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Quick Links
ÅLogging In
ÅNavigation
ÅCard Inquiry
ïWhy did my card decline?
ïDo I have enough credit to make a purchase?

ÅReconciler Sign Off
ÅAdvanced Filtering
ÅAdding Receipts to Works
ÅApprover Sign Off
ÅEnd of Billing Cycle
ÅRetrieving Monthly Report
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Logging In
-You will receive your login name for the Works interface via a welcome email.  
Please follow the link in the email to setup your password.

-LŦ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ άCƻǊƎƻǘ ¸ƻǳǊ tŀǎǎǿƻǊŘΚέ
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Terminology

Role in Works Definition

Accountholder (AH) Reconciler or Cardholder

Approver (APR) Approver

Accountant (ACT) Accountant - Hollie
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Navigation Home

Online Help

Quick summery of card(s), including credit limit, balance and available credit

Log Out
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Why did my card decline?
Do I have enough credit?

6
Click View AuthLog
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Å/ƘŜŎƪ ȅƻǳǊ ŀǾŀƛƭŀōƭŜ ŦǳƴŘǎΦ  ¢Ƙƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ άƭƛǾŜέΦ
Å Check for declined transactions and the reasons for decline
Å See what transactions have gone through recently that are not yet pending for sign-off.
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Reconciler Sign-Off

/ƭƛŎƪ ƻƴ ǘƘŜ ǿƻǊŘ άtŜƴŘƛƴƎέ
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NewAdvanced Filtering
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bƻǘŜΥ  ¢ƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ŦƛƭǘŜǊ ƛǎ 
set to 100 days prior to the 
current date.  There is no longer 
an option to view all outstanding 
transactions. 

To change the date range:
-Click the + sign beside Date
-Click the       
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-Select an option or type in 
a date range.
-Click OK
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-Click the Search button to apply the 
filter

-Click the double arrows to hide the 
Advanced Filter panel
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Touch Document Number to show downward arrow
Click arrow,  

Select Allocate/Edit 
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Reconcile Transactions
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1) Delete default description and replace with brief proper description of purchase (20 characters 
or less).  Include PO Number for purchases $3,000 +.

2) Type or select proper GL Codes, drop box makes finding the correct code easy
3) If needed, click the Add button to add another GL Code.
4) Type in the invoice # in the reference field, if applicable.
5) Check for taxes ςthis box should be $0.00
6) Check purchase details, if provided
7) Add Comments if needed
8) Click Save and Close

1
2
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-Touch the document number to show the arrow
-Click the arrow
-Select Manage Receipts

Add Receipt
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1) Click the arrow beside Add, Select New 
Receipt

2) Click Choose File to add the receipt
3) Enter the Receipt date and a description
4) Click Ok
5) Receipt will show in list and it will say 

Added Receipt
6) Click Close

1

2-4

5
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The word Yes now shows in the Uploaded Receipt column.

Note:  Once you have approved a transaction, you can not go back to add the receipt.
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