HWIP REIMBURSEMENT GUIDELINES

To ensure a smooth reimbursement process, please follow these instructions carefully.
Incomplete reimbursement packages will be returned.

Submission Details: Send all documents via email to HR EMPL_HWIP ubcempl-g-
hwip@mail.ubc.ca

Required Documents

1.

2.

3.

Coversheet (Excel):

o Complete the coversheet provided, filling in all blue-highlighted columns.

o Match each expense with its corresponding receipt/invoice on the coversheet.

o Include your department’s Workday Tags (e.g., fund, cost center, program, project,

grant, gift, or gift initiative).

Receipts/Invoices:

o Provide a copy of the receipt or invoice for each expense.

o Match receipts/invoices to the corresponding transactions on the coversheet.
General Ledgers screenshot for each expense item (from Workday):

Ensure you have the appropriate security access in Workday to view your department’s reports.
If you cannot access your department’s reports please contact your department finance team
or supervisor to generate the general ledgers in Workday

o Submit a PDF, Excel file, or screenshot of the ledger summary. Ensure the ledger
shows only amounts related to your claim.
o Match ledger transactions to receipts to ensure clarity.

Steps to Pull Ledgers from Workday

ukwN e

Search for Ledger Summary — Distributed Report in Workday.

Enter relevant Worktags (e.g., Cost Center, Period, Program/Grant/Project).
Click on any blue amount (e.g., Month or Year-To-Date Total).

Save a PDF or Excel version for submission.

Match ledger transactions to receipts for easier processing.
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Additional Information:
¢ Reimbursement Policy: Funds are reimbursed to the department, not individuals.

e GST Rebate: Reimbursement excludes GST rebates (if applicable).
¢ Ineligible Items: Alcohol and gift cards/certificates are not reimbursable.

Submission Process

Send all required documents to HR EMPL_HW!IP ubcempl-g-hwip@mail.ubc.ca.
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Appendix: How to pull ledgers from Workday

Reimbursement Guidelines: General LLedgers

Step 1l: Search for Ledger Summary — Distributed Report

W SserchFesults - Savec Cateao =+

< 2> C a

e 10 mywarkday.cem o

Q ledger summary @

H Saved Categories ~
9 Tasks and Reports

Epeniy ¥ Ledger Summary
Report

EnAnCIEt Aot * To retrieve GL ledgar summary report for chartfields, for a ranga of periccs. Kepcrt Prompts:
Company, Period, Gost Gentre, Cost Ganre Hierarchies, Furd, Fun Hisrerehes, Book Workiags

rganastiors »
Ledger Summary - Balances st Cost Conter Leval Only - Distributed

payrol » Report
For balances at Cost Centar level only (not aliocated to a lower level driver warkiag), To provide sum

pecpie s Aty o frAnsARoNS (AcTial Revente and Fpenditures) in A given crganization hy account far each
month and fiscal aswell as i and Obligatis

Prosesses »
Ledger Summary - Distrivuted

Prosuement . veport
o provide summary of transactions (Actual Revenue and Expenditires) in a givan organization by ac-

P @ court for each month and fiscal Yea-To-Date-Total as well as Gummilments and Obligs lions.
Prompts: Grgan zation, Period, Workiags
Grants Cesh Ledger Sumimary

= More Categories >

Repot
To retrieve ending Gash balances for grants, for 3 range of perices. Repart Prompts: Company (re-
quirec), Period (required), Cost Centre, Cost Centre Hierarckies, Fund, Fund Hierarchies, Baok,
Worktags (required — e.g. Srant i)

Grants Cash Ledger Summary (No Grant or Driver Worktag) - Central

Repot

To retrieve ending cash balances for arants, for a range of periccs. Report Prompts: Company (re-
quirec), Pariod (required), Cost Centre, Cost Centre Hierarckies, Fund, Fund Hicrarchies, Baok,
Worktags (required ~ e.g. Grant ID) Copied from Grants Cash Ledger SUMmMary r2poft 1o extract
transactions with no driver worktag such as Grant, Program, Prolect, Gift or Gift warktac.

#  Configura Search

@  View Search Tips

Step 2: Enter Worktags (Cost Center, Period, Program/Grant/Proje ct/Gift/Gift
Initiative /Activity)

Ledger Summary - Distributed

Instructions  This report only allows 10 run by Fiscal Year (ending the month selected in the Period prompt) because any other Time Period may cause
issues with the Carry Forward and Ending Balance. For grant worktags, please use Grants Cash Ledger Summary o Grants Cash Ledger
Summary - Distributed

Organization * | x Cost Center: CC00713 Total
Compensation | VP Human
Resources

FY2023 - May

Program: PM0028684
Healthy Workplace initiative
Fund | VP Human Resources

Manage Filters

35Saved Filters ~
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Step 3: Select any amount m blue (either for month or Year-To-Date Total)
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To facilitate reimbursement, please match the ledger transactions to the

receipts/invoices.

2024-2025



General ledger screenshot example

Details View

03:46 PM
2021-02-03
Page 1of 2

Joumnal
Journal ‘ e

Accounts
Dagmg ‘ Ledger Account

UEC The University of Report
British Columbia - 19-
Now-2020

Dgemtional Journal: Expense  2020-11-1% B300-Supplies and
UBC The University of Report Sundries

British Columbia - 19-

Now-2020

Fund

‘Operational Journal: Expense  2020-11-1% B300:Supplies and | FOO00
Sundries

General
Purpose
QOperating

FDO0D
General
Purpose
QOperating

‘ Cost Center

CCO010
Center Name

CCO0100 Cost
Center Name

Grant

; ¥ Translated
e ‘ e | FLEL ‘DehitAmnunt

Pi001000
Program Name

PM0O01000

Program Name

§0.00

Translated
Credit Amount

0.00 Expense Report
EXP-0000000

0.00 Expens:
E

0000000

e Py

Operational
Transaction

ort

Purchase
Crder

Supplier,
Customer or
Employee

Employee

Name

Employee
Name:

Line Memea
Campaigner
INV#
11111111

Eampaigner
INVJ s
11111112

Worktags

Corporate Credit

‘Card Billing Account:
UEC Visa Program
Cost Center:
CCO0100 C

ame
Expense ltem: Digital
and Creative Services|
Function: FN400
General
Administration Fund:
FDOO0 General
Purpose Operati
Program: PM0O

Spend Category:
Digital and Creative
Services

Corporate Credit Card|
Billing Account: UBC
Visa Program Cast

ame
Expense Item: Digital
and Creative Services|
Function:
General
Administration Fund:
enera
Purpose Operati
Pr\::g?am: M001
Program Nai
Spend Category:
Digital and Creative
Services

2024-2025



	Required Documents
	Steps to Pull Ledgers from Workday
	Additional Information:
	Submission Process
	Appendix: How to pull ledgers from Workday
	General ledger screenshot example

