
To Verify: 3rd Party Payment Processed Transactions 
 

If the 3rd Party Payment Processor (3rd PPP) name is listed alone: 
 in the “Merchant Name” and “Supplier” Fields - of the Credit Card Transaction Details… 

 Enter the 3rd Party Payment Processor’s name in the Supplier Field - of the transaction header, and… 

 
 

 Enter the End Supplier name in “Line item Description” and “Memo” fields (see below).  

 



If the 3rd Party Payment Processor (3rd PPP) abbreviation/name is listed in combination with the End Supplier’s Name:  
 in the “Merchant Name” and “Supplier” Fields – of the Credit Card Transaction Details… 

 Enter the End Supplier’s name in the Supplier Field – of the transaction header (if available in Workday***) 

 
 Complete the “Line item Description” and “Memo” fields as you usually do when verifying 

 
 
*** If End Supplier’s name is not available in Workday - complete verification as instructed when 3rd PPP name is listed alone *** 


