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L O U I S V I L L E . E D U

Today’s Agenda

Workday 

-Credit Card charges

-Aging credit card charges

-Other Reports

Questions

Next Travel Talks: 10/28 – International Travel feat. Melissa Lee

This presentation will be recorded for future viewing

Travel Talks
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Let’s Talk Routing – Travel Card

Credit Cards and Their Charges

Travel Card 
charge – Point 

of Sale

Charge is 
gathered by 

PNC

PNC processes 
the charge 

Charges loaded 
into Workday by 

EmployeeID
(5 days/week)

Charge is ready 
to be expensed 
by Cardholder



L O U I S V I L L E . E D U

Let’s Talk Routing – Central Billing Card

Credit Cards and Their Charges

Travel booked 
in Concur

Charge is 
gathered by 

PNC

PNC processes 
the charge 

Charges loaded 
into Workday by 

EmployeeID
(5 days/week)

Charge is ready 
to be expensed 

by Traveler

Booking 
connected to 
EmployeeID 

Booking 
information 

sent to 
Workday

Travel Booking 
Record saved in 

Workday to connect 
to charge in Expense 

Report

Charge is ready to 
be expensed by 
Travel Arranger

OR
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Reminders!

Credit Cards and Their Charges

• Both Travel Card charges and Central Billing Card charges need to be 

expensed onto an expense report

• Aging charges will receive an automated email to the associate 

employee ID after 30 and 45 days

• 60-day IRS tax window starts on the last day of travel

• If employees are getting these emails and haven’t traveled yet, they 

can disregard

• Employees (and ultimately departments) are responsible for making 

sure charges are being expensed to a report!
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“Where Can I Find These Charges?” -You

Credit Cards and Their Charges

Details provided:

• Cardholder’s name

• Charge amount

• Transaction date

• Cardholder’s Manager

• Cardholder’s Supervisory Org

• Cardholder’s Org Assignments
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RPT-544 – Find Credit Card Transactions Additional Details

Reports, Reports, and More Reports!

Details provided:

• Cardholder’s name

• Cardholder’s Dept

• Transaction date

• Cardholder’s Manager

• Cardholder’s Supervisory Org

• Cardholder’s Org Assignments
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Find Expense Reports

Reports, Reports, and More Reports!

Expense Reports sitting without being 

submitted!

Set Expense Report Status to 

“Draft” and you’ll be able to 

see expense reports that have 

been created but haven’t gone 

anywhere.
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How to save a report

Reports, Reports, and More Reports!
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How to save a report

Reports, Reports, and More Reports!

Organize
Remove
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As Always

Overexplain

You

Can’t
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Questions?
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“Tell me more, Tell me more!”

Please take a moment to fill out this form 

to provide the Travel Team with some 

feedback!
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