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Finance: Grant Summary by Ledger Account (R134) Report 

Chai

Grant Summary by Ledger Account (R134) Report. 
This report is integral to managing grant expenses and revenue. It provides an overview of the 
financial status of the grant or award. This guide illustrates the steps for reviewing the Grant 
Summary by Ledger Account (R134) report - and provides some understanding of the budget 
structure for Awards on which this report is based. This is a real time report. 
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Budget Structure - Award 
The Award budget structure is the basis for award budgets, such as grant awards for sponsored 
research. Award budgets are used to control spend during spend and staffing transactions. Award 
budgets use Ledger Account Summaries for setting up a budget on a grant.  

There are several Object Classes which align with Ledger Account Summaries into which budget may 
be distributed; 

01 | Salaries & Wages 

02 | Graduate Assistantship 

03 | Fringe Benefits 

04 | Supplies / Other Operating Expense 

05 | Contractual Services 

06 | Stipend 

07 | Travel Domestic 
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08 | Travel International 

09 | Subawards 

10 | Participant Costs 

11 | Scholarships, Fellowships, Tuition 

12 | Rental Costs 

13 | Equipment 

Other Direct Costs – unusual ledger accounts 

These Ledger Account Summaries are the basis for the Grants Ledger Account Summary Report 
(R134). For some grants there is also Indirect Costs for which budget should be distributed if there is 
F&A charges on the grant/award. 

Some background regarding awards and grants. 
Workday uses the Award to define the business rules necessary to capture cost, calculate facilities 
and administration expenses, recognize revenue, bill your sponsor, and manage the award schedule, 
or calendar. Grants are on the award line of an award and there may be more than one grant on an 
award. There can Never be a grant without an Award – if a grant is used that does not have an 
approved award a critical error message is generated. 
 
Grant ID is the primary costing worktag for Workday transactions. A grant may be linked to one and 
only one award. Grant ID is used on all transaction lines for reporting purposes.  
 
Therefore, you may use the grant ID or the award ID to run the Grant Summary by Ledger Account 
(R134) report. In some cases, there may be more than one grant on the award so it may be easier to 
enter the award ID instead of the Grant ID to get all data for the various grants on the award.  
 

Running the Grant Summary by Ledger Account (R134) report. 
1) In the Search field, enter Grant Summary by Ledger Account (R134) or some part of the 

words, enough so Workday gets a sense of what you are searching. Select the report. 
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2) The report dialog box defaults with Montclair State University and the current period. Select for 
Current and Prior periods and/or All Periods for reviewing other fiscal years and periods. 

 
3) A prompt is provided for either Grant & Grant Hierarchies or Award. Search by the various 

grant groupings as shown below or enter the grant ID for which the report should be run, e.g. 
GR00001.  
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4) Or select the prompt for Award and search for the award number or enter the award ID: 
 

 
5) The Worktags prompt allows for searching using other worktags, e.g. Fund, Cost Center 

Division or Grant.  
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6) Click OK to run the report. 
 

 
 

Review important areas of the report. 
• Ledger Account Summary. 
There are two high level categories: Direct Costs and Indirect Costs – this is shown on 
the left panel of the report. It also shows the Ledger Account Summaries which, if selected, 
drop down to show ledger account numbers. 
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• Budget columns. 
This is where the budget is reported. The first column shows the original budget, the 
second shows any adjustments to the original budget and the third column is the 
combination of the original and adjustments.  
 

 
 

Budgets control spend and will create an error if there is insufficient or no budget in that 
specific budget line. Expense transactions are budget checked against these ledger 
account summary budget lines. The budget amount on the ledger account summary line 
is the budget being checked, not any individual lines under the summary amount. If 
budget is required speak with your Grant Accountant regarding budget amendments.  
Budgets are also aligned with Object Classes.  

 
• Actual expenses – Current Period, Year to Date and Life to Date. 

Current Period shows all actual expenses incurred during the current month (from 
prompt). Year-to-Date shows actual expenses incurred for the current year (from 
prompt). Life-to-Date shows actual expenses incurred for the life of the grant/award.  
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• Obligation, Commitment, Reserved Journals. 

These amounts are from obligations (from Purchase Orders, Spend Authorizations) and 
commitments (from Requisitions). They hold part of the budget and are required to 
liquidate when the transaction becomes an actual expense. Reserved Journals are 
transactions from journals which are in process and are awaiting approval. Once the 
journal has been approved they will post to actual expenses. They reserve part of the 
budget until approved or canceled.  
 

 
 

 
• $ Available to Spend, % Available to Spend and Cost Sharing. 

These columns indicate the balance of budget left to spend and is shown in both 
amount and percentage. The Cost Sharing column shows actual expenses incurred 
using cost share funding (using fund F16).  
 
NOTE: If there is cost share on a grant the budget indicated may include cost share 
budget. To view cost share against the cost share budget please enter F16 in the 
worktags prompt when searching the grant/award. To view a grant/award without cost 
share enter F20 in the worktags prompt when searching the grant/award. 
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• Revenue Recognized 
Revenue recognized is the revenue created by award cost processing on a cost 
reimbursable grant/award. Revenue may be recognized for a fixed amount contract too. 
This is positioned at the very bottom of the report and shows under the Current Period, 
Year-to-Date and Life-to-Date columns. 

 
 

Spend Categories and Ledger Account Summaries. 
1. All expense transactions in Workday are driven by the Spend Category. The spend category is 

mapped to a ledger account which posts against the ledger account summary in this report. 
Budget aligns with the ledger account summaries. 
 
In some situations, the budget may be set up for expenses that may not follow the University’s 
usual posting for a specific ledger account. Below are two examples where this may occur:  

• Example Participant Costs. The Sponsor agreement indicates travel to be part of the 
Participant Cost budget. Because the spend classification would normally post to a 
travel expense ledger account and go against the Travel budget, by selecting the 
Transaction Detail worktag, Object Class Override: Participant Costs, the transaction 
will now post to Participant Costs ledger account and go against the Participant Cost 
budget.  
For many grants this posting is significant as Participant Costs are normally separately 
budgeted, and not normally allowed to be re-budget without approval from the Sponsor.  
Which is why it is so important to be mindful of which budget the expense should be 
charged against. 
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On the Grant Summary by Ledger Account report the transaction is against Participant 
Cost and not Travel: 

 

 
 

 
 

• Example Equipment: The Sponsor agreement indicates computer equipment to be 
part of the Other Operating budget as the cost is less than $5,000. Because the spend 
category for equipment would normally post to equipment ledger account, and go 
against the Equipment budget, by selecting the Transaction Detail worktag, Object 
Class Override: Other Operating, the transaction will now post to Materials & Supplies 
ledger account and go against the Other Operating budget. 
 
For many grants this posting is significant as the indirect costs for the grant are not 
calculated on Equipment however is charged on Other Operating expenses. Which is 
why it is so important to be mindful of which budget the expense should be charged 
against. Most equipment over $5,000 is considered equipment and is treated differently 
in the University Audit Reports, and should be in the Equipment budget of the grant. 
However, equipment under $5,000 is normally considered materials and supplies.  
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See screenshot below for the Object Class override Transaction detail worktag: 

 
 

On the Grant Summary by Ledger Account report the transaction is against Materials & 
Supplies and not Equipment: 

 

 
 
 

2. When selecting worktags for expenses on any transaction with a grant worktag, there is the 
ability to use the Transaction Detail worktag - Object Class Override: to force the transaction to 
post to whatever budget line required. 
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Note on Indirect Cost (IDC) and distribution of revenue from IDC. 
1) Indirect costs are generated automatically by the system based on the rate approved by the 

sponsor on the award and at the time the expense is generated. Grants Accounting Office do 
monthly distributions of these costs to department or principal investigator’s IDC Cost Center’s 
in the form of revenue using the University’s standard distribution (in most cases). The Budget 
and Planning Office is responsible for the carry forward of these funds (usually in the form of 
budgets) each fiscal year.  
 

2) To review financial data for an IDC Cost Center please refer to the Operating Budget 
Variance for Cost Center (R002) report. Or use the following link: 
https://impl.workday.com/montclair/d/inst/1$4296/1422$4003.htmld 
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