
WORKDAY JOB AID 
COMPLETING AN EXPENSE REPORT 

 All overnight travel and mileage related expense reports need to be 
tied to a spend authorization 

 You can have multiple expense reports tied to one spend authorization 

 An expense report is the actual cost of your travel 

Steps: 
1. Access “Expenses” worklet or search for “Create Expense Report” and select: 

 OR 

 
2. Select “Create New Expense Report from Spend Authorization” if doing an expense 

report for your travel (if non-travel expense or expense card charge for another person 
traveling, select “Create New Expense Report”): 

 
a. Pick the correct spend  

authorization from the  
drop down. 

b. Click “Final Expense Report  
for Spend Authorization” if 
it is the last expense report 
that will be done in connection 
to the spend authorization. 

c. Make sure the memo clearly  
states the purpose of the 
expenses (ex. conference name 
and overview) and how the 
University was benefited by it. 

d. Select the Company. 
e. The Expense Report Date 

is the date the report is being 
done, not the date of travel. 

f. Choose the Business Purpose. 

 



WORKDAY JOB AID 
COMPLETING AN EXPENSE REPORT 

3.  Complete expense report details: 
 

a. Header information will pull in  
from the previous screen, but you 
have the ability to edit it if needed. 
 

 

 

 

 

 

 

b. Add expense line information 
by clicking the “Add” button. You  
can either add a line for a  
reimbursable expense or pull in 
an expense card charge you’ve made. 
 

c. Complete expense line details: 
-Expense line date = actual date of 
travel/expense. 
-Choose your expense item and complete  
all fields. 
-An attachment is required for each 
expense line. 
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d. Itemization is required for hotel (itemize) and meals (travel journal): 

-Hotel – itemize line items separately as per the hotel receipt 
i.e. all daily room charges together, all daily parking together, etc. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
-Meals – itemize daily 

check the box next to the meal if you DO NOT get reimbursed for that meal; you do 
not get reimbursed if the meal was provided to you, including continental breakfast 
at a hotel, or if you don’t meet the travel time requirements. 

 

 

ATTACH THE MEETING/CONFERENCE AGENDA TO THE MEAL EXPENSE LINE 

e. For specific instructions on processing expense card charges, please refer to the jobaid “How to 
Process Expense Card Charges”. 
 

4.  If you are ready to submit the expense report, click the “Submit” button. If you want to 
save the expense report to continue working on later, click “Save for Later”. If you want to 
discard the expense report, click “Close”: 
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5.  If you wish to edit an expense report, you may do so by searching by “My Expense 
Reports”. Once you locate the expense report you want to modify, click the “Edit Expense 
Report” button: 

 

 

 

 

 

  

OR, if you know your expense report number, you can enter it in the search bar and choose “Edit”: 

 

 

 

 

 

 

 

 

6.  You can check the status of an expense report by locating the expense report as 
described above. Once you click on the expense report and are in view mode, click the 
“Business Process” tab to see where it is in the approval path. 

7.  Any reimbursement due to you will be paid in the next check run once the expense 
report is fully approved. 

8.  As with any expense, thorough backup is required. Please be sure to provide adequate 
explanations for your expenses and refer to the Travel Manual for more specific guidance 
on what is required. 
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