Expenses: Create an In-District Mileage Spend Authorization for Worker

The following demonstration will show you how to create an In-District
Mileage Spend Authorization for worker.

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

T -

People Tasks and Reporis

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

(1 Create Spend Authorization for D)

Simplified Search is Enabled D

l People (0) II Tasks and Reports (2) H All Categories ]

Tasks and Reports

Create Spend Authorization for Worker

Task

Create Spend Authorization for Non-Worker
Task

Can't find what you are looking for? [ View S
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Expenses: Create an In-District Mileage Spend Authorization for Worker

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.

Summary

Cash Advance Requested Spend Autherization Total
0.00 UsD 0.00 USD

~ Spend Authorization Information

For * | |Search

Company *

Start Date *

81/85/2025 [
End Date * | a1/85/2025 [

Description *

4. You will need to enter the following information:

Start and End Date: Travel Dates

Create Spend Authorization

Anention South Texas College employees, 10 expedite travel requests:
+ Travel
- For Registrations only {no employee reimbursement} — use Purchase Order system
Al §1,500-require approved is ‘note with Human Resources

+ Please follow all associated ravel timefines and deadiines {15 business day rule)*
“15 Business day rule - ALL approvals COMPLETED and ubmitted 15 business days prior to travel,

« See Board Approved Direct Deposit Mandate for Payroll and Other Reimbursements - sli STC employees are required to receive payroll nd ather reimbursements {including travel and Accounts Payable reimbursements} slectronically
+ Mileage

+ Up1o date driver's License and insurance required for any type of mileage reimbursement

Please view the Empioyee Travel Guide for the complete travel guidefines. If you have any questions or concemns, please contact the Travel Office.

~ Spend Authorization Information ~  Spend Authorization Details
Company *| X SouthTexas College () = Reimbursement Payment Type * | = Direct Deposit =
———

Start Date *| p1/@1/2025 ﬁ% \ Justification
{ )
A ]

End Date *| 85/31/2025 [ N 7

Description * |

Business Purpose = |

Currency usp

Spend Authorization Lines  Artachments
+) Add

) 2
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Expenses: Create an In-District Mileage Spend Authorization for Worker

5. Description: First Initial_Last Name_InDistrictMileage_Dates

This is the report name; please ensure this is correct for Business Office reporting
purposes. If multiple spend authorizations are needed for the same dates, please
get in touch with the Travel Office.

*15 Business day rule — ALl approvals COMPLETED and documents submitted 15 business days prior ta travel processing.

« See Board Approved Direct Deposit Mandate for Payroll and Other Reimbursements - all STC employees are required to receive payroll and ather reimbursements (inciuding trave! and Accounts
Payable reimbursements) slsctronically.
« Mileage

» Up to date driver's License and insurance required for any type of mileage reimbursement

Please view the Employee Travel Guide for the camplete travel guidefines. i you have any questions or concems, please contact the Travel Office.

~  Spend Authorization Information ~  Spend Autherization Details
Company * | x South Texas Collage (=) = Reimbursement Payment Type * | * Direct Deposit =
Start Date * | B1/e1/2825 [ | Justification ‘
¥l

End Date "| B7/31/2825 E |

— N
Description *ll 5._Balboa_nDistrictiileage. Jan-May| ( u

Error: The field Description ia required and must ha¥ e,
Business Purpose I = l
Currency usD

Spend Authorization Lines Attachments

[}

# Add

(Savefurlater\) ( Cancel \

6. Business Purpose: In District

« Travel

» For Registrations only (no employee reimbursement) — use Purchase Order system
« All Registrations over $1,500-require approved promissory note with Human Resources
+ Please follow all associated travel timelines and deadlines (15 business day rule)*
*15 Business day rule — ALL approvals COMPLETED and documents submitted 15 business days prior to travel processing.

« See Board Approved Direct Deposit Mandate for Payroll and Other Reir -all 5TC are reguired 1o receive payroll and other reir ts (inciuding trave! and Account
Payabile reimbursements) electronicatly:
= Mileage

= Up to date driver's License and insurance required for any type of mileage reimbursement

Please view the Employee Travel Guide for the complete travel guidefines. If you have any questions or concems, please contact the Travel Office.

~  Spend A i ~  Spend Autherization Details
() Board of Trustees
Company * | () Empfbyes Reifhpursement Reimbursement Payment Type * | % Direct Deposit =
() inDistrier |
Start Date * Justification
n Stva el
g
End Date * nternational Travel
ut of State Travel
Description * =
() Studen Club Travel
Business Purpose [earch =
Currency UsD
Spend Authorization Lines Attachments
(%) Add viewing: 8[| =

/r"-"-u\ .
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Expenses: Create an In-District Mileage Spend Authorization for Worker

7. Justification Field - Answer the following:
What is the purpose of the mileage?

« Travel

= For Registrations only (no employee reimbursement) — use Purchase Order system
« All Registrations over $1,500-require approved promissory note with Human Resources
« Please follow all associated travel imelines and deadlines (15 business day rule)*
15 Business day rule - ALL approvals COMPLETED and documents submitted 15 business days prior to travel processing.

+ See Board Approved Direct Deposit Mandate for Payroll and Other Reimbursements - 5il STC employess are requirsd to recsive payroll and other reimburssments (including trsvel and Accounts
Payabie reimbursements) efectronically.
= Mileage

= Up to date driver's License and insurance required for any type of mileage reimbursement

Slease view the Employee Travel Guide for the complete travel guidelines. If you have any questions or concems, please contact the Travel Office

~  Spend Authorization Information ~  Spend Authorization Details
1
Zompany * | % South Texas College (o) = Reimbursement Payment Type * | x Diract Depoasit = | =
+ \
start Date | e1/e1/2625 ) ‘ Justification What is the purpose of the mileage?| | !
"
ind Date *| e7/31/2025 [ ‘
Jescription * | S_Balboa_lnDistrictMileage_Jan-May ‘
jusiness Purpose | % In District (7o) = ‘
Zumrency UsD
Spend Authorization Lines Attachments
() Add viewing: 5[] =

8. The Spend Authorization Lines tab now displays. Select “Add” to begin
adding In District Mileage expense line.

19 DUSHIESS Udy FUiT — ALL apprUveals WUrFLE | CLf il GUGIITCTIS SUDITIed 13 DUSTICSS Uays Prior 10 Uaver processig.

« See Board Approved Direct Deposit Mandate for Payroll and Other Reir - all STC are required to receive payroll and other reimbursements (including trave! and Accounts
Payable reimbursements) electronically.
« Mileage

» Up to date driver's License and insurance required for any type of mileage reimbursement

Please view the Employee Travel Guide for the complete travel guidefines. If you have any questions or concems, please contact the Travel Office.

~  Spend Authorization Information ~ Spend Autherization Details
Company * | X South Texas College (=) = Reimbursement Payment Type * | x Diract Deposit =
Start Date * | @1/81/2825 ﬁ | Justification What is the purpose of the mileage?
End Date *| 87/31/2825 ] | ‘
Description # | 5_Balboa_InDistrictMileage_Jan-May |
Business Purpose X In Distriet (7o) = |
Currency UsD

Spend Authorization Lines Attachments

D)

(

)

;) Add Viewing. &[]

(Savefori.ater) ( Cancel )
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Expenses: Create an In-District Mileage Spend Authorization for Worker

9. Click the "Expense Item" field and Select "In-District Mileage"

Description * | 5 Balboa_InDistrictMileage_Jan-May |
Business Purpose ® InDistrict (o) = |
Currency usp

Spend Authorization Lines Attachments

(+) Add viewing: B[] =
ler District Mileage 070 | Spend Authorization Line [
T IT
Expense ltem * | % |n-District Mileage (=) Q o) Tt
*
Quantity l Mileage Log BO-0400 required. Standard Mileage Methad form if needed.
Preffered Mileage chari, then cdometer readings, maps only required if
PPer Unit Amount 070 you're not using STC's Mileage Chart.
Total Amount 070 ltem Details
Budget Date *| e1/a1/2005 B i Date From *| wi/D0/YYYY [ |
- ‘ DateTo -| mo0/YYYY B |

Cash Advance Requested ||

Worktags

10.Click the "Quantity" field and enter the estimated number of miles for the
travel dates entered in the header.

Spend Authorization Lines Attachments

(+) Add

In-District Mileage 35000 | gpang Authorization Line (1]

I — e Instructional Text
Expense Item #*| % In-District Mileage (&) =
i *

o - m ‘ Mileage Log BO-0400 required. St:

‘\_//' Preffered Mileage chart, then odor
Per Unit Amount 0.70 you're not using STC's Mileage Chi
Total Amount 350.00 ltem Details
Budget Date +| @1/01/2025 Date From * | MM/DD/YYYY [
Moo ‘ ‘ DateTo  * | MM/DD/YYYY [

Cash Advance Requested ||

Worktags
*Cost Center X CC00035 Business Office (&) = |
*Additional Worktags % Fund: FD10 Unrestricted Funds = 1
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Expenses:

Create an In-District Mileage Spend Authorization for Worker

11.Under Item Details, enter the travel dates. These should match the dates

provided in the header.

tion Line TE:!T

*

iii

* In-District Mileage (---)

*

500

0.70

350.00

+

01/81/2825 [

uested [ |

X CC00035 Business Office (&-2)

il

|
|

as | % Fund: FD10 Unrestricted Funds =

Viewing EH

Instructional Text

Mileage Log BO-0400 required. Standard Mileage Method form if needed.
Preffered Mileage chart, then ocdometer readings, maps only required if
youra.not using STC's Mileage Chart.

Item Dstails

Date From *

g1/e1/2e25 [ ‘

DateTo =*

85/31/2825 [ ‘

12.Click "Attachments" and upload the required documentation.
At this point you may upload

e Teaching schedules
e Office hours

Please do not upload Driver’s License and Insurance. DL & Insurance that covers the
dates of the mileage need to be emailed to traveloffice@southtexascollege.edu

iy oy

Spend Autherization Lines Attachments

Attachments

(Savefuri.ala) ( Cancel )
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Expenses: Create an In-District Mileage Spend Authorization for Worker

13.Click "Submit"

() Add viewing. 5[] =

o

s edtics KWEE: b Spend Authorization Line o

Instructional Text

Expense Item % | X InDistrict Mileage (=) = ‘ el

uanti * | 500

Quiartice ‘ Mileage Log BO-0400 required. Standard Mileage Method form if needed.
Preffered Mileage chart, then edometer readings, maps only required if

Per Unit Amount 070 you're not using STC's Mileage Chart

Total Amount 350.00 ftem Details

Budget Date * | @1/e1/2025 [ Date From * | &1/01/2625 [£ ‘

ol | ‘ DateTo  * asrawzazsﬁ‘

Cash Advance Requested [ |

Worktags
“Cost Center I * CCO0035Business Office () IS ‘
*Additional Worktags » Fund: FD10 Unrestricted Funds =

% Location: Pecan Campus (o)

% NACUBO Function: FN37
Institutional Support

)

@ ( Save for Later \ ( Cancel \

14.Your Spend Authorization is now complete and has been submitted.

s
') Q search

SOUTH TEXAS
LOLLESE

ies Hub € .
New' You have submitted
Did yot Up Next: Check Budget (Financial) for Spend Authorization -
sende BEI‘tCh}';J’QbI Run Budget Check
[
Vi ewée‘tails )
Reports share with Work¢ _ o _ .
Upload photos of receipts from your device using
the Workday mobile app for iOS or Android
Transactions
uthorizations
rances Tasks
ofile < Create Expense Report > < Create Spend Authorization )
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