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New Workflow to Assist in Reconciliation

• Travel transactions that have not been 
reconciled will trigger workflow 60 days after the 
posting date

• Users will be able to indicate the status of the 
transactions directly from workflow

• Transactions that were not properly pulled into 
the DP-EZ can now be reconciled without 
creating a new DP-EZ
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The Cardholder will receive email 
notification of a new Workflow.
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When the cardholder logs into Workflow 
they will see the PCard transaction 
needing resolution in their Worklist.
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Review the instructions.  Only one 
section should be completed.
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If the DP-EZ will be completed within 7 days or
was completed after the workflow notification 

was sent out, complete Section I.
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If the DP-EZ has been completed but the transaction was not 
appropriately reconciled, complete Section II.  Do Not complete if 
the DP-EZ was completed after the workflow notice was sent but 

before the workflow was worked; complete Section I.
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If travel has not yet occurred, complete 
Section III.
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If the charge is not for travel, complete 
Section IV.
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When the appropriate section has been 
completed, click on the Complete button.


