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Purpose

This guide provides step-by-step instructions for updating credit card 
information in Workday. This process minimizes transaction errors by 
ensuring accurate worker credit card information.
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Prerequisites 

To effectively Update Credit Card Information, ensure the following: 

➢ You have the appropriate Workday Security role(s) (e.g. Credit Card 

Transaction Administrator) 

➢ Configure Set Up: Credit Card domain in Common Financial 

Management Functional Area. 

➢ Set up Worker Credit Cards 
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Edit Credit Card Information Task

➢ Search for Edit Credit Cards and select the related task. 

➢ Search by Credit Card Name or Worker. If unknown, run the 
Find Credit Cards report.

➢ Click OK. 
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➢ Edit the necessary information. 
➢ Click OK. 
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Find Credit Cards

➢ Search Find Credit Cards and select the related report.

➢ Populate relevant fields or leave it wide open. 
➢ Click OK. 
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Update Credit Card Reference ID

➢ Find Credit Cards, Related Action→Integration IDs→Edit Reference 
ID.

➢ Update the Reference ID Value. 
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Update Cardholder 

➢ Find Credit Cards, Related Action→Credit Card→Change Cardholder
➢ Edit New Cardholder. 
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Edit Credit Card Information from Find 
Credit Cards Report

➢ Find Credit Cards, Related Action→Credit Card→Edit
➢ Edit Information. 
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Duplicate Credit Cards - Cancel Duplicate 
Card

➢ Find Credit Cards, Related Action→Credit Card→Edit 
➢ Open the card that should be canceled.

○ Change the Account Status to ‘Canceled’. 
○ Edit the Reference ID. 
○ Change the Cardholder to an administrator user (i.e. Lisa 

Smith)  
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Duplicate Credit Cards - Transfer 
Transactions to New Worker

➢ Find Credit Card Transactions, Related Action→Credit Card 
Transaction→Reassign

➢ Enter new worker’s name in the New Expense Payee field.
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Common Errors and Resolutions 

Issue Description Resolution 

Cardholder 
Information 
Update

Users may encounter 
difficulties when trying to 
update the cardholder 
information. 

Create a new expense 
credit card under the 
desired cardholder’s 
name, move existing 
transactions to new 
card, then update 
original cardholder 
information. 
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Best Practices 

➢ Verify Data Accuracy.  Confirm all cardholder names and account 

numbers match records before making changes. 

➢ Perform updates immediately upon issue arising or worker 

termination to prevent mismatch. 

➢ Periodically run the Find Credit Cards report to ensure all active 

cards are assigned to the correct worker. 
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