
Checking Expense Report Status in Workday 
 
 

1. On the Workday home page, click on My Tasks 
 

 
 

2. You might see something on your expense report under My Tasks 
 
 

 
 
 

3. If you don’t see it under My Tasks, click on Archive (see on left in above picture).  Click on 
the item in the left-hand pane, and then click on Process (see red arrow). 

 



 
  



 
4. Look down and see if there are approvals under Status.   If it is in Archive, you should see 

the approval.   
 

 
 
 


