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SOUTHEASTERN LOUISIANA UNIVERSITY

Spend Authorization Guide for SGA
Travel Grants

FOR STUDENTS WHO ARE UNIVERSITY EMPLOYEES



This presentation will explain how to enter a
Spend Authorization for a student who is
employed by the university and has received a

Travel Grant from SGA.

A separate Spend Authorization must be submitted
for each student receiving reimbursement through
an SGA grant.

Spend Authorizations must be submitted at least
two weeks prior to travel.




Connect to Workday from the Google Apps icon within Gmail.
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Set your account to be able to
view “All of Workday”.
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e Click “My Account”.
e Click “Change Preferences”.

View Profile

< My Account

Home . .
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Change Password
Change Preferences
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(3 pDrive .
Questions
¢ My Reports
?  Documentation 2
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Under “Search Preferences”,
click in the box and select “All
of Workday” for the “Preferred
Search Category”.

Click “OK”.

Click “Done”.

This only needs to be done one time.
You do not need to do this step every
time you create a spend
authorization.

Global Preferences

Default Locale English (United States)-en_US

Preferred Locale [ select one v j
Default Display Language English

Preferred Display Language [ select one - J
Default Timezone GMT-06:00 Central Time (Chicaga)

Default Hour Clock (from Lacale) 12 hour

Preferred Hour Clock [ select one v j

Default Currency usD

Preferred

Search Preferences

Preferred Search Category % All of Workday

Mobile Carrier [

Preferred Home Page [

—
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From the Workday Dashboard, click 8
in the search bar, and type “Create

Spend Authorization for Worker”and SDUTH =AQTERN SOUTHEASTERN

press enter. LOUISIANA UNIVERSITY ITOUISIANA UNIVERSITY

Q create spend authorization for worker

Welcome, Roomie Lion

Applications
10 items

Pay Directory Benefits

-9 | @ﬂ]®

Expenses Onboarding Career




Click on the link that appears in the
results.

E Q@ create spend authorization for worker @

Search Results

Categories Search Results 2 items

Common
Assets

Drive

Expenses

Financial Accounting

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

Grants



The first box that appears under
“Spend Authorization Information” is
“For”. Type the student’s name here
and press enter.

The “Company” box will automatically
fill.

The “Start Date” will be the day the
student departs for travel, and the
“End Date” will be the date they return.

In the “Description” box, enter the
name of the conference.

In the “Business Purpose” box, select
“Travel - Conference.”

Under “Spend Authorization Details”,
“Reimbursement Payment Type” is
automatically filled in.

For “Justification”, type additional
details regarding the reason for travel.

Create Spend Authorization for Worker

Cash Advance Requested Spend Authorization Total
0.00 USD 0.00USD

v Spend Authorizatj

For *| x Employee: Roomie Lion -
Company * . x Southeastern Louisiana
University

Start Date *| 86/81/2022 [
End Date * . 86/81/2822 E |
Description * | Mascot Confes
Business Pulgose X Travel - Conference - =
Currency usD

Spend Autherization Lines Attachments

® Add

m ( Save for Later ) ( Cancel

v Spend Authorization Detail

Reimbursement Payme{ Type * | x Direct Deposi

Justification

Mascot Conference in Atlanta, GA for Roomie Liod

Viewing: 8[|

1
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At the bottom of the page, under
« Spend Authorization Lines” ) Create Spend Authorization for Worker
click the “Add” button.

Cash Advance Requested Spend Authorization Total
0.00 USD 0.00USD

v Spend Authorization Information v Spend Authorization Details

For #| x Employee: Roomie Lion - = } Reimbursement Payment Type * | x Direct Deposit =
Company +| x Southeastern Louisiana = Justification Mascot Cenference in Atlanta, GA for Roomie Liod
University
Start Date *| 86/81/2022 [
End Date *|86/01/2022 [
Description * | Mascot Conference }
Business Purpose % Travel - Conference - EE}
Currency usD
Spend Authorization Lines Attachments
@ Add viewing. §[] =
€D G (




In the “Expense Item” box, click Then click “Travel”.
on “By Expense Item Group”

Spend Authorization Line E

Spend Authorization Line fr

Expense ltem * | Search =
Expense Item * ﬂcg

Quantity . < By Expense Item Group

. By Expense em Group
Per Unit Amount  * R Travel N
. oaches/Recruiting Travel

Per Unit Amount  * | gy Alphabetical Order >

Total Amount + | International Travel >
Total Amount *10.00 l Other Expenses >

Budget Date * [ N
Budget Date *| 96/06/2022 [ “pEnses

Memo cruiting Visitation >
Memo [ l Travel >

Cash Advance > 4
Cash Advance O Requested
Requested

Worktags
Worktags _

*Cost Center =
*Cost Center [ = ‘

*Fund [ = }
*Fund [ = l

Grant [ = }
Grant [ = l

Program [ = }
Program [ = ‘

Project [ = }
Project [ = l

b :
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Click on the appropriate expense
item, such as “Conference
Registration” or “Hotel.” el 3°°-°°T Spend Authorization Line [T

Expense [tem

@) Add Viewing: B[ |

Instructional Text

For « Quantity)) enter 4 1” for Quantity ::l:;(:,z:.;:iz :r::;r::::el::imhursed. An itemized receipt must
Conference registration ) the Per Unit Amount The cities listed in the Destination field are the primary cities

noted inthe PPM 49 lodging allowances table. If you select In-
State, Out-of-State, or International for cities not listed, you must
add your specific city in the Memo field.

number of nights for hotel stays,
or the applicable quantity for
other types of expenses.

Total Amount

For Conference Hotel overage requests, please also attach the ap-
propriate documentation.

Budget Date

Memo ‘ | For additional information or to find the most current lodging al-
lowance tables, see page 25 of the PPM 49,
For “Per Unit Amount” enter the s rem Detals
cost of registration, the per night Worktags potel | =
amount for hotels, or the “CostCenter | | Amwaloae | wwoovvy B |
applicable cost for other types of “Fund | = oepertrevme [ morvry [ |
eXpenSeS. Grant ‘ = | Destination ‘ = ‘
Program ‘ = | Travel Region ‘ = ‘
The “Total Amount” and | = ‘ |
Project = Country =

“Budget Date” will |
automatically be filled in. (" seetoriater ) ( canca )




The “Memo ” section is for any Per Unit Amount ¥ ‘ 150.00 ‘ The cities listed in the Destination field are the primary cities
L. ) noted in the PPM 49 lodging allowances table. If you select In-
necessary additional

State, Out-of-State, or International for cities not listed, you must
‘ add your specific city in the Memo field.

Total Amount * | 300.00

lnformatlon. For Conference Hotel overage requests, please also attach the ap-
Budget Date *| B6/06/2022 E

propriate documentation.

For additional information or to find the mest current ledging al-

In the “Cost Center” box, type e | o et 5 ot e E
“81505” and press enter. pee Hem Detalls

Worktsgs Hotel [ = ]
The “Fund” and “Function” *Cost Conter N =]
poxes will automatically be filled . =)
in.

Grant Destination

Program P, FRO201023 SOA-Travel Gra® ravel Region
Leave the “Grant” box empty. ’ o ] e {

Project . ] Country =
In the ((Program” bOX’ type *Function % (FNCOZ? student Services . = ‘
50000
“81614” and press enter. | |
Additional =
‘Worktags

Leave “Additional Worktags”
empty.

m ( Save for Later ) ( Cancel )




hotel:

If entering an expense item for

Click in the “Hotel” box, and

choose the appropriate hotel.

If the hotel is not listed, type
the information into the
“Memo” box.

In the “Arrival Date” box,
enter the date the student is
checking in to the hotel.

In the “Departure Date”
enter the date the student is
checking out of the hotel.

In the “Destination” box,
choose the city the hotel is
in, and the “Travel Region”
and “Country” boxes will
automatically be filled in.

Per Unit Amount

*‘ 150.00

Total Amount

*‘ 300.00

Budget Date * ‘ 86/06/2022

Memo ‘

Cash Advance D

Requested

Worktags

*Cost Center ‘ X SGA Assistantship - =

*Fund ‘ X FNDO028 Restricted (30) =

Grant ‘ =

Program x PRG201023 SGA-Travel Grants =
(81614)

Project ‘ =

*Function » FNCO028 Student Services =
(50000)

Additional ‘ =

Worktags

m ( Save for Later ) ( Cancel )

The cities listed in the Destination field are the primary cities
noted in the PPM 49 lodging allowances table. If you select In-
State, Out-of -State, or International for cities not listed, you must
add your specific city in the Memo field.

For Conference Hotel overage requests, please also attach the ap-
propriate documentation.

For additional information or to find the most current lodging al-
lowance tables, see page 25 of the PPM 40.

Item Details

Hotel  Holiday Inn -~

g 86/06/2022 [

Arrival Da

Departurg

Destination ‘ x Atlanta, Georgia, United

States of America
Travel Region | X Georgia = ‘
Country | ® United States of America = ‘

4
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Once you are finished entering the = -~
information for the first expense
item, click on the “Add” button

Reimbursement - ]

x Southeastern Louisiana
University

Company *

again to add any other expense StatDate
items. Endbete  *

Description * | Mascot Gonference

Business Purpose % Travel - Conference

Currency uso
Spend Autharization Lines Attachments
@ Add

" 300.00

Spend Authorization Line T

Expense ltem *| X Hotel = } Instructional Text
. Enter the total amount to be reimbursed. An itemized receipt must
Quantity *|2 be attached to expense report.
Per Unit Amount *| 150,00 } The ci?ies listed in the De_stination field are the primary cities
noted in the PPM 49 lodging allowances table. If you select In-
State, Out-of-State, or International for cities not listed, you must
Total Amount * | 300.00 } add your specific city in the Memo field.

For Conference Hotel overage requests, please also attach the ap-
Budget Date *| 86/86/2022 [ nranriate dnement ation

m ( Save for Later 3 ( Cancel )




You will need to attach any B
supporting documents, such as

Reimbursement - |

. Company * | x Snyihaasmm Louisiana P |
conference materials, hotel overage G
form (if applicable), etc. saome | 66/06/2022 ] |
End Date * | B6/08/2622 E ‘
To do this, clickon “Attachments”, —
escription *

which is next to “Spend
Authorization Lines” above the

X Travel - Conference -

Mascot Genference |
Business Purpose |

((Add)) button- Currency uso
Spend Authorization Lines @
***NOTE - The Hotel Overage EEE—
Form does not need to have the ) hed verns 815
Spend Authorization number or the Hatel 30000 | §pond Authorization Line {1

last signature to be attached to the

Instructional Text

Expense ltem *| x Hotel = = ‘
Spend Authorlzatlon . Enter the total amount to be reimbursed. An itemized receipt must
Quantity *|2 ‘ be attached to expense report.
. . . The cities listed in the Destination field are the primary cities
Per Unit Am: it * | 150.00
Howeve]_’, 1t W]ll need to have the e o ‘ noted in the PPM 49 lodging allowances table. If you select In-
. . r 1 State, Out-of-State, or International for cities not listed, you must
Spend Authorization number and all Total Amount * | 300.00 ‘ add your specific city in the Memo field.
] ] 1 For Conference Hotel overage requests, please also attach the ap-
signatures when included with the BudgetDate % | 06/06/2022 [ | For Conterence Horel ow

EXpense Report) and the ha’rd Copy m ( Save for Later 3 ( Cancel )
of this needs to be sent to the Travel

Office. ***

K



When you have added all expense Per Uit Amount
item lines and related attachments, At
click the “Submit” button at the
bottom of the screen.

150.00 ] The cities listed in the Destination field are the primary cities

noted in the PPM 49 lodging allowances table. If you select In-
State, Out-of-State, or International for cities not listed, you must
] add your specific city in the Memo field.

300.00

For Conference Hotel average requests, please also attach the ap-

Budget Date propriate documentation.

Meme

For additional information or to find the most current lodging al-
lowance tables, see page 25 of the PPM 49.

Cash Advance [}

Item Details
Requested

Hotel ¥ Heliday Inn - =
Worktags
*Cost Center [ X SGA Assistantship - EE] Arrival Date
*Fund [ X FNDO28 Restricted (30) EE] Departure Date
Grant [ EE] Destination x Atlanta, Georgia, United =
States of America

Program % PRG201023 SGA-Travel Grants =

(81614) Travel Region { % Georgia = ]
Project [ = ] Country { ® United States of America = ]
*Function % FNCD28 Student Services =

(50000)
Additional [ = ]
Worktags

m ( Save for Later ) ( Cancel )




After you submit the Spend Authorization, please email the Spend
Authorization number to the SGA Graduate Assistant
(sga@southeastern.edu) and the SGA Advisor
(brendan.daigle@southeastern.edu).

If you have any questions, please contact us via the email addresses
above, or call us at 985-549-2120.


mailto:sga@southeastern.edu

