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Disclosure 

“Bank of America Merrill Lynch” is the marketing name for the global banking and global markets businesses of Bank of America Corporation. Lending, derivatives, and other commercial banking activities are performed globally 
by banking affiliates of Bank of America Corporation, including Bank of America, N.A., member FDIC. Securities, capital markets, 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, Merrill Lynch, Pierce, Fenner & Smith Incorporated and Merrill Lynch Professional Clearing Corp., both of which 
are registered broker-dealers and members of SIPC, and, in other jurisdictions, locally registered entities. Merrill Lynch, Pierce, Fenner & Smith Incorporated and Merrill Lynch Professional Clearing Corp. are registered as futures 
commission merchants with the CFTC and are members of the NFA.  

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 III 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. Accordingly, any statements contained herein as to tax matters were neither written nor intended by us to be used and cannot be used by any taxpayer for the 
purpose of avoiding tax penalties that may be imposed on such taxpayer.  

For more information, including terms and conditions that apply to the service(s), please contact your Bank of America Merrill Lynch 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 is intended for information purposes only and 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. 

Copyright 2014 Bank of America Corporation. Bank of America N.A., Member FDIC, Equal Housing Lender. 
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Welcome to Navigating the New Works User 
Interface 

• Feel free to ask questions during our session. 
• Please mute your phone when not asking a  question. 

– Press *6 to mute or unmute. 
• Please do not place your phone on hold. 
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Welcome to Navigating the New Works User 
Interface 
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Welcome to Navigating the New Works User            
Interface             
 
 
 
As we make it easier for our Works users to do business, you will benefit from our new design, which 
focuses on: 

•   Enhanced usability for every user type  
•  Streamlined workflows & presentation of data  
•   Additional search and filter searches  
•   More efficient navigation  
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Welcome to Navigating the New Works User 
Interface 
 
•  No conversion is required. 
•  Current user interface (UI) will remain available  
  for a period of time.  
•  Current sign-on and passwords will work in new UI. 
•  Current UI and New UI will work parallel. 
 

© 2014 Bank of America  
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Session Objectives 

After attending this session, you will be able to: 
• Navigate Works. 
• Locate application support and training.  
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Home Tab 
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Expenses 
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Expenses Tab  

Transactions Expense Reports Purchase 
Requests Batches 
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Accounts 
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Accounts 

Account Portfolio Account Requests Spend Control 
Profiles 
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Reports 
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Reports 

Completed Create Scheduled Template Library 
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Reports 
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Reports 

Completed Create Scheduled Template Library 
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Accounting 
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Accounting 

Default 
Allocations Segment Values Combinations Allocation 

Profiles & Rules 
Accounting 

Settings 
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Administration 

Organization 
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Basic Functionality 
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Basic Functionality 
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Basic Functionality 
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Basic Functionality 
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Help Resources 

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

 
 
Contacts: 

Technical Help Desk (THD):  
Call: 1 (888) 589 3473, Option 4 
Email: CommCardTHD@bankofamerica.com 
Client Education: 1.866.355.9388 

 

© 2014 Bank of America  
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Summary 
 

This concludes our training session for today.  
 
To summarize today’s session, you should now be 
able to:  
 
• Navigate Works. 
• Locate application support and training.  
 

© 2014 Bank of America  
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