Workday Expenses Hub Job Aid

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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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 Download and Access

Workday Mobile

1. Click on the App Store app (iPhones) or the 2. Search for “Workday” and click “Install” or
Google Play Store app (Androids) on your device. “Get” to download the Workday Mobile App.

N
ﬁ Note: Once downloaded, the
Workday app will appear on the
W home screen of your device.
y
3. Open the app on your 4. Type in the organizational ID goodwillaz or click the 5. Sign in using your
device and click Log in icon to access your device’s camera and scan the QR employee login
code. details
.éw‘ 28 “-TtTe
_ Access Workday on the go )
* Enter or scan your Organization ID & goodwillaz okta com
Welcome to Your Workday ' @8 coodwitaz 88 .
Your Organization ID: goodwillaz }
@ GoopwiLL §
Get the Workday mobile app and use your b
Organization ID to connect.
DOWNLOAD _—
’ Download on the —
" App Store
D ol
6. Confirm the login 7. Return to the Workday App, choose extra security 8. Begin using
push from Okta, if settings (e.g. Face |.D., PIN Code) or click “Skip”. Workday Mobile
prompted
- - 2:34¢ w T ;?t T e ":
- 5 —
- Create a PIN for a fast alternative way 1o log in
3 - ] Hello There
. N
Cu 2] i J 3 ] e d
= o e
Did You Just Try to Sign in?
Want 3 faster way 10 log in? Timely Suggestions
‘ou Have Assigned Learmi ng Vi
1 2 3 ot Looming >
4 5 6 Recommended For You
7 ¢ ’ @® = & o a2
0 rome e Ny tea e
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How to Setup Payment Elections

for Reimbursements (Desktop)

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 [m T@H,E
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 America
Default Currency uso

Number of Elections Allowed 1

i
s
2
é
£
g

X Chase ******1111 = O Balance

&« ()

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 (Desktop)

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

Payment Blections 1 tem e o
© Direct Deposin
*) Order  *Country “Currency Account *Balance / Amount / Percent
_:w Pay Card
A X United States of America ‘= | | X USD 5 Search : X Chase **s++*1111 : O Balance
X Direct Deposit

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 B=o B
Payment Elections
Account
Pay Type Payment Type Account Number Distribution Action
Regular Direct Deposit Chase ******1111 s 1] Balance
Yes
Expense Reimbursment Direct Deposit Chase ******1111 i b ] i Balance
Yes
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How to Setup Payment Elections

for Reimbursements (Mobile)

Payment elections for personal reimbursements must be setup before the team member can create expense
reports. It is not necessary for the team member to setup payment elections for reimbursements in the Workday

mobile app if If the team member has already set up their payment elections for reimbursements in the desktop

version of Workday.

12:48 - T - 2:34¢ W T -
1. Login to Workday Mobile and ARpe
click on the Benefits and Pay app Iy} =]
Hello There - - e
5 &
Expenses Time - . Aosence  ENPEROSS Pay
B e Note: Click on Apps at the =
. [c]
Timely Suggestions bottom of the screen if the e
e g Benefits and Pay app does not moE O
Hacommmeniad For Yo appear on your Workday Mobile - o —
© = 2 2 2 HomePage s[ofz "%
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How to Setup Payment Elections

for Reimbursements (Mobile)

3. Click the Expenses

account under Payment

2. Click Payment Elections 4. Select Direct Deposit or

Elections Requiring Setup

Pay Card
8:52 o T-. 8:52 T
e < @ { @
: IR
Your Benefits & Pay Q searc
@ Addrional Information
Tasks and Reports
QO Direct Deposit
(Plym.nl ﬂ'c(lom)l( Change wn-) (" My Tax ;::)m:: -
Overview Accounts 1 e O PaycCard
Most Recent Pay s L=
Your next pay day is September 13, 2024 Checking
Add
Take Home Pay
P ems
ey ayment Elections 2 It;
Regular
7 oot
Current Benefit Costs Payment Elections Requiring Setup 1 Item
Ex
’
4
9:28 W T .
8:62 “-o- Cancel PaymentElection A
. 5. Select Balance
® Payment Order
Close Distribution 1
O Balance Country *
X United States of America -
Currency *
X UsD =
6. Make the appropriate —
. . X Direct Deposit =
selections and click Save
Account *
X Chase **w+s* =
Distribution *
X Balance =
<+  Add
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

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

Organization
Personal @ Expenses Hub ¢
PN Expenses Hub 4—
Benefits and Pa =] .
| Y | O  Overview
Lufeli0 Favorites
Learning ' Payslip @ Expense Reports
ip informatio
Time
EJ Expense Transactions
. e Contact |
Personal Information
N to review yo
swed ] ADSE"CC e [<1 Payment Elections
€§} Time Off and Leave
M (14 b}
2. Click “Create Expense Report
§§». Expenses Hub . My Expense Transactions
i Create Expense Report | Edit My Expense Transactions »
88 Overview 4 b '
Expense Reports Credit Card Transactions (10) 25 dems
Expense Transactions ;’::-.::"A: Transaction Status Traneaction Date Expense ltem Merchant Charge Description Transaction Amount  Currency

Travel Profile

B o [0 &b

Payment Elections
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

3. Review instructions and important information on the right side of the form.

Create Expense Report R

Expense Report Information Instructions

"0

« DO NOT CHANGE THE EXPENSE REPORT "COMPANY'. THE "COMPANY ON EXPENSE LINE CAN BE
CHANGED T! COMPANY FOR THRIVE OR AGES, BUT WILL CHANGE IT FOR ALL THE
EXPENSE L)

B Preate Contact WDEM DS eiew gredeilal

Note: Most information auto-populates according to the cost center and related

work tags that the team member is assigned to in Workday.

4. Create a "New Expense Report”

v Expense Report Information

Expense Report For * Employee: Christine McBride

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 Transactions

on Company Credit Cards (Desktop)

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

month and year.

Memo * | Jessica Sample Expense Report - July 2024

Company * | x Goodwill of Central &
Northern Arizona

Expense Report Date *| 08/06/2024 @

IMPORTANT! DO NOT CHANGE THE COMPANY FIELD!

Memo * | Jessica Sample Expense Report - July 2024

Company * | x Goodwill of Central &
Northern Arizona

Expense Report Date * | 08/06/2024 @

6. 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 menu.

Company * | x Goodwill of Central & = Company on Expense Line[ x Goodwill of Central & 22—
Northern Arizona Northern Arizona
Search
Expense Report Date *| 08/06/2024 @
¢ Intercompany Affiliate
Company on Expense Line * | x Goodwill of Central & — BoskOanian ” Companies
Northern Arizona . AGES Arizona Goodwill
Education Services
Region * Goodwill of Central & Northern
Cost Center * | % 150515 Human Resources = Arizona
Business Unit * Goodwill of Central & Northern
. - Arizona Foundation
Region * X Human Resources =
» GWCRE, LLC
Additional Worktags
Business Unit * | X Administrative Overhead - = Thrift Express, LLC
. —_ 2 ( Thrive Development Group LLC
Additional Worktags = Credit Card Transakt \va Developme U
Thrive Food Services Group, LLC
Select All
Credit Card Transactions Thrive Housing Group, LLC
_|
Cancel
Select All
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

Note: Project codes can be added under Additional Worktags. This is only recommended if all
transactions in the expense report need to be tagged to a single project. Project codes for

individual expenses should be added to the expense line. See the image in step 11 for details.

Cost Center * | X 150515 Human Resources - =
Region * | X Human Resources - =
Business Unit * | X Administrative Overhead =

Additional Worktags

7. Click OK

s

8. Click the Select All check box to select all available transactions that are not already

on an expense report and then click OK.

Note: Transactions can also be individually selected by clicking the check box next to

each transaction.

Credit Card Transactions
Select All

Include? Transaction Date Expense item Merchant Charge Description/Memo Amount Currency

@S

Last 4 Digits of
Credit Card

Corporate Credit Card Billing
- Number

ccccc t

VISA 0705

Cancel
N ~
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

Note: The left of the screen shows all transactions included in the report. Workday automatically

assigns an expense report number as indicated in the header of the form (EX-000138).

Create Expense Report £x-000138 Jessica Sample Expense Report - July 2024 @3

© Expense Lines

Sun, Jul 28

) Itemization
o Droo files here
o
es A

Expense Line

Sun, Jul 28

Item Details

Number of Persons * | 1

Itemization

Select files

Add

Receipt Included E]

Save for Later Close

Note: Some expense item categories (e.g. travel related costs and meals etc.) will
prompt the user to choose additional selections under the ltem Details section of the

form for more information.

Table of Contents




How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

IMPORTANT! Some expense items are categorized difFerently in the Expenses
Hub than in Concur. The expense item “Travel” is no longer an option. Instead,
travel related expenses are categorized by items that are more speciﬁc. See the

chart below for details.

Expense ltem (Expenses Hub) | Expense Item Group (Concur)
Breakfast Meals and Entertainment
Lunch Meals and Entertainment
Dinner Meals and Entertainment
Agency Booking Fees Travel
Airfare Travel
Airline Fees Travel
Public Transport Travel
Tolls/Road Charges Travel
Uber/Lyft/Taxi Travel
Hotel Travel
Car Rental Travel
Parking Travel
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

10. Drag and drop or click the “Select files” button to upload a copy of the receipt of the

transaction and then select the “Receipt Included” checkbox.

IMPORTANT! Receipts are required for all transactions except for personal

mileage reimbursements.

rt By
Expense Line
Sun, Jul 28
Breakfost e o Item Details
0
Drop files here
Number of Persons * | 1
< or
0
‘ ‘ Itemization
{ Select files )
Use the button below only if your company's expense poli
temizations
Credit Card Transaction 7/28/2024 15.00 USI Add
Expense Date * 07/28/2024
v
Expense Item * X Breakfast Receipt Included .
Total Amount 15.0(
Save for Later ) | Close

y requires

11. Enter the business purpose for the expense in the memo section

Breakfast 15.00 USD Item Details
. o Drop files here
Number of Persons *
0 . .
4 Itemization
Select files

Use the button below only if your company’s expense p reqd
temizations

Credit Card Transaction 7/28/2024 15.00 USD :';‘ Add

Expense Date

Expense ltem * | X Breakfast = Recelpt incheded

Total Amount

Currency

Memo

Company x Goodwill of Central & —

Northern Arizona
*Cost Center X 150515 Human Resources = Note: PrOJeCt COdeS For |nd|V|dua|
*Region X Human Resources = M
: transactions/expenses can be added
*Business Unit x Administrative Overhead = . .
under Additional Worktags.
Additional Worktags =
i Save for Later \ g Close
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

IMPORTANT! If transactions need to be itemized make sure to itemize
every necessary transaction before su bmitting the expense report. See

pages 19-21 for steps on how to itemize transactions.

I
[l
6]

Expense Line

T Item Details

Sun, Jul 28 Comment Example receipt Number of Persons * | 1

Breakfast - - izati
Exam (" Uoiosd Itemization
ploa
P exper q
(1] Credit Card Transaction
Expense Date Add
Expense ltem * x Breakfast =
Receipt Included
Total Amount
Currency

Ve ~N
( Save for Later ) Close

12. Click the next transaction from the column and repeat steps 8-10 for all transactions

on the expense report.

Note: The red exclamation point (') icon is an alert that indicates action is

needed on a transaction.

H ttach t Expense Lines
Sort B
Expense Line
Item Details
Sun, Jul 28 Comment Example receipt Number of Persons * | 1
Breakfast . .
Itemization
Example me Upload
£ pense pol 1
4] Credit Card Transaction
Expense Date Add
Expense Item * X Breakfast
Receipt Included
Total Amount
Currency * USD
Ve N\ N\
( Save for Later ) | Close
. SN y
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How to Create an Expense Report for Transactions

on Company Credit Cards (Desktop)

13. (Optional) Click the Add button and then “Credit Card Transactions” to add
additional additional credit card transactions or select “New Expense” to add expenses

for personal reimbursements (e.g mileage).

Note: This option will only appear if there

are transactions that are not already

1 item assigned to an expense report. Otherwise,
Credit Card Transactions
Sun, Ji clicking the Add button will directly route

New Expense . .
the user to the new expense line page in

12.00 USD
= @ the form.

Note: To add mileage for personal reimbursement to the expense report, refer

to pages 22-27 of the guide.

14. Click the Submit button to complete and the expense report.

< Save for Later ) < Close >

Note: The team member can monitor the status of the report as the it moves

through the business process. See pages 46-49 for more details.
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How to Itemize Transactions (Desktop)

1. Once all required information has been entered for the expense, click the add button

to begin itemizing the transaction.

3 itemns Sort By. ~ N @
Expense Line
Screenshot 2024-08-07 at 9.44 57 AM pog &1 Item Details
Uploagded by Jessaca Sample
Sun, Jul 28 Comment “ "

Breakfast 15.00 USD

Example memo e Itemization

Use the button below only if your company’s expense policy requires
Breakfast 12.00 USD temizations.
Coffee with Mission Team Member se8 Credit Card Transaction 07/28/2024 12.00 USD

Cpemseome  + 07282028

Expense ltem * X Breakfast =
Receipt Included | |

Total Amount 1200
Currency * USD
Memo Coffee with Mission Team Member
Company x Goodwill of Central & =

Northern Arizona
*Cost Center X 150515 Human Resources - =
*Region X Human Resources - =

EED Coee) (o)

2. Click the add button again on the pop up window.

Remaining 12.00/12.00 USD Number of Persons * 2 0]

Expense Date * | 07/28/2024 [

Expense Item * X Broakfast

Total Amount * | 0,00

Note: This action adds another

comuy [ x Compstommut . = “Itemization line” so the transaction can
g —————X- be divided and broken down (itemized).

Clicking the add button again will further

Additional Worktags

— divide the transaction for itemization.
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How to Itemize Transactions (Desktop)

3. Edit the necessary information including the total amount.

1 |

Remaining 7.50/12.00 USD Number of Persons *

Expense Date * | 07/28/2024 [

Expense Item * | X Breakfast

Total Amount * | 4.50

Memo Black coffee ’

Company x Goodwill of Central &
Northern Arizona

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

Additional Worktags

Personal Expense D

Remaining 7.50/12.00 USD Number of Persons * | 2 ’

07/28/2024 [

Expense Date *

Done

Note: The remaining balance of the transaction automatically calculates and appears

at the top of the “itemization line”.

Note: Click the trash can icon to delete an itemization line.
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How to Itemize Transactions (Desktop)

4. Scroll down and edit the necessary information for the remaining itemization line(s).

Note: Change the cost center if necessary to expense the remaining balance to a

different business. The region and business unit will automatically populate.

Remaining 0.00/12.00 USD Number of Persons * | 1 @

Expense Date * | 07/28/2024 [

Expense Item * | X Breakfast =

Total Amount *

Memo Coffee with Mission Team Member
Company % Goodwill of Central & =
Northern Arizona
*Cost Center x 149000 Mission Services =
Management

*Region % Mission Management =
*Business Unit % Mission - =
Additional Worktags =

Personal Expense D

IMPORTANT! The remaining balance of the transaction must calculate to $0.00 after

all itemizations have been entered to proceed.

5. Click Done when all itemizations have been entered.
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How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

Note: Click the Add button and then “Credit Card Transactions” to add additional

additional credit card transactions or select “New Expense” to add expenses for

personal reimbursements (e.g mileage).

Note: This option will only appear if there
“ are transactions that are not already
1 item assigned to an expense report. Otherwise,

Credit Card Transactions

Sun, Ju clicking the Add button will directly route
New Expense . .
the user to the new expense line page in

12.00 USD
= @ the form.

OR Create a new expense report, if necessary.

My Expense Reports  Jessica Sample -+ X5 o
g8 @ Expenses Hub I« ST
E:I Create Expense Report ) Find Expense Reports )

B8  Overview
Q@ | (®  Expense Reports My Expense Reports 12 items G = E
5] oo
olle Expense Transactions ¥
Cn
Expense Total Reimbursement  Worker C
O] P.Ym.m Elections Expense Roport Actions Report Date Status Memo Amount Amount  Pald Amo
ﬁ EX-000126 08/02/2024 Approved testing approval for 510k 510000 0.00 51
ﬁz} EX-000107 07/31/2024 Pald Expense Report with multiple 1,900.00 190000 VYes
COst comers
EX-000104 07/31/2024 Cancele d Jossica Sample July expense 15.00 0.00
report via deskiop app on my
phone
EX-000105 ( Actions v 07/31/2024 Semt Back Jessica Sample expense report 1,850 54 300.00 1,58
for Hotel
EX-000106 ( Actions v 07/31/2024 Draft Expense report over the dollar 110,000.00 110,000,00
threshhold
EX-000094 07/29/2024 Approved Jessica Sample July 2024 1,086.60 0.00 1,08¢
Expense Report
@ EX-000095 07/29/2024  Approved Jessica Sample July2 expense 47481 0,00 47
report
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How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

IMPORTANT! Team Members are only reimbursed for mileage that
exceeds their normal commute. Mileage reimbursements are distributed
to cover the difference. No need to submit mileage for travels that are

equal to or shorter than your normal commute.

IMPORTANT! Team members who travel to multiple sites within the same

day need to create a new mileage reimbursement expense line for every leg

of their travels.

1. Select “Mileage Reimbursement” under Expense ltem

1 item ":j

Expense Line
Instructions

Drop files here This Distance Calculation for Expenses feature uses Google Maps to calculate
an estimated driving route distance between the addresses you submit in the

address fields below. By submitting Information to these address fields, you un

derstand and agree that the following terms of service and privacy policy apply

< Select files > (1) Google Terms of Service
Note: Select the appropriate

o

Expense Dote * | 08/08/2024 [

* | LXCMonge Betntersument ' expense item category to submit for

personal reimbursements for other

Total Amount 0.00
Currency * USD b od .I
. expenses besides mileage.
o — o o
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
by his or her automobile insurance company for travel that is busi
ness or not personal in nature

*Cost Center X 150515 Human Resources

m ( Save for Later ) ( Close )
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How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

2. Review the important information on the right of the screen. 3. Enter the business purpose the memo.

Expense Date * | 08/08/2024 [=] } Google
—— Currency * USD
Expense Item * | X Mileage Reimbursement = -
L ) Personal Car Mileage Reimbursement: . X
Rates Used 0.655 + Mileage reimbursement for personal car use for business Memo Off S]te Meetlng
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 GOOdWI" Of Central & s—
* USD change annually based on IRS guidelines. Company X . H—
Currency * Mileage reimbursement is intended to cover gas, vehicle mainte- Nonhern Arizona
( nance and insurance.
Memo « All mileage reimbursement must be processed through the online
) ) expense reporting system, within a standard monthly expense
Company x Goodwill of Central & = report (
Northern Arizona + Request for reimbursement must be included in an expense report %, e 4—
: that is processed within 60 days of the actual travel COSt Center X 1 5051 5 Human Resources —
« Drivers should be aware of the extent of coverage (if any) provided
*Cost Center X 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 - H—
*Region \ X Human Resources = ‘ Deductible/Non-Deductible Mileage
*Business Unit % Administrative Overhead = ] + Commute miles (from/to home to/from assigned work location) . . .. . " —
are not reimbursed. *Business Unit X Administrative Overhead =
. s « 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. Add|t|ona| Worktags —
Item Details

4. Under the [tem 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

|
OfiginAddress | % Home Address = IMPORTANT! Record your
— “One-Way Daily Commute
Destination Address * | x 2626 West Beryl Avenue, - - y
Phoenix, AZ, USA Distance mlleage for your

records. Your personal one-way

Unit of Measure for Distance Miles

commute mileage is needed to

Estimated Distance of Driving * 9.4

Route
accurately calculate the
One-Way Daily Commute ‘ 9.4 ’ 5 .
Distance appropriate mileage to expense.
Round Trip D
Distance to Expense *0

Receipt Included E]
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How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

5. 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 Mmiles Home Address

Estimated Distance of Driving Route * 15.4

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

Receipt Included |

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

Commute Distance” section

Item Details

- *

Origin Address x Home Address

Destination Address * | % 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 ‘ 9.4

Round Trip |

Distance to Expense * 6

Receipt Included \:\

Table of Contents
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calculate the mileage as
information is entered. As shown,
for example, 15.4 subtracted by
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way).




How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

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

m|
" )
Item Details
iqi *| X =
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 9.4 ‘
Round Trip
Distance to Expense * 12

-

Receipt Included

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

expense report, click the Submit button to complete.

Pay To Status Personal Prior Balance Applied Reimbursement Total
Employee: Christine McBride (On Leave) Draft 0.00 USD 0.00 USD 6.16 USD 6.16 USD
Header Attachments Expense Lines
—
2items Sort By: ~ @
Expense Line

Instructions

This Distance Calculation for Expenses feature uses Google Maps to calculate
an estimated driving route distance between the addresses you submit in the
address fields below. By submitting information to these address fields, you un-
derstand and agree that the following terms of service and privacy policy apply

Drop files here
Fri, Aug 9
or
Mileage Reimbursement 6.16 USD

Example Select files (1) Google Terms of Service

(2) Google Maps/Google Earth Additional Terms of Service

(3) Google Privacy Policy

Expense Date * | 98/09/2024 [ Google

Expense Item * | X Mileage Reimbursement

Personal Car Mileage Reimbursement:

Rates Used 0.655 « Mileage reimbursement for personal car use for business
purposes.
Total Amount  6.16 « Reimbursement for use of a personal automobile is based on the

Company’s mileage reimbursement rate. This rate is subiect to
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How to Add Personal Mileage Reimbursement

to an Expense Report (Desktop)

9. To add a new expense line to an expense report, click the Add button.

Pay To Status Personal Prior Balance Applied Reimbursement Total
Employee: Christine McBride (On Leave) Draft 0.00 USD 0.00 USD 6.16 USD 6.16 USD
Head Attachments Expense Lii
2items SortBy: -~ @
Expense Line
Instructions
Drop files here This Distance Calculation for Expenses feature uses Google Maps to calculate
an estimated driving route distance between the addresses you submit in the
Fri, Aug 9 o address fields below. By submitting information to these address fields, you un-
derstand and agree that the following terms of service and privacy policy apply:
Mileage Reimbursement 6.16 USD
Example Select files (1) Google Terms of Service

(2) Google Maps/Google Earth Additional Terms of Service

(3) Google Privacy Policy

Expense Date r‘ 08/09/2024 [ Google

Expense Item * ‘ X Mileage Reimbursement
L Personal Car Mileage Reimbursement:

Rates Used 0.655 * Mileage reimbursement for personal car use for business
purposes
Total Amount  6.16 « Reimbursement for use of a personal automobile is based on the

Company’s mileage reimbursement rate. This rate is subiect to

ED o) Com )

10 Repeat steps 1-8 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 leg

of their travels.

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

of your expense reports and the reimbursement amount.
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How to Add Personal Mileage Reimbursement

to an Expense Report (Mobile)

12:48 w T .

. o 1. Login to Workday Mobile and zi;;s v -

click on the Expenses app

— :
Note: Click on Apps at the e A =
bottom of the screen if the . ‘ M
Expenses app does not appear on 3 m_

— your Workday Mobile Home Page er
Recommended For You seSeee S-S S——
(R acarare Bk "

2. Click Create Expense Report 3. Enter all necessary information

1. Enter the name of the expense

. . - 2:37¢ w T - 3
3¢ . - i report (team member name, month
(A ] Expenses
NS \ and year).
Jane Doe Expense Report August 2024
_— ‘/ D T CHANGE THE
Available Expenses Expense Roport Date *
M v tos sty w2724 B 2. If the expense needs to be assigned
S | [F———— to a different company select the

Enter Quick Expense

appropriate option under the

© - "Company on Expense Line" section.
zzws:ae:uw :ww Note: The Cost Center, Region and
[Corseemmern | - : Business Unit will auto-populate.
o 3. Click Done
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How to Add Personal Mileage Reimbursement

to an Expense Report (Mobile)

. Note: Receipt: ot needed f« . .
4. Click New Expense oa: TeceIpEs are AC needed Tor 5. Enter all relevant information

personal mileage reimbursements.

1. Enter the date of the expense

2. Click the expense item
U4

Add Antachments

section > type mileage in the

search bar > select mileage

|+ A Baiad I Expense Date * .
owosr202 1 = reimbursement
Expense ltem *
X Mileage Reimbursement = Close Expense Item
Rates Used
e Q Mileage X
Total Amount
0.00
Currency * O Mileage Reimbursement
GETED = .
o F— 3 3. Enter the business purpose

for the mileage expense

6. Scroll down and enter all relevant information

1. Enter the appropriate origin and destination addresses

I .=  2.Enteryour personal one-way mileage commute
e " distance under the “One-Way Daily Commute
e Distance” section, if applicable
R 3.Select the “Round Trip” check mark, if applicable
"~ | 4Click Done

Under the Item Details section, Item Details
2 enter your home address under Origin Address * % Home Address E‘
the Origin Address section and Destination Address | 2625 west ser Avnue, ;;’
Phoenix, AZ, USA
your regular work site address st of Mesure for istance Wies

under Destination Address to EsimatedDiarce ot g+ 9.+ s
calculate your personal one-way One Way Daly Commute " |
Distance

distance commute. Round Trip 0

Distance to Expense *0

Receipt Included | |

Table of Contents




How to Add Personal Mileage Reimbursement

to an Expense Report (Mobile)

7. Review the information on the page and then click Done

Note: Alternately, click the Add Another button to add another

. expense line to the report. Team Members who travel to multiple
2:406 w T

Cancel Tof1 A v | h | |
P of their travels.
b::;. 3 fil Delete Do Another
Expense Rem *
- Mileage Rewmbursement
-
D
8. Click Review 9. Click Submit 10. The next steps in the business

process appear on the screen.

Jane Doe Expense Report August 2024

Tue, Aug 27

Success

Mileage Reimbursement
Mileage to Oak and back 27.34USD Reimbursement
27.34USD Up Next

0 Approval by Cost Center Manager (All) ~
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How to Add a Personal Expense for

Reimbursement to Expense Reports (Desktop)

1. Click the Add button to add additional expenses to the report.

e ——— T —
—_—
E o
Tl By
Expense Line
o Item Details
>ty
San o 78 Cormment 1 aamphe secept Marrber of Persons
S thu -
| ftemization
Une e bn - - L - e
MW e
o Coodt Cord Trarmaction  O7/202024 14 00 USD
Lapenise Date . QTN ( Al \
Lagarise Bern L = Bewablant

Total Amourt

Note: This option will only appear if there
are transactions that are not already
assigned to an expense report. Otherwise,
clicking the Add button will directly route
the user to the expense line page in the

12.00 USD form,

OR Create a new expense report, if necessary.

@IWM -

B

R Capense Reparts
R Lt T

B CapeseTrommactons 00 . ]

T Payveedt [lectans

Tashs

[—1]

Needs sttenton

p— Tiarsnitumns To Eagurrie

SR04 D Lanmge
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How to Add a Personal Expense for

Reimbursement to Expense Reports (Desktop)

3. Enter all required information and upload the receipt.

Expense Line

IMAGE JPG 8
? Successtuly Upioaded
Comment
(4] Itemization

Use the button below only if your company's expense policy requires itemizations.

This is intended for internal employee engagement for food and meals. This would include

Tue, Sep 24 holiday parties and lunch meetings ect

Paid with Corporate Card
=

Expense Date * g9/24r2024 ) \ Al )

Expense ltem * x Employes Engagement - = Receipt Included
Total Amount * 3587
Currency * UsD
Memo Lunch meeting
Company x Goodwill of Central & =
Northern Arizona

*Cost Center x 150522 Enterprise Project -

Management Office (EPMO)
“Region EPMO =
*Business Unit Agmunistrative Overhead =

LAAMANl Warktane =

EED Coirne ) (o )

4. Uncheck the “Paid with Corporate Card” check box

Paid with Corporate Card M Paid with Corporate Card ]

Expense Date * 89/25/2024 [ Expense Date * | 99/25/2024 [

Expense Item % x Employee Engagement - = Expense Item *  x Employee Engagement - =
Food/Meals Food/Meals

Total Amount * 7.58 Total Amount *| 7.58

Currency * USD Currency * USD

Memo Coffee Meeting Memo Coffee Meeting

Company x Goodwill of Central & — = Company x Goodwill of Central & =
Northern Arizona Northern Arizona

5. Click Submit to finalize the expense report OR click Add to add more transactions

to the report.

Header Attachments Expense Lines

Quick Expenses

New Expense

Table of Contents




Quick Expense(s) FAQs

What Is A “Quick Expense”? A quick expense is a transaction that is manually
documented in the Workday Mobile App, but not yet added to an expense report.

Why Create Quick Expenses? Creating quick expenses allows users to—quickly—

document transactions and/or receipts to compile into an expense report at a later time.

Do GCNA Team Members Have to Create Quick Expenses? No. Creating quick
expenses is an optimal feature that is designed to simply save the team member time
when creating expense reports. Team members who do not create quick expenses in
the Workday Mobile App will not see them appear in the Expenses Hub in the
Desktop version of Workday.

How To Create Quick Expenses? Quick expenses are documented/created in the
Workday Mobile App in two different ways but can be viewed, edited, deleted and
added to expense reports in in the Expenses Hub App in the Desktop version of
Workday.

What Are The Two Ways That Quick Expenses Are Created? Quick expenses can be
created by scanning a receipt and/or by entering a quick expense in the Workday

Mobile App.
What is the Difference Between “Scanning a Receipt” and “Entering a Quick Expense”?

Scan Receipt: Clicking Scan Receipt prompts the user to take a
picture of a receipt. This allows the user to quickly document
@ e the receipt and return to it a later time to add the expense

details and assign it to an expense report.

Enter Quick Expense: Clicking Enter Quick Expense prompts
the user to manually enter information about an expense in an

expense line not yet assigned to an expense report. A receipt

can also be photographed and uploaded to the expense line. This
allows the user to quickly document details of an expense with a
receipt and return to it a later time to assign the expense line to

— an expense report.
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How to Create Quick Expenses in the

Workday Mobile App (Mobile)

How to Create a Quick Expense Option 1: Scan A Receipt

- Z;:s “w T
- 1. Login to Workday Mobile and & p ‘;%
Hello There click on the Expenses app - e oo
9|6 = 8 @ &
M&,,N:” Note: Click on Apps at the bottom E =
Vou o esgrd oo f th if the E T
- . of the screen if the Expenses app . -
does not appear on your Workday o
0% 2

Recommended For You
® - = o 2~ Mobile Home Page
Mome s fea Profie

My Tashs

2. Click Scan Receipt

3. Take a picture of the
receipt and wait for Workday

-
Q Expenses
o sowmng. om0 oot vy X
muu.:u. Expenses - to scan it to extract relevant
A o s b o sty o ot O S50 e - | information.
Tue, Sep 24
G s Bps
= R w0 Note: The team member can
© ¢ continue working in the
EZ"!Z"R"“" - Mobile App while the receipt
R— is being scanned.
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How to Create Quick Expenses in the

Workday Mobile App (Mobile)

9:57 ol LTE -

< @ + - Note: Once the receipt has been scanned, information that

1 expense added
Scanning - feel free to continue working

could be extracted from the receipt will populate (e.g. date of

x

transaction, merchant, amount and currency). A blue circle

O Reem : will also appear by the receipt to indicate that the scan is
—— complete.
'E] lvjeceipt .

IMPORTANT! Team members can exit the Mobile App at
this stage and return to the receipt/quick expense at a later
time to enter/edit information and assign it to an expense
report. The remaining process can be done the Desktop

version of Workday.

The receipt can be found in the Desktop version of Workday by navigating
to the Expenses Hub > Click the Expense Transactions tab > Click the

Quick Expenses tab to view your receipts.

@ Expenses Hub

My Expense Transactions XZ o

ag @ Expenses Hub I«

( Create Expense Report ) ( Edit My Expense Transactions )

(23 Payment Elections

:
& 88  Overview
U&l @ & Reports Credit Card Transactions
EJ  Expense Transactions
@ Quick Expenses (1) S items ’D @ T[S E
. Tr
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How to Create Quick Expenses in the

Workday Mobile App (Mobile)

How to Create a Quick Expense Option 2: Enter A Quick Expense

2:3446 “w T
Apps
1. Login to Workday Mobile and & B &
click on the Expenses app [B] 3 @
Note: Click on Apps at the bottom =]
oo Hove et Lo p of the screen if the Expenses app ﬁ = =
e & does not appear on your Workday R
Recommended For You .
AN . Mobile Home Page = mrmrwr
O = = < = 8 @ =2 2 &
Home o0t Wy Tashs Fed Profde
== “ = 957 ol LTE .
R Expenses ~ Cancel Done
"/ IMAGE. jpeg
o (2 2. Click Enter Quick Expense ‘ I%‘r,' ‘
£33
Available Expenses :
2198 USD
expense . Date *
3. Enter the expense details (e.g. S -
| — | date of transaction, expense ——
. . — . X Employee Engagement - Food/Meals —
item category, merchant,
@ o . Merchant
amount, and business purpose
‘E:i?::-seR Amount Currency
e for the expense). - —
A - Memo
Coffee meeting
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How to Create Quick Expenses in the

Workday Mobile App (Mobile)

4. To upload a receipt to the 5. Select Take Photo, Choose 6. Add a comment for the
expense line click Add Photo from your camera roll or  receipt (optional)
Attachments Import an Attachment

[ m™acejpeg

Comment

Bashas Receipt

B Ocle
i Close
— Take Froe gwer rtyuiop
_ e asdfghjk I
R Import Attachment
p— & z x ¢ vbnm @&
— ) , 123 space return
957 - . ]
7. Click Done 057 - IMPORTANT! Team
F"‘ s < @ +_© 8 members can exit the
" I toonig- by I Mobile App at this stage
Date
. - and return to the qunck
D ‘j?::'?—’] detals will autofill -
TT—— ’ ‘ expense at a later time to
= [mployee Engagement  Food Meals TUE, 32924 . .
- g e ‘ I and assign it to an
o c expense report. The
remaining process can be
termectns done the Desktop version
of Workday.
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How to Create Quick Expenses in the

Workday Mobile App (Mobile)

The “quick expense” can be found in the Desktop version of Workday by navigating

to the Expenses Hub by hovering over the Personal icon on the Workday homepage
> Click Expenses Hub > Click the Expense Transactions tab > Click the Quick

Expenses tab to view your receipts/quick expenses.

Persona I |EXPEHS€'SHub ﬁ

Benefits and Pay
More Favorites
Learning

Time

Personal Information

Good Morning, Christine Calcara

Q Search

Announcements

= e ~~ forms in Workday: * Type My A..

1 Payslip
View Payslips >
ip information to ensure accuracy

e Contact Information Updated

aa @

1of1 < >

Now Available - View and Access

Your 2025 ACA 1095-C Forms in ...
There are three ways you can view your

EJ  Expense Transactions
&

- (£ Payment Elections

N to review your Contact Information and Update Contact Info
Absence ate
Saved
{§} Time Off and Leave
My Expense Transactions =
g8 @ Expenses Hub |+ yee -
N ) )
E—‘ Create Expense Report ) | Edit My Expense Transactions
B8 Overview N\
00 (B  Expense Reports

Credit Card Transactions

Quick Expenses (1) S iten

Quick Transaction
Expense Attachment Status

Table of Contents
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How to Add Quick Expenses Made on Company

Credit Cards to an Expense Report (Desktop)

IMPORTANT! A “Quick Expense” made on company credit card must be linked to its
corresponding credit card transaction to add it to an expense report. An error alert
appears and blocks the user from submitting the expense report if the quick expense

and its corresponding credit card transaction is not linked.

Errors

1. Page Error
Paid with Corporate Card Checkbox Error
If this is an out of pocket expense, clear the Paid with Corporate Card check box. If you used a corporate credit card, follow these steps to link the expense to the credit card transaction
1.Delete this expense line
2.Add a new line and select the related credit card transaction.
3.Link the Quick Expense or Travel Booking Record to the credit card transaction line when applicable

To add a quick expense to an expense report complete the steps in the following

procedu re:

1A. If necessary, Create a New Expense Report > Select the Appropriate Credit Transaction(s)

Credit Card Transactions

Select All

4 tems

Quick Expenses

9z @ Expenses Hub I«
New Way to Submit

Expenses
Overview Did you know there’s an easy way to

B ] e
3 3 PNSE 1OCH < ?
send expense receipts to Workday Trslaotion! Dete Dpense hem Merchant
0lo (® Expense Reports ) 09/06/2024 PHOENIX AIRPORT 0638
Share with Workday Mobile App
Upload photos of receipts from your device
ES  Expense Transactions using the Workday mobile app for i0S or 09/08/2024 LA MADELEINE
@ 31 Payment Elections 09/08/2024 AMERICAN Al
09/11/2024 1488-PHO TODAY S4-R32
Tasks

N

O R Header Attachments

1B. Navigate to the Expense Lines tab of an “
expense report in progress and Click Add >

. . Credit Card Transacti
Credit Card Transactions

Quick Expenses

New Expense
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How to Add Quick Expenses Made on Company

Credit Cards to an Expense Report (Desktop)

2. Select the appropriate credit card transaction from the side bar on the left, and then click the

stacked bars icon in the “Linked Quick Expense” section of the form.

2items SortBy: + .
Expense Line

Sun, Sep 8

LA MADELEINE

Drop files here

or

Select files

Wed, Sep 11

1488-PHO TODAY S4-R32 3.59 UsD

Linked Quick Expense

Receipt Included

3. Click All Quick Expenses to see a list of all quick expenses not yet assigned to an expense

report OR Click Suggested Matches to see the quick expense(s) Workday suggests as the match

for the credit card transaction. Then select the appropriate quick expense option that matches

the credit card transaction.

Select files

All Quick Expenses >
Suggested Mlches >

Search

Linked Quick Expense

( Select files )

All Quick Expenses >

Suggested Matches

Search

Linked Quick Expense

& All Quick Expenses

. 09/08/2024 La Madeleine 8.98
UsD

() 09/11/2024 Paradies 3.59 USD

Search

Linked Quick Expense

Expense Line
Sun, Sep 8

LA MADELEINE

898 USD
|~}

o

Wed, Sep 11

1488-PHO TODAY S4-R32 3.59 USD
=9

Linked Quick Expense

Note: Workday automatically scans the receipt uploaded in the quick expense to identify the date

of the transaction, merchant and amount to populate the Suggested Matches option(s) for credit

card transactions.
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How to Add Quick Expenses Made on Company

Credit Cards to an Expense Report (Desktop)

4. Review the information and edit/enter all required information, if applicable.

Note: The receipt and any information that was entered in the quick expense

should automatically populate once the quick expense is selected.

Linked Quick Expense x 09/08/2024 La Madeleine . =
Receipt Included
IMG_6070.JPG
o

09/08/2024 8.98 USD

Credit Card Transaction

Expense Date * 09/08/2024

Expense Item * x Employee Engagement -
Food/Meals

Total Amount 8.98

Currency * USD

Memo Coffee Meeting

Company x Goodwill of Central & —
Northern Arizona =

*Cost Center x 150522 Enterprise Project
Management Office (EPMO)

*Region X EPMO (---

X Administrative Overhead

*Business Unit

Additional Worktags

5. Click Submit to finalize the expense report OR click Add to add more

transactions to the report.

Header Attachments Expense Lines

Credit Card Transactions

Quick Expenses

New Expense
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How to Add Quick Expenses Made on a Personal
Payment Method to an Expense Report For

Personal Reimbursement in Workday (Desktop)

IMPORTANT! Quick expenses made on personal payment methods are considered

personal expenses but appear under the “Quick Expenses” tab in Workday when they

are documented via the “Scan Receipt” and/or “Enter a Quick Expense” actions in the

Workday Mobile App.

88 @ Expenses Hub I« New W Submit
ew Way to Subm
¢ | e oy 1A. If necessary, Create a New Expense
a Overview Did you know there's an easy way to . .
oond xparesrcus o W Report > Click the Quick Expenses tab >
0lo (%  Expense Reports
Share with Workday Mobile App . .
B3 Expense Tronsactons Select the appropriate Quick Expense(s)
@ 23 Payment Elections
Credit Card Transactions Quick Expenses
Select All
y m ‘-1
Include? Date Expense tem Merchant Charge Description/Memo Amount  Currency Attachment
Q L
Qf 092024 Paadkes n
[ o )
1B. Navigate to the Expense Lines tab of an expense report in progress and Click Add > Quick
Expenses
Header Attachments Expense Lines
IMPORTANT! The “Quick Expenses”
option in the expense line only appears if
Add

Credit Card Transactions

Quick Expenses

New Expense

a quick expense was already created in
the Workday Mobile App and has not
already been assigned to an existing

expense report.
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How to Add Quick Expenses Made on a Personal
Payment Method to an Expense Report For

Personal Reimbursement in Workday (Desktop)

2B. Click on the Stacked Bar lcon > Select the Appropriate Quick Expense Option(s) >
Click OK
||

Add Quick Expenses

=D

2. Review the information and edit/enter all required information, if applicable.

Note: The receipt and any information that was entered in the quick expense should

automatically populate once the quick expense is selected.

=D -3
Expense Line C]
Wed, Sep 25
Instructions
Urployee ngagement -FoodMesls 753 U5O
Coftee Meeeng
Drop files here
This Is mtended for intarmal employes engagement for 1000 and meals This woubd nchude holkéay parties and knch meesngs ect
-
Itemization
@ Use the tutton beiow only if your COMPINY's expense POy requres Lemizanons
4 A
Ads )
Unked Quick Expense | x OW/25/2024 Dunkin' 7.58 = ./
uso
Receipt Inchuded
At PG
Uploaded by Chnssne Uckne
|
M-’C:ﬂ(p‘ .
! Expense Date o wasnne B
Fapunse mar . o =geryee [ ~gapermert
1ot Vg
Total Aot “
Currmmcy
' Mese Fre N
Compory bt o Cantr
e h e
“Cout Comer 150911 s Sesios
R e beros ey
“Burness Lne ]
Asdtone Wrvieg
' N
D G Com)
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How to Add Quick Expenses Made on a Personal
Payment Method to an Expense Report For

Personal Reimbursement in Workday (Desktop)

3. Uncheck the “Paid with Corporate Credit Card” check box

Paid with Corporate Card M Paid with Corporate Card [

Expense Date * | 09/25/2024 [ Expense Date * | 09/25/2024 [

Expense Item % x Employee Engagement - = Expense Item * x Employee Engagement - =
Food/Meals Food/Meals

Total Amount * 7.58 Total Amount * 7.58

Currency * USD Currency * USD

Memo Coffee Meeting Memo Coffee Meeting

Company x Goodwill of Central & = = Company x Goodwill of Central & =
Northern Arizona Northern Arizona

IMPORTANT! If the quick expense was made using a company credit card, delete the
expense line and refer to the How to Add Quick Expenses Made on Company Credit
Cards to Expense Reports in Workday (Desktop) section of the job aid for instructions.

||||
1]

Note: To delete an expense line, Click the

Expense Line From the Left Side Bar > Click

the Trash Can Icon in the Top Right Corner.

4. Click Submit to finalize the expense report OR click Add to add more transactions

to the report.
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How to Add Additional Credit Card Transactions, New

Expenses, and/or Quick Expenses to an Expense Report

Note: Click the Add button and then click Credit Card Transactions to add credit card
transactions or click New Expense to add expenses for personal reimbursements or click

Quick Expenses to add quick expenses/receipts documented in the mobile app.

Header Attachments Expense Lines Note: The options of adding credit card
transactions and/or quick expenses only
appear if there are credit card transactions
and/or quick expenses that are not already
assigned to an expense report. Otherwise,
clicking the Add button will directly route the
Quick Expenses . .
user to a new expense line page in the

New Expense expense report.
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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 (Desktop)

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 &5
@ Expenses Hub le My Expe ST
( Create Expense Report ) ( Find Expense Reports )
88 Overview
| [® Expense Reports My Expense Repo EE =k 0 BE
Expense Transactions 5
Cn
o Total Reimbursement  Worker c
23 Payment Elections Expense Report Actions Repo 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
cost centers
EX-000104 Canceled Jessica Sample July expense 1500 0.00 1%
report via deskiop app on my
phone
EX-000105 Sent Back Jessica Sample expense report 1,850.54 300.00 1,55
for Hotel
EX-000106 Draft Expense report over the dollar 110,000.00 110,000.00
lick on th fth i inf i
4. Click on the number of the expense report to view more intormation.
Expense Reports  Jessica Sample - &
@ Expenses Hub le My Expe ST
( Create Expense Report ) ( Find Expense Reports )
88 Overview
| (® Expense Reports My Expense Reports 11 items FAR=kE .S s
E3  Expense Transactions e
Cn
Expense Total Reimbursement  Worker c
3 Payment Elections ExpenseReport  Actions ReportDate  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 2
Manager - July 2024
EX-000139 ( Actions v ’ 08/06/2024 Approved expense report 1o test approval 10,500.00 10,500.00
for >$10k
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
e rss— e D
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How to Monitor the Status of a

Submitted Expense Report (Desktop)

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
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How to Monitor the Status of a

Submitted Expense Report (Desktop)

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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How to Report an Accidental Personal

Transaction Made on a Company Credit Card

If you accidentally use your company issued credit card for a personal expense. Report the
transaction in an expense report using the following procedure. If you have questions and/or

need additional support email WDExpenseHelp(@goodwillaz.org for assistance.

1. Create a new expense report or add the accidental transaction to an existing

(unsubmitted) report in the Expenses Hub

Note: If you have other company transactions and/or expenses to
submit you can include the accidental personal transaction in the

same expense re POl't.

2. Under the Expense Item select “Miscellaneous Expense”

Expense Line
Sun, Jul 28

Miscellaneous Expense .76 US Itemization
'6 USD

Drop files here

Use the button below only if your company’s expense policy requires itemizations

( Add

Receipt Included

Credit Card Transaction  07/28/2024 9.76 USD

*Cost Center X 150510 Finance =

*Region x Finance - =
*Business Unit X Administrative Overhead =

Additional Worktags =

Personal Expense

'd \' Y
{ Save for Later ) ( Close )
. J /
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How to Report an Accidental Personal

Transaction Made on a Company Credit Card

3. Enter “Accidental Personal Transaction” under Memo

Header Attachmaents Expense Lines

1item
Expense Line
Sun, Jul 28
Miscellaneous Expense 9.76 USD Itemization
Accidental Personal Transa 29

Drop files here Use the button below only if your company's expense policy requires itemizations.

or

Receipt Included

Credit Card Transaction  07/28/2024 9.76 USD

Expense Date * 07/28/2024
Expense ltem * % Miscellaneous Expense =
Total Amount 976

Accidental Personal Transaction

Company Goodwill of Central & Northern Arizona

*Cost Center X 150510 Finance =
*Region x Finance -
*Business Unit % Administrative Overhead =

Additional Worktags

Personal Expense

e N
' | Savefor Later ) ( Close )
p S/

4. Select the “Personal Expense” checkbox

Header Attachments. Expense Lines

1item
Expense Line
Sun, Jul 28
Miscellaneous Expense 9.76USD Itemization
Accidental Personal Transaction =

Drop files here Use the button below only if your company’s expense policy requires itemizations.

or

Add

Receipt Included

Credit Card Transaction  07/28/2024 9.76 USD

Expense Date * 07/28/2024

Expense ltem * X Miscellancous Expense =
Total Amount 9.76

Currency * USD

Memo Accidental Personal Transaction
Company Goodwill of Central & Northern Arizona
*Cost Center X 150510 Finance —
*Region x Finance =
*Business Unit X Administrative Overhead =

Additional Worktags

Personal Expense

(| Savefor Later ) Close )
S
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How to Report an Accidental Personal

Transaction Made on a Company Credit Card

Note: Receipts do not need to be submitted for accidental personal

transactions.

Expense Line
Sun, Jul 28

Miscedanecus Erperse

Itemization

Receipt Included

Credit Card Transaction
Expense Date

Expense ltem * X Mascellaneous Expense

*Cost Center X 150510 Fmance

*Region

*Business Unit X Admincstratve Overhead

Additonal Worktags

Personal Expense

— —
\ VARN J

5. If all necessary transactions have been added to the report, click the

Submit button OR click the Add button to add more expenses.

IMPORTANT! An alert will appear in the “Overview” tab in the
Expenses Hub that shows the amount of the accidental personal
transaction. The balance will be deducted from the team member’s

personal reimbursements until the balance is settled.

4 \
About Expense Balance Owed

Persona charges that you incurred on your corporate

card and need to repa

You've incurred nonbusiness expenses on your corporate
card. The outstanding expense balance will be deducted Sg 76

from future reimbursable amounts on your expense
reports. For additional repayment options, contact your fouGwe

expense administrator
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How to Assign Delegates to Create Expense

Reports on Your Behalf (Desktop)

1. Navigate to the Workday Search Bar and type “My Delegations” then select the My
Delegations Report

Goodwill

o

aa @
Good Morning, Christine Calcara

Configuration (Q my delegations ®>

. ) My Delegations
" Awaiting Your Action Report
Managemen
View More
1of1 < >
Organization °
a / N7 Now Available - View and Access
Your 2025 ACA 1095-C Forms in ...
Persona ' Timelv Sugagestions \@f; \ There are three ways you can view your
y Sugg TS forms in Workday: + Type ‘My A...
.o / <
7
Mor
You Have a New Payslip
View Payslips >
Review your payslip information to ensure accuracy
Keep Your Home Contact Information Updated
PN
Al We would like you to review your Contact Informationand ~ UPdate ContactInfo >
Saved ensure it's up to date
avel

2. Click Manage Delegations

= MENY qoow Q  my delegations ® Q0 ® ‘
My Delegations i &
.

m For  Christine McBride
Current Delegations Current Task Delegations Dedegation Mistory Delegoted Tasks Business Processes allowed for Delegation
: geve-uB
{§} Beae Accont 12 Cwegated Treat
Tegn Ture T Dase Ceere Shart On My Dottt e Peraen s My Tasks
oese AR BOLE

~eote [ remse Bozert e ]

( Manage Delegations )

®
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How to Assign Delegates to Create Expense

Reports on Your Behalf (Desktop)

3. Select the delegation Begin and End Dates and the appropriate Delegate.

~
Manage Delegations Christine McBride &3

. Busi P m d for Deleg
New Delogation 1 e v W
“Begi Date 0 Date “Oelegate Start On My Behalf D0 My Tasks On My Behalt
09/19/2024 [ 09/22/2024 [ X GAIL BOLDEN = —
For all Business Processes
For Business Process

m

© None of the above

Retain Access to Delegated Tasks within My Tasks

Oelegation Rule

enter your comment

Attachments

D (o) Com)

4. Under Start on My Behalf, select By Business Process Type > Expense Report Event >
Create Expense Reports

Start On My Behalf
Start On My Behalf
Start On My Behalf
o X Create Expense Report
earch H—

| B - * Search

Change Emergency Contacts

By Business Process Type > .
& Expense Report Event
x| 3o Rey 1 Cvent

| All >

5. Click Submit

Manage Delegations

“Begin Date €nd Date “Oelegate Start On My Behalf Do My Tasks On My Behalf

09/19/2024 () 09/22/2024 [ % GAIL BOLDEN

For all Business Processes

For Business Process

° None of the above

Retain Access to Delegated Tasks within My Tasks

Delegation Rule

Attachments

|| mk sortatr ) (_coneel )
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How to Assign Delegates to Create Expense

Reports on Your Behalf (Desktop)

IMPORTANT! An alert appears to inform the team member that the
delegate will have access to all previous expense reports and expense

transactions.

6. Click Submit again after the alert appears.

Manage Delegations

> Business Processes allowed for Delegation

4\ Emors and Alerts Found  ~

*Begin Date End Date *Delegate Start On My Behalf Do My Tasks On My Behalf

29/19/2024 [ 09/22/2e24 [ X GAILBOLDEN -~ X Create Expense Report

For all Business Processes

For Business Process

© None of the above

Retan Access 10 Delegated Tasks withun My Tasks

Delegation Rule

Attachments

7. The team member’s supervisor will have to approve the delegation request before

the delegate can act on the team member’s behalf.

You have submitted

Up Next: Jessica Sample | Approval by Manager | Due Date
09/20/2024

View Details
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How to Revoke/Cancel Delegate Access (Desktop)

1. Navigate to the Workday Search Bar and type “My Delegations” then select the My
Delegations Report

gootfwim Q a .
o : -
Good Morning, Christine Calcara
K
Configuration (Q my delegations @)
=
‘ . ) My Delegations
" Awaiting Your Action Report
Management
View More
Tof1 < >
Organization ‘
je ‘ ’ / Ne” Now Available - View and Access
Your 2025 ACA 1095-C Forms in ...
Persona ! o . \@;5"' There are three ways you can view your
Timely Suggestions T s ; .
v orms in Workday: * Type ‘My A...
4 2
g
Mor
You Have a New Payslip
View Payslips >
Review your payslip information to ensure accuracy
- Keep Your Home Contact Information Updated
N P
Al We would like you to review your Contact Informationand ~ UPdate Contact Info >
Saved ensure it's up to date
avel

2. Click Manage Delegations

= wow  Goodwill Q  my delagations ® 0 @ @
My Delegations (I
88 _

m For  Christine McBride
Current Delegations Current Task Deleg Mistory Deley Tosks Bush Pre allowed for Dy
—
? oo gEvoys .B
{§} Bt Access 1o Dwiegated Tasks
Begm Cue nt Dne e St On My Dot Prrens Pensen —— iy Tty
OV e TIINe CAL pOLLC

Covate asemse Becert Lrzemse Brgert Lowt
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How to Revoke/Cancel Delegate Access (Desktop)

3. Click the Minus lcon () > Submit

Manage Delegations

> Business Processes allowed for Delegation

New Delegation 1 tem vyoO

*Begin Date End Date *Delegate Start On My Behall Do My Tasks On My Behalf

89/19/2024 ) ‘ loomvzau B X GAIL BOLDEN -

] () For all Business Processes

() For Business Process

|

© None of the above

il

Retain Access to Delegated Tasks within My Tasks

Delegation Rule

enter your comment

Attachments

&« | =D

Note: The team member and the delegate will receive a notification in
Workday that delegation access has been revoked.

Workday Delegated Tasks Update
1 hour(s) ago

The following Delegation has been stopped to revoke Delegation Access to your Inbox tasks and notifications:

Delegate: GAIL BOLDEN

Begin Date: 09/19/2024

End Date: 09/22/2024

All Business Processes: No

Specific Business Processes: Expense Report Event
Retain Access to Delegated Tasks: Yes

My Delegations
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As a Delegate, How to Submit an Expense

Report on Behalf of a Team Member (Desktop)

GAIL BOLDEN
1. Navigate to your Workday profile and click @ Hom
Switch Account. & My Account >
Yy Favorit
B DOri

Note: Scroll down to view all options if you

do not see the “Switch Account” option.

2. Click on the appropriate account to act on their behalf.

< Switch Account

GAIL BOLDEN

Christine McBride
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As a Delegate, How to Submit an Expense

Report on Behalf of a Team Member (Desktop)

3. Click on the appropriate tasks and/or reports to act on behalf of the team

member

Note: The banner at the top of the page indicates to the delegate that they

are acting on behalf of another team member.

Create Expense Report 6

~ Expense Report Information v Instructions

Expense Report For

Creation Options * o Create New Expense Report
Memo
Company * x Goodwill of Central & Northern o

Expense Report Date

Company on Expense Line * | x Goodwill of Central & Northern = av be subiect
aaone mited to revoked card privileges, dismissal from the organization, and/or legal action
Qeeeneees DO NOT CHANGE THE EXPENSE REPORT "COMPANY". THE "COMPANY
Cost Centes o | B e = = ON EXPENSE LINE' CAN BE CHANGED TO YOUR RESPECTIVE COMPANY FOR
THRIVE OR AGES, BUT WILL CHANGE IT FOR ALL THE EXPENSE LINES ON

Cancel
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