actuals by Fund
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FIN002 – Budget to Actuals by Fund
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FIN002 – Budget to Actuals by Fund
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FIN003 – Budget to Actuals by Project
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FIN003 – Budget to Actuals by Project
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FIN003 – Budget to Actuals by Project
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FIN003 – Budget to Actuals by Project
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FIN008 – Budget to Actuals by Gift
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FIN008 – Budget to Actuals by Gift



10/14/21

25

49

FIN008 – Budget to Actuals by Gift
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FIN008 – Budget to Actuals by Gift
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Department Financials Dashboard
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Department Financials Dashboard

This Dashboard brings together all the FIN00x reports in one place (one stop shopping)
(NOTE: You should see this dashboard default on our WD Homepage based on your security access)
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Department Financials Dashboard
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Department Financials Dashboard

Click the gear icon to configure the Department Financials Dashboard to add additional reports
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Department Financials Dashboard
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Procurement Dashboard
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Procurement Dashboard

How to add the Procurement Dashboard to your homepage
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Procurement Dashboard

The Procurement Dashboard should now be available on your homepage
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Procurement Dashboard

60

Procurement Dashboard

Top Suppliers by Spend 
(PO & Non PO)

PO Remaining Balance by 
Supplier

Non PO Invoice Spend Total PO Value by Supplier
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Expense Dashboard
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Expense Dashboard
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Workday Finance Training Sessions – What’s Next?

Check our website: Finance.emerson.edu  (Check often as we will be adding a number of resources)

Sign in to see all 
available options

Various resources 
including job aids and 

videos under 
”Workday” 

and 
”Business Intelligence”
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Workday Finance Training Sessions – What’s Next?

Check our website: Finance.emerson.edu  (Check often as we will be adding a number of resources)
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Workday Finance Training Sessions – What’s Next?

Check our website: Finance.emerson.edu  (Check often as we will be adding a number of resources)
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Thank you!

Questions please email Finance_BI@Emerson.edu

Report related questions and feedback

Access to a Cost Center, Project or Gift
NOTE:  Please cc: your FIN Cost Center Approver and/or your Manager 

approving your request for access 

mailto:Finance_BI@Emerson.edu

