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Budgeting for Graduate Assistants — Named

Beginning January 2, 2024, proposals must include Graduate Assistantship (GA) health
insurance. 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 PERIOD 3 | DIRECT COSTS
X Graduate
Deta Tiger, (L17) Mike  PD/PI Key or Non- Student 50
Progressive text (last name, / Key
. first name) . . i Subtotal Personnel: $0 $0 $0 $o
[ Louisiana State Univer v || dd New profile [ Begin typing to sefect Persannel Nate.. [T=Select Type - ~ | select Role - “| Addperson

¢ If GA will receive calendar health insurance:
e 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.

[ Appointments ” Justifications { Cost Sharing [ Effort Periods ‘ save and Close || Save || Close
Costs by Budget Period / Shew Calculation Details
PERIOD | ROLE | NUMBER OF PERSONNEL ACRDEMIC | SUMMER | SALARY |~ FRINGE BENEFTS o |
1 P

Graduate Student | 1| | 600 | [oo0 | |oo0 | | 18,667| \ 0| $18,667 | Remove
2 ) EEl 0 g o
Graduate Student g| be [1 | [600 | [oo0 | [oo0 | | 18,567 \ 0| 18,667 | Remove
3 B 'l . —  q =
Graduste Student || ke |1 | [600 | |oo0 | [ooo | | 18,667 | \ o 18,667 | Remove
Total $ 56,001 50 $ 56,001
[_ILeave the base salary field blank in submission PDFs/XML **Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.

¢ 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 Jstifications [ Cost Sharing [ Effort Periods Save and Close ||| Save | [fciose
Salary/Payroll Tnformation Refresh From Profile Add Appointment
APPOINTMENT APPOINTMENT START/END BASE SALARY FRINGE BENEFITS / NET SALARY DELETE
Type: | Calendar M | 01-1an-2023 |H ‘ | | ManualEntry  ~T—
Months: | 12 | | 31-Dec-2023 | Per A Employee o 37,333 o
. 2 er Appt hd
— el |- P GA Academic Health/Tuition
Continue @ Recycle () End () GA Calendar Health/Tuition
Annual Inflation - GA Summer Health/Tuition 37,333
L . ) i Transient
[J 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 ‘ Justifications [ Cost Sharing [ Effort Periods save and Close || save || Close
Costs by Budget Period Show Calculation Details
PERIOD | ROLE | NUMBER OF PERSONNEL | CALENDAR | ACADEMIC | SUMMER | SALARY | FRINGE BeNEFTs | ToIL] |
1 Graduate Student [1 | [600 | [oo0 | |00 | | 18,667 | 1,081 $19,748 | Remove
2 R Il  aq=
Graduate Student %| by [1 | [600 | [oo0o | [o00 | | 18,667| | 1,081 19,748 | Remove
3 N S -
Graduate Student | b |1 | [e00 | [oo0o | [oo0 | | 18,667| | 1,081] 19,748 | Remove
Total 56,001 $3,243 $59,204
[_|Leave the base salary field blank in submission PDFs/XML *#(lick Save to calculate salary and fringe benefits. This is required because appointment data is being used.

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

O AT By
Non-personnel [hide]
| | carecory PERIOD 1 PERIOD 2 PERIOD3 |  DIRECTCOSTS | |
Detail Tuition Remissicn $7,083 $7,093 $7.093 $21,280

Subtotal Non-Personnel: $7,003 $7,003 $7,003 $21,280

o If GA will receive Academic or Summer health insurance:
¢ Click the Appointments tab and remove the appointment since the appointment for a
GA comes from workday as Calendar. Hit Save and go back to the Detail screen.

| Detail Appointments Justifications ’ Cost Sharing Effort Periods ‘ save and Close [E Close
] Salary/Payroll Infermation Refresh From Profile Add Appointment
[ APPOINTMENT | APPOINTMENT START/END | BASESALARY | FRINGEBENERTS | NETSALARY | DELETE
Type: | Calendar | s 01an-2023 | (30867 | GA Academic Herw o [2—
Months: [12 | £ 21Dec 2023 | Per Appt - Amount: | 0 | ' __I
Continue @ Recycle () End () ‘ S
Annual Inflation - Total: 30,667
[_] apply inflation on the Primary Appointment Anniversary Date

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

‘ Appointments ‘ Justifications H Cost Sharing H Effort Perieds ‘
Costs by Budget Period
[PERIOD | ROLE | NUMBER OF PERSONNEL | CALENDAR | ACADEMIC | SUMMER | SaLARY |
! Graduate Student [1 ]| [0o00 | [s00 | [000 | | 23,000
! Graduate Student %| |96 | 1 | | 0.00 | | 5.00 | | 0.00 | | 23,000'
: Graduatestudent 2|  j |1 | [000 | [so0 | [oo0 | | 23,000|
Total % 69,000
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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 hit save.

[ Appeintments ‘ Justifications [ Cost Sharing { Effort Periods e Gl ISEUE Close
Costs by Budget Period | Person Months v | Show Calculation Details
PERIOD | ROLE | NUMBER OF PERSONNEL | CALENDAR | ACADEMIC | SUMMER | | - Im TolaL ||
1 Graduate Student [1 ] [ooo | [s00 | [o00 | | 3g Employee : . “30  $32,397 | Remowe

— GA Academic Health/Tuition o
- N F——
3 )
Graduate Student %| b (1 | |ooo | [e00 | [o00 | | 30 GA Calendar Health/Tuition 30| 32,397 | Remove
GA Summer Health/Tuition [
3 Graduate Student %| b (1 | |ooo | [eo0 | [o00 | | 30 Transient 30| 32,397 | Remove
Total $ 92,001 $5190 $97,191

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

[ Appointments ‘ Justifications [ Cost Sharing Effort Periods ‘ Save and Close || Save | Close
Costs by Budget Period Show Calculation Details
[PERIOD |~ ROLE | NUMBER OF PERSONNEL | CAIENDAR | ACADEMIC.| SUMMER | SALARY | FGEBeRErsY 1o ] |
1 Graduate Student [1 ]| [oo0 | [s00 | [oo0 | | 23,000| | 1730 $24730 | Remove
Graduate Student 2. ke [1 ] [oo0 | [s00 | [o00 | | 23,000| | 1,730] 24,730 | Remove
Graduste Student 2. ks [1 ] [oo0 | [s00 | [o00 | | 23,000| | 1,730] 24,730 | Remove
Total $ 60,000 $5100 $74,100
e Tuition remission is correctly calculated under Non-Personnel costs.
v Add Bulk Entry’
Non-Personnel [hide]
L oy 0 ™ ockion T bwiona | birccrcosts ||
Detail Tuition Remission $8,740 $3,740 $8,740 $ 26,220

Subtotal Non-Personnel: $8,740 $8,740 $8,740 $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 PERIOD 3 |  DIRECT COSTS
Graduate . B N <o

Detai Tiger, (L17) Mike  PD/PI Key or Non- ‘Student

Progressive tex! (iast 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 Perzon
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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.

Cost Sharing

E Appointments H Justifications | Effort Periods ‘ Saveandc\ussl Save | [|Close

Costs by Budget Period Show Calculation Details

[PERIOD | ROLE | GASESALARY | CALENOAR | ACADEMIC | SUMMER | SALARY | FRINGEBENEFTS | TOIL]

! Graduate Student \ 37333 [600 | [oo0 | [oo0 | | 18,667] [ g $18,667  Remove

2 Graduate Student 2| b | 37333 [600 | [o000 [oo0 | | 18,667| [ gl 18,667 = Remove

3 Graduate Student 2| e 37333 [600 | [o000 [ooo | | 18,667 | g 18,667 | Remove
Total $ 56,001 50 $ 56,001

**Click Save to calculate salary and fringe benefits. This is required because appointment data is being used.

[[JLeave the base salary field blank in submission PDFs/%ML

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

Save and Close | Save Close

{ Effort Periods

Detail Appointments Justifications [ Cost Sharing
Salary/Payroll Information Refresh From Profile Add Appointment
DELETE

APPOINTMENT APPOINTMENT START/END BASE SALARY

Type: Calendar M 5:‘ 01-lan-2023 ‘m |3?,333 ‘ | Manual Entry - | o
e ————— Employee
Months: |—12 | E: ‘731{)902023 ‘H per Appt ~ GA Academic Health/Tuition
Continue @ Recycle () End ) GA Calendar Health/Tuition
Annual Inflation - GA Summer Health/Tuition 31,333

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

Costs by Budget Period

[PERIOD |~ ROLE | BASFSAIARY | CAIFNDAR | ACADIMIC | SUMMER | saiawy |

-

Save and Close Save Close

’ Effort Periods

[ Cost Sharing

{ Justifications

Show Calculation Details

I —

1 Graduate Student | 37333 [600 | [ooo | [oo0 | | 18,667 | 1,081 || $19,748 | Remowve

z Graduate Student %| b | 37333 [600 | [oo0 | [oo0 | | 18,667 | 1081 | 19,748 | Remouve

3 Graduate Student %| e | 37333 [600 | [ooo | [oo0 | | 18,667| | 1081 || 19,748 | Remowve
Total % 56,001 53.243| 559,244

**Click save to calculate salary and fringe benefits. This is required because appointment data is being used

[CJLeave the base salary field blank in submission PDFs/XNL

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

amount.
Detai Tuition Remission $7,093 $7,093 §7,093 $21,280
Subtotal Non-Personnel: $7,003 $7,003 $7,003 $21,280
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¢ If GA will receive academic or summer health insurance:

o Since the Workday appointment is pulled in as calendar for all Graduate Assistants,

you will need to clear the appointment. Go to the Appointments tab and click the
blue arrow in the Delete column.

Detall Appointments ( ustifications [ Cost Sharing Effort Periods ‘ Save and Close || Save || Close
Salary/Payromrmrormanon Refresh From Profile Add Appointment
Type: Calendar | s |m|ﬂ |37‘,3337| Manual Entry  ~ 27333
Months: |Z| E: |M|m Per Appt - Amount: | [} | ! 2
Continue @ Recycle () End O)

Annual Inflation v Total: 37,333 -j
[CJ Apply inflation on the Primary Appointment Anniversary Date

¢ Go to Details tab, leave base salary blank, enter effort as academic or summer and
enter requested salary. In Fringe Benefits column, click Manual Entry.

Detail Appointments { Justifications { Cost Sharing Effort Periods ‘ Save and Close || Save || Close
Costs by Budget Period Show Calculation Details
peRioD | ROLE | BASE SALARY | CALENDAR | ACADEMIC | SUMME T o]
1 Graduate Student | of [eoo | [so0 | [ooo I vanual Entry r70| ‘ X $23,000 | Remove

2-Year Postdoc/Intern [
z Graduate Student %| les | of [ooo | [s00 | [oo0  Employee o 23,000 | Remove
3 GA Academic Health/Tuition
Graduate Student %| |% | D| | 0.00 | | 3.00 | | 0.00 GA Calendar Health/Tuition M U| 23,000 | Remove
Total $ 69,000 50 $ 69,000

¢ In the Fringe Benefits column, type in the correct institutional fringe. In the scenario
below, we are using the GA Academic rate of $1730. Click Save and Close.

{ Appointments

Costs by Budget Period
PERIOD | ROLE | BASE SALARY | CALENDAR | ACADEMIC | SUMMER | SALARY |
1

Graduate Student |

Effort Periods

{ Justifications

[ Cost Sharing

— o
-~ Save and Close Save | Close

Show Calculation Details

FRINGE BENEFITS V| | ]
of |ooo | [s00 | [000 | | 23,000 @ 24,730 | Remove

EEil S %| Jos | of |ooo | [s00 | [000 | | 23,000 6 24,730 Remove
Graduate Student %| Jos | of |ooo | [s00 | [000 | | 23,000 @ 24,730 | Remove

Total $ 69,000 $51a0  |74,190
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e To add Tuition Remission, go to Non-Personnel section of the budget, select Tuition
Remission from the dropdown and click Add Item.

| Non-Personnel [hide] |

No records to display.

| lll Add Item |

{ Data Manacement and Sharing r‘nctzl #

ITuit"lon Remission *

- EQUTpTTETTT
Travel-Domestic

| travel roreign ——
Materials and Supplies
Publication Costs
Consultant Services
Research Subject Feas *

-

e Manually enter Tuition Remission amount as 38% of GA salary. Click Save and
Close.

Non-Personnel Costs

‘ Justifications ‘ Cost Sharing Show Calculations [] Save and Close [} Save || Close
Costs by "Budget Period” Annual Inflation| Manual Entry Descrlptlon| Tuition Remission
PeRioD | Star DaTe END oare —
01-Jul-2024 30-Jun-2025 | 8,?4D| Remove
: 01-1ul-2025 30-Jun-2026 | | 8,740| || Remove
3 01-Jul-2026 30-lun-2027 %| | 8,740| || Remove

Toral
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