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PURCHASING CARD TRANSACTION ALLOCATION 

INSTRUCTIONS 

**MUST BE IN INTERNET EXPLORER** 

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

Visit the District website@www.lsr7.org>staff pages>Business Services>WORKS purchasing card.  

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

 

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.
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1. On the 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. 
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3. Add Key code in GL01 Key. Add object code in GL02 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. 

 

 

 

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

 

 

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

 

 

 

  

AT THIS POINT, WAIT 1 HOUR FOR THE DATA TO 

PROCESS BEFORE RUNNING YOUR REPORT. 

 

 

 

 

 

 



6 BANK OF AMERICA EFFECTIVE 2015 

 

 

TO RUN MONTHLY REPORTS: 

1. Select REPORTS–see example above. 

2. Select “CREATE” 

3. Category-under drop down and select SPEND. 

4. Template-Select “choose from all available templates” 

5. Select 2nd item-2014-15 Cardholder Report-“OK”. 

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

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

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

 

 

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.
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