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Overview 

To access Works, each user must first create a password and specify a security question and 
answer that will be used to validate the user’s identity if the user forgets the password.  This 
user guide will help you in creating your password, explain the procedure for logging in and out 
of Works, and introduce the navigational elements of Works. 

 Action Items 

 Viewing Transactions 

 Accounts Dashboard 

 My Announcements 

 Reconciling Transactions 

 Disputing Transactions 

 Printing Works Statement 

 

Creating a Password 

Before you can access Works to create a password, the Program Administrator will set you up 
as a Works user and assign you a User Name in Works.  Works then sends a Welcome E-mail to 
you that include the assigned user name and a link to Works.  During your initial login, you will 
be required to complete security validation questions that provide additional security for your 
account. 

To create a password from the Welcome E-mail link, complete the following: 

1.  Click the first link in the e-mail message to open your internet browser to the specified 
web site.  An Authentication Validation screen will display. 
 
 
 

 

Authentication Validation 
 

Please enter your e-mail address or username:  

 
OK  
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2. Enter your User Name or E-mail Address. 
Note:  Log-in Names are not case sensitive. 
 

3. Click OK.  The Create a New Password screen displays. 
Note:  The screen that displays allows you to create a password, select three security 
validation questions, and enter the answers to those questions to provide additional 
security for your account. 
 

 
 
 
 

4.  Enter a password in New Password. 
Notes: 

 The minimum password length is eight characters, and the password must  
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Contain at least one alpha and one numeric character. 

 Passwords are case sensitive. 

 New passwords cannot match the eight previous passwords. 
 

5. Enter the same password in Confirm. 
 

6. Select a question from Question 1 drop-down menu. 
 

7. Enter an answer in Answer 1 for the security question selected. 
Note:  Answers to security questions are not case sensitive. 
 

8. Enter the answer again in Confirm 1. 
 

9. Continue to select and answer two additional security validation questions. 
Note:  Users are required to select and answer three security validation questions and 
answers.  None of the answers to the three security questions can be the same.   
 

10. Click OK.  The “Home” page displays. 
Note:  After clicking the link included in the e-mail and creating a password, do not 
attempt to access Works using the link in the e-mail again.  The e-mail link is rendered 
inactive after the initial use.  You should create a bookmark in your browser to quickly 
access Works in the future.   

 

Forgotten Log-in Name or Password 

If you forget your Log-in Name, your Program Administrator can send an automated e-mail 
containing the Log-in Name.   

If you forget your password, click the appropriate link on the Log-in page.  The Forgot Your 
Password screen displays and prompts you to enter your Log-in Name.  After entering your Log-
in Name and clicking Submit, Works sends you an e-mail with instructions on how to create a 
new password.  However, you must know the answers to your security validation questions to 
create a new password.  If you do not know your security validation answers, your Program 
Administrator can reset your password.  This allows you to select new security validation 
questions and answers.  You are required to change your password the first time you log in to 
Works when a Program Administrator resets your password. 

Notes: 

 Password resets are temporary and active for three days, but if you fall to log in using 
the temporary password within three days, the password will expire and the Program 
Administrator must reset the password for you again. 
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 Security validation answers and usernames are not case sensitive.  However, passwords 
are case sensitive. 

 

Logging In and Out 

To log in to Works, you must enter https://payment2.works.com/works in your computer’s 
browser. 

The first time you log in to Works, the initial log-in screen requests the log-in name, password, 
and e-mail address associated with your credentials.   After the initial log-in, subsequent log-ins 
does not require you to enter an e-mail address.  The initial log-in screen is shown below.   

 

 

To Initially Log in to Works: 

1. Enter your e-mail in the Email field. 
2. Enter your Log-in Name and Password in the appropriate fields. 
3. Click Log-in.  The “Home” page displays. 

 

Logging Out of Works 

Users may log out of Works from any screen in the application after clicking the Log Out link in 
the upper-right corner of any screen. 

 

Security Timeout 

For security reasons, Works is designed to time out if the application is open but not active for  

4 

https://payment2.works.com/works


15 minutes.  This is known as a security timeout.  If Works performs a security timeout, you are 
prompted to enter your log-in information (log-in name and password) to re-access Works.  
Note that your last action in Works will be saved and accessible after you enter your log-in 
information.  You are allowed six attempts (occurring within a five minute time frame) to log 
into Works.  A log-in attempt fails if you enter an incorrect log-in name or password on the 
“Log-in to Works” screen.  After your log-in attempt fails five times, a message displays warning 
you that another failed attempt will lock you out of Works.  This lockout remains in effect for 30 
minutes.  After 30 minutes, you can attempt to log in again.  If necessary, your Program 
Administrator can reset the lock for you.   

 

Navigating Works Home Page 

The “Home” page includes Action Items, the Accounts Dashboard, and My Announcements: 

 Action Items list tasks assigned to you. 

 Accounts Dashboard lists the accounts you are authorized to use. 

 My Announcements contains messages or announcements from your Program 
Administrator. 
 

Action Items 

Action items contain items needing attention, such as a transaction that requires your sign off.  
Transactions that have posted in Works that require sign-off can be viewed from the Home 
page or from the Expense tab. 

To view transactions from the Home page:   

 Go to the Current Status column. 

 Click on Pending. 

 Your transactions will display. 

To view transactions from the Expense tab: 

 Go to the Expense tab. 

 Go to Transactions. 

 Click on Accountholder. 

 Your transactions will display. 
 

Go back to the home page by clicking Home to view the Accounts Dashboard. 
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Accounts Dashboard 

The Accounts Dashboard lists the accounts you are authorized to use.  Summary information 
for each account includes the credit limit, available credit, and % of credit limit used.   

Note:  The available credit amount calculates only posted transactions.  If you have outstanding 
authorizations that have not yet posted to Works, those amounts are not included in this total. 

 

 

To view the account address, merchant category code (MCC) group descriptions and 
restrictions, or other account details, click the Account ID number. 

To view the account’s details, select View Full Details. 

To view the account’s authorization log, select View Auth Log.  It displays transactions that 
have been authorized and declined. 

Go back to the home page by clicking Home to view My Announcements. 

My Announcements 

“My Announcements” is a tool the P-Card Administrator will use to communication and publish 
news or comments about the P-Card program.  You can review these announcements quickly 
from your Home page.  When you log in to Works, the Home page displays all announcements 
created or updated since your last log-in. 
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Reconciling Transactions 

 

How to Reconcile a Single Transaction 

1. Access your P-Card transactions by using one of the following methods: 
 

 On the Home page go to the Current Status column and click on Pending. 

OR 

 Go to the Expense tab, click Transactions. 
 

 
2. Under Document click on the transaction you want to reconcile. 
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3. Select Allocate / Edit.  The Allocation Details screen displays. 
 

4. Click on the blank space under GL01: Fund-Org-Program. The fund/org/program 
numbers tied to your P-Card will display. 

 

 
5. Select the fund/org/program number you want to assign to the transaction.  Note:  If 

you have multiple fund numbers tied to your P-Card you can type the fund number in 
the blank space and the fund/org/program number will display. Click on the 
fund/org/program number to populate and display the number in the blank field.  The 
account numbers you have access to will automatically display. 
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6. Select the appropriate account number or type the appropriate account number in the 
blank space.  Click on the account number to populate and display the number in the 
blank field.  You have completed assigning the fund/organization/program/account 
number to this transaction. 
 

 

7. Click Save. 
 

8. Click Close. 
 

9. Check the Comp/Val/Auth column to make sure you have three green checkmarks.  
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10. Check the Allocation column to make sure the fund/org/program/account number is 
displayed and is correct. 
 

 

11. Click the transaction number of the transaction you just reconciled that is displayed 
under Document. 
 

12. Select Sign Off. 
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13. Enter any comments you have about this transaction. Note:  Comments are not 

required.  They are optional. 

 

 

14. Click OK. 

 

15. The transaction will disappear from your queue. 

 

How to Reconcile Multiple Transactions at One Time  

Note:  Multiple transaction sign-off is for transactions that are going to be assigned the same 

fund/org/program and account number.  Please make sure you know how to reconcile a single 

transaction before you attempt to reconcile multiple transactions.   

 

1. Access your P-Card transactions by using one of the following methods: 
 

 On the Home page go to the Current Status column and click on Pending. 
OR 

 Go to the Expense tab, click Transactions.                      
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2. Select the transaction number displayed under Document that you want to assign the 
same fund/org/program/account number.  Click inside the empty box in front of the 
transaction number.  A checkmark will display in the boxes. 
 

 

3. Click Mass Allocate. The Mass Allocate screen will display. 
 

 

 
4. Click inside the field under GL01:  Fund-Org-Program.  The fund/org/program numbers 

tied to your P-Card will display.    
 

5. Select the fund/org/program number you want to assign to the transaction.  Note:  If 
you have multiple fund numbers tied to your P-Card you can type the fund number in 
the blank space and the fund/org/program number will display.  Click on the 
fund/org/program number to populate and display the number in the blank field.  The 
account numbers you have access to will automatically display.   
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6. Select the appropriate account number or type the appropriate account number in the 
blank space.  Click on the account number to populate and display the number in the 
blank field.  You have completed assigning the fund/org/program/account number to 
this transaction. 
 

7. Click OK. 
 

8. Check the Comp/Val/Auth column to make sure you have three green checkmarks. 
 

 

 

 

 

9. Check the Allocation column to make sure the fund/org/program/account number is 
displayed and is correct. 
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10. Click inside the empty box in front of all the transactions that are part of the mass 
allocation.  This will display a checkmark in the boxes. 

 

 

 
11. Click Sign Off.  The Confirm Sign Off box will display.  Enter any comments in the 

Confirm Sign Off box that you have about these transactions.  Note:  Comments are not 
required.  They are optional. 
 

 

 

 

12. Click OK. 

 

13. The transactions will disappear from your queue.   
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Disputing Transactions – You may only dispute from Pending 

Sign-Off or Flagged Queues. 

1. Click Expenses. 

 

2. Click Transactions. 

 

3.  The Transactions – Accountholder screen will display. 

 

 

 

4. Select the transaction number under Document that you want to dispute.   The single-

action menu will display. 
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5. Select Dispute.  The Dispute Transaction form will display. 

 

 

 

6. Edit the following fields, if desired: 

 Phone 

 Dispute Amount 
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7. Select an option from the Reason for Dispute drop-down menu.  Additional fields may  

display and require information or comments related specifically to the reason of the 

dispute. 

 

 

 

 

8. Complete additional information, if requested. 
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9. Enter comments in the Comments text box, if desired. 

 

 

10. Select the check box to confirm the dispute statement. 

 

11. Click OK.  A confirmation message will display. 
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How to Print the Works Statement 

Starting from the home page: 

1. Go to Reports. 

 

2. Click Create. 

 

3. Click the drop down arrow beside Category and select Spend.   

 

 

4. Click the drop down arrow beside Template and select Choose from all available 

templates.  The Select a Report box will display. 
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5. Select Works Monthly Statement. 
Note:  If you cannot see it, click the arrow above Template Name or change Show per 

page to a higher number.  The Works Monthly Statement will display. 

 

 

6. Click OK. 

 

7. Go to Report Options and make sure Basic is selected. 
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8. Go to Filters displayed under Report Options and click on the magnifying glass beside 

Card. 

 

 

 

 

9. Select the name of the accountholder whose monthly statement you want to print by 

clicking inside the box in front of their name. 

 

 

 

10. Click OK.   
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11. Click the calendar icon at the end of Post Date. 

 

12. Select Previous Cycle. 

 

 

13. Click OK. 
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Note:  The billing cycle dates will populate beside Post Date. 

 

 

 

14. Click Submit Report – bottom right of screen.  You may have to scroll down to see it.   
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15. The report will take a few seconds to display.  Click PDF beside the green checkmark 

that is displayed under New. 

 

16. Click Open. 

 

17. Your Works Monthly Statement will display. 
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