Expenses: Create an Expense Report for Worker

Welcome to Workday!
The following demonstration will show you how to create an Expense

Report for Worker
1. Click the "Search" field.

O

People Tasks and Reporis

There It's §

vaiting Your Action I

2. Type "Create Expense Report for" and enter.

() Create Expense Report for O ®

It's Sunday, January 5, 2025

Important Dates

o .
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Expenses: Create an Expense Report for Worker

3. Notice the tasks and reports that have been displayed. Click "Create Expense Report for
Worker"

Q Create Expense Report for ®

Simplified Search is Enabled @D

[ People (0) H Tasks and Reports (3) H All Categories l

Tasks and Reports

Create Expense Report for Wafker )
Task

Create Expense Report for Pre-Hire
Task

Create Expense Report for Non-Worker
Task

Pme's B vashnd cvmes mmwm lmmlefom e £ e

4. Click "Pay To" and enter the name of the Traveler.
Please note that you can only create an expense report for someone in your own cost
center.

Create Expense Report for Worker

Pay To *

[earch

| 1 *
Creation Qpons. o Create New Expense Report

) Copy Previous Expense Repon

| Create New Expense Report from Spend Authorization

Memo *

Company * | % South Texas College (-2}

Expense Report Date * | 81/85/2825 E |

o
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Expenses:

Create an Expense Report for Worker

5. There are a few ways to create an expense report. You may create a new expense report
(if no spend authorization is available). As a shortcut, you can copy an existing report or
create a new expense report from a Spend Authorization. Creating a new expense report
from a spend authorization is the preferred method.

Expense Report Information

pense Report For

zation Options *

* Employee: Balboa, Samantha

(_J) Create New Expense Report

() Copy Previous Expense Report ‘

© Create New Expense Report from Spend Authorization

(EED

mpany *

X South Texas College (++)

pense Report Date *

12/38/2024 [

siness Purpose

'E‘

~ Instructions

Expense Report Instruc

+ Travel
+ The Business Of

s Clearlyi
= |s consi:
« Expense reports

Please view the Employ
have any questions or ¢

« Other work-relat

+ Employee Reimb
Approvals for non-trave
Supervisor, Financial M;
The following are not re

« Texas State sale:

« Tips

+ Non-STC related
Exceptions for Non-Tra

Mananameant

6. Notice that the Company, Expense Report Date, Business Purpose, Cost Center and
Additional Worktags are automatically populated. You can modify this information if

needed.

Expense Report for Spend Authorization

iany

1se Report Date

o Create New Expense Report from Spend Authorization

% 12/30/2024

Firstinitial_LastName_City,St (5+-)

ate_Dates 1,100.27 USD

O

# | Firstinitial_LastName_C

ity State_Dateq

C

% South Texas College

12/38/2024 £

*

‘ x In State Travel (-++)

Please view the Employee
have any questions or con

« Other work-related

« Employee Reimburs
Approvals for non-travel-re
Supervisor, Financial Manz
The following are not reim

« Texas State salestz

» Tips

= Non-STC related ex;
Exceptions for Non-Travel
Management.

« Relocation

» Prospectiv

ess Purpose = terview pur

» Following }

penses. All

Center %*| x CCO0035 Business Office () = ‘ process thy

See Board Approved Direc

ional Worktags * | x Fund: FD10 Unrestricted Funds = ‘ quired to receive payroll a
alnntvaminalh.

A 3
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Create an Expense Report for Worker

7. Quick Expenses - These are expense items that have been uploaded on the mobile app
and are now available for your use on the expense reports. This will be displayed before
you can being adding expenses. You can select if applicable.

Cost Center * | X CCO0035 Business Office (5++)
See Board App.
Additional Worktags * | x Fund: FD10 Unrestricted Funds = quired to receil
electronically.
* Location: Pecan Campus (=)
: If you have any
x MACUBO Function: FN37 )
Institutional Support it
Quick Expen@
SelectAll [ ]
2 tems
Include? Transaction Date Expense ltem Merchant Charge Description/Memo
I:‘ Q 08/19/2024 Hotel Embassy Suites
8. Select OK to continue
Quick Expenses
SelectAll [ |
2items
Include? Transaction Date Expense ltem Merchant Charge Description/Memo
I:‘ Q 08/19/2024 Hotel Embassy Suites
I:‘ Q 10/29/2024 Hotel
q)d
A 4

WO

r
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Expenses: Create an Expense Report for Worker

9. You must have your Spend Authorization on hand to enter the expenses exactly as on
the Spend Authorization. You can access your Spend Authorization from the Header
section on the expense report. Select and open in new tab.

Status Personal Cash Advance Applied Reimbursement Total
Joa, Samantha Draft 0.00UsD 0.00 usD 0.00uUsD 0.00 UsD

Attachments Expense Lines

‘pense report to review any errors before you submit.

iorization 12/30/2024 Firstinitial LastName_CﬂySta@1 100.27 USD (=)
i1se Report Mo
sport Number 10000179

Firstinitial_LastName_City State_Dates
South Texas College
sport Date 12/30/2024

urpose In State Travel

10. You can download as PDF and save to your files.

D -
® P a

ted Spend Authorization Remaining Balance Spend Authorization Total
1,100.27 USD 1,100.27 USD

~ Spend Authorization Details

Paid Yes
Reimbursement Payment Type  Direct Deposit
Justification 3 Questions Answered

Expense Report(s) Expense Report: 10000179

o .
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Expenses: Create an Expense Report for Worker

11. Click "Download"

Export Document

12. The Expense Line tab now displays. Select the "Add" to begin adding your expenses.

Create Expense Report 10000179 Firstinitial_LastName_City,State_Dates (=)

Pay To Status Personal Cash Advance Applied Reimbursement Total
Employee: Balboa, Samantha Draft 0.00 USD 0.00 USD 0.00 USD 0.00 USD
Header Attachments Expense Lines
Add)

There's nothing here

o .
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Expenses: Create an Expense Report for Worker

13. Click "New Expense"

Header Attachments

Quick Expenses

Expense Lines

There's nothing here

enter your comment
r

14. Click "Add"

Create Expense Report 10000180 Firstinitial_LastName_City,State_Dates (=2
Pay To Status Personal Cash Advance Applied Reimbursement Total
Employee: Balboa, Samantha Draft 0.00 USD 0.00 USD 0.00 USD 0.00 USD
Header Attachments Expense Lines
There's noth

workday
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Expenses: Create an Expense Report for Worker

15. You can see Spend Authorization expenses under" Available Spend Authorization
Lines". Expense details will need to be rekeyed.

CAPEIDE Dale ~ | 14/ 307 L0459 |2 ]

Expense ltem *

Total Amount * | 0.00 I
Currency *| X USD (=) = I
Memo [ |
*Cost Center { % CCO0035 Business Office (+2) EI

*Additional Worktags % Fund: FD10 Unrestricted Funds =)
% Location; Pecan Campus (++)

» NACUBO Function: FN37
Institutional Support &

Available Spend Authorization Lines ( 7

1]
—

16. Click on the expense item you will be entering details for.
Example: Airfare

EXpEnse nem = I E— |

Total Amount #* | 0.00 |
Currency *| x USD o) =
*Cost Center [ X CCO0035 Business Office (2) EEI
1 C] Airfare - 1£7.27 U
*Additional Worktags % Fund:FD1
() Hotel - 250.000SD
RILenIOn () Per Diem (Meals) - 80.00 USD
» NACUBO ~ .
Institutio] Travel Day Per Diem - 120.00 USD

Q Travel Registration - 523.00 USD

Available Spend Authorization Lines Search

o o
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Expenses: Create an Expense Report for Worker

17. Click the "Expense Item" field.

| Select files

Linked Quick Expense = l
Expense Date *| 12/30/2024 [£]
Expense ltem #* arch —
T
Total Amount *
Currency *
Memo
*Cost Center =

18. You can search by Expense Groups, Spend Categories, or Alphabetical Order

Spend Authorization Line E

Expense ltem % | Bearch =
By Expense ltem Group
Quantity *
By Spend Category 2
Per Unit Amount * 1 By Alphabetical Order »

Create Expense ltem
Total Amount *

o 5
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Expenses: Create an Expense Report for Worker

19. Select "Airfare"

& By Alphabetical Order

() Baggage Fees

O Car Rental

(O) Conference Materials

O Fingerprinting
Reimbursement

O Fuel
Q Hotel

O In-District Mileage

() License / Certification Fees

Linked Quick Exp O Miscellaneous Reimbursable
Expenses

O Miscellaneous Travel
Expenses

o Parking

Expense ltem * | Search

Expense Date *

H OO OO0

o 0
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Expenses: Create an Expense Report for Worker

20. You will need to rekey item details.
Airfare: Departure Date and Time, Arrival Date and Time, Total Amount

Instructions

Boarding passes required. If reimbursement reg

Item Details

e

MM/DD/YY ‘r I
i E A

Departure Date #*

Departure Time * | |

il

— Arrival Date *I MM/0D/YYYY [

Amival Time  * | |

I[temization

Linked Quick Expense

Expense Date * | 12/38/20824 E

Expense ltem * | x Airfare (-+) =

Currency *| x USD (=) i

Total Amount * | .00 |
Memo ‘

*Cost Center * CCO0035 Business Office (~=-)

il

*Additional Worktags ¥ Fund: FD10 Unrestricted Funds

e

w b mmmdines Dmnme Sammmias o0

e K 0
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Expenses: Create an Expense Report for Worker

21. Required documentation will need to be uploaded for each expense line. Click "Select
files" or "Drop Files

Instructi

t!es here
. Boarding pa
o |
- Item Det

Departure D
Departure Ti

Linked Quick Expense [ e ‘
' Arrival Date
Expense Date * | 12/30/2024 [5] | Asival Time
Expense ltem #* | x Airfare (---) = s
ltemizat

Total Amount #* | 127.27 l

meioalo L.aa

o
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Expenses: Create an Expense Report for Worker

Itemization

Itemization can be used if your receipt includes a personal expense, which will not be
reimbursed.

Example: Airfare expense was $200.00

$ 127.27 was the approved expense on the Spend Authorization.

$72.73 was for a personal expense - Wifi and Meals (I will not seek reimbursement for these
items).

Linked Quick Expense ‘

Expense Date * | 12/38/2824 [o] ‘

Expense tem * | x Airfare (==+)

Total Amount +* | 200.00

Currency *| x USD (=)

Memo

Click "Add"

) | I

i Armival Date *‘m;auzezs |

Arrival Time * | 05:00 PM

Itemization

] Use the button below only if your company's expense policy requires itemiz:

«»

Receipt Included [ |

0035 Business Office (-+)

1: FD10 Unrestricted Funds S

ition: Pecan Campus (==+)

UBO Function: FN37 —_
tutienal Support e

o 3
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Expenses: Create an Expense Report for Worker

Click the "Total Amount" field and enter the approved amount from the Spend

Authorization.
Ex: $127.27

Remaining 200.00/200.00 USD Departure Date *

F—

Expense Date #| 12/38/2824
| E Departure Time *

v

i

Expense Item # | x Airfare (=)

Arrival Date *

\ i
Total Amount * (0(1 ) | . .
/ Arrival Time *
Memo ‘

*Additional Worktags ¥ Fund: FD10 Unrestricted Funds =

*Cost Center * CCO00035 Business Office (=) T ‘
X Location: Pecan Campus (=--)

% MNACUBO Function: FN37 —

Click "Add" to add the remaining expense.

LT T T g SN LN § LI A et B 1 L T s—

% Location: Pecan Campus (=)

w NACUBO Function: FN37 —_—
Institutional Support ]

Personal Expense | |

1 ——
o ”
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Expenses: Create an Expense Report for Worker

Click the "Total Amount" field and enter personal expense amount.
Ex: $72.73

Personal Expense

Remaining 72.73/200.00 USD Departure Date * | 12/.
Expense Date * | 12/38/2624 = S T ' oG
Expense ltem *‘ x Airfare (-7) E‘ i (
= Arrival Date *| @1/
y .
L K ) Artival Time | 050
Memao | ‘
*Cost Center % CCO00035 Business Office (=:-) = ‘
+Additional Worktags % Fund: FD10 Unrestricted Funds —
¥ Location: Pecan Campus (»--)
I ——
Click "Personal Expense"
*Cost Center ® CCO00035 Business Office (=) =
*Additional Worktags » Fund: FD10 Unrestricted Funds =
% Location: Pecan Campus (=2}
x NACUBO Function: FN37 =
Institutional Support =
=N
Personal Expensé
-
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Expenses: Create an Expense Report for Worker

Click the "Memo" field and add a description of the personal expense.

Remaining 0.00/200.00 USD Departure Date * | 12/38/26824 E

Expense Date =*

12/38/2824
/38/ = _ Departure Time * | 05:00 AM

i

Expense Item * | x Airfare (-

:

ArrivalDate  *| 81/81/2825 [5]

Total Amount *

72.73 ‘

Memo | Wifi and meals| r \
4

CCO00035 Business Office (-++)

Arrival Time * | 0500 FPM

W

*Cost Center

X

*Additional Worktags * Fund: FD10 Unrestricted Funds
* Location: Pecan Campus (>=-)

% MACUBO Function: FN37 @
Institutional Support

A, e e L
Click "Done"
Expense ltem * | * Airfare (=2 =i Arrival Date
Total Amount * | 7273 i i
Arrival Time
Memo Wifi and meals
|
*Cost Center x CCO003S Business Office (=) (= |

*Additional Worktags ® Fund: FD10 Unrestricted Funds =

x

% NACUBO Function: FN37
Institutional Support

D]

i
Location: Pecan Campus (:+) ‘

Personal Expense

h—

o i
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Expenses: Create an Expense Report for Worker

Please note that when you itemize, the cost center and additional worktags will be deleted
from your expense line. In order to continue, add a note to the memo field.

Expense ltem * | x Airfare (-:-) =

Total Amount * | 200.00

Memo

@\ Center (empty)

*Additional Worktags  (empty)

|
|
Currency #| x USD (=) EEI
|

Available Spend Authorization Lines X% Airfare - 127.27 USD

Click the "Memo" field.

o

Expense Date * | 12/36/2824 [£] Arrival Date  * | 81/81/2
x Airfare (-0) Arrival Time % | 05:00 PM

Expense ltem #*

Total Amount * l 200.00 ‘

Itemization
Currenc *| x USD (-9) = ‘
¥ Remaining Amount to ltemize
Memo Had to itemize airfare expense (
*Cost Center (empty)

*Additional Worktags ~ (empty) Airfare
Mon, Dec 30, 2024

Available Spend Authorization Lines ® Airfare - 127.27 USD

Airfare
Mon, Dec 30, 2024

o
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Create an Expense Report for Worker

22. Click "Add" to continue entering expenses from the Spend Authorization.

Create EXPEI'IS'E Report 10000180 Firstinitial_LastName_City,State_Dates &2
Pay To Status Personal Cash Advance Applied Reimbursement
Employee: Balboa, Samantha Draft 0.00 USD 0.00 USD 0.00 USD

Header

| @
3

23. Click "New Expense"

Header Attachments

Quick Expenses

|

1 item

o

workday.

EDUCATION

Attachments

Expense Lines

Expense Line

Airine Confirmation Sample.pdf
v Successfully Uploaded!

Total
0.00 USD

Comment ‘

Expense Lines

Expense Line

Airline Confirmation Sample.pdf
Successfully Uploaded!

Comment ‘

Linked Quick Expense [

18



Expenses: Create an Expense Report for Worker

24. Notice how the "Available Spend Authorization Lines" no longer has Airfare since it has
already been added to the expense report.
Proceed to add each expense item and entering required details.

Expense ltem #

Total Amount # | 0.00 ‘
Currency | % USD (=) EE‘
Memo | ‘
*Cost Center ®¥ CCO0035 Business Office (=--) = ‘
*Additional Worktags X Fund: FD¥™ = —
L_:' Haotel - 250,00 USD U
i ol (7) Per Diem (Meals) - 80.00 USD
B | () Trovel Day Per Diem - 120.00USD
Institutio] () Travel Day Per Diem - 120,
.’:‘- Travel Registration - 523.00 USD
Awailable Spend Authorization Lines Search —

25. Notice, Available Spend Authorization Lines: "Travel Registration" is the last expense
item from my Spend Authorization. If you look to the left, you will see the expense items
that have been added.

*Cost Center * CCO00035 Business Office (=:-)

iii

*Additional Worktags % Fund: FD10 Unrestricted Funds

% Location: Pecan Campus (-:+)

» NACUBO Function: FN37 )
Institutional Support e

() Travel Regisuenio-é - 523.09 uso

Available Spend Authorization Lines Search

o .
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Create an Expense Report for Worker

26. Click "Add" to continue entering new expenses incurred with your travel.
Ex: Baggage Fees $25.00 and Ground Travel $50.00

Header Attachments

g

5 items

Mon, Dec 30

Travel Day Per Diem

Per Diem (Meals)

27. Click "New Expense"

Header Attachments

) Quick Expenses
5 item

Mon, Dec 30

Travel Day Per Diem

Per Diemn (Meals)

o

workday.

EDUCATION

Expense Lines

SortBy: -

120.00 USD

AN NOTISN

Expense Lines

SortBy: -

120.00 USD

B

80.00USD

Expense Line

Registration Confirmation Receipt Sample. pdf
" Successfully Uploaded!

Comment ‘

Expense Line

Registration Confirmation Receipt Sample. pdf
Successfully Uploaded!

Comment ‘

Linked Quick Expense [

20



Expenses: Create an Expense Report for Worker

28. Click "Baggage Fees"

Linked Quick Expense [

80,00 USD

Expense Date * | 12/38/2824 [}
250.00 UsD
L]

Expense ltem * | Search =
200.00 USD < By Alphabetical Order
are expense BB Total Amount *
r'Y
Currency *
)
Memo () CarRental (D)
(O) Conference Materials D)
Fingerprinting —
ZuoStEenter O Reimbursement @ =
Fuel A
*Additional Work O ©
() Hotel (D)
() In-District Mileage =
() License / Certification Fees (=)
29. Click "Taxi and Ground Travel"
Wy e
Sort By: ~ e S —
Expense Lin a
P O Professional Memberships D]
(RTTEEEr— O Reimbursable Registration C=Y [
! Ret
O Relocation Fees =
() Swdem Meals D)
_ () subscriptions (D)
2500 U%Ju , O swpie &
() Taxi Travel D)
523.00 usﬁp 5 O Toiis =
O Travel Day Per Diem D]
Linked Quick =
n 120.00 USD Exp O Travel Registration (D]
A
O Trip Mileage D]
Expense Date * -
50.00 USD QO Tuiion (DR
&
Expense temn #% | Search fo
250.00 USD [ 1

o -
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Expenses: Create an Expense Report for Worker

30. As you enter all your expenses, you can see your reimbursement total at the top of the
report. Please note that the cash advance you received is applied to your expense
report.

Example, total expense report is $1,248.00

Subtract the cash advance and personal expense

My Total Reimbursement is $275.00 (Baggage Fees $25 + Ground Travel $50+ Per Diem
Meals $ 80 and Travel Per Diem $120)

Create Expense Report 10000180 Firstinitial_LastName_City,State_Dates (=0

Pay To Status Personal Cash Advance Applied Reimbursement Total
Employee: Balboa, Samantha Draft 72.73 USD 900.27 USD 275.00 USD 1,248.00 USD

31. One you have entered all your expenses, Click "Submit"

Fer Lhem |Meals) 80.00 USD
il i
=~ Expenseltem % | % Baggage Fees (-:-) — |
Hotel 250.00 USD Quantity *|1 I
._j
Per Unit Amount * | 2500 l
Airfare 200.00 USD :
Had 1o itemize airfare expense BE ®
Total Amount % | 2500
Currency *®| x USD G = |
*Cost Center ‘ »x CC00035 Business Office (+-+) = l

*Additional Worktags

«<P o) (o)

X Fund: FD10 Unrestricted Funds

o -
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Expenses: Create an Expense Report for Worker

32. Your Expense Report is now complete and has been submitted.

Q Search
b
You have submitted
Up Next: Check Budget (Financial) for Expense Report -
rance Outsta  Batch/Job: Run Budget Check ilance  Spend Authorization Total
i Vi i O 1,100.27 USD
A\ Alerts: 1 View All v

.
vy\.-l Tl PRI TV TR H“alls

Paid Yes
Reimbursement Payment Type  Direct Deposit
Justification 3 Questions Answered

Expense Report(s) Expense Report: 10000179

o -
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