Payroll Costing Allocations & CAS Exemptions FAQs

Q: Will the required cross-college forms/approvals/etc. become obsolete with Workday?
Yes, forms will be obsolete. Instead, these requests will follow regular Workday routing to the applicable worktag approver. 

Q: Will we be able to favorite items, or do we have to search for them each time?
You can mark items as favorites.

Q: Can you backdate the “From” start date for the position?
You should not backdate the date on the Assign Costing Allocation task. Corrections to prior dates will be performed through a separate Workday process.

Q: Is Assign Costing Allocation intended only for new-hire employees, similar to creating a new Distribution Percent (DBT) in the current state?
All workers – both new hires and existing employees.

Q: Will we get an error if the funding source is expiring and there is no end date?
Yes, there will be validations. For example, award-line end dates for grants.

Q: To confirm, there will be no activating DBTs at the beginning of the fiscal year?
Correct.

Q: Do we set up that default allocation?
The default allocation comes from the HR transaction when hiring the employee.

Q: I see there is a comment feature. Will these comments remain visible with the entry or are they just for an approver to see?
Comments remain visible to anyone with security access to view the transaction, not just the approver.

Q: Will the program codes stay the same as they are now?
Yes, there is just a different naming convention. For example, 2200 = PG022.

Q: Will all Fund 211 transactions be approved by the Office of Research Business Office?
They will route to the applicable Cost Center Manager.

Q: Does the person whose cost allocation is being changed receive a notification of the updated cost allocation?
Not the person, or “subject,” of the transaction. The relevant Cost Center Manager, Grant Manager or Gift Manager will receive the notification.

Q: If there is an end date entered, will it charge the default automatically once that date passes?
Yes, exactly.

Q: Will security roles still go through the DSAs and ICT?
We think so, but the project team is still working through this.

Q: Will there be a report sent out like the missing distributions list?
That is the intent.

Q: Are there reports that Payroll can run to verify that no one’s compensation is going to the department default?
That is the intent.

Q: What does “holding” mean? Does it refer to changes we know will happen but do not have a funding source for yet, such as a late award?
The best practice in this scenario is to request a temporary award.

Q: If we are entering cost share, how do we indicate that it is cost share? I had heard this should be entered in costing allocations.
Yes. Cost share will be entered in costing allocations through a “Cost Share Grant Worktag.” On the relevant line, the non-sponsored funding source will be entered along with the cost share grant worktag to identify the transaction as cost shared for the award.

Q: Is it as large a risk if the default cost center supplied in the hire is the same as the cost center submitted in the costing allocation?
Defaults derived from the worker’s HR record are “incomplete” from a financial perspective. Therefore, it is important to enter a costing allocation for the appropriate cost to a Designated, Grant, or Gift.

Q: Will a Grant Manager be able to both create and approve a costing allocation if they are the same user? In the current state, we enter and save DBTs on our own.
If the Grant Manager is also a Departmental Payroll Accounting Specialist (DPAS), they will be able to enter the costing allocation; however, routing for any of their grant lines will instead go to the Sponsored Programs Manager role. In other words, the initiator cannot approve their own transaction.

Q: How are the values associated with the Grant? Is this something that happens when we receive an award?
Yes, they are assigned as part of award setup, just as they are today.

Q: Will payroll for all employees require a Designated, Grant, or Gift? If an employee’s payroll is not hitting those related chart fields, would the default suffice and serve as the costing?
All workers’ payroll should be costed to a Designated, Grant, or Gift.

Q: Is the percentage of salary over-the-cap (OTC) calculated automatically, or do you have to enter the percentage that is OTC for that specific Grant?
It is calculated automatically.

Q: Are salary OTC defaults saved to a person’s profile, and how many can one person have?
For cutover/conversion, we are migrating one OTC default per worker. Once we are live in Workday, an OTC default can have percentage splits and/or be specified for a particular Grant line.

Q: With the PDRR form, we receive the faculty/manager signature. Will the PDRR form no longer be used and will the manager/faculty member still have to approve or sign off on the change to the cost allocations?
No more PDRR forms. Costing allocations will simply route to the relevant Cost Center Manager, Grant Manager and/or Gift Manager.

Q: Will Workday still process without the program, or will it error out if the program is left off?
Unfortunately, it will process and require further updates to correct the issue. It will use the designated program code. Therefore, it is important not to miss that step, and approvers for the Grant or cost center change should verify that all information is correct.
Q: Can you tell us more about the difference between payroll allocations and payroll adjustments? Are the adjustments for past distributions? We are now assigning the Departmental Payroll Accounting Specialist (DPAS) role, and I think it allows us to perform both tasks.
That is correct. Payroll Accounting Adjustments are used to correct prior distributions. A DPAS can initiate both tasks.

Q: Is Workday automatically calculating and charging over the cap based on NIH as either the sponsor or prime once these allocations are set?
Yes. An OTC amount is configured for each applicable Grant worktag and is then used to automatically calculate the over- or under-cap amounts.

Q: If you do not enter an end date, will there be no return to the default costing allocation? Will it continue indefinitely until it is changed?
This may be the case for “simple” costing allocations, such as 100% state-funded allocations; however, for individuals who are soft-funded, more maintenance is required if or when the allocation reverts to a default.

Q: How will we differentiate the two employee records for College of Medicine faculty?
Toggle on the “Position.”

Q: Will this approval process apply to cross-department or cross-college distributions, or to all distributions, including those within the same department?
The same workflow applies.

Q: When we add a new date range, will it copy what was on the previous date range in the allocations?
If you use the Copy function, yes.

Q: The existing allocation shows as of 7/1/26, and we are proposing to change it to 10/1/26. On the first page, where we are asked for the existing allocation, we entered 10/1/26. Should the “existing” date on the first page match the actual date?
The first page is used to bring back any costing allocations that already exist within the selected timeframe. The next date you enter is the date you want the new distribution to start, which is why the system asks you to enter the date again. You are indicating that, as of this date, you want the distribution to change.

Q: Will the Copy Costing Allocation checkbox set the start date to 7/1/26?
The Copy Costing Allocation function will copy all allocations as of that date; however, keep in mind that it is essentially a total-copy function. If you need to change anything, you will need to remove the row or update the worktag items.

Q: How does projected payroll calculate on reports or dashboards if there is no end date for cost allocations?
It will go through the end of the fiscal year if there is no end date, depending on whether you are viewing the fiscal year, quarter or another period.

Q: To confirm, Workday will calculate the OTC, but it does not show the actual dollar value of the allocation?
Reports will be available for this purpose to support projections and reconciliation.

Q: Will there be a need to approve if the person entering the costing allocation is the same as the project manager?
Yes. In Workday, transactions will route to an alternate approver to provide a second set of eyes.

Q: Can we get the Central Authentication Services (CAS) form now to train individuals who will be entering time and expenses?
The questions on the Workday CAS form mirror the questions on the form currently used in UFIRST. Given this, I suggest reviewing the UFIRST form for training.

Q: How would we handle awards, bonuses or lump-sum payments, given that today we have to add a new row with the correct earnings code when the payment differs from the original payroll distributions?
It is a similar concept. It will be based on the earnings code and entered through a different HR function. For example, when requesting a lump-sum payment through HR, you will be able to assign the specific costing allocations at that time.

Q: Are CAS Exemptions in UFIRST going to be connected to Workday or discontinued outside of Workday?
This will replace the current process.

Q: Are there no more combo codes?
Correct.
