Completing a Spend Authorization

workday.

> You need a spend authorization for all travel.
> A spend authorization is an estimate of the cost of your travel.

> No purchases, by the traveler or University can be incurred until the spend
authorization has been fully approved.

Steps:
1. Access “Expense” worklet (or) Search for “Create Spend Authorization”

ﬁ Q create =pend authorization

Create Spend Authorization - Tas

Expenses

2. Select “Create Spend Authorization”

Treate Expense Report Expense Reports

Create Spend Authorzation Spend Aushorizations
Edit Expense Report Expense Transactions
Edit Spend Authoeization Payment Elections
Edit Expense Transactions Resmbursable Allowance Plan Activity

Edit Travel Profile Trave! Profie

3. Complete top summary section: (see sample on next page)

a. Start Date (date you leave)
End Date (date you return)
Description (brief description of reason for travel)
Business Purpose (where your travel destination is)
Justification (details of reason for travel)
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0.00 USD

Tl Helpful Links
- :<—a & b - Travel
&— C - Brief } ) —_—
e - Detailed Description. Can copy/paste

from travel guideline helpful link.

4. Input all anticipated travel expenses
a. Select “add” under “Spend Authorization Lines” tab to add a new expense

Spend Authorization Lines Attachments

@ Add

b. Select the appropriate expense item and complete all required fields (* indicates
required fields)

® Add

000 | Spend Authorization Line

Expense ltem *

Quantity * 1
Per Unit Amount * | 0.00
Total Amount * | 0.00
Memo

Cash Advance Requested

*Cost Center % 1031 Finance &
Accounting

Self-Balancing Custom Org

Cost Center Programs

Grant

Project

[IAERlIAnElIRnR I Rnn i}
2%

*Fund X 101 Education and
G al

“Program % 6

“CIP Code % A tion CIP

Additional Worktags % Location: Florida
Polytechnic University
South at PSC

Use scroll bar to access additional travel
categories

5. Select “Add” for additional expense lines (see #4 above)
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6. You can view the spend authorization lines in expanded or collapsed view.

N = L}
Viewing: =|:|

Expanded Collapsed

Collapsed View

Expanded View

7. Once you have input all your estimated travel expenses you will add all back-up
documents for those expenses.

a. Select on the “Attachments” Tab and insert attachments (you can have multiple
attachments)

Spend Authorization Lines Attachments
Spend Autherization Lines Attachments

Attachments
w Map.jpg

Comment

Drop files nurt/_>
o

hotel.jpg
HOTEL
Select files

Comment

Upload

8. Review your expense lines and verify all required attachments are uploaded.
a. If you need to gather additional information you can “Save for Later”

m Save for Later Cance

b. You will receive a spend authorization #

View Spend Authorization SA-1600102 &

c. To go back and edit a spend authorization
i. Access “Expense” worklet (or) Search for “Edit Spend Authorization”

ﬁ Q edit spend authorization

m Edit Spend Authorization - Task
HOITIE

Expenses
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d. Select “Edit Spend Authorization”

| |

Actions
e.Choose the spend authorization you wish to revise.
Create Expense Report
Create Spend Authorization Edit Spend Authorization
Spend Authorizations Available to Edit & | search = |
Edit Expense Report =
10/24/2016 - SA-1600102
- Workday Conference
Edit Spend Authorization 10/23/2016 - SA-1600103
- Meeting
Edit Expense Transactions

Edit Travel Profile

Once all additional travel expenses and backup documents
have been included you can submit for approval.

9. If everything is in order, select “Submit” to begin the approval process.

m Save for Later Cancel

You have submitted Spend Authorization: Arlene Gallagher on 10/24/2016 for 350.00 USD e

Select Done

10. The spend authorization will be in your inbox “archive” section.
a. Here you can view where it is in the approval process.

Actions & Archive

View Event Spend Autharization: Arlene Gallagher on 10/24/2016 for 350.00 USD ==
Sort By: Newest v 3 minute(s) ago - In Progress: Beth Ellen Alcala-Reinert

From Last 30 Days For

Spend Authorization: SA-1600102

Spend Authorization: Arlene Gallagher on 10/24/2016 ‘ xt Overall Process Spend Authorization: Ariene Gallagher on 10/24/2016 for 350.00 USD
for 350.00 USD

Overall Status In Progress

b. Once approved you can charge against this travel (i.e.: book airfare; pay registration
fees)

11. Enjoy your travel. a\



