CAS Administrative Support Team:
Payments and Procurement

ProCard Purchasing

and Verification
Swimlane Workflow

As of October 2025
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Identify Need for Goods
or Services

The single
transaction limit
is $4,999.

Is the Purchase or

Invoice Above the
ProCard Limit?

Make Purchase or Pay
Invoice With ProCard
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Transaction Processing

There are a number of ways to
locate posted ProCard
transactions as noted in our
ProCard FAQs.
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Locate Transaction Once

Posted In Workday
(Within 5 Business Days)

o

Upload Receipt and
Submit Transaction
Verification

ProCard holders should complete
transaction verifications weekly. For more
information, visit the UW Procurement
Services ProCard page.

*The transaction
approval routes
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Review and Approve
Transaction Verification

as Procurement Data
Entry Specialist
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Review and Approve

Transaction Verification
as Back-up Procurement
Data Entry Specialist

according to the
worktags associated
with the ProCard.
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Transaction as Cost
Center Manager (CCM)
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Review and Approve as /
Grant Manager
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Review and Approve

Transaction as Back-up /
Cost Center Manager
(CCw)

Approvals

Transactions post in
the month they are
fully approved, not the )

month of purchase.
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https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=b2b7e2dbdb54dd506ccf6a9ed3961978
https://uwconnect.uw.edu/finance?id=sc_cat_item&sys_id=b2b7e2dbdb54dd506ccf6a9ed3961978
https://admin-support.artsci.washington.edu/services/wd-finance-support/procard#faqs
https://finance.uw.edu/ps/how-to-buy/procurement-card

