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Welcome to Workday!  

The following demonstration will show you how to create a Spend 
Authorization for Worker. 

 

1. From the Home Page, Click the "Search" field 
Type "Create Spend Authorization For" and hit enter.

 
2. Notice the Tasks and Reports are displayed. Click "Create Spend Authorization for 

Worker".
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3. Click the "For" field and type in the Traveler Name. 
Please note that you can only create Spend Authorizations for an individual in your cost 
center.

 
4. You will need to enter the following information: 

Start and End Date: Travel Dates 
Description: First Initial_Last Name_City,State_Dates 
Business Purpose 
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5. Click the "Justification" field. Here you will answer the following questions: 

1. What is the purpose of the travel? 
2. Why is the travel necessary? 
3. How does the travel benefit STC?

 

6. The Spend Authorization Lines tab now displays. Select “Add” to begin adding your 
expenses. 
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7. Click the "Expense Item" field. 

 

8. You can search by Expense Groups, Spend Categories, or Alphabetical Order 
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9. Add "Hotel"

 
10. Hotel: You will need to enter the total amount and hotel details. Hotel Name - 

Arrival/Departure Dates, Any Breakfast Provided, Hotel Address, and Reservation # 
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11. You may request a cash advance for your hotel expense. 
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12. Click "Add" to continue entering expenses 

 

13. Add "Airfare" 
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14. Airfare: You will need to enter the total amount and airfare details. Departure Date and 
Time, and Arrival Date and Time, 
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15. You may request a cash advance for your airfare expense. 

 

16. Add "Travel Registration" 

 

 

 

 

 



Expenses: Create a Spend Authorization for Worker 
 

 
 11 

 

17. Travel Registration: You will need to enter the total amount and conference details. 
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18. You may request a cash advance for your registration expense. 

 

Per Diem: Travel Per Diem & Per Diem Meals 
19. Add "Travel Day Per Diem" 
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20. Travel Per Diem: You will need to enter your destination details, to obtain the correct 
per diem rate. Travel Per Diem will be calculated at 75% for your travel dates.  This will 
not be eligible for cash advance. 
Example: Traveling 12/30/2024 - 01/01/2024 Travel Per Diem will only be 2 Days. 

 

21. Add "Per Diem (Meals)" 
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22. Per Diem Meals: You will need to enter your destination details, to obtain the correct 
per diem rate. Per Diem meals will be used for the dates between travel dates. This will 
not be eligible for cash advance. 
Example: Traveling 12/30/2024 - 01/01/2024 Per Diem Meal will only be 1 Day. 

 

23. Once you have added all your expenses, Click "Attachments" to upload your backup 
documents. 
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24. Click "Select files" or "Drop Files" 

 

25. Click "Submit" 
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26. Your Spend Authorization is now complete and has been submitted. 
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