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Travel Credit Card Job Aid

(Spend Authorizations, Expense Reports, and Mobile Reporting)
If you wish to follow our Step By Step Videos click the links:
For Spend Authorization Request Click Here! 3
For an Expense Report Request Click Here! ¥

If you need additional help, contact information is located at the end of this document.

If you wish to follow our Step By Step Videos click the links:
For Spend Authorization Request Click Here! $&
For an Expense Report Request Click Here! $&
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Spend Authorizations

Create a Spend Authorization Request

Spend authorizations grant permission for future overnight travel and out of pocket expenses
(over $499.99) or when a supervisor requires one. Workers initiate these authorizations. Review


https://scribehow.com/embed-preview/Travel_Credit_Card_Job_Aid__FZRbnuU3Qu6OWenJwbqYcA?as=video&size=flexible
https://scribehow.com/embed-preview/Create_and_Submit_an_Expense_Report__TwaiN29HTG6xdgYNHAAipQ?as=video&size=flexible

and approval is required of Cost Center Manager, Grant Manager, and/or Accounts Payable

Analyst.

Spend Authorizations are not required by the finance office for travel that is not overnight or for
out of pocket expenses under $500 (but they may still be required by your supervisor). In these
cases all you need to do to get paid back is to Create an Expense Report.

Here are our Travel/Expense Guidelines.

1. From your Workday home page,
Select Menu (top left).
2. Under Personal select Expenses Hub
3. From the Expenses screen:
a. In the Actions column,
Select Create Spend Authorization.
b. Complete all required fields:

Company

Start Date (if you are traveling, this is the date of your travel; if you are
purchasing something, this is the date of your purchase)

End Date

Description

Note: Make the Description field as descriptive as you need, to
differentiate one spend authorization/activity from another.

Note: If your travel is for a conference, please include location, cost, and
dates; and please attach an image of the conference flier (step 3.e in this
document).

Business Purpose

Reimbursement Payment Type

Justification (why you are requesting to spend money)

c. The Spend Authorization Lines tab is selected by default,
Select +Add to add a spend authorization line item.


https://docs.google.com/document/d/1IbsVIwSiU2419tmvxwotJvj8s-A73C9bnveAOFOo6P4/edit#heading=h.t3prvconcg42
https://docs.google.com/document/d/1UUmLYaisAni4PRb55Jc5BBfKCOoscs9QGccG7xWbyUM/edit?usp=sharing

d. Complete all required fields for each spend authorization line you add.

Spend Authorization Lines Attachments
(+) Add
e
Hotel Accommodations 567.00 Spend Authorization Line

Expense Item * | X Hotel Accommodations =
Quantity *| 3
Per Unit Amount * | 189.00
Total Amount * | 567.00
Memo

Note: Add additional Spend Authorization Lines as needed.
Note: If you add an unneeded Spend Authorization Line, you may use the
trashcan icon next to the text “Spend Authorization Line” to delete that line.

m  The Memo field should contain concise but useful information about what
will be purchased and why. Descriptions must be clear enough to satisfy
fiscal officers and auditors who may have little or no knowledge of your
field. Please vary the memo to include more information than is provided
by the Expense Item field.

Please consider our Business Purpose Guidelines Job Aid
e. Select the Attachments tab to attach files, such as screenshots of anticipated
hotel and airfare costs, conference materials that include dates/cost, as part of
the spend authorization request.
Note: You may drag and drop files from your desktop or Select files button to
attach one or more files.
Note: File type must be a JPG/JPEG or PDF and the image must be clear.
4. A word about funding sources/Worktags: Workday will default to your primary Cost
Center, Fund, and Program.
Note: If you want to change your funding source to an Activity, Gift, Grant, or to a
different Cost Center, you must first remove the default funding data by selecting the “x”
in front of the Cost Center, Fund, and Program.
Note: When you have removed the default funding data, and you select either:

a. Activity
b. Gift
c. Grant

Workday should then automatically fill in the correct data for:
d. Cost Center




5.

e. Fund

f. Program
Note: Funding source information should be provided by the manager of that specific
funding source.
Note: If you are the manager of the funding source (e.g.: the Activity, Grant manager,
etc.) and you have questions, here are directions to open a finance help ticket
Select Submit.

View/Cancel/Edit an Existing Spend Authorization

Cancel: Spend Authorization is created and has not yet been approved completely;
cancel can be used to cancel it.

Change: Once the Spend Authorization is approved, change allows you to edit the
amounts and other details included in the Spend Authorization. This will require the
Spend Authorization changes to be (re)approved.

Close: Once the Spend Authorization is approved, close communicates that the
remaining funds (partial or complete) will no longer be needed.

o A Spend Authorization can be closed after a partial amount is used or if none of it
will be used. This releases the funds that were set aside for this purpose and
allows them to be used elsewhere.

o Closed Spend Authorizations no longer appear as options to select when
creating an expense report “Create New Expense Report from Spend
Authorization.”

From your Workday home page,
Select Menu (top left).
Under Apps, select Expenses
From the Expenses application:
a. In the View column,
Select Spend Authorizations.
b. Select the Actions button to access the menu that allows you to
Cancel/Edit/Submit a Spend Authorization.

My Spend Authorizations Gcarett Collins =

e ™
[ Create Spend Authorization )]
h ~

My Spend Authorizations 1 fter EHE=ikO.OE

Related
Spend Authorization Spend Authorization Spend Authorization Expense
Spend Authorization Actions Start Date End Date Status Description Remaining Balance Total  Currency Company Reports

AUTH-0000148

09/15/2023 Draft fake deseription 0.00 000 USD Guilford College

c. You may select the spend authorization number (left-column of the spend
authorization row) to view that spend authorization’s details. It starts with:
AUTH-##HHHHHE.


https://docs.google.com/document/d/1JW-9CxqxSBVfmYgHHjmFQ_jAem_5NKRKZ0FDkCap_QE/edit?usp=sharing

i.  You may select the Process History tab to check the status of the spend
authorization request.

ii.  You may select the Balances tab to view unspent balances from the
original authorized amount.

s Attachment Process Historsy Balances

Balances b L ol B0 Y B

Commitment Commitment
Expense Item Commitment Amount Amount Liquidated Amount Remaining Currency

Note: You can also start a new spend authorization from the My Spend Authorizations
page.
1. Select the Create Spend Authorization button to create a new spend
authorization.
2. Enter spend authorization details.
3. Select Submit.

Expense Reports

Create an Expense Report

Transaction Notes:

Transactions are assigned (M-F) in Workday.
After using either a Travel Credit Card or PCard, transactions are available in Workday.
o Typically this happens the day after a card is used (depending on day of week
and time of day).
It is a best practice for card holders to log into Workday weekly (or more frequently) to
complete PCard Verifications and Travel Card Expense Reports.
Travel Card transactions appear when you create an Expense Report.

Here are our Travel/Expense Guidelines.

Note: We have 60 days between when the expenditure was incurred or the last day of travel
and the date we submit our expense report before Guilford will not reimburse us for it.

1.

2.

From your Workday home page,

Select Menu (top left).

Under Apps, select Personal and then Expenses
From the Expenses application:


https://docs.google.com/document/d/1UUmLYaisAni4PRb55Jc5BBfKCOoscs9QGccG7xWbyUM/edit?usp=sharing

a. In the Actions column,
Select Create Expense Report.
b. In the Creation Options section, select

Create New Expense Report radio button
Copy Previous Expense Report, or
Create New Expense Report from Spend Authorization.

Create Expense Report

~ Expense Report Information

Expense Report For * Employee: John Snow

Creation Options * o Create New Expense Report

| Copy Previous Expense Report ‘

(O Create New Expense Report from Spend Authorization

c. If creating a new expense report, be sure to complete all required fields denoted
with an asterisk and the additional Guilford College required fields such as

Memo
1. The Memo field should contain concise but useful information

about what was purchased and why. Descriptions must be clear
enough to satisfy fiscal officers and auditors who may have little or
no knowledge of your field. Please vary the memo to include more
information than is provided by the Business Purpose field.
Examples: Conference attendance for professional development,
Dinner provided for traveling students, Gas for tractor, Bus rental
for team travel, etc. Vary the description to include more
information than is provided by the Business Purpose.
Please consider our Business Purpose Guidelines Job Aid

Business Purpose

Cost Center

Fund

Program.

Note: Be sure to include: Activity, Gift, and Grant as needed.



Memo

Company *  Guilford College

Expense Report Date * | 88/81/282

Business Purpose

Activity —

Gift

Grant

Cost Center & x 610000 Controller's Office =
2]

Fund | % FD100 General Fund =

Program * ) FRUOGHAM .
e

Additional Worktags —

Note: A word about funding sources/Worktags:
Workday will default to your primary Cost Center, Fund, and Program.
Note: If you want to change your funding source to an Activity, Gift, Grant,
or to a different Cost Center, you must first remove the default funding
data by selecting the “x” in front of the Cost Center, Fund, and Program.
Note: When you have removed the default funding data, and you select
either:
i. Activity
i. Gift
iii. Grant
Workday should then automatically fill in the correct data for:
iv.  Cost Center
v. Fund
vi.  Program
Note: Funding source information should be provided by the
manager of that specific funding source.
Note: If you are the manager of the funding source (e.g.: the
Activity, Grant manager, etc.) and you have questions, here are

directions to open a finance help ticket


https://docs.google.com/document/d/1JW-9CxqxSBVfmYgHHjmFQ_jAem_5NKRKZ0FDkCap_QE/edit?usp=sharing

e. Select Credit Card Transactions from the available list (at bottom) to complete
credit card coding.

Credit Card Transactions

selectal ||

6 items

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

f. Select the OK button
g. From the Create Expense Report screen, for each Expense Line
i. Attach areceipt

i.  Fillinthe Expense Item field
Please consider our Business Purpose Guidelines Job Aid

iii. Confirm that the Activity, Gift, Grant, Cost Center, Fund, and Program are
correct

iv.  Select Submit button

h. Select OK (bottom)
4. On the next screen:
a. Select the Attachments tab and the Edit button to attach files (e.g.: itemized
receipts).
i.  Note: You may drag and drop files from your desktop or Select files
button to attach one or more files.

i. Note: File type must be a JPG/JPEG or PDF and the image must be
clear.

iii. Note: Receipts must be itemized receipts.

i.  Note: Please use our Missing Receipt Form if you do not have an
itemized receipt (or are missing a receipt) for a purchase.

iv.  Note: If you use the Missing Receipt Form and submit your expense
report; and you later find your receipt, please contact
acpurchasing@aquilford.edu, attaching your found receipt and noting the
expense report number, to amend your submitted expense report.

b. You may select the Expense Lines tab and the Add button as needed.
Note: Selecting the Add button allows you to add additional expenditures and
attach receipts for them that were not included in your Spend Authorization.

Header Attachments Expense Lines



https://docs.google.com/document/d/1Mr183-AgwPBBcsHL21Rfrz_yoKKQA2vA/edit?usp=drive_link&ouid=112129394478184719418&rtpof=true&sd=true
https://docs.google.com/document/d/1Mr183-AgwPBBcsHL21Rfrz_yoKKQA2vA/edit?usp=drive_link&ouid=112129394478184719418&rtpof=true&sd=true
mailto:gcpurchasing@guilford.edu

c. Select Submit when the expense report is complete.
Note: Select Save for Later if your expense report is not yet complete.

View an Existing Expense Report

1. From your Workday home page,
Select Menu (top left).
2. Under Apps, select Expenses
3. From the Expenses application:
a. In the View column,
Select Expense Reports
i. Inthe My Expense Reports pop-up, you have the option of selecting
1. Expense Report Status
2. Report Date On or After
3. Report Date On or Before
ii.  You could also select the date of the expense report you want to view in
the Recent Expense Reports section (below the Actions and View



columns).

< Expenses
Actions View
Create Expense Report Expense Reports
Create Spend Authorization Spend Authorizations
Edit Expense Transactions Expense Transactions
Edit Travel Profile Payment Elections

Reimbursable Allowance Plan Activity

Travel Profile

Recent Expense Reports

Waiting on Cost Center Manager - 08/17/2021

Waiting on Cost Center Manager - 08/17/2021

Waiting on Cost Center Manager - 08/16/2021

Waiting on Cost Center Manager - 08/16/2021

Paid - 08/20/2015 - Meeting at HQ

Mobile App

Enter Expense and Submit Expense Report

You may use the Expenses app to track expenses, upload receipts, and submit expense
reports.

Here are our Travel/Expense Guidelines.



https://docs.google.com/document/d/1UUmLYaisAni4PRb55Jc5BBfKCOoscs9QGccG7xWbyUM/edit?usp=sharing

iPhone and Android

Available Expenses

1. From the Home screen,
In the View All section, tap Expenses.
2. In the Available Expenses section,
a. Tap SCAN RECEIPT to scan your receipt and have Workday automatically add
expense data,
b. ortap ENTER QUICK EXPENSE to fill in the expense information manually as
described in the following steps.
Note: To add an attachment (e.g.: itemized receipts), tap the Add Attachments
icon and select Take Photo, Choose Photo, or Import Attachment.
Note: File type must be a JPG/JPEG or PDF and the image must be clear.
Note: Receipts must be itemized receipts.

Expense Reports

Tap ENTER QUICK EXPENSE.

Enter a Date.

Note: The current date will auto-fill by default.

Add the Expense Item, along with any other supporting information, e.g.:
Merchant, Amount, Currency, and Memo.

Note: Repeat the previous steps to add any other expense items you
want to report

Note: If a card transaction is listed as a fee, use the spend category that
applies to the related item they can be listed as a separate expense line
of the same kind of travel; e.g.: a flight fee, can be listed in a separate
expense line, with the Expense Item type Airfare.

Tap the checkmark icon (top right) when you are ready to submit the
expense report.

1. From the Home screen,
In the View All section, tap Expenses.
2. In the Expense Reports section,
a. Tap CREATE EXPENSE REPORT.

Include required information, such as Company, Expense Report Date,
Cost Center, Fund, and Program.

Tap the Additional Worktags prompt icon and add required
information.

Tap the checkmark icon (top right) when you are ready to submit the
expense report.

Tap New Expense to begin attaching itemized expenses to the report.
Tap Existing Expenses.

Note: You can also choose to add new expenses in this step by tapping
New Expense.



vi.  Tap the checkmark next to each expense item to choose which expenses
you want to include in the report.
vii.  Tap Next.
viii.  Tap Review.
ix.  Review your expense items for accuracy, correct any errors, and then tap
Submit.
Note: A confirmation screen shows your expense report is routing for
approval.

Note: You can also add expense items to reports from your list of expenses by tapping the
checkbox and Add to Report. This will display immediately after entering the expense item. If
no report exists at this time, you will be prompted to create one.

iPad
1.

11.
12.
13.
14.

15.

16.

From the Home screen,

In the View All section, tap Expenses.

In the Available Expenses section,

Tap SCAN RECEIPT to scan your receipt and have Workday automatically add expense
data,

or tap ENTER QUICK EXPENSE to fill in the expense information manually.

Note: You can also tap CREATE EXPENSE REPORT to start a new expense report.
Tap Enter Quick Expense to enter the expense manually.

Tap the paperclip icon to take a photo, choose a photo, or import an attachment (e.g.:
itemized receipts).

Note: File type must be a JPG/JPEG or PDF and the image must be clear.

Note: Receipts must be itemized receipts.

Note: Please use our Missing Receipt Form if you do not have an itemized receipt (or
are missing a receipt) for a purchase.

Enter a Date.

Note: The current date will auto-fill by default.

Add the Expense Item, along with any other supporting information for the expense.
Tap Done.The newly entered expense should save automatically.

. Tap the back arrow in the upper left to add other expense items to the report. After you

add all expense items, you can submit the expense report from the Expenses
application.

Tap Available Expenses.

Tap the checkmark icon to add the expense item to an expense report.

Tap the Add to Report button, then Create New Report.

Include required information, such as Company, Expense Report, Date, Company on
Expense Line, Cost Center, and Region.

Optionally, tap the Additional Worktags prompt icon . Add information your
organization may require, such as Location and Project.

To add a project, from the Additional Worktags prompt, tap Project and select your
project.


https://docs.google.com/document/d/1Mr183-AgwPBBcsHL21Rfrz_yoKKQA2vA/edit?usp=drive_link&ouid=112129394478184719418&rtpof=true&sd=true

Note: The number of projects you can choose for your expense report may vary based
on your organization’s configuration. An inactive (closed) project will not appear in
available projects.
17. Tap Done.
18. Tap Review.
19. Review your expense items for accuracy and correct any errors, then tap Submit.
Note: A confirmation screen shows your expense report is routing for approval.
Note: Upon review, Workday may enter Business Topics into the expense item details. Enter the
topic into the prompt, tap Save and Review to continue processing your expense report.

Contact Us!

If you are having difficulty accessing Workday or Okta Problems (login issues, the site is

down, you need additional security/permissions/access in Workday, etc.):

- Please open a help desk ticket or contact our helpdesk at 336-316-2020

- If you are not yet a member of our Guilford College community (you are a job
applicant) or have lost your Guilford email access, please email
guestITShelp@gquilford.edu or call our helpdesk at 336-316-2020

If you have questions about Human Resource or Payroll processes:

- please email the HR team at: hrworkday@gquilford.edu

If you have questions about Finance processes:

- please email the Finance team at: financeworkday@aguilford.edu


https://itshelp.guilford.edu/
mailto:financeworkday@guilford.edu
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