Dinwiddie County
Purchasing Charge Card Prograrmn
Works Interface Training

https://payment2.works.com/works



https://payment2.works.com/works

Quick Links

A Logging In
A Navigation
A Card Inquiry
I Why did my card decline?
I Do | have enough credit to make a purchase?
A Reconciler Sign Off
A Advanced Filtering
A Adding Receipts to Works
A Approver Sign Off
A End of Billing Cycle
A Retrieving Monthly Report




Logging In

-You will receive your login name for the Works interface via a welcome emai
Please follow the link in the emall to setup your password.
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Bankof America %% .
Merrill Lynch Works

About Works Login to Works

The Works application is a Web-based, user-friendly electronic card payment management service that Organization: 0A9 Dinwiddie County %]

automates, streamlines, and integrates existing payment authonization and reconciliation processes while 3

providing management reporting and spending controls. Login Name: | |
Password:

+ Offers card program management, reconciliation and workflow approval in a single application
* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend e
= Utilizes a built-in supplier network of millions of merchants worldwide ||
= Encourages cardholders to control spending and comply with company policy
* Increases your process and spending controls

* Automates expense approval and allocation

«  Simplifies management reporting and audit activities Need more help? Flease contact your

Program Administrator for assistance.

Forgot your password?

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.

Privacy & Security Recommended Settings About SSL Certificates
¥ Norton
© 2014 Bank of America Corporation. All nghts reserved

VariSinn
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Terminology

Role in Works Definition

Accountholder (AH) | Reconciler or Cardholde

Approver (APR) Approver

Accountant (ACT) Accountant- Hollie

Go Back 4



Navigation

Bankof America %% worksea

Log Out

Home

Welcome, Hollie Ryan - Log Out

Merrill Lynch
ARATN
Home Expenses Accounts Reports Accounting Administration ?
0A9 Dinwiddie|County
=TT
= Action ltems Alerts
No alerts at this time.
Action Acting As Count Type Current Status
Download 21 Report Ready My Announcements Online Help
Close Accountant 115 Transaction Open
Sweep Accountant 52 Transaction Pending All Monthly Pcard reports and receipts are due to Hollie by the 25th of each month.
Sign Off Accountholder 6 Transaction Pending If the 25th falls on a weekend, it is due on the Friday before.
4 items Show per page [1<] <] Page: of 10 [5]

= Accounts Dashboard Account Portfolio

In Scope  Corporate
e
Account Current Available % of Credit
Account Name D Credit Limit Balance Credit Limit Used
ldinwiddie]
DINWIDDIE COUNTY VA 2935 8,000.00 60223 739777 7%
1 item Show per page [l<] <] Page: of 10 [5f

m

Posted by your Program Administrator, Hollie Ryan, on January 29, 2014.

Works Announcements

Welcome to the new Worksl

The new Ul gives our comprehensive card management tool a new look and feel
with a focus on simplified usability for all Works users. The improved user
interface is meant to streamline your daily workflow. Take time to explore the new
navigation, quick reference guides, training videos, and page level online help.

Contact the Technical Help Desk, 1.888.580.3473, for questions and service
issues regarding both the current and new Warks Ul

As always, we appreciate your business and hope you enjoy the streamlined look
and feel to the enhanced Works platform.

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

Trainina Guides  Trainina Videos  Live Trainina  Release Notes  Privacy & Securitv - Recommended Settinas ~ Global Reportina and Account Manaaement
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Why did my card decline?
Do | have enough credit?

= Action ltems

Upload Receipts
F
Action Acting As Count Type Current Status
Close Accountant 114 Transaction Open
Sweep Accountant 122 Transaction Pending
Sign Off Accountholder 14 Transaction Pending
3 items Show per page <4< Page: of 10> [

= Accounts Dashboard

Account Portfolio

In Scope Corporate

~ Current Available Available
Account Name Account ID Credit Limit Balance Spend Credit
dinwiddi
DINWIDDIE COUNTY VA 4182 ¥ 35,000.00 11,076.58 29,044.89 2392312
Ej View Full Details
1 item Bl view Auth Lo 9, <] <] Page: of 1>

AN

Click ViewAuth Log
Go Back s



Authorization Log - VOLUNTEER FIRE DEFARTMENTS (0643)

Current Balance: 272395 ATM Cash Limit: 0.00

Date Merchant Name MCC Amount Result
10/04/17 16:40:31 EDT BATTERY BARN 7629 $1,628.00 Authorized
10/04/17 14:56:37 EDT  AMAZON MKTPLACE PMTS 5942 $135.92 Authorized
10/04/17 13:458:24 EDT MES/LAWMEN 5099 %$4,807.22 Authorized
10/04/17 11:15:58 EDT PRUDENTIAL OVERALL SUPPL 5137 $44.68 Authorized
10/04/17 11:09:04 EDT WHEEL SERVICE INC 7538 $125.00 Authorized
10/03/17 10:35:30 EDT THEFIRESTORE OFFICERSTOR 5999 $187.99 Authorized
10/02/17 19:04:56 EDT ALERE TOXICOLOGY SERVICE 5047 $25.00 Authorized
10/0217 15:29:14 EDT  Fesco Emergency Sales 7536 £354 12 Authorized
10/02/17 13:55:37 EDT BLUE RIDGE RESCUE SUPPLI 5137 $208.63 Authorized
10/02/17 13:55:19 EDT BLUE RIDGE RESCUE SUPPLI 5137 $208.63| Declined

Al KSOJY

82dzNJ | g AflofS Fdzy Ra o

Auth/Decline
Code

027321
048199
021594
081183
059048
033290
041604
029599
045539
03850

Available Funds: 15,835.00
Amount Avail
Decline Reason Before Auth
FRAUD AUTHORIZATION STRATEGY 1 $23,352.39

A Check for declined transactions and the reasons for decline
A See what transactions have gone through recently that are not yet pending feofign

CKASE AYTF:

Go Back 7



Reconciler Sigoff

Welcome, Hollie Ryan - Log Out il

Bankof America %~ wOrks“‘“

Merrill Lynch AATN

Home Expenses Accounts Reports Accounting Administration

0A9 Dinwiddie County

2 Action ltems Alerts
Nt v
No alerts at this time. -

Action Acting As Count Type Current Status oeerm eI / f 7\ O 1- 2 y u F

Download 21 Report Ready My Announce

Close Accountant 115 Transaction QOpen

Susen Aozaatant 52 Trersacton EEIR All Monthly Pcard reports and receipts are due to Hollie by the 25th of each month.

Sign Off Accountholder 6 Transaction Pending / If the 25th falls on a weekend, it is due on the Friday before.

4 items Show [10 | » | per page <1< Page:[ 1 [ of 1[>[5] 3

Posted by your Program Administrator, Hollie Ryan, on January 29, 2014.

= Accounts Dashboard Account Portfolio Works Announcements

Welcome to the new Worksl
In Scope  Corporate

c " Availabl % ofE dit The new Ul gives our comprehensive card management tool a new look and feel
PEETRREES A[:tl:gurlt Credit Limit B:Irar:ge ‘éarle:ite ianit Urge:i ?Nith a foc.us on simplified usa.abwlity for al! Works users. The.improved user
— interface is meant to streamline your daily workflow. Take time to explore the new
|danlddl9‘ navigation, quick reference guides, training videos, and page level online help.
DINWIDDIE COUNTY VA 2935 8,000.00 60223 739777 7%

Contact the Technical Help Desk, 1.888.580.3473, for questions and service
issues regarding both the current and new Warks Ul

of 1 [> [5]

1 item Show per page <] <] Page:

As always, we appreciate your business and hope you enjoy the streamlined look

and feel to the enhanced Works platform.

Trainina Guides  Trainina Videos  Live Trainina  Release Notes  Privacy & Securitv - Recommended Settinas ~ Global Reportina and Account Manaaement
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NewAdvanced Filtering

Bankof America '% &
Merrill Lynch Works

Home Expenses Accounts Reports

Accounting

Administration

Expenses = Transactions = Accountholder

<< | Pending Sign Off | Signed Off | Flagged

Advanced Filter Sigfn
o

[l [—|Date - 05/27/2017 - 06/26/20... | I ]

05/27/2017 - 06/26/2017 fE

[+|Account - All

Cd

Purchase Request - All

Cd
HEHEBE
=
(]
=
(4]

[+]Amount Range - All
[+] Dispute Status - All
[+]Account Status - All
[+ Allocation Complete - All
[+ Allocation Valid - All

B = = =

[+ Allocation Authorized - All

[ Search JEEE

All
Y
Document

TXNO0012025
TXNO0012083
TXN00012141
TXNO0012144

Primary Accountholder

Card. DINWIDDIE COUNT

Card. DINWIDDIE COUNT

Card. DINWIDDIE COUNT

Card. DINWIDDIE COUNT

b20GSY ¢CKS aeéead
set to 100 days prior to the
current date. There is no longer
an option to viewall outstanding
transactions.

To change the date range:

-Click the + sign beside Date
-Click the m

Go Back ¢



Select Dates

= = O M

= = O k)

(=T ]

16 |17 (18 (19 |20 |21 |22

23 |24 |25 |26 |27 |26 |29

30

|8 (9 (10 (M |12113 | A

18
21 22 23 24 25 26

28 29 30 A -

nM DD

5 16
4

6 15

' Month-to-Date
[ Cycle-to-Date
[ Year-to-Date

) Previous Week
) Previous Month
[ Past 30 days

) Previous Cycle
L Past

days

Apply to | Date Posted

YY
2017

2017

() selected Week

() selected Month

Selected Cycle /
() Today

Custom

v

>

-Select an option or type in
a date range.
-Click OK

Go Backto



Bank ofAmerica‘% ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

Expenses = Transactions = Accountholder

-Click the Search button to apply the

<< o Pending Sign Off Signed Off | Flagged | All f
ilter

Advanced Fi Si%n
(o]

- sl

rY
Document Primary Accounth

[=] Date - 05/16/2017 -

05/16/2017 - 06/15/2017 @ none TXNO00012025
| Account - Al =0 TXN00012083
0 = Card. DINWIDDIE C
Purchase Request - All %/
O none Card. DINWIDDIE ©
AI‘I’\DI..II“It Range - All 5|
Dispute Status - Al 5
[+] Account Status - All s . .
F Allocation Complete Al 8] -Click the double arrows to hide the
i Alloeation ol - A1 i Advanced Filter panel

[+ Allocation Authorized
et

0 Selected | 4 items

Cd

Go Back:1



Reconcile Transactions

Touch Document Number to show downward arrow
dick arrow,

BankofAmerica % works' Select Allocate/Edit Welcome, Holli Ryan - Log Ou

Merrill Lynch
' AR
Home Expenses Accounts Reports ccounting Administration
Expenses > Transactions > Accountholder 0AS Dinwiddie County

Transactions - Accountholder

>> Pending Sign Off = Signed Off Flagged | All Clear Filters  Columns ¥
~ Date Purchase
Document i Posted Primary Accountholder Amount Vendor Comp|Val|Auth Allocation Flagge«

O

TXN00002443 02/21/2014  Card, DINWIDDIE COUNTY 19475 NORFOLK WIRE AND ELE xIvl v 4-101--
TXN00002452 ¢ 02/24/2014  Card, DINWIDDIE COUNTY 7522 OFFICE DEPOT #5910 x IVl v 4-101--
TXN0C0002454 02/24/2014 Card, DINWIDDIE COUNTY 358 OFFICEMAX CT IN#633262 x v v 4-101—-
TXN0C0002456 02/24/2014 Card, DINWIDDIE COUNTY 66.04 TRI-CITY OFFICE PRODU. .. x vl « 4-101—-
none 02/24/2014  Card, DINWIDDIE COUNTY 18525 OFFICEMAX CT IN#632991 xlvi v 4-101—-
[ (& Allocate / Edit 02/24/2014  Card, DINWIDDIE COUNTY 7739 OFFICE DEPOT #5910 x vl v 4-101--
7 Sign Off
~  View Full Details
@ Dispute
i ¥~ Retry Automatch 2 | I*
0 Selected ]il Add to Expense Report Shuw per page <] <] Page: of 1 > 5
@ J Manage Receipts in Exgzrse fzpurt

Traininn Guides Trainina Videns 1 iva Traininn  Releace Nates  Privary & Seciritv. Recnmmendad Seftinne (Glnhal Rennrtina and Acconnt Mananeament
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1)

2)
3)
4)
S)
6)
7)
8)

= Allocation
Al Values 2
Comp|VallAuth  Amount v Sales Tax l Description GLO1: Expenditure GL02: Fund GLO03: Department GLO4: Account
xIvl v 85.10 o.db | Office Supplies 4 101 012100 6001
e
0 Selected §1 item 3
\ [ Add v} | |

Delete default description and replace with brief proper description of purchase (20 characters
or less). Include PO Number for purchases $3,000 +.

Type or select proper GL Codes, drop box makes finding the correct code easy Go Back
If needed, click the Add button to add another GL Code.

Type in the invoice # in the reference field, if applicable.

Check for taxes this box should be $0.00

Check purchase details, if provided

Add Comments if needed

Click Save and Close

PUTCTISE RIMTOU. o 10 TaX RO Co0

rEl Reference & Tax

N

Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP
952314578 Sales Tax Included v 85.10 0.00 0.00 23841

Adjust Amount

[=] Transaction Detail - 5965 (COMBINATION CATALOG AND RETAIL MERCHANT)

Purchase Summary

origin origin
Unit Total Commodity Destination Destination Discount Duty Order Country Postal Purchase Shipping Tax Unique Invoice
Description Amount Quantity Amount Code Country Code  Postal Code Amount  Amount Date Code Code ID Amount Amount Number
Line Item Summary - Charges for 09/28/17 0.00 1 85.10 000 0.00 0.00 09/28/2017 0.00 0.00 000000000000000
Purchase Detail
Description Unit Amount Quantity Total Amount Item Commeodity Code Item Product Code
TONER HP 305X LASERJET,B NMB 77.91 1 77.91 756697 756697 +— 6
NOTES S8 POST-IT.6x6 4PK NMB 719 1 7.19 810392 510392
| Copy to Allocation ||

T —>> Add Comment

=== Il save and Aocare Next ] cloz= [}
N —

=] Comments




Transactions - Accountholder

Add Recelpt

Vendor

AMAZON MKTPLACE PMTS
AMAZON MKTPLACE PMTS
QUILL CORPORATION
CAN CANONBUSSOL CBS
OFFICE DEPOT #5910
OFFICE DEPOT #5910
QUILL CORPORATION

CAN CANONBUSSOL CBS
OFFICE DEPOT #5910
OFFICE DEPOT #5910

Show per page

> Pending Sign Off Signed Off Flagged All
- Sign Date
Document Posted Primary Accountholder

J
[ [ TXNO0006173 none 09/07/2015 Card, DINWIDDIE COUNTY
0 @ [E] Alocate / Edit 09/10/2015  Card, DINWIDDIE COUNTY
] & / . 09/11/2015 Card, DINWIDDIE COUNTY

& Sign Off
[ # - 09/14/2015 Card. DINWIDDIE COUNTY
o m |* | View Full Details 09/14/2015 Card, DINWIDDIE COUNTY
0w @ Dispute 09/14/2015 Card, DINWIDDIE COUNTY
[ | % Retry Automatch 09/14/2015 Card, DINWIDDIE COUNTY
O & I% Add to Expense Report 09/14/2015 Card, DINWIDDIE COUNTY
1 & 09/14/2015 Card, DINWIDDIE COUNTY
o & Attach to Purchase Request
o & 09/14/2015 Card, DINWIDDIE COUNTY

|.§,J Manage Receipts
0 Selecte S Pt \
ass Alloca atiach I Print J][ Sign OF

Purchase
Amount

1460
7.58
19.58
98.04
49.99
138.56
88.22
49.02
24623
3563

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

Comp|Val|Auth

Allocation

4-101-012100-5001
4-101-035600-5001
4101
4.101--
4101
4.101--
4101
4101
4101
4-101--

Clear Filters

Flagged  Allocated

Columns w

Amount Uploaded

Receipt

1460 No
758 No
19.58 No
98.04 No
49.99 No
138.56 No
88.22 No
49.02 No
24623 No
3563 No

[<1<) Page:[ 1 |of 35> (>0
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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

Receipt Date: A mm/dd/yyy

) om m/ddfyyyy

Works supports files in the .pdf, .png, .jpg, .gif and jpeg format that are 1 MB or less.

*File to Add: | Choose File | Receipt pdf

ioh: [ Amazon 9/3/15|

5) Receipt will show in list and it will say 2-4

Added Rec

eipt

6) Click Close

5 &—

11—

L =} =l i~

[N 1 1asd b 11
101735127229 - Receipts
"3 Added receipt.

v
Upload Date Receipt Date
L
v 09%21/2015 Receipt
1 Selected | 1 item | 131.7 KB

[ Add v |
LEJ New Receipt
L?J Stored Receipt

File Name File Size

131.7 KB

Show|10 ¥ |perpage

E
A FE
E —
D.scrlpﬂon Document ID
Amazon 9/3/15 TXNOODOB173
< <] Page: | 1 |of1i>l;-[,

Go Back:s



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

Go Back




































