
  

Create Expense Report – BMC Credit Card   
This How-To Guide covers creating an expense report to document purchases made 
on a BMC Credit Card.  
 
Note:  

• Before you begin, have receipts ready to upload.   

• Workday Mobile provides an intuitive interface for expense reporting on the 
go. 

• Workday may time out if there is a significant time of inactivity. Use Save For 
Later to avoid having to restart the process from the beginning.   

• All expenses are expected to follow College Policy. 

Start Here 

1. Open Google Chrome. 

2. Navigate to Workday. 

3. If prompted, login with your College email and password. 

4. In the top-left corner, select Menu. 

5. Select the Expenses Hub app. 

6. Once in the Expenses Hub, you may see Transactions to Expense under the 

heading Needs Attention.  

7. Select View My Expense Transactions. Charges will appear in a table with 

selected detail information, such as Date, Amount, and Merchant. Use the 

magnifying glass to view additional details.  

8. Determine which credit card transactions belong to a specific business 

purpose.  Once you are ready to report these, select the Create Expense 

Report button. 

 

Note: Read the listed instructions on the Create Expense Report screen before 
proceeding.  

9. Under the Expense Report Information section, select the type of Expense 
Report you want to complete:  

https://www.brynmawr.edu/sites/default/files/migrated-files/FIN_AP_ExpenseandReimbursementPolicy.pdf


  
• Create New Expense Report: Use this option for most BMC Credit Card 

expenses. Select transactions that align to a single Business Purpose.  

• Copy Previous Expense Report: Use this option to copy an expense 
report you have submitted previously. For example, this can be used for 
recurring trips that have the exact location and mileage.  

• Create Expense Report from Spend Authorization: Use this option 
when you have BMC Credit Card expenses to report for an open cash 
advance or federally funded travel. 

o Check off credit card transactions and link them to the correct 
Spend Authorization line. 
 

Note:  

• If your business purpose is related to Travel, you can add the type of travel in 
the header of the report. Use the three-bar dropdown button to select the 
type of travel. This will copy to every expense item you add to your report. 
Update the Travel Worktag if it is not accurate for a specific item. 

• Workday will automatically generate Errors or Alerts for each expense line as 
you work. These messages simply help track your progress. Follow the steps in 
this guide to resolve each error. 

 
10. Complete the Expense Report Header. The header sets up your report, but no 

expenses are added yet: 

• Memo: Enter a detailed description of the purpose of the expenses. 
Include Date/date range, Details, Participants (name and/or count) and 
Location. If creating from a spend authorization, this will auto-populate. 

• Business Purpose: Select or search for the associated item. If creating 
from a spend authorization, this will auto-populate. 

• Cost Center and Additional Worktags: Review each of these fields. 
Make changes based on the department or grant covering the 
expenses.  

o Cost Center: Use the three-bar dropdown button to search under 
Active Cost Centers or start typing a Cost Center name. When a 
Cost Center is selected, the Additional Worktags field 
automatically populates with assigned Fund and Functional 
classification. Do not change these; add an additional Worktag 
when needed. 

o Grant: If the expense is tied to a special revenue grant, select the 
three-bar dropdown button, search under All Grants, or start 



  
typing a grant name, and select the appropriate Grant. The Cost 
Center, Fund, and Function Classification will automatically 
populate. 

o Project: Projects in Workday are for Facilities, Infrastructure, and 
Conferences & Events capital and non-capital activity. They are 
not the same as Financial Edge Projects. Use the three-bar 
dropdown button in the Project Field to search under Projects or 
start typing a project name and select the appropriate Project. 
The Cost Center, Fund, and Function Classification will 
automatically populate. 

11.  Select the Credit Card Transaction(s) that you want to add to the expense 
report by checking the box next to each charge.   

12.  Select OK.  
13.  Next, add Expense Lines. This is where your credit card charges appear and 

where all expenses must be reviewed and completed before submission. 
a. Expense Item: Select the appropriate item by typing the name into the 

field or searching for it by group (Business travel) or category (such as 
Conference Registration, Travel).   

b. Memo: Enter details that will help the account department understand 
the expense (Ex: Conference Registration fee or dinner with prospective 
students).   

c.  Item Details: Some expense items require additional details. For 
example, hotel expenses may require stay dates and location, and 
airfare may require travel dates and airline details. Complete all 
required details. 

14.  Use Drop Files Here or Select Files to add additional documentation to 
support this expense. You can add a comment when you attach a document or 
at the bottom of the expense report. 

15.  Save for Later if more edits are needed before approval. Submit for approval 
when the report is complete.  
 
Note:  

• Depending on the combination of Worktags selected, your report may 
need to go to more than one approver. The status will update as 
reports flow through the business process. 

• You can continue to edit the Expense Report until it is approved. 



  
 

Sharing Expenses Across Multiple Cost Centers 

If an expense will be shared, use Itemization. 

1. Select the Add Button under Itemization. 
2. Enter information for the fields displayed. Fields will vary depending on the 

Expense Item selected. All required fields must be completed. 
3. Select Done when the remaining amount is $0.00. 

Note: Itemized entries must equal the total of the Expense Line. You may notice 
that once you are finished itemizing, the Worktags will say Empty. Itemization 
shows where each amount is charged. 

 

Have Questions? For assistance, please contact help@brynmawr.edu or 610-526-

7440.  
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