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Presenter Notes
Presentation Notes
In Direct Charge, our priority is to correctly pay all invoices by their due dates in the appropriate fiscal period.  Your priority regarding invoices should be to send complete and correct documentation to avoid processing delays.  Here are some reminders.



Spend Authorization in Workday 

A Spend Authorization is an Authorization to Travel with an electronic routing for approval process.  The 
approval allows reimbursements to or payments on behalf of the traveler.     

There are two types of Spend Authorizations (Authorization to Travel):
 Worker  
 Non-Worker (ECM). 

Spend Authorizations (ECM) is required for university guests (i.e., interviewee, speaker, etc.) when there is 
travel involved.  A Spend Authorization (ECM) is not required for local guests (no travel involved). 
 
A special meal for a guest who traveled, a copy of the Spend Authorization (ECM) should be attached to the 
AS499 form.

A special meal for a guest with no travel, no spend authorization should be attached to the AS499 form.        
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