Request Account
Certification Reassignment
U ‘/A Quick Reference Guide

Request Account Certification Reassigment Overview

This Quick Reference Guide (QRG) is designed to to walk an employee with an Account Certification role through
the steps to request Account Certifications reassignment. Once an Account Certification has been created and
assigned to an employee, the only way for another employee to take action on that Account Certification is to
request the Account Certification be reassigned. This process is meant for extended absences, change of role
(assignment), or when an employee is no longer at the university. By the end of this QRG, you will be able to
request Account Certification Reassignment.

Account Certification Reassignment only impacts current (already generated) Account
Certifications. To ensure that future Account Certifications route to the appropriate
individuals as Preparers/Approvers, complete a Workday System Access Request to
request the appropriate Account Certification role. See list of Account Certification roles
to request for Preparer/Approver.
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Procedure: Request Account Certification Reassighment

1. Do one of the following to gain access to UBI.

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.
Search for “Account Cert” in the App Name field.

Select Workday Account Certification Dashboard

In the Launch App Column, click the link to open the app.

(centralized hub that
provides access to all
the modules you have
access to regardless
of platform)

For more navigation
tips for the UBI Portal,
See UBI Portal QRG.
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To access by the... Do this...
Q account cert
About this Page Workday IR @agification Dashb._. v You (dIh5bd|
This page provides a sum 435 to other apps, apps which
take note of the App Owng Use.
- UBI Central: request thro est application.
Instructions: https://inwvir Your access
- School/Department own ard your request to EDW:EDW_
the app owner. EDW:EDW_
EDW:EDW_
UBI Apps
Do I have
App Mame Q access? Q Launch App Q App Platform Q
Workday Account Certification Dashboard Y v W
UBI Analytics Hub e Go to: https://qgsenseprod.admin.virginia.edu/hub/
*If link doesn’t work - copy & paste into browser.
(provides access to e Select Finance under Streams.

the streams and apps
you have access to on

Hancock, Danielle L. (d...

the UBI Analytics Streams v
platform) = Everyons

= Facilitias

= Finance

= Research

e Click the Workday Account Certification thumbnail (top part).

Workday Account
Certification

2. Select the top of the Reassignment Request Template sheet thumbnail.

[ Sheets  [] Bookmarks [ Stories

¥ Public sheets (8)

Sr Financial Dept

Reassignment
Approver List Request Templat..

About Page Dashboard summaries Overview Detail Grants
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3. Select filters to narrow down the Account Certifications that need reassigned.
e You can select from:
e Cost Center

e Gift/Grant/Designated/Project

e GrantPI

e Approver/Preparer

e Next Step Waiting On
o Select the green check mark with each selection.

mmmw | Period/Fiscal Year can be selected to reassign specific Account Certifications. To get a full
— . . . . Ll .
— | |ist of Account Certifications assigned to a specific Preparer, Approver, Cost Center, etc., it
would be best to leave these filters blank to ensure all Account Certifications are captured.
Analyze Narrate
Sheet ™ Storytelling
Reassignment Request Template
Period O Status Account Cert - Details
FiscalPeriod  Q Certified Fiscal
a
2822-Jul Account Cert Q Account Certification Q Period Q Status Q
In Progress
2622-Aug DN@8aeas /CCaal3t Account Certification: 88163-The Rector & 2823-Feb InProgress
PYPPRP| AmendmentIn Process Visitors of the University of Virginia-FY2822-
28723-Feb (UVa Fiscal Year)-DNB&26E6 /
<. Fiscal Year L Gift DNEeBB80a6 / CCaa3e6 Account Certification: 93332-The Rector & 2623-Mar InProgress
Visitors of the University of Virginia-FY2822-
FY2022-2023 GFOEE533 TE-AS-DEAN Dean_. 2923-Mar (UVa Fiscal Year) DNGEBEEG /
DNeBeapss [ CCaa3s Account Certification: 113167-The Rector & 28323-Apr InProgress
GFBB8652 QE-AS-DEAN Vand... Visitors of the University of Virginia-Fy2822-
28723-Apr (UVa Fiscal Year)-DNB8886E6 /
GF@B88653 TE-AS-DEAN Hamil... .
DNge8esg / CCoa3s Account Certification: 4375-The Rector & 2822-Jul  InProgress
‘ . - - Visitors of the University of Virginia-Fr2822-
Q Project Q Designated 2623-Jul (UVa Fiscal Year)-DN@8B8es /
PJG1836 AS-Start-Up 837185.. DNBBSEEE EN-FEA Indirect C._ DNeeesea/CCeas Ac@uﬂt Certification: 132237-TherRec'tor& 2822-Aug  Certified
Visitors of the University of Virginia-FY2822-
PJ1234 AS-General Use Fund... DN282889 AS-F&A Indirect C... 2623-Aug (UVa Fiscal Year)-DNBB8ass /
DNEe8es9 / CCea3s Account Certification: 28867-The Rector & 2822-Sep InProgress
PJB81318 AS-General Use Fund... DNB888859 AS-Local Operations Visitors of the University of Virginia-F¥2822-
2823-Sep (UVa Fiscal Year)-DNG2geas /
Q. Grant Q Grant P1 DNeaassg / CCaa3s Account Certification: 41443-The Rector & 2822-0ct  Certified
Visitors of the University of Virginia-Fy2622-
GRB11967 GA11283-155911.. Azron Scott Evans 2823-0Oct (UVa Fiscal Year)-DNB&88093 /
CRA11097 CA11238-168578. Anne JVerbiscer DNEB8ee3 / CCaaglt AFE_:OLIHI Certmca_t'\on:_46332_—TI_19_Rector& 2@22-Nov  InProgress
Visitors of the University of Virginia-FyY2822-
P — |‘ 2823-Nov (UVa Fiscal Year)-DNB82@as /
DN 9/CcCea3s Account Certification: 5877 3-The Rector & 2822-Dec  InProgress
Q. Preparer , Cost Center I Visitors of the University of Virginia-Fy2822-
2823-Dec (UVa Fiscal Year)-DNB88683 /
Anne J Verbiscer Q cc0036 % DNEB8ee3 / CCaaglt Account Certification: 77182-The Rector & 2823-Jan  InProgress
Visitors of the University of Virginia-FyY2822-
Barbara Kay Johnson mAS-Astmn-:\my (BSTR) » 28723-Jan (UVa Fiscal Year)-DNOB82a8s /
Bradiey Ji IE——————————|(pNopopea f ccea3s Account Certification: 83988-The Rector & 2823-Feb  InProgress
well s PO Visitors of the University of Virginia-Fy2822-
. . 2823-Feb (UVa Fiscal Year)-DNO82889 /
L Approver L Next Step Waiting On
DNEB8ee3 / CCaaglt Account Certification: 94592-The Rector & 2623-Mar InProgress
Visitors of the University of Virginia-FyY2822-
2823-Mar (UVa Fiscal Year)-DN@68eaa /
Aaron Scott Evans Anne JVerbiscer DNBEaess [ CCea36 Account Certification: 114895-The Rector & 2823-Apr  InProgress
Visitors of the University of Virginia-Fy2822-
Anne J Verbiscer Anne J Verbiscer: Barbara Kay __. 2823-Apr (UVa Fiscal Year)-DNB88883 /
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4. Select Status - select In Progress and Amendment in Process (if applicable).

= Warkday Account Certification Dashboard S Harrate
- @ ar ay Accoun ertncation Vashboart Sheet w Stuwte“lﬂg
RS o
——
s Reassignment Request Template
Period | QL Status Account Cert - Details
Fiscal Period Q Amendment In Process - Fiscal
“ Q y Q Q Q
2822-Ju . Account Cert Account Certification Period Status
fied
2022-AU0 || e || DNEEEEE1 /CCoes1 Account Certification: 89855-The Rectar & 2023-Feb  InProgress
e In Progress v Visitors of the University of Virginia-Fy2822-
p 2823-Feb (UVa Fiscal Year)-DNe@@g8g1 /
< Fiscal Year 2 Gift DN@Besel /CcCcaasl Account Certification: 93383-The Rector & 2623-Mar In Progress
Visitors of the University of Virginia-Fy2622-
FY2822-2873 GFEBBEEA TE-AS-DEAN Livy 2823-Mar (UVa Fiscal Year)-DNGAESa1 [
- DNegaeel [ CCeesl Account Certification: 112575-The Rector & 2823-Apr In Progress
GF@eee4s QE-AT-Athletics Qu... Vigitors of the University of Virginia-Fy282 2-
2823-Apr (UVa Fiscal Year)-DNeggesal /
LE; A0 OC AT Athlat L

O, Status

Certified
In Progress

Amendment In Process

Do not select Certified as a Status because Account Certifications with that status have
been completed and do not need to be reassigned.

Note | If Amendment in Progress is gray, that means that none of the Account Certifications that
pulled back based on the filter selections have that status. You can select In Progress only.

5. Review your filters and the Account Certifications listed in the Account Cert - Details table on the right
side of the screen to ensure all Account Certifications that need reassigned are listed.
6. Right-Click in the Account Cert - Details table.

7. Select Download As...

) %] Grant P| x]

llse Cleeves

Reassignment Request Temg

Account Cert - Details

Account Cert Q Account Certification

GR@14552 Account Certification: 78687-The Rector &
Visitors of the University of Virginia-Fy262 2-
2823-Jan (UVa Fiscal Year)-GRE14552

GR814557 Account Certification: 98361 -The Rector &

o Fullscreen

View data
«, Share 4
Fiscal
Q' pariod R stans I storytelling snapshots » bt Center

2823-Jan  InProgress

836 AS-Astronomy (ASTR]
Id_; Download as... > Ila v )

268723-Feb In Progress lise Cleeves: Barbara Kav Johnson CCaR3s AS-Astronomy (ASTR)
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8. Select Data

Grant Pl
llse Cleeves

.8 o

Reassignment Request Tem

4 Back

Image

Account Cert - Details
Account Cert Q Account Certification

GR@14552 Account Certification: 78687-The Rector &

Q

PDF

Fiscal a
Period Status Data

2@¢23-Jan  In Progress lise Cleeves; Barbara Kay Jonnson

t Center

Visitors of the University of Virginia-Fy2e22-
2623-Jan (UVa Fiscal Year)-GR@14552

CC8836 AS-Astronomy (ASTR)

9. Select Export.

Data settings

Table formatting

It may take longer time to export a large table with formatting included.

‘ Cancel ‘

10. Select Click here to download your data file.

Export complete

Your exported data is ready for download.

Click here to download your data file.

11. Find and Open the Excel file that was downloaded.

12. Select Enable Editing once it is available. It can take a minute for this option to be available.

lae2-0f32-5b1add2f7d40 - P Ssearch

Protected View v

ew View Automate Developer Help Acrobat

[Threat Protection and it hasn't detected any threats. If you need to edit this file, click enable editing.

Enable Editing

| E | F | G | H | !

| 1 |

K |

MNext Step Waitin| Cost Center Preparer(s) Approver(s)
llse Cleeves; Bark CC0036 AS-Astrorn Whitney Wills Ric llse Cleeves; Bark

Reassign to Prepz Reassign to Prepe Reassign to Prepz Reassign

13. Select the top left corner square to highlight the entire Excel worksheet.

Al - S Account Cert

A A B C D

1 |Account Cert Account Certifical Fiscal Period Status

2 |GR014552 Account Certifical 2023-Jan In Progress
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14. Double click on one of the column header lines (gray, faint line between two columns) to see the full
column headers.

Al - S Account Cert

V| A B C D

1 |Account Ce Account Certifical Fiscal Period Status

2 |GRO1455. Account Certifical 2023-Jan In Progress

15. Scroll to the right where the unfilled columns are located.

16. Fill out appropriate columns to move Account Certifications:
e Fill out columns I-K with the information of the new Preparer, if applicable.
e Fill out columns L-N with the information of the new Approver, if applicable.

S
m

Fill out only the columns for role(s) that need changed.
o|If reassigning the Preparer, only fill out columns I-K and leave L-N blank.
o|If reassigning the Approver, only fill out columns L-N and leave rows I-K blank.
o|f reassigning both Preparer and Approver, fill out all 6 columns, I-N.

To find the information needed to fill out the columns, see the Find Employee Name,

NOTE

Position ID, and Cost Center section of the QRG.

If requesting the same person be assigned to multiple Account Certifications, see the Excel
Tips for copying data

H
Approver(s)

llse Cleeves; Barbara Kay Johnson
llse Cleeves; Barbara Kay Johnson
llse Cleeves; Barbara Kay Johnson
llse Cleeves; Barbara Kay Johnson
llse Cleeves; Barbara Kay Johnson
Barbara Kay Johnson

| J K L

M M

Reassign to Preparer Name Reassign to Preparer Worker ID  Reassign to Preparer Position ID Reassign to Approver Name Reassign to Approver Worker ID  Reassign to Approver Position ID
Zach Lee 600183807 P502370

Zach Lee 600183807 P502370

Zach Lee 600183807 P502370

Zach Lee 600133807 P502370

Zach Lee 600183807 P502370

Zach Lee 600183807 P502370

o

17. Save the Excel Workbook.
18. Send an email to AskFinance@virginia.edu.

o Type the Subject line: Reassign account certifications - WD support queue
e Attach the Excel Workbook

CAUTION

This procedure will only move the Account Certifications that have already been created.
This will NOT assign the Account Certification role for future months. You must complete a

Workday System Access Request to ensure Account Certifications will be sent to the
appropriate person in the future.
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Procedure: Find Employee Name, Position ID, and Cost Center

1. Do one of the following to gain access to UBI.

To access by the...

Do this...

UBI User Hub

(centralized hub that
provides access to all
the modules you have
access to regardless
of platform)

e Go to this link: https://ubihub.admin.virginia.edu/
*If link doesn’t work - copy & paste into browser.
e Search for “employee” in the App/Module field.
e Select Workday Employee and CC Lookup
e Select the Workday Employee and CC Lookup link under Link.

Sheet

= v | & UBIUserHub
ia oy = is El‘fplav_ln_Hub o UBIADQ 9
-
App/Module Subject Area App_Owner
Q employee X Finance VP Finance All applicati
HR - Human Resourc
Workday and CC Lookup gy o rmanteseuress
Employse

All UBI Modules/Apps that you can access

Click on Link to open UBI module in new tal

Link (Use App/Module filter to

Search) Q Description

I‘-,"v'-a-'kca,- Employee and CC Lookup I Reference app to look up employees by any lg|

of the Workday Cost Center Hierarchy

UBI Analytics Hub

(provides access to
the streams and apps
you have access to on
the UBI Analytics
platform)

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

Hancock, Danielle L. (d...

L

Everyone

Faeilities

Finance

£ L Y

Research

i

e Click the Workday Employee and CC Lookup thumbnail (top part).

Workday Employee
and CC Lookup
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2. Select the top of the Employee List sheet thumbnail.

Workday Employee and CC Lookup

Dot last loaded: Jun 1, 2023, 548 AM
Published: Aug 11, 2022, 11-21 AM
Published to: Finance

This section needs to describe the purpose of the 3

groups, etc.} necessary to access the app.

[ Sheets  [] Bookmarks (& Stories

¥ Public sheets (3) \
—— \

About Page Employee List

Cost Center
Hierarchy

Select the magnifying glass in column header.
Type the information.

Select the appropriate option.

Select the green check mark.

Employee Name E Employee ID

Zach Lee =

- o

o oA

q zach lee x

Zachary J Leet

7. Repeat filtering as many columns as necessary to find the employee.
e Select as many as needed such as:
e Primary VP/MBU Level
e Cost Center
e Active
e Computing ID
e Last Name
e First Name

Once the employee information is found:

8. Right-Click in the cell that has the information needed. Select Copy Cell Value. Do this in each of the
following columns:

e Employee Name
e Employee ID
e Primary Position ID
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9. Paste the information into the appropriate column in the Excel Workbook created in Request Account
Certification Reassignment procedure.
e For Preparer reassignment paste into Columns I-K
e For Approver reassignment paste into Columns L-N

Local ;."E.'_.':E Narrate
Sheet ™ Storytelling
Employee List
Q Q a|l B a Q
Active Employee Mame Employee ID D Primary Position ID Job Title
Rohan Parikh 163566186 rp2gn P5a8162 Temp C
Donna C Harris 4543527585 dch Temp C
Caitlin Jack 154572412 uvtSvy Temp D
Susan Camille Pyzynski 538301688 jbhEhg Temp G
Emily Ann Parnel 255047874 eap2wg P5&36865 Summer Enrichment Program I
Cheryl Adams 125345514 cwa3f P466558 Medical Education Programs Ad
MEP48
Deborah S Barry 683545927 dsbSu Aszociate Profeszor of Medicing
Catherine P Bowers 761628569 clp7a Medical Education Programs Ad
MEP48
p— If requesting the same person be assigned to multiple Account Certifications, see the Excel
== | Tips for copying data below.
NOTE

Excel Tips: Copying Data into Different Cells

If requesting the same person be assigned to multiple Account Certifications, copy the information from the
Workday Employee and CC Lookup UBI module in the first row & use this tip to copy the information down to
all applicable Account Certifications.

With the Employee Name, Employee ID, and Primary Position already copied into the Excel workbook (see
Find Employee Name, Position ID, and Cost Center procedure):

F G H | J K L M N

Center Preparer(s)

Approver(s) Reassign ta Preparer Name Reassign to Preparer Worker ID Reassign to Preparer Position ID |Reassign to Approver Name  Reassign to Approver Worker ID  Reassign to Approver Pasition 1D
36 AS-Astronomy (ASTR) Whitney Wills Richardson  Ilse Cleeves; Barbara Kay Johnson

Zach Lee 600183307 P502370

FIEIEI NI N

36 AS-Astranamy (ASTR
36 AS-Astronomy (ASTR,

36 AS-Astronomy (ASTR

)
)
)
36 AS-Astronomy (ASTR)
)
)

36 AS-Astronomy (ASTR,

‘Whitney Wills Richardson
‘Whitney Wills Richardson
‘Whitney wills Richardson
‘Whitney Wills Richardson
‘Whitney Wills Richardson

llse Cleeves; Barbara Kay Johnsan
Ilse Cleeves; Barbara Kay Johnson
Ilse Cleeves; Barbara Kay Johnson
llse Cleeves; Barbara Kay Johnsan
Barbara Kay Johnson
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1. Click in the filled cell. There should be a green box around the cell.
2. Hover over the small square in the bottom right corner of the cell. The cursor turns into a plus sign.

[ J
assign to Preparer Waorkl
6001

Zach Lee

3. Double-Click on the small square where you see the plus sign. It should copy all the information down
the column.

I J
Reassign to Preparer Mame Reassign to Prep
ay lohnson | Zach Lee i
ay lohnsaon —»

ay lohnson™

If the numbers of the Employee ID or Primary Position ID are listed as a series instead of copying the same
number:

4. Click on the Auto Fill Options box in the bottom right corner of the filled columns.

4
Reassign to Preparer Position ID  Reassigy
P502370
P502371
P502372
P502373
P302374
P302375

5. Select Copy Cells.
K L
Reassign to Preparer Position ID Reassign to Approver Name
P502370
P502370
F502370
P502370
P502370
F502370

=
(<} Copy Cells
O Fill Series
O

Fill Eermatting Only
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