Submitting a Book/Supply Expense esteyan University
Reimbursement under the Dependent
Tuition Scholarship Program

This guide offers instructions for employees to create and submit an expense report
to receive reimbursement for books or supplies under Wesleyan's Dependent Tuition
Scholarship program. Employees should review the policy at
www.wesleyan.edu/hr/other-benefits/dependent-tuition.html to determine if they are
eligible for reimbursement before submitting an expense report. Contact
benefits@wesleyan.edu with questions.

1 On your Workday landing page, under Your Top Apps on the right hand of the
page, click on Expenses Hub. If you do not have the Expenses Hub under your Top
Apps, to add it, Click "View All Apps".
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Upon entering the Expenses Hub, click "Create Expense Report" to create a new

expense report.
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4 Click "Create New Expense Report". At the end of this job aid, instructions are
given to copy a previous expense report to minimize input needed for subsequent
book/supply reimbursement requests.

Create Expense Report

v Expense Report Information

Expense Report For mpiQyee: Denise White-Patterson
Creation Options {freate New Expense Report

Copy Previous Expense Report
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Memo *

Company % | X WU Wesleyan University (--+ =

Expense Report Date * | 83/67/2025 [=]

Business Purpose %

v Instructions

EXPENSE REPORT INSTRUCTIONS

+ Please review our Expense Report Policy here If you have questions or need additional assis-

tance, please email finance@wesleyan.edu.
« The University reimburses based on actual expenses incurred. It does not have a per diem

Tips for successfully submitting an expense report:

An itemized receipt is required for all expenses $20 or more.

Meals are to be listed separately and should include a business purpose. Meals shared with
other travelers require attendees be listed in the Attendees field.

» Reimbursements for gas should only be in a rental car. When using a personal vehicle, the
mileage rate includes gas.

Travel insurance is not reimbursable.

Expense report must be completed within thirty days from the date of travel return.

©,

Click "Memo". Enter "Send to Donna Brewer for approval" with your dependent's
name and "Dependent Tuition Book/Supply Reimbursement".

Create Expense Report

v Expense Report Information

Expense Report For * Employee: Denise White-Patterson

A i e
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Copy Previous Expense Report

Memo *

mn
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v Instructions

EXPENSE REPORT INSTRUCTIONS

« Please review our Expense Report Policy here If you have questions or need additional assis-

tance, please email finance@wesleyan.edu.
« The University reimburses based on actual expenses incurred. It does not have a per diem.

Tips for successfully submitting an expense report:

An itemized receipt is required for all expenses $20 or more.

Meals are to be listed separately and should include a business purpose. Meals shared with
other travelers require attendees be listed in the Attendees field.

« Reimbursements for gas should only be in a rental car. When using a personal vehicle, the
mileage rate includes gas.

Travel insurance is not reimbursable

Expense report must be completed within thirty days from the date of travel return.



6 Click "Business Purpose" and Select Tuition Reimbursement.

Create Expense Report X
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" . - « Travel insurance is not reimbursable.
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7  Click Cost Center and Select "CC1491 Dependent Tuition Benefit".
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« Travel insurance is not reimbursable.
« Expense report must be completed within thirty days from the date of travel return.

n

1l

Cost Center * [ x C€C1491 Dependent Tuition

Benefit




8 Click "Travel Classification (CWT-01)" and Select "TR0O004 Non-Travel".
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9 Click"OK".
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10 Click "Add" to add an Expense Line.

Create Expense Report ER-000006515 Send to Donna Brewer for approval. Symone Patterson dependent tuition book... =

Pay To Status Personal Prior Balance Applied Cash Advance Applied Reimbursement Total
Employee: Denise White-Patterson Draft 0.00 USD 0.00 USD 0.00 USD 0.00 USD 0.00 USD
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11 Click Expense Item and Select "SC00238 Employer Benefit Expense Dependent
Tuition".
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Click Receipt Included Checkbox. Then Click "Select Files" to attach receipt.
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14 Click Expense Date and enter date of receipt. Quantity should equal 1. Enter
Amount of Receipt (or amount reimbursable on receipt, if not total amount of
receipt) under Per Unit Amount.
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15 Click "Submit"
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16 To copy already submitted book/supply expense reimbursement, Select "Create
Expense Report".
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17  Click "Copy Previous Expense Report"

Create Expense Report @
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Expense Report For * Employee: Denise White-Patterson EXPENSE REPORT INSTRUCTIONS

« Please review our Expense Report Policy here If you have questions or need additional as-
reate New Expense Report sistance, please email finance@wesleyan.edu.
« The University reimburses based on actual expenses incurred. It does not have a per diem.
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Tips for successfully submitting an expense report:

« An itemized receipt is required for all expenses $20 or more.
 Meals are to be listed separately and should include a business purpose. Meals shared with

« Expense report must be completed within thirty days from the date of travel return.

| Memo * other travelers require attendees be listed in the Attendees field.
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Locate last submitted book/supply reimbursement request and select by clicking

circle next to it.

Create Expense Report

v p Report Infor

| Expense Report For * Employee: Denise White-Patterson
Creation Options *

Create New Expense Report

o Copy Previous Expense Report

Search

| Memo *
000006515 (Date

03/07/2025 Amount: 105.29
Payee: Denise White-Patterson
Memo: Send to Donna Brewer
for approval. Symone Patterson
dependent tuition book
reimbursement)

Company *

Expense Report Date * | 03 /b77z0zo T
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v Instructions

EXPENSE REPORT INSTRUCTIONS

« Please review our Expense Report Policy here If you have questions or need additional as-
sistance, please email finance@wesleyan.edu.
¢ The University reimburses based on actual expenses incurred. It does not have a per diem

an expense report:

« An itemized receipt is required for all expenses $20 or more.

* Meals are to be listed separately and should include a business purpose. Meals shared with
other travelers require attendees be listed in the Attendees field.

« Reimbursements for gas should only be in a rental car. When using a personal vehicle, the
mileage rate includes gas.

« Travel insurance is not reimbursable.

Expense report must be completed within thirty days from the date of travel return

19  The cost center will have to be changed to "CC1491".
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20 Click "OK"
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Click "Travel Classification (CWT-01) and Select "TR0O004 Non-Travel".
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22 Click OK.
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23 Using the instructions above, update the expense date, per unit amount and
check off the receipt included box. You will then need to upload the receipt as per
above.

Drop files here Use the button below only if your company's expense policy requires
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Click "Submit"
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