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Credit Card Expense Reports *Desktop*
This guide is essential for understanding how to effectively manage your credit card
expense reports in Workday. It clarifies the automated creation process, ensures
accurate coding and receipt attachment, and outlines the steps for submitting
reports correctly. Following this guide will help prevent errors, streamline the
approval process, and ultimately save time and effort when handling expenses.

Alert! Workday will create the expense report. You as the cardholder will NOT be
creating any expense reports for your credit card. If the card is a house card, a
report will be created every other Friday. For Admin cards Workday will create an
expense report between the 23rd and 26th, depending on how many days are in
the month.

1 Click "Expenses Hub" from the home screen.
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2 This is how a created credit card expense report will look from Workday. Notice
the date the report was created, the report ID and "Please Enter a purchase
description" This is the formant workday will use.

3 After selecting the report from the previous screen, you will be brought to the
details of the expense report. To the left you will find all the transactions inside the
report. Select a transaction to edit the details.
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4 After selecting one of the expenses to work on it will bring you to the below
screen. Here you will have the ability to properly code and attach receipts.

Alert! Notice that the "Expense Item" and "Memo" are prefilled. These both NEED
to be changed and coded properly. If not done properly, the system will not allow
the report to be submitted.
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5 Click "Select files" to attach receipt that has been scanned in. For receipts that you
have taken a picture of on your phone follow the "Quick Expense" steps created in
another guide.

6 You will notice that "Credit Card Transaction" has a hyperlink. Selecting the link
will provide basic information of the transaction.
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7 Transaction Information

8 Transaction information
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9 You MUST remove "Default Expense Item" and add an "Expense Item". You may
either type the item you need, for example "gas" and press enter. If the expense is
available, it will appear and populate. Your other option is select the drop down
menu to the right in the box to get a list of different way to find the expense item.

10 Select expense Item
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11 You MUST remove the populated "Please Enter a Purchase Description" and input
description for the transaction.

12 Select the "Cost Center" you wish to charge. Follow same steps used in finding
Expense Item.
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13 After completing expense, click on the expense on the left to set it to your
changed coding and description. NOTE: If there are no errors the red explanation
will disappear. If the system detects an error the red explanation will remain.

14 Select the next expense item, and move down the list until all expense items in
report have been completed.
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15 Once `all expenses have been completed with no errors. Click "Submit" to send to
your approver.

Tip! If your approver has no issues with your expense report, they will then submit
it to the Expense team. If your approver does find any errors they will send back to
you with notes on what they want corrected.


