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Verify Procurement Card Transaction 

Workday Job Aid for Employees 

 

Overview 

This Job Aid provides instructions to verify Procurement Card Transactions loaded into Workday. Use this process to reconcile your Procurement 
Card. The purpose of this process is to ensure that credit card spend can be commercially validated and assigned with data for posting in the 
General Ledger and payment recording. Employees will be encouraged to verify p-card transactions on a daily or weekly basis depending on 
volume. Once the employee submits the verification, it will route based on the conditions below. 

Important: All p-card transactions must be verified in Workday before the 10th day of the month for the previous month’s transactions.  

 

Process Flow: Procurement Card Transaction Verification Event  

 

 

Who Approves: Procurement Card Transaction Verification Event  

• If the transaction has a Grants Worktag, then the Grant Principal Investigator or Grant Financial Analyst approves the verification.  

• If the transaction has a Project Worktag, then Project Manager Tracking approves the verification.  

• All other verifications will be approved by the Manager, Cost Center Manager, or Secondary Cost Center Manager if they are not the 
initiators.  

 

 

 

 

 

 

 

Employee initiates the 
process

Employee submits the 
task

The process routes 
through approvals as 

applicable (see below)



 
  

2 | P a g e  

Verify Procurement Card Transaction 

Workday Job Aid for Employees 

 

Verify Procurement Card Transaction 

1. From the Workday search bar, enter Verify Procurement Card 

Transactions. 

2. Verify the Company and Document Date are correct. Modify as 

needed. 

3. A grid displays your Procurement Card Transactions. Review your 

Transactions in the grid. 

Note: If there are not any transactions to verify, no search results 

display. 

4. Click the Magnifying Glass next to a transaction to view details 

as needed.  

5. Check the box next to the applicable transaction or click  

Select All. 

6. Click OK.  

 

 

 

 

 

 

 

 

 

 

 

7. Scroll down to the Transaction Details section. 

 

8. Enter a Line Item Description.  

9. Leave Item field blank. 

10. Select the Spend Category. 

11. Enter the Quantity. 

12. Select the Unit of Measure. 

13. Enter the Unit Cost. 

14. Add required Attachments (e.g. Receipt(s) from the 

transaction(s)). 

15. Click Submit. 

Note: The task routes through approvals based on the specific 

details entered. 

 


