Expenses & Purchasing: PCard Purchases Over $1,000 Employee

Create the Requisition

1. From your menu, select Purchases > Create Requisition.

Purchases
Menu
Apps Shortcuts Actions
Your Saved Order Create Supplier Request
Purchases q (GrzEiie REaEier
2. Fillin the information and select Requisition Type as 5. PCard. Select OK.
- -
Create Requisition
Requisition Type * | Search =
/7\ 1 - Punchout Request
I:j 2 - Supplies Request
(:) 3 - Services Request
() 4-capital Request
) 5-PCard Request
/7 6 - Supplies - ATF Request
( : ) 7 - Services - ATF Request
/\7/\ 8 - Prepaid Request
T
Configuration updates may cause screens and processes to 10f8

The.

of I]IVCI‘SltY

N\

workday.

vary from this document.

ver.: 10/24/23



Expenses & Purchasing: PCard Purchases Over $1,000 Employee

3. Select Request Non-Catalog Items

~ Select an Option

Request Non-Catalog Items

Use for P-Card Requests, Goods Requests and Service Requests only.

4. Complete the information requested for your PCard Purchase Request (Requisition).

Non-Catalog Request Type

©Q Request Goods

() Request Service

Goods Request Details

Item Description + [ tellus what you are byying
Supplier Item Identifier | e e e e  — — —————— — — e — 1
smtcsagey [ oo =] Mmoo vy e I If your vendor is not in our system, you can create a “Create |
H 1 . H “ .
Supplier x ::‘;’WE”"“’P“W“""“' “ = fthe vendors notin our system, use "Pard Vendor P < I Suppller ﬁrSt or you can type in Pcard Vendor Place |
= | Holder only” in the supplier field and then place the |
Supplier Contrac = . . .
it [ B I vendor’s name in the memo field. |
Qo 5 T PRSP —
Unit Cost ILSDO 00 :/ | Enter the amount you will spend over $1000
Unit of Measure *| Each v
Extended Amount 1,500.00
Mamo This field is to help you identify your PO once it is created for you to easily find when you are trying to
R attach it to the transaction that you are reconciling.

Then select Add to Cart.
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5. Select Cart (upper right corner) and... Checkout

6. Complete this information including business purpose and
correct Cost Center information. Do not add your credit
F card information. When ready, select Submit.

My Cart View Cart

tell us what you are buyin
¥ ving Drediver-To University of Akron Campus System > Alron Campus > Lincoln Building (LIMC) = LING 215

Quantity: 1 £1,500.00
Ship-To Address 185 E. Mill Street
#Akron, OH 443250703
United States of Amarica
Total: 1,500.00 USD ~ Requisition Information
RequestDate  *| 18/18/2623
then select Checkout. oy el =

Credit Card

Requisition Type % | X 5. PCard Request

Submitted by Lori Horton

Note

Once approved by your Cost Center manager, Purchasing will

receive the requisition and increase your PCard according to how S imtermaltamo [ Ths s where you can give it o yoursef 0 remind you iy you creed he requson %0
much you requested.
¥ Goods

*  Purchasing will then “issue” a PO number for use when you are

ready to review your transaction. It is not necessary to include

that PO number. i e e B \ s

sl s st st « SC 5757 Office =

*  Because you will be attaching a PO order number to the arebuying .

transaction eventually, it is better to have separate Requisition

requests for transactions over $1000 than to create a requisition % (sawtortoer ) ( comtmunshopmng ) @

with one lump sum for multiple transactions over $1000.
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Reconciling Transactions Over $1,000

1. Go to your Menu > Purchases> View > Requisitions.

Purchases

View

Requisitions

2. Select OK in the My Requisition dialog.

My Requisitions

X 100 The University of Akron -

Company

Requisition

Requisition Type

Status ‘

Requesting Inventory Site

3. Locate the requisition to reconcile.

~ Procurement Requisitions

of 10items EHE=@.

Requesting Document t Total
Requisition Requisition Type nventon ys te  Date Amount  Currency Suppliers Purchase Orders
REQ-10003301 5- PCard Request 10/17/2023 600000 USD PCard Vendor Place Holder onlyff  P0-10003043

4. So that you can see your Requisition/PO numbers while
verifying your Procurement Card Transactions in the next
window:

4.1. From the current My Reqgs window, open Workday again
in a second window. This second window will act as our
verification screen. An easy way to duplicate a browser
tab is to right-click the Workday tab and choose duplicate.
from the menu.

™

w My Requisitions - Workday

W Verify Procurement Card Transac © Duplicate tab

4.2. From this verification window Select Purchases > Actions
> Verify Procurement Card Transactions Verifications.

Purchases
Results in Requisitions Worklet [
Actions
? Verify Procurem'nl Card Transactions
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5. Select your credit card transaction over $1000 (we are using a different transaction for this demo). Select OK
o«
Select Transaction Transaction Date Corporate Credit Card Account Company Mt chant Name Charge Description. Balling Date ﬁ:':""“ Exended T""m Transaction Currency E:L'rTr"“
Q 1000051023 LA Bank of Amenca PCard of Ak 124 H33151 101372023 33748 USD LS
Q 1 TF0Z3 VA Bank of Ametecs PCard 100 Thee Lineeisrgity of AkEGH DM D 1250 R5315% T Z7 72023 1159 UsD s

6. The verification screen appears. We need the P.O. number from the other window (My Reqs). Paste (or type) the P.O. number
from the My Reqs window into the Purchase Order field.

Purchase Orders .
90@003043 =
PO-10003043 B R ——
’Ih e Configuration updates may cause screens and processes to 6 of 8
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7. This will fill in the information previously submitted in your requisition and save you some time filling it out again.

7.1.  PLEASE NOTE: The amount paid in your transaction is probably not the same as the amount requested in your purchase order.

7.2. Please be sure to change the amount paid under “transaction details” to the actual amount paid, or you will get an error.

Edit Summary
Transaction

Credit Card Transaction * 00/18/2023

Transaction Date

Charge Description

Supplier % PCard Vendor Place Holder .. =
aily

Purchase Order * PO-10002246 - =

Supplier Contract

Trangaction Details 1 o

Company Business Document Line
00 The Unk = PO-1000224 6 L
of Akron

Amount

Credit Card Transaction Amount
Transaction Currency usD
Sales Tax Collected

Befault Tax Option select one -

Default Tax Code

Tax Amount 0.00

tem and Category Tax Tax Recaveral bility

Spend Category

$C 5815 Furniture and Equipmant unde
r 55000

8. Scroll right to review and verify that the information is correct. In the Memo field, next to Cost Center, please add your Vendor’s
name if it is not under the supplier box on top and your business purpose for the purchase.

Transaction Details 1 item

The.

pivesity, <

of workday.

Memo Cost Center
S | restock lab x A4753002 =
Enterprise
ﬂi Hardware
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Edit Summary
PO 066912053909 1,757.60 USD Transaction
03/12/2024 o

Credit Card Transaction * 03/12/2024 PO 066912053909 1,757.60 USD

i Transaction Date 03/12/2024

When entering your PO number,

first delete the supplier if that field Charge Description PO 066912053909

is already filled in. You could have mx e —— = |
used this supplier in your REQ for . )
your PCard because they are in our Purchase Order ‘ = |
system already. Since you did not, _ ;
you have to go with your REQ/PO Supplier Contract ‘ = |

information as you provided.

| Enter your PO

Transaction Details 1item
If what you asked for (Higer or

lowe r) does not match what you \T) Company Business Document Line
actually paid, change your unit cost )
to the same as your actual cost. It
will adjust and go through once you
“Submit” the reconciliation. 1,757.60 USD Remaining Transaction Amount to Verify ~ 0.00
Credit Card Transaction Amount 1,757.60
Charge Description PO 066912053909 Transaction Currency usb
Supplier x PCard Vendor Place Hplder = ‘ Sales Tax Collected ]
only
Default Tax Optioy select one
Purchase Order % PO-10006467 - = ‘ )
Supplier Contract (empty) ‘
Tax Amount 0.00
Transaction Details 1item
Quantity Transaction Amount Converted Memo Cost Center
Unit of Measure « A0660001
Set Mechanical
< Engineering
Unit Cost *
l 1,757.60 r'd I
Extended Amount
1,757.60 I
Currency

usD
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9. Finally, add your receipt, and click Submit.

Attachments

Drop files here

T (Csmetortaer ) (ome )
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