BANK OF AMERICA PURCHASING CARD PROGRAM
NEW USER INTERFACE

http://bankofamerica.com/worksonline

Bankof America %% works®

Merrill Lynch NEW LOG IN SCREEN VIEW

About Works Login to Works

The Works application is & Web-based, user-friendly electronic card It service that (o] Lewis & Clark College 8|
ines, and it existing ization and iliation processes while providing
P and ding controls. Login Name: [ ]
« Offers card program management, i and workflow app in a single Password:
* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend ml
= Utilizes a built-in supplier network of millions of merchants woerldwide )
 Ei to control and comply with company policy

% Forgot your password?
* Increases your process and spending controls

* Automates expense approval and allocation
. p g and audit i Need more help? Please contact your
Program Administrator for assistance.

If you would like more information about Works and how to purchase it, please contact your Card products Account
Representative. If you do not have one, you can request to be contacted through our website: Bank of America
Card Solutions.

Bankof America %2 .
Merrill Lynch Works

Home Expenses Reports

= Action ltems My Announcements

No announcements at this time.

Actior AcHHGAS . Typ
Sign Off Accountholder 1 Expense Report Pending
Sign Off Accountholder 7 Transaction Pending

Click Here to Sign off on Transactions
2 items Show per page << Page: [ 1 | of 1 5 B4

= Accounts Dashboard

Credit Limit Current Balance  Available Credit oo
- D : - New Dashboard to see credit limit,
current balance and additional

availability

JOHN DOE 10,000.00 23,522.90 (13,522 .80) 235%

1 item Show per page i< Page: [ 1 Jof 1 [» [



http://bankofamerica.com/worksonline
http://bankofamerica.com/worksonline

HOW TO SIGN OFF ON A TRANSACTION

Welcome, John Doe - Log Out
BankofAmerica % \y/o |c<®
Home Expenses Accounts Reports Accounting Administration

Expenses = Transactions = Accountholder

Lewis & Clark College

(1) Click here to update GL
Account Number

Transactions - Accountholder

> Pending Sign Off Signed Off ‘ Flagged ‘ X

Clear Filters  Columns w

= Date Date Purchase Amount Uploaded
Document ID ign Off Posted Purchased Primary A hold A Vendor Comp]VallAuth Allocati All a4 Receip B P
\ | |
TXNO0001081 10/10/2014  10/10/2014 Doe. John 49312 TOURIST ATTRACTIONS AND EX CO v ivil ¥ multiple 49312 Yes Yes
@ Allocate / Edit = none 10/10/2014  10/10/2014 Doe. John Steps 2 and 3 - Click on Mark Receipt Status to v IVl ¥ 40052296200 439.20 Yes Yes
Sign Off none 10/10/2014  10/10/2014  Doe. John indicate if you have a receipt and enter your v Ivi| v 50083006000 29922 Yes Yes
y. g P z z . P S —
- (0102014 10102014 Doe. Jon business purpose in the receipt comments section. 10000055000 [ "
&= | View Full Details IS =te-0il  pe specific and includes names of participants for R e 2
Ep Dispute none 10/10/2014  10/10/: ¥ ivi v multiple 51270 Yes No
¥~ | Retry Automatch none 4 10/10/2014 716.68 BUSINESS AND SECRETARIAL S CO. vivi ¥ 50083006000 71668 Unknown  No
Il | Mark Receipt Stams/ none 1010/2014  10/10/2014 89061 DRUG STORES AND PHARMACIES CO. SAvl ¥ multiple 89061 Yes No
none 10/10/2014 1011012014 736.30  MEN . . 10063017000 73630 Yes No
Add to Expense Report Step 4 - Click on Manage Receipts to
P —— none 10/10/2014 1011072014 44352 FLO upload a receipt 50083006000 44352 Unknown  No
g none 10/10/2014 1011012014 268,50 RIS TS AN CHIRUPUDIS GO T 50083006000 36850 Unknown  No
= Manage Receipis
0 Selected & i Show per page [<1<] Page: [(1 ] of 2[> [
rni

[ Retry Automaten J|_thacs Aocate | A to Expense Report | ~#staen J|[_Receipt | _prim J|_signor |




GL ALLOCATION

100001081 - TOURIST ATTRACTIONS AMND EX cN 10/10/2014 | Source Amount : 493.12 USD E3

Allocation can be
done by Amount rchase Amount: 493.12 Allocation Total: 493.12 | 100% Variance: 0.00

Use check
mark box to
select line to

- . B ___

e 22931 | TOURIST ATTRACTIONS AND EX CO. - Purcha| | 30 | [0 | [ 0300 | [ 7000 |
i & | 229.30| | TOURIST ATTRACTIONS AND EX CO. - Purcha| | 30 \ | [0 | | 0009 | [ 7000 |
0 Selected | 2 items o

Hove_r over GL Segments to see GL
e e B o o o™
E Reference &

For transactions that need to be
allocated to more than one GL number
simply put a check mark in front of the
/ charge that needs to be divided. To

) add lines and copy the information
B Tm““#“ Detail - 7991 (TOURIST ATTRACTIONS ANQ  £5m the original line, use Duplicate.

Line ltem Summary - Charges for 10/10/14 493.12 493.12 CX80 76.43 10/10/2014 US 95021 ZYBCXEZYBD 5732 3821 5617636
1 4

34.51] | 0.00] |972197879 |

[ / | | Sales Tax Included

To add lines without copying any
information, use Add.

| save || close i
i




UPLOAD RECEIPTS (New November 2015)

Welcome, John Doe - Log Out

BankofAmerica %% .
Merrill Lynch Works P

Home Expenses | Accounts Reports Accounting Administration

Expenses > Transaclions > Accountholder Lewis & Clark College

Transactions - Accountholder

| B
|

D [# TXw00001081 7283 nane 10102014 10102014 Doe, John 48312 TOURIST ATTRACTIONS AND EX CO. AL AR, multiple 49312 Yes Yes
B |@ Alocale / Edit none 10/10/2014 10102014  Doe, John 43920 MOTOR VEHICLE SUPPLIES AND CO. v ivi v 40052296200 43920 Yes No
E [+ £ Sign Off none 10102014 10102014 Doe, John 20922 INTRA-COMPANY PURCHASES CO. AL AR 50083006000 20022 Yes Mo
H : View Full Details nane 10102014 10102014 Doe, John 268086 MOTOR HOME AND RECREATIONA CO. FariR, 50083006000 29086 Yes Mo
E + @ Dist nane 10102014 1010/2014 Doe, John 51270 VDARA CO. AL AN multiple 51270 Yes Mo
D H :- Retry Automatch none Lot s 4 Doe, John 71668 BUSINESS AND SECRETARIAL S CO. LIdl v 50083006000 716.68 Unknown Mo
B | . From the drop down §4  Doe_John 89061 DRUG STORES AND PHARMAGIES CO. v iviv  mulipe BOOGT Yes No
Mark Receipt Status menu, select Manage
EC | e Racelila Doe, John 73530 MEMS,WOMENSAND CHLDRENSCO. v i1wi » 10053017000 73520 Yes No
5] nane 4 Doe, John 44352 FLOOR COVERING RUG AND CAR CO. vivi v 50083006000 44352 Unknown  No |
Dséeg none 10102014 10102014 Doe, John 36850 PODIATRISTS AND CHIROPODIS CO. v iviw 50083006000 35850 Unknown Mo |
0 . Show [10 [ =] per page DQQPage:Eof2Dbﬁ|

I T (N T |

B #
| i 43920 Yes Mo
E o= 20922 Yes Mo
E 53] 29086 Yes Mo
E# 51270 Yes No
B =B . T1668 Unknown  No
Click on drop down menu to

(| Add receipt. Select New 89061 Yes Na
E H Receipt. nane | 73530 Yes Mo
F # nane T8 Do Jomn 352 FIOUR COVERING RUG AND GAR GO~ CACAN 44362 Unknown Mo
E # TXNoo0o1091 7283 none 1011072014 10102014 Doe, John 35850 PODIATRISTS AND CHIROFODIS CO. SId o 50083006000 35850 Unknown Mo
0 Selected | 15 items Show [10_[] per page 19 Page: [T ) of2 > B
ey ey

A




Add Receipt

Works sup i ~ ng, jpg, .gif and jpeg format that are 1 MB or less

File to Add: [ Browse.. | Nb file selected.

Recei B B mm/ddiyyyy

Description:

100148601

Click on "Browse" to find the saved receiptimage.
Use a naming convention that makes it easy to find
the appropriate receipt. After you select the file, and
uploaded the receipt, click "OK" below.

Itis not necessary to include a receipt date or
description. The Receipt and Description should be
in the "Receipt Status".

Welcome, John Doe - Lag Out

-hm-uin“b*f
ARATS

Lewis & Clark College

Receipt has been added. You can view the receipt by
clicking on the file name or "View PDF",

Click "Close to go back and continue transactions sign off,

W te20ts
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|
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Receipt Comment, Business Purpose and Sign Off

\(-' & | https://demo.works.com/works/ o der/tab/pendingSignOff & || search T e 9 A
e
Most Visited M LCLARK gmail [ U Works New [ Works Demo [ | Fac Wk Orders |} HR Workday log in % VEMS B LC Dir [ mps B pcard B Bus Off Home | PaperCut [&] WebAdvisor [F Datatel-Ul
of ' Welcome, John Doe - Log Out
"m* w‘ \merica Works"
ARATN
Home p p g
> > Lewts & Clark Callege:

Transactions - Accountholder

Pending Sign Off r

L . awea  an | :
() No receipt
(@ Yes, | have the receipt

] B Txnoooo1os1 7283 none LML AN 3

Receipt

100102014 101104 Comments: This ;s ;he box where you 'ili indicate o« multiple 49312 Yes Yes
your usiness purpose. Genera.
[ E Txnoooo1os2 7283 none 101102014 10/10/] o el e v 40052296200 43920 Yes Yes
H  TXNO0001083 7283 none 10102014 10104 indicate business purpose. If v 50083008000 20022 Yes Yes
g entertaining is involved you should
BB DO aes fee3 fone A (e include the names of the people involved & R o i g
] E Txnooooioss 7283 none 101102014 10/10/] and the reason for the meal. v multiple 51270 Yes No
H T v 50083008000 71668 Unknown No
0
I'| B mxnooso] Under "Mark Receipt Status” from the transaction drop down menu, b. v multiple 89061 Yes No
e mark if you received a receipt. In the comments area be very clear 00530
| e about the Business Purpose for the expense. List reason for travel, T i kol i
] B TXNoooof conference or other exy Names of should be v 50083006000 44352 Unknown  No
Txnooso{ Included if meals are involved. Receipts are required to be uploaded 50083006000 25850 Unknown No
0 s -

} for purchases over $50. |
0 Selected | 15 items | <9< Page: (1 ] of 2> B4
T KT TR N T T

P .

\ X i -
| (- ) @ | hitps://demo.works.com/works/transactions/accountholder;/tab/pendingSignOff @ HCL Search ﬁ | E ‘ ﬁ‘ 9 -
8 Most Visited M LCLARK gmail R&g UI Works New B Works Demo { | Fac Wk Orders | | HR Workday login #: VEMS (¥ LCDir ¥ MpS (¥ Pcard ¥ Bus Off Home | PaperCut [#] WebAdvisor & Datatel-Ut

Welcome, John Doe - Log Out
Bankof America %% .
Merrill Lynch Works
O Lka.
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder Lewis & Clark College

Transactions - Accountholder

All ClearFilters  Columns ¥

i
i

1 F f ‘

[ TXNOO01081 728 none 10402014 10102014  Doe, John 49312 TOURIST ATTRACTIONS AND EX CO. viviv  mupe 49312 Yes Yes

I & |& Alocate/ Edit none 10102014 10102014 Doe. John 43920 MOTOR VEHICLE SUPPLIES AND CO. viviv 40052296200 43920 Yes Yes

onae|s Sigh Off = | Do0NC 10402014 10102014  Doe. John 29922 INTRA-COMPANY PURCHASES CO. viviv 50083006000 2922 Yes Yes

E B |2 view Ful Detais none 20086 MOTOR HOME AND RECREATIONACO. v iv i v 10000056000 20086 Yes No

A @ Dispute none 1011 To sign off on individual 51270 VDARAGO. v iviy  muliple 51270 Yes No

B |v- Rory Automatch none o] Transactions, use the "Sign 71668 BUSINESS AND SECRETARIAL S CO. v iviv 50083006000 71668 Unknown  No

B | none 1| ©ff" from the drop down menu. 89061 DRUGSTORESANDPHARMACESCO. v Iv i v  multple 89061 Yes No

Mark Receipt Status To Sign Off on multiple —
[ AT Bt none 104 transactions, click the "Sign 73530 MENS, WOMENSAND CHLDRENSCO. v 1w i v 10053017000 73530 Yes No
0 Expense Repor .

moa é none 1| Off" at the bottom of the page. 44352 FLOOR COVERINGRUG AND CAR CO. v vl v 50083006000 44352 Unknown  No
Attach to Purchase Request

[ B = none 101 35850 PODIATRISTS AND CHROPODIS CO. v iviv 50083006000 35850 Unknown  No
Manage Receipts

ﬂSelectedg o [10 [ per page (19 Page: (1] of 20> 15l
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