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Close Spend Authorization

1. Inthe Workday search box, type in My Spend Authorizations and select

Q my spend authorizations @

Simplified Search is Disabled >

Tasks and Reports

My Spend Authorizations
Report
Workers can view their spend authorizations in any status. From the report, workers can view, cancel, or

change existing spend authorizations, and also create spend authorizations. Required prompt: none

2. Select the correct spend authorization you would like to close

My Spend Authorizations | |G 8

Create Spend Authorization

My Spend Authorizations 1item ¥5] =@, B
Related
Spend Authorization Spend Authorizati Spend ization Expense
Spend Authorization Actions Start Date End Date Status Description Remaining Balance Total = Curmrency Company Reports

I SPEND_AUTH-000080568 | (Astions v ) 04/10/2025 04/14/2025 In Progress sirfare 150.00 150.00 | USD Florida Atlantic University

3. Next to View Spend Authorization, select the three dots and it will bring you to Actions
e Review the Status of the Spend Authorization. If its Approved and unused, you may
cancelit. If it is Partially used or completed, closing it might require
approvals/reasoning.
e |[fthere is an outstanding cash advance balance, you will need to either expense it if
used or pay the university back.
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4. Under Actions, go to Spend Authorization, where it will give you the option to either View or

Close. Select Close

F
l Actions
Spend Auth
1 Spend Authorization I > View 3 AUTHH
L —
Accounting >
Business Process * Status
Favorite ]
Budget Check Sti

5. The next page will bring you to Confirm Spend Authorization Close. Review all the information,
and select Ok

Cancel Spend Authorization SPEND_AUTH-000080568 |

Status In Progress 0.00 USD 0.00 USD 150.00 USD

Cash Advance Outstanding Balance Cash Advance Requested Spend Authorization Total

Budget Check Status Mot Required

Please confirm you wish to cancel the Spend Authorization below?

~ Spend Authorization Information ~ Spend Authorization Details
Company Florida Atlantic University Reimbursement Payment Type  Direct Deposit
Start Date 04/10/2025 Justification airfare for conference
End Date 04/14/2025 Expense Report(s) (empty)
Description airfare Cash Advance Repayments (empty)

Business Purpose  TRAVEL

Currency uso
Spend Authorization Lines Process History Balances
Airfare 150.00 | Spend Authorization Line
Expense ltem * Airfare ’
Item Details
Nuantitv *1

Gancel

6. When you View Spend Authorization, it will show the Status as Closed

View Spend Authorization = SPEND_AUTH-000080568

Cash Advance Outstanding Balance Cash Advance Requested Spend Authorization Total

Status 0.00 USD 0.00USD 150.00 USD



