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Requesting a Procurement Card (P-Card) Within Workday 
 

1. Log into Workday and type “Create Request” in the Search bar. 
  

 
 

2. From the sub-menu, choose “Procurement Card (P-Card) Request.”  
  

 

  
3. Click OK  

 
4. Fill out the questionnaire with the information requested.  

 

 

 
5. Submit the request  

  



October 2025 

Tracking your P-Card Request 
 

1. Your request status can be tracked by simply typing “MY REQUESTS” on the 
search bar.  

  

 
 

2. The system will display your P-Card request status. 
 

 
 

3. You will receive an alarm notification from Workday once the P-Card has been 
approved and is ready for pick-up. 

 

 
 

4. Proceed to send an email to schedule and pick up your P-Card from Procurement 
Services. Once the card is picked up, Procurement will mark the P-Card Request 
as completed.  

  

                 


