How to Download and Access Workday Mobile

1. Click on the App Store app (iPhones) or the

Google Play Store app (Androids) on your device.

A

3. Open the app on your 4. Type in the organizational ID goodwillaz or click the
device and click Log in icon to access your device’s camera and scan the QR
code.
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Get the Workday mobile app and use your
Organization ID to connect.
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7. Return to the Workday App, choose extra security
settings (e.g. Face |.D., PIN Code) or click “Skip”.

6. Confirm the login
push from Okta, if

prompted
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2. Search for “Workday” and click “Install” or
“Get” to download the Workday Mobile App.

Note: Once downloaded, the
Workday app will appear on the

home screen of your device.

5. Sign in using your
employee login
detalls
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8. Begin using
Workday Mobile
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How to Setup Payment Elections for Reimbursement in 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 wl T -

Hello There

A @

Expenses Time
Tracking

View All
Timely Suggestions
You Have Assigned Learning

&

Start Learning

Recommended For You

® = = o 2
Home

oo
Apps  MyTasks Find Profile

2. Click Payment Elections
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Your Benefits & Pay

Tasks and Reports
KPaymen( EIeclions) Cchange Beneﬁls) My Tax

Overview

Most Recent Pay
Your next pay day is September 13, 2024

Take Home Pay

Gross Pay

View Most Recent Pay

Current Benefit Costs

1. Login to Workday Mobile and
click on the Benefits and Pay app

Note: Click on Apps at the
bottom of the screen if the
Benefits and Pay app does not
appear on your Workday Mobile
Home Page

3. Click the Expenses
account under Payment

Elections Requiring Setup
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Payment Elections 2 Items

Regular
Chase Checking *****
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Payment Elections Requiring Setup 1 Item

Expenses
4 Check
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4. Select Direct Deposit or

Pay Card
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5. Select Balance

6. Make the appropriate

selections and click Save
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Workday Expenses Mobile App: How to Create an Expense

Report for Personal Mileage Reimbursement

The Expenses App in Workday Mobile similarly provide the same functions as the Expenses Hub in the desktop version of Workday.

Review the steps below to learn how to create an expense report for personal mileage reimbursement and how to upload receipts in

the expense line in the Workday Mobile app.
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e 1. Login to Workday Mobile and
click on the Expenses app
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bottom of the screen if the
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2. Click Create Expense Report

2:34¢

w Expenses
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Available Expenses
0.00 USD

Add your expenses here until yo
areport

Scan Receipt

Enter Quick Expense

©

Expense Reports
0.00 USD
To submit your expenses, create a report

Create Expense Report
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3. Enter all necessary information

1. Enter the name of the expense

Additional Worktagg,

3. Click Done
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- T report (team member name, month

1| | and year).
Jane Doe Expense Report August 2024
/ DO NOT CHANGE THE

COMPANY LINE!
. B 2. If the expense needs to be assigned

| [Pt to a different company select the
S ] appropriate option under the
"Company on Expense Line" section.
o Note: The Cost Center, Region and

- Business Unit will auto-populate.



. Note: Receipt t needed f . .

4. Click New Expense o Tce.'lp sarern_obnee ecror 5. Enter all relevant information
PerSOna mi eage reimbursements.

1. Enter the date of the expense

Cancel Ex Line

coen g 2. Click the expense item
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section > type mileage in the

Jane Doe Expense Report August 2024

0.00 USD

search bar > select mileage

Expense Date

4 New Expense
1 = reimbursement
Expense ltem
X Mileage Reimbursement 2 Close Expense Item
Rates Used
Q Mileage X
Currency O Mileage Reimbursement
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

2.Enter your personal one-way mileage commute
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X Goodwill Corporate Center, West Beryl... =

3.Select the “Round Trip” check mark, if applicable
- 4 Click Done

Unit of Measure for Distance

Miles
Estimated Distance of Driving Route * . . .
204 Under the Item Details section, Item Details
One-Way Daily Commute Distance - _
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Receipt Included




7. Review the information on the page and then click Done
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Cancel 1of1

Add Attachments

Expense Date *

08/27/2024 B

Expense Item *

X Mileage Reimbursement

Rates Used
067

Total Amount
27.34

Currency *
usp

Memo

Mileage to Oak and back

8. Click Review
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Jane Doe Expense Report August 2024 2
27.34USD
Tue, Aug 27

Mileage Reimbursement
Mileage to Oak and back 27.34USD

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

expense line to the report. Team Members who travel to multiple

sites on the same day must add a new expense line for every |eg

of their travels.

E’ Delete

Do Another

9. Click Submit
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Cancel Review

Jane Doe Expense Report August 2024

27.34USD

Review and submit your report

Reimbursement
27.34USD

Personal
0.00 USD

Company Paid
0.00 USD

Prior Balance Applied
0.00 USD

10. The next steps in the business

processappearonthescreen.

Success

In Progress

Up Next
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Uploading Receipts

Although receipts are not required for personal mileage reimbursement, receipts are a requirement for every
other type of expense item. Review the steps below to learn how to upload a receipt in the expense line when

receipts are necessary.

1. To upload a receipt to the 2. Select Take Photo, Choose 3 Add a comment for the
expense line click Add Photo from your camera roll or  receipt (optional)
Attachments Import an Attachment

Cancel
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Expense ftem *
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067 Close
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Note:The receipt appears at the

top of the expense line.
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