How to verify a NEW Status Procurement Card Verification Procurement

STEPS IN WORKDAY

1. Log in to your Workdayaccount.
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3. Find the notification called “New Procurement Card Transactions”.

2. Go to Notification icon

Verify Procurement Card Transac...

4. Select the Verify Procurement Card transactions button.
5. Select the transaction you want to verify and hit OK button.
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6. Fill in the transaction details for this charge. Enter the Supplier*, Spend Category and attach the itemized receipt. Then click submit.
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