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OVERVIEW

As of January, 2007, Bank of America is the purchasing card provider for North Carolina
A&T State University and the State of North Carolina. Pcard transaction review and
approval will take place in the Works system provided by Bank of America.

WORKS is a web-based program that enhances user functionality, provides electronic
approval, and online reporting. Thus, WORKS eliminates the need to manually prepare
purchasing card logs for items purchased with your Pcard. Online reporting offers a
variety of reports that will allow you to view spending by cardholder, department,
location, and account number. These functions allow greater flexibility and management
of expenditures.

This training guide provides instruction on how to use the WORKS system.

NOTE: The WORKS application can be run on the following combination of browser
and operating system: Internet Explorer 6.0 or above (for Windows users) or Mozilla 1.0
or above (for Windows or Mac users).

You MUST enable your browser to allow pop-up windows for the WORKS domain to
access the application.

PROCESSING CYCLE

The typical cycle for Pcard usage is:

* Pcard user initiates a transaction on their card

» Email notification is sent to the cardholder of transactions posted on the Pcard system.
Transactions are typically posted on the system 24-72 hours after purchase.

» Cardholder will log into Works Payment Manager and review transactions and
account coding.

» Cardholder will Sign off on the transaction

* Credit line is replenished for the amount of approved transaction

» Pcard office will sweep transactions for the monthly billing cycle and import
into Banner.

* Users will receive a hard-copy bank statement monthly and attach original receipts. The
monthly statements with attached receipts and all other supporting documentation are
signed and forwarded to NCA&T’s Accounting Office by the 5th of the following
month.
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PROCESSING DEADLINES

TRANSACTIONS SHOULD BE SIGNED OFF AS THEY OCCUR. PLEASE DO NOT WAIT
UNTIL MONTH END TO BEGIN THE SIGN OFF PROCESS!

All transactions must be “Signed Off” and reallocations complete by the 5™ of each
month. Each billing cycle runs from the 25th of the prior month to the 24th of the
current month.

If you are close to your credit limit at the end of the Pcard cycle (24th of the month)
AND the cardholder or the reconciler has not “Signed Off” on any (or all) of the
transactions, the cardholder’s credit limit will not be restored until the transactions have
been allocated and “Signed off”.

Example 1:

Credit limit: $10,000

Transactions Requiring Sign Off: $8,000
Credit Limit: $2,000

Example 2:

Credit limit: $10,000

Transactions Requiring Sign Off: $0
Credit Limit: $10,000

CONTACTS

Contact the Program Administrator or coordinator with any questions or comments
relating to the WORKS website.

Program Administrators:

Ted A. Little Wendelin Douglas

Purchasing Office, Dowdy Building Purchasing Office, Dowdy Building
Telephone: (336)334-7555 Telephone: (336)334-7555

Fax: 334-7013, talilttle@ncat.edu Fax: 334-7013, wdouglas@ncat.edu

Jeanne Reyes

Procurement Card Coordinator
Accounting Office, Dowdy Building
Telephone; (336) 334-7555

Fax: 334-7013 or 256-0891, jreyes@ncat.edu
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CREATING A PASSWORD

To access the WORKS application, a Pcard Administrator must first add you as an
application user and assign you a username.

Once you have been added to the system, a welcome email will automatically be sent to
your email address. This message will include your username and information on how to
set up your password.

DO NOT delete your welcome email (see example below) until you have successfully
created your password and have successfully logged into the WORKS system.

Follow the instructions in your welcome email:

Please do not reply to the sender of this email. It is a system-
generated email from the Works application used by your organization.
Read the message below regarding the Works application. If the message
requests that you take an action in the application, a link may be
included below the message to allow you easy access to the login
screen.

A Notice From The Works Application
Helen,

To set your password, begin by entering your username or email address
at this URL:

https://payment2._works.com/wpm/validate?code=2148181858--
255ab7b908dd911a857b9295ca838dd8

Your username: buck
Your email address: hrbuck@ncat.edu

IT the above link does not work, copy and paste the link directly into
your browser®"s location Ffield. Before accessing the application, make
sure your browser enables cookies, allows pop-up windows (for the
"works.com"™ domain), and checks for newer versions of stored (cached)
pages automatically. For more information on how to configure these
settings, consult your browser®s documentation.

Please also note that the link above allows you to access the
application one time only. After your initial login, you must access
the application by entering the following URL in your browser®s
location

field: https://payment2._works.com/wpm/bookmark. We recommend that you
use your browser to create a bookmark for this address to quickly
access the application in the future.

Log into Works at: https://payment2.works.com/wpm/bookmark
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LOGGING INTO WORKS PAYMENT MANAGER

1. Launch your Internet Browser.
2. Go to the Works Payment Manager website:

https://payment2.works.com
Note: the application will be launched. You may be prompted to enable pop-ups.

popup ) in
the app

3. Enter your username, and password, and click Login.

2> Miciophore BB Tools | & Handwiing [ witina Fad | ()| 2 | L o
—10Oj x|

2 Works - Microsoft Internet Explorer

BankofAmerica ____
’?"?

Hawing other difficulties logging in?
Please contact your program administrator for assistance

lneouT ssucermracaTes

stort| | @ © > ~|| £ I[E ] 0| 23] £ | ) &) &Y )| =) ) | ) ) |
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1. Click the first link in the email message.

2. Enter your username and click OK.

3. Create a password (must be at least 8 characters, can be any combination or letters or
numbers, and is case sensitive).

4. Click the arrow in the Question field and select the desired security validation
question.

5. In the Answer field, enter an answer to the question you specified in the previous step,
and then enter the same answer in the Confirm field.

6. Click OK. The Home Page will be displayed.

NOTE: If your username is not working, a Pcard Administrator can send you an
automated email reminding you of your username. If you forget your password, click the
appropriate link on the Login page. The “Forgot Your Password” page displays and
prompts you to enter your username. After entering your username and clicking Submit,
the system will send you an email with instructions on how to create a new password,;
however, you must know the answer to your security question. If you do not know your
security validation answer, a Pcard Administrator can reset your password, which enables
you to select a new security validation question and answer.

IMPORTANT: After clicking the link included in the email and setting a password,
DO NOT attempt to access the WORKS application by using that link again. After
initial use that link is rendered inactive.
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WORKS CARDHOLDER HOME PAGE

Cardholder Homepage Features

1. Home Button — Takes you back to the homepage

2. Task Pane — Links to different features in the Works application

3. Show/Hide Task Button — Allows you to show or hide the Task Pane

4. Action Required — Shows the number of transactions awaiting action

5. Logout — Logs you out of Works Payment Manager

6. Card Summary — Shows card information such as credit limit, available credit,
and transaction limit

" Bankof America %
1. Htm:__g| [ £]

2 Show/Hide treate:  Fipere Folder v E Rl Lagaut

Homa 1 Edwards, Daborah M of Eact Carolina Univorsity

A tion Required Count = Type + Acting As » Current tate |
Sign CFF 62 Tranaaction Cardhsldar Parding

I Standard Reports 4 Action Required

H Tasks

1 Cardholder

il Configurable Reports

T Toals

2. Task Pane

Carde  Prmaydocess v Click entrias to viay MCC restrichons
Card Hame = | Card 100 + | Avall, Funds « | Crodik U, o | Svall. Ceedit » | Trans. Lm. « Emiboss Mol
|l —— 2700 HiA 10,000, 00 27T #53.61] 1.500.00 DERORAH M EDWIAR DS | ECLE, ECUEL CL§ 10,000

6. Card Summary
< bl
Wiawing L-1 of 1 kKems show | 100w | per page HHpage | 1 |cf 1MH
u....,-:[ |

You can access a video overview of navigating the application at the following address:
http://training.works.com/pm30/video/03_app_navigation.htm
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WORKS CARDHOLDER VIEW

Cardholder View Features

1. Column Button — Allows you to change the order of the columns displayed in the

table Section

2. View Buttons — Allows you to choose the view of the display area. The sample

below shows the “split” view.

3. Table Section — Displays list of open transactions for sign off, reallocation, etc.

4. Detail Section — Shows detailed information about the transaction
5. Message Box — Shows system-generated messages
6. Sign Off Button — Allows you to sign off on a transaction

" Bankof America <3
PATLE] ook oldor Roview

Waw | Trane scfions Fogueing Sign OF

8 tasks % Filtars ¥

Creates | Fuperss Foder |

2. Yiew Bultons

@ Cardholda | Slgn OFf » | Date Posted » | Date Purchased + | Docurent - | prmary cardholder 1 | Card Name » | Personal » | Bundied In + | Attached &
AT Ly 12/20/06 12/20/06 THNO0001008 | Edwards, ehorah M | BO0DD . [
12720006 12020708 THMOO001008 | Edwards, Daborah M BOGO
i Standard ReEports 01702007 [T TEMOOOO1034a | Edwards, Dehorah W BO0a0
01/0207 oL32/07 THHO0001033 | Edwards, Ceborah M | BOOOO
I' configurable Reports a1/03/07 01/33/07 THNOOD0010%€ | Edwards, Daborah M| BOOOA
aijo2 07 [ R TENOO001037 | Edwards, Deborah W BOOOa 3. Table
T Tools g1/oz'07 oLozior TANOO001038 | Edwards, Daborah W BODOL  eclion
a1/02/407 0402407 THMOO001039 | Edwards, Deborah M [ BO0OO
aijaa ot BLfo3 a7 TEMOO001040 | Edwards, Daborah M BOAA0
0l 9207 DLIOZIRT TEMOODO104]1 | Edwards, eborah M [=[s[1[1]x}
01/02/07 0L/32/07 THNODD001042 | Edwards, Deborah M| BOODODG
01702707 0Li03/07 THNOOD01043 | Edwards, Daborah M| BOOOQ
01/04707 00407 TANOD 001064 | Edwards, Deborah M| BOOOD
0104707 L0 07 THHOD001055 | Edwards, Daborah W BQ0oQ
a1/04/07 04/34/07 THNOOD01066 | Edwards, Deborah M| BO0OC a
n1rnannT mfains TYNANM NST Fdwzrde Maharah W Bnnnan —
£ »
1. Column B utton e = Cobumn Wimwing 1-62 of 62 itmmaz Show 100 % p=r page WM Page | 1 :UFLH'N
TENOODOLODE 12,20/ 2000 Vendor: CAMERA ARD PHOTOGARAPHIC 5. CO, Wendor [D: nia Soirce Amaunt: L0056, 09 0
Coeds BOOO] Edwards, Bebarah M
iw Allocation | Purchace Dotail | Signoff Hictomy | Vondor Dotail | Yondor Addeecc
o~
Bank Transecen #; 57HTH Comenents:
Purchass Dy 27 WTH Kare
% CRT Referance:
Reterence: [ | 4. Detail
Tae Status: |Saks Tatboludad W Section
T S r—
Salas Tax Total: (000
Hanually Adjust Tamable Totals D b
Save | Disputz | #dd Comment | 4 1,008.00 / 41,008.00
Messagei | +—— 5. Meazage Box Print I Pbtach i Burde | Sign O |
¥
HCH Wiz i » Zoom: =, ] 6. Sign O
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RECONCILING TRANSACTIONS ~ BASIC SIGNOFF
CARDHOLDER INSTRUCTIONS

1. From the homepage, under “Action Required” click “Sign Off” to show a list of
transactions to review.

& Microphone B2 Tools | 2 Handwriting [ w/riting Fad | @| z | = ||l|
Create: Im EI | @Logout

A Works - Microsoft Internet Explorer

BankofAmerica ==

ﬂ | E Home: Graham, Avis of NC A&T State University

B Tasks [ Action Required » I Count « | Type » [ Acting As » I Current State » |

@ Cardholder | Sign Off | S | Transaction | Cardholder |Pending |

I standard Reports

il configurable Reports

T Tools

Cards IP[ima{y Access - I Click entries to view MCC restrictions
[ card Name - [ card ID » [ Avail. Funds » | creditLim. » | Awvail. Credit » | Trans. Lim. » | Emboss » | Profile »
| 2wIS GRAHAM [8615 [$2,780.78 |$5.000.00 [$4,622.25 [$2,500.00 [AvIs GRAHAM | Test General: CL § 5000; STL § 250C

| 2l

dl
Wiewing 1-1 of 1 iterns Show I‘IDD - I per page H#Ppage of 1 M

Message: | |

|@ Dore I_I_E|° Internet
dAstart||| @ @ @ > || [Ol1] OF] Gr| DA 81| 14 €1d £d | Air| v E14][@Tw CWoEDRE  305Pm
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§Eile Edit  “iew Insert Format

NEHR S S & ¥ e

Tools Table

B OEm @ F |9 - - @y 4 O Ay Show - |Insertio

ng and Deleti

~ Times Mew Foman = 12 ~ | B F 1O

Wl inicdow Help

#* Microphone B2 Toals | 2 Handwariting [ “riting e

%: E:-é

Type a que:

ons | 9T 43 %0 & | & W 150%
- |

Create: I Expensze Faolder _-

Cardholder

Standard Reports

Wiewr: I Tranzactions Requiring Sign OFF ;I Filbers ¥
Sign OFF » Date Posted » Date Purchased » Document - Primary Cardholder » Card Mame » Personal » Bundled ]
izfz23/08 izfz22/08 THHOOO4Z2903 Grahar, Avis ANITS GRAHARM
i1z/z24/08 1=/23/08 THMOOO42329 Graharm., Avis £AWIS GRAHANM
izsz4/08 izfz22/08 THHOOO4297 4 Grahar, Avis ANITS GRAHARM
i1z/z24/08 1=/23/08 THMOOO4237 7 Graharm., Avis £AWIS GRAHANM
iz/z0/08 iz/29/08 THHOOO4Z03Z0 Grahar, Avis ANTS GRAHARM

I' configurable Reports

' Taals

|

Wiewing 1-5 of 5 iterms=s

Show 100 - | per page

M#page [ 1 |ofimH

SMStart||| 0 & @ > >

| (St

L Ea =T | &a. | 810 ] Eo. ] e [Ew..

Click any element listed above to access its detailed information.
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" Bankof America <2

Creater | CuperosFolder w50 | # Logo

Tvpa + | Acting Ac [ Currant State +
Traruaction | Cardholdar Panding
Standard Reports
Bankof America <5~ Crmntn: | Expence Fokde | 50] | ffy Logaut

{ruf L]

\'i-r:l Thiznsechions Aeguirg Son OF Vl Filters ™

| Sign OFF » | Date Posted + | Dake Purchased » Vandar & | Purchase Anvount » | Allocation » -
I standard Reports [ AEFEOOE | 1TEOfIE CAMERA AND PHOTOARAPHIC SU CO §1.086.09 [133100%-10530%-72314-1700--|
I izfE0foE | 12/20(0& EMPLOYTMENT AGEMCIES AMD TE 20, | $339.93 [141002-105302-73085-1700-- |
il configurable Reports 010507 0103/07 MOT O FREIEHT CARRIERS AND O, $348.38 141002-105302-F3485-1700-
OLfoEms | OLIOz T PRECIZUS 5TWHER AND WETALE ©i&. | §9Z1.57 [19100z-105302-72161-1700--]
i f | QL0E0T | aifoa/ 07 POSTAIE STAMPS 0. | 229,00 |143002-105302-F3464-1700--|
Tools 0L/0507 01/03/07 WINDW CLERHING SERMIZES €. $ 70254 141002-105302-F3085-1700-
2 personal Setings oLfozfms | OL/0Z T FOFING S0 NG, AHD EHEET M 00, | $1.061.12 [19100z-105302-73441-1700--]
: § 3= OLfOE07 | 0170207 EWTERMINATING AND DIGIHFES 0. | $730.71 [14100%-105302-73089-1700--
* X 040207 01/02/07 POSTAGE STAMPS £, $E0Z. 5 141002-105302-73464-1700-
User Infamnaton [ oLfmEmr | oLioznT EMFLOVMENT AGENGCIES AND TE ©0, | f1.03517 [139100z-105302-73085-1700--|
oLfozEfmF | OLfoz(nT CAMERA AND PHOTOGRAPHIC 50U 60, | je5e.37 [131007-105302-72314-1700-- |
OLfOE07 | 010307 BOETAAE STAMPE C0. | $935.86 [141002-105302-F34E4-1700--
01/04/07 01/0d4/07 DRECIOUS STOMES AND METALS T, $432.0% 144002-105302-F24€1-1700--
R — oLfoafos | OL/0a T MGT A, FREIGHT CARRIEASAND GG | f1.395.60 [19100z-105302-73469-1700--|
@ Search [ oLfo4/o7 | O10407 WMDY CLEANING SERVICES €0, | § 28173 [14100%-105302-73085-1700-
e inarm N4 fndenT DASTARE STAMDT 1 LT ] 1 d4MNT-4N=3aN=-TI4Fd—1Trn-
® Reference £ >
Vewing 1-62 of 62 items shon (100 5| per page Heipage [ 1 |cfLmk
Click any element listed above to access its detailed information.
Fiessages Eret | [ atach || Bunde || Sgnak |
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2. Click the designated transaction to view the transaction details. The transaction
will be highlighted in yellow.

BankofAmerica <=

L

Enpenee Folds Vl i) [ Legaut

L Configurable Reports

E Perscnal Settings

B e tnfornation

B Alarts & Hotice

Click on
the line to
hi-light the
transaction
and view
the details_

w| Filars ¥

T ——

| Sign OFF »
I standard Reports

<

Meaning 1-62 of 62 Herns

shan [ 100 % per page

t

Date Posted | Dabe Purchased » Wendor ¢ Purchase Amount » Allocation « s
[ 15/20/06 | Ay 2070% CAHERA AND PHOTOARAPHIC S0 €O, | §1.086.05 [143003-105302-72314-1700-- |
f 13/20/06 A2/20/08 EMPLCATHENT AAERCIES AMD TE 0. | [ EEERL] |141002-105302-F3089-1700-- |
240307 04402707 MOTCR FREISHT <ARRIERES AMD Co, §348.88 144002-105302-F34E5-1700--
! aLozo? oLfozinT PRECIOUS STOMES AHD METALE S0, | §9z1.57 |141002-105302-F2181-17T00-- |
01/0Z07 [x} BTl BOSTARAE STAMEPS S0, | fii9.01 (181002105302 Fi4E4-1700-- |
ALf0zM07 01762707 WINDE W SLEANING SERVICES C<0. §703.54 141002-105302-F30£58-1700--
I oL/nz/0? oLinznT AOCFING EI0TRG,AHD SHEET M GO, | Jl.oel1z [191002-10530z-73441-1700-- |
[ 01/0zmnd 01 0207 EXTERAMINATING &MD DISIHFES S0, | $730.71 [141002-105302-73069-1700-- |
aLf0zf07 o4/02/07 DOSTAGE STAMPS S0, $B0z.54 141002-105302-73464-1700--
aLfozin? ooy EMPLCYTAENT AGEMGCIES AHD TE 0, | §1.035.13 [191002-105302-F30es-1700-- |
aLfnzn? aLnnT CAMERA AHD FHOTOGRAFHIC 50U GO, | [ EEES [19100Z-105302-F2314-1700-- |
01ozmd [EYIEN POSTaRAE STAMPS 0. f EEER1) |181002-105302- 7I4E4-1700-- |
aLf0d/07 01/0d4¢07 PRECIOUS STOMES AMD METALS <0 $aaz.08 141002-105302-72151-1700--
010407 EIVGEI MOT R, FREIGHT CAARIERE MMD GG, | f1.295.60 [191002-10%30z-7a468-1700-- |
a1/04707 [} S EN W IO CLEANINE SERVICES SO, fag1.2% [141002-105302-FI089-1 700~
Nt fnainT N1 fnasnT D ETARE STAMOE ™ k754 = 44NN T-A NS I T IR d=1 TN

Wt page [ 1 |cFLmH

TEHEOI1I0EE 12/
Card:

Edrards. Debarah B

202006 Wemdor: TAMERA AND PHOTOSAARHLIE SU OO, Wendor 1Dz nfs

Bank Transactcan #: S7YHTH
Purchass I: S0HTH
CRI Reference:
Tas Shabuse  Sales Takincluded
O S —
Sl Ton Total

Manually Adjust Taxable Total: ||

1 Gnnall Allocation | Purchase Detail | Signoff History | Wendor Detail | Wendor mm|

Caarmumvenvis:

Mone

Source femount: 1,096,095 LSO

-

Saue I Cispube= I

add commert |

$1,006.09 / $1,096.09

MEssager

Frit | [ tech | [ Bunde | Swnok_|

3. Verify that the charge is accurate and your invoice/receipt matches the transaction

in WORKS.

NOTE: If the purchase is invalid or the amount does not match your backup,
contact the vendor immediately to resolve the issue. If the matter cannot be
resolved or the charge needs to be disputed, contact the Pcard Office for

guidance.
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You may see tax information if the vendor is a level three reportable vendor. You

DO NOT need to enter anything in these fields:

CRI Referenca:

J Genaral | Allocation | Purchase Datail | Signoff History ‘ Yendor Detail | Vendor Address ‘

Referance: |

Tax Status: | Sales T ax Included

va— Do not enter

Taxable Total: |

+—— any sales

$ales Tax Totals [$0.00

-— tax

Manually Adjust Taxable Total: [ |

information.

Use Tax Total: |

-————

Marchant Addrecss: mma, 016022345

4. Click “Add Comment” if you need to describe or add an explanation about the

purchase. Click “Save”.

\ NOTE: Comments cannot be deleted. Do not add any inappropriate comments.
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Bankof America =35

-
0

Wiwes: | Transactions Foquiing Sign OF M| Fitars v

| Slgi OFF » | Dades Posted | Date Purchased o
=0

CHER MDY METALE ©
ETAMDE 70

AP

Add Comment

Commmntn: (Carmere suppliss for

£ ; -
Photagraphic Studies 101,
|'§pring Zoav M page | 1 |cfrmn
- | Hesibrwm Aopms sy 2, 1896 0 LiBES
»
Tasiabbu Toksl: B
Saler Tax Tokal: |31 _]
Maiisally Adiust Tadabio Totsl:
Uar Tax Tokals
Hoerchant Addrecsy
Shipping Address: %
-
Cisputs 1, 0uE00 ¢ 0, 0eE 00

ok || stach || dunde || s |
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5. Click the “Allocation Tab” in the details section to review FOAPAL code
assigned to each transaction.

I standerd Reports

I Configurable Reparte

| E] Carihildar Raviaw

treater | Fipsrus Foller v 50| | FLooout

Tax thatues | Sab Tarlrchidod

Taxahls Takal: |

th:llmsa:uﬂﬁeqmﬂmﬂn ' Filtars ¥
Sign DFF + | Date Posted « | Date Purchased « Varaar o Purchasa Amaurt | Allseation + ~
12720005 1120706 CAMERA AHD PHOTOGRARHIC SU 0, $1,006.0 141002-105302-T214-1700+ |
1372008 1320708 EMPLEHENT AGENCIES ARD TE GO 333,49 141002-105302-73085-1700-
[FEFL oifozin? MOTOR FREMIHT CARRIERSAND C0, $43.%6 L9L00E-203502-7 34831700
(L0t OLnn? PHECIOUE STONES AN METALS CO. jal. et LAL00E 105302 T ZLEL 1 F0 0=
. 000 | ouoznd FOSTAGE STAMPS OO 213.01 LA1002-107302-T3464-1700~- |
| whx | DL02/07 'WIKDOW CLEANING SERVICES CO0. 703,54 L4L00:-205302-7 30651700~ |
| (/o ar L0207 ROCEINEEI0 MG AND SHEET M C0, $1,061.12 La1002-10F302=F 2441 =1700=- |
oL/ a7 oLi02/07 EXTERMINATING AND DISINFEC C0. $73.11 L41002-105302-73085-1700-- |
mfozor nyi0zn? POSTAGE STAMPS CO. 307,64 141 003- 305302 - T34R4- 1700 |
| | mmfar | iidafnd FHPLOYHENT aGENCIES apD TE OO, $1.035.14 1l i 105 202 - P2 17002 |
[V FL fL/02/03 EAMERR AND PHOTOGRARHIS BU 60, 8542 L1 003-105 802 -T2304-1 700
odfazior EE BOETAAE BTAMPE &0, $330.06 141003-105302-73464-1700--
#5407 BLiG4/07 BRECIOUE ETHNIS ARD METALE £5. T XE] L41662-108302- 321611700
oafa4foT DL/0407 METOR FREMGHT CARRIERS.AND SO 139580 L4L003-105302 -7 4631700
01/24/07 DLf04/07 WIHDOW CLEANING SERVICES GO, j28l.13 141002-105302-73083-1700- |
! il fdrn? LU TR DITRTaAE STAMDE N 7% &% Pl i NSe-T2ded-1700=- |
L1 ¥
m Viawirg 1763 of &1 itemz Show .1I]] 1'. T page Hépggm| | |cF1HH
TANDEROLONE LE/ED EVNS Veiwdor CAMERA 4D PHOTOGRARHIC 58U GO Wendor ID: n'a douroe Amount 3,036 08 USR
Card; BOOI Edwards, Deboran B
IMM“"""' Dutal| Signotf Mstory | Vendar Datad | Handsr Addrass |
i
Bank Transaction #i 57HTH Comments:
Parchase 10: 57HTH Hznd
LA e leranci:
Paferancar |

ST Tobd (6100
Murvanlly Adjust Tacable Tabsl; [ | ¥
Sul .‘w&l A3 Commest | 19009 / $1,090.0%

Masiagh: |

mlmqlmulmﬁl:
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BankofAmerica &= Greates | Experue fokier ¥ 5 | (Logout

Viwwr) | Tidntaction: Fegaing Sign 0N ¥ FHiters ¥
1

i ,iiipnnﬂ‘- Dats Posbed & | Dabs Purchassd o Woreler Pasrehoss Ameurk Aloeadon + G
_ﬂ Ardiauier | 12720006 | i330/06 CAMERLE SHD DHOTOGRAPHIE 51 60, F1.096.08 141003-105302- 720141700 |
| 273000 13/20/BE _EMPLOYMENT ASINELES AMD TE 20, FI33. 40 |L4L03. 208303 V38002700 |
U gtandard Reports | [ FH [ ETE METOR FREIGHT CARRIERE.AND OO, pidi L4L003-205302-75465-3700 - .
e | oifoziar DLiUZDT PRECIOUE STONES AR METALS 0. L IT 1410021073027 ZLBL-1T00-
Lmﬂmﬂucmmm I [EYEE 0L 1207 POSTALE STAMPE £O. §EL%.01 141002-105502- 1 34 64-2700-- |
amxar OLozn? WINDOW CLEAMING SERVICES CO, 70334 141002105302 -7 FHEF-2 700 |
T OO0T | 04007 | ROCFMGEIDNNAND SHEET M Co, $1051.13 LALD0Z105302-F 3411700 |
amaar | oLazo? EXTERMINATIRG N‘DI‘]E[HFEE co. AL 141602-105308- F?#Bi 1700
o’ | ouudig POSTAGE STAMPE €O, 502,64 141002-105302-7 34641700 | |
1 | D:lfﬁa'n? | ﬂqft‘..‘?,.'ﬂ? !HFLG‘HI!'EH'I’ iG'N"[ES AMD TE €. $1,039.14 :Lll].ﬂﬁ! 1I!53I:|2 T348%- I‘.I'
| /2207 aL/02/07 CAMERA BND PHOTOGRAPHIC 51 CO, §2%.57 141003-108302-72314-1700- |
1 [ fan7 o/ 0gin? POETAGE RTAMPE GO $330. 66 LA 003= 105307 = T34E4 *'-FI:IM|
1 ffhafor [ELETIE BEECIOLE STONES &M METALS £ faa i 141002108 30T 3 B1-1T700-- |
0afa4/07 0L/04/07 MOTOR FREMGHT CARRIERT.SND £, $1.395.60 L41003-105302-73465-2700-- |
afnalar 0L/04/07 | WIMDOW CLEANING SERVICEE 20, §200.73 141002- 105302 73509-1700 |
¥ AR LD SARTaAF ETakiBE &5 L L 1l A -1 ARSI FRLE -1 FAS - g
£ *
Vigslng 1-42 of &1 [harp Chow 10D ™ pui pugs Alpgge | | [+F 1 MM
THHIDBOLIOME 12/20/2006 Vendor: CAMERL AHD PUETOGLARKIS 5 €0 Vendor 10 nis foaron Amound 1,006 DF UED
Cardli BLO © Ediwants, Deboah W

1 Garral £ Alncation | Burchase Detad | Sianaff Histary | Vendor Datail | Vendor Address |

E Pescrip o Catmgory ¢ | Nole + Price ¢ | Tax ¢ | Amwrmk § Gl Cenvibination o
|*'-_'.‘]UHi RA AMD PHOTOGRABHIC SU C0, - Purchass | UnspacFiad $31.096.05 [ fO.00 | §1,036,00 | 141002-105303-73314-1700

+

R Fund-0rg-Acct-Prog

Wimwing 1-L of L Bama thow | 100 = | parpags #pgga| | |oaFLMNM

| audex | remow | copy roinss | 109689 7 $1,096.00
s | Pk | ok | pude | sgnotl |
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6. Click the “Purchase Detail” tab to see items purchased.

NOTE: The vendor has to be a level 3 reportable vendor to see item detail. The
more information the vendor passes to the bank (i.e. level 3), the more information the
bank can display.

BankofAmerics %

I standard Reports

I configurable Reports |

T Tools

ot | e ol |9 | oot

Wiew: | Tranzachont Regumg Sign Oif ¥ Filters

| Sign OFF + | Date Posted + | Date Purchased 3 Vendar 1 Purchass Amaunt » Mlacation + =
12(70/06 13/20f05 | CAMERA AND PROTOGRAPHLE SU GO, $1,096.09 141002103302 723144700+ |

: Lymjoe | 10/ | ENPLOYMENTAGENCIES MO TECO, | £339.99 |141002-105302 7088100 |

| 03/02/07 01/02/07 | MOTOR FREIGHT CARRIERS.AND O, ELE] |141002-09302-73465-4700--|
01/12/07 OL/02/07 | PRECIOUS STONES AND METALS 0. §93L57 141002105302 T2LR1AT00 |
ayfezar 0103107 POSTAGE STAMPE 00, §215.01 |141002-109302- 734641700+ |
04/62/07 oi/02/07 WINDOW CLEANTNG SERVICES GO j703.54 1141002-105302-T3059-1700--|
01107 010207 | ROCFINGSIGING,AND SHEET M CO, JLO6112  [141002:105302- 734420700~
03/02/07 0L/02/07 | EXTERMINATING AND DISINFEC <0, §730.70  |141002-303302-730851700-- |
040207 oifeafor | POSTAGE STAMPS 00, §E02.64 | 141002105302 73484-1700+ |

[ _Oye/OT | 0y/0z/0T | EMPLOYMENT AGENCIES MO TECO. | §3,035.18 141007105302 730894700

| L 0L/02/07 | CAMERA AND PHOTOGRAPHIC SU CO, 56,92 141002-105302-T2314-2700-|
01/02/7 ooy | POSTAGE STAMPS 00, 93366 |141007105302- 734641700+
f1/04/07 0L/04/07 | BRECIOUS STONES AND METALS CO. | §492.03  |141007-10%302- 720811700+
T OL/D4/07 | MOTGOR FREIGHT CARRIERT.AND €O, $1.395.60 141002-1059302- 734634700 -

L | oweor | oifoqjor | WINDOW CLEAMING SERVICESCO, | §281.03  |M1002-105302-73088700-|

| nnaIn 1 inainy BACTAAE ETAMDE 1) (LN T YT XTI ER LYEFET T

{ )

o ] Viewing 1-62 of 62 ltarmr  Show 100 % parpage  WHPage E sf LHK

Card B00

THMOO0D1038 01/82/2007 Vendor ROCFING SIDING,AND SHEET M CO. Vendor 1Dr nfa
Edwardi, Dabiorah M

1numi|m-m\{mmm‘ﬂwﬂmm|vmum|mmﬁ|

Good and Services

fioods/Servica | Price | Oty | Tatal
CANNEWIDGET __[pas ]y [rssad
SHORT-HAIR TROWEL |$121.09/1  |$120.08
ANTIBACTERIAL BB |$19.16 |1 [$19.16
RIBOED TWEERER  (§110.66/1  |4110.66

Level 3 detail

Source Amount: 106112 USD

$1,060.12 / §1,060.12
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7. A. Sign off a single transaction:
To sign off on a valid transaction, click the “Sign off” button at the bottom right
of the screen. This will sign off only on the transaction you selected and highlighted.

Bankof America <=
ﬂ] E Cardlbabdar Rirciew

Wharsik Tlmw:-ﬂeqjq(iq-\-ﬂll = Pl ¥

| | stgn Off + | Dete Posted » | Date Purchased + | wendor ¢ Purchase Amount » Allacation + E
122006 120006 | CAMER & AND PHOTOGRAPHIC SU CO. $1.096.09 1um2_l_ﬂﬂﬂ:l-?m= ~1700--]
12/20/06 1HEOI0E | EMPLOTMENT AGENCIES AND TE €O, §335.59 -7 ABES-1 700
standard Reports | 0a/02m7 o10aeT | WOTOR FREJGHT CARRIERS.AND CO, §348.56
T = e 03207 [ETLE rd | PRECIOUE STONES AND METALES 20, §521.57 rl -1
F ronfigurable Reports i 010207 6007 | POSTAGE STAMPS CO. $215.01 |141002-105303-73464-1 700
— = @ = oafozi7 0ynife? WIHDOW CLEANING SERNICES ©O. §703.54 141003-10%302-T306F-1700 |
T Tools 1 __0AfeHOT | 04007 | RODFINGIIDWNGAND SHEETM o0y | fd06idd  |d4i002-1d:
01/63i67 10307 EXTERWINATING BND DISINFEC CO. [EET R 14100210530 3- T30E3-1 7

o1i0zjo7 o10afo7 POSTAGE STAMPS CO. $602.54 141002-105302=73464-1 700+ |
[ T oyoze7 | wifozor EMPLOTMENT AGENCIES AND TE €O, | §1,03919 | 141002102303 13089-1700
| 0102407 010D CAMERA AND DROTOGRAPHIC SU S0 $156.92
I o1/0z07 01/0zf07 — POSTAGE STAMPS CO. $933.86 141002-105302-7364-1700
| 0104007 ﬂi{'ﬂm’ﬂ? BRECIOUE ETONES AND METALS OO, §492.02 1!10B? 10%303-T 21811700 |
I oiin4so7 Dif0A 0T WOTOR FRITGNT CARRITNS AND O 11,9360 [141002°207902-73465-2700- |
L 01407 DI040 1 WINDOW CLEAMING SERVICEE 00, | $281.0% 34100205000 730891 700.0 v
I A inainT AT DAETARE STAMDE P71 Ey e Tiaynnraneans 7aaean 20
¢ ¥
[E=roy) Viawing 1-62 of 62 kems  Shew 100 ) perpige  Wepage| 1 |oFLwn
TENABID A0 12/28,2006 Vendor CAMERA BHD PHOTOGRARHIC 84 £6. Wendor 01 ni'a mmm
Card: BOO0 Edvards, Debarah M
1 Ganeral | Alocation | Purchass Detail | Snaff istory | vandor Detail | Vendor Address
-
Bank Traasaction #: S1HTH Comments:
Purchase 1D 5HTH Hena
LRI Raference
S —
Tox Status: | Sues Tauincied v
R e —
Salit Tae Total
anwally Adjust Tasable Total [ ] [ ~
.
Swe || Dimuts | nddconmert | 4109585 / §1,006.00

e | o | v | v K not ]
Then click OK.
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If transaction needs to be allocated, then click on allocation tab, click on Add/Edit button
(on lower left hand corner), and the following screen would be displayed:

a Works - Microsoft Internet Explorer

View: Filters
Allocation
Add-' =) (6]

= Invalid = Unauthorize d
Descnptlon

# Microphore BB Todls | g Handwiting [ w/riting Pad | 2 ‘ |;IE|_I

Create: Go 3 Logout

W Automatic Edit Mode

[SDURCE 4 - Purchase

Allocate by ¥ Arnount { Percentage
Amount
| 4 377 75| 100% |

Gl [I70013 | [42000 | [P3402 |[170 | [05 | [EeL Assistant |

fce Amount: 377,75 LUISC

42000 | 73402

All allocation lines:

nt:
Approx. tax rate:

s[_ong

$377.75

0,009

$377.75 100%

ﬁl Cancel

Add fEdit | Remove | | Copy T#N Data

&) pone

Astart| |0 & & = 7| 0] D] &) =i B &) elffer BB BB e &) &) DD [FEOERTE

$377.75 / $377.75

Print | CodeGL | Attach | Bundle | Sign OFF

l_ @_|ﬂ Intarnet

After making changes, a comment box will be displayed.

3:31 PM

IMPORTANT: PLEASE KEY IN THE INVOICE NUMBER OF THE
TRANSACTION (IF APPLICABLE) and type in any other pertinent information.

Click OK.

Procurement Card Training Guide
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I'hen elick OK.

Sign Off %

Zign off on the seleded payable doournents (1)7
o ormmnants:

Note: Once the transaction is signed off by the cardholder, it will be removed
from the “Transactions Requiring Sign Off”

7. B. Sign off on multiple transactions at one time:
1 - Click the “Table” view button in the upper right corner

2 - Click the check mark to select all transactions or Click each individual box to

mark your selections one at a time
3 - Click “sign off”
4 - Click “OK”

Procurement Card Training Guide
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Ve Filkars ¥

EXTERMINATING AME DISINFET O

1=l

Sign Off

Sign off on the s=leced payable documents (6277
Commants:

1 —mor | el |

el F Rl ol ol B el el el Ml W el il el ol £ i il

IMPORTANT: It is the reconciler’s responsibility to review all FOAPAL codes to
ensure charges will be paid from the correct GL values. If a FUND is charged in error, it
is the reconciler’s responsibility to ensure that a correcting entry is made to correct the
error in funding.

NOTE: WORKS security is based on the cardholder’s FOAPAL. Transactions can only
be charged to FOAPs that the cardholder has access to. Use of invalid or incorrect
FUND, ORGN, ACCT, PROG or BANK will result in an error message (see below).
Until the error is corrected, you are prohibited from continuing on within the transaction
sign off process.

ERROR MESSAGE when you have assigned a FOAP without the proper authority:
Pop-up box will read “Errors: signoff payable”

Description will read “One or more GL combinations are invalid.”

Procurement Card Training Guide Works 2009
North Carolina A&T State University

-22 -



wWorks - Microsoft Internet Explorer * 2 Miciophone ERlTooks | iHandwitng [8viina o | (3)] 2 | =18 1|
Bankof Amcz

A Works - Microsoft Internet Explorer

2 Cardholder

Create: |Expense Folder 'I Gol ‘ {3 Logout

=lalx|

Errors: Signoff payable

Card Name » | Personal + | Bundled In » | Attached To »
AWTS GRAHAM
AVIS GRAHAM

Started: 2009-01-07 03:25:57.7 Succeedead: O
Finished: 2009-01-07 09:25:57.76 Failed: 1

= Open Approve

© Show successes ¥ Show failures ¥ show all

[[Intemal 1D » | D - | Result » | Description +
| 100252551787 | TRNOOO42977 | | | ©ne or mare GL combinations are invalid |

= Transactions f
Sign Off

= Reimburseme
Requiting Sign

= Expense Folde
Requiring Sign

= Flagged Trans
= Flagged Reim

Il configurabl

lige HHpsge [ 1 |of1mH

detailed information.

Wiewing 1-1 of 1 items Show [100 | per page MHPage[ 1 |of1hH

@ Dane |_|_|E|. Internet Y

Message: | [ Signoff pavable: 071 OK | Print | Code GL | Attach | Bundle I Sign OFf I

@ Done l_ E|. Intarnet
Astart| | @ € @ » »|| 01| O] TN €8] £1d ad B17| &4 €] 1w =M BA[ew [¢EOlRE@ @M 1031 aM
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Split Coding

1. Click on the transaction to be split and click the “Add/Edit” button.

Bankof America <

Createl |Espense Folds w0 G0| | 5 Logout

\ﬂm:l Trarsaction: Fequiing Sion 0F % Filtsrs ¥

@ Cardhalder [ sign 0Ff » | Date Posted » | Documment | Primaey Cardbolder o | Wondoe « Purchase Amoant « | Alacati
ar ¥ | | SH 13/ 3008 THHAOOOLA08 | Fdwards, Deborsh M [CAMERA AHD PHOTEGRAPHIC LI S0, | F#1.096.0% [341003-1058303-
® Manager |
7 Administration
1 standard Beports
“ *
Wigwing 1-1 of 1 iterms Show | 100 | per page HéPage [ 1 [ofabik
TANOUOULOUE 12/20,/2008 Wandor: CAMERA AND PHOTOGRAPHIC SU CO.  Wendor 10 nfa Source Amount: L0903 USD
Cardi BOO (Edw grdd, Dabasrak M

lﬂ“nﬂl‘l-m Purchase Detail | Signoff llshvlvma.—mml umwmr-ul

Tax ¢ Amount s

m DascAplicn s | Catmgory & | Mot & | Priece . I
§0.58 L A% OS5

I ] 3 LL Coiviliina ten
b | SARIERA ARE FHETOARASHIE SU 25, - Purdhsss | Unspecibied §1.85L.0%

141502- 10930373101 -1700

In this example

let’s split code!ll!

|

Wiaving 1-1 of 3 mems  Show 100 v |parpage  M#Page| 1 |ofa M

fid (Ede O Reneve | CeewTlNData | 41098.09 / §1,098.09

g ages

] Lpoe || sgnof |

2. Enter the number of GL lines you want to add and click “go”.

Procurement Card Training Guide
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Add E Edit Allocations

.._.u.on_--u

Descripbion

Miocate by (%) Amount [ Percentage

Fnount

|CAMERa, AND PHOT OGRAPHIC SLICD. - Puchase

] o 105 04 % f

(1 e 10faD TR 170

ZI0L Aspimant )

Tax on frans actions *!"—"a"ﬁ:'i
Purchase anmeunts §i09d.09
Approx. Lan rate: [T

Al allocation livess 026, 0% Dk

(5w | o

An unlimited number of lines can be added and amounts can be allocated by amount.

Vit v

Add & Edit Allocations

add [ Iinsre] Go|

= Inwalid = Unsuthoncad
Daserip o

I Allecateby (= amount ) Parcentage I

Tty

[CAMERA AMD PHOTOGRAPHIC 5L CO. - Puchase
ci:  WIOE 108302 72IE1 1700

] = »
|FlioL fu sintane:

i -

T cory e mcBon: !m
Misrahase st #1096, 09
PRI MR 0. 00,

1 » o

Al allocation lines:  §10%6.0% 164%

Save Cancel I
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3. Copy the description for the new line you are adding, adjust the amount, and
click “GL Assistant” to build your new FOAPAL string.

Add & Edit Allocations

AND PHOTOGRAPHIC 5L C1. - Puachais
41002 ae  THE& 1700

cﬂ'p? [CAMITIA AND FIO0TOGRACHIC S0 £0. - Puchais

description:

Ctrl C
(copy)

Ctrl vV
(paste)

Adjust

Amount

say_| | cancsl

4. Select the appropriate Fund, Orgn, Acct, Prog and Bank to assign the account number.
To assign the FOAP, type the value in the lookup box and click “go” or use the scroll bar

to locate your Fund.

5. Click on the value to add it to your GL string.
6. Continue until your GL combination is complete.

7. Click “finish”.
8. Click “save”.
9. Click “sign off”.
10. Click “OK”.
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REPORTS

Each user can monitor his or her spend activity by accessing his or her memo statement
and personal reports.

Users can access “My Memo Statement”. The “My Memo Statement” report enables
cardholders to view all of their card transactions for a specified date range.

TO ACCESS PERSONAL REPORTS:

1. Click “Reports” on the left navigation bar.

2. Select “Personal Reports”.

3. Select “Spend Reports”.

4. Highlight the desired report.

5. Select the report’s criteria in the lower portion of the page.

6. Select:

a. PDF: View access only.

b. Excel: Access to edit and sort information.

3 https:Mpayment 2 warks. com - Works Payment Manager - Micrasoll Internet Explorer

L Works Payment Manager
il E Hemperrte: Prrsanal Reports @ Tsbl= @ Oplit Wisn 8 Dsba

Ermatm: | Finimrzamani Reguest (& 59| | A Logaut

#H Tasks fepart Name - DrasCHpRion +

My Meme Statamant T, Rumvinw all oF pour eard traneackions (regardisee of riabue) for the comenk ar pravious billing eyelme.
I Reports iy Fayable Allacation v location datails in transactions and reimbursemants for deoiments owned by you,

My Payabla Allocation Catail |4 Craat azpart fila [non-printabla) of wransacion data for doruments avnad by pau.
El Personal Reports =X N

My Purchass Regquests Feviaw trards For purchases charged bo your company account

B s

T Tuols

Reviaw all of your card Transaiions (regardlass of status) for the current or previous billing cydes,

Dambm Type:  Fosied Daie L
Crate Ramges cuien -
m 10/29/Z004 - 11/29/Z004

[ Date Range ]

[ Report Type

ResakFlers
| cowicad || poe || encelree |
4] none B ket .
Date Range
Report Type

Sample “My Memo Statement”
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Bankof America <2 Cranta: |Expense Foldsr | Ga| | heasut

E“ (Bl Repaita: Passana Raposts

B ty Mamo Statemant T e ot Moot T 7o £ Tl L A T T L3 L e T e etis T i T ooe L Tt T
* AdMINISIEation fey Payalin allusatiun L Hesien Sl1GLANGH GELAIS il TrANEBIRONE S0 FEiMHBarETEnts ar 000 MENTS S ed By yiiide
iy Papabie sllacation Detsl Srayta an axport filg (non-printable) of transaction dats for doowsmants ownad by you,
U standard Reports My Payables by Barcode Index | pavisw my paysblar grouped by barcods.
5 Dasht . My Pundhase Requests "L Ravies trands for purthases chaiged b0 yous COMPany acount
@ Company Reports
B Farianal REfaTs

¥ Configurable Roports

'T Tools

IID

Rewiew all of yoir card transactions (regendless of status) for the cuvent orprevious billing cyches.

Dty 13/ 03/ 3006 - DRA03S 3007
1 B0

Hokai Repar daka is nob ingtantarnesusly updabed, Plaase allow up v 34 hoyrs for data shanges 59 be reflesied.

I

Reist Ftees |

marsagae | I Comiivad || 0P || Excel Fie

VIEWING YOUR SIGNED OFF TRANSACTIONS:
1. Go to “Tasks” on the left navigation bar.

2. Select “Cardholder”.

3. Select “Transactions Requiring Sign Off”.

4. Select the “View” drop down menu.

5. Select “Transactions Signed Off”.

6. All transactions “Signed Off” are listed.

Bankof America %7 treste: EgereFoie | ®) | @ Lo

ﬂl ﬂ Cardholder Fleview . Tahle ﬂ SplitMiew .. Dret il
L rarieachion:: Sined I +  Filters ¥
Sign Off » | Date Posted + | Date Pu‘dlaseh Wendor » Purchase Amaunt » Allocation »

CHMA 122008 1220008 MITOR FREIGHT GARRIEREAND GOy F92LTL 142002-103208-T3453-L700-1000-
CHH 12120708 12¢20008 YTALE e, *1.333.02 141002-105202-72181-1700-104-(
I Standard Reports CH N 1570708 s | These are CES CI. $33m.61 141002-10530g-T30238- 1700+
CHH 12120/ 08 1372008 ".‘}iﬂ,n 0"1‘" i3 £147,50 141002-105302-T3464-1700--
I' Configurable reports (ML TIEEFI RO N ) +598.59 141002-220200- 730881 700~
CHMA 12/20/06 12720018 POSTAGE STAMPS Coy £E34,25 141002-105302-T3464-1700--

CHH 12/20/08 12720008 CAMERA AND PHOTOGRARHLC 51 00, $1,036.03 rnultipla

These have been “signed off.”
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DISPUTING TRANSACTIONS

The following steps are to notify the Program Administrator that a transaction is under
dispute. Marking a transaction for dispute is done on
the same screen used for allocating transactions.

Note: Marking a transaction for dispute can not

be done once it has been “Signed off”.

1. Click a transaction in the upper section to view its details in the lower section.
2. Click “Dispute” on the lower left-hand corner.
3. Enter the disputed dollar amount and the reason for the dispute and click “Ok”.

3 https:Hpayment2.werks.com - Works Payment Manager - Micrasefl Internet Explorer

L Works Payment Manage crmam: | Finimbursamen| Aeguest (% 52] | B Logout
sl bl e Flesiss o it
Wiews | Tiaheactionn Reguiing Sign OF % | Filters T
sign OFF i | Date Posted v | Date Purchased + | Document « wandoe - Purchaze Armount s | Comp [val |Auth « ;e
0%/30¢0+ | Oew0f | THHOODOL090|  LE] LAHDS ERC- SLOTHIAG  |$146.00 [ e iei v [e=ra
I Reparts 0330y 0% | 0%3%0e | T#MOODOL086|  LE] LAKDS EHCY CLOTHING | $65.00 ¥ vl v [357.4
i 03430004 o230 THMDO00L104|  CEDAR RIVER CAMELE ©C.  |£35.44 vyl w 2574
o 10/0L 0+ | 0#30i0F | THHODDOL11E| SLACE MEDICAL FUBLICATIZN |$a3.75 v Iviv =74
Tools 10408703 OHZF0E TAMPOOOL1Z1 | MOGRAY-HIL E-SOMMERCE | £239.3% v iviw 1573
10/0L 0+ | O#Zw0F | TAHOOOOL1Z%| MoGRAT-HILL E-COMMERCE |$a3s.52 v Iviv =74
100170+ | 03900 | T#HO0001131| MCARAW-HILL E-COMMERCE | $334.43 91 ¥ |i5v.4
104 04 | O%EH0E | TAMDO0OL13Z| MOERAW-HILL E-SOMMERCE |$102.00 v iviv (=74
100170+ | O%3%0e | THHOO0OLi42| MCaRAW-HILL E-COMMERCE | $582.76 ¥ i1 ¥ 3574
1040404 O3 EE0E TAMBOOOL1T0| MOGRAN-HILL E-SOMMERCE | £5535.7% v iVl 2574
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Printing Reconciliation Reports:

Click on Configurable reports (under TASKS)
-click on reports

-click on spend reports

-Under report template (click on drop down menu)

-Choose from all available templates

-Click on Report Reconciliation

-Click on Employee (wait for your name to appear and select)
-Click on finish

-Click on Date always select previous cycle

-Click on finish

-Click on SUBMIT (in bottom right hand corner)

-Report will begin queuing then download, open and print
After report has been printed, please enter total in the PCard Monthly Reconciliation Log
with appropriate signatures and submit both documents with all itemized receipts and all
F)ther supporting documentation.

A Works - Microsoft Internet Explorer

fM\clUpthE @TUUIS | 2 Handwriting [ /iting Pad | @ ‘ :| _ E| X

Create: |Expense Falder - | Go| | {3 Logout

Bankof America 2=
il

thoose a Spend Reports Template

B Tasks !

- [ step 1: thoose a spend Rep, |
I' standard Repotts ’7 =i

Report template: | Please select a report template

Configurable Reports Repott data is currant as of January 13, 2009 1:01 PM CST.

B Reports

Card Reports
Request Reports
spend Reports
Scheduled Reports
Completed Reports
® Bookmarks

Dashboard

Message:s | ‘

| Mﬂ (Dalalc] ’_’_l?—: & Internet E
Astart| |2 @ @ B || O] D1, D Du| @V DR Eu] 814 [Ew. B4 @1 [CEEERE=  222em
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UPDATING PERSONAL SETTINGS: PASSWORD

1. Select Tools > Personal Settings > User Information for the Task Pane.
2. Click Update My Password to display the Update Password window. Complete

the available fields and click OK.

Procurement Card Training Guide Works 2009

North Carolina A&T State University

-31-



BankofAmerica === Creotes | Experce Folder % 50| | @ Loge
Gmrimral | Foslus | Seped Burmissione | Lune atinn | Carts |

U gtandard Reports Lask name=: |Guida Wsmrnmme: |irairiqgguide

—

[ B S B

T Taols Emails | deyvnul Evoikzcom

B Personal Settings

Tasks

L ca nfiqurable Reports

S NOTE: Do not change any information on
— this screen or other tabs

e

Seve { Updske My Pessmord -T)
e ———

Messaga; |

Update Password [x]

Please enter your current password and the desired new
paszward (twice). Mote that pazswords are caze sanmsitive,

Current Password: | |

Mew Password: | |

Confirmn MNewr; | |

Pleazse select a Secarity walidation Question and enter your
answer, Thiz information can be used to verify your identity,

Quastion: |What ig your favonite sport or hobbny s

Answar: | |

Confirm: | |

[0]4 I Cancel I

UPDATING PERSONAL SETTINGS: EMAIL
PREFERENCES

1. Click Email Preferences.
2. Select preferences.
NOTE: As a best practice, set the email preference to Daily.
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3. Click Save.

ONLINE MANUALS

You can access the Payment Manager Manual online as follows:
1 Select “Reference” on the left navigation bar.

2 Select “Training”.

3 A new window will pop up with topic sections

The University is a Tax Exempt Institution (NC A&T Tax Exempt number 400045).

It is the cardholder’s responsibility to inform the vendor at the time of purchase that
NCAT is exempt from North Carolina sales tax. Our tax exempt number is printed on
each Pcard. If a cardholder is charged tax, it is the cardholder’s responsibility to contact
the vendor and request a credit for the amount of tax to be applied back against their card.
We have no other recourse for recovering taxes paid. Any tax amount paid will be
deducted from the departmental budget.
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