
1 | Page Published: November 2023 

Finance: PI Expense Validation Report 

All expenses for sponsored projects, including payroll, must be validated by the Principal 
Investigator (PI), in Workday, on a frequent basis and should be completed within the month 
immediately following the end of the period. For Principal Investigators with multiple grants these 
will all be included into one validation report. This validation replaces the Effort Certifications and 
allows for related financial data to be reviewed on a consistent basis. 
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Expense Validation Report 
In the month following the calendar year end, an announcement will appear on the PI’s Workday 
homepage.  

1. Click the Grants – Expense Validation Report to initiate the process.

An announcement displays containing two links. Each link must be completed to conclude this 
process. 
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2. Click the Expense Validation link to initiate the process. 

 
3. Review the Expense Validation report for accuracy.  

 

 
 

Confirm Validation and Upload Report 
1. Once the report is reviewed, go back to the Workday homepage, click the Grants – 

Expense Validation Report.  
 

2. Click the Create Request link to bring up the questionnaire for acknowledging costs 
associated with your grant(s) and to attach the report for audit purposes.  
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Create Request: 
1. The Create Request screen displays.  

 
2. In the Request Type field, select the PI - Expense Validation option. 

  
 

3. Click the OK button. 
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4. Expense Validation report questionnaire displays. Complete the questions after reviewing 
your Expense Validation Report.  

 
If you respond YES to the first two questions, upload a pdf of the report to the questionnaire to 
confirm your acknowledgements. This is required for audit purposes.  

If you respond NO to any of the questions, kindly provide an explanation in the text box 
associated with the question, which will appear once a question is answered with a ‘no’, AND  
reach out to the grant accountant team with any issues.   
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How do I Download/Upload the Expense Validation Report? 
On the far right of the Expense Validation Report header bar are two icons. 

   
1. Click the PDF icon to download the report as a pdf.  
2. Either drag-and-drop the document into the questionnaire, or click the Select Files button 

and select the document from your computer.  

 
3. Once uploaded click the Submit button to complete the process.  
4. The questionnaire routes to Grant Accounting for review and retention. 

NOTE: By submitting this report, you are acknowledging that all expenses, within the 
calendar year, for your grants are reasonable, allowable and allocable per the terms and 
conditions of the grant. 

 

Save for Later Functionality 
If there is a need for additional time when completing the Request (for acknowledgements), please 
use the Save for Later button. This will enable you to go back into your inbox to revise or edit the 
questionnaire without having to create multiple Requests.  

The Revise Request will be available in the Archive section of your Inbox for reference.  
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Run the R134 Grant Summary by Ledger Account 
Run the R134 Grant Summary by Ledger Account report to compare the data for validation.  

1. In the Search field, enter R134 Grant Summary by Ledger Account. 
2. Enter the grant into the Grant & Grant Hierarchies field or the award number using the 

Award field. Please note the Worktags field should NOT be used for searching a grant by 
using Grant ID.  

3. The period you select should coincide with the period of the Annual Expense Validation 
Report.

 
 

 

Viewing data by Budget Period. 
Expenses in the Expense Validation Report is based on Budget Period and not Accounting 
Period. Therefore, to compare the data between the two reports there is the ability to view 
expenses in the Grant Summary by Ledger Account (R134) by Budget Period.  

To do this hover to the right of any amount on the report - a small triangle will appear, click the 
triangle: 
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A dialog box with options to group the data appear. Select the Budget Period option to view the 
data by various budget periods. 

 

Results can be viewed by Budget Period: 
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