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Welcome

Don Cochran 
Enterprise Resource Planning

Systems Lead

Serena Simpson
Grants & Contracts Accounting, Systems 

Systems Lead

Doug Feller
Grants & Contracts Accounting, Project Accounting

G&C Financial Analyst III



Agenda 
Topic Presenter(s)

Welcome - Introductions Don Cochran

Workday Grants Reporting – SABER Overview Serena Simpson

Workday Basics – Award, Award Line, Grant Serena Simpson

Workday Grants Reporting – Tips and Tricks, Demo SABER Serena Simpson

Helpful Reports Serena Simpson

Award - (Search and View capability, demographics, billing, CIS) Doug Feller

Grant – (Search and View capability, demographics) Doug Feller

Warning and  Critical Errors Doug Feller

Request Framework Doug Feller

Prior Year Salary Transfers Doug Feller

Workday Now and Beyond Don Cochran

Knowledge Articles Don Cochran

Questions Don Cochran



Workday Grants Reporting

Serena Simpson
Grants and Contracts Accounting

Systems Analyst Lead





SPONSORED AWARD BUDGET EXPENSE 
REPORT (SABER)

Type of Reports:

SABER

SABER BY OBJECT CLASS

SABER BY AWARD



TIPS AND TRICKS

Question: How do I view actuals for a specific period of time?

Answer: Use the Budgets & Actuals On or After and Budgets &               

Actuals On or Before criteria



TIPS AND TRICKS

Question: How do I view just the Sponsored portion of my Award, 

not the cost share (vice versa)?

Answer:  Use the Grant Hierarchy field to filter.



TIPS AND TRICKS

Question:  How do I save a filter if I want to view the same criteria on a regular               

basis? 

Answer: Enter Criteria, Create filter name, and Save filter

Question:  How do I modify filters?

Answer: You can’t modify a filter.  The filter will need to be deleted by selecting 

the ‘X’ next to the filter name. 

Question:  Can I create multiple filters?

Answer:     Yes, you must create unique filter name.  All filters will display in the 

drop down.



TIPS AND TRICKS

Question:  How do I view actual costs by Object Class?

Answer:     Drill down on total for Award and/or Grant and view by 

Object Class and refresh



TIPS AND TRICKS



HELPFUL REPORTS

WORKDAY REPORTS:

• SABER

• SABER BY OBJECT CLASS

• SABER BY AWARD

• EXTRACT AWARDS

• EXTRACT AWARD LINES

• EXTRACT GRANTS



Doug Feller
Grants & Contracts Accounting, Project 

Accounting
G&C Financial Analyst III



AWARD – Overview/Summary



AWARD – Overview/Funding Details



AWARD – Award Lines Overview



AWARD – Award Lines 



AWARD – GT Award Lines Custom Objects Class



AWARD - Budget



Budget - Amendments



AWARD –Billing and Receivables



AWARD – Additional Data



AWARD – Additional Reports



GRANT - Details



GRANT – Related Worktags



GRANTS - Roles



Request Framework – New Award Line/Grant 

• Add detailed description of the request
• “This is a Subaward request for the University of Georgia.”
• General Comments is also useful for this 

• Choose the correct Purpose
• Subawards – External (i.e. University of Georgia)
• Internal Collaboration – Internal (i.e. COPI)

• Important to specify the correct Cost Center for new 
grant line 
• New grant will need to be created if incorrect

• Use the Award number
• Not the Prime Grant



Prior Year Salary Cost Transfer

• Backup Documentation
• Cost Transfer Form

• Detail about “WHY” the transfer is requested

• Detail about “HOW” the transfer benefits the new worktag

• All related Spend Categories; i.e Salary, Fringe, and Tuition

• Employee Monthly Cost Detail

• Revised and Signed ASR
• 2 Signatures –Employee and Financial Unit Manager

• Exception used if Employee has left GT

• Additional Information



Example – Prior Year Cost Transfer

 

Expense Date: Date of Request: Days Late: 0

Driver Worktag # Award #

Driver Worktag # Award #

Original 

Posting Date Business Doc # Description Emp. ID # Spend category

Direct Cost     

Amount ($)

     

     

(Use a continuation sheet Tab 2, if necessary)

TOTAL -                        

Certified By (Print Name and Title) Signature Date

Certified By (Print Name and Title) Signature Date

Approved By:

Date

GEORGIA INSTITUTE OF TECHNOLOGY 

REQUEST FOR COST TRANSFER

SPONSORED AWARDS

As outlined in Georgia Tech Administrative Policy No. 3.6 "Cost Transfer Requests," this form must be completed for any cost transfer requested 

on sponsored aw ards.  A late cost transfer is defined as one that is requested more than 90 calendar days after the original General Ledger 

posting date of the initial expense (Complete Late Request Form - Tab 3 Required).                                                                                                                                                                                                                                                                 

Exclusions: Restricted Gifts funded by the Georgia Tech Foundation or Georgia Tech Research Corporation and transfers betw een grants 

associated w ithin the same aw ard are not subject to the 90 day limitation.

FROM: Cost Center Name:

Cost Transfer of Charges FROM:
Funding Source (e.g., Sponsor, GTF)

Cost Transfer of Charges TO: 
Funding Source (e.g., Sponsor, GTF)

JUSTIFICATION FOR TRANSFER (Attach appropriate supporting documentation and additional pages if necessary)

(a) Explain why the expense was not originally charged to the correct worktag.

(b) Explain how the expense benefits the scope of work on the "TO" worktag.

COST CENTER CERTIFICATION (Cost transfers between multiple cost centers require certification from both units)

Grants & Contracts Authorized Official

Approved By G&C Financial Analyst:

Signature                                                   Date

By requesting this transfer, I certify that the expenses being moved to the worktag identified above are directly related to the 

award scope, allowable under the terms and conditions of the award, within the budget, and incurred in a timely manner to 

directly benefit award activities. I have first hand knowledge as to the accuracy of this cost transfer within the cost center and 

have been delegated authority to certify this request.

GRANTS & CONTRACTS ACCOUNTING CERTIFICATION



Example – Cost Detail



Example - ASR



Locations for Backup Documents

• Cost Detail 
• NavBar > Navigator > BOR Customization >BOR 

Commitment Accounting > Monthly Project Detail 

• ASR 
• easr.ask@business.gatech.edu

• Cost Transfer Form
• http://grants.gatech.edu/standard-forms

mailto:easr.ask@business.gatech.edu
http://grants.gatech.edu/standard-forms


Reasons G&C declines/sends 
back Cost Transfer

• Decline
• Over 90 days

• Expenses are on a State 
account

• “To” grant is already 
over budget

• Spend Back
• Lack of Backup Docs

• Lack of Signatures

• Weak Explanation on the 
Cost Detail

• Lacks Grant Worktags
• DE to DE

• GTF to DE



Don Cochran 
Enterprise Resource Planning

Systems Lead



WORKDAY NOW AND BEYOND

• Workday Configuration

• Workday Reporting



How can I get help?



KNOWLEDGE ARTICLES

• Search for Knowledge Articles

• There are some thirty Knowledge Articles related 

to Grants and Cost Sharing



Service Now

• Security

• Someone left the department and needs to be 

replaced

• Need a new Grant Manager

• Need to add an Assignee

• Reporting

• Request a change in an existing report

• Suggest a new report 

• Reporting is not working properly



Don Cochran 

Enterprise Resource Planning

Systems Lead

Serena Simpson

Grants & Contracts Accounting, Systems 

Systems Lead

Doug Feller

Grants & Contracts Accounting, Project Accounting

G&C Financial Analyst III

Gabbie Slappey

Grants & Contracts Accounting, Project Accounting

G&C Financial Manager

Chris Cho

Accenture

Grants & Contracts Consultant  


