ALT-2040 Fund Project Accounting

This information is intended to support project leads of ALT-2040 Funds with financial tracking and
reporting through Workday.

Financial Reporting Requirements

Project leads (grant holders) are responsible for tracking and reporting on expenditures and ensuring
that the project stays on budget. Project leads are required to provide an annual report each year that
the project is active and a final report upon completion. Reports are due by July 31 of each year and
include a budget summary showing what was spent in relation to budget line items in the proposal. Any
unspent funds remaining at the completion of the project are to be returned to the ALT-2040 Fund.
Grant holders are responsible for any over-expenditures.

e Access annual and completion reporting templates on the ALT-2040 website.

Tracking Expenditures in Workday

ALT-2040 Fund accounts are set up as project accounts in Workday. Project leads will be provided access
to the project worktag as a Program Manager and will be able to track expenditures and view/download
ledger reports. ALT-2040 Fund accounts will NOT appear in a research account dashboard. Please follow
the instructions below to access the account information.

e Loginto Workday using your CWL: https://hr.ubc.ca/working-ubc/welcome-workday

e Inthe search bar at the top of the page type “Ledger Summary” and enter/return
e You will see a page called “Tasks and Reports” — Click on the “Ledger Summary Distributed” link at
the top of the page.
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Tasks and Reports

Ledger Summary - Distributed
Report

To pravide summary of transactions (Actual Revenue and Expenditures) in a given organization by ac-
count for each month and fiscal Year-To-Date-Total as well as Commitments and Obligations. Prompts:
Organization, Period, Worktags

Ledger Summary with Payroll Details - Distributed

Report

Provides a similar view as 'Ledger Summary - Distributed' and includes payroll details such as Earning
Deduction, Job Profile, and Job Family. Allows for financial analysis at both the ledger view and line
view without having to cross-reference data from workers’ pay on their profile

e This opens a window similar to the one below:


https://alt-2040.ok.ubc.ca/funded-projects/project-evaluation-and-reporting/
https://hr.ubc.ca/working-ubc/welcome-workday
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Instructions  This report only allows to run by Fiscal Year (ending the month selected in the Period prompt) because any other Time Period may cause
issues with the Carry Forward and Ending Balance. For grant worktags, please use Grants Cash Ledger Summary or Grants Cash Ledger
Summary - Distributed
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To access your ALT-2040 project account:

e Under Organization, select My Organization.
e Choose your ALT-2040 project account from the list.

e Alternatively, you may be required to enter the cost center in the Organization field and the ALT-2040
project worktag in the Worktag field.

To view a different fiscal period:

e The Ledger Summary defaults to the current fiscal year/month.

o Toview a prior period, select All Periods under Period, then choose the desired fiscal year (e.g.,
“FY2025 — Mar” for the complete fiscal year April 1, 2024 to March 31, 2025). For detailed steps and
a demo, refer to the Ledger Summary Training Video.

Support:

Your Faculty Finance Manager can provide assistance with questions related to your project account and
Workday.

If you have questions about reporting requirements or would like to discuss your ALT-2040 Fund project,
please contact the ALT-2040 Fund Manager at altfund.ok@ubc.ca



https://ubc.ca.panopto.com/Panopto/Pages/Viewer.aspx?id=8382b11b-7a3d-4910-8b81-abf700730a6e
https://finance.ok.ubc.ca/about/contact/
mailto:altfund.ok@ubc.ca
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