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CHAPTER 1: INTRODUCTION TO WORKS®

Overviewof Works Features

Works is a web-based application that offers a complete set of features that can enable your organization to
automate its existing processes for purchasing goods and making payments with credit card accounts. Works
provides real-time purchasing card administration, purchase request approval workflow, and a post-purchase
reconciliation process that adheres to your organization’s existing payment process workflow and internal
purchasing policies.

Account Spending

Typically, credit card accounts are controlled only by the available credit limit. However, with Works, your
organization can control the funds available on an account, the amount that can be spentin a single transaction or in
a single day, and the types of merchants where individual employees can purchase goods and/or services. These
controls can enable you to reduce your organization’s liability while providing your employees with the spending
power they require. Using Works, you can increase the amount your organization spends with purchasing cards, and
maximize the savings and incentives offered by the bank.

Account Funding

Works controls the funds available on an account by managing two types of funds: discretionary and incremental.
Discretionary (for example: base) funds are what employees typically think of as a credit limit and can be spent
without prior approval. However, if a user requires additional funds (and/or if the user does not have access to
discretionary funds), the user can submit an online purchase request for the desired amount. Works uses an approval
workflow to check that appropriate employees approve the requested incremental amount. After approval, the funds
are available on the user’s card. This can enable employees, regardless of their locations, to purchase supplies and
services when they need them.

Note: The Purchase Request feature is optional and may only be used with a subset of Accountholders.

Spend Reconciliation

Works also provides a reconciliation process that ensues the appropriate employees review and sign off on all
payable documents (transactions, purchase requests, and reimbursement requests) in Works. This can enable
those employees to verify that the General Ledger (GL) coding for payable documents is correct and the purchase is
adequately described and justified. Because transaction information is posted to Works daily, Accountants can
reconcile transactions as they are processed rather than waiting until the end of the billing cycle.

Card Control
Using Works, you can create spend control profiles to specify the credit limit, cash advance limit (if the card allows
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cash withdrawal), and transaction controls for groups of purchasing cards. Transaction controls can include a single
transaction limit, automatic sign-off limit, the amount of discretionary funds available, and the permitted Merchant
Category Codes (MCCs) that determine the types of merchants where the Accountholders can make purchases.
Because card profiles group cards with identical settings, you can easily manage a large group of cards by changing the
settings for a singleprofile.

Works can enable you to request new accounts, request replacement cards, and close accounts (that is, permanently
disable or report as lost or stolen). This gives you more control over your card program by limiting the issues that
require you to contact thebank.

Real-Time Reporting

Works provides a real-time summary of your organization’s account(s) (including the organization’s overall credit
limit and amount of available funds) and allows you to specify whether to notify Administrators when the company
spend matches a percentage of the master credit limit that you define. The memo statements, predefined reports,
and configurable reports can enable the appropriate employees to access up-to-date information about the spend
activity in your organization.

About Users and User Roles

A user is any employee in your organization who is assigned a Login Name and Password in Works. Although not
required, a user can be assigned one or more commercial credit cards. A user who is assigned at least one card is
referred to as an Accountholder. Each account in a card program must be assigned to at least one user who is the
Primary Accountholder of the card. Program Administrators can also assign Secondary Accountholders who may
review and reconcile the transactions of the Primary Accountholder. Accountholders may perform the following
basic tasks depending on their organization’s settings:

1. Review the details of theirtransactions.

2. Modifyeditable details of their transactions.
3. Add comments to theirtransactions
4. Sign off on the reviewedtransactions.

Note: Additional roles are described in the following table.

In addition to being an Accountholder, each user can be assigned one or more predefined roles that determine what
additional tasks a user can perform within Works. A role can be assigned to multiple users in the organization. For
example, the Accountant role might be assigned to several users in the organization.

Roles can be assigned directly to a user, and they can also be assigned indirectly to the user by assigning the roles to
the group to which the user is a member.

Note: An attribute assigned directly to a user always takes precedence over an attribute assigned indirectly via the
user’s group.
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User

Accountant

Allocation Coder

Auditor

Basic Reporter

Cross-Company Reporter

Program Administrator

Purchase Requester

Revised August 2021

Role/Function

Accountants makesurethe GL coding on a transaction or reimbursementrequestis correct
before closing and exporting the associated details. Additionally,they perform the
followingtasks:

* Maintain and exportall GL segment codes, combinations, settings, and mappings.
= Create and edit Authorization Profiles and related authorization rules.

» Edit document codesettings.

= Close any user’s open approved purchase request(s).

= Edit /dispute/divide/flagtransactions.

= Close transactions and/or reimbursementrequests.

= Batch/download/lock transaction detaildata.

= Access the dashboard summary and detailed companyreports.

= Create company-wide reporttemplates.
Allows users to access and change allocation codes on transactions.
Note:If the userhas the purchaserequestrole, the Allocation Codercan enable theuser to
edit allocation codes on purchase requests.
Allows users to review all data for the entire organization and access and export all
company reports.
Allows users to use standard configurable report templates. Configurable report
templates are templates created and distributed by a Program Administrator or an
Accountant. Basic Reporters cannot edit column configuration of reporttemplates. The
role is available only if the organization is licensed to use the role.

Allows users whoare not limited to the Basic Reporter role access to a set of Cross- Company
report templates. This allows users to merge datafrom multipleinstancesof Works into a
singlereport.

Note: This role is available only if the organization is licensed for Cross-Country reporting.

Performs all administrative and account maintenance tasksin Works. Thesetasksfall into
four broadcategories:

= Card programmaintenance

= User/Groupadministration

= Reporting
Administration of organizational policiesand Workssettings
The Purchase Requester role allows users to create purchase requests that when approved,
apply incremental (additional) fundsto an account. The Purchase Requesteris not requiredto
be an Accountholderand can be assigned to create purchase requests on
behalf of another Accountholder.
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About Groups

A group is a collection of users within Works grouped by departments, projects, or other units defined by the
organization. Groups can enable organizations to easily assign default controls for various levels of users and maintain
defined approval points during the workflow. Groups can be used to scope who has access to specific data in reports.

Every user in Works must belong to a single group. The simplest organizational structure consists of a single group
of all users. Most organizations consist of multiple groups that are created to form a hierarchy. Program
Administrators can create groups. Scoped Administrators can create groups within their scope of authority.

The organizational hierarchy of groups and the policies assigned to groups (for example, approval rules) determine
the path through which purchase requests, transactions, and reimbursement requests flow during Work’s approval
and review process.

Group Officials

Each group has assigned Group Officials. Group Officials must include one Owner who sets the group’s approval
rules and at least one Approver who approves purchase requests as well as signs off on payable documents for
group members. No other group official assignments are required.

Note: Although a user can belong to only one group, a user can be a group official for multiple groups. In other
words, a user does not have to be a member of a group to be an official for that group.

Fund Types

Works manages two types of card funds: Discretionary Funds and Incremental Funds. Discretionary funds are
available on an account and do not require the user to submit a purchase request to access these funds. The amount
of available discretionary funds and the timing for when these funds are restored is determined by the card profile.
Incremental Funds require a purchase request be approved before the requested amount (plus the incremental
buffer, if any) is available on the account. The incremental buffer is an additional amount added to the account

based on a percentage of the requested amount. This is helpful if, for example, the user is requesting an approximate
amount, and may require additional funds when making the actual purchase.

The following three examples show how discretionary and incremental funds (and any buffer) are added to and
removed from a user’s account (Figure 1).
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Example 2:

Discretionary funds = $200
Discretionary funds restored
upon Accountant signoff

Mo associated request
Incremental funds buffer = 0%

Example 1:

No discretionary funds
Approved request for $200
Incremental funds buffer = 10%

Example 3:

Discretionary funds = $500
Discretionary funds restored
upon Manager signoff
Approved request for $200
Incremental funds buffer = 10%

Discretionary funds = 30
Incremental funds = $200
Funds buffer = $20

Total available funds = $220
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Discretionary funds = $200
Incremental funds = $0
Funds buffer = 30

Total available funds = $200
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Discretionary funds = $20
Incremental funds = $0
Funds buffer = $0

Total available funds = $20
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Discretionary funds = $500
Ineremental funds = $200
Funds buffer = $20

Total available funds = 5720
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\temtsy

Discretionary funds = 50
Incremental funds = $20
Funds buffer = $20

Total available funds = $40

5
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| the transaction, signs |
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and closes the
request

Discretionary funds = 30

Discretionary funds = $500
Incremental funds = 320
Funds buffer = $20

Total available funds = $540
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approved request to
| the transaction, signs |
off on the transaction
and closes the
request

Discretionary funds = $500

4

I I N O N N TR R TN Y

&

R L L )

Incremental funds = S0 Incremental funds = S0 Incremental funds = 30
Funds buffer = §0 Funds buffer = 50 Funds buffer = 50
Total available funds = $0 Total available funds = $200 Total available funds = 3300

Figure 1: Examples of How Funds Are Added to and Removed from an Account

Reconciliation Process

When a user needs to make a purchase using a purchasing card, the user must create a purchase request unless the
user has adequate discretionary funds. After the purchase request is approved (if applicable, as determined by the
company-wide threshold), the requested amount is available on the user’s card.

After the user completes the purchase, the resulting electronic transaction is posted in Works and placed in the

Accountholder’s Pending Sign Off queue (if applicable, as determined by the manual sign-off rule in the card’s profile).

When the transaction is in the Accountholder’s Pending Sign Off queue, or when the Accountholder creates a
reimbursement request, the Accountholder can attach the corresponding purchase request (if any) to the payable
document. If necessary, the Accountholder can edit the transaction to change its GL allocation, (assuming the
Accountholder has the Allocation Coder role), and flag, divide, dispute a transaction as necessary before signing off.

Note: If the transaction received automatic Accountholder sign off (as determined by the manual sign-off rule in the
card’s profile), the Accountholder can access the signed off transaction to attach the corresponding purchase
request (if any).

After the Accountholder signs off, Works places the payable document in the appropriate Approver’s Pending Sign
Off queue (if applicable, as determined by the group’s approval settings). The Approver can access the payable
document to edit, flag (transactions) / reject (reimbursement requests), and sign off.
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The payable document enters an Accountant’s queue if the Accountant sweeps the outstanding documents, or

after both the Accountholder and the Approver have signed off. The Accountant can then edit the payable

document to make sure the specified allocation information is correct and enter any edits for the transaction (for
example, resolve disputed transactions). After the Accountant is satisfied that the payable document is correct, the
Accountant can close the payable document, and then download the transaction detail data as a text (.txt) file for use

with your organization’s third-party accounting software.

Note: Accountants typically download transaction detail data at the end of the billing cycle after all the transactions

for that billing cycle have been processed and closed.

A high-level view of how a purchase request and the corresponding transaction moves through Works is displayed in
Figure 2. Figure 2 displays the Accountholder and Approver queues. However, Accountants can view the payable

document in their own queues which are described in the Administrator’s Guide.

Accountholder and Approver Queues

Accountholder Accounthelder Requests Pendina Aoproval ! Accountholder Requests Appoved Open |
Requests Approver Requests Ponding Approval Approver Requests Approved
Im Draft

user | user
craates submits
request request

request
approved by
all necassary

-
Works cocountholder

Yoi adds | purchases

incremental —M| goods andior |

funds to services
the card \\ﬁ_ /

2
user
edits

request

Transactions Pending Sign Off Transactions Transactions
Flagged Signed Off

Figure 2: Flow of Documents Through Works - Accountholder and Approver Queues
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Purchase Request Approval Process

The following four factors determine whether a purchase request submitted to the application must receive approval:

»  Company-wide approval threshold

*  Group approvalrules

»  GroupApprover signaturelimitsand authority levels
*  Grouphierarchy

Works does not add the requested funds to a user’s card until all these factors have been satisfied by the approval
engine.

Company-Wide Approval Threshold

The company-wide approval threshold specifies a dollar amount which, if exceeded by a purchase request, requires
the approval of a user with the appropriate authority level (and/or signature limit). If none of the group’s Approvers
have a sufficient signature limit, the purchase request must be approved by an Approver in a parent group who has a
sufficient signature limit. The company-wide approval threshold is typically used to define a minimum purchase
request amount that requires approval. For example, you can set a company-wide approval threshold of $25. In this
case, all purchase requests under $25 are automatically approved unless a group approval rule requires the purchase
request to receive additionalapproval.

Group Approval Rules

Each group can also have associated approval rules that specify the following for members of the group:

= Adollaramount that if exceeded by a purchase request requires the purchase request be approved by a
specific group’sApprover.

= Whether a purchase request that requires approval from an Approver in the parent group still requires the
approvalfrom the Approver in the group of whichthe useris a member.

=  Whether purchase requests routed to a different group still require approval to continue with the request
from the group to which the user directly belongs.

Group Approver’s Signature Limits and Authority Levels

Each group in your organization has one or more Approvers, each with a specified authority level and signature limit

(the maximum dollar amount the Approver is authorized to approve).

The authority level is used to group default levels of signature limits for Group Approvers. For example, you may have defined
a Director authority level to have an approval signature limit of $5,000. Therefore, if an Approver needs to be able to approve

purchase requests up to $5,000, you can assign that Approver the Director authority level.

* You can assign a signature limit for a user in addition to an authority level. The signature limit is the
maximum dollar amount the user can approve, regardless of the user’s authority level. For example, you may
be adding a new employee who is a director. And, you have defined a Director authority level to approve
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purchase requests up to $5,000. However, your organization may have a policy to restrict approval amounts
for new employees to $1,000 during the first six months of employment. In this case, you can assign the
Director authority level to the user as well as a signature limit of $1,000. After six months, you can remove
the signature limit of $1,000 can enable that employee to approve purchase requests for up to $5,000.

Group Hierarchy

When determining the order for which group receives the purchase request first, second, and so on, Works always
sends the purchase request up the organization’s group hierarchy. For example, in Figure 3, if a user in the California
group submits a purchase request that triggers approval rules for the California group as well as the Sales group, the
purchase request must receive approval first from the California group and then from the Sales group.

Note: If a Program Administrator creates a purchase request as an Accountholder or approves a purchase request
submitted by another Accountholder in the organization, the request is approved, bypassing any further steps in the
normal approval hierarchy.

Sales group (the group Approver has a 55,000 signature limit and
the group requires approval for requests exceeding $5,000)

I—— Western Region group (the group Approver has a $500 signature
limit and the group requires approval for requests that
exceed 52,500)

California group (the group Approver has a $500 signature
limit and the group requires approval for requests
that exceed $200)

—— Eastern Region group

Figure 3: Sample Group Hierarchy

Approval Scenarios
The examples in the following table are based on the sample group hierarchy displayed in Figure 1. These examples

illustrate how the approval path differs depending on the company-wide approval threshold, group approval rules, and
signature limitsthat are applicablein each scenario.
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Scenario
1.

An Accountholder in the
California group submits a
purchase request totally
$52. The company-wide
approval threshold is $30.
No groups require approval
for purchase requests that
will require approval from
a parent group or purchase
requests that are routed to
another group.

An Accountholderin the
California group submitsa
purchase request totaling
$612.

The company-wide approval
threshold is $30.

Onlythe Western Region group
requires approval for purchase

requests that will require
approval from a parent group
as well as purchase requests
that are routed to another

group.

Revised August 2021

Activity

1.

Does the purchase request exceed the company-wide approval threshold?
Yes

Because the purchase request exceeds the company-wide approval
threshold, does the California group’s Approver have a signature limit
greater than $527? Yes. The purchase request stops at the California group
for approval.

Is the purchase request approved by the California group’s Approver? Yes.
Add the requested funds to the user’s card.

Doesthe purchaserequestexceed the company-wide approval threshold?

Yes.

Because the purchaserequest exceedsthe company-wide approval threshold,
does the California group’s Approver have a signature limit that allows approval of
$612?No.

Do any group approval rules in the California group require the California

group to approve a purchase request prior to continuing to obtain approval

from a parent group, or priorto routing to another group?No. Move upthe
hierarchy to the parent group.

Does the WesternRegion group’sApproverhave a signature limit that

allows approval of S612?No.

Do any group approval rules in the WesternRegion group require the Western
Region group to approve a purchase request prior to continuing to obtain

approval from a parent group or prior to routing to another group? Yes. The
purchaserequest stopsat the WesternRegion group forapproval.

Isthe purchaserequestapproved by the WesternRegion group’s Approver? Yes
(approval to continue). Move up the hierarchy to the parent group.

Doesthe Salesgroup’sApproverhaveasignaturelimitthat allows approval of
$6127? Yes. The purchase request stopsat the Sales groupforapproval.

Is the purchase request approved by the Sales group’s
Approver? Yes.Add the requested fundstotheuser’s account.

16
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Scenario Activity
3. An Accountholderin the California 1. Does the purchase request exceed the company-wide approval
group submitsa purchaserequest threshold?No.
totaling$252. 2. Doesthe purchaserequestexceedthe approval limit for the California group?
The company-wide approval Yes.The purchase requeststops at the California group for approval.
threshold is $500. No groups 3. Isthe purchaserequestapproved by the California group’s Approver?
require approval for purchase Yes.

requests that will require approval

4. Doesthe purchaserequestexceedthe approval limit for any parent group?
from a parent group or No. Addthe requestedfundsto the
purchase requests thatare routedto user’s account.

anothergroup.

Merchant Category Codes

All merchants that accept credit cards are assigned a Merchant Category Code (MCC) to identify the type of goods
and/or services they provide. Works groups these MCCs into five categories:

= Cash
* Travel& Entertainment
= General Purchase
= Vehicle/Fleet
= Unusual
Note: Examples of merchants in the Unusual category includes race tracks, packaged liquor stores, and antique

stores. The Cash category includes gift cards.

Each account’s profile lists these five categories and whether the card is permitted to make purchases from
merchants in the category. For example, if Travel & Entertainment is set to permit, the Accountholder is permitted
to purchase a hotel room rental using the card. If Vehicle/Fleet is set to prohibit, the Accountholderis prohibited,
for example, from using the card to rent a car. However, if a category is set to permit & notify, the Accountholder is
permitted to complete purchases from merchants in the category, and all transactions in the corresponding
category will be included inthe MCC Audit report.

Note: The permit & notify setting is typically used if your organization does not want to block all merchants in the
category but does want to audit all purchases from merchants within the specified category.
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CHAPTER 2: GETTING STARTED

Overview

Toaccess Works, each user must first create a password and specify a security question and answer thatwill be used to
validate the user’s identity if the user forgets the password. This chapter describes the creation of a password,
describes the procedure for loggingin and out of Works, and introduces the navigational elements of Works.

Before accessing Works, the browser must be correctly configured for optimal performance. Specifically, the browser
must enable cookies, allow pop-up windows (for the Works domain), and check for newer versions of stored (cached)
pages automatically. To configure these settings, consult the browser’s documentation. Works can be run on the
following supported browsers:

Recommended Browsers

Internet
Explorer
Edge

Chrome

A user should leverage the recommended settings link at the bottom of the home page to have the most updated
list of acceptable and recommended browsers.

Note: All users should clear Web browser cache (temporary internet files) after each Works release.

Creating a Password

Before you can access Works to create a password, the Program Administrator creates you as a Works user and
assignsyou a Login Name in Works. Works then sends a Welcome email that includes the assigned usernameand a
link to Works. During your initial login, you will be required to complete security validation questions that provide
additional securityfor your account.

To create a password from the Welcome email link, complete the following:

1. Click the first link in the email message to open your internet browser to the specified web site. An
authentication validation screen prompts you to enter your Login Name or email address (Figure1).
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Home Expenses Accounts Reports Accounting Administration

Figure 1: Validation Screen

2. Entervyour Login Name or email address.

Note: Login Names are not case sensitive.

3. Click OK. The Createa New Passwordscreen displays (Figure 2).

Note: The screen that displays allows you to create a password, select three security validation questions, and
enter the answers to those questions to provide additional security for your account.

4. Enter a passwordinNew.
Notes:

* The minimum password length is eight characters, and the password must contain at least one alpha and
one numericcharacter.

=  Passwords are casesensitive.
= New passwords cannot match the eight previouspasswords.

5. Enterthesame passwordin Confirm.
6. Selectaquestionfrom Question 1 drop-down menu.
7. Enterananswerin Answer 1 forthe security question selected.

Note: Answers to security questions are not case sensitive.

Revised August 2021
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Please enter your desired password (twice). Note that passwords are case sensitive.

= New Password:

* Confirm Password:

Please select three security wvalidation questions and enter your answer for each
question. This information will be used to verify your identity

Question 1: |[What is the name of the street you grew up [~ |
= Answer 1:

= Confirm 1:

Question 2: Which state was your spouse bormn in? [~
= Answer 2:

= Confirm 2:

Question 3: what is the name of the first organization th [~
* Answer 3:

= Confirm 3:

Figure 2: Create a New Password and Security Validation Questions and Answers

8. Entertheansweragainin Confirm 1.

9. Continueto select and answer two additional security validation questions.

Note: Users are required to select and answer three security validation questions and answers. None of the
answers to the three security questions can be the same.

10. Click OK. The Home page displays (Figure 3).

Note: After clicking the link included in the email and creating a password, do not attempt to access Works
using the link in the email again. The email link is rendered inactive after the initial use. You should create a
bookmark in your browser to quickly access Works in the future.

Home  Expenses  Reporis

Back to Basics Business (parent group)

My Announcements

.
Action Acting As Count Type Current Status

Please submit all expenses by end of month. Please adnere to this request
No data available in table

Posted by your Program Administrator, Pat Sumari, on November 17, 2020.
(4 >
0 tems Show |10 | | per page 1<) Page: [T ] o0 [>

In Scope
& Current Available Available
Account Name Account ID Credit Limit Balance Spend Credit
No data available in table
< >
0 fems snow (10 [%/] per page [K9<) Page: [T ] of0 > [5{

Figure 3: Works Home Page
Revised August 2021
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Password Resets

If you forget your password, click the appropriate link on the Login page. The Forgot Your Password screen displays and
prompts you to enter your Login Name. After entering your Login Name and clicking Submit, Works sends you an email
with instructions on how to create a new password. However, you must know the answers to your security validation
questions to create a new password. If you do not know your security validation answers, your Program Administrator
can reset your password. After a Program Administrator reset’s a password, an email is sent to the user with a
randomly generated password. This allows you to select new security validation questions and answers. You are
required to change your password the first time you log in to Works when a Program Administrator resets your
password.

Notes:

» Passwordresetsare temporaryand active for three days, but if you fail to log in using the temporary password
within three days, the password will expire and the Administrator must reset the password for you again.

» Securityvalidation answers and Login Names are not case sensitive. However, passwords are case sensitive.

Logging In and Out

To log in to Works, users must enter www.bankofamerica.com/worksonline in their computer’s browser.

The first time you log in to Works, the initial Login to Works screen requests the Login Name, Password, and email
address associated with your credentials. Figure 4 displays the Initial Login to Works screen. After the initial login to
Works, subsequent logins do not require you to enter an email address.

Email:
Login Name:

Password:

Forgot vour password?

Need more help? Please contact your
Program Adminigtrater for assistance.

Figure 4: Initial Login Screen

To initially log in to Works:

1. Enteryouremailin the Email field.

Note: If you have multiple accounts, the Login Name and email associated with each account may be different,
and subsequent logins are required.

2. Enteryour Login Name and Passwordin the appropriatefields.

3. Click Login. The Home page displays (Figure3).
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Logging Out of Works

Users may log out of Works from any screen in the application after clickingthe Log Out icon in theupper-right corner
of anyscreen.

Security Timeout

For security reasons, Works is designed to time out if the application is open but not active for 15 minutes. This is
known as a security timeout. If Works performs a security timeout, you are prompted to enter your login information
(Login Name and password) to re-access Works. Note that your last action in Works will be saved and accessible after
you enter your login information. A user is allowed six attempts (occurring within a five-minute time frame)

to log into the Works. A login attempt fails if the user enters an incorrect Login Name or password on the Login to
Works screen. After a user’s login attempt fails five times, a message displays warning the user that another failed
attempt will lock the user out of Works. This lockout remains in effect for 30 minutes. After 30 minutes, the user can
attempt to log in again. If necessary, Works Customer Service can reset the lock for the user.

Navigating Works Home Page

The Home page includes Action Items, the Accounts Dashboard, and My Announcements:
» Action Items list tasks assignedto you.
»  Accounts Dashboard lists the accounts you are authorized to use.

= My Announcements contains messages or announcements from your Program Administrator.

Action Items

Action Items (Figure 5) contain items needing attention, such as a transaction that requires your sign off. To perform a
specific task, click the described task in the Current Status column. If you have been assigned several different roles,
look in the Acting As column before you select the item. The Count column on the home page lists the number of
items requiring a particular action. However, because Expense tables default activity for the last 100 days, including
today’s date, it is important to note that the home page counts and Expense queue counts may not match. In this
case you would need to adjust the date range to view all items in the Expense queue.

Home Expenses Reports

Action Acting As Count Type Current Status
Close Accountholder Purchase Request gpgroved - Open
Resolve Accountholder y Transaction Flagged
Sign Off Accountholder '{ Exp-ense Report Pending
Sign Off Accountholder 94 Transaction mg
< >
4 items Show [10 | =] per page 0<1 < Page: [ 1 ] of1 [ [>]

Figure 5: Action Iltems
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For more information on how to perform a specific task, refer to the appropriate section in this guide.

Accounts Dashboard

The Accounts Dashboard lists the accounts you are authorized to use. Summary information for each account
includes the Credit Limit, Current Balance, Available Spend, and Available Credit. The credit limit is the total spend
(or ceiling) allowed on the account during the month. The available credit is the calculated total of the credit limit
minus the amount of money already spent this month.

Note: The Available Credit amount calculates only posted transactions. If you have outstanding authorizations that have
not yet posted to Works, those amounts are not included in this total.

To view the account address, Merchant Category Code Group (MCCG) descriptions and restrictions, Secondary
Accountholder, or other account details, click the Account ID, then select View Full Details from the single-action
menu that displays. To view the account’s Authorization Log, select View Auth Log from the single-action menu.

Viewing the Authorization Log

To view the authorization log on an account, complete the following:

1. Click Accounts> Account Portfolio. The Accounts Portfolio screen displays In Scope accounts.
2. Click the Account ID. The single-action menu displays.

3. Select ViewAuth Log. The Authorization Logdata displays.
4

To view additional authorization details (Auth/Decline Code, Amount Avail Before Auth, Exact Match),
click
o expand the row. (Figure6).

‘‘‘‘‘ ¢ Balaace: 000 ATM Cash Limit: ¥ Avmiabis Fascli: 36900 hr

Dae Merchant Wame [ Aimomnt Renuit Decane Reason

AutfiDectine Code: 091087
Amaant Al Defore Auth: 377 B
Exactiaich:

Figure 6: Authorization Log

5. Click OK to close the window.

Note: You may also access the Auth Log from the home page by clicking the Account ID in the Accounts
Dashboard.

Viewing Merchant Category Code Group Descriptions on an Account
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The Merchant Category Code Groups (MCCG) indicate the types of business where the user is permitted to or
prohibited from using the card. The MCCG information that displays in Works contains the description of the
Merchant Category Code Groups and whether the card is permitted, logged, or prohibited for use at merchants of
each category. Logged means the card can be used at merchants that belong to the category, but Works notifies the
Program Administrator via email of each occurrence.

To view MCCG descriptions on an account, complete the following:

1.

Click Account ID of the desired account in the Accounts Dashboard from the Home page. The single-action
menu displays.

Click View Full Details. The Account Details screen displays.

Click the Spend Control Profile tab. The Merchant Category Code Group descriptions and permissions display in
the MCC Group Settings section (Figure 7).

Home Expenses Reports

Accounts > Account Porifolio = Account Details

D (244

Account Summary

Account Nickname: Rachel Reed Available Credit: (168,871.97)
Account ID: 2443 Current Balance: 273,871.97

Primary Accountholder: Reed. Rachel

Spend Control Profile Account Address Accountholders

Current Profile: 105K CL / 105K DF / 1000 STL/ TRAVEL

[=] Spend Control

Credit Limit: 105,000.00
ATM Cash Limit: 0% of Credit Limit

Single Transaction Limit: MNone

Will not auto-adjust to approved requesis amounis

[=] MCC Group Settings

Merchant Category Permissions
Cash Prohibit
Travel & Entertainment Permit
General Purchase Permit
Vehicle/Fleet Prohibit

Unusual Prohibit

Figure 7: MCC Group Descriptions and Permissions Settings

My Announcements

Program Administrators may use the My Announcements section as a communication tool to publish news or
comments about their card program, and you can review these company announcements quickly from your home

page (Figure 8). Announcements remain posted until removed by the Administrator or upon expiration, and display

the date, time and name of the Administrator who posted the announcements. When a user logs in to Works, the
Home page displays all announcements created or updated since the user’s last login.

Revised August 2021
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= Action ltems Upload Receipts My Announcements
x
Action Acting As Count Type Current Status

Please submit all expenses by end of month. Please adhere to this request.
No data available in table

Posted by your Program Administrator, Pat Sumari, on November 17, 2020,
< >

0items show 10 [ perpage §1< Page:[1 ] of 0 > )

Figure 8: My Announcements on the Home Page

Global Navigation Bar

The Navigation Bar allows you to navigate to different elements in Works. The options you can access differ
depending on your role. For example, a user without the Program Administrator role cannot access the Accounts
option in Works. However, all users can access Reports. From the home page, you can navigate to other areas of
Works by clicking the main navigational menu tabs that display across the top of the page. Main menu tabs display
on every screen in Works and are always visible as the primary navigational element in Works. Navigating to other
screens in Works can be completed by hovering over the main menu tabs. Hovering over a menu tab displays the
drop-down menu of functions available to you. Clicking an option from the drop-down menu navigates you to the
default screen of that function.

Expenses

The first main menu tab in Works is the Expenses tab (Figure 9).

Homa Expenses Reports

Transactions
Expense Heports -
Acting As Count Type Current Status

Cicss Purchase Reguests countholdar 1 Puchase Reguest Approwved - Opan
Rasohe Riscaiphs comtholdar 2 Trangachion Flagged
Sign Of coumihiider 1 Expense Repor Pandging
Sign O# Accountholder &4 Transachion Pending
< >
4 ilems Show (10 || per page Bl Page: | 1 | of1[s

Figure 9: Expenses Tab
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Key Category Tab Secondary selections based on user’s
role(s)
Expenses Transactions

Reports

Reimbursements

Expense Reports

Purchase Request
Receipts (Available if Licensed for Receipts
Imaging)

Expenses Functions

View, allocate, and edit transactions; sign off on
transactions.

View, allocate, edit, and sign off
reimbursements

List available expense reports, create new
expense reports, sign off on expense

reports, and add or remove expense report
transactions.

View, open, and close Purchase Requests.
If your organization is licensed for Receipt
Imaging, you can upload, add and remove
receipt images to transactions,
reimbursements, and expense reports. For
quick and easy access to stored receipts,
click the UploadReceipts link in the Actions
Items section on the home page.

The Reports tab allows users to create, review, and schedule reports. The Reports tab and the secondary tabs
display in a drop-down menu and allow the user to navigate within Reports (Figure 10).

Homa  Expenses

Gl

Resohe

Sign DA

Sign O#
€

4 flems

Reparts
Completed
Create
Scheduled =
ing As Count Typa
Template Library 1 Purchase Reqgueest
Dashboard B g
1 Expanze Repon
iccounthokder 84 Transaction

Figure 10: ReportsTab
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Approvid - Cpen
Flagged
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>
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Key Category Tab Secondary selections based on user’s Reports Functions
role(s)

Reports Completed Reports Access and edit completed Reports.
Create Reports Houses created reports. If you create a

report and select a future run date, the
report is located within Schedule. Reports
can be accessed and modified from this
location.

Scheduled Reports Access and manage reports previously
scheduled for a future run date.

Template Library Houses report templates. If a user creates a
report or if a report is created for a user, the
report displays within the template library.

Dashboard Access pre-defined reports that display the

most commonly requested information in
graph or table format.

Navigating Works

Located in the top-right corner of Works screens are icons that can be used either as shortcuts to move throughout
Works or can provide users with helpful information. These icons display on every screen in Works (Figure 11).

= My Profile - Click My Profile ( 9 ) to access your personal information on the User Details screen. On the
User Details screen, you may edit your name, email address, Login Name, and password. If you have multiple
accounts, you may set the default account that Works will apply to purchase requests you submit. You can
also view your assigned roles and group permissions.

* Help - Click the Helpicon ( 9 ) to access online help regarding functions and features for a specific screen.

= Contact Us - Click the Contact Us icon ( \a ) to access telephone and email information for
Accountholder Support Services, including Customer Service and Card Activation assistance.

BANK OF AMERICA %7 I gRachc!ReedVel.EOI

Home Expenses  Reports

Back to Basics Business (parent group)

Action Acting As
Close Accountholder

Posted by your Program Administrator, Pat Sumari, an November 17, 2020.

1 Page: [ 1 | of 1 |

Account Name Account ID Credit Limit Current Balance Available Spend  Avallable Credit

RACHEL REED 243 105,000.00 27387197 2414630 (188.87197)
< )
1tem show [10_[w] per page 1] Page: [ 1 Jof 1

Figure 11: Useful Icons that Display on All Works Screens
Breadcrumb Trail
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When you navigate to other areas in Works by clicking the main menu tabs that display across the top of the page, a
breadcrumb trail displays. A breadcrumb trail shows the series of options you selected to arrive at the information
displayed on a screen. The breadcrumb trail displays on every screen as you move throughout Works. Figure 12 is an
example of a breadcrumb trail.

Home  Expenses  Reports

IExpsnsEs > Transactions > Transaction Dslan! Back to Basics Business (parent group)

TXN0D0009265 Source Amount: 861.68 USD Actions v
Purchase Amount: 861.68 Allocation Variance: 0.00
PostDate: 05/17/2021 Comp |Val | Auth: v 1w 1
Vendor Name: LAUNDRY, CLEANING, AND GAR CO. Sign Off History: None

MCC: 7210 (LAUNDRY, CLEANING, AND GARMENT SERVICES)

Transaction Allocation & Detail Dispute Receipts
Bank Transaction #: SYNTH Account Nickname: Rachel Reed
Purchase ID: SYNTH AccountID: 2443
CRI Reference: Accountholder: Reed_Rachel
Vendor ID: SYNTH Receipt: Unknown
Vendor Address: OK, 730191234 Comments:
[=] Comments Add Comment

Figure 12: Breadcrumb Trail

Role/Program specific screens - Works is role- and program-specific, so only functions you are able to perform and
data you are able to access displays on your screen. For example, if your organization does not use purchase
requests, the Purchase Requests option does not display in the Expenses tab menu.

Required data fields - Works has required field indicators (*) to identify the data fields that must be completed
when editing fields or entering data.

Tables - Tables are used throughout Works to display information. Tables can be opened by clicking the expand icon
(+) or closed by clicking the collapse icon (-). Enhanced tables provide the ability to work with a single item or
multiple items in the same view. Within a table, multiple rows may opened and viewed at the same time. Both single
action maintenance (on one record) and bulk action maintenance (multiple records at one time) can be performed
from a table. Figure 13 displays an example of the table view.

Heama Fipansas Roports

Eupeases » Trangactons » Acesuninoises Back 15 Baiich Dusnsdd

Pending Sign O | Signed Off | Flagged AN Cloar Filiers ~ Golumns ¥

- Purchase
Document Accoun Nickname Date Fosted Wensar Amount ARGC TN CompiVaAulh Sign O

=
M B TXR00TIS en Accounthoider DAZEZO13 I GO0DS NOTELSE CO alal ¥ nang
r *  TXme0ssrem Ben Accountholoer ELIRLY mog
r - TANSO00-4 a2 Been Accountholcer 0 ALRL Y g
B iawcsosiss Ren Accounthaier s xlxit
B Txeoocaress Ben Accounheider NP L0 ximl s mog

* T D004 1005 CONSUMER CRECIT REPCRTING CO XXl o woe
B el Ben Accourthoader
| * TXNOOOO4 PO Ben Azesurehaider @ ALlEL o moe
[ m| * T XNOO00 10 T EZlxi o ey

B Accturtholdes -

M E Te00aTies R ks @ Xixlw
M #E TXee0047i00 Bon Mecounihalder [ Vi CLEANMNG SERVICES 00 81930 = AT TR
0 Seiected | 18 e Snew [10 ] parpage Page [ 1 Jerdls 2

g Wl iis s ittt Wi i |

Figure 13: Transaction Table

Expanded Table Rows - Expanded rows within tables show additional details. Expanded rows can be opened by
clicking the expand icon (+) or closed by clicking the collapse icon (-). Information in the expanded rows may be
grouped into multiple tabs and links to additional details or functions may be available. Multiple rows may be
opened at the same time to allow you to compare details. Figure 14 displays an example of an Expanded Table
Row.
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Expenses * Transacions » Acoounhoier Bach 1o Bancs Busrass.

L] : 3 118 e ——
T Ben Aeountholles MOTON]  WON-CURADLE GOOOS KOT ELSE GO (H] Alxld rae
m Acstion | Weference & Tax  apute | Wi Full Detals
Berk Transschon & STHTH Account Mckrame: B Accounhaier
I Reference: Beeount I XU
Vendor I 51T Accounthoider:  BATLAS SRR
Vandor Addramn: 22 COM01234
B Comments A Lemens
@ rasoosorsos B hcosmahakler SRTRINY  CLUMMED GO Ern % Vi ot
FE oewedn b = LI CURCE CaR O 1 - EiEL¥ mas
IGTRENNT  PEDMONTCO. TS = o
CE Tk s - e
F E raoweesres L8200 POSTAGE STAMPS £0. - RNl ey
[ S A conriemer AT CONSUMER CRECT REPDATING GO waem — T 2o
I @ Towsseaor Pen Accounthaider oATRD0I  CAMSAMLL OO awns - =T e
COE Toossdie Fen Arciustisides TSTEEIII  CAREY CO e xinix oe
C E oo Hen Accoursteier 1BDE0NI  COMARCO. smm — SIS rose
B rascosssno Hen Accourholder TR0 WRCOW CLEANNG SERVCES €O N — T L toas
@ Saecand | 36 Serm. shaw [0 =] pevpage B e[ 1 Jarais i

Figure 14: Expanded Table Row

Single Action Menus - A single-action menu allows you to quickly access tasks that may be performed on one
item at a time (Figure 15).

Home  Expenses  Reports

Eapanaes » Trassacions » Acomemtier Bacn 1o Basin Bunrens

[ror— Vendor r— Amscation CompiaRAus S 11
GATRGN)  NCRDURABLE GOCOS ROTILSE CO. - il e o
0a0ED0k) CLUS WED L0 Mige — alal s -
smoon  MRoPCARCO w2y riale e
oaneTary EDUIDNT 20 mL — Alal X iy
BAORGEEY BOSTAGE STANPS CO. e - iml ¥ =ot
oadedory CONSER CREDIT REPONTIG CO. oy — Alnl g
DAIERTON CAMSANLE SO AR Riml o it
atadony CAREY 0O N — ALRL X oy
saezsn  coukmco = it
BAGEN  WAEOW CLLANNG SERVELE €O s aiaie M
snow [72 =] parpage Bel<d page [ ] ot b bl

Figure 15: Single-Action Menu in Transactions Table

Bulk Action Maintenance - Bulk actions that can be performed on multiple records at a time can be completed from
a table. Bulk action buttons display at the bottom of the table and are activated when one or more items are
selected (Figure 16).

Home Expunsus Ruporls

Expenses > Transaclions » Accountholder Bacito Sasics Susiness

Transactions - Accounthuldes

> Pending Sign Signas D11 Hagged | Al Clear Fillers ~ Columns ¥
Document ; Vendor Fachast Alccstion CompiValAuth Sign Of1

r i J L

F [ TxnososaTon Ben Accountholder OBRE2013 MON-DURABLE GOODS NOT ELSE CO. BB — T nons
FE TaNoooasro Ben Accountholder 08262013 CLUB MED £0. MW — At e none
Ooe r fen ©828/2013 EURDP CAR £O. 88213 izl ¥ nung
() T Ben ouREE0MY PEOMONT CO. W PN R ooos
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Figure 16: Bulk Actions in Transactions Table
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Pagination Options - You can change the number of items that display on each screen using the Show field. To
change the number of items per screen, click the arrow in the Show field to select the desired number.

Quick links - Some screens and tables provide quick links to related functionality that jump you from one screen to
another, or open a window to allow viewing or editing. Quick links display as underlined text to identify their cross

navigational ability. For example, clicking the quick link in the Comp/Val/Auth field in the Transactions table opens the
Allocation Details window (Figure 17).
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Figure 17: Quick Link

Submit button - After clicking Submit to perform an action, Works disables the Submit button to avoid duplicate
submissions.

Confirmation messages - System messages are generated by the actions you perform in Works. When you perform an
action, a message may display at the top of the screen to confirm your action or to indicate whether the action was
successful. Figure 18 displays an example of a confirmation message.

I At Ameunt
L

Figure 18: Confirmation Message
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Error messages - Error messages identify which fields are in error and will display when a required field is left blank.

Searching and Using Column Filters

Filters allow users to narrow the scope of information displayed in the columns. The filters that are available differ
depending on the table you are viewing. Filters for specific columns exist within each of the tables, and allow you to
search quickly for specific data. Where available on a column, a text box displays under the column. As you enter
values in the box, the system matches the values entered based on “contains” or “starts with” logic, depending on
the type of data. Results are returned based on matched values contained within the values entered (Figure19).
Filtering occurs immediately without saving or submitting. For example, in Figure 19 the user is searching for a
transaction with a particular vendor. The user has entered “avc” in the Vendor column. Works begins to match the
values entered and returns a transaction matching the values entered in the column.

Other columns filter based on a drop-down menu selection instead of a text input. Some examples include Yes/No and
Is/Is Not values. Other columns can filter on set values that are available based on company configurations or licensed
features.

Docimess Ao Neknass Date Posvied Wendar

A

Figure 19: Column Filters

Searching with Advanced Table Filters

Advanced table filters may be used as general table filters and are accessible on most Account and Expense tables.
Selecting (>>) in the top-left corner of the table launches the Advanced table filter within the Account tables. The
Advanced Filter is also accessible on all Expense tables (except Receipts) and can be used to set detailed criteria, such as
Date, to isolate specific transactions.

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

» Thedefault view displays the last 100 days, including today’s date.
* The Advanced Filter (Figure 21) defaults open on all Expense tables. To close the filter, click the collapse
icon (<<).

= Users can save a filter setting for their current session in all queues with an advanced Date filter. When
selecting Retain settings (Figure 20), the displayed date range will be saved during the current session.
After saving the setting, when navigating to another screen, then returning to the original queue, the date
rangein thefilter and the datain the queue reflect the saved range.

* Asavedsettingis specificto the queue whereit was set.
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Figure 20: Advanced Filter

To select an advanced filter from an Expenses table, complete the following:

Click the expand icon (+) to open one or more filters.

Select an option from the filter drop-down menu, check box, or pick list where available.
Click the clear option ( ﬁ) on a filter to clear a filter, if desired.

Click Reset to restore all the defaults, if desired.

Click Search to start a search. The table updates based on the search criteria selected.

o vk w NP

Click (<<) to close the Advanced Filter.
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Setting Column Preferences

Users can set their own column preferences at any time. To set the column preference for a table, use the Columns link
located in the top-right corner of a table (Figure 21). The columns list displays. From the list, you can select columns to
add or remove from your view. New columns added display to the right of the existing columns. Selected columns are
saved as your default view.
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Pemding Sign Off Signed DI Flagyes Al Clear Fillors

fun O Account D i
Daemment Account Nickname: Date Posted Wendar Amcunt ARccation P account Hiciname
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Figure 21: Select Available Columns

To add or remove columns from your view, complete the following:

1. Click the Columnslinkin the right corner of the table. The columns list displays (Figure 21).
Select the check box of each column you wish to display.

2
3. Clearthe check box of each column to be removed from your view, asdesired.
4

Click Save. Added columns display to the right of the existing columns. The changes are saved as your default
view.

Changing Column Order
To rearrange the order of your table columns, use the drag and drop tool to customize your view. The drag and drop

tool allows you to quickly set the order of your columns and saves your changes to your default view.

To change the order of a column, complete the following:
1. Click the column to be moved.

2. Dragthe columnto the desired location. A green line displays as a guide to where you are placing the column
(Figure22).

3. Dropthe column in place. The table is updated with the new columnorder.
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Figure 22: Drag and Drop to Change the Column Order

Accessing Your User Information

All users, regardless of the roles to which they are assigned, can access their own user information, which includes:

»  Generalinformation such as Group Name and Login Name. For users who have the Group Approver role, the

Generalinformation may include an assigned authorization level or an arbitrary signature limit.
» Assignedroles
= Group permissions

= Emailaddress

You may edit your name, email address, Login Name, Payee ID (if applicable), and password. If you have multiple

accounts, you may set the default account that Works will apply to purchase requests you submit.

To access or edit your general user information, complete the following:

1. Click My Profile icon ( 9 ) fromany screen in Works. The User Details screen displays (Figure 23).
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Figure 23: User Details Screen
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2. Edit the following fields, asdesired:
= First, Middle, LastName

=  Email Address
= LoginName
* Payee ID (ifapplicable)

3. Click Save. A confirmation message displays.

Changing your Email Preferences

Global and Scoped Administrators have the ability to set and lock email preferences for others within their scope of
authority. Users will receive an email notification (summary of changes) when an Administrator changes the user’s
email preferences. When a user’s email settings are locked by the Administrator, the user can still view the settings
but cannot edit them. Group Owners are able to view the email preferences for any user within their group by
viewing the User Detailsscreen.

However, if the email preferences are not locked by a Program Administrator, a user can specify his or her

own individual email preferences. If email preferences are not locked by a Program Administrator, the Email
Notifications section on the User Details screen can enable users to specify the frequency with which they receive
the following types of email messages.

» Reports available for download - These messages inform users when a report they have requested is ready
to download for viewing or saving to one of threeformats.

*  Pendingtasks - These messages inform users of required tasks to be performed within Works (for
example, a transaction requires sign-off or a transaction has been flagged for further review or action).

»  Configuration changes - These messages inform users of important changes to them or their scope of
management (for example, a user has been added to Works and the recipient of the email needs to click a
link to create apassword.)

You can control the frequency with which you receive these types of email messages by adjusting the settings as
described below.

To change your email preferences, complete the following:
1. Click My Profile icon ( %) fromany screen in Works. The User Details screen displays (Figure 23).
2. Inthe Email Notifications section, select a frequency option from the drop-down menu for each of the following:

* Reportsready for download
»  Pendingtasks
= Configurationchanges

3. Click Save. A confirmation message displays.
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Changing Your Password

To change your password, complete the following:
Click My Profileicon ( 9 ) fromany screen in Works. The User Details screen displays.
Click Change Password.
Enter your CurrentPassword.

1

2

3

4. Enter your New Password.

5. Enteryour new passwordin Confirm Password.
6

Click Save. A confirmation message displays.

Viewing Group Permissions

Scoped permission refers to group access. Users may view the groups to which they may route transactions or groups
over which they have management responsibilities associated with their roles (for example, Group Owner, Approver,
Proxy Requester, etc.). You may view either the groups to which you can route purchase requests for approval or the
groups for which you are an official in the Group Permissions tab. Select the desired group official assignment to view
groups for which you are an official or select Routing to view the groups to which you can route purchase requests.

To view your Group Permissions, complete the following:

1. Click My Profileicon ( 9 ) fromany screen in Works. The User Details screen displays.
2. Click the Group Permissionstab. The Group Permissions screen displays.

3. Select an officialrole on the left. The group(s) for which you are an official displays.

4

Select Routing on the left to view the groups to which you can route purchase requests, if desired.

Setting Your Default Account

The default account is the account that displays by default in any purchase requests you create. However, you can
change the account to be used in an individual purchase request, if desired. You can have only one default account,
regardless of whether the account is a primary account (meaning you are the Primary Accountholder) or secondary
account (meaning another user is the Primary Accountholder, but you have been given access to the account).

To change your default card, complete the following:
1. Click My Profileicon ( 9 ) fromany screen in Works. The User Details screen displays.
2. Click the Accountstab. The Primaryaccount(s) displays.
Note: To set a Secondary account as the default account, select Secondary. The Secondary account(s) display.

3. Selectthe desiredaccount.

4. Click Set as Default. A confirmation message displays.
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Accessing Works Training Guides and Training Videos

To access this Works User’s Guide and additional reference material, click the Training Guides link that displays at the

bottom of every screen in Works. To access Training Videos, click the Training Videos link that displays at the bottom of
every screen in Works (Figure 24).
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Figure 24: Access to Works Training Guides and Training Videos on all Works screens

A list of available guides or videos displays. Click the title of the desired guide or video to open or view.
Credit Limit Set by Program Administrator

Regardless of who initiates the IL card account request, the Program Administrator assigns the card account credit
limit for the card account. This can be done during the approval step by the Program Administrator applicable.

Completing an Online Account Request

Online Account Request is a licensed feature thatallows employeesto request their own Travel, Purchase, and Corporate One cards
online. Your company must be licensed for OAR to submit applications online. To submit an online application for an account
within Works, you must have an Account RequestKey provided by your Program Administrator.

To complete an online account request, complete the following:

1. Go to www.bankofamerica.com/accountrequest. The Account Request screen displays (Figure 25).
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Global Card Access

Apply for a New Account

Enter the Account Request Key Drovided by your Program Agminisiratos.

ALCOUNt REquest Key

Nesd more help? Mease contact your Program Agministrator for asaisiance.

© 2018 Bank of America Corporalion. All tights reserved

Figure 25: Account Request Screen

Enterthe Account Request Key provided by your ProgramAdministrator.

Click Submit. The Account Request Information screen displays Figure 26).

Complete the accountinformation requested on the application.

Account Reques] kdaimalion

Firns Rama: T Addrenn:
Migdhe Name: *Coafirm Email Addeees:
*Last ame:
“ Herme on Aeceunt:

Primary Mading Address
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* Cenfim Manager Email Asdress: Vermeation 10:

.
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[o—
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Figure 26: Account Request Information Screen

Revised August 2021

38



Works® User Guide | Chapter 2: Getting Started

Important:

=  Enterthe home oroffice addresswhere yourcard and statements should be mailed.

= Dependingon thetype of account requested, you maybe required to complete additional fields.
» Canadacard programs require a valid physical address and valid phone number (Figure 27).

= Enter1- 15 alphanumericcharactersof your choice in the Verification|Dfield. The Verification ID values cannot contain special
characters and the values cannot be a repeated number, for example 999999999. For information protection, never use
Social Security Numbers forthe Verification ID.

* Inorderto activate yourcard whenit is received, you shouldretain the Verification ID for your records.

Select the certify check box to confirm that your information is correct. The Submit button displays active.
Click Submit. You will be sent an email confirming submission of your account request.

Important: For assistance with your request, contact your Program Administrator. Reference the trackingnumber provided in
the confirmationemail.

Name en Account

Primary Mailing Address ShysicaliCivic Address (7] Cogn Fr
* Country Caroay hd Country; Caradt

Address Line 1 Address Line 1.

Ardderas Line Aoaress Line I

ciny: oty

* SrateMyovince: L * State/Province: | —

* Postal Code: Fostal Code:

Phone:
Mobie Phone:

Figure 27: Additional Address and Phone Fields for Canada Card Programs
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Chapter 3: PURCHASE REQUESTS

Overview

This chapter describes how to create and submit purchase requests for incremental funds and how to retract, edit,
and delete a purchase request after it has been submitted for approval. At any point in the approval process, you can
locate your purchase request and view its current approval status. After the purchase request has been approved and
matched with a transaction, the Accountholder (or Proxy Requester) can close the purchaserequest.

Creating a PurchaseRequest

Funds that are available on your account are called discretionary funds, and purchases with discretionary funds do
not require prior approval. However, if you need additional funds, you can create a purchase request, and upon
approval of the purchase request, the approved additional funds (incremental funds) will be added to your account.

Note: If your spend control profile does not include discretionary funds, all purchases made with your account
require prior approval.

A typical scenario in which a purchase request for incremental funds would be submitted is a fleet driver who has
discretionary funds of $200 generally used for refueling and daily maintenance of a fleet vehicle. Because of an
unexpected major repair of a fleet vehicle costing $750, the driver creates a purchase request for the additional
$750 to be placed on the card for the repair.

Note: If you find that you often create purchase requests that are very similar, you can create a draft purchase

request to use as a template for quickly creating future purchase requests. Refer to Copying a Purchase Request in
this chapter for more information.

Revised August 2021

40



Works® User Guide | Chapter 3: Purchase Requests

To create a purchase request, complete the following:
1. Click Expenses> PurchaseRequests> Requester. The Purchase Requests screen with open requests displays.
2. Click Create on theright.

3. Select Create PurchaseRequest. The Create Purchase Request screendisplays (Figure 1).

Home BExpenses  Accounts  Reporls  Accounfing  Adminisiration

Back to Basics Business (parent group)

Expenses > Purchase Requests > Create Purchase Request

General Approval & Payment

Request Name: * Approval Route: | Accounting Dept ol
Requested For: Sumari Pat O Payment Type: | Select v
Purchaser: Sumari, Pat 0 1 Changing payment type may reset fields
Vendor:
CRE:
PO Number:

(] Auto-generated once approved

=] Goods/Services ‘Q‘Desmmmn Only ‘:‘FuH ligm Infa Tofal: 0.00

\:\ Description Amount
0
0 Selected | 1 ifem
[ renoee | net v |
[ Allocation Total: 0.00 | 0.000%

AlValucs
0 Deseripton Amount v 6L04: CostCenter L2 Expense 6L03: Projet code (GLO4 DepartmentUnit
0 0100 14567 0300 5644

0 Selected | 1ilem
 enore | aao v | vt}

5] Comments

Figure 1: Create Purchase Request

4. Complete the following within the Generalsection:

For... Then...
Request Name Enter a descriptive name for the purchase request.
Requested For Click the search icon to select a user name from the displayed list if another Purchaser will make the

purchase. This field will display only if you are a Proxy Requester (a group official designation that
allows you to create a purchase request on behalf of a Requester in yourgroup).

Purchaser Click the search icon to select a user name from the displayed list if another Purchaser will make

the purchase. By default, your name is supplied in this field because Works assumes that the user
creating the request will makethe purchase.

Vendor Enter the merchant who will provide the requested goods or services, if desired.

CRI Enter a Customer Reference Identifier (CRI) number, if applicable. The CRI number can be captured
at enabled point-of-sale (POS) terminals and used when Works matches purchase requests with
transactions (if applicable). The CRI field may or may not display, depending on the settings your
Administrator specified when creating your spend control profile.

PO Number Entera Purchase Order (PO) number for the purchase request, if applicable, or select theAuto-
generatedoptionto allow Worksto assign a PO number. Your Program Administrator setsthe policy
forwhethera PO numberisrequired (for purchase requests exceeding a specified dollar amount)
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5. Complete the following within the Approval & Paymentsection:

For...
Approval Route

Payment Type

Account

Expiration Date

Foreign Currency Amt

Remittance Advice

Then...
The Requested For user’s group is the default. Clickthe search icon to select anothergroup, if desired.

Select an option from the drop-down menu, if applicable. The payment type specifies how the
requested purchase will be paid (employee reimbursement, check request, company paid,
or purchasingcard).

Note:You cannotselect a paymenttype if you specified thata Purchaser will buy the requested goods
and/orservices.

Available if you choose purchasing card and you have multiple purchasing cards. If Account
Shuffler was selected as the Payment Type, the Shuffler namedisplays. Select an optionfromthe
drop-downmenuif multiple shuffler accounts exist.

This field may display if your spend control profile is configured to allow you to change whether
requests will expire and/or set the specific expiration date of requests.

This field may display if your spend control profile is configured for foreign currency. Enter the
numeric amount in the box, and select a currency code from the drop-down menu.

This field displays whena companyhas at least one remittance advice template. Selectorenter an
option for thefollowing:

= Format

= AdviceTo

= Template

6. Complete one of the following within the Goods/Servicessection:

For...

Description Only

Full Item Info

Revised August 2021

Then...
a. Select Description Only. The resultingfields display.

b. Enter a Description.

c. Enter an Amount.

d. Go to step7.

a. Select Fullltem Info. Theresulting fields display.
b. Enter aDescription.

c. EnteranltemlD.

d. Enter theQuantity.

e. Select an option fromthe Unit drop-down menu.
f. Enteran Amount.The Totalamount calculates.

g. Go to step7.

Note: To add additional line items, click Add. To removea line item, selectthe check boxbeside the
desired line item, and click Remove.
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7. Complete the following within the Allocation section, ifapplicable:

Note: You must have the Allocation Coder role to allocate a purchaserequest.
a. Select an option to allocate by from the Value drop-down menu:

=  Amount

=  Percentage
b. Enter a description of the item being allocated in Description.

Enter the amount or percentage to be allocated in Value.

d. Enteran allocation value in each GL# box to identify how the segment will be

allocated. Notes:

= If restricted to using predefined allocation values, click in the GL# field and select an allocation value from
the allocation values menu that displays (Figure 2). Use the menu scroll bar, and click See More for
additional values, if needed.

= To allocate to more than one allocation line, click Add and select the number of allocation lines to add.

= Toremove an allocation line, select the check box beside the desired line, and click Remove.

= Goodsiservices: ) Paacriction DO Ful Remialo Total 155925
I Deserphion Amount
{ | Software upgrades 195825

0 Selacted | 1 bam

= Aocation Tatal: 186026 | 0.000%

Value
L Description amount %] GLOY Conl Center BLZ: Company GLOS: LO8 GLO4:Fiscal ¥r GLYS: Dnisian GLoG: LLE
r M Proect 1859, 25 |

:) l 300 | Computer Equin 2 ﬂ

0 Selacted | 1 em

| Comrments 200 | Tech Systems

Comments: - I

Figure 2: Click in a GL field to Display the List of Predefined Allocation Values

8. Enterthe desired Comments.

9. Click Save andSubmit.

Note: To save the purchase request without submitting, click Save. The purchase request is saved in the Draft
queue.

10. Enter comments, as needed, then click OK. A confirmation message displays.
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Copying a Purchase Request

If you find that you often create purchase requests that are very similar, you can create a draft purchase request to
use as a template for quickly creating future purchase requests. You can copy a purchase request that has been
saved but not submitted. Any purchase request in the Draft Requests queue can serve as a template for creating
future purchase requests. To copy a purchase request, first create a purchase request and save (rather than
submit) the request. You can then create copies of that draft request and make necessary edits to the copy before
submitting the copied request.

To copy a purchase request, complete the following:
1. Click Expenses> Purchase Requests > Requester. The Purchase Requests screendisplays.

2. Click the Drafttab.

3. Click Documentonthe desired purchase request to be copied. The single-action menu displays.
4. Select Copy. The Copy Purchase Request window displays.
5. Enterthename of the new purchase request, if desired.

Note: A name is not required.

6. Click Save. The purchase requestis savedin the Draft queue to be used as a template for future purchase
requests. A confirmation messagedisplays.

Submitting a Draft Purchase Request
If you created a purchase request and saved it as a draft, you can submit the purchase request for approval at any
time.

Note: If you submit a purchase request and specify that a Purchaser will buy the requested goods and/or services,
the purchase request will be returned to your Draft queue if the Purchaser rejects the purchase request. If you edit
the requested amount and resubmit the purchase request, the purchase request must be re-approved by the
appropriate Approver.

To submit one or more draft purchase requests, complete the following:
1. Click Expenses> Purchase Requests > Requester. The Purchase Requests screen displays.

2. Click the Drafttab.

Select the check box beside each desired draft request to besubmitted.

3
4. Click Submit. The Commentsbox displays.
5. Enter comments, if desired.

6

Click OK. A confirmation message displays.
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Retracting a Purchase Request

After you submit a purchase request for approval, you must first retract the purchase request if you need to edit the
purchase request. Retracting a purchase request removes it from the approval process and returns the purchase
request to your Draftqueue.

After the purchase request has been approved by the final Approver, you can no longer retract the purchase request.
If you need to edit or delete an approved purchase request, you must close the purchase request without attaching a
transaction or reimbursement request. (Refer to Closing a Purchase Request in this chapter for more information).
Because there are no attached payable documents, Works removes the approved funds from the account. You can
then create a new purchase request, if desired.

To retract purchase request, complete the following:

1. Click Expenses> Purchase Requests > Requester. The Purchase Requests screendisplays.
Click the Pending Approval tab

Select the check box beside each desired purchase request to beretracted.

Click Retract.

oA W N

Click OK. A confirmation message displays.

Editing a PurchaseRequest

Accountholders (Purchase Requesters), Proxy Requesters, and Approvers (Group Approvers) can edit a purchase
request. This section includes instructions for Accountholders or Proxy Requesters to edit purchase requests.
Instructions for Approvers are located in the section titled Group Official Tasks.

= Ifyou created a purchase request and saved it as a draft, you can edit the draft purchase request at anytime.

= If you submitted a purchase request and that purchase request has been rejected, you can edit the purchase
request.

» If you submit a purchase request for approval and the purchase request has not yet received final approval and
has not been rejected, you must first retract the purchase request before you can edit any information on the
purchase request.

After a purchase request has been approved by the final Approver, you can no longer edit the purchase request.
However, you can close the purchase request without attaching a transaction or reimbursement request. Because
there are no attached payable documents, Works removes the approved funds from the account. You can then
create a new purchase request.

Note: If your edits to the purchase request do not include changes to the amount requested, the purchase request
does not require approval from any Approvers who previously approved the purchase request. However, if the edited
purchase request does include changes to the amount requested, the purchase request will be rerouted to any
Approvers who have already approved the purchase request to approve the newly-requested amount.

To edit general information, item details, or the allocation of a purchase request, complete the following:
1. Click Expenses> Purchase Requests > Requester. The Purchase Requests screendisplays.

2. Click the Drafttab.
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3. Click Documentonthe desired purchase request. The single-action menu displays.

4. Select View Full Details. The Purchase Request Details screen displays.

5. Editany of the following fields within the General and Approval & Payment sections, as desired:

For...

Request Name
Vendor

CRI

PO Number

Approval Route

Payment Type
Account

Expiration Date

Foreign Currency Amt

Remittance Advice

Then...

Enter a descriptive name for the purchase request.

Enter the merchant who will provide the requested goods or services, if desired.
Enter a Customer Reference Identifier (CRI) number, if applicable.

Entera Purchase Order (PO) numberfor the purchase request, if applicable, or select Auto-
generated option to allow Works to assign a PO number.

The Requested Foruser’sgroup is the default. Clickthe search iconto selectanother group, if
desired.

Select an option from the drop-down menu, if applicable.

Available if you choose purchasing card and you have multiple purchasing cards. If Account
Shuffler was selected as the Payment Type, the Shuffler namedisplays. Select an option from the
drop-down menuif multiple shuffler accounts exist.

Conditional if your Spend Control Profile has been configured to allow edits to Purchase
Request expiration dates.

If available, enteranumericvaluein the box andselect a currencycodefromthe drop- down
menu.

Edit the following, if available:
= Format
» AdviceTo

» Template

5. Edit one of the following within the Goods/Services section, if desired:

For...

Description Only

Full Item Info

Revised August 2021

Then...

a. Select Description Only. The resulting fields display.
b. Enter aDescription.

c. EnteranAmount.

. Go to step6.
. Select Full Item Info. The resulting fields display.

o O QO

. Enter aDescription.

c. Enteran ItemID.

d. Enter the Quantity.

e. Select an option from the Unitdrop-down menu.
f. Enteran Amount. The Total amount calculates.

g. Goto step6.

Note: To add additional line items, click Add. To removea line item, selectthe check boxbeside
the desired line item, and click Remove.
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6. Editthe following withinthe Allocation section, if desired:
Note: You must have the Allocation Coder role to edit the allocation of a purchase request.

a. Select an option to allocate by from the Valuedrop-down menu:
=  Amount
= Percentage
b. Enteradescription of the item beingallocated in Description.
c. Enter the amount or percentage to be allocated inValue.
d.Enter an allocation code in each GL# box to identify how the segment will be allocated.
Notes:

» If restricted to using predefined allocation values, click in the GL# field and select an allocation value from
the allocation values menu that displays. Use the menu scroll bar and click See More for additional values,
if needed.

* To allocate to more than one allocation line, click Add and select the number of allocation lines toadd.
=  Toremove an allocation line, select the check box beside the desired line, and clickRemove.

7. Enter the desired Comments.

8. Click Save andSubmit.

Note: To save the purchase request without submitting, click Save. The purchase request is saved in the Draft
queue.

9. Enter comments, as needed, then click OK. A confirmation message displays.

Viewing the Approval Status of a Purchase Request

You may view the status of a purchase request that has been submitted for approval. The status information that
displays includes the current status of the purchase request, the name of the Approver upon whose approval the
purchase request is waiting, the reason the purchase request requires approval, and the approval history (any other
Approver(s) who have already approved the purchase request).

To view the approval status of a Purchase Request, complete the following:

1. Click Expenses > Purchase Requests > Requester. The Purchase Request screenwith open requestsdisplays.
= Clickthe Pending Approval tab for requests pendingapproval.
* Clickthe Closedtab for closedrequests.

2. Click Documentforthe desired purchase request. The single-action menu displays.

3. Select View Full Details. The Purchase Request Details screen with the General and Approval & Payment
detailsdisplays.

Revised August 2021
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4. The followinginformation displaysin the Status section, if applicable (Figure 3):

= Requeststatus

» Push Paystatus (Conditional, if the purchase request is attached to an account that is set up for the Push
Paymentsfeature.)

* Neededapprovals

»=  Approval history

Expenaca » Purchose Requests » Purchosc Regueat Detals Baci 0 Basics

Request lama:  Ben Accounihokier Approval Rowute: Approwvers Anne
Created Date: 090042013 Payment Type:  Manoged Account
Requester: Ben Accoumoider Account:  Flarn
Respuested For: Account 0z MNMK
Vender:
CRE
PO Humnber:

Lxact Auth Status Refresh
Status:  Creatian Pesding

Redresh Date:

Request Tofal: 2000

Aftached Total:

Attached Variance: 05 54

-+ GoudsiServices Tudak 60,09

# Amccation Fotal: 50.00 | 100.000%

[{] Attiched Transactions LicarFiters  Columns v
¥ Anached Reimbursemaents ClearFiere  Columng v

[=] Status

Figure 3: Purchase Request Details Screen - Status Details Section
Deleting a PurchaseRequest

Draft and pending approval purchase requests can be deleted at any time. However, after a purchase request has
been approved, it cannot be deleted. If you decide not to make an approved purchase with the purchase request, the
approved purchase request should be closed. You can close the purchase request without attaching a transaction or
reimbursement request. Because there are no attached transactions or reimbursement requests, Works removes the
approved funds from the account after the purchase request is closed.

To delete a purchase request, complete the following:

1. Click Expenses> Purchase Requests > Requester or Approver. The Purchase Requests screendisplays.
Notes:
= Ifthe desired purchaserequest is pending approval, requesters can click the Pending Approval tab.

» [fthe desired purchaserequest is in a draft status, requesters can click the Drafttab.

2. Select the check box beside each desired purchase request to bedeleted.
3. Click Delete.

4. Click OK. A confirmation message displays.
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Attaching or Detaching a Purchase Request

A Primary Accountholder, a Secondary Accountholder, a Proxy Reconciler, or an Accountant can manually attach a
purchase request to a transaction or reimbursement either by first accessing the approved purchase request or by
first accessing the payable document. The instructions below detail how to attach by first accessing the purchase

request.

Notes:

* The auto-matching rules set up when creating an account should eliminate the need for frequent manual

matching.

*  You can attach multiple transactions or reimbursements to a single purchase request. However, if you need
to attach a single transaction to multiple purchase requests, you must first divide the transaction into
several parts (one for each corresponding purchaserequest).

* You cannot divide a reimbursement request. You must create a separate reimbursement request for each
approved purchaserequest.

To attach or detach a transaction or a reimbursement to a purchase request, complete the following:

1.

Click Expenses > Purchase Requests > Requester. The Purchase Requests screen with open purchase

requests displays.

Select the desired purchase requests, asneeded:

*  Click the Approvedtab for approved requests.

»  Click the Closed tab for closedrequests.

Click Document of the desired purchase request. The single-action menu displays.

Select View Full Details. The Purchase Request Details screen displays.

Complete the followingin the Attach Transactions or the Attach Reimbursements section, as desired:
To... Then...

Attach a.

Detach

o O QO
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Click Attach.The Attach Transactions (or reimbursements) window witheligible
transactions/orreimbursements displays (Figure 4).

. Select the Include signedoff check box todisplayall eligible transactions(or

reimbursements) regardless of signed off status, if desired.

. Select the checkbox beside each transaction (or reimbursement) to attach to the purchase

request.

. Click Attach. A confirmation messagedisplays.
. Select the check boxfor each transaction (or reimbursement) to detach.

. Click Detach.

. Click OK. A confirmation messagedisplays.
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F Attached Transactions | Attach | ransactions B
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L CRE
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Figure 4: Attach Transactions Window

Printing Purchase RequestDetails

You can print only summary information for a purchase request.

To print the purchase request details, complete the following:

1. Click Expenses> Purchase Requests > Requester. The PurchaseRequest screendisplays.

Note: Click the Closed tab if desired request is closed.

2. Click Documentonthe desired purchaserequest. The single-action menudisplays.
3. SelectPrint. The Print windowdisplays.
6. Selectaniteminthe Available columnto print a specific column, if desired.
a. Click theright arrowtoadd theitemto the Included column.
b. Toremoveanitem, select anitemin the Included column, then click the left arrow.
c. Tochangethe order, select anitemin the Included column, then click up or down arrows.
7. Click Print Preview.
8. Click Printin the right corner of the Print Preview window.

9. Click Print.
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Closing a Purchase Request

After the purchase request has been approved and attached to a payable document, the Accountholder (or proxy
requester) should close the purchase request. When closing a purchase request, you can simultaneously sign off on
all attached payable documents, if desired.

Closing a purchase request removes any excess incremental funds from the account. For example, if an
Accountholder created a purchase request for $100 but only spent $94, six dollars remain on the account until the
purchase request is closed. Closing an open purchase request is primarily the responsibility of the Accountholder
who submitted the purchase request, but an Accountant can close an open purchase request, if necessary.

Works removes the approved funds from the account even if you close an approved purchase request that does not
have an attached transaction or reimbursement request.

If you need to edit or delete an approved purchase request before you make the purchase, you can close the purchase
request. Works removes the approved funds from the account. You can then create a new purchaserequest, if desired.

Note: Manual closing is not permitted with Push Payments purchase requests.

To close a Purchase Request, complete the following:
1. Click Expenses> Purchase Requests > Requester. The Purchase Requests screen displays.
2. Selectthe check box beside each desired purchaserequest.

3. Click Close. A confirm purchase request closure message displays.

4. Select the Additionally sign off on all attached expensescheck box, if desired (Figure5).

3 Crmatod Tartal Altacho Alackn
(1] Bacument Hrquenl Namn Daie Aeguested Telal Varance Account Nickname WVndos Count Account D

i [ e B i B R B

i

Figure 5: Sign Off All Attached Transactions or Reimbursement Requests during Purchase Request Closure

5. Click OK. A confirmation message displays.
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Chapter 4: EXPENSES

Overview

This chapter describes the tasks related to transactions. A payable document represents an expenditure that is a
transaction resulting from a card purchase. Much of the interaction between a user and Works involves the review
and manipulation of transactions. For example, as an Accountholder, you are responsible for reconciling your
transactions. The reconciliation process can vary based on your organization’s policies but generally includes the
following actions:

» Reviewing the details of thetransaction.
» Enteringan explanation for and/or justification of the purchase.

» Changingthe general ledger allocation of the purchase if authorized to do so.

* Indicating whether you have a physical receipt for the purchase. Your organization may be required by law to
maintain physical records of all expenditures over a certain amount.

» Attaching the transaction to a preapproved purchase request if your organization uses a preapproval
process.

» Signingoff on the transaction within Works to indicate you have reviewed the transaction.

Note: This chapter includes instructions for Accountholders or Group Proxy Reconcilers. Although Approvers can
perform some of the same tasks described in this chapter (such as signing off on transactions), the procedures for
completing these tasks are different for Approvers. Instructions for Approvers are included in the Group Officials
Tasks chapter (Chapter 7).

Signing Off On Payable Documents

When an Accountholder signs off on a transaction, Works indicates the transaction has been processed by the
Accountholder and may continue in the workflow to a higher level of authority if necessary before it is closed.

If an account has discretionary funds, the funds can be restored in response to a sign-off at a specified level. Your
organization’s policy can determine that discretionary funds be restored after a transaction is signed off on by the
Accountholder, after a transaction is signed off on by the Approver, or after a transaction is closed by the
Accountant.

Transactions

When you complete a purchase, the details of the electronic transaction post to Works, and Works places the
transaction in the Transactions Pending Sign Off queue for you and your Approver simultaneously. Signing off on a
transaction notifies your Approver that you have reconciled a transaction, and it is ready for Approver sign-off. Your
Approver can access the transaction to edit, flag, and sign off on at any time. In addition, Program Administrators can
set up reminder email messages to be sent to Accountholders and Approvers who have transactions requiring

Sign off in their Action Items to perform on the Home page.
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Reimbursements

If the purchase was made with your own funds, you will create a reimbursement request, that you can either submit
(that s, sign off) immediately (without attaching a purchase request) or save to the Reimbursements Draft queue
(allowing you to subsequently attach a purchase request).

Accountant Sweep Feature

A payable document that requires an Accountant review enters the Accountant’s Transactions Open queue or
Reimbursements Open queue after both the Accountholder and the Approver have signed off on the document.

In order to expedite the process of completing financial tasks for a billing cycle, an Accountant can sweep pending
transactions (transactions not yet signed off on by the Accountholder and Approver) into the Accountant’s workflow
the sweep feature can only be applied to transactions--not reimbursement requests.

After transactions have been swept, the Accountant can review, edit, and close the transactions that now reside in the
Accountant’s Transactions Open queue. Edits that the Accountant might perform on a transaction in this queue include:

* Modifying allocationinformation
» Resolving a dispute
»  Flagging the document to request additional information from either the Accountholder orApprover

Sign- Off Basics

You should sign off on a payable document only after you have reviewed and reconciled the document according to the
requirements of your organization. After you sign off on a payable document, you can access that document in a read-
only format. In other words, you can no longer make changes to the document. The exception to this rule is if the
payable document is flagged by another user. In that case, you can access the document in the Flagged queue to make
edits.

Notes:

* You must also dispute, revoke a dispute, or divide the transaction as necessary before signing off on it. You
are only required to sign off on a transaction if the settings of your spend control profile require your sign-
off. In each user’s profile, automatic sign-off of transactions can be set to never, always, or below a specific
amount.

Sign- Off Denoted

After each sign off has been completed, Works supplies an annotation in the Sign Off column to denote that

the sign off has been completed and whether it was completed by Works (automatically) or by an individual
(manually). For example, if the Approver signs off on a document, Works places APR in the Sign Off column. If Works
automatically signed off on the document, the application places parentheses around the annotation to indicate
Works automatically signed off for the Approver.
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Signing Off Payable Documents

Signing off on a payable document notifies an Approver that an Accountholder has reconciled a document, and it is
ready for the Approver’s sign-off. Approvers are responsible for signing off on or flagging payable documents that require
approval that were made by members of their groups. Transactions can be signed off on from the Pending Sign Off
gueue. Reimbursements can be signed off on from the Draft queue.

To sign off on one or more payable documents, complete the following:

1. Click Expenses > Transactions/or Reimbursements > Accountholder. The Transactions screen with
transactionsin the Pending Sign Off queue displays. For Reimbursements, the Draft queue displays.

Notes:

» The Advanced Filter is accessible on all Expense tables (except Receipts) and can be used to set detailed
criteria, such as Date, to isolate specifictransactions.

= Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

* The default view displays the last 100 days, including today’s date.
» The Advanced Filter defaults open on all Expense tables. To close the filter, click the collapse icon(<<).

» Users can save a filter setting for their current session in all queues with an advanced Date filter. When
selecting Retain settings, the displayed date range will be saved during the current session. After saving the
setting, when navigating to another screen, then returning to the original queue, the date range in the filter
andthe datain the queuereflect the saved range.

2. Select the check box for each desired transaction/or reimbursement (Figure1).
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Figure 1: Sign Off On One or More Transactions Using the Sign Off Button
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Click Sign Off.
Enter comments in the box, if desired.
Note: Some organizations require comments to be added prior to sign off.

Click OK. A confirmation message displays.

Important: You can also sign-off on a transaction or reimbursement using the single-action menu.

1.

Click Expenses > Transactions/or Reimbursements > Accountholder. The Transactions screen with
transactionsin the Pending Sign Off queue displays. For Reimbursements, the Draft queue displays.

Click Document on the desired transaction/or reimbursement. The single-action menu displays (Figure2).
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Figure 2: Single-Action Menu Options

Select Sign Off. A Confirm Sign Off window displays.
Enter comments in the boy, if desired.
Note: Some organizations require comments to be added prior to sign off.

Click OK. A confirmation message displays.
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Viewing Transaction Details

Each transaction queue contains account transactions in a particular level of the reconciliation workflow:

Pending Sign Off transactions are awaiting review and reconciliation by the Accountholder.

Signed Off transactions has been reviewed by the Accountholder and are further along in the reconciliation
workflow (for example, they may be awaitingreview by an Approver).

Flagged transactions have been reviewed by the Accountholder but have been returned for more
information by a reviewingApprover or Accountant.

All transactions queue may be used to search for a transaction when you are not sure in which queue

the transaction is currently located. When you use the All queue to locate a transaction, you will use the
AdvancedFilter to select the availablefiltersto narrow your search results.

The Advanced Filter is accessible on all Expense tables (except Receipts) and can be used to set detailed criteria, such as
Date, to isolate specific transactions when searching.

Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

The default view displays the last 100 days, including today’s date.

The Advanced Filter defaults open on all Expense tables. To close the filter, click the collapse icon(<<).

Users can save a filter setting for their current session in all queues with an advanced Date filter. When
selecting Retain settings, the displayed date range will be saved during the current session. After saving the
setting, when navigating to another screen, then returning to the original queue, the date range in the filter
and the datain the queue reflect the saved range.

You can view transaction details, including allocation, reference and tax, purchase details, or dispute details from the
Transactions queue using the expanded row, or by navigating to the Transactions Detail screen using the View Full

Details link.

To view a transaction’s details from the Transactions queue, complete the following:

1. Click Expenses > Transactions > Accountholder. The Transactions screen with transactions in the Pending Sign

Off queuedisplays.
2. Select the desired transaction queue where the transaction exists, if necessary:

= C(lick the Signed Off tab for signed offtransactions.
= Click the Flagged tab for flagged transactions.

3. Click the expand icon (+) next to a desired transaction to view details on the expanded row. The general
Transaction detailsdisplay. (Figure 3).
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Figure 3: View Transaction Details in the ExpandedRow
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4, Click the Allocation tab to view allocation details, ifdesired.

5. Click the Reference & Tax tab to view tax details, ifdesired.
6. Click the Disputetab to view dispute details, if desired.
7. Select the View Full Details link to view the Transaction Details screen, if desired. The Transaction Details

screen displays (Figure4).
Note: The Transaction Details screen allows you to access editable fields.

Home  Expenses  Reports

Expenses > Transactions = Transaction Detail Back to Basics Business (parent group)

Allocation Variance:

Comp

Sign Off History: None

MCC: 3624 (ARIA)

Transaction | Allocation & Detail | Dispute | Receipts

Bank Transaction #  SYNTH Account Nickname: Rachel Resd
Purchase ID: SYNTH AccountID: 2443
CRIReference: Accountholder: Reed, Rachel
Vendor ID:  SYNTH Receipt: Unknown

Vendor Address: mt, 59412 Comments:

[ Comments Add Comment

Figure 4: Transaction Details Screen

8. Complete any of the following to view full details, asdesired:
To... From...
View Allocation and Reference | Click the Allocation & Detail tab. The Allocation details and Reference & Tax details display.
& Tax Information
View Purchase Details a. Click the Allocation & Detail tab.
b. Click the expandicon (+) next to TransactionDetail. The Purchase details display.
View Dispute Details Click the Dispute tab. Dispute details display.

View Receipts (If licensed for | Click the Receipts tab to view receipts that have been uploaded and attached to
Receipt Imaging) the transaction.

Note: To return to the Transactions screen, click the browser’s back button.

Viewing Vendor Address for a Transaction

Vendor address information may be supplied by the merchant with the electronic transfer of transaction
information. You can view but not edit the vendor address (State and Zip Code) for a transaction located on the
Transaction Details (Transaction tab) in any of the transaction queues available to the Accountholder.

Viewing Purchase Details for a Transaction

You may view but not edit the purchase detail information (also called level 3 data) optionally provided by the
merchant (Allocation & Detail tab). This information often contains extended information about airline tickets, car
rental, and hotels. For example, car rental information may include the class of vehicle, rate, number of days, and
pickup and return dates. Hotel information may include the rate, number of nights, and check-in and check-out
dates.
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Viewing Dispute Details

After a dispute has been submitted, you may review the status of the dispute and general details about the dispute

in the Dispute tab.

Printing Transaction Details

You may print the details of a transaction from any tab.

To print the details for one or more transactions, complete the following:

1.

Click Expenses > Transactions > Accountholder. The Transactions screen with transactions in the Pending Sign

Off queuedisplays.

Select the desired transaction queue where the transaction exists, if necessary:

= C(lick the Signed Off tab for signed offtransactions.

= C(lick the Flagged tab for flagged transactions.

Select the check box for each desired transaction to beprinted.

Click Print. The Print window displays.

Select one of the following from the Print menu:
For... Then...

Summary a.
b.

e
Details a.
b
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Click Summaryto printspecific columns of information and their order.
Select an item in the Available column, as desired.

i.  Click theright arrow toadd the itemto the Included column.
Notes:

= Select an itemin the Included column, thenclick the left arrow to removeanitem.

= Select an itemin the Includedcolumn, thenclick up or down arrows to change theorder.
. Click PrintPreview.

. Click Printin the right corner of the Print Previewwindow.

. Click Print.

Click Details to print all available details for the selectedtransaction(s).

. Click PrintPreview.

. Click Printin the right corner of the Print Previewwindow.

. Click Print.
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Details & a.Click Details & Summaryto printboth versions of the transaction detail, with specific columns and
Summary their order.

b. Select an item in the Available column, as desired.

i.  Click theright arrow toadd the itemto the Included column.

Notes:

= Select an itemin the Included column, thenclick the left arrow to removeanitem.

= Select an itemin the Includedcolumn, then click up or down arrows to change theorder.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.

Printing a Transaction and the Receipt Image Attached

Users can also print the details of a transaction and the receipt image attached to the transaction.

To print the details of a transaction and the attached receipt image, complete the following:

1. Click Expenses > Transactions > Accountholder. The Transactions screen displays transactions in the
PendingSign Off queue.

Note: Click the tab for the queue where the desired transaction exists, as needed.
Click Documentof the desired transaction. The single-action menu displays.
Select Print. The Print windowdisplays.

4. Select one of the following from the Printmenu:

Summary a. Click Summaryto print specific columns of information and their order.
b. Select Include Receipts (Figure 5) to print the receipt attached to the transaction.
c. Select an item in the Available column, as desired.

i.  Click theright arrow to add the itemto the Included column.

Notes:

= Select an itemin theIncludedcolumn, then click the left arrow to removean item.

= Select anitem in the Includedcolumn, then click up or downarrowsto changethe order.
d. Click PrintPreview.
e. Click Printin the right corner of the Print Previewwindow.
f. Click Print. The transaction detail Summaryprints.

g.Click the UploadedReceiptslink (Figure 5) to print the receiptimage attached tothe
transaction. The receipt image opensin a separate window.

h. Click the printicon.
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Details

Details & Summary

a. Click Details to print all available details forthe selectedtransaction(s).

b. Select Include Receipts (Figure 5) to print the receipt attached to the transaction.
c. Click PrintPreview.

d. Click Printin the right corner of the Print Previewwindow.

e. Click Print. The transaction Detailsprint.

f.Click the UploadedReceiptslink (Figure5) to print the receiptimage attached to the
transaction. The receipt image opensin a separate window.

g. Click the printicon.
a.Click Details & Summaryto print both versionsof the transaction detail, with specific
columns andtheir order.

b. Select Include Receipts (Figure 5) to print the receipt attached to the transaction.

c. Select an item in the Available column, as desired.

i.  Click theright arrowtoadd the itemto the Included column.

Notes:

= Select anitemin the Includedcolumn, then click the left arrow to removean item.

= Select anitemin the Includedcolumn, thenclick up or downarrowsto changethe order.

d. Click Print Preview.
d. Click Printin the right corner of the Print Previewwindow.
e. Click Print. The transaction Details & Summary print.

f.Click the UploadedReceiptslink (Figure5) to print the receiptimageattached to the
transaction. The receipt image opensin a separate window.

g. Click the printicon.

o

i

Prirvied! by coadimin, 12402017 123 PM

Figure 5: Include Receipts Check Box on the Print Screen and the Uploaded Receipts link on the Print Preview Window.
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Printing from the Transaction Details Screen

To print transaction details from the Transaction Detail screen, complete the following:

1.

N o »uno s

Click Expenses > Transactions > Accountholder. The Transactions screen with transactions in the Pending Sign
Off queuedisplays.

Select the desired transaction queue where the transaction exists, if necessary:

»  Click the Signed Off tab for signed offtransactions.
»  Click the Flagged tab for flagged transactions.

Click Document onthe desired transaction. The single-action menu displays.
Select View Full Details. The Transaction Details screen displays.

Click Actions.

Select Print. The Print windowdisplays.

Select one of the following from the Printmenu:
For... Then...

Summary a. Click Summaryto printspecific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Click theright arrow toadd the itemto the Included column.
Notes:
= Select an itemin the Included column, thenclick the left arrow to removean item.
» Select an itemin the Includedcolumn, then click up or down arrows to change theorder.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.
. Click Print.

()

Details . Click Details to printall available details forthe selectedtransaction(s).

. Click Printin the right corner of the Print Previewwindow.

a
b. Click PrintPreview.
C
d. Click Print.

Details & Summary | a.Click Details & Summaryto printboth versions of the transaction detail, with specific columns and

their order.

b. Select an itemin the Available column, as desired.
i.  Click theright arrow toadd the itemto the Included column.
Notes:
= Select an itemin the Included column, thenclick the left arrow to removeanitem.
» Select an itemin the Includedcolumn, then click up or down arrows to change theorder.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.
e. Click Print.
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Editing a Transaction

When a transaction is awaiting Accountholder sign-off or has been flagged by a reviewer, an Accountholder or
Group Proxy Reconciler can edit certain elements of the transaction detail:

*= One or more general comments that can be used to explain or justify theexpenditure.

* The type of tax collected or owed on the transaction (sales tax included, non-taxable, or subject to use tax).
You can also edit the amount of the transaction that was subject to tax, how much was collected, and how
much is owed (ifapplicable).

= Ageneral reference field that may be used by your organization during reconciliation. The reference number
can enable you to associate multiple documents (transactions and/or reimbursement requests) without
attaching the documents to each other. Check with your Program Administrator or accounting department for
information about how your organization uses the general reference field.

* The shipping zip code or destination address. By default, this address is the Accountholder’s state and zip
code. However, you can edit this information in the Reference & Tax section, under the Allocation & Detail
tab, if the purchase was shipped to a different location. This can be important to your accounting

department when computing whether your organization owes use tax on the purchase, and if so, how much.

* The general ledger (GL) allocation information. Works assigns a default GL allocation to every transaction,
but if you are assigned the Allocation Coder role in Works, you can view and edit the allocation information
(for example, if you made a purchase for another department, or if you made a purchase that needs to be
split across multiple departments orprojects).

If you need to edit a transaction’s general information or GL allocation, you must do so before you sign off on the

transaction. However, if another user flags a transaction you have signed off on, you can access that transaction in
the Flagged queue to make necessary edits. Note that you can add a comment at any time, regardless of whether
the transaction is signed off on.

If the Accountant signs off on the payable document before you can access and edit the payable document’s general
information, but you can no longer edit the allocation information.

Note: As an Accountholder, you cannot edit the allocation information of a transaction that has been swept by an
Accountant unless the Accountant has also flagged the transaction. After an Accountant closes the transaction, you
cannot edit the allocation information. However, unless the Accountant has forced your sign-off, you can still access
the transaction in your Pending Sign Off queue and edit general transaction information (for example, comments and
tax information).

If you have the Allocation Coder role, you can edit allocation information and a limited amount of tax and reference
information on a transaction in the Pending Sign Off and Flagged queues. You may edit the allocation information on
a transaction in the Sign Off or All queues only if the transaction has been flagged.

To allocate or edit transaction information, complete the following:

1. Click Expenses > Transactions > Accountholder. The Transactions screen with transactions in the Pending Sign
Off queue displays. For Flagged transactions, click the Flaggedtab.

Note: As a reminder, if you need to search for expense documents:

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

= Thedefault view displays the last 100 days, including today’s date.

2. Click Documentonthe desired account. The single-action menu displays.
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3.Select Allocate/Edit. The Allocation Details window displays (Figure 5).

| Allocation Details -TXNO104873 | - SUPER STORE 112016 | Sou D5USD
- Allocation Purchase Amount: 420 85 Tax Amount: 3619 Allocation Total 517 05 | 100%  Variance: (.00
Value
Compivaliauth | Amount ] sates Tax Description GLIM: Company Code GLOZ: Dusiness Ares GLOJ: Cost Center
O Lo 480 88 000 | ITORES CO. - Puschase Br01 i B488
< >
0 Selected | 1em
Reference & Tax
Raferance Tax Status Goods & Services Tax Total Usas Tax Shipping ZIP
Sales Tax Included ] 480 86 3810 ooa, [ Torr
[ Adjust Amount
Transaction Detail - 5251 (HARDWARE STORES)
Details are not avallable for this transaction.
- Commaents Agd Comment
]

Figure 5: Allocation Details Window

4. Complete any of the following:
To...

codes
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Then...
Allocate or edit allocation a.

Select an option to allocate by from the Value drop-down menu:

* Amount

= Percentage

. Enterthe amountor percentage of the total purchase to be allocated in Value.

. Enteranallocation code in each GL# field to identify how the segment will be allocated. Note:

If you are restricted to using predefined allocation codes, click in the GL# field to select an
allocation value from the allocation menu thatdisplays.

. Select an option from the expense Category menu, ifapplicable.

. Entercomments in Note regarding the Category entry, if applicable.

Entertext in Description for the allocation.

. Continue to edit or allocate each line by repeating steps b-f, as needed.

Note: If there is a variance between the Allocation total and the Purchase Amount, it will
display in the Variancefield.

. Complete one ofthe following:

= Click Save. The allocation fieldsupdate. The Comp/Val/Authcolumnupdatesdisplay.
= Click Save andAllocate Nextto savethe currenteditsand load the next transaction for
editing.

Important: Using the Save and Allocate Next button loads the next transaction within the
Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlistone transaction at a time.
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To...

Removing an allocation line

Add an allocation line
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Then...

> 0o

. Select the checkboxnextto the desired allocation row to be removed.
. Click Remove.

. Complete one ofthe following:

= Click Save. The allocation row isdeleted.
» Click Save andAllocate Nextto savethe currenteditsand load the nexttransaction for editing.

Important: Using the Save and Allocate Next button loads the next transaction within the
Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlistone transaction at a time.

. Click Add.
. Select the number of allocation lines to add.

. Select an option to allocate by from the Value drop-down menu:

= Amount

= Percentage

. Enterthe amountor percentage of the total purchase to beallocatedinValue.

. Enteran allocation codein each GL#text boxto identify how the segment will be

allocated.

Note: If you are restricted to using predefined codes, click in the GL#field to selecta value from
the allocation menu thatdisplays.

Select an option from the drop-down expense Category menu, ifapplicable.

. Entercomments in Note regarding the Category entry, if applicable.
. Entertext in Description for the allocation.

. Continue to edit or allocate each line by repeating steps d- h, as needed.

Note: If there is a variance between the Allocation total and the Purchase Amount, it will display
in the Variancefield.

Complete one ofthe following:
= Click Save. The allocation fieldsupdate. The Comp/Val/Authcolumnupdatesdisplay.

» Click Save andAllocate Nextto savethe currenteditsand loadthe nexttransaction for editing.

Important: Using the Save and Allocate Next button loads the next transaction within the
Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlist one transaction at a time.
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To...

Duplicate an allocation line

Edit general reference and
tax information
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Then...

. Select the checkboxnextto the desired allocation row to duplicate the allocationline.
. Click Duplicate. A drop-down menudisplays.

. Select the numberof lines to be added. New rowsare added and display the copied values

for Description, GL, Category,and Notes.

. Complete one ofthe following:

= Click Save. The allocation fieldsupdate. The Comp/Val/Authcolumnupdatesdisplay.
= Click SaveandAllocate Nextto save the currenteditsand load the nexttransaction for editing.

Important: Using the Save and Allocate Next button loads the next transaction within the
Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlistone transaction at a time.

. Click the expandicon (+) onthe Reference & Tax section. Reference and Taxfields display.

. Edit the following fieldsin the Reference & Tax section, as desired:

= Reference

= Personal - Available if configured for this option. Click this field if goods and/or services
purchased were personal (not business) items. Todenote only a portion of the transaction
as a personal expense, you must divide the transaction. Dividinga transaction is available if
yourorganization is setto permit dividing transactions.

= Tax Status

= Goods &Services

» AdjustAmount- Select to edit Goods & Services amount.
= TaxTotal

= Use Tax

* Shipping ZIP

. Complete one ofthe following:

= Click Save. The editedfields update.
» Click Save andAllocate Nextto savethe currenteditsand loadthe nexttransaction for editing.

Important: Using the Save and Allocate Next button loads the next transaction within the
Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlist one transaction at a time.
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To...

Then...

Add a Comment a. Click AddComment.

b. Enteracommentin the boxthat displays.
c. Click OK. The commentdisplays in Comments.
d. Click Save. Complete one ofthe following: act

= Click Save. A confirmation messagedisplays.
» Click Save andAllocate Nextto savethecurrenteditsand load the nexttransaction for editing.
Important: Using the Save and Allocate Next button loads the next transaction within the

Transactions table. Users can first filter and sort the table list to get to the transactions they
wantto allocate, and the “Next” feature will move down thatlist one transaction at a time.

Adding a Comment from the Transactions Queue

You may also add a comment to a transaction from the Transactions queue using the expanded detailsrow (Figure3). To

adda comment to a transaction fromthe Transactions queue, complete the following:

1.

4
5.
6

7.

Click Expenses > Transactions > Accountholder. The Transactions screen with transactions in the Pending Sign
Off queuedisplays.

Click the desired transactionstab, if necessary:

= C(lick the Signed Off tab for signed offtransactions.

= C(lick the Flagged tab for flagged transactions.

Click the expand icon (+) nextto a desiredtransaction. The transaction’s expanded details row displays.
Click Comment.

Enter a commentin the box thatdisplays.

Click OK. The comment displays in Comments on the expandedrow.

Click the collapse icon (-) to close the row.

. Tip: Click Columns on the top-right to add the Comments column to the Transactions table to view comments.

Dividing a Transaction

This feature is available if the organization’s global configuration is set to permit dividing transactions.

Accountants, Accountholders, and Proxy Reconcilers can divide a transaction into a designated number of parts. This is
necessary if a single transaction must be matched to multiple purchase requests. Dividing a transaction copies the
goods and/or services description, quantity, price, unit measurement, and allocation combination to a specified
number of duplicate transactions.

If you need to divide a transaction, you must do so before you sign off on the transaction. If you have already signed
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off on a transaction that needs to be divided, the Accountant must perform this task.
Important:

* The allocation amounts for the original transaction and all duplicate transactions must be manually edited
because the allocation amount is not updated when a transaction is divided.

= Comments enteredin the original transactionare not included in divided portions.
» Credit transactions can bedivided.
To divide a transaction, complete the following:
1. Click Expenses > Transactions > Accountholder. The Transactions screen with Pending Sign Off transactions displays.

Notes:

= Ifthe transaction has been flagged, click the Flagged transactionstab.

* Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

= Thedefault view displays the last 100 days, including today’s date.

Click Document onthe desired transaction. The single-action menu displays.
Select View Full Details. The Transaction Details screen displays.

Click Actions on the right of the Transaction Detail screen.

Select Divide. The Divide Transaction window displays.

Enter the number of duplicate transactions to be created in Parts. The specified number of lines displays.

N o~ W N

Select an option from the Valuedrop-down menu:

= Amount- distributesthe transaction amounts by dollar amount
* Percentage-distributes the transaction amounts by percentage

8. Enterthe dollar amount or percentage to be distributed to eachline.
9. Click OK. A confirmation message displays.

Disputing a Transaction

Your company should first make good faith efforts to settle a claim or dispute for purchases directly with the
merchant. A transaction can be disputed with Bank of America within 60 days of the billing close date, the date of the
billing statement in which the transaction first appears.

The process to dispute a transaction online in Works is available only if your organization is licensed to use this
feature. If your organization is not licensed to use the dispute feature, you must contact Bank of America to notify
us about the dispute. Any further communication about the disputed transaction must be handled with the bank. If
you wish to dispute a transaction manually outside of the Works application, and it is within 60 days from the
billing statement date in which the transaction first posted, contact Commercial Card Services at

800.715.1000.

For your convenience, if your organization is licensed to use the online dispute feature in Works, you can initiate the
dispute online in Works within the first 60 days from the post date.
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To dispute a transaction online, complete the following:

1. Click Expenses > Transactions > Accountholder. The Transactions screen with Pending Sign Off transactions
displays.

2. Click the Flaggedtab (queue)if the desired transaction has been flagged.
Notes:

*  Youmaydisputeonly from the PendingSign Off or Flagged queues.

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

= Thedefault view displays the last 100 days, including today’s date.
3. Click Documentonthe desiredtransaction. The single-action menu displays.
4. Select Dispute. The Dispute Transaction form displays.
5. Editthe followingfields, if desired:

= Phone

= Dispute Amount

6. Selectan option from the Reason for Dispute drop-down menu. Additional fields may display and require
information orcomments.

7. Complete additional information, ifrequested.
8. Enter comments in the Comments text box, if desired.
9. Select the check box to confirm the dispute statement.

10. Click OK. A confirmation messagedisplays.

Contacting the Financial Institution

If your organization is not licensed to use the online dispute feature of Works, an individual must contact the bank
directly to notify the issuing bank about the dispute. Any further communication about the disputed transaction
(including revoking the dispute) must be handled directly with the bank. To dispute the transaction manually outside
of the Works application if it is still within 60 days from the billing statement date in which the transaction posted,
contact Commercial Card Services at 888.715.1000.

Reimbursements

If your organization has been set up to use reimbursement requests, you can use Works to request a reimbursement
for purchases you made with your personal funds and attach a purchase request (if applicable). For example, if you
have an approved purchase request, but were unable to pay for a transaction with your purchasing card, you can
attach the reimbursement request to the approved purchase request.

A Group Proxy Reconciler is the only role that allows a user to submit reimbursements on behalf of another user.
A Secondary Accountholder cannot submit reimbursements on behalf of another user. Reimbursements are not
associated with an account and access to another user’s account does not allow a secondary accountholder to
submit reimbursements for a primary accountholder.

Revised August 2021 68



Works® User Guide | Chapter 4: Expenses

Creating a Reimbursement Request

To create a reimbursement request, complete the following:

1. Click Expenses > Reimbursements > Accountholder. The Reimbursements screen with Draft reimbursements

displays.

2. Click Create on theright.

3. Select Create Reimbursement. The Create Reimbursement screen displays.

4. Complete the following withinthe General section:

For...

Reference

Date Purchased

Vendor
Reimbursee

Payee Name

Payee ID

Allocation

Comments
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Then...

Enter a reference number, if desired. The Reference number is an arbitrary number that
allows you to associate multiple documents (transactions and/or reimbursement requests)
without attaching the documents to each other. Check with your program administrator
or accounting department for information about how your organization uses the general
reference field.

Note: A reference number, if entered, is exported with the transaction detail data.
Enter the date you purchased the goods and/or services in the Date Purchased fields in
MM/DD/YYYY format, or click the Calendar to select a date.

Enter the merchant who provided the requested goods or services.

Reimbursee name defaults to your name. This is the user that should receivethe
reimbursement. Note: If you havethe ProxyReconcilerrole, the Reimbursee name may be
changed. A Group Proxy Reconciler is the only role that allows a user to submit
reimbursements on behalf of another user. To select another user, click the drop-down
menu and select a userfromthelist thatdisplays. The userlist displays only fora user with
the Proxy Reconciler role.

If your organization usespayee namesand payee IDs, the Program Administrator assigns the
Payee Nameand Payee ID when creating a new user, and these fields should defaultto match
the Reimbursee selected to receive the reimbursement. Note: This field is intended to direct
how the payee name shouldbe displayed onthe reimbursement check. Usersmay edit this field
for their own reimbursement requests, and Proxy Reconcilers may edit this field for users for
whom they have authority to submit reimbursements.

If your organization uses payee names and payee IDs, the Program Administrator assigns the
Payee Name and Payee ID when creating a new user, and these fields should default to match the
Reimbursee selected to receive the reimbursement.

e. Enter the following:
= Description of the item of the reimbursement request
= Category - Select a category type fromthe drop-downmenu.
= Amount- Dollaramountto be reimbursed

» GL-Clickinthe GL segmentbox to select GL values from the list that displaysto
allocate the lineitem.

Enter Comments, if desired.
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5. Click Save andSubmit.

5. Enter comments.

5. Click OK. A confirmation messagedisplays.

Deleting a Reimbursement Request

You can delete a reimbursement request if you saved the reimbursement request as a draft, or if a reimbursement

request you submitted was rejected by an approver or accountant.

To delete one or more reimbursement requests, complete the following:

1.

Click Expenses > Reimbursements > Accountholder. The Reimbursements screen with Draft reimbursements
displays.

Select the check box for each desired reimbursement.
Click Delete.

Click OK. A confirmation message displays.

Printing Reimbursement Request Details

To print the details for one or more transactions, complete the following:

1.

Click Expenses > Reimbursements > Accountholder. The Reimbursements screen with the Draft queue
displays.

Select the desired queue where the reimbursement exists, if necessary:
=  Click the Signed Off tab for signed offreimbursements.
»  Click the Flagged tab for flagged reimbursements.
Select the check box for each desired reimbursement to beprinted.
Click Print. The Print window displays.
Select one of the following from the Printmenu:

For Description

Summary a. Click Summaryto printspecific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Click theright arrow toadd the itemto the Included column.
Notes:
= Select an itemin the Included column, thenclick the left arrow to removeanitem.

= Select anitemin the Includedcolumn, then click up or down arrows to changetheorder.

c. Click PrintPreview.
d. Click Printin the right cornerof the Print Previewwindow.
e. Click Print.
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For Description

Details a. Click Details to print all available details forthe selectedreimbursement(s).
b. Click PrintPreview.
c. Click Printin the right corner of the Print Previewwindow.
d. Click Print.

Details & Summary | a.Click Details & Summaryto printboth versionsof the reimbursement detail, with specific
columns andtheir order.

b. Select an item in the Available column, as desired.
i.  Click theright arrow toadd the itemto the Included column.
Notes:

= Select an itemin the Included column, thenclick the left arrow to removeanitem.

= Select anitemin the Includedcolumn, then click up or down arrows to change theorder.

c. Click PrintPreview.

d. Click Printin the right corner of the Print Previewwindow.
e. Click Print.
You may also print using the single-action menu from the Reimbursements screen.
1. Click Expenses > Reimbursements > Accountholder. The Reimbursements screen with the Draft queue
displays.
2. Select the desired queue wherethe reimbursement exists, if necessary:
»  Click the Signed Off tab for signed offreimbursements.
»  Click the Flagged tab for flagged reimbursements.
3. Click Documentonthe desired reimbursement. The single-action menu displays.
4. Select Click Print. The Print windowdisplays.

5. Select one of the following from the Printmenu:
For Description
Summary a. Click Summaryto printspecific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Clicktheright arrow toadd the itemto the Included column.
Notes:

= Select anitemin the Includedcolumn, thenclick the left arrow to removean item.

= Select anitemin the Includedcolumn, then click up or down arrows to changetheorder.

c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.
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For

Details

Details & Summary

Description

a. Click Details to print all available details forthe selectedreimbursement(s).
b. Click PrintPreview.

c. Click Printin the right corner of the Print Previewwindow.

d. Click Print.
a.Click Details & Summaryto printboth versionsof the reimbursement detail, with specific
columns andtheir order.

b. Select an item in the Available column, as desired.

i.  Click theright arrow toadd the itemto the Included column.

Notes:

= Select anitemin the Includedcolumn, thenclick the left arrow to removeanitem.

= Select anitemin the Includedcolumn, then click up or down arrows to changetheorder.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.

Note: You may also print a reimbursement request from the Reimbursement Details screen using the Actions

menu.

Editing General Reference and Allocation Information for a Reimbursement

Accountholders can edit the reference and allocationinformation on a reimbursement in the Draft and Flagged queues.
Group Proxy Reconcilersmay submitand edit reimbursementson behalf of other users within their scope of authority.

To edit allocation and reference information on a reimbursement, complete the following:

1. Click Expenses > Reimbursements > Accountholder. The Reimbursements screenwith the Draft queuedisplays.

Notes:

» (Click the Flagged tab for reimbursements that have been flagged, ifdesired.
» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

* Thedefault view displays the last 100 days, including today’s date.

2. Click Documentof the desired reimbursement.

3. Select View Full Details. The Reimbursement Details screen displays.
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4. Complete any of the following, as desired:
Then...

To...

Edit Reference Information

Revised August 2021

a.

Edit any of the following, asdesired:

Reference - The reference number is an arbitrary number that allows you to
associate multiple documents (transactions and/or reimbursement requests)
without attaching the documents to each other.

Date Purchased

Vendor

Reimbursee - Proxy Reconcilers only may submit or edit reimbursements on behalf of
other users within their scope of authority. Click the drop-down menu to select a name
from the Select User window, if necessary.

Payee Name-This field is intended to direct how the payee nameshould display on the
reimbursement check. Users may edit this field for their own information and Proxy
Reconcilers may edit this field for users for whom they have authority to submit
reimbursements.

Payee D

. Click Add Comment. The Add Commentwindow displays.
. Enter textin the AddCommentwindow, if desired.
. Click OK.
. Clickone:
— Save and Submit. Go to stepf.

— Click Save to save changes only. A confirmation messagedisplays.

Add Comments, ifneeded.

. Click OK.A confirmation message displays.
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To...

Edit an Allocation Line

Add an Allocation Line
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Then...

a. Edit the following fields, asdesired:
= Descriptiontext forthe allocation.
= Category
= Note (ifapplicable)

Note: A Scaled Expense Category may be used with reimbursement requests and requires a
calculation of one number against a scale or rate. An example is mileage:This is a cash
transaction where the user enters the number of miles and the appropriate scale/rate will
determine the actual reimbursement amount.

= Amount(Not applicable with a Scaled Expense Category)
= GL#

Note: If restricted to using predefinedallocation codes, click in the GL#tbox to selectan
allocation codefromthe allocation menuthat displays.

b. Click one of thefollowing:

— Save and Submit. Go to stepc.

— Click Save. The allocation values and fieldsupdate.
c. Add Comments, ifneeded.

d. Click OK.A confirmation message displays.

. Click Add.

. Select the number of allocation lines toadd.

o @

c. Entertextin Descriptionfor the allocation.

d. Select an option from the Categorymenu, and enter comments in the Notebox
regarding the Category, ifapplicable.

Note: A Scaled Expense Category may be used with reimbursement requests and requires
a calculation of one number against a scale or rate. An example is mileage:this is a cash
transaction where the user enters the number of miles and the appropriate scale/rate
will determine the actual reimbursement amount.

e. Enter or edit the Amount of the reimbursement request that will be allocated to the
GL combination code you will enter in the next line. (This step is not applicable with a
Scaled Expense Category.)

f. Enter an allocation code in each GL# box to identify how the segment will be
allocated.

Note: If you are restricted tousing predefinedallocation codes, click in the GL# box to select
an allocation code from the allocation menu that displays.

g. Click one of thefollowing:

— Save and Submit. Go to step h.

— Click Save. The allocation values and fieldsupdate.
h. Add Comments, ifneeded.

i. Click OK.A confirmation message displays.
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To... Then...

Remove an Allocation Line a. Select the checkbox beside the desired allocation row you wish to remove.
b. Click Remove.

c. Click Save. The allocation line isremoved.

Mass Allocating Reimbursements

If you have the Allocation Coder role, you can allocation one or more reimbursements in the Draft and Flagged
queues.

To allocate or edit one or more reimbursements, complete the following:
1. Click Expenses > Reimbursements > Accountholder. The Reimbursements screen with reimbursements in the
Draft queuedisplays.

Notes:

»  For Flagged reimbursements, click the Flagged tab.

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

* The default view displays the last 100 days, including today’s date.

2. Select the check box for each desired reimbursement.
3. Click Mass Allocate. The Mass Allocate window displays.

4. Enter an allocation code in each GL# box to identify how the segment willbe allocated.
Note: If you are restricted to using predefined allocation codes, click in the GL segment box to select an
allocation code from the menu that displays.

5. Select an option from Empty SegmentField(s):

» Retain original codes - Selecting this option maintains the current value if a GL segment is left empty when
allocating.

» Delete original codes - Selecting this option replaces the current value with a blank field if a GL segment is
left empty whenallocating.

6. Click OK. A confirmation messagedisplays.

Attaching or Detaching a Purchase Request to Payable Documents

If your organization has been set up to use purchase requests, you can attach the resulting transactions and
reimbursement requests to the appropriate purchase request during reconciliation. You can associate payable
documents with purchase requests either by first accessing the payable document(s) or by first accessing the purchase
request. This section describes how to manually associate one or more payable documents with a purchase request by
first accessing the purchase request. Procedures to associate payable documents to a purchase request by first
accessing the payable document(s) are provided following theseinstructions.
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An Accountant, Primary Accountholder, Proxy Reconciler, or Approver can attach or detach transactions to a
purchase request.

The auto-matching rules set up when creating an account should eliminate the need for frequent manual matching.

Notes:

=  Multiple transactions can be attached to one purchase request. However, if you need to attach a single
transactionto multiple purchase requests, you must first divide the transaction

* Manually attaching and detaching transactions to purchase requests is not permitted on accounts enabled
with the Push Paymentsfeature.

To attach or detach a transaction or reimbursement to a purchase request, complete the following:
1. Click Expenses> Purchase Requests> Accountholderthe Purchase Request screenwith open requests displays.
Notes:

*  For closed requests, click the Closed tab.

= Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

» Thedefault view displays the last 100 days, including today’s date.

2. Click Document of the desired purchase request. The single-actionmenu displays.
3. Select View Full Details. The Purchase Request Details screen displays.

4. Complete the followingin the Attach Transactions/or Attach Reimbursements section, as desired:
To... Then...

Attach a. Select Attach. The Attach Transactions/orAttach Reimbursementswindowwith
eligible transactions/or reimbursementsdisplays.

b. Select the Include signedoffcheck boxto display all eligible transactions/or
reimbursements regardlessof signed off status, if desired.

c. Select the checkboxbeside each documentto attachtothe purchase request.

d. Click Attach. A confirmation messagedisplays.
Detach a. Select the check boxfor each transaction/or reimbursement to remove.
b

. Click Detach.

c. Click OK. A confirmation messagedisplays.
Attaching Transactions or Reimbursements to a Purchase Request
You can attach one or more transactions or attach one or more reimbursements to a purchase request from the
Pending Sign Off (Transactions), Open (Reimbursements) Signed Off, or Flagged queues.

1. Click Expenses > Transactions/or Reimbursements > Accountholder. The Transactions screen with
transactionsin the Pending Sign Off queue displays. For Reimbursements, the Draft queue displays.

2. Click atransaction/or reimbursementtab, if desired:

» (Click the Signed Off tab for signed offdocuments.
»  Click the Flagged tab for flagged documents.
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3. Selectthe check box for each desireddocument.

4. Click Attach. The Select a Purchase Request menu displays (Figure6).

' Selecta Purchase Request <]

W Show only open requests

oo | | |l D e S e st
T  Dffice Furniure ANM22MA  Ashley Fumniture 2 550 00 n 0 o on
" Office Suppliez 082372013 14.00 0 .00 0.00
" Office Supplies for AP 10/28/2013  OfficeMax 625.00 0 0.00 0.00
{ Office Supplies for Marketing  10/28/2013 270.00 0 0.00 0.00
" requestto buy computer 1082372013 1,000.00 0 0.00 0.00
"  Office Supplies 0828/2013 10,000.00 0 .00 0.00
" testi 10/04/2013 10.00 0 0.00 0.00
‘ i
0 Selected | 7 items snow [10 =] per page <1 <] Page: of 1> B30

[ Close purchase request & sign off all attached transactions

Figure 6: Select a Purchase Request to Attach to One or More Documents

Note: The Select a Purchase Request menu lists all approved purchase requests eligible to be attached to the
payable document. To be eligible for attachment, the purchase request must be approved, currently unattached,
list the same Card ID in the payment method as that used for the payable document, and requested for the same
user asthe user who initiated the transaction or reimbursement.
5. Clearthe Showonly openrequests checkbox, if desired.
Note: You can attach the payable document to a request, regardless of whether the request is open or closed.
6. Selecta purchaserequest.

7. Select the Close Purchase Request & sign off all attached transactions and reimbursements check box to close the
request you have selected and sign off on all other payable documents that are currently attached to the request,
ifdesired.

8. Click OK. A confirmation messagedisplays.

Detaching a Transaction or Reimbursement from a Purchase Request

The Primary Accountholder or Group Proxy Reconciler can detach a transaction or reimbursement from the purchase
request to which it is currently attached.

To detach a transaction from a purchase request, complete the following:

1. Click Expenses > Transactions/or Reimbursements > Accountholder. The Transactions screen with Pending
Sign Off transactions displays. For Reimbursements, the Draft queue displays.
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Click the desired transactions/or reimbursementstab, if needed:

= Click the Signed Off tab for signed off transactions/orreimbursements.
= Click the Flagged tab for flagged transactions/or reimbursements.
Click Documentonthe desired transaction. The single-action menu displays.

Select Detach.

Note: The Detach option displays only if the payable document is currently attached to a purchase request.

Click OK. A confirmation message displays.

Viewing Attached Purchase Request Details

To view the full details of a purchase request, including the request status, Push Pay status, needed approvals, and

approval history, complete the following:

1.

Click Expenses > Purchase Requests > Requester. The Purchase Requests screen with Draft queue requests
displays.

Select the desired purchaserequests:

»  Click the Pending Approvaltab for requests pending approval.

*  Click the Open tab for openrequests.

= C(lick the Closed tab for closedrequests.

Click Documenton the desired purchase request. The single-action menu displays.

Select View Full Details. The Purchase Request Details screen displays the General and Payment & Approval
details.

The following information displaysin the Status section, if applicable (Figure 7):

= Requeststatus

»  Push Paystatus - Conditional, if the purchase request is attached to an account thatis set up for the Push
Paymentsfeature.

= Neededapprovals
= Approvalhistory

Figure 7: Purchase Request Details
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Removing a Flag

Another user, such as your Approver or an Accountant, can flag one of your transactions or reimbursements to
request additional information about the document. For example, if you signed off on a transaction for a client
luncheon, your Approver might flag the transaction and include a comment requesting a list of attendees. In this
example, you could access the flagged transaction, enter the names of the attendees in the Comments field, and
then remove the flag.

When another user flags a transaction or reimbursement, Works copies the document to the appropriate Flagged
queue for you, the appropriate Approver, and the Accountant. Note that the flagged document still resides in the
current queue as well as in the Flagged queue. For example, you can access and edit a transaction that you signed off
on and that has been flagged in both the Transactions Signed Off and Transactions Flagged queues.

Removing a flag removes the transaction from the Flagged queue for you, the appropriate Approver, and the
Accountant.

To raise or remove a flag on one or more transactions or reimbursements, complete the following:
1. Click Expenses> Transactions/orReimbursements>Accountholder.
2. Click the Flaggedtab.

Notes: As a reminder, if you need to search for expense documents:

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

* Thedefault view displays the last 100 days, including today’s date.

3. Select the check box for each desired transaction orreimbursement.

4. Click Remove Flag. The Confirm Remove Flagwindow displays (Figure 8).

X

Remove flag on 1 reimburzement(z).

Comments: A|

=,

Figure 8: Confirm Remove Flag

5. Enter Comments.

6. Click OK. A confirmation messagedisplays.
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Uploading and Attaching a Receipt Image to a Payable Document

If your organization uses the Receipt Imaging feature in Works, you can upload a new receipt image to Works from
your computer’s desktop in addition to faxing receipts. You can upload a new image from your desktop (or a stored
receipt) and attach it to a transaction, reimbursement request, or an Expense Report. You can also add faxed receipt
images to an expense report. Refer to Chapter 5, Expense Reports, for information about receipt imaging and

expense reports.

Notes:

*  Receiptimages can be uploaded or faxed.

*  Receiptimage uploads must be performed one at atime.

* The following file formats are supported for the upload process: .pdf, .png, .jpg, .gif and .jpeg.
» Each PDF type receipt image must be less than one MB toupload.

* For non-PDF type receipt images (.pdf, .png, .jpg, .gif and .jpeg.) the uploaded file size may be up to 10MB.
Works compresses the larger files to be equal or less than 1MB. If the compressed file is larger than 1MB, a
message displays asking the user to upload a smaller version of theimage.

* Receiptimages are retained and available for download for a period of sevenyears.

*  Yourindividual organization is considered the primary data owner. Therefore, you are responsible for
maintaining originalreceipts.

To upload a receipt image from your desktop into Works or attach a stored receipt to a transaction or
reimbursement request complete the following:

1.

Click Expenses > Transactions/or Reimbursements > Accountholder/Approver. Transactions Pending Sign Off display. For
Reimbursements, the Draft queuedisplays.
Note: To select items in another queue, click the desired transactions or reimbursements tab.

Click Document of the transaction/reimbursement associated with the receipt image. The single-action menu
displays.

Select Manage Receipts. The Receipts window displays (Figure 9).

Upload " || Uploaded || Recaipt
Date By

Date File Name File Size  Description Document 1D
|
[ 08092016 Sumari Pgt 08032016 8-9-2016 8-56-29 AM 17.3KB  paint store TXNOODOSET1 | test expesne
:l 08082016 Sumari, Mot Troining Receipt Examplc2 T42 KB test cxpeanc
D Selected | 2 items Show [10 v| Per nage (1<) Page:| 1 | of 10>

P

Figure 9: Receipts Window

4. Click Add. A drop-down menu displays.
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5. Complete one of the following:

To...

Upload and Attach a New

Receipt

Attach a Stored Receipt
Image

Then...
a. Select New Receipt. The AddReceipt window displays (Figure 10).

o @

@]

Works supporis flee inthe pdi. ong, jog, .gif and jpeg format that are 1 UG or less

Fille s Arsets Browse...

Receipl Date: 7]

Figure 10: Add Receipt Window

. Click Browseto locate the receiptimage you wish to upload.

i. Selectthe desiredreceiptimage.

ii. Click Open.The file namedisplays in File to Add.

. Click the calendar to enter a Receipt Date.
. Entera Descriptionin the box.

. Click OK. A confirmation messagedisplays.

Click Close. The Receiptand UploadedReceipt columns update to Yes.

Note: The Uploaded Receipt column is also a link to the Upload Receipt window.

Click Yes or No in the column to open the window to view or add receipts.

. Click StoredReceipt.

. Select areceipt fromthe list thatdisplays.

. Click OK. A confirmation messagedisplays.

. Click Close. The Receiptand UploadedReceipt columns updateto Yes.

Note: The Uploaded Receipt column is also a link to the Upload Receipt window.

Click Yes or No in the column to open the window to view or add receipts.

Uploading a Receipt Image to Multiple Transactions

Users can upload a receipt image to multiple transactions by completing the following:

1. Click Expenses> Transactions> Accountholder/Approver.

2. Select the check box beside each transaction to associate with the receiptimage.

3. Click Upload Receipt. The Upload Receipt(s) windowdisplays (Figure11).
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Figure 11: Upload Receipt(s) Window

4. Click Add. A drop-down menudisplays.
Complete one of the following:
To... Then...
Attach a New Receipt a. Select New Receipt. The AddReceipt window displays (Figure 10).
b. Click Browseto locate the receiptimage you wish to upload.
i. Selectthe desiredreceiptimage.

ii. Click Open. The file namedisplaysin File to Add.

. Click the calendar to enter a Receipt Date.

o O

. Entera Descriptionin the box.
. Click OK. A confirmation messagedisplays.

Click Close. The Receiptand Uploaded Receipt columns update to Yes.
. Click StoredReceipt.

. Select areceipt fromthe list that displays.
Note: Toviewall receiptimages, clear the check from Show unattached receipts only.

Attach a Stored Receipt Image

o o ™ 0D

(@]

. Click Attach. A confirmation messagedisplays.
d. Click Close. The Receipt and UploadedReceipt columns updateto Yes.

Removing an Attached Receipt Image from a Payable Document

To remove one or more attached receipt image(s) from a transaction, reimbursement request or expense report,
complete the following:

1. Click Expenses> Transactions/or Reimbursements > Accountholder/Approver.
Note: To select items in another queue, click the desired Transactions or Reimbursements tab.

2. Click Document of the transaction or reimbursement associated with the receipt image. The single-action
menu displays.

3. Select Manage Receipts. The Receipts window displays.

4. Selectthe check box for each receipt image to be removed (Figure 12).
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Figure 12: Select Receipt Image to be Removed

5. Click Remove.
6. Click OK.

7. Click Close. The Receipt column updates to Unknown when the last receipt has been removed from the
transaction, and the Uploaded Receipt column updates toNo.

Note: Removing an attached uploaded receipt image may also be performed from the Transaction Details,

Reimbursement Details, or Expense Report Details screens.

Viewing Receipt Images Attached to a Payable Document

To view the receipt images attached to a transaction or reimbursement request, complete the following:

1. Click Expenses> Transactions/orReimbursements > Accountholder/Approver.

Note: To select items in another queue, click the desired Transactions or Reimbursements tab.

2. Click Document of the transaction or reimbursement associated with the receipt image. The single-action

menu displays.

3. Select Manage Receipts. The Receipts screen displays.

4. Complete one of the following:

To...

View receipt image

View receipt Image in PDF format

Then...
a. Click the File Nameto view a receipt image.

b. Click View Receipt from the menuthat displays. The Receipt Image displays.

a. Select the checkboxfor the desired File Name.

b. Click View PDF. The receiptimage displaysin a PDF format.

Note: You may also view receipt images on the Transaction Detail and Reimbursement Detail screens.

Storing and Removing Receipt Images

Users may upload and store receipt images in their Receipts storage queue for processing later. The name of the user
who added a receipt displays in the Uploaded By column. The Uploaded By column links to the User Details screen and

displays in the following areas:

» Receiptstable
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* Receiptstab on the Transaction and Reimbursement Detail screens

* Receipts table on the Expense Report Details screen. Removing a receipt image from the Receipts screen
removes the image from storage but does not remove it from any document to which it is attached.

* Receiptimages can be uploaded or faxed.

» Receiptimage uploads must be performed one at atime.

» The following file formats are supported for the upload process: .pdf, .png, .jpg, .gif and .jpeg.
» Each PDF type receipt image must be less than one MB toupload.

* For non-PDF type receipt images (.pdf, .png, .jpg, .gif and .jpeg), the uploaded file size may be up to 10MB.
Works compresses the larger files to be equal or less than 1MB. If the compressed file is larger than 1MB, a
message displays asking the user to upload a smaller version of theimage.

* Receiptimagesare retainedand available for download for a period of seven years.

* Yourindividual organization is considered the primary data owner. Therefore, you are responsible for
maintaining originalreceipts.

To store or remove a receipt image in Receipts, complete the following:

1. Click Expenses > Receipts or from the home page, click Upload Receipts. The Receipts screen displays (Figure 13).

Figure 13: Receipts Screen

2. Complete one of the following:

To... Then...
Upload and Store a a. Click Add.
Receipt Image b. Click Browseto locate the receiptimage you wish to upload and store.

i. Select the desiredreceiptimage.

ii. Click Open. The file namedisplays in File to Add.
c. Click the calendar to enter a Receipt Date.
d. Entera Descriptionin the box.
e. Click OK. A confirmation messagedisplays.

Remove one or more a. Select the checkbox nextto each receipt image to be removed.
uploaded stored Receipt | . Click Remove.

Images Note:Removinga receipt image fromthe Receipts view does notremove it fromanydocumentto
which it isattached.

c. Click OK. A confirmation messagedisplays.
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Viewing Stored Receipt Images

Users may view stored receipt images in their Receipts storage queue and can select to view stored receipt images in a
PDF version to utilize PDF formatting features. Images are retained and available for download for a period of seven
years.

To view a stored receipt image, complete the following:

1. Click Expenses > Receipts, or from the home page click Upload Receipts. The Receipts screen displays a list of
unattached receiptimages.

Note: To view all receipt images, clear the check from Show unattached receipts only.
2. Clickthe desired File Name. The receipt image displays (Figure 14).
Note: To view the receipt image in the PDF version, click View PDF, then Open. The receipt image displays.

Home  Exprses Aownts  Repols  Awowting  Adminishaion
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Show unatiached fecepes cny ]
Lpbad D FieName

[ 20w  Ooring

[ 621201 Tabios RecelExanclsd
[ 621201  fvs abewnss wookl
[ im0 Tes Rt

[0 i Dorine

Recsipt Detals
*FieName: | Ciomos
RecelplDate; [TFE00T [ ) ey
Descrigbon: g
ALached Ta: TRANIAES

Figure 14: Receipts - View ReceiptImage
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Chapter 5: EXPENSE REPORTS

Overview

Expense reports are containers that can enable Accountholders, Secondary Accountholders, and Proxy Reconcilers to
group transactions. Expense reports can enable you to efficiently organize your payable documents and perform a
single task on all documents in the report at one time. You can view and print the expense categories of the payable
documents, the sum of the payable documents, and the dates of payable documents included in the expense report.

For example, if you went on a business trip, you might add all transactions related to that trip into an expense report.
You could print the expense category information to submit to your accounting department with any applicable
receipts. You and then your Approver could sign off on the expense report and all payable documents within the
report.

Note that a payable document is available in the appropriate document queue, such as Transactions Requiring Sign
Off, as well as the expense report in which the payable document is add. Although Approvers can access an expense
report only after you have signed off on the report, an Approver can access a transaction that you sign off in his or
her Requiring Sign Off queue regardless of whether it is contained in an expense report.

Note: You can include a transaction or reimbursement request in only one expense report. You can add flagged
payable documents to an expense report.

This chapter describes how to create an expense report, add payable documents to or remove payable documents
from a report, view the contents of a report, add and view receipt images, and edit, delete, or sign off on the report.

Creating an Expense Report

This section describes how the Primary or Secondary Accountholder creates a new expense report and how to add a
payable document to an existing expense report. You may create a new expense report while you are adding one or
more payable documents or without adding any payable documents (for example, if the associated transactions have
not yet posted in Works).

Important: A payable document can be contained in only one expense report. Therefore, if you add a payable
document that is already contained in an expense report, the document will be moved to the new report.

You may add transactions or reimbursements to a new or an existing Expense Report from the Pending Sign Off,
Open, and Signed Off queues.

Creating a New Expense Report While Adding a Payable Document

To create a new expense report while adding a payable document, complete the following:

1. Click Expenses > Transactions/or Reimbursements > Accountholder. The Transactions screen with
transactionsin the Pending Sign Off queue displays. For Reimbursements, the Open queue displays.

2. Complete one of the following:
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To... Then...

Add Pending Sign Off | a. Select the checkboxfor each desired transaction/or reimbursement.
Transactions or Open
Reimbursements

Add Signed Off a. Click the Signed Offtab.
Transactions/or

b. Go to step 3.

b. Select the check boxfor each desired transaction/or reimbursement.
Reimbursements
c. Gotostep3.

Click Add to ExpenseReport.
Select New Expense Reportfromthe drop-down menu.
Enter the Expense Report Name in the box.

Enter a Descriptionin the box, if desired.

LA S

Click Sign-off on report and all expense reportdocumentscheck bo, if desired.

Note: This option should only be used when all the transactions for the expense report have been added. If
other transactions will be included in the expense report at a later time, do not check this option.

8. Click OK. A confirmation message displays.

Creating a New Expense Report Without Adding a Payable Document

To create a new Expense Report without adding a payable document, complete the following:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with the expense reports in the
Pending Sign Offqueue displays.

2. Click Create on theright.

3. Select Create Expense Report. The Create Expense Report window displays (Figure 1).

*Expense Report Hame:

Description: = |

=

Figure 1: Create Expense Report Window

4. Enterthe Expense Report Namein the box.
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5. Usethesearch iconto select a primaryowner, if necessary.
6. Enter aDescription.

7. Click OK. A confirmation message displays.

Adding a Payable Document to an Existing Expense Report

To access an Expense Report and add one or more payable documents, complete the following:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with expense reports in the
PendingSign Off queue displays. For Reimbursements, the Open queue displays.

2. Click Expense Report Name of the desired report. The single-action menu displays.

3. Click ViewFull Details. The Expense Report Details screen displays (Figure 2).

4. Click Add in the Transactions or Reimbursements section. The Select Transaction(s) or Reimbursementswindow
displays a list of availabledocuments.

Ciear Filters | Columns ¥

= Date Dispute
Dociment CompiValiAuth Sign ot Primary Accountolder DatePosted Purchase Amount  Purchased Vendor MGG Recept Comments sibfied  Flagged

@ #  TXNMOOO7E1Y nene Wison, Wade 07262010 27142 Q72672010 HERTEZCORFORATION CO. [T Ve

Sron [10 Joacpoge 194 P ] 15 b

Clear Filters | Columns v

Clear Filters

Upload Date Uploaded By ReseiptDate File Name File Size Description Document ID

04202021 ‘support works Print_Payment_Reoeipt 1001 KB THNOO0O 7SS

1 Seicted | 1 item | 100143 how[10_w | persage 4 Pag= ] of 1B bl
[PRRVRE TR

Figure 2: Expense Report Details Screen

5. Select Include signed off check box to include transactions/ or reimbursement that have already been signed off,
if desired (Figure3).

Note: Click the Date Posted column to change the sort order to display the most recent posting dates, if desired.
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rans;

Clion(s
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™
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HAHHK

[T TXNODDD1067 AHAPRACT  D6/15/2009 Sumari, Pat X000

[T TXNODDO1066 AHAPRACT  D8/15/2009 Sumari, Pat WO

[T TXNODDO1065 AHAPRACT  06/15/2009 Sumari, Pat O

[T TXNOODD1084 AH APRACT  06/15/2009 Sumari, Pat

| I i3

0 Selected | 13 tems show [10 [=] per page 0<9< Page:[ 1 ] of2[> [x(

Figure 3: Select Transactions Window with Signed Off Transactions

6. Select the check box for each desired transaction to beadded.

7. Click OK. A confirmation message displays.

Accessing and Printing Expense Report Information

The Accountholder or Proxy Reconciler who created the expense report, as well as an Accountant, can access the
expense report and view the payable documents contained in the expense report regardless of the report status
(for example, Pending Sign Off or Signed Off). However, Approvers can only access an expense report after the
Accountholder or Proxy Reconciler has signed off.

You can view the payable documents contained in the expense report as well as print a view of the expense
categories and their sums and date ranges for payable documents contained in the expense report. You can print
only summary information for a transaction when accessing an expense folder.

Note: You can easily identify which expense reports contain receipt images by reviewing the TXN Receipts
column. This column will only display if the company has enabled receipts imaging on at least one corporate
account. Yes displays in the TXN Receipts column if any of the transactions in the expense report have receipts
attached. No displays if none of the transactions have receipts attached or if there are no transactions in the
expense report.
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To view and print the contents of an expense report, complete the following:

1.

o v W

Click Expenses > Expense Reports > Owner. The Expense Reports screen with the expense reports in the
Pending Sign Offqueue displays.

Notes:
= C(lick the Signed Off tab if the desired expense report has been signed off on.

» Searches are limited to a maximum of any 24 months (2 years) for Expenses, includingPurchase
Requests, Transactions, Reimbursements, and Expense Report searches.

» Thedefault view displays the last 100 days, including today’s date.

Click Expense Report Name of the desired report. The single-action menu displays.

Select View Full Details. The Expense Report Details screen displays.

Click Actions on the right. The drop-down menudisplays.

Select Print. The Print windowdisplays.

Select anitemin the Available columnto print a specific column, if desired.

a. Click theright arrowto add the item to the Included column.

b. Toremoveanitem, select anitemin the Included column, then click the left arrow.

c. To change the order, select an item in the Included column, then click up or downarrows.
Click Print Preview.

Click Printin the rightcorner of the Print Preview window.

Click Print.

Printing from the Expense Reports Screen

You may also print from the Expense Reports screen using the single-action menu.

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with the expense reports in the

Pending Sign Offqueue displays.
Note: Click the Signed Off tab if the desired expense report has been signed off on.

Click Expense Report Name of the desired report. The single-action menu displays.

Select Print. The Print windowdisplays.

Select anitemin the Available columnto print a specific column, if desired.

a. Click theright arrowto add the itemto the Included column.

b. Toremoveanitem, select anitemin the Included column, then click the left arrow.

C. To change the order, select an item in the Included column, then click up or downarrows.
Click Print Preview.

Click Printin the right corner of the Print Preview window.

Click Print.
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Receipt Imaging

Uploading and Adding Receipt Images to an Expense Report

Receipts Imaging is a licensed feature in Works that allows Primary and Secondary Accountholders and Proxy
Reconcilers to upload receipt images to Works from their computer’s desktop in addition to faxing their receipts.
Uploaded receipt images can be attached directly to a transaction, reimbursement request, an expense report, or

stored

in the Receipts queue to be processed later.

Users can add faxed receipt images to expense reports for up to 60 days after an expense report iscreated.
Receipt images can be uploaded orfaxed.

Receipt image uploads must be performed one at atime.

The following file formats are supported for the upload process: .pdf, .png, .jpg, .gif and .jpeg.

Each PDF type receipt image must be less than one MB toupload.

For non-PDF type receipt images, the uploaded file size may be up to 10MB. Works compresses the larger
files to be equal or less than 1MB. If the compressed file is larger than 1MB, a message displays asking the
user to upload a smaller version of theimage.

Your individual organization is considered the primary data owner. Therefore, you are responsible for
maintaining originalreceipts.

To upload a receipt image from your desktop into Works, or attach a stored receipt image to an expense report,
complete the following:

1. Click Expenses > Expense Reports > Owner/Approver.

Note: To select an expense report in another queue, click the desired expense report tab.

2. Click the Expense Report Name. The single-action menu displays.

3. Select Manage Receipts. The Receipts window displays (Figure 4).

Ugslesael Receipl
Uploaded By Liate File Name Filg Size Description Decument I
A
[ D8242016 Feed Rachel  DS/&2016 2016 May Verizon invoice T8 KB June Statement
:| DE242016 Resd. Rachal 2016 April Verizon involice 81 KB Juna Statement
0 Selected | 2 items Shirw [10 [ we] s puage fd<] Page [ 1 | ol 1 o e
A

Figure 4: Receipts window
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4. Click Add.

5. Complete one of the following:

To...
Attach a New Receipt

Attach a Stored Receipt Image

Then...

L @

o @ 5 o

. Select New Receipt. The AddReceipt window displays.

. Click Browseto locate the receiptimage you wish to upload.

i. Selectthe desiredreceiptimage.
ii. Click Open. The file namedisplaysin File to Add.

Click the calendar to enter a Receipt Date.

. Entera Descriptionin the box.

. Click OK. A confirmation messagedisplays.

Click Close. The UploadedReceipt column updates to Yes.

. Click StoredReceipt.

. Select a receipt fromthe list that displays.

Note: To view all receipt images, clear the check from Show unattached
receipts only.

Click Attach. A confirmation messagedisplays.

. Click Close. The UploadedReceipt column updates to Yes.

You may also upload receipt images to an expense report from the Expense Report Details screen.

To upload receipt images to an expense report from the Expense Report Details screen, complete the following:

1. Click Expenses > Expense Reports > Owner/Approver. The Expense Reports screen with expense reports in the

PendingSign Off queue displays.

2. Click the desired Expense Report Name. The single-action menu displays.

3. Select View Full Details. The Expense Report Details screen displays.

4. Click Add in the Receipts table.A drop-down menu displays.
You may also upload receipt images to an expense report from the Expense Report Details screen.

To upload receipt images to an expense report from the Expense Report Details screen, complete the following:

1. Click Expenses > Expense Reports > Owner/Approver. The Expense Reports screen with expense reports in the

PendingSign Off queue displays.

2. Click the desired Expense Report Name. The single-action menu displays.

3. Select ViewFull Details. The Expense Report Details screen displays.

4. Click Add in the Receipts table.A drop-down menu displays.
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5. Complete one of the following:

To... Then...
Attach a New Receipt a. Select New Receipt. The Add Receipt window displays.
Image b. Click Browseto locate the receiptimage you wish to upload.

i. Select the desiredreceiptimage.
ii. Click Open. The file namedisplays in File to Add.

. Click the calendar to enter a Receipt Date.

o O

. Enter a Descriptionin the box.

. Click OK. A confirmation messagedisplays.

Attach a Stored Receipt
Image

. Click StoredReceipt.

o 9 ™

. Select areceipt fromthe list thatdisplays.

. Click OK. A confirmationmessagedisplays.

O

d. Click Close. The UploadedReceipt column updates to Yes.

Viewing Receipt Images Attached to an Expense Report

Accountholders, Proxy Reconcilers, Approvers, and Accountants can view receipt images. Images are available for
viewing for up to seven years from the date of submission. Approvers can view an Accountholder’s receipt images
from their Expense Reports Pending Sign Off or Expense Reports Signed Off queues. Accountants can view receipt
images from their Expense Reports Open or Expense Reports Closed queues. Users can also view the attached
receipt images that have been uploaded or faxed and added to an expense report from the Receipts table on the

Expense Report Details screen.

Note: The Receipts Status report template available in Spend Reports can be used to easily determine which

expense reports have receipts attached.

To view receipt images in an expense report, complete the following:

1. Click Expenses > Expense Reports > Owner/Approver. The Expense Reports screen with the expense

reportsin the PendingSign Off queue displays.
Notes:

» If the desired expense report has been signed off on, click the Signed Offtab.

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

* The default view displays the last 100 days, including today’sdate.

2. Click the desired Expense Report Name. The single-action menu displays.
3. Select Manage Receipts. The Receipts window displays.

4. Click the desired File Name. A drop-down menu displays (Figure 6).
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Figure 6: Click the File Name to View a Receipt Image

5. Click View Receipt from the menu that displays. The Receipt image displays.

Note: To view a receipt image in the PDF format, select the check box of the desired File Name, and click View
PDF.

You may also view receipt images from the Expense Report Details screen.

To view receipt images from the Expense Report Details screen, complete the following:

1. Click Expenses > Expense Reports > Owner/Approver. The Expense Reports screen with the expense
reportsin the PendingSign Off queue displays.

Note: Click the Signed Off tab if the desired expense report has been signed off on.
Click the desired Expense Report Name. The single-action menu displays.
Select View Full Details. The Expense Report Details screen displays.

Click File Name in the Receiptstable.

AR

Click View Receipt from the menu that displays. The receiptimage displays.

Note: To view a receipt image in PDF format, select the check box of the desired File Name, then click View PDF.

Removing a Receipt Image from an Expense Report

To remove one or more attached receipt images from an expense report, complete the following:
1. Click Expenses > Expense Reports >Owner/Approver.
Note: To select an expense report in another queue, click the expense report tab.
2. Click the Expense ReportName.
Select Manage Receipts.
Select the check box for each receipt image to beremoved.
Click Remove.

Click OK.

N oA

Click Close. The Uploaded Receipt column updates to No.
Note: Faxed receipt images cannot be removed from Expense Reports.
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Removing Payable Documents from an Expense Report

Accountholders and Proxy Reconcilers can remove a transaction or reimbursement (payable document) from an
expense report in the Pending Sign Off queue. Removing a document simply means the payable document is no
longer contained in any expense report.

To remove one or more payable documents from an expense report, complete the following:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with expense reports in the Pending
Sign Offqueue displays.

Click Expense Report Name of the desired expensereport. The single-action menu displays.
Select View Full Details. The Expense Report Details screen displays.
Select the check box beside each desired transaction/reimbursementin the table to be removed.

Click Remove.

o v~ W N

Click OK. A confirmation messagedisplays.

Editing an Expense Report Name or Description

Accountholders and Proxy Reconcilers can edit the expense report name and/or expense report description.

To edit an expense report’s name or description:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with expense reports in the
Pending Sign Offqueue displays.

Click the desired Expense Report Name. The single-action menu displays.
Select View Full Details. The Expense Report Details screen displays.
Click Edit beside Expense Report Name orDescription.

Enter a new name ordescription.

S

Click OK. A confirmation message displays.

Signing Off On a Payable Document in an Expense Report

Accountholders, Secondary Accountholders, Proxy Reconcilers, and Approvers can sign off on one or more payable
documents contained in an expense report.

To sign off on a document in an expense report, complete the following:

1. Click Expenses > Expense Reports > Owner/or Approver. The Expense Reports screen with expense reports in the
PendingSign Off queue displays.

2. Click Expense Report Name of the desired expensereport. The single-action menu displays.

3. Select View Full Details. The Expense Report Details screen displays.
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4. Click Document on the desired transaction in the Transactionstable and then View Full Details. Click Actions and
The single-action menudisplays (Figure7).

Home Expenses Reports Bank User

Expen: = Ti i > Trs ion Detail Arbuckle Inc

Source Amount: §8.43 USI

Purchase Amount: 638.43 Allocation Variance: 31.82 1 / Saveiand SHILOH
Post Date: 06/02/2021 Comp | Val [Auth: v v | v .- | Relry Automaich
Vendor Name: Royal Sign Off History: None ® Dispute
MCC: 8963 (unlisted) %% | Divide
Expense Report: Training ¥l Mark Receipt Status
B Adao Expense Report
Transaction Allocation & Detail Dispute
& | Attach to Purchase Request
Bank Transaction #: SYNTH Account Nickname: 3844920 - Matl Manager 3 Print
Purchase ID: SYNTH Account ID: 4459
CRI Reference: Accountholder: Smith, Lauren
Vendor ID: SYNTH Receipt: Unknown
Vendor Address: nj, 070350000 Comments:
[=] Comments Add Comment

Figure 7: Single-Action Menu Sign Off Option

5. Select Save and SignOff.

6. Click OK. A confirmation messagedisplays.
Deleting an Expense Report

Accountholders and Proxy Reconcilers can delete an expense report in the Pending Sign Off queue. Before you can
delete a report, you must remove all payable documents in the report. The payable documents that were removed
from the expense report can now be added to a different expense report, if desired.

To delete an expense report, complete the following:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with expensereports in the Pending
Sign Offqueue displays.

2. Select the check box for each desired expensereport.

3. Click Delete. A confirmation message displays.

Signing Off On an Expense Report

Signing off on an expense report denotes that you are finished adding documents to the report and allows other users (such
as Approvers) to access the expense report. When you sign off on an expense report, Works also signs off on any payable
documentsin the expense report that have not been signed off on.

Note: You can also sign off on an expense report when you sign off on a transaction contained in the expense report. To

sign off on one or more expense reports in the Pending Sign Off queue, complete the following:

1. Click Expenses > Expense Reports > Owner. The Expense Reports screen with expense reports in the Pending Sign Off
gueue displays.
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2. Select the check box for each desired expensereport.
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Figure 8: Sign Off Bulk Action Button

3. Click Sign Off (Figure 8). A confirmation message displays.

Signing Off an Expense Report from the Expense Report Details Screen

You may also sign off on an expense report from the Expense Report Details screen.

To sign off on an expense report from the Expense Report Details screen, complete the following:

1. Click Expenses > Expense Reports > Owner/ or Approver. The Expense Reports screen with expense reports in the
Pending Sign Off queuedisplays.

2. Click Expense Report Name of the desired expense report. The single-action menu displays.

3. Select View Full Details. The Expense Report Details screendisplays.

4. Click Actions on the right of the Details screen. The Actions menu displays. (Figure 9).
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Figure 9: Sign Off Option on the Actions Menu on Expense Report Details Screen

5. Select Sign Off.

6. Click OK. A confirmation message displays.
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Chapter 6: PURCHASER TASKS

Overview

Purchasers must manage (that is, edit, purchase, reassign, or reject) purchase requests submitted by accountholders
who specify that a Purchaser will buy the requested goods and/or services. After the purchase request is approved,
Works places the purchase request in the appropriate Purchaser’s queue.

You can always access purchase requests that were assigned to you by the accountholder. However, the Program
Administrator specifies whether you can also access purchase requests that were assigned to other purchasers or
that were not assigned to any specific purchaser (that is, when creating the purchase request, the user selected
company purchaser in the Purchaser field).

Completing a purchase request adds the requested funds to your account. Therefore, you must complete a purchase
request before purchasing the requested goods and/or services. You can edit general purchase request information
and, if you have the Allocation Coder role, you can edit allocation information. If other information in the purchase
request needs to be changed, you must reject the purchase request. Rejecting a purchase request returns the
document to the Requester’s Draft queue. The Requester then has the option of editing and re-submitting the
purchase request. For example, you should reject the purchase request if the approved amount is insufficient to make
the requested purchase. If a purchase request was assigned to you erroneously, you can reassign the purchase
request to another Purchaser.

Viewing and Editing General Purchase Request Details

This section describes accessing a purchase request to view and edit general information. To

view and edit Purchase Request details, complete the following:
1. Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

2. Click Documentonthe desired purchase request. The single-action menu displays.
3. Select View Full Details. The Purchase Request Details screen displays.
4. Editany of the following fields within the General and Approval & Payment sections, as desired:

* Request Name - The name of the purchaserequest.

= Vendor - The name of the merchant who will supply the requested goods and/orservices.
* CRINumber - The user-supplied Customer Reference (CRI) number which can be captured at enabled point- of-
sale (POS) terminals and used when Works matches purchase requests with transactions, ifapplicable.

* PO Number-The PO number for the purchase request, assigned either by the user or by Works.
* Payment Type - The method that will be used to pay for the goods and/or services in the purchase request
(for example, employee reimbursement or managedaccount).

»  Account - The account that will be used to pay for the goods and/or services in the purchaserequest.
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» Remittance Advice - Edit the following, if available:
— Format
— AdviceTo
— Template

Click Save. A confirmation message displays.

Click Add Comment, if desired.

Enter textin the Comments box.

© N o w!

Click OK. A confirmation message displays.

Viewing the Approval Status of a Purchase Request

You may view the status of a purchase request that has been submitted for approval. The status information that
displays includes the current status of the purchase request, the name of the Approver upon whose approval the

purchase request is pending, the reason the purchase request requires approval, and the approval history of any

other Approver(s) who have already approved the purchaserequest.

To view the approval status of a Purchase Request, complete the following:

1. Click Expenses > Purchase Requests > Purchaser. The Purchase Request screen with assigned
requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

2. Click Documentonthe desired purchase request. The single-action menu displays.

3. Select View Full Details. The Purchase Request Details screen with the General and Approval & Payment
detailsdisplays.

4. The following information displaysin the Status section, if applicable (Figure 1):
= Requeststatus

* Neededapprovals
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*  Approval History

Genral Apprwral & Payment

Hequest Name:  Dosciptan of Fusss Meaded Approval Roule: Marklog
Croated Date; (% Payment Type:  Manages Account

Requesier: Account: Rachel Reed
Ruquented Far: dccomnt 10 K20
‘Wendar:
cRE Exact Auth Status. Refrish
PO Wumber: Sutus:  Remaved
Faresh Date:  OON2004 D5:00:53 AM COT

Reques! Total: 35000

Atlached Toul 2
Alaned Varanee: 51708
= Goodw Serrices
4 minCation
4 Altached Transaclions

% Anached Reimpursemonts

Total: 3,500.00
Touat: 3,500.00 | 190.000%
OearFilleis  Columiz v

SIRLENCE  Splumng v

= Saws

Raquest Status: Cioaad requsst

Approwsl Histary

Status Apprower Reason Comment
afacred OB 22014 03 27 PN o i of $0.00
mpproved 05/ 1WE014 1112 AM chd of 5 $000.00 R eguest total axceeds e BpLeowed £
= Commasis.

Rachal Reed | 081272014
closed
Racnel fovd | 080672014

Figure 1: Purchase Request Details Screen - Status Section

Editing Allocation Information

You must have the Allocation Coder role to edit the allocation information for a purchase request.

To edit allocation information on a purchase request, complete the following:

1. Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned

Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a

specific Purchaser.

2. Click Documentonthe desired purchase request. The single-action menu displays.

3. Select View Full Details. The Purchase Request Details screen displays.

4. Edit one of the following within the Goods/Services section, as desired:

For... Then...

Description Only a. Select Description Only. The resultingfields display.

b. Enter a Description.
c. Enter an Amount.

d. Go to step5.
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For... Then...
Full Item Info a. Select Fullltem Info. The resulting fields display.

b. Enter aDescription.

c. EnteranltemlD.

d. Enter theQuantity.

e. Select an option fromthe Unit drop-down menu.
f. Enteran Amount.The Totalamount calculates.

g. Go to step5.

Note: To add additional line items, click Add. To removea line item, selectthe check boxbeside the
desired line item, and click Remove.

5. Editthe followingwithin the Allocation section, as desired:
a. Select an option to allocate by from the Value drop-down menu.
b. Enter a description of the item being allocated in Description.
c. Enterthe amount or percentage to be allocated in Value.
d. Enteran allocation value in each GL# box to identify how the segment will be
allocated. Notes:

» Ifrestricted to using predefined allocation values, click in the GL# field and select an allocation value from
the allocation values menu that displays. Use the menu scroll bar, and click See More for additional values, if
needed.

= To allocate to more than one allocation line, click Add and select the number of allocation lines to add.
= Toremove an allocation line, select the check box beside the desired line, and click Remove.
6. Enter Comments, asneeded.
7. Click one of the following:
— Save and Submit. Go to step 8.
— Click Save. The allocation values and fieldsupdate.
8. Add Comments, if needed.

9. Click OK.A confirmation message displays.
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Completing a Purchase Request

Completing a purchase request adds the requested funds to your account, so you must complete a purchase request

before making the requested purchase.

To complete a purchase request, complete the following:

1.

A W

6.

Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Notes:

» Click the Unassigned Requests tab to access purchase requests that have not been assigned to a specific

Purchaser.

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

» Thedefault view displays the last 100 days, including today’s date.

Click Documentonthe desired purchase request. The single-action menu displays.
Select Purchase. The Fulfill Purchase Request(s) window displays.

Select an option from the Payment Type menu, if applicable.

Select an account from the list that displays, ifapplicable.

Click OK. A confirmation message displays.

Completing Multiple Purchase Requests

Purchasers can complete one or more purchase requests by using the bulk action Purchase button.

To complete one or more purchase requests, complete the following:

1.

2
3
4.
5
6

Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

Select the check box for each desired purchaserequest.

Click Purchase. The Fulfill Purchase Request(s) window displays.
Select an option from the Payment Type menu, if applicable.
Select an account from the list that displays, ifapplicable.

Click OK. A confirmation message displays.

Reassigning a Purchase Request

To reassign a purchase request to a different Purchaser, complete the following:

1. Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned

Requests displays.
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5.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

Click Document on the desired purchase request. The single-action menu displays.
Select Assign. The Select Purchaser windowdisplays.
Select one of the following options:

= Any companypurchaser
» A specific purchaser - When selected, the window expands with the available Purchasers. Select the
desired purchaser, then click OK.

Click OK. A confirmation messagedisplays.

Reassigning Multiple Purchase Requests

To reassign one or more purchase requests to the same purchaser, complete the following:

1.

Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

Select the check box for each desired purchaserequest.
Click Assign. The Select Purchaser windowdisplays.
Select one of the following options:

* Any companypurchaser

» A specific purchaser - When selected, the window expands with the available Purchasers. Select the
desired purchaser, then click OK.

Click OK. A confirmation messagedisplays.

Rejecting a Purchase Request

Rejecting a purchase request returns the document to the Requester’s Draft

queue. To reject a purchase request, complete the following:

1.

A

Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

Click Documenton the desired purchase request. The single-action menu displays.
Select Reject.

Enter comments to explain why you are rejecting the purchase request in the window that displays.

Click OK. A confirmation message displays.

Revised August 2021

103



Works® User Guide | Chapter 6: Purchaser Tasks

Rejecting Multiple Purchase Requests

To reject one or more purchase requests, complete the following:

1. Click Expenses > Purchase Requests > Purchaser. The Purchase Request - Purchaser screen with Assigned
Requests displays.

Note: Click the Unassigned Requests tab to access purchase requests that have not been assigned to a
specific Purchaser.

Select the check box for each desired purchaserequest.
Click Reject.

Enter comments to explain why you are rejecting the purchase request in the window that displays.

vk W

Click OK. A confirmation message displays.
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Chapter 7: OFFICIAL TASKS

Overview

A group is a collection of users within Works that represents an organizational unit of the organization such as a
department or a project. Every user in Works belongs to a single group, and multiple groups can be nested to form
an organizational hierarchy. Each group must include the following group’s officials:

»  Group Owner - This official (only one per group) sets the group’s approval rules and if global settings allow,
may also initiate the addition of a new user with account request simultaneously. If no user has been
designated as an Approver for the group, the Group Owner acts asthe Approver.

= Group Approver(s) - These officials (one or more per group) review and approve or reject purchase
requests and reimbursement requests that originate from members of their groups. Group Approvers also
sign off on or flag transactions requiring approval, can upload and edit receipt images to transactions,
reimbursements and expense reports, and can approve, flag or reject reimbursement requests that were
performed by members of theirgroups.

A group may also include the following officials that may act on behalf of any user within the group to which they
are assigned:

*  Group Proxy Requester — This official can view all purchase request queues for users in the group. If the
official also possesses the Requester user role, he or she can create a purchase request on behalf of any
userin thegroup.

»  Group Proxy Reconciler — This official can access reports, attach transaction(s) to purchase requests, create
reimbursement requests, and reconcile transactions on behalf of any user in the group. The Group Proxy
Reconciler is the only role that allows one user to submit reimbursements on behalf of anotheruser.

Note: Tasks for other group officials (such as Scoped Accountants and Scoped Administrators) are listed in
the Works Administrator’s Guide.

Browsing the Organizational Hierarchy

Browsing your organization’s group structure as a hierarchy tree may help you understand the relationship between
groups and their subgroups and/or group members. You can also access and edit specific groups and/or users using this

feature.
Note: You can only view sub groups and users for the groups in your scope of authority.

To view a hierarchy, complete the following:
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1. Click Administration > Organization > Hierarchy. The Hierarchy screen displays.

Home Expenses Acounis Reports Aczounting Administraton

on > Organization > Hisrarchy

ctions w
Fina: [User - Fe Group Mambars Parmiszlons Purchase Request Routing
Dlsplay: @ s Oy
i pes i * Group Name: | Back to Basics Bus grous)
“Parent Group: Back ko Basics B aup

[=] Default Group Address Rolss

- adgdrees Line 1 | 123 Main St
Address Lins 2:
-city: [ Aossn
*Poetal Code: | 78701
*state: | Tewas ~
“Country: [US& ~

Phone: | (512) 665-1212

Fhone 2:
=1 Default AHocation $ettings
Amocation Frofile: | Adverising F-]

E | =1 Detautt aniocation codes —

GLO1: Cost Centar GLO2: Expanze GLO3: Fm'jact code GLO4: DepartmentiUnit

=] approval Settings
Transaction Review
[ Reguire when Transaction excesds
Ralmburssmant Raview
[ Reguire whan Reimbursement exceeds

Group Leval Purchase Requast Rules

Figure 1: Browse Hierarchy Screen

2. Select User or Groupfrom the Find filter to search for a specificuser or group.
3. Click the search icon to select from the user or group list that displays.

Note: You may enter text in the Find box to search for a useror group.

4. ClickOK.The Hierarchylist displays the selecteduser or group. The selected User or Group Details screenalsodisplays.

5. Select one of the following fromDisplay:

To... Then...
Include users in the a. Select GroupsandUsers. The list displays both groupsand users.
hierarchy b. Click the expand icon to view users and/or sub groups.

c. ClickaUserorGroup nameto view or edit the Details section. The Details screen refreshes with
the selected useror group details.
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To... Then...

Include groups and a. Select GroupsOnly. The list displays only groups.
sub groups only b. Click the expand icon to view sub groups.

c. Click aGroup nameto view or edit the Group Details section. The Group Details screen
refresheswith the selected group details.

Creating a New User and Account Request

A Program Administrator can set up the Card Program policies to allow Group Owners to initiate the process of
creating new users and their respective account requests simultaneously. The term initiate is used because the
Group Owner enters the basic information about the user and account and then routes the information to an
Administrator who approves the creation of the user, completes the information, and submits the account request.
The following restrictions apply to Group Owners.

= Cannot create a user only (must create user and accountsimultaneously)

= Can assign only the new user to a group theyown

= Can assign only the Requestor or Allocation Coder role to the newuser
*Cannot assign a spend control profile, request a PIN, or indicate the number of accounts to issue To

create a user and an account request simultaneously, complete thefollowing:

4. Select Accounts>Account Requests. The Account Request screen displays.

5. Click Create onthe right of the screen.

6. Select Create Userand Account Request. The Create User screen with the Select Group window displays.
4

Select a group of which the new user will be amember.

Note: A user can belong to only one group. The user’s group determines the Group Approver, allocation coding,
and billing/shipping addresses for any account purchases the user makes.

8. Click OK. The Create User screen displays (Figure2).

Note: If group-based roles are inherited from the Group selection, they will default in the Roles section. These
may include Allocation Coder and Purchase Requester.

= om E—penas mress mrojectooas Sroa: st o

(e

Figure 2: Create User Screen
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9. Complete the following User information:

= First, Middle, and Last Name

*=  Email Address

* Login Name - Minimum of six characters. Name must be unique within the active users of the company.

10. Select the appropriate role(s) that display in the Roles section: Requestor and/or Allocation Coder roles for the
new user by clicking the appropriate check box, ifdesired.

Note: If the Allocation Coder role is selected, define the limits of the role in more detail by selecting one or

more check boxes beside the options displayed under these roles:

» Restrict Allocation Assistant to valid and authorized codes - The user may type segment values directly into
the GL segment fields, but the values (codes) must be valid codes and codes that the user is authorized to use.
Valid codes refer to whether the codes are valid for the segment and valid in combination with the other
segment values in the combination code. Authorized codes are determined based on the authorization rules
set upin the users’ allocation profile.

*  Permit modifications via Allocation Assistant only - The user is prohibited from typing GL values directly
into the GL segment fields on requests, transactions, and reimbursement requests. The user can only
select the values from a list of predefined values (codes). The list of predefined values displays when you
click in the GL field to make aselection.

» Users are not required to have a role. If the user has an assigned account but no assigned roles, the user can
access Works to edit and sign off on transactions. However, those users cannot create requests or edit GL
information ontransactions.

11. Click the Allocation Profile search icon to display available profile options, if applicable. The Select an

Allocation Profile window displays.

12. Select a profile.
13. Click OK.
14. Click Continue. The Create Account Request form displays (Figure 3).
[T cancer
Figure 3: Create Account Request Form
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15. Complete the following fields, ifapplicable:
= AccountingCode
=  EmployeelD
16. Enterthe Verification ID. Users will need to reference the Verification ID to activate the card.

Note: Verification ID is 1 — 15 alphanumeric characters of your choice that is used to activate the card at the
bank. No special characters may be used and the values cannot be all the same character. The program
administrator must tell the accountholder the Verification ID. The Verification ID also displays on the Account
Details screen. As a best practice, the Verification ID should be customized for each user and it is best to keep it
simple. For example, you could use the user’s business phone number. Forinformation protection, never use Social
Security Numbers as Verification IDs.

17.  Physical/Civic Address fields - Canada card programs require a valid physical address and valid phonenumber.

Note: The following additional fields display for Canada card programes.

Physical'Civic Address (7 Copy Primary Mailing Address * Phone:
*Country: | Canada v |
| Mobile Phone:

Address Line 1: I ——— .

Address Line 2:

*City:
State/Province: == v
Postal Code:

18. Enter Default Allocation Codesin the GL# field(s), if desired.

Note: An account is not required to have default allocation values, but assigning default values to an account
allows Works to map those values to transactions made with the account and contributes to the process of
determining the correct codes that should be applied totransactions.

19. Click Submit. A confirmation message displays at the top of the Account Requestscreen.

Note: The account request(s) will first be routed to the Administrator’s queue of account requests Awaiting
Approval and will be included in the Group Owner’s queue of Submitted Account Requests. After the
Administrator approves the account request(s) submitted by a Group Owner, the accounts will be submitted
to the bank. The approved/submitted requests will be listed in the Administrator’s queue of Pending account
requests and the Group Owner’s queue of Approved requests. Account requests are returned to the Group
Owner’s Rejected queue if they are rejected by the Administrator.

Accessinga User’s Information

A Group Approver can access user information for users in his or her scope of management. Access to this
information is read-only, meaning the Approver cannot edit this information. The information includes general
employee information (such as Login Name and email address), roles assigned to the user, scoped permissions for
the user (such as the groups to which the user can route requests), location address, and account information (such
as credit limit, available credit, and available funds).

To access a user’s information, complete the following:
1. Click Administration > Organization > Users. The Users screendisplays.

2. Click Name of the desired user. The single-action menu displays.
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3. Click View Full Details. The User Details screen with the User infodisplays (Figure 4).

Note: The User details default with general information such as login name, email address, and any GL segment
default values associated with the user. The Roles list displays a check beside the roles assigned to the user.

Figure 4: User Details Screen

Aooount Autnorisec
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4. Click the appropriatetab option to view the desiredinformation for the user:

*  Group Permissions - Displays the groups to which the user can route requests and any groups for which the
user has a group official status (such asapproval authority)

*  Accounts- Displays Primary and Secondary Account Information
Note: You may access a user’s summary information by clicking the expand icon (+) next to the desired user to

expand the row in the Users queue.

Accessing a Group’s Information

A Group Approver can access group information for groups in his or her scope of management. Access to this
information is read-only, meaning the Approver cannot edit this information. The information includes the group’s
default GL mapping, group officials, the roles associated with the group, the group’s routing permissions, and
location information for the group.

Note: Group Owners can edit a group’s approval
rules. To access the desired group, complete the

following:

1. Click Administration > Organization > Groups. The Groups screen displays.
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2. Click the desired Group name. The single-action menu displays.

3. Click View Full Details. The Group Details screen with general Group details displays (Figure 5).

Home Expensss Accounis Feporis Accounting Administraton
Administration > Organization > Groups > Group Details
Group Mambars Parmisaslons Purchass Request Routing
= Eroupg Hame: Accounfing

*Parant Group: BAck to Basica Business (parsnt qroup) w

=] Default Group Address

Raoles

Usa Parent Group Address
* Addreas Line 1: 123 Maan St
Addrezs Line Z:
=Clty: Austin Resir
=Postal Code: 78701 [ Purchase Requesier
= State: Texss bl
* Country: USA el
Phone: {(512) 555-1212
FPhone Z:
< Default ANocation Zettings
Allocation Profile: | Adwvertising F=
=] Default AMocation Codas
-
GLOD1: Coat Centar GLO2: Expanas EL03: Project code

[=] approval Setiinga
Transactan Review

O Requie when Transaction cxceods

Ralmbursamsant Rewview

[ Require when Resmbursement exceeds

Eroup Lewval Purchase R&quaat Rules

[ Require whe this group or suk
[ Requie when ~d approval from any parent group
[ Require when request is routed 1o anather grougp

Figure 5: Group Details Screen

4. Click the desired tab option toview the desiredinformation for the user.

Chaar Al

GLD4: epartmant/Unit

»  Group (defaults) - Displays general information such as group name, parent group, and any GL segment

default values associated with thegroup.

=  Members-Displays the users who are members of the group.

*  Permissions - Displays the users who are officials for the group. Also displays the roles associated with the

group. These roles will be inherited by all members of the group andsubgroups.

» Purchase Request Routing - Displays the status of the group (either public or restricted). This tab lists the
employees who (in addition to the group’s members) can route purchase requests to the group if the group

is restricted.

Note: You may access a group’s summary information by clicking the expand icon (+) next to the desired group to expand

the row.
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Editing Group Approval Rules

This feature can enable Group Owners to edit their group’s approval rules. These rules include optional approval
rules, transaction review rules, and reconciliation review controls.

To edit a group’s approval rules, complete the following:

1. Select Administration> Organization > Groups. The Groups screendisplays.
2. Click the desired Group name. The single-action menu displays.
3. Click ViewFull Details. The Group Details screen displays.
4. Select the check box for any rules you wish to apply to the group in the Approval Settings section:
» Transaction Review - To require transactions over a specified dollar amount be reviewed by the group’s
Approver. Enter $0.00 in the dollar amount field to require all transactions to be reviewed.
= Reimbursement Review - To require reimbursements over a specified dollar amount be reviewed by the
group’s Approver. Enter $S0.00 in the dollar amount field to have all reimbursements reviewed.
=  Group Level Purchase Request Rules
— You can require purchase requests over a specified dollar amount to be approved by the group’s
Approver. To require all purchase requests be approved, enter $0.00 in thedollar amount field.
— The purchase request requires approval from a parent group because this group’s Approver does not
have the required signatureauthority.
— The purchase request has been routed to anothergroup.
Note: These settings will only affect the rules of the group to which the official is assigned and its subgroups for
Scoped officials.
5. Click Save.

Working with Purchase Requests

When a user submits a purchase request, Works determines which, if any, approval rules must be satisfied for the
purchase request to be approved. Additionally, Works determines which Approver(s) need to review the purchase
request. You must either approve or reject purchase requests routed to you.

Approving or Rejecting a Purchase Request

After a purchase request receives approval from the final Approver, the purchase request is moved to the
Requester’s Approved queue and the requested amount is available on the appropriate Accountholder’s account (if a
purchasing account was the selected payment method). The document is sent back to the Requester’s Draft queue if
you reject a purchase request. The Requester can then edit and resubmit or delete the purchase request.

Note: If you wish to edit or re-allocate the purchase request, you must edit and save your changes before you
approve or reject the purchase request.
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To approve or reject one or multiple purchase requests, complete the following:

1.

Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

Select the check box beside each desired purchaserequest.
Complete one of the following:

» Click Approve toapprove the selected purchase requests.
» Click Rejecttoreject the selected purchaserequests.

Enter Commentsin the box regardingthe approval or rejection of the purchase request, ifdesired.

Click OK. A confirmation message displays.

Editing a Purchase Request

This section describes accessing a purchase request to edit its general information (including adding a comment) or to
edit its allocation.

To edit a purchase request, complete the following:

1.

Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

Click Documentonthe desired purchase request. The single-action menu displays.
Select View Full Details. The Purchase Request Details screen displays.
Edit any of the following fields within the General and Approval & Payment sections, as desired:

* RequestName-The name of the purchaserequest.

= Vendor - The name of the merchant who will supply the requested goods and/orservices.

* CRI Number- The user-supplied Customer Reference (CRI) number which can be captured at enabled point- of-
sale (POS) terminals and used when Works matches purchase requests with transactions, ifapplicable.

* PO Number-The PO number for the purchase request, assigned either by the user or by Works.

» Approval Route - The group to which the purchase request will be routed for approval. By default, the

purchase request issent to the group of which you are amember.

= Payment Type - The method that will be used to pay for the goods and/or services in the purchase request
(for example, employee paid or purchasingcard).

= Account - The account that will be used to pay for the goods and/or services in the purchaserequest.

» Expiration Date - The date that the purchase request will automatically close (and corresponding excess
incremental funds removed from the account). If you choose to allow this request to expire, you may also be
able edit the date ofexpiration.

Note: This option only displays if the Program Administrator configured your card profile to allow you
change whether requests will expire and/or the specific expiration date of requests.

*  Foreign Currency Amt- If available, enter a numericvaluein the boxand select a currencycodefromthe drop-
downmenu.
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» Remittance Advice - Edit the following, if available:
— Format
— AdviceTo
— Template
5. Editone of the followingwithin the Goods/Services section, if desired:
= Description Only- Enter a Descriptionand an Amount.

= Fullltem Info - Enter a Description, Item ID, and the Quantity. Select an option from the Unitdrop-down
menu. Enter an Amount. The Total amountcalculates.

6. Complete the followingto remove a line of allocation information, if desired:

a. Select one or more check boxes for the desired allocation line(s) in the Detailsection.
b. Click Remove.

7. Click Add to add a new line of allocation information, if desired. Enter the number of allocation lines to add in
the Add field, and clickGo.

8. Editthe followingwithin the Allocation section, if desired:
Note: You must have the Allocation Coder role to edit the allocation of a purchase request.

a. Select an option to allocate by from the Valuedrop-down menu:
= Amountto distribute the allocation in dollar amounts
*  Percentagetodistribute the allocation in percentages
b. Entera description of the item beingallocated in Description.
c. Enterthe amount or percentage to be allocated inValue.
Note: Each time you edit the amount or percentage for an allocation, the amount/percent totals recalculate.
d.Enter an allocation code in each GL# box to identify how the segment will be allocated.

Notes:

= Ifrestricted to using predefined allocation codes, click the search icon to select an allocation code from
the allocation menu.

= To allocate to more than one allocation line, click Add and select the number of allocation lines to add.
= Toremove an allocation line, select the check box beside the desired line, andclick Remove.

9. Click Add Comment and entercomments.
10. Click OK.
11. Click Save andApprove.
Note: Click Save to save edits without submitting.
12. Enter comments, if needed.

13. Click OK. A confirmation message displays.
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Accessing a Purchase Request to Attach or Detach a Payable Document
You can attach a payable document (a transaction or reimbursement) to an approved purchase request. If necessary, you
can attach a payable document to a closed purchase request.

You can attach multiple payable documents to a single purchase request. However, if you need to attach a single
payable document to multiple purchase requests, you must first divide the transaction into several parts (one for
each corresponding purchase request). Note that you cannot divide a reimbursement request. You must create a
separate reimbursement request for each approved purchase request.

The Primary Accountholder, the Accountholder’s Group Approver, a Proxy Reconciler, or an Accountant can attach an
approved purchase request to a payable document or detach a purchase request from a payable document.

Notes:

*  Multipletransactionsor reimbursements can be attachedto one purchase request.

* Manually attaching and detaching transactions from purchase requests is not permitted on accounts
enabled with the Push Paymentsfeature.

To attach or detach a transaction or reimbursement from a purchase request, complete the following:

1. Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

Click the Approvedtab.
Click Document onthe desired purchase request. The single-action menu displays.

Select View Full Details. The Purchase Request Details screen displays.

A

Complete the followingin the Attach Transactions or Attach Reimbursement section, as desired:
To... Then...
Attach a. Select Attach. The Attach Transactions/Reimbursements window with eligible
transactions/or reimbursements displays.

b. Select the Include signedoff check boxto displayall eligible transactions or
reimbursements regardlessof signed off status, if desired.

c. Select the checkboxbeside each documenttoattachtothe purchase request.

d. Click Attach. A confirmation messagedisplays.
Detach a. Select the checkbox for each transaction or reimbursement to remove.
b

. Click Detach.

c. Click OK.A confirmation message displays

Printing Purchase Request Details

You can print only summary information for a purchase request.
To print summary information for one or more purchase requests, complete the following:

1. Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

Note: Click the Approved tab for approved purchase requests, as needed.

Revised August 2021 115



Works® User Guide | Chapter 7: Official Tasks

2. Click Documentonthe desired purchase request. The single-action menu displays.
3. Select Print. The Print windowdisplays.
4. Select aniteminthe Available column to print a specific column, if desired.
a. Click theright arrowto add the item to the Included column.
b. Toremoveanitem, select anitemin the Included column, then click the left arrow.
C. Tochange the order, select an item in the Included column, then click up or downarrows.
5. Click Print Preview.
6. Click Printin the right corner of the Print Preview window.

7. Click Print.

Printing from the Details Screen

To print purchase request details from the Details screen, complete the following:

1. Click Expenses > Purchase Requests > Approver. The Purchase Request screen with Pending Approval
requests displays.

Note: Click the Closed tab for purchase requests in a closed status.

Click Documentonthe desired purchase request. The single-action menu displays.
Select View Full Details. The Purchase Request Details screen displays.

Click Actions on the right. The drop-down menudisplays.

Select Print. The Print windowdisplays.

S A T

Select anitemin the Available column to print a specificcolumn, if desired.

a. Click theright arrowtoadd the itemto the Included column.

b. Toremoveanitem, select anitemin the Included column, then click the left arrow.

C. To change the order, select an item in the Included column, then click up or downarrows.
7. Click Print Preview.

8. Click Printin the right corner of the Print Preview window.

9. Click Print.

Rerouting a Purchase Request

You can reroute a purchase request that has been routed to you for approval to a different group Approver, if
necessary.

To reroute a purchase request, complete the following:

1. Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

2. Click Documentonthe desired purchase request. The single-action menu displays.

3. Select Reroute. The Select Group window displays.
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4. Selectagroup.

5. Click OK. A confirmation message displays.

Viewing General Information and Approval History of a Purchase Request

You can view the full details of a purchase request and the approval history of a purchase request. It may be helpful, for
example, to view any other Approver(s) who have already approved the purchase request.

To view the full details and approval history of a purchase request, complete the following:

1. Click Expenses > Purchase Requests > Approver. The Purchase Request screen with the Pending Approval
requests displays.

Note: Click the Approved tab if the desired purchase is approved.

2. Click Documentofthe desired purchase request. The single-action menu displays.

3. Select View Full Details. The Purchase Request Details screen with the General and Payment & Approval
details displays.

4. The following information displaysin the Status section, if applicable (Figure 6):

= Requeststatus
» PushPaystatus (Conditional, if the purchase request is attached to an account that is set up for the Push
Paymentsfeature.)

* Neededapprovals

*  Approval history

Home Cxpenses  Accounts  Repors  Accounting  Administafion

Expenses > Purchase Requesis » Purchase Request Details Back to Basics Business (parent group

General Approval & Payment

Request Name: Approval Route:  Customer Senvice

Created Date: 051102021 Payment Type: Manzged Account

Requester: Hayiey Belle Account: Hayley Belle
Requested For: Hayiey Belle Account ID: 5280

Vendor: Expiration Date: Funds will not automatically expire
CRI

PO Number.

Request Total: 1.00

Attached Total

00
Attached Variance: 100
[ Goods!Services Total: 1.00
[# Allocation Total: 1.00 | 100.000%

[#] Attached Transactions Clear Filters |~ Columns ¥

[ Attached Reimbursements Clear Filters  Columns ¥

J=| Status
F

Request Status: Awaiting reconcilztion.

This request curently has no panding or historical approval information

ISRm L

Hayley Belie | 05/10/2021
TESTING
Hayley Belie | 05110/2021

Figure 6: Purchase Request Details Screen - Status Section with Approval History
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Working with Payable Documents

Works places the transaction in the Accountholder’s Pending Sign Off queue when a transaction from an
Accountholderin your group is posted to Works. After that Accountholder signs off on the transaction, Works places
the transaction in the Approver’s Pending Sign Off queue. Approvers can edit, reallocate, flag, and sign off on the
transaction. After the Approver signs off, Works moves the document to the Accountant’s queue.

Note: When searching and working with expense documents:
* The Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.
» Thedefault view displays the last 100 days, including today’s date.

* The Advanced Filter defaults open on all Expense tables. To close the filter, click the collapse icon(<<).

» Users can save a filter setting for their current session in all queues with an advanced Date filter. When
selecting Retain settings (Figure 7), the displayed date range will be saved during the current session. After
saving the setting, when navigating to another screen, then returning to the original queue, the date range
in the filter and the data in the queue reflect the saved range.

» Asavedsettingis specificto the queue whereit was set.

Home Expensas Accounts Reports Accountimg Administration
Expenses = Transactions = Accountant
actions - Accountant
e Pending Sigm OFF e Ready to Batch Flagged Al
Advanced Filter -
Document ComplWallAuth
[—] Date - 04/21/2021 - O7F/ 3002021 - —
DA21/2021 - OFFLI00202 1 B 1 THMNODDOZEES = o b
Retai Tl
etain settings —l THMNODOD2E64 x | s | 3
Group - All - 1 THMNOIDDOEEES = 2 f
Account — Al - — THMNODOOSEEE6 = x P
Purchase Request - All o [ THNODOOSEET » x |
[+] Auamount Ramge - &dl - 1 THMNODDOIEES = x =

Figure 7: Retain Settings Option

For information on working with payable documents within an expense report, refer to the Expense Reports chapter.

Editing a Transaction

An Approver can edit a transaction that has been routed to him or her for approval. Approvers can change a
transaction’s general information (including adding a comment) or edit its GL allocation. If you need to edit a
transaction, you must do so before you sign off on the transaction. If you have already signed off on a transaction
that needs to be edited, the Accountant must perform this task.

Note: If the Accountant signs off on the payable document before you can access and edit the payable document’s
general information, but you can no longer edit the allocation information.
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Editing Allocation, Reference and Tax Information on a Transaction

To edit the allocation, reference, or tax information on a transaction, complete the following:

1.

2
3
4.
5

Click Expenses > Transactions> Approver. The Transactions screen displays with Pending Sign Off transactions.
Click Document on the desired transaction. The single-action menu displays.

Click View Full Details. The Transaction Details screen displays.

Click the Allocation & Detailtab.

Complete any of the following:

To... Then...

Remove an allocation line | a. Select the checkbox nextto the desired allocation row to be removed.
b. Click Remove.
c. Click Save andSign off.
Note: Click Saveto update thefields. The allocation fields update and theComp/Val/Auth
column updates display.
d. Enter comments, ifneeded.
e. Click OK. A confirmation messagedisplays.

a. Click Add.

b. Select the number of allocation lines to add.

c. Select an option to allocate by from the Value drop-down menu:

= Amount

= Percentage

d. Enterthe amountor percentage ofthe total purchase to beallocated inValue.

e. Enteran allocation codein each GL#boxto identify howthe segment will be allocated. Note: If
you are restricted to using predefined codes, click the search icon to selecta code from the
allocation picklist.

Add an allocation line

f. Select an option from the expense Category drop-down menu, if applicable.

g. Entercommentsin Note regarding the Category entry, if applicable.

h. Entertext in Description for the allocation.

i. Continue to edit orallocate each line by repeating steps d- h, as needed.

Notes:

= Ifthereis a variance between the Allocation total and the Purchase Amount, it will display in the
Variancefield.

» A Program Administrator specifies Global settingsfor your organization to determine whether
transactions that have a variance can be signed off on by the Accountholder or an Approver or
closed bythe Accountant. If not, you mustfully allocate the transaction before closing.

» Ared Xdisplays in the Comp/Val/Auth fields if the current allocation is incomplete (meaning
you have not entered values in all required fields), invalid (meaning you have selected a GL
codethat hasnot been predefined foryour organization), or unauthorized (meaning you have
authority to route to the selected group associated with the GL segment).

j. Complete oneoption:

= Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth column
updatesdisplay.

» Click Save andSign off.

- Enter comments, as needed, then click OK.
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To...
Duplicate an allocation
line

Editing reference and tax
information
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Then...

a.
b.
C.

Select the checkboxnextto the desired allocation row to duplicate the allocation line.
Click Duplicate.A drop-down menudisplays.

Select the number of lines to be added. New rowsare added and display copied values for
Description, GL, Category, and Notes.

. Complete oneoption:

= Click Save to updatethe fields. The allocation fields update and the Comp/Val/Auth
column updates display.

= Click Save andSign off.
— Entercomments, as needed, then click OK.

. Click the expandicon (+) onthe Reference & Tax section. Reference and Taxfields display.

. Edit the following fieldsin the Reference & Tax section, as desired:

= Reference - The reference number allows you to connect multiple documents (transactions
and/or reimbursement requests) without attaching the documents to each other. Note: The
reference numberis exported with the transaction detail data.

» Personal - Available if configured for this option. Select the check box if the goods
and/orservices purchased were personal (not business)items. Thisflags theitem as a
personal expense (if the corresponding global control is set by theProgram
Administrator). Note: To denotea portion of the transaction as a personal expense, the
Accountholder must divide the transaction.

» Tax Status - Selectan option.

» Subject to UseTax - Items purchased are subject to usetax, but tax hasnotbeen
applied.

» NonTaxable Purchase - tems purchased in the transactionare not subjectto either
salesoruse tax.

= Sales Tax Included - Items purchased in the transaction are subject to sales tax(which
has already been applied and remitted by the merchant). If you selected Sales Tax
Included, the Tax Total field is available.

* Goods & Services - The dollar amount of the items that are subject to tax. You may edit this
tax field if you selected Sales Tax Included or Subject To Use Tax in the Tax Status field. Select
the Adjust Amountcheck boxto editthisfield.

» AdjustAmount- Select this check boxto edit Goods & Services amount.

» TaxTotal - The dollaramount of the sales tax. This field mayalready contain the sales tax
amount passedto Worksin the transaction data fromthe merchant.

» UseTax- The dollaramount of the usetax. Youmay edit thisfield if you selected
Subject To Use Taxin the Tax Status field.

» Shipping ZIP

. Complete one option:

= Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth
column updates display.

= Click Save andSign off.

— Entercomments, as needed, then click OK.
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Flagging a Payable Document

An Approver can flag a payable document to alert other users there is an issue with the document. Flagging a
payable document does not prevent you from signing off and is useful if the document requires additional
information that another user (the Accountholder or Accountant) can provide. For example, you might flag a
transaction for a client luncheon and include a comment that the Accountholder should include a list of
attendees.

If you need to flag a payable document, you must do so before you sign off on the document. If you have already
signed off on a document that needs to be flagged, the Accountant must perform this task.

When you flag a payable document, Works copies the document to the Flagged queue for you, the appropriate
Accountholder, and the Accountant. Works also sends the appropriate Accountholder an email. Note that the flagged
document still resides in the appropriate queue as well as in the Flagged queue. For example, you can access a
transaction you signed off on and that has been flagged in both the Signed Off and Flagged queues.

Removing a flag removes the payable document from the Flagged queue for you, the appropriate Accountholder,
and the Accountant.

To flag a payable document or remove a flag, complete the following:

1. Click Expenses > Transactions/or Reimbursements > Approver. The Transactions or Reimbursements screen
with Pending Sign Off queue displays.

2. Select the check box for each desired transaction orreimbursement.
3. Click Flag.
4. Select Raise Flag. The Confirm Flagwindow displays.

Note: Select Remove Flag to remove a flag.

5. Enter Comments.
Note: Comments are required.

6. Click OK. A confirmation message displays.

Viewing Purchase Detail for a Transaction

Different types of data may be supplied by the merchant with the electronic transaction information. This purchase
detail information (or level 3 data) may include tax information, line item information, airline flight/ ticket
information, car rental information, hotel information, extended shipping data, fleet data, and services detail data.
You can view (but not edit) the purchase detail for a transaction, if available. This purchase detail can also be
exported as areport.

To view purchase detail for a transaction, complete the following:

1. Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off
gueue displays.

2. Select the desiredtransactionstab, if necessary:

= (Click the Signed Off tab for signed offtransactions.
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» (Click the Flagged tab for flagged transactions.
Click Document onthe desired transaction. The single-action menu displays.
Select View Full Details. The Transaction Details screen displays.

Click the Allocation & Detailtab.

o v A~ W

Click the expand icon (+) next to Transaction Detail. The Purchase Details display.

Viewing Sign-Off History

You can view the sign-off history of transactions from users in your scope to display which users have already
signed off on the transaction.

To view sign-off history from the Transaction Details screen, complete the following:

1. Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off
queue displays.

2. Select the desired transactionstab, if necessary:
»  Click the Signed Off tab for signed offtransactions.
= Click the Flagged tab for flagged transactions.

3. Click Documentonthe desiredtransaction. The single-action menu displays.

4. Select View Full Details. The Transaction Details screen displays.

5. Click the Sign Off Historylink (Figure 8). The Sign Off window displays (Figure 9).

Home  Expenses  Accoun ts  Reports  Accounting  Administration

Expenses > Transactions = Transaction Detail Back to Basics Busine: ss (parent group)

Purchase Amount: 31.77 Allocation Variance: 0.00
Post Date: 05/17/2021 Comp | Val |Auth: v 1 v 1 w
Vendor Name: SEAIR ALASKA CO Sign Off History: AH

MCC: 3141 (SEAIR ALASKA

Transaction Allocation & Detail Dispute Receipts

Bank Transaction #: SYNTH Account Nickname

Vendor Address: NV, 89701

[=] Comments Add Comment

added recaipt

Rachel Reed | 05/18/2021
Add receipt

works support | 06/01/2021

done
Rachel Reed | 07/01/2021

Figure 8: Sign Off History Link

Viewing Sign Off History from the Transactions Queue
You may also view sign off history from the Transactions queue if you display the Sign Off column. To
view sign-off history from the Transactions queue, complete the following:

1. Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off
queue displays.
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2. Select the desiredtransactionstab, if needed:

»  Click the Signed Off tab for signed offtransactions.

»  Click the Flagged tab for flagged transactions.
3. Click the Columns linkin the right corner of the Transactions table. The columns list displays.
4. Select the Sign Off column checkbox.

Click Save. The Sign Off column displays to the right of the existing columns. The changes are saved as your
defaultview.

6. Click the Sign Offlink for the desired transaction. The Sign Off window displays (Figure 9).

Acting As When By
Accountholder 091122013 -at 10:35 COT Reed, Rachel
Approver none
Accountant none
Sweep 09092013 at 12:11 COT Surmari, Pat
| Close |

Figure 9: Sign Off Window

Viewing Vendor Details for a Transaction

Vendor detail information may be supplied by the merchant with the electronic transaction information. The vendor

detail information can include the vendor’s name, MCC and description, Tax ID, Status Code, number of employees,

vendor address, whether the vendor is registered as a SBA (Small Business Administration) participant, the veteran

status of the owners, and whether the vendor is minority-owned. Woman-owned, small, or disadvantaged. You can

view (but not edit) the vendor detail for a transaction, if available. You may also view (but not edit) the vendor

address if supplied by the merchant from the Transaction Detail screen.

To view vendor details for a transaction, complete the following:

1. Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off
queue displays.

2. Select the desiredtransactionstab, if necessary:

=  Click the Signed Off tab for signedoff transactions.
= Click the Flaggedtab for flagged transactions.

3. Click Documentonthe desiredtransaction. The single-action menu displays.

4. Select View Full Details. The vendor details display on the Transaction Details screen.
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Printing Transaction Details

To print the details for a transaction, complete the following:

1.

Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off
gueue displays.

Select the desired transactionstab, if necessary:
»  Click the Signed Off tab for signed offtransactions.
»  Click the Flagged tab for flagged transactions.

Click Document on the desired transaction. The single-action menu displays.
Select Print. The Print windowdisplays.

Note: You may also select View Full Details to print transaction details from the Details screen using the
Actions menu.

Select one of the following from the Printmenu:
For Description
Summary a. Click Summaryto print specific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Click theright arrowto add the itemto the Included column.
Notes:
= Select an itemin theIncludedcolumn, thenclick the left arrow to removean item.
= Select anitemin the Includedcolumn, thenclickup or downarrowsto changethe order.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.
f.Click the UploadedReceiptslink to printthereceiptimage attached. The receipt image
opens in a separatewindow.

g. Click the printicon.
Details a. Click Details to print all available details forthe selectedtransaction(s).

b. Click PrintPreview.
c. Click Printin the right corner of the Print Previewwindow.
d. Click Print.

e.Click the UploadedReceiptslink to printthereceiptimage attached. Thereceipt image
opens in a separatewindow.

f. Click the printicon.
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For

Details & Summary

Printing Multiple Transactions

Description

a .Click Details & Summary to print both versions of the transaction detail, with specific
columns and their order.

b. Select an item in the Available column, as desired.
i.  Click theright arrowto add the itemto the Included column.
Notes:
= Select an itemin the Includedcolumn, thenclick the left arrow to removean item.
= Select anitemin the Includedcolumn, then click up or downarrowsto changethe order.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.
e. Click Print.

f.Click the UploadedReceiptslink to printthereceiptimage attached. The receipt image
opens in a separatewindow.

g. Click the printicon.

To print the details for one or more transactions, complete the following:

1. Click Expenses > Transactions > Approver. The Transactions screen with transactions in the Pending Sign Off

gueue displays.

2. Select the desiredtransactionstab, if necessary:

= C(lick the Signed Off tab for signed offtransactions.

= C(Click the Flagged tab for flagged transactions.

3. Selectthe check box for each desired transaction.

4. Click Print. The Print window displays.

5. Select one of the following from the Printmenu:

For

Summary
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Description
a. Click Summaryto print specific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Click theright arrow to add the itemto the Included column.
Notes:

= Select an itemin the Includedcolumn, thenclick the left arrow to removean item.

» Select anitemin the Includedcolumn, thenclickup ordownarrowsto changethe order.

c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.
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For Description

Details a. Click Details to print all available details forthe selectedtransaction(s).
b. Click PrintPreview.
c. Click Printin the right corner of the Print Previewwindow.

d. Click Print.

Details & Summary a.Click Details & Summaryto print both versions of the transaction detail, with specific
columns andtheir order.

b. Select an item in the Available column, as desired.

i.  Click theright arrowto add the itemto the Included column.

Notes:

= Select anitemin the Includedcolumn, thenclick the left arrow to removean item.

» Select anitemin the Included column, then click up or downarrowsto changethe order.
c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.

Editing a Reimbursement Request

Approvers can edit reference and allocation information on a reimbursement in the Pending Sign Off queue.

To edit allocation and reference information on a reimbursement, complete the following:

1. Click Expenses > Reimbursements > Approver. The Reimbursements screen with the Pending Sign Off queue
displays.

2. Click Documentofthe desired reimbursement.

3. Select View Full Details. The Reimbursement Details screen displays.
4. Complete any of the following:
To... Then...
Edit Reference a. Edit any of the following, asdesired:
Information = Reference - The reference number is an arbitrary number that allows you to associate

multiple documents (transactionsand/orreimbursementrequests)without attachingthe
documents to each other.
= Date Purchased
= Vendor
» Payee Name-This field is intended to direct howthe payee nameshould display on the
reimbursement check.
= PayeelD
b. Click Add Comment. The Add Commentwindow displays.
c. Entertextin the AddCommentwindow, if desired.
d. Click OK.
e. Complete oneoption:
* Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth

column updates display.
= Click Save and Sign off.
— Entercomments, as needed, then click OK.

Revised August 2021 126



Works® User Guide | Chapter 7: Official Tasks

To...

Edit anAllocationLine

Add anAllocationLine

Revised August 2021

Then...

a. Edit the following fields, asdesired:
» Descriptiontext forthe allocation.
= Category
» Note (ifapplicable)
Note: A Scaled Expense Category may be used with reimbursement requests and requires a
calculation of one number against a scale or rate. An example is mileage: this is a cash
transaction where the userentersthe number of milesand the appropriate scale/rate will
determine theactual reimbursement amount.
» Amount(Not applicable with a Scaled Expense Category)
= GL#
Note: If you are restricted to using predefined allocation codes, click in the GL#box to selectan
allocation codefromthe allocation values menuthat displays.
b. Complete oneoption:
= Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth
column updates display.
» Click Save andSign off.

— Entercomments, as needed, then click OK.
a. Click Add.

b. Select the number of allocation line toad.

c. Entertextin Description for the allocation.

d. Select an option from the Category menu, and enter comments in the Note boxregarding the
Category, ifapplicable.

Note: A Scaled Expense Category may be used with reimbursement requests and requires

a calculation of one number against a scale or rate. An example is mileage: this is a cash transaction
wherethe user enters the number of miles and the appropriate scale/rate will determine theactual
reimbursement amount.

e. Enter oredit the Amountof the reimbursementrequestthat will be allocated to the GL
combination code you will enterin the nextline. (This step is not applicable with aScaled
Expense Category.)

f. Enteran allocation codein each GL#boxto identify how the segment will be allocated.

Note: If you are restricted to using predefined allocation codes, click in the GL#boxto select an
allocation codefromthe allocation values menuthat displays.

g. Complete oneoption:

= Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth
column updates display.

* Click Save andSign off.

— Entercomments, as needed, then click OK.
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To... Then...
Remove an Allocation | a. Select the check box beside the desired allocation row you wish to remove.
Line b. Click Remove.

c. Complete oneoption:

= Click Saveto updatethe fields. The allocation fields update and the Comp/Val/Auth
column updates display.

*» Click Save andSign off.

— Entercomments, as needed, then click OK.

Printing Reimbursement Request Details

To print the details for a reimbursement request, complete the following:

1.

Click Expenses > Reimbursements > Approver. The Reimbursement screen with transactions in the Pending Sign

Off queuedisplays.

Select the desired transactionstab, if necessary.

Click Documentonthe desired reimbursement. The single-action menu displays.

Select Print. The Print windowdisplays.

Note: You may also select View Full Details to print reimbursement details from the Details screen using the

Actions menu.

Select one of the following from the Printmenu:

Click Summaryto printspecific columns of information and their order.

For... Then...
Summary a.
b.

o

Details

o 9 o

(@]
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Select an item in the Available column, as desired.
i.  Clicktheright arrowtoadd theitemto the Included column.
Notes:

= Select anitemin the Includedcolumn, thenclick the left arrow to removeanitem.

= Select anitemin the Includedcolumn, thenclick up ordown arrows to change theorder.
. Click PrintPreview.
. Click Printin the right corner of the Print Previewwindow.

. Click Print.
. Click Details to printall available details forthe selectedreimbursement(s).

. Click PrintPreview.
. Click Printin the right corner of the Print Previewwindow.

. Click Print.
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For... Then...

Details & Summary a.Click Details & Summaryto printboth versionsof the reimbursement detail, with specific
columns andtheir order.

b. Select an item in the Available column, as desired.

i.  Click theright arrowto add the itemto the Included column.
Notes:
= Select an itemin the Includedcolumn, then click the left arrow to removeanitem.

= Select an itemin the Included column, thenclick up or down arrows to change theorder.

c. Click PrintPreview.

d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.

Printing Multiple Reimbursements

To print the details for one or more reimbursements, complete the following:

1. Click Expenses > Reimbursements > Approver. The Reimbursements screen with the Pending Sign Off queue
displays.

Select the desired reimbursementstab, if necessary.
Select the check box for each desired reimbursement.

Click Print. The Print window displays.

vk W N

Select one of the following from the Printmenu:
For Description
Summary a. Click Summaryto print specific columns of information and their order.
b. Select an item in the Available column, as desired.
i.  Click theright arrow to add the itemto the Included column.
Notes:

= Select anitemin the Includedcolumn, thenclick the left arrow to removean item.
= Select anitemin thelncludedcolumn, thenclick up ordown arrows to change the
order.

. Click PrintPreview.

o o

. Click Printin the right corner of the Print Previewwindow.

. Click Print.

Details . Click Details to printall available details forthe selectedreimbursement(s).

o © o

. Click PrintPreview.

(@]

. Click Printin the right corner of the Print Previewwindow.

d. Click Print.
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For Description

Details & Summary a.Click Details & Summaryto print both versionsof the reimbursement(s) detail,with
specific columns andtheir order.

b. Select an item in the Available column, as desired.
i.  Click theright arrow to add the itemto the Included column.
Notes:

= Select an itemin the Includedcolumn, then click the left arrow to removean item.
= Select anitemin the Includedcolumn, thenclick up or down arrows to change the
order.

c. Click PrintPreview.
d. Click Printin the right corner of the Print Previewwindow.

e. Click Print.

Mass Allocating Payable Documents

To expedite the allocation editing process, Approvers can apply the same allocation codes to one or more

transactions or reimbursements at one time.

To apply the same allocation code to one or more transactions or reimbursements, complete the following:

1.

Click Expenses > Transactions/or Reimbursements > Approver. The Transactions or Reimbursements screen
with the Pending Sign Off queue displays.

Select the check box beside each item you want to allocate with the same allocationcodes.
Click Mass Allocate. The Mass Allocate window displays.

Enter an allocation code in each GL# box to identifyhow the segment will be allocated.

Note: If you are restricted to using predefined allocation codes, click in the GL# segment box and select an
allocation value from the allocation values menu that displays.

Select an option from Empty SegmentField(s):

» Retain original codes - Selecting this option maintains the current value if a GL segment is leftempty when
allocating.

* Delete original codes - Selecting this option replaces the current value with a blank field if a GL segment is
left empty whenallocating.

Click OK. A confirmation message displays.

Revised August 2021

130



Works® User Guide | Chapter 7: Official Tasks

Rejecting a Reimbursement Request

Approvers can reject a reimbursement request that has been routed to them for approval. If you reject a
reimbursement request, Works sends the reimbursement request back to the accountholder’s Draft queue. The
accountholder can then edit and resubmit the reimbursement request, or delete the reimbursement request.

To reject one or more reimbursement requests, complete the following:

1. Click Expenses > Reimbursements > Approver. The Reimbursements screen with reimbursements in the
Pending Sign Offqueue displays.

2. Select the check box beside each reimbursement.
3. Click Reject.

4. Click OK. A confirmation message displays.

Signing Off On Payable Documents

You should sign off on payable documents after you have edited, reallocated, and/or flagged the documents, as
necessary. After you sign off on a payable document, you can access that document in a read-only format. In other
words, you can no longer make any changes to the document. If any actions need to be performed on a payable
document after you have signed off on the document, the Accountant must perform those actions. If the Accountant
signs off on the payable document before you, neither you nor the Accountholder can edit the allocation information.

For example, if a $1,300 transaction was posted for an Accountholderin Group A, and the transaction limit specified
in the group approval rules for Group A is $1,000, that $1,300 transaction is automatically added to the task list for
all Approvers for Group A. Only one Approver must sign off on the payable document. In other words, when

any Approver in Group A signs off on the transaction, the transaction is removed from the task list for all other
Approvers in Group A.

Your organization’s policy determines what action (Accountholder sign-off, Approver sign-off, or Accountant sign- off)
triggers discretionary funds restoration. For example, if an Accountholder in your group has discretionary funds, and
your organization’s policy specifies that an Approver sign-off triggers discretionary funds restoration, you must sign
off on the Accountholder’s transactions before these fundsarerestored.

Important: You are only required to manually sign off on a payable document (as described in this procedure) if a
transaction or reimbursement request from an Accountholder in your scope exceeds the dollar amount specified in
your group’s approval rules. Otherwise, if the payable document does not exceed the limit, the payable document is
signed off on. The Group Owner specifies the group’s approval rules.

When a user signs off on a payable document, Works supplies an annotation in the Sign Off column to denote the
user signed off on the document and how the sign-off was made (either automatically or manually). For example, if
the Accountholder signs off on a document, Works places AH in the Sign Off column. If the sign-off was automatic,
Works places parenthesis around the annotation (AH).

If one or more payable documents are contained in an expense report, you can sign off on all payable documents at
the same time by accessing and signing off on the expense report.
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Accessing and Signing Off On a Payable Document

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

To sign off on one or more transactions or reimbursements, complete the following:

1. Click Expenses > Transactions/or Reimbursements > Approver. The Transactions or Reimbursements screen
with the Pending Sign Off queue displays.

Note: When working with expense documents:

» Advanced Filter searches are limited to a maximum of any 24 months (2 years) for Expenses, including
Purchase Requests, Transactions, Reimbursements, and Expense Report searches.

= Thedefault view displays the last 100 days, including today’s date.

2. Select the check box beside each transaction or reimbursement to be signed offon.
3. Click Sign Off.
4. Click OK. A confirmation message displays.

Note: You may also sign off on a single transaction from the Transaction queue using the single-action menu.

Accessing and Signing Off an Expense Report

This section describes accessing and signing off on all payable documents in an expense report. To

sign off on one or more expense reports, complete the following:

1. Click Expenses > Expense Reports > Approver. The Expense Reports screen with the expense reports in the
Pending Sign Offqueue displays.

2. Select the check box for each desired expensereport.

3. Click Sign Off. The Sign Off window displays confirming sign off for all selected expense report(s),
transactions, and reimbursements (Figure 9).

e CocT coce B

Figure 9: Expense Report Sign Off

4. Click OK. A confirmation messagedisplays.

Approvers may also sign off on an Expense Report from the Expense Report Details screen using the Actions menu.
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To sign off an Expense Report from the Expense Report Details screen, complete the following:

1.

N o o~ W N

Click Expenses > Expense Reports > Approver. The Expense Reports screen with the expense reports in the
Pending Sign Offqueue displays.

Click Expense Report Name of the desired transaction. The single-action menu displays.
Select View Full Details. The Expense Report Details screen displays.

Click Actions. A menudisplays.

Select Sign Off. A Sign Off window displays.

Enter Comments, ifdesired.

Click OK. A confirmation message displays.

Note: Users can also perform the same actions from the Expense Report Details Transactions and

Reimbursements tables (Figure 10) that are available on the Transaction and Reimbursement Details screens.

= Transactions Clear Fillors  Columns: ¥

Flagped Flagged
nocaton  “Retap Fagged Grouw comments Y Dae

A~

Purchase
S Vendar CompiValluth  Amount

Pendng Sgn Of ARIACO vivie 40503 1000-00295-1230-0411 Ko

snow[10_ v perpage 14 Page: [ ) of 1 1)

Figure 10: Actions available from Transactions and Reimbursement Tables on Expense Report Details

Printing Expense Report Details

Approvers can print summary information, such as expense categories and date ranges for transactions, in the
expense folder only when accessing an expense report.

To print summary information contained in an expense report, complete the following:

1.

Click Expenses > Expense Reports> Approver.The Expense Reportsscreen with the PendingSign Off queue
displays.

Note: Click the Signed Off tab to access expense reports signed off.
Click the desired Expense Report Name. The single-action menu displays.
Select Print. The Print windowdisplays.

Select anitem in the Available columnto print a specific column, if desired.

a. Click theright arrowto add theitemto the Included column.
b. Toremoveanitem, select anitemin the Included column, then click the left arrow.

c. Tochange the order, select an item in the Included column, then click upor down arrows.
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7. Click Print Preview.
8. Click Printin the right corner of the Print Preview window.
9. Click Print.

Note: You may also print Expense Report details from the Expense Report Details screen using the Actions menu.

Delegating Approval Authority
If you are a Group Approver, you can delegate your approval authority to another user for a specified time frame.
This is useful, for example, if you are going on vacation and you are the only Approver for a group.

Note: You can delegate approval authority to another user for all groups for which you are the Group Approver. If
you are the Group Approver for group A and group B, you must delegate approval authority for both groups to the
desired user. You cannot delegate approval authority for group A to one user and group B to another user.

To delegate approval authority, complete the following:

1. Click the My Profile icon ( 9 ) from any screen in Works to access your user information. (Figure 11). The
User Details screendisplays.

O cryomamv 9 & @

Home  Expenses Repos  Accourting  Admiisiration

Exp21ses > Expense Reparis > Expense Report Delails 2ackt Easics Business (perat group)

Figure 11: My Profile Access

2. Click the Group Permissionstab.

3. Click Approver by Delegation. The Delegation screen displays (Figure 12).

Note: The Delegation option displays only if the user is currently a Group Approver.

Expenses  Reports  Accounting  Administration

stration > Organization > Users > User Details

Group Owner Delegated To Me Delegate To Others

(I Delega‘ted To Start Date End Date Reason
Approver By Delegation

Mo data available in table
Scoped Program Administrator
Proxy Requester
Proxy Reconciler
Scoped Accountant
Scoped Auditor

Router
0 Selected | 0 items Show [10__~ | per page 10 <1 Page: [T ] of 0 > -0
' Aaa |

Figure 12: Group Permissions Delegation Screen
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4. Todelegateyourapproval authority to another user, complete the following:

a. Click the Delegate to Otherstab.
b. Click Add. The Select User window displays (Figure13).

Seslercd Usen(x)
Name Last Name Firet Name Middlc Namc Login Name
" Accountholder, Hen Accounhoigen Ben benan1ti3 Hack to
1 - Bob, Eric Bob Eric. Eric1234 East
¢ Duns, George Dumns Gearge ghums Dack o
{7 Concord, Gary Concard Gary managerl tinance
" Costelio, Nancy Costelo Mancy n.costelia Product
€ Dugan, Philip 5 Nugan Fhilp philip73 Cast
" Dunlep. Rhenda Dunlop Rhonda rdunlog122 Worketir
¢ Eaetman, Karl Eaztman ®arl eman123 Eagt
™ Fric, Rulh Fric: Boih Seani?3d Cusdom
_ Hooe. Bob Heoe Bk bobhoos Bock to.
Pl | |
0 Selecied | 30 Hems snow !E[ per page [<1<) page:| 1 | o3>0
Gl P

Figure 13: Select a User Window

c. Click the radiobutton for the desired user.

d. Click OK. The Delegate Approval window displays (Figure14).

Delggate Approval
| Approver: Ann Appprover
* Delegated Approvers Sam Aporover O

* Star i Dale: iie]
*End Date: ]
Reason: j

Figure 14: Delegate Approval Window

e. Enterthedesired date range for the delegation in the Start and End date fields.

f. Enterareason why you are delegatingthe approvalauthorityin the Reason text box, if desired.

g. Click Save.

5. Toremove an existingdelegation of approval authority, complete the following:

a. Click the check box for the desired delegation from the Delegation screen on the Delegate to Otherstab.

b. Click Remove.

c. Click OK. A confirmation message displays.
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Chapter 8: REPORTS

Overview

Comprehensive reports are available from the Reports section of the Global Navigation bar. The User roles or group
Official roles associated with the user generating the report determine if the user may view and/or include data
about other users in the report:

Scoped Accountants and Proxy Reconcilers can view the account transactions of users within their scope of
authority.

Group Owners can view the spend activity of users within the groups to which they are assigned and the
respective subgroups.

Auditors can view the spend activity for the entire organization.

Comprehensive Configurable Reports

The Program Administrator initially creates report templates that are distributed via Works to users company-wide.
Users may then access the report templates and configure them for their own use in the following ways:

* Determine the columns of data toinclude.

» Filterthe data with variousfilters provided.

= Determinethesortdirection of the data.

= Choose an export format for the data.

» Setan expiration date forthe report.

Organizations with multiple instances of Works installed within the organization have the option to set up their
company to implement Cross-company (CxCo) reports. Such reports merge data from one or more designated
instance of Works into a single report. Cross-company reporting is available in most configurable reports.

After configuring a template, the user may run the report or save the configured report template for future use.
Users can view up to three years of report data at any one time (For example, June 1, 2014 —June 1, 2017). A user
who needs more than 3 years of data (36 months) can easily adjust the report filters, re-run the report, and receive
the additional data required.

All report templates belong to one of several categories of reports, and the category of report determines what
data can be included in the report.
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Note: Even though the category of report determines what data elements are available, frequently used data
elements exist in more than one category. For example, the data element account number is available for use in
multiple categories of reports.

All configurable reports are divided into the following categories of reports and the category of report determines
what data can be included in the report.

= Account Reports - Display data specific toaccounts.

=  (CxCo Account Reports - Display data specific to accounts used within multiplecompanies.

= QOrg Reports - Display data specific to an organization. Org Reports are not available to the Accountholder
role.

= (xCo Org Reports - Display data specific to an organization within multiple companies. CxCo Org Reports
are not available to the Accountholderrole.

* Request Reports - Display data specific to purchase requests.

» Spend Reports - Display data specificto spend.

»  (CxCo Spend Reports - Display data specificto the spend within multiple companies.

Reports in the Dashboard Summary

Unlike the configurable reports, the content of the reports in the Dashboard Summary is pre-defined to display the
most commonly requested information in graph or table format. The data in the Dashboard Summary reports
contain only data within the company and does not include data within linked companies. Data in the CxCo
Dashboard reports contain the sum of the current company’s data and all the linked companies’ data, considering
any specified filters used.

The Dashboard Summary screen displays charts, graphs, and lists of the following information:

* Spend Reports
— Account Activity - Lists the annual volume, average transaction size (dollar amount), spend per
account, and average number of transactions per account issued to the user generating the report.

— Card verses Non-Card Spend - Lists Spend Type, Transaction Count, Amount Total, and Average
Amount. Availableif set up as an optionduring implementation.

— Spend by Vendor - If applicable, displays a pie chart showingthe top 10 merchants where the card was
used, based on the amount spent with cardsissued.

— Spend by Specified GLSegment - Displays a pie chart showingthe top 10 categories of spend within

the GL Segment specified (for example, department or division). Available only if your organization is set up
to include the option and your Program Administrator has configured Works to allow it.

= AuditReports

— Account Totals - Lists the number of active and inactive accounts issued to the user generating the
report.

— Single TransactionLimit Audit - Displays transactions made with a card that was used more than once
at the same merchant on the same day.
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Note: The information in each report is based upon the post date of the transactions included in the date range for
the report. The post date refers to the date the transaction was posted to Bank of America, not the date the
transaction was posted toWorks.

Viewing the Dashboard Summary

To view the Dashboard Summary, complete the following:

1. Click Reports > Dashboard > Spend. The Dashboard Summary with Spend reports displays (Figure 1).

Notes:

* Toviewthe Audit reports, click Reports> Dashboard > Audit.
= Toenlargeareport graph, click the View Larger link for the desired report.

Wome  Expenses  Repors  Awauntig  Adminstaion

Reports » Dazhboard » Spend Back to Basis Businass (narent group)
Spend | Audt | SetDates B pinthl &
= Account Activity Actions v

Dates: (Gnozotz-ogmaaonz @

DebitTotal Debit Count DebitAverage Credit Totl Creit Count Credit Average NetAccount Spend Tote! Net Account Spend Count Net Acoount Spend Average
No data availsbie n table
= Card vs Non-Card Spend Actions ¥
Dates: 097302021 -0730021 [
Spend Type ‘Transaction Count Amount Totzl Average Amaunt
No data availsble in table

£ Spend by Vendor Actons v

Dates: 01012021 -07502021 |

Top 10 Vendors.

® ACCOUNTING, AUDITING AND | 35,208.46
« PROFESSIONAL SERVICES NOT | 27,565 69
 ENCINEERING, ARCHITECTURA | 2367249
W AUTOMOBILE PARKINC LOTS A | 8,586.10
w ROTAL KONA RESORT CO. | 8,02452
ﬂ * MITAKO HOTEL €O | 755924

\ TRAVELEDCE €0, | 691769

Mk, SKNATSARCO, | 657265

¥ DOMINICANA DEAVIACIONCO | 649268
BARIACO, | 66647

View Larger

Total for All Vendors: 33373144

Figure 1: Dashboard Summary Spend Reports
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2. Complete any of the following, as desired:

To...

Change Date Range

Download

Print

Revised August 2021

Then...
Complete one of the following:
For... Then...
A single report i. Clickthe Date calendaricon forthe desired report.
ii. Selecta daterange.
Note: Users can view up tothreeyears (36 months) of report dataatanyone
time.
iii. Click OK.The report data updates display.
All reports i. Click Set All Dates on the right.

ii. Selecta daterange.

Note: Users can view up tothreeyears (36 months) of report data atanyone
time.

iii. Click OK. All report data updates display.
a. Click Actions on the right of the desired report.
b. Select a Downloadoption:
— PDFto export afile in.pdf format.
— XLSto export afilein Excel format.

— TXTto export a file in Comma-Separated Value layout. A file download window displays.

c. Follow the prompts to Openor Saveto the desired location. It is recommended that yousavethe
file.

Note: This procedure applies only to Account Activity and Card vs Non-Card Spend reports.
Complete one of the following:

For... Then...
A single report i. Click Actionson the right of the desiredreport.
graph ii. Select PrintGraph.

iii. Follow the prompts to print the file.

Note: This procedure does not apply to Account Activity and Cardvs Non- Card
Spend reports.

All reports i. Click Print Allon the right.

ii. Followthe promptsto printthe file.
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To... Then...
View Full Details a. Click Actions on the right of the desired report.

b. Select View Full Details. The report Details screen displays.

c. Clickthe expandicon (+) to openand select the Date filter to filter your results, asdesired. Note:
In addition to the Date filter, the Spend by Vendor summary report allows you to filter the
entries by VendorName and MCCType.

d. Click anitem in thefirst columnto displaythe associated transactions.Thetransactions
display in the Details section.

Note: The item varies depending on the report selected. For example, if you select:
= Spend by Vendor report, click a VendorName.

» Cardvs Non-Card Spendreport, click a SpendType.

» Spend by Specified GLSegmentreport, click a GLvalue.

» Single TXN Limit Auditreport, selectan Accountholder.

e. Click (+)to expand arowto view the transaction details. The expanded row displays the
transaction details.

Note: This procedure does not apply to Account Totals and Account Activity reports.

CxCo Dashboard Reports

Organizations licensed to use cross-company (CxCo) reporting allow authorized users to merge data from multiple
instances of Works into a single report. Data in the CxCo Dashboard reports will contain the sum of the current
company’s data and all the linked companies’ data, considering any specified filters used.

With CxCo Dashboard reports all buttons, filters, and columns function the same as in the Dashboard reports.

For organizations licensed for Cross-company reporting, users with the cross-company role can access the following CxCo
Dashboard Summary reports by navigating to Reports > CxCo Dashboard.

= SpendReports
— Account Activity
— Spend - Card vs Noncard
— Spend by Vendor
— Spend by Company

* AuditReports
— Account Totals
— Single Transaction LimitAudit

Note: The General Ledger reports in the Dashboard reports are not available as cross-company reports.

Organizations licensed to use cross-company reporting allow authorized users to merge data from multiple
instances of Works into a single report. Data in the CxCo Dashboard reports will contain the sum of the current
company’s data and all the linked companies’ data, considering any specified filters used.
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About Configurable Reports

The configurable reports in Works allow users to control the content and layout of Account Reports, Request
Reports, Spend, and Organizational Reports. After they are created, the reports can be saved and bookmarked for
future use. Program Administrators and Accountants only may create templates for company-wide use.

This flexible reporting feature allows the user to select a standard template or previously created template and then
modify the following attributes:

= Columns of data toinclude

= Horizontal order of thecolumns

= Sortorderforthe data
»  Filters that will be applied to the data. When running reports, system default dates cannot be removed from

reports.
= How long the generated report will be available beyond thegenerated date
» Pagesizeand page orientation andfile format

Users can view up to three years of report data at any one time (For example, June 1, 2014 —June 1, 2017). A user
who needs more than 3 years of data (36 months) can easily adjust the report filters, re-run the report, and receive
the additional data required.

Restricting Report Options

Organizations licensed to restrict reporting options allow the Program Administrator to assign a Basic Reporter role
that restricts the assigned user to the following configurable report options:

» Use only templates predefined for the company by a Program Administrator or Accountant.
» Use any filter, but only the columns of information alreadyincluded in the template.

» Save the reports for personal use only, not company-wideuse.

Note: The Basic Reporter role can be assigned to groups, as well as individuals, and can be inherited from a group if
not already assigned.

Allowing Cross-Company Reporting

Organizations licensed to use cross-company reporting allow authorized users to merge data from multiple
instances of Works into a single report. This is beneficial to large companies who have installed Works at several
sites. If licensed for this feature, during implementation the global Program Administrator is granted the Cross-
Company Reporting role. That Administrator can subsequently grant the Cross-Company reporting role to other
users within the company. Any user granted the Cross-Company role who is not limited to the role of a Basic
Reporter will have access to a set of Cross-Company report templates.

Revised August 2021 141



Works® User Guide | Chapter 8: Reports

Scheduling Reports

During the process of creating a report, the user can select one of the following scheduling options:
* RunNowgenerates the report as soon as possible.
* Runlatergeneratesthereportata designatedtimein the future.
» Recurringgeneratesthe report regularlyaccordingto a designated frequency.

Global and Scoped Program Administrators can create and schedule reports on behalf of other users within their
scope of responsibility. They can also edit or delete the reports they initiate, which may affect how you view the
report. After a report is submitted for you by an Administrator, it will be visible in either your Scheduled Reports
gueue or your Completed Reports queue, depending on the scheduling option used (Now, Later, or Recurring).

Creating a Report in Basic View

To create a report in the Basic view, complete the following:
1. Click Reports>Create. The Create Report screendisplays (Figure 1).

Home  Expenses  Reporls  Accountng  Administration

Reports > Create Back to Basics Business (parent group)

* Category: v

*Template: | v

Figure 1: Create Report Screen

2. Select a report type from Category.
3. Click Templatetoselect a report template:
Note: To use a template as it was last configured and saved, select Choose from all available templates.
For... Then...
Standard Reports a. Select the desired report fromthe Standard Reportslist. The template details display.
b. Go to step 4.
Recent Reports a. Select the desired report form the Recent Reports list. The template details display. Note:

Selecting aRecentReporttemplate uses the original template,notthe template as it was last

configured and saved for personal use.

b. Go to step 4.
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For...

Choose from all available

templates

Then...
a. Click Choose fromall available templates. The Selecta Report windowdisplays.

Notes:
=  Selecting Choosefromall available temples uses a template as it was last
configured and saved.
» Selecting Choose from all available templates displays all saved templates,
including templates saved by the Program Administrator or Accountant to be
shared with the entireorganization.

. Clearthe check markin Include sharedreports to view only templates you saved for

personal use, if desired.

Note: Selecting a sharedtemplate always selects the original template. If you saved a
shared template after making modifications to it, the new, saved template will be

denoted in the Template Library as a personal template.

c. Select areport template fromthe list.
d. Click OK.The template details display.
e. Goto step4.

4. Click Basic. The Basic Report configuration screen displays (Figure 2).

Home  Expenses  Reporis  Accounting  Administration

Reports > Create
Create Report Report data is current as of July 30, 2021 10:41 AM CDT.

* Category: [Spend %

*Template: [Billing Statement v

Report Options O Basic @ Advanced Reset to defaults | Use last run seffings
| Filters
PostDate:  08/30:2021-07/20/2021 [
Transaction Type: 3§ @ Cashadvance [ MiscCredit [ MiscDebit [ Purchase [J] Reimbursement [ Payment
[ Output Format

Formats: [ Excel

FDF
Output Files: [ Full Detsiis
[0) Summary Only
Paper: [US Letter v [0) 4dd Summary Data in Header
Orientation: () Porirail @ Landscape Add Signature Line to: [ Hesder [ Footer
Insert Page Break: |Mo Fage Break W
[ Delimited Taxt

Summary Grouping: [Card Last4 Digts % | 1 Only enabled for PDF and "Summary Only” options sbove. Groupings are based on "Column
Sort” above and their order, ending with the value selectsd o the left

Submit Report

Figure 2: Basic Report Configuration Screen

Notes:

»  Click Reset to defaults on the right to restore the template settings to the original template defaults, if

desired.
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Click Use last run settings on the right to run the report using template settings from the last time the report
was run, ifdesired.

5. Editor addfilter options for Transaction Type and Post Date, as desired.
Notes:

Click X to delete a filter, ifdesired.
— Removing the Post Date filter selects all dates.
— Removing the Transaction Typefilter includes all transaction types.
Click the Calendar tool to change the date range of thereport.
6. Select an Output Format. Additional format optionsdisplay based on the output format selected.
Note: You can select multiple export types (Excel, PDF, and Delimited Text) if desired when requesting a report.

Using the check boxes to specify export types, select one or more formats and then submit the report once to
generate the report.

7. Select additional Output formatting options, if desired:
For... Then...

Excel Select one of the following:
» Full Details to display all data and sum columns that contain amounts.

= SummaryOnly to configure the report to sum the columns that containamounts and
display the summary data per sorted column.

PDF a. Select one of thefollowing:
= Full Details to display all data and sum columns that containamounts.
= Summary Only to configure the report to sum the columns that contain amountsand display
the summarydata per sorted column.

b. Select additional optionssuch as Papersize and Orientation of thereport.

c. Select Add Summary Data in Header to add summary data to the header of the
completed PDF exportedreport.

Note: On the report header, the summary data lists each of the following items and
provides a total: purchases, othercharges, and credits. APayments total is alsolisted.

d. Select Add Signature Line to: in Spend and Cross Company Spend reports. Users canselect to
add signature lines for Accountholders and Approvers to the Header orFooter of areport.

e. Select an Insert Page Break option from the drop-down menu to add page breaks
between summarized portions ofdata.

Note: For example, if you wish for data associated with each account to begin on a new
page in a report, select Card Last 4 Digits from the drop-down menu. This will insert a page
break afterthe dataassociated with each accountin the report.
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For... Then...

Delimited Text a. Select one of thefollowing:
» Full Details to display all data and sum columns that contain amounts.

= SummaryOnly to configure the report to sum the columns that containamounts and
display the summary data per sorted column.

b. Select a Delimiter to separate data that displays.

c. Select an option to indicate Whendelimiter occurswithin the displayed data.
d. Select a Newline Style option.

e. Select Include Headers, ifdesired.

8. Select a SummaryGrouping fromthe drop-down menu, if available or desired.

Note: This option is available only with PDF and Summary Only options.

9. Select a Push Delivery option, if configured for this feature, and if desired.

10. Click Submit Report. The Completed Reports screen with confirmation message and report statusdisplays.

Creating a Report in the Advanced View

Creating a report in the Advanced view provides you with additional column and filter configurations, the ability to
schedule reports for other users, schedule reports to run at a future date and time, and the ability to save the report
in the Template Library.

To create a report in the Advanced View, complete the following:
1. Click Reports>Create. The Create Report screendisplays (Figure 1).
2. Select a report type from Category.
3. Click Templatetoselecta report template:
Note: To use a template as it was last configured and saved, select Choose from all available templates.

For... Then...
Standard Reports a. Select thedesiredreport fromthe StandardReports list. The template details display.
b. Go to step4.
Recent Reports a. Select the desired report form the Recent Reports list. The template details display. Note:
Selecting a Recent Reporttemplate usesthe original template, notthe template as it was last
configured and saved for personal use.

b. Go to step4.
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For... Then...
Choose from all available | a. Click Choosefrom all availabletemplates. The Select a Report window displays.
templates Notes:
»  Selecting Choosefrom all availabletemplesuses a template as it was last
configured and saved.

» Selecting Choose from all available templates displays all saved templates,
including templates saved by the Program Administrator or Accountant to be
shared with the entire organization.

b. Clearthe check markin Include sharedreportsto view only templatesyou saved for
personal use, if desired.

Note: Selecting a shared template always selects the original template. If you saved a
shared template after making modifications to it, the new, saved template will be denoted
in the TemplateLibrary as a personaltemplate.
c. Select areport template fromthe list.
d. Click OK. The template details display.
e. Go to step4.
4. Click Advanced. The Advanced Report configuration screen displays (Figure 3).

Note: The Advanced option may default for you.
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Figure 3: Advanced Report Configuration Screen
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5. Complete any of the following to configure report columns, if desired:

To... Then...
Add a column a. Click a column fromAvailable.
Notes:

* Toadd multiple columns at the sametime, hold the Ctrl key on yourkeyboardand
make selections.

» Fordescriptions of column data, referto Data Usedin Reportsin thischapter.
b. Click the rightarrow beside Available toadd the column to Selected. The column
displays at the bottom of Selected.

Remove a column . Click a column inSelected.

o @

. Click Remove. The columnis removed from Selected.

Change Column Order . Click a column inSelected.

Q

b. Click the up ordownarrows beside Selectedto changethe position of the column
within areport.

Note: The up arrow moves the column to the leftin thereport. The down arrowmoves the
columnto theright in the report.

Add a Constant column a. Click Add Constant in Selected. The Add Constant Column window displays. Note:
Afteryouenterthe nameand value of the constant column, it displaysin the Selected
columnsand canbe movedup and downlike any other column. Constant
columnswill be saved as partof a template whenyou choose to save the reporttemplate.

b. Entera CustomName.

c. Enteravalue forthe Constantcolumnin Value.

d. Click OK. The Constant column displaysin Selected.
Edit a column name a. Click a column inSelected.

b. Click Edit.

c. Enter oredit the customnamefor the column.

d. Click OK.The customized name displays in Selected.
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To... Then...
Edit columns for date or Note: This report configuration option allows you to format date and currency columns and is
currency format available when using Delimited Text Output only. Date and currency formatted columns will

be saved as part of the template when you choose to save the report template.
a. Select Delimited Textfor the OutputFormat.

b. Click a date orcurrency specific column in Selectedcolumns.

c. Click Edit. The Edit Column windowdisplays.

Default Post Date s
Name:

Custom
Name:

Delimited Text Qutput Options

1. Options only apply to delimited text format

Date [EET ] —— |

Format:
Custom | |
Format: —
Sample Preview /
1987-12-30 12/30/1987
2043-06-15 06/15/2043
2012-07-08 07/08/2012 M
[ OK_J§ Cancel |

d. Entera CustomName, if desired.

e. Click the Date Format or Number Formatdrop-down menu.
= Select aformatoption; forexample, MM/dd/yyyy.Samples display in Preview.
= Select Customto enteraformatin the CustomFormatbox, if desired.

= Click Preview to review the custom format.
f. Click OK.

Revised August 2021 149



Works® User Guide | Chapter 8: Reports

To...

Set width size for non-
numeric data columns using
Truncation or Padding

Add a column to the
Column Sort order

Change Column Sort order
or direction

Revised August 2021

Then...

Note: This report configuration feature gives you the ability to set fixed width sizes for

columns thatcontainnon-numericdata (forexample, Group Name, Card Profile Name, MCC
Description). This feature is available when using Delimited Text Output only.

a.

b.

Select Delimited Textfor the OutputFormat.
Click a non-numeric data column from the Selected columnslist.

Click Edit.

. Entera CustomName, if desired.

. Select Configure Truncation, if desired.

Enter the desired length of the value.

. Select a Truncateoption:

» Truncate left side - Characters will be removed fromthe left of the original value.

* Truncaterightside - Characters will be removed from the right of the original value.
. Select Configure Padding, ifdesired.

. Enterthe totallength of the value in Length after Padding.

. Enterwhat character to pad with in Padwith Character.

. Select an option:

= Padleftside - Paddingto the left means characters will appearto the left of the
original value.

= Padrightside - Padding to the right means characters will appearto the right of the

original value.

Click OK.

Note: You may use both Padding and Truncation features. The application will truncate first and
then pad whenusing both features to configure width sizes.

a.
b.

Click a column in Selected columns.

Click the rightarrow on the right of Selected columnsto addthe columnto ColumnSort.

The columndisplays in ColumnSort.

a. Click a column in ColumnSort.

report, ifdesired.

Click Reverse Sort to adjust the ascending or descending order of the sort columns,if
desired.

. Click up ordown arrows to theright of ColumnSortto adjusthow the datais sortedinthe
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6. Complete the following asdesired:

To... Then...
Add a Filter a. Click AddFilter to select oneor morefilters. Thefilter(s) displays below the existing
filters.

Note: By default, filters display forthe type of report template chosen, but additional filters
may be selected.

b. Select additional options or enter details for each filter selected, as needed.

Note: Filter mechanisms may be used with certain filters. Some examples include:

= Filters that involve a date such as Flag Date or Post Date will have a mechanism that
allows you to determine thedate range of the datato beincludedin thereport. Note
that when running reports, system default dates cannot be removed from certain
reports. Users can view up to three years of report data at any one time. A user who
needs more than 3 years of data (36 months)can easily adjust the report filters, re- run
the report, and receive the additional data required.

= Filters that involves a name, such as Profile Name, will have a mechanism to determine
a string of characters that the data must contain in order to be included in the report
displays.

= Filters that includes a type, such as Transaction Type or MCC Type, will have a
mechanismtocheck the boxes beside the typesof datato beincludedinthe report
displays.

= The My Cardsfilter (available in Spend, Account, and RequestReports) will have
options to select for Primary Accountholders, Secondary Accountholders, orBoth.

Edit a Filter Enter new information or select another option for the filter.
Remove a Filter Click X beside the filter to be removed. The filter is removed.

Note: When running reports, system default dates cannot be removed from reports.

7. Select the desired OutputFormat(s):
To... From...
Excel Select one of the following:
= Full Details to display all data and sum columns that contain amounts.

= SummaryOnly to configure the report to sum the columns that contain amounts and
display the summary data per sorted column.

Revised August 2021 151



Works® User Guide | Chapter 8: Reports

To... From...

PDF a.

Delimited Text a.

Custom a.

c.
d.

Select one of thefollowing:
= Full Details to display all data and sum columns that contain amounts.

» SummaryOnly to configure the report to sum the columns that contain amounts and
display the summary data persorted column.

. Select additional optionssuch as Papersize and Orientation of thereport.

. Select AddSummary Data inHeaderto add summarydatato the header ofthe

completed PDF exportedreport.

Note: On the report header, the summary data lists each of the following itemsand provides
atotal: purchases, other charges, and credits. A Paymentstotal is alsolisted separately.

. Select Add Signature Line to: in Spend and Cross Company Spend reports. Users canselect to

add signature lines for Accountholders and Approvers to the Header orFooter of areport.

. Select an Insert Page Break option from the drop-down menu to add page breaks

between summarized portions ofdata.

Note: For example, if you wish for data associated with each account to begin on a new
page in a report, select Card Last 4 Digits from the drop-downmenu. This will insert a

page break after the data associated with each account in the report.

Select one of thefollowing:
= Full Details to display all data and sum columns that contain amounts.

= SummaryOnly to configure the report to sum the columns that contain amountsand
display the summary data per sorted column.

. Select a Delimiter to separate data that displays.

Select an option to indicate Whendelimiter occurs within the displayed data.

. Select a Newline Style option.

. Select Include Headers, ifdesired.

Select Custom. The search icondisplays.

. Click the search icon. The Select a Custom Script window displays.

Select a CustomScript Name.

Click OK. The Custom Script Namedisplays.

8. Select the Summary Grouping option, if available or desired.

9. Select Save Template to TemplateLibraryto save the report for future use, if desired.

10. Enter TemplateName.

11. Enter Description.

Note: The Job Name defaults but can be edited, if desired.

12. Select a Schedule option. Additional date or frequency options may display.

13. Select additional date or frequency options, ifavailable.
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14. Enter number of days in Report Expiration afterday(s).

Note: Maximum days is 999.

15. Click Submit Report. The report status updates on the Completed Reportsscreen.

Viewing Reports in the Completed Reports Queue

All completed reports, whether downloaded or not, are located in the Completed Reports queue until they reach
their expiration date. On the Completed Reports screen, a green check mark displays in the New column of any
report that has not yet been downloaded. Downloaded means that the report has (at least once) been opened for
viewing or saved to a designated location.

Viewing the Report Info

The Report Info displays the basic information about the report, including:
*  Who submitted the report
*  Who the report was submitted for.

= Dateand time of submittalto execution.

» Date through which the report will still be available. (To change this date, users can select a Change
Expiration optionin the single-action menu to set a new date.)

*  Qutput formatinformation.

To review the details of a completed report, complete the following:
1. Click Reports>Completed. The Completed Reports screen displays with a list of completed reports.

2. Click the expandicon (+) nextto the desired report to expandthe row. The report details display (Figure 4).

Home  Expenses  Accounts  Reports  Accounfing  Administration

Reports > Completed Back to Basics Business (parent group)

) clearFiters  Columns ¥

Report Name New Output Type(s) Submitted At Queu’ed At Available Until Status
0
(0 E Card Status PDF | XLS 07/29/2021 12:20 PM CDT 07/29/2021 12:20 PM CDT 08/05/2021 11:59 PM CDT Ready

Report Info

Submitted By:  Sumari, Pat Requested Output Types: PDF XLS

Run For: - Sumar, Pat

Submitted At:  07/29/2021 12:20 PM CDT
Executed At:  07/29/202112:21 PM CDT
Available Until:  08/05/2021 11:59 PM CDT

]
=)
il

(m] Billing Statement

=
&

07/28/2021 1214 P CDT 07/28/2021 1214 PM CDT 07/28/2022 11:59 PM CDT Ready

0 Selected | 2 ftems Show [10 v | per page <1< Page: (1] ol 5]

Figure 4: View Report Details in Expanded Row

Note: Click the collapse icon (-) to close the row.
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Downloading a Completed Report

To download a completed report to view or save the report, complete the following:

1. Click Reports > Completed. The Completed Reports screen displays with a list of completed reports (Figure 5).

Note: A green check mark displays in the New column of any report that has not been downloaded.

Home  Expenses  Accounts  Reports  Accounting  Administration

Reports > Completed Back to Basics Business (parent group)

Completed Reports Actions v
() ClearFiters  Columns v
Report Name New Qutput Type(s) Submitted At Queued At Available Until status
0
@] Card Status «  PDF|XLS|TXT 07/29/2021 12:20 PM CDT 0712912021 12:20 PM CDT 08/05/2021 11:59 PM CDT Ready
O Billing Statement PDE | XLS 07/28/2021 12:14 PM CDT 07/28/2021 1214 PM CDT 07/28/2022 11:59 PM CDT Ready
0 Selected | 2 items snuw per page <1< Page of 1l

Figure 5: Completed Reports Screen

2. Click Output Type of the desired report. A File Download window displays.

3. Complete one of the following:
To... Then...
View a Report Click Open. The report displays.

This completes the procedure.
Save a Report a. Select to Savethe file. A Save As window displays.

b. Locate the desired location to save the report.

c. Click Save.The reportis saved to the designated location.
d. Click Close.

Modifying and Re-running a Completed Report

To modify and/or re-run a completed report, or add an output type to a completed report, complete the following:

1. Click Reports > Completed. The Completed Reports screen with a list of your completed reportsdisplays.

2. Click Report Name of the desired report. The single-action menu displays.
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3. Complete one of the following:
To... Then...
Modify and Re-runaReport | a. Select Modify/Run. The Create Report screen displays.
b. Modify any of the report options as needed.
c. Click SubmitReport. A confirmation message displays on theCompleted Reports
screen. The report displays along with the statusin the Completed Reports list.

Add Output Type and . Select Add Output Type. Awindow displays.

Generate a Report b

Q

. Select the desired formattype.

Note: Additional formatting options may display for you to complete, as desired.

c. Click OK. A confirmation messagedisplays.

Note: Afterthereport generates, the newly selected Output Type displays and agreen check
mark displays in the New column.

Deleting a Completed Report

To delete one or more completed reports, complete the following:

1. Click Reports > Completed. The Completed Reports screen with a list of your scheduled reportsdisplays.
2. Select the check box next to each report to bedeleted.

3. Click Delete.
4. Click OK. A confirmation messagedisplays.

Note: You may also delete a report using the single-action menu. On the Completed Reports screen, click the
Report Name, then select Delete.

Viewing New Reports from the Home Page

New reports are reports that have not been downloaded. Downloaded means that the report has (at least once) been
either opened for viewing or saved to a file in a designated location. All new reports are listed on the Home page
under Action Items (Figure 6). Click Download in the Action column to access the Completed Reports queue and

download the desired report. After you download a report, it is no longer included in the count of reports in the
Action Items on the Homepage.

Home  Expenses  Accounts  Reports  Accounting  Administration

Back to Basics Business (parent group)

Alerts

Action Acting As Gount vpe e No alerts at this time

Download Report Ready

Transaction lagged My Announcements
Purchase Request
RemiserEnt Open Please submit all expenses by end of month. Flease adhere fo this request
Close Accountant 1015 Transaction Open

Sweep Accountant 491 Transaction Pending

Close e e Piachise Reqisat Ao S Een Posted by your Program Administrator, Pat Sumar], on November 17, 2020
Resolve Accountholder 3 Transaction Flagged

Sign OFf Accountholder Expense Report Pending

Sign OFf Accountholder 313 Transaction Pending

12 items

Accountant
Accountant
Close Accountant

[CRNNIFN [N

@

Show (10 v | per page 0<1<) Page: [ 1 Jeor2 s B[

Figure 6: New Reports display in Action Items on the Home page
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Managing Scheduled Reports

In addition to viewing the details of a scheduled report from the Scheduled Reports screen, you may also manage
scheduled reports in the following ways:

* Edit the recurrence of a scheduledreport.

» Re-runascheduled reportimmediately.

= Remove a scheduledreport.

Viewing and Editing Scheduled Reports

To view scheduled reports, complete the following:

1. Click Reports>Scheduled. The Scheduled Reports screen with your scheduled reports displays.

2. Click Report Name of the desired report to view the report’sdetails, if desired. The single-action menudisplays.

3. Select View Full Details. The report’s Schedule Information displays (Figure 7).

Home Expenses Accounts

Reporis = Scheduled = Scheduled Report Details

Billing Statement

Schedule Info

Report Name: Billing Statement
Submitted By:  Sumari, Pat

Full Recurrence Settings: Meonthly on the 1st at 12:00 am

Users

O
[J  Borrell, John
O Brown, Sandi

0 Selected | 2 items

Figure 7: Scheduled Report Details

Reports

User

Administration

Created Date: 07/27/2021 09:13 AM CDT

Last Run: Mo previous run perfermed

Next Run: 08/01/2021 12:00 AM CDT

Last Run

Show per page

Editing the Recurrence of a Scheduled Report

To edit the recurrence of a scheduled report, complete the following:
1. Click Reports> Scheduled. The Scheduled Reports screen with a list of your scheduled reportsdisplays.

2. Click Report Name of the desired report. The single-action menu displays.
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‘:’ Clear Filters

Date Added

07/27/2021 09:17 AM CDT
07/27/2021 09:17 AM CDT

<1 <] Page:[ 1 | of 1> 3]
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3. Select Edit Recurrence. The Edit Recurrence windowdisplays.
4. Selectan option in the recurrence schedule.

5. Click OK. A confirmation messagedisplays.

Modifying and Re-running a Scheduled Report

Click Reports > Scheduled. The Scheduled Reports screen with a list of completed reportsdisplays.
Click Report Name for the desired report. The single-action menu displays.

Select Modify/Run. The Create screen displays with the report parameters populated.

Eal S

Complete one of the following:
To... Then...
Re-run a report a. Edit the Schedulingand Expiration settings, if desired.
b. Click SubmitReport. The report generates and the Completed Report screen
displays.

This completes the procedure.
Modify and re-run a. Edit the following report settings, if available and desired:
= Report Options
= Selected Columns
= ColumnSort
= Filters
= QOutputFormat
= SummaryGrouping
* Template settings

= Scheduling and Expirationsettings

b. Click SubmitReport. The report generates and the Completed Report screen
displays.

Removing a Scheduled Report

To remove a scheduled report, complete the following:

1. Click Reports > Scheduled. The Scheduled Reports screen with a list of completed reportsdisplays.
2. Click Report Name for the desired report. The single-action menu displays.

3. SelectRemove.
4

Click OK. A confirmation message displays.
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Template Library

Accessing the Template Library

To access Personal and Shared Templates in the Template Library, complete the following:

Click Reports > Template Library. The Template Library screen displays.

Notes:
» Personaltemplatesdisplay in the first table, if available fora user.
» Shared templates display inthe second table.

» All userscan view Shared templates, which include Standard Reports defined by Works.

Deleting Templates from the Template Library

All users can delete their Personal report templates. Program Administrators can delete any non bank-defined
shared template not being used by their organization.

To delete a template from the Template Library, complete the following:
1. Click Reports>Template Library. The Template Library screen displays.
2. Click the desired report Template Name. The single-action menu displays.
3. SelectDelete.
4

Click OK. A confirmation message displays.

Modifying and Running a Completed Report from the Template Library

When modifying or re-running a completed report from the Template Library, the Create screen displays and is
populated with the same parameters (Output format, Selected columns, Sort columns, filters, etc.) as the completed
report.

To modify a template or re-run the completed report, complete the following:

1. Click Reports>Template Library. The Template Library screen displays.

2. Click the desired report Template Name. The single-action menu displays.

3. Click Modify/Run. The Create screendisplays with the report parameters populated.
4

Complete one of the following:

To... Then...
Re-run a report a. Edit the Schedulingand Expiration settings, if desired.
b. Click SubmitReport. The report generates and the Completed Report screen
displays.

Revised August 2021 158



Works® User Guide | Chapter 8: Reports

To...
Modify and re-run

Data Used in Reports

Then...

a. Edit the following report settings, if available and desired:

Report Options
Selected Columns
ColumnSort

Filters
OutputFormat
Summary Grouping
Template settings

Scheduling and Expirationsettings

b. Click SubmitReport. The report generates and the Completed Report screen

displays.

You can include up to 64 data fields in a report. Not all of the following data shown may apply to your organization
or to your assigned user role. Only the data that applies will display in the Available Columns.

Notes:

» Thisdatais subject to change on a release-by-release basis.

*  Each Allocation segment name set up for your organization during implementation is denoted as

GL:<segment name>, where the colon indicates a variable follows and segment name is the name of one of

the Allocation segments.

= To explain the Type and Length column below, for example in Card Spend, the decimal value of 19, 2 max:
20 means that the field accepts a total of 19 digits (17 to the left of the decimal and 2 digits to the right).
Includingthe decimal, the maximum field length is 20.

Data Used in Spend Reports

Column Name
Allocation
Card Spend

GL is Authorized

GLis Complete

GLis Valid

Revised August 2021

Description of the Data Displayed Type and Length Limited Specific Values
Of the amount allocated, the amount decimal 19,2

purchased via account max: 20

Indicator that the GL (allocation) codes bit max: 1 Y

entered in the allocation are authorized for N

allocation by the user

Indicator that all required Allocation bit max: 1 Y

segments in the allocation contain code N

values

Indicator that the value in each bit max: 1 Y

Allocation segmentofthe allocationis

valid for the segment
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Column Name

GL: <segment name>

GL: <segment name> Desc.

Item Description
Item Exp Cat Comment

[tem Allocation Combination

ltem Number

Item Price

[tem Tax

[tem Total

Noncard Spend

Card

Account Number

Accounting Code

Advice Address

Advice Type

Card Address Modify Date
Card Create Date

Revised August 2021

Description of the Data Displayed
Value entered in one of the GLsegments
of the allocation.

Typically, a combination of multiple
segment values (for example,
combination code) that determines the
sector of the General Ledger to which

the transaction is allocated for payment.

Description of a GL segmentvalueinthe
allocation

Description of one line item allocated
Comments entered in the allocation by
the Accountholder about the expense
category for the line item

A combination of Allocation segment
values that define a sector of the
General Ledger to which one itemis
allocated

Number associated with one line itemin
the allocation

Price of a line item in the allocation

Tax applied toaline iteminthe
allocation

Total amountofalineiteminthe
allocation (including tax)

Amountofthetransaction paid with cash

Full 16-digit number that identifies the
card account (licensed availability only
viewable in Excel or CSV format)

A code used by some accounting depts
Also referred to as the Master
Accounting Code (MAC)

Email address or fax number to which
the remittance advice is sent

Type of address (email or fax) to which
the remittance advice issent

Date the card address was last modified
Date the card was created in the
application

Type and Length Limited Specific Values

varchar max: 64

varchar max: 50

varchar max: 4096
varchar max: 1024

varchar max: 860

decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20

varchar max: 16

varchar max: 75

varchar max: 250

EMAIL
FAX

varchar max: 10

date mm/dd/yyyy
date mm/dd/yyyy
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Column Name

Card Deactivation Date

Card Delete Date
Card Expire Date

Card is Chip and PIN

Card is Exact Amt Enabled

Card Last Used
Card Modify Date
Card Nickname

Card Open Date

Cash Limit

Company Liability

Company Paid

Corporate Card

Credit Limit

Embossed Line 1

Revised August 2021

Description of the Data Displayed

Date the account is purged from the
bank’s card processor (Total Systems)
Date the account is closed in Works
The expiration date of thecard (licensed
availability only viewable in Excel or CSV
format)

Indicator that the card is Chip and PIN

Indicates whether an Administrator can
create an Exact Authorization Override
record on the card account.

Date the card was last used

Date of the last modification to the card
For purchasing cards, this is aname
given the card that distinguishes one of
multiple cards issued.

For vendor cards, this is a unique
identifier from your A/P system that
identifies the vendor dedicated card.
Date on which the card account was
opened at the bank

Maximum amount of cash that can be
obtained with a card assigned tothe
card profile

Indicator that the card is on a program
with company liability

Indicator that the card is on acompany-
paid program

Indicator that the card is a corporate
card

Maximum amount of credit extended per
billing cycle toacard assigned tothe

card profile

For purchasing cards, this is the nameof
the userembossed on thefirst line of the
physical card.

Forvendorcards, this is the vendorname

associated with the vendor-dedicated
ghost card.

Type and Length
date mm/dd/yyyy

date mm/dd/yyyy
date mm/dd/yyyy

varchar max: 3 Yes
No
varchar max: 3 Yes
No

date mm/dd/yyyy
date mm/dd/yyyy
varchar max: 50

date mm/dd/yyyy

decimal 19,2

max: 20

bit max: 1

bit max: 1

bit max: 1

z < =z < z <

decimal 19,2

max: 20

varchar max: 50

Limited Specific Values
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Column Name Description of the Data Displayed

Embossed Line 2 For purchasingcards, thisis the name of
the corporate account associated with
the card. The name is embossed onthe

second line of the card.

For vendor cards, this is typically the
name of the organization who is liable
for vendor payments on the vendor-
dedicated card.

Typically the vendor-dedicated card isa
ghost card.

Code used by some accounting
departments to identify the
Accountholder

Employee ID

Last 4 digits Last four digits of the card account
number

Plastic Type Description of the plastic type (for
example, logo design) appliedto the card
Secondary Email Address Email address of the Secondary

Accountholder

Status Active or inactive status of a card. Inactive
includes whether the card is lost/stolenor
closed. (Licensed limited
availability)

Card Profile

Card Profile Name Name assigned to the spend control
profile

Date the card profile was created in the
application

Date the card profile wad deleted from

Profile Create Date

Profile Delete Date
the application

Profile Modify Date Date of the last modification to the card

profile

Profile Type Type of controlthe application hasona

card assigned to thecard profile

Single Txn Limit Maximum amount that can be obtained
per single transaction with a card
assigned to the card profile

Card Statement

Stmt. Previous Balance Previous balance shown on the

statement

Revised August 2021

Type and Length
varchar max: 50

varchar max: 20

varchar max: 4

varchar max: 128

varchar

max: 2000

varchar max: 15 Active
Lost/Stolen
Closed

varchar max: 64

date mm/dd/yyyy

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 15 Managed
Unmanaged

Semi-managed
decimal 19,2

max: 20

decimal 19,2

max: 20

Limited Specific Values
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Column Name
Card Status

Current Balance

Accountholder
CH Active

CH Address 1

CH Address 2

CH City

CH Country

CH Create Date
CH Delete Date

CH Email
CH First Name
CH Last Name
CH Login

CH Middle Name
CH Modify Name
CH Payee ID

CH Phone 1
CH Phone 2

CH State

CH Full Name

CH zIp
Accountholder Group
Grp Create Date

Revised August 2021

Description of the Data Displayed

Current balance due on the card

Indication of whether the Accountholder
has an active card

First line of the Accountholder’s address,
which caninclude street, state, phone,
and ZIP

Second line of the Accountholder’s
address which can include street, state,
phone, and ZIP

City identified in the Accountholder’s
address

Country identified in the Accountholder’s
address

Date the Accountholder was added to
the application

Date the Accountholder was deleted
from the application

Accountholder’s email address
Accountholder’s first name
Accountholder’s last name

The text the Accountholder entered into
the Username field during application
login

Accountholder’s middle name or initial
Date one of the Accountholder’s
attributes was last modified

Name or code that identifies the
Accountholder as a payee
Accountholder’s primary phone number
Accountholder’s secondary phone
number

State identified in the Accountholder’s
address

Name of the Accountholder
Accountholder’s ZIP code

Date the group was created in the
application

Type and Length

decimal 19,2

max: 20

varchar max: 5

varchar max: 50

varchar max: 50

varchar max: 50

varchar max: 50

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 100

varchar max: 30
varchar max: 30
varchar max: 50

varchar max: 30

date mm/dd/yyyy

varchar max: 512

integer
integer

varchar max: 30

varchar max: 100

integer

date mm/dd/yyyy

Limited Specific Values

True

False
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Column Name
Grp Delete Date

Grp Full Name

Grp Group Name

Grp Modify Date

Grp Owner Email

Grp Owner First Name

Grp Owner Login

Grp Owner Mid Name

Grp Owner Full Name

Company Supplier
1099 reporting

8A

Comp Supp City

Comp Supp Country

Comp Supp ID
Comp Supp MCC
Comp Supp Name
Comp Supp Phone

Comp Supp Preferred

Comp Supp State

Comp Supp Street 1

Comp Supp Street 2
Comp Supp Street 3

Revised August 2021

Description of the Data Displayed

Date the group was deleted from the
application

The full hierarchal name beginning with
the name of the parent group at the top
of theorganization’s hierarchy downto
the Accountholder’s group.

The parent group and Accountholder’s
group

The date of the last modification to
group attributes

Group owner’s email address

Group owner’s first name

The text the Group Owner entered into
the Username field during application
login

Middle name or initial of the group
owner

Full name of the user who is the Group
Owner

Indicator that the supplieris flagged for
1099 taxreporting

Indicator that the Supplier has an 8A
business classification

City where the supplier’s business is
located

Country where the supplier’s businessis
located

Supplier’s external ID

Merchant Category Code forthe supplier
Name of the supplier

Primary phone number for the supplier
Indicator that the supplier hasa
preferred status

State where the supplier’s businessis
located
First line of the supplier’s address

Second line of the supplier’s address
Third line of the supplier’s address

Type and Length
date mm/dd/yyyy

string (CSV) max:

1300

varchar max: 100

date mm/dd/yyyy

varchar max: 100
varchar max: 30
varchar max: 50

varchar max: 1

varchar max: 100

bit max: 1

bit max: 1

varchar max: 50

varchar max: 60

varchar max: 128
integer max 4
varchar max: 128
varchar max: 30
varchar max: 1

varchar max: 30

varchar max: 100

varchar max: 50
varchar max: 50

Limited Specific Values

z < =z <
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Column Name
Comp Supp ZIP
DBA Name
DUNS

Disabled Vet

Employee Count

HUB Zone

Incorporation Status

Incorporation Status

Code

Minority code

Minority Desc

Revised August 2021

Description of the Data Displayed

ZIP code of the supplier

(Doing Business As) The supplier’s
registered name

Unique nine-digit number used on
governmental contracts (Data Universal
Numbering System)

Indicator that the supplieris owned bya
disabled veteran

Number of employees employed by the
supplier

Indicator that the supplier has a status of
aHistorically Underutilized Business

Description of the supplier’s
incorporation status

Code for the supplier’s incorporation
status 1=Individual, 2=Partnership,
3=S/C Corporation, 4=Medical/Legal,
5=Association/Estate/Trust, 6=Tax-
Exempt, 7=Government, 8=International,
9=LLC

Code indicating the ethnic status of the
supplier’s business W=White, AF=Afro
American, H=Hispanic A=Asian American,
NA=Native American, T=Other

Description of the supplier’s minority
status

Type and Length
varchar max: 20
varchar max: 64

varchar max: 64

bit max: 1

integer

bit

varchar max: 25

integer

varchar max: 2

varchar max: 25

Limited Specific Values

max: 1
Y

N

Individual Partnership

S/CCorporation
Medical/Legal
Association/Estate/Trust
Tax-Exempt Government

International LLC
1-9

AF

A
NA

oT
White

Afro-American
Hispanic

Asian American
Native American

Other
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Column Name
SBA

Sales Volume

Small Disadvantaged
Sole Prop Name

Tax ID
Vet

Vietnam-Vet

Women-owned

Dispute Information

Dispute Amount

Dispute Credit Issued

Dispute Opened Date
Dispute Resolve Status

Dispute Settled Date
Dispute Resolve Status
Dispute Submission
Dispute Cancel Date

Dispute Comments
Dispute Created Date

Dispute Dlvry Date

Dispute Hotel Cancel Date

Dispute Hotel Cancel Number

Revised August 2021

Description of the Data Displayed
Indicator that the Supplier is registered
with the Small Business Association

Sales volume of the supplier

Indicator that the supplier has a status
of a small disadvantaged business
Supplier’s sole proprietor name

Sales tax ID of the supplier

Indicator that the supplier’s businessis
owned by a veteran

Indicator that the supplier’s businessis
owned by a Vietnam veteran

Indicator that the supplier's businessis
owned by women

Debited amount disputed (may be a
portion of a transaction)

Credited amount disputed

Date the dispute was opened atthe bank
Indication of whether the disputeis
currently resolved

Date the dispute was resolved at the
bank

Indicator of whether the bank resolved
the dispute in the customer’s favor or the
issuer’s favor.

Date that the user cancelled the dispute
Comments about the dispute

Date the dispute was created in the
application

Delivery date of the merchandise or
service being disputed

Date of the hotel cancellation being
disputed

Cancellation number associated with the
hotel cancellation being disputed

Type and Length
bit max: 1

decimal 19,2

max: 20
bit max: 1

varchar max: 64
varchar max: 64
bit max: 1

bit max: 1

bit max: 1

decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy
varchar max: 12

date mm/dd/yyyy

varchar max: 150

date mm/dd/yyyy
varchar max: 400
date mm/dd/yyyy

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 20

Limited Specific Values
Y

N

z <z <z <

Resolved

Not Resolved

Resolved in customer’s favor

Resolved in issuer’s favor
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Column Name Description of the Data Displayed Type and Length Limited Specific Values
Dispute Hotel Cancel Reason | Reason for disputing hotel cancellation: varchar max: 150

Examples: Was not given cancellation

number, Was not informed of the no

show policy
Dispute Mult Chg Date Date on which multiple charges were date mm/dd/yyyy
billed
Dispute Num Charges Number of recurring charges billed after | integer
the cancellation ofthe merchandise or
service
Dispute Phone Phone number of merchant involved in | varchar max: 30
the dispute
Dispute Return Reason Date on which the merchandise was date mm/dd/yyyy
returned
Dispute Sub Actual Amt Actual amount disputed if less than the decimal 19,2
total charged max: 20
Dispute Sub Amt Amount disputed if disputing totalamount | decimal 19,2
charged max: 20
Dispute Sub Billed Amt Amount billed by the merchant decimal 19,2
max: 20
Dispute Sub Reason Reason for submitting the dispute varchar max: 32 Unauthorized transaction
Merchandise/Service not
received
Defective orwrong
merchandise
Recurring charges after
cancellation
Recurring charges already paid
by other means
Credit appears as charge
Credit for merchant not
received
Hotel reservationscancelled
Double/Multiplecharges
Do not recall transaction
Other, above do not apply
Exp Cat Create Date Date an expense category was createdin | date mm/dd/yyyy

the application
Exp Cat Delete Date Date an expense category was deleted date mm/dd/yyyy
from the application
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Column Name

Exp Cat Description

Exp Cat Modify Date

Exp Cat Name

Expense Folder

Expense Folder Create Date

Expense Folder Name

Exp Folder Receipts Faxed

Exp FolderReceiptsUploaded

Export Batch
Batch Date
Batch Locked

Batch Name

Original Transaction

Air Ancillary Fee 1

Air Ancillary Code 1
Air Ancillary Fee 2

Air Ancillary Code 2
Air Ancillary Fee 3

Air Ancillary Code 3
Air Ancillary Fee 4

Air Ancillary Code 4
Air Ancillary Fee 5

Revised August 2021

Description of the Data Displayed
Description given to the expense
category when the category was created
Date of last modification made to the
expense category

Name of an expense category

Date the expense folder was created in
the application.

Name of a folder that bundles related
transactions together.

Indicator of whether faxed receipt
images have been received and attached
to an expense report/folder.

Indicator of whetherreceiptimageshave
been uploaded to an expensereport/
folder.

Date of the export batch

Indicator of whether a batch has
been locked from further financial
modifications

Name applied to the export batch file
The batch file contains the data from
multiple transactions in a file format
compatible for export to third-party
software.

Fee Amount for Additional Airline Charges

Fee Code for Additional Airline Charges
Fee Amount for Additional Airline Charges

Fee Code for Additional Airline Charges
Fee Amount for Additional Airline Charges

Fee Code for Additional Airline Charges
Fee Amount for Additional Airline Charges

Fee Code for Additional Airline Charges
Fee Amount for Additional Airline Charges

Type and Length Limited Specific Values

varchar max: 1024

date mm/dd/yyyy

varchar max: 50

date mm/dd/yyyy

varchar max: 50

varcharmax: 3 Yes
No

varcharmax: 3 Yes
No

date mm/dd/yyyy

bit max 3 Y
N

varchar max: 255

decimal 13,2
max: 13
varchar max: 2
decimal 13,2
max: 13
varchar max: 2
decimal 13,2
max: 13
varchar max: 2
decimal 13,2
max: 13
varchar max: 2
decimal 13,2

max: 13
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Column Name
Air Ancillary Code 5
Air Ancillary Fee 6

Air Ancillary Code 6

Air Ancillary Service Category
1

Air Ancillary Service
SubCategory 1

Air Ancillary Service Category
2

Air Ancillary Service
SubCategory 2

Air Ancillary Service Category
3

Air Ancillary Service
SubCategory 3

Air Ancillary Service Category
4

Air Ancillary Service
SubCategory 4

Air Customer Code

Air Electronic Ticket Indicator

Air Endorse/Restrict
Summary
Air Exchange Ticket Amount

Air Exchange Ticket

Number
Air Fee
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Description of the Data Displayed
Fee Code for Additional Airline Charges
Fee Amount for Additional Airline Charges

Fee Code for Additional Airline Charges
Fee Code for Category of Additional
Airline Charges

Fee Code for Sub-Category of Additional
Airline Charges

Fee Code for Category of Additional
Airline Charges

Fee Code for Sub-Category of Additional
Airline Charges

Fee Code for Category of Additional
Airline Charges

Fee Code for Sub-Category of Additional
Airline Charges

Fee Code for Category of Additional
Airline Charges

Fee Code for Sub-Category of Additional
Airline Charges

Code issued to an Accountholder by
the organization for accounting and
reconciliation purposes

The Accountholder provides this number
to the travel related business at the time
of the reservation or transaction, and it is
captured by the central reservation
system.

Also known as travel authorization
number, orairtravel obligation number.
Indicator that the ticket was issued asan
electronic ticket

Summary of restrictions applied to the
ticket
Amount of the electronic ticket

Unique number that identifies the
electronic ticket

Fees associated with the transaction

Type and Length
varchar max: 2
decimal 13,2

max: 13

varchar max: 2
varchar max: 4
varchar max: 4
varchar max: 4
varchar max: 4
varchar max: 4
varchar max: 4
varchar max: 4

varchar max: 4

varchar max: 25

varchar max: 1

varchar max: 64

decimal 19,2

max: 20
varchar max: 14

decimal 19,2

max: 20

Limited Specific Values

blank
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Column Name

Air Internet Indicator

Air Local Tax Amount

Air Local Tax Indicator

Air National Tax Amount

Air Number of legs
Air Orig Departure Date

Air Passenger

Air Passenger Specific Data

AirRestricted Ticket Indicator

Air Summary Future Ref. 1

Air Summary Future Ref. 2

Air Summary Future Ref. 3

Air Summary Future Ref. 4

Air TCN Passenger
Name

Air Tax

Air Ticket Issue Date

Air Ticket Number
Air Total

Air Travel Agent
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Description of the Data Displayed
Indicator that the ticket was purchased
via the internet

1=yes, 0= no, blank=no

Local tax applied to the air travel

Indicator that local tax has been applied

National tax applied to the air travel

Number of legs in the air travel trip
Original departure date and time of air
travel if travel dates were changed
Name of air passenger
Passenger-specific air travel needs
such as assistance needed, special diet
requested

Indicator that the air ticket is restricted

Optional place holder for future data
relating to summary of air travel
Optional place holder for future data
relating to summary of air travel
Optional place holder for future data
relating to summary of air travel
Optional place holder for future data
relating to summary of air travel
Name of the passenger in the data
collected via the Transaction Control
Number (TCN)

Amount of tax applied to air travel

Date the air ticket was issued
Ticket number of air travel
Total amount charged for air travel

Name of agent that arranged the air
travel

Type and Length
varchar max: 1

decimal 19,2

max: 20
varchar max: 1

decimal 19,2

max: 20
integer

date/time max: 23

varchar max: 64

varchar max: 50

bit max 1

varchar max: 64

varchar max: 64

varchar max: 64

varchar max: 64

varchar max: 64

decimal 19,2

max: 20

date mm/dd/yyyy
varchar max: 64
decimal 19,2

max: 20
varchar max: 64

Limited Specific Values
1

0
blank
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Column Name

Air Travel Obligation Number

Auth Code
Bank Number
CRI

Car Class

Car Corporate ID

Car Extra Charges

Car For Future

Reference 1
Car For Future

Reference 2
Car For Future

Reference 3

Car For Future
Reference 4

Car Fuel Charges

Car Insurance Charges
Car Late Return Charges

Car Local Tax Amount

Car Local Tax Indicator

Revised August 2021

Description of the Data Displayed
Code issued to an Accountholder by
the organization for accounting and
reconciliation purposes.

The Accountholder provides this number
to the travel related business at the time
of the reservation or transaction, and it is
captured by the central reservation
system.

Also known as travel authorization
number or air customer code
Transaction’s authorization code
Number that identifies the bank
Customer Reference Identifier code for
the transaction

Class of automobile rented

Example: compact

Code or name used by the automobile
rental to identify a corporate client
Charges beyond the basic rental charges

Optional place holder for future data
relating to car rental

Optional place holder for future data
relating to car rental

Optional place holder for future data
relating to car rental

Optional place holder for future data
relating to car rental

Amountoffuel charges applied tothe
carrental

Amountofinsurancechargesapplied to
the carrental

Amount of charges applied to the car
rental due to a late return of the car

Amountoflocal taxapplied to the car
rental

Indicator that local tax was appliedto
the car rental

Type and Length Limited Specific Values

varchar max: 13

varchar max: 6
integer
integer

varchar max: 64

varchar max: 16

decimal 19,2

max: 20
varchar max: 26

varchar max: 26

varchar max: 26

varchar max: 26

decimal 19,2

max: 20
decimal 19,2
max: 20
decimal 19,2
max: 20
decimal 19,2

max: 20

varchar max: 1 Y
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Column Name Description of the Data Displayed Type and Length Limited Specific Values
Car Mileage Charges Amount of mileage charges applied to decimal 19,2
the car rental L
Car No Show Indicator Indicator that the party did not showfor | bit max: 1 YN
the car rental
Car One-way Charges Amount of charges appliedto aone-way decimal 19,2
car rental max: 20
Car Other Charges Amountofadditional chargesappliedto decimal 19,2
the carrental max: 20
Car Phone Charges Amount of phone charges applied tothe ' decimal 19,2
car rental max: 20
Car Pickup Date Date the rental automobile was picked date mm/dd/yyyy
up from the rental company
Car Purchase ID Description of the ID presented with the | varchar max: 64
purchase of the rental
Car Rate Daily or weekly rate applied tothe decimal 19,2
automobile rental max: 20
Car Regular Mileage Amount charged for regular mileage on decimal 19,2
Charges the rental max: 20
Car Renter’s name Name of person who rented the car varchar max: 40
Car Return Date Date the rented automobile wasreturned | date mm/dd/yyyy
to the rental company
Car Returned To Location of the rental company to which | varchar max: 64
the rented automobile was returned
Car Total Tax Total tax applied to the car rental decimal 19,2
max: 20
Has Air Detail Indicator that air travel details are bit max: 1 Y
available for the transaction N
Has Car Detail Indicator that air travel details are bit max: 1 Y
available for the transaction N
Has Hotel Detail Indicator that purchase detailsareavailable ' bit max: 1 Y
for the transaction N
Has Purchase Detail Indicator that purchase detailsareavailable ' bit max: 1 Y
for the transaction N
Has Shipping Detail Indicatorthat temporary servicedetails bit max: 1 Y
are available for thetransaction N
Has Suspicious Auth Indicator that the transaction was decimal 19,2 Y
reported to the application with no max: 20 N

authorization code(zeros) orwith the
wrong number of digits
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Column Name

Has Suspicious Auth

Has TmpSvcDetail

Hotel Business Ctr

Total
Hotel Cash Advance

Total

Hotel Check-in Date
Hotel Checkout Date
Hotel Extra Charge Total

Hotel Food/Beverage Total

Hotel for Future Reference 1
Hotel for Future Reference 2
Hotel for Future Reference 3
Hotel for Future Reference 4

Hotel Gift shop Total

Hotel Health Club Total

Hotel Laundry Total

Hotel Local Tax Amount

Hotel Local Tax Indicator

Hotel Movie Total

Hotel Nights
Hotel No Show Indicator

Revised August 2021

Description of the Data Displayed
Indicator that the transaction was
reported to the application with no
authorization code(zeros) orwith the
wrong number of digits

Indicatorthat temporary servicedetails
are available for thetransaction

Amountcharged for use of Business
Center services in thehotel

Amountchargedfor cashadvance
service in the hotel

Date of hotel check in

Date of hotel checkout
Amountofextra charges appliedto the
hotel bill

Total amount of food and beverage
charges applied to the hotel bill

Optional placeholder for future hotel
data

Optional placeholder for future hotel
data

Optional placeholder for future hotel
data

Optional placeholder for future hotel
data

Total amount of charges from the hotel
gift shop

Total amount of charges from the hotel
health club

Total amount of charges from the hotel
laundry service

Amountoflocal tax applied to the hotel
transaction

Indicator that local tax was appliedto
the hotel transaction

Total amountchargedfor hotelmovie
rentals

Number of nights spent at a hotel
Indicator that the party did notshowfor
lodging bit

Type and Length
bit max: 1

bit max: 1

decimal 19,2

max: 20
decimal 19,2

max: 20

date mm/dd/yyyy
date mm/dd/yyyy
decimal 19,2

max: 20
decimal 19,2

max: 20
varchar max 26

varchar max 26

varchar max 26

varchar max 26

decimal 19,2

max: 20
decimal 19,2
max: 20
decimal 19,2
max: 20

decimal 19,2

max: 20
bit max: 1

decimal 19,2
max: 20
integer

bit max: 1

Limited Specific Values
Y

N

=<
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Column Name
Hotel Other Charges Total

Hotel Total Non-Room
Amount

Hotel Valet/Parking Total

MCC

Original Amt

Original Crd Amt

Original Dbt Amt

Original Pmt Amt

Original Purch Date
PID

Purchase Commodity Code

Purchase Destination Country
Code

Purchase Destination Postal
Code

Purchase Discount Amount

Purchase Discount Amount

Revised August 2021

Description of the Data Displayed
Total amountof othercharges applied to
the hotel bill

Total amountof the hotel bill thatwas
non-roomrelated

Total charges for hotel valet/parking
services

Merchant Category Code (identifies the
vendor/merchant’s category of business)
Amount of the transaction before
dividing

Amount of a credit transaction (before
dividing) This amount will be expressedin
the card’s native currency as a positive
number. If no credit amount exists, it will
be expressed as $0.00.

Amount of a debit transaction (before
dividing). This amount will be expressed in
the card’s native currency as a positive
number.If no debitamount exists, it will
be expressed as $0.00.
Amountofapayment (beforedividing)
This amount will be expressed in the
card’s native currency as a positive
number. If no payment amount exists, it
will be expressed as $0.00.

Date of the purchase

Purchase Identifier Data available on
POS terminals for passing vendor or
customer specific level 3 data

Code identifying the type of purchase
(Level 3 data)

Country code identifying the destination
of the product purchased

Postal code identifying the destination
of the product purchased

Discount applied to the purchase

Discount applied to the purchase

Type and Length
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
integer max: 4

decimal 19,2

max: 20
decimal 19,2

max: 20

decimal 19,2

max: 20

decimal 19,2

max: 20

date mm/dd/yyyy
varchar max: 50
varchar max: 4
varchar max: 5
varchar max: 14

decimal 19,2

max: 20
decimal 19,2

max: 20

Limited Specific Values
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Column Name

Purchase Duty Amount

Purchase ID

Purchase Origin CountryCode

Purchase Origin Postal Code
Purchase Shipping Amount

Purchase Tax Amount
Purchase Unigue

Invoice Number

Terminal Entry Code

Vendor City
Vendor Country

Vendor ID

Revised August 2021

Description of the Data Displayed
Duty paid on the purchase

Number assigned by the vendor to the

transaction

Country code where the purchase was
made

ZIP code where the purchase was made
Amount paid for shipping the purchase

Tax applied to the purchase

Unique Invoice number applied tothe
purchase by the vendor (Level 3data)

Code that indicates whether the card
was present at the transaction

City in which the vendor’s business
resides

County in which the vendor’s business
resided

A name or code that identifies the
vendor on the transaction

Type and Length
decimal 19,2

max: 20
varchar max: 25

varchar max: 5

varchar max: 14
decimal 19,2

max: 20
decimal 19,2

max: 20
varchar max: 15

char max: 2

varchar max: 20

varchar max: 3

varchar max: 26

Limited Specific Values

00=Card Not Present
01=Card Not Present

02=Card Present
03=Card Present
04=Card Present
05=CardPresent
06=Card Present

07=CardPresent
08=Card Present

81=Card Present

82=Card NotPresent

90=Card Present
91=Card Present

92=Card NotPresent
93=Card NotPresent

94=Card Present
95=Card Present
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Column Name
Vendor State

Vendor ZIP

Card Program (Billing Account)
Company Number

Program Account Exp

Program Account Number

Program Card Name
Program Create Date

Program Credit Limit

Program Last 4 Digits
Program Modify Date

Request
Regq Amount

Reqg Approval Date
Req Close Date
Req Date

Req Justification
Req Name

Reqg Number

Req PO Number

Revised August 2021

Description of the Data Displayed
State in which the vendor’sbusiness
resides

ZIP code in which the vendor’s business
resides

Code that identifies a company branch
ordivision associated withthe billing
account

Expiration date of a credit card
associated with the billing account

Full 16-digit number that identifies the
billing account 9 (limited authorized
availability)

Company-configured nickname fora
billing account

Date the billing account was created in
the application

Credit limit associated with the billing
account

Last four digits of the billing account
number

Date on which the last modification was
made to the billing account attributes

Amount of the purchase request
attached to the transaction

Date the purchase request was approved
Date the purchase request was closed
Date the purchase request was
submitted

Name of the user assigned to the
purchase request

Name of the user assigned to the
purchase request

Number applied to the request by the
application

Purchase order number associated with
the purchase request

Type and Length
varchar max: 8

varchar max: 12

varchar max: 10

varchar max: 07

varchar max: 16

varchar max:

date mm/dd/yyyy

decimal 19,2
max: 20

integer

date mm/dd/yyyy

decimal 19,2
max: 20
mm/dd/yyyy

date mm/dd/yyyy
date mm/dd/yyyy
varchar max: 1024
varchar max: 50

varchar max:

varchar max: 50

Limited Specific Values
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Column Name
Req Payment Type

Req Status

Requester Full Name

Request Closer Active
Request Closer Email
Request Closer First Name
Request Closer Full Name
Request Closer Last Name
Request Closer Login
Request Closer Middle Name
Request Closer Payee ID
Transaction

Acct Signoff Date

Acct Signoff User Name

Allocated Amount

Amount

Barcode Idx

Barcode Img

CH signoff Date

Revised August 2021

Description of the Data Displayed
Type of payment indicated on the
purchase request

Status of the purchase request such as
open or closed

Full name ofthe user who submitted the

purchase request

The request closer’s active status
The request closer’s email

The request closer’s first name
The request closer’s full name
The request closer’s last name
The request closer’s Login

The request closer’s middle name
The request closer’s Payee ID

Date of Accountant sign off

Name of the user who performed
Accountant signoff

Summed amount of the transaction’s
allocation lines

The amount ofthe transactionas
recorded by thebank

Plain text describing the data
represented in the barcode

The barcode stamp on the transaction
(actual value depends on the barcode
scheme used)

Date of the Accountholder sign off

Type and Length Limited Specific Values

varchar max: 50 - Managed Card

- Semi-managed card

- Unmanaged card

- Company Credit Card

- Company Paid

- Check Request

- Other

- Employee

- Reimbursement

- Cash

- Terms

- Unspecified
varchar max: 50 - Open

- Closed

varchar max: 50

date mm/dd/yyyy
varchar max: 100

decimal 19,2

max: 20
decimal 19,2

max: 20

varchar max: 32

image

date mm/dd/yyyy
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Column Name
CH Signoff Full Name

Card Spend

Comments

Company Name

Credit

Cust Code

Debit

Dispute Sbmt Amt

Divided

Flag Date

Flagged By User Full Name

GL Combination

Rollup

GL Rollup is Authorized

GL Rollup is Complete

GL Rollup is Valid

GL: <segment name>

Rollup

GL: <segment name>

Rollup Desc

Revised August 2021

Description of the Data Displayed
Name of the user who performed the
Accountholder sign off

Total card spend for the transaction

Comments entered into the details of
the transaction by the Accountholder,
Approver, or acct.

Name of the company liable for the
transaction

Amount of the transaction when the
transaction represents a credit

Control ID code for travel-related
transactions

Amount of the transaction, when the
transaction represents a debit/purchase

Amount submitted as disputed bythe
Accountholder

Indicator of whetherthetransaction has
been divided

Date that a transaction was flagged
within the application

Name of the user who flagged the
transaction

A combination of segments with
identical values repeated on multiple
lines of the transaction’s allocation
Indicator that a GL Combination Rollupis
authorized for allocation by theuser

Indicatorthat all required segments of a
GL Combination Rollup containvalues

Indicator that all required segments of
a GL Combination Rollup contain valid
values

Name of a GL segment repeated

on another line of the transactions’
allocation

Description of a GL segment repeated
on another line of the transaction’s
allocation

Type and Length
varchar max: 100

decimal 19,2

max: 20

varchar max: 1024

varchar max: 100

decimal 19,2

max: 20

varchar max: 50

decimal 19,2
max: 20
decimal 19,2
max: 20

bit max 1

date mm/dd/yyyy

varchar max: 100

varchar 860

bit max 1

bit max 1

bit max 1

varchar max: 64

varchar max: 64

Limited Specific Values

z < =z < z <
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Column Name
MCC Description

MCC Restricted

Mgr Signoff Date

Mgr Signoff User Name

Pay Type Name

Payee Name

Payment Amount

Personal
Post date
Purchase Order Date

Receipt Comment

Receipt Status
Reference

Reimb Amount

Source Amount

Revised August 2021

Description of the Data Displayed
Merchant Category Code description of
the goodsorservices associated with

the transaction

Indication that the Merchant Category
Code associatedwith thetransaction is
restricted

Date on which the Approver signed off
the transaction

Name of the user who was the Approver
that signed off the transaction

The payment type

Name of the company or individual who

received payment for the transaction
Amount of the transaction when the
transaction represents a payment.

Indicator set by the Accountholder that
the transaction is a personal purchase
Date the transaction was posted to the
application

Date the purchase was made (Level 3
data)

Comment about the receipt status
entered into the details of the
transaction

Indicator that a receipt is available for
the transaction

User-editable reference field on
transactions and reimbursements
Amount of the transaction when the
transaction represents a reimbursement

Amount of the original transaction
(undivided) initsoriginal source currency

Type and Length

varchar max: 150

bit max: 1 Y
N
date mm/dd/yyyy
varchar max: 100
varchar max: 50 - Purchase

- Cash advance

- Misccredit

- Miscdebit

- Memo

- Purchase

- Reimbursement

- Payment
varchar max: 50

decimal 19,2

max: 20
bit max: 1

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 1024

bit max: 1

varchar max: 50

decimal 19,2

max: 20
decimal 19,2

max: 20

Limited Specific Values
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Column Name

Source Currency

Sweep Date

Swept By User Full Name

Tax Code

Tax Owed

Tax Status

Taxable Amount

Total Item Price

Total Item Tax

Transaction Status

Txn Number

Txn Payee ID

Txn/Reim Receipts Uploaded

Revised August 2021

Works® User Guide | Chapter 8: Reports

Description of the Data Displayed

Type of foreign currency

Example: DOL=dollar, EUR=euro

Date that an Accountant swept (pulled
the transaction into the Accountant’s
queue) before the transaction received
required signoffs by Accountholder and/
or Approver

Name of the Accountant that performed
the sweep

Identifier of the type oftax appliedto

the transaction

N=Non-taxable, S=Sales tax paid,

U=Subject to use tax
Tax on the transaction not yet paid

Status of whether the transaction is
taxable varchar

Amountofthe transactionthatistaxable

Total price of all items listed ona
transaction excluding taxable amount

Total tax for all items listed on a
transaction

Indication of the status of the
transaction in the workflow of the
application

The transaction number assigned by the

application (Always begins with TXN)
Code for the company or individual who
received payment inthe transaction (for
reimbursements only)

Indicator of whether receipt images
have been received for a transaction or
reimbursement

Type and Length
varchar max: 3

date mm/dd/yyyy

varchar max: 100

char: max: 1 N
u

decimal 19,2

max: 20

varchar max: 16 Sales tax paid
Subject to use tax
Non-taxable
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20

varchar max: 16 - Awaiting Signoff
- Ready to Batch
- Batched

- Requiring Review
varchar max: 50

varchar max: 50

varcharmax: 3 Yes

No

Limited Specific Values
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Column Name

Type

Vendor Name
Transaction Detail
Air Arrival Date
Air Arrival Time

Air Carrier Code

Air Conjunction Ticket
Number
Air Coupon Number

Air Coupon Number

Air Departure Code

Air Departure Date
Air Departure Time

Air Destination Code

Air domestic/International

Air Endorsement/Restrictions

Air Fare Basis

Air Leg
Air Leg Future Reference 1
Air Leg Future Reference 2

Air Leg Future Reference 3

Revised August 2021

Description of the Data Displayed

Transaction type: P=Purchase,

C=Cashadvance,
D=Misc debit, M=Memo, P=Purchase,
R=Reimbursement

Name of the vendor in the transaction

Arrival date of flight
Arrival time of flight Time is expressed
for a 12 hr clock

Examples: 9:45 PM, 11:35 AM
Code that identifies the air carrier

Example: AA=American Airlines

Number on a ticket used in conjunction
with another ticket

Number on a coupon used in conjunction
with the flight

Number on a coupon used in conjunction
with the flight

Code for the airport of departure

Example: AUS=Austin

Departure date of flight

Departure time ofthe flight isexpressed
fora 12 hrclock

Examples: 9:45 PM, 11:35 AM
Code of the destination airport

Example: PDX= Portland

Indication of whether the flight is a
domestic or international flight
Description of air travel restriction

Example: non-refundable

Name of the fare basis
Examples:First Class,BusinessClass,
Coach

Number that identifies the leg of the air
travel

Optional placeholder for future data
relating to the leg of travel

Optional placeholder for future data
relating to the leg of travel

Optional placeholder for future data
relating to the leg of travel

Type and Length

charmax 1

varchar max:

Limited Specific Values
P

C

50

date mm/dd/yyyy

time hr:mm

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

64

64

date mm/dd/yyyy

time hr:mm

varchar max:

varchar max:

varchar max:

varchar max:

integer max:

varchar max:

varchar max:

varchar max:

5

64

20

16

64

64

64
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Column Name

Air Leg Future Reference 4
Air Number of Legs

Air Origin Code

Air Refnum
Air Service Class

Air Stopover Code

Card Transaction Tax Amount
—Sales Tax/PST/QST

Card Transaction Tax2
Amount -GST/HST

Detail Amount

Detail Description

Revised August 2021

Description of the Data Displayed
Optional placeholder for future data
relating to the leg of travel

Number indicating the total number of
legs included in the travel

Code identifying the airport where the
air travel originated

Example: AUS=Austin

Air carrier reference number

Code that indicates the class of travel
Examples: F=First Class, Y=Coach full
price, no restrictions, L or K=Coach
discounted with restrictions, T=
Seasonal or promotional price

Code thatindicateswhetherastopover
occurred in thetravel

S=stopover, 0=no stopover
Canadian tax-specificdatathatmay
include Sales Tax, PST,orQST.

+(PST) Provincial Sales Tax -A
Canadian Tax levied byindividual
provinces.

+(QST) Provincial Sales Taxlevied in

Quebec.

Canadian tax-specificdatathatmay
include GST orHST.

(GST) Goods and Services Tax -A
Canadian Taxlevied by theNational

Government.

(HST) Harmonized Sales Tax -A single
Canadian tax combination of (GST) and
(PST)that some provincesimposerather
than separately impose PSTand GST.

Amountofthe transaction displayed in
the transaction details

Description of the transaction displayed
in the transaction details of the
application

Type and Length
varchar max: 64

integer

varchar max: 5

varchar max: 6

varchar max: 2

varchar max:1

varchar max: 64

varchar max: 64

decimal 19,2

max: 20
varchar max: 64

Limited Specific Values
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Column Name

Detail Type

Hotel Business Center

Charges
Hotel Daily Room Rate

Hotel Date of Charge
Hotel Detail

Future Ref 1
Hotel Detail

Future Ref 1
Hotel Detalil

Future Ref 1
Hotel Detail

Future Ref 1

Hotel Discount Rate

Hotel Folio Cash Advances
Hotel food/Beverage Charges
Hotel Gift Shop Charges

Hotel Health Club Charges

Hotel Laundry Charges

Revised August 2021

Description of the Data Displayed
Code for the type of details reported to
the card processoraboutthetransaction:

A=Passenger Leg
E=Temporary Services F=Fees
H=ShippingServices

I=Info

L=Line ltem
N=HotelDetail

S=Shipping
T=Tax

U=Purchasing Detalil

Chargesfor usingthe hotel’sbusiness
center

Daily room rate of the hotel

Date of the room charge
Optional placeholder for data relating to
the details of the hotel transaction

Optional placeholder for data relating to
the details of the hotel transaction

Optional placeholder for data relatingto
the details of the hotel transaction

Optional placeholder for data relating to
the details of the hotel transaction

Discounted room rate

Amountofcash advance obtained from
the hotel

Amount of food and beverages
purchases charged to the hotel

Amount of gift shop purchases charged
to the hotel

Amountofhealth clubfees chargedto
the hotel

Amountoflaundry fees chargedtothe
hotel

Type and Length Limited Specific Values

varchar max: 1 A
E
F
H
I
L
N
S
T
U

decimal 19,2

max: 20

decimal 19,2

max: 20

date mm/dd/yyyy
varchar max: 64

varchar max: 64

varchar max: 64

varchar max: 64

decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
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Column Name

Hotel Minibar Charges

Hotel Movie Charges

Hotel Other Charge Code

Hotel Other Charge Descrip

Hotel Other Charges

Hotel Room Tax Amount

Hotel Room Tax Amount 2

Hotel Room Tax Amount 3

Hotel Room Tax Amount 4

Hotel Telephone Charges

Hotel Valet parking Charges

Purchase Item Commodity
Code
Quantity

Shipping Courier

Shipping CustomerReference

Shipping Destination Address

Shipping Destination Country

Shipping Destination Name

Shipping Discount Amount

Revised August 2021
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Description of the Data Displayed
Amount of minibar purchases chargedto
the hotel

Amountofmovierentals chargedto the
hotel

Code that identifies other charges
charged to the hotel

Description of a charge for something
other than the room
Amountofotherchargeschargedto the
hotel

Amountofall taxes applied to the room
rate

Amountofone tax authority appliedto
the roomrate

Amountofone tax authority appliedto
the roomrate

Amountofone tax authority appliedto
the roomrate

Amountoftelephone chargeschargedto
the hotel

Amountofvalet parkingfeeschargedto
the hotel

Code that identifies the type of
commodity purchased
Number of items purchased

Name of the courier who performed the
shipping

Customer reference number on the
shipment

Destination of the shipment

Destination of the country to which the
shipment was sent

Name of recipient of the shipment

Amount discounted from shipping cost

Type and Length
decimal 19,2

max: 20
decimal 19,2

max: 20
varchar max: 6

varchar max: 20

decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
varchar max: 12

decimal 19,2

max: 20
varchar max: 64

varchar max: 17

varchar max: 64

varchar max: 5

varchar max: 100

decimal 19,2

max: 20

Limited Specific Values
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Column Name

Shipping Numberof Packages
Shipping Pickup Date
Shipping Sender Address
Shipping Sender County
Shipping Sender Name

Shipping Tax Amount

Shipping Tracking Number

Shipping Weight

Temp Accounting code

Temp Commodity Code

Temp Discount Amount

Temp Emp SSN
Temp Employee
Temp End Date
Temp Job Code

Temp OT Hours

Temp OT Rate

Temp Reg Hours

Temp Reg Rate

Revised August 2021

Description of the Data Displayed
Number of packages shipped

Date on which the shipment was picked
up by the recipient
Address of the sender

Name of the county from which the
shipment was sent
Name of the sender

Amount of tax on the shipment

Number for tracking the shipment

Weight of the shipment

Code that identifies a temporary
employee

Code that identifies the type of
temporary work

Amount discounted from services
provided by a temporary agency

Social Security Number of temporary
employee
Name of temporary employee

End date of temporary assignment

Code that identifies the type of job
performed by the temporary employee
Amount of overtime hours worked by the
temporary employee

Temporary Services detail overtimerate
of pay per hr

Amountofregularhours worked by the
temporary employee

Temporary services detail regular rate of
pay per hr

Type and Length

integer

date mm/dd/yyyy

varchar max: 64

varchar max: 5

varchar max: 64

decimal 19,2

max: 20
varchar max: 22

integer

varchar max: 18

varchar max: 12

decimal 19,2

max: 20
varchar max: 9

varchar max: 26

date: mm/dd/yyyy

varchar max: 12

decimal 9,2

max: 10
decimal 19,2

max: 20

decimal 9,2

max: 10
decimal 19,2

max: 20

Limited Specific Values
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Column Name
Temp Reimbursement
Attribute

Temp Requestor Name/ID

Temp Sales Amount

Temp Sales Tax Amount

Temp Start Date

Temp Subtotal Amount

Temp Supervisor

Temp Timesheet Number

Unit Price

Unit of Measure

Description of the Data Displayed
Amountreimbursed forservicesprovided
by a temporaryagency

Name or ID of the agency placing the
temporary employee
Amount paid tothe agency placingthe
temporary employee

Amountoftaxes appliedtothe amount
paid to the agency

Start date of the temporary employee

Subtotal of a purchase madebya
temporary employee

Name of the temporary employee’s
supervisor
Number that identifies the temporary

employee’s timesheet
Unit price of temporary work

Unit of measure of temporary work such
as Hr., Week, Month

Data Used in Account Reports

Column Name
Card

Account Number

Accounting Code

Active

Advice Address

Available Credit

Description of the Data Displayed

Full 16-digit card account number

licensed feature only viewable in Excel or

CSV format)

A code used by some accounting
departments. It is also referred toas
the Master Accounting Code (MAC).
Indication of whether the card is active
Email address or fax number to which
the remittance advice is sent

Type and Length Limited Specific Values

varchar max: 2 0
6

A
varchar max: 25

decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy

decimal 19,2

max: 20
varchar max: 26

varchar max:

decimal 19,3

max: 20

varchar max: 12

Type and Length Limited Specific Values

varchar max: 16 varchar
max:75

varchar max: 75

bit max 1
varchar max: 250

Amount of the credit limit assigned tothe | decimal 19,2
card per designated period (e.g., month, max: 20
billing cycle) minus the total amount of all

posted transactions made

with the card for that period.
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Column Name

Available Funds

BIN

Card Activation Date

Card Address Modify Date
Card Create Date

Card Delete Date
Card Expire Date

Card is Activated

Card is Chip and PIN

Card is Exact Authorization
Enabled

Card is Push Pay

Card Last Used
Card Modify Date
Card Nickname

Card Open Date

Card Physical Address 1

Card Physical Address 2

Revised August 2021
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Description of the Data Displayed
Total of all unspent discretionary funds
plus all unused incremental funds
applied to the card (up to the credit
limit)

Bank Identification Number of the
supplier related to a transaction

Date the Accountholder confirmed
received of the card

Date the card address was last modified
Date the card was created in the
application

Date the account is closed in Works
The expiration date of the card
(licensed availability and only exported
in CSV and XLS format)

Verification of whether the
Accountholderconfirmedreceipt ofthe
card

Indicator that the card is Chip and PIN
plastic type.

Indicates whether an Administrator can
create an Exact Authorization Override
record on the card account.

Indicates whether the Virtual Payables
card is enabled with the PushPayments
feature.

Date the card was last used

Date of the last modification to the card
For purchasing cards, this is aname
given the card that distinguishes one of
multiple cards issued.

For vendor cards, this is a unique
identifierfromyourA/Psystemthat
identifiesthe vendor dedicated card.
Date on which the card account was
opened at the bank

Available for Canadian card programs
only; first line of the accountholder’s
physical/civic address

Available for Canadian card programs
only; second line of the accountholder’s
physical/civic address

Type and Length
decimal 19,2

Limited Specific Values

max: 20

varchar max: 9

date mm/dd/yyyy

date mm/dd/yyyy
date mm/dd/yyyy

date mm/dd/yyyy
date mm/dd/yyyy

date mm/dd/yyyy | Y

N
varchar max: 3 Y
varchar max: 3 Y
N
varchar max: 3 Y
N

date mm/dd/yyyy
date mm/dd/yyyy
varchar max: 50

date mm/dd/yyyy

varchar max: 50

varchar max: 50
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Column Name
Card Physical City

Card Physical Country

Card Physical Postal Code

Card Physical State/Province

Cash Limit

Closed By User Full Name

Company Liability

Company Paid

Corporate Card

Credit Limit

Default<GL Segment>

Default<GL Segment>
Description

Revised August 2021

Description of the Data Displayed
Available for Canadian card

programs only; City identified inthe
accountholder’s physical address
Available for Canadian card programs
only; Country identified in the
accountholder’s physical address
Available for Canadian card programs
only; Postal Code identified in the
accountholder’s physical address.
Available for Canadian card programs
only; State/Province identified inthe
accountholder’s physical address.
Maximum amount of cash that can be
obtained with a card assigned tothe
card profile

Name of the user who closed the card
account

Indicator that the card is on a program
with company liability

Indicator that the card is on a company-
paid program

Indicator that the card is a corporate
card

Maximum amount of credit extended
per billing cycle to a card assigned to the
card profile

Default Allocation segment for the card

Description of a value in the default
Allocation segment for the card.

Type and Length

varchar max: 50

varchar max: 50

varchar max: 15

varchar max: 5

decimal 19,2

max: 20

varchar max: 50

bit max: 1

bit max: 1

bit max: 1

decimal 19,2

max: 20

varchar

max: 64
varchar

max: 64

Limited Specific Values

<z <z <

=2
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Column Name

Embossed Line 1

Embossed Line 2

Employee ID

Inactive

Last 4 Digits

Last Known Balance

Plastic Type

Replaced By Account Number

Replaced By Card Last 4

Secondary Email Address

Revised August 2021

Description of the Data Displayed

For purchasing cards, this isthe name of
the user embossed on the first line of
the card.

For vendor cards, this is the vendor
name associated with the vendor-
dedicated ghost card

For purchasing cards, this is the nameof
the billing account embossed on the
second line of the card.

For vendor cards, this is typically the
name of the organization who is liable
for vendor payments on the vendor-
dedicated card.

Typically the vendor-dedicated card is a
ghost card.

Code used by some accounting
departments to identify the
Accountholder

Indication of whether the card isinactive

Last four digits of the card account
number

Last calculated balance for the card.
This balance may not be current
depending on the processing ofthe
latest transactions.

Description of the plastic type (for
example, logo design) appliedto the
card

Full account number of a card that
has been replaced (only available to
authorized users)

Last 4 digits of a card that has been
replaced

Email address of the Secondary
Accountholder

Type and Length Limited Specific Values

varchar max: 50

varchar max: 50

varchar max: 20

bit max 1 Y

numeric max: 4

decimal 19,2

max: 20

varchar max: 128

varchar max: 16

numeric max: 4

varchar max: 2000
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Column Name
Status

Travel Frequency Credit Limit

Travel Frequency

Description

Card Decline

Decline Amount

Decline Date
Decline MCC

Decline MCC Description

Decline Merchant Name

Decline Reasons

Card Exact Auth Amount
Exact Auth Amount

Exact Auth Amount Create
Date

Exact Auth Amount

Last Modify Date

Revised August 2021

Description of the Data Displayed
Active or inactive status of a card.
Inactive includes whether the card is
lost/stolen or closed. (Licensed limited
availability)

Default maximum credit assigned to a
travel card per travel frequency level

Description of a travel frequency level

Examples: light domestic, moderate
domestic

Amount of the decline

Date of the decline

Merchant Category Code identifying the
type of goods or services offered by the
merchant where the card decline
occurred

Description of the Merchant Category
Code associatedwith the merchant
where the card declineoccurred

Name of the merchant where the card
decline occurred

Code indicating the reason for the
decline. Thiscan bealetter or number,
depending on the cardprocessor.

Dollar amount of the authorization
record

Date the authorization record was
created in the application. If the
authorization record is updated, this

date does not change.
Date the authorization record amountor

status changed

Type and Length

varchar max:15

decimal 19,2

max: 20
varchar max: 50

decimal 19,2

max: 20
date mm/dd/yyyy
integer max: 4

varchar max: 150

varchar max:30

decimal 19,2

max: 20

date mm/dd/yyyy

date mm/dd/yyyy

Limited Specific Values

Active Lost/Stolen

Closed
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Column Name
Exact Auth Amount

Last Recorded Status

Exact Auth Amount Last
Recorded Status Date
Exact Auth Amount

Refresh Date

Exact Auth Amount RegName

Exact Auth Amount

Reg Number

Exact Auth Amount Sequence
Number

Exact Auth Amount StartDate

Exact Auth Amount Status

Revised August 2021
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Description of the Data Displayed
The last status detected for a record
from TSYS.

The date of the last status detected for a
record from TSYS.

Last date the Works application
synchronized a card’s authorization
record with the system processor
(TSYS).

Name of the user assigned to the
purchase requesttied tothe ExactAuth
slot.

Number applied to the request tied to
the Exact Auth slot, which is assigned by
the application.

An assigned sequence number used to
identify the authorization record fora
card.

Date the authorization record is added
in TSYS

The descriptive states of an
authorization record. Matched* -
Matched shows only as a status in
Works reports, it does not display fora
card on the Exact Auth Override
Settings tab within the application.
Matched means the record is available to
be used again.

Removed*- The final status an
Administrator could find in Works
reports, but this status does notdisplay
for a card on the Exact Auth Override
Settings tab within the application.

Type and Length

varchar max: 20

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 50

varchar max:

numeric max: 3

date mm/dd/yyyy

varchar max: 20

Limited Specific Values

Active
Inactive

Authorized
Matched*
Removed*
Pending Creation

Pending Update

Pending Deactivation

001-999, thenstarts

over

Active

Inactive
Authorized
Matched*
Removed*
Pending Creation

Pending Update

Pending Deactivation
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Column Name
Card Profile
Base Funds

Buffer %

Buffer Max

Card Profile Name
Daily Txn Limit

MCC Grp Daily Txn
Limit
MCC Grp Name

MCC Grp Single Txn Limit

Permitted MCC Groups

Profile Create Date
Profile Delete Date
Profile Modify Date

Profile Type

Prohibit MCC Groups

STL Override

Single Txn Limit

Stmt. # Cash Adv.

Revised August 2021

Description of the Data Displayed

Base amount of discretionary funds
assigned to the card profile

Percentage of the requested incremental

funds added onto the amount of
incremental funds requested

by any card assigned to the profile
Maximum amount added onto the
amount of incremental funds requested
by any card assigned to the card profile
Name assigned to the card profile
Maximum amount allowed for any
transaction in one day tocards assigned
the card profile

Daily transaction limit imposed on a
Merchant Category Code Group

Name of a Merchant Category Code
Group associated withthe card profile

Single transaction limit imposed on a
specific MerchantCategoryCode Group
associated with the card profile

A string representing all Merchant
Category Code Groups where cards
belonging to the profile may be used
Date the card profile was created inthe
application

Date the card profile wad deleted from
the application

Date of the last modification to the
card profile

Type of controlthe application hasona
card assigned to thecard profile

MCC Groups prohibited from use with
cards in the profile

Indicator that a Single Transaction Limit
override exists

Maximum amount of a single
transaction for cards in the card profile

Number of cash advances on the card
statement

Type and Length

decimal 19,2

max: 20
tiny int max: 1

decimal 19,2

max: 20

varchar max: 64
decimal 19,2

max: 20

decimal 19,2

max: 20
varchar

max: 40
decimal 19,2

max: 20

varchar

max: 138

date mm/dd/yyyy

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 15 - Managed
- Unmanaged

- Semi-Managed
varchar max: 138

bit max: 1 Y
N

decimal 19,2

max: 20

int max: 4

Limited Specific Values
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Column Name

Card Statement
Stmt./ # Credits

Stmt.

Stmt.

Stmt.

Stmt.
Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

# Misc Txn

Cash Adv. Total

Credits Total

Date
Effective Date

Ending Balance

Last Payment Amount

Last Payment Date

Late Charge

Misc Txn. Total

Past Due 1 Cycles

Past Due 10 Cycles

Past Due 11 Cycles

Past Due 12+ Cycles

Past Due 2 Cycles

Past Due 3 Cycles

Past Due 4 Cycles

Revised August 2021

Description of the Data Displayed

Number of credits on the card
statement

Number of miscellaneous transactions
on the card statement

Total amount of cash advances on the
card statement

Total amount of credits on the card
statement

Date on the card statement

Effective date of the balance on the
card statement

Ending balance on the card statement

Last payment noted on the card
statement

Date of last payment on the card
statement

Total of late charge indicated on the
card statement

Total amount of miscellaneous
transactions on the card statement

Amountonthe statementshown as
past due 1cycle

Amountonthe statementshown as
past due 10cycles

Amountonthe statementshown as
past due 10cycles

Amountonthe statementshown as
past due 12 +cycles

Amountonthe statementshown as
past due 3cycles

Amountonthe statementshown as
past due 3cycles

Amountonthe statementshown as
past due 4cycles

Type and Length

int max: 4

int max: 4

decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy
date mm/dd/yyyy

decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy

decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20

Limited Specific Values
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Column Name

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Stmt.

Past Due 5 Cycles

Past Due 6 Cycles

Past Due 7 Cycles

Past Due 8 Cycles

Past Due Total

Payment Due Amt.

Payment Due Date

Previous Balance

Purchases Total

Current Balance

Last Payment Amount

Minimum Payment Due

Past Due 1 Cycle

Past Due 10 Cycle

Past Due 11 Cycle

Past Due 12+ Cycle

Past Due 2 Cycle

Past Due 3 Cycle

Revised August 2021

Description of the Data Displayed
Amountonthe statementshown as
past due 5cycles

Amountonthe statementshown as
past due 6cycles

Amountonthe statementshown as
past due 7 cycles

Amountonthe statementshown as
past due 8cycles

Total amountonthe statementshown
as pastdue

Paymentdue amountshownonthe
statement

Date of payment due shown on the
statement

Previous balance shown on the
statement

Total amount of all purchases shown on

the statement

Current balance due on the card

Amountoflast payment madeto the
balance

Minimum payment due on current
balance

Amount past due 1 payment cycle
Amount past due 10 payment cycles
Amount past due 11 payment cycles
Amount pastdue 12 or more payment
cycles

Amount past due 2 payment cycles

Amount past due 3 payment cycles

Type and Length
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy

decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20

Limited Specific Values
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Column Name
Past Due 4 Cycle

Past Due 5 Cycle

Past Due 6 Cycle

Past Due 7 Cycle

Past Due 8 Cycle

Past Due 9 Cycle

Past Due as Of

Payment Due Date

Payments Count

Payments Total

Status Eff. Date

CH Address 1
CH Address 2

CH City

CH Country

CH Create Date

CH Delete Date

CH Email
CH First Name
CH Last Name

Revised August 2021
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Description of the Data Displayed

Amount past due 4 payment cycles

Amount past due 5 payment cycle

Amount past due 6 payment cycles

Amount past due 7 payment cycles

Amount past due 8 payment cycles

Amount past due 9 payment cycles

Date on which and amount became past
due

Date on which the paymentis currently
due

Total number of payments made to the
card account

Sum of all payments made to thecard
account

Effective date of a card status (for
example, past due, closed)

First line of the Accountholder’saddress
Second line of the Accountholder’s
address

City identified in the Accountholder’s
address

Country identified inthe
Accountholder’s address

Date the Accountholder was added to
the application

Date the Accountholder was deleted
from the application

Accountholder’s email address
Accountholder’s first name

Accountholder’s last name

Type and Length
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
decimal 19,2

max: 20
date mm/dd/yyyy

integer

decimal 19,2

max: 20
date mm/dd/yyyy

varchar max: 50

varchar max: 50

varchar max: 50

varchar max: 50

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 100
varchar max: 30

varchar max: 30

Limited Specific Values
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Column Name
CH Login

CH Middle Name
CH Modify Date
CH Payee ID

CH Phone 1
CH Phone 2

CH State

CH Full Name
Accountholder Group
CH zIP

Grp Create Date

Grp Delete Date

Grp Full Name

Grp Group Name
Grp Modify Date

Grp Owner Email
Grp Owner First Name
Grp Owner Last Name

Grp Owner Login

Grp Owner Middle Name

Grp Owner Full Name

Program Card

Company Number

Revised August 2021

Description of the Data Displayed

The text the Accountholder entered into
the Username field during application
login

Accountholder’s middle name or initial
Date one of the Accountholder’s
attributes was last modified

Name or code that identifies the
Accountholder as a payee
Accountholder’s primary phone number
Accountholder’s secondary phone
number

State identified in the Accountholder’s
address

Name of the Accountholder

Accountholder’s ZIP code

Date the group was created in the
application

Date the group was deleted fromthe
application

The full hierarchal name beginning with
the name of the parent group at the top
of theorganization’s hierarchy downto
the Accountholder’s group.

The parent group and Accountholder’s
group

The date of the last modification to
group attributes

Group Owner’s email address

Group Owner’s first name

Group Owner’s last name

The text the Group Owner of the Group
entered into the Login namefield
during application login

Middle initial of the group owner

Full name of user who is the of Group
Owner of the approval group

Code that identifies a branch or division
of a company associated with the billing
account

Type and Length

varchar max: 50

varchar max: 30

date mm/dd/yyyy

varchar max: 512

integer

integer

varchar max: 2

varchar max: 100

varchar max: 15

mm/dd/yyyy
date mm/dd/yyyy
comma separated
-value (CSV) string
max: 1300
varchar max: 100

date mm/dd/yyyy

varchar max: 100
varchar max: 30
varchar max: 30

varchar max: 50

varchar max: 1

varchar max: 100

varchar max: 10

Limited Specific Values
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Column Name

Program Account Exp

Program Account Number

Program Balance

Program Card Name

Program Create Date

Program Credit Limit

Program Delete Date

Program Modify Date
Program Modify Date

Description of the Data Displayed
Expiration date of cardsassociated with
the billing account

Last four digits of a billing account

Billing account balance

Company-configured nickname fora
billing account

Date the billing account was created
Credit limit associated with the billing
account

Date the billing account was deleted
(for example, closed)

Last four digits of the billing account
Identifier of the billing account forthe
card used by thebankand/or card
processor (visible to customer
support)

Data Used In Request Reports

Column Name
Approval Group
Approval Grp Create Date

Approval Grp Delete Date

Approval Grp Full Name

Approval Grp Group Name
Approval Grp Modify Date
Approval Grp Owner Email

Approval Grp Owner First Name
Approval Grp Owner Last Name

Revised August 2021

Description of the Data Displayed

Date on which the group thatapproved

the request was created in the
application

Date on which the group thatapproved

the request was deleted from the
application

Full hierarchical name for the group
that approved the request

The name shows the approval group

and all parent groups in aconsolidated

string.

The name of the parent group and the

approval group

The date of the last modification made

to the approval group

Group Owner’s email address
Group Owner’s first name
Grp Owner’s last Name

Type and Length
date mm/dd/yyyy

varchar max: 10
decimal 19,2

max: 20
varchar max: 50

date mm/dd/yyyy
decimal 19,2

max: 20
date mm/dd/yyyy

integer max: 4 char

integer max: 10

Type and Length

date mm/dd/yyyy

date mm/dd/yyyy

comma-separated
value ( CSV)string
ax 1300

varcharmax: 100

date mm/dd/yyyy

varcharmax: 100
varchar max: 30
varchar max: 30

Limited Specific Values

Limited Specific Values
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Column Name

Approval Grp Owner Login

Approval Grp Owner Middle
Name

Approval Grp Owner Middle
Name

Approval Grp Owner Full Name
Card

Account Number

Advice Address

BIN

Card Create Date

Card Delete Date
Card Expire Date
Card is Chip and PIN

Card is Exact Amt Enabled

Card Modify Date

Card Nickname

Card Open Date

Cash Limit

Credit Limit

Revised August 2021

Description of the Data Displayed

The text the Group Owner of the
Approval Group entered into the Login
name field during application login

Middle initial of the group owner

Middle initial of the group owner

Full name of user who is the of Group
Owner of the approval group

Full 16-digit number that identifies
the card account (licensed availability
viewable in Excel or CSV)

Email address or fax number to which
the remittance advice is sent

Bank Identification Number of the
supplier related to a transaction
Date the card was created in the
application

Date the account is closed in Works
The expiration date of the card
Indicator that the card is Chip andPIN
plastic type.

Indicates whether an Administrator can
set an Exact Amount authorization on
this card.

Date of the last modification to the
card

For purchasing cards, this is aname
given the card that distinguishes one
of multiple cards issued.

For vendor cards, thisis a unique
identifierfromyourA/P systemthat
identifiesthe vendordedicated card.
Date on which the card account was
opened at the bank

Maximum amount of cash that can be
obtained with a card assigned tothe
card profile

Maximum amount of credit extended
to a card assigned the card profile

TypeandLength

varchar max: 50

varchar max: 1

varchar max: 1

varchar max: 100

varchar max: 16

varchar max: 250
varchar max: 9

date mm/dd/yyyy
date mm/dd/yyyy

date mm/dd/yyyy
varchar max: 3

varchar max: 3

date mm/dd/yyyy

varchar max: 50

date mm/dd/yyyy

decimal 19,2

max: 20

decimal 19,2

max: 20

Limited Specific Values

Yes

No
Yes

No
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Column Name

Embossed Line 1

Embossed Line 2

Employee ID

Last 4 digits

Secondary Email Address

Card Profile

Card Profile Name
Profile Create Date
Profile Delete Date
Profile Modify Date

Profile Type

Single Txn Limit

Accountholder
CH Address 1

Revised August 2021

Description of the Data Displayed

For purchasingcards, thisisthe name

of the userembossedon thefirstline of
the card. For vendor cards, this is the
vendor name associated with the
vendor-dedicated ghost card
Forpurchasingcards, this is the name of
the organization whois liable forthe
card. The name is embossed on the
second line of the card.

For vendor cards, this is typically the
name of the organization who is liable
for vendor payments on the vendor-
dedicated card. Typically the vendor-
dedicated card is a ghost card.
Code used by some accounting
departments to identify the
Accountholder

Last four digits of the card account
number

Email address of the Secondary
Accountholder

Name assigned to the card profile Card
profiles are used toassign attributes to
multiple cards.

Date the card profile was created in
the application

Date the card profile wad deleted from
the application

Date of the last modification to the
card profile

Type of controlthe application hasona
card assigned to thecard profile

Maximum amount of a single
transaction per the card profile

First line of the Accountholder’s
address

TypeandLength
varchar max: 50

varchar max: 50

varchar max: 20

integer max: 4

varchar

max: 2000

varchar max: 64

date mm/dd/yyyy
date mm/dd/yyyy
date mm/dd/yyyy
varchar max: 15 - managed
- unmanaged

- semi-managed
account

varchar max: 50

Limited Specific Values
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Column Name
CH Address 2

CH City

CH Country

CH Create Date

CH Delete Date

CH Email
CH First Name
CH Last Name
CH Login

CH Middle Name

CH Modify Date

CH Payee ID

CH Phone 1
CH Phone 2

CH State

CH Full Name
CH ZIP

Accountholder Group

Grp Create Date

Grp Delete Date

Grp Full Name

Grp Group Name

Grp Modify Date

Request

Revised August 2021
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Description of the Data Displayed
Second line of the Accountholder’s
address

City identified in the Accountholder’s
address

Country identified inthe
Accountholder’s address

Date the Accountholder was added to
the application

Date the Accountholder was deleted
from the application

Accountholder’s email address
Accountholder’s first name
Accountholder’s last name

The text the Accountholder entered
into the Username field during
application login

Accountholder’s middle name or initial
Date one of the Accountholder’s
attributes was last modified

Name or code that identifies the
Accountholder as a payee
Accountholder’s primary phone number
Accountholder’s secondary phone
number

State identified in the Accountholder’s
address

Full name of the Accountholder
Accountholder’s ZIP code

Date the group was created in the
application

Date the group was deleted from the
application

The full hierarchal name beginning with
the name of the parent group at the
top of the organization’s hierarchy
down to the Accountholder’s group.
The parent group and Accountholder’s
group

The date of the last modification to
group attributes

TypeandLength
varchar max: 50

varchar max: 50

varchar max:

date mm/dd/yyyy

date mm/dd/yyyy

varcharmax: 100
varchar max: 30
varchar max: 30
varchar max: 50

varchar max: 30

date mm/dd/yyyy

varchar max: 512

integer
integer

varchar max: 2

varchar max: 100

varchar max 15

mm/dd/yyyy
date mm/dd/yyyy

comma-
separated-value
(CSV) string max:
1300

varchar max: 100

date mm/dd/yyyy

Limited Specific Values
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Column Name

Req Amount

Reqg Approval Date

Req CRI

Req Close Date
Req Create Date

Reg Name
Req Number
Reg PO Number

Req Payment Type

Req Source Amount

Req Source Currency

Req Status

Reg Unmatched Amount

Revised August 2021

Description of the Data Displayed
Amount of the purchase request
attached to the transaction

Date the purchase request was
approved

Customer reference identifier applied
to each transaction by vendors who
employ CRI

Date the purchase request was closed
Date the purchase request was created

Name of the user assigned to the
purchase request

Number applied to the request by the
application

Purchase ordernumber associated with
the purchase request

Type of payment indicated on the
purchase request

The amount requested (expressed in
the merchant’s currency)

The type of currency used in the
countrywherethetransaction occurred
Status of the purchase request such as
open or closed

Amount of the purchase request not
matched to any transactions

TypeandLength
decimal 19,2

Limited Specific Values

max: 20
date mm/dd/yyyy

varchar max: 50

date mm/dd/yyyy
date

mm/dd/yyyy
varchar max: 50
varchar max:

varchar max: 50

varchar max: 50 | - Managed Card

- Semi-managed card
- Unmanaged card

- Company Credit Card
- Company Paid

- Check Request

- Other

- Employee

- Reimbursement

- Cash

- Terms

- Unspecified
decimal 19,2
max: 20
char max 3
varchar max: 50 - open

- closed
decimal 19,2
max: 20
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Column Name

Req Vendor Name

Virtual Payables Filename

Virtual Payables Format

Virtual Payables Mode

Virtual Payables Regs Created

Virtual Payables Regs Parsed

Virtual Payables Reqgs Queried

Virtual Payables Reqs Revoked

Virtual Payables Regs Skipped

Virtual Payables Request Status

Revised August 2021

Description of the Data Displayed
The name of the vendor requesting
payment

The name of the file submitted by

the vendor that contains payment/
remittance details

A series of codes that represent parser,
and parameter details for uploading the

payment/remittancedetails submitted
by the vendor (internal use only)
Indicator of the application’s modeof
response to detected issues within a
file received from the vendor (either
fail all the contents of the file, fail
none of the contents of the fail, or
processthe valid parts of the file)

A=All
N=None

V = All without errors only
The number of purchase requests

issued in response to the file uploaded

from the vendor

The number of purchase requests

parsed from the vendor’s file uploaded

to the application

A counter applicable only to XML
format that represents the number
of purchase requests queried inone
upload

The number of purchase requests
revoked in one upload.

The number of errors encountered
from uploading a vendor’sfile when
the Mode s set to processonly valid
records

The status of an attempt to uploadthe

file containing payment/remittance
details.

TypeandLength
varchar max: 50

varchar 200

varchar 512

tiny int max: 1

int max: 4

int max: 4

int max: 4

int max: 4

int max: 4

varchar 200

Limited Specific Values

Ready to process

Processing started
Success
Failure

Error
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Column Name

Virtual Payables Upload Date

Request Item
Description
Allocation Combination

Allocation is Authorized

Allocation is Complete

Allocation is Valid

Allocation <segment name>

Allocation <segment name>
description

[tem

[tem Amount

Total Amount

Request Line Item

Line Item Amount

Line Item Description

Line Item Number

Line Item Quantity

Revised August 2021

Description of the Data Displayed
The date of the uploaded vendor file
containing payment/remittance details

Description of the purchase request
Multiple Allocation code segments that
together constitute one allocation line
and identify the sector of the General
Ledger to which one or more line items
in the request are allocated

Indicator that the General Ledger
codes in the allocation are authorized
for allocation by the user

Indicator that all Allocation code
segments of the Allocation
combination contain values

Indicator that the values inthe
Allocation combination matches

an entry in the valid Allocation
combination table

Name of a Allocation segmentincluded
in the allocation line(s) of the request.
Examples:BusinessUnit, Dept.Account
The description of one of the
Allocation segments included the
allocation line (s) of therequest

One allocation line in the purchase
request

The amount of one lineitem allocated
in the purchase request

The total amount of all line items
allocated in the purchase request

Amount of goods/services listed on
one line of the purchase request

Description of goods/services listed on
one line of the purchase request

Number identifying one line itemlisted
on the purchase request

Quantity of goods/services listed on
one line of the purchase request

TypeandLength Limited Specific Values

date mm/dd/yyyy

varchar 4096

varchar 860

bit max: 1 Y
N

bit max: 1 Y
N

bit max: 1 Y
N

varchar max: 64

varchar max: 50

small int max: 2

decimal 19,2

max: 20
decimal 19,2

max: 20

decimal 19,2

max: 20
varchar

max: 4095
small int 2

decimal 19,4

max: 20
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Column Name
Line Item SKU

Line Item Unit Price

Unit of Measure

Requester

Requester Address 1
Requester Address 2
Requester City
Requester Country
Requester Email
Requester First Name
Requester Last Name

Requester Login

Requester Middle

Name
Requester Payee ID

Requester Phone 1
Requester Phone 2

Requester State

Requester Full Name

Requester ZIP

Revised August 2021

Description of the Data Displayed
SKU number associated with the
goods/services of oneline of the
purchase request

Unit price of one itemlisted onthe
purchase request

Unit of measurement for goods/
servicesincluded ononelineof the
purchase request

First address line of the user who
submitted the purchase request
Second address line of the user who
submitted the purchase request

The city in the address of the user who
submitted the purchase request

The country in the address of the user
who submitted the purchase request
Email address of the user who
submitted the purchase request

First name of the user who submitted
the purchase request

Last name of the user who submitted
the purchase request

The text the Requester entered into
the Username field during application
login

Requester’s middle name or initial

Name or code that identifies the
requester as the payee

Requester’s primary phone
Requester’s secondary phone

The state identified in the requester’s
address

The full nameofthe userwhoisthe
requester

The ZIP code identified in the
requester’s address

TypeandLength Limited Specific Values

varchar

max:50

decimal 19,4

max: 20
varchar max: 50

varchar 100

varchar max: 50

varchar max: 50

varchar max: 50

varcharmax: 100

varchar max: 30

varchar max: 30

varchar max: 50

varchar max: 1

varchar max: 512

varchar max: 30
varchar max: 30
varchar max: 30

varchar

max: 100
varchar max: 15
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Column Name

Virtual Payables User Login

Virtual Payables Full Name
Requester Group

Req Grp Create Date

Reqg Grp Delete Date

Req Grp Full Name

Req Grp Group Name
Req Grp Modify Date
Req Grp Owner Email
Req Grp Owner First Name
Req Grp Owner Last Name

Req Grp Owner Login

Req Grp Owner

Middle Name
Req Grp Owner

Full Name
Transaction

Acct Signoff Date
Allocated Amount

Allocation Combination

Rollup

Revised August 2021

Description of the Data Displayed
The text the Virtual Payables user
entered into the Username field
during application loginto viewVirtual
Payables transactions

The full name of the Virtual Payables
user Typicallyone generic usernameis
set up perbilling account.

Date the requester’s group was created
in the application

Date the requester’s group was deleted
from the application

Full hierarchy name of the requester’s
group The name shows the requester’s
group and all parentgroupsina
consolidated string.

The requester’s groupand parentgroup
in a consolidated string

The date the requester’s group was last
modified

The email address of the requester’s
Group Owner

The first name of the requester’s
Group Owner

The last name of the requester’s group
owner

The text the Requester’s Group Owner
entered into the Login namefield
during application login

The middle name or initial of the
requester’s Group Owner

The full name ofthe requester’sGroup
Owner

Date of Accountant signoff
Summed amount of the transaction’s
allocation lines

A combination of segments with
identical values repeated on multiple
lines of the transaction’s allocation

TypeandLength Limited Specific Values

varchar max: 50

varchar

max: 100

date mm/dd/yyyy

date mm/dd/yyyy

varchar max:

1300

varchar max: 100

date mm/dd/yyyy

varchar max: 100

varchar max: 30

varchar max: 30

varchar max: 50

varchar max: 30

varchar max: 100

date mm/dd/yyyy
decimal 19,2

max: 20
varchar 860
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Column Name

Allocation Rollup is Authorized

Allocation Rollup is Complete

Allocation Rollup is Valid

Allocation:<segment name>

Rollup

Allocation:<segment name>

Rollup Desc

Amount

Barcode Idx

CH Signoff Date
Credit

Debit

Dispute Sbmt Amt

Divided

Flag Date

Flagged
MCC Restricted

Mgr Signoff Full Name

Revised August 2021
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Description of the Data Displayed

Indicator that an Allocation Combination
Rollup is authorized for allocation by the
user

Indicator that all required segments
of an Allocation Combination Rollup
contain code values

Indicator that all required segments
of an Allocation Combination Rollup
contain valid values for each segment
Name of a Allocation segment
repeated on another line of the
transactions’ allocation

Description of a Allocation segment
repeated on another line of the
transaction’s allocation

The amount of the transaction as
recorded by the bank

The plain text data for the barcode An
optional feature allows companies to
configure certain pieces of data to be
used to generate a barcode on a
transaction.

Date of the Accountholder signoff
Amount of the transaction credit,
expressed as a positive number, when
the transaction represents a credit;
$0.00 otherwise

Amount of the transaction, when

the transaction represents a debit/
purchase; S0.00 otherwise.

Amountofthe transactiondisputedby
the Accountholder

Indication of whether the transaction
has been divided

Date that a transaction was flagged
within the application

Flagged status of the transaction
Indication that the Merchant Category
Code for associated with the
transaction is restricted

Name of the Approver that signed off
the transaction

TypeandLength Limited Specific Values

bit max 1 Y
N
bit max 1 Y
N
bit max 1 Y
N

varchar max: 64

varchar max: 64

decimal 19,2

max: 20
varchar max: 32

date mm/dd/yyyy
decimal 19,2

max: 20

decimal 19,2

max: 20

decimal 19,2

max: 20
bit max 1

date mm/dd/yyyy
bit max 1

bit max: 1 Y

varchar max: 100
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Column Name

Transaction Number

Pay Type Name

Payee Name

Payment Amount

Personal
Post date

Purchase Order Date
Receipt Status

Reference

Reimb Amount

Source Amount

Source Currency

Sweep Date

Tax Code

Tax Owed

Taxable Amount

Revised August 2021

Description of the Data Displayed
The transaction number assigned by
the application (Always begins with
TXN)

The payment type

Name of the company or individual
who received payment for the
transaction

Amount of the transaction when the
transaction represents a payment.

Indicator set by the Accountholder that
the transaction is a personal purchase
Date the transaction was posted to the
application

Date the purchase was made
Indicator that a receipt is available for
the transaction

User-editable reference field on
transactions and reimbursements
Amount of the transaction when

the transaction represents a
reimbursement

Amount of the original transaction
(undivided) in its original source
currency

Type of foreign currency

Example: DOL=dollar, EUR=euro

Date that an Accountant swept (pulled
the transaction into the Accountant’s
qgueue) before the transaction received
required signoffs by Accountholder
and/or Approver

Identifier of the type of tax applied to
the transaction

N=Non-taxable, S=Sales tax paid,

U=Subject to use tax

Tax on the transaction not yet paid

Amountofthe transaction thatis
taxable

TypeandLength Limited Specific Values

varchar max:

varchar max: 50 purchase

cash advance

misc credit

varchar max: 50

decimal 19,2

max: 20
bit max: 1

date mm/dd/yyyy

date mm/dd/yyyy
bit max: 1

varchar max: 50

decimal 19,2

max: 20

decimal 19,2

max: 20

varchar max: 3

date mm/dd/yyyy

char: max: 1 N

decimal 19,2

max: 20
decimal 19,2

max: 20
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Column Name

Total Item Price

Tax Payee Id

Total Iltem Tax

Tax Payee Id

Total Iltem Tax

Type

Vendor Name

Data Used In Org Reports

Column Name
Authority Level

Authority Level Amount

Authority Level Name

Card

Active

Card Nickname

Employee ID

Revised August 2021

Description of the Data Displayed
Total price of all items listed ona
transaction excluding taxable amount

Description of taxing authority or
recipient of the tax charged

Total tax for all items listed on a
transaction

Description of taxing authority or
recipient of the tax charged

Total tax for all items listed on a
transaction

Transaction type:

P=Purchased, C=Cash Advance
Name of the vendor involved in the
transaction

Description of the Data Displayed

Maximum dollar amount that can be
approved for a purchase request by a
user within the designated Authority
Level

Name assigned to the authority level.
An authority leveldefinesthe signature
limit assignedto a card profile

Indication of whether the card isactive

For purchasing cards, this is a name
given to the card that distinguishes
one of multiple cardsissued.

For vendor cards, this is a unique
identifier from your A/P system that
identifies the vendor dedicated card.
Code used by some accounting
departments to identify the
Accountholder

TypeandLength
decimal 19,2

max: 20
varchar

max: 512
decimal 19,2

max: 20
varchar

max: 512
decimal 19,2

max: 20
char

max: 1
varchar

max: 50

TypeandLength

decimal 19, 2

max: 20

varchar

max:100

bit max: 1

varchar max: 50

varchar max: 20

Limited Specific Values

Limited Specific Values
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Column Name
Last 4 Digits

Group
Group Active

Group Allocation Profile Name

Group Full Name

Group Name

Group Member Count

Group Routing

Grp Address
Group Address 1

Group Address 2

Group City

Group Phone 1
Group Phone 2
Group State

Group Zip

Group Country
Parent Group Name

Group Approval Settings
Group Rev Parent App

Group Rev Reim Amt

Revised August 2021

Description of the Data Displayed
Last four digits of the card account

number

Indication of whether the group is

active in the application

Name of the Allocation Authorization
Profile assigned to the group

The full hierarchal name beginning with
the name of the parent group at the
top of the organization’s hierarchy
down to the Accountholder’s group

The parent group and Accountholder’s

group

Number of membersin the group

Indicates whether purchase requestscan
be routed to the group by allemployees
(public) or by designated employees and

group members only
(restricted)

1st line of the Group’s address which
can include street, state, phone, and

Zip.

2nd line of the Group’s address which
can include street, state, phone, and

Zip.

City identified in a Group’s address
Group’s primary phone number
Group’s secondary phone number
State identified in a Group’s address
Zip codeidentifiedinaGroup’s address
Country identified in a Group’s address
Name of the parent group

Indicates the group mustapprove
requests submitted from within or
below this group in addition to
requiring approval from a group above

this group.

Indicates reimbursement requests
must be reviewed by the group
Approver when exceeding thisamount.

TypeandLength
varchar max: 4

varchar max: 5

varchar max: 64

comma-separated
value (CSV) string
max: 1300

varchar max:100

integer
varchar max: 10

varchar max: 50

varchar max: 50

varchar max: 50
integer

integer

varchar max: 30
integer

varchar max:
varchar max: 100

varchar max: 3

decimal 19, 2

max: 20

Limited Specific Values

True

False

Public

Restricted

Yes

No
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Column Name

Group Rev Req Amt

Group Rev Reroute

Group Rev Txn Amt

Group Roles

Group Has Auditor

Group Has Basic Reporter

Group Has Allocation Asst Only

Group Has Allocation Auth Only

Group Has Allocation Coder

Group Has Requester

Group Officials

Accountant Full Name

Admin Full Name

Approver Full Name

Auditor Full Name

Owner Full Name

Proxy Req Full Name

Revised August 2021

Description of the Data Displayed
Indicates purchase requests must be
reviewed by the group Approver when
exceeding this amount |

Indicates the group must approveits
requests that are routed to another
group.

Transaction requires review by group
Approver when exceeding this amount

Indicates whetheragrouphasthe
Auditor role

Indicates whetheragrouphasthe
basic reporterrole

Indicates a group can edit Allocation

codes using the Allocation Assistant only

Indicates agroup’sAllocationAssistant
is restricted to authorized and valid
Allocation codes only

Indicates whetheragrouphasthe
Allocation Coderrole

Indicates whetheragrouphasthe
Requesterrole

Full name of the Group Accountant

Full name of the Group Admin

Full name of the Group Approver

Full name of the Group Auditor

Full name of the Group Owner

Full name of the Group Proxy
Requester

TypeandLength
decimal 19, 2

max: 20

varchar max: 3

decimal 19, 2

max: 20

varchar max: 3

varchar max: 3

varchar max: 3

varchar max: 3

varchar max: 3

varchar max: 3

varchar

max: 100
varchar

max: 100
varchar

max: 100
varchar

max: 100
varchar

max: 100
varchar

max: 100

Limited Specific Values

Yes

No

Yes

No
Yes

No
Yes

No

Yes

No

Yes

No
Yes

No
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Column Name

Proxy Rec Full Name

User

User Active

User Card Count

User Create Date

User Delete Date

User Email

User Full Name

User Allocation Profile Name

User Last Login Date

User Login

User Payee ID

User Password Expired

User PW Reset
Required
User Signature Auth

User Address
User Address 1

User Address 2

User City

User Country

Revised August 2021

Description of the Data Displayed
Full name of the Group Proxy
Reconciler

Indication of whether the user hasan
active status in theapplication

Number of Account Full Name of cards
assigned to a user

Date the user was created in the
application

Date the user was deleted in the
application

User’s email address

Name of the user

Name of the Allocation Profile
assigned to the user

Date of user’s last login to the
application

(Example = 04/05/2010 1:56 PM)

The text the user entered into the
Username field during application login
Name or code that identifies the user
as a payee

Indicates whether the user’s password
has expired

Indicates whether the user’s has
expired

Maximum amount the user can approve
requests for

First line of the user’s address, which
can include street, state, phone, and
ZIP

Second line ofthe user’saddress which
can include street, state, phone, and
ZIP

City identified in the user’s address

Country identified in the user’saddress

TypeandLength Limited Specific Values

varchar

max: 100

varchar max: 5 True
False

integer

date mm/dd/yyyy

date mm/dd/yyyy

varchar max: 100
varchar max: 100

varchar max: 64

date mm/dd/yyyy

HH:mm

varchar max: 50

varchar max:

varchar max: 3 Yes

No
varchar max: 3 Yes

No
decimal 19, 2

max: 20

varchar max: 50

varchar max: 50

varchar max: 50

varchar

max:50
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Column Name

User Phone 1
User Phone 2
User State
User Zip

User Roles

User Has Accountant

User Has Auditor

User Has Basic Reporter

User Has Card Req

User Has Allocation Asst Only

User Has Allocation Auth Only

User Has Allocation Coder

User Has PA

User Has Pur Asgn

User Has Pur Unasgn

User Has Purchaser

User Has Requester

Revised August 2021
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Description of the Data Displayed
User’s primary phone number
User’s secondary phone number
State identified in the user’s address

Zip code identified in the user’s
address

User has Accountant role

User has Auditor role

User Has Basic Reporter

User has a card request role

Indicates the user can edit Allocation
codes using the Allocation Assistant
only

Indicates auser’sAllocationAssistant is
restricted to offering the user
authorized andvalid Allocationcodes
only

User has Allocation Coder role

User has Program Administrator role

User has Purchaser role with
permission to view requests assignedto
any purchaser

User has Purchaser role with
permission to view approved requests
that have not been assigned to any
purchaser

User has Purchaser role

User has Requester role

TypeandLength

integer

integer

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

varchar max:

30
15

Limited Specific Values

Yes

No
Yes

No
Yes

No
Yes

No
Yes

No

Yes

No

Yes

No
Yes

No
Yes

No

Yes

No

Yes

No
Yes

No
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Glossary

This glossary provides descriptions of terms that may appear within Works. Not all terms will apply to yourorganization orto
your assigned userrole. A term followed by (*) refersto a licensed feature.

Term

A

Account

Account ID

AccountName/Custom
(purchasing card)

Account Name/Custom(Virtual
Payables*)

Account Name Line 2/Custom

AccountNickname (purchasing
card)

Account Nickname(Virtual
Payables*)

Account Reports

Accountant

Accountholder

Revised August 2021

Description

Credit card accounts can be assigned to users with or without physical cards. Account
describes an association to a user and to a program type.
The last four digits of the account number.

The Accountholder name (first, middle, and last name) for which an account requestis
being created. The name will be embossed on the first line ofanissued card if Custom isnot
indicated.

The arbitrary user name designated by your organization during implementation to be the
default Accountholder namefor all vendor accounts. For example, the arbitrary name might be
vendor Accountholder. This name maybe customized by using the Custom

account name field (for example, the vendor’s actual name).

As a default, your organization’s name that will be embossed on the second line of the
credit card. This isthe name of the highestentry in the organizational hierarchy. This field
may be customized.

By default, this is the Account Name. The account nickname can be edited todifferentiate
one account fromanother when a user has multipleaccounts. For example, the user may
have a card named Travel and another named Office Supplies. Account nicknames can
enable the userto easily selectthe correct account when creating a

purchase request or when viewing transaction information.
The vendor’s ID defined in your organization’s accounting system and entered in the
Account Nickname field of the Account Request.

Because all vendors share acommon arbitrary user name designated at implementation (such
as vendor Accountholder), the application uses the unique vendor ID to identify the vendor
associated with a purchase request or transaction.

All reports are divided into categories which determine what data can beincludedinthe
report. Account Reports provide data specific to accounts. Refer to Report Category for more
information.

A role assignedto a userby the Global Administrator that allows the userto performthe
following tasks:

* Maintain and exportall allocation segment codes, combinations,settings,and
mappings.

* Create and edit allocation profiles andrelated allocation rules.
» Review, edit, and close transactions, reimbursement requests, and purchase
requests.
A user who is assigned at least one account. In Works, the Accountholder column displays
the full name of the Primary Accountholder.
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Term

Accounting Code

Accounting Settings

Accounts Awaiting Assignment

Accounts Awaiting Profile

Acting As

Active Account

Advice to (Virtual Payables*)

All tab (queue)

Allocating

Revised August 2021

Description

An internal accounting code (max 75 characters) used by some organizations. This

code, knownas the Master Accounting Code (MAC), can be assigned to the accountand
recognized by the card processing platform, Total Systems (TSYS).

Global accounting settings made by the Global Administrator or Accountant thatindicate the
following:

* The accountcode used by yourthird-party accounting software for offsetting credit for
exportedexpenses.

* The payee nameand payee ID of the bankto which your organization’s card
transactions are payable.

* Whetherthetaxamounton transactions is allocated as a separate amount. If tax will
be allocated separately, the optionto specifythe default value to which Works
will allocate tax.
A new account awaiting assignment to a user and spend control profile in Works. Such an
account is unknown to Works because it was not issued per the create user request and is
not associated with an existing account.

This isthe typical scenario of a card that has been lostor stolen. Wheniit is reported to Bank
of America, the bankissuesa new account and reports this to the application.

The accountremainsin the Accounts Awaiting Assignment queue until the Program
Administrator assigns the account to a user and spend control profile.

An account that was issued by Bank of America per account request but was not assigned
to a spend control profile during the account request process. Such accounts must still
be assigned spend control profiles before the application considers

them active.

For users assigned multiple roles (for example, Accountholder, Approver, Administrator,
Accountant, Purchaser), this refers to the role the user is currently acting as in Works.
An accountthat has notyet been closed (deactivated) within the application. Anaccount

is considered active even if no purchase activity has occurred.

Afield that displays when creating or editing an account dedicated to a specificvendor.

This field requires the entry of an email address or fax number for one or more individuals
who will receiveremittanceadvice statementsthat communicate the

approved request amount funded to the account for vendor payment.

Use the Alltabto search forall itemsavailable to a user regardless of the status. The
advanced search filters available in the All tab vary by component and user role. The
default date filter displays the last 100 days of dataavailable, includingtoday’sdate. The
All tab is available for Expenses queues(Transactions, Reimbursements, Expense

Reports, and Purchase Requests).

The act of entering codes to identify what sector of the organization’s General Ledger
(GL) will be charged for a transaction, purchase request, or reimbursement request.
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Term

Allocation Assistant

Allocation Coder

Allocation Combination

Allocation Mapping

Allocation Profile

Allocation Rule

Allocation Rollup

Allocation Segment

Allocation Segment Configuration

Allocation Segment Value

AP Coding

Revised August 2021

Description

Atool that restricts the userto a predefined list of allocation codesfor each allocation
segment field and is used when allocating transactions, purchase requests, and
reimbursement requests. The user can begin typing in the GL field and results will
populate based onthe input. Scrolling to the bottom of the values presented, the user can
click See More and the segment pick list will launch.

A role assigned to a user or group that allows the user to edit allocation codes on
transactions. To edit allocation codes on Purchase Requests, the user must also be
assigned the Purchase Requester role.

A string of allocation codes separated into segments by a character such as a dash. The
segments together identify a sector of the General Ledger. For example, the codein the first
segmentof the string mayidentify a division, the code in the second segment of

the string mayidentify a product, andthe codein the third segment of the string may
identify a department.

The act of associating allocation codesto a designatedelementsuch asan Account, User,
Group, MCC, Expense Category, orSupplier.

After they are mapped to an element, the application attempts to enter default
allocation codes mappedtothat element wheneverthetransactionincludesthe element. If
allocation codes are mapped to multiple elements, the application uses a predefined
hierarchy to determine which codestoenter.

A group of rules set up by the Global Administrator that define what allocation codes
a user orgroup is authorized to enter in the allocation segments on a transaction,
reimbursement request, or purchase request.

One of the rules included in the Allocation Profile that determines which allocation
codes a user assigned the Allocation Profile can use. Refer to Allocation Profile for more
information.

A combination of segments with identical values repeated on multiple lines of the
transaction’s allocation.

One portion of an allocation combination that represents an element in the organization’s
chart of accounts and is unique for each organization. A segment can represent, for
example, a cost center, department, expense code, project number, or work

order number.

The act of naming segments, setting length parameters, and assigning other optionsfor
the values in an allocation segment.

A value (or code) entered in an allocation segment. These values are authorized by the
allocation profile for a user or group to be assigned during the allocation process. For
example, there may be several cost centers associated with the cost center segment.
Each would be identified with a value and a description.

The Payee Account, Payee Name, and allocation string setup in the AccountingSettings of
the application for the A/P offset record within the export batch.

This offsetis used by some organizations to post spend to a liability account in theirA/P
module.
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Term Description

Approval Delegation A modification made to the user details by the Global Administrator to temporarily
delegate approval authorityto another user for a defined period of time. (Group Approvers
can delegate their own approvalauthority to other users.)

Approval Rules Rules that determine when a purchase request requires approval and bywhom. (This isa
subset of approvalsettings.)

A Global Administrator or Accountant can designate a company-wide threshold over which
the amount of the purchase request must be approved by an individual with the appropriate
authority level (for example, signaturelimit).

The Global Administrator, Group Owner, or Scoped Administrator may set up approvalrules
for thegroup members.

Approval Settings The following set of rules and controlsthat determinethe approval and review requirements
ofdocuments:

» Purchase request approvalrules
* Transaction review and sign-offrules

= Reimbursement reviewcontrols
Approver Thistermissynonymouswith the term Group Approver.GroupApprover (one or more per
group) is a group official role that allows the user to sign off on transactions and
reimbursement requestsand approve purchase requests that either:

= QOriginated from a memberof the group orits subgroupsto which theGroup
Approver hasbeen assigned

* QOriginated from a member of a different group that has routing permissionsto the
Group Approver'sgroups
Attaching Purchase Requests The act of manually associating an approved purchase request to its respective
transaction.
Audit Log A real-time record of changes made to application elements (for example, addition of
users, change to spend control profile limits, or change to global settings).
Audit Report A report that displays data about modifications to the application, including who made the
changes and what elements of the application were affected. Referto Report
Category for more information.
Auditor Arole assignedto a useror group that can enable the useror group members to review
data for the entire organization and export all company reports.
Authority Level An element created by a Global Administrator and assigned to a Group Approver to
indicate the maximum amount a Group Approver can approve for a purchase request.
Authorization Log (Auth Log) A real-time record of approve/decline activity associated with an account as reported to
Works by the card processor.
Authorized Allocation An indication that the allocation codes entered for an allocation are authorized for use
by the allocation profilethat is assigned to either the Primary Accountholderor the
Accountholder’sgroup. Referto AuthorizedAllocation Codesfor moreinformation.

Authorized Allocation Codes Allocation code values that are authorized by the allocation profile for a user or group.
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Term

Automation Controls

Available Credit

B

Barcode Index*

Basic Reporter*

Batch

Batch File*

Billing Statement

Bind

C

Card Counts

Card Request Log
Card Status

Cash limit %* (purchase account)

Category

Revised August 2021

Description

Options on a spend control profile that specify whether the application performs
Accountholdersign-off on payable transactions or creditsand whether the application
matches transactions to purchase requests. Available matching options:

= Never (neverAutomatch)

=  Oneto One (match one transaction to each request)

=  Many to One (match multiple transactions to each request)
The maximum amount that can be spent on the account in the remaining billing cycle. This
amountis calculated as the amount of the assigned Credit Limit (maximumthatcan be spent
in a billing cycle) minus the total amount of all transactions currently reported to the
application for the billing cycle.
Return to Top

A unique identifier that is generated to provide a way to group payable documents
accordingto the barcode schema. The barcode index is translated into a barcode graphicin
Code 39 alphanumeric format.

A role assigned to a user that limits the use of configurable reports to those distributed
by the Administrator or Accountant. The user cannot edit the column configurations of these
reports.

Batching adds selected transaction data to export as a text file for use in the
organization’s third-party accounting software.

A file in which Accountants may place designated transactions or reimbursements

for download to a comma-delimitedtext (.txt) file that can be exported to third-party
accountingsoftware.

A standard company report that indicates amounts involved in transaction activity fora
designated period of time.

An action performed by the Global Administratorthat restricts the visibility of profiles by
Scoped Administrators to a specific set of spend control profiles.

Return to Top

A list of the total number of active cards and inactive cards that belong to an
organization.

A real-time record of all card requests submitted to Works.

A standard company report that displays the attributes of one or more cardsincluding

when the Primary Accountholder was created and the date of the last transaction performed
with thecard.

The percentage of the credit limit that the user, who has a PIN, can receive as a cash
advance.

Refer to Report Category for more information.
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Term

Class

Close (automatic)

Close (manual)

Closed Purchase Request

Columns

Company Number

Company-Wide Threshold

Complete Allocation

Corporate Account

Corporation Type

Credit Limit

CRI Reference

Cross-Company(CxCo)Reporting*

Revised August 2021

Description

An element created by the Global Administrator that defines the boundaries of management
for other Administrators.

Each class is associated with specific corporateaccountsand spend controlprofiles. After
they are assigned a class, an Administrator’s duties are restricted to those corporate
accounts and/orspendcontrolprofiles associatedwith the class assigned.

Action performed by the application toa transactionorreimbursement requestafter
Accountholderand/or Approver sign-off.

Closing atransaction orreimbursement request places the payable documentinto the
Accountant’s Ready to Batchqueue.

Action performed by an Accountant on a transaction or reimbursement request that
places it in the Ready to Batch queue.

Action performed by the Accountholder or Accountant that removes the excessincremental
funds (if any) from the account. For example, if an Accountholder created a purchase request
for $100 butspent only $94, six dollars remain on the account until the

purchase request is closed.

Alist of all data columns available to display within a table. Clickingthe Columnslinkin

a table allows a userto select fromthe list which columns to display and which columns to
removefrom their view.

The 16-digit number that identifies the corporate account.

The maximum amount of any purchase request that the application will approve. An
amount overthe threshold will require approval from a user with the appropriate signature
limit.

The indication that all required allocation segments contain a valid value. Refer to Valid
Allocation Code for more information.

A name or code that identifies the company-level account associated with an individual
account. The overall company credit limit of the corporate account defines the maximum that
can be spent from the account in a billing cycle. If the accumulative total of all accounts
associatedwith the corporate account reaches that credit limit, spendingwith

those accounts will be temporarily suspended.

A filter used in Company Reports that allows a user to select vendors with a particular
legal/tax designation to beincludedin the report. Forexample, a user may select vendors
who are designated as Individual/Sole Proprietors or Limited Liability Corporations (LLC).
The maximum spend or ceiling allowed on an account in one month.

The Customer Reference Identifier (CRA) is a unique code applied to each transaction by the
vendor. If used in conjunction with a Virtual Payables card account, the code will be
transferredtothe respective purchase request when thefile ofinvoices from the vendor

is converted to purchase requests.

A licensed feature of configurable reports that allows the merging of data from multiple
instances of Works intoa single report. This is beneficial to large companies who have
installed Worksat several different sites.
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Term

Current Limit

cwv

Cycle to Date

D
Dashboard
Data Filter

Deactivate

Default Account

Default Allocation

Default Allocation Codes

Discretionary Funds

Dispute

Divide

Revised August 2021

Description

The spend potential of the account. This amount is calculated as the amount of the assigned
discretionary funds (per billing cycle) plus unspent approved incremental funds, minus the
amount of all transactions that have beenreported to the application but have not yet
restored to the account.

Note: The current limit is available on the account but is not necessarily available to the
Accountholder for the current billing cycle. Of the current limit available on the account, the
Accountholder can spend only the available credit.

The Category Verification Value (four digits) located on the back of a card plastic.

The period of time from the beginning of the current cycle to the current date in the
cycle.
Return to Top

A selection of commonly requested reports represented in chart or table format.

Afilteris atool that allowsa userto restrictthe selection of elements (for example,
users, accounts, transactions)to only those that meeta criteria of chosenattributes.
The act of closing an account within the application. After it is closed, the account
cannot be reactivated.

The account that displays by default in any purchase request the user submits.

The act of associating allocation codes to a designated element such as an Account, User,
Group, MCC, Expense Category, or Supplier. After it is mapped to anelement, the
application attempts to enter default allocation codes mapped to that element whenever the
transaction includes the element. If allocation codes are mapped to multiple elements, the
application usesa predefined hierarchy to determine which codes toenter.

Allocation codes assigned by the application to the allocation of purchase requests and
payable documents (for example, transactions and reimbursements).

An amount funded to the account that can be spent at the user’s discretion (for example,
without approval). For all practical purposes, the term discretionary funds is synonymous with
the term basefunds.

At a predefined time duringthe reconciliation process, spentdiscretionary funds are restored
back tothe card. Forexample, Workscan be set up to restorethe fundsafter Accountholder
sign-off or after Approversign-off.

The act of marking a transaction as disputed in Works. Workswill notifythe bank, butthe
user will need to communicate with Bank of America to resolve the issue.

The act of dividing a transaction into multiple transactions within Works. This is normally
done to attach portions of the transaction to multiple purchase requests.
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Term

Document

Document ID

Downloading

E
Editing Rights

Employee ID*

Exact Authorization Override*

Expense Category

Expense Category Mapping

Expense Report

Export File

Extended Transaction*

Revised August 2021

Description

A unique numberassigned sequentiallyto each ofthe following elements processed inthe
workflow of theapplication.

= Transactions (for spendon an account)

» Reimbursementrequests (for out-of-pocket cash spend)

= Purchase requests (forincremental funds)

» Expense reports (a group of transactions and reimbursements)

The numberis independent of the Document ID associated with a barcode schema.
For organizations that use barcodes, this is the barcode schema in which a unigue ID is
encoded in a barcode and assigned to a transaction or reimbursement request by the
application. Barcode schemesare set up in the Transactionand Reimbursementsettings.
Displaying/saving data in a format that can be viewed or exported to anothersoftware
program (for example, .txt or pdf file).

Return to Top

The rights granted by the Global Administrator to a spend monitor official that allows
the official to edit the attributes of the spend monitor.
A number used within some organizations to identify each employee.

A licensed feature in Works thatallows an Accountholderto make a one-timeexception
purchase that overrides all other spend controls on the individual card’s profile.
Administrators can proactively create an authorization override record that is set to a
specific dollar amount to match the one-time purchase.

A category of spend that can be applied to all or portions of a transaction or
reimbursement. These assist the breakdown of day-by-day spend of transaction in anexpense
report.

Additional information can be requested for each category. For example, if the expense
category is fuel, afield requesting mileage may be included below Expense Category on

the Allocation screen. Refer to Expense Category Mapping for more information.

The act of associating allocation codesto an Expense Category so Workswill attempt to enter
those codeswhen allocating a transactionin the expense category.

If allocation codes have been mappedto additional elementsin Works,such as group or
supplier, the application uses a predetermined hierarchy to determine which level of
mapping takes precedence.

A report created by a user to group transactions and reimbursements for review by an
Approver. Transactions and reimbursement requests may be added to Expense reports to
organize documents and can enable users to perform a single task on those documents at
one time.

Expense reports will display a summary of transaction and reimbursement items as wellas a
day-by-day spend report that groups spend by expense categories.

A CSV (Comma Separated Value) text file that contains data about closed payable
documents that can be exported to third-party accounting software.

Level 3 (L3) data about a transaction returned by the merchant that is specific to the
type of business offered by the merchant (for example, flight information).
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Term

F
Filter

Flag

Force Reset

Forced Signoff

Funds Restore Delay

G

Ghost Account

General Ledger Audit Log
GL#

Goods & Services

Group

Group Address

Group Approval Rules
Group Approver

Group Allocation Mapping

Revised August 2021

Description

Return to Top
Refer to Data Filter for more information.

The act of marking a transaction for further review or comment. When a transaction is
flagged by eitherthe Approver or Accountant, all three of the following individuals receive
notification:

= Accountholder
= Approver
= Accountant

Any of the three individuals can remove the flag.
A password setting that requires the user to reset a password after a single use.

A setting that allows Works to perform the Accountholder and Approver sign-off when
the Accountant sweepsa transaction or reimbursement request intothe Accountant Open
queue.

The option to delay the restore of discretionary funds to cards until a number of days
after the billing cycle.

Return to Top

An account set up without issuing the physical credit card. O (zero) cards must be
indicated in the Physical Cards field.
A real-time record of modifications made to allocation configuration.

There are 10 segments available, each one will be titled with the GL# and the
Description (for example, GLO1: Division, GLO2: Cost Center, and more).
The total of all taxable items in a transaction. Works calculates this amount, but the
user can edit thatamount in the Reference & Tax section of the allocation details of the
transaction, if necessary.
A collection of users within Works grouped by departments, projects, or other unitsdefined
by the organization. Groups can enable an organization to easily assign default controls for
various levels of usersand maintain defined approval points during the
workflow of the application.
The mailing address associated with the group. By default, members of the group inherit
this address. A custom mail address can be assigned directly to a user if desired.
Refer to Approval Rules for more information.
A group official role that allows the user to sign off on payable documentsand approve
purchase requests thatfit one ofthe following cases:
» Originated from a memberof the group orits subgroupsto which theGroup
Approver hasbeen assigned.
» Originated from a memberof a differentgroup that has routing permissions to- the
Group Approver’'sgroups.

The act of mapping allocation codes to a specific group so Works will, by default, apply
the codes when allocating transactions made by group members.
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Term

Group Hierarchy
Group Owner

Incremental Funds

Incremental Funds Buffer

In Scope Accounts

Item Detail (purchasing account)

Item Detail (Virtual Payables
account*)
L

Last Run Settings

Level 1 Data

Level 2 Data

Level 3 Data

Line Type

Locked Batch File

Revised August 2021

Description

A graphical representation of the organization that indicates hierarchal layout of all
groups in the organization and lists the users in each group.

A group official role that allows the user to set the group’s approval rules and if global
settings allow, initiates the addition of a new user and respective account request.
Return to Top

An amount funded to the user’s card only after a purchase request for the funds has
been submitted online and approved.

The percentage or dollar amount the user can spend above the amount of the requested

incremental funds. Incremental funds require the user (or a Proxy Requester) to submit
a purchase request using Works.

Refers to all individual accounts that a user has the ability to view and maintain.

The In Scope tab lists the individual accounts that a user has the ability to view and maintain.

The description given by the Accountholder describing the purchase.

The line items (invoice #) of each item included in a transaction.

Return to Top

A setting option available for configurable reports. The setting allows a user to run the
report using the template as it was last configured.

The following basic informationabouta transactionthat can be reported to Worksby the
merchant/vendor.

= Name of business

= Address

* Amount oftransaction

= Date transaction wasauthorized

= Date transactionwas posted to the financial institution

= Socio economicindicators

» Exchange rate (ifapplicable)
Informationaboutatransactionthat can be reported to Worksbythe merchant/vendor.
This level of information includes all Level 1 data plus sales tax amount and CRI code.
Informationabouta transactionthat can be reported to Worksbythe merchant/vendor.

This level of informationincludesall Level1 and 2 data plus line item details, item description,
quantity, and cost per unit.

A filter included in the standard company reports that gives the user the option to either
include all line items on a transaction or only those line items that relate to the selected
report. For example, a user can choose only airline-specific line items for the Airline

Spend Detail report.

An act performed by an Accountant that prevents any user from changing financial
information for any documents contained in the batch.
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Term Description

Login Name The name a user of the application (with or without an account) enters to log in tothe
application. A Login Name and Password are required when logging into Works.

M Return to Top

Managed (card program) Indication that the application manages the card program used by the card processor of the

issuing bank. The result is that the following automatic spend controls are available in spend
control profiles:

= Discretionary fundcontrols

= Incremental buffersetting

= Fund restore setting

= Single transaction limitoverride

= Automatchrules

* Fund expiration setting
Note: The Managed attribute of the application is set up during implementation.Refer to
Unmanaged, Semi-managed, and Payment Typefor more information.

Many-to-One Matching The auto-matching of many transactions to one purchase request.

Master Accounting Code An internal accounting code (max 75 characters) assigned to the account and recognized
by the card processor. Refer to Accounting Code for more information.

Matching The automatic matchingof transactions to purchase requests. When completed manually
by the Accountholder, it is referred to as attaching.

MCC The four-digit Merchant Category Code (MCC) assigned by Visa and MasterCard to

merchants that identify the product or line of business of each merchant. Although
airlines, hotels, and rental car companies are given their own MCC, all other similar

businesses are grouped into like categories.
MCCG A grouping of Merchant Category Codes (MCCG) into one of five standard categories by

Works:
» Cash
* Travel & Entertainment
* General Purchase
= Vehicle/Fleet

* Unusual

In the spend control profile details, a Global Administrator can indicate whether an
account is permitted or prohibited from use at merchantsin that category. Additional
custom MCCGs can be set up during implementation.

MCC Mapping The act of mapping allocation values to MCCs so Works will attempt to apply default
allocation codes when allocating transactions made with merchants tied to that MCC.

Memo Statement A statement of the account balance for an account issued to an employee.

Merchant The name of the business listed on the transaction reported to Works. For all practical

purposes, this term is synonymous with the term Vendor.
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Term
N

Number of Accounts

0
One to One Matching

Open Purchase Request

Org Reports

P

Password

Payable Controls

Revised August 2021

Description
Return to Top

The count of all accounts that a user has access to (primary and secondary).

Return to Top
The auto-matching of one transaction to one purchase request.

A purchase request that has been approved. A transaction may have used theresulting
amount funded to the account.

All reports are divided into categories which determine what data can beincludedinthe
report. Org Reports providedata specific to an organization. Refer to Report Category for
moreinformation.

Return to Top

The unigue entry required by each user to access Works. The default minimum character
length of the password is eight characters, but the Global Administrator may modify this
setting in the global Administration settings. Forgot Password -If a user forgets his or her
Password, the user can click Forgot your password?on the Login page. The useris then
prompted to entera LoginName and submit. The applicationsendsan emailtothe user
with instructions for creatinga new password. The user must know the answers to the
securityvalidation questions to create a new password. If a user doesnot know the answers
to the securityvalidation questions, the Administrator can reset the password which
allows the user to select new security validation questions and answers. After a Program
Administrator reset’s a password, an email is sent to the user with a randomly generated
password. Users are required to change their passwords the first time they log in to Works
when an Administrator resets the password. Password resets are temporary and active for
three days. Ausermustlogin usingthetemporary passwordwithin three days or the
password will expire and the Administrator will have to resetthe password again forthe user.

User Lock Out -A user is allowed six attempts (occurring within a five-minute time frame) to
log into the application. A login attempt fails if the user enters an incorrect Login Name or
password on the Login page. After a user’s login attempt fails five times, a message displays
warning the user that another failed attempt will lock the user out of the application. This
lockout remains in effect for 30 minutes. After 30 minutes, the user can attempt to log in
again. Program Administrators cannot unlock users. If necessary, Works Customer Service
can reset the lock for the user.

Payee Name and Payee ID of the bankto which Virtual Payabletransactions are payable. These
controlsare entered in the Accounting settings.
Note: Some organizationsassign Payee IDs to their users for reimbursementpurposes. In

cases of reimbursement, the user’s Payee ID will replace the bank Payee ID in the export
file.
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Term

Payable Document

Payable Status

Payable Type

Payee ID
Payee Name

Payment Method

Pending Sign Off Transaction

% of Credit Limit Used

Personal Templates

Plastic Type
PO Number

Postfix

Posting Date

Revised August 2021

Description
Either a transaction or reimbursement request resulting from the use of an account.

Status of payable documentin the workflow:

= PendingSign Off -Document has not received required Accountholderand/or
Approver sign-offs andis not yetin the Accountant’s queue.

» Open-Document has received therequired sign-offsand currently residesinthe
Accountantqueue.
Afilterin the company reportsthatallowsthe userto selectthe type of payable documentto
includein the report:

* Transaction

= Reimbursement
Refer to Payable Controls for more information.

Refer to Payable Controls for more information.

Option for method of payment indicated on the purchase request:

* Check
» Companypaid
= Employee paid

The default option is Managed/Semi-Managed card, but any of the options listed
will display on the Create a Purchase Request screenif set up in DocumentSettings/ Requests.

Transactions that are not yet in the Accountant’s queue because the required sign-offs
by Accountholder and/or Approver have not been completed.

The percent currently spent of an account’s credit limit. The percentage is calculated by
dividing an account’scurrentbalance bythe creditlimit. A default columntitled % of
Credit Limit Used displays on the home page forIn Scope, Corporate, and Diversion
accounts. If the threshold set foran account hasbeen exceeded, the value in thiscolumn
will display in red.

A set of reports thatrefersto the spend of the Accountholder currently logged on to the
application. Personal and Shared Templates may be accessed in the Template Library (Reports
> Templatelibrary).

Card design (logo, color, text).

The automatic or manually applied purchase order number for a transaction. The PO
Number can beaddedto the purchaserequestortothe transactionduringreconciliation.
The delimiter (character that separates the segments) when the segmentsare displayed
together as a combination. This character is defined during implementation of the
application. Ifadash (-)is the delimiter, the combination may appear as follows: 400-
556-3456.

The date the transaction was posted to the financial institution liable for payment. This term
is sometimes used interchangeably with the date the transaction was reported to Works.
There is actually a delay (approximately 24 hours) between when the transaction

is posted to the financial institution and when it is posted (reported) to Works.
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Term

Preferred Supplier

Primary Accountholder(purchasing

card)
Primary Accountholder(Virtual
Payables account*)

Profile
Profile Change Log

Program Administrator

Program Type

Proxy Reconciler

Proxy Requester

Public Group

Purchase Date

Purchase Requester

Purchaser

Push File Delivery

Push File Reporter

Push Payments (Virtual Payables)

Revised August 2021

Description

A status designated during the creation of the supplier.

The name of the user Worksassociates with an account. By default, the user’'s nameuwiill

be embossed on the card unless a custom name is entered on the account request.

The name Worksusesto associate all vendorsto the payablesaccount. Thisname is an
arbitrary name set up byyourorganization duringimplementation. Although all vendors share
the same Primary Accountholder name, the Global Administrator will issue to each vendor a
card with the vendor’s name embossed on the card, and each card will include the unique
vendor ID (for example, card name) that your organization’s accounting

system used to identify the vendor.

Refer to Spend Control Profile for more information.

A record of changes made to spend control profiles.

A role assigned to a user that authorizes the user to performs all administrative
and account maintenance tasksin Works. Refer to Scoped Administrator for more
information.

An instance of Works used for a specific purpose (for example, purchase, travel, etc.)

A group official role that gives the user permission to access reports, tosubmit
reimbursementsand reconcile transactions onbehalf of any userin a designated group.
Group Proxy Reconcileris the onlyrole thatallowsa userto submit reimbursementson
behalf of another user.

A group official role that gives the user permission to view all purchase requests for
usersin adesignated group.If the useralsohas the Requester userrole, theuser can create
apurchase requeston behalf ofany userin the group.

A group to which all employees may route purchase requests.

The date on which the goods or services were purchased. This is synonymous with the
term Doc Date in the exported batch file.

Role assigned to a user or group that allows the user to create purchase requests. The
purchase requester does not need to be an Accountholder and can be assignedto create
requests on behalf of another Accountholder.

Role assigned toa userorgroupthatallowsthe userto make purchases forotherusers

who have obtained an approved purchase requests.

A configured reports delivery feature that allows a user with the Push File Reporterrole

to designate whena reportshouldbe pushedfrom Works and delivered to a BA Clear mailbox
that can then be accessed by an alternative file transmission method.

Arole that can designate whena reportshould be pushedfrom Works and delivered toa BA
Clear mailbox that can then be accessed by an alternative file transmission method. Only
Program Administrators with the Push File Reporter role can assign this role to another user
who mustalso have a least one of the following required roles (Global or

Scoped): Program Administrator, Accountant, or Auditor.

A feature for Virtual Payables card accounts that can enable the user to push exact
payment amounts to an enrolled vendor’s merchant account.
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Term

R

Receipts Imaging*

Reconciliation

Reference

Replace Card Request

Report Category

Report Template
Request Name
Request PIN

Request Reports

Restricted User

Role

Revised August 2021

Description

Return to Top

A licensed feature in Works that allows Primary and Secondary Accountholders and Proxy
Reconcilers to upload receipt imagesto Works from their computer’s desktop in addition to
faxing receipts. Receipt images can be attached directly to a transaction or expense report
or stored in the Receipts queue to be processed later. Receipt Images are retained and
available for downloadfor a period of seven years.

The process of reviewing and signing off on payable documents. Sometimes this

must be accomplished at several levels (for example, Accountholder, Approver,

and Accountant).

If used by yourorganization, this is an internal ID entered into the Reference field of
transaction details during reconciliation to associate multiple documents.

The Reference field if populated, is exportedin the batch file underthe column heading Doc
Ref.

A request to reissue a physical plastic card for an existingaccount. The card willretainthe
same account number, user, and profile.

Note: This is not the same as a requesting a replacement account for a missing or stolen
card. Itis a request to replace a card that is not physically functional. Name changes are not
permitted which impacts practices such as opening cards as “future use” or other naming
conventions with the intent of performinga name change before

utilizing the card account.

All reports are divided into the following categories which determine what data can be
included in thereport:

= Audit Reports-Display data specific to audit reports
= AccountReports-Data specific to accounts

» OrgReports-Display data specific to an organization
= Request Reports-Data specific to purchaserequests

» Spend Reports-Data specific to spend within an accountor company.
A preformatted report without content.

An optional name added manually to a purchase request before it is submitted.
The option to allow the user to create a PIN for use with receiving cash advances.

All reports are divided into categories which determine what data can be included in
the report. Request Reports provide data specific to purchase requests. Referto Report
Category formore information.

A Scoped Administrator who is restricted to one or more corporate accounts.

A predefined element of Works that can be assigned to users to identify the tasks ofa
user. There are general user roles, group official roles, and miscellaneous roles.
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Term

Routing Permission

S
SBA Registered

Scaled Expense Category

Scheduled Actions

Scheduled Assignments

Scoped Accountant

Scoped Administrator

Scoped Auditor

Scoped Permissions

Secondary Accountholder

Secure Email

Semi-Managed (card program)

Revised August 2021

Description

A permission set in the Scoped Permissions tab of the user details that allows the user
to route purchase requests to designated groups.
Return to Top

Indication that the merchant is registered as a small business with the Small Business
Administration. This information is included in level 1 data that can be reported to the
application by the merchant with whom the transaction was performed.

An expense category that is used with reimbursement requests and requires a calculation of
one numberagainstascale orrate. An example is mileage. This is a cash transaction where
the userenters the numberof miles and the appropriate scale/rate determines

the actual reimbursement amount.

An Expenses menu option in Works that allows Accountants to schedule a Sweep or
Batch and view the affected accounts and details.

An Accounts menu option in Works that allows Administrators to view the affected
accounts anddetails of scheduled spend control profile movesas well as edit pending moves.

A group official role that allows the user to perform most of the administrative tasks
associated with the Accountant role but only forusersin the group the Accountant has been
assigned and its subgroups.

A group official role that allows the user to perform most of the tasks associated witha
Program Administrator but only for the Accountholders inthe group to which the official is
assigned and its subgroups.

A group official role that allows the userto access and exportthe dashboard and detailed
reports for the group(s) to which the user is assigned and its subgroups.

Permissionto assumethe groupofficial role or performtasks fora specific group and its
subgroups.

A user other than the Primary Accountholder who has authority to reconcile andreport on
all transactions associated with an account. Note: The Secondary Accountholder role
does NOT provide a user with the authority to submit reimbursements on behalf of
another user. The Group Proxy Reconciler role is the only role thatallowsa user to submit
reimbursements on behalf of another user.

A feature for Virtual Payables card programs that gives the user the ability to provide
card account information (full 16-digit card account number and expiration date) to
vendors encrypted in a remittance advice email.

Indication thatthe application manages some aspectsof the card program used by the card
processorof theissuing bank. The result is that only the following automatic spend controls
are availablein spend control profiles:

= Single transaction limitoverride
» Auto-match rules(fortransactions made with semimanaged cardsonly)
* Fund expiration setting

Note: The Semi-Managed attribute of the application is set up during implementation.
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Term

Shared Template

Signature Limit

Sign off

Single Transaction Limit

Source Amount

Spend
Spend Ceiling*

Spend Ceiling Reset*

Spend Control Profile

Spend Monitor

Spend Reports

State (of the document)

Subject to Use Tax

Summary Data

Supplier

Supplier Mapping

Revised August 2021

Description

A configurable report template that has been configured by the Global Administratoror
Accountantand shared for use company-wide. Shared Templates may be accessed inthe
Template Library (Reports > TemplateLibrary).

The maximum dollar amount that the Group Approver can approve for a purchase
request.

Acknowledgement that review and reconciliation by an Accountholder or Approver is
complete and the document may progress in the workflow.

The maximum amount that can be spent on a single transaction with the card.

Amountexpressedin the currency (forexample, dollars, euros, pesos) used in the original
transaction.
Amount allocated to a sector of the General Ledger and reported to the application.

A designated dollar amount associated with a spend monitor. The Global Administrator
can set up spend monitor controls to notify designated individuals when the spend
monitor detects that the spend ceiling has been exceeded.

The reoccurring time that the spend ceiling dollar amount can be reset (for example,
monthly, quarterly, yearly, or never).

The settings thatcontrolthe funding, spending, and reconciliation processfor a groupof
accounts. Each account must belong to a single spend control profile.

A tool that tracks money allocated to a designated sector of the GL. This tool is
especially useful for tracking spend for a project or department.

All reports are divided into categories which determine what data can be included in the
report. Spend Reports provide data specific to the spend on anaccount. Refer to Report
Category for more information.

The queue in the workflow where a transaction or reimbursement request is currently
located.

An option in the Tax Status drop-down menu in the Allocation Details of atransaction.
When allocating a transaction, select this option to indicate the items in the transaction are
subject totax butwere purchased fromanotherstate that does nottax those items.

Data that can be totaled (usually involving an amount). In a configurable report, a user
can display asummaryin relation to anotherelement in thereport. Forexample, auser can
display the sum of spend foreach userin thereport.

An arbitrary group of vendorsthat allow the organization to conveniently accomplish the
following forall vendors in the group:

* Include all the vendorsin aggregate spendingreport.

» Define default allocation codes for all the vendors.
Refers to associating a vendor to a supplier (group of vendors).
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Term

Sweep

T

Tax Status

Tax Type
Template Library

Transaction Controls

Transaction Limits
Transaction Status

Type (purchase)

U

Unknown Account

Unlocked Batch File

Revised August 2021

Description

Sweeping moves transactions to the Accountant’s queue for processing before the
Accountholder and/or Approver have performed sign-off. This does not apply to
reimbursement requests. Therequiredsign-offsmustoccur, andthen Worksmovesthe
reimbursement request to the Open queue of the Accountant.

Return to Top

The tax status of items purchased in a transaction. Works defaults to Sales Tax Included,
but the usermay select a different option fromthe drop-down menuin details of the
transaction:

= Subject to use Tax-Select this option if tax was notincluded on the invoiceand must
be paid.

* Non-taxable Purchase -Select thisoptionif tax doesnot applyto the item.

= SalesTax Included (defaults) -Select this option if the tax hasalready been paid.
Afilter used in company reports that allows the usertoinclude transactions in the report
that have a specific tax status. Refer to Tax Status for more information.
Personal and Shared Templates may be accessed in the Template Library (Reports >
Template Library).
A group of spend control profile settings that control the maximum dollar amount of a
transaction, the maximum dollar amount of all transactions per day, and the maximum
number of daily transactions.
A group of spend control profile settings that control the transaction spend for all
accounts with that profile.
Where the transaction is currently queued in the workflow from the perspective of the
acting as role of the current user.
A field that displays on the Allocations screen if your organization has been set up to
use types of purchases. The user can select the type of purchase being allocated
(for example, lodging,food, entertainment, gas) froma drop-down menu beside the
field.
Return to Top

An account that is unknown to Works if it did not originate from anaccount request created
within the application. For example, Bank of America issues an account to replace a
previously lost or stolen card reported to the organization by the Accountholder. This
accountwill be reported to Works in the Cards AwaitingAssignment queue. It will remain
there until the Program Administrator assignsit to a userand spend

control profile.
A file that contains document details ready for export but still allows modifications to

the financial data. After it is locked, the financial data cannot be modified.
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Term

Unmanaged (card program)

Unrestricted User

User

User Allocation Mapping

User Lockout

User Roles

\Y

Valid Allocation
Valid MCCs

Variance

Revised August 2021

Description

Indication that Works does not managethe card programused by the card processorofthe
issuingbank. The result is that none of the following automatic spend controls are available in

spend controlprofiles:

» Discretionary fundcontrols

* Incremental buffersetting

* Fund restore setting

= Single transaction limitoverride

= Automatchrules

* Fund expiration setting
Note: The unmanaged attribute of Works is set up during implementation.
Refers to a Scoped Administrator that is not restricted to the administration of a

particular corporate account.
Any employee assigned a login name and password that allows access to Works.

The act of associating allocation codes to a designated user. Works will enter default
allocation codes whenevera purchaserequestor payable documentis made bythisuser.

Allocation codes may be mapped to other elements. Works uses a predetermined
hierarchy to determine which level of mapping will be implemented in choosingthe codes
to apply.

A user is allowed six attempts (occurring within a five-minute time frame) to log in to
Works. A login attemptfails if the userenters anincorrect Login Nameor password on the
Login page. Aftera user’s login attemptfails five times, a message displayswarning the user
thatanotherfailed attempt will lock the user out of the application. Thislockout remainsin
effect for 30 minutes. After 30 minutes, the user can attempt to log in again. Program
Administrators cannot unlock users. If necessary, WorksCustomer Service can

reset the lock for the user.

Arole assignedto usersor groups of users to determine what tasks beyondthe basic
Accountholder tasks can beperformed.

Accountholders donot require an assignedrolein orderto reconcile (review and signoff on)
their owntransactions.

Return to Top

An allocation (single segment or combination) that is included in the valid values ofthe
database.

A list of MCCs on a spend control profile that indicate at which types of businesses the
account can be used.

A discrepancy between the total allocated and the purchase amount.

A Global allocation setting determineswhether transactions that have a variance can be
signed off on by the Accountholder or Approver or closed by the Accountant. If not, the
transaction must be fully allocated.
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Term

Vendor

Verification ID

Revised August 2021

Description

A business with whom your company has conducted business before using an account

enteredinto the system. Forall practical purposes, this termis synonymouswith the term
merchant.

Verification ID is 1 — 15 alphanumeric characters of your choice that is used to activate
the card at the bank. No special characters may be used and the values cannot be all the
same character. The program administrator must tellthe accountholder the Verification
ID. The VerificationID also displays onthe Account Details screen. As a best practice,the
Verification ID should be customized for each user and it is best to keep it simple. For
example, you could use the user’s business phone number. For information protection,
never use Social Security Numbers for Verification IDs.

Important: When creating an account, the User Profile ID will default in theVerification ID
field on the Create Account screen. Verification ID, though, can be edited while

creating the accountif desired. Afteran account has been created, however, the Verification
ID can only be changed by contacting the bank
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