Managing Procurement: Resolving Draft P-Card Transaction Verifications

When workers begin the task Verify Procurement Card Transactions, only transactions that are in a New status
will be available to select. Any verifications that are in a Draft, In Progress, or Verified status will not appear in
the selection list. This quick reference guide (QRG) outlines the process to identify and resolve Procurement
Card Verifications that were left in Draft status.

IDENTIFY DRAFT VERIFICATIONS

1. Run the report My Procurement Card Transaction Verifications.

2. Click on the Status column heading to filter. Select the status of Draft and then click Filter. This
will give you a list of the verifications in Draft status.
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EDIT OR CANCEL DRAFT VERIFICATIONS

1. Click on the Related Actions (...) button for the Verification. Hover over the Procurement Card
Transaction Verification action and select Edit or Cancel. To complete the verification for the
transaction, you can Edit the draft verification to finish submitting, or you can Cancel the draft
verification and start the Verify Procurement Card Transactions task over.
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