
December 2025 
 

How To Find and Edit P-Card Verifications In Workday 

1. Login to Workday 

2. Go to Menu and select Purchases App *Refer to the How to add Apps in workday 

job aid* 

 

3. There should be two columns – Action and View. Under View, select Procurement 

Card Transaction Verifications 
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4. You can filter it based on verification date or status, then select Ok 

 

5. If you have any pending transactions, they will appear in a list. 

 
6. To select a transaction, hover over the Procurement Card Transaction Verification 

Number (ex: PRO-000000) and select the three dots 

 

7. Under Actions, hover over to Procurement Card Transaction Verification and 

select Edit 
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8. You will be brought back to the transaction verification screen where you can make 

edits and/or attach invoices/documents. Finally, Submit when completed 

 


