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Disclosure

“Bank of America” and “BofA Securities” are the marketing names used by the Global Banking and Global Markets divisions of Bank of America Corporation. Lending, other commercial banking activities, and trading in certain financial instruments are performed globally by banking affiliates of Bank of
America Corporation, including Bank of America, N.A., Member FDIC. Trading in securities and financial instruments, and strategic advisory, and other investment banking activities, are performed globally by investment banking affiliates of Bank of America Corporation (“Investment Banking Affiliates”),
including, in the United States, BofA Securities, Inc. and Merrill Lynch Professional Clearing Corp., both of which are registered broker-dealers and Members of SIPC, and, in other jurisdictions, by locally registered entities. BofA Securities, Inc. and Merrill Lynch Professional Clearing Corp. are registered as
futures commission merchants with the CFTC and are members of the NFA.

Investment products offered by Investment Banking Affiliates:
Are Not FDIC Insured * May Lose Value * Are Not Bank Guaranteed.
This document is intended for information purposes only and does not constitute a binding commitment to enter into any type of transaction or business relationship as a consequence of any information contained herein.

These materials have been prepared by one or more subsidiaries of Bank of America Corporation solely for the client or potential client to whom such materials are directly addressed and delivered (the “Company”) in connection with an actual or potential business relationship and may not be used or
relied upon for any purpose other than as specifically contemplated by a written agreement with us. We assume no obligation to update or otherwise revise these materials, which speak as of the date of this presentation (or another date, if so noted) and are subject to change without notice.

Under no circumstances may a copy of this presentation be shown, copied, transmitted or otherwise given to any person other than your authorized representatives. Products and services that may be referenced in the accompanying materials may be provided through one or more affiliates of Bank of
America, N.A.

We are required to obtain, verify and record certain information that identifies our clients, which information includes the name and address of the client and other information that will allow us to identify the client in accordance with the USA Patriot Act (Title Il of Pub. L. 107-56, as amended (signed into
law October 26, 2001)) and such other laws, rules and regulations.

We do not provide legal, compliance, tax or accounting advice.
For more information, including terms and conditions that apply to the service(s), please contact your Bank of America representative.

Investment Banking Affiliates are not banks. The securities and financial instruments sold, offered or recommended by Investment Banking Affiliates, including without limitation money market mutual funds, are not bank deposits, are not guaranteed by, and are not otherwise obligations of, any bank, thrift
or other subsidiary of Bank of America Corporation (unless explicitly stated otherwise), and are not insured by the Federal Deposit Insurance Corporation (“FDIC”) or any other governmental agency (unless explicitly stated otherwise).

This document does not constitute investment advice or a recommendation or an offer or solicitation, and is not the basis for any contract to purchase or sell any security or other instrument, or for Investment Banking Affiliates or banking affiliates to enter into or arrange any type of transaction as a

consequent of any information contained herein.

With respect to investments in money market mutual funds, you should carefully consider a fund’s investment objectives, risks, charges, and expenses before investing. Although money market mutual funds seek to preserve the value of your investment at $1.00 per share, it is possible to lose money by
investing in money market mutual funds. The value of investments and the income derived from them may go down as well as up and you may not get back your original investment. The level of yield may be subject to fluctuation and is not guaranteed. Changes in rates of exchange between currencies
may cause the value of investments to decrease or increase.

We have adopted policies and guidelines designed to preserve the independence of our research analysts. These policies prohibit employees from offering research coverage, a favorable research rating or a specific price target or offering to change a research rating or price target as consideration for
or an inducement to obtain business or other compensation.

© 2021 Bank of America Corporation. All rights reserved.

Survey Disclaimer:
A secured web site hosted by Qualtrics conducts surveys on behalf of Bank of America Merrill Lynch. The survey will not ask for your sensitive personal (or company) information (e.g., social security number or account numbers). This vendor is not an affiliate of Bank of America and may offer a
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This session may be recorded for quality-assurance purposes.
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Creating Groups and Users in Works

Works is a web-based application that offers a complete set of features that can
help your organization automate its existing process for purchasing goods and
making payments with credit card accounts.

During your implementation process your Implementation Manager may have
or will assist you in developing your group and users structure. Traditionally the
group and user structure in Works mirrors that in yourcompany.

However, you may have changes and additions to make to these structures
while using Works. In this session we’ll discuss the steps for creating and
maintaining your users and groups.



After reviewing this Participant Guide, you will be able to:

Understand basic foundational
concepts and terms

Create and maintain groups
Create and maintain users

Locate Works support



Defining Groups

A group is a collection of users
within Works grouped by
department or other units
defined by the organization.
Every user in Works must belong
to a single group. The simplest
organizational structure consists
of a single group of all users.

Back to

Basics
Business

>

User1

>

User 2

>

User 3



Defining Groups

User 1:

Group
Official Only
Finance
Parent Groups BBaCk. ‘0 ™
asICS User 2
and Subgroups Business
Human

Resources ™~

User1



Defining Users and Roles

A user is any employee in an
organization who is assigned a
Login Name within Works. All
users must be a member of a
group and can be assigned one
or more roles depending on
company needs.

Back to

Basics
Business

>

User1

>

User 2

>

User 3



Defining User Roles

User 1:
Global Role Group
* Perform assigned role over the Official Only
entire company. Finance
* These roles are assigned at the Back to \
user level or at the group level. )
Basics T
Group Official Role Business
* The role has oversight to
specific groups and subgroups. Human
* The role is assigned after the Resources ™~
User 1

group is created.

//}/



Creating a Group

BANK OF AMERICA %7

Works

Bank of America

Home Expenzes Accounts Feporis Accounting Adminisiration
Organization ® Hierarchy
= Action ltems R | Users Upload Receipts
o l Groups l
Action Acting As Count 4k Current 5tatus
Download 3B
i :
Close Accountant | N 44 | Create User
Close Accountant 112 Emun LI MerberLant &8 | Create Account Request
L g
4a | Create User & Account Request
S'.l'.'EE.'p Accountant 667 D Accounting Dept Back to Basics Business (parent group) 6 Resiic==
Rezolve Accountholder 4 O Advertising Accounting Dept 5 Restricted
Sign Off Accountholder 10 | O Back to Basics Business (parent group) Back to Basics Business (parent group) 12
E O California Group Customer Service 3 Restricied
Sign OF Accountholder 120 O Commercials Advertising 4 Restricted
Submit For Approval Accountholder 3| 0 coviD Customer Service 0 Restricied
Submit For Appm'.ral Accountholder 1 | D Customer Service Back to Basics Business (parent group) 10 Restricted
. O Finance Back to Basics Business (parent group) 3 Restricted
10 items Show PEr page Finance North Finance 0 Restricted
O FRED FLINTSTON ACCOUNTING California Group 0 Restricied
0 Selected | 23 items Show per page <] < Page: of 3 [ (o]
/\\

22 July 2021



Creating a Group

Select Parent Group

Select Group(s)

C
o
o
o
o
o
o
o
o

O

Accounting Dept

Advertising

Back fo Basics Business (parent group)
California Group

Commercials

CoviD

Customer Service

Finance

Finance North

FRED FLINTSTON ACCOUNTING

Back to Basics Business (parent group)
Accounting Dept

Back to Basics Business (parent group)
Customer Service

-

Customer Service

Back to Basics Business (parent group)
Back to Basics Business (parent group)
Finance

California Group

‘Abrams, Hamry
Harris, Jeff

support, works
support, works
support, works
support, works
Sumari, Pat

Concord, Gary
support, works

support, works

0 Selected | 23 items

Stow [ ] pervese

<9< Page: [ 1] of 3>

Bank of America
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Creating a Group

Group Name

Group Permissions

*Group Name:
* Parent Group:

Routing Permissions:

Finance

Purchase Requesis may be routed to this Group by

O All Users (public) @ Group members plus specified Users (restricted)

Jo)

Default Group Address Roles
Use Parent Group Address [j Auditor
*Address Line 1: | 123 Main St Nlur.'aliun Coder
Address Line 2: [] Permit modifications via Allocation Assistant only
“City: | Austin (] Restrict Allocation Assistant fo valid and authorized codes
¥hostl Code: - RN [ Purchase Requester

*State: | Texas v

*Couniry: | USA w
Phone: | (512)555-1212

Phone 2:

Bank of America

22 July 2021
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Creating a Group

Group Address

Group Permissions

*Group Name:
* Parent Group:

Routing Permissions:

Finance

Purchase Requesis may be routed to this Group by

Jo)

O All Users (public) @ Group members plus specified Users (restricted)

Default Group Address Roles
Use Parent Group Address [j Auditor
*Address Line 1: | 123 Main St Nlur.'aliun Coder
Address Line 2: [] Permit modifications via Allocation Assistant only
“City: | Austin (] Restrict Allocation Assistant fo valid and authorized codes
¥hostl Code: - RN [ Purchase Requester
* State: | Texas
*Couniry: | USA
Phone: | (512)555-1212
Phone 2:

Bank of America

22 July 2021
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Creating a Group

Group Roles

Group Permissions

*Group Name:
* Parent Group:

Routing Permissions:

Finance

Purchase Requesis may be routed to this Group by

Jo)

O All Users (public) @ Group members plus specified Users (restricted)

Default Group Address Roles
Use Parent Group Address D Auditor
*Address Line 1: | 123 Main St Ailur.'aliun Coder
Address Line 2: [] Permit modifications via Allocation Assistant only
“City: | Austin (] Restrict Allocation Assistant fo valid and authorized codes
¥hostl Code: - RN [ Purchase Requester
* State: | Texas
*Couniry: | USA
Phone: | (512)555-1212
Phone 2:

Bank of America

22 July 2021
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Creating a Group
Default Allocation Settings

Default Allocation Settings

Allocation Profile: | Finance

o —

Default Allocation Codes

GLO01: Cost Center GLO2: Expense

GLO3: Project code

GL04: Department/Unit

Clear All

Approval Settings
Transaction Review

[} Require when Transaction excesds

Reimbursement Review

[] Require when Reimbursement exceeds

Group Level Purchase Request Rules

|:| Require when Request from this group or subgroup exceeds
[_] Require when Request will need approval from any parent group

|:| Require when request is routed to another group

Bank of America

22 July 2021
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Creating a Group
Approval Settings

Default Allocation Settings
Allocation Profile: | Finance Fe

Default Allocation Codes

GLO01: Cost Center GLO2: Expense GLO3: Project code

Approval Settings h

Transaction Review

[} Require when Transaction excesds

Reimbursement Review

[] Require when Reimbursement exceeds

Group Level Purchase Request Rules

|:| Require when Request from this group or subgroup exceeds
[_] Require when Request will need approval from any parent group

|:| Require when request is routed to another group

GL04: Department/Unit

Clear All



Creating a Group

Administration = Organization = Groups = Group Details H

‘ B Successfully saved group Accounting. []
Accounting Actions v
| Group Members Permissions ‘ Purchase Request Routing |

*Group Name: | Accounting

*Parent Group: Back to Basics Business (parent group) =

[=] Default Group Address Roles
Use Parent Group Address ] Auditor
*Address Line 1: | 123 Main 5t | [] Allocation Coder
Address Line 2: | | Permit modifications via Allocation Assistant only
*City: | Austin | Restrict Allocation Assistant to valid and authorized codes

*Postal Code: | 78701 | (] Purchase Requester

* State: | Texas bl

*Country: | USA bl
Phone: | (512) 555-1212 |
Phone 2: | |

[=] Default Allocation Settings

—
>
// Bank of America

22 July 2021
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Managing a Group

Manage Multiple Groups

Administration = Organization = Groups

Groups Create ¥

H B

00000000 o o
HHEHEHHEH

5]

1 Selected | 25 items

Group

Parent Group

Accounting

Accounting Dept

Advertising

Back to Basics Business (parent group)
California Group

Commercials

coviD

Customer Service

Finance

Finance North

e ——

Back to Basics Business (parent group)

Back to Basics Business (parent group)

Accounting Dept

Back to Basics Business (parent group)
Customer Service

Advertising

Customer Service

Back to Basics Business (parent group)

Back to Basics Business (parent group)

Finance

Show per page

Member Count

Back to Basics Business (parent group)

Clear Filters =~ Columns w

Routing Type

Restricted
Restricted

Restricted

Restricted
Restricted
Restricted
Restricted
Restricted

Restricted

<1 <1 Page: of 3 [> 2]

Bank of America

22 July 2021
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Managing a Group

Manage a Single Group

Administration = Qrganization = Groups

Groups Create ¥

‘»

H

DO0000000 o o
= I = = S = R E S 5

#

1 Selected | 25 items

S S —

rY
Group

Parent Group

Accounting

(& view Full Details

ﬁ Deactivate Group

California Group
Commercials
COVID

Customer Service
Finance

Finance North

Back to Basics Business (parent group)

Back to Basics Business (parent group)

Accounting Dept

Back to Basics Business (parent group)
Customer Service

Adverfising

Customer Service

Back to Basics Business (parent group)

Back to Basics Business (parent group)

Finance

Show per page

Member Count

Back to Basics Business (parent group)

Clear Filters  Columns w

Routing Type

Restricted
Restricted
Restricted

Restricted
Restricted
Restricted
Restricted
Restricted
Restricted

04 < Page: of 30> (]

Bank of America

22 July 2021
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Managing a Group

Group Details

* Group Name: A:a‘:._."arg De:"

*Parent Group: Back to Basics Business {parent group)

= Default Group Address Roles
[[] Use Parent Group Address [ Awditor
* Address Line 1: | 123 Main 5t [[] Allocasion Coder
Address Line 2= | Permit modifications wia Allocation Assistant only
*City: | Austn Restrict Alocation Assistant o valid and sufhorized codes
* Postal Code:

hase Requesier

v
v
= Default Allocation Settings
Allocation Profile: [ ALL f -]
= Default ABocation Codes Clear AN
-
GLOY: Cost Center GLOZ: Expense GLO3: Project code. GLO4: DepartmentUnit
14587 ] [waon 5644
West Saies FueliGas WVessing Flagsia® Sales
= Approval Settings
Transaction Review
[ Fecurs when Transaction excesds | (22090.30)
Reimbursement Review
[ Require when Reimbursement exceeds
Group Level Purchase Request Rules

[ Require when Request fom this group o subgroup exceeds
[ Reguire when Request wil need approval fom any parent group

[ Reequire when reques? is routed 1o another group

Bank of America 22 July 2021



Managing a Group

Group Members

Administration = Organization > Groups = Group Details

Accoun

Group Members Permissions Purchase Regquest Routing

Type Name Description Count
3 Groyp 2 4_ Restricted, 0 members 3
& User 2 1
3tems Show |10 | per page K4 Pagtr:[I]qu}D‘ﬁ

/
// Bank of America

22 July 2021
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Managing a Group

Add Group Permissions

Administration = Organization > Groups = Group Details

Accounting Dept

o e |
[] Abrams, Harmy

[] Borrell, John

[] Brown, Sandi

D Camp, Henry

D Concord, Gary X
|:| Costello, Manci

[] Enis, Mary X
[] Gomez, Sarah

[] Pearson, Tom X
[] support, works x

< I————— Comez. Sar

Actiong v

x Select Useris)

Clear Filters

Borrell, John

Brown, Sandi

Camp, Henry Customer Service

California Group

Concord, Gary

Costello, Nanci California Group

Eliis, Mary happy group

Ericson, John Holding group

Customer Service

-
v

elected | 29 items Show [10_[ ] per page <1< Page: [[1 ] of 3> 5]

OK Cancel

Bank of America 22 July 2021 22



Managing a Group

Add Group Official Roles

Group Official Roles User 1:

Please select group permissions for.

Administration = Organization = Groups = Group Details

|__ Group Owner B .
B Updated group permissions. View Details
|— Group Approver
r Group Proxy Requester Accounting Dept i
- el e
R SHE———— R T Q- - —
J Abrams, Harry X X X
[T  Scoped Accountant ( ] Bele, Hayley - ” " )
I- M Auditor _D Borrell, John X X X
| [] Ccamp,Henry X X X X
|:| Concord, Gary X
D Costello, Nanci X
[0 Enis, Mary X b8
[ Gomez, Sarah x x x
|:| Montgomery, Jane x X x
[0 Pearson, Tom X x
< >
0 Selected | 11 items Show 10 || per page I<)<] Page: [ 1 | of2[>[>]
[ Aaa |

Bank of America

22 July 2021
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Managing a Group

Edit Group Official Roles

Group Members Permissions Purchase Request Routing

Group Group Group Proxy Group Proxy m
[__:| Abrams, Hamry X
= ’ i
E] [H aroslbiiiv s Group Official Roles
(] Concord, Gary X
Please select group permissions for Abrams, Harry:
Elliz, Ma
D g -q‘ Group Owner
[[] support, works x®
Group Approver
|:| Group Proxy Requester
Group Proxy Reconciler
|:| Scoped Program Administrator
|:| Scoped Accountant
|:| Scoped Auditor
0 Selected | 5 items <] Page:[ 1 | of 1[0

[Remove I Ao | .

-
//// Bank of America

22 July 2021
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Managing a Group

Remove Group Permissions

Administration = Organization = Groups > Group Details

“3 R d group permissions for 1 user. View Defails !E|

Accounting Dept

Remove Group Permissions

Remove group permissions for 1 user(s).

[] Abrams, Harry i3 x X
ﬁ Create Account Reguest
[] Belle, Hayley x X x
h Create User & Account Request
[] Borrell, John x X x 3
w [0 Camp, Henry X X x
|:| Concord, Gary X
[[] Costello, Nanci X
[] Efis, Mary X x
[ Gomez, Sarah x x x
[] Pearson, Tom x X
[[] support, works - 5
< EEEEEE———————————————————————————————"_p»»*7
0 Selected | 10 items Sbwwnags <1< Page: [(1 ] of 15 50
=3

/\\
/// Bank of America 22 July 2021
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Managing a User

Purchase Request Routing

Administration = Crganization > Groups = Group Details

Accounting Dept

! Group ‘ Members ‘ Permissions Purchase Request Routing

Purchazse Requests may be routed for approval to this group by:

O All Users (public) @ Group members plus the Users below (restricted)
F
Name Group
] | |
] Brown, Sandi Sales
[:] Camp, Henry Customer Semvice
] Concord, Gary California Group
[:] Ellis, Mary happy group
0 Selected | 4 items Show per page <1 <] Page: of 1 (= (=]

Bank of America

22 July 2021
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Creating a User

Home Expenszes Accounts Reporis Accounting Adminisiration

Organization  » Hierarchy

-
Y — Configuration | ' Users ' Upload Receipts
5 Groups
Action Acting Az Count e Current Status
Download 33 Report Ready
Accountant Home Expenszes Accounts Reports Accounting Adminisiration
'ClDSE Al::l::nuntant Administration = Organization = Users Back to Basics Business (parent group)

Close Accountant Create v
Sweep Accountant "B Create User
Rezalve Accountholder "a?ne P A SN @ Create Account Request
Sign Off Accountholder D | | ‘ | | n Create User & Account Request
Slg n fo JE'.C-COI.II'Iﬂ'IGHEI' D Abrams, Harmy HHOOTOH devnulli@works.com o
Submit For A.pl:l'ﬂ'l.l'3| Accountholder D Belle, Hayley Hayleybelle hayley@works.com 1
Submit For Approual Accountholder D Borrell, John 1234567 devnuli@works.com o

D Brown, Sandi sbrown devnulli@works.com 1
10 items D Camp, Henry hcamp1 devnuli@works.com i}

D Concord, Gary manager] workstraining@works.com o 03/09/21 10:29

D Costello, Manci ncostello devnulli@works.com 2 061518 14:30

D Ellis, Mary DEVNULL DEVMULL@works.com o

(] Ericson, John jericson devnuli@works.com 0

D Gomez, Sarah sgomez devnull@works.com o

0 Selected | 29 items Show per page [<] <] Page: of 3 = [=]

Send Welcome Email Assign Allocation Profile ||| Set Email Preferences

Bank of America 22 July 2021




Creating a User

All users must be added to a group

Administration > Organization > Users = Create User

i

*Group: |
Trainin i Training Videos Live Training Release Notes
Other Programs and Services Bankof America Visa Master(
© 2014 Bank of America Corporation. All rights reserved. 1

)]

000 O 10H O 108 Oy O

Select Group(s) &

Group Parent Group Owner Name
| | |
Advertising Marketing Sumari, Pat
Back to Basics Business Back to Basics Business Sumari, Pat
Customer Service Sales Sumari, Pat
Development Production Sumari, Pat
East Outside Sales Villareal, Curt
Finance Back to Basics Business Sumari, Pat
Funding Product Management Johnson, Sharon
Inside Sales Sales Sumari, Pat
m Production Willow, John
Maintenance Back to Basics Business Burns, George

0 Selected | 22 items

Show | 10 _w | per page

1<1< Page:[ 1 | of 30> Bl

ColCe- )
—

Bank of America

22 July 2021

28



Creating a User

All fields with the asterisk (*) are required fields and must be completed in order to create a new User.

User

Finance

*Group:

User Info

*First Name:
Middle Name:
*Last Name:

* Email Address:
*Login Name: [
AP Payee ID:

User Profile 1D:

Authority Level:

Signature Limit:

None
(@) Default- None
(_) Custom

(1-13)

D Program Administrator
[[] Accountant

(] Auditor

[] Allocation Coder
Restrict Allocation Assistant to valid and authorized codes
Permit medifications via Allocation Assistant only

[[] Purchase Requester

[[] Purchaser

View Requests

Assigned fo any Purchaser

Mot assigned to any Purchaser

D Cross-Company Reporier

Global Role assigned
at the user level:

* Roleis linked to the user.

e |f user moves out of the
group, the role will follow
the user.

Bank of America

22 July 2021
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Creating a User

Allocation Settings and Email Notifications

Allocation Settings

Allocation Profile:

Default Group - { Finance )

Default Allocation Codes h

GLO1: Cost Center GLO2: Expense
Email Notifications h
Pending tasks: | Daily v
Reports ready for download: | Daily W
v

Configuration changes: | Daily

[ ] Restrict User from modifying email preferences

[ ] Suppress email

94—

GLO3: Project code

GLO4: Department/Unit

Clear All

Bank of America

22 July 2021

30



Managing a User

A Welcome Email is automatically sent when a user is created

B

Clear Filters Columns w

Mame Login Name Email Address
[ | I i
Abrams, Harry KK devnull@works_ com
E:] Belle, Hayley Hayleybelle hayley@works com
[:'] Borrell, John 1234587 devnuli@works com
[:| Brown, Sandi shrown devnull@works_ com
] Camp, Henry hcamp devnul@works.com
[:'] Concord, Gary manager] worksiraining@works com
D Costello, Manci ncostello devnull@wrorks.com
[l Ellis, Mary DEVMHULL DEVHULL@works.com
E] Ericson, John jericson devnull@works_ com
[:| Gomez, Sarah sgomez devnull@works.com
0 Selectad | 29 items Show per page

Send Weicome Email | | Move [l Deactivate [l Assign Allocation Profile Il Set Email Preferences || Download v |

Number of Accounts

Bank of America

o o o N o o

Last Login

03409721 10:29

06/15/18 14:30

<< Page: [ 1 ] of 3> [0
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Managing a User

Send Welcome Email

Confirm Send Welcome Email

Send welcome email to 1 usen(s).

Bank of America

22 July 2021
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Managing a User
Manage Multiple Users

B

Clear Filters Columns w

0 Selected | 29 items

Legin Name Email Address Program Admin
] [ | |
¥  Abrams, Harry pereesd devnull@works.com
[j + Belle, Hayley Hayleybelle hayley@works com .
O [#  Borrell, John 1234567 devnull@works com
|:| + Brown, Sandi sbrown devnull@vorks.com
] [  Camp, Henry hcamp devnull@works.com
[:] + Concord, Gary managerl workstrainingi@works com
] [# Costello, Nanci ncostello devnull@works com
1 + Ellis, Mary DEVNULL DEVNULL @works com
[:] B  Ericson, John jericzon devnuli@works.com
["_'] + Fool Day, april aprilfool works@devnull. com

Show per page

Send Welcome Email Deactivate || Assign Allocation Profile || Set Email Preferences || Download v |

Accountant

Number of
Accounts

Last Login

03409721 10:29
06/15M18 14:30

Bank of America

Group

Accounting Dept
Commercials
Commercials
Sales
Customer Service
California Group
liforni i
happy group
Holding group
April Fools day

<< Page: [ 1 ] of 3> [0

22 July 2021
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Managing a User

Manage a Single User

g

Clear Filters Columns w

HEHHE

O000oouoouoaeeild
HEHEAH

[+

0 Selected | 29 items

Email Address

View Full Details

{D Resel Password
Send VWelcome Email
| ==}

—  2end Login Hame Reminder

88 | Create Account Reguest

Deacfivate User
4

devnull@works.com
hayleyi@works.com
devnull@works.com
devnuli@works.com
devnulli@works.com
workstraining@works.com
devnull@works.com

DEVHULL @works.com

Ericzson, John

Gomez, Sarah

devnuli@works.com

devnuli@works.com

Number of Accounts

Show per page

Send Welcome Email Assign Allocation Profile || _Set Email Preferences

Group Login Mame
I [
Accounting Dept H00O0K
Commercials Hayleybelle
Commercials 1234567
Sales sbrown
Customer Service hcamp1
California Group manageri
California Group ncostello
happy group DEVHULL
Holding_group jericson
Customer Service sgomez

Bank of America

Last Login

0370921 10:29

06/1515 14:30

<< Page: [ 1 ] of 30> [0
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Managing a User

User Details

Administration = Organization > Users > User Details

Group Permissions Accounts Account Authorities

*Group: Accounting Dept Locked Out: Mo
User Infa
*First Name: | Harry [ Frogram Administrator
Middle Name: [ Accountant
*Last Name: | Abrams [ Audizor

*Email Address: | devnull@works.com

*Login Name: | coooe Allcation Coder

AP Payee ID: Restrict Allocation Assistant to vakd and authorized codes
User Profile ID: | 123458780 {1-18} [ Permit modifications via Allscation Assistant only
Authority Level: | Mons e [[] Furchase Requester
Signature Limit: @) Default- None [ Purchaser
(Z) Custom
iew Requests

Azsigned to any Purchaser

Mot szsigned 1o any Furchaszer

[ Cross-Company Reporter

Allocation Settings

Allocation Profile: | Training P
Default Allocation Codes Clear All
-
GL01: Cost Center GLOZ: Expense GLO3: Project code GLO4: Department/Unit
1000 0411
Marketing Marketing Review

Email Netifications

Pending tasks: | Caily W
Reports ready for download: | Daily e
Configuration changes: | Daily e

[ Restrict User fram modifying email preferances

[ Supprass email

Bank of America

22 July 2021
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Managing a User

Group Permissions

Administration = Organization = Users = User Details

Abrams, Hamy Actions v
|

User Group Permissions Accounts | Account Authorities

Group Owner Approver Groups Clear Filters
Approver -
Approver By Delegation = | .
Scoped Program Administrator Accounting Dept
Proxy Requester 0 California Group
Proxy Reconciler 0 Commercials
Scoped Accountant ] FRED FLINTSTON ACCOUNTING
Scoped Auditor ] NEW GROUP NAME
Router
1 Selected | § items Show per page 0<< Page: [ 1 ] of 15 (]

/\\
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Managing a User

Accounts

Administration » Organization » Users » User Details

Abrams, Harry

| User Group Permissions Accounts Account Authorities

® Primary O Samndawh

Primary Clear Filters
Is o Current Available Available
Default Account Name Account ID Accountholder Spend Control Profile Balance Spend Credit

Mo data available in table

0 Selecled | 0 Roms Show [ 10w | per page 0<1<) Page:[ 1 ] of 0> 2]

Set as Default

-
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Managing a User

Administration » Organization » Users = User Details

Abrams, Harry

| User Group Permissions | Accounts I Account Authorities

‘ep Reset Password

® Primary O Secondary

Send Welcome Email

== =end Login Mame Reminder

Primary
Is - o Available 8 Create Account Request
Defau Account Name Account Accountholder Spend Control Profile Spend "
2 ,ﬂ, Deactivate User
E IL JL JL ,
No dala available in table

0 Selecled | 0 Roms Show [ 10w | per page 0<1<) Page:[ 1 ] of 0> 2]

Set as Default

//7/
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Works Support

-

BANK OF AMERICA 7 V C 4

Home: Expenses Accounts Reporis Accounting Adminisiration

Back to Basics Business (parent group)

= Action ltems - Upload Receipts Alerts
= No aleris at this fime.

Action Acting As Count Type Current Status e

Download 40 Report Ready
Accountant 4 Transaciion Flagged My Announcements

Close Accountant 2 Reimbursement Open
Close Accountant 112 Transaciion Open Please submit all expenses by end of month. Please adhere fo fhis request
Sweep Accountant 667 Transacfion Pending
Resolve Accountholder 4 Transaction Flagged d by your Program /
Sign OfF Accountholder 10 Expense Repori Pending
Sign Off Accountholder 120 Transacfion Pending
Submit For Approval Accountholder 3 Reimbursement Drait
Submit For Approval Accountholder 1 Purchase Request Draft
10 items: Show |10 | per page 134]
= Accounts Dashboard Account Portfolio

In Scope Corporate

" Current Available

Account Name Account ID Credit Limit Balance Spend Available Credit

HAYLEY BELLE 6266 15.000.00 458247 13.563.58 10.107.53
KAREN GREGORY 3958 15.000.00 3796804 15.000.00 {22.958.04;
NANCI COSTELLO 0705 100.000.00 7242643 3464523 27.573.57
PAT SUMARI 4554 17.000.00 7840883 {10.940.50 (61.408.83]
RACHEL REED 2443 100.000.00 196.009.55 69.654 20 (96,009.55)
5 flems Show |10 v | per page < Page: | 1 | of 10> B

‘Tmiring Guides Training Videos Live Training Release Notes § Privacy & Security Recommended Seffings  Global Reporting and Account Management Bank of America Visa MasterCard PCI Standards Councill Card Assistant
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To summarize this Participant Guide, you should now be able to:

Understand basic foundational
concepts and terms

Create and maintain groups
Create and maintain users

Locate Works support



Help Resources

Bank of America Works:
www.bankofamerica.com/worksonline

Card Assistant:

bofaml.com/cardassistant

Contacts:

Client Education
Email: cardclientreadiness@bofa.com

Card Digital Services
Call 1.888.715.1000 Option 2, 4
Email: CardDigitalServices@bofa.com

Company Level Support
Call 800.822.5985, Option 1
Email: ccs team servicing@bankofamerica.com
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