
WORKDAY TRAINING

PURCHASING AND TRAVEL

Purchasing Team
VCEA Dean’s Office



I need to:
• Request a Purchase within WSU:

• Interdepartmental Requisition and Invoice (IRI)

• Request a Purchase outside of WSU:
• Request Non-Catalog Items (Requisition)

• Travel:
• Create a Spend Authorization

• Claim Reimbursement for my Travel:
• Create an Expense Report

• Claim Reimbursement for a Purchase:
• Prepare a State Of Washington Invoice Voucher
• Create an Expense Report



Use this form to purchase within WSU

• Step One: Fill out the IRI Form* (see next page for 
an example)

• Step Two: E-mail the IRI form to the Purchasing 
Team at vcea.purchasing@wsu.edu

• Step Three: Purchasing Team will follow up on the 
next steps depending on what the request is.

Interdepartmental

Requisition and

Invoice

(IRI)

* Form available at https://policies.wsu.edu/prf/documents/2017/10/70-05-interdepartmental-requisition-and-invoice.pdf/

https://policies.wsu.edu/prf/documents/2017/10/70-05-interdepartmental-requisition-and-invoice.pdf/
mailto:vcea.purchasing@wsu.edu
https://policies.wsu.edu/prf/documents/2017/10/70-05-interdepartmental-requisition-and-invoice.pdf/


IRI Example

Enter appropriate Gift, Grant, 
Program or Project

Enter requester’s information

Enter items information and 
purpose of the purchase/event

Enter department’s name



Request

Non-Catalog

Items
• Request Goods

• Request Service

Type in the search bar OR

Click on the Purchase App

And then on Request Non-
Catalog Items



Choose Requisition Type and Funding

• Choose based on items being 
requested.

• Most common:
• One Time Goods or Services Purchase
• Machinery and Equipment Tax Exempt

Choose appropriate Project, Program, Gift or
Grant worktag.

Cost Center, Fund, Function, Region, and
Additional Worktags should auto-fill.



Fill out all required fields 
(see next slide for example)

• Request Type: “Request Good” or “Request Service”

• Good Request Details: 
 Item Description
 Spend Category
 Supplier (if available)
 Quantity
 Unit Cost
 Unit of Measure
 Memo

REPEAT FOR AS MANY SUPPLIERS OR 

ITEMS AS NECESSARY. WHEN DONE, 

VIEW CART AND  



Searchable Field, common spend categories:
• SC00038 Office Supplies
• SC00039 Computer Equip Non-Inventoriable
• SC00040 Instruction/Lab/Medical Supplies
• SC00041 Supplies and Materials
• SC00049 Food
• SC00053 Postage
• SC00091 Membership Dues
• SC00092 Conference Registration Fees

Add comments to ease the purchase process:
• Shipping information
• URL 
• Product catalog number
• Specific Instructions

Add to cart

When ready to checkout, 
click on the cart and then 
on Checkout.
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Checkout

• Shipping Address and Requisition Information: will repeat 
from last step.

• Goods: will be separated by lines, scroll to the right to see 
everything (next two slides).

• Add the Tax Code based on the destination of the goods.

• Attachments: attach any supporting document (e.g., quote, 
e-mail, bids, sole source, freeze exempt, tax exempt).



Tax Code is based on the destination 
of the goods/service.

• If purchase type is Machinery and Equipment Tax 
Exempt, make sure to select M&E Tax Exempt

• If Item is Non-Taxable, leave Tax-Code blank.

Most of the items in the Goods Line will auto-fill

If the Supplier is not selectable (i.e., not recognized in 
Workday), they must be paid using a Pcard. Alternatively, 
we need to request to add them as a supplier to Workday, 
which may significantly delay the purchase process.  

Enter Catalog, ASIN, 
Merchant, etc. Number 
used by supplier to 
identify the item.

B075S8LLH9



Use this to split the total amount 

among multiple funds.

See next slide for instructions.

Most of the items in the Goods Line will auto-fill



Select One

Update funding: Project/Program/Gift/Grant

Split Funding on the request must be 
done on each line item



Attach documents here (if applicable).
• Quote
• Bids
• Sole Source
• Freeze Exempt 

When Ready Special Note: If you are completing a request for Machinery and Equipment Tax 
Exempt a questionnaire will be available once you submit. The questionnaire has 
replaced the previously required Tax-Exempt Request Form. 



TRAVEL

Create

Spend

Authorization
• Used to seek 

approval for an 

upcoming travel

If preparing a spend 
authorization on behalf of 
an external committee 
member (e.g., a Student, 
Pre-Hire, Candidate, or 
Affiliate).

If preparing a spend 
authorization on behalf 
of another worker.

If preparing a spend 
authorization for yourself.



INFORMATION

• Company: always WSU

• Start Date: when travel starts

• End Date: when travel ends

• Description: purpose and destination of 

the travel

• Business Purpose: one word purpose (use 

drop down menu) 

DETAILS

• Reimbursement Payment Type: Check, 

Direct Deposit or Wire – this should 

reflect from your Workday profile. See 

https://jira.esg.wsu.edu/servicedesk/cus

tomer/kb/view/156962995 for more 

information. 

• Justification: use for additional details 

about your travel.

https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156962995


Add your estimated expenses 

for your travel:

• Air Transportation

• Lodging (Per Diem)

• Meals (Per Diem)

• Mileage (Private Automobile)

• Other Travel Expenses

SPEND AUTHORIZATION LINES

• Expense Item: search by group: in-state, out-of-state or 

foreign

• Total Amount/Quantity: estimate cost of expenses or 

miles (for mileage*)

• Memo: any other details

• Worktags: Project, Program, Gift or Grant

ATTACHMENTS

• Add any files you want, not required.

SUBMIT

* Mileage: The mileage is based on the main 

destination. If your travel is out-of-state but you are 

driving in-state to an airport, you must use “Out-of-State 

Private Automobile Mileage” in the Expense Item.



NOTE: Expense Item

• For Lodging and Meals always use the Per Diem options

• “Lump Sum” coding: to be used by Faculty Led and Non-Employee only

• “z” coding: to be used for daily expenses only 

• Per Diem Rates by State:

https://www.gsa.gov/travel/plan-book/per-diem-rates

https://www.gsa.gov/travel/plan-book/per-diem-rates


TRAVEL

Create

Expense

Report
• Used to seek 

reimbursement 

after a travel 

If preparing an expense 
report on behalf of an 
external committee 
member (e.g., a Student, 
Pre-Hire, Candidate, or 
Affiliate).

If preparing an expense 
report on behalf of 
another worker.

If preparing an expense 
report for yourself.



Header Page

INFORMATION

• Memo: must include purpose and destination of the trip

• Company: always WSU

• Expense Report Date: date you returned from your trip

• Business Purpose: one word purpose (travel…)

• Project/Program/Gift/Grant: add your funding

OK

Create new, copy an old one 
or create from a Spend 
Authorization



Expense Line: 
Air Transportation

EXPENSE LINE

• Date: date the airfare ticket was purchased

• Expense Item: In-State, Out-of-State or Foreign Air Transportation

• Total Amount: total cost of the ticket

• Memo: details, if needed

• ATTACH ALL RECEIPTS

Add another line to add booking fees, if necessary: “In-State Air Transportation Fee” SUBMIT

ITEM DETAILS

• Classes of services: search by type 

> Air 

ITEMIZATION: use to split the total 

amount among multiple funds.



Expense Line: 
Lodging

EXPENSE LINE

• Date: date of check-out of the Hotel

• Expense Item: In-State, Out-of-State or Foreign per-diem lodging

• Total Amount: total cost of the stay

• Memo: details, if needed

• ATTACH ALL RECEIPTS

ITEM DETAILS

• Arrival Date: check-in date

• Departure Date: check-out date

ITEMIZATION: use to split the total 

amount among multiple funds.

• DAILY EXPENSES: A new window will 

pop up, see next slide for 

information on how to fill it out



Lodging Room Lodging Tax

• Destination: City and county

• Daily Rate: cost per night 

before taxes

Scroll down this window on 

Workday to see next page

• Daily Rate: cost of taxes per 

night

Done

• IF LODGING EXCEEDS per diem: change the Expense Item to a “z” one that says “over 
150% per diem” or “up to 150% per diem”.

• CLASS OF SERVICE: Add an exception #1-7
See next slide for more information.



Daily Expense Coding: 
This information is the same for each category of In-State, Out-of-State, and Foreign Travel 

z - Hotel Item - In-State Lodging Room up to per diem 
Lodging base rate is lower than or equal to per diem in the area of travel 

z - Hotel Item - In-State Lodging Room up to 150% per diem 
o Lodging base rate exceeds per diem in the area of travel 

z - Hotel Item - In-State Lodging Room over 150% per diem 
o Lodging base rate exceeds the 150% threshold for the area of travel. 

How to calculate 150% rate. (Daily meal per diem + daily lodging per diem) x 150%. 
Example: Pullman, WA ($55+$96) X 150% = $226.50 (150% base rate per diem) 

Exception number information (for up to/over 150% per diem): 
1- When costs in the area have escalated for a brief period, either during special events or disasters. 

2- When lodging accommodations are not available in the area at or below the Maximum Lodging Amount, and the savings achieved from occupying less expensive lodging at a removed site 
would be consumed by additional transportation and other costs. 

3- When the traveler attends a meeting, conference, convention, or training session where they are expected to have business interaction with other participants in addition to scheduled 
events, and it is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the lodging facility.

4- When a traveler is assigned to accompany an elected official, foreign dignitary, or others as authorized by law, and is required to stay in the same lodging facility. 

5- To comply with provisions of the Americans with Disabilities Act, or when the health and safety of the traveler is at risk. 

6- When a meeting room is required and it is more economical to acquire special lodging accommodations, e.g., a suite, than to acquire a meeting room and a room for lodging. 

B.P.P.M. 95.06 – Expenses Exceeding 150 Percent 
When all three of the following circumstances apply, the University Controller may approve payment of lodging expenses in excess of 150 percent of the applicable maximum per diem 

amount for the location (also referred to as the Lodging Exception Ceiling): 

The traveler is required to attend a meeting, conference, convention, or training session where the traveler is expected to have business interaction with other participants in addition to 

scheduled events; and 

It is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the lodging facilities where the meeting, conference, convention, or training session is held; and 

The lowest available advertised lodging rate at the lodging facility exceeds 150 percent of the applicable maximum per diem amount for the location. 

Documentation supporting the lodging rates is to be attached to the TEV or its file location referenced. 

https://policies.wsu.edu/prf/index/manuals/95-00-travel/95-06-meals-and-lodging/


Expense Line: 
Meals

ITEM DETAILS

• Departure Date/Time: date 

and time you left for your 

trip.

• Arrival Date/Time: date and 

time you came back home.

TRAVEL JOURNAL

• VIEW DETAILS: a window will pop up for daily details to be 

filled out. Please see next slide.

EXPENSE LINE

• Date: return date from the trip

• Memo: details, if needed



Travel Journal - Details

• Destination: City and county

• Meals Provided? Check all that apply

Provided means you provided yourself the meal and 

would like to seek reimbursement

• Memo: use to note when you are not claiming a meal you 

are eligible for: “Hotel furnished breakfast”

DONE

Last day of travel: meals are based 

on where you last lodged.



Expense Line: 
Mileage

EXPENSE LINE

• Date: date returned from travel

• Expense Item: In-State, Out-of-State or Foreign Private 

Automobile Mileage

• Quantity: total of miles

• Memo: travel information, round trip/one-way and destination 

• Attach file/receipt if have one, not required

SUBMIT

Mileage is based on the main destination. If your travel is out-of-state but 

you are driving in-state to an airport, you must use “Out-of-State Private 

Automobile Mileage” in the Expense Item.

WA Mileage Chart: 

https://wsdot.wa.gov/Publications/HighwayMap/Mileage/default.htm

https://wsdot.wa.gov/Publications/HighwayMap/Mileage/default.htm


Expense Line: 
Others

Other expenses while in travel status: rental car, rental car fuel, baggage 

claim, rides, parking ticket, etc.

EXPENSE LINE

• Date: date returned from travel or date on the receipt

• Expense Item: In-State, Out-of-State, or Foreign Other Travel Expenses

• Total Amount: amount on the receipt

• Memo: identify the purchase

• Attach all receipts

ITEMIZATION: use to split the total amount among multiple funds.



Note:

Similar expenses can be put on the same line:

• Total amount: add total amount for both expenses: 

“$190.00”

• Memo: identify both purchases: “Rental car while in Seattle 

$160.00 and fuel $30.00”

• Attach both receipts



PURCHASE REIMBURSEMENT
Miscellaneous small or emergency purchases done by Employee as self 
have to be requested and approved by supervisor in advance.

It can only be approved if the goods and services to be purchased cannot be 
obtained from one of the following:

• An on-campus vendor (service center), e.g., University Stores.
• An off-campus vendor using standard purchasing procedures (through 

the VCEA Dean’s Office Purchasing Department).

Prepare a State of Washington Invoice Voucher (see BPPM 30.45):
SUPPLIER OR CLAIMANT: Indicate the name, home address, and WSU ID 
number of the employee purchaser
DESCRIPTION/QUANT/AMOUNT: Itemize the product or service purchased
Include a detailed description of the circumstances that required the use of 
this exceptional procedure
SUPPLIER’S CERTIFICATION: Obtain the employee’s signature
AUTHORIZED SIGNATURE: Obtain an authorized signature 
(dean/director/chair, area finance administrator, expenditure authority, or a 
responsible administrator)

If the expenditure is supported by an account in function FN057, include 
appropriate justification and approval (see BPPM 70.33).

Attach the receipt or other record indicating that the employee paid the 
supplier.

Submit the documents in Workday through the Expense Report Task                                  
--------Create Expense Report (Note: Use “Confirming Reimbursement” in the 
Expense Item field).

https://policies.wsu.edu/prf/documents/2017/10/30-45-state-washington-invoice-voucher-form.pdf/
https://policies.wsu.edu/prf/index/manuals/70-00-purchasing/70-33-using-discretionary-fn057-accounts/


WORKDAY RESOURCES

• WORKDAY REPORTS (Use the Search Bar)
• My Requisitions, Find Requisitions
• My Spend Authorizations, Find Spend Authorizations
• My Expense Reports, Finds Expense Reports

• DEAN'S OFFICE PURCHASING DEPARTMENT
• vcea.purchasing@wsu.edu

• Denise Faerber | Jennifer Slee | Fernanda Amaral

• Workday Help Desk
https://jira.esg.wsu.edu/plugins/servlet/desk/portal/91

• Request Non-Catalog Item
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963461

• Create Spend Authorization
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963485

• Create Expense Report
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963308

mailto:vcea.purchasing@wsu.edu
https://jira.esg.wsu.edu/plugins/servlet/desk/portal/91
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963461
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963485
https://jira.esg.wsu.edu/servicedesk/customer/kb/view/156963308
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