
 

How to Create an Expense Report 

 

Open WorkDay and in the search field type “create expense”.  Hit enter then Click on Create Expense 
Report. 

The form will open.  Your information will already be loaded, but you will need to change some lines so 
that the expense will come out of IOWL and not your home department (cost center). 

 

Type in the reason for the reimbursement in the Memo box – IOWL lunch meeting 

Scroll down to Cost Center. X out the current cost center showing as that is your default showing. Type 
in CC0113 and hit enter. 

 

 

Type in FN001 and hit enter in the Function field 

 

 

 

 

 

 

 

 



Next you need to add you as the assignee. Go to the Additional Worktags field and click on the three 
lines on the right. It will open up and you will see a search option appear. 

 

Type in your last name and hit enter, and then click on the box next to your name when it appears. 

 

 

You can now click on OK at the bottom to fill out the expense information. 

 

 

 

 

 

 



Click on the ADD button.  Your report will now open.   

You can now begin filling in the expense information.  

You should attach your receipt first and then click on the three lines in the Expense Item field. Click on 
By Spend Category, now scroll down until you see Meals  Business(non-travel) (SC0568) will appear.  
Click on that line and click again in the circle beside Business Non-Travel Meals. 

 

Type in the amount of your reimbursement in the Total Amount box. 

Type in the Memo box “IOWL lunch meeting” 

Type in DN000317 in the Designated box.  

 

See next page for look at the main areas to be filled in. 

You can add any other comments you like in the comment box at the bottom and then hit Submit.  

 



It should look like this.  


