
 RPT – Grant Budget vs Actuals (Object Class)
 Actuals Restricted – Details View
 RPT – Grant/Award Base Pay Allocations

Users will need the following reports from Workday to copy and paste 
information into the Grant Wizard:

INSTRUCTIONS FOR THE GRANT WIZARD
MONTHLY REPORTING TEMPLATE

Additional helpful reports: 

Notice(s) of Award
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The Grant Wizard serves as a centralized monthly reporting tool for sponsored projects. It pulls together financial, budget, expense, and effort 
information, verifies that required data has been provided, and organizes reporting into easy-to-navigate sections, helping users quickly assess grant 
financial status and projections.

Across the top and side of the screen are tools designed to improve the user experience. These controls allow users to adjust how information is 
displayed, quickly navigate between projects and reporting sections, create new reports, export results, and easily move back and forth through their 
changes. Together, these features make the reporting process more efficient and user-friendly.
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The Grant Wizard organizes the key financial management areas of a sponsored project into expandable sections. 
Users can analyze spending, review effort commitments, evaluate rebudgeting options, monitor subaward activity, 
and track expenses across budget periods. The expandable design keeps detailed information readily available 
while maintaining a clean and easy-to-navigate reporting experience.

Each section can be expanded to focus on a specific area of grant management. Users can review award summaries, 
evaluate budget reallocations, monitor F&A costs and exemptions, compare effort commitments to actual 
allocations, track subaward spending, and analyze spending trends over time. Users can also save and restore 
reports for future use.
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Enter the reporting details 
into the Grant Wizard using 
the ‘Guided Setup’ or 
directly into the template.

These dates and the F&A rate 
help establish the financial 
parameters defined by the 
US Code of Federal 
Regulations and built into 
this app. 

Users can set the F&A rate 
for the entire award period or 
check the box if it needs to 
change by the budget period.

The Grant Wizard includes warnings to ensure all 
steps are complete. 



Next, users need to download three Workday reports. First, search for “RPT – 
Grant Budget vs Actual – Object Class (UAMS)” under Tasks and Reports in 
Workday. 
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Use the “Period” field to 
search for the previous 
month.

Use the “Award” field to 
search for the Muse ID—
type “Muse” followed by 
the 5-digit ID number, e.g., 
Muse54678. 
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The Budget vs. Actual report is the primary source of financial data in Grant Wizard. It shows the award's current 
financial position and serves as the benchmark for all budget, spending, effort, and projection analyses.

Click the “Export to Excel” icon to download the report and import it into Grant Wizard using file upload or copy 
and paste. Keep this report open, as the next step requires a drill-down to download the Details View report.
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The Guided Setup provides built-in validation and auditability by confirming 
successful uploads and recording when each report was loaded into the 
Grant Wizard.



Next, use the Workday “RPT – 
Grant Budget vs Actuals 
(Object Class)” and click the 
down arrow in the Actuals 
Restricted column. Click 
View Details to see a report of 
itemized expenses. 9
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Click the “Export to Excel” icon to download the report. Users can drag and 
drop the file or copy and paste the data into the Grant Wizard. 
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The Actuals Restricted Details report supplies the transaction-level expense data that powers the 
grant's financial analysis and reporting. Users upload the report from Workday, giving the Grant 
Wizard the detailed expense transactions needed to analyze spending trends, calculate burn 
rates, and track subrecipient activity.

The app shows users whether the upload was successful, how many rows were imported, and the 
upload timestamp.



Use the “Award” field to 
search for the Muse ID—
type “Muse” followed by 
the 5-digit ID number, e.g., 
Muse55678. 
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Finally, search Workday 
Tasks and Reports for 
“RPT – Grant/Award 
Base Pay Allocations.”
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Personnel effort data can be exported from Workday and imported into the 
Grant Wizard via file upload or copy-and-paste, providing the information 
needed for effort allocation tracking and reporting.
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With all setup information and Workday reports loaded, the Grant Wizard has 
everything needed to generate the initial grant financial report, including budget, 
expense, effort, and projection analyses.
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The Grant Wizard includes features that let users expand and collapse each section. 
The setup wizard lets users edit the reporting details (dates and rates) section at any 
time, supports undo and redo, and auto-scrolls from top to bottom. Users have 
instructions and help text throughout the app. 
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Expand the “Balance at a Glance” section to compare actual expenses, 
commitments, and obligations against the sponsor-approved budget. The “Status at 
a Glance” highlights areas on target and those needing review. 
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The first check compares the imported data with the award dates, the current 
budget period, and the financial reporting month to ensure that all fields are 
complete. The second check examines the F&A rate against the direct and indirect 
cost splits to determine whether a re-budget is required. 
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The planning and re-budgeting tool helps users evaluate proposed budget changes and 
anticipated expenses before they occur, providing a real-time view of projected balances and 
grant financial health. Users can re-budget funds between object classes and enter planned 
future expenses to project spending, assess F&A impacts, and forecast the award's remaining 
balance.
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Users can enter projected expenses before they post in Workday, assign them to an object class, and specify when they will occur. 
Grant Wizard incorporates these planned costs into Summary projections, automatically calculating associated indirect costs and 
updating projected expenses, burn rates, and remaining balances to reflect the award's anticipated financial position.
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Rebudgeting is more complex than 
simply moving dollars between 
budget categories. Because object 
classes can be treated differently for 
indirect cost purposes, reallocations 
may change both direct and indirect 
costs. 

The Grant Wizard automatically 
recalculates these impacts, allowing 
users to model rebudgeting 
scenarios and understand how 
proposed changes affect the award's 
projected financial position.
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The Re-Budget Totals section summarizes the overall adjustment, including the total 
amount reallocated and any remaining F&A adjustment required to keep the budget 
balanced. Because moving funds between object classes can affect indirect cost 
calculations, the Grant Wizard identifies any remaining direct and indirect cost 
adjustments needed before finalizing the re-budget.
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Because exempt categories such as subawards, equipment, and rent are treated differently for F&A purposes, 
rebudgeting can change both direct and indirect costs. This tool calculates those impacts automatically and 
provides the exact transfer amounts needed to keep the budget accurate and compliant.
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If a rebudgeting action 
would affect F&A, the Grant 
Wizard calculates the 
required adjustment and 
shows exactly how much 
funding must be moved 
between direct costs and 
Facilities & Administrative 
costs to keep the award 
budget balanced and 
compliant.
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The Personnel and Effort section compares sponsor-approved effort to actual Workday effort 
allocations, highlighting variances and potential compliance concerns. Salary and fringe costs are 
displayed alongside effort percentages, helping users ensure personnel costs remain aligned with 
sponsor commitments.

One of the key features of this view is its ability to automatically identify significant effort variances. 
In this example, personnel whose effort differs by 25% or more from sponsor-approved levels are 
flagged for review, helping users identify situations that may require administrative action, cost 
reallocations, or sponsor notification.
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Subawards are one of the largest F&A exemptions in sponsored projects. This tool identifies each subrecipient, calculates 
any exempt amounts using either the $25,000 or $50,000 MTDC threshold, and applies those values throughout the Grant 
Wizard to ensure consistent indirect cost calculations for reporting, forecasting, and rebudgeting.
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By reconciling data from Workday, Muse Grants, and the Notice of Award, the Grant 
Wizard can validate budgets and spending across the award lifecycle. Results roll up to 
the Summary section, helping users identify missing expenses, budget variances, and 
differences between sponsor-approved and institutional records.
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The collapsed view provides a high-level comparison of budgeted and actual direct costs, 
indirect costs, and total costs for each budget period, along with the applicable F&A rate and 
remaining balance.
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The expanded views provide a detailed object class analysis for each budget period. Users 
enter sponsor-approved budget amounts from the Notice of Award (NOA), while the Grant 
Wizard populates actual expenses by transaction date. The system then calculates annual 
totals, burn rates, and budget variances by object class, helping users validate budgets, 
monitor spending performance, and identify discrepancies between planned and actual 
expenditures throughout the award lifecycle.
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The final reconciliation combines all budget periods into a single award-level summary, 
comparing cumulative sponsor-approved budgets to cumulative expenses, commitments, and 
obligations by object class. The Grant Wizard verifies that budget and expense totals reconcile 
with the Summary section, clearly indicating where values tie out and where discrepancies 
exist. The view also provides a consolidated assessment of burn rates and cumulative F&A 
activity, helping users validate the award's overall financial position.
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The Save & Restore feature ensures reporting work is never lost. Users can create a backup 
containing all report data, settings, and analyses, then restore, transfer, or combine reports 
later without re-entering information.

The Grant Wizard stores all report information locally in your browser and does not transmit or 
store report data on a central server. The backup file remains on your computer and can be 
used to restore your work, transfer reports to another device, or share reports with authorized 
users.



Grant Wizard Reporting Process
1) Import Workday and award data
2) Validate budgets and expenses
3) Analyze spending, effort, and subawards
4) Forecast future expenses and indirect costs
5) Evaluate rebudgeting scenarios
6) Monitor burn rates and award performance
7) Save, share, and restore reports
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The Grant Wizard brings together sponsor-approved budgets, Workday financial activity, 
personnel effort, subaward management, indirect cost calculations, forecasting, and 
rebudgeting analysis into a single reporting platform. 

By validating data, highlighting variances, and projecting future financial performance, it aims 
to help investigators and administrators make more informed decisions and manage awards 
with greater confidence.
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