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Subaward Work Instructions for Workday 

 
The purpose of this document is to explain the Subaward processes in the Workday system for New 
Subawards and Modifications. The GCO will complete Workday activities at Execution of New 
Subaward or Modification. 
 
To see quick-find sections, click the View tab and check Navigation Pane. 
 

Create a New Supplier Contract:  
1. Create Supplier Contract task  

a. Enter “Create Supplier Contract” in search bar. Click “Create Supplier Contract” task.  

 
 

 
2. Enter the “Create Supplier Contract” fields according to the guidance below. 

a. Supplier = Search my Supplier ID (S-######; found in MasterStore)  
b. Contract Type = “Subrecipient Award” 

 
Notes:  

i. If GCO is setting up multiple Supplier Contracts under the same grant, a shortcut 
is to use the Copy Details from Existing Supplier Contract radio button in the 
Create Supplier Contract screenshot below. 

ii. If Subrecipient is not in Workday, they will need to register as a supplier via 
PaymentWorks. See the Subawards Team OneNote for work instructions on how 
to initiate supplier registration and FAQs about using PaymentWorks.  

 
 

https://www.paymentworks.com/app
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3. Enter Contract Information and Terms and Amounts according to the guidance below. All 

other fields auto-populate.  
a. Contract Name = ASUB # (full number with zeros)  
b. Start Date and End Date = POP dates from subagreement 
c. Contract Signed Date = Fully executed date from subagreement 
d. Total Contract Amount = Total Obligated Amount from subagreement 
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4. Scroll down to add Service Line. Click (+) to enter fields according to the guidance below. All 
other fields will auto-populate.  

Note: The page defaults to “Goods Lines”. GCO needs to click “Service Lines”. 
 

a. Line Number = “01” for first account, “02” for second, etc.  
b. Description = “ORSPA Subawards” 
c. Spend Category = “Subagreement Sponsored Use Only” 
d. Tax Applicability = “Non-taxable” 
e. Extended Amount = Total Obligated Amount (Same as 3. d. Total Contract Amount 

above) in most cases. For multi-account or phased projects, each line may have 
specific amounts that match the amounts obligated in corresponding grant accounts and 
add up to the total contract amount above.   

f. Start and End Dates = Period of Performance (For multi-account or phased projects, 
each line may have specific dates of performance)    

g. Grant = GRXXXXX 
i. By entering the Grant, the Cost Center and Additional Worktags will auto 

populate 
 

Note: GR# should be included in ERA subaward task in the child account field. This is also 
included in the ASUB page within the AWD. 
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5. Click Submit and below screen appears. This completes the process for Subawards.  
a. Save this page by clicking on the printer icon that will appear in the top right corner. This 

will allow the GCO to download a PDF. Upload in the required Financial Summary 
Report field in ERA subaward task.  

 

 
The SCON # will need to be 
entered into the ERA 
Subaward Task under the 
“Supplier Contract (SCON)” 
field in Finalize Subaward 
Task Request. This will auto-
populate into the Subaward 
Change History entry when 
the task is finalized and the 
Update ASUB box is 
checked. If the Subaward 
Change History entry isn’t 
automatically entered, this 
will need to be entered 
manually here under 
“Purchase Order #”.  
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Modifications to an Existing Supplier Contract:  
There are two methods for navigating to the Create Supplier Contract Amendments task in Workday: 

• Searching for the Create Supplier Contract Amendment task 
• Searching for the SCON number and selecting Amend Supplier Contract from the menu 

actions 
Once the GCO enters the Supplier Contract Amendment task, the functions are the same.  
 
Searching for the Create Supplier Contract Amendment task 

1. Enter “Create Supplier Contract Amendment” in search bar. Click “Create Supplier Contract 
Amendment” task.  

 

 
 

2. Enter Contract # or SCON in Supplier Contract field. 
 

 
Searching for the SCON number and selecting Amend Supplier Contract from the menu 
actions 

1. Enter the full SCON number in the search bar and press Enter.  
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2. Select “More Categories,” if needed. Hover over the right side of the SCON number and select 
the orange ellipses (…). Hover over Supplier Contract and click on Amend Supplier Contract.  

 
 
Amending the SCON 
Enter Amendment Information and update Terms and Amounts according to the guidance below. 

a. Amendment Type = “Change” 
b. Amendment Date = Today’s date 
c. Amendment Number = Modification number  
d. Amendment Signed Date = Fully executed date of modification 
e. Amendment Description = Description of changes  

i. For example: “Mod 5 to Obligate $20,000, new total of $60,000 and extend end date 
to 12/31/2019”  

f. Start and End Date = (New) obligated POP, if applicable to modification 
g. Total Contract Amount = Previous “Total Contract Amount” + Amount Obligated/De-

obligated this action, if applicable to modification 
 
Note: “Previous Contract Amount” may not reflect the “amount obligated to date” shown in the 
subaward. Subawards that mass converted from Advantage (previous financial management 
system) to Workday will have a “Total Contract Amount” reflective of its unspent funds at the time 
of conversion.   
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Update Service Lines fields to reflect changes made to Terms and Amounts. Add new Service 
Lines if additional accounts are added. 

 

 
 

Press SUBMIT and DONE to complete Modifications of a Subaward process.  
Note: DO NOT add a service line for unless funds are being obligated from a new grant account. A 
new grant account will be involved if a new GR# is associated with the new funds.  
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When finalizing the task, the ERA Awards Subaward Change History tab will automatically update as 
long as the Update ASUB checkbox is checked in the Finalize Agreement activity. Any comments 
added to the “Final brief comments on transaction for reporting” field within the Finalize Subaward 
Task Request smartform in the subaward agreements task will be transferred to the Subaward 
Change History tab.  
If the subaward has multiple accounts, please note which GR was increased in the “Final brief 
comments…” field. If the GCO is amending a subaward that was mass converted from Advantage to 
Workday, note what the Workday “Total Contract Amount” is now.  

Note: Subawards that were mass converted from Advantage to Workday will have a Workday 
“Total Contract Amount” reflective of their unspent funds at the time of conversion.  
Note: If a Supplier Contract was created for a new subaward, the “Total Contract Amount” does 
not need to be noted. The Supplier Contract “Total Contract Amount” will be the same as the 
“Total Obligated Amount” in the subaward.  
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Workday Help 

The purpose of this section is to address common Workday questions.  
 

I. The Supplier ID is not in the MasterStore. How can I find this in Workday?  
The Supplier ID should be housed in the MasterStore. The GCO can search for a Supplier ID in 
Workday either via the Supplier Detail report or the Find Suppliers report. The Supplier Detail 
report shows a list of the suppliers and select the relevant listing before clicking OK. Find Suppliers 
will show all suppliers that match the keywords entered. Both reports show similar information, but 
Find Suppliers is more simplified.  
 

1. Enter “Find Suppliers” in search bar. Click Find Suppliers report. 

  
2. Search for Subrecipient name in the “Supplier Name” field and select OK. Note: multiple 

supplier records may appear. It’s best to search for a portion of the subrecipient name instead 
of their full entity name. This will show more results in case the entity name was entered 
differently than they appear in ERA.  
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If there are multiple potential supplier matches, verify the supplier by “Remit-to Address”

 
 

3. Copy the Supplier ID into the Subrecipient Profile in ERA.   
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II. The Subrecipient is not listed as a Supplier in Workday. What do I do?  
1. Search for the supplier using the instructions above to verify that the supplier does not exist.  

 
2. If Supplier does not appear, request additional information from the subrecipient to initiate the 

supplier registration request via PaymentWorks. 
 
 

III. Check Budget (Financial) Workday Inbox Item 
Sometimes after creating a new supplier contract or updating an existing supplier contract, the GCO 
will receive a Check Budget (Financial) for Supplier Contract Event item in their Workday Inbox. This 
error typically occurs when we are creating a supplier contract for a future start date. For example, if 
we’ve fully executed a new subaward on 11/2/2023 and the start date is 12/1/2023, this will likely 
create this error. The GCO may need to wait until after the period of performance begins to clear the 
error.  

 
The error code will look like:  

 
To resolve this, click on Modify. This will open the SCON detail view.  

 
Review the Workday SCON information against the original subagreement / subaward modification to 

ensure all information is submitted correctly and click  
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This should clear the item from the inbox.  
 

IV. I received an error- My supplier does not match the award line:  

 
If the above error populates, this means the Supplier ID listed in ERA does not match Grant Line in 
Workday. Please submit a “ServiceNow” request to have the Supplier ID (found in the ERA 
Subrecipient Profile) tied to the Grant Line in Workday.  
 

V. How to Submit a ServiceNow Request 
1. Select “Services” on my.asu.edu homepage 
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2. Select “Service Catalog”  

 
3. Select “Financial Management System” under the Departmental Catalogs category 

 
4. Select “FMS and Budget System Support Request”  

  
5. Complete request form with the GCO’s information and click “Order Now” 

a. Request type = Grants 
b. Description = Subrecipient/Supplier Name, Supplier ID, GR#, and Award # in addition 

to a description of the error (copy/paste the error from Workday into the body or attach a 
screenshot) and request to tie the supplier to the award line.  

 
VI. How to Utilize the Budget to Actuals – Grant Summary Report:  
Th Budget to Actuals – Grant Summary report is used to verify funds are in the account prior to 
executing a subaward or creating a supplier contract. This should align with the funds found in the 
Account in ERA. 
1. Search for “budget to actuals” in the search bar and select Budget to Actuals – Grant 

Summary 
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2. Enter Grant account number (GR#) and select OK.  

  
3. Verify Grant Start Date and Grant End Date match the task request. This is the sub POP. 
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4. Click into the Available Balance Amount (font is in blue) to see breakdown of ASU F&A and 
the Funds available to the Sub.  

5. Review 7201: Subagreements “Available Balance” to verify that funds are in the account.  

 
6. Once a Supplier Contract is created or amended, the funding will move from “Available 

Balance” to “Encumbrances & Reserves.” This makes the new funding available for 
invoicing.  

 
VII. How to Cancel a Drafted Amendment 
1. Search for Draft and open by clicking Magnifying Glass 

 
2. Click […] to the right of “Supplier Contract Amendment,” hover over “Supplier Contract Ame..” 

and select “Cancel Amendment.” Submit to finalize.  
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