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Submitting a Book/Supply Expense
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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2 Click "Expenses Hub" to add to your Top Apps.

3 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.

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

7 Click Cost Center and Select "CC1491 Dependent Tuition Benefit".
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8 Click "Travel Classification (CWT-01)" and Select "TR0004 Non-Travel".

9 Click "OK".
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10 Click "Add" to add an Expense Line.

11 Click Expense Item and Select "SC00238 Employer Benefit Expense Dependent
Tuition".
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12 Click Receipt Included Checkbox. Then Click "Select Files" to attach receipt.

13 Locate file and Select "Open".
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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.

15 Click "Submit"
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16 To copy already submitted book/supply expense reimbursement, Select "Create
Expense Report".

17 Click "Copy Previous Expense Report"
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18 Locate last submitted book/supply reimbursement request and select by clicking
circle next to it.

19 The cost center will have to be changed to "CC1491".
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20 Click "OK"

21 Click "Travel Classification (CWT-01) and Select "TR0004 Non-Travel".
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22 Click OK.

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.
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24 Click "Submit"


