
             
 

       

 

                       

 

 

                   

 

 

 

                             

 

 

How to view your budget in Workday: 

Log in to Workday 

Go to the Search bubble at the top of the Workday screen: 

Type in “My Award Budget” and several options will appear. 

Click on “My Award Budget to Actuals by Ledger Account – FIN – CR (NSHE)” 



                 

 

A window will pop up that looks like this: 



                                               

                     

 

CSN and the most recent period should be filled in already, but if they are not, choose CSN and the most recent month. 

Enter the grant number in the Worktags field, then click OK 



                               

 

You can also view the entire award by putting the award number in the Award field: 



                       

 

                                       

 

 

Workday will take you to the budget screen that looks like this: 

In this screen, you can click on any blue number and a smaller window will pop up showing more details. 



 

 

                                                       
 

 

 

 

 

 

 

 

 

It’s easier to look at the details in this smaller window if you click on the excel icon in the corner to extract the details to an Excel 
Spreadsheet. 



                     

                                    

                         

 

 
                                 

The “Current Budget” column shows the total budget for each line. 

The LTD Actuals “Life to Date” column shows how much has been spent in that line so far. 

The Remaining Budget column shows how much is remaining for that budget line. 

If you are unable to view your budget in Workday, please email Trina Fokas at trina.fokas@csn.edu. 
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