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P-Card Instructions for Workday
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How to Convert an Advantage (Legacy) Account number to Workday

FDM Worktags

NOTE: If you already have the Workday Worktags, (Program, Project, Gift or Grant account
number) then you may skip this section.

If you have an account structure that looks like this: 82XX-8XX-XXXX, then follow the steps
below.

1. Go to: https://wax.unr.edu/
2. Enter your Fund — Agency — Org numbers into the empty fields then Click Lookup

m wWAX Lookup

Q  ACCOUNT LOOKUP
Fund* Agency Org

%) LOGIN

3. There will be two conversions below:
a. Working FDM Mapping
b. Gold (P5) FDM Mapping (most up to date file) USE THIS CONVERSION.

@ WAX L] #Loghn
& WAX © Lookp

Q ACCOUNTLOOKUP
Fund® Agency org
8103 60 5564

% LOGN

Ea
= Working FOM Mapping
Sh 5 i Q Capy el
CostCeser  © Fwmd  Facien Gmm Gt
+ B0 80 S8 PURCHASNGDEPARTMENT | GSM CSNO: GSN Ofice of Procurement and Ausiiry Services  GOTABT: CSN Ofice of Procuremen | FI120: Staie Agpropriatin-Golege of Souem Nevada  FNSD: ettinal Sugpert
Showing 110 1 0f 1 eniries Previou e

= Gold (PS) FOM Mapping
ow .+ eniries

Gant Gl

ce of Procwement  F129:State Appropriaton-Calege of Soutiem Nevada

LE 5584 PURCH, EPAATHENT | CoM [ 2 of Prosurement and Auiary Servic GG1487: CSN Off Souts FNGD: Intastonal Suppert
Showing 110 1 of 1 eniries Previo e
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Note: If you see a plus sign, please click it for more information (the screen is too narrow to
show all fields)

’wm(

M WAX > Lookup
Q ACCOUNT LOOKUP

Fund* Agency org

= Go-Live (Gold) FDM Mapping
Show s v | entries

Fund  Agency® Org ~ Description Company Unit Cost Cent

@E;EC 830 5815  P-CARD CLEARING ACCOUNT (<7 CSN18: CSN Office of the Controller ccnzz g

Showing 1 to 1 of 1 entries

With the Fields Expanded, this view includes the Program number which completes your FDM
Worktags conversion:

£ Gold (Ps) FDM Mapping

Show | 5 + | entries Q Copy | Excel
Fund  Agency® Org  Description Company | Unit Cost Center Fund Function Grant  Gift
- 8103 830 5564 PURGHASING DEPARTMENT CEN GSND3: C5N Office of Pracurement and Auxiliary Services CG1467: GEN Office of Procurement FD120: State Appropriation-College of Southern Nevada FNGBO: Institutional Support
Program: PG01885: GEN Office of Procurement
Project:
Activity:
Detail Code:
Investment:
Active:

NOTES:

When entering FDM Worktags in Workday, just type in the number, do not include the
Description. (The description title will auto populate for you.)

If for some reason you enter a Worktag that doesn’t populate correctly in Workday, please
contact the Controller’s Office.
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How to Verify your P-Card Transactions in Workday

Note: before you start, make sure you have the following items ready:

v' Your Invoice/Receipt and any supporting documentation needed regarding
your transaction, electronically saved on your computer.

v' The Workday Worktags (Account Number) you will be assigning your
transaction to.

v Any Additional Worktags (such as hosting Detail Codes or Sensitive Equipment)

1. Loginto Workday
2. From your Home Page Click on the Purchases Worklet.

Purchases

3. You will see 2 columns of items to select from: 1) Action; 2) View
Under the Action list, Click More to expand the list
e Click on Verify Procurement Card Transactions to view and verify your pending
transactions

Actions View
Search Catalog Requisitions
Request Mon-Catalog tems Receipts
Connect to Supplier Website Templates
Add from Templates/Requisitions Business Assets
Select from My Procurement Favorites Supplier Requests
Mare (6) More (2)
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» If you have NO P-Card Transactions pending, your screen will look like this, and there is
nothing further for you to do except Click the Cancel button below.

Verify Procurement Card Transactions

A "Business Purpose” is required in the line memo field on all transactions. In the "Transaction Details" section of the data entry page, please click in the "memo” column and a text box will appear.

Far YOUR NAME SHOWN HERE

Company * X Callega of Southem =
Mevoda

Document Date ¥ 0z 157 2017 55

> If you DO have P-Card Transactions pending to be Verified, they will be listed, see sample
below:

Verify Procurement Card Transactions

A "Business Purpose" is required in the line memo field on all transactions. In the "Transaction Details" section of the data entry page, please click in the "memo" column and a text box will appear.

For ‘YOUR NAME SHOWN HERE
Company * | X College of Southem =
Nevada

Document Date * | g /1572017 =

Select All
11 items ¥
Select i on Date porate Credit Card Account Company Charge Description Expenseltem  Extended Transaction Amount Transastion Currency  Biling Currency

Q 07118/2017 CSN Procurement Card College of Southern Nevada OFFICE DEPOT #5125 (219.99) UsD uso :

Q 07128/2017 CSN Procurement Card College of Southern Nevada CPP INC/ MBTIONLINE 19500 USD uso

Q 07/29/2017 CSN Procurement Card College of Southern Nevada CASE (21000) USD uso

Q 07/29/2017 €SN Frocurement Card College of Southem Nevada CASE 229000 USD uso

Q 07/28/2017 €SN Frocurement Card College of Scuthem Nevada AACRAO 172200 USD uso

Q 07/29/2017 €SN Frocurement Card College of Southem Nevada CUPAHR 229000 USD uso

Q 07/31/2017 €SN Frocurement Card College of Scuthem Nevada ACBSP 260000 USD uso

Q 08/01/2017 €SN Frocurement Card College of Southem Nevada AMERICAN ACCOUNTING AS 25000 USD uso

o S e . e e et e e P co

“ cencel
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e Select the Transaction you wish to Verify by checking the Select Box, then Click OK:

Verify Procurement Card Transactions

A"Business Purpose” is required in the line memo field on all transactions. In the "Transaction Details” section of the data entry page, please click in the "memo” column and a text box will appear.
For Vivian Funez
Company *| X College of Southem
Nevada
Document Date * | 0g / 2172017
Select Al
11 items ¥
Select Transaction i o it Gard Account Company Charge Description Expense ftem Extended i i ing ¥
g ° s7nEr017 csn Neveda oFFIce bEpOT #5125 (2159 usp uso N
Q 07/28/2017 csN Nevada CPP INC/ MBTIONLINE 19500 USD usp
Q 0712972017 csn Nevada case (210.00) UsD uso
Q 0712972017 csn Nevada case 229000 USD uso
Q 07/28/2017 csN Nevada AACRAQ 172200 USD usD
Q 07/29/2017 osN Nevada CUPAHR 229000 USD usp
Q 07/31/2017 CSN Procurement Card College of Southern Nevada ACBSP 260000 USD usp
Q 08/04/2017 CSN Procurement Card College of Southern Nevada INT*IN *STUDY IN THEU 165000 USD usD
Q 08/08/2017 CSN Procurement Card College of Southern Nevada AMAZON MKTPLACE PMTS Books. 29406 USD usD
Q 03/10/2017 csn Nevada BB *SPRINGS PRESERVE 49000 UsD uso
Q 0811172017 csn Nevada HOLIDAY INN EXPRESS SC Lodging 114840 UsD uso v
< >
“ Gancel

e It will bring you to Verify Procurement Card Transactions, a new page:

urement Card Tran: S - new -

@

Far en R

A Business Purpose" is required in the line memo field on all transactions. In the "Transaction Details” section of the data emtry page, please ciick in the “memo’ column and atext box will appear.

Summary
Company Catepesrsanen s

SesmetOuts | 0o 21007

ey w0

Procurement Card Transactions.

Transaction Amount
Gt o Tansstion + | X sz e = Rarmabin Tancticn Ancentic Vet 93
s oran s T st )
Tamacsnoms e st cursacy =
[ —
s baciton  GFPREDERRT #5125
[ X omes igat v =
seeonercarvact =
Attachments
Transaction Detsis 1 ms
® Gomouey exsinessbocumentne: prer— iy Taacoon ot o - comceer prrm—— o
© | commersmmem naes o ® 2
= et
P
[znm
ey
< >
Renoe
0
st [T ot
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Verify Procurement Card Transactions PCV-08-00000049 G&=)

aaaaaa

et

e Required Fields:

a. Spend Category (formerly known as the Commodity Code). Click in the field
and type a few letters then hit enter and your selections will appear. Select a
category that best fits your purchase. Example: Office Supplies

b. Memo — Description of your purchase. Click in the field and type in a
description of your purchase.

c. Unit, Cost Center, Additional Worktags (formerly known as the Account
number or Legacy number). Delete these fields before you enter your
Worktags. Note: Most often, if you enter a Program number, the rest of the
fields will auto-populate (but not always).

d. Attachment (Receipt/Invoice; and other back up documentation needed for
your purchase, if applicable)

Note: The maximum size of your Attachment must be under 30MB. There are

2 ways to attach your documents:

e Drag & drop your file in this section

e C(lick Select files to browse your computer for the file. Once you found
your document to attach, click Open.

e Once the document is attached you may add brief comment but this field
is NOT required to be filled in.

Attachments

Attachmenta

B INVDICE paf
Comnnent Inwolkca

5. After all the Required fields are entered, Click Submit at the bottom Left corner.

Page 7 of 19



Last Updated 7/26/19

6. If there are no errors, the “Up Next” will indicate who'’s cue your transaction is in; pending
Approval.

You have submitted Procurement Card Transaction Verification: Vivian Funez on 08/21/2017 (actma)

LUp Next Do Anather
o - Varlty Procuramsnd Card Transeciions
Apprenval by Managar

Dualate 02232017

Details and Process

7. If you do have errors, you will see an Errors notification in the Top of the page.

View All On behalf of: Vivian Fun:

Verify Procurement Card Transactions PCV-08-00000050 (

For Total Verification Amount
Vivian Funez 1,722.00 UsD

Transaction Details

<
{11
=

Tof1 SortBy v 4

AACRAO 1,722.00 USD
07/28/2017

8. Click the Errors view all notification to see what is wrong

[ @ 1 Error View All ]

9. Correct the Error(s) and Click Submit again
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How to Find and Edit a Pending P-Card Transaction in Workday

Log into Workday

From your Home Page Click on the Purchases Worklet.

You will see 2 columns of items to select from: 1) Action; 2) View

Under the View list, Click More to expand the list

Click on Procurement Card Transaction Verifications to edit your pending transactions

ukwNneE

If you have any pending transactions, they will appear as shown below.

W Q searct h P4"UAT On behalf of: Vivian Funez

1items Bk’

N S Verification Number Company Verification Date Status Verification Amount Currenc, y Number of Transactions.
Verification

Q PCV-08-00000049 College of Southem Nevada 09/12/2017 Draft 229000 USD 1
Q PCV-08-00000050 College of Southem Nevada 09/12/2017 Draft 172200 USD 1
Q PCV-08-00000047 College of Southem Nevada 09/11/2017 Draft 19500 USD 1
Q PCV-08-00000048 College of Southem Nevada 09/11/2017 In Progress (21000) uUsD 1
Q PCV-08-00000039 College of Southem Nevada 08/28/2017 Approved 29406 USD 1
Q PCV-08-00000036 College of Southem Nevada 08/21/2017 In Progress 25000 USD 1
Q PCV-08-00000038 College of Southem Nevada 08/21/2017 In Progress (219.99) usD 1
Q PCV-08-00000010 College of Southem Nevada 07/31/2017 In Progress (219.99) usD 1
Q PCV-08-00000008 College of Southem Nevada 07/27/2017 Approved 25000 USD 1
Q PCV-08-00000005 College of Southem Nevada 07/13/2017 Draft 7698 USD 1
Q PCV-08-00000001 College of Southem Nevada 07/06/2017 Approved 183.04  USD 1

6. To Select the Transaction, Hover and click the “Twinkie” icon “L & | Right of the
magnifying glass icon (on Left side of the screen).
7. Then Hover over Procurement Card Transaction Verification and Select Edit

Q@
Actions . e .
a Procurement Card Transaction Verification PCV-08-00000050 @ &
Procurement Card .
Q Transaction Verification it Draft
F N 5 Cancel
a Eenis ror Vivian Funez
Company College of Southem Nevada
a Currency usD
Q Date 09/12/2017
a Total Amount 1,722.00

Credit Card Transactions 1

8. It will bring you back to the Transaction Screen. Make your edits and Submit when
ready.
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How to check the Approval Status of your P-Card Transaction in
Workday

1. When P-Card Transaction is Verified, it will appear in your Workday In-Box, in the Archives tab:

P rEm—

View Event Procurement Card Transaction Verification: Vivian Funez on 08/28/2017 (ictons )
13 day(s) ago - Successfully Completed

For PCV-08.0000003%

card Verification: Vivian Funez on 08/28/2017

From Last 30 Days

Ovarall Status Succassfully Complated
08729/2017

Procurement Card Transaction Verification: Vivian
Funez on 09/11/2017
19 hour(s) ago - In Progress: Paua Gonzales

Due Date

Calendars In Use  Consecutive Days (Mo Calendars Selected)

Details Process

Summary

Company
Documant Date

Currency

Colleg of Southem Nevada
08/28/2007

usp

Credit Card Transactions

Transaction Amount
Credit Card Transaction  0B/08/2077 AMAZON MKTPLACE PMTS 264.06 USD Remaining Transaction Amourt to Verify ~ 0.00
Transsction Date 0B/0B/2017 Credit Card Transaction Amount 29408
Charge Description AMAZON MKTPLACE PMTS Transaction Currency uso
Supplier ‘Sales Tax Collected
Purchase Order
Supplier Contract (empty)
Anachments
Transaction Details 1 item BYy.T.S
_—
2. If you click on the Process tab, it will show you the approval process:
View Event Procurement Card Transaction Verification: Vivian Funez on 08/28/2017 [
13 day(s) ago - Successfully Completed
For PCV-08-0000003%
Overall Process  Procurement Card Transaction Verification: Vivian Funez on 08/28/2017
overall Status Successfully Completed
Due Date 08/29/2017
Calendars InUse  Consecutive Days (Mo Calendars Selected)
Details Process
Process History 7 items BE ¥ 0"
Process Step Status Completed On Due Date Person Cc
Procurement Card Transaction Procurement Card Transaction Step Completed 08/28/2017 03:15:15 PM 08/29/2017  \ivian Funez A~
Verification Event Verification Event
Procurement Card Transaction Approval by Manager Approved 08/29/2017 03:12:47 PM 08/30/2017  Paula Gonzales (Manager)
Verification Event
Procurement Card Transaction Approval by Cost Center Manager Not Required 08/29/2017
Verification Event
Procurermnent Card Transaction Approval by Gift Manager, Grant Approved 09/06/2017 09:24:19 AM Rolando Mosqueda (Program Manager)
Verification Event Manager, Program Manager, or Project
Manager
Procurement Card Transaction ‘Approval by Grant Accountant (All) Not Required 08/29/2017
Verification Event
Procurement Card Transaction Approval by Procurement Card Manager  Not Required 08/29/2017
Verification Event
Procurement Card Transaction Initiate Procurement Card Transaction Not Required 08/29/2017 v
Verification Event Verification Intercompany Event
< >
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How to create a billing cycle Report in Workday

1. Loginto Workday
2. From your Home Page Click on the Purchases Worklet.

Ly

Purchases

3. You will see 2 lists of items to select from: 1) Action; 2) View
4. Under the View list, Click More to expand the list

*

Actions View
Create Requisition Requisitions
Add from Templates/Requisitions Receipts
Select from My Procurement Favorites Templates
Request Project-Based Services Business Assels
Create Receipt Supplier Requests

Create Supplier Request ‘ Mare (2) ‘

Create Template

Edit Receipt

Verify Procurement Card Transactions

Less (4)

5. Click on Procurement Card Transactions

6. Enter the Transaction Start and End dates (which are your billing cycle dates) then click OK at
the bottom of the page. There is a Billing Cycle Calendar listed on the CSN Purchasing Card
website: https://www.csn.edu/askpcard
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My Procurement Card Transactions

Transaction Date Start Date | 11/ 00 7 vvvy B2
Transaction Date End Date MM /DD FYYYY B

Status

Supplier

Purchase Order

“ Cance'

7. You will see My Procurement Card Transactions listed as below. Click on the Printer icon (top
Right) to print your report.

< My Procurement Card Transactions

12 items @ ¥k
Credit Card . . .
Transaction Date Status Charge Description Supplier Purchase Order  Transaction Amount  Transaction Currency
Transaction
Q 07/28/2017 New CPP ING/ MBTIONLINE 19500 USD N
Q 07/29/2017 New CASE (210.00) USD
Q 07/29/2017 New CASE 229000 USD
Q 07/28/2017 New AACRAQ American Assaciation of Nurse 172200 USD
Q 07/29/2017 New CUPA-HR 229000 usD
Q 071312017 New ACBSP 260000 USD
Q 08/01/2017 Pending AMERICAN ACCOUNTING AS 25000 USD
Q 08/04/2017 New INT#N *STUDY IN THEU 165000 USD
W
Q 08/08/2017 Verified AMAZON MKTPLACE PMTS 29406 USD
< >
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8. Your print out should look similar to this:

9.

PRICE 1,674.20 USD

My Procurement Card Transactions 1212 PM
09/08/2017
Page 1of1
. . Charge . Purchase Transaction Transaction

Credit Card Transaction | Transaction Date| Status | Description ‘ Supplier | Crder F | Cumency

07/28/2017 CPP INC/ | 07/28/2017 New CPP INC/ 195.00 USD

METICNLINE 195.00 MEBTIONLINE

UsD

07/28/2017 CASE 071292017 New CASE (210.00) USD

(210.00) USD

07/28/2017 CASE 0712972017 MNew CASE 2,290.00 USD

2,290.00 USD

07/28/2017 AACRAD | 071282017 New AACRAD American 1,722.00 USD

1,722.00 USD Association of

Nurse

07/29/2017 CUPA-HR | 07/29/2017 New CUPA-HR 2,290.00 USD

2,2%0.00 USD

07/31/2017 ACBSP 0713172017 New ACBSP 2,600.00 USD

2,600.00 USD

0B/01/2017 AMERICAN | 0&/01/2017 Pending AMERICAN 250.00 USD

ACCOUNTING 250.00 ACCOUNTING

UsD AS

0B/04/2017 INT*IN 08042017 MNew INT*IN *STUDY 1,650.00 USD

*STUDY IN THE IN THEU

1,650.00 USD

0B/0B/201T AMAZON | 0&/08/2017 Verified AMAZON 204 06 USD

MKTPLACE PMTS MKTPLACE

284.06 USD PMTS

08/10/2017 BB 08102017 New BB *SPRINGS  Blackbaud, Inc. 490.00 USD

*SPRINGS PRESERVE PRESERVE

4580.00 USD

08/11/2017 HOLIDAY | 0&M1/2017 New HOLIDAY INN 1,148.40 USD

INM EXPRESS EXPRESS 5C

1,148 40 USD

08/21/2017 RAMADA | 0&212017 MNew RAMADA PRICE 1,674.20 USD

Place this in your P-Card binder along with your invoice/receipt and other back up

documentation.

Note: There may be an overlap of transactions between billing months since this Billing Cycle
report in Workday pulls transactions from PaymentNet by the Transaction date, not the Posted

date.
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You will receive a notification in your In-Box

How to Approve a P-Card Transaction

On behalf of: Brian Akins

On behalf of: Brian Aki...
View Profile

Home

Inbox
Notifications
Favorites
W:Drive
Documentation

My Account

Under the Actions Tab of your In-Box, you’ll see Procurement Card Transaction Verification; click it and
the transaction details will show on the Right of screen.

~

W Q search

P4-UAT

On behalf of: Brian Akins

Actions & Archive
Viewing: All Sort By: Newest
Card i ification: Nicole Meza
on 08/28/2017

13 day(s) age - Due 08/30/2017,; Effective 08/28/2017

card ion: Nicole Meza
on 07/31/2017

1 month(s) age - Due 08/02/2017; Effective 07/31/2017
Time Off Request: Shakira Chesebro (On Leave)

1 month(s) ago - Due 07/15/2017, Effective 07/17/2017

Manage Certifications: Shakira Chesebro

1 month(s) ago - Due 07/15/2017

Temporary Adjustment to Salary: Manage Languages:
Shakira Chesebro (On Leave)

1 month(s) ago - Due 07/15/2017

Compensation Change: Eduardo Diaz - PO083469
Student Employee, Level 1
1 monthi(s) ago - Due 07/15/2017; Effective 07/16/2017

Approve Procurement Card Transaction Verification
Procurement Card Transaction Verification: Nicole Meza on 08/28/2017

13 day(s) ago - Due 08/30/2017; Effective 08/28/2017

For
Nicole Meza

LR e

Total Verification Amount
5,805.80 USD

Information Process History Attachments Transaction Details
¥ =
Tof1 SortBy: « 4
View Summary
PROMO DIRECT 5,805.80 USD
07/12/2017 Transaction Amount
Credit Card Transaction % 07/12/2017 PROMO DIRECT 5805.80  Remaining Transaction Ameunt to Verify ~ 0.00
usD
Credit Card Transaction Amount 5805.80
Transaction Date 071272017
Transaction Currency usp
Charge Description PPROMO DIRECT
Sales Tax Collected
Supplier (empty)
Purchase Order (empty)
Supplier Contract (empty)
Transaction Details 1 item g vm
sendBack  Add Approvers More v

~

Scroll down the page and review the following items before Approving:
Attachment — invoice/receipt and back up documentation if applicable. Does the amount match

the charge/credit?

Is there a Business Purpose?
Correct Spend Category?
Correct Unit; Cost Center & Additional Worktags?

If no issues, Click Approve at the bottom of the page to complete the Business Process.
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N

o

How to Update an Already Approved P-Card Transaction

Click on the Purchases Worklet

In the View column, click More and select Procurement Card Transaction Verifications

Identify the transaction you wish to edit, Click the three dots next to the magnifying glass and a
pop-up box will appear. Put your cursor over Procurement Card Transaction Verification and an
option to Change will appear. Click Change.

It will warn you if you are sure you want to make a change, because once you change your
transaction to Change, it will need to go thru the Approval process again.

If you are sure this is the transaction you wish to update, click OK.

Make the appropriate changes.

Add a Note in the Memo Field below the transaction to notify your Approvers why they are seeing
this transaction again for approval. For Batched Transactions (Batching Transactions are not
recommended, but if they are already done), please make it easy for the Approver to know which
transaction you made a change to so they don’t have to review all of the transactions again.
When all of your changes are made, click Submit. The transaction will then route for approvals
again (sorry, there is no other way around this).
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How to Verify a P-Card Transaction on behalf of another worker

1. From the Workday Home Page, enter Verify Procurement Card Transactions for Worker in the
Search field.
a. Note: When using the Search feature, you only need to type the first 3 letters in each
word, see example:

W Q ver pro car tra |

Verify Procurement Card Transactions
Verify Procurement Card Transactions for Worker - Task
Find Procurement Card Transaction Verifications
Cate
My Procurement Card Transaction Verifications

Procurement Card Transaction Verifications by Status - FIN - CR (CSN)

Procurement Card Transaction Verifications by Status - FIN - CR (UNLV)
Ex

2. Select the Verify Procurement Card Transactions for Worker Task from the menu.

3. The Verify Procurement Card Transactions for Worker page will appear.

4. Inthe Verification for field, Delete your name and Enter the name of the employee you are
initiating the transaction on behalf of then click OK.

Verify Procurement Card Transactions for Worker

3
[oe
e
4]
I
]
L=
Q
7]
1]
(i)
1"

¥
]
3
]
3
=
(=]
in
1]
o
-
[+1]
—
t
=
=

1)

"]
i)

Verification For % X Lesliz-Ann Nilsen =

Company % | % College of Southem =
Nevada

Document Date % | 11/20/2018 [£]

Select All

5. Select the applicable transaction and click OK.
6. Enter the required 4 fields of information including your attachments the click Submit. (See
example of the required fields and instructions on page 7.)
a. Note: When submitting a P-Card transaction on behalf of another worker, the
transaction will route to the cardholder for review/approval before routing to their
Direct Supervisor.
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How to Find a P-Card Transaction that has been Approved: for Financials
This is specifically for Transaction Approvers and Financial Managers.

This is instructions on how to find a P-Card Transaction that you may have already approved, you will
need to know what Cost Center and Program number this transaction should be paid out of.

You can always search your In-Box Archives Tab but if you Approve a lot of different types of
transactions, it might be difficult to find if you don’t know the Transaction number. For P-Card’s the
Transactions currently start with PCV-08-0000XXX.

This is just another way of searching for a P-Card transaction through your Manager Financial Reporting
Worklet.

1. Click on the Manager Financial Reporting Worklet
a. Abox will appear:
i. Select Company: CSN
ii. Select Organization: My Organizations
1. Another box will appear requesting you to select your Cost Center
2. After you select your Cost Center, click Ok
2. All funds for this Cost Center should appear
a. Scroll down to the Spreadsheet starting with a column named Program
b. Identify the Program that the P-Card transaction should have been paid out of
i. Under the Actuals column, click on the amount
1. Another box will appear showing all transactions
a. Click on the Journal Source column to Filter your transactions
i. Inthe Value box, click on the “hamburger” (highlighted)
Value * button on the right side of the box. Select Procurement
fpearc Card Transaction Verifications

X Procurement Card ii. (See illustration 1) Click anywhere in the YELLOW area
Trensaction Vertoution to close the Value box.
iii. (See illustration 2) Click Filter
1. 2.

If you have a lot of transactions and need to sort further
by Amount, do the same as above in either the Debit or
Credit column.

;.
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Reimbursements/Deposits made to CSN Cashier’s Office

CSN Cashier’s Office will need the following information from your already Verified P-Card Transaction
to accept a reimbursement. This is used in cases of personal purchases, which is a P-Card Violation.

e Ledger Account

e Spend Category
e Unit

e (Cost Center

e Program:

e Fund

e Function

To find the above information:

1. In Workday, type the PCard number in the search field; then click on Actions.

W Q  pow-02-00013826

View Procurement Card Transaction Verification

PCV-08-00013826 Goom)

Information Process History Attachments Transaction Details

ftem

View Summary

SUPERIOR TIRE AND SERV 612.00 USD Transaction

Credit Card Transaction * 06/27/2019 SUPERIOR TIRE AND SE 612.00 USD

Transaction Date 06/27/2019
Charge Description SUPERIOR TIRE AND SERV
Supplier empty
Purchase Order empty
Supplier Contract empty
Transaction Details 1item
Company Business Document Line Item and Category C

College of Southern

Item
Nevada

Line item Description

Spend Category
SC0104 - Vehicle Maintenance and Repair

Services
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2. Hover cursor over Accounting; Click on View Accounting and the Leger, etc. information should

appear:

Journal Lines Retained Earnings Accounting History

Journal Lines & items

Debit Credit
| Ledger Account Memo
6004 Purchased Services 61200 2:New pursuit tires on vehicle #77.
1008:Claim on Cash 61200
1650PCard Clearing 61200
1008Claim on Cash 61200

CSNO3 CSN Office of

Services

Cost Center

and Auxiliary

Audiliary Services

[ =B

*Additional Worktags Interworktag Affiliate Budget Date

Corporate Credit Card Account CSN 07/03/2019
Procurement Card

Employee: Kenneth Foster
Function: FN70 Operation and Maintenance of
Plant

Fund: FD201 Seif Supporting-Budgeted
Program: PGO4383 CSN Motor Pool

Spend Category: SCO104 - Vehicle Maintenance
‘and Repair Servi

Fund: FD890 Pooled Cash and Banking Fund Affiliate: FD201 Seif Supporting-
Budgeted

Corporate Credit Card Account: CSN 07/03/2019
Procurement Card

Employes: Kenneth Foster

Fund: FD890 Pooled Cash and Banking
‘Spend Category: SC0721 - P-Card Pending
Reconciliation Charges

Fund: FD201 Sef Supporting-Budgeted Fund Affiliste: FD890 Pooled Cash and
Banking
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