
Valparaiso University
Procurement Office

Purchase Card Holder 
Screen Shot Instructions

Signing Off on Transactions



The Login Screen
New Account Holders will receive aWelcome
email with their user name and password

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



Home Screen
Approve Pending Transactions



How to Sign Off on a Transaction



Upload Receipt File
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.



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



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.



Describe the Purchase and Verify GL Number
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.

SAVE



Sign Off on the Transaction
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”.

Sign Off



Adding Additional Comments and

Save and Sign Off
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”.



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

From the Home screen you’ll find a link to a training guide   On every screen you will find a question 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.


