Create
Spend
Authorization

Used to seek
approval for an

upcoming travel

TRAVEL

W Q) create spend authorization bod

Search Results

Categories

Common

Assets

Banking
Endowments
Expenses

Financial Accounting
Grants

Inventory
Organizations
People

Processes

If preparing a spend
authorization for yourself.

Search Results Zitems

Tasks and Reports

If preparing a spend
authorization on behalf of
Create Spend Authorization for Non-Worker — 3 @ external committee
member (e.g., a Student,
Pre-Hire, Candidate, or
Affiliate).

Tip: try selecting another category from the [eft to see oXer results

Create Spend Authorization

Create Spend Authorization for Worker

If preparing a spend
authorization on behalf
of another worker.



INFORMATION

Create Spend Authorization
+  Company: always WSU

Cash Advance Requested Spend Authorization Total
For Employee: Fernanda Wetzel Amaral 0.00 USD 0.00USD . Start Date: When travel starts

* End Date: when travel ends

Any attachments must be in PDF format

» Description: purpose and destination of

the travel

Travel Expenses
See BPPM 90 for policy information.

« Business Purpose: one word purpose (use

~ Spend Authorization Information v Spend Authorization Details drop down menu)
Company %* | X Washington State University - = Reimbursement Payment *| X Check ¢ EE‘
Type
Start Date *| 07/23/2021 E‘ Justification . DETAILS
End Date x| 072372021 EI" 4 +  Reimbursement Payment Type: Check,
Deseriot ‘ Direct Deposit or Wire - this should
escription *
- reflect from your Workday profile. See
Business Purpose ‘ = ‘
https://jira.esg.wsu.edu/servicedesk/cus
Currency usD
tomer/kb/view/156962995 for more
Spend Authorization Lines Attachments | nfO rmatlon
@ Add Viewing: B[] = » Justification: use for additional details

about your travel.



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

Spend Authorization Lines Attachments

&
>
&
o

]

0.00

Add your estimated expenses

for your travel:

Air Transportation

Lodging (Per Diem)

Meals (Per Diem)

Mileage (Private Automobile)

Other Travel Expenses

m Save for Later

Spend Authorization Line 0

Expense ltem * =
Quantity *(1

Per Unit Amount *1 000

Total Amount *10.00

Memo |

Cash Advance Requested [ |

Worktags

Project

Gift

Program |
Grant |

x CC0205 Voiland College of
Engineering and Architecture |

*Cost Center

Administration
*Fund | X FD0O01 General Fund -+ =
*Function % FNO25 Academic =
Administration
*Region | X RG10Pullman &+ =

Additional Worktags

Cancel

i

Viewin. B
Viewing: =| |

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 e Rtes

TOTAL B L D
[0 855 814 816 325

Whatcom
o [ s61 515 318 28

$66 516 520 530
[0 s71 s18 521 332
$76  S19 %23 334

c::':" : $ Maximum Lodging Rate
Douglas e #* Seasonal Lodging Rates for Counties:

° Per Dlem Rates by State 396 . i Clark, Cowlitz, 06/01-10/31 3182

&skamania  11/01-05/31 5152

Clallam & 07/01 - 08/31 $161
Jefferson 09/01-08/30  $104

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

Grays Harbor  07/01- 08/31 5137
09/01 - 08/30 s111

King 05/01-10/31  $232
11/01-04/30  $176

Snohomish  08/01-08/31 5139
05/01-05/31  $116

Thurston 09/01- 10/31 5112
11/01- 0831 $133

POV Mileage Rate
For Out-of-State Per Diem Rates, refer to the GSA website at: http://www.gsa.gov. To get the total meal and incidental The privately owned vehicle mileage
expense rate br of indivi meal , refer the State Administrative and Accounting Manual (SAAM), m:'s";gu;e:;f:"e
Subsection 10.40.10.c . :

(effective 1/1/2021)



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

Create
Expense
Report

Used to seek
reimbursement

after a travel

TRAVEL

W Q create expense report X

Search Results

Categories

| Common
Assets
Banking
Endowments
Expenses
Financial Accounting
Grants
Inventory
Organizations
People

Processes

If preparing an expense
report for yourself.

Search Results 3 items

Tasks and Reporis

If preparing an expense
report on behalf of an
Create Expense Report for Non-Worker —pp @X1t€ rnal committee
member (e.g., a Student,
Pre-Hire, Candidate, or
Affiliate).

Tip: try selecting another category from the left to 3gg other results

Create Expense Report

Create Expense Report for Worker

If preparing an expense
report on behalf of
another worker.



Header Page

W Q  create EXPENSE REPORT X ] L &= \3)

Create Expense Report

~ Expense Report Information ~ Instructions
Expense Report  * Employee: Fernanda Wetzel Amaral Travel Expenses
For See BPPM 90 for policy information.

Confyming Reimbursements

Creation Options  * w Expe o
© Creste New Expense Report See §PPM 70.20 for policy information

@ Copy Previous

ise Report

Create new, copy an old one
(© Create New Expense Report from Spend
amozin | or create from a Spend
| Authorization

Memo ‘

Company *

X Washington State University -

e B INFORMATION

+  Memo: must include purpose and destination of the trip

Expense Report
Date

Business Purpose

Project ‘ EE‘
—— =) «  Company: always WSU
| :‘ « Expense Report Date: date you returned from your trip
\ =]
o R E‘ « Business Purpose: one word purpose (travel...)
o[ x oo =] « Project/Program/Gift/Grant: add your funding
Region *| X RG10 Pullman -~ EE‘
| = OK




Create Expense Report ER0000006024 Trip to Seattle, WA for Workday Training. =+

-
PayTo Status  Personal  CompanyPaid  Prior Balance Applied  Cash Advance Applied  Reimbursement  Total u
Employee: Fernanda Wetzel Amaral Draft 0.00 USD 0.00USD 0.00USD 0.00 USD 0.00 UsD 0.00 USD n
Header Attachments Expense Lines g ] T | | -

Expense Line

Instructions | < air

Drop files here Please refer the Creat] port reference
guides for instruction; Economy
ftem Details| " ITEM DETAILS
Classes of Service * [ Search = .
—» - Classes of services: search by type
Itemization

Date *

07/01/2021 B

> Air

Expense ltem * ‘ % InState Air Transportation = i= Remaining Amount to ltemize 0.00/0.00 USD

Total Amount *‘ 0.00 Add

|
oy [ x50 - =] ITEMIZATION: use to split the total
| \

Receipt Included  [~]

Memo

amount among multiple funds.

Project ‘ =

x PGO00083SO VCEADean's .. =
office

Program

e [ =

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




Create Expense Report ER0000006024 Trip to Seattle, WA for Workday Training. =+

-
Pay To Status Personal Company Paid Prior Balance Applied Cash Advance Applied Reimbursement Total ]
Employee: Fernanda Wetzel Amaral Draft 000USD  0.00USD 0.00 USD 0.00 USD 0.00 USD 0.00 USD
||
Header Attachments Expense Lines

o ) Lodging

1item

Expense Line
| Instructions
Drop files here Please refer the Create Spend Authorization and Create Expense Report reference
o guides for instructions to complete expense items.
e T —— ITEM DETAILS
amatome [ 06/2972021 | * Arrival Date: check-in date
Y Depatursoste | 071012021 - Departure Date: check-out date

ltemization

Expense ltem *

Remaining Amount to ltemize  0.00/0.00 USD

ITEMIZATION: use to split the total

Total Amount 1*| 0.00

Currency * Add -
Vo amount among multiple funds.

Daily Expenses
Project {empty) Edit
Program (empty) 2 - Hotel ltem - In-State Ledging Room up to per diem 0.00 USD . .
e « DAILY EXPENSES: A new window will

pop up, see next slide for

EXPENSE LINE
« Date: date of check-out of the Hotel

information on how to fill it out

« 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




Lodging Room Lodging Tax
Daily Expenses Remaining 0.00/300.00 USD )

CheckinDate  * 06/29/2021
Remaning 0002000050 vwtmion <[ 2| @
* | x ZoHBtel e LinState

Expense ftem
CheckinDate  * 06/29/2021 Lodging Tax

e N R Daily Rate: cost of taxes per
wwawwe: - |+ Destination: City and county aan o000 ]

Memo
Daily Rate * | 100.00
.

Daily Rate: cost per night

Total Amount * | 200.00 Project
Memo \ before taxes Progam R
Office.

Expenseltem | Pearch

night

Project Gift
Grant
Program . .
Scroll down this window on
*Cost Center
Gift
Workday to see next page
Grant *Fund x FD026 Dedicated Local
Accounts
Cost Center x €C0205 Voiland College of . =
Engineering and Architecture *Function x FN025 Academic
| Administration Administration
Fund E “Region an ;
Administration
*Region X RG10 Pullman - = Personal | Expense  [_]
Additional Worktags =

Personal Expense ||

« IF LODGING EXCEEDS per diem: change the Expense ltem 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:

w Q  erd000006024 x = & % M eal S
Edit Expense Report ER0000006024 Trip to Seattle, WA for Workday Training. =+ bE| -
PayTo Status  Personal CompanyPaid  Prior Balance Applied  Cash Advance Applied
Employee: Fernanda Wetzel Amaral Draft 0.00 USD 0.00USD 0.00 USD 0.00 USD It -
em Details
Reimb Total —
S000UsD T 50000 UsD ITEM DETAILS
Departure Date *
R osneran - Departure Date/Time: date
Header Attachments Expense Lines ) p .
— Departure Time * | 07:00 AM | .
o L and time you left for your
m = e E Arrival Date * 07001 1201
/01/202 H
2 ftems SortBy - = tl’l p.
Expense Line H Arrival Time % | 03:00 PM |
« Arrival Date/Time: date and
Travel Journal ;
Th, 1 Wi time you came back home.
' or
In-State Per Diem Lodging 300.00 USD Total Amount  0.00 USD
Select files
View Details Jitems
Date *| 07/01/2021 [
B Tue, Jun 29, 2021 0.00 USD
Expense ltem  In-State Per Diem Meals
Total Amount 0,00 Wed, Jun 30, 2021 0.00USD
Currency UsD
Thu, Jul 1, 2021 0.00 USD
Memo
P (empty)
roiect e Receipt Included [ |
Program (empty)

EXPENSE LINE TRAVEL JOURNAL
« Date: return date from the trip » VIEW DETAILS: a window will pop up for daily details to be

¢ Memo: details, if needed filled out. Please see next slide.




i

Travel Journal - Details

Date * 06/29/2021 Destination *

Total Amount  0.00 Breakfast provided? [ |

Memo I | l Lunch provided? O

« Destination: City and county

Dinner provided? O

o | =] «  Meals Provided? Check all that apply
i _] Provided means you provided yourself the meal and
Gift =
} would like to seek reimbursement
|

|
Grant I =
[

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

*Cost Center % CC0205Voiland College of .. =

are eligible for: “Hotel furnished breakfast”

Date * 06/30/2021 Destination *

Total As int 0.00
otal Amous Breakfast provided? [ ]

Memo I ‘ Lunch provided? O
Dinner provided? O DO NE
Project [ = ‘
Program x PG00008399 VCEA-Dean's w =
Office.
Gift = ‘

|
Grant [ =
l

*Cost Center x CC0205 Voiland Collegeof | 1 =

Date * 07/01/2021 Destination * | x SEATTLE, KING COUNTY, i
Washington, United States of

America

Total Amount 23.00

————» Last day of travel: meals are based

Breakfast provided? [ ]

wemo | ]
Lunch provided? on where you last lodged.
Project [ EE‘ Dinner provided? O '
Program % PG00008399 VCEA-Dean's = ‘
Office
Gift = ‘
|

[
Grant [
[

*Cost Center x CC0205 Voiland College of




W Q  er0000006024 x = 0 &] 9

Expense Line:

Edit Expense Report ER0000006024 Trip to Seattle, WA for Workday Training. (== fF]
-
Pay To Status Personal Company Paid Prior Balance Applied  Cash Advance Applied
Employee: Fernanda Wetzel Amaral Draft 0.00 USD 0.00USD 0.00 USD 0.00 USD
Reimbursement Total
437.00 USD 437.00 USD
Header Attachments. Expense Lines

EXPENSE LINE

- Date: date returned from travel

3items SortBy: .
Expense Line T

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

Automobile Mileage

Drop files here

Thu, Jul 1
e er D el B * Quantity: total of miles
Select files . . . . .
+  Memo: travel information, round trip/one-way and destination

« Attach file/receipt if have one, not required

Date *| p7/01/2021 [l

x In-State Private Automobile ... ;5]

Expense Item *
Mileage

SUBMIT

Quantity *

152 ]

Rates used 0.56

Total Amount  85.12

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

Currency usD

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

Memo Round trip from Pullman to Spokane Airpo

Automobile Mileage” in the Expense Item.

Program x Z:'?:Enuﬂaggvcmnean‘s EI

o EI WA Mileage Chart:
I https://wsdot.wa.gov/Publications/HighwayMap/Mileage/default.htm
I

|
Grant I =
l

*Cost Center % CC0205Voiland Collegeof ... =



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

Edit Expense Report ER0000006024 Trip to Seattle, WA for Workday Training. (-

To Status
Employee: Feranda Wetzel Amaral Draft
Reimbursement  Total
52212UsD 52212 USD

Header  Aftachments Expense Lines

4items SortBy: |
Thu, Jul 1

In-State Private Automobile Mileage 8512 USD

In-State Per Diem Meals 137.00UsD

In-State Per Diem Lodging 300.00USD

Personal ~ CompanyPaid Prior Balance Applied  Cash Advance Applied
000USD  0.00USD 0.00USD 0.00USD

il
i

Expense Line

Drop files here

Select files

Date *

or/01/200 B

x_In-State Other Travel o =
Expenses.

Expense ltem *

Total Amount * | 160.00 ‘
Cumency  *| x USD = ‘
Memo Rental car while in Seattle, WA, ‘

Project [ =

Program [« Poo0008S98 VoEADeans | . = |
Office

aift ‘—E

Grant ‘ =

*Cost Center
Engineering and Architecture
| Administration

*Fund x FD026 Dedicated Local =
Accounts

*Function x FN025 Academic =
Administration

*Region ‘ X RG10Pullman - E

% CCO205Voiland College of .. = ‘
Additional Workiags ‘

Instructions

Please refer the Create Spend
structions to complete expense tems

and Create Expense Report reference guides for in-

ltemization

Remaining Amount to ltemize  160.00/160.00 USD

Add

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.



Edit Expense Report ER0000006024 Trip to Seattle, WA for Workday Training.

Pay To Status Personal Company Paid Prior Balance Applied Cash Advance
Employee: Fernanda Wetzel Amaral Draft 0.00 USD 0.00 USD 0.00 USD 0.00 USD
Reimbursement Total
522.12UsSD 52212 USD
Header Attachments Expense Lines
a0 .
Note:
4 items Sort By:
Expense Line
| ER Others GIF ) ) .
v Succeslully Uploaded! Similar expenses can be put on the same line:
Tha, Jul1 comment | ] + Total amount: add total amount for both expenses:
85.12USD »
tror “$190.00
' Successfully Uploaded! i . " . .
I State Per Diem Meals 13700 UsD - | ‘ « Memo: identify both purchases: “Rental car while in Seattle
- Comment
$160.00 and fuel $30.00”
In-State Per Diem Lodging 300.00 USD
Nole « Attach both receipts

Date *| g7/01/2021 [

Expense ltem # | x In-State Other Travel =

Expenses ‘
Total Amount * | 190.00 ]
Currency *| X USD - EE]

Memo | ar while in Seattle $160.00 and fuel $30.00
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