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RPT423 P-Card Transaction Verification Log 

Note: Use this report to send out for approvals and sign off. 

1. Enter RPT423 P-Card Transaction Verification Log into the search bar, and select the Report.

Note: Alternatively, you can also access the report from the P-Card Dashboard in the Reports section.

2. The RPT423 P-Card Transaction Verification Log pop-up displays.

3. Enter your institution in the Company field.

4. Enter the Worker’s name into the Worker field.

5. Enter a Credit Card Post Date Start and Credit Card Post Date End.

6. Enter a Verification Status.

7. Select OK to run the report.
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8. The RPT423 Procurement Card Transaction Verification Log displays with information based on what you

entered in the previous pop-up.
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