Bank of America Works




How to Log Into BOA Works

 Goto payment2.works.com/works/

* Reference the directions in your “Welcome Email” from
BofA Works

y | )
L

Subject line is: “Purchasing Department at Winthrop University -

Welcome to the Works application!” Organization:
. Login Name:

Sender is: worksnoreply@works.com
Password:

If you didn’t receive this email, check your junk folder and then
notify pcard@winthrop.edu

af Wetks - Legin
C' £ httpsy/payment2 works.com
= Winthrop Unaversity .. [ Work Finkt (] Perscna | (7 Things Imant tobuy... [ MyHouse [ thopping/me

BankofAmerica 5 ®
Merrill Lynch Works

KS

WINTHROP UNERSITY %)

Need more help? Please contact your
Program Administrator for assistance.

Forgot your password?



mailto:pcard@winthrop.edu

How to Add a Comment

* |Itisthe cardholder’s sole
responsibility to add a comment | ===
for each transaction. T

Purchase Amount: 405,03 Allocation Variance! 000
Post Date: 0517/2021 Comp [Val|Auth: v 1w | v

* The comment should explain the

MCC: 3824 (ARIA

.
business purpose of the
Bank Transaction #;  SYNTH Account Nickname: Rachel Reed

purchase.

CRI Reference:

Vendor ID:  SYNTH

 QOurinternal auditors, external
auditors, and State auditors read =
these comments.

* The cardholder’s supervisor and
P-Card Administrator will review
comments for sufficiency.




How to “Reconcile” Transactions

 To “Reconcile” a transaction W ™

means to allocate a FOAP, T Y ————————

correct tax information, and BankofAmerica @ \orks®
Merrill Lynch

\elcome,

upload receipts. /_ . Action Homs:

 Either cardholders or liaisons
can do this. Liaisons are

Action Acting Az Count Type

u I.ti matel.y responSible. Sign Off Accountholder &2 Tranzaction

* Whenyou first log in, check your
“Action Iltems” for transactions
that require attention.

1 item Show | 10 || per page

In Scope

* Click“Pending” to be taken to i e e |
your transactions.

0 items Show | 10 3 per page

Training Guides TranngVideos Privacy & Sacurty Recommended Settings Pavment Cenber

© 2013 Bank of Amenca Corporation. All nights resenved Your B3t g in was Seplember 23,

My Announcements

Current Status Sales Tax Tig =
EmEnberHﬂTT'lE University |5 NOT ex m 1 T'|:|'| staea tax; che
sales tax was assessed, then you do d to do anything. |

not asa ssedfc atsxal:ererr tl'en cl"an tc
1ab and 3ave your changes before procesding furt &l ple:
vendors v h usu:lE‘ do NOT cq:rge us II 33I 5 te ane: Amaz
Engraving I‘rsr—rL chases are laxabke

[l <] Page: [ 1 ] oft (>0

Posted by yvour Program Admintstrater, LINDA CAMPFIELD, on

Pending

Avallable % of Credit
Credit Limit Uzed

(1<) Page: [T of 0 = [0

2013, 9:18 AN CDT.




Pending Sign Off Signed Of Flagged All

Documment Primary Accountholder Wendor

+ TENDO24857 ; - LEWES s 16
+ TENDO 24576 HUBER KELL WIWRLSS APOCE VISR

To allocate charges, click the three green
checkboxes hyperlink under the column

“Comp/Val/Auth” for the transaction you are
wishing to reconcile.

Purchase Ambumn

Dt Prasbed

416 1007014

50.75

1014

BIS0E 10T 1353HOHE

) 1R1020(T 1351 HONE

Comp|Val|Auth

1001204 4

CompdVallfumh

Amsount,



=] Allocation Purchase Amount: 64.16 Allocation Total: 64.16 | 100% Variance: 0.00
Value
]  compjvaljauth Amount [~] Description GLO1: Index GL02: Account GLO3: Activity Code
| B SAvl v 59.96 | LOWES #00416 - Purchase 6250E 111020 71352 NOME
1 I
0 Selected | 1 item
Allecation Tolalg
GLOA: Index
A pop-up box will appear titled [EEba
{3 . . Y 6250E 111020 |
Allocation Details nscioa Compir
als
. See More...
Choose:
* Index (Fund / Org)
* Account

* Activity, if applicable

To change the drop-down Index,
Account, or Activity Code, highlight
click in the corresponding box and
type in your correct code. As you are
typing, a drop-down box will appear;
click on the correct code.

Email pcard@winthrop.edu if there is
a FOAP that needs to be added or
removed.


mailto:pcard@winthrop.edu

& Tranaaction | falocation & Detail | Dizputs

= Alocaton Purchazs Amount 5 29 Alccation Totak G889 100% ‘artance: 0 30
Walue

Comp{ValAuth Armoum | Deacriplion GLOM: baden GLO%: Aeosan] GLES: Acthity Code Calagery Hale

70.89 | | OFFICE MAX - Purchage B250E 111020 HONE Ernployee Travel [=] [Pepes. Jessica

& Selected | 1 Bare

= Anference & Tax

Referente T Status Goeds & Services Tax Total U Tax Shipping I8

Sales Tax induded

Tax Status |
; [ @alan Tavinaludad [ Eave | .
@ £ T T

(] Transsction Detail - 5055 (COMDIMATION CATALDG AND RETARL. MERCHANT)

irchase

L':;E Copy text
Tax

P 9 @ Edit or format text
* “Tax Status” must be completed.

* Sales Tax Included - Select if the tax has already been paid.
* Subject to Use Tax — Select if tax was not included or was less than the applicable sales tax rate of 6%.

* For example, a $50 item is purchased from a company in Virginia, which charges sales tax of 5.30% and is less than
South Carolina’s sales tax of 6%. The receipt will show sales tax of $2.65, which is $0.35 less than what would be
charged in South Carolina. South Carolina requires us to pay this $0.35, which is why it must be recorded here.

* Non-Taxable Purchase - Select if tax does not apply to the item (i.e. services are not taxable).




Purchase Amount: 28558 Allocation Variance: 0,00

Post Date: 08282013 Comp | Val| Auth: « 1~ 1 «
Vendor Hame: OFFICE RAX Sign Off History: Hone

MCC: 5965 (COMBINATION CATALDG AND RETAIL MERCHANT)

& Transaction ;.(Allol:almll & Detail Dizpute
= Aliocation Purchase Amount: 85,59 Allocation Total: 85,59 100%. Variance: 0,00
Value
] comp|vatjautn | Ameunt [=] Description GLO1: Index GLOZ: Account GLO3: Activity Code Category _
Traveler Namg
S Ui 79.899 | OFFICE MAX - Purchase 6:250E 111020 MOME Employae Travel |T| Pappal, i

Fl i ¥

0 Selected | 1 itam

| hdd v v |
= Reference & Tax

Reference Tax Stalus Goods & Services Tax Todal Use Tax Shipping ZIF
[ =ales TaxIncluded [=] 79.99 5.60 0.00| 29733

Adust amount

[ Transaction Detail - 5965 (COMBINATION CATALOG AND RETAIL MERCHANT)

* Once you have selected the appropriate sales tax option, you must click
Save or your work will be lost.




Pending Sipn O | Signed O Flagged Al CHarFillers  Columns v
Advanced Filter . Primary Sign Date Purchase Date Dispute ° °
Dooument Accountholger (O FPosted Bmount  Furohased vendor MCC Comp[Valjauth Receipt Flagged Comments Submitted
| Date - (2102021 - 0521120, — O a I r‘ e( :e I S
* Rl | TENRQOOBDGT Ceele, Hay ey mone  CSNTR2021 12585 05172021 COURTYARD INNSCO. 3690 . x Uninioawn
Purchase Reguast - 4l

2 A=Al H TXNOQDOEBED ROy, Harer none  DGATR2021 2316 0172021 COURTYARD INMS GO, 3650 5 | & X Ui
4 Amount Range - A . 2

4+ TXNOODOR252 Reed, Rache mne et 3507 0572011 COURTYARD INMSCO. 3890 O X Unidniown

4 Dispute Status - Al

H Accaunt Status - Al

4 Allecation Complets - 0l <

 Mllocaon Valld A1 Receipts are required to be

P uploaded to transactions in Bank
N e : of America Works. To upload a

S T receipt, click on the plus sign next

to the name of the cardholder to

expand the transaction details, then

click View Full Details.

1 Selecad | 3 ftems Show [B1 |~ per ngge

| Retry Automaich [§ Mass Allccate || Add Tattach ] Receipt | Pt || S

T |
; ®

Uploa:j Date Uploaded By Receipt Date File Name File Size Description Document ID
L | Cardholders are required to obtain
— —_— = detailed receipts and send to the
- ' = liaison or upload into BofA Works.

l={  New Receipt ’

KStcred Receipt /

e

Fd




Pending Sign Off Signed Off Flagged All

-
Document Primary Accountholder Vendor Purchase Amount

[¥] [[E TXN00144897 Peppel Jessica LOWES #00416 64.16 1
[+ TXNOO144976 HUBER, KELLY VZWRLSS APOCC VISB 50.75 1

1 Selected | 2 items

* Once you have checked the Tax Status, Allocation, and uploaded a receipt for the
purchase, you will need to “Sign Off” on the purchase. Check the box thatis on the

left side of the transaction and click on the “Sign-off” button on the lower right-hand
side. You will need to do this for each transaction.

Signing Off on Transactions




- Pending Sign Off signed Off Flagged All

Once a transaction has been signed off, it will be moved from the
“Pending Sign Off” tab to the “Signed Off” view. If you made a mistake
on the transaction and have already signed off, then you will have to
email pcard@winthrop.edu as soon as possible to have the
transaction flagged and sent back to you to fix.



mailto:pcard@winthrop.edu
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