MC EAP Cheat Sheet:

MONTGOMERY

coneee Workday Workflow for EAP Requests
NOTE: Email requests for WDCE Courses to EAP Requests. Visit Tuition Waiver for details.
| need MC to PAY THE SUPPLIER | already paid or will pay for my eligible

for my eligible EAP expenses, EAP, Wellness, and/or EAP Travel
EXCEPT for Wellness and EAP Travel expenses and

which are reimbursement only. | need MC to REIMBURSE ME.

\ 2 2
Step 1: Create Requisition Ste;;1::rgate.8pend
(choose Service) uthorization

(Not required for Wellness — go to Step 2)

Watch Demo Video (until 9:57), Watch Demo Video (until 10:37),

and/or view Job Aid and/or view Job Aid
M J
Step 2: Once Requisition Step 2: Once Spend Authorization
is APPROVED, is APPROVED,
Create Receipt (available the Create Expense Report (available
NEXT BUSINESS DAY) IMMEDIATELY)
Watch Demo Video (start 9:58), Watch Demo Video (start 10:38),
and/or view Job Aid and/or view Job Aid
2 2

Upon final approval, by the Manager AND the EAP Partner (HRSTM), AP processes
payments weekly. If approved by Wednesday, payment will be included in the
Thursday check run for Friday.

Deans/Managers: You are responsible for reviewing EAP requests
for eligibility and accuracy BEFORE you approve. Make sure that
your employees complete and that you approve BOTH STEPS.

-- View Expense Reports to confirm
approval or payment status (Status:
Approved or Paid).

-- Deposit is made according to Payment
Elections in ESS as a separate deposit
(not included with payroll).

- Search My Requisitions to confirm
approval or payment status (Invoicing
Status: Fully Invoiced or Paid).

-- Payment is mailed to Supplier
according to invoice/instructions.

Contact Accounts Payable for questions related to payment (i.e., status of
payment, if payment has not processed or been received timely).
Contact EAP Requests with general questions.
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mailto:EAPRequests@montgomerycollege.edu
https://info.montgomerycollege.edu/offices/human-resources/tuition-waiver.html
https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/finance-and-procurement/procurement-create-procurement-requisition-employees.pdf
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/finance-and-procurement/procurement-create-spend-authorization-employees.pdf
https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/finance-and-procurement/procurement-create-receipt-employees.pdf
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/finance-and-procurement/procurement-create-expense-report-employees.pdf
mailto:AccountsPayable@montgomerycollege.edu?subject=EAP%20Payment%20Status
mailto:EAPRequests@montgomerycollege.edu

