
WORKDAY 
WORKSHOP:
EXPENSE REPORTS & 
PAYMENT CARDS

DURATION: 30 MINUTES 
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WORKSHOP TOPICS

Topics for today’s workshop include

• Create Expense Report
• Add Payment Card Charges
• Allocations
• Itemizations
• Personal Expenses
• Billable check box
• ITQ Attachment

• My Expense Report
• My Team’s Expense Reports
• Payment Elections
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Summarized Workday Approval Workflow

Submit Expense 
Report

(User)

Manager approval

Cost Center Manager
approval (and any 

other worktag/dollar 
amount approvals)

Travel Office 

review/approval*

*if required
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TIPS ON EXPENSE REPORTS

Expense Reports
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Expense Reports

Company
Purchasing entity for cost centers –
one Company per expense report

Personal Expenses Not reimbursed

Itemization Required for Hotels only

International Travel 
Questionnaire approval

Must be attached for foreign travel

Billable Checkbox For sponsored projects

Multiple card charges on a 
single expense report

YES

Disputed charges Call U.S. Bank
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TRAINING RESOURCES

TIPS & INFO
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Training: WalkMe Update

• WalkMe ‘Guide Me’ assistance is available for key workflows

• Updating Personal Information
• Expense Reports
• Delegation
• Payroll Costing Allocations
• PTO
• Leave of Absence
• Disciplinary Action
• Certificates

• Install Link HERE
• WalkMe Add-in Manual Installation Guide for Macs

extguide.walkme.com/#/login/64688310410b11ed95bd9fc0c2f8fc1d?allInOneEndUser=true
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/WalkMe_Mac.pdf
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Training Update

• Leaders should check the MyWorkday dashboard to ensure their teams 
have completed required training

• Workbook: MyWorkday Curriculum Dashboard

• Quick Reference Guides can be found on the MyWorkday Training Hub

https://tableau.app.vumc.org/t/HR/views/MyWorkdayCurriculumDashboard/MyWorkdayCurriculumDashboard?%3Aembed=y&%3Aiid=2&%3AisGuestRedirectFromVizportal=y#1
https://www.vumc.org/myworkday/training-hub
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Questions?
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Questions?
Thank you!
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