Workday NACUBO Function
Analysis Module
Quick Reference Guide

UVAFinance

Workday NACUBO Function Analysis Module Overview

This Quick Reference Guide (QRG) is designed to help employees navigate the UBI module, Workday NACUBO
Functional Analysis. Function is a worktag that is used to categorize activities by mission or purpose. UVA
Finance is required to report to NACUBO (National Association of College and University Business Officers) and
other agencies based on Function. The Workday NACUBO Functional Analysis module allows you to see variance
from last year FY22 to this year FY23. It is important to understand how your area is using the function worktag.
The Function worktag is setup to default for most spend transactions. It is important to make sure those
defaults are correct. The default may be correct for most of use cases for that Gift/Designated, but not all. In
those cases, it is important to make sure those entering transactions understand when to change the function
worktag. One important area to review and make sure is set up correctly is employee payroll costing allocations.

This report contains filter boxes and tables with different views to see the data in relation to the selected filters.

Month filter:
Select the most
recent completed
month.

MBU Level filter:

Select your MBU.

The school/non-
school filter will
automatically be
selected.

Institutional Support table:

Schools should NOT be using
Institutional support function codes.
This table shows the amount of money
spent using this Function code. This
should be fixed immediately to ensure
no transactions hit Institutional

Support function codes in the future.

Fund filter:

Optional filter. Fund Level 3
allows you to filter between
Operational and Non-
Operational. Fund Level 2
allows you to filter between
State and Local.
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Comparison by Function

Changes >=5% are highlighted

Function Level 2 Q Values
Function Level 1 Q

Function Q

Fr228 FY23§ $ Variance
Totals 1,624,547,156
® - 8374952
© FNHB42 Independent

1,882,839,291
32.243

257,492,136
-8.342.769

2.443.418 1,879,488 -1.364,681

Operations
© FNHBA4 Hospitals
© FNHB46 Oth
© FNHB92 Instruction
© FNHO47 General Academic
Instruction
© FNHO48
Vocational/Technical

) 792,514
68.598.356 8.466.083

5,222,291 497515,505
27178445 493,474,122
5.798 24

792,514
-60.132.273
162,293,213

166.295,677

5174

YO % Change Fr22%

7925138200.0% 0.00%

Comparison by MBU

Changes »= 5% are highlighted

MBU Level O

15.9% 100.00%
-99.6% 8.52%

-55.8% 0.15%
-8IT% 4221
48.4% 20631

56.8% 20.14%

-93.6% 0.00%

Values

FY22g FY23s $ Variance YoY % Change FY22%

1,882,839.291 160.80%
464%
2.98%

16.40%
3.61%
0.80%

1.624,547,156 257.492.136
1B e

8.03%

L

Comparison by Function table:

This table allows you to compare your FY22
spend by Function that happened in Oracle
compared to your FY23 spend by Function
that has happened thus far in Workday.
This table can help you see where change in
Function usage is happening.
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Comparison by MBU
table:

This will mostly be
used by central
finance for comparison
across MBUs.

UVAFinance - Reporting

Function filter:

Optional filter. Function Level 2 allows
you to filter by the highest level of
Function hiearchy. Function Level 1 is
the next level down in the Function
hiearchy. Function allows you to filter at
the individual Function level.
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Procedure: Workday NACUBO Function Analysis (UBI)

Do one of the following to gain access to UBI. For more UBI Portal navigation tips, See UBI Portal ORG.

1.

To access by the... Do this...

UBI User Hub e Go to this link: https://ubihub.admin.virginia.edu/
*If link doesn’t work - copy & paste into browser.
(centralized hub that | e Search for “NACUBO” in the App Name field.
provides accessto al/ | o  Select Workday NACUBO Function Analysis

the modules you have | 4 | the Launch App Column, click the link to open the app.
access to regardless

of plaiom) 1 :
About this Page Workday [JENEE] Function Analysis v You (dIh5bd
This page provides a sunms s to other apps, apps which
take note of the App Owne use.
- UBI Central: request thro est application.
Instructions: https://inwir Your accesq
- School/Department own ard your request to EDW:EDW |
the app owner. EDW:EDW |

EDW:EDW |
UBI Apps
Dolhave

App Name Q access? Q Launch App Q App Platform Q
Workday NMACUBO Function Analysis Y M UBI Analytics

UBI Analytics Hub

Go to: https://asenseprod.admin.virginia.edu/hub/
*If link doesn’t work - copy & paste into browser.
(provides access to Select Finance under Streams.

the streams and apps Click the top part of the Workday NACUBO Function Analysis
you have access to on thumbnail.

the UBI Analytics
platform)

Hancock, Danielle L. (d...

Streams b

= Evaryone l I ‘f

== Facilities

= Finance

Workday NACUBO
== Research Function Analysis
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2. Select the top of the Function Usage Pivot by Function sheet thumbnail.

Workday NACUBO Function Analysis
Data last loaded: Mar 31, 2023, 1:08 AM
Published: Mar 29, 2023, 1-14 PM

Fublished to: Finance

Compares FY22 to FY23 use of the Function worktag

[2 Sheets [] Bookmarks [ Stories

¥ Public sheets (4)

Function Usage
About Page . g. Oracle Data WD Data
Pivot by Functior.

3. Select the most recent completed month in the Month filter box. Click the green check mark.

2, Month
Mar

Apr

4. Select your MBU in the MBU Level filter box. Click the green check mark.

C. School/Non-School =, MBU Level

Schoal

AS-College of Arts & Scienc...

AT-Intercollegiate Athletics

AU-Office of Audit and Com...

Immmm | The School/Non-School filter is selected automatically when you select the MBU. You can
—— | also select School or Non-School to select all schools or non-school MBUs instead of
selecting an MBU.
NOTE
Updated | August 18, 2023 UVAFinance - Reporting Page |3
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5. Select other optional filters.

e Fund Filter Box
o Fund Level 3 - Select Operational or Non-Operational hiearchy level
o Fund Level 2 - Select State or Local hiearchy level
o Fund - Select the individual Fund

e Function Filter Box
o Function Level 2 - Select Function hiearchy level (highest level)
o Function Level 1 - Select Function hierarchy level (next level down)
o Function - Select the individual Function

6. Review the Tables based on the selections made in the filter boxes.

mmmmm | You can review the filters you selected by looking at the top of the UBI screen above the orange title
— | bar.
NOTE = v | @ Workday NACUBO Function Analysis —Sheet . Stor;t;iing
CUNESIREI T Il O Meulewl . ©
- Function Usage Pivot by Function

Institutional Support $ in Schools Table

Institutional Support $ in Schools

F¥23 § Inst Supp
MBU Leve Q in Schools

Totals 183,961

= 183,961

mmmmm | Schools should not use an Institutional Support Function code. This table is designed to
—— | quickly show schools if they have used an Institutional Support Function code. To see

more information, select the plus sign next to FNHO98 Institutional Support, in the
NOTE

Comparison by Function table. This will show you the breakdown of which specific
Function(s) in the Institutional Support hiearchy you have spent against, so you can find
those transactions. If you are in a school, please make sure to update any Payroll Costing
Allocations that are associated with an Institutional Support Function code.
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Comparison of Function Table

Totals:

The total for
each column
can found in
the top row
under the
column
header.

Function Filters:
You can set the Function filters to those
specific ones you want to view in the
Function Filter box in the module or
using the Function filter boxes in this

table.

Plus/Minus Sign:

hiearchy.

granular look.

Click on a Plus sign to open the
hiearchy level listed to find a more
granular look at spend for that Function

Click the minus sign to close the more

/ ~

Comparison by Functi
Changes ==5% are highlighted

Function Level 2 Q, Values
Function Level 1 O
Function O
l / FY22 § FY23 § % Variance Yo % Change Fy22 % Fy23 % % Variance
Totals / 7’13.155.919 f28.219.933 f 2,854,823 11.3% 1686.88% 1808.88% f -8.8%
(] 2] T 7 8.8 B8.88% 8.8%
FNHB393 Instruction 9,330,614 8187442 -1143.172 -12.3% 51.36% 48.49% -18.9%
FNHBA4T General Academic 8.606,251 8.152.314 -453,937 -5.3% 47381 48321 74%
Instruction
© FNHBS51 Instructional 7243 35,129 689,235 -95.2% 3.99% 8.47% a8y
Information Technology
& FNHB94 Research 1,846, 2,199,261 1,152,356 1i6.4% 5.76% 18.88% 51%
© FNHB95 Public Service 23 78.864 -153,634 -66.3% 1.28% B8.39% -8.9%
© FNHB36 Academic Suppfrt 2.2 6,918,88 4,696,876 212.1% 12.19% 34.18% 22.8%
FY22 $ Variance: FY22 %: % Variance:
In this column, you In this column, you In this column, you In this column, you will
will find the amount will see the will find the see the difference in
of money spent in difference in the percentage of the percentage of
Oracle last fiscal year amount of money money spent in money spent from
based on the filters from FY22 to FY23 Oracle last fiscal FY22 to FY23 (two
selected (month, based on the filters year based on the columns to the left of
MBU, etc.). selected. filters selected this column) based on
(month, MBU, etc.). the filters selected.
Anything equal to or
reater than a 5%
FY23 8 °

In this column, you will
find the amount of
money spent in
Workday this fiscal
year based on the
filters selected (month,
MBU, etc.).

Updated | August 18, 2023

YOY % Change:
In this column, you will

see the difference in the

amount of money as a

percentage Year over Year

from FY22 to FY23 (the

first two columns) based

on the filters selected.

UVAFinance - Reporting

change is highlighted.

FY23 %:

In this column, you will find the
percentage of money spent in
Workday this fiscal year based
on the filters selected (month,
MBU, etc.).
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Comparison by MBU Table

This table uses the same columns as the Comparison by Function table listed above but was
designed for central Finance use to show the MBU breakdown. If you are a school, these numbers
should be the same as the total line in the Comparison by Function table.

Comparison by MBU

Changes == 5% are highlighted

MBU Level Q Values

FY22 3% FY23 $ Variance YoY % Change FY22 % Y23 %
Totals 548,927,466 557,653,234 8,625,767 166.68% 168.88%
15856157 16,168,843 1111876 274% 2.08%
TO37778 6,856,338 -1887441 1.45% 123%
o 58,65 83,765,974 13 86% 1582%
63.1 18.32% 11.32%
387655132 72.44% §9.53%

——
— | You can find more guidance on the Function worktag with definitions and example in the
= | Function Worktag Overview document.
NOTE
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