
CREATE A NEW Spend Authorization Bentley Employee 
 

1. Click the Menu, from top right of Workday Home Screen. Go down to Expenses option and then Create Spend 
Authorization under Actions. 

 
Be sure to read the NOTES on the Create Spend Authorization initial page. 

 
 

2. Fill in the Start and End date of the trip. Todays date defaults but you must clear and enter when the trip is 
going to be. The Description can be something general. The Business Purpose is a drop down and is 
required.  

 
3. If Other Business Purpose is used, then this box must be filled out as well. 

 
4. Begin adding line items by clicking on +Add 
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5. Enter an Expense Item from the drop down, Quantity, Amount and Budget Date is travel begin date, 
and cost center. 

 

 
6. Continue adding using +Add until all items are input 

 
7. Airfare will require a Country 

 
8. Submit when ready and you should get this message. This is correct. 

 
 
 
 

 


