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External Commitee Member  

Access to create External Commitee Member can be requested by placing an OIT �cket.   

Please note ECMs are paid via check only. 

1. If access is granted, on the Workday search bar, type in “Create External Commitee 
Member”  

                 
  

2. Select the Task  

                                                    
  

3. Fill in the “Effec�ve date” (Today’s date).  For “Commitee” fill in “Non-Worker 
Commitee”  
Select OK  
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4. Select which Reason that best applies for the ECM 

Membership Type select non-Worker  
Select an End Date (Note: A�er this date, the commitee member will be inac�ve)  

  

  
   

5. Enter the Legal Name Informa�on for the ECM   
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6. Fill out the Contact Informa�on for the ECM. 

 
  

7. For Atachments, atach a signed leter sta�ng the reason for reimbursement and the following: 
• Full Name 
• Address (where the payment will be mailed) 
• Email/Phone Number 
• Any other document deemed necessary 

Please note this leter serves as verifica�on that all informa�on on the request is correct.  
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8. Submit 

  

 

  
External Commitee Member: Create Spend Authoriza�on/Expense Report for ECM  

  

1. On the Workday search bar, type “Create Spend Authoriza�on for Non-Worker” and select 
the task.  

  
  

2. Fill in the required Spend Authoriza�on Informa�on  
a. Payee Type auto populates  
b. For fill in the ECM name  
c. Commitee fill in Non-Worker Commitee  
d. Fill in the Start and End Date  
e. Fill in the Descrip�on for the Spend Authoriza�on  
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3. Choose a Reimbursement Payment Type and write a detailed Jus�fica�on  

  
4. Add any Spend Authoriza�on Lines needed. Atachments should include es�mates, an offer 

leter, agenda/i�nerary. Then click Submit  
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Expense Reports for Non-Worker  

1. In the Workday search box, type “Create Expense Report for Non-Worker” and select the 
Task  

  

2. Fill out all the following in asterisks. In the Business Purpose field, select the reason for 
the expense (ex: Guest Speaker Travel, Candidate Reimbursement, etc.) 
• In the Memo field, provide details such as: 

o Event Name 
o Date(s) 
o Who expenses were for (ex: Reimbursement for guest speaker travel – College of 

Engineering event 11/15/25) 
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3. Review or edit any Header informa�on  

 

4. Upload any Atachments (offer letter, agenda, flyer, itinerary, etc.) 
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5. Add informa�on to Expense Lines. For each line complete: 
• Expense Item (ex: Airfare, Hotel, Meals, etc.) 
• Date (Enter the date the expense was incurred) 
• Amount (Enter the dollar amount shown on receipt) 
• Atach the corresponding receipt 

 

 

6. Click Submit. Please note: ECM expense reports cannot be saved for later – you will not be able to edit 
them only cancel. 
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