FIN: P-Card Transaction Verifi

Overview:

This document explains how employees as self with P-Cards can verify P-Card transactions in Workday.

e The recommended browser for accessing Workday is Google Chrome. However, Mozilla Firefox and
Apple Safari may also be used.

Considerations by Institution

e None.
Icons Referred to in This Document

-— Prompt |_‘ Check Box * Required Field

P-Card Transaction Verification

1. Select Menu.
2. Select the P-Card Dashboard App.

Menu X

Apps Shortcuts

Your Saved Order @
-~
% Requisitions

@ P-Card Dashboard

Note: If P-Card Dashboard does not display in your apps, follow the instructions below:
1. Select Menu.
2. Select Add Apps at the bottom of the screen.
3. Inthe search bar, enter P-Card Dashboard.
4. Select the plus sign next to the App to add.
5. Go back to the menu and it will now be in the menu.

e This will only have to be done once.

3. The P-Card Dashboard displays.

4. If this is your first time using the P-Card Dashboard app, please follow the following steps so your
dashboard is set up:

a. Select the Settings icon.

Updated on 7/24/2024

cation

1



FIN: P-Card Transaction Verification

New Credit Card Transactions &

View More

b. Select Edit Settings.

3ot D Tasks

| Refresh (SR

Edit Settings N

Restore Default Settings
rts

View More ...

RPT423 Procurer

i.
c. The Edit Worklet Settings pop-up displays.
. Select the Company Prompt and select your institution.
e. Select OK.

Edit Worklet Settings
RPT380 PROC New Credit Card Transaction

Edit Settings

Company * | x UM28 University of
Baltimore (UBALT)

f. The New Credit Card Transactions section will now display.
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“ P-Card Dashboard

P-Card Dashboard

New Credit Card Transactions
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Status.

Note: In the new credit card transaction widget on the P-Card Dashboard displays the number of credit

card transactions to verify.

5. On the P-Card Dashboard under New Credit Card Transactions, there is a table with New and Pending

a. New Status refers to the P-Card Transactions that have not been verified.
b. Pending Status refers to the P-Card Transactions sent out for approval but not yet approved.

New Credit Card Transactions &
7
60
50
40
30
20
10
0 _
New - Lois Lane Pending - Lois Lane
B count
Status Employee Count
New Lois Lane 67
Pending Lois Lane 7
-
View More ...

6. Select Verify Procurement Card Transactions under the Tasks menu.
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[E Tasks
Verify Procurement Card Transactions

Verify Procurement Card Transactions for Worker

7. The Verify Procurement Card Transactions page displays.
8. Select the Check Box next to the transaction(s) you wish to verify in the table.

Note: Check with your PCPA to confirm if your institution will allow multiple transactions under one P-Card
Verification “Bundling”.

9. Select OK
67 items
Select Transacti Transaction Date  Corporate Credit Card Account Company Merchant Name Charge Description Billing Date
Q 12/09/2023 SU US Bank Procurement Card ~ UM29 Salisbury University CONSOLIDUS, LLC CONSOLIDUS, LLC 12/26/2023
Account (SU)
. Q 12/09/2023 SU US Bank Procurement Card ~ UM29 Salisbury University CONSOLIDUS, LLC CONSOLIDUS, LLC 12/26/2023
‘7| Account (Sv)
J— Q 12/09/2023 SU US Bank Procurement Card ~ UM29 Salisbury University CONSOLIDUS, LLC CONSOLIDUS, LLC 12/26/2023
‘_l Account (su)
. Q 12/08/2023 SU US Bank Procurement Card ~ UM29 Salisbury University HOMEDEPOT.COM HOMEDEPOT.COM 12/26/2023
‘7| Account (sU)
Q 12/N5/202° QU111Q Rank Prarirement Card 1IM2Q Qalishur |niversity RRH PHNTN 2NN-ANA-AARQ RR&H PHNTN 2NN-ANA-AARQ 12/2A/2N022

. Note: DO NOT use the Select All checkbox located above the table.
10. The Verify Procurement Card Transaction page for the transaction(s) selected displays.

Verify Procurement Card Transactions |Pcv-1150 |

Note: The PCV number is located at the top of the page.

11. (Optional) Use of Supplier, Purchase Order, and Supplier Contract fields may vary by institution. Contact
your Procurement Dept. for advisement.
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Edit Summary

Transaction

Credit Card Transaction * 11/30/2023 IN *KEEPSAKE ART & F 1,425.17

usD
Transaction Date 11/30/2023
Charge Description IN *KEEPSAKE ART & FRAMIN

Supplier ‘

Purchase Order ‘

Supplier Contract ‘

12. Enter the Line Item Description in the Transaction Details table.
13. Select the Spend Category Prompt and select the relevant Spend Category.

Transaction Details 1 item

(+) Company Business Document Line Item and Category Tax

x UM29 Salisbury !tem Ta
University (SU) ‘

Line Item Description Ta

‘ Name Badges ‘

Commodity Code

Spend Category

% Wearing Apparel and
Uniforms (SC0135) -
0912

a

Notes:
e (Optional) Select the Split button at the right end of the table to split the transaction between multiple
funding sources. Follow the instructions listed below on how to split the transaction.
1. Select the Splits Button

Splits
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2. Select the Split by down arrow, and select to split if by Amount or Quantity.

Split by

select one

Amount

Quantity

X
select one

v

3. Enterin the Percent, Amount, and a Driver Worktag (USource, Grant, Project, or Gift)

4. Select Done.

Splitby | Amount

1 item

Percent

]

Memo

Amount

0.00

USource

(empty)  0.00USD 1,425.17 USD
ftem Amount Split Remaining Amount to Split

Grant Project

14. Scrolling to the right of the table, enter one of the following Driver Worktags: USource, Grant, Project,

or Gift.

Note: USource is the equivalent to department code.

15. (Optional) Enter a Memo. This will show up on the log.

Transaction Details 1 item

unt

ount

Memo

USource G

PROV | PSOB |

% US290005 SU |
Instruction-Perdue

School

16. Choose Select Files under the Attachments section to upload the receipt and/or packing slip related to
the transaction(s).

17. (Optional) Enter a comment. This comment is for internal communication use only.
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enter your comment

18. Select Submit.
Note: The verification is sent out for approval.
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