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View by Academic Employee Worktag
Sources and Uses by Ledger Account (filter revenue and expense) 

Budget to Actuals - Grant - Ledger Detail - Repeat By (filter by expense) 

1 Open ASU Workday and Click the "Search" field. Type Sources and Uses by Ledger
Account.

https://scribehow.com
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2 Select 'Sources and Uses by Ledger Account'

3 Type the "Cost Center" to view.
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5 Type the "Program" to view.



4

6 Click "OK"

7 Click on Total Sources "$299,452.69" to drill down.
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8 Click on the view by drop down menus at top of window.

9 Select "Academic Employee"
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10 Optional - To view by month select "Period" in the second view by field.

11 Click "Refresh"
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12 This will bring up Revenue sorted by academic employee, by month.

13 To view expenses - go back to Sources and Uses Report and click on "Uses" total
"$146,627.24"
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14 Select "academic employee" in view by dropdown.

15 optional - select "period" to view expense by month.
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16 Click "Refresh"

17 This will bring up Revenue sorted by academic employee, by month.

*Notice if there is a row with (blank) those are expenses not tied to an academic 
employee worktag or Department Reporting worktag
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18 If your department uses department worktags you can also view using view by
Click "Department Reporting Roll".

19 Click "Budget to Actuals - Grant - Ledger Detail - Repeat By"
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20 Click the "Grant" field.

21 Click "OK"
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22 Click on total current period expenses or total LTD expenses

23 Click here to search by academic employee work tag and period to view by month
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24 View by academic employee worktag and by month.




