Workday Expenses Hub Job Aid

NOT

Workday Expenses Hub

The functions in the the Expenses Hub app in Workday replace the previously used Concur

software at GCNA. The Expenses Hub allows team

o Organization
members to create expense reports and submit expenses Personal
for personal reimbursements including mileage. Team &
. . BN Expenses Hub 4—
members can submit transactions made on company
coe Benefits and Pay

credit cards, itemize transactions, and add expenses for

personal reimbursements (e.g. mileage) in a single report.

Expenses Hub Features

@ Expenses HUb € e Click to expand/collapse tabs
. Displays expense reports that need to be submitted and
transactions that are not yet a55|gned to an expense report

Displays current and past expense reports; expense reports

Expense Reports _
can be created and managed here

Displays all transactions and transaction statuses: New,

Expense Transactions =t Pending and/or Expensed; expense reports can be created and

managed here

B O [

Payment Elections View and manage payment elections for reimbursements
and regular pay.
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Workday Expenses Hub: Basic Course

(Non-Cardholders)
Click this link to access the self-paced CBT

course!

External Link to LMS



https://www.myworkday.com/goodwillaz/learning/course/ac5bffcb1a011000cf348187ab8a0000?record=ac5bffcb1a011000cfb3ca574d9c0000&type=9882927d138b100019b928e75843018d

How to Access the Workday

Expenses Hub App (Desktop)

1. Log in to Workday > Hover over the Personal icon > Click Expenses Hub

Gooduwill s a @

@
Good Morning, Christine Calcara

N,
A
Configuration Q Search

=

Learning Awaiting Your Action

Management

Announcements 1of1 ¢ >

Organization
Personal

7 / N O« Now Available - View and Access
- Expenses Hub h \ Your 2025 ACA 1095-C Forms in ...
‘@fgf ° There are three ways you can view your

Benefits and Pay / g forms in Workday: « Type ‘My A...
3 .I/
Mo Favorites
) ' Payslip
Learning View Payslips >
ip information to ensure accuracy
Time
) e Contact Information Updated

Personal Information
N to review your Contact Informationand ~ UPdate Contact Info >

Absence ate
Saved
%)} Time Off and Leave
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How to Setup Payment

Elections for Reimbursements

IMPORTANT! Payment elections for reimbursements must be setup before

expense reports can be made and funds for reimbursements can be distributed.

1. Navigate to the Expenses Hub in Workday via the app list in the Workday Menu

2. Click on the Payment Elections tab

3. Scroll down on the page to find the “Payment Elections Requiring Setup” for the

“Expense Reimbursement” pay type and then click “Add”.

Payment Elections Requiring Setup 1 item ":] @ T@0S i
Pay Type Default Payment Type Description Action
Expense Reimbursment Check No elections found

4. Select USD under Currency

5. Select Direct Deposit or Pay Card under Payment Type

Pay Type Expense Reimbursment
Person Christine McBride
Default Country United States of Amernica
Default Currency usop

Number of Elections Allowed 1

Payment Elections 1 iten I v@oO

° Direct Deposit
D &

' Order *Country *Currency

X United States of America

iii
g
L=
iii
m
Q
g
2
iii

=
g
=3
o
3

% Direct Deposit

«» ()

Note: If selecting direct deposit, the account(s) in Workday used for regular
payments will automatically default under the account section. Team members

can select their desired account if they have multiple bank accounts on file.
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How to Setup Payment

Elections for Reimbursements

6. Select Balance, Amount and/or Percentage (if applicable). Then click OK to

save and submit.

Pay Type Expense Reimbursment
Person Christine McBride
Default Country United States of America
Default Currency uso

Number of Elections Allowed 1

Payment Elections 1 itemn

Order  *Country *Currency Account

X Chase ******1111

1]
g
1]

X United States of America = x USD

@& |~

i

*Balance / Amount / Percent

o Balance

Note: If a team member has multiple bank accounts on file in Workday and they

have set up their payment election of their regular payments to distribute their

payments across multiple bank accounts by amount and/or percentage team

members can similarly distribute their payments for reimbursements according

to their regular payment distribution settings.

7. Changes to payment elections for reimbursement pay can be made by

returning to the Payment Elections tab in the Expenses Hub and by clicking the

"Edit" button.

Payment Elections 2 items

Payment Elections

Pay Type Payment Type Account Number Distribution

Regular Direct Deposit Chase ****** 1M | e mm Balance

Yes

Expense Reimbursment Direct Deposit Chase ****** T m Balance

Yes

o @)
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How to Create an Expense Report for

Personal Mileage Reimbursement

1. Navigate to the Expenses Hub and click the “Expense Reports” tab

_ 41
Gl
Organization p |
ersona
o @ Expenses Hub -
S Expenses Hub h
Benefits and Pay o
50  Overview
Mere Favorites
1 Pays
Learning y @ Expense Reports
ip infor
Time
EJ Expense Transactions
. e Cont
Personal Information
N to revi
caved Absence ate (21 Payment Elections
{g} Time Off and Leave
. « )
2. Click “Create Expense Report
“ Expenses Hub o My Expense Transactions
Create Expense Report Ednt My Expense Transactions
BE  Overview
(B Expense Reports r0at Card Transacticns vk |”
| Exnence Transactions Transaction Transaction Status  Transaction Date Mercham Charge Description  Amownt } Curency Lm:ﬂ -
No items avadable
23 Payment Elections
" ”
3. Create a "New Expense Report
v Expense Report Information
Expense Report For * Employee: Christine McBride (On Leave)

Creation Options * O Create New Expense Report

Copy Previous Expense Report

Note: It is not recommend to select “Copy Previous Expense Report” unless the team

member is only submitting personal mileage where they often travel the same route.
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How to Create an Expense Report for

Personal Mileage Reimbursement

4. Type a memo to include the team member’s name, “expense report” and the

month and year.

| |
Memo % | Christine McBride Expense Report - August 2024
Company * | x Goodwill of Central & =

Northern Arizona

Expense Report Date *| 08/08/2024 E

Company on Expense Line * % Goodwill of Central &
Northern Arizona

IMPORTANT! DO NOT CHANGE THE COMPANY FIELD!

Memo % | Christine McBride Expense Report - August 2024
Company * | x Goodwill of Central & =
Northern Arizona

08/08/2024 [

Expense Report Date *

% Goodwill of Central &
Northern Arizona

Company on Expense Line *

5. If an expense needs to be assigned to a different company, select the “company on

expense line field” and then choose the appropriate option from the drop down menui.

Company *  x Goodwill of Central & = Company on Expense Line x Goodwill of Central & =
Northern Arizona Northern Arizona
Expense Report Date * | 98/06/2024 [
Intercompany Affiliate
Company on Expense Line *  x Goodwill of Central & = Cost Cent x| Sompanies
Northern Arizona ostienter AGES Arizona Goodwill
Education Services
Region * . o 300dwill of Central & Northern
Cost Center ® X 150515 Human Resources Arizona
Business Unit » e '
Region * x Human Resources .
Additional Worktags
Business Unit * X Administrative Overhead —
Additional Worktags Credit Card Transa ‘
I LL
. . Select All
Credit Card Transactions
o
(  Cancel
Select All \_ W,
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How to Create an Expense Report for

Personal Mileage Reimbursement

6. Click OK
(D
7. Click Add

Create Expense Report E£x-000147 Christine McBride Expense Report August 2024 €2

There's nothing here

( saveforLater ) ( Close

8. Select “Mileage Reimbursement” under Expense ltem

Expense Line

Instructions

Drop files here

s . Note: Select the appropriate

| eoeeron | R —— | expense item category to submit for
personal reimbursements for other
expenses besides mileage.

Northern Arizona

*Cost Center X 150515 Human Resources

(' save for Later ) ( Close )
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How to Create an Expense Report for

Personal Mileage Reimbursement

9. Review the important information on the right of the screen.

o D 5
Expense Date * | 68/08/2024 B Go !‘]l‘:
Expense ltem * X Mileage Reimbursement = |
Personal Car Mileage Reimbursement
Rates Used 0.655 * Mileage reimbursement for personal car use for business
purposes
Total Amount 0.00 * Reimbursement for use of a personal automobile is based on the
Company’s mileage reimbursement rate. This rate is subject to
change annually based on IRS guidelines
Currency * USD ¢ Mileage reimbursement is intended to cover gas, vehicle mainte
nance and insurance
Memo ¢ All mileage reimbursement must be processed through the online
expense reporting system, within a standard monthly expense
Company « Goodwill of Central & report
Northern Arizona * Request for reimbursement must be included in an expense report
that is processed within 60 days of the actual travel
¢ Drivers should be aware of the extent of coverage (If any) provided
*Cost Center ¥ 150515 Human Resources by his or her automobile insurance company for travel that is busi
ness or not personal in nature
*Region X Human Resources Deductible/Non-Deductible Mileage
*Business Unit * Administrative Overhead o Commute miles (from/to home to/from assigned work location)
are not reimbursed
o If commuting to another work location, mileage will only be reim
Additional Worktags - bursed in excess of the normal commute from/to home/work
¢ Individuals receiving an Auto Allowance will not be reimbursed for
business mileage incurred
_
Item Details

IMPORTANT! Team members are only paid for the extra mileage that
exceeds their normal commute. Mileage reimbursements are distributed to

cover the difference.

10. Enter the business purpose in the memo.

Currency * USD

Memo Off Site Meeting

]

Company x Goodwill of Central &
Northern Arizona

*Cost Center ¥ 150515 Human Resources -
*Region X Human Resources -
*Business Unit »x Administrative Overhead =

Additional Worktags
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How to Create an Expense Report for

Personal Mileage Reimbursement

11. Under the Item Details section, enter your home address under the Origin
Address and your regular work site address under Destination Address to

calculate your personal one-way commute mileage.

Item Details
)
Origin Address - ET - IMPORTANT! Record your
“One-Way Daily Commute
Destination Address * | x 2626 West Beryl Avenue, = . »y -
Phoenix, AZ, USA Distance” mileage for your
Unit of Measure for Distance Miles records. YOUI" PGI’SOI"IE' one‘WaY
Estimated Distance of Driving * 94 commute mlleage IS needed to
Route
accurately calculate the
One-Way Daily Commute 94 . .
Distance appropriate mileage to expense.
Round Trip
Distance to Expense *0
Receipt Included

12. Clear the address details, and then enter the appropriate origin

and destination addresses.

Item Details

Origin Address * % Home Address —

Destination Address * x 8325 West Glendale Avenue, =
Glendale, AZ, USA

Unit of Measure for Distance Miles

Estimated Distance of Driving Route * 15.4

One-Way Daily Commute Distance 0
Round Trip
Distance to Expense * 154

Receipt Included
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How to Create an Expense Report for

Personal Mileage Reimbursement

13. Enter your personal one-way commute mileage under the “One-Way

Daily Commute Distance” section

Item Details

2 o * p—rt
Origin Address b Home Address —
Desunatlon Address * X 8325 West Glendale Avenue, E

Glendale, AZ, USA

Unit of Measure for Distance Miles

Estimated Distance of Driving Route * 15.4

One-Way Daily Commute Distance 9.4

Round Trip

Distance to Expense * 6

Receipt Included

14. Check the Round Trip check box, if applicable.

&

- L

Item Details

Origin Add * X =
rigin Address Home Address

Destination Address ol Lo i b -

Glendale, AZ, USA

Unit of Measure for Distance Miles

Estimated Distance of Driving Route * 15.4

One-Way Daily Commute Distance 9.4
Round Trip
Distance to Expense *12

Receipt Included

Table of Contents

Note: Workday will automatically
calculate the mileage as
information is entered. As shown,
for example, 15.4 subtracted by
9.4 = 6 miles to expense (one

way).




How to Create an Expense Report for

Personal Mileage Reimbursement

15. If no other mileage or transactions need to be included in the

expense report, click the Submit button to complete.

Balance Apphed Resmbursement Tota

Instructions

Fri, Aug 9

Pericnad Car Mileage Reimbursement

Balance Apphed Rermbursement Tota

Instructions

Pericnad Car Mileage Reimbursement
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How to Create an Expense Report for

Personal Mileage Reimbursement

17. Repeat steps 8-14 to add additional mileage. Then click the Submit button

when complete.

IMPORTANT! Team members who travel to multiple sites within the same
day need to create a new mileage reimbursement expense line for every Ieg

of their travels.

18. Return to the “Expense Reports” tab in the Expenses Hub to view the status

of your expense reports and the reimbursement amount.

5%3, Expenses Hub . My Expense Reports Christine McBride (On Leave) - EC

Create Expense Report

B8  Overview

| (B  Expense Reports My Expense Reports
o
EJ  Expense Transactions Bpense Report Aatiena i s

(23  Payment Elections
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How to Monitor the Status of a

Submitted Expense Report (Desktop)

1. Navigate to the Expenses Hub and click the “Expense Reports” tab

!
Organization p |
ersona
a B @ Expenses Hub |«
el Expenses Hub 4—
coe Benefits and Pay
More Favorites
) ' Payslip
Learning
ip informatio
Time
. e Contact | EJ  Expense Transactions
Personal Information
N to review yo|
Absence ate o
Saved [ Payment Elections
{é} Time Off and Leave R

2. View the status of the desired expense report in the chart the under the “Status”

column.
se R Jessica Sample =+ a3 e
@ Expenses Hub l« My Expense Reports N
88 oOverview
| (@ Expense Reports My Expense Reports 11 tems HETlkE.S E
E3  Expense Transactions g
cn
Expense Total Reimbursement  Worker c
33 Payment Elections ExpenseReport  Actions Report Date Amount Amount  Paid Amo
EX-000138 ( Actions v :woumc 27.00 0.00 2
EX-000139 ( Actions v : 08/06/2024 10,500.00 10,500.00
EX-000126 ( Actions v : 08/02/2024 5100.00 0.00 510
EX-000107 0773172024 1,900.00 190000  Yes
EX-000104 07/31/2024 15.00 0.00 1
EX-000105 :m v 0773172024 1,850.54 300.00 1,55
EX-000106 ( Actions v . 07/31/2024 110,000.00 110,000.00
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How to Monitor the Status of a

Submitted Expense Report

3. Click on the Actions button to cancel or edit an expense report.

Note: Expense reports that have already been “canceled” or “paid” cannot be edited.

Expense Reports  Jessica Sample 2 =
@ Expenses Hub |« My Expe ENRT
( Create Expense Report ) ( Find Expense Reports )
88 Overview
| (%  Expense Reports My Expense Repo EHE =l @S BE
Expense Transactions om:
Cn
Total Reimbursement  Worker c
23 Payment Elections Expense Report | Actions Status Memo Amount Amount  Paid Amo
EX-000138 Waiting on Cost Center Jessica Sample Expense Report 27.00 0.00 2i
Manager ~July 2024
EX-000139 Approved expense report 10 test approval 10,500.00 10,500.00
for »$10k
EX-000126 Approved testing approval for 510k §,100.00 0.00 §,10¢
EX-000107 Paid Expense Report with multiple 1,900.00 190000 Yes
COost centers
EX-000104 Canceled Jessica Sample July expense 1500 0.00 1%
report via desktop app on my
phone
EX-000105 Sent Back Jessica Sample expense report 1,850.54 300.00 1,55C
for Hotel
EX-000106 Draft Expense report over the dollar 110,000.00 110,000.00
4. Click on the number of the expense report to view more information.
My Expense Reports Jessica Sample - g =

@

@ Expenses Hub |«

Overview

Expense Reports

Expense Transactions

Payment Elections

( Create Expense Report ) ( Find Expense Reports )

My Expense Reports 11 items

Comp
F
Cn
Expense Total Reimbursement  Worker c
Expense Report Actions Report Date Status Memo Amount Amount  Paid Amo
EX-000138 Actions v  08/06/2024 Waiting on Cost Center Jessica Sample Expense Report 27.00 0.00 2i
Manager - July 2024
EX-000139 ( Actions v ’ 08/06/2024 Approved expense report 1o test approval 10,500.00 10,500.00
for >S10k
EX-000126 ( Actions v 08/02/2024 Approved testing approval for 510k 5,100.00 0.00 5.10¢
EX-000107 07/31/2024 Paid Expense Report with multiple 1,900.00 1,900.00 Yes
cost centers
EX-000104 07/31/2024 Canceled Jessica Sample July expense 15.00 0.00 1%
report via desktop app on my
phone
EX-000105 ( Actions v 07/31/2024 Sent Back Jessica Sample expense report 1,850.54 300.00 1,55(
for Hotel
EX-000106 (" Actions v . 07/31/2024 Draft Expense report over the dollar 110,000.00 110,000.00
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How to Monitor the Status of a

Submitted Expense Report

5. Click on the Business Process tab

View Expense Report Ex-000138 Jessica Sample Expense Report - July 2024 &2
Pay To Status Personal Company Paid Prior Balance Applied Reimbursement Total
Employee: Jessica Sample Waiting on Cost Center Manager 0.00 USD 27.00 USD 0.00USD 0.00 USD 27.00 USD
Header Attachments Expense Lines
[
v =@
2 ftems Sont By. «
Expense Line
Sun, Jul 28
Brookfost 12.00 USD Screenahot 20240807 a1 944,57 AM, o0 ‘ Item Details
Coffee with Mission Team Member =EH8 Uploaded by Jessics Sample Screenshot 2024-08-07 at 0.44.57 AM.peg

Comment  (empty) Number of Persons * 2

Broakfast 15.00 USD
Example memo =M ltgmlz.ﬂon
Credit Card Transaction  07/28/2024 12.00 USD
Remaining Amount to 0.00/12.00 USD
Expense Date * 07/28/2024 ltemize
Expense ltem * Breakfast
Total Amount 12.00 2hems
Currency * USD

Go to Expenses Hub

6. View Awaiting Action(s) under the status column.

View Expense Report E£x-00013¢

Pay To Status Personal  CompanyPaid  Prior Bal \pplied  Resmb Total
Employee: Jessica Sample Waiting on Cost Center Manager 0.00 USD 27.00 USD 0.00USD 0.00 USD 27.00USD
Header Attachments Business Process Expense Lines
—_—
Business Process 31 items [i] ol .
Oue
Process Step Date Person (Up to 5) All Persons  Comment
) ‘ Drector
Expense Report Evert Approval by Construction Vice 0
President
Expense Report Evert Appeoval by Fleet Warehouse 0
Manager
Expense Report Evert Approval by Fleet Warehouse 0
Dwector
Expense Report Evert Approval by Fleet Warehouse Senior 0
Dwector
Expense Report Evert Approval by Fleet Warehouse VP 0
Expense Report Evemt Approval by Cost Center Manager Bobby Ghsolfo (Cost Center 1
(A Manager)
ltems perpage | 30 v 130 of 31 tems ¢ ¢ ° 2 > »
Go to Expenses Hub

Table of Contents




How to Monitor the Status of a

Submitted Expense Report

7. The supervisor(s) who need to take action/approve the expense report appear under the

Person column

IMPORTANT! Sometimes approval is needed by multiple supervisors. Check all

pages of the business process chart to see how many supervisors need to take action.

View Expense Report Ex-000138 Jessica Sample Expense Report

Pay To Status Personal Company Paid Prior Bak Applied Total
Employee: Jessica Sample Waiting on Cost Center Manager 0.00 USD 27.00 USD 0.00 USD 0.00 USD 27.00USD
Header Attachments Business Process Expense Lines
—
Business Process 31 items @ﬁ .
Due
Process Step Status. Completed On Date Person (Up to 5) All Persons  Comment
‘ ' Orector ’
Expense Report Evert Approval by Construction Vice Not Requered 0
President
Expense Report Evernt Approval by Fleet Warehouse Not Requwred 0
Manager
Expense Report Evert Appeoval by Fleet Warehouse Not Requwed 0
Owector
Expense Report Event Appeoval by Fleet Warehouse Senior Not Requred 0
Dwector
Expense Report Evert Approval by Fleet Warehouse VP Not Requwred 0
Approval by Cost Center Manager
() Mansger
Items perpage | 30 v 130 of 31 tems < < 1 m
Go to Expenses Hub

Note: Click on the the arrow or number(s) to view all of the pages of the

business process chart.

View Expense RepOI’t EX-0001 ca Sample Expense Report - July 2024 &3
Pay To Status Personal Company Paid Prior Balance Applied Reimbursement Total
Employee: Jessica Sample Waiting on Cost Center Manager 0.00 USD 27.00 USD 0.00 USD 0.00 USD 27.00 USD

Header Attachments Business Process Expense Lines

—
Business Process 31 items lm ol 8
Due
Process Step. Status Completed On Date Person (Up to 5) All Persons  Comment

Expense Report Event Approval by Cost Center Manager a Cindy Woodward (Cost Center

(AN) Manoger)

—
Items perpage | 30 ¥ | 3131of3mems

Go to Expenses Hub
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