Expenses: Create an Expense Report

Welcome to Workday!

The following demonstration will show you how to create an Expense
Report for yourself.

1. From the Home page, select the Global Navigation Menu button, then
Expenses Hub.
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Let's Focus on You

Awaiting Your Action
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Expenses: Create an Expense Report

2. Click "Expenses Hub"

@‘& My Team Management

Recruiting Dashboard

i@

Worker Spend

Spend Management

Expefises ﬁkflb

Expense Management Dashboard

Expense Reports Over Threshold

Expense Report Details

Recruiting

Me € € {)| &) E &

3. Next, select the Create Expense Report button from the Tasks menu,
which opens the Create Expense Report task.

Expenses Hub [«
New Way to Submit Expenses
Did you know there's an easy way to
AL 8 send expense receipts to Workday?
Expense Reports Share with Workday Mobile App

Upload photos of receipts from your device
using the Workday mobile app for i0S or Android
Expense Transactions

Spend Authorizations

Cash Advances Tasks

Travel Profile

Create Expense Repq’i:t -"'1_< Create Spend Authorization >

Payment Elections

Needs attention

Cash Advance Balance Owed Spend Authori;
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Expenses: Create an Expense Report

4. 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 * Employee: Balboa, Samantha

jatonOptions * () Create New Expense Report
() Copy Previous Expense Report ‘ =
@ Create New Expense Report from Spend Authorization

'mo *

mpany #| x South Texas College (++v) = ‘

pense Report Date * ‘ 12!38!’2924

siness Purpose
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workday. | EDUCATION

~ 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 sales

« Tips

+ Non-STC related
Exceptions for Non-Tra

Mananameant



Expenses:

Create an Expense Report

5. 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

any

15e Report Date

ess Purpose

*

*

*

o Create New Expense Report from Spend Authorization

x 12/30/2024

Firstinitial_LastName CitySt ()
ate_Dates 1,100.27 USD

O

Firstinitial_LastName_City,State_Dateq

South Texas College

12/38/2024 |

‘ % In State Travel (:+1)

Center *

» CCO00035 Business Office (+++)

ional Worktags *

o
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» Fund: FD10 Unrestricted Funds
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Create an Expense Report

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.

Expense ltem

Expenses:
You can select if applicable.
Cost Center * | x CCO00035 Business Office (=++)
Additional Worktags * | x Fund: FD10 Unrestricted Funds
% Location: Pecan Campus (s++)
w NACUEO Function: FN37 o
Institutional Support =
Quick Expenses
SelectAll [ |
2 items
Include? Transaction Date
|_| Q 08/19/2024 Hotel
7. Select OK to continue

Quick Expenses

SelectAll [ |
2 items
Include? Transaction Date
I:‘ Q 08/19/2024
I:‘ Q 10/29/2024
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Expense ltem

Hotel

Hotel

Merchant

Embassy Suites

Merchant

Embassy Suites
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Expenses: Create an Expense Report

8. 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 0.00usD 0.00usD 0.00 UsD
Attachments Expense Lines

pense report to review any errors before you submit.

iorization 12/30/2024 Firstinitial_| astName_City,State Dates1,100.27 USD (=)
ise Report Mo
sport Number 10000179

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

urpose In State Travel

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

(2]

ited 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
Cash Advance Repayments (empity)

o N .
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Expenses: Create an Expense Report

10.Click "Download"

Export Document

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

Create Expense Report 10000179 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 0.00USD
Header Attachments Expense Lines

Add)

There's nothing here
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Expenses: Create an Expense Report

12.Click "New Expense"

Header Attachments Expense Lines

Quick Expenses

There's nothing here

enter your comment
|’

13.Click "Add"

Create Expense Report 10000180 Firstlnitial_LastName_City,State_Dates ()

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

There's notk
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Expenses: Create an Expense Report

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

EApM I T =

Total Amount * | 0.00

Currency ®| 2 USD Go0)

Memao
“Cost Center * CCOO0035 Business Office (). =
I Airfare - 18727
*Additional Worktags ® Fund: FD']
| Hoted - 250,00 D
b 4 -
Location: Par Diorm (Mosls) < 80.00 USD
NACUBO
<+ Institution Travel Day Per Diemn - 120.00 USD

Travel Regestratson - 523,00 USD

Available Spend Authorization Lines | Serch

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

ERpEnse nem = I H—

Total Amount * [ 0.00
Currency | x USD (=) =
Memo I
*Cost Center | X CCO0035 Business Office () IS |
1 Airfare - 1£7.27 Ui
*Additional Worktags % Fund: FD1
() Hotel - 250.0 D
HiLncniie () Per Diem (Meals) - 80.00 USD
x NACUBO| . )
Institution Travel Day Per Diem - 120.00 USD

.;:‘.; Travel Registration - 523.00 USD

Available Spend Authorization Lines Search

o
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Expenses: Create an Expense Report

16.Click the "Expense Item" field.

| Select files

Linked Quick Expense

Expense Date * | 12/39/2024 B ‘

Expense Item * F@

Total Amount *

Currency *

Memo

*Cost Center

17.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 0
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Expenses: Create an Expense Report

18.Select "Airfare"

ol
i
G

& By Alphabetical Order

expense Lol

() Baggage Fees

*
E

(:) Car Rental

() Conference Materials

Fingerprinting
Reimbursement

O Fuel
O Hotel

(:jl In-District Mileage

() License / Certification Fees

Linked Quick Exp O Miscellaneous Reimbursable
Expenses

O Miscellaneous Travel

Expense Date #* Expenses

H O OO0 00060

(") Parking

o
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Expenses: Create an Expense Report

19.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

Departure Date * | MM/DD/YYYY

Departure Time * |

ArrivalDate  * | MM/DD/YYYY [£]

Arrival Time * |

I[temization

P SO S VR S RN T S S S S I ek

Linked Quick Expense

Expense Date * | 12/38/2824 E

Expense ltem * | x Airfare (-

Total Amount * | @.00 |
Currency k| X USD (e —‘

Memo

*Cost Center X CC00035 Business Office (=)

*Additional Worktags % Fund: FD10 Unrestricted Funds

e

LR DR R R, |
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Expenses:

Create an Expense Report

20.Required documentation will need to be uploaded for each expense

line. Click "Select files" or "Drop Files

o

WO

r

kday.

."/- 2 \'.
I‘-\_Drog-"'f iles here

or

Select files

1]

Linked Quick Expense ‘

Expense Date *‘ 12/30/2024 E

- Y S,
X Airfare (:+)

Expense ltem *

I

Total Amount *| 127.27

EDUCATION

Instructi

Boarding pa

Item Det

Departure D

Departure Ti

Arrival Date

Arrival Time

ltemizat

Zoal_ L.aik
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Expenses: Create an Expense Report

Itemization
ltemization 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 |

i

Expense Date * | 12/38/2824 [5] ‘

Hi

Expense tem * | x Airfare (-2}

Total Amount +* | 200.00

Currency *| x USD (=)

Memo

o N
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Expenses: Create an Expense Report

Click "Add"

! | I

i Arrival Date *‘ewm;zazs |

Arrival Time * | 05:00 PM

Use the button below only if your company's expense policy requires itemizi
P

Receipt Included | |

|
\ Itemization
|
|

0035 Business Office (-+-) = ‘

1: FD10 Unrestricted Funds

il

ition: Pecan Campus (==+)

UBO Function: FN37 =
tutienal Support e

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 *

o

It Airfare (32
Expense ltem #| x Airfare (=--) Arrival Date  *

i

N | :
Total Amount * | 0.0
( d ) Arrival Time %
Memo ‘
*Cost Center * CCD0035 Business Office (=) e ‘

il

*Additional Worktags ¥ Fund: FD10 Unrestricted Funds

X Location: Pecan Campus (*+=)

% MNACUBO Function: FN37 —

Ll e < s

o
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Expenses: Create an Expense Report

Click "Add" to add the remaining expense.

AT T T SN ML § A M el B 1 p—

¥ Location: Pecan Campus (=-=)

w MACUBO Function: FN37 —
Institutional Support e

Personal Expense | |

Click the "Total Amount" field and enter personal expense amount.

Ex: $72.73

Personal Expense

Remaining 72.73/200.00 USD Departure Date * E
Expense Date | M _. Departure Time # | 050
Expense Item *i. X Airfafe an E‘ Arrival Date  #* .i
Total Amount * OGEGK ) Arrival Time *-us;u
wro | ] |
+Cost Center . » CC00035 Business Office (=) = ‘

il

*Additional Worktags x Fund: FD10 Unrestricted Funds

X Location: Pecan Campus (»»-)

o i
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Expenses: Create an Expense Report

Click "Personal Expense"

*Cost Center ¥ CCO00035 Business Office (=r-)

*Additional Worktags » Fund: FD10 Unrestricted Funds

¥ Location: Pecan Campus k:)

x NACUBO Function: FN37 =
Institutional Support =

o
Personal Expensé
N

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

Remaining 0.00,/200.00 USD Departure Date * | 12/38/2024 E

Expense Date % | 12/38/2824 ﬁ

Departure Time * | 05:00 AM

il

* Airfare (=)

:

Expense ltem *

Arrival Date  *| 81/@1/2825 [£]

Total Amount * | 72.73 ‘

Memo | Wifi and meals| r \]
=

CCO0035 Business Office (=)

Arrival Time  * | 0500 PM

W

X

*Cost Center ‘

*Additional Worktags * Fund: FD10 Unrestricted Funds

x Location: Pecan Campus (:--)

% MACUBO Function: FN37 —
Institutional Support =

A ____ @R

o I’
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Expenses: Create an Expense Report

. n n
Click "Done
Expense ltem *| x Airfare (=) = Arrival Date
Total Amount = | 72.73 i i
Arrival Time
Memo wifi and meals
*Cost Center x CCO0035 Business Office () =

*Additional Worktags » Fund: FD10 Unrestricted Funds = |
* Location: Pecan Campus (:++)

% MNACUBO Function: FN37
Institutional Support

(aan)

Personal Expense

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 *

Currency *‘ *® USD (=) =

200.00 ‘

Memo [

I

.

\
{ *Cost Center (empty)

4
-

i

*Additional Worktags  (empty)

Available Spend Authorization Lines % Airfare - 127.27 USD

o .
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Expenses: Create an Expense Report

Click the "Memo" field.

Expense Date * | 12/38/2824 [

® Airfare (=-2)

Expense ltem #*

SRR

Total Amount * l 200.00 ‘

Currency *| % USD (=2) EE]
Memo Had to itemize airfare expense (

S
*Cost Center (empty)

*Additional Worktags  (empty)

Available Spend Authorization Lines ® Airfare - 127.27 USD

o

WO

r
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o

Arrival Date *|81/81/2
Arrival Time * | 05:00 PM

Itemization

Remaining Amount to ltemize

Airfare
Mon, Dec 30, 2024

Airfare
Mon, Dec 30, 2024

19



Expenses: Create an Expense Report

Expense Report: Continued
21.Click "Add" to continue entering expenses from the Spend
Authorization.

Create Expense Report 10000180 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

| @
3

Expense Line

Airline Confirmation Sample.pdf
' Successfully Uploaded!

Comment ‘

22.Click "New Expense"

Header Attachments Expense Lines

Quick Expenses

w Expense Line
Airline Confirmation Sample. pdf
~" Successfully Uploaded!

1 item

Comment ‘

Linked Quick Expense ‘

o
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Expenses: Create an Expense Report

23.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 enter required details.

Expense ltem #

Total Amount #* | 0.00 ‘
Currency | % USD (=o) i ‘
Memo | ‘
*Cost Center ® CCO0035 Business Office (=) = ‘

*Additional Worktags % Fund: FDT™ =
(") Hotel - 250,00 USD

> i B —
el (7) Per Diem (Meals) - 80.00 USD
» NACUBO| - :
() Travel Day Per Diem - 120.00 USD

Institution -

.;_: :;- Travel Registration - 523.00 USD

Awailable Spend Authorization Lines Search

o N
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Expenses:

Create an Expense Report

24.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.

WIVI, WSY 9

Travel Day Per Diem
Per Diem (Meals)
Hotel

Airfare
Had to itemize airfare expense

o

workday. | EDUCATION

120.00 USD
]

80.00 USD
&

250.00 USD
[

200.00 USD
)

or

Linked Quick Expense ‘ — ‘

12/30/2024 [0

Expense Date *

Expense ftem * = |
Total Amount * | 0.00 ]
Currency *| x USD () T ’
Memo ‘ |
*Cost Center ‘ » CCO00035 Business Office (-+-) — ‘

1l

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

»x NACUBO Function: FN37 &

Institutional Support — ~

-~ f 5\
() Travel Regist!aiioa\iiloq usD
= J

7

Search

Available Spend Authorization Lines

22



Expenses: Create an Expense Report

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

Header Attachments Expense Lines

5 items SortBy: -
Expense Line
‘ Registration Confirmation Receipt Sample.pdf
+  Successfully Uploaded!
Mon, Dec 30 Comment l
Travel Day Per Diem 120.00 USD
Per Diem (Meals) AN 00 1SH

26.Click "New Expense"

Header Attachments Expense Lines

i Quick Expenses
5 itemn SortBy: -

? Expense Line
‘ Registration Confirmation Receipt Sample.pdf
+  Successfully Uploaded!

Mon, Dec 30 Comment l
Travel Day Per Diem 120.00 USD
Per Diem (Meals) 80.00 USD
5 Linked Quick Expense =

o
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Expenses: Create an Expense Report

27.Click "Baggage Fees"

Linked Quick Expense [

80.00 USD
Expense Date * | 12/30/2624 [}
250,00 USD
5]
Expense ltem * | Search =
200.00 USD & By Alphabetical Order
are expense [ & Total Amount *

Currency *

Memo O Car Rental
(O Conference Materials

O Fingerprinting
Reimbursement

() Fuel
() Hotel

(O In-District Mileage

*Cost Center

*Additional Work]

() License / Certification Fees

28.Click "Taxi and Ground Travel"

W LY U LI LI W e

SortBy: -~

g e

Expense Lin ) )
O Professional Memberships

""""""""" () Reimbursable Registration
O Relocation Fees

(O Swdem Meals

() subscriptions

zs00usD ) i
() Taxi
(O Tolis

-"j Travel Day Per Diem

Travel

523.00 USD
&

Linked Quick Exp

n 120.00 USD () Travel Registration

O Trip Mileage

() Tuition

Expense Date *
80.00 USD

60006

30006

BOOOOOOI(

4

L

000

i

Expense ltem % | Search

250.00 USD [

o
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Expenses: Create an Expense Report

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

S50+ Per Diem Meals $ 80 and Travel Per Diem $120)

Create Expense Report 10000180 Firstinitial_LastName_City,State_Dates (-2

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

29.0ne you have entered all your expenses, Click "Submit"

Per Lhem (Meals) 80.00 USD
~ Expenseltem #* | x Baggage Fees (-:-) =
Hotel 250.00 USD Quantity *|1

Airfare 200.00 USD
Had 1o itemize airfare expense E &

Per Unit Amount * | 25,00 |
Total Amount % | 25.00 |

Currency *| x USD (o) H—]
Memo
*Cost Center x CCO00035 Business Office (+:2) = |

|
*Additional Worktags ¥ Fund: FD10 Unrestricted Funds ] ‘

f A
( Save for Later ) { Close )

o N
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Expenses: Create an Expense Report

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

Q Search

You have submitted

Up Next: Check Budget (Financial) for Expense Report -
rance Outsta Batch/Job: Run Budget Check lance Spend Authorization Total

20 View Detail <_\\ 1,100.27 USD
|
I
B

A\ Alerts: 1 View All v

s
Urhl Il FIM LIV TRV e ‘alls

Paid Yes
Reimbursement Payment Type  Direct Deposit
Justification 3 Questions Answered

Expense Report(s) Expense Report: 10000179

o -
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