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Reallocation of FP&M’s AssetWorks Billing Expenses

This procedure is to be used to help reallocate expenses when the FIN EIB: Import Accounting Journal Internal
Billing Inbound (Formerly INT592) has been posted in Workday and applies to the UW-Madison campus only. This
procedure can be used for the following FP&M AssetWorks, which include Physical Plant, Fleet, BioSafety Cabinet,
Mail Services, CORD, Utility (Energy Consumption), and Transportation Services billing files:

Workday
Journal

Entry
Memo Workday External Reference ID

FPM Billing | YYYY-MM FPM Billing

FPM Billing | YYYY-MM Energy Consumption
FPM Billing | YYYY-MM Transportation Services Billing

There are two different ways to reallocate FP&M expenses in Workday: by creating a manual journal or through an
EIB.

1. Create Journal (Manual Entry)
To reallocate FP&M billed expenses, enter Create Journal in Workday. You must use ledger account 6750
for both the debit and credit sides of the transaction; however, you can use whichever driver worktag, cost
center, fund, or function that is appropriate. You must select Manual Journal-Internal Chargeback as the
Journal Source.

On the header screen, enter the following:

Ledger: UWMSN

Accounting Date: Today’s Date

Journal Source: ManualJournal - Internal Chargeback
Balancing Fund: FD00O1 Balancing Fund

Memo: Reason why you are reclassifying expenses
External Reference ID: Original journal number

Create Jourri8l

Fill out the header information and click centinue to enter journal lines.

Memo | Reclassify expense 1o & different spend ca ‘

Ledger *| , UWMSN University of Wisconsin
Madison : Actuals

External Reference ID | JRN0OD0000D00T ‘
Accounting Date

Record Quantity (]
Period Aug-2026 Actuals (UWMSN University of Wisconsin Madison)

Enable Multicurrency
Currency y uso

Manual Journal - Internal
x
Chargeback

| Include Tax Lines

Disable Optional Worktag Balancing

Display Account Set empry) Adjustment Journal

Dooooo

Balancing Fund ‘ % FDODO1 Balancing Fund

Reversal Date

| Create Reversal

Optional Balancing Worktags ‘

Control Total Amount 0.00

Currency Rate Type

Book Code ‘

On the second screen under Journal Entry Lines, enter the following:
Ledger Account: 6750 (mandatory for both debit and credit)
Debit Amount: Reallocated amount

Facilities Planning

& Management 1
UNIVERSITY OF WISCONSIN-MADISON



Credit Amount: Reallocated amount

Memo: Original memo from the billing file

External Reference ID: Original external reference from the billing file
Spend Category: Applicable spend category

Revenue Category: Blank

Program, Grant, Project, Gift: Applicable driver worktag

Cost Center: Applicable cost center

Fund: Applicable fund

Function: Applicable function

Create Journal

~ Journal Information ~ Journal Details

eclassify expense 10 different spend ca

JRN0000000001

Business Process Record

Up Next: Hannah Kurer | Approval by Gift Manager, Grant
Manager, Program Manager, and Project Manager (All) | Due...

View Details

A Alerts: 2 View All ~

1. - SYS FIN - Spend Categories Incompatible with Ledger Accounts
(Journal Line)

2. - SYS FIN - Spend Categories Incompatible with Ledger Accounts
(Journal Ling)

2. EIB-Enterprise Interface Builder

Download the FIN EIB Manual Journal - No Journal Source Defined (No Approvals) from the Enterprise
Interface Builder (EIB) Library here: https://kb.wisconsin.edu/workday/internal/148820.

You must use ledger account 6750 for both the debit and credit sides of the transaction; however, you can
use whichever driver worktag, cost center, cost center, fund, or function that is appropriate. You must
select Internal_Chargeback as the Journal Source.
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https://kb.wisconsin.edu/workday/internal/148820

On the header tab of the EIB, enter the following:

Header Key: 1

Submit: Y

Company: UWMSN

Ledger Type: Actuals

Accounting Date: Today's Date

Journal Source: Internal_Chargeback

Journal Entry Memo: Reason why you are reclassifying expenses
External Reference ID: Original journal number

limport Accounting Journal - v42.2

| |area

| |Restrictions Optiona equired 0 equired equ Optiona Optiona Optiona |
| [Format r e pe_DD B de_| J e D N et Text

=3 Ledger Type® Book Code Accounting Date*  Journal Source” Record Quantity  Journal Entry Memo External Reference ID

I 1Y UWMSN ACTUALS 9/2/2025 Internal_Chargeback Reclassify expense to a different spend cateogry  JRN0O000000001

On the second tab of the EIB, enter the following:

Header Key: 1

Line Key: Numbers in sequential order (1, 2, 3, etc.)

Line Company: UWMSN

Ledger Account: 6750 (mandatory for both debit and credit)
Account Set: CHILD

Ledger Debit: Reallocated amount

Ledger Credit: Reallocated amount

Memo: Original memo from the billing file

External Reference: Original external reference from the billing file
Cost Center: Applicable cost center

Program, Grant, Project, Gift: Applicable driver worktag
Fund: Applicable fund

Function: Applicable function

Spend Category: Applicable spend category

Revenue Category: Blank

Balancing Worktag Affiliate: FD0001

Re{Program_D

et_{Number (18,3 Wwmber (18,3 ext ext enter_RdProgram | oz Grant_D'| Fund_ID | Custom_Org Spend_Category_| Fund,
Set Ledger Debit Amount Ledger Credit Amount Memo External Reference ID CostCenter Program Proj Grant Fund  Function Spend Category Balancing Worktag Affiliate &

Customer No.
810440
Descriptoin
BOTECH WATER
SOFTER
MAINTENANCE
ROOMS B1212
AND
1 1 UWMSN 6750 CHILD 100 PENTHOURSRD 017722 CC005333  PGO00031046 FD0128 FNO700  SCO0093 FDO001
CustomerNo.
810440
Descriptoin
BOTECH WATER
SOFTER
MAINTENANCE
ROOMS B1212
AND
1 2 UWMSN 6750 CHILD 100 PENTHOURSRD 017722 CC005817  PGO00025081 FD0128 FNOT00  SCO0093 FDO001

Note: After you click Submit, you may receive warnings, but the post will still be sent.
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VALIDATE AND/OR UPDATE FUTURE ASSETWORKS ACTIVITY FUNDING AND CUSTOMER STATEMENT:

If you are reclassifying funding that is tied to a B#, please access AssetWorks to verify that the funding is correctly
set up. If you do not have access to the AssetWorks software, please submit a security request by clicking on the
“AssetWorks Access Request” widget found here: https://wiscready.assetworks.cloud/ready.

UW Madison Facilities Service Request

Please select from the following available service requests

» * A S @

Customer Request Abatement Risk Assessment t Bio-Safety Cabinet Service Move Request AssetWorks Access Request

Once you have security, you will receive a notification from the AssetWorks administrators with a link to log in to
the system. Once you log in, you will have a list of a few dozen reports that you can run, including the 1008-
Cust No Funding (Customer Number Funding) and 1013-Customer Statement.

AIM WorkDiesk

n B C100E - Blardst Oivch Lenskeys

i B VHI - Eddig Wk Saaminany
i 100 - Funding String Wal
i1 B 1007 - Cusl Work Ord Dl
o B TOHE - Cust Mo Fending
o B 100 - Unapisd Timecards
o B 01E - Cust S Lagaey

£ B 1003 - Cuslormen Slabe masil

Note: You can select multiple parameter options for report 1008 and 1013.

If the funding on any of your customer numbers needs to be updated after reviewing report 1008 or 1013,
please update the funding by submitting a request using our FP&M Customer Number Request Form found
here: https://facilities.fpm.wisc.edu/customer-number-form/.

If you have additional information, please reach out to fpmbop@fpm.wisc.edu.
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