M
MONCTEOMERY PDAP Cheat Sheet: Workday Workflow for PDAP Requests

COLLEGE

NOTE: For MC-related WDCE courses, books, and fees, fill out the and email to

| already paid or will pay for my
eligible PDAP or Wellness expenses and

| already paid or will pay for my
eligible PDAP Travel expenses and

| need MC to reimburse me.
J

| need MC to reimburse me.
J

Step 1: Create Spend Authorization
(Job Aid (Pg. 4) | Demo Video (Stop @13:29))

Step 1: Create Expense Report

(Non-Travel: Job Aid (Pg. 2) | Demo Video) A
(Wellness: Job Aid | Demo Video) Step 2: Once the Spend Authorization is APPROVED,
Create Expense Report after returning from travel
¥ (Job Aid (Pg. 6) | Demo Video Start @13:30))
J

Upon final approval by the Manager, the EAP Partner, AND Accounts Payable, payments are processed weekly.
If approved by Wednesday, payment will be included in Thursday check run for Friday disbursement.

- View My Expense Reports to confirm approval or payment status.
- Deposit is made according to Payment Elections. If direct deposit, this is
separate from and not included with your payroll deposit).

Contact Accounts Payable for questions related to payment
(i.e., for status update if payment was not processed or received in a timely manner ).
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https://info.montgomerycollege.edu/_documents/offices/human-resources/eap-mc-courses-books-fees.pdf
mailto:PDAPRequests@montgomerycollege.edu
https://www.myworkday.com/mc/d/task/2997$995.htmld
https://info.montgomerycollege.edu/_documents/offices/human-resources/pdap-reimbursements-create-spend-authorization-expense-report.pdf
https://montgomerycollege.zoom.us/rec/share/LRZHCLvDnxCL7EptXCBo1ekdHha8H7RdV4x_1-Zxz3eBPyqOil96MyujbaGHCI1g.gSrA1jEjfu2H0tdA?startTime=1739888456000
https://info.montgomerycollege.edu/_documents/offices/human-resources/pdap-wellness-reimbursement-create-expense-report.pdf
https://montgomerycollege.zoom.us/rec/share/UwuT5x0ibPe-Fs50uEJjOYL9m9tIveZ9RqhLNQoEv7lW9-nNH7XMk4G6lMUz_6jK.Xna4HFAhjrw_gYF-?startTime=1739827992000
https://www.myworkday.com/mc/d/task/2997$1212.htmld
https://info.montgomerycollege.edu/_documents/offices/human-resources/pdap-reimbursements-create-spend-authorization-expense-report.pdf
https://montgomerycollege.zoom.us/rec/share/LRZHCLvDnxCL7EptXCBo1ekdHha8H7RdV4x_1-Zxz3eBPyqOil96MyujbaGHCI1g.gSrA1jEjfu2H0tdA?startTime=1739892928000
https://www.myworkday.com/mc/d/task/2997$995.htmld
https://info.montgomerycollege.edu/_documents/offices/human-resources/pdap-reimbursements-create-spend-authorization-expense-report.pdf
https://montgomerycollege.zoom.us/rec/share/LRZHCLvDnxCL7EptXCBo1ekdHha8H7RdV4x_1-Zxz3eBPyqOil96MyujbaGHCI1g.gSrA1jEjfu2H0tdA?startTime=1739892928000
https://www.myworkday.com/mc/d/task/2997$728.htmld
mailto:AccountsPayable@montgomerycollege.edu?subject=EAP%20Payment%20Status

