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HOW TO MANAGE PROCARD IN
WORKDAY

A step-by-step guide on how to manage Procurement
Card transactions in Workday.

Workday Job Aid - Quick Reference Guide




HOW TO MANAGE PROCUREMENT CARD IN
WORKDAY

Purpose

This job aid is designed to guide you through the process of managing Procurement Card
transactions.

This document will cover:

> How to verify Procurement Card purchases (Cardholder or Procurement Data Entry Specialist)
> How to approve verified Procurement Card transactions (Procurement Data Entry Specialist and
Funding Manager)

Audience

> Procurement Card Cardholder
> Procurement Data Entry Specialist
> Funding Manager
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Verify Your Procurement Card Purchases

Procurement Card purchases should be verified in a timely manner on a daily or weekly basis.
If the Procurement Card purchase is not verified, the purchase remains open and is not
expensed to an appropriate funding Worktag for a given month.

> Receipts are required for every transaction verified.

Steps:
1. As a Procurement Card Cardholder, type Verify Procurement Card Transactions in the Search
bar and select the Verify Procurement Card Transactions task from the search results
a. As a Procurement Data Entry Specialist verifying a transaction on behalf of a
Cardholder, type Verify Procurement Card Transactions for Worker
b. Enter the Cardholder's name in the Verification For field
2. Select the Company and Document Date (defaults to current date - no need to update)
3. Click OK

Verify Procurement Card Transactions

For I

% UW1861 University of
Washington

Company *

86/08/2823 [ ‘

[ - 1. =

Document Date *
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4. The Verify Procurement Card Transactions window displays.
a. Select the Procurement Card purchase(s) that needs to be verified
b. Click OK

Verify Procurement Card Transactions

% UWIBE1 University of
Washington

Company *

Document Date * | 86/88/2823 0]

Select All
=@y
Select Transactio i por it Card Account Company Merchant Name Charge Description Billing Date :::““ Trmxm:m": ;:;'f::‘;““ gﬂ':‘__’
05/08/2025 JPMC Pra Card Account UW1881 University of Washinglon  EZCATERPASED CARIBBEA KACWBGZV 06/01/2023 17986 USD uso
05/05/2023 JPMC Pro Card Account UW1861 University of Washinglon ~ UBER EATS EEFTIBETAFOESEFBL65T61039  OB/01/2023 9188 UsD uso
05/06/2023 JPMC Pro Card Account UW1851 University of Washinglon  SHAKE SHACK - 12644 #085288726021216 06/01/2023 %822 USD uso
05/05/2025 JPMC Pro Card Acoount UW1851 University of Washingion ~ CBC RESNET opsntpzcSgbzpe 06/01/2023 000 USD uso

S/07/2023 JPMC Pro Card Account UW1861 University of Washinglon S0 *CBC WEST SIDE 0001152921 512760866506 06/01/2023 45781 UsD usD
Cancel )

Note: One or more transactions can be selected at a time. We recommend choosing
transactions that will be charged to the same funding worktags if verifying multiple
transactions at a time.
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5. The Cardholder or Procurement Data Entry Specialist is able to click on the Credit Card
transaction Related Action button to view details about the transaction, such as supplier

Edit Summary

Transaction

Credit Card Transaction * 04/24/2023 43056100 2,340.57 US
Transaction Date 04/24/2023

Charge Description 43056100

Supplier

¥ PAPE GROUP -

Purchase Order

Amount

Remaining Transaction Amount to Verify  0.00

Credit Card Transaction Amount 2,340.57

Transaction Currency uspD

Sales Tax Collected \:‘

Default Tax Option select one v

6. Optional step: In the Supplier field, select the supplier name from the dropdown. The supplier
must already exist in Workday. If the supplier does not exist or you are uncertain of the correct
supplier, leave it blank.

Note:

> Always refer to the receipts for the details needed to verify your transaction. Additionally,
always review if sales tax was collected on the Procurement Card purchase. If it was collected,
check the Sales Tax Collected option in the header area.

If the correct tax was not collected, select Calculate Self-Assessed Tax in the Default Tax
Option field, and then select the correct Default Tax Code. The sales tax will also need to be
updated on the transaction line.

Verify Procurement Card Transactions Pc-o0000108 &m

For
Freimuth, Laura

Information

3items

8085288726921216
05/06/2023

05/05/2023

KACWBGZV
05/03/2023

Attachments

EEF71BE74FOESEFB065761039

Total Verification Amount
369.96 USD

Transaction Details

SortBy: «
Edit Summary

9822050 Transaction

Credit Card Transaction * 05/06/2023 8085288726921216 98.22 USD

91.88 USD

o

Transaction Date

179.86 USD Charge Description

05/06/2023

8085288726921216

Supplier

Purchase Order

Supplier Contract

( Save for Later ) ( Close )

Amount

Remaining Transaction Amount to Verify ~ 0.00

Credit Card Transaction Amount 98.22

Transaction Currency usp

Sales Tax Collected [

Default Tax Option select one v
Default Tax Code ‘ = ‘
Tax Amount 0.00
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7. Type a description of the Procurement Card purchase in the Line Item Description field

8. Inthe Transaction Details section, select the Spend Category from the dropdown menu.

(o,

> Spend category is a classification of expenses for UW enterprise. This maps to ledger
accounts for financial reporting and describes granular spend sources to facilitate spend

reporting.

> Locate the details on the receipt to verify the appropriate spend category to use on the

transaction line.

Transaction Details 1item

0
Company Business Document Line Item and Category Tax Tax R
w%w ~ UW1861 = Item Tax Applicability -
University of ‘ — ‘ ‘ —
Washington o o
Q Line ltem Description Tax Code
Commodity Code
Spend Category e
4 »
9. Scroll to the right and enter additional information in the Memo field (optional)
Transaction Details 1item [}

3 . It
Transaction Amount Item Identifiers em

Unit of Measure

‘ select one ‘

Unit Cost

‘ 0.00 ‘

Extended Amount

‘ 683.24 ‘

Currency

tien

q

Converted Amount
Tags

Currency Rate

1

Converted Amount

683.24

Currency
usp

Memo

Grant

FINANCE TRANSFORMATION

UNIVERSITY of WASHINGTON




10.Scroll all the way to the right and add the appropriate funding worktags in the Additional

Worktags field.

Transaction Details 1 item

Program

*Cost Center

Resource

*Additional Worktags

w CC100331ICA|
Women's

Basketball
Operations

« Balancing Unit:
BU104
Intercollegiate
Athletics

w« Function: FN999
Payroll
Organizational
Default Clearing
Function

w« Fund: FD999 Payroll
Organizational Default
Clearing Fund

Splits

11.Under Attachments tab, add the receipt of the Procurement Card purchase by clicking Select
files or dragging and dropping the file to the field

Drop files here

Organi New told = o e ks
o stball {GOF) Resource Intercolegiate
(@ 2001 Federal VI3 Form 8 ftions
3 Airline Ticket o
W Dekop @ D Hotel Receit X
4 Downloeds # @ INVOICE £OR GOODS AND stpaces 1 3 gpq,,ﬁ;:ﬁ::"w
5 Documts # | 5 Misege lmwoodto Tecoms ! y
Wokwn  # 7 Miesge Seattle to Tacoms 8
© Music G2 Seattie to Spokane Mieage o
3 videst 8 Supp Comstionraion <
WO Testeg 137 Westin Hotel Receipt B
S @@ Westin Hotel Receipt 42001 129 ')
Fie pame: |INVOKE FOR GOODS AND SERVCES B Fles
Open Cancel
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13.0nce the Cardholder submits the verification, it will route to the Procurement Data Entry

Specialist for review and approval. Click the Review button

Note:

> The Review button will only appear for the Procurement Data Entry Specialist if they are
submitting a verification for another worker; otherwise, they will receive the Verification

Transaction in their Workday Inbox.
> Procurement Card Transaction Verifications can be found in the Awaiting Your Action tile

on the Workday Home page, or by selecting your Workday Inbox.

14.Click Done

= MENU w
You have submitted Frocurement Card Transaction Verification: PC-00000098,

Up Next

P ot Card Trans

nesion Verseation

> Details and Process

Q) verify proe

on 05/18/2023 for §13212 BB

Do Another
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Approve Verified Procurement Card Transactions Process

Procurement Data Entry Specialist Review and Approval

> After the Initiator submits verified or reconciled Procurement Card transactions, the transactions
route to the Procurement Data Entry Specialist for a compliance review and approval.

> The Procurement Data Entry Specialist can send the transaction back to the card holder for
corrections or missing information.

> Procurement Data Entry Specialists will need to update their Inbox filter so they are able to view
only the verifications that are relevant to their department or unit. /fan inbox filter is not
created, they will see all Procurement Card Verifications for every Procurement Data
Entry Specialist in their inbox.

Funding Manager Approval

> After the Verification is reviewed and approved by the Procurement Data Entry Specialist, it will
route to the Funding Manager for approval.

Note: For help with customizing inbox filters, visit the job aid titled “GEN-/-04 How to Use Inbox
Filters to Manage Your Work in Workaday.”

Steps

1. Select Procurement Card Transaction Verification in the Awaiting Your Action tile on the
Workday Home page

Awaiting Your Actior*

@ Inbox - 18 day(s) ago
DUE 05/12/2023
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2. The Approve Procurement Card Transaction Verification window displays. Select the
Transaction Details tab to review the Procurement Card transaction

3. Verify that the required fields are correct and the correct receipts for the transaction are
attached

4. The Funding Manager can:

a) Approve - The Funding Manager can approve the verification if the transaction detail is
correct

b) Send Back - The transaction is not correct. The Funding Manager selects Send Back, and the
transaction routes back to the Initiator. The Funding Manager can add a message providing
the details of what needs to be corrected. Once the corrections are complete, the Initiator
resubmits the transaction for approval.

Deny - The transaction is not correct or submitted in error. The Funding Manager can Deny
the transaction. If Deny is selected, the Procurement Card transaction returns to the list of
Procurement Card transactions to be verified, and the Initiator would need to resubmit the
transaction for approval

c) Close - The Procurement Card transaction is closed. It stays on the list of items awaiting
attention.

4a

| S
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