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Travel Card Program
Creating a Password

To access the Works Workflow application, a Program Administrator must add you as a user and assign you a username. Once you have been added to the
system, a welcome email will automatically be sent to your email address that includes your username and information on how to set up your password.

Follow the instructions in the email.

( _; H 2 0 a9 = Welcome to the Works application! - Message (Plain Text) =WERFIC

Message )
> N L2 T < 3 34 Find
| ¥ I D x g Safe Lists ~ Y
- —= = ] Vs i o (2 Related -
Reply Reply Forward R, Call ~ Delete Move to Create Other Block unk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread L Select -
Respond Actions Junk E-mail &= Options = Find
You forwarded this message on 10/14/2013 1:47 PM.
Extra line breaks in this message were removed.
From: Works [worksnoreply @works.com] Sent: Fri 8/9/2013 7:22 AM
To: Brenda Myers
Cc
Subject: ‘Welcome to the Works application!
-
Please do not reply to the sender of this email. It is a system- generated email from the Works application used by your organization. —
Read the message below regarding the Works application. If the message requests that you take an action in the application, a link may be included below
the message to allow you easy access to the login screen.
A Notice From The Works Application
Brenda,
To set your password, begin by entering your username or email address at this URL:
https://demo.works.com/works/password?viewType=validateInitial&pwdCode=2148334850-1b7128959b2b63eS%4c3acbed6f567c41
Your username: admindpsdemo
Your email address: Brenda.myers@la.gov
If the above link does not work, copy and paste the link directly into your browser's location field. Before accessing the application, make sure your .
browser enables cookies, allows pop-up windows (for the "works.com” domain), and checks for newer versions of stored (cached) pages automatically. For |
more information on how to configure these settings, consult your browser's documentation.
Please also note that the link above allows you to access the application one time only. After your initial login, you must access the application by
entering the following URL in your browser's location
field:
https://demo.works.com/works
We recommend that you use your browser to create a bookmark for this address to quickly access the application in the future.
Log into Works 4 at: https://demo.works.com/works
Works is a registered trademark of Works.
-

Lrstart| | mm FSma | (1] Microsof... | &1] Docume... | ] 8oA_w... | ] Docume... | ] pcard-p... | 1] Lacarte... | i~ DPS Wo... | .1 Summar... [ 1 Welco. s Works ... || @ g g T8~ 1 4oPM ER




Click the first link in the email message.

Enter your username and click OK as shown in the email.

Create a password (must be eight characters, can be any combination of letters or numbers, and is case sensitive).

Click the arrow in the Question field and select the desired security validation question(s).

In the Answer field, answer the question(s) you specified in the previous step, then enter the same answer in the Confirm field.

Click Ok. The Home Page will display.
Note: If your username is not working, your Program Administrator can send you an automated email reminding you of your username. If you forget
your password, click the appropriate link in the Login page. “Forgot Your Password” displays and prompts you to enter your user name. After
entering username and clicking Submit, the system will send you an email with instructions on how to create a new password. If you do not know
your security validation answer(s), your Program Administrator can reset your password, which enables you to select new security validation
question(s) and answer(s).

IMPORTANT: After clicking the link included in the email and setting a password, DO NOT attempt to access the Works application by using that
link again. After initial use the link is rendered inactive.

Follow the steps below under USER LOGIN to now access the Works application.

Note: Logon Name and Password are case sensitive. You must enter your Logon Name with a capital P.



User Login

PRODUCTION SITE: https://payment2.works.com/works/

Once the user enters the WORKS system, the log-in screen will appear as shown below. User will log in using information provided in Works Welcome email.

Eile Edit ¥iew Favorites Tools Help

Bankof America ®
Merrill Lynch Works

About Works Login to Works

The Works application is a Web-based, user-friendly electronic card payment management service that Organization: LA Dept of Health and Hosp Travel [%]
automates, streamlines, and integrates existing payment authorization and reconciliation processes while
Login Name: | POB765432

providing management reperiing and spending controls. l
Password: T I

=  (Offers card program management, reconciliation and workflow approval in a single application

* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend
= Utilizes a built-in supplier network of millions of merchants worldwide

* Encourages cardholders o control spending and comply with company policy

* Increases your process and spending controls

= Automates expense approval and allocation

=  Simplifiez management reporting and audit activities

Forgot your password?

MNeed more help? Please contact your
Program Administrator for assistance.
If you would like more information abouwt Works and how to purchase it, please contact your Card products

Account Representative. If you do not have one, you can request fo be contacied through our website: Bank of

America Card Solufions.

Privacy & Security Recommended Seitings About SSL Cerdificates

& 2014 Bank of America Corporation. All rights reserved.


https://payment2.works.com/works/

Allocating Transactions

o Accountholders will only be able to view and allocate their transactions.

« Approvers will only be able to view and/or allocate the Accountholder’s transactions for which they have been set up to approve.
« Accountants will be able to view and allocate all Accountholders’ transactions after the transactions have been swept.

o Program Administrators will not be able allocate any transactions.

Allocating a Single Transaction

Below is a snapshot of the “Home” screen. This is the first screen the user will see once logged in. This will identify any pending transactions
which need to be allocated.

Select Pending as shown below. NOTE: If Pending Transactions do not display on the Home page, click Expenses >Transactions
>Accountholder or Approver. The Pending Transaction screen will display. Click the desired Document number.

Bankof America %% ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

B Action Items

Action Acting As Count Type Current Status
Sign Off Accountholder 34 Transaction Peiding _
1 item Show per page (1<) Page: [ 1 | of 1= 3]

= Accounts Dashboard Account Portfolio

In Scope Corporate

-
% of Credit Limit
Account Name Account ID Credit Limit Current Balance Available Credit

TARA POCORELLO 957 25,000.00 133.452.07 (108 452.07) 533%



Welcome, TARA POCORELLO - Log Out
Barkofhneris 7 Works'
: 0rKs
Merrill Lynch 4
An L] &
Home  Expenses  Accounts  Reports  Accounfing  Administration
Expenses » Transacions » Accountholder LA DPS UAT
Transactions - Accountholder
M Pending Sign O | Signed Off 1‘ Flagged l Al } ClearFilters ~ Columns ¥
o NowD  SOf  Diefoi  DiePwhed  pikontole Ak Ve L e et
| | | | | |
TXNOOO01049 th 6957 nong 091912013 091912013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xlvlx - 473468
TAN0ODO1050 6957 nong 091912013 091912013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC CO. xlvlx = 375716
TXNOOOO1054 8957 n0ng 0911912013 091912013 POCORELLO, TARA 115061 AUTOMOTIVE TIRE STORES CO. lvlx e 115061
TAN0ODO1052 6957 nong 091912013 091912013 POCORELLO, TARA 476009 STENOGRAPHIC SERVICES CO. X1Vl x = 476009
TXNOOO01083 6957 nong 091912013 091912013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART GO, kvl x - 25401
TXNO0O01054 8957 nong 0911912013 091912013 POCORELLO, TARA 42716 BUSINESS SERVICES NOT ELSE CO. vy - {116
TXNO0O01055 8957 nong 0911972013 091912013 POCORELLO, TARA 273938 BILLIARD AND POOL ESTABLIS CO. XVl x L 27938
TXNO0O01056 6957 nong 091972013 09192013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE  CO. Xl x g NEAR
TXNOOO01057 6957 nong 091912013 091912013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO. xlvlx - I
TXN0ODO1036 8957 nong 091912013 09192013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. XVl x = 3705
Showpefpage K4 Page:m o4p b

lairy Autouatei) [l Gksss Allugats 3 Attiely - S Off



Select Allocate/Edit from drop-down menu.

Welcome, TARA POCORELLO - Log Out

BankofAnerica % Works'

Merrill Lynch

AN?N
Home  Expenses = Accounts  Reports  Accounting  Administration
Expenses > Transacfions » Accountholder LADPS UAT
Transactions - Accountholder
‘:‘ Pending Sign Off | Signed Off l Flagged | Al ‘ Clear Filters ~ Columns ¥

Docment hecotd  SgnOf DePosed  Dae Puchesed Primary Accauntholer Purchase Anount Vendor ComplValuth Alocaton Amoun Alocated
| ! ! 1 | l
0957 nong 09/19/2013 09/1972013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xlvix o 473468
& View Ful Detis 6957 nong 09/19/2013 091972013 POCORELLO. TARA 375716 EXTERMINATING AND DISINFEC CO. xIvlx 2 375716
@ Aocale/ Edit -Sﬂ nong 09/1972013 09192013 POCORELLO. TARA 115061 AUTOMOTIVE TIRE STORES CO. [ALAR s 115061
/ S0 0f {b 0957 nong 091192013 09/192013 POCORELLO. TARA 478009 STENOGRAPHIC SERVICES CO. xvlx e 478009
@D t 0957 nong 09/19/2013 09/1972013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. xlvlx - 25407
ispute L
el s 0957 nong 09/19/2013 091972013 POCORELLO. TARA 42716 BUSINESS SERVICES NOT ELSE CO. xIvlx A {27116
v...| Retry Automatc
0957 nong 09/19/2013 09192013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO. xIvlx sl 273938
¢ Add to Expense Report

ki 0957 nong 09/19/2013 09192013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE.J CO. X1Vl x e 373342
TXN0O001057 0957 nong 09/19/2013 09/192013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO. xIvlx = mR
TXN00001058 0957 nong 09/192013 091972013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC CO. xIvlx 2 372051
0 Selcted | 34 fems Shwpelpage 4 Page: [T of4p ]

Al g E gz fenort | Attag)



The screen below appears.

Allocation Details -TXN00O01049 - METAL SERVICE CENTERS AND CO. 09/19/2013 | Source Amount : 4,734.68 USD 1
[ Allocation Purchaze Amount: 4,734 .68 Allpcation Total: 4 734.68 | 100% Variance: 0.00
Value
GLO0M: GLO5: Agency/Reperting
[ CompvallAuth ﬂ Description Fund/Agency/Organization GLOZ: Activity GLO3: Object GLO4: Sub-Obiject Category GLOG: FMIFY/BFY
e 090 & | 4‘403.26\ |MI:TAL SERVICE CENTERS AND OO.-Purdlase| | Ig \ | H | \ | |
0 Selected | 1item N t

[=| Reference & Tax

| \ Sales Tax Included 4403, 25| | 31 42| | 0, 01]| |T{]HD6
. [ Adjust Amount

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

@,

4

Enter codes in the following fields to identify how the segment will be allocated.
e GLO1: Fund/Agency/Organization
e GLO02: Activity
e GLO3: Object
e GLO4: Sub-Object (Unrestricted)
e GLO5: Agency/Reporting Category
Note: Click on the field box to select a code from the allocation pick list. All fields will have a pick list except GL04: Sub-Object.

11



Click Save and then Close.

Allocation Details -TXN00001049 - METAL SERVICE CENTERS AND CO.

09/19/2013 | Source Amount : 473468 USD B
[-] Allocation Purchase Amount: 4 734 65 Allocation Total: 473468 | 100% Variance: 0.00
vl x 4403 26| | METAL SERVICE CENTERS AND CO. - Purchase \ | 184182122 | FINANCIAL SERVI| \ | 34]0!] | OT OPERATING SERVICI\ | ]| \ 1181102 | ADM GEN PROJECT |
0 Selected | 1 em See More..

HETUVES

[ Reference & Tax
' Sales Tax Included 1A% | B4 | 000 (70808
| 7] Adjust Amount
Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

115

12



The screen below appears after you have saved and closed the transaction. The first transaction has been completely allocated. Three green
checkmarks are in the Comp/Val/Auth field. This same process must be completed on each transaction or you can allocate mass transactions.

BankoMmerica‘? 8
Merrill Lynch Works

Welcome, TARA POCORELLO - Log Out

AA?N

Home  Expenses  Accounts  Reports  Accounting  Administration
Expenses > Transaclions > Accountholder LA DPS UAT
It

B Saved updates to transaction.

Transactions - Accountholder

‘ » | Pending Sign Off | Signed Off ‘ Flagged ‘ All ‘ Clear Filters ~ Columng ¥
Document AccountID Sign Off DatePosted ~  Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated

| | | L 4
@] TXN00001049 6957 nong 09/19/2013 091912013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. yiviv h 4184182122--3000-01-4181102 - 473468
TXN00001050 6957 none 09/192013 09/192013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC CO. xlvix - 375716
] TXN00001051 6957 none 09/192013 091192013 POCORELLO, TARA 1,15061 AUTOMOTIVE TIRE STORES CO. xlvix - 115061
TXN00001052 6957 none 09/192013 09/192013 POCORELLO, TARA 478009 STENOGRAPHIC SERVICES CO. 2lvix - 478009
TXN00001053 6957 none 091192013 09/192013 POCORELLO, TARA 254407 COMMERCIAL PHOTOGRAPHY,ART CO. xlvix - 254407
TXN00001054 6957 none 09/19/2013 091192013 POCORELLO. TARA 427.16 BUSINESS SERVICES NOT ELSE CO. xivix — 42716
] TXN00001055 6957 none 09/192013 0911922013 POCORELLO, TARA 273938 BILLIARD AND POOL ESTABLIS CO. xlvix - 273938
il TXN00001056 6957 none 09/192013 09/192013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE J CO. xlvix - 373312
TXN00001057 6957 none 091192013 09/192013 POCORELLO, TARA 727.38 DIRECT MARKETING INSURANCE CO. xIvix - 72138
TXN00001058 6957 none 09/19/2013 091192013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. 2ivix - 372051
0 Selected | 34 items Show per page 1<) Page: [3 ofd > ]

Thiry Autuniaich Al i Epzisz Hepurt 1 Alised)

Training Guides  Training Videos Live Training Release Noles Privacy & Security Recommended Seffings  Global Reporfing and Account Management
Other Programs and Services Bank of America Visa MasterCard  PCI Standards Council

©2013 Bank of America Corporation. All rights reserved.

Your last log in was September 20, 2013, 9:20 AM CDT.

13



Allocating Mass Transactions

On the Home page, click Pending in the action field. Select the check box for desired Documents, then click Mass Allocate from action buttons.

Bankof America %7 Works'

Welcome, TARA POCORELLO - Log Out

Merrill Lynch
AN
Home  Expenses =~ Accounts  Reports  Accounting  Administration
Expenses » Transactions » Accountholder LADPS UAT
¥

i.j Signed oft 1 transaction, View Dotalla

Transactions - Accountholder

| | | |
‘ »» | Pending Sign O ‘ Slgned Ot | Flagged | Al ‘
e ! !

Dooument AccountID $ign O DatePosted oo Purchased

il \ |

W o0 <f— 57 e Wi 00
EZ] [f]  TXNo0OO1054 6057 none 091972013 09192013
O o0 = i1 e o0 09190
[] [ TXNoOOO10E) 057 nong 09182013 061672013
[][# TXN0OOO1064 6957 1008 091162013 0911972013
[l (8 TXNOOO10SS 057 ong 09102013 019013
[] [¥  TXNOOOD1086 6957 none 09/192013 091972013
[ [ TxNooooqost 4957 fone 09/19/201 090192013
[ TXNOOOO10G0 61 g 091192013 081192013
(] [ TXNooOD1060 6957 1one 09/16/2013 091972013
3 Selced 33 loms

Primary Accountholder

POCORELLO TARA
POCORELLD TARA
LOCORELLO, TARA
POCORELLO, TARA
POCORELLO, TARA
EOCORELLO, TARA

ORELLO_TARA
POCORELLO, TARA
EQCORELLO. TARA
EOCORELLO, TARA

Toog Oules Tnog Videos Lo Taing - RoleseNoles Prvicy & Scury - Recormendod Sofings~ Globa Reprkng and Accoun Manageme
Ot Progrms and Seves Gankof Amerca Visa MasieCard A Standards Counch

2013 Bank of America Corporation, Al rights reserved Your fast log in was Seplember 20, 2013, 9.20 AM COT

Purchass Amount Vendor

375716 EXTERMINATING AND DISINFEC CO.
115061 AUTOMOTIVE TIRE STORES CO.
470009 STENOGRAPHIC SERVICES CO.
254407 COMMERCIAL PHOTOGRAPHY ART CO.
02716 BUSINESS SERVICES NOT ELSE CO.
273938 BILLIARD AND POOL ESTABLIS CO
373312 CLEANING AND MAINTENANCE J CO
12130 DIRECT MARKETING INSURANCE CO
372051 EXTERMINATING AND DISINFEC CO.
405327 DVOMDEQ TAPE RENTAL STOR CO

Clear Filters  Columny ¥
Amount Allocated

375716
115061
476009
250007

2116
273938
mn

1%
372061
405327

(1) Page: [T otd s o

14



The screen below appears.
BankofAmerica % /ol o

Welcome, TARA POCORELLO - Log Out

Merrill Lynch
ARA?N
Home | Expenses = Accounts  Reports  Accounting  Administration
Expenses > Transactions > Accountholder LADPS UAT
B Signed off 1 transaction. View Details X

Transactions - Accountholder

>> | Pending Sign Off ‘ Signed Off 1 Flagged | All | Clear Filters = Columns ¥
Document Account D Sign Off DatePosted  Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated
\ | i | | |
TXN00001050 6957 none. 09/19/2013 09/19/2013 POCORELLO. T 375716 EXTERMINATING AND DISINFEC CO. x vl x = 375716
TXN00001051 6957 nong 09/19/2013 09/19/2013 POCORELLO, TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. X vix - 1,150.61
TXN00001052 6957 nong 091912013 091912013 POCORELLO, TARA 478009 STENOGRAPHIC SERVICES CO. % Il x = 4780.09
TXN00001053 6957 none (1LY Mass Allocate X xIvlx = 254407
O L 851 s Bt Apply segment codes to each allocation line on 3 fransaction(s). Aol i Ak
TXNO0001055 6957 none 0919/ xlvix — 2739.38
q GLO1: GLO5: Agency/Reporting Al A :
TXN00001056 6957 none 09/1973 FundiAgen . 6L02: Actity Lo Lok . xlvix 3733.12
TXN00001057 6957 none 09/1973 ‘7 ‘ T xlvilx — 72138
il TXNOOO01058 6957 none 091974 7| i VIV xIvix = 372051
¢ (M }
TXNO0001059 6957 none 09/19/3 xIvix - 405327
Empty Segment Field(s):  © Retain original codes(s)
3 Selected | 33 tems © Delete original codes(s) (4 Page: E] of4 P [
(T ([ (R [
Loc ]l coce

Training Guides Training Videos Live Training Release Notes Privacy & Security Recommended Seffings  Global Reporting and Account Management
Other Programs and Services Bank of Amenca Visa MasterCard PCI Standards Council

Enter codes in the following fields to identify how the segment will be allocated.
e GLO1: Fund/Agency/Organization

GLO02: Activity

GLO03: Object

GLO04: Sub-Object

GLO05: Agency/Reporting Category

15



Note: Click on the field box to select a code from the allocation pick list. All fields will have a pick list except GL04: Sub-Object.

After Accountholder finishes allocating in all the fields, the screen should look like this.

Welcome, TARA POCORELLO - Log Out

Bankof America %7 Works®

Merrill Lynch
AA?N
Home  Expenses = Accounts  Reports  Accounting  Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Signed off 1 transaction. View Details I
Transactions - Accountholder
>»> | Pending Sign Off ; Signed Off ‘ Flagged ‘ All ‘ Clear Filters = Columns ¥
{ | i a | !
[v] [ TXNooootos0 6957 none. 09/19/2013 09/1922013 POCORELLO. T 375716 EXTERMINATING AND DISINFEC CO. x vl x —_ 3757.16
TXN00001051 8957 nong 09/1912013 09/192013 POCORELLO, TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. X vl x - 1,15061
[H TXN00DO1052 6957 none 09/19/2013 091192013 POCORELLO, TARA 4780.09 STENOGRAPHIC SERVICES CO. L — 4780.09
iHl TN0OD01054 B57 e L Apply segment codes to each allocation line on 3 fransaction(s). ryx o Al
TXN00001055 8957 nong 0919/ xivlx o 273938
i 7 GLOt: GLOS: Agency/Reporting I 5 X
[ TXN00001056 6957 none 09/19/4 Loty ation 6L02: Acti 6L03: Object Lo " xlvlx 373312
FH  TXN0D001057 8957 nong 091973 7 . 7 - xIlvlix — 72738
84182122 | FINANCIAL 1 | | 3100 | OFFICE SUPPLIES | | 01 | 4181102 | ADM GEN PROJE| |
[ TXN00001058 6957 none 09191 " = S S e 2 [ = xIvix —_ 372051
« 11 )
TXN00001059 6957 none 091974 a : xIvlx — 405327
Empty Segment Field(s): @ Retain original codes(s)
3 Selected | 33 ftems © Delete original codes(s) (<1< Page: (1] of4> b
T (I I I =
et bl e Wi haivaniind ool ¥
Training Guides  Training Videos Live Training Release Notes Privacy & Securty Recommended Seftings  Global Reporfing and Account Management

Other Programs and Services Bank of America Visa MasterCard PCI Standards Council

©2013 Bank of America Corporation, All rights reserved. Your last log in was September 20, 2013, 9:20 AM CDT.

Click OK.
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The screen below appears that shows the transactions have been completely allocated. There are three green checkmarks in the
Comp/Val/Auth field.

Welcome, TARA POCORELLO - Log Oul

Bakothneia 2 oot

Merrill Lynch

AR?\
Home  Expenses  Accounts  Reports  Accounfing  Administration
Expenses = Transactions = Accountholder LA DPS UAT
B Allocation updated on 3 of 3 transactions. View Details E

Transactions - Accountholder

m Pending Sign Off ‘ Signed Off ‘ Flagged | All ‘ Clear Filters ~ Columns ¥
m‘mm Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated
I |
TXNOOOO1050 6957 fong 191972013 09192013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC CO. vy BB 2-300-01-4181102 EYEIA L
TXNODOD1051 8957 nong 09192013 09192013 POCORELLO. TARA 115061 AUTOMOTIVE TIRE STORES CO. AR HB4182122-3100-01-4151102 115061
TXNODOD1052 8957 nong 09192013 09192013 POCORELLO. TARA 478009 STENOGRAPHIC SERVICES CO. vy HB418212-3100-01-4151102 h 478009
TXNODOD1053 8957 nong 09192013 09192013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. xvlx - 25407
TXNODOD1054 8957 nong 09192013 09192013 POCORELLO, TARA 42716 BUSINESS SERVICES NOTELSE CO. xlvlx - 47716
TXNO00D1055 8957 nong 09192013 09192013 POCORELLO, TARA 273838 BILLIARD AND POOL ESTABLIS CO. xlvlx - 27938
TXNOOOO1056 6957 none 13192013 09192013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE,J CO. xldlx - 32
TXNOOOO1057 6957 fone 13192013 09192013 POCORELLO, TARA 12138 DIRECT MARKETING INSURANCE CO. xlvlx - ik
TXNOOOO1058 6957 fong 19192013 09192013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. xlvlx - 3
TXNOOOO1059 6957 fong 191972013 09192013 POCORELLO, TARA 415327 DVDMDEQ TAPE RENTAL STOR CO. lvlx - 4080
0 Selected | 33 fems Show per page 194 Page: [ 1] ofd s 3]

A i Egpztgs

17



Add an Allocation Line(s)

When using the Add Allocation Lines function the system adds a blank row of coding to the transaction selected. This allows for breaking the
transaction down into multiple lines of coding.

If Accountholder is using this function, you must edit the dollar amounts so that the allocated amount equals the purchase amount. Sign off will
not be allowed until the transaction balances.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down menu.
Edit, if applicable, then click Add.

18



Bankof America % ‘Works®

Welcome, TARA POCORELLO - Log Out

Merrill Lynch
AARATN
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions = Accountholder LA DPS UAT

B Signed off 3 of 3 transactions. View Details

Transactions - Accountholder

09i19/2013 | Source Amount : 2.544.07 USD

LT Allocation Details -TKNO0001053 - COMMERCIAL PHOTOGRAPHY,ART CO.

lers  Columns ¥

[=] Allocation Purchase Amount: 2,544.07 Allocation Total: 2,544.07 | 100% Variance: 0.00 ot
| Value :

e - GLM: . i _ GLOS: Agency/Reporting
TXN00D010| & i Comp|VallAuth ﬂ Description GLO2: Activity GLO3: Object GLO4: Sub-Object Category GLOG: FMIFY/BFY 254407
TXNOODO1O sl | 2335.98| | COMMERCIAL PHOTOGRAPHY,ART CO. - Purcha| | /| | I /| || o716
TXNODDO10| 0 Selected | 1 item 273938
TXNOOD10) 373312
mowoncoro (EEEED Zupliaiz ¥ 7.3

F TXN0OO1O 372051

[=] Reference
N e
TXNOO0O10) e
O [ | [Sales TaxInciuded = 2550 | 17808 | 000] [70808 |
TXNOODO10) ] Aiust Amount R
TXNOO0O10) 323274

Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY, ART AND GRAPHICS)
0 Selected | 30 flems ge: 1 | of 30> 3]

‘_ ziry At E

Training Guides  Traini
Other Programs and Seﬂ'

© 2013 Bank of America C:

S,

7

Select number of lines to add from drop-down menu. Select an option to allocate by from the Value drop-down menu, if needed.

Enter the amount or percentage of the total purchase to be allocated in the Value text box, if needed.
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Welcome, TARA POCORELLO - Log Ol

Bankof America %7 '
M.':ﬂum ‘Works

AR?N
flome  Expenses  Accounts  Reports  Accounting  Administation
Expenses > Transactions > Accountholder LA DPS UAT
| Saved updates to transaction, ]
I’ |

Transactions - Accountholdor

Purchase Amount: 2,544.07

116
273938
373302

nw
372051
405327

/A S 1 T o R O —_— T — W[

| [GlesTancued W[ amm [ e [ 00 [Toa0s
359322

S

1

[ Adjust Amount

(7] Transaction Detall - 7333 (COMMERCIAL PHOTOGRAPHY ARTAND GRAPHICS)
foo (1] o35 b

ot

2013 Bank of America G

ﬂ
A
=
s
=

The screen below will appear showing two allocation lines were added.
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Weicome, TARA POCORELLO - Log Ouf

Bankof America %7 Works'

Merrill

Lynch AR
Expenses > Transactions > Accountholder LA DPS UAT
B Saved updates to transaction, X

Transactions - Accountholder

09/19/2013 | Source Amount : 2.544.07USD E3

Purchase Amount: 2,544.07 Allocation Total: 2,544.07 | 100% Variance: 0.00

| (4181102

B & ! I I | I I 27393
Sl I 1 i I [ I[ ] 37R12
H 7738
372051
BB b 42
] 87843
P e Tesw Gwessmes Tl e sem |
oo | (Sals Tax Inciuded B T | 17808 [ 00| (70806 ] o
o [F] Adiust Amount rﬂ?“ﬁb 5

Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS)

=)
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Complete the allocation lines.

Welcome, TARA POCORELLO - Log Out

Bankof America %7 ‘ Works'

Merrill L

ynch AARA?N\
Home | Expenses | Accounts  Reports  Accounfng  Administration
Expenses > Transactions = Accountholder LADPS UAT
‘B Saved updates to transaction, X

Transactions - Accountholder

TR Allocation Details -TXNO0001053 - COMMERCIAL PHOTOGRAPHY,ART CO, 0911912013 | Source Amount ; 2544.07 USD 3 CERMIITITAA

Purchase Amount: 254407 Allocation Total: 2,909.07 | 114.35% Variance: -365.00

\ | Desrpton FundiAgency Or L0z Actiy GLO3: Objct 6L04 ub-Objct GLOG:FMFYBFY 25007

BB viviv | 2% COMMERCALPHOTOGRAPHYART CO.-Pucha [4184f62122 | |[3100 [of e I \ e
" (30000, deaning suppes | (4184162119 FACLITY SERVIC | | 3200 OPERATING SUPPLIES | 01 [ #181512] IAT-OFFICE OF RISK| \ 279
BB \ 6500/ | ofice suppies | (4164162122 FINANCAL SERV] | |[3100] OFFICE SUPPLIES | (18 4181702  ADW RIVERBOAT ST) 1m0
B | 0Seected |3 ems See More.. o
o E 372081
B 405327
oe mo
B L mes www GeeSes W W mew
‘lﬂ ] | [Sales Tax Included [ | 7% | 808 | 00| [ | 32274
7] Adjust Amount mm o

Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS)

and
©2013 Bank of America C4

@
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Click Save and Close.

However, if the total allocated does not balance to the purchase amount you will not be able to sign off on the transaction.

BankofAnerica % ok

Merrill Lynch

Weleono, TARA POCORELLO - Log Oul

AN?\

Home | Expenses  Accounts  Reports  Accounting  Administralion
Expenses » Transaclions » Accountholder LADPS UAT
¥

Q Saved updates to tranaaction,

Transactions - Accountholder

Purchase Amount: 2 544.07

Allocation Total: 2909.07 | 114.35%

=

0 Solocted | 30 floms

o]

et

©2013 Bank of America Cf

Anoun

1 o o_[2]
Pl yiviv | 2358 COMMERCIAL PHOT
300,00 | cloaning supplies
86,001 | ofice supples

|r| Yiviy ‘
B viviv |

0 Seloctod | 3 toms

ol

|| Salos Tax Inchudod

[F] Transaction Detall - 7333 (COMMERCIAL PHOTOGRAPHY ART AND GRAPHICS)

OGRAPIVART CO - Pucasl | diezie2 ||

| [d1Bd162110 ||
| | 4104102122 Il

1608 [

| (4163102
| (181612
| [ 4101702

(.00] {70606

42716
2703
3

1213
372051
408321

b76.43
35092
ErErAL]

e (] o35 b
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The screen print below shows the multiple lines of allocation have been completely applied.

Welcome, TARA POCORELLO- Log Oul

Bankofhneria % o

Merrill Lynch

1Y AN
Home | Expenses  Accounts  Reports  Accounting  Administration
Expenses = Transacfions > Accounfholder LA DPS UAT
B Saved updates to trnsacion, X

Transactions - Accountholder

\ﬂ Pending Sign OF ~ Signed Off ‘ Flagged = Al ‘ ClearFilters ~ Columns ¥
DOCI:[II.’.M AccountID Sign Off DatePosted  Date Purchased Primary Accountholder Purchase Amount Vendor Comp|ValAuth Allocation Amount Allocated
e |
TXNODOO053 8957 nong 091872013 091972013 POCORELLO, TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. ilvly muliple 290907
TXNOOOD1054 6957 nong 09192013 081972013 POCORELLO, TARA 42718 BUSINESS SERVICES NOTELSE CO. xlvlx - [} 42118
TXNOOOD1055 6957 nong 09192013 0801972013 POCORELLO, TARA 273938 BILLIARD AND POOL ESTABLIS CO. xlvlx = 273938
TXNODODA056 837 nong 09182013 091972013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE J CO. xlvlx - 3742
TXNO0OO057 £%57 nong 09182013 091972013 POCORELLO, TARA 72738 DIRECT MARKETING INSURANCE CO. xlvlx = LK)
TXNODOO1038 8957 nong 091872013 091972013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. xlvlx - 37051
TXNODOO1059 8957 nong 091872013 091972013 POCORELLO, TARA 415327 DVDVIDEQ TAPE RENTAL STOR CO. plylx = 405327
TXNOO0D1060 6957 nong 09192013 081972013 POCORELLO, TARA 87643 BUSINESS SERVICES NOTELSE CO. xlvlx - 7843
TXNOOOD1064 6957 nong 09192013 0801972013 POCORELLO, TARA 359322 DRUGS, DRUG PROPRIETARIES, CO. xlvlx = 3502
TXNODOMA062 837 nong 09182013 091972013 POCORELLO, TARA 323274 STENOGRAPHIC SERVICES CO. xlvlx - Lyt
0 Seeced | 3 fems Shon |10 [+] perpage 144 Page:[ 1] o3 ]

At Eggziez fanor




Duplicate an Allocation Line

When duplicating a line, the system copies the allocation code on one line to another line for the same transaction. If using this function, you
must edit the dollar amounts to match so that the allocated amount equals the purchase amount. Otherwise, sign off will not be allowed.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down menu.
Edit, if applicable.
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Welcome, TARA POCORELLO - Log Out

Bankof America %% Works®

Merrill Lynch
AAR?N
Home  Expenses = Accounts  Reports  Accounfing  Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Saved updates to transaction. X
Transactions - Accountholder
’ > ‘ Pending Sign Off ‘ Signed Off l Flagged ‘ All l Clear Filters ~ Columns ¥
Document AccountiD Sign Off Date Posted  Date Purchased Primary Accountholder Purchase Amount Vendor ComplVallAuth Alocation Amount Alocsted
| 1 \ l | \
none 09/19/2013 091912013 POCORELLO. TARA 42716 BUSINESS SERVICES NOT ELSE CO. yiviv 4184182120--3100-01-4181102 42716
none 09/19/2013 09/19/2013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO. xivix =4 273938
@ Allocate / fdit none 09/19/2013 09/19/2013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE J CO. xlvlx S 373312
/ Sign Off @ none 09/1912013 091912013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANCE CO. — 721.38
@ Dispute none 0911922013 091972013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC CO. xlvlix = 372051
¥ . nong 09/19/2013 09/19/2013 POCORELLO. TARA 405327 DVDIVIDEQ TAPE RENTAL STOR CO. xlvix = 405327
v.- | Retry Automatch
6957 none 0911972013 09/1972013 POCORELLO. TARA 87843 BUSINESS SERVICES NOT ELSE CO. xlvlx o= 878.43
¢ | Add i se Report
o Exents Reto 8957 none 09/19/2013 091912013 POCORELLO. TARA 359322 DRUGS, DRUG PROPRIETARIES, CO. xivlx - 3593.22
TXN00001062 8957 none 09/19/2013 091912013 POCORELLO. TARA 323274 STENOGRAPHIC SERVICES CO. xlvlx = 323274
TXN00001063 8957 none 09/19/2013 0911972013 POCORELLO. TARA 33.53 NEWS DEALERS AND NEWSSTAND CO. xlvix = 3353
0Selected | 29 tms Shon 10 [z] per page 141 Page: [T ] of3> )

siny Auinjis) Al b0 Egparsz Papdri

Training Guides  Training Videos Live Training Release Notes Privacy & Security Recommended Seftings ~ Global Reporfing and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

©2013 Bank of America Corporation. All rights reserved. Yourast log in was September 20, 2013, 9:20 AM CDT.
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Select the check box beside the allocation line you want to duplicate. Click Duplicate.

Welcome, TARA POCORELLO - [og Oul

Bankof America %7 Works'

Merrill Lynch
y AR?N
Home | Exponses  Accounts  Reports  Accounting  Administration
Expenses » Transactions > Accountholder LADPS UAT
IJ Saved updates to transaction, X

Transactions . Accountholder

Purchase Amount: 42716

i = |
CompValAuth \Amoum v] Description wwmmm GLOZ: Activity - GLO3: Object GLO4: Sub-Objoct : W GLOG: FIWFY/BFY 42116
g 30726 | BUSINESS SERVICES NOT ELSE CO. - Purchase | | 4104182120 Il | 3100 101 || 4f61102 Il y 273936 |
3
8
312051
405327
81840 |

m“—“ ol

30770 | 090, | 000] [7og06 ‘
amn

3353

Allocation Total: 427.16 | 100% Varlance: 0.00

| | Salos Tax Included
ﬂ Adjust Amount

[#| Transaction Detail - 7399 (BUSINESS SERVICES NOT ELSEWHERE CLASSIFIED) |
Joe [T o3 o)

o

©2013 Bank of America C{

(e ] o
4

Make modifications as needed to Description, GL Segments and/or Amounts, then click Save, then Close. Once again if the total allocated does

not equal the purchase amount you will not be able to sign off on the transaction.
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Remove an Allocation Line

When using the Remove function, the allocation that was previously applied will be completely removed. A new allocation will have to
be applied.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down
menu. Edit, if applicable.

Welcome, TARA POCORELLO - Log

BankofAmerica % Works®

Merrill Lynch

ARM?
Home  Expenses = Accounts  Reports  Accouning  Administration
Expenses > Transactions > Accountholder LADPS

|3 Saved updates to transaction,

Transactions - Accountholder

| > | Pending SnOK | SignedOff | Fagges | Al Clar Fitrs | Columns
Poinert Accounti Sign Off DatePosted  Date Purchased Primary Accounthoder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocate

‘ ) : |
A one 09192013 09192013 POCORELLO, TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. Civiv o milipe 2908
B B [2]venruleas none 09192013 09192013 POCORELLO, TARA 42716 BUSINESS SERVICES NOT ELSE CO xivix s o
0 none 09192013 09192013 POCORELLO, TARA 273938  BILLIARD AND POOL ESTABLIS CO. rvix — 27
£ Q’f} none 0192013 09192013 POCORELLO TARA 373312 CLEANING AND MAINTENANCE,J CO. xivix - 373
B B |® oy none 092013 0992013 POCORELLO. TARA 727138 DIRECT MARKETING INSURANCE CO. vl i m
B B o o e 1one 091192013 091192013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. xivix - 37
none 09192013 09192013 POCORELLO. TARA 405327 DVDIVIDE TAPE RENTAL STOR CO. rvix - 4082
Adt B frpat none 0992013 099013 POCORELLO, TARA 87843 BUSINESS SERVICES NOT ELSE CO. vl - &7
Fl ® TXNO0O1061 957 none 09192013 09192013 POCORELLO. TARA 356322 DRUGS, DRUG PROPRIETARIES, CO. xivix = 3502
Fl B TNooootoe2 957 none 09192013 091192013 POCORELLO, TARA 329274 STENOGRAPHIC SERVICES CO. xvix  — 32
0 Selected | 30 items Show per page (14 Page: m of 3>

[ 5 i |

em

Training Guides Training \Videos Live Training Release Noles Privacy & Security Recommended Seffings  Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council
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Select the check box beside the allocation line you want to remove. Click Remove.

\Welcome, TARA POCORELLO - Log Out

ankof America % Works’

lerrill Lynch

AA?\
Home ‘Expenses‘ Accounts  Reports  Accounting  Administration
Expenses = Transacfions = Accountholder LA DPS UAT
Q Saved updates fo transaction,

ransactions - Accountholder

Purchase Amount: 2,344.07 Allocation Total: 2909.07 | 114.35% Variance: -365.00
: 6Lot: GLO5: Agency/Reporting
Anout [v] Description Fund/AgencylOrganization GLO2: Activity GLO3: Object GLO4: Sub-Object Category GLOB: FMFY/BFY
236599 COMMERCIAL PHOTOGRAPHY,ART CO.- Furcha| | 4134152122 I 310 |[ o1 || 418102 Il | 9716
iy | 0000 cleaning supplies | 4134182119 || |30 |01 | (4181512 || | 2783
8500 ofice supplies | | Hanpin 310 |[03 | (418172 37312
mH
372051
405327
843
350322
Sl Ta s ol T | 00 (706 o
] Adjust Amount ﬂﬁm @35
| ) Transaction Detal - 7233 (COMMERCIAL PHOTOGRAPHY,ARTAND GRAPHICS)

-aining Guides  Trainil
ther Programs and Seﬂ

2013 Bank of America G

‘ 2 4
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Removing the allocation line will require user to change the amounts to ensure the Allocation Total equals the Purchase Amount.
Click Save and Close.

Welcome, TARA POCORELLO - Log Out

Bankof America %7 g
Merrill Lyneh Works

AR\
Home Expenses  Accounts Reports  Accounting Administration
Expenses > Transactions = Accountholder LA DPS UAT
B Saved updates to ransaction. X

Transactions - Accountholder

[=| Reference & Tax

Tx"m""'"ﬁ .

[E2]

M [PRTWETIYe  Allocation Details -TXNOD01053 - COMMERCIAL PHOTOGRAPHY,ART CO. 09/19/2013 | Source Amount: 254407 UsD 1 SrR TR 2
= Allocation Purchase Amount: 2,544.07 Allocation Total: 543.08 | 21.35% gﬂmg: Amount Allocated

_— o GLUM: GLOS: AgencylReporting
TXNOG0010 CompVallAuth Description Fund/AgencylOrganization GLOZ: Activity GLO3: Object GLO4: Sub-Object Category ‘GLOG: FMIFYIBFY 200807
TXNO0O010 vl | 30000, [ ceaning supples | [aa18110 I | 200 |[0t || 4181512 I | 2716
TXNOOOU10 v | 65,00 offce suppies | 41412122 | |[ 3100 |[ 13 |[ 4181702 I | 27303
TXNOOOO10| 0 Selecled | 2 items 373312
TXNO0O010 1138
Txnoonod| (SREEEEE gl 372054
TXNO00010 405327
g || Sales TaxIncluded [] | 36500 | 17808 | 0.00] 70806 o
TXNO0O010| [F] Adiust Amount 323274
Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS) ge: [ 1] o3 1]

Training Guides  Traini
Other Programs and Servi
2013 Bank of America Ci

@,
A

IMPORTANT: Once all transactions have been properly allocated, cardholder must “sign-off”’. This can be done individually or as a whole

as shown in the SIGNING OFF ON TRANSACTIONS section.
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Signing off on Transactions

o Accountholders will only be able to view and sign off on their transactions.
o Approvers will only be able to view and/or sign off the Accountholder’s transactions for which they have been set up to approve.

On the Home page, click Pending in the action field. Click the desired Document number(s), and click Sign Off.

NOTE: You may sign off on one or more documents at the same time as long as allocation has been completed correctly.

Welcome, TARA POCORELLO - Log Out

Bankof America %7 5
Merril Lynch Works

AAZY
Home | FExpenses = Accounts  Reports  Accounting  Administration
Expenses > Transactions > Accountholder LA DPS UAT
lj Saved updates to transaction, E

Transactions - Accountholder

>+ | Pending Sign Off | Signed Off | Flapged | All Clear Filters ~ Columns ¥
MAmm Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated

O

TXNOODO1048 6957 nong 091192013 19192013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. LArAR'S 4184182122-3000-01-4131102 473468
0 TXN00001050 6957 nong 091192013 09192013 POCORELLO. TARA 375716 EXTERMINATING AND DISINFEC CO. xlvlx - 375716
il TXN00001051 6957 nong 09/192013 19192013 POCORELLO. TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. x v — 1,15061
0 TXN00D01052 6957 nong 091192013 09192013 POCORELLO. TARA 475009 STENOGRAPHIC SERVICES CO xIvix — 4730.09
il TXN00001053 6957 nong 09/192013 19192013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. xlvlx — 254407
0 TXN00D01054 6957 nong 091192013 09192013 POCORELLO. TARA 42716 BUSINESS SERVICES NOT ELSE CO. xIvix — 42716
il TXN00001055 6957 nong 09/192013 19192013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO. xlvlx — 273938
0 TXN00001056 6957 nong 091192013 09192013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE J CO xIvix — 373342
il TXN00001057 6957 nong 09/192013 19192013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANCE CO. x v — 12138
0 TXN00001058 6957 nong 091192013 09192013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC CO. xIvix — 372051
1 Selected | 34 tems Show per page 1< Page: [ 1] ofd> 3]

Training Guides Training Videos Live Training Release Noles Privacy & Security Recommended Sefiings ~ Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCI Standards Council

2013 Bank of America Corporation. All rights reserved. ‘Your last log in was September 20, 2013, 9:20 AM CDT.
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Enter Comments if desired, then click OK. Confirmation message appears and the transaction is removed from the Pending Sign Offs View.
NOTE: The Comments field is optional in the system so it may be left blank or used at the agency’s discretion.

Welcome, TARA POCORELLO - Log Out

Bankof America %% Works’®

Merrill Lynch
AA7?N
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
" 4 Saved updates to transaction. x|

>> | Pending Sign Off | Signed Off | Flagged | All Clear Filters ~ Columns ¥

Docu‘ment Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated

]
@] [ TXN00001049 6957 none 0911912013 09/1972013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. viviv 4184182122--3000-01-4181102 473468
[} E  TXN00001050 6957 none 0911912013 09/18/2013 > ING AND DISINFEC CO. xIvix 2= 3757.16
[F] [  TXN0o0o051 6957 none 091192013 091192013 e %= TIRE STORES CO. xivix . 115061
[F] [ TXN00001052 6957 none 09/19/2013 09/19/2013 Sign off 1 fransaction(s) HIC SERVICES CO. xIvlx — 4780.09
[F] [ TXN00001053 6957 none 09/19/2013 09/19/2013 Comments: Enter comment if needed....this is an » | PHOTOGRAPHY ART CO. xIvlx — 254407
F| [ TXNooo01054 8957 none 09/192013 0911912013 optional field RVICES NOT ELSE CO x1vix = 42716
[F] E TXN00001055 6957 none 09/19/2013 09/1912013 POOL ESTABLIS CO. x vix = 273938
[F] E TXN00001056 6957 none 0911912013 09/19/2013 ID MAINTENANCE, J CO xivix = 3733.12
] E  TXN00001057 6957 none 0911912013 09/1912013 Z KETING INSURANCE CO xivlx . 727.38
[ B TXN00001058 6957 none 09/192013 0971972013 ING AND DISINFEC CO x1vix = 372051
1 Selected | 34 ftems <1< Page:[1] of4[> 5]
ety Aot o v | atoEpese or | tocn | snon |

m\mr

¢ 4

Training Guides Training Videos Live Training Release Noles Privacy & Security Recommended Seffings  Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

© 2013 Bank of America Corporation. All rights reserved. Your [ast log in was September 20, 2013, 9:20 AM CDT.

e As an Accountholder the deadline to sign off on all transactions is the 11" of the month following the charges. If the 11" falls on a weekend,
the deadline to sign off is the Friday before the 11". Accountholders should be allocating as charges are incurred.

e Asan Approver the deadline to sign off on all transactions is the 12" of the month following the charges. If the 12" falls on a weekend, the
deadline to sign off is the Friday before the 12™. Approvers should be approving as Accountholders have signed off on transactions.

e It is not necessary to wait until you receive your paper statement from Bank of America. You can access the transactions at any time during
the billing cycle.

e Reports should be printed the next day to make sure the system refreshes have included the changes made in the system. There is a lag time
between when information is entered into Works versus when the same data is available via Works Reporting.




Receipts

Note: You must scan and save your receipts on your computer/server prior to attaching the receipt image to the transaction.
Attaching an Uploaded Receipt Image to a Transaction

Removing an Uploaded Receipt Image from a Transaction

Uploading and Storing a Receipt Image

Viewing Stored Receipt Images

Editing Receipt Image Details

Removing one or more Uploaded, Stored Receipt Image

Attaching an Uploaded Receipt Image to a Transaction

Users can upload a new receipt image from their desktops (or stored receipt) and attach to a transaction from the Transaction Details screen.
Receipt image uploads must be performed one at a time. Each receipt image must be less than one MB to upload.

To upload a receipt image from your desktop into Works, or attach a stored receipt to an expense report, complete the following:
1. Click Expenses > Transactions > Accountholder. Transactions Pending Sign Off display.
Note: To select transactions in another queue, click the desired transactions tab.
2. Click Document of the transaction associated with the receipt image. The single-action menu displays.
3. Select View Full Details. The Transaction Details screen displays.
4. Click the Receipts tab. The receipt images attached to the transaction display.
5. Click Add. A drop-down menu displays.
6. Complete one of the following:

Attach a New Receipt to a Transaction a. Select New Receipt. The Add Receipt window displays.
b. Click Browse to locate the receipt image you wish to upload.
i.  Select the desired receipt image.
ii.  Click Open. The file name displays in File to Add.
C. Click the calendar to enter a Receipt Date.
Enter a Description in the box.
e. Click OK. A confirmation message displays.
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This completes the procedure.

Attach a Stored Receipt to a Transaction a. Click Stored Receipt.
b. Select a receipt from the list that displays.
c. Click OK. A confirmation message displays.

This completes the procedure.

Removing an Uploaded Receipt Image from a Transaction
Users can remove uploaded receipt images attached to a transaction.
To remove one or more receipt images attached to at transaction, complete the following:
1. Click Expenses > Transactions > Accountholder. Transactions Pending Sign Off display.
Note: To select transactions in another queue, click the desired transactions tab.
Click Document of the transaction associated with the receipt image. The single-action menu displays.
Select View Full Details. The Transaction Details screen displays.
Click the Receipts tab. The receipt images attached to the transaction display.
Select the check box for each receipt image to be removed.
Click Remove.
Click OK. A confirmation message displays.

N o gk wbn

Uploading and Storing a Receipt Image
Users may upload and store receipt images in their Receipts storage queue for processing later.
= Receipt images can be uploaded and faxed.
= Uploaded receipt images are stored initially in Works for 90 days for easy access and viewing.
= Upon upload, receipt images are also archived for seven years.
To upload and store a receipt image in Receipts, complete the following:
1. Click Expenses > Receipts. The Receipts screen displays.



File Edit View Favorites Tools Help * @HConvert ~ [EHSelect

Welcome, SHEILA SAVOY - Log Oul

Bankof America %% Works®

Merrill Lynch AATY
Home Expenses Accounts Reporis M ing A
Transactions LA DEPT OF HEALTH AND HOSP TRAVEL

Reimbursements

expense repors [ e

Mo alerts at this time.
FITHEERREED Acting As Count Type Current Status
Receipts ) N
Sweep 3 114 Transaction Pending My Announcements
Sign Off Batches rover 5 Transaction Pending
Scheduled Actions Don't forget to allocate your transactions on a regular basis. We suggest no less than weekly to make sure
you stay on top of this and avoid the "deadline rush” trying to get allocations compl.
File Edit View Favorites Tools Help X %Colwerl - IE—E Select
“Merrill Lynch T A M2 ‘. =

Home Expenses Accounts Reports Accounting Administration

Expenses = Receipts LA DEPT OF HEALTH AND HOSP TRAVEL

Receipts

Show unattached receipts only

-
Upload Date File Name

| |
No data available in table
0 Selected | 0 items [<1<d Page: [T | of 0[5 [>]

) —rr

Receipt Details

Receptone: [ |

Attached To:

Click on the file name to preview the image

3. Click Browse to locate the receipt image you wish to upload and store.
a. Select the desired receipt image.
b. Click Open. The file name displays in File to Add.

m




File Edit View Favorites Tools Help & Convert ~ [ESelect

Merrill Lynch
2 AR
Home Expenses Accounts Reports Accounting Administration
Expenses > Receipls LA DEPT OF HEALTH AND HOSP TRAVEL
Receipts
Show unattached receip ly [
Upload Date File Nam:
E3
MNo data available in table
0 Selected | 0 items <1 <1 Page: [_1 0 Warks supports files in the _pdf. .png. .jpg. .gif and jpeg format that are 1 MB or less
*File to Add: Browse.
| ~cd | Receipt Date: =]
Receipt Details Description:
* File Nam
Receipt Dat:
Descrip
Attached T
]

4. Click the calendar to enter a Receipt Date.
5. Enter a Description in the box.
6. Click OK. A confirmation message displays.

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 quick view, or may

view an image in a PDF version to utilize PDF formatting features.

To view a stored receipt image, complete the following:

1. Click Expenses > Receipts. The Receipts screen displays a list of unattached receipt images.
Note: To view all receipt images, clear the check from Show unattached receipts only.
b. Click the desired File Name. The receipt image displays.

Note: To view the receipt image in the PDF version, select the check box of the desired image, then click View PDF. The receipt
image displays.

Editing Receipt Image Details
To edit the File Name, Receipt Date, and Description of a stored receipt image, complete the following:
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Click Expenses > Receipts. The Receipts screen displays with a list of unattached receipt images.
Note: To view all receipt images, clear the check from Show unattached receipts only.

Select the check box next to the receipt image to be edited.

Edit the information in File Name, if desired.

Edit the information in Receipt Date, if desired.

Edit the information in Description, if desired.

Click Save. A confirmation message displays.

Removing one or more Uploaded, Stored Receipt Images

Removing a receipt image from the Receipts view removes the image from storage but does not remove it from any document to which it is
attached. Instructions to remove an attached receipt image from a document are located under the Transactions and Expense Reports topics.

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

1.

Click Expenses > Receipts. The Receipts screen displays with a list of unattached receipt images.
Note: To view all receipt images, clear the check from Show unattached receipts only.
Select the check box next to each receipt image to be removed.
Click Remove.
Note: Removing a receipt image from the Receipts view does not remove it from any document to which it is attached.
Click OK. A confirmation message displays.

Flagaing a Transaction

Accountholders cannot raise a flag on transactions, but can remove flags.
Approvers can raise a flag on transactions and remove flags.

Raising Flags
Click Home, then Pending.

38



Home Expenses Reports

B Action ltems

Action Acting As Count Type Current Status
Approver 3 Transaction Flagged {s—
Sign OFf Approver 17 Transaction Pendijn
2items Show [10 [+]| per page (<1< Page:[ 1 | of 1[> 3]

Click on the transaction to be flagged.

Transactions - Approver

»> | Pending Sign Off ‘ Signed Off ’ Flagged ‘ All |

A

Document AccountlD Sign Off Flagged DatePosted  Date Purchased Primary Accountholder Purchase Amount Vendor ComplVallAuth Allocation
| | | [ | |
TXN00001075 6957 AH (AC 09/1912013 09/1922013 POCORELLO. TARA 463255 MISCELLANEOUS HOME FURNISH CO. yiviv 4184182122--3000-02-4181102
TXN00001077 8957 AH (ACT) 09/192013 091972013 POCORELLO. TARA 2606.83 POSTAGE STAMPS CO. a4 4184152122-KARN-3180-11-4181102
TXN00001110 1344 AH 09/2212013 092212013 VINCENT. AMY 2385541 POSTAGE STAMPS CO. yiviv 4184152122-KARN-3100-00-418110
TXN00001111 7344 AH 09/2212013 092212013 VINCENT. AMY 1,995.78 BICYCLE SHOPS-SALES AND SE CO. A b A 4184182122--3100-00-4181102
TXN00001112 1344 AH 092212013 09/2212013 VINCENT, AMY 3,686.53 STENOGRAPHIC SERVICES CO. Ml 4184182122--3100-00-4181102
TXN00001116 1344 AH 0972212013 092212013 VINCENT. AMY 492.80 POSTAGE STAMPS CO. DAL 4184182119-inva-1234-4181200
TXN00001417 1344 AH 09/2212013 0972212013 VINCENT. AMY 1,197.74 HEARING AIDS--SALES SERVIC CO. yiviv 4184152122-1234-3100-01-4181102
TXN00001118 7344 AH 09/2212013 092212013 VINCENT. AMY 969.27 WINDOW CLEANING SERVICES CO. A b A B 4184182120-BADC-3100-02-418110
TXN00001119 1344 AH 09/2212013 09/2212013 VINCENT, AMY 4231.82 POSTAGE STAMPS CO. i & 8 U4 4184182122--3100-99-4189999
TXN00001120 qb _m AH 0972212013 09/2212013 VINCENT. AMY 1907.76 LAUNDRY SERVICES-FAMILY A CO. s A U4 4154152122-AAAA-3100-99-418151

—_—

39



Click Raise Flag.

Rk A 0922013 09222013 VINCENT AMY 190776 LAUNDRY SERVICES-FAMILY A CD. (ALAR) HE41B2-AARA-JI00-0-4181512

© e s

0 Selected | Show eI page
{ spor
BN 2w Ful D
? Raise Flagﬂm
Vi

Enter Comments when confirming raising the flag and click OK.

Transactions - Approver
>> Pending Sign Off { Signed Off ‘ Flagged ‘ All *

-

Document Account ID sign Off Flagged Date Posted  Date Purchased Primary Accountholder Purchase Amount v
‘ l | | | |
TXN00001075 6957 AH (ACT) 09/19/2013 09/19/2013 POCORELLO. TARA 463255 MISCELLANEOUS
TXNO0001077 6957 AH (ACT) 09/19/2013 09/19/2013 POCORELLO. TARA 260883 POSTAGE STAMP
TXNO0001110 7344 AH 09/22/2013 09/22/2013 VINCENT. AMY 285541 POSTAGE STAMP
TXN00001111 7344 AH 09/22/2013 09/2272013 VINCENT. AMY 1.995.78 BICYCLE SHOPS-
TRNo0001142 7344 an PO cowempesero ¢l
TXMgRo0t e 344 B Loeaants R Raise flag on 1 transaction(s). b S
TXN00001117 7344 AH 09/22/2013 093 o ents: - - - 7 NG AIDS-S

Correct the orgn ARRA is an invalid

TXN00001118 7344 AH 09/22/2013 09/2 orgn.| W CLEANI
TXN00001119 7344 AH 09/22/2013 09/2 GE STAMP
TXN00001120 7344 AH 09/22/2013 09/3 RY SERVIC

0 Selected | 17 items

bilus3 Alloeiis

Training Guides Training Videos Privacy & Security Recommended Settings
© 2013 Bank of America Corporation. Al rights reserved. Your last log in was October 28, 2013, 5:30 PM CDT. @ /
LB

Note: Comments are required when raising and removing flags. The flagged transaction now appears in the Accountholder or Approver
view, depending on who flagged the transaction.
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Removing Flags
Click Home, then Flagged.

Bankof America o
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

= Action ltems

Action Acting As Count Type Current Status
Resolve Accountholder 1 Transaction F ed (—
Sign Off Accountholder 8 Transaction Pendi

Click on desired Document.

Home  Expenses = Accounts  Reports  Accounting  Administration

Expenses = Transachions = Accountholder LADPS UAT

Transactions - Accountholder

»» | Pending Sign Off ‘ Signed Off ‘ Flagged ‘ All ‘ Clear Filters ~ Columns ¥
N Account Date Date Purchase Amount
Document 1D Sign Off Posted  Purchased  Primary Accountholder Amount Vendor Comp|Val|Auth Allocation Allocated
I |
TXNDO00A070 m*'}@ AH 09/19/2013 0971972013 POCORELLO. TARA 53683 BUSINESS SERVICES NO... v vl v 4184182118-FLD1-3000-M-4181... 53883
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Click Allocate/Edit to read the comment entered by the Approver. Make necessary changes/corrections to the transaction.

Transactions - Accountholder

_ 6957 AH APR (ACT) 09/19/2013 09/19/2013 POCORELLO. TARA 536.83
@ Alocate /Edi, < |as7 AH APR (ACT) 09/19/2013 09/19/2013 POCORELLO. TARA 417347

& | View Full Detirs

@ Dispute

P Remove Flag

The screen below appears.

09/19/2013 | Source Amount : 538.83 USD

[=] Allocation Purchase Amount: 535 63 Allocation Total: 538.683 | 100% Variance: 0.00

Vvl 50112| | BUSINESS SERVICES NOT ELSE CO.- Purchase | | 4184182118 | (3000 |0 | 4iafie

0 Selecled | 1item

[l Reference & Tax
| |SalesTaxInci.lded 501.12 | 37}'1| | U[m \?{1806
.AdpslAmuuﬂ

Transaction Detail - 7389 (BUSINESS SERVICES NOT ELSEWHERE CLASSIFIED)

[ Comments Add Comment

Wrong coding. Need revision.
SCOTT ERWIN | 10/03/2013 D
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Make the necessary changes requested by the Approver. Click Save.

Allocation Details -TXN00001070 - BUSINESS SERVICES NOT ELSE CO. 09/19/2013 | Source Amount : 538.83 USD E3
I [=] Allocation Purchase Amount: 535.583 Allocation Total: 538.83 | 100% Variance: 0.00
4 Value
g GLO1: GLO5: AGENCY/REPORTING
bl C Amount I Description FUND/AGENCY/ORGANIZATION GLOZ: ACTIVITY GLO3: OBJECT ‘GLO04: SUB-OBJECT CATEGORY GLOG: FMIFYIBFY
SVl 501.12] | BUSINESS SERVICES NOT ELSE CO. - Purchase | | 4184182118 I | ‘3000 |01 | [4181102

0 Selected | 1 item

Duplizaiz v

[=] Reference & Tax

[ | [sales Tax Included =] | 501.12) | T | 0.00] |70808 |
Adjust Amount

Transaction Detail - 7399 (BUSINESS SERVICES NOT ELSEWHERE CLASSIFIED)

[=] Comments Add Comment

! Wrong coding. Need revision.
SCOTT ERWIN | 10/03/2013

Correction has been made.
TARA POCORELLO | 10/113/2013

4 Incorrect coding;
SCOTT ERWIN | 10/22/2013

LT

7

Click on the desired flagged document again. Click Remove Flag.

Transactions - Accountholder

= ‘ Pending Sign Off ‘ Signed Off ‘ Flagged ‘ All ‘

T Account ID Sign OFf Date Posted  Date Purchased Primary Accountholder Purchase Amount
| | |
: 6957 AH APR (ACT) 09/19/2013 091912013 POCORELLO. TARA 538.83
(& Anocate / Edi 957 AH APR (ACT) 09/19/2013 0911912013 POCORELLO. TARA 4.173.47

= View Full Details

@ Dispute

? Remweﬂmm_
A
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Enter the required comments and click OK.

Home |Expenses| Accounts Reports Accounting Administration

Expenges = Transaclions = Accountholder LA DPS UAT

Transactions - Accountholder

Clear Filters Columns ¥
Confirm Remove Flag

Remove flag on 1 transaction{s).

Comments: Correction has been made.

4

e 3
1 Selected | 1 item |-ﬂ| << Page: [ 1 | of 1[> [3]

The screen below appears...Flag has been removed.

MO‘ ’ . Welcome, TARA POCORELLD - Log Oyt
Merrill Lynch Works i

Home  Expenses  Accounts  Roports  Accounting  Adeministration

Expenses » Transachioes » Accounthoider LA DPS UAY

Transaction . Accountholdot
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Disputing a Transaction

« Accountholders will only be able to dispute their own transactions.
Approvers will only be able to dispute the Accountholder’s transactions for which they have been set up to approve.

On the Home page, click Pending in the action field.

Horme: Expenses Accounts Reports. Accounting Administration
= Action Items

Action Acting As Count Type Current Status
Resohre Accountholder 1 Transaction

Flagged
Sign Off Accountholder & Transaction F'E:ﬁ%ing _

Click the desired Document number.

Home Expenses Accounts Reports Accounting Administration

Expenses > Transactions = Accountholder LA DPS UAT

Transactions - Accountholder

Clear Filters =~ Columng ¥

[
; > ‘ Pending Sign Off ‘ Signed Off ‘ Flagged l All 1

A Account Date Date Purchase , Amount
Document 1D Sign Off Posted  Purchased  Primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated
I - | | | |
. [# TXN00001075 Q]:') & 09/19/2013  09/19/2013 POCORELLO. TARA 463255 MISCELLANEOUS HOME... x vl x 4184182122--3000-02- 4632.55
[[] B TXNO0001076 6957 (ACT) 09/19/2013  09/19/2013 POCORELLO. TARA 417347 ACCOUNTING AUDITING... x vl x — 4173.47
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Select Dispute from drop-down menu.

Home Expenses Accounts Reports Accounting Administration

Expenses = Transactions > Accountholder LA DPS UAT

Transactions - Accountholder

‘ >> ‘ Pending Sign Off Signed Off | Flagged All Clear Filters  Columns ¥

o~ Account Date Date Purchase ’ Amount
Document D Sign Off Posted  Purchased  Primary Accountholder Amount Vendor Comp|Val|lAuth Allocation Allocated

* \ | l | 1

6957 none 09/19/2013  09/19/2013 POCORELLO. TARA 463255 MISCELLANEQUS HOME... xlvlx 4184182122--3000-02- 4632.5!

& Anocate / Edit 0} 09/19/2013 09/19/2013 POCORELLO TARA 4,173.47 ACCOUNTING AUDITING... x vl x g 41734

/ Sign Off 3 09/19/2013 09/19/2013 POCORELLO. TARA 2,608.83 POSTAGE STAMPS CO. xIvl x 2 2,608.8

: 1 1 POCORELLO. TARA 4,375, M 1AL PH v - 375.6!
: View Full Details 3 09/19/2013  09/19/2013 CO 0 ,375.65 COMMERCIAL PHOTOGR x x 43756
@ o 3 09/19/2013 09/19/2013 POCORELLO. TARA 391.11 BUSINESS SERVICES NO... xIvix —_ 391.1
ispute

v 3 09/1922013  09/19/2013 POCORELLO. TARA 170.41 POSTAGE STAMPS CO. x vl x L 170.4
v Retry A alch R _—

] " 2 09/19/2013  09/19/2013 POCORELLO. TARA 2,078.73 BICYCLE SHOPS-SALES A... xIvl x — 2078.7.
I

AR i Eqpence Regui 091972013 091972013 POCORELLO. TARA 412086 STENOGRAPHICSERVIC..  x Ivix  — 41208

The screen below appears. Dispute amount defaults to the total amount of the transaction. If not disputing the total transaction amount enter Dispute
amount.

Dispuste Transaction | S><

Your company should first make good faith efforts to settle a claim or dispute for purchases directly with the merchant. If
assistance from the bank is required. please complete this form and provide any required documentation within 60 days
from the billing close date.
I Sank of America - Commercisl Card Services Ops=rations
£S5 Eoxs2107
S5072-21
ENSSlT285 6753044 Fax: sssa7sacas

Transaction De&ls

Account Nickname:
Account iD:
Accountholder:

Phone:

Dispute Details

TARA POCORELLO

5957

POCORELLO. TARA
[F2325) 925-6077 |

Billing Close Date:
Purchase Date:
Reference Number:

Vendor inforrnmation:

10/01/2013
o9/1S/2013

MISCELLANEOUS HOME
FURNISH CO.
TRUNKTON 14 9. KS 68112

Posted Amount:
Dispute Amount:
Reason for Dispute:

Comments:

=

a4 63255
l4s6325s =0

[ Select

= 1 have examined the charge(s) made to my account and wish to dispute the transaction.

[ cancer |
=
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Select the Reason for Dispute from the drop-down menu.

Note: Depending on the Reason for Dispute, additional information may be required.

from the billing close date.

7O Box 53101
Phoenix, AZ 85072-2101

Transaction Details

I Bank of Amernca - Commercial Card Services Operations

Phone 200-8732-1044 Fax: S85-875-8046

Dispute Transaction | 3¢

Your company should first make good faith efforis to settle a claim or dispute for purchases directly with the merchant. If
assistance from the bank is required, please compliete this form and provide any required documentation within 60 days

Reason for Dispute:

Comments:

Account Nickname: TARA POCORELLO Billing Close Date: 10/01/2013
AccountliD: 8957 Purchase Date: 09/19/2013
Accountholder: POCORELLO, TARA Reference Number:
Phone: | (225) 925-6077 Vendor Information: MISCELLANEOUS HOME
o FURMISH CO.
TRUNKTON 14 9. KS 66112
Dispute Details
Posted Amount: 4 632.55
Dispute Amount: {?,'632.55 |

Unauthorized transaciion

Merchandise or services not received

Defective or wrong merchandise

Recurring charges after cancellation

Recurring charges already paid by other means
Credit appears as charge

I have examined the charge( Credit from merchant not received

Hotiel reservation cancelied
Double or multiple charges
Do not recall the transaction

Other, above descriptions do not apply

Charge amount does not agree with order authorizing this charge
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Enter Comments, if desired.

Dispute Transaction =

Your company should first make good faith efforis to settle a claim or dispute for purchases directly with the merchant. If
assistance from the bank is required, please complete this formm and provide any required documentation within 60 days
from the billing close date.

Bank of America - Commercial Card Services Opearstions
7O Box 53101

Fhoenix, AZ 85072-210

Fhone: 200-873-1044 Fax: 8855758048

Transaction Details

Account Nickname: TARA POCORELLO Billing Close Date: 10/01/2013
Account ID: 6957 Purchase Date: 09/19/2013
Accountholder: POCORELLO, TARA Reference Number:
Phone: | (225) 9256077 | Vendor Information: MISCELLANEOUS HOME

FURNISH CO.
TRUNKTON 14 9. KS 66112

Dispute Details

Posted Amount: 4 632.55
Dispute Amount: | 4 63255 |

Reason for Dispute: | Charge amount does not agree with the order authorizing this charge_lzl

Amount entered on the sales slip increased.

Actual Amount: | 463055 |

i

| Billed Amount: | 463255 |

+ | am forwarding a copy of the unaltered sales slip to the address listed above.

rovrrey

Comments: =nter a comment if necessary _ -

i I have examined the charge(s) made to my account and wish to dispute the transaction.

[ ox [I[ Cancer |




Select the I have examined the charge(s) made to my account and wish to dispute the transaction check box, then

!

1 T

click OK. Note: If the check box is not selected, OK is not activated.

=

The following confirmation message will display.

Expenses > Transactions > Accountholder LA DPS UAT

‘[} o Disputed 1 tansaction X

(e

Transactions - Accountholdor

» | Pending SignOff | Signed Off | Flagged = All Clear Fliters  Columns ¥

A Account Date Date _ Purchase _ Amount

Document 0 SignOM  Posted  Purchased  Primary Accountholder Amount Vendor Comp|ValiAuth Allocation Allocated

u

[l TXNOD001075 6957  none OM192013 09192013 POCORELLO, TARA 463255 MISCELLANEOUS HOME LvE d104162122-3000-02- 46325

@ TXN0ooO1076 B (ACT) 00192013 09192013  POCORELLO TARA 417347 ACCOUNTING AUDITING. A - 41734

] @ TXNooo0tor? f957  none 09192013 08/192013  FOCORELLO, TARA 260883 POSTAGE STAMPS CO pivliy - 26088

The Dispute Submitted column for the selected transaction displays an X.



Note: If the dispute was performed on a screen other than Pending Sign Off, that screen will display.

Home  Expenses  Accounts  Reports  Accounting  Administration

Expenses > Transactions > Accounthokder

Transactions - Accountholder

LA DPS UAT

463255 MISCELLANEOUS HOME... X vix o 4184152122--3000-02-
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Reports

Types of Reports

¢ Billing Cycle Purchase Log — This report serves as a Billing Statement and Travel Card Log all in one. It can be run anytime by any user.
The only changes that can be made by the user are selection of billing cycle dates. Approver must verify the billing cycle dates are
correct to make sure all transactions within the billing cycle are accounted for in the report. This report is in PDF format which is
sufficient for audit purposes. This report is required to be complete and should have receipts attached for each billing cycle.

¢ Billing Cycle Incomplete Transactions - Approvers should run this report at least weekly to monitor the status of Accountholders’
pending transactions. It will show all transactions in which an allocation and/or sign off have not yet been performed. This report should
be used as a management tool.

Running Reports

o Accountholders’ reports will only include their own transactions.
o Approvers’ reports will include all the Accountholders’ transactions for which they have been set up to approve.
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Billing Cycle Purchase Log

On the Home page, click Reports, then select Template Library from the drop-down menu.

BankofA ica = =
Merrill L;:::Ilca Works

Home Expenses MAccounts Reports Accounting Administration

Completed
Create

= Action Items Scheduled
) Tempiate Libragy _ PE— ., Current Status

Sign OfF Accountholder 10  Transaction Pending
1 iiterm Show per page <] <] Page: [ 1 | of 1 = (=0
B Accounts Dashboard Account Portfolio
In Scope Corporate
%% of Credit Limit
Account Name Account ID Credit Limit Current Balance Awailable Credit Used
TARA POCORELLO 6aST 25,000.00 133,452 07 {108,452 07) s33%
DAY WINCEMNT 7344 25,000.00 120,333 29 (95,333.29) as1%
MATASHA DEMOULIN 2476 25,000.00 44,229 19 (19,229.19) 176%
RICHARD ABBOTT 9506 25,000.00 15,220 87 977913 50%
BRITTARNI ADAMS ABTS 25,000.00 0.00 25,000.00 0%
PAULA ADAMS S040 25,000.00 0.00 25,000.00 0%
& items Showr per page 0<l <] Page: [ 1 | of 1> [0

In the Template Name column, select the Billing Cycle Purchase Log drop-down arrow.

[=] Shared
Template Name Category Template Owner
L | [=]
1099 Company Supplier Spend transactionCategory Bank Defined A statement for reviewing 1099 company supplier transacti
Airline Spend Detail transactionCategory Bank Defined Review details of all airline-related expenses.
Hiiling Cycie Birchase Tog 'y _ transactionCategory POCORELLO, TARA Final to be added to UAT site
Cancelled Cards Ib cardCategory Bank Defined Review details of cancelled cards.
Card Adjustment History auditCategory Bank Defined Review an audit history of spend for a specific card.
Card Past Due cardCategory Bank Defined Review details of the past due balances on cards.
Forced Capture transactionCategory Bank Defined Review card fransactions with suspicious authorization codes that need to be validated.
General Purchase Spend Detail transactionCategory Bank Defined Review details of all general purchase expenses.
Hotel Spend Detail transactionCategory Bank Defined Review details of all hotel-related expenses.
Non-Preferred Company Supplier Spend transactionCategory Bank Defined A statement for reviewing your spend with non-preferred company suppliers.
16 items Show (10 [w]| per page
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Click Modify/Run.

[=] Shared
Template Name Category Template Owner

I il [=]

1099 Company Supplier Spend transactionCategory Bank Defined A t for iewing 1099 pany supp tr

Airline Spend Detail transactionCategory Bank Defined Review details of all airline-related expenses.

E: H transactionCategory POCORELLO, TARA Final to be added to UAT site

@ Modify / Run * cardCategory Bank Defined Review details of cancelled cards.

. @ auditCategory Bank Defined Review an audit history of spend for a specific card.

@ St cardCategory Bank Defined Review details of the past due balances on cards.

Forced Capture transactionCategory Bank Defined Review card fr. i with ici sthorization codes that need to be validated.
General Purchase Spend Detail transactionCategory Bank Defined Review details of all general purchase expenses.

Hotel Spend Detail transactionCategory Bank Defined Review details of all hotel-related expenses.

Non-Preferred Company Supplier Spend transactionCategory Bank Defined A statement for reviewing your spend with non-prefi d pany supp

Scroll down and verify Post Dates are for the correct billing cycle. Change if needed.

File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Out

Bankof America 52~ works®

Merrill Lynch Al T
Home Expenses Reports Accounting
Reports = Modify/Run LA Dept of Health and Hosp Travel
Create Report Report data is current as of June 19, 20414 11:31 AM CDT.

= Category: |Spend [=]

*T Billing [=]
Report Options M Hacic Epidunncel Reset to defaults | Use last run setting
=] Columns
Available Selected Column Sort
Allocation - Card Last 4 Digiis A—Z Card Last 4 Digits

GL is Authorized =l MCC A—7 Post Date

GL is Complete Txn Number A—Z Txn Number

GL is Valid Post Date

GL ACTIVITY Purchase Date

GL: ACTIVITY Desc Amount

GL. AGENCY/REPORTING CATEGORY Credit

GL: AGENCY/REPORTING CATEGORY C Debit

GL: FMFYBFY Payment Amount

GL- FMFYBFY Desc

GL. FUNDIAGENCY/ORGANIZATION

GL: FUNDVAGENCY/ORGANIZATION Des
GL: OBJECT

GL: OBJECT Desc

GL- SUB-OBJECT

GL. SUB-OBJECT Desc

Item Description

Item Exp Cat Comment

Item GL Coembination

o e B ca e

[=] Filters

Add filter: | [=]

Tinsal:lion Type: 3% [#] Cash advance Misc Credit Mise Debit P R Pay

Post Date: $& 06/19/2014 =




Then scroll down and Click Submit Report.

=l Cutput Format

Formats:

Summany Growping:

=] Sawe Template

Template Mame:
Description:

Sharing:

=] Scheduling and Expiraticn

Job Mame:

Run for User{s) :

Schedule

Report Expiration after :

] Excel
PDF

Output es: Full Details
[ Summarny Only
Paper: US Leiter =1 [] Add Summary Data in Header
Orientation: Portra Landscape Add Signature Line to: [ Header [[] Footer

[ Delimited Tesxt

Card Last 4 Digits [=] .

Insert Page Break: Mo Page Break =1

Omnily enabled for PDF and "Summany Only” options abowve. Groupings are based on "Column S
ort” abowve and their order, ending with the value selected to the left.

[] Save Template to Template Librany

Eal

ng Cycle Purchase Log
Mone selected O

Run Mow

Rumn Later

5 Recurring

rd dayi(sh

Both

Submit Report
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The screen below appears which shows the report is completed.

File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Out

Bankof America 2% wWorks®
A M TN

Merrill Lynch

Home Expenses Reports Accounting

Reports = Completed LA Dept of Health and Hosp Travel

=

| B Created 1 report. Report can be downloaded from the table below.

Completed Reports Actions ¥

€ | ClearFiltlers | Columns ¥

Queued At Report Name Status New QOutput Type(s)
06/19/2014 11:44 AM CDT Billing Statement Ready L~ PDE
Show per page <] <] Page: of 1 (= (=]

1 Selected | 1 item

Training Guides Training Videos Live Training Privacy & Security Recommended Setfings
© 2014 Bank of ica Ci i All rights Your last log in was June 139, 2014, 11:32 AM CDT_

Click on PDF to open the report.
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File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Out

Bankof America %3 ®
Merrill Lynch Works T

Home Expenses Reports Accounting

Reports = Completed LA Dept of Health and Hosp Travel

=

| |3 Created 1 report. Report can be downloaded from the table below.

Actions ¥

Completed Reports
€ | ClearFilters = Columns ¥

-
Queued At Report Name Status New Output Type(s)
06/19/2014 11:44 AM CDT Billing Statement Ready & PDFE

Note: Some computers may open the report automatically. On other computers, you will have to click Open or Save (see below).

File Edit View Favorites Tools Help

welcome, SHEILA SAVOY - Log Out

Bankof A ica 2 ®
et le:;'“ works P

Home Expenses. Reports Accounting

Reports > Completed LA Dept of Health and Hosp Travel

= |

| [ 9 Cremted 1 report. Report can be downioaded from the table below.

Completed Reports. Actions ¥
€) | Clear Filters = Columns w
Queusd At Report Name Status New Output Type(s)

06/19/2014 11:44 AM COT Billing Statement Ready L PDE

1 Selected | 1 item Show per pags <] <] Page: of 1 = =0
Training Guides Training Videos Live Training Privacy & Security
© 2014 Bank of < . Al rights Your last log in was June 19, 2014, 11:32 AM CDT.

Open Save - Cancel
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Report appears in PDF format.
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Once you have run this report it will appear in Completed Reports. You can now rerun/modify the report by clicking on the Report Name.

fle  Edit  View Favorites Tools Help

Velcome, SHEILA SAVOY - Log Out

3ankof America % ®
Verrill Lynch Works LA

Home Expenses Reports Accounting

Reports > Completed Completed h L& Dept of Health and Hosp Travel
Create

Compiiod iopors _[PSHNY

TE AT Ly f:) Clear Filters Columns *
-
Queved At Report Name Status New Qutput Type(s)
06/19/2014 11-44 AM CDT Billing Statement Ready DF

L)

The dropdown appears. Click Modify/Run.

File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Qut

Bankof America %% Works®
ARl

Merrill Lynch

Home Expenses Reports Accounting

Reporis = Completed LA Dept of Health and Hosp Travel

Completed Reports Actions ¥
Clear Filters Columns ¥

o

Qneuved At Report Name Status MNew Qutput Type(s)

06/19/2014 11:44 AM CDT

e
=
T

Ready

Modify f Run
. Add Output Type
E Change Expiration

Delete

Repeat the steps in the Billing Cycle Purchase Log section of this document.
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Billing Cycle Incomplete Transaction Report

Approvers should run this report at least weekly to monitor the status of Accountholders’ pending transactions. It will show all
transactions in which an allocation and/or sign off have not yet been performed. This report should be used as a management tool.

On the Home page, click Reports, then Completed Reports.

File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Oui

Bankof America %% ®
Merrill Lynch Works

AR TN
Home Expenses Reports Accounting
CrrEEE LA Dept of Health and Hosp Travel
Create
At Template Library ae o E— et - Mo announcements at this time.

Click on PDF in the Output column for the Billing Cycle Incomplete Transactions.

File Edit View Favorites Tools Help

Welcome, SHEILA SAVOY - Log Out

Bankof America %7 Works®

Merrill Lynch AR
Home Expenses Reports Accounting
Reporis = Completed LA Dept of Health and Hosp Travel

Completed Reports

Actions ¥

() | ClearFilters Columns v
-
Queued At Report Name Status New Output Type(s)

[
|:| 06/19/2014 12:05 PM CDT Billing Cycle Incomplete Transactions Ready _
O

06/19/2014 11:44 AM CDT Billing Statement Ready

T T
]



Report appears in PDF format.

11 Billing Cycle Incomplete Transactions.pdf - Adobe Acrobat ProT R e R I e o« e S|
x

File Edit View Window Help
@Createv ‘ @ B & @ B4 ‘ O M 7 Customize ~ ’ @
NNY | @ ®[Ex]-]] 5

Tools Sign Comment

Company Name LA Dept of Health and Hosp Travel
Mgr Signoff Date Exists No
Post Date Between 2013-08-05 00:00:00 and 2013-08-30 00:00:00
Billing Cycle Incomplete Report Owner SAVOY, SHEILA
Transactions Report Time 2014-06-19 12:05:19
Sweep Date Exists Yes
Transaction Type One of: Misc Credit or Misc Debit or Purchase

Card Last 4 Digits

Purchase Date Post Date Vendor Name Item Total CH Signoff Date

Mgr Signoff Date  tem GL Combination Mgr Signoff Full Name Sweep Date Swept By User Full Name
count: 0 0.00
report count: 0 0.00

SAVOY, SHEILA 1 of 1 2014-06-19 12:05:19




Deadlines

e The billing cycle for travel transactions remains the same: The 9™ of the month through the 8" of the following month.
e Accountholders have throughout the billing cycle and 3 additional days (11" of the following month) to complete Allocations and

Sign off.

« Approvers have throughout the billing cycle and 4 additional days (12" of the following month) to complete Allocations and
Sign off.

e P4 will be created on the 18" and will hit VVouchers Payable on the 19th (These dates will vary depending on what day the 18"
falls).

e The payment date remains on the 28™ of the month.
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Updating Personal Settings: Password

From the Home Screen click last 4 digits of card number, click View Full Details.

Bankof America ? ®
Merrill Lynch Works

Home Expenses Reports

Welcome, BRENDA MYERS - Log Qul

ANTN

= Action Homs

Action Acting As Count Type Current Status
Sign Off Accountholder 7 Transaction ndi
1 Item Show (10 = per page (<] <] Page: [17] of 1 [ [
' In Scope :
-
Account ’ % of Credit
Account Name [13) Credit Limit Current Balance  Avallable Credit  Limit Used

BRENDA MYERS —000 00 538102 9461898 5%

EJ View Full Dotalls 2 e
1 itam — (i<1<1 Page: [ 1] of 1> ([
|l | View Auth Log

Training Guides  Training Videos Prvacy & Secudly  Begommended Settings
® 2013 Bank of America Corp Al rights reserved. Your last log In was October 14, 2013, 3:31 PM CDT

My Announcements

No announcements at this time

LA DPS Public Safety - GL Workflow
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Cardholder Details appear. Click Change Password at bottom right. Once changes are made click Save.

Note: To update Email Address or change Login Name make changes in the fields shown on screen below, then click Save.

Weilcome, BRENDA MYERS - Log Out
Bankof America ® SRR
Merrill Lynch Works

PN . g
Home Expenses Reports
ion = O izati = Users > User Details LA DPS Public Safety - GL Workflow
MYERS, BRENDA
‘ User Group Permissi | A
*Group: OMF UNDERSECRETARY Last login: October 14, 2013, 3:31 PM CDT
User Info Roles
* First Name: BRENDA 1 I~ Program Administrator
Middle Name: I Accountant
*Last Name: MYERS i ™ Auditor
*Email Address: | brenda myers@ia.gov
*Login Name: | CHBMYERS i & Allocation Coder
A/P Payee ID: | [& Restrict Allocation Assistant to valid and authorized codes

I~ Permit i i via i i only

I Purchase Requester

[~ Purchaser

View Requests
[~ Assigned to any Purchaser

[T Not assigned to any Purchaser

Email Notifications

Reports ready for download: |Daily

Pending tasks: |Never

ol [0

Configuration changes: |Never

[“Crange Passwora [l save |

Training Guides Training Videos Privacy & i Rec Settings
® 2013 Bank of ica C i Al rights z Your last log in was October 14, 2013, 3:31 PM CDT.
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View Authorization Loqg

The Authorization Log allows you to see transactions that have been approved by the bank but have not yet posted to Works; if a
transaction was declined, the reason why is shown.

1. On the Home Page, the second section - Accounts Dashboard, click on the last 4 digits of your account ID.

NOTE: The Accounts Dashboard also lists your credit limit, balance, and available credit. This is useful information easily
referenced on the Works Home Page.

= Accounts Dashboard

| In Scope |
-
Account % of Credit
Account Name 1] Credit Limit Current Balance  Available Credit Limit Used
KRISTY EHARIS 3163 30,000.00 17,405.15 12,594 .81 36%
1 item Show [ 10 [ | per page [<] <] Page: of 1 [> =]
2. Click on the Actions link in the upper right corner. ‘

KRISTY EHARIS (3163} Actions v

Account Summary

Account Nickmname: KRISTY EHARIS Available Credit: 12 594 81
Account ID: 3183 Current Balance: 17 40515
Primary Accountholder: Eharis, Kristy

Spend Control Profile | Account | Accountholders
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3. Click View Auth Log.

KRISTY EHARIS (3163) Actions v
Account Summary | % View Auth Log *
Account Nickname: KRISTY EHARIS Available Credit: 12 5%4.21
Account ID: 3163 Current Balance: 17 4051%

Primary Accountholder: Eharis, Kristy

4. The next screen will be your Authorization Log.
N

Authorization Log - KRISTY EHARIS {3163)

Current Balance: 17 405.19 ATM Cash Limit: 0.00 Available Funds: & 923.00
1
1 AuthiDecline Amount Avail
Date Merchant Name MCC Amount Result Code Decline Reason Before Auth
08M9M3 15:12:13 EDT GILMAN GEAR 2046 E3671.39 Authorized 063922
081513 11:51:01 EDT BERTREW PRODUCTS 5085 24 850.00 Authorized 030297
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Online Video Training

From the Home Page, select “Training Video” at the bottom of the screen.

g Welcome, SHEILA SAVOY - Log Out
Bankof America "% Works®
Merrill Lynch AR
Home Expenses Reports Accounting
LA Dept of Health and Hosp Travel
My Announcements
P rd changed fully [
Mo announcements at this fime
= Action ltems
Action Acting As Count Type Current Status
Sweep Accountant 85 Transaction Pending
1 item Show per page <] <] Page: |I| of 1> [
= Accounts Dashboard
In Scope
-
% of Credit
Account Name Account ID Credit Limit Current Balance Available Credit Limit Used
Mo data available in table
0 items Show [ 10 per page <) <) Page: [ 1 | of 0[> [>]

3

Training Guides Training Videos Live Training Privacy & Security Recommended Settings

2 2014 Bank of America Corporation. All rights reserved “four last log in was June 20, 2014, 1:25 PM CDT

Training for Cardholders - Select Reconciling Transactions - demonstrates how to review and reconcile a transaction.

(direct link) http://training.works.com/support/resources/videos/Reconciling_Transactions.htm

Reconciling Transactions with General Ledger — demonstrates how to reconcile and review transactions with general ledger assignments. (this one also
talks about flagged transactions)

(directlink) http://training.works.com/support/resources/videos/Reconciling_a_Transaction_with_General Ledger.htm



http://training.works.com/support/resources/videos/Reconciling_Transactions.htm
http://training.works.com/support/resources/videos/Reconciling_a_Transaction_with_General_Ledger.htm

THE END



