Accountant

| am an Accountant. | perform
accounting functions for
journals, adjustments within

journals,andintegrations.

Thisrole does not existin
Oracle (various roles for
creatingjournals).

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Accounting Journals and
Accounting Adjustments

A
i N RRSITY

Security Role: Accountant

v=| Tasks | Execute in Workday:

* | cancreate

« AccountingJournal (Manual and Bulk).
I can manually enter Journals for month
end adjustments, depreciation,
translation adjustments, and accrued
liability for purchase items that have
been received but not paid for. | can
also perform bulk upload of Journals.

« Accounting Adjustment./can createan
Accounting Adjustmentto reclassify
costs on the settled financial
transactions.

e | canreverse

« AccountingJournal.lcan reverse
(correct) ajournal Entry.

| can edit

* Journal Entry./can edit a Journal Entry
that has not been posted.

* | canrun reports relevantto accounting,
including (but not limited to)

« FindJournalsand]ournal Lines./ can
run the Find Journals reportto search
forjournals by user, journal status,
fiscal periods, and other criteria.

* GenerallLedger Balances
* GenerallLedger Details
« Trial Balance

« FDM Reference Spotlight Reports./
can run FDM Reference Designated,
Gift, Spend, and Revenue reports.

"My staff members come to me
for help when they need an
accounting adjustment created."




Approver for Account
Certification

| am an Approver for Account
Certification. lapprove
Account Certificationsin

Workday. | can note variances

duringthe Account
Certification processto
promptmy Preparer to
remediate anyissues.

In today’s currentstate
(Oracle),myroleis Approver.

2= [ INIVERSITY
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Security Role: Approver for Account Certification

The Approver for Account Certification role is automatically assigned each month based on the
worktags included on each Account Certification. This role is assigned via integrationand
therefore role assignments will not be traditionally collected. Instead, the following roles will be

used as partof the Account Certification process to determine the appropriate Approver for a
given Account Certification:

* GrantAccount Certifier *  Project Budget Manager
* Cost Center Manager * Unit Gift Manager (non-allocated gifts)

|':'?| Tasks | Execute in Workday:

* | canapprove

» Account Certification./can approve an
Account Certificationto verify the
legitimacy, appropriateness, and
necessity of transactions recorded
against my FDM worktags.

« | canremediate

« Account Certification
Variances. Iferrorsarefoundin the
Account Certificationrequest, |
can correctchanges thatensure
balance between Ledger Account
Balance and the Amountto Certify for
Account.

"In this role, I'm fiscally
responsible for the accounts I'm
assigned.”




Security Role: Award Analyst

sl

Tasks | Execute in Workday:

* |canaccess
- Reportingfor Awards. I have access to
reporting for awards on which the user is
assigned a role. For example, | can assist
Lead Pl in analyzing reportdata for
specified awards.

Award Analyst

| aman Award Analyst. | am
involvedin reporting for
awards.

Recommended Training:
1. Introduction to Workday
Financials

“My staff members come to me
when they have questions about
reporting for awards.”

A
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Security Role: Cost Center Deposit Specialist

Tasks | Execute in Workday:

* | canperform
« Ad Hoc Bank Transactions. I can review

Cost Center Deposit Specialist Ad Hoc Bank Transactions. | can make
—————————— edits to Ad Hoc Bank Transactions | receive
| am a Cost Center Deposit in my inbox to record revenue deposits or

Specialist. | receive Ad Hoc expenditure credits.

Bank Transactionsin my inbox

to record revenue deposits or
expenditure credits. |
alsoreviewand update the
FDM worktags for my Ad Hoc
Bank Transactions (AHBT).

Thereisno currentrolein
Oracle.

"Colleagues come to me if they
need to enter an Expenditure
Creditor depositrevenue."

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Reviewing Ad Hoc Bank
Transactions

A
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Security Role: Cost Center Financial Analyst

sl

Tasks | Execute in Workday:

« |canview

Cost Center Financial Analyst « Financial Reports./can view financial
reports for assigned cost centers,
| am a Cost Center Finandial including manager financialreports and

Analyst. Iview financial metrics and spend analytics.
reports.

Recommended Training:

1. Introduction to Workday
Financials

“My staff members come to me
when they need help accessing
financial reports.”

A
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Security Role: Cost Center Fiscal Specialist

sl

Tasks | Execute in Workday:

* | can prepare

« Account Certification. prepare
Account Certifications to ensure that all
transactions are appropriate, necessatry,
and supported by documentation.

Cost Center Fiscal Specialist

| am a Cost Center Fiscal
Specialist. | prepare Account

Certifications. * lcanremediate
* Account Certification Variances. If
Recommended Training: errors are found in the Account
1. Introduction to Workday Certificationrequest, | can note a
ARELEELS P variance and ultimately resolve the
2. Account Certification variance.
This rolewill be used as partof the Account “My staff members come to me
Certification process to determine the when they need Account
appropriate Preparer for a given Account Certifications prepared.”
Certification.
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Security Role: Cost Center Manager

sl

Tasks | Execute in Workday:

* | canapprove * lcanremediate
« Financialtransactions. / can approve « Account Certification

Cost Center Manager financial accounting and revenue Variances.Iferrorsarefoundin the
e — business processes, including accounting Account Certification request, |
| am a Cost Center Manager. | journals, customer invoices, and internal can correct changes thatensure
approvefinancial transactions service deliveries. balance between Ledger Account
and Account Certifications. Balance and the Amountto Certify for

* lcanapprove Account
In today’s currentstate, my o
roleis similar to Fiscal « Account Certification./can approvean
Administrator. Account Certification to verify the

legitimacy, appropriateness, and
Recommended Training; necessity of transactions recorded
. Introduction to Workday against my FDM worktags.

Financials

. Cost Center Manager Approvals
. Account Certification

"My staff members come to me
when they need customer invoice
approved.”

This rolewill be used as partof the Account
Certification process to determine the
appropriate Approver for a given Account
Certification.

A
i N RRSITY




Customer Billing Specialist

| am a Customer Billing
Specialist. | perform tasks
relatedtocreatingand
managing customers,
invoices, andinvoice
adjustments.

In today’s currentstate
(Oracle), myroleis UVA AR
Billing Specialist.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Customer Accounts

Recommended Training:

1. Customer Contracts and Billing

Installments

A
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Security Role: Customer Billing Specialist

sl

Tasks | Execute in Workday:

| can create

« Customers. I can create a customer to bill someone
outside the University for goods/services provided.

| can add / edit
+ Customer Contact. I can setup customer contacts if

needed after a created customer has been approved.

| can change

+ Customer Summary./can change the customer’s
name, customer category, or status.

| can adjust

+ Customer Invoice. | can adjust a customer invoice,
using invoice adjustment or credit and rebill.

| can request

+ Customer Portal. l can request that a Customer Portal

be created on behalf of a customer.

* | can create, print & email
« Customer Invoice. | can create, print and email

a Customer Invoice by printing the Customer
Invoice in Workday or pulling the PDF from the
Invoice record in Workday once a customer is
created and active in Workday.

Customer Statements. | can create, print and
email a Customer Statement to remind customers
about their outstanding invoices and provide
details of their account activity.

Consolidated Customer Invoice. I can create,
print, and email consolidated customer invoices for
selected customers.

* | can manage
+ Document Delivery. I can setup and manage

document delivery after a Customer has been
created to enable the emailing of Customer
Documents.

"My staff members come to me
when they need customer invoice

adjusted.”

Finance
Strategle
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Customer Contract Specialist

| am a Customer Contract
Specialist. | perform tasks
relatedtothe creationand
managementof Customers,
Customer Contracts,and
Invoices.

Thisrole did not existin
Oracle.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Customer Accounts

A
i N RRSITY

Security Role: Customer Contract Specialist

sl

Tasks | Execute in Workday:

* | can
* | can
* | can
* | can

Create

Customers. | can create a customer to bill someone
outside the University for goods/services provided.

Customer Contract. I can create Customer Contracts
allowing me to systematically manage contract amounts,
billing, and invoicing for approved contracts.

Billing Schedule for Customer Contract. / can create a
billing schedule to manage the billing installments
established by the Contract’s terms.

Customer Invoices for Billing Installments. / can create
the invoices based on the billing schedule for Customer
Contracts.

add / edit

+ Customer Contact. / can setup customer contacts if
needed after a created customer has been approved.

change

+ Customer Summary./can change the customer’s name,
customer category, or status.

adjust

+ Customer Invoice. | can adjust a customer invoice, using
invoice adjustment or credit and rebill.

* | can amend

+ Customer Contract. I can amend details of existing
customer contracts to update information such as the
contract amount, the contract status, and update
Worktags to create a new version of the contract.

* | can create, print & email

+ Customer Invoice. | can create, print and email
a Customer Invoice by printing the Customer Invoice in
Workday or pulling the PDF from the Invoice record in
Workday once a customer is created and active in
Workday.

« Customer Statements. | can create, print and email a
Customer Statement to remind customers about their
outstanding invoices and provide details of their
account activity.

+ Consolidated Customer Invoice. [ can create, print,
and email consolidated customer invoices for selected
customers.

* | can manage

* Document Delivery. [ can setup document delivery if
needed after a created customer has been approved.

* | can request

+ Customer Portal. l can request that a Customer Portal
be created on behalf of a customer.

Finance
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Security Role: Expense Data Entry Specialist

sl

Tasks | Execute in Workday:

Expense Data Entry Specialist

| am an Expense Data Entry
Specialist. | perform data
entry and modification for
expensereports.

In today’s currentstate
(Chrome River), myroleis
Super-Delegate.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Expense Reports for Expense
Ambassadors (instructor-led) or
Expense Reports (self-paced
course in Workday Learning)

.Q-UO IVERSITY
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* | cancreate

« Expensereportfor Worker./can
createa report
entailing bonafide business expenses for
workers including
requesting reimbursements and
reconciling credit card transactions.

» Expense Reportfor Intercompany./
can create an intercompany expense
reportthat differs from Self/Worker in
the Expense Line level.

» Spend Authorization
for Intercompany/Worker. I can create
a reportfor authorization to spend
money and get approvalto take the
companion and be reimbursed by UVA.

| can view, edit, change, and cancel

«  ExpenseReport./canview, change, edit,
and cancel existing expense reports
depending on the status of the report.

e | canview

« Reports. I can navigatethrough and
view reportsin Workday thatare in
progress, draftstage, or approved.

* | can perform

« Expense Reportingand Authorization
in the Workday App.

“My staff members come to me for
help when data entry or modifications
must be made for workers or
intercompany expenses.”




Security Role: Expense Support Specialist

sl

Tasks | Execute in Workday:

 |canapprove
- ExpenseReports.lamthe first approver

of all expense reports. | have review
capabilities and can edit all fields of an
expense report. | can also return an
expense reportto its initiator to make
updates if needed. | am the only security
group who can review/editduring
expense reportapproval.

As part of the approval process, I certify
that worktags are correct, documentation
Required Training: is attached, and expenses arewithin policy
1. Introduction to Workday (e.g., meal per diems are correct).

Financials - prerequisite
2. Expense Reports (self-paced

coursein Workday Learning

that focuses on creation and
submission of Expense Reports)

Expense Support Specialist

| am an Expense Support
Specialist. | perform expense
reportapprovals.

In today’s currentstate
(Chrome River), myroleis
Fiscal Approver.

“My staff members come to me
when they need expense reports
reviewed and approved.”

.Q-UO IVERSITY
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Security Role: Grant Account Certifier

sl

Tasks | Execute in Workday:

* | canapprove

- p: + Account Certification./can approve an
GrantAccount Certifier Account Certificationto verify the
legitimacy, appropriateness, and
necessity of transactions recorded

| am a Grant Account Certifier.

ICaeFr)tFi)frig;/fi OArf(S:.ount against my FDM worktags.
* |lcanremediate
In today’s currentstate « Account Certification
(Oracle), myroleis Project Variances. Iferrors arefoundin the
Account Certifier. Account Certificationrequest, |
can correctchanges thatensure
Recommended Training: balance between Ledger Account
1. Introduction to Workday Balance and the Amountto Certify for
Financials Account.

2. Account Certification
"My staff members come to me

for help with Grant-related

This rolewill be used as partof the Account Account Certification approvals.”
Certification process to determine the

appropriate Approver for a given Account
Certification.

A
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Security Role: Grants Compliance Reviewer

Tasks | Execute in Workday:

« |lcanreviewand approve

Grants Compliance Reviewer ’ Payr.o'll Accounting Adjustments. When
specific criteria are met, | approve Payroll

| am a Grants Compliance Account/ngAdjugtment Accounting

SaviEmeEr || reviemElne Journal, Accounting Journal

approve payrollaccounting ;ntercompany, jccount{ngjourna; Unpost

adjustments. ntercompany, Accounting Journa

Unpost-Reverse, Period Activity Pay, and
Request One-Time Payment events.

Recommended Training:
1. Introduction to Workday
Financials

“My staff members come to me
when they need payroll
accounting adjustments reviewed
and approved.”

A
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Security Role: Grant Financial Analyst

sl

Tasks | Execute in Workday:

« lcanviewand run * lcanremediate
* Reports./canview and run reports for « AccountCertification Variances. If
Grant Financial Analyst the Grantson which| am assigned. | errorsarefound in the Account
| am a Grant Financial Analyst. receive any business processes for review variance and ultimately resolve the
| view and run reportsfor the or approval. variance.
Grantsonwhichlam * | can prepare

assigned and prepare Account
Certifications.

« Account Certification./ prepare
Account Certifications to ensure that all
transactions are appropriate,
necessary, and supported by
documentation.

Recommended Training:

1. Introduction to Workday
Financials

2. Account Certification

“My staff members come to me
for help running reports for
certain Grants.”

This role will be used as partof the Account
Certification process to determine the
appropriate Preparer for a given Account
Certification.

A
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Security Role: Grant Manager

sl

Tasks | Execute in Workday:

* | cancreate
« Budget Amendment./can move

Grant Manager budgets between object classes

—_— associated with spend categories,

| am a Grant Manager.lam resulting in net zero budget change
responsiblefor the day-to-day within the Grant.

managementof grants. . |canview and complete

- Award Tasks. I canview the alerts
related to the Award Tasks and take
necessary actions on the Award Tasks.

In today’s currentstate
(Oracle), myroleis Grant

Manager.
* | can approve
':e‘]l'”ireg Tr"‘_‘i"i“g\:N " - Financial transactions. I can approve
: Fr;;;%c‘faclg?r;)trzreggisi?g financial accounting and revenue
2. Grants Management busmess processes, .lnc/L_ld/ng accounting
joumals, cystqmer/nvomes, and internal "My staff members come to me
service deliveries. for help when they have

questions about grant reports or

n

grant spending.
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Internal Service Delivery (1SD)
Data Entry Specialist

| am an Internal Service
Delivery(ISD) Data Entry
Specialist. | perform edits and

cancellation of ISD events.

In today’s currentstate
(Oracle), myroleis Internal
Service Delivery (ISD) Data
Entry Specialist.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Internal Service Delivery

A
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Security Role: Internal Service Delivery (ISD) Data Entry Specialist

Tasks | Execute in Workday:

* | cancreate

 ISD Event./can create ISD events that
record information related to ISP
provisions.

* Internal Catalog(Add Catalog Load
Item, Maintain Existing Catalogltem)./
can createa catalog item of ISDs into my
Workday Catalog.

e |canview

« Accountingfor ISD. I canview the

accountinglogs for ISDs entered in
Workday.

* | can change

* I1SD. I can change information entered
regarding ISDs in Workday.

* | canrequest

 Cancellation of ExistingISD. | can
request for ISDs to be cancelled
should they be incorrect.

* | canrun reports

« Available for ISD. I canrun reports
and view specific entries of an ISD in
a Workday Catalog.

"My staff members come to me
for help when ISDs need to be
created, edited, or requested.”




Security Role: Internal Service Provider Manager

Tasks | Execute in Workday:

 |canapprove
Internal Service Provider » InternalService Delivery and Catalog

Manager Load. I canapprove Internal Service

| am an Internal Service Deliveries (ISDs) and Catalog Loads.
Provider Manager. | approve
InternalService Deliveryand

CatalogLoad.

Recommended Training:

1. Introduction to Workday
Financials

“My staff members come to me
when they need an Internal
Service Delivery approved.”

A
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Security Role: Multi Funding Source Access

Tasks | Execute in Workday:

This ACM is created for MFS access for Capital Projects team (Company level role required for MFS
Multi Funding Source Access setup and processing).

| hold Multi Funding Source
Access.

Recommended Training:
1. Introduction to Workday
Financials
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P2P $10K Requisitioner

| am a P2P $10K Requisitioner. |
can create purchase requisitions
up to $10K without the requisition
routing for FDM approvals and can
approve purchase requisitions up
to $10K if the requisition lineis
for the cost center in which |
have spend authority. | also hold
the ProcurementShopperrole.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Purchase Requisitions, Purchase
Orders and Supplier Invoice
Requests

A
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Security Role: P2P $10K Requisitioner

sl

Tasks | Execute in Workday:

* | cancreate

« Purchase Requisitions. I can create a purchase requisition in Workday to procure goods and supplies as
per UVA's need from the UVA Marketplace integrated in Workday. If the requisition total is less than $10K
in the cost center in which | have spend authority, then it will skip FDM approvals.

* Note: If the P2P $10K Requisitioner submits a requisition that is greater than $10K, the
requisition will route for FDM approvals based on the worktags used on the requisition (P2P
Approver, Grant Manager, Unit Gift Manager, or Project Budget Specialist). If the requisition
is less than or equal to $10K and the requisition lineis for a cost center for which they
do NOT have the P2P $10K role assignment, then it will route to the cost center’s P2P
$10K Requisitioner for approval. It will not route for more FDM approvals after.

* | canapprove
«  Purchase Requisitions. I have purchase requisition approval authority up to $10K for purchases made
within cost center that | am assigned to.

“My staff members come to me
when they need purchase
requisitions up to $10K
approved.”




P2P $5K Requisitioner

| am a P2P $5K Requisitioner. | can
create purchase requisitions up to
$5K without the requisition routing
for FDM approvals and can
approve purchase requisitions up
to $5K if the requisition line is for
the cost center in which | have
spend authority. | also hold the
Procurement Shopper role.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Purchase Requisitions, Purchase
Orders and Supplier Invoice
Requests

A
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Security Role: P2P $5K Requisitioner

sl

Tasks | Execute in Workday:

* | cancreate

« Purchase Requisitions. I can create a purchase requisition in Workday to procure goods and supplies as
per UVA's need from the UVA Marketplace integrated in Workday. If the requisition total is less than $5K
in the cost center in which | have spend authority, then it will skip FDM approvals.

+ Note: If the P2P $5K Requisitioner submits a requisition that is greater than $5K, the
requisition will route for FDM approvals based on the worktags used on the requisition (P2P
Approver, Grant Manager, Unit Gift Manager, or Project Budget Specialist). If the requisition
is less than or equal to $5K and the requisition line is for a cost center for which they do
NOT have the P2P $5K role assignment, then it will route to the cost center’s P2P $5K
Requisitioner for approval. It will not route for more FDM approvals after.

* | canapprove

«  Purchase Requisitions. I have purchase requisition approval authority up to $5K for purchases made
within cost center that | am assigned to.

“My staff members come to me
when they need purchase
requisitions up to $5K approved.”




Security Role: P2P Approver

Tasks | Execute in Workday:

 |canapprove

P2P Approver «  Spend Transactions./can approve
R expense reports, supplier invoice

| ama P2P Approver. | requests, change orders, and spend
approve Spend transactions. authorizations.

Recommended Training:
1. Introduction to Workday
Financials

“My staff members come to me
when they need Spend
transactions approved.”

A
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Payroll Accounting Adjustment
Specialist

| am a Payroll Accounting
AdjustmentSpecialist. |
perform accounting

adjustmentstocurrentand
historical payrolls.

In today’s currentstate
(Oracle), myroleis UVA LD
Specialist.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Payroll Accounting - Accounting
Adjustments

A
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Security Role: Payroll Accounting Adjustment Specialist

sl

Tasks | Execute in Workday:

* | cancreate

« Payroll Accounting Adjustments. /

can create Payroll Accounting
Adjustment for Workers in the
Company/Company Hierarchy or Cost
Center/Cost Center Hierarchyfor which
they are assigned.

Historical Payroll Accounting
Adjustment./can adjust salary
expenses originally posted in Oracle.

* | canrequest

Accounting Adjustment for Self. /
canrequest an accounting
adjustment as Workday considers self-
adjustment a conflict of interest.

"My staff members come to me
for help when payroll
accounting values need to be
adjusted."




Security Role: Payroll Costing Manager

sl

Tasks | Execute in Workday:

* | canassign * | canrequest
« Costing Allocation. I can Assign » Costing Allocation for Self. / can
Payroll Costing Manager Costing Allocation for ALL workers, request a costing allocation as Workday
- 00 969996~ regardless of their company and will considers self-requesting a conflict of
| am a Payroll Costing Manager. | receive an inbox task on applicable HCM interest.
perform costing allocations for business processes (e.g., Hire, Add Job, e | canreview
workers across all companiesand and Changejob) for the Cost . o

where assigned.

Costing Overrides. | can enter

have been assigned. : _ , o
costing overrides on Period Activity Pays

This role did not exist in Oracle. « Worker-Position-Earning so that they are appropriately costed.
Costing Allocation./can assigna ,
Required Training: costing allocation for a specific earning * OneTime Payment
1. Introduction to Workday that a worker will receive on their Costing Overrides./canenter
Financials - prerequisite position so that it is costed to a specific costing overrides on One Time Payments
2. ZﬁyroItI.Accountlng - Costing set of FDM worktags separatelyfrom so that they are appropriately costed.
ocation . .
3. Payroll Accounting - HCM how other earnings will be costed. "My staff members come to me
Subtasks  Position Restriction Costing or help when employees across
Allocation. I can assign a position- companies need payroll
oriented costing allocation. assignment or altering.”

A
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Security Role: Payroll Costing Specialist

sl

Tasks | Execute in Workday:

* | canassign * | can request
« CostingAllocation. can Assign « Costing Allocation for Self. /
Payroll Costing Specialist Costing Allocation for workers in can request a costing allocation
———— the Company/Company Hierarchy for as Workday considers self-requesting
| am a Payroll Costing which | have been assigned. |do not a conflict of interest.
Specialist. | perform payroll receive HCM-related inbox tasks
costing allocation within the associated with assigning costing
company lam assigned. allocations.
« Worker-Position-Earning
In today’s currentstate Costing Allocation. | can assign a
(Oracle), myroleis UVALD costing allocation for a specific earning
Specialist. that a worker will receive on their
position so that it is costed to a specific
Required Training: set of FDM worktags separatelyfrom
1. Introduction to Workday how other earnings will be costed.
Financials - prerequisite
2. Payroll Accounting - Costing « Position Restriction Costing "My staff members come to me
Allocation Allocation./ can assign a position- for help when employees within
oriented costing allocation. ses) my company need payroll

update or assignment.”
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Petty Custodian

| am a Petty Custodian.|
perform and submitrequests
for replenishment of a petty

checkingaccount.

In today’s currentstate

(Oracle), my roleis Petty
Custodian.

Required Training:

1. Introduction to Workday
Financials - prerequisite

2. Petty Cash Account
Replenishment

Security Role: Petty Custodian

Tasks | Execute in Workday:

* | cancreate

« Create Miscellaneous Payment
Request./canrequest a replenishment
of my petty cash accountafter itis has
been established and initially funded.

“My staff members come to me
for help when they need to
submit a requestfor petty cash
replenishment.”

-
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Security Role: Preparer for Account Certification

The Preparer for Account Certification role is automatically assigned each month based on the
worktags included on each Account Certification. This role is assigned via integrationand
therefore role assignments will not be traditionally collected. Instead, the following roles will be
used as partof the Account Certification process to determine the appropriate Preparer for a
given Account Certification:

« GrantFinancial Analyst

Preparer for Account
Certification

« Cost Center Fiscal Specialist
| am a Preparer for Account

Certification. | prepare Account
Certificationsin Workday. | also
remediate variances when i . .
mins v e e A [f] Tasks | Execute in Workday:
Certification process.

*  Project Budget Specialist

* | can prepare

In today’s currentstate « Account Certification. I prepare
(Oracle), my role is Fiscal Account Certifications to ensurethat all
Contact. transactions are appropriate, necessary,
and supported by documentation.

* lcanremediate "Colleagues will come to me if
« Account Certification Variances. If they have questions about
errorsare foundin the Account account certification.”
Certificationrequest, | can note a
variance and ultimately resolve the
variance.

A
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Security Role: Procurement Shopper

v—
=1 Tasks | Execute in Workday:
* | cancreate + lcanchange
» Requisition Worktags Template «  SupplierInvoice Request. I can cancel or
p Sh + Requisition./ can create a purchase requisition ed/;an existing 'su‘pp//er Invoice request
rocurement Shopper in Workday to procure goods and supplies as ana copy /qn existing requesll: to .crectJ/se :/’
- per UVA's need from the UVA Marketplace gew SIL{pp I/er ”?VO’;e 4 equis usm(rgt €My
| am a ProcurementShopper. integrated in Workday, Uppiier Invoice Requests repo
| submit requisitions, create a « lcanapprove * Purchase Requisition. /can change
change order, andview < Supplier Invoice. I can approve supplier a pur§hQ§e requisition that has
various procurement reports. invoices over $10,000 that are tied to the PO been initiated.
fOQWh/CIhO;Gm 1;:79 requesterfT//:is o - Purchase Order.  can change via a
. acknowledges the “receipt” of the goods. I can change order and make edits to existing
In today’s currentstate add an attachment if needed. purchases such as quantity, costs, and
(Oracle), myroleis PO + lcanacton

worktags.

Shopper $1.

« Assigned Cart. I can create a requisition for
UVA Marketplace items that an Employee as
Required Training: Self has put into a shopping cart.
1. Introduction to Workday
Financials - prerequisite
2. Purchase Requisitions, Purchase Note on approval: ”Mystaﬁ‘ members come to me
Orders & Supplier Invoice Users that hold the Procurement Shopper role but do NOT hold P2P when they need to purchase
Requests $10K or $5K Requisitioner role do not have any spend authority. In 200 ds or services."
other words, the requisitions they submit will always route for FDM !
approvals based on worktags used on the requisition (P2P Approver,
Grant Manager, Unit Gift Manager, or Project Budget Specialist).
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Project Budget Manager

| am a Project Budget
Manager.lam responsible for
a portfolio of Projectsand
second level Project-based
approvals and can approve
Account Certifications.

Recommended Training:

1. Introduction to Workday
Financials

2. Account Certification

2= [ INIVERSITY
AlllE 7VIRGINIA

Security Role: Project Budget Manager

Tasks | Execute in Workday:

* |canapprove * |canremediate
«  Project-basedApprovals./can approve « Account Certification
second level Project-based approvals. Variances. Iferrors are found in the
* | canapprove Account Certificationrequest, |

can correctchanges thatensure
balance between Ledger Account
Balance and the Amountto Certify for
Account.

« Account Certification./ can approve
an Account Certification to verify the
legitimacy, appropriateness, and
necessity of transactions recorded
againstmy FDM worktags.

“My staff members come to me

This rolewill be used as partof the Account for h elp with second | eve{’
Certification process to determine the Project-based approvals.
appropriate Approver for a given Account
Certification.




Security Role: Project Budget Specialist

sl

Tasks | Execute in Workday:

« |lcanreviewand approve | can prepare
: _ «  Project-related Transactions. I approve A ificati
Proiect Budget Specialist . : : , « Account Certification. I prepare
J get>p PrOJect-(elatec{ transactions, /nc/yd/ng Account Certifications to ensurethat all
| am a Project Budget Accounting Adjustment, Accounting transactions are appropriate, necessary,
Specialist. | am responsible for Journal, Accounting Journal and supported by documentation.
S \ Intercompany, Accounting Journal Unpost .
reening ae SEpredins Intercompany, Ad Hoc Bank Transaction, | canremediate
Prczjjict-related_trazsactm?s Change Order, Expense Report, Internal « Account Certification Variances. If
‘én t.]sr p;_repa ringAccotn Service Delivery, Internal Service Delivery errorsare foundin the Account
ErLTIcations. Intercompany, Requisition, Spend Certification request, | can note a
- Authorization, Supplier Invoice Request. variance and ultimately resolve the
Recommended Training: variance

1. Introduction to Workday
Financials

2. Account Certification

This rolewill be used as partof the Account 147 S ST COMmENONE
Certification process to determine the when th ey nee d Projectr elated
appropriate Preparer for a given Account trans GCUOQS reviewed and
Certification. approved.
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Security Role: Senior Department Finance Approver

sl

Tasks | Execute in Workday:

 |canapprove
Senior Department Finance » Expense Report Exceptions./am

Approver responsible for approving all expense

reportexceptions and requisitions over

$250,000, and for approving Delegation
requests and quarterly reconciliations.

| am a Senior Department
Finance Approver. | perform
Expense Report exception

approvals.

Recommended Training:
1. Introduction to Workday
Financials

“My staff members come to me
when they need Expense Report
exceptions approved.”
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Security Role: Sponsored Programs Manager (Cost Center)

sl

Tasks | Execute in Workday:

 |canapprove

Sponsored Programs Manager « GrantAward BusinessProcesses./can
(Cost Center) view grant functions for assigned cost

| am a Sponsored Programs lc)en(ers and approve grant award
Manager (Cost Center). | USINESS ProCEsSes.

approve Grant Award

business processes.

Recommended Training:
1. Introduction to Workday
Financials

“My staff members come to me
when they need Grant Award
business processes approved.”
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Security Role: Unit Gift Manager

v=| Tasks | Execute in Workday:

* | cancreate * | canapprove
 Gift Request (usingWorkday Extend « Account Certification. I can approve an
Unit Gift Manager process)./can create requests, run Account Certification to verify the
- reports, and view Gift attributes and legitimacy, appropriateness, and
| am a Unit Gift Manager. | Gifts assigned to their Cost Centers necessity of transactions recorded
perform Gift Requests including navigation to their hierarchies. againstmy FDM worktags.

through Workday Extend, run

. : + | canremediate
reportson gifts assigned, and *| can approve

approveAccount « Operational Transactions and Manual
Certifications. Journals. I can approve Workday

« Account Certification
Variances. Iferrorsarefoundin the
Account Certification request, |

transactions that use my Gift Worktags on can correct changes thatensure

In today’s currentstate them (does not apply to Gifts that route balance between Ledeer Account
{olrergliel iy el s it to the Cost Center Manager role). Balance and the Amc;guntto Certify for
MIEMELEE Account.
Required Training:
1. Introduction to Workday “My staff members come to me
2 gir]]c??:?ea;;oﬁrerequme This rolewill be used as partof the Account for help when the{’e are ;?’ﬁs i

' Certification process to determine the be requested or viewed.
Recommended Training: appropriate Approver for a given Account
1. Account Certification Certification.
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