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The Login Screen
New Account Holders will receive a Welcome VALPARAISO

UNIVERSITY
email with their user name and password
instructions.
https://payment2.works.com/works/

BankofAmerica 2 s
Merrill Lynch Works

About Works Login to Works

The Works application is a Web-based, user-friendly electronic card payment management service that automates, Organization: Valparaiso Demo1 |
streamilines, and integrates existing payment authaorization and reconciliation processes while providing ~

management reporting and spending controls. Login Name:

=  Offers card program management, reconcilistion and workfiow approval in a single application Password:

- Provides simple, effective and timely controls to help manage your reconciliation policy and company spend - =

= Ltiizes a buit-in supplier network of millions of merchants worldwide '|

- Encourages cardholders to control spending and comply with company policy

* Increases your process and spending controls Forgot vour password?

- Automates expense approval and allocation

- Simplifies management reporting and audit activities Heed more help? Please contact your

Program Administrator for assistance.
If you would like more information sbout Works and how to purchase it, please cortact your Card products Account

Representative. Iif you do not have one, you can request to be contacted through our website: Bank of America
Card Soltions.

Privacy & Securilty Recommendsd Seftings About SSL Certificates
® 2017 Bank of America Corporation. All rights reserved.



Home Screen

Y

VALPARAISO

Approve Pending Transactions UNIVERSITY

From the Home Screen click on “Pending” to Sign Off
on transactions.

Bankof America ®
Merrill Lynch Works .
Home Expenses Reports / \

= Action ltems

1 Report
1 Transaction s

Download
Resolve

Accountholder

Sign Oft Accountholder 11 Transaction
Jitems Show (10 ¥ | per page 1<9<1 Page: of 1 B -
= Accounts Dashboard
In Scope
-
Account Hame Account ID Credit Limit ‘Current Balance Auailable Spend Auailable Credit
VALPO TRAINING ACCOUNTHOLDER 2574 3,000.00 6,585 .43 (2,776.04) (3,595.43)

1item Show 10 ¥ | per page B<I <l Page: [(1 ] ot1 B> B0



How to Sign Off on a Transaction  VALPARAISO

UNIVERSITY

3 Steps: Add Receipt, add Business Purpose Description, and Verify or Change GL Number.
All 3 steps can be done from this page.
1. To add areceipt change the “No” to “Yes” by clicking on the NO and adding the receipt.

2. To complete Steps 2 and 3, Business Purpose Description and GL Number, click on “Comp/Val/Auth”.

Welcome, Joe Cardholder - Log Ot

Bankof America 557 works®

Merrill Lynch ARATY

Home Expenses Reports

ons = Acc Valparaiso University Demo

Pending Sign off Flagged

Signed o

Document Mt:l“" Sign o171 Date Posted Pllﬂng:m mmmﬂ m Vand!lr Comp [Vaflauth Allocation GLO1: Business Purpose Description B m
- A‘\ v
B TxXH00001099 2574 none 04032017 04032017 Cardholder, Joo 57857 UNITED ARLINES CO. v - Airfare; Recrulling02/23/1 7-MarySmith1 0-0000000-1 5110 AlrtareRecrulling02/23A 7-Mary Smith 57887 Yes
B TXHODOO1101 28574 nons 04032017 040E2017  Carcholder Jos 14872 MOTOR FREIGHT CARRIERS, TR CO 10.0000000-15110 14872 o
[F  TXNO0001102 2574 nooe 04032017 04032017 Cardholder, Joe 19608 STATIONARY, OFFICE AND SCH CO. 10-0000000-15110 19609 No
B TXHODO01I0S 257a none 040372017 D4DIR017  Cardholder, doe B18.76 HOLIDAY INNS ©O 10-0000000-15110 #1876 ho
f B TXN0D004104 2574 none 040312017 04032017 Cardholder Joe 54954 MILLEVILLE RENT-ACAR GO - 10.0000000-15110 54954 o
B TXHODO01105 2574 nons 04032017 04032017 Carcholder, Jos S5H66  BRITSH AIRWAYS - BRITISH A CO v ivi v Flight ta Britain for Cient Dema10-0000000-15110 Flight to Britain for Cient Dama 95866 No
B TXHO0D001107 2578 nons 04032017 DADIR01T . o 24561 MOTOR FREIGHT CARRIERS, TR CO x - 10-0000000-15110 20881 Mo
FH TXHO00D1108 2574 none 04032017 04032017 Cardholder, Joe 32235 NON-FINANCIAL INSTITUTIONS CO = v - 10-0000000-15110 32235 No
{ B TXHODGO1109 2674 none 04032017 04032017 Cardholder, Jos 91328 RADISSON BLU CO x il 10-0000000-15110 91328 Mo
B TXHODOO1110 2574 none 0432017 043207 Carcheolder, Jos 21967 HERTZ CORPORATION O v e 10.0000000-15110 21957 Mo
[  TXNO0D001111 2u74 none DAMI017  DANZR017  Cordhoider Jos 52443 LNITED ARLINES CO % ivi v 10.0000000-15110 52449 No
0 Selected | 11 fems Show [S00_ ¥ | per page (<1 <1 Page: [1_Jor1 &> L0

| Reuy amomaten [l Mass Atioeste ([l attach I print [I] sion om |



VALPARAISO

Upload Receipt File UNIVERSITY

To add a Receipt: click on “No” under Uploaded Receipts.

Then click Add -> New Receipt. Browse for file and select. No comment is required
here.

= Wielcomes, Joe Cardholder - Lo Out
Bankof America 7 wWorks®
Merrill Lynch Al
Home Expenses Reports

Expenses = Transactions = Sccountholder Walparaiso Lniversity Dema

Transactions - Accol

Pending Sign OTF signed o1 Flagged

Columns v

- Date
Document Account ID Sign o Date Po: Purchased Primary Accountholder Purchase Amount wendor Comp|val|Auth Allocation Amount Algated

Uploaded
Receipt

Al -
(=] TXHO0001099 2574 none 04032017 04032017 Carcholder, Jos UINITED AIRLINES GO v1 v 10-0000000-15110 Mo
(] TXHO0001101 2574 none 04032017 04032017 Carcholder, Jos 14872 MOTOR FREIGHT CARRERS, TR CO vi v 10-0000000-15110 14872 Mo
(=] TXHO0001102 2574 none 04032017 04032017 Carcholder, Jos 19608 STATIONARY, OFFICE AND SCH €O x lvi 10-0000000-15110 19608 Mo
@ TXHOD001103 2574 nene 04/03/2017 04/03/2017 Cardholder, Joe 1876 HOLIDAY IMNS O x 1wl v 10-0000000-15110 81876 Mo
(] TXHO0001104 2574 none 04032017 1000000001510 84854 Mo
TXHO0001105 2574 nene 04/0372017 Flight to Britain for Client Demo 0-0000000-15110 95B6E Mo
(=] TXHOO001107 2574 none 040372017 Upload Receipt 10-0000000-15110 24561 Mo
= . s e PEp— Date Uploaded By Date File Hame File Size Description Document ID DDOODOO0A 5110 wREE
(] TXHOD001109 2574 nons 040372017 10-0000000-15110 91326 Mo
Po data available in table

@ TXHOD001110 2574 oone 04/0352017 10-0000000-15110 21967 bo
= TRHOD001111 2574 none 04032017 Shew perpags L P g2l 10-0000000-15110 52443 Mo

0 Selected | 11 items 0<1 < Page: at 1 B =0

Mew Receipt
[Z] Stored Receipt




Receipt File has been Added  “Uivexsmr

The receipt has been attached/added to the purchase transaction. No
comment required. Click “Close” and the “No” will change to “Yes”.

Welcome, Joe Cardholder - Log Out

Bankof America 22~ ®
Merrill Lynch Works

AR T

Home Expenses Reports

Expenses = Transactions = sccourtholder walparaise University Demea

Transactions - Accountholder

Pending Sign Off Signed Off Flagged Clear Filters

Columns v

o~ Date Uploaded
Document Account ID Sign Off Date Posted Purchased Primary Purchase Amount Comp|val|Auth Allocation Amount Allocated Receipt
O All -
() TXHO0001099 2574 none 04032017 04032017 Cardholder, Joe URITED AIRLINES CO x v 10-0000000-15110 578.87 ho
@ TXHO0001101 2574 none 04032017 04032017 Cardhaider, Joe MOTOR FREIGHT CARRIERS, TR GOY o 10-0000000-15110 14872 Mo
() TXHO0001102 2574 none 040352017 04032017 Cardholder, Joe STATIONARY, OFFICE ANMD SCH CO x v v 10-0000000-15110 196.09 Mo
@ TXHO0001103 2574 none 04032017 04032017 Cardhoider, oz HOLIDAY INNE €O x 1w v 10-0000000-15110 81876 ho
(=] TXHB0001104 2574 none. 04032017 gaz — 10-0000000-15110 24354 o
= TXHO0001105 2574 none 04032017 B it Flight to Britain for Client Demo10-0000000-15110 95866 Mo
@ TXHO0001107 2574 none 042032017 | o Added receipt. 3l 10-0000000-15110 24551 no
[] TXHO0001108 2574 none 040352017 10-0000000-15110 32235 Mo
() TXHO0001109 2574 none. 040372017 - 10-0000000-15110 91328 ho
@ TXHO0001110 2674 none 04/03/2017 Upload I Description ot 10-0000000-15110 21967 ho
(] TXHO0001111 2574 none 040352017 1 10-0000000-15110 52449 o
0 Selected | 11 items ¥ D4DB2017  Cardholder, Jos Receipt File for File Upload Training 534 7 HB n000109s (1< <1 Page: of 1 B B0
[ Retry Automateh ||| Mass Aliocate [l attach [} Print [J| Sian orr | | FemeEAl e | 34T HE Sty | KM 7R U1 <1 page
Training Guides  Training Videos Privacy & Securit e Immended Settinggs

@ 2017 Bark of America Corporation. &1 rights reserverd VoL st lng in was Aprl 6, 2017, 823 AWM CDT



Add the Reason for your Purchase
and GL Account

Add the Business Purpose Description for the purchase and verify or change the GL
number. Both steps can be completed by clicking “Comp/Val/Auth” link.

Bank of America 25>
Merrill Lynch

Works"

Home Expenses Reports

VALPARAISO
UNIVERSITY

Wielcome, Joe Cardholder - Log Out

Al T

Expenses = Transactions = Accountholder

Transactions - Accountholder

Walparaiso University Dema

== Pending Sign Off Signed Off Flagged an
Document Account ID Sign Off

& TXHODDO1099 2574 none

= TXHO0D01101 2574 nons

& TXHODOD1102 2574 nons

(=] TXHOD001103 2574 none

(=] TXHO0001104 2574 none

@ TXHOD001105 2574 nene

(=] TXHO0001107 2574 nene

@ TXHO0001108 2574 nene

(=] TXHO0001109 2574 none

(=] TXHO0001110 2574 none

(=] TXHO0001111 2574 none

0 Selected | 11 ftems

Training Guides  Training Yideos

Privacy & Security

Eecommended Settings

Date Posted

04032017
04/035201 7
04/0372017
04032017
040372017
04032017
04032017
040327
0403207
040352017
040352017

Date
Purchased

040372017
040372017
0403/2017
040372017
0403/2017
0403/2017
0403/2017
04403/2017
040372017
040312017
040312017

Primary Accountholder

Cardholder, Joe

Cardholder, Joe

Cardholder, Joe

Cardholder. .Joe
Cardholder. .Joe

Cardholder, Joe

Cardholder, Joe

Cardholder, Joe

Cardholder, Joe

Cardholder, .Joe

Cardholder, .Joe

Furchase

57867
19872
196.09
1876
549,54
95566
24561

322.35
213,26
21967
524.49

wendor

LRNITED 2IRLINES CO
MOTOR FREIGHT CARRIERS, TR CO
STATIONARY, OFFICE AND SCH CO.
HOLIDAY IMMS CO

MILLEVILLE RENT-&-CAR CO

ERITSH AIREYS - BRITISH & Co,

MOTOR FREIGHT CARRIERS, TR CO.

MOM-FIMNAMCIAL INSTITUTIONS CO.
RADISSON BLU SO,

HERTZ CORPORATION CO

UNITED AIRLINES CO

Shioee per page

x vl v
x vl v
x vl v
x v
v i v
x vl v
x vl v
x vl v
x -
x vl v

Allocation eription
10-0000000-15110

10-0000000-15110

10-0000000-15110

10-0000000-15110

10-0000000-15110

Flight to Britain for Client Demo 0-0000000-15110 Flight to Britain for Cliert Demo
10-0000000-15110

10-0000000-15110

10-0000000-15110

10-0000000-15110

10-0000000-15110

GL01: Business Purpose
Descripti

Clear Fiters = Columns w
Amount Uploaded
Allocated Receipt

Al v

57887 Yes
14872 Mo
19609 [Ho
1676

548 54

958 68

Mo
Mo
Mo
24561 Mo
32235 Mo
91328 Ho
21967 Mo

o

52449

1<) <1 Page: of 1 = =1




7
Describe the Purchase and Verify GL Number VALP%AISO
UNIVERSITY

Type the business purpose or reason for the purchase in the Business Purpose
Description box. This consists of “What, Why, Who, and Dates” information.

Verify that the default GL number is correct for this transaction or change it by clicking
on the GL Account drop-down box. Then Save.

‘Bankof America 22 Works' R
rks

Merrill Lynch P

Home Expenses Heports

Fupenaen » Transactions » Accounthoiser

W | Pengng Sgn O Sgoed O Hagged | AR

o Allocation Details -TXHOM1033 - UHITED AIRLINES CO.
] Allocation

14072

FERHREBREIESRIEB
z
»

#1308
B T Inchuded A 53835 4052 0nn 4R3R3
= Transsction Detail - 000 (UNITLY AIRLINES)
Fassenye Rnetay
Compater Losal Luchangs Usdtronic  Tickat
Passenges Departure Tatal  Totsl  Tetal Resiricted Resereation Loesl  Tax  Hational Curreney  Feehangr Tiekered  Internet  Tieket s
Mot Tkt Humbor Carvior Travel Agoncy Date Foos Taxes Fae Ticket. Sywlom Tex  indicelor  Tax e Tickut Humber Value  Indicator  dndicaton Date Customes Code  Endorserments Resticdio

J  Msonmoonguer SITATTMMAIMNG UNITLD AFLIES 00, MOWEST AFLIES (A0 SHUIS SIS M5 tese BLAS a7 2 14 GECHURONEN 17945 © 1 N7 AU SIUTANS A OAL BTSN

o 0
Leg-Specil Detail =
a - ‘ m;mm [OSS

C \/1
SAVE N




" " VALPARAISO
Sign Off on the Transaction ey

When all 3 steps are complete you will see 3 green check marks (GL and description)
and a “Yes” for receipt.

Check the transaction box and click “Sign Off”.

BankofA riua‘%‘ works@ Wielcome, Joe Cardholder - Log Out
Merrill Lyich AATY

Home J Expenses = Reports

= Transactions = Accountholder “Yalparaiso University Demo

Expenss

Trans ctions - Accountholder

Pending Sign Off | Signed Off Flagged All Columns v

GL01: Business Purpose Uploaded
|Auth Allocation Description Allocated Receipt

Purchase
Primary Accountholder Amount Vendor Comp

- Account Date
Document D Date Posted  Purchased

TXH00001099 2574 nang 0403207 0410302017 Carcholder, Jog 57887 UNITED ARLINES CO. irfare: 12/2317-Mar -0000000-15110 irfare iting02/23/17-MarySmith

™ TXHO0001101 2674 nang 0403207 0410302017 Carcholder, Jog 14872 MOTOR FREIGHT CARRIERS, TR CO. x IVl v 10-0000000-15110

(9] TXHo0001102 2574 none. 0403207 0410302017 Carcholder, Jog 196.09 STATIONARY, OFFICE AND SCHCO x vl v 10-0000000-1510 18608 Mo
9] TXH00001103 274 none 040372017 04032017 Carholder, Jog: 81876 HOLIDAY NS CO. x vl v 10-0000000-15110 &1876 No
0] TXH00001104 274 none 04032017 04032017 Carholder, Jog: 84354 MLLEVILLE RENT-A-CAR CO. x vl v 10-0000000-15110 84954 Mo
o TXH00001105 274 nong 403207 0403m7 Carcholder, Jog 95066 BRITSH AIRWAYS - BRITISH & CO vivlvy Flight to Britain for Cliert Dema10-0000000-15110 Flight to Britain for Cliert Dema 99666 Mo
W] TXH00001107 274 nong 403207 0403m7 Carcholder, Jog 24561 MOTOR FREIGHT CARRIERS, TR CO. x vl v 10-0000000-15110 24561 Mo
o TXH00001108 274 nong 403207 0403m7 Carcholder, Jog 32235 NON-FINANCIAL INSTITUTIONS CO. xIvl v 10-0000000-15110 32235 Mo
(9] TXHo0001109 2574 none. 0403207 0410302017 Carcholder, Jog 91325 RADISSONBLU CO. x vl v 10-0000000-1510 9328 Ho
o TXHo0001110 2674 none. 0403207 0410302017 Carcholder, Jog 21867 HERTZ CORPGRATION CO. x vl v 10-0000000-15110 HIET o
0] TXH00001111 274 none 04032017 04032017 Carholder, Jog: 52443 UNITED AIRLINES CO. x vl v 10-0000000-15110 52443 No
0 Selected | 11 tems Show per page <1 <] Page:

om ) —| Sign Off

[ Rety Automteh | s Atocate | tacn |



Adding Additional Comments and W

VALPARAISO

Save and Sign Off B

1. Optional- Use when more character space is needed for the
Business Purpose Description or if you need to communicate with
the Valpo Finance Office use the “Add Comment” box found on
the “Transaction” tab.

2. To save and sign-off, click
“Actions” -> “Save and Signoff”.

\Melcorme, Hancy Murray - Lod Out

Bankoffimerica %% ]
Merrill Lynch works LAATY

Home: Expenses Accounts Reports Accounting Administration

Yalparaiso Demo 1

Expenseq = Transactions = Transaction Detail

1043 Source Amount: 30.43 USD Actions v

peation Variance:

Purchase Amount: 9043

Post Date:  01110/2017
Vendor Hame: PIECE GOOD NOTIONS AND OTH 0O

4 MCC: 5131 (PIECE GOOD,NOTIONS AMD OTHER DRY GOODS)

Ilnmiun & Detail Dispute: Receipts
Bank Transaction # SYHTH Account Hickname:

Account ID: 7471

o

HANCY MURRAY

Purchase ID: SYNTH
CRI Reference: Accountholder:  Murray, Mancy
Vendor ID:  SYNTH
Vendor Address: DE, 199710000

[ Comments Add Comment



Training Guide, The Question Mark?, and W
VALPARAISO
Bank Contact Information

UNIVERSITY
From the Home screen you’ll find a link to a training guide On every screen you will find a guestion mark which
will provide information for the current screen. The telephone icon provides the Bank of America contact
information . Contact the bank if you are traveling outside the country provide dates and destinations.

come, Hancy Murray - Log Out

Bankof{America %% =
Merrill lLynch Works A MDY

Home Expenses Accounts Reports Accounting Administration

“alparaizo Demo 1

= Actin ltems Upload Receipts Alerts
Mo alerts at this time.
Action Ac‘tin‘g As Count Type Current Status
Accountant 2 Transaction Flanged My Announcements
Close Accountant 4 Transaction Cpen Mo announcements at this time.
Suvespn Acocountant 73 Transaction Pending
Sign Of Accountholder 10 Transaction Pending
4 tems Shonr per page 0<1<] Page: of 1 [ (=0

Aci :ounts Dashhoard Account Portfolio

Live Training Release Motes  Privacy & Security  Recommended Settincs  Glabal Reporting and Accourt Managemernt
Cther Programs and Services  Bank of America  Yisa MasterCard POl Standards Council  Payment Center

Training Guides — Training Yideos

& 2017 Bank of America Corporation. All rights reserved. Your last log in was March 30, 2017, 5:56 A CDT.



