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Submitting Meeting Expenses in Workday 

General Notes: 

• IMPORTANT:  Be sure to add both of the following to one of the line items on the 
expense report: 
▪ The approval email from the Program Director (with a file name that includes “PD 

Approval” 
▪ The conference program (with a file name that includes “program”).  

• If you are going to exceed the maximum reimbursable amount for travel ($2500 for 
domestic or $2,000 for international), consider reducing the amount you put in for 
reimbursement under airfare or individual meals. 

• All receipts must include the last 4 digits of your credit card. 

 

This guide includes the following topics: 

• First steps in creating an expense report for meeting expenses 
• Adding an expense line for Airfare 
• Adding an expense line for Hotel 
• Adding an expense line for Registration 
• Adding expense line(s) for Transportation (rideshare/taxi or rental car) 
• Adding expense line(s) for Meals 
• Complete the attestation process 
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First steps in creating an expense report for meeting expenses 

Workday link: 

https://www.myworkday.com/massgeneralbrigham/d/home.htmld 

 

Click on MENU 

 

 

  

https://www.myworkday.com/massgeneralbrigham/d/home.htmld
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1. Click on Expense Hub 

 

 

2. Click on Create Expense Report 
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Create Expense Report 

For Memo:  Put your first initial and the first few letters of your last name followed by 
“Travel” and one of the following:  (1x/residency) or (original research) or (PRIME/Research) 
or (SEA/HVO) 

Company:  1300 

Business Purpose:  Off-Site Meeting 

Cost Center:  MGB091 
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Add an expense line for Airfare  

Expense Date:  Enter the date of the actual charge date for the reservation. 

Expense Item:  Search for and select Airfare. 

Memo example (example):  Roundtrip Airfare Boston – St. Louis 

For item detail, you will need to provide:  Destination, Ticket number 

 

After adding the necessary information for one trip, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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Add an expense line for Hotel (as applicable) 

General notes: 
• Daily standard reimbursable rate for a single room is not to exceed $400/night for room 

rate only and will not include taxes. 
• In Boston, New York, Washington DC, Chicago, Los Angeles, and San Francisco the 

daily standard reimbursable rate for a single room is not to exceed $500/night for room 
rate only and will not include taxes. 

• The rental of private home or apartments (e.g., Air BnB or VRBO) is not allowed and will 
not be reimbursed. 
 

Expense Date:  Enter the date you were charged for hotel expenses. 

Expense Item:  Search for hotel and select Hotel/Lodging. 

Memo (please include):  Hotel room rate is not more than $400 (or $500 for cities listed 
above) before taxes 

For item detail, you will need to provide:  arrival date, departure date, destination (i.e, city of 
the meeting), number of days (treat this as number of nights, and verify the number is 
correct), daily rate (include taxes), business reason (conference or meeting attendance) 
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Under Itemization, edit daily expenses to show: 
• Room tax (include any fees here) 
• Daily room rate.   
 
When you are finished, the remaining amount to itemize should be $0.00 
 

.  
 
An example of the itemization of daily expenses follows. 
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Click on Done when finished with itemization. 
 
 
After adding the necessary information for hotel expenses, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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Add an expense line for Registration 
 
Expense Date:  Enter the date you were charged for meeting/conference registration. 

Expense item:  search for Registration and select Registration Fees 
 
 

 

After adding the necessary information for one meal, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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Add expense line(s) for Transportation (rideshare/taxi or rental car) 

• Rideshare/taxi 

For rideshare/taxi, enter a separate line for each trip. 

Rideshare receipts must show start and end point for the rides. 

Expense Date:  Enter the date your trip 

Expense Item:  Enter Transportation and hit Enter on your keyboard (Transportation – 
Miscellaneous will appear)  

Total Amount:  Enter the amount on your receipt 

Memo (example):  Uber from airport to conference hotel 

 
After adding the necessary information for one trip, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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• Rental car 

Note:  Rental care will be reimbursed if reasonable and necessary to save time or money. 

Expense Date:  Enter the date you were charged for the rental car 

Memo (example):  rental car for 3 days 

Total amount:  Enter the total amount for the rental car 

 

After adding the necessary information for one trip, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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Add expense line(s) for Meals 

General notes: 

• Breakfast and/or Lunch – Combina􀆟on not to exceed $40/person per day 
• Dinner‐ $135/person.  
• Threshold amounts noted in this sec􀆟on include food, beverage, and gratuity. 
 

Expense item:  Search for breakfast or lunch and select Breakfast/Lunch or search for 
dinner and select Dinner 

Include a memo for each meal.  Example:  lunch on 3/14 

For item detail, you will need to provide:  Number of persons, business reason (example:  
lunch during conference) 

 
 
After adding the necessary information for one meal, your options are:  
• Click on Add to add another expense line, or at the bottom of the screen either  
• Click on Save for Later (if you want to come back to add more lines). TIP: Save for Later 

as you go (after at least every 2-3 entries)  
• Click on Submit when you have provided info for all your expenses (and to proceed 

with the submission  
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Complete the attestation process 

Click on View Details 

 

Click on To Do 
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Read the Instructions and click on Submit to complete attestation.  

 

 


