Bankof America %% .
Merrill Lynch Works

PURCHASING CARD TRANSACTION ALLOCATION
INSTRUCTIONS

**MUST BE IN INTERNET EXPLORER**

https://payment2.works.com/works OR

Visit the District website@www.Isr7.org>staff pages>Business Services>WORKS purchasing card.

You will sign using the same user name and password as the previous website.
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B

Banltnfﬂmerica% #
Merrill Lynch Works

@ e, 3

‘The Works application is a Web-based, user-friendly electronic card payment management service that
automates, streamines, and integrates existing payment authorization and reconciiation processes while "

o ¢ Login to Works
providing management reporting and spending contrais.

» Offers card program management, reconciliation 2nd workfiow approval in a single application Organization: Lee's Summit R-7 School Distnct %)

- Provides simpe, effective and tmely controls to help manage your reconciiation poicy and company spend —
« Utilizes a buili-in supplier network of millions of merchants woridwide:

« Encourages cardholders io conirol spending and comply with company policy Password:
- Increases your process and spending controis

« Automates expense approval and allocation

- Simpifies management reporting and audt activiies

Login Name:

I you would like more information about Works and how to purchase it, piease contact your Card products
Account Representative. If you do nof have one, you can request io be contacted through our website: Bank of

2 I
America Card Solutions. Need more help? Please contact your

Program Administrator for assistance

Privacy & Security Recommended Seffings  About SSL Cerlificales J“
1©2014 Bank of America Corporation. All nights resenved.
Symantec
@ Intemet | Protected Mode: On G R15% v
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https://payment2.works.com/works%20ORVisit%20the%20District%20website@www.lsr7.org%3estaff%20pages%3eBusiness%20Services%3eWORKS%20purchasing%20card.%20You%20will%20sign%20using%20the%20same%20user%20name%20and%20password%20as%20the%20previous%20website.
https://payment2.works.com/works%20ORVisit%20the%20District%20website@www.lsr7.org%3estaff%20pages%3eBusiness%20Services%3eWORKS%20purchasing%20card.%20You%20will%20sign%20using%20the%20same%20user%20name%20and%20password%20as%20the%20previous%20website.
https://payment2.works.com/works%20ORVisit%20the%20District%20website@www.lsr7.org%3estaff%20pages%3eBusiness%20Services%3eWORKS%20purchasing%20card.%20You%20will%20sign%20using%20the%20same%20user%20name%20and%20password%20as%20the%20previous%20website.
https://payment2.works.com/works%20ORVisit%20the%20District%20website@www.lsr7.org%3estaff%20pages%3eBusiness%20Services%3eWORKS%20purchasing%20card.%20You%20will%20sign%20using%20the%20same%20user%20name%20and%20password%20as%20the%20previous%20website.

- e

https://payment2.works.com/works/home
cak dpeliy

BankolAmgﬁca‘% ® Weicome, ELIZABETH SKILES - Log Out
Merrill Lynch Works m

Home Expenses Accounts Reports Accounting Administration ]

Lee's Summit R-7 School District

2 Action ltems Alerts

No alerts at this time.

Action Acting As Count Type Current Status

Download 2 Report Ready My Announcements

Accountant 1 Transaction Flagged
No announcements at this time.

Accountant 74 Purchase Request Open

Sweep Accountant 2622 Transaction Pending

Close Accountholder 10 Purchase Request Approved - Open 1

Sign Off Accountholder 21 Transaction Pending

6 items per page )</ </ Page

[

2 Accounts Dashboard Account Portfolio

‘ In Scope ‘ Corporate ‘

-
‘% of Credit
Account Name Account ID Credit Limit Current Balance Available Credit Limit Used
JENIFER QPIE 5137 2,000.00 1,945.00 55.00 7%
KARLA THOMPSON 7796 1,000.00 90575 9425 90%
TRACY SAMPLE 3777 1.000.00 82000 180.00 82%
LORI SETLEY 2720 5,000.00 373767 126233 74%
DEBORAH PARKER 7N 2,000.00 1,410.22 589.78 70%
TODD WILSON 8157 2,000.00 127797 72203 83%
MARTHA LANE 6896 1,000.00 570.00 43000 57%
DAVID REYNOLDS 1489 10,000.00 5,348 49 465151 53%
DAVID TAYLOR 0817 7.500.00 3,866.99 3,633.01 51%
MELISSA ROSS 9408 2,000.00 841.84 1,158.16 42%
1132 tems per page </ < Page: [1] ot 114> [ I
~
/& Error on page. @ Internet | Protected Mode: On
= =5 -_—

1. Onthe home page, click PENDING next to SIGN OFF.
2. Hover then click on the down arrow located by the document number (TXN#). Select
ALLOCATE/EDIT.

ransactions - Accountholder
ﬂ Pending Sign Off ‘ signed off ‘ Flagged ‘ All ‘ Clear Filters ~ Coll
. Account Date Purchase Amount
Document D Purchased  Date Posted Primary Accounthelder Amount Vendor Allocated GLOL:KEY  GL02 OBJEGT Receipt  Flagged sale
jal
4] TXN00123506 9675 0211112015 0213/2015  SKILES, ELIZABETH 164.20 SOUTHWES 5262482278658 16420 G221452 6343 Yes
4] TXN00123513 9675 0211/2015  02/13/2015  SKILES. ELIZABETH 20460 UNITED 0167572534700 20460 G221417 6343 Yes
L] TXN00123540 9675 021112015 02113/2015  SKILES. ELIZABETH 184.60 DELTA AIR 0067572540134 18460 G221417 6343 Unknown
4] TXN00123565 9675 02111/2015  02113/2015  SKILES. ELIZABETH 302.20 SOUTHWES 5262482266109 30220 G221515 6343 Yes
L] TXNO0123598 9675 0211112015 0213/2015  SKILES, ELIZABETH 184.60 DELTA AIR 0067572540133 18460 G221417 6343 Yes
4] TXNO0123645 9675 [oz122015 02162015 SKILES. EliZABETH 52220 UNITED 0162438466096 52220 G221415 6343 Unknown
4] KNGO 23685 ) 967 KILES. ELIZABETH 45670 SOUTHWES 5262482561413 456.70 Unknown
a & Alocate s Edit KILES. ELIZABETH 59460 SOUTHWES 5262462862563 89460 G2215211 6343 Unknown
m 2 sanot \ KILES ELIZABETH 48570 USAIRWAYS 0372391000889 48570 Unknown
4] 2 View Ful Detals \lozwzms 02/16/2015  Cardholder. ePay. LSSD 1711260 KONICA MINOLTA BUSINESS 17.11260 Unknown
selected | [ Dispute per page <] <] Page: 14
2 Retry Automaten
< Divide
[¥] Mark Receipt status
& Add to Expense Report
aining Guid: clease Notes Privacy & Security Recommended Settings ~ Global Reporting and Account Management
her Prmran& Print fa MasterCard PCl Standards Council Payment Center
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3. Add Key code in GLO1 Key. Add object code in GLO2 Object. If you have multiple codes, you would

click ADD, then the number of lines needed. Click save/close. You will see the code(s) once they are
entered.

nepurs ey

[l Allocation Details -TXN00128210 - SOUTHWES 5262495155397

|| £l Allocation Purchase Amount: 289.99 I
Value
b Amount Description GLO1: KEY GLO2: OBJECT L
vivi v [ 289.99| | SOUTHWES 5262495155397 - Purchase Il | [ ]

| 0 selected | 1item

=
[= Reference & Tax

[ | | sales TaxIncluded = | 289.09] | 000] |
Adjust Amount

000| [64088 ]

Transaction Detail - 3066 (SOUTHWEST AIRLINES)

[=] Comments

@ ||
T=TIT

Select SAVE, then CLOSE.

Upon selecting CLOSE, you will be taken back to your first screen.

4. Select same transaction, select drop down by TXN#. Choose MARK RECEIPT STATUS.

Expenses > Transactions > Accounthokder

Lee's Summit R-7 School District

Transactions - Accounthalder

>> | Pending SignOff  Signed Off | Flagged Al
Document ‘Mﬁ:" Punu-;m P:ﬂ Primary Accountholder m‘: Vendor m GLO1: KEY og\lmi%'r Receipt  Flagged Allocation
SKILES
@ [XNOOTZ8210 | 9675 0372672015 03/30/2015 SKILES ELIZABETH 26099 SOUTHWES 52624951553 28099
& niocate s Edit
& signon
View Ful Defalls
Dispute
Relry Automateh I

Divide:
# Add to Expense Repart
18 e | m

v
1 Selected | 1 ftem snow 10 =] per page 1<) Page: [1] of1> 50

ety Actomatcn | Mass Atosate ||t toExpanse Raport | tacn || Recwpe | Prn | sinon |

Unknown none 0

AnEn
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Select YES and enter business purpose in box provided. Select OK.

i ) Mo receipt

(@) ¥es, | have the receipt

Comments: ITEM FOR 15T GRAEDE FIELD TRIF “m

5. Now you are ready to sign off. There are 2 ways to sign off. The first way is to check the box next to
the transaction you want to sign off, and then select SIGN OFF located at the bottom of your screen.
Once selecting SIGN OFF, the transaction will forward to the Visa Program Administrators in
Business Services. Or, if you choose to sign off on all your transactions at once, simply select the
box in the grey underneath >>, then select SIGN OFF. Once you sign off, the transaction are then
sent to the program administrators.

[C]

Transactions - Accountholder

>> | Pending Sign Off | Signed Off | Flagged | All

- Account Date Date Purchase Amount GLO2:
Document ID  Purchased Posted Primary Accountholder Amount Vendor Allocated GLOT: KEY OBJECT  Receipt Flagged Alloci
SKILES
TXNO00128210 | 9675  03/26/2015 03/30/2015 SKILES ELIZABETH 28099 SOUTHWES 52624951553 289.99 Yes

 Z

< ‘ D p = i

1 Selected | 1 ftem \/ Show per page

4 | BANK OF AMERICA EFFECTIVE 2015



6. Below is an example of signing off all transactions at once.

Transactions - Accountholder

>> Pending Sign Off Signed Off Flagged All

- Account Date Date Purchase An

Document ID Purchased Posted Primary Accountholder Amount Vendor Allc
TKNO00125501 2130 02/28/2015 03/02/2015 Cardholder. ePay. LSSD 439.02 KONICA MINOLTA BUSINESS
TXNOO126513 8303 03/11/2015 03/M11/2015 Cardholder. ePay. LSSD -47.49 DMI DELL K-12 PTR
TKNOO0127008 2130 03/13/2015 03/16/2015 Cardnolder, ePay. LSSD 1712469 KONICA MINOLTA BUSINESS 1
TXN00127012 6164 03/13/2015 03/M16/2015 Cardholder. ePay. LSSD -28.51 APL APPLE ONLINE STORE
TKNO00127315 6098 03/19/2015 03/20/2015 Cardholder. Shuffler 198.00 UMKC ACCOUNTS RECEI...
TKNO00127316 6098 03/19/2015 03/20/2015 Cardholder. Shuifler 198.00 UMKC ACCOUNTS RECEI...
TKNO0127318 6098 03/19/2015 03/20/2015 Cardholder. Shuffler 198.00 UMKC ACCOUNTS RECEI...
TKN00127548 8303 03/24/2015 03/24/2015 Cardholder. ePay. LSSD -337.45 DMIDELL K12 PTR
TKNOO128020 9445 03/26/2015 03/27/2015 Cardholder, ePay. LSSD -44 80 L2G3M MO FINGERPRINT
TXNOO128210 9675 03/26/2015 03/30/2015 SKILES. ELIZABETH 28999 SOUTHWES 52624951553, ..
< | 1l
13 Selected | 13 items Show per page

AT THIS POINT, WAIT 1 HOUR FOR THE DATA TO
PROCESS BEFORE RUNNING YOUR REPORT.
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TO RUN MONTHLY REPORTS:

No ks wnNe

Select REPORTS—see example above.

Select “CREATE”

Category-under drop down and select SPEND.
Template-Select “choose from all available templates”
Select 2" item-2014-15 Cardholder Report-“OK”.

At next screen (see below)-click submit report.

CH last name is exactly. A proxy means you reconcile for more than your own charges.

m L O i

https;ffipayment? works.com,/worksffeports, create
=

¢ unnd R v s

If you are a proxy, then you will need to put the last name of the cardholder in the box right of

> (==

Reporis > Creale Lee's Summit R-7 School District
Create Report Report data is current as of October 2, 2014 11:26 AM CDT.
“Category:  Spend [¥] L
*Template: | 2014-15 Cardhoider Report E|

Report Options Q Basic @ Aovanced Reset to defaultsUse last run settings
[ Filters

CHLast Name: S@ Is exactly E

Transaction Type: 3§17 Cashadvance [¥] Wisc Credit [¥] Mist Debil 7] Puchase [ ursement (7] Payment
Post Date: $§ 050112014 - 08312014 [
[ Output Format
Formats: [ gxcel =
¥ FOF
Output Files: [] Full Details
[ summary Only
Paper.  US Lefter z‘ Z.mu Summary Data in Header
Orientation: (7) Portrait @) Landscape Add Signature Line to: [ Header [7] Footer
Insert Page Break: o Page Breat ¥
[ Delimited Text
‘Summary Grouping: | No Summary Data[¥] ! Ony enabied for PDF and "Summary Only” options above: Groupings are based on "Column
Sort" above and their order, ending with the value selected to the left
[ submit Report | =
@ Internet | Protected Mode: On G R15% v
—— -
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Once report has been submitted, the COMPLETED REPORTS screen will appear. When ready, it will
appear under STATUS-Click on PDF and OPEN. Select PRINT.

or e et -~ P - —_ - 1=

B nrtpe/payment 2 works.com/works/eports/completedZserverMessage =report message. completed successiserverMessage Type=processing fredirectMessage=true 3
Welcome, ELIZABETH SKILES - Log Out
Bankof America % Works’
Merrill Lynch res . .
AATNS
Home  Expenses  Accounts  Reports  Accounting  Administration
Reports > Completed Lee’s Summit R-7 School District
o Created 1 report. Report can be downloaded from the table below. x
LY
Completed Reports Actions ¥
()  ClearFiters GColumns v
Queusd At Report Name status New | output Type(s)
B 10/02/2014 1157 AM CDT 2014-15 Cardholder Report Ready & POR
[ 0013012014 1152 AM CDT 2014-15 Cardholder Report Ready PDE
B 0962872014 12.08 AM CDT Card Declines Ready 4 PDE
B 09:26/2014 12:08 AM CDT Card Declines Ready ] POF
0 Selected | 4 items show |10 [ || per page KI< Page:[ 1| of 1> (0
PEIEIE
Training Guides  Training Videos Live Training  Release Noles  Privacy & Securty Recommended Seftings ~ Giobal Reporting and Account M
Otner Programs ang Services  BAIKOIAMErca Visa MASerGard PGl SIngans COuncl  Eayment Center
© 2014 Bank of America Corporation. All rights reserved Your iast log in was October 2, 2014, 1110 AM CDT
@ Internet | Protected Mode: On v RIS ~

As stated previously, you must wait at least 1 hour before printing your report. In some cases, if you
do not wait, your report will be incomplete. Completed reports with corresponding receipts are a
District purchasing card requirement. After printing your report, a good practice would be to match
up the receipts with the report to make sure the correct information is attached.

Below is an example of an incomplete report.

0.00
2014-15 Cardholder 0.00
Reporr Tatal as5.43
Payments 0.00
Transaction Type ©ne of: MISC Cradit or Misc Debit or PUrChase or Paymeant
Card Last 4 Digits Purchase Date Post Date Vendor Name Commen s
Receipt Comment Receipt Status GL: KEY GL: KEY Desc GL: OBJECT
GL: OBJECT Desc tem Price 1tem Total Amount Type
o027 ©0as17/2015 ©arz0r201% STAPLES
Bo.67 s0.67 s0.67 F
oo0z7 ©a/17/2015 ©arz0rz015 STAPLES
478 478 a7e "
report count: 2
8543 8543
Authonzed Signature Authorized Signature 2
Print Name Frint Name
Date Date
SKILES, ELIZABETH 1 a1 2015-04-30 08:54:14
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