
Communication to the FMM: 

Further to the notification received ‘’Workday Notification: New Process for Cash Payments 
to Research Participants”, dated March 5, 2026, this communication is being circulated to 
provide additional details and timelines for transition of temporary custodian fund for 
research participant payments to the new process for UW-Madison. 

Background: 

What were previously known as Temporary Custodian Funds will now be requested as Cash 
Advance for Research Participants and issued through the Spend Authorization process in 
Workday.  

Timelines:  

Existing or in process temporary funds may be requested through the current process. 

New cash advances will need to be requested through the Spend Authorization process as 
of April 1st, 2026.  

The attached document provides step-by-step instructions to request a cash advance for 
research participant payments and how to complete the related expense report under the 
new process. 

Action Items: 

• Familiarize yourself with the Spend Authorization process in Workday
• Assign security roles to staff as appropriate. Only Expense Data Entry Specialist

security role is needed.

Business Services will offer optional office hours to provide guidance and support in 
transitioning to the new process. More information to follow. 

Please reach out if you have any questions or concerns (cstdnfnd@bussvc.wisc.edu). 

Regards.   

mailto:cstdnfnd@bussvc.wisc.edu


Cash Advance for Research Participants Process 

Roles: 
• Employee/Payee (as self)
• Expense Data Entry Specialist (EDES)
• Research Participant Cash Advance Specialist (RPCAS) – this role resides with

Business Services only.

Spend Authorization (SA) submitted by: 
• Employee or Expense Data Entry Specialist

Spend Authorizations must include supporting documentation as follows: 
• Related documentation that will justify the research participant payments
• Project budget
• IRB approval or exception support

Do not include HIPAA-protected information in expense report and spend authorization 
attachments. 

Important Notes: 
• De Minimis rule still applies – payments need to be less than $250

o Payments to Research Participants policy – UW-3005
• Cash Advance (CA) for Research Participants are open for 3 months or less at a

time

RPCAS will send the request to Dean’s Office (Expense Operations Lead UW) via Ad Hoc 
approval process in Workday as an additional approval of Spend Authorization. 

No NR numbers are needed. The requests will be tracked with Spend Authorization number. 

https://policy.wisc.edu/library/UW-3005


Process for requesting a Cash Advance for Research Participant Payments: 

Spend Authorization Event 

Create a Spend Authorization and Cash Advance Request 
1. Hover over Personal in the sidebar and select Expenses Hub or search for Create 

Spend Authorization.
Note: An Expense Data Entry Specialist (EDES) can create a Spend Authorization on 
behalf of another employee and can search and select the Create Spend 
Authorization for Worker task. If an EDES enters on behalf of another employee, it 
will route to the employee for approval after the EDES submits the SA.

2. Click Create Spend Authorization.
3. Review and update all fields.

a. Company
b. Start Date – first day of research participant payments.
c. End Date – last day of research participant payments.
d. Description – explain request.

1. Example: Research participant study
e. Business Purpose – Cash Advance for Research Participants
f. Reimbursement Payment type – will default to direct deposit. You can 

change to “Check Payable”
1. Please do not modify to "mailed check" or "check for pickup" unless 

there is a unique business case. Due to cash handling concerns we 
are emphasizing direct deposit be unchanged unless absolutely 
necessary.



g. Justification - clarification can be given to clarify the reason for research
participant payments.

1. Example: Research participant payments for Community Definitions
of Safety During Mental Health Crisis Response study

4. Click Add to add a spend authorization line item.

5. Enter and review fields for the spend authorization line.

a. Expense Item - Select “Research Subjects”.

b. Quantity – amount of individual payments that will be made

c. Per Unit Amount – individual payment amount

d. Total Amount - estimated total cost for spend authorization line.

1. You can enter Quantity and Per Unit Amount then that will calculate
Total Amount or you can leave Quantity and Per Unit Amount as “1”
and enter a Total Amount.

e. Budget Date - This will autofill as the first payment date

f. Memo – details about request.

1. Example: Research participant study payments

g. Cash Advance Requested - checked to request a cash advance.
NOTE: This box must be checked to receive funds before research
participant payments are made.

h. Worktags – Details on funding for item.
6. Review and update Item Details section.

NOTE: You can enter an estimated amount of payments that will be made



7. Repeat steps 2-5 to include additional spend authorization lines.

8. You must include an attachment.
a. Related documentation that will justify the research participant payments
b. Project budget
c. IRB approval or exception support

1. Do not include HIPAA-protected information in expense report and
spend authorization attachments.

d. Advarra waiver for SMPH

9. Click Submit.

10. If requesting a Cash Advance for Research Participants, the Employee, Expense Data
Entry Specialist (if applicable) and Expense Operations Lead will receive a To-Do step
in Workday on the end date of the spend authorization reminding them to provide the
1099 Specialist with required tax reporting information for the distributed funds.

11. Spend Authorization is reviewed by: -

a. Spend Authorization Reviewer (optional) or Worktag Manager

b. Research Participant Cash Advance Specialist (RPCAS)

1. RPCAS will review the request and send to Dean’s Office (Expense
Operations Lead UW) via Ad Hoc approval process in Workday as an
additional approval of Spend Authorization.



Reconciling/Closing Out of Cash Advance 

Expense Report Event 

• Cash advances must be fully reconciled within 30 days of the end of the study period.
• Employees must submit an expense report to account for the use of the advanced

funds.
• If advanced funds exceed actual expenses, the balance must be returned to the

University via one of the following methods:
o Payroll deduction
o Personal check

• Employees will reconcile cash advance and confirm repayment of cash advance via
check to Cash Management or as a payroll deduction

• Once a cash advance is approved, it creates an employee receivable
o Employees will see a new card in Expenses Hub showing “Cash Advance

Balance Owed” and can click on View My Cash Advances

o Employees can also run “My Cash Advances” to see details (example below)

• Employees must attach the Spend Authorization to the Expense Report in order for
the Spend Authorization (Cash Advance) to be tracked and tied to an Expense Report.



• When employee attaches the SA to the ER they have to mark it as the “final ER for that
CA”

o They will get a questionnaire asking how they wish to pay back if balance is
due and they mark the SA/CA as final

o If they do not, any remaining balance will stay due, and the SA will remain
open, unless someone closes the SA, can’t close SA with an open CA balance

o 
• Expense Advance Repayment Specialist (EARS) role based in Business Services will

monitor outstanding cash advance balances. Any CA balances 30 days past the end 
day of the SA would be reported to payroll for deduction if not settled in time.  



Create an Expense Report 

1. Hover over Personal in the sidebar and select Expenses Hub.

2. Click Create Expense Report.
Note: An Expense Data Entry Specialist (EDES) can create an Expense Report on 
behalf of another employee and can search and select the Create Expense Report 
for Worker task.

• If selecting Create Expense Report for Worker, see Submitting Expenses on 
Behalf of Other Employees.

3. In the Expense Report, enter or review data in the required fields:

a. Creation Options – Create New Expense Report From Spend 
Authorization and click the “Final Expense Report for the Spend 
Authorization”

b. Memo – add specific details related to the expenses being submitted and 
linked spend authorization

c. Company - this defaults to your institution.

d. Expense Report Date – enter today's date.

e. Business Purpose – “Cash Advance for Research Participants “

f. Company on Expense Line - this defaults to the Company chosen in the 
header as all Expense Reports require all expenses to be for only one 
Company.

g. Cost Center

h. Fund

i. Function
4. Enter default funding for the full Expense Report in Grant, Gift, Project, or Program. 

NOTE: After entering a Grant, Gift, Project or Program worktag, other required 
worktags will autofill. You may need to change the fund and/or function if the 
defaults are not appropriate.

https://kb.wisconsin.edu/workday/internal/page.php?id=144705
https://kb.wisconsin.edu/workday/internal/page.php?id=144705


5. Enter Additional Worktags that should be defaulted for the entire Expense Report.

6. Click OK to move forward with the Expense Report details.
Warning: If the header information needs to be updated later in the process,
see Edit Expense Report Header Information. However, once you click OK, the 
default funding, including additional worktags, can no longer be changed at the 
header level, and instead the funding for each expense line will need to be updated 
individually.

Adding Attachments – must include attachment with Expense Report 

1. Click the Attachments tab.

2. Click Edit.

https://kb.wisconsin.edu/workday/internal/page.php?id=154713
Carolyn Wolff
Cross-Out



3. Click Select Files or drag and drop documents.

• Attach participant payment log

Do not include HIPAA-protected information in expense report and spend 
authorization attachments. 

4. Click Save.
NOTE: Multiple attachments can be added.

Carolyn Wolff
Cross-Out



Adding Expense Lines 

Expense lines are added for each separate expense item for this report.    

1. Click Expense Lines tab. 

2. Click Add. 

3. Click Select Files or drag and drop documents to add expense specific documents. 

4. Enter or review data in required field. 
NOTE: Additional fields may appear based on the expense item selected. Some 
fields may auto populate but can be updated as needed. 

a. Expense Date 

b. Expense Item: “Research Subjects” 

c. Total Amount: Enter amount for expense.     

1. You can enter Quantity and Per Unit Amount then that will calculate 
Total Amount or you can leave Quantity and Per Unit Amount as “1” 
and enter a Total Amount. 

d. Memo – details about payment. 

1. Example: Research participant study payments 

5. Complete required fields for Item Details.  

6. Click Add to include additional expense item lines and repeat items 3-5 for each 
added expense line. 

  



7. Click Submit. After submitting, see Next Steps for more information.  

 

 
 

8. If any balance is owed back to the university, the employee will get a questionnaire 
asking how they wish to pay back if balance is due and they mark the SA/CA as final. 
If they do not, any remaining balance will stay due, and the SA will remain open, 
unless someone closes the SA, can’t close SA with an open CA balance. 

 
 

Expense Report is reviewed by: - 

a. Expense Partner Review 

b. Worktag Manager 

c. Expense Advance Repayment Specialist 


	Adding Expense Lines



