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TYPES OF "ACCOUNTING ENTRIES” IN WORKDAY o voucrers wews

1. Accounting

Adjustment: .
: 2. Accounting Journal:
y EOV tfinsactions Lhat . . Used for: 3. Internal Sales
_ o Interfund transfers ' ;
ave been posted an Interfund transf Delivery
pal o Manual financial
. Used f fions t reporting adjustments « Used to record the
Sekt or t1::orrec 'OPS ° o Corrections to sale of a good or
workiags tor supplier transactions that involve service from one
INVOICES, EXPenses, splits UBC Department to
payroII e.g. transaction was charged to Program A another
but needs to be charged 50% to Program A
and 50% to Program B

‘ €z
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OVERVIEW

* Accounting Adjustments are used for corrections to Worktags for 1 . Accounting Journals are created for manual adjustments that are not available
Supplier Invoice and Expense Report transactions that have already | via Workday operational transactions.
been Posted and Paid. | + Thisincludes corrections involving splits, corrections to customer invoices and
* The Accounting Adjustment request is routed to the relevant organization i intra or inter fund transfers.
worktag managers tagged in the request:
See Process Flow below: I See Process Flow below:
Create Accounting Approve Accounting | No
Adjusm"t Adl“m' Create Accounting Approve Accounting Yes Approve Accounting Accounting Joumal /
Journal ! Accountmu Journal/ Accounting Journal ! Accounting Accounting Joumal
Cost Center @ BUdget I Journal Reversal Journal Reversal Journal Reversal Reversal Posted
A Cost Center I Budget ~ Finance
Accountant A A Owner ! I ‘ Accountant 3 Owner — —~ Director
|

+ A Cost Centre Accountant is responsible for creating Accounting Adjustments and Accounting Journals.

* Organizational worktag managers are responsible for approving Accounting Adjustments and Accounting Journals (Program Manager, Grant Manager, Project Manager,
Gift Manager, Gift Initiative Manager, Cost Center Managers)

+ To submit a request for Accounting Adjustments and Accounting Journal adjustments, please click Here, complete the form and send to ubco.accountspayable@ubc.ca
for processing

-
Note: To look up a supplier invoice or expense report for an accounting adjustment,
*  Enter “Find Supplier Invoices” or “Find Expense Report” in the search bar in Workday

|

|

: +  Select the “Find Supplier Invoices report” or the “Find Supplier Invoices by Organization
[ report” or select the “Find Expense Report Lines by Organization” depending on
|

|

|

|

|

uBC ACC ACCOUNTING ADJUSTMENT REQUEST FORM
ﬁ 7 UBCO FINANCE

UB

| gy
Cd™d & bl

0O

transaction type.
*  Enter search criteria in the report filters to narrow down the search.
+ Click OK

€
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APPENDIX
REFERENCE GUIDE
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ACCOUNTING ADJUSTMENT (10of 2)

* Accounting Adjustments are used for corrections to Worktags for Supplier Invoice and Expense
Report transactions that have already been Posted and Paid.

* The Accounting Adjustment request is routed to the relevant organization worktag managers tagged in Approve Accounting
the request: Adjustment Adjustment

* A Cost Centre Accountant is responsible for creating Accounting Adjustments. Complete the "# Cost Center g Budget
Accounting Adjustment Request Form Here and send to ubco.accountspayable@ubc.ca for processing Accountant alh  Owner'

» Organizational worktag managers: Program Manager, Grant Manager, Project Manager, Gift Manager,
Gift Initiative Manager, Cost Center Manager are responsible for approvals

1. Enter “Find Supplier Invoices” in the search bar. L
» Depending on security access, select the “Find
Supplier Invoices report” or the “Find Supplier

Invoices by Organization report”.

Columbia
2. Enter Supplier Invoice search criteria in the report filters to I Find Supplier Invoices - Report ) e
narrow down the search.

Find Supplier Invoices

Company » UBC The University of British

Supplier Status

Find Supplier Invoices by Organization - Report
» Select additional filters to narrow down the Supplier II

Invoice search as needed and if known: Invoice Number

v' Supplier e Supplers Invoice Number
v Invoice Date On or After/On or Before Invoice Status X Approved = |-
v" Invoice Created By ( iwoice Date Onor After DO/ M/YYYY [
v Requestor Invoice Date On or Before DO/ MM /YYYY [
v" Purchase Order Payment Status x Paid =)
v Cost Center Hierarch Payment Date On or Before DO/ WM /YYYY [}

3. Click “OK” Ending Due Date 00/ M /YYYY [
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D (4 7 p— —
ACCOUNTING el RIS

% CC01001 Faculty of

ADJ U ST M E N T (2 @) f 2 ) T f::‘;::;:f::“ for Instruction

w Function: FNDOO

Approved Adlers Foreign Books

y Fund: FDOOO General

Fisheries | Marine Purpose Operating

510000000003 Approved Hewlett Packard Enterprise Mammal Research
Canada Company

Approved Allround Automations

4. From the Find Supplier Invoices report results, under
the Supplier Invoice column, Click on the “Related A — .
Actions button” for the Supplier Invoice to adjust 6
Worktags.

Actions
5. Click “Accounting” and then “Adjust Accounting”

6. Scroll to the right of the Lines section and under

"
Adjust Accounting

Proposed Spend Category, select the new Spend Additional Data

MNumber S}
Category. Budget Date ¥
+ Select the Change Reason. You can choose from Favortte .

(i) New Award or (ii)) Wrong Worktags. Invoice | You have submitted

Mavigate

Accounting Adjustment: 1 for

7. Select the new Cost Center and/or other Worktags
to be adjusted under the Proposed Adjustment
Worktags columns.

Up Next

2
\\_J

Approval by Cost Center Manager

8. Click “Submit” to submit for approval e

*Proposed Spend Category Change Reason

[ ¥ Computer Hardware * ® Wrong Worktags

v Details and Process
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ACCOUNTING JOURNAL (7of 3)

* Accounting Journals are created for manual adjustments that
are not available via Workday operational transactions. This
includes corrections involving splits, corrections to customer

No

invoices and intra or inter fund transfers. ssameyonon 8 e Yes _ .
« ACost Centre Accountant is responsible for creating an Sehmniene s s e
Accounting Journal. Complete the Accounting Journal Request c Cost Center ’ Budget ﬁ Finance
Form Here and send to ubco.accountspayable@ubc.ca for R g  Owner? O
processing
+ Organizational worktag managers: Program Manager, Grant Manager, Project Manager, Gift Manager, Gift Initiative Manager, Cost Center Manager are responsible for
approvals

1. Enter “Create Journal’ in the Search Bar and click on the “Create Journal
Task”. Q) create Journal
2. Enter the Journal Header information as follows:
« Select Ledger: UBC The University of British Columbia : Actuals create Joumal T
» Select Accounting Date in an open month Create Recurring Journal Temy

Select Journal Source

» Payroll Accounting Journal: for adjustments not feasible via Payroll Accounting
Adjustment process

* Enter Balancing Fund

» Enter Memo. This should be a description of the purpose of the accounting journal

3. Click “Continue”

dger % % UBC The University of British
Columbia : Actuals

For Training

External Reference ID

Accounting Date * 2020-05-11

Record Quantity
Period May-FY2021 Actuals (UBC The University of British Columbia)

Currency CAD

Select Journal Source
and Balancing Fund

Journal Source * ¥ 1-Campus Manual

Display Account Set (empty)

Balancing Fund

X FD999 Balancing Fund

Adjustment Journal

Optional Balancing Worktags Create Reversal

Reversal Date

Currency Rate Type (empty)

Control Total Amount 6,700.00

Book Code
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<5 Cost Center

Project | |

% CC00015 Allard
School of Law |

()
ACCOUNTING | I —
JOURNAL (20f 3) P iz

— School of Law | P
Administration ministration
Finance | Admin

4. Enter Ledger Account, Enter Debit Amount or ! ! Finance Non Saf 3 ODTmne N
CregitdAmount, Enter Memo on journal line if x giggffnm and = [ 670000 0.00 D x zﬁ:::::nz;x:m ::;::::rgmmm
neede 32P06314 Reporting |

5. Scroll to the right and enter the relevant | ‘ | | i'd”:‘:‘fr':'m
organizational worktags (e.g. Program, Grant, 6 : r
Project, Gift) for each journal line — Click Attachments o

6. Scroll to the right to enter Revenue Category for - Attachments

revenue ledger accounts, or Spend Category for

expense ledger accounts. —— B ——
» Select Additional Worktags as needed. !

7. Click on the Attachments tab, drop in or select files =| || = | R = i Rk
from your computer b « Fund: FDO0O Generl

H “ FPRL] . Purpose Operating
8. Click “Submit” to submit for approval Companies Without Access

x Function: FN600 O
Facilities

—————————————————————————————————————————————————— 1 x Fund: FDS00 Capital Comment
Depending on the journal source and required ‘ —
approvers, the accounting journal request may
be sent to one the following for approval: a
« Organizational worktag managers:
Program Manager, Grant Manager, Project Drop files here
Manager, Gift Manager, Gift Initiative
Manager, Cost Center Manager
* Accounting Manager

* Funding Transfer Manager
* Finance Director

X Buildings | Concrete "+ =

or

Select files Submit I Save for Later Cancel
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ACCOUNTING
JOURNAL (30f 3)

Approve Accounting Journal
1. Click the “Inbox” Icon in the top right corner of the
Workday Homepage.
2. Review the Journal Entry and verify the following
information:
* Memo for the purpose of the journal
» Ledger Accounts
Debit/Credit amounts
* Organizational Worktags
* Revenue/Spend Categories
+ Attachment
3. Scroll down to the Process History section to view
the Accounting Journal approval workflow history if
needed
4. Click “Approve” “Send Back” “Cancel” or “Add
Approver’ if you wish to add Additional Approvers
in the workflow.

Review

I Journal: JE-0000000046 on 31-Dec-2019 for $100.00 by

1 month(s) ago - Due 2020-01-14; Effective 2019-12-31

For JE-Q000000046 - UBC The University of British Columbia - 31-Dec-2019 - Test CV
Overall Process  Jounal; JE-0000000046 on 31-Dec-2019 for §100.00 by
Overall Status in Progress

Due Date 15/01/2020

Details to Review
Journal Entry View

Joumal  Q Joumnal Number  JE-D0D0000046  Status  Reserved  Eventin Progress  Accounting Jourmal

Budget Check Status Mot Required on 13-Jan-2020

+ Journal Entry Information + Journal Entry Details

Originated by Memo
Accounting Date 311272019 External Reference 1D
Currency CAD Adjustment Journal
Period Dec-FY2020 Actuals (UBC The University of British Colurmbla)
Create Reversal
Ledger UBC The University of British Columbia : Actuals
Joumal Source Internal Loans Balanced
Book Code (empty)
Total As-Entered Ledger Debits
Total As-Entered Ledger Credits  100.00

o Attachments

Comment  [empty)

= = [ = [ — N
t A A U

Add Approvers

The next step in the process will not happen until the additional approvals are done.

Additional Approvers * | search = || ———

Comment
|

| -

eSend Back

To % | X =

Reason * l

r Submit Cancel
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INTERNAL SALES DELIVERY(10f 2)

Departmant raquasis
good of servee

* Internal Service Delivery (ISD) is the transaction that occurs
when there is sale of goods or services between two
departments within the university.

. . . Create Internal

* The department requesting goods/services is called Requestor e Service Delivery
and the department providing goods/services is called Internal
Service Provider.

* The Internal Service Delivery Data Entry Specialist is

Yes

e ISD Processed

responsible for initiating ISD transactions Create Internal
« The Internal Service Provider Manager is responsible for e
approving ISD transactions for a specifically assigned ISP. This T p————— prep— prm—
role is required to ensure that an ISD Data entry specialist from
another unit does not use your ISP to create an ISD into their Creation of ISP ie & one fime set up. Each ISP would *Both worktag manager on revenue and
own cost centre. and spprove on 155e Nota thet 150 Dt Enty e topprove

Specialist and ISP Manager can be the same position

1. Enter “Create Internal Service Delivery” in the search bar 1 a“""““t inforsiatin
+ Click on Create Internal Service Delivery task link to access the w— Wl s ’

prOCGSS Internal Service Provider *  x Bookstore (PA) - l =
2. Enter the Company as UBC The University of British Columbia. [ Create Intemal Service Delivery - Task e s ——— _
» Select the Internal Service Provider (ISP). N —
i H ocument Date * 103/
» Enter the Memo (Once the ISP is selected, Currency, Function, and @
. . . . . Lines Attachments Delivery Date 1170372020
Organizational Worktag information will auto-populate.)
I— Memo Pre Approved Internal Service Provider

Lines 0 nems

Enter the Memo

Lines Attachments
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INTERNAL SALES DELIVERY

* Internal Service Delivery (ISD) is the transaction that occurs when there is sale of goods or services between two departments within the university.

* The department requesting goods/services is called Requestor and the department providing goods/services is called Internal Service Provider.

+ The Internal Service Delivery Data Entry Specialist is responsible for initiating ISD transactions

* The Internal Service Provider Manager is responsible for approving ISD transactions for a specifically assigned ISP. This role is required to ensure that an ISD
Data entry specialist from another unit does not use your ISP to create an ISD into their own cost centre.

Department requests
Go0d OF Serats

Yes

imternal Servios Create Internal = L, "IBISPore N =
Pravider exdsts? Service Delivery : _ 3 e — ISD Processed

Create Imternal
Service Provider

(ISP)
*Wiorktag Manager
Creation of ISP is a one time set up. Each ISP would *Both workiag manager on revenue and
have an ISP manager role assigned who can initiate spend side of the transaction would UBC
and approve on ISDs. Note that, ISD Data Entry need fo approve S

Specialist and ISP Manager can be the same position

Integrated Renewal Program 11
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INTERNAL SALES
DELIVERY (20f 2)

3. Select the Spend Category of the sale item.

4. Enter Quantity of the item, its Unit Cost and Unit
of Measure (optional) - Extended Amount will be

calculated as the product of Quantity and Unit Cost .

5. Select the appropriate Organizational Worktags
for the sales item (Cost Center and Additional
Worktags will be auto-populated.)

6. Click Submit to send for further approvals.

Integrated Renewal Program

*Spend Category L |
2 Quantity Unit of Measure Unit Cost
Linea 1 item v
Program Grant Praject Gt

x PMODS6EIZ ignite
Book Chub | Faculty
of Arte

e e |
.
“Cont Center Gift nktiative *Additional Worktags

w 001138 inatitute
for Gender, Race,
Sexuality and Soclal
Justice Oifice |
Faculty of Arts

Save for Later Cancel
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