
HOW TO CLOSE A SPEND AUTHORIZATION (SA) IN WORKDAY

This process guide supports processors that need to:
• Close a Spend Authorization in Workday because no additional expenses will be claimed/reconciled.
• Close a Spend Authorization in Workday as part of end of year procedures.

• Once a Spend Authorization is closed, it cannot be reopened.
• Be sure all expenses for the trip have been claimed on an Expense Report before closing an Spend Authorization.
• If there is an Expense Report In Progress, the option to close a Spend Authorization will not be available.
• All Expense Reports against the Spend Authorization must be completed before a Spend Authorization can be closed.

INSTRUCTIONS: CLOSING A SPEND AUTHORIZATION

1. Click the Related Actions button (…).
2. Click Close. 
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