Create Expense Report via Mobile Device

1. Download workday from the app store on your mobile device
2. Login to Workday with your Maine General username and password
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3. From the front apps menu, click Expenses
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[ Expenses

Available Expenses
0.00USD
Add your expenses here until you're ready to create a report

Scan Receipt

Enter Quick Expense

©

Expense Reports
1,623.00 USD
To submit your expenses, create a report

Create Expense Report
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4. Click Create Expense Report
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Cancel Create New Report

Memo

Company *

MaineGeneral Health

Expense Report Date *

03/20/2020 E

Company on Expense Line *

MaineGeneral Health

Cost Center

X 469020 Accounting & Budget

Project Task

Fund

Additional Worktags

5. Enter Company
a. Enter Expense Report Date
b. Enter Company on Expense Line
c. Enter Cost Center that is being charged for expense

6. Click Done or check mark at the top
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Cancel Expense Line

@

Add Attachments

Date *

03/20/2020 =

Expense Item *

Total Amount *

0.00

Currency
usD

Memo

Company

X MaineGeneral Health

Cost Center

> 469020 Accoypting & Buddet

7. Enter Date
a. Enter Expense Item
b. Enter Total Amount
c. Enter Memo if Applicable

8. Click the paper clip at the top to attach and receipts or necessary backup for the expense report
that has been scanned into your phone

9. Click Done or check mark at the top
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< @ Report +

Mileage reimbursement for budget meet... Y
11.00 USD
Fri, Mar 20

Business Travel Mileage
Feb 1113 11.00USD

10. Click the orange review button at the bottom of the screen
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Cancel Review

Mileage reimbursement for budget meetings
11.00USD.

Review and submit your report.

Reimbursement
11.00USD

0.00 USD

Company Paid
0.00 USD

Prior Balance Applied
0.00USD

11. Click Submit at the bottom of the screen
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Success

The Expense report will then route to your one up for approval.

Once approved, the expense report will then route to accounts payable for review and payment. The
initiator will receive a notification that it has been approved and will be paid within the next two weeks.

** The payment for reimbursement will be a direct deposited into the bank account on file for payroll.
It will direct deposit the same day as payroll is deposited.
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