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OVERVIEW

In an effort to provide better service and financial controls, PEF has implemented a
procurement card program with Bank of America. This program has increased user
functionality, widespread vendor acceptance, pre-defined spending limits, electronic
approval routing, and online reporting. The approval function uniquely identifies and
routes requests through the appropriate approval authorities. This eliminates the need to
generate purchase orders and manually prepare Procurement Card Logs for items
purchased with your procurement card. Online reporting offers a variety of reports that
will allow you to view spending by cardholder, department, location, and account
number. These functions allow greater flexibility and management of expenditures.

This document provides an overview of the transaction processing cycle and the
procurement card user activities and responsibilities.

TERMS AND CONCEPTS

A cardholder can make a purchase using his or her purchasing card only if the card has
available funds. There are two types of funds that may be available on a user’s card:
discretionary funds and incremental funds.

Discretionary funds can be used to make ordinary purchases without a prior approval
request. These transactions do require sign off by the employee and manager following
the purchase. The sign off process requires the cardholder to log into the application to
review the transaction and account coding before signing off that it is a valid transaction.
The transaction is then electronically routed to the manager for review and sign off
approval. Discretionary funds are renewed after both the cardholder and manager sign
off on the transaction. If the cardholder has $1,000 in Discretionary funds and makes a
$200 purchase, $800 in discretionary funds is available for future purchases. As soon as
the $200 transaction receives sign off, the full $1,000 in Discretionary funds is restored to
the card. The cardholder could continue to make purchases without transaction sign off
until this fund has been depleted; however, no new discretionary funds will be added to
the card until the sign off process is complete. It is important that transactions are signed
off on regularly to maintain available funds on the card.

Incremental funds can be added to the card to make purchases that exceed the amount of
discretionary funds available on the card. Incremental funds require the user to submit an
online purchase request in the application. Purchase request information includes the
requested amount, the user who will make the purchase, and a description of the desired
goods and/or services. The purchase request must be approved before the requested
funds are available on the user’s card. After the user makes a purchase, the amount of the
purchase is instantly removed from the available funds on the user’s card.

The amount of available funds on the user’s card is the combined sum of the user’s
discretionary and incremental funds.
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Transaction Limit is the amount of the largest single transaction that is authorized on the
purchasing card.

Credit Limit is the total amount of transactions that are authorized during the monthly
business cycle. A cardholder can continue to replenish discretionary funds, but cannot
spend more than the credit limit during the month.

PROCESSING CYCLE:

The typical cycle for procurement card usage is:

Procurement card users will initiate transactions on their card

Email notification sent to cardholder of transactions posted on the procurement
card system. Transactions are typically posted on the system 24-72 hours after
purchase.

Cardholder will log into the procurement card system and review transactions and
account coding.

Cardholder will Sign off on the transaction

Transaction is routed to the manager for approval.

Manager logs into system and reviews transaction

Manager signs off on transaction or requests additional information from user
Accounts Payable will review and summarize transactions for the monthly billing
cycle and import into the Payables System at month end.

A short video clip to overview the processing cycle can be viewed at:
http://training.works.com/pm30/video/01_chart.htm
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CON T A TS oo

Contact the Program Administrator with any questions or comments relating to the
Works Website.

Program Administrator:

Graham A.C. Goffin, MBA
Director Of Finance

New York State Public Employees Federation AFL-CIO
1168-70 Troy-Schenectady Road
Latham, NY 12110

Phone: (518) 785 1900 ext. 224
Fax: (518) 785 1814

LOGGING IN

1. Go to: https://payment2.works.com
2. Bookmark the site for future reference.

/2 Works Payment Manager - Microsoft Internet Explorer =13l x|
i Works
Works Payment Manager
Please Login
Account: Acrne Cornpany Wirong account?
Usemame H | |
Passwol vd: | |
@ Copyright 1998-2004 Works Operating Company. All rights rezerved,
Forgot your passward? Problems logging in?
(s
-.""SECURE SITE
UERISIGN, INC.
|&] Done E & Internet 4

3. Login with:
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Email (1 login only)
Username (Case Sensitive)
Password (Case Sensitive)
¢ If you forget your password, you can click “Forgot your password”. The
application will send you a secure link from which you can reset your
password (provided you know the answer to your security question).

Note: The application is designed to automatically timeout if not active for 30
minutes.

You will receive a welcome email that provides the initial log in information and user
validation. You can view a video presentation of this process at:

http://training.works.com/pm30/video/02 welcome.htm

HOME PAGE

The Home Page displays when you first log into the application or when you click the
Home Page icon. This page includes links to “Tasks” assigned to you and a listing of
your Purchasing Card funds.

The “Tasks” section of the Home Page lists “Tasks” cardholders must complete. “Tasks”
are also listed in the left navigation bar. To perform a “Task”, highlight the “Task” under
“Action Required”. Once the action is highlighted, transactions will appear.

a https:/ /demo.works.com;/wpm/action/core.viewTop - Microsoft Internek Explorer

Creata: IF'urchase Request vl@ | il Logout

Tasks Action Required » Type Acting As » Current State »
) Resalve Transaction Cardhalder
B Eareliliisr - Sign Off Transaction Cardhalder

Il peports

I Tools

€] pore l_ l_ E|° Internet Y
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You can access a video overview of navigating the application at the following address:

http://training.works.com/pm30/video/03 app navigation.htm

CUSTOMIZING COLUMNS

The column button enables you to specify the columns of information to display in an
order that you select.

2 https:lipayment2.works.com - Works Payment Manager - Microsoft Internet Explorer, [Z”Elgl

b -‘J. Works F'ayment Manager Create: | Asimbursement Request | Go| ‘ & Logout
il [ cardholder Review @ Table © split View

] Tasks \l'iew=| Transactions Requiring Sign Off v| Filters ¥

i sign Off + | Date Posted » | Date Purchased » | Document - vendor + Purchase Amount + | Comp|Val|Auth P el
[=pers 09/30/04 09/25/04 THHOODO10G0|  LEI LANDS END CLOTHING 116.00 ViVl v 257.4
‘\r 09/30/04 039/29/04 TRMOOO01088 LEI LAMDS END CLOTHING &5.00 ¥ v v 257.4
Tools 09/30/04 039/29/04 TRMOO001101 CEDAR RIVER CANDLE CO. 35,41 ¥ v v 257.4
10/01/04 09/30/04 THMO0001118 | SLACK MEDICAL PUBLICATION 32,76 v v v 257.4
Personal Settings 10/01/04 09/29/04 ThMO0001121 MCGERAW-HILL E-COMMERCE 235,85 v v v 257.4
10/01/04 09/29/04 THMO00011232 MCGRAW-HILL E-COMMERCE 333,53 v v v 257.4
Alerts & Notices 10/01/04 09/25/04 THNOOO01131| MCGRAW-HILL E-COMMERCE |$334.43 viviv 257.4
Soerel 10/01/04 039/29/04 TRMOO00113% MCERAW-HILL E-COMMERCE 102,00 ¥ v v 257.4
10/01/04 039/29/04 TRMOO00114% MCERAW-HILL E-COMMERCE 582.78 ¥ v v 257.4
[T S 10/01/04 09/23/04 THMO0001150 MCGRAW-HILL E-COMMERCE 585.75 v v v 257.4
10/01/04 09/29/04 THMO000115% MCGRAW-HILL E-COMMERCE 1,204, 44 v v v 257.4
10/01/04 09/29/04 THMO0001160 MCGRAW-HILL E-COMMERCE S04,37 v v v 257.4
10/04/04 10/01/04 THNOOA01191] ROU ROUTLEDGE PUBLSHNG | $253.45 v iviv 257.4
10/04/04 10/04/04 TRMOOO01205 LEI LAMDS END CLOTHING Z6.00 ¥ v v Z257.4

10/04/04 10/01/04 TRMOOO01206 LEI LAMDS END CLOTHING Z6.00 ¥ v v 257.4%
£ >

Viewing 1-42 of 42 items Show 100 % | per page W#Page oF 1 MM

Click any element listed above to access its detailed information.

Column
Button

Message:| Attach I Bundle I Sign OFf

@1 Dorne é 0 Internet

EMAIL NOTIFICATION PREFERENCES

The application summarizes events into reports that it sends you periodically via e-mail.
You can control the reporting frequency by adjusting the settings as described in the
Email Preferences Page. Click "Save™ when finished.
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=)

Create: | Reimbursement Request » @ ‘ @Lngaut

| https:/{payment2.works.com - Works Payment Manager, - Microsoft Internet Explorer

<Jib Works Payment Manager

sl JIIE Tocks : Personal Settings : Email Preferences

& Tasks

r— Email Preferences

il Reports The application summarizes some events inta reparts that it sends you periodically via e-mail. You can cantral the reparting frequancy by
adjusting the settings as described below, Click "Save" when finished to save your new settings
'Y Tools When I have tasks to perform, email me:
) Immediately
B'Personal Settings ® mally
8 User Information O never
B Ernail preferenc
when changes pertaining to me or my scope occur, ernail rme:
Alerts & Notices 5\ O Irmmedistely
Search @Da\ly
Refsrence (
Email 1

L Preferences

[ Save Button ]

.

Message: | Save I

:g‘l S @ ntermet

EMAIL NOTIFICATION REPORT EXAMPLE:

(Your Name will appear here),
The following changes have occurred.

The following transactions have been received, adjusting the available funds.

Card Supplier Amount
XXXX SIR SPEEDY $348.19
XXXX NWA AIR $384.89
XXXX PASCO SCIENTIFIC $419.44

1. On the Home Page, under “Action Required” click “Sign Off”.
a. Orgo to “Tasks” on the left navigation bar.
b. Select “Cardholder”.
c. Select "Transactions Requiring Sign Off".
2. Highlight the transaction in the upper section of the window to view its details
in the lower section.
Click the “Allocation Tab”.
4. Enter a description in the "Description Field".

w
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5. Move the cursor to the “Allocations Field” and review the GL accounting
codes. Account codes will default based upon your assigned location
department and type of purchase.

6. The account number can be changed, if necessary, You can manually enter the
account number or click the "GL Assistant”. Refer to “Using the GL
Assistant”. To change the allocation, click Edit

7. Ifan invalid account number is entered, an invalid/unauthorized red x will
appear in the allocation validation column.

8. Add new lines if necessary, refer to the next page

9. Click the “Purchase Detail Tab” to review any line item detail submitted by
the merchant.

10. Click “Save”.

11. Click “Sign Off”. Refer to page 13 “Signing Off Transactions”.

a ver_16.04_bld_20.15_date_05102005_q011100w-q081101w - Microsoft Internet Explorer i ) 5[

<4 Works Payment Manager Create: | Purchase Fiequest 150 | @ Logout

& Tasks

| Reports

T Tools

Cardholder

s (G} cardholder Review

View: I Tranzactions Requiring Sign OFff ;I Filters ¥

Date Purchased + | Date Posted + | Documen t ~ | Attached To » vendor + Purchase Amount + | Comp|Val|Auth » | Allocation » | A
05/18/05 05/18/05 | TXMOO008251 Office Depot | $47.58 v x| v 7060-270
05/18/05 05/18/05 | TXHOO008252 Ace Plumnbing |$185.68 v x| v £410-270
05/18/05 05/18/05 | TXNOO00S293 Barnes & Moble|$24.56 v x| v 3583-270

To set default tab Vinwing 15 of 3 itams  shouf 100 ] perpase W pege [T ] ofo
for thIS Session, TXNOD00S293 05/18/2005 Vendor: Bsrnes & Moble VendorID: nfa
. [eecd: Vander Stocp, Gary (8098) Vander Stoep, Gary
N
click the thumbtack 1 GenerZMX Allocation | Purchase Detail | Signoff History | Vendor Detail | Vendar Address |
[+ Description » [ tategory + [ Mote + | Amount + | GL Combination + | Mgfn Account + | Department + |
| El[earnes 2 Hoble - Purchase [Books & Newspapers | [$24.5¢ [9399-270 BB [270
To Edit Allocation
Click
Account
\ Viewing 1-1 of 1 itarns show[ 100 Allocation of 1 WM
| Add | Edit || Remove || Copy TEM Data Gl 20E0

Purchased: $24 56/ 24.56 USD

Attach Bundle Sign OFF

| Dane

’_ ’_ E | Internet 4
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To allocate transactions across
TRy multiple cost centers, add more lines _lo)x]
and allocate by dollar amount or %.

Add & Edit Allocatigns N E
add lina(s) Go| (L= tnvalid = Unauthorized Allocate by (% Arnount (7 Percentage
Type Descrption Amount
| Books & Mewspapers ;I =} ‘Eames & Mable - Purchase | $| 24.55| 100 %6 E

[Goods/Service =] eL: (L3998 270 |[EGLpssistant ]

Type in new allocations or click on
GL assistant for help in locating
valid GL codes

Total: $24.56 100%
Save Cancel |
|&] pore l_ l_ ’—[%_ # Internet 4

SPLITTING TRANSACTIONS

1. Go to the “Add New Lines” drop down menu.

2. Select the number of lines as necessary.

3. Select Amount or Percentage button beside “Allocate By”.

4. Move from one line item to the next entering the account number in the
“Allocations Field” and the dollar/percentage amount in the “Amount Field” if
necessary.

5. Click “Save”.

GL ASSISTANT

Using the GL Assistant
1. Click the “Allocation Tab”.
2. Click the "GL Assistant™ box.
3. A window will appear.
4. Select the appropriate accounting code. The Company.Location.Department will
default to your current information,
When complete, click "Finish".
6. Click “Save”.

o

Note: If you have trouble finding your appropriate codes, click “Reset All”. Your
implementation may be set to only show you valid combinations. The value you are
looking for may not be valid with one of the values.
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5 ver_16.04_bld_20.15_date_05102005_q01l100w-q081101w - Microsoft Internet Explorer o | EI|5|

Build a Combination:

View: Find segments where the

Department % value  description starts with: ount {7 Percentage
—
Value - Description »
6100 Travel DS E
5105 Meals
6120 Cell Phone

Viewing 1-3 of 3 items Showl a0 vl per page H#HPpage of 1 WM

Selected Combination:

270
Reset Segment Reset &l
| Finish | | cCancel | oo
| save || cancel |
[&) pone [ |5 4 mtemnet 4

You can access a video overview of the GL Account coding and sign off procedures at
the following addresses:

http://training.works.com/pm30/video/04 reconcile.htm

http://training.works.com/pm30/video/06 memo search flagged.htm

SIGNING OFF TRANSACTIONS

Signing off a transaction is the final step in the allocation process. “Signing Off” a
transaction notifies your manager of transactions that have been reconciled online and are
ready for his or her sign off. Transactions become read-only once they are “Signed Off”,
making it impossible for you to make allocation alterations unless the transaction is
flagged. For this reason, only “Sign Off” transactions once they are allocated to the
appropriate account number. If changes need to be made after “Sign Off”, contact the
Program Administrator.
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“SIGN OFF” A SINGLE TRANSACTION:

1. Allocate the transaction as described in “Processing Transactions above.
2. Click “Sign Off” on the lower right-hand corner to submit the transaction to your
manager for approval.

3 https:/ /demo.works.com/wpm, action,/core.viewTop - Microsoft Internet Explorer - | Dlll
| Create: IF‘urchase Request 'I@ | ] Logout
il {2 cardholder Review @ T=ble QFSplit View @ Detail
=] Tasks View: | Tranzactions Requiing Sign OF ;I Filters ¥
Earalballizr Date Posted » | Date Purchased » Yendor » Purchase Amount » Allocation » Comp |¥al|Auth » | Docume
0670605 06706705 Staples 50,00 100-2110-F0600-9959-9999 MoVl THMO000;
il Reports 08/10/05 08/10/05 Barnes & Noble | $24.65 100-2110-60300-9933-9999 v ivl v TRHO000;
i 0&/10/05 0&/10/05 Office Max 124.56 100-2110-64600-9999-9999 v ivi v THHOOOD;
% Tool 06/10/05 06/10/05 Ace Plumbing |$240,56 100-2110-64100-9999-9999 v vl v TANOOOD;
ools
1| il
wiewing 1-4 of 4 iterms show[100 =] per page H#H Page of 1M

TXN00001092 06/06/2005 Vendor: Staples Vendor ID: nia
Card: Phillip Dugan Dugan, Phillip §

1 General |{- Allacation | Purchase Detail | Signaff History | Vendar Detail | Vendor Address |

|| Description » | Category » | Note » | A t » | GLC binati 3 | (¥ Department » | Expens

| 1| staples - Purchase [Office Supplies | [$s0.00  [100-2110-70600-9999-9999|100-2110 [7os00

4 | |
Viewing 1-1 of 1 iterms Bhan'IUD | per pags H# page of 1B M

Allocated: $50.00

Aadd [ Edit I Remove Copy TXM Data I Purchased: $50.00 / 50.00 USD
Message: | Print I Attach I Bundle I Sign OFf |
|&] pore l_ ’_ ’—g |4 Internet 4

Click Sian Off

“SIGN OFF” MULTIPLE TRANSACTIONS:
1. Goto “Tasks” on the left navigation bar.
2. Select “Cardholder”.
3. Select “Transactions Requiring Sign Off”. A list of transactions will appear.
4. Check the “Table” view button on the right-hand corner of the screen. All
transactions requiring “Sign Off” will appear in a table format.
5. To “Sign Off” all transactions listed:

a. Check the “Check-Mark” box on the at the top of the column on theleft
side of the screen. A check mark will be placed beside all transactions
listed.

b. Click “Sign Off”.

6. To “Sign Off” multiple, but not all transactions listed:

a. Check the “Check-Mark” box beside the transactions to be “Signed Off”.
A check mark will be placed beside the requested transactions only.

b. Click “Sign Off”.

Purchasing Card — User Guide Page 12



no.works.com/wpm/action/core.viewTop - Microsoft Internet Explorer =] 1]

Table View  [ote [Puchssefemen =] %! | 8 Loqout

ﬂ|ﬂ cardholder Review O Tabis @ Split view @ Detail

=] Tasks View: | Tranzactions Requiring Sign Off _d Filters ¥

cardholder Date Posted » | Date Purchased » | Wendor » | Purchase imount » Allocation » Comp|¥al| Auth » | Docu

O| oefoe/os 08/06/05 Staples 450,00 100-2110-70600-9999-3999 v vl v THNOC
Il Reports W 08/10/05 08/10/05 Barnes & Hoble|$24,65 100-2110-60300-9999-9999 v vl v THNOC
O] Ngsio/os 08/10/05 Cffice Max | $124,56 100-2110-64600-3999-2999 v vl v
IT Tools =] 08/10/05 Ace Plurbing | $240,56 100-2110-64100-9999-9939 v vl v

Select Transactions
& Sign Off

Viewing 1-4 of 4 itemnsz Showl 100 x| perpage H#HPpage of 1M

Atkach Sign COFf

[ & |4 mternet

VIEWING SIGN OFF HISTORY

You can view the “Sign Off” history of transactions to see which users, including the
Administrator, have “Signed Off”.

VIEWING SINGLE TRANSACTION HISTORY:

Go to “Tasks” on the left navigation bar.

Select “Cardholder”.

Select “Transactions Requiring Sign Off”.

Highlight the transactions in the upper section of the window.
Click on the “Sign Off History” Tab in the lower section.
The “Sign Off” history is displayed.

Nook~wE

VIEWING YOUR TRANSACTIONS SIGNED OFF:

Go to “Tasks” on the left navigation bar.
Select “Cardholder”.

Select “Transactions Requiring Sign Off”.
Select the “View” drop down menu.
Select “Transactions Signed Off”.

All transactions “Signed Off” are listed.

oakrwdE

N

(. )
{ Sign Off J

History
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'demo.works.com;/wpm/action/core.¥iewTop - Microsoft Internet Explorer - |E| 1[

Create: |F‘urchase Request -[@ | Logout

lit ai

f ] cardholder Review

View: | Transactions Signed OFf ;l Filters ¥

S Cardhalder Date Posted .+ | Date Purchased + vandor + Purchase Amount + Allocation + Comp |Val [Auth + | 2
8 06/10/05 06/10/05 Ace Plurmbing 240.56 100-2110-64100-9999-9999 ¥ v v T
* Requests in Draft 06/0E/05 0E/0E/05 Staples 44.00 100-2110-70116-9999-9939 v i xl v T |
+ Requests Pending 05/05/05 05/05/05 Office Depot 33,14 100-2110-60300-9999-9999 v vl v T
Appraval 04/13/05 04/13/05 Acme Plumnbing 150.65 multiple vivil v T
\ epen Approved Feguests 04/13/05 04/13/05 Jason's Fine Dining | $85.65 100-2110-61100-3333-3393 v iviv T
P PP a 04/13/05 04/13/05 Marriott 125.65 100-2110-61000-9999-9999 ¥ v v T
;Tra'g;ﬁ'ms Faquiring 04/13/05 04/13/05 Staples 85,64 rultiple vivi v T
an 04/12/05 04/13/05 office Dapot F7.00 100-2110-70116-99599-9999 i x v T
* Reimbursements 04/12/05 04/12/05 Acrne Service 245.65 100-2110-64100-9999-9599 v vl v T
Requiring Sign Off 04/12/05 Q4/12/05 Barnes & Noble 24,59 100-2110-60300-9999-9999 v ivi v T
+ Expense Folders 03/21/05 03/21/05 staples 52,36 100-2110-70116-3393-3393 v izl v T
Requiring Sign OFf 0321705 03/21/05 American Arlines 423,99 100-2110-61000-3333-3393 v iviv T
* Flagged Transactions 4| | »
* Flagged Reimbursements Viewing 1-62 of 62 iterns Shaw| 100 'I per page H#HPage of 1M
Il reports TXNOOOD 1091 06/06/2005 Vendor Gtaples VendorID: nfa
W Card: Phillip Dugan Dugan, Phillip &
Tools
X General ‘ Allocation | Purchase Detail |§ Signoff History | vendor Detail | vendor Address |
cardholder: 06/09/05 st 12:45 Dugan, Phillip 5
Manager: none
Accountant: none
Allocated: $44.00
Purchased: $44.00/ 44.00 USD
Messag“l Prink I Attach I Eundle I

[&] pane ’_ ’_ré_l. Internet 4

PEF HQ creates your purchase requests that match your available balances based on
adding new per capitas or interest and subtracting for checks written by HQ

Transactions related to a purchase request must be identified and attached to a
purchase request. You can attach multiple transactions to a single purchase request.

To attach or detach a payable document:
1 Select the transaction from the List section
2 Click Attach Button
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http: e orks.com,/wpm/action/core.viewTop - Microsoft Internet Explorer _|EI1|

| Create: IF'urc:hase Request 'l% | ELDgout
o i

tardholder Review Table
\

View: I Tranzactions Requiring Sign OFf ;I Filters ¥
erelEler Date Posted » | Date Purchased » vendor » Purchase Amount » Allocation » Comp|¥al|Auth » | Do
_ 08/06/05 06/06/05 Staples 30,00 100-2110-70600-3933-3399 ¥ v v Tak
I Reports 0&/10/05 0&/10/05 Barnes & Noble |$24.65 100-2110-60300-9993-9399 v v v
i 06/10/05 06/10/05 Office Max 124,56 100-2110-64500-9333-9999 VI ow
06/10/05 06/10/05 Ace Plumbin 240,56 100-2110-£4100-9333-9999 o IVl v

IT Tools

Wiewing 1-4 of 4 iterns Shou[100 <] per page HHPage af 1M H

TXNOOOO1095 06/10/2005 Wendor: Ace Plurnbing Wendor ID: nfa
Card: Phillip Dugan Cugan, Phillip §

1 General | Allocation | Purchase Detail | Signoff History | Yendor Detail | Vendor Address |

Bank Transaction #: TEST:1118427657832 Comments:

Purchase ID:

CRI Reference: Attach
Reference: [ |

Tax Status: IW BUtton
Taxable Total:
sales TaxTotal: s00n |
| Save I | Divide: I | Dispute I ‘ Add Comment I

None

Attach Bundle Sign OFf

@ Done ’_ ’_ré_ 0 Intemet A

3 The Attach Payables to Purchase Request window will open

4 Select the Request to attach the transaction

5 Select Attach

6 If this is the final transaction for this request, check the Close Request Box
7 Click Attach

icrosoft Internet Explorer i =] ]

Create: Go @I Logout

In{BRIE|f cardholder Review

B View: Filters ¥
Date Posted + | Date Purchased » Vendor » Purchase A L3 Allocation » Comp|¥al|Auth + | Do
333 v Iviv [T
1 Attach Payables To Purchase Request [® poee LAV TR
999 v Iivi v THM
i e the sdlosnd pepable deammars () i ena o Hhe fellesing demmentss 2R L 7 AL
¥ show only open requests
Show only requests created between: l:lfl:lfl:l and: l:l.l’l:lf @
[ ] Name » [ Date » [ Number ~ | Requested For + | Submitted By + | Tot:
| @] water Fountain Repair[06/10/05|REQO0001034 [ Dugan, Phillip 5 [Dugan, Phillip 5 [$50c
2
1 ocs oy
e ~ Attach
Close Button
Request Box -
4 | |
» o 1-1 of 1 iterns SthI'IUU vl per page MW# Page - of 1L WH
A
V¥ Ciase request & sian-oit.all attached pavables

Taxable Total
Sales Tax Total: 4000 j

- . Allocated: $240.56
Save Divide | Dispute | Add Comment | Purchaced: $$24D.56 / 240,56 USD

Message: | print | attach || Bundle || signoff |

@ Done ’7 lil—g # Internet 4

Urcridsirng Ldrd = Usel GUIUE I'dgc 1




PROCESSING DEADLINES

All transactions must be “Signed Off”” within 10 days of the transaction being made.
If that day falls on a weekend, transactions must be the “Signed Off” by the
following Monday.

USER INFORMATION

Each user, regardless of the role to which they are assigned, can access their own user
information. This information includes the user’s name, email address, username, and a
link to update passwords, assigned roles, etc.

To access your user information:
1. “Tools”.
2. “Personal Settings”.
3. “User Information”.

D pa g D D 0 Pa e anage 0S50 e e plore L]
<4 Works Payment Manager creata: | Rembussement Reauest v 5] | @ Logout
i [IEY Home
2 Ta [ Action Required » Count « Type Acting As » Current State »

Sign Off Transaction Cardholder Pendin:

8 User information
o
872 Ernail Preferences

Alerts & Notices

Search

Reference

Primary Access |4

Card Hame - Avail. Funds »
COLLEGE STORE | 7137 i

&] Done A @ memnat

REPORTS

Each user can monitor his or her spend activity by accessing his or her memo statement
and personal reports.
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Users can access “My Memo Statement”. The “My Memo Statement” report enables
cardholders to view all of their card transactions for a specified date range.

TO ACCESS PERSONAL REPORTS:
Click “Reports” on the left navigation bar.
Select “Personal Reports”.
Select “Spend Reports”.
Highlight the desired report.
Select the report’s criteria in the lower portion of the page.
Select:
a. PDF: View access only.
b. Excel: Access to edit and sort information.

oakrwdE

& | https:/H/payment2.works.com - Works Payment Manager, - Microsoft Internet Explorer |- H I:I.”.'X |

<} Works Payment Manager Create: Gol | B Logout

tolJliEl Reports: Persanal Reparts @ Table © Spli @ D=tsil
|

Description »

B Tasks Report Name +
e [My Memna Statement O\ Review all of your card tra
Il Reports My Pavable Allocation O, Review allocation details i
My Payable Allocation Detail |4 create an export file (no

My Purchase Reguests C\ Review trends for purchases charged o your company account,

& Personal Reparts

Spend Reports

It Tools

Review all of your card transactions {regardless of status) for the current or previous billing cycles,

Date Type: | FPosted Date hd
Date Range:

1072872004 - 11/29/2004

AN

Date Range
Report Type
&] Dane 2 @ ntemet .
MANAGER ACTIVITIES

Managers will perform additional tasks and have access to reports for all card users
reporting to their group. Online videos regarding Manager Activities can be found at the
following address:

http://training.works.com/pm30/video/07 managersignoff.htm

http://training.works.com/pm30/video/08 managerreporting.htm
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SIGNING OFF ON A TRANSACTION

This section describes accessing and signing off a payable document in the document

queue.

To sign off a payable document:
1 Access the desired payable document in the appropriate Requiring Sign Off queue.
For example, to access a transaction in the Requiring Sign Off queue, click Tasks .
Manager. Transactions Requiring Sign Off in the Left Navigation bar or under
“Action Required” click Sign Off

3 https://demo.works.com/wpm/action,/core.viewTop - Microsoft Internet Explorer

= Tasks
Cardholder

@ | E Home

Create: IPurchase Request vl@ | @Logout

Action Required » Count « Type + Acting As » Current State »
Sign Off - & Transzackion Manager Review
Sign Off - 1 Transaction Cardhalder Pending

= Manager

Approve/Reject

Purchase Request Manager Approval

® Requests Requiring
Approval

® Transactions Requiring
Sign Off

" Reimburzements
Requiring Sign Off

= Expense Faolders
Requiring Sign Off

® Flagged Transactions

® Flagged Reimbursement]

i
'E Administration
I Reports

'Y Tools

Transactions
Requiring
Sign Off

Transaction Manager Flagged

Sign Off

=

v | Awail. Funds + | Credit Lim. » | Avail. Credit + | Trans. Lim. »
£4.549.64 £20,000.00 £20,000.00 M A

Emboss » Profi
KART EASTMAM | Manager-E

’_ ’_ E |4 tnternet 4
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2 Click (to highlight) the desired payable document in the List section
3 Click Sign Off.

A confirmation page displays.

4 Click OK.

3 https:/ /demo.works.com/wpm/action;/core.viewTop - Microsoft Internet Explorer o |EI|5|

. Create: IF’urchase Request 'I@ ‘ & Logout
Table view

il Jicl Manager Review ® Table Q@ Split view @ Detail

View: I Transactions Requiring Sign Off ;I Filters ¥
cardholdar Date Purchased + | Date Posted » | Document - | Primary Cardholder + Vendor » Purchase Amount » Allocation |
03421405 03421405 THNO000107S Office Depot $124.65

Dugan, Phillip &

Manager 04/13/05 04/13/05  |T¥N00001085|  Dugan, Phillip & staples 85.64 rnultiple
. | 04/13/05 04/13/05 | TXNOOO01086|  Dugan, Phillip S Marriatt 125.65 100-2110-61000-95
'€ Administration 04/13/05 04/13/05 | T®NODOO0L087|  Dugan, Phillip & [Jason's Fine Dining| $85.65 100-2110-61100-9¢
_— 06/06/05 06/06/05 | T¥NODD01091|  Dugan, Phillip & Staples 44.00 100-2110-70116-95
Il Reports 06/10/05 06/10/05 | TRNODO01095|  Dugan, Phillip & Ace Plumbing 240,56 100-2110-64100-35
I Tools
4 i
Viewing 1-6 of & iterns shou[100 =] per page H# page of 1K

TXNO0001095 06/10/2005 Vendor: Ace Plumbing Vendor ID: nfa
tard: Fhillip Gugan Cugan, Phillip 5

1 General | Allacation | Purchase Detail | Signoff History | vendor Detail | vendor Address ‘

Bank Transaction #: TEST:1118427657332 Comments:

Purchase ID: Mone

CRI Reference:

e — Sign Off
Tax Status: ISaIes Taxlncluded =
Taxable Total: |£24056

Sales Tax Total: [§000 | z
Save | Flag | Add Comment | Sﬂ:::::;: $$2242‘0§§§\240.56 usp
4
Hessage: o | _sanoft_|
[&] pone ’_ ’_ ré_ |4 Internet v

NOTE: You can signoff multiple transactions at a time using the Table Layout view which will
provide check boxes next to each request or a select all box at the top of the column

FLAGGING A TRANSACTION

A manager can flag a transaction to alert other users that there is an issue with the
transaction. Flagging a transaction does not prevent you from signing off, and is useful if
the transaction requires additional information that another user can provide. For
example, you might flag a transaction for a pizza purchase and include a comment that
the cardholder should include the explanation of the purchase. If you need to flag a
transaction, you must do so before you sign off the transaction. Removing a flag
removes the transaction from the Flagged queue for you, the appropriate cardholder,
and the Accountant.

To flag a transaction or remove a flag:

1 Access the desired transaction in the appropriate queue (either the Requiring Sign Off
or Flagged queue).

2 Click (to highlight) the desired transaction in the List section.

3 Click the General tab option

Purchasing Card — User Guide Page 19



4 Do one of the following:
e To flag a transaction, click Flag.
¢ Remove a flag, click Remove Flag. Note that this button is only available if the
transaction is currently flagged.
A confirmation page displays.
5 Enter a comment about why you are either flagging the transaction or clearing the flag
in the Comments field..

6 Click OK.

:/ fdemo.works.com/wpm/action;/core.¥viewTop - Microsoft Internet Explorer = IEllll

Create: IPurchase Rrequest = | G0 | & Loqout
Manager Review Table
|

O Split View  Detail

= Filters ¥

Document - | Date Purchased » | Date Posted » | PHimary Cardholder » | Purchase Amount » Yendor »

View: | Tranzactionz Requiring Sign Off

Cardhalder

TAMOOO01228 10/07/05 10/11/05 Cugan, Phillip § 990,15 DAHL OWERMIGHT INC
Manager TAHOOO01223 09/14/05 10/12/05 Cugan, Phillip § 256,09 HOME DEPOT 100-2
s | THNOD001 237 0%/07/05 10/11/05 CDugan, Phillip § F98.27 KELLY SHORT-TERM STAFFIMG

W
= administration
I Reports

1T Tools

iewing 1-3 of 3 iterns Shaw[100 =] per page W Page af 1 WM

TXNODOO1237 10/11/2005 ¥endor: KELLY SHORT-TERM STAFFING ¥Wendor ID:
card: Phillip Dugan Dugan, Phillip S

% General ‘ Allocation | Purchase Detail | Signoff History | Vendor Detail | vendor Address |

Bank Transaction #: 7004120085809212052 Comments:

Purchase ID: 50130855556 Phillip § Dugan 12/02/2005
CRI Reference: Signed Off:

Reference: (
Tax Status: I Sales TaxIncluded o Flag
Taxable Total: 52255

Sales Tax Total:

Adjust Taxable Total: -

Allocated: £792.27

| save || Flag | Purchased: $798.27 / 798.27 USD

Add Camrment |

et |_smorr |
&) Done [ [ |5 | ntemet v
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ADDITIONAL TRAINING RESOURCES

ONLINE TRAINING VIDEOS

Online Training Material is available as listed below:

Works Payment Manager 3.0 Process Overview: http://training.works.com/pm30/video/01 chart.htm
This session introduces you to the Works application and the workflow being used by
your organization

Initial Login/Forgot Password: http://training.works.com/pm30/video/02_welcome.htm

This session shows how to login in for the first time and reset or set your password
should you forget your password or delete your welcome email.

Navigating Payment Manager 3.0: http://training.works.com/pm30/video/03 _app_navigation.htm

This session introduces you to the interactive interface of Payment Manager,
including action items, viewing your card's available funds, finding reports, and
modifying the frequency of e-mails from Works.

Cardholders: Reconciling Transactions: http://training.works.com/pm30/video/04 reconcile.htm

This session shows cardholders how to allocate transactions for purchases and sign
off on their transactions.

Cardholders: Creating Purchase Requests and Reconciling Transactions:
http://training.works.com/pm30/video/05 purchaserequest.htm

This session shows cardholders how to create purchase requests for incremental
funds and how to allocate transactions and sign off on their transactions.

Cardholders & Managers: Viewing Your Online Statement and Handling Flagged Transactions:
http://training.works.com/pm30/video/06_memo_search_flagged.htm

This session covers viewing and printing your statement online, searching for
transactions in the system, and handling transactions that have been flagged by your
manager or accountant.

Managers: Transaction Sign Off and Approving/Rejecting Purchase Requests:
http://training.works.com/pm30/video/07 managersignoff.htm

This session shows managers how to sign off on their cardholder's transactions and
approve or reject purchase requests for incremental funds. Delegation authority is
also covered, allowing managers to give another user access to their tasks.
Managers: Reporting: http://training.works.com/pm30/video/08 managerreporting.htm

This session shows managers how to run detailed reporting for all cards and
transactions within their scope.
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ONLINE MANUALS

You can access the Payment Manager Manual online as follows:
1 Select “Reference” on the left navigation bar.
2 Select “Training”.
3 A new window will pop up with topic sections

viewTop - Microsoft Internet Explorer

Action Required » Type » Acting As » Current State »
I o . Sign Off & Transzaction Manager Review
€ Administration Sign OFf Transaction Cardhaolder Pending

Approve/Reject Furchase Request Manager Approval
Il Reports Transaction Manager Flagged

I'T Tools

Personal Settings

Alerts & MNotices

Search

Bl Reference

5 Training

Card Name - | Card ID + | Awvail. Funds ¢ | Credit im. » | Avail. Credit + | Trans. Lim. + Emboss »
Kari EastMan t4, . 20, . 1 . . KART EASTMAM | Manager-Excaption
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