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What are 
Related 
Worktags?

Workday allows us to configure certain COA segments to “bring along” or default 
other segments.

The segments that bring along others are called “drivers”.

Grant and Project are the most powerful, bringing along the full COA for an 
account.

Why is this important?
• Provides “quick keystroke” options for data entry.
• Users have less manual entry of COA segments.
• Makes sharing COA simpler.
• Makes WD Favorites function more helpful & impactful as saved “VIPs”.

Defaults help with data entry. Transaction reviewers and account analysts are still 
expected to know the full COA and ensure the account string is correct.

Fewer Keystrokes = Fewer Errors = Time Savings!© 2025 Yale University



Related 
Worktags
Prior to December 2025

• Drivers bring along friends
• Friends are the “default” 

related worktags

• Seatbelt = limitations on which 
value can be used (“allowed”)
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Related 
Worktags
As of December 2025

• Drivers bring along friends
• Friends are the “default” 

related worktags
• Seatbelt = limitations on 

which value can be used 
(“allowed”)

• All other default worktags 
can be changed.

Special Notes about Project
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• Not all projects will be drivers. Some 
projects, like PJ000001, will not 
bring along other COA segments.

• Units are free to request / use 
projects that do not bring along 
Related Worktags.

• Location is wearing an orange seatbelt. This is 
because there are a limited number of locations 
that are “allowed” with each capital & leasing 
project.

• Fund is wearing a blue seatbelt. Fund values are 
restricted or “allowed” by the Gift/YD worktag; the 
restriction does not live on the Project.



The full COA defaults are programmed on the Grant at the time of award setup.

If there will be multiple departments or assignees on the award, the SPFA setup team will 
create multiple Grants – one for each direct-charge COA.

Direct Charging Grants - Select Grant  The default Project, Cost Center, Program, Assignee 
(if applicable), and sponsored Fund will appear.

Cost Share with a “Driver Project”:
• Change the grant’s project (typically PJ000001) to 

the Driver Project.
• The Gift or Yale Designated will appear. The fund will 

switch to the non-sponsored Fund. 
• The Cost Center and Program from the “driver 

Project” will replace the ones that defaulted from 
Grant.

• If the “driver Project” has an Assignee, it will replace 
the Assignee that defaulted from Grant

• If the “driver Project” does not have an Assignee, 
the Assignee that defaulted from Grant will stay.

• The Grant will not be removed.

Grants & Cost 
Sharing

Sponsored Awards
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Basic Cost Share:
• Add the funding component - Gift or 

Yale Designated.
• The Fund will switch to the non-

sponsored Fund.
• If you select the Gift first and then 

Grant, the sponsored Fund will be on 
the transaction line. You will receive 
an error message. Remove all 
worktags and start again.

Order of 
Data
Entry 

Matters

https://yaleuniversity.tfaforms.net/f/spfa


Projects as 
Drivers
Flexibility to Meet 
Multiple Needs

Many projects will NOT 
be “drivers” (ex: 
PJ000001). They 

continue to be used 
across many COA 

combinations.

Best Use of Project 
Drivers = when a Project 

will be used with only 
one COA combination.

Default related 
worktags can be added 
to a Project at any time. 
Requesting at setup is 

easiest.

If the default COA for a 
project needs to 

change, request the 
changes through the 

COA team.

At the time of data entry, users can change any of the defaulting COA segments.
• Select Project - The default Gift or Yale Designated (YD), Cost Center, Program, Assignee 

(if applicable), and non-sponsored Fund will appear.
• Any of the default worktags can be changed with the exception of Fund. Fund options are 

limited by the Gift/YD.
• Assignee is not a required worktag on all transactions. If the Project defaults an Assignee 

the user can delete it.
• Changing the Funding Component:

• If changing the Gift to a YD, make sure to remove the gift and then enter the YD. 
The Fund will automatically update.

• If changing the YD to a Gift, make sure to remove the YD and then enter the Gift. 
The Fund will automatically update.

• Users will not be able to proceed if both Gift and YD appear on the same 
transaction line.

• When a driver Project is keyed in first and Grant is added, the Grant’s default worktags 
will override those from the project. Gift/YD will stay, but the Fund will be sponsored & 
will cause an error. This is why Grant comes before Project for data entry.

Location is only a default for 
two special use cases – not for 
most distributed users:

• Capital Projects
• Leasing Projects
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FAQs

Can the defaults be changed when I’m entering a transaction?

Yes. At the time of data entry, users can change any of the defaulting COA 
segments. However, the options may be limited by “allowed” worktag settings. See 
the “bus” diagram; seatbelts indicate a reduced list of options for the change.

Can the defaulting segments on a Project or Grant be added, changed 
or removed?

Yes. The automatic defaults for Project and Grant can be updated or removed.

• To change/remove default values for a specific project, contact COA at 
coa@yale.edu.

• To change default values for a specific Grant, contact Award Setup through 
the SPFA Intake Portal.

In addition, a regular project can be changed into a “driver” project if it is being 
used with one primary COA combination (see FAQ #3).

What if a Project is being used across multiple units but I want to add 
defaulting COA for my unit?

If a Project is actively being used by multiple units or COA combinations, defaults 
should not be added. When defaults are requested for an existing Project, the 
COA team will check to see if others are using it and will not approve the addition 
of defaults where there are multiple users.

© 2025 Yale University

Verify the COA is correct 
before submitting or 
approving—accuracy here 
is critical.

mailto:coa@yale.edu
https://yaleuniversity.tfaforms.net/f/spfa


FAQs

Default CC and PJ come into Expense Reports automatically – can this 
be changed? 

Unfortunately, no. The removal of PJ1 from all CCs will stop the PJ from 
defaulting. However, since CC is programmed onto every employee, it will 
continue to default into everything that WD deems a “self-service transaction”. 
We were able to “opt out” of this in the Journal Entry space, so one of the 
changes in December 2025 was that when the employee worktag is added to 
“Other Worktags” at the end of JE data entry (for advances, etc.), the worktags 
entered previously will no longer change.

Instead of using Grant or Project, why don’t we have just one 
segment that is our driver?

When we adopted Workday in July 2018, the “driver” functionality was new. 
Therefore, we limited usage with Funding Components (Grant/Gift/YD) to make 
sure it worked the way Yale required. 

In 2025 we expanded our “driver” usage to include Project. At that time, we 
considered creating one new COA segment (always selected – brings along 
everything) but did not proceed; this would be like a reimplementation of 
Workday and would disrupt all reporting and upstream/downstream systems. We 
also considered using a Super-Project (always pick project – it brings the Grant or 
the non-sponsored COA) but did not proceed due to the significant disruption to 
Grant users, reports, and systems.

© 2025 Yale University

Verify the COA is correct 
before submitting or 
approving—accuracy here 
is critical.



FAQs

Why doesn’t Gift bring along more default worktags?

Many Gifts are used across multiple COA combinations. In these cases, 
using defaults creates more work for data entry. Also, there is central 
accounting for Gifts that uses various operating and non-operating COA 
combinations. Defaults would disrupt these critical central processes.
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Verify the COA is correct 
before submitting or 
approving—accuracy here 
is critical.

Can Costing Treatments be set up as default worktags?  (Examples 
raised: VA contracts and Triennials/Sabbaticals)

At this time, the Costing Treatment worktag cannot be set up as a default worktag 
on a Grant or Project. However, Central Finance has noted this business case 
should the option arise in the future.



FAQs

I entered a Grant on my transaction line but want to change it to a 
non-sponsored Project COA before submitting. Why doesn’t the Grant 
go away when I enter Project?

Default worktags will overwrite values that were already there but won’t make a 
segment blank (or null).

If you enter a Grant and then change the default Project to a “driver Project”, the 
Grant will not be removed. That’s because the project doesn’t have a default 
Grant to override or “kick out” the Grant that you already entered.

The same goes for Assignee. If the Grant brought along an Assignee but the 
Project you added doesn’t have one, the Grant’s Assignee will stay. 

For the example raised in this question, the user will need to remove the Grant 
and possibly the Assignee that defaulted with the Grant. To have less risk of 
error, completely remove ALL COA segments or the full row containing the data 
entry error and start again.
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Verify the COA is correct 
before submitting or 
approving—accuracy here 
is critical.



Using Favorites in Workday
Quick Keystrokes

Worktag Templates may be used 
on requisitions to create reusable 
COA charging instructions templates, 
speeding up the requisition checkout 
process. This feature can be 
especially useful for users working in 
a grant-heavy environment. Learn 
more about Managing Requisition 
Worktag Templates 

Users can set Favorites for various 
worktags (or “business objects”). This 
includes COA segments. Those 
favorites are then available front & 
center in your drop down for data 
entry in all WD financial transactions 
and most WD reports.

• It doesn’t bring along the 
whole COA string today unless 
the segment set as a 
“favorite” is a driver worktag.

• Grants and Driver Projects will 
be the most useful favorites.

© 2025 Yale University

https://workday.training.yale.edu/training-materials/manage-requisition-worktags-templates
https://workday.training.yale.edu/training-materials/manage-requisition-worktags-templates


About Favorites

4. The Manage Favorites button 
also allows you to search for 
objects / COA segments by 
number (best) or name. Select the 
desired value and press “OK”.

1

2 3

4

5
1. Find Favorites - Click on 

your profile icon and select 
Favorites.

2. COA 
Segments you 
designate as a 
Favorite show in 
the Business 
Objects section.

3. Designate a 
Favorite using the 
Related Actions 
(twinkie) to add as 
Favorite. This is the 
quick option. The same 
action lets you remove 
the Favorite.

5. When performing 
data entry, click into the 
box to access the My 
Favorites list. Click on 
My Favorites and select 
the desired COA 
segment. Favorites are 
also available in the 
prompts of most 
Workday reports.
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Additional 
Resources

Websites
 Chart of Accounts (COA) 

 FAQs Chart of Accounts

 Award Structure - Grant 
Overview

Policy & Procedure

 Policy 1306 Cost Sharing 
on Sponsored Projects

Workday Learning

 Introduction to Chart of 
Accounts

Introduction to Chart of 
Accoun

 COA Overall – 
coa@yale.edu coa@yale.
edu

 Sponsored Projects / 
Grants - SPFA Intake 
Portal

 Industry Sponsored 
Clinical Trials 

• Setup: OSP

• Actuals & Closeout: 
ysmcontroller@yale.
edu 

© 2025 Yale University

https://your.yale.edu/financial-resources/accounting/chart-of-accounts/
https://your.yale.edu/financial-resources/accounting/chart-of-accounts/chart-of-accounts-faqs
https://your.yale.edu/media/1324/download?inline
https://your.yale.edu/media/1324/download?inline
https://your.yale.edu/policies-procedures/1306-cost-sharing-sponsored-projects
https://www.myworkday.com/yale/learning/course/fe730e5c120a10011ac80fc0f5e80000?type=9882927d138b100019b928e75843018d&record=745f2e97e52f1000137c3debae390000&metadataEntryPoint=%2Fyale%2Flearning%2Fdiscover
https://www.myworkday.com/yale/learning/course/fe730e5c120a10011ac80fc0f5e80000?type=9882927d138b100019b928e75843018d&record=745f2e97e52f1000137c3debae390000&metadataEntryPoint=%2Fyale%2Flearning%2Fdiscover
https://www.myworkday.com/yale/learning/course/fe730e5c120a10011ac80fc0f5e80000?type=9882927d138b100019b928e75843018d&record=745f2e97e52f1000137c3debae390000&metadataEntryPoint=%2Fyale%2Flearning%2Fdiscover
https://www.myworkday.com/yale/learning/course/fe730e5c120a10011ac80fc0f5e80000?type=9882927d138b100019b928e75843018d&record=745f2e97e52f1000137c3debae390000&metadataEntryPoint=%2Fyale%2Flearning%2Fdiscover
https://www.myworkday.com/yale/learning/course/fe730e5c120a10011ac80fc0f5e80000?type=9882927d138b100019b928e75843018d&record=745f2e97e52f1000137c3debae390000&metadataEntryPoint=%2Fyale%2Flearning%2Fdiscover
mailto:coa@yale.edu
mailto:coa@yale.edu
mailto:coa@yale.edu
https://yaleuniversity.tfaforms.net/f/spfa
https://yaleuniversity.tfaforms.net/f/spfa
https://research-support.yale.edu/sponsored-projects/office-of-sponsored-projects
mailto:ysmcontroller@yale.edu
mailto:ysmcontroller@yale.edu
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