Expenses: Mileage Reimbursement Employee

CREATE AN EXPENSE REPORT

1. Click on the Menu button on the top left corner of the Workday homepage

@ Actions

2. Click on the Expenses application: ‘

Edit Expense Report (5)

Create Expense Report

Click the Create Expense Report button under Actions. ‘

4. Select either Create New Expense Report, Copy Previous Expense Report, or Create New Expense Report from
Spend Authorization. Your selection determines what information displays on the new expense report.

5. Select a Business Purpose category from the drop-down menu.

6. Write out a detailed business purpose in the Memo field.

Create Expense Report

v Expense Report Information

Expense Report For * Employee: Melanie Silva

Creation Options  * @y ¢reate New Expense Report

(O) Copy Previous Expense Report

O Create New Expense Report from Spend Authorization

Memo NEACUA Conference Travel

N

x Rhode Island School of
Design

Expense Report Date * | 87/17/20824 E

Business Purpose *{ X Conference -

Company *

N
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7. The information you enter in this Memo field, will appear as the title of the expense report.

EXP-0023736

NEACUA Conference Travel [e=-

Click OK. The system will bring you to the Expense Lines section. Select Add to enter the expense line details.
Select the Mileage Reimbursement expense item.
10. Enter the Origination city, Destination city, Country and
Business Reason.
11. Enter the mileage total into the Quantity field.

Employee

Header Attachments Expense Lines
1%em
Expense Line
Instructions
Drop files here
Please attach map / directions to substantiate mileage reimbursement regues’
or
e
Origination * | x Providence, Rhode Island, =
United States of America
1 Destination *| x Boston/Cambridge, C—
Expense Date * | 88/87/2024 [ ‘ Massachusetts, United
S States of America
Expense Ity *‘ Mileage Reimbursement - =
setem & = i Country *| X United States of America =
uantity *| 62
- Business Reason * | NACUBO Conference
Rates Used 0.67
Total Amount  41.54 o U
/I-(} Your screens and processes may vary from this document. Confidential ©2019 Workday, Inc.
Wor ay. | EDUCATION
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Employee

12. Attach an online map screenshot that incudes the starting/ending addresses, mileage total and the route details. Select the fastest

route available for the calculation.

13. Select the appropriate accounting string and then click the orange Submit button.

= Q B g ® do + X [ Q Ssearch along the route | W Gas \Bl EV charging

Best S8min 2hr4  1She  4h32 n — ;ﬁ——\{ 0 ‘

Cls '8 \-

o [20 Washington P, Providence, RI 02903 ] N e
: f*
Q [230 Boyiston St, Chestnut Hill, MA 02467 ]
@  Add destination

Leave now Options
-a Send directions to your phone GO Copy link
B vial-95N 58 min

Fastest route, despite slower traffic 45.1 miles

than usual

Details
B vial-95 N and Central Ave 1hr 17 min

Slower traffic than usual 43.8 miles
8 3:24PM—5:28PM 2 hr 4 min

> Acela NortheastRegional >  [39)
> > 6o >
| State Forest™
i !
Zxplore nearby 230 Boylston St L , A i "
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