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Expense Report Overview | Mobile App
You can also create an expense report in the Workday Mobile app. The steps are very similar to creating
an expense report on your computer with some considerations to note.

A Expenses

« Start creating your expense report by

typing Expenses in the Search field. (Q boenees e svaae Expenses

Peaple Tasks & Reports

« Navigate to the Tasks & Reports section of ,, p ‘ o

the search results. A

— ©

« Under Results, select Expenses. — .
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Expense Report Overview | Mobile App

A Expenses

- Under Expenses Reports, select Create
Expense Report.

Available Expenses

* You can also scan and upload receipts

Add your expenses here until you're ready to create
areport

for transactions that need to be
expensed. | Scan Receit |

Enter Quick Expense

=

Expense Reports
0.00 USD

To submit your expenses, create a report

i~
| Create Expense Report I
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Expense Report Overview | Mobile App

< EXxpenses

« Once the receiptis uploaded, select the

receipt you want to add to a report, and 2 Expenses
select: 192.11 USD
- Add to Report, then ENTER EXPENSE
* Create Expense Report
Tue, Jan 7
O j 172.98 USD
Thu, May 27
Receipt
O g 19.13 USD

| .
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Expense Report Overview | Mobile App

« Uploaded receipts can also be expensed
from Workday Expenses on your
computer.

Credit Card Transactions Quick Expenses

« Uploaded receipts display under the
Quick Expense tab in the desktop
version.

AND

Linked Quick Expense Bearch

« (Can be linked to the expense report via
the Linked Quick Expense field within an
expense line.

03/14/2022 2210 USD
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