
One-time Payment in Workday (Reimbursement)

Log into WD

Click on Benefits & 
Pay in Top Apps tile 
(right-hand side of 

screen)

Click pencil to edit
Enter 

effective 
date

Dropdown menu: 
choose “one-time 

payment” x2

Click checkmark to 
save

Choose reason 
if the menu 

appears
Click Add

Select type from 
drop down

Enter the 
amount

Upload 
receipt(s)

Select “Benefits” as 
the category.

Now what? Have another?
Repeat process 
from “Click Add”

Save for later.

Submit


