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Commonly Used Reports: Trial Balance

How to run Trial Balance Reports

1. In the Workday search field, type Trial Balance. As you are
typing, a list will form from within the search field. Select the
report from the list.

(Q Trial Balance| / )

= Trial Balance/

Report

Consolidated Trial Balance
Report

: You can also type Trial Balance and hit Enter, which will
bring a list of all results available to you. Select a report from the
list by clicking on the report links.

Search Results 11 items

Tasks and Reports

Trial Balance

View a trial balance consolidated across companies. The consolidated trial balance displays only the ending balance for each
company. A company hierarchy enabled for consolidation is required. If the reporting curmency i...

Consolidated Trial Balance

This compasite report alkows you to view a izl balance consolidated across companies. The consolideted trial balance displays
only the ending balance for each company. A company hierarchy enabled for consolidationis r.-.

N\
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2. The Trial Balance paraments window opens. This is where
different filters can be used to narrow or broaden the transaction
activity provided in the report. Mandatory fields are indicated with
a red asterisk (*).

Trial Balance -

#*

Company

*

Ledger

Book

¥ Common Book

Year *

Summary Period

Period

Worktags

Fund Affiliate

|
|
Ledger Account/Summary l
|
|

Display By Option Company

Display Workiag Type l

Company Currency (empty)

Translation Currency *

Account Translation Rule Set l

Options
Perform Eliminations

Include Adjustments

Include Pro forma Journals

Ol
Include Final Allocations

Mark as Final [l -

n ( Send to Excel ) ( Cancel )
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Commonly Used Reports: Trial Balance

3. In the Company field, use the Dropdown List icon to open the
Search sub-menu. Select the Company arrow to open the
Company sub-menu. Select Florida Atlantic University from the
list.

Trial Balance

Company # | ® Florida Atlantic University

Search

Ledger *

Company Hierarchy

Book

Companies or Company Hierarchies 5
by Hierarchy

Year *

Trial Balance

Company * | ¥ Florida Atlantic University =
Search
Ledger * & Company
FAU Chinical Practice
Book Organization, Inc.
FAU Finance Corporation
Year * FAU Foundation
. FAU Research Corporation
Summary Period

© Florida Atlantic University

Period HBOI Foundation

Ledger Account/Summary | =

Worktags

Fund Affiliate | =

Typing Florida into the Company search box populates
Florida Atlantic University automatically.

N\
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4. The Ledger field will automatically populate to Actuals. Use the
Dropdown List icon to open the sub-menu and select one of the
choices if you wish to view activity in either of the other ledgers.

: The Translation Currency field also automatically populates

to USD.

Trial Balance

Company
Ledger
Book

Year

*

¥ Florida Atlantic University - =

*| ® Actuals -

* Commeon Book

Trial Balance

Company

Ledger

Book

Year

&

¥ Florida Atlantic University -

i )| i

® Actuals -

[earch
o Actuals

Commitment

Obligation

5. In the Year field, use the Dropdown List icon to select a fiscal year

from the list.

Year *

Summary Period

Period

Ledger Account/Summary

Worktags

Fund Affiliate

Display By Option

Display Worktag Type

[pearch
FyY2023
FY2022
FyY2021
FY2020
FY2019
FY2e
FY2m7
FY2016
FY2015

Fy2014

X FY2023 -

Mote: You can only select
one fiscal year at a time.
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Commonly Used Reports: Trial Balance

6. Use the Dropdown List icon to open each sub-menu in any the 7. In this example, the data requested was restricted to the Period
optional parameter fields to select any combination of values in the (Jan), Ledger Account (70050), SmartTag (TAG000411), and
specific fields you want to use to refine your search. Display Worktag Type (Spend Category).

: Typing specific data directly into the search boxes will produce Trial Balance
more precise choices.
Trial Balance Company * | % Florida Atlantic University == EEI
Ledger *| X Actuals EEI
Company *| % Florida Atlantic University == EEI Book l R — ._l
x QmMmon Bog! o =
Ledger *| % Actuals EE] Year *| % Fyz023 ;=l
Book l * Common Bock - EEI Summary Period l EEI
Year *| % Frz022 El Pesind l e ool ;=l
A -Jan =
Summary Period l /lE Ledger Account/Summary % 70050:Cther Services and =
Supplies
Period l =
Worktags x SmartTag: TAGO00411 =
l l General Accounting
Ledger Account/Summary =
Fund Affiliate l = l
Worktags l = l
Display By Option Company
Fund Affiliate l = l
Display Worktag Type ¥ Spend Category - EE]
Display By Option Cormpanry
Company Currency usD
Display Worktag Type l \El
\J Translation Cumrency *| % USD -+ EE]
Company Currency UsD
Account Translation Rule Set  (empty)
Translation Currency *| % USD - EEI
Options
Account Translation Rule Set  (empty)
Perform Eliminations OJ
Options
P Include Adjustments
Perform Eliminations u Include Final Allocations
Include Adjustments Include Pro forma Journals
Include Final Allacations
Include Pro forma Journals n ( Send 10 Excel ) ( Cancel )
Mark as Final [l
n ( Send 1o Excel ) ( Cancel ) 8. Click OK to run the report.

N\
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Commonly Used Reports: Trial Balance

The search parameters selected in Step #7 produced the report shown below. The report can be exported to Excel or saved as a PDF file by
clicking on the icons in the Blue Header section at the top right of the page. This option will include the report’s search parameters in the top
section of the Excel File. Selecting the Excel icon directly above the report will export only the data as it appears in the Consolidated Data
section. Choose the Filter icon to filter the data by columns in the grid.

Trial Balance

Organization Florida Atlantic University
Periods FY¥2023 - 07 - Jan
Ledger Actuals

Ledger Account/Summary  70050:0ther Services and Supplies
Display Worktag Type Spend Category

Accounting Worktag TAGO00417 General Accounting

Book Commen Book
Company Currency usD

Translation Currency usD

Run 02/09/2023 01:05 PM

w000 = Gy Ry

=
S

12
13
14
15
16
17

B

Trial Balance
Organization
Periods
Ledger
Ledger Account/Summary
Display Worktag Type
Accounting Worktag
Book
Company Currency
Translation Currency
Run
Consolidation Data

Ledger Account
70050:0ther Services and Supplies
70050:0ther Services and Supplies
70050:0ther Services and Supplies
70050:0ther Services and Supplies

Florida Atlantic University
FY2023 : 07 - Jan
Actuals

<&
<

70050:Other Services and Supplies

Spend Category

TAG000411 General Accounting

Common Book
usD
usD
2/10/2023 10:11

Spend Category
Accounting Senices
Books
Cellular Telephone
Departmental Memberships

Beginning Balance
0.00
58.85
209.94
0.00

Consolidation Data

19 items
Ledger Account

70050:Other Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050:Other Services

and Supplies

70050:Other Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050:Other Services and Supplies

70050:0ther S

nd Supplies

70050:Other Services and Supplies

70050:Other Serv

s and Supplies

70050:0ther Services and Supplies

70050-Other Services and Supplies

70050:Other Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050:Other Services and Supplies

70050:Other Services and Supplies

Total

Spend Category

Accounting Services

Books

Cellular Telephone

Departmental Memberships

Empicyee Professional Development

Employment Background Check

IT Software and Dats Applications

IT Supplies

Individual Memberships

Laptop

Mail Room Charges

Miscellansous Telecom Charges

Office Supplies

Other Current Charges

Phone Equipment

Postage and Freight

Printing and Reproduction

Repair - Facilities

Filter

Did you know you can also filter and
sort by clicking on column fitles?

K

or

Add a new filter here

Add

Beginning Balance

283.40

(270.00)

1,307.53

2,988.31

975.58

340.78

0.00

13096.25

0.00

75.90

255.66

2164598

Debit Amount

1,189.48

2,465.80

—
EE= uunnn

Credit Amount

Ending Balance

0.00

58.85

209.94

0.00

2,021.62

48.16

254.00

283.40

(270.00)

1,307.53

2,988.31

1,263.01

643.74

24111.78

workday.
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Commonly Used Reports: Trial Balance

10.To drill down deeper into the transactions that make up the individual balances, click into the field with the amount you want look into. Click on
the dropdown arrow next to the amount, and a sub-menu appears. You can view the information by one of the categories listed, or to drill down
into the details, click View Details.

Consolidation Data

19 items

Ledger Account

70050:0ther Services and Supplies

70050-Other Services and Supplies

70050-Cther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050-Other Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

70050:0ther Services and Supplies

Total

Spend Category

Accounting Services

Bocks

Cellular Telephone

Departmental Memberships

Employee Professional Development

Employment Background Check

IT Software and Data Applications

IT Supplies

Individual Memberships

Laptop

Mail Room Charges

Miscellaneous Telecom Charges

Office Supplies

Other Current Charges

Phane Equipment

Postage and Freight

Printing and Reproduction

Repair - Facilities

Beginning Balance Debit Amount Credit Amount
0.00 0.00 0.00
58.85 0.00 0.00
20994 0.00 0.00
0.00 0.00 0.00
2021.62 0.00 0.00
48.16 0.00 0.00
25400 0.00 0.00
28340 0.00 0.00
(270.00) 0.00 0.00
1,307.53
View By
298831
Academic Period as Worktag -
97558
Academic Term
340.78 3 g
Academic Unit as Worktag
0.00 Activity
1309625 Ad Hoc Payee
. Alternate Ledger Account
Altermate Ledger Account Type
75.90
Asset Impairment Reason
25566
Award
2164598 Award Type for Award -

workday.
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O

| View Details
Export to Excel (All Columns)
Export to PDF

64374 ~

F [ = | [l

Ending Balance

0.00
58.85
209.94
0.00
2,021 62
48.16
254.00
283.40
(270.00)
1,307 53
2988 31
126301
0.00
13730.75
51.43
7590

144514

24111.78
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Commonly Used Reports: Trial Balance

A new window will open with the detailed listing of all transactions that make up the balance selected. Click on the Magnifying Glass to open
the individual transaction. Proceed with viewing any of the specific information available within the transaction.

X
Criteria  View by: | Select a Field... v and then by: | Select a Field... v ( Refresh >
&= 8 @ = o
i Exclude
Journal Entry Journal Source Transaction Accounting Date ggg: Ledger Account Transaction Currency Debit Amount Ani’:?r‘\: Translation Currency Memo Worktags g;::m
Report
Q Supplier Invoice 09/01/2022 ?CCSD_ Other Services and usD 5.89 usb PO-P2301323 Business Unit: BUOD1 Boca No -
Supplies Cost Centter: CC0122 General
Accounting
Fund: FAU_F0000 Grants and Aids
Program: PG6100 General
Administration
SmanTag: TAGO0D0411 General
Accounting
Spend Category: Office Supplies
e Book Credit
Journal Source Transaction Accounting Date nge Ledger Account Transaction Currency Debit Amount Amroeurit Translation Currency Memao Workt
Supplier Invoice qQ & ¥
Actions li A
— —
Supplier Invoice = fof
Suppli soice . .
LeAEAes ’ Supplier Invoice: SUPP_INV-000312905
Accounting 3 I
AETETTIEE z Invoice Number ~ SUPP_INV-000312905  Status  Approved ~ Payment Status  Paid
Budget Date 3
Facilities And Administr_. > ~ Invoice Information ~ Invoice Reference Information
o T Favorite > R . . N -
Supplier Invoice Q Company Florida Atlantic University Payment Terms Immediate
Integration 1Ds ]
Supplier Office Depot Inc Punchout Supplier Document Received Yes
Mavigate 3
Currency usD Supplier's Invoice Number 230148504 07/16/2022 - 07/31/2022
1
Invoice Date 07/16/2022 Discount Date (empty) E
Due Date 07/16/2022 Memo Account Number:23014850A 07/16/2022 - 07/31/2022 57,550.69
Total Invoice Amount  7,550.69
) ) Amount Due 0.00
Supplier Invoice (o}
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Commonly Used Reports: Data Audit

Data Audit

The Data Audit reports can be run for various categories. These instructions will focus on Revenue Categories, Spend Categories,
and Funds. The filtering and sorting of information process is the same for each different report type.

In the Workday search field, type Data Audit in the Workday search box. Select the report of choice from the list.
: You can type the report type directly into the search box.

Q data audit

= Data Audit - Cost Centers
=l Report

=

= Data Audit - Locations

—  Report
@it- Revenue Ca@
— Repomr

®

: The format of the report name for Spend Categories differs
from the other reports. It will only appear from the Workday search
field by typing Data Audit Spend. -

[ Q dataaudit spend|
AN /[ S

1099 Data Audit - Ad Hoc Payments with 1099 Payees afid non-1099
Spend Categories
Repaort

1099 Data Audit - Ad Hoc Payments with 1099 Spend ¢ategories and
non-1099 Payees
Report

=(CFAU_FIN_Spend Categories [D@
= Re

The section of the report shown below was run for Revenue Categories. This report will run Wide Open for all Revenue Categories. It
will include Revenue Category Object name, the Reference ID (REF ID), the Inactive Status, and the items included in the Hierarchies.

Data Audit - Revenue Categories om

480 items

Revenue Category Object

30 Meal Plan

7 Plus Meal Plan Tax Exempt

Academic Programs and Services Revenue (FAUF)

Reference ID

RV0555

Rv0549

RV0570

Default Tax Applicability Inactive Worktags

HE=0 .o B
Included in Revenue Category Hierarchies

Yes (Athletics) DEFAULT - Revenue
(Athletics by Sport) Default
(Honors) DEFAULT - Revenue
(TR&P) DEFAULT - Revenue
53000:Sales & Services of Auxiliary Enterprises
Student Fees

Yes (Athletics) DEFAULT - Revenue
(Athletics by Sport) Default
(Honors) DEFAULT - Revenue
(TR&P) DEFAULT - Revenue
53000:Sales & Services of Auxiliary Enterprises
Student Fees

51012:0ther income (FAUF)

workday.
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Commonly Used Reports: Data Audit

2. To filter the report for a specific Revenue Category, click on the Revenue Category column title to open the Filter menu. Click on
the Dropdown List icon to open the sub-menu listing all the categories. Scroll through the list and select the category of choice. You
can choose one or multiple categories from the list. Click Filter.

: You can also type a known category directly into the Value field instead of searching through the list.

-
- ]
Revenue Category Object 30 Meal Plan Medical Staffing Revenue — CPO Revenue Category Object
7 Plus Meal Plan Tax E t
4 Sort Ascending us Vel Flan fax sxeme Membership (Alumni) Dues (FAUF) 4 Sort Ascending
AMEX Clearing .
J Sort Descending Membership Income J,  Sort Descending
AV Revenue .
Merchandise Sales
Filter Condition * Academic Programs and Services i .
Merchandise Sales Revenue Mot Filter Condition *
Revenue (FAUF) X
) v ‘ Subject to Sales Tax (FAUF)
is - .
Activity Fee Refund Merchandise Sales Revenue 1= v ‘
Subject to Sales Tax (FAUF)
Advertising (Student Publication)
Value * Misc Revenue-Non Auxiliary
72 Advertising Revenue (FAUF) Value *
‘ (EED Miscellaneous Interest Income __
- Advertising/Marketing Revenue X Misc Revenue-Non Auxiliary =
Money Management Fees
m Agency Deposits Payable Closeout (Revenue Category)
Agency Revenue N Profiler 50 Meal Plan m
Alternative Loans - MNCAA/Conference Revenue =
Bearch = Search =
Value *
* Misc Revenue-Non Auxiliary
% Misc Revenue-Non Auxiliary =
m X Activity Fee Refund
* Application Fees

: Each of the Data Audit reports can be filtered using the same process.

N\
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Commonly Used Reports: Data Audit

To drill down into the Category Hierarchies, left click on the Related Actions icon.

Actions .

Revenue Category Hierarchy o
Revenue Category Hier... > (Athletics) DEFAULT - Revenue
Favorite >
HEETzy ’ Revenue Category Hierarchy Name  (Athletics) DEFAULT - Revenue
Integration IDs >

Hierarchy Level Financial Statement

/ Parent All Revenue Categories
/ Revenue Categories Included 30 Meal Plan

7 Plus Meal Plan Tax Exempt
Included in Revenue Category Hierarchies / Activity Fee Refund
Advertising/Marketing Revenue
/ Advertising (Student Publication)
(Athletics) DEFAULT - Revenug © More (309)
(Athletics by Sport) Default Children (empty)
(HOHOFS} DEFAULT - Revenue ( Navigate Revenue Category Hiera... 3
(TR&P) DEFAULT - Revenue 4_\
53000:Sales & Services of Auxiliary Enterprises

Data Audit - Revenue Categories Student Fees

480 items K: =0, i

Revenue Category Object Reference ID Default Tax Applicability Inactive Wokktags Included in Revenue Category Hierarchies

30 Meal Plan RV0555 Yes (Athletics) DEFAULT - Revenue
(Athletics by Sport) Default
(Honors) DEFAULT - Revenue
(TR&P) DEFAULT - Revenue
53000:Sales & Services of Auxiliary Enterprises
Student Fees

7 Plus Meal Plan Tax Exempt RV0549 Yes (Athletics) DEFAULT - Revenue
(Athletics by Sport) Default
(Honors) DEFAULT - Revenue
(TR&P) DEFAULT - Revenue
53000:Sales & Services of Auxiliary Enterprises
Student Fees

Academic Programs and Services Revenue (FAUF) RV0570 51012:0ther income (FAUF)
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Commonly Used Reports: Data Audit

The Data Audit Spend Categories report can be run Wide Open to return a complete listing of all the Spend Categories. Click
OK to run wide open. You can also narrow the search by clicking on the Dropdown List icon and scrolling through the list, or by
entering a known Spend Category in the field.

Search =

FAU_FIN_Spend Categories (Data Audit) FAU_FIN_Spend Categories (Data Audit) < Spend Category
| Athletic Equipment Men's

N N / Swimming
Spend Category(ies): ‘ ( = ‘ Spend Category(ies): Bearch =1/ Athletic Equipment Men's

Spend Category > ) Tennis

Spend Categories by Hierarchy

Spend Category Hierarchy: ‘ Spend Category Hierarchy:

Athletic Equipment Softball

Athletic Equipment
Volleyball

o Athletic Equipment

Women's Basketball

The Spend Categories report will list information such as the Spend Category Object name, the Reference ID (REF ID), the Spend
Category Manager, Inactive Status, and various Hierarchy information.

FAU_FIN_Spend Categories (Data Audit) ea 4

869 items ’D = m |_-| E
Spend
Category or
Hierarchy Not
Used on
Account Supplier Link Spend
Posting Rule Commodity Procurement Expense Category is
Spend Category Object Set Reference ID Code Mapping  Inactive Spend Category Manager Spend Category Buyer Usage Usage Tracked IRS 1099 Category Parent Hierarchy(ies]
1099 Adjustment (Gross SPO71 Noelle Sterling (Z80002066) Yes Yes No Box 10: Gross proceeds paidtoan | All Accounting
proceeds paid to an attorney) - attorney

Tax Services Use Only

1099 Adjustment (Medical & SP0713 Noelle Sterling (Z80002066) Yes Yes No Box 6: Medical and health care All Accounting
health care payments) - Tax payments
Services Use Only

1099 Adjustment SPO712 Yes Noelle Sterling (Z80002066) Yes Yes No Box 1: Nonemployee All Accounting
(Nonemployee compensation) - compensation
Tax Services Use Only (Inactive)

1099 Adjustment (Other SP0714 Noelle Sterling (Z80002066) Yes Yes No Box 3: Other income All Accounting
Income) - Tax Services Use Only
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Commonly Used Reports: Data Audit

The report is prepared in Alphabetical Order, based on the first column (Spend Category Object). To Sort any of the columns in
any of the Data Audit reports, click on a column title to open the Filter menu. Click on the Sort Ascending or Sort Descending
field. The data will be sorted based on the choice selected. Unsort the column by clicking on the Sort Arrow and select Remove
Sort.

LN

@),

Supplier Link
Commodity
Reference ID Code Mapping ~ Inactive /ﬁ

< 4 Sort Ascending ) /

Account Supplier Link
Posting Rule Commeodity

\l" Sort Descending Spend Category Object Set Reference ID Code Mapping  Inactive Spend Category Manager Spend Category Buyer

Mohile Phone and Data Service SP0001 Sean M. Cunningham (Z00010560) Supplier Li nk
Filter Condition * .

Commaodity
contains \ v ‘ Reference ID Code Mapping

Value * \ T Sort Ascending
‘ \ ‘ Employment Advertising, Job SP0002 Audrey F Robinson (Z00016208)

Opportunity \l; Sort Descending

S

FAU_FIN_Spend Categories (Data Audit) ea

869 items K: = m |_-I E
Spend
Category or
Hierarchy Not
Used on
Account Supplier Link Spend
7/ N\, Posting Rule Commodity Procurement Expense Category is
Spend Category Object Set Reference ID Code Mapping  Inactive Spend Category Manager Spend Category Buyer Usage Usage Tracked IRS 1099 Category Parent Hierarchy(ies]
1099 Adjustment (Gross SPO711 Noelle Sterling (Z80002066) Yes Yes No Box 10: Gross proceeds paidto an | All Accounting
proceeds paid to an attorney) - attorney
Tax Services Use Only
1099 Adjustment (Medical & SP0713 Noelle Sterling (Z80002066) Yes Yes No Box 6: Medical and health care All Accounting
health care paymenits) - Tax payments
Services Use Only
1099 Adjustment SP0712 Yes Noelle Sterling (Z80002066) Yes Yes Ne Box 1: Nonemployee All Accounting
(Nenemployee compensation) - compensation
Tax Services Use Only (Inactive)
1099 Adjustment (Other SP0714 Noelle Sterling (Z80002066) Yes Yes No Box 3: Other income All Accounting
Income) - Tax Services Use Only
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Commonly Used Reports: Data Audit

Just as with the Revenue Categories report, the Data Audit — Funds report will run Wide Open for all Funds. The report is prepared
in Alphabetical Order, based on the first column (Fund). To Filter any of the columns, click on the Dropdown List icon to open the
sub-menu listing all the categories. Scroll through the list and select the category of choice. You can choose one or multiple
categories from the list. Click Filter.

To Sort, click on a column title to open the Filter menu. Click on the Sort Ascending or Sort Descending field. The data will be
sorted based on the choice selected. Unsort the column by clicking on the Sort Arrow and select Remove Sort.

To drill down into the information, left click on the Related Actions icon. ) Soroe of Funding (L und
Fund Reference ID Fund Type level 1)
FAU_F0000 Grants and Aids X
» .
»  Actions
/’ Fund L 6 T
Fund > .
380 items — FAULFO001 Student Feo Trust Funt FAU_F0000 Grants and Aids
\ ? Favorito ,
Integration IDs >
Fund Manager  (empty)
FAU_F0003 Professional Educatior
Fund Reference ID Fund Reference ID i — .
| T | A Included In Cost Share
Sort Ascending Roles N
FAU_F0000 Grants and Ai FAU_FO000 FAU_FOU04 Other Noreredit Acac) Grants and Alds '3
J, SortD | Auxiliaries Supplier Reports > Non-Sponsered Funding
Ol escending
Fund Type 10 Current Unrestricted Funds
Filter Condition * ;::tg?g:f”ommed Grants Restriction Unrestricted
Total Headcount 5121
is v ‘ FAU_F0001 Student Fee Trust Fund FAU_FO001 otalHeadeoun
Value *
| FAU_F0003 Professional Education FAU_FO003
= Auxiliaries

Data Audit - Funds |

380 items ID = [0 J i}

Source of Funding (FAU ‘fund type' - level

Fund Reference ID Fund Type 1) Fund Level *2 Included in Fund Hierarchies Fund Manager
CPO FO000 GER-MCD-0Q (== CPO_Fo000 71 FAU Clinical Provider Organization CPO College of Medicine *1 Integrated Medical Science *2 Geriatrics *3
Funds

Non-Sponsored Funding

CPO_F9001 GER-JGO-00 CPO_F9001 71 FAU Clinical Provider Organization CPO College of Medicine *1 Integrated Medical Science *2 Geriatrics *3

Funds Non-Sponsored Funding

CPO_F9002 CPQ Operations CPO_Fo002 71 FAU Clinical Provider Organization CPO College of Medicine *1 CPO Administration *2 CPO Administration *3

Funds Non-Sponsored Funding

CPO_F9003 Community Health Clinic CPO_F9003 71 FAU Clinical Provider Organization CPO College of Mursing *1 College of Nursing *2 Diabetes Center *3

Funds Non-Sponsored Funding
CPO_F9004 Memory Wellness Center CPO_Fo004 71 FAU Clinical Provider Organization CPO College of Mursing *1 College of Nursing *2 Memory and Wellness Center *3
Clinic Funds Non-Sponsored Funding
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Commonly Used Reports: Find Journals

Find Journals

1. In the Workday search field, type Find Journals in the Workday
search box. Select Find Journals from the list.

(Q Find Journal| Vs ®>

Find Journal Lines
Report

= Find Journals
Repart

= FAU_CASH_Find Journal Lines - Cash Reconciliation
Report

: You can also type Find Journals directly into the search box.

2. In the Company field, enter Florida Atlantic University, or use
the Dropdown Icon to open the search window and choose Florida

Atlantic University from the list.  [Find Jounals

Journal Number

External Reference ID

Find Journals

Find Journals company . - __— E]
. Year = =

Company * (:EM < Period * EE]
Year * \E,I Ledger = ]
__ Book = ]

Period * = l ]
l

l

\ -

Company * | Bearch = Accounting Date On or After MM/DD/YYYY [
< Campany >
Year Accounting Date On or Before | MM/DD/YYYY [5)
Company Hierarchy >
Period # | Companies or Company Hierarchies. > Journal Sources [ = ]
by Hierarchy
Originated by =
Ledger Companies by Hierarchies > gl ¥ [ ]
Approved by [ = ]
Find Journals Ledger Accounts [ = ]
Worktags [ =]
Company % | Search
Adjustment Journal O
Vear . £ Company
FAU Clinical Practice Reversed Joumal O
Period *
Recurring Journal O
Ledger Intercompany Journal 0O

FAl Research Corporation
Book

@ Florids Adlamtic University

N\
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3. Use the same process to select the Year and the Period.

Find Journals

Company * | Florida Atlantic University - = ]
Year *| ® FY2023 - = ]
Period *| % 07 - Jan = ]

4. Narrow down the search by selecting other parameters as
necessary. The minimum suggested parameters are Status,
Journal Sources, and Originated by.

Status ® Posted

Accounting Date On or After MM/DD/YYYY E

Accounting Date On or Before MM/ DD/ YYYY E

w General Accounting Use

Journal Sources
Only

Originated by * Lorraine Plakstis

Approved by

Ledger Accounts

Worktags

Adjustment Journal

Reversed Journal

Recurring Journal

OoOoodr o

Intercompany Journal

Cancel

5. When all desired parameters are selected, click OK.
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Commonly Used Reports: Find Journals

The report will return a complete listing of all the journal transactions associated with the parameters that were selected. Each transaction can be
viewed by clicking on the Related Actions icon to open the sub menu. You can choose an Action from the menu, or click in the Journal Number
Title to view the journal. The report can also be filtered by any of the column headers by clicking on the column title.

View Journal
Actions
Journal
I Journal Q Journal Number  JRNL-000053841 Status Posted
Journal > ) ) ereity 19/9 ; p -
JRNL-000053841 - Florida Atlantic University - 01/19/2023 - Adjustment to correct Broken Worktags - As of 01/19/23 FY23 ——
( viewExceptions )
Favorite 3 ~_ @@/
~ Journal Entry Information
0 hems
Originated by Lorraine Plakstis (Z80016377)
Journal | Journal Number Campany Status Accounting Date Total Ledger Debits | Total Ledger Credits | Sour ) )
Accounting Date  01/19/2023
Qg Currency usp
Actions Period 07 - Jan-F¥2023 Actuals (Florida Atlantic University)
Journal
Q Ledger Florida Atlantic University : Actuals
At Add/Change Attachment  |orida Atlantic University - 01/19/2023 - Adjustment to correct Broken Worktags Memo Originated by
IS ) Journal Source  General Accounting Use Only
Favorite > Capy
@ Balancing Fund  FAU_99999 FAU_Default Fund
Integration IDs > gasan g SR - A
Memo Adjustment fo correct Broken Worktags - As of 01/19/23 FY23 Book Code (empty)
Journal Entry 3
Journal Number JRNL-000053841 Filter Condition *
a ¥ As Entered
contains v
Journal Entry Lines 42 items
ms Vale * Debit Credit
Company Ledger Account Amount Amount  Memo
Find Journals Journal Journal Mumber Company Status Accounting Date Total Ledger Debits | Adjustments to correct Sroken Workisgd | 53000:Sales & 260112 | Adjust
Auxiliary Enterprises Broken Wi e
c JRMNL-000053341 Florida Atlantic University Posted 01/1972023 106.460.21 /

Oitems o E
Journal fournal Number Company Status Accounting Date Total Ledger Debits ~ Total Ledger Credits ~ Source Ledger Memo Originated by Approved by Adjustment Reversed
a JRNL-000053841 Florida Atlantic University Posted 01/19/2023 106.460.21 10646021 | General Accounting Use Only c University : Actuals | Adjustmen: Larraine Plakstis Carlo Quimanilla No No

Worktags - &
Q JRNL-000053875 Flarida Atlantic University Posted 0172472023 621.360.00 62136000 General Accounting Use Only Florida Atlantic University : Actuals Larraine Plakstis Carlo Quintanilla No No
Q JRNL-000053923 Florida Atlantic University Posted 01/26/2023 £8.440. £44011  General Accounting Use Only intic University : Actuals Lorraine Plakstis Lien MchMullen No Mo
Q JRNL-000054068 Flarida Atlantic University Posted 01/31/2023 3862137.33 386213733 General Accounting Use Only Florida Atlantic University : Actuals Record Capital Expensze for Projects Larraine Plakstis Lien McMullen No No
n Jan FY23
Q JRNL-000054035 Florida Atlantic University Posted 01/31/2023 196.97 196.97 General Accounting Use Only ic University : Actuals To record January FYZ3 FAU Lorraine Plakstis Carlo Quintanilla No Mo
nstituticnal Loan
Q JRNL-000054056 Flarida Atlantic University Poated 01/31/2023 20.00 2000 General Accounting Use Only Flarida Atlantic University : Actuals To Reclass Jan 2023 NFL Loan Lorraine Plakstis Carlo Quintanilla No Mo
Interest/Suz Chrgs Collected
Q JRNL-000054081 Florida Atlantic University Posted 01/3172023 1.063,684.05 106368405 General Accounting Use Only intic University : Actuals To partial reverse JRNL-000054068 Larraine Plakstiz Lien McMullen No Mo
To include Project Code for
SUPP_INV-000332108, SUPF_INV-
000332949 on Project P-5370 FY22
Q JRNL-000054090 Flarida Atlantic University Poated 01/31/2023 10,000.00 1000000 General Accounting Use Only Flarida Atlantic University : Actuals Adjustment rect Broken Lorraine Plakstis Lien MeMullen No Mo
Worktags - Jan FY23
Q JRNL-000054122 Florida Atlantic University Posted 01/3172023 74975.00 7497500 General Accounting Use Only intic University : Actuals Correction of lines for JRNL- Larraine Plakstiz Carlo Quintanilla No Mo
000053615 (GA pested on behalf of
lizs Gyftopoulos)
Q JRNL-000054132 Flarida Atlantic University Poated 01/31/2023 39.732191.99 3973219199 General Accounting Use Only Flarida Atlantic University : Actuals Pass-through Elimi ion for Lorraine Plakstis Lien MeMullen No Mo
Alernative and Stafford Loans Jan Louisa Kally
FY23
Matalia Rusakeva

workday.
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Commonly Used Reports: Find Journal Lines

Find Journal Lines

1. In the Workday search field, type Find Journal Lines in the
Workday search box. Select Find Journal Lines from the list.

(O_ find journal lines| [

©)

<

Find Journal Lines
Report
Report

FAU_FIN_Find Journal Lines
Repaort

FAU_CASH_Find Journal Lines - Cash Reconciliation

: You can type Find Journal Lines

2. In the Company field, enter Florid

directly into the search box.

a Atlantic University, or use

the Dropdown Icon to open the search window and choose Florida

Atlantic University from the list.

Find Journal Lines

Company * ( = *
. -
Year * =
Period * = ]
Ledger [ = ]
Find Journal Lines \
Company =
>
‘fear
Company Hierarchy b
Period % | Companies or Company Hierarchies 3
by Hisrarchy
Ledger Companies by Hisrarchies >

Find Journal Lines

Company *| Search

vour .| & company

FAU Clinical Practice
Organization, Inc.
Period *

FAU Finance Corporation

Ledger FAl Foundation

FAU Resasrch Corporation
Book

. Florida Atlantic University

Journal Number HBOI Foundation

Find Journal Lines

|

Company * g
T * =
Period * = ]
Ledger [ = ]
Book [ =]
Journal Number [ ]
External Reference ID [ ]
Status [ = ]

Accounting Date On or After

MM/DDAYYYY (5]
Accounting Date On or Before | MM/DD/¥YYY [

Journal Sources

Originated by

Approved by

Ledger Accounts

Worktags

Adjustment Journal

Reversed Journal

Recurring Journal

Intercompany Journal

]DDDDﬁ****I

Threshold Met

N\

workday. EDUCATION

3. Use the same process to select the Year and the Period.

Find Journal Lines

Company * | % Florida Atlantic University - = ]
Year * | x FY2023 - i= ]
Period *| ¥ 07-Jan = ]

4. Narrow down the search by selecting other parameters as
necessary. The minimum suggested parameters are Status,
Journal Sources, and Originated by.

Status ¥ Posted

Accounting Date On or After MM/DD/YYYY E ‘

Accounting Date On or Before MM DDA YYYY E ‘

w General Accounting Use

Journal Sources
Only

Originated by ¥ Lorraine Plakstis

Approved by

Ledger Accounts

Worktags

5. When all desired parameters are selected, click OK.
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Commonly Used Reports: Find Journal Lines

The report will return a complete listing of all the Journal Lines that make up each journal entry transaction associated with the parameters that
were selected. Each individual line transaction can be viewed by clicking on the Related Actions icon to open the sub menu. You can choose an
Action from the menu, or click in the Journal Number Title to view the journal. The report can also be filtered by any of the column headers
by clicking on the column title.

Only

Auxiliary Enterprises

View Journal
Actions
Journal Journal @ Journal Number  JRNL-000053841  Status  Posted
Journal » . : : : : ; 3 ( View Excepti 0
JRNL-000053841 - Florida Atlantic University - 01/19/2023 - Adjustment to correct Broken Worktags - As of 01/19/23 Fy23 ( ViewExceptions )
Favorite »
~ Journal Entry Information
158 items Worktags \
4 Originated by Lorraine Plakstis (Z8001637
Journal | Journal Number Company Status Accounting Date  Source Ledger Currency = Ledger Account Ledger Dehit Amount
a 4+ Accounting Date  01/19/2023
TS Filter Condition * Currency uso
Journal is v Period 07 - Jan-FY2023 Actuals (Florida Atlantic University)
- 3 ) . . . 4 1e e . qor .
A JRML-000053841 - Florida Atlantic University - 01/19/2023 - Adjustment to correct Broken Worktags - As of 01/19/23 Fy23 Ledger Florida Atlantic University - Actuals
Value *
Favorite > alue
x SmartTag: TAGO01276 Business 1= Journal Source General Accounting Use Only
Integration ID: » View IDs . . o Services Clearing Acct
=% nisgratian w10 Adjustment te correct Broken Worktags - As of 01/19/23 FY23 - § Balancing Fund FAL_9999% FAL_Default Fund
Journal Entry »
Journal Number JRNL-000053841 Book Code )
\
ierma ~ As Entered
Journal Entry Lines 42
Ledger
Debit Debit Credit
Find Journal Lines [0 =R =1 VT 21 Company Status Accounting Date | Source Ladger Currancy =~ Ledger Account Amount T Ledger Account I ot
53000:Sales & Services of 260112
i ] Auiliary Enterprise
Details c JRML-000053841  Florida Atlantic University  Posted 01/19/2023 General Accounting | Acwals uso 53000:Sales & 212.25 e S
Use Only Services of Auxiliary
Enterprises
58 items @?DHDEL" :
Intercompany Ledger Debit Ledger Credit Match
Journal fimal Number Company Initiating Company | Status Accounting Date | Source Ledger Currency Ledger Account Amount Amount | Line Mema Exterl Reference ID | Worktags D
Q JRNL-000053841 Florida Atlantic University Posted 01/19/2023 General Accounting Use Actuals usp 53000:Sales & Services of 21225 0.00 Business Unit: BUDD1 Boca
e ST S Cost Canter: CC1447 Business Services Clesring Azcount
Fund: FAL_F0152 Agency Administration
Program: PG5201 Gampus Events & Organized Student Services
1276 Business 5
Q JRNL-000053841 Florida Atlantic University Posted 01/19/2023 Accounting Use Actuals usp 53000:Sales & Services of 0.00 0.0 Business Unit: BUDD1 Boca
Auxiliary Enterprises Cact Cemer CCO892 Agency Club Assaunts
Fund FAL_F0698 Studemt Clubs
Program: PG5201 Campus Events & Organized Student Services
Q JRNL-000053841 Flarida Atlantic University Posted 01/19/2023 General Acoounting Use | Actuals usD 53000:Sales & Services of 0.26 Business Unit: BUOD Boca
Orly Auxiiary Enterprises o Cost Center: CC2243 Cashiers Clearing/Halding
N Fund: FAU_FO152 Agency Administration
Program: PGS201 Campus Events & Organized Student Services
Revenue Category: Betioli Commission
SmartTa: 3087 Cashier's - Clearing/Holding
Q JRNL-D00053841 Florida Atlantic University Posted 01/19/2023 General Accounting Uss Actuzls usp 53000:Sales & Services of 0.04 0.00 Business Unit: BUDDT Boca

Cost Center: CCO183 I

Fund: FAL_FOG65 Agency Academic
Program: Not Required
Revenue Catagory: Revenue - Misc

SmartTag: TAGO09913 Music Department

workday.
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Commonly Used Reports: SmartTag Finder

FAU_SmartTag Finder The report produced will return a listing of all SmartTags with each

In the Workday search field, type SmartTag Finder in the of the classifications connected to each individual SmartTag.

Workday search box. Select FAU_SmartTag Finder from the list. FAU_SmartTag Finder @ 1

Q SmartTag Finder

Internally
inded

Fu
Dept PCS Code (Program  Research
Gift Code) (FR)? Date Created  Cost Center - Lovel 2

Academic 06/10/2015 | Division of Rese

rch %2

FAU BUD SmartTag Finder
(Q’ FAU_SmartTag Finder] Report
FAUF FND SmartTag Finder and
FAU_SmartTag Finder only)

©C1700 HBOI - Ocean 11-Ger
" e Instru

ift Details (Foundation Team use Tisoo001 B0l s FAU_SmartTag Finder 61-General Adrministrtion O9ND201S  Dwinofesearch 2 HabrSochOecoregrc

TAG000002 HBOI- Educaton 11General Acadernic 061072015 Diision of Research 2 | Harbor Banch Oceanographic
Report Outeach (480300) Insruction Inet (1801 3
Report Inactive No
. TAGO00003 HBOI - Pancreatic 6 eseard 11-General Academic Yes(FR)  06/10/2015  Divisionof Research®2  Harbor Branch Oceanographic
FAU_SmartTag Finder Cancer (HB0Z01) inetrcton Ine (48013
Report -
P 8865 items
TAGO0O04HBOI-Ocean | CO 2Museums and 06/10/2015  Dhisin of Research =2 | Harbor Branch Oceanograph
Do tor-Foundation | Ceni . Galer Ino (1801 3
FAUF FND and FAU SmartTags Finder (Linked by Gift) (H80308) (FBoD)
Report TAGO00006 HBOI-FND-SLP | CC0366 HBOI Research BUOD Harbor Branch | FAUL_FO179 HBOI FND - SLP 61-Genera 06/10/2015 | Division of Research*2 | Harbx ic
Marketing Administration Oceano 3 Marketing Inst v
»

1-8865 of 8865 items

: You can also type FAU_SmartTag Finder directly into the m—
search box. FAU_SmartTag Finder @

Inactive  No

This report can be run Wide Open, meaning no parameters are
needed to be specified. This will provide a complete listing of all [

S ma rtTa g S. Yo u can Ch oose to narrow d own yo ur sea rch by u SI n g Cost Center - Level 4 Cost Center - Level 5 SmartTag Hierarchy(ies) g 2)  FundType 1) Inactive  Departmental Finance Approver (over $5K)

the Dropdown icon or typing known information directly into each

. 1 HBOI*4 HBOI Research Admin & Gregory M Morgan DOR HBOI Restricted *2 Division of Research Operations *1 Patrick J. Boles (Z23003776)
category search field. Clic .
i oors - D08 HEO Resticted 2 D Ptk . Bles 225005776
FAU_SmartTag Finder
Support *5 (Z23003776)
Inactive D
N\ waores HB01RescarchAdmin&. | STHHBOL2HBO1-Mission | Gl el 00RHEO! Resticted 2 Onisionof Research Operations Pt Bols 225005776)
Grean Dot Bamatte @00041948)

Cost Center

7
iii

HBOI *4 HBOI Research Admin &  STH.HBOI.1 Harbor Branch SLPR | Patrick J. Boles DOR Admin HBOI Foundation *2 Division of Research Operations *1 Patrick J. Boles (Z23003776)
w Support*5 223003776)

Fund 4 »

ftems per page | All ¥ | 1.gg65 of 8865 items

Grant

: Each category can be filtered by clicking on the Column Titles in
the header section.

Did you know you can also filter and

Business Unit |
Program | = ‘ sort by clicking on column titles?

Fund Hierarchies

FAU_SmartTag Finder &n
Cost Center Manager on SmartTag = ‘

Inactive  No

Add a new filter here =

N — ~n-EE
Cost Center Hierarchies = =0 i
/ Add N

nternally

Funded
g ptPCS Code (Program | Research
SmariTag Cost Center Grant__ Project _Business Unit Fund it Code) (FR)?___ Date Created _Cost Center - Level 2 Cost Center - Level 3.
Cancel €C1709 HBOI - Ocean U004 Harbor Branch FAU_F0127 HBOI Ocean 11-General Academic 06/10/2015 | Division of Research®2  Harbor Branch Oceanographic
Lecture Series ceanographic nstitute  Science Lecture Series Instruction inst (HBOI) 3
(+80)
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Commonly Used Reports: SmartTag Finder

To filter the information, click on the Column Title to open the filter
menu. Information can be entered directly into the Value field,
which will automatically populate with a match to the information

entered. Click Filter.

SmartTag Cost Center

| 4 Sort Ascending

J, Sort Descending

Filter Condition *

IS

Value *

SmartTag Cost Center

Filter Condition *

is

M I

Value *

% TAGO00411 General Accounting

Remove Filter

If the exact name is not known, use the Dropdown icon in the Value
field to open a search sub-menu. Scroll through the list and select
the correct item. Click Filter.

TAGO00405 Tech Runway
TAGO00406 University Budget Off...
TAGDOD408 OH - Science - Dean's.
TAGO00409 Department of Huma...
TAGO00410 Student Employment...
TAG000411 General Accounting
TAGO00412 Purchasing
TAGO00413 Local Unrestricted F..
TAG000414 Grant & Aids Investm...
TAGD00415 Incidental Student Fe...
TAGO00416 Space Utilization & A..

TAGO00417 Facilities Planning - ...
TALAANATO Niviminm af Canilisinn

Search

»® TAGO00411 General Accounting

SmartTag Cost Center

1 Sort Ascending

J sort Descending

Filter Condition *

3
Search Results (1)
TAG000411 General Accounting

[earch X
X TAGO00411 General Accounting

workday.

: You can select multiple items from the list at the same time in any

category.

Value *

Science Lecture Seri
(HB0302)

x TAGO0000T HBOI - Associate
und - Foundation (HBODOT)

x TAGO00002 HBOI - Education
Outreach (HBO300)

x TAGO00003 HBOI -
Cancer (HBO201)

x TAGO00004 HBOI - O

(HB0308)

x TAGO0000D HBOI - Ocean

Discovery Center - Foundation

MORE (4)

Value *

» CCO0B0 Basketball - Women

% CC0079 Libraries -
Administration

¥ CCO0B1 Volleyball - Women

» CCOOB2 Athletics Title IX -
Operating

x CCO083 Beach Volleyball -
Weman

The report below is now filtered to TAG000411. This is confirmed
by a Sort/Filter icon shown in the Column Title header.

Inactive  No

1 0f 8865 tems

SmartTag

TAGOD411 General
Accounting

<

e

SmartTag

—0

TAG000411 General

Accounting
Grant Project | Businens aif

BUOD1 Boca

FAU_FO000 Grants and Aids

=@, @

Date Created  Cost Center- Level 2 Cost Center - Level 3

06/10/2015 | Financi

Additional information can be found by clicking on the Related
Actions button. You can drill down further by clicking on Title of
the SmartTag, or on the arrow for any of the available topics in the

list.

: These filtering instructions can be used for any of the

category titles in the column header (Cost Center, Fund, etc.).

TAG000411 General Accounting @m

SmartTag

| SmartTag

Cost Center

Accounting &3

TAGO00411 Eaner-!
Accountin

Actions
<

Custom Organization

Additional Data

A 4

Actions

Reports

Roles

Worker Spend

TAG000411 Gener~" Y S—

Organization
TAG000411 General Accounting
>

’ Type SmartTag

Manager (empty)

Current Headcount 8

Org Chart

- w@
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