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Submitting Rideshare/Taxi Expenses in Workday 

Workday link: 

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

 

1. Click on MENU 
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2. Click on Expense Hub 

 

 

3. Click on Create Expense Report 
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4. Enter the following: 
a. Memo:  For cabs, enter site abbreviation, Cab, first initial, first few letters of your last name 

Site abbreviations include NWH, BCH, MGWest, WRVA, MGH 
b. Company:  Change to 1300 Massachusetts General Physicians Organization, Inc. 
c. Business Purpose:  Select General Expense 
d. Company on Expense Line:   Change to 1300 Massachusetts General Physicians Organization, Inc. 
e. Cost Center:  Change to MGB091 (Anes Education) 

Click on the OK button. 
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5. Click on the Add button to add a line to your expense report. 
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6. Add Expense lines.  NOTE:  Each line item needs a receipt and details. 
a. Either drag and drop or upload a receipt  
b. Expense date:  Enter the date of your trip. 
c. Expense item:  Enter Transportation and hit Enter on your keyboard (Transportation – Miscellaneous will 

appear) 
d. Total Amount:  Enter the amount on your receipt. 
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 

process.) 
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7. Complete the attestation process. 
a. Click on View Details. 

 

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

 


