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Workflow Theory

• Automated process to reduce effort required to reconcile travel 
transactions
– More efficient for Departments

• Reports transactions that have not been reconciled and associated with a 
DPI/DPEZ

– Internal Control process
• Enhances documentation on file for audit

– More efficient for PCard Department
• Prior to Workflow, Cardholder statements could not be approved until 

travel occurred 
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Banner View – FZADPEZ

Unassociated = An “S” document transaction still in the payment category dropdown 
list as a selection choice when creating a DPEZ
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• Travel transactions that have not been reconciled will trigger 
workflow 30 days after the transaction post date by generating an 
email notification to the Cardholder

• Email will include a link to WorkFlow

WorkFlow Email
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MyUNM Menu Access
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Unresolved PCard Transactions Listed
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PCard / DPEZ Transaction Reconciliation
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Option I 

• Department does not have to research document numbers.  Most efficient.

• Validated nightly with automated process.  Most efficient.

• Will come back to Cardholder if validation fails.

• “Best Practice” for DPEZ and PCard transactions.
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Option I 
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Option II – Oops, I forgot!

• Department must identify DZ document where transaction should have been 
reported.

• Financial Services office must review original PCard transaction and DZ indicated 
to confirm related items.

• System “inserts” records in DZ Banner Record.
• Can be used to “submit” Zero $ DPI to Financial Services offices instead of 

routing  via campus mail
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Option II – Oops, I forgot!

Attach file before 
selecting Complete
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Attaching a File
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Attaching a File
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Attaching a File
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Option III – The Snooze Button

• Defer process as travel occurs in the future.
• Workflow will generate again ten days AFTER travel date indicated by Cardholder.
• Transaction will not appear in WorkFlow again if the transaction is selected on a 

DPEZ as Prepaid PCard Travel
• Transaction will continue to appear in WorkFlow if no action is taken.
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Option III – The Snooze Button
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Option IV – Not Traditional Travel 

• Automated process generated based upon vendors Merchant Catergory Code 
(MCC).

• Brief explanation of expense/business purpose needed.
• Reviewed and approved by PCard Manager.



Financial Services Division

Option IV – Not Traditional Travel 
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Option V: Non Employee Travel – No Reimbursement

• Can eliminate most new vendor requests
• Can eliminate most Zero Pay DPEZs
• Reconciles documentation for internal/external auditors
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Option V – Requirements

• Cannot be used for employee travel that does not have other reimbursement – Must 
do Zero $ DPEZ

• Cannot be used for any foreign traveler – Must do Zero $ DPEZ
• Select Option V instead of doing a zero dollar DPEZ for:

– Recruits
– Guest speaker
– Students
– Other – must identify/specify

• Reviewed and approved by appropriate core accounting office 
• Must attach copy of original receipt and other documentation such as interview 

schedule, Lecture flyer, etc.
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Option V: Zero $ DPI
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Attaching a File
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Attaching a File
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Attaching a File
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Option V: Zero $ DPI



Financial Services Division

When Items are Rejected

• If a WorkFlow item you submit is rejected or disapproved, you will get an email 
informing you that corrections are required.
– System generated notices
– Disapproval from Financial Services offices
– Disapproval from PCard Manager

• The email will tell you possible reasons the workflow failed.
• Return to the workflow item and correct the error.
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When Items Have an Error



Financial Services Division

When Items are Returned
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Attach Documentation to WorkFlow When

• Option II is selected – DPEZ already processed, and the original 
documentation for the S document you are associating with the DPI was not 
attached to the original DPI
– Example: A rental car, paid for by PCard, was used during a business 

trip.  It was not associated at the time the DPI for the trip was completed.  
Scan and attach the rental car receipt to the workflow for the S document

• Option II is selected – DPEZ already processed, and the zero $ DPEZ has 
not been mailed to appropriate FSD office

• Option V is selected – Non Employee Zero $ DPEZ
– Example: The hotel was the only expense for a recruit’s interview.  Scan 

and attach the invoice for the hotel and the recruit’s itinerary to the 
workflow for the hotel S document
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For Supervisors and Managers

• PCard Reconciliation workflow items can be queried
• Enter Cardholder’s Last Name with “%” character
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Query Results and Analysis


