ALGCNQUIN

COLLEGE

Finance &
Administrative Services

COLLEGE CREDIT CARD PROGRAM
REPORTING DEADLINES - 2024

BILLING MONTH BILLING DATE WORKDAY CODING/APPROVAL
(LAST BUSINESS DAY OF THE MONTH) | DEADLINE (BY END OF DAY)

January January 31, 2024 February 7, 2024

February February 29, 2024 March 7, 2024

March March 28, 2024 April 3, 2024 (year-end timelines)

April April 30, 2024 May 7, 2024

May May 31, 2024 June 7, 2024

June June 28, 2024 July 8, 2024

July July 31, 2024 August 8, 2024

August August 30, 2024 September 9, 2024

September September 30, 2024 October 7, 2024

October October 31, 2024 November 7, 2024

November November 29, 2024 December 6, 2024

December December 31, 2024 January 8, 2025

The Workday guides for completing expense reports can be found here:
- https://www.algonquincollege.com/workday/employee-userguides/

- Create Expense Report — PCard

February 2024
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https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.algonquincollege.com%2Fworkday%2Femployee-userguides%2F&data=05%7C01%7Cvicckit%40algonquincollege.com%7C9765dfac967444038e2408db03ca211e%7Cec1bd9240a6a4aa9aa89c980316c0449%7C0%7C0%7C638107938887971499%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=rSAXihHgXRbArOzwT00SL5wtP2dqJZAeD6AEScw1mKs%3D&reserved=0
https://algonquinlivecom.sharepoint.com/sites/WorkdayLearningMaterials2/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWorkdayLearningMaterials2%2FShared%20Documents%2FWorkday%20Website%2FUser%20Guides%2FWebsite%20Userguides%2FExpenses%2FCreate%20Expense%20Report%2DPCard%2Epdf&parent=%2Fsites%2FWorkdayLearningMaterials2%2FShared%20Documents%2FWorkday%20Website%2FUser%20Guides%2FWebsite%20Userguides%2FExpenses&p=true&ga=1

