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Updated 07/01/2025

Budgeting for Graduate Assistants — Named

Below are instructions for adding named Graduate Assistants to the budget.

Budget — Named Non-Key Personnel

To add a current graduate student that is hired in Workday, follow these steps:

e Begin typing last name, first name and then choose from list. Select Type (Non-Key)
and Role (Graduate Student) from dropdown options and click Add Person. Detail pop-
up will appear. Base salary will populate from Workday and default appointment is

personnel [Hide]
[ ] PERIOD 1 PERIOD 2 PERIOD3 | DIRECT COSTS
Graduate
Deta Tiger, (L17) Mike  PD/PI Key or Non- ‘Student $o
Progressive text (last name, Key
’, first name) ’ > subtotal Personnel. $0 s0 $0 $0
| Louisiana state Univer v || add New profiz [ Begin typing to sefect Personnel Nome.. T~ Select Type — ][~ select Role - vI Add Person

¢ If GA will receive calendar health insurance:

o Enter the requested person months in the Calendar appointment. Click Save. You
will see salary is prorated to number of months entered. In this example, the GA will
only work 6 months on the project.

{ Appeintments { Justifications [ Cost Sharing [ Effort Periods ‘ Save and Close || save || close
Costs by Budget Period / |Per;on Months v |9 SN LB AT AR TS
-ﬁ_mﬂm—
1 Graduate student [1 ] [e00 | [000 0.0 0 415,338 0 Remove
2 Graduste Student % [1 | [6o0 | [ooo 0.00 15,334 0 15,334 O Remove
Total 5 30,668 S0 530,668
**Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.
o Click the Appointments tab to select health insurance type. Under Fringe Benefits
column, select type GA Calendar Health/Tuition from dropdown. Click Save. Click
the detail tab to return to the Budget details.

Detail Appointments [ Justifications Cost Sharing ” Effort Periods Save and Close Save Close
Salary/Payroll Tnformation Refresh From Profile Add Appointment
I!.'Iﬂ!!_

Type: | Calendar s:| 01Jan-2025 |ﬂ (10667 | | Manual Entry

n ‘—‘ ‘7| Employee a 30,667 X
Months: [12 E:| 31-Dec2025 | Per Appt GA Academic Health/Tuition FY26
Continue @ Recycle O End O GA Calendar Health/Tuition FY26
Annual Inflation - GA Summer Health/Tuition FY26 30,667
Transient -
m] Apply inflation on the Primary Appointment Anniversary Date
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o Click the Detail tab. The health insurance will appear in the Fringe Benefits column
and be prorated based off the effort. Click Save and Close.

{ Appointments ‘

Costs by Budget Period

Justifications

[ Cost Sharing

{ Effort Periods

Save and Close || Sav

) Show Calculatio
‘ Person Months v ‘9

e T T T 7 ) e e s T T

Graduate Student ‘ 1 | | 6.00 | 0.00 0.00 7,500 1,125 538,625 O

z Graduate Student £ 5% \ 1 | [600 | [o00 0.00 37,500 1,125 38,625 O

3 Graduate Student [ % |1 | [eo0 | [oo0 0.00 37,500 1,125 38,625 O
Total $ 112,500 $3,375 $115,875

**Click Save to calculate salary and fringe benefits. This is required because appointment dataisb
*Increments marked manual will ignore defined appointments for purposes of ca

e Tuition remission is calculated automatically in the non-Personnel section of the
budget.

Ton-Personnel [Fide]
| [camEGoRy PERIOD 1 PERIOD2 | DIRECTCOSTS | |
Detal Tuition Remission $5,827 $5,827 11,654
Subtotal Non-Personnel: $5,827 §5,827 $11,654

o If GA will receive Academic or Summer health insurance:

¢ Since the appointment for a GA comes from workday as Calendar. Check the
Manual override button for all budget periods.

Detail I Appeintments I

Costs by Budget Period

Justifications ” Cost Sharing H Effort Periods } Save and Close || Save | Close

] Show Calculation Details
|PEI“SD“ Months « |9

PERIOD | ROLE | NUMBER OF PERSONNEL ACADEMIC | SUNMER | SARY FRINGE BENEFTS e

: Graduate Student [o ] [oo0 | [ooo | [o00 | | of [ q $0 & [ Remoe
2 Graduate Student £ s [0 | [oo0 | [ooo 0.00 0| 0 0 (M [Remove
Total $0 $0 $0

**Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.

e Add 1 as the Number of Personnel, enter the months of effort into either the
Academic or Summer column and manually enter the salary based on the effort.
Click Save.

Detail [ Appointments H Justifications H Cost Sharing

Costs by Budget Period

Effort Periods

Save and Close || Save || Close

] Show Calculation Details
| Person Months v |e

7]

e T L O . R Y
Graduate Student [ | [oo0 | [200 | [o00 | | 2,500| \ - oo $2,500 Remove
2 Graduste Student £ ke |1 1 | [oo0 | [200 | [oo0 | | 2,500 \ 0.00/ 2,500 Remove

Total 55,000 50 55,000
##Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.
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e Use the Fringe Benefits drop down to select the applicable Fringe based on the effort
stated (GA Academic Health/Tuition or GA Summer Health/Tuition) and click Save.
You only need to select year 1 and click Save to populate out years.

I Appointments \ [ Effort Periods l Save and Close ISavE i[ose

Costs by Budget Period ‘ person M—Dnths - |9 Show Calculation Details

PERIOD | ROLE | NUMBER OF PERSONNEL ACADEMIC | SUMMER | SALARY| FRINGE BENEFTS e

! Graduate Student [T ] \0.00 | [200 | [ooo | | 2500| 000\ $2,500 Remove

Justifications Cost Sharing

7 N N
Graduate Student g| ke [1 ] [oo0 | |‘ \ 000\ 2,500 Remove
Manual Entry 50 $ 5,000
2-Year Postdoc/Intern Save to calculate salary and fringe benefits. This is required because appointment data is being used.
Employee *Increments marked manual will ignore defined appointments for purposes of calculations.

GA Academic Health/Tuition \..?‘———‘
GA Calendar Health/Tuition

e Now you will see the fringe automatically calculated. Click Save and Close.

[ Appointments H Justifications [ Cost Sharing [ Effort Periods ‘ Save and Close || Saw
Costs by Budget Period |7Person Months v |9 Show Calculatior
e e e e N e
Graduate Student [t ] [ooo | [200 | [000 | | 15,000 [ 383 s1s38s
2 N N -
Graduatestudent 2| % [ | [000 | [200 | [o00 | | 15,000| | 83| 15385
3 N N -
Graduate Student £ | be [1 | (000 | [z00 | [oo0 | | 15,000| | 383 15385
Total $ 45,000 $1,155 46,155
**(lick Save to calculate salary and fringe benefits. This is required because appointment data is b
*Inc! marked I will ignore defined appointments for purposes of cal
e Tuition remission is correctly calculated under Non-Personnel costs.
Ly
Non-Personnel [hide]
| Jowecorv | PERIODLl __PERIOD2| __PERIOD3| DReCTcosts| ]
Detail Tuition Remission $8740 $8,740 $8,740 $ 26,220

Subtotal Non-Personnel: $8,740 $8,740 $8740 $26,220

Budget — Named Key Personnel

To add a current graduate student that is hired in Workday, follow these steps:

e Begin typing last name, first name and then choose from list. Select Type (Key) and
Role (Graduate Student or Co-Investigator, as applicable) from dropdown options and
click Add Person. Detail pop-up will appear. Base salary will populate from Workday
and default appointment is calendar.

Personnel [Hide]
[ ] PERIOD 1 PERIOD 2 PERIOD3 | DIRECT COSTS
Graduate
Deta Tiger, (L17) Mike  PD/PI Key or Non- ‘Student $o
Progressive text (last name, Key
first name) ’ > subtotal Personnel. $0 s0 $0 $0
\ Louisiana State Univer v | Add New Profile || Begin typing to select Personnel Nome... JT= select Type - ~ [ select Role - vI Add Person
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¢ If GA will receive calendar health insurance:

o Enter the requested person months in the Calendar appointment. Click Save. You
will see salary is prorated to number of months entered.

Budget Detail for: Ostadrahimi, Alireza

{ Appoeintments ” Justifications

Costs by Budget Period

{ Cost Sharing

[ Effort Periods

Save and Close | Save ose

Show Calculation Details

|Person Months + |e

-@_m' mm-ﬁmmm—

! Graduate Student 7,714 |200 | 2 of $s288 O Remove
2 = o0 | oo oo -
Graduate Student  BZ 3 37,714 | 2.00 | 0.00 0.00 6,286 0 6,286 O Remove
Total $12,572 50 $12,572

**Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.

¢ Click Appointments tab to select health insurance type. Under Fringe Benefits
column, select type GA Calendar Health/Tuition from dropdown. Click Save.

Detail Appointments [ Justifications

Cost Sharing ‘

Effort Periods ‘ Save and Close = Save || Close

Salary/Payroll Information Refresh From Profile Add Appointment
APPOINTMENT APPOINTMENT START/END BASE SALARY | pELETE |
Type: Calendar - S:‘ 01-Jan-2025 ‘ﬁ ‘ 30,667 ‘ | Manual Entry ~
Month |T‘ ‘7‘ Employee X
onths: .| 31-Dec-2025 Per Appt v

— E:[31-Dec202 B ErAPP GA Academic Health/Tuition FY26

Continue @ Recycle O End O GA Calendar Health/Tuition FY26
Annual Inflation - GA Summer Health/Tuition FY26 667
Transient -

O Apply inflation on the Primary Appointment Anniversary Date

e Click Detail tab and you will see the health insurance amount is in the Fringe
Benefits column. This will be prorated by the effort requested. Click Save and

Close.

[ Appointments ‘ Justifications [ Cost Sharing [ Effort Periods ‘ save and Close
Costs by Budget Period person Months v|e Scs
pemion | ot | BASE SALARY | CALENDAR | ACADEMIC | SUMIMER | ——— SAARY. FRINGE BENEFTS ]| TOTAL | MANUAL
1 Graduate Student 75,000 | 6.00 | 0.00 0.00 37,500 1,125 || $38,625 O
2 Graduate Student |2 5% 75,000 \ 6.00 | 0.00 0.00 37,500 1,125 38,625 O
3 2z 000 0.00 0.00 27 500 1195

Graduate Student [ % 75000 (600 | [000 0.00 37,500 1,125 38,625 O
Total $ 112,500 $3,375 § 115,875
*#(Click Save to calculate salary and fringe benefits. This is required because appointment dati
*Increments marked manual will ignore defined appointments for purposes

¢ Under the Non-Personnel section of the budget, you will see the Tuition Remission

O Add Bulk Entry
Non-Personnel fhidel
[ |[ camEscoRY PERIOD 1 PERIOD 2 PERIOD3 | DIRECTCOSTS | |
Deta Tuition Remission $7,093 57,093 §7.093 $21,280
Subtotal Non-Personnel: §7,003 §7,003 $7,093 $21,280
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¢ If GA will receive academic or summer health insurance:
¢ Since the Workday appointment is pulled in as calendar for all named Graduate
Assistants, you will need to manually override the appointment. Click the manual

button for each budget period.

[ Appointments ‘

Costs by Budget Period

ool ot LSS LENDM LACKDEMIC SR L SRARL NGB o s

Justifications ” Cost Sharing H Effort Pericds | Save and Close || Save || Close

] show Calculation Details
|Person Months v ‘9

1 Graduate Student [ 37714 |ooo | [ooo | [oo0 | | 0| [ o 50 = Remove
— .
2 Graduate student G| s | 37714 o000 [oo0 | [oo0 | o | q 0 B9 femove
Total $0 S0 $0

*#Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.

¢ Go to Details tab, enter O for the base salary, enter effort as academic or summer
and enter requested salary.

[ Appointments ‘ Effort Periods ‘ Save and Close I Save

Costs by Budget Period - |9 Show Calculation Details

‘ Person Months
peion | hote | N\, uase saawy | cusnon e B e R
| 0.00

Close

Justifications || Cost Sharing

! Graduate Student (000 | [ o $2,500 Remove
z Graduate Student El s | o [oo0 | [200 | [o00 2,500| [ o 2,500 Remove
Total $5,000 50 $5,000

*%Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.
*Increments marked manual will ignore defined appointments for purposes of calculations.

e In Fringe Benefits column, click select fringe benefit scheme and choose the GA
Academic Health/Tuition or GA Summer Health/Tuition based on the effort chosen.
In the scenario below, we are using the GA Academic. Click Save and Close.

Effort Periods ‘ Save and Close || S

Cost Sharing ‘

Appointments ” Justifications

Costs by Budget Period

PERIOD |  ROLE | BASE SALARY | CALENDAR | ACADEMIC | SUMMER | SALARY _ FRINGE BENEFITS | TOTAL | MANUAL™ |

70 Show Calculat
| Person Months v ‘

Graduate Student | 20 557‘ ‘ 0.00 ‘ |‘ - I[ ual | D‘ $0
= —_ —_— - —_
2 Graduate Student ﬁ| )% | 30-557‘ ‘ 0.00 ‘ Manual Entry | D‘ 0
B — E— 2-Yaar Postdoc/Intern —
Employee | $o $0
GA Academic Health/Tuition FY26 1d fringe benefits. This is required because appointment data is
GA Calendar Health/Tuition FY26 ¥ rked manual will ignore defined appointments for purposes of ¢

e Under the Non-Personnel section of the budget, you will see the Tuition Remission
amount populated.

- TUITION REMISSION SHORT FORM PERIOD 1 PERIOD 2 TOTAL -

5550 5950 41,500 Remove

Detail Tuition Remission
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