Bank of America Works website: https://payment2.works.com

1. Loginto Works using your Works “Login Name” and “Password” that was sent to you in the Works Welcome Email.

&« & #@ Bank of America Corporation [US] | https:/ ment2.works.com/works/

Bankof America 2 o
Merrill Lynch Works

Login to Works

The Works application iz a Web-based, userfriendly electronic card payment management service that Organization: | ELON UMIVERSITY ¥ 8
automates. streamlines, and integrates existing payment authorization and reconciliation proecesses while .

providing management reperting and spending controls. Login Name: | |
« Offers card program management, reconciliation and workflow approval in a single application Password: | |
= Provides simple, effective and timely confrols to help manage your reconciliation policy and company spend

= 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 allecation

. Simplifies management reporting and audit activities Need more help? Please 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 oneg, you can request to be contacted through cur website: Bank of
America Card Solufions.

2. After you are logged in, on the “Home” tab, you will see how many transactions are pending to be reconciled.

Bankof America %% o
Merrill Lynch Works

Home Expenses Reports

N’

= Action ltems. Upload Receipts

-
Action Acting As Count Type Current 5tatus
Sign Off Accountholder 2 Transaction Pending
1 item Show per page <] <] Page: II' of 1 (= (=l

= Accounts Dashboard

| In Scope ‘

Am‘; Name Account ID Credit Limit Current Balance Available Spend Available Credit
| |
PATRICK SCHWARTZ 2852 25.000.00

53.34 24 946 66 24946 .66

1 item Shuwpel page (IS Page:lIlDf‘lE‘p[}D


https://payment2.works.com/

3. To reconcile and upload a receipt to the transaction(s), click on the word “Pending”.

Bankof America %%

Merrill Lynch Works

Home Expenses Reports

= Action ltems

s

Upload Receipts

Action Acting As Count Type
Sign Off Accountholder 2 Transaction Pending
1 item Show pEr page <1 <] Page: |I| of 1 5= (=0
= Accounts Dashboard
| In Scope ‘
Aot Name Accountin Credit Limit Current Balance Available Spend Available Credit
| | |
PATRICK SCHWARTZ 2852 25.000.00 53.34 2494666 24 946.66

1 item

Shuwper page <] <] Page: |I| of 1 = B

4. The transaction(s) in need of reconciliation are shown on this screen.

BankofAmerica %%

Merrill Lynch Works®

Home | Expenses | Reports

Welcome, PATRICK SCHWARTZ - Log Out

A AT

Expenses = Transaclions > Accountholder

Transactions - Accountholder

<< | Pending Sign Off ‘ Signed Off | Flagged ‘ Al ‘

ELON UNIVERSITY

Clear Filters Columns v
Advanced Filter Account Date Date. Purchase - ‘ ~ _ uploaded _ ‘Sign Off _ SignOff
‘Account Nickname 1D Purchased Posted ‘Vendor Amount Allocation Document Flagged Receipt Receipt Sign Off AH Date Sign Off AH Name APR Date  Sign Off APR Name
2| | —— — —— a v
D PATRICK SCHWARTZ 2852 02/0472019 02/06/2019 OFFICE DEPOT #1214 17.07 0400053-51999 TXNO00548310 Unknown Ne none
D PATRICK SCHWARTZ 2852 02/04/2019 02/06/2019 OFFICE DEPOT #1214 36.27 0400053-51399 TXN00548327 Unknown No none

[¥]Amount Range - Al 5l
[+] Dispute Status - All 5
[¥] Account Status - All 5l
[ Allocation Complete - All H
[] Allocation Valid - All 8l
[F] Allocation Authorized - Al ]

[ scorcn [
0 Selected | 2 items

Upload Receipt

Show per page 1<) Page: [1_] of 15> >0



5. To upload a receipt, hover over the transaction document number to get the dropdown menu and select “Manage Receipts”.
*If you do not have a receipt, a “Missing Receipt Affidavit” must be filled out and attached in place of the receipt (form can
also be found on the Purchasing website on the Forms page.

/slcome, PATRICK SCHWARTZ - Log Out

BankofAmerica 2% s
Morrill Lynch Works AR

Home | Expenses | Reports

Expenses > Transactions > Accountholder ELOH UNIVERSITY

Transactions - Accountholder

<< | Pending Sign Off ‘ Signed Off ‘ Flagged ‘ Al ‘ Clear Filters ~ Columns v

Advanced Filter

Account  Date Date Purchase . Uploaded Sign Off Sign Off
PO o e D Purchased  Posted Vendor Amount Allocation Trefoart Flagged  Receipt Receipt Sign AHDate  SignOff AHName APRDate  Sign Off APR Name
o B | Aecountiickname o e o pesmento oo
ol | ———— — — -]
(5] PATRICK SCHWARTZ 285 020042019 021062019 OFFICE DEPOT #1214 17.07 040005351999 TXANOD548310 Yes Yes
4
(5] PATRICK SCHWARTZ 285 020412019 021062019 OFFICE DEPOT #1214 3627 040005351999 & anocate  Eat
Amount Range - All b
= ] &£ signoi
Dispute Status - Al sl =
£ View Full Details
ccount Status - All ]
. @ Dispute
llocation Complete - All (8]
- - Y2 Retry Automatch
llocation Valid - All ]
Allocation Authorized - Al [s] | o Receipt status
Add to Expense Report
& | Attach to Purchase Request
[ Searcn RS E] | anage Receipts
8 print
0 Selecled | 2items Show per page. (<)< Page: [1 ] of 1 >0

Retry Automatch ||| Mass Allocate || Add to Expense Report

Upioad Receipt

6. An “Upload Receipts” box will appear.

BankofAmerica ‘@’ ® Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch Works R

Home Expenses Reports

Expenses > Transactions = Accounthoider ELON UNIVERSITY

Transactions - Accountholder

I << ‘ Pending Sign Off | Signed Off | Flagged ‘ All ‘ Clear Filters = Columns ¥

Advanced Filter Account _ Date Purchase ) ) . Upicaiiet) » Sgnort - SN
= - Account Nickname D Purchased ~Amount. Allocation. Document Fiagged  Receipt Recei ‘Sign Off AHDate  Sign Off AHName APRDate Sign Off APR Name
o I I (A1 v]
¥ PATRICK SCHWARTZ 285 02042018 020062019 17.07 040005351999 TXNOO0548310 Unknown  Ho none
o PATRICK SCHWARTZ 2852 020042019 020062019 OPNEE DEPOT #1214 36,27 040005351999 TXNO0548327 Unknown  Ho none
Uplaad Receiplis)
= Upload Date  Uploaded By Receipt Date File Name File Size Bescrphon Document ID
= L | | { |
| No dafa available in table
0 Selected | 0 tems 141 Page of 0> [+l
| scorcn [EEEH [Fhod v
1 Selected | 2 ftoms <14 Page: [ ] ot 1550

= =

Exm

7. Click the “Add” button to open the dropdown menu and select “New Receipt”.

Welcome, PATRICK SCHWARTZ - Log Out

Bankof America %2 »
Merrill Lynch Works e

Home | Expenses = Reports

Expenses > Transactions > Accountholder ELON UNIVERSITY

Transactions - Accountholder
<< | Pending Sign Off ‘ Signed OFf | Flagged ‘ All ‘

Advanced Filter

Clear Filters | Columns w

u Date Purchase
purchases  posten oy b Allocation’

e iEhimn Flogges  Recept USR0S0 goion MBS sgnomarmame | APHDMe
O | ] \ ] [a1 v
@ PATRICK SCHWARTZ 2852 02/04/2019 02/06/2019 OFFICE DEPOT #1214 17.07 0400053-51999 TXNO0548310 Unknown No none
D PATRICK SCHWARTZ 2852 02/042019 02/06/2019 OFFICE DEPOT #1214 36.27 0400053-51399 TXNO0548327 No none

Dispute Status - Al

Upload Receipt(s)
Account Status - All

ocation Complete - All | Upload Date  Uploaded By ~Receipt Date

m

|
Mo data available in table

0 Selected | 0 items Show perpage 11 <3 Page

Allocation Valid - All

i i o [ o Ji e

jocation Authorized - All

of 0
N o
1 Selected | 2 items.

Retry Automatch |J| Mass Allocate || Add to Expense Report

Mew Receipt

[E] stored Recsipt

I T

190 Page: [ 1] of 15 B4



http://www.elon.edu/u/bft/purchasing/wp-content/uploads/sites/757/2018/12/MissingReceiptAffidavit12-20-18.pdf

8. Select “Choose File” and add the receipt file. *Please note that you will know when the file is attached when you see the file
name next to the ‘Choose File” box.

9. You are not required to add a “Receipt Date”, but include a description of the transaction in the appropriate space.

Upload Rece A0 Receipt

For best results, scan images in biack & white with a resalution of 300 DPI or lower. Warks supports figghf
png. Jpg. gif and jpeg format. Uploaded files will be compressed” and compressed fie must be Iegffhar

“Note: PDF files are not compressed and must be less than 1ME natively.

*File to Add: OfficeDepot...aryBook.pdi
Receptbate: [ [ mmayyy

Description: | Notary Public Record Bookl

[ o | cancer I

10. After your receipt is uploaded you can add another receipt, remove the one you uploaded, view it or close the box.

e works




11. After closing the “Upload Receipt” box, you are brought back to the Transactions “Pending Sign Off” page.

A AT

BankofAmerica %% 8
Merrill Ly':::“ Works

Expenses » Transactions > Accountholder ELON UNIVERSITY

L L —————

<< | Pending Sign Off ‘ Signed OFf ‘ Flagged | Al | Clear Filters | Columns v
Advanced Filtsr Account Date Date Purchase - Uploaded Sign Off Sign Off
J e e ID Purchased Posted Nendor Amount Allocation otaare Flagged  Receit  Receipt Sign Off AHDate  Sign Off AH Name APRDate  Sign Off APR Name
O — ——
D PATRICK SCHWARTZ 2852 02/042019  02/06/2019 OFFICE DEPQT #1214 17.07 0400053-51999 TXN0O0548310 Yes Yes none
= az e

D PATRICK SCHWARTZ 2852 02/04/2019  02/06/2019 OFFICE DEPQT #1214 36.27 0400053-51999 TXN0O0548327 Unknown No nong

Amount Range - All =l

Dispute Status - All ol

Account Status - All ﬂ

Allocation Complete - All |

Allocation Valid - All ﬂ

Allocation Authorized - All |

I et

0 Selected | 2 items v | per page 1<9<) Page: [T Jof 1>

Upload Receipt

Retry Automatch |J[ Mass Allocate |][ Add to Expense Report

12. To allocate the transaction to a budget other than the default, hover over the transaction document number to get the
dropdown menu and select “Allocate/Edit”. If the transaction should remain allocated to the default budget code, skip to

Step 16.

Welcome, PATRICK SCHWARTZ - Log Out

BankofAmerica %7 wWorks®
AR

Merrill Lynch

Home: Expenses Reports

ELON UNIVERSITY

Expenses > Transactions = Accounthoider

Transactions - Accountholder

<< | Pending Sign Off ‘ Signed OFf ‘ Flagged ‘ All ‘

ClearFilters ~ Columns v

Advanced Filter Account Date Date Purchase " Sign Off Sign Off
PN e el D Purchased  Posted reraiont Amount Allocation Crsiert Sign Off AHDate  SignOffAHMName APRDate Sign Off APR Name
.
5| | I
(=] PATRICK SCHWARTZ 2852 020042019 021082019 OFFICE DEPOT #1214 1707 0400053-51999 TXNOD548310
~
(=] PATRICK SCHIWARTZ 2852 02042013 021062018 OFFICE DEFOT #1214 3627 040005351899 & | Alocate 7 Edit
[+] Amount Range - All
¢ sl & signos
Dispute Status - All ] o
&= | View Full Details
ccount Status - All sl
- @ Dispute
llocation Complete - Al [g]
S J2 Retry Automaich
Ilocation Valid - All sl
[%| Wark Re t Staty
[ Allocation Authorized - Al (5] ek Receipt Status
Add to Expense Report
Attach to Purchase Request
2q
[£] Manage Receipts
& print
0 Selected | 2items Show per page (<< Page:[1 ] of 10> -]

Upload Receipt

Retry Automatch || Mass Aliocate || Add to Expense Report

13. If you need to change the “Cost Center” or “General Ledger”, type in the correct number.

\Welcome, PATRICK SCHWARTZ - Log Out

Bankof America %2> Works®
AAZS

Merrill Lynch

Home | Expenses | Reports

Expenses > Transactions > Accountholder ELOH UNIVERSITY'

h ! ictions - Accountholder

<< | Pending Sign Off ‘ Signed OFf ‘ Flagged ‘ Al ‘ ClearFilters ~ Columns v

Advanced Filter Account Purchase Sign Off i
if . . Amoun! Allocatic oo ” Ugiatet g0 O h APR Daie_ Sign Off APR Name

Allocation Details -TXN00548340 - OFFICE DEPOT #1244

[ Allocation Purchase Amount: 17.07  Tax Amount: 105 Allocation Total: 17.07 | 100%  Variance: 0.00

All Values. L03: North Carolina Sales
: iina
[H Amount Range - Al c [Amount v | salesTax Description GLO1: Cost Center 6L02: General Ledger Tax GLO4: Not in Use 1 GLOS: Notin Use 2 GLOB: Not in Use 3

]
Dispute Status - All| || vivi v | 1599| 1.08 | OFFICE DEPOT #1214 - Purchase (0400053 | [51999 ] ] [ ] [ ] [ ] i
coount Status - Al 3

llocation Complet| 0 Selected | 1item

llocation Valid - Af

Allocation Authoriz]

[ Reference & Tax

| | [Sales Tax Included L - 108) | 000 |[272442009 ]

(] Adjust Amount
0 Selected | 2items ge: 1] of 1 > 0
[ Transaction Detail - 5365 (COMBINATION CATALOG AND RETAIL MERCHANT)

Reiry Automatch
Purchase Summary

unit Total Commodity ~  Destination Country ~ Destination Postal Discount Duty Origin Country ~ Origin Postal  Purchase  Shipping Tax Unique Invoice
Description Amount  Quantity  Amount Cade Code Code Amount Amount  Order Date Code Code D Amount Amount Number
—_— Line ltem Summary - Gharges for 02/01/19 000 1 1707 000 000 000 02001/2019 000 108 000000000000000
®2019 Bank of America C
Purchase Detail
Description Unit Amount Quantity Total Amount Item Commadity Code Item Product Code -

[“Save | Save and Allocate Next /
/




14. If there are multiple Budget Codes that the transaction is being charged to, click the “Add” button to bring up the dropdown
menu and select the number of lines you want to add.

\Welcome, PATRICK SCHWARTZ - Log Out

BankofAmerica %% 0
Morrill Lynch Works ARZL

Home | Expenses | Accounts Reports  Accounting  Administration

Expenses > Transacfions > Accountholder ELON UNIVERSITY

Transactions - Accountholder

Pending Sign Off | Signed Off

Allocation Details -TXN0D548599 - OFFICE DEPOT #1214 0210712019 | Source Amount : 23.80 USD

Flagged

ClearFilters ~ Columns v

[=] Allocation Purchase Amount: 2380  Tax Amount: 151  Allocation Total: 2390 | 100%  Variance: 000 *

All Values
Amount Range - All || ¢, Amount v SalesTax Description GLO1: Cost Center GLOZ: General Ledger
ispute Status - Alll ], 1 [ OFFICE DEFGT #1214 - Furchase ] 0400050 | [51005

GLO3: North Carolina Sales
Tax

GLO4: Not in Use 1 (GLOS: Notin Use 2 GLOG: Not in Use 3

] ] ] [

3

| [151

llocation Complet| 0 Selected | 1 item

Search g L wmsaws | GoedskSewees  TmTm
i Sales Tax Included v 22.39 151 0.00 272442009

(] Adjust Amount
boe: (T ol 1554
OMBINATION CATALOG AND RETAIL MERCHANT)
Purchase Summary
unit Total Commodity ~ Destination Country  Destination Postal Discount Duty Origin Country  Origin Pastal  Purchase  Shipping Tax Unique Invoice
Description Amount  Quantity  Amount Code. Code. Code Amount. Amount  Order Date Code. Code. ) Amount. Amount Number
fainngCudes IA0MD) | jng jem Summary - Charges for 02/01/18 000 1 2390 000 560 000 0210172013 000 151 000000000000000
Other Programs and Serig
2019 Bank of America G| Purchase Detail
Description Unit Amount Quantity Total Amount Item Commodity Code Item Product Code -
=3
A

15. When adding additional budget lines, you will need to manually enter in the amount being charged to the different Budget
Codes, the Description, Cost Center and General Ledger then click Save.

Welcome, PATRICK SCHWARTZ - Log Out

BankofAmerica %% .
Merrill Lynch - Works AATY

Home  Expenses | Accounts  Reports  Accountng  Administration

Expenses » Transactions » Accountholder ELON UNIVERSITY.

Transactions - Accountholder

Clear Filters | Columns v

Allocation Details -TXN00548599 - OFFICE DEPOT #1214 02107/2013 | Source Amount :

[l Allocation Purchase Amount: 700 Tax Amount: 1.51  Allocation Total: 2390 | 100%  Variance: 0.

W Cr— o i e e mmo}\e 6L08: Nt inUse 2 L08: Notin Use 3
i 2238 1.51 [ OFFICE DEPOT #1214 - Purchase ] 0400050 (5108 51 ] ! ] | ] [ |
o — [ ][ ) )y E—— —

llocation Comp [ ] il ] \! ] | ]

llocation Valid - 4| ¢
0 Selected | 3 ftems

llocation Authoriz

= ca

(] Reference & Tax

[ 15omsea 11 5 ) IO
| [Sales Tax Included v 233 | 151 0.00

[
= =m =
—

Detail - 5965 CATALOG AND RETAIL MERCHANT)

ge: [ Jot15 B

Purchase Summary
Trsining Guides  Training.
Other Programs and Servid Gy

2019 Bank of America C 3 )

Line llem Summary - Charges for 02/01/18

o= ] coic
4




16. If your transaction includes North Carolina Sales Tax, enter it in this box GLO3 North Carolina Sales Tax. This is for NC SALES
TAX ONLY.

kanlmlAmgﬁu@ ® Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch Works e

Home | Expenses | Reports

Expenses » Transactions » Accountholder ELON UNIVERSITY

Transactions - Accountholder

<< | Pending Sign Off ‘ signed Off ‘ Flagged ‘ Al ‘
Advanced Filter Cemri|  ams

ClearFilters ~ Columns ¥

Purchase . oaded Signoff
Amou jagge Ueloace jag Of Sign OFf APR Name

Allocation Details -TXN00548340 - OFFICE DEPOT #1214

[ Allocation guchase Amount: 17.07  Tax Amount: 105 Allocation Total: 17.07 | 100%  Variance: 0.00
AllValues GLO3: North Carolina Sales
- : ina
[ Amount Range - Alll || ¢ Amount v Sales Tax Description GLO1: Cost Center Tax GLOS: Not in Use 2 GLO6: Not in Use 3
ispute Status - Alll [, L, 1.08 | OFFICE DEPOT #1214 - Purchase ] 0400053, ] [ ] [ ] ]
\ccount Status - All ¢ 3
liocation Complet| 0 Selected | 1 item
llocation Valid - A{
G
ocation Autnord E==a
[F] Reference & Tax
Sales Tax Included | - 108 0.00 272442009
o Aajug« Amount
0 Selected | 2items ge: (1] of 16 B
[5] Transaction Detail - 5365 (COMBINATION CATALOG AND RETAIL MERCHANT)
Purchase Summary
Unit Total Commodity  Destination Country  Destination Postal Discount Duty Origin Country ~ Origin Postal  Purchase  Shipping Tax Unique Invoice
Description Amount  Quantity  Amount Code Code Code Amount Amount  Order Date Code Code ] Amount Amount Number
Trgining Guides  Traiing} ;0. jicm Summary - Gharges for 02101419 0.00 1 17.07 000 000 0.00 0200172019 0.00 108 000000000000000

© 2019 Bank of America C
Purchase Detail

Description Unit Amount Quantity Total Amount Item Commodity Code Item Product Code

[“save | save and Aliocate Next

17. When the correct budget number (cost center and general ledger) and NC sales tax have been entered, click “Save” and then
“Close”. *Please note that if you entered NC Sales Tax, it shows in the “Allocation” column with the budget code.

Banllnﬂmerica@ @ \Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch Wworks AATY

Home | Expenses | Reports

Expenses > Transaclions > Accountholder ELON UNIVERSITY

Transactions - Accountholder

<< | Pending Sign Off ‘ Signed Off ‘

Flagged | All | Clear Filters ~ Columns v

Advanced Filter Account Date Purchase . Uploaded Sign Off Sign Off
Account Nickname B purtnesed  Posted Vendor Amount Allocation Doane Flagged  Receipt  Recoipt Sign Off AHDate  Sign Off AH Name  APRDate  Sign Off APR Name
o — —
D PATRICK SCHWARTZ 2852 02/04/2019 02/06/2019 OFFIGE DEPOT #1214 17.07 0400053-510051.08 TXND0548310
5 e
D [ PATRICK SCHWARTZ 852 02/04/2019 02/06/2019 OFFIGE DEPOT #1214 36.27 0400053-51999 TXN0O0548327
[ Amount Range - Al 8l
ispute Status - Al %l
\ccount Status - All 8l
llocation Complete - All al
llocation Valid - All 8l
Allocation Authorized - All al
[ Scarcn [
0 Selectad | 2 items Show [10__¥ | per page 0<1<d Page: [ 1] of 15> B
Retry Automatch ||| Mass Allocate ||| Add to Expense Report Upload Receipt




18. To “Sign Off” on the transaction, hover over the transaction document number to get the dropdown menu and select “Sign
Off”.

Welcome, PATRICK SCHWARTZ - Log Out

BankofAmerica %7 works®

Merrill Lynch LAY
Home: Expenses Reports
Expenses = Transactions = Accountholder ELON UNIVERSITY

Transactions - Accountholder

<< | Pending Sign Off ‘ Signed Off ‘ Flagged ‘ Al ‘ ClearFilters |~ Columns v
Advanced Filter Account Date Date Purchase " Uploaded Sign Off Sign Off
NI AT D Purchased  Posted G ‘Amount Allocation Erstrars Flagged  Receint Receipt Sign Off AHDaie  SignOFAHName APRDaie Sign O APR Name
o | — —
J
= = none
[0 E PATRICK SCHWARTZ 2852 02042019 02062018 OFFICE DEPOT #1214 17.07 040005351998 TXN00S48310 Yes Yes none
o
(] PATRICK SCHWARTZ 2852 02/04/2019  02/06/2019 OFFICE DEPOT #1214 3827 0400053-51999 @ Allocate / Edit ’ Unknown No none
mount Range - All s
& snon
Dispute Status - Al = -
&= View Full Details
\ccount Status - All sl
- @ Dispute
llocation Complete Al &
S 97 Retry Automatch
llocation Valid - All 8l
&
Allocation Authorized - Al (5] Mark Recelpt Status
Add to Expense Report
& | Attach 1o Purchase Request
[E] Manage Receipts
& print
0 Selected | 2 items Show per page 194 Page: [1] of 15> 0

Retry Automatch ||| Mass Aliocate || Add to Expense Report

Upload Receipt

19. A “Comments” will appear. Enter the description of the transaction in the box and click “OK”.

. Welcome. PATRICK SCHWARTZ - Log Qut
BankofAmerica %% Works®
Merrill Lynch LAY
Home Expenses Reports
Expenses > Transaclions > Accountholder ELON UNIVERSITY
actions - Accountholde
| << ‘ Pending Sign Off Signed Off ‘ Flagged | Al ‘ Clear Filters Columns v
_ g D Purchased Posed- Vendor “Amount Allocation ¢ Sign Off Afbate %Rm i APR Na
{ | | . |
2852 02/04/2019 02/06/2019 OFFICE DEPOT #1214 17.07 0400083-510051.08 ‘TXNDO548310 Yes Yes none
- - - 2852 02/04/2019 02/06/2019 OFFICE DEPOT #1214 36.27 0400§K3-51999 TXNO0548327 Unknown No none
Amount Range - All {'
ccoun isas A1
Sign off 1 transaction(s).
Comments: |Notary Public Record Bookl
1 Selected | 2 items (<1< Page: [ 1 Jof1> B
e e e e R ) R T
Training Guides Training Videos Privacy & Security Settings m A
© 2019 Bank of America Corporation. All rights reserved, “Your last log in was February 7, 2019, 7:43 AM CST. V

20. The transaction will disappear from the “Pending Sign-Off” list. Repeat the same process for all other transactions.

Wieicome. FATKICK SCHWAKZ - Log Uut

Bankof America %2~ Works®

Merrill Lynch
Ly ARTN
Home | Expenses | Reports
Expenses > Transactions > Accountholder ELON UNIVERSITY
‘ B Signed off 1 transaction. View Details = ‘

<< Pending Sign Off ‘ Signed Off ‘ Flagged ‘ Al ‘ Clear Filters Columns v
Advanced Filter Account Date Date. Purchase . Uploaded Sign Off Sign Off
P e D Purchased  Posted Vendor Amount Allocation [iweent Flagged  Receipt Sign Off AHDate  Sign Off AHName  APRDatc  Sign Off APR Name.
0 —— —
7 [ | = | mrmn | mamn | armimeen T | e TxNoOSAB32T F——
mount Range - All ol
Dispute Status - All sl
\ccount Status - All El
llocation Complete - All .
llocation Valid - All El
Allocation Authorized - All .
Cocrer P9
1 Selecled | 1item Show [10_v ] per page 110 Page: [1] ot 11> 0

Retry Automatch || Mass Aliocate [[| Add to Expense Report

Upload Receipt



21. Supervisor’s (Approver’s) will “Flag” a transaction if the budget code is wrong or if a receipt is not attached. A “Tasks to
Perform” email from Works will be sent when a transaction if Flagged. You will find these transactions on the home tab of
Works. Click on the “Flagged” link to view the transaction(s).

Banlmfﬂmeriﬂ% worksm Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch P

Home Expenses Reports

ELON UNIVERSITY

My Announcements

Action Acting As Count Type Current Status Please remember that statements and receipts should be sent to Robin Brown at Gampus Box 2800,
Resolve Accountholder 1 Transaction Flagged Jeff Hendricks
Sign Of Accountholder 1 Transaction Pending

Posted by your Progrsm Administrator, JEFFREY HENDRICKS, on December 5, 2018,
2items per page <4< Page: [(1 ] of 1> Bl
= Accounts Dashboard
In Scope

Account Name AccountiD Credit Limit Current Balance Available Spend Available Credit
PATRICK SCHWARTZ 2852 25,000.00 53.34 2496373 2494666
1item Show [500_¥ | per page 1<) Page: [ 1] of 1> >

22. Click on the plus (+) next to cardholder’s name to expand the details of the transaction and to see the comment your approver
left regarding the transaction.

VIBIGUINE, PATHILA SURVAR £ - Luy uul

Bankof America %7 g
Merrill Lynch Works LAY

Home Expenses Reports

ELON UNIVERSITY

Expenses > Transactions » Accountholder

Transactions - Accountholder

<< | Pending Sign Off | Signed OFf | Flagged ClearFilters ~ Columns v

Advanced Filter Account Date. Date. Purchase . Uploaded Sign Off Sign Off
T TTD D Purchased  Posted e Amount Allocation Erears Flagged  Receipt  fecaipt Sign Off AHDate  SignOff AH Name  APRDate Sign OFf APR Name.
Date - 10502018 02072019 5| .
Account - All
S g @ PaTRICK SCHWARTZ 2852 02042019 020062018 OFFICE DEPOT #1214 17.07 0400053-510051.08 TXNDO548310 B e Yes AH 021072019 SCHWARTZ, PATRICK
rohase Request - All )
mount Range - All 5 Allocation | Refernce& Tax | Dispute View Full Details
LRI ] Bank Transaction # 2444574903610 152635657 Account Nickname: FATRICK SCHWARTZ
ceount Status - All sl Purchase ID: 268805251001 Account ID: 2852
iocation Conokole oL ] CRI Reference: Accountholder: - SCHWARTZ, FATRICK
{location Valid - All sl Vendor ID: 4445091044149 Receipt: Yes
Allocation Authorized - All ] Comments:
(] Comments Add Comment
[ searcn |5
Notary Public Record Book
PATRICK SCHWARTZ | 02/07/2019
Allocated to incorrect account number. Please allocate to 0-400050-51005,
JEFFREY HENDRICKS | 020772018
1 Selected | 1 item Shew per page. 1<) Page: ol 15> B

Mass Allocate Remove Fiag || Upload Receipt

23. Once the appropriate correction(s) to the transaction(s), click the “Remove Flag” button below the transaction(s).

Bankof America % Works" \Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch PP

Home | Expenses  Reports

Expenses » Transaclions > Accountholder ELON UNIVERSITY

<< | Pending SignOff | Signed Off | Flagged | Al ClearFilters ~ Columns v
Advanced Filter Account Date Date. Purchase . Uploaded Sign Off Sign OFf
Account Nickname ID Purchased  Posied Vendor Amount Allocation Document. Flagged  Receipt  Receipt Sign Off AHDate  SignOff AH Name  APRDate Sign Off APR Name
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24. A Confirm Remove Flag box will appear. Enter a comment for the approver to see and click “OK”.

Bankof America %% L} Welcome, PATRICK SCHWARTZ - Log Out
Merrill Lynch ‘Works \ AAMTN
‘Expenses > Transactions = Accountholder \ ELON UNIVERSITY

= Confirm Remave Flag

Remave flag on 1 transaction(s).

Comments: |Allocalion has been carrected.
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25. Once you click “OK”, the Flagged transaction is removed from your queue and sent back to the Approver.



