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Overview

To access Works, each user must first create a password and specify security questions and
answers 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.

e Action Items

e Viewing Transactions

e Account Dashboard

e My Announcements

e Reconciling Transactions

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 Username in Works. Works then sends a Welcome E-mail to
you that includes the assigned username 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. The Initial Security Check box will display.

Please enter your email address or Login Name:
scottwi@nwssu edu

2. Enter your Email Address or Login Name.
Note: Log-in Names are not case sensitive.

3. Click OK. The Initial Password Setup 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.

Initial Password Setup

Please enter your desired password (fwice). Note that passwords are case sensilive.

* New Password:

* Confirm Password:

Please select three security validalion questions and enter your answer for each
question. This information will be uged to verify your identity.

Question 1: | What]is the name of the street you grew up
* Answer 1:

*Confirm 1:

Question 2: | Which =tate was your spouse bom in? w
* Answer 2:

*Confirm 2:

Question 3: | Whatlis the name of the first organization i
* Answer 2

*Confirm

4. Enter a password in New Password.
Notes:

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

e Passwords are case sensitive.

e New passwords cannot match the eight previous passwords.

5. Enter the same password in Confirm Password.

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

e Password resets are temporary and active for three days, but if you fail 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.

e 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.

Email:
Login Hame:
Password:

o]

Forgot vour password?

Heed more help? Please contact vour
Program Adminiztrator for assistance.

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

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


https://payment2.works.com/works

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:

e Action Items list tasks assigned to you.

e Accounts Dashboard lists the accounts you are authorized to use.

e 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:
e Go to the Current Status column.
e C(lick on Pending.
e Your transactions will display.

To view transactions from the Expense tab:
e Go to the Expense tab.
e Go to Transactions.
e Click on Accountholder.
e Your transactions will display.

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



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.

B Accounts Dashboard

In S5cope

-
Account % of Credit
Account Name D Credit Limit Current Balance Available Credit Limit Used

BEN ACCOUNTHOLDER JUUOvL\ 20,000.00 1,038,420.31 (1,018,420.31) 5192%
Ef'view Full Detai

I;I il og I<1<] Page: of 1 [» (=[]

1 item

To view the acco
descriptions

t address, verification ID number, merchant category code (MCC) group
d restrictions, or other account details, click the Account ID number.

Select View Full Details to view the account’s details listed above. The Account Summary
screen will display.

WILLA DEAN SCOTT (7539)

Account Summary

Account Nickname: WILLA DEAN SCOTT Available Credit: (55930.03)

Account ID: 7539 Current Balance: 68,930.03

Primary Accountholder: Scoit,Willa dean

Spend Ceontrol Profile Account Address Accountholders

Account Mame: WILLADEAN SCOTT Corporate Account: NC WS3U
Account Name Line 2: MNC WS3SU Accounting Code:

x il T

e
Veriﬁcag'l 1D: >

[=] Comments

Add Comment

Note: The verification ID number is important. It is used for card activation and pin



management. When you activate your card, you will be asked for this number. You will also be
asked for your full account number (this is your 16-digit credit card number), and telephone
number beginning with the area code. To activate your card and set your pin number, please
call 888-233-8855.

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

In Scope
-
Account % of Credit
Account Name D edit Limit Current Balance Awvailable Credit  Limit Used
BEN ACCOUNTHOLDER 000 20,000.00 1,038 420.31 {1,018,420.31) 5192%
&5 view/Full Details
1 item \;‘ View Auth LUQ D‘:J ‘-:.] F'age: of 1 D’ D‘u

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 communicate and publish
ts about the P-Card program. You can review these announcements quickly
from your Home page: n you log in to Works, the home page displays all announcements
created or updated since your las =i

Back to Basics Business

My Announcements

B Action tems

Action Acting As Count Type Current Status Alltransactions must be reviewed and signed off before the Sth of the month, regarding your last

statement.
Resolve Accountholder 2 Transaction Flagged

Sign 0ff B T e e Posted by your Program Administrator, Pat Sumari, on July 25, 2013,

2 items show [10 =] per page <1< Page: [T ] of1 &> o



SCAN & SAVE RECEIPTS/DOCUMENTS AS A PDF FILE

Before starting the reconciliation process, please make sure you have scanned all
receipts/supporting documentation. Scan receipts one at a time and save as a pdf
file.

P-Card Receipts/Supporting Documentation

e Scan each receipt individually (each transaction must have an itemized
receipt attached to it).

e Save receipts as: vendor name/amount of purchase-payment.
Example: Forms & Supply - $972.00

Note: Transactions will only have one receipt/document attached to it. This
includes an itemized receipt of the transaction made and any back-up
documentation relating to the transaction. The itemized receipt and back-up
documentation must be scanned together as one receipt and attached to the
transaction as one receipt.

e Scan all receipts/documentation in black and white.

10



Review and Sign-Off

All Participants are Responsible for Ensuring all State and P-Card
Guidelines are Followed and Implemented.

Accountholder

e Assign fund/organization/program/account numbers.
e Attach itemized receipt/back-up documentation to transactions.
e Sign-off on transactions.

Approver

e Verify accuracy of fund/organization/program/account numbers.
e C(Can edit, flag, dispute transactions.
e Sign-off on transactions.

Note: The Title Il Manager must be the Approver for all Title 11l
transactions.

Accountant (P-Card Administrator)

e Review and edit transactions.
e Close transactions for preparation of batch/fupload.

Scoped Auditor

e (Can access and view transactions of Accountholders.

11



Transaction Reconciliation — From Beginning to End

Accountholder Reconciliation Process
To Access your P-Card transactions:

e Go to the Expense tab.
e Hoover over Transactions.
e Click Accountholder.

PLEASE SEE THE IMPORTANT NOTE BELOW. IT MUST BE DONE
BEFORE YOU START RECONCILING ANY OF YOUR TRANSACTIONS. IT
IS REQUIRED FOR YOUR RECONCILIATION TO BE COMPLETE,
ACCURATE, AND IN COMPLIANCE WITH P-CARD GUIDELINES.

Important Note: An additional tab/column may need to be added,
“Uploaded Receipt.” If it is not already displayed, please add it. After
adding, it should be displayed as the last column. See instructions on
the next page.

12



To Add “Uploaded Receipt” Column:

e Click Columns.
e Click inside the-Uploaded Receipt box.
e Click Save. The Uploaded Receipt column will display.

S

Works

Home  Expenses  Accounts  Reports  Accounfng  Adminisfration

Expenses » Transactions = Accountholder Demo WSSU

Transactions - Accountholder

—J
<¢ | Pending SignOff | Signed Off | Flagged | All ClearFilters ~ Columns ¥
, ion O AH Name N
Advanced Filter . Account Date Purchase
Document (1] Sign OFf Date Posted  Purchased Primary Accountholder Amount Vendor Comp|ValAuth Allocati D Sign O APR Date
[/ Date - 05262021 - 09032021 ¢
g 0 [0 3ign OfF APR Name
[+ Account - All 8
0 QL e WO U Seo Wiadean 86,67 DORTMCANIADE AVIACION CO. Y 105134200101 8231] | Soutce Amount
Purchase Request - All 8
0 TXNOO01048 BB me WOIZI NS0 Sl Vila dean 187005 ENGINEERING, ARCHRECTURAL CO viviy S134200-1015280 (3| Sutee Curency
[+ Amount Range - All El
0 TXNO00D1049 53 none 083172021 0813172021  Scott, Willa dean 2390.86 POSTAGE STAMPS CO. xlvlv s 0| Status
Dispute Status - All Il
0 TXNOUU0AO5 e ORI U Seo Wiadean 136633 SIXT CARRENTAL CO. viv  MOSE300A00SRY 0 upinaced Recet
[ Account Status - All il
0 TXNO0001053 5% none 08312021 0873172021  Scott, Willa dean 24713 PROFESSIONAL SERVICES NOT CO. xIvlv > D Use Tax
[# Allocation Complete - All 8 —
TXNOOO1085 7539 nong 08312021 0813122021 Scott, Willa dean 1059.97 STAMP & COIN STORES-PHILAT CO. -
£ Allocaion Valid- Al g U = = == b LY Vendor
 Mlocston Avtorzed 41 0 TXNOODO107 i) nong 08312021 0812021 Scolf Willadean 8315 DOMINICANA DE AVIACION CO. xiviv - Vendor Gty .
0 TXN00001058 53 fone 08312021 0813112021 Scott, Willa dean 105183 ENGINEERING, ARCHITECTURAL CO. xlvlv -
0 TXNO0DD1059 7539 none 08312021 08312021 Scoft Willadean 22077 POSTAGE STAMPS CO. fiviv 0151-34200-101-9280=
M 0 TXNO0001060 53 none 08312021 0873112021 Scott, Willa dean 1653.09 AMBULANCE SERVICES CO. F AR - 1853.09
[l »
0 Selected | 26 ftems Show per page l<1¢] Page: m of 30 Bl
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To Add “Comments” Column:
e C(lick Columns.
e C(lick inside the Comments box.
e C(lick Save. The Comments column will display.

Home Accounts Adninistraion

Expenses

Expenses > Transaclions » Accountholder

Reports  Accounting

Demo WSS

Transactions - Accountholder

<< | Pending Sign Off | Signed OFf | Flagged | Al Clear Filters ~ Columns v

Advanced Filter . Actount Dt Date Purchase AT {iogdeg
Document il SQOF  Posid  Purhased  pringry Accounholder Amount Vendor CompValAuth Allocaton Alocied Regeip omments
Date - 0B/162021 - 0972412021
4 0 A v
[#Account - Al 4
] TRNOODOH1T 53 noe 09072021 090772021 Seatt Willa dean 10858 AERO CONTINENTE-AEROCONCO.  xiviv - 10638 No
Purchase Request - Al 3|
0 TRNO0DO1118 53 none 09072021 0900712021 Seatt, Willa dean 9279 ENGINEERING ARCHITECTURALCO.  x iviv - 98279 No
[ Amount Range - All 0]
0 TRNO0DOZ3 53 noe 09072021 0900712021 Scat, Wila dean 207602 ENGINEERING ARCHITECTURALCO.  x IvIv - 207602 No
Digpute Status - Al L]
(] @ TXNoODOHZ5 53 none 09072021 0900772021 Scoft, Wil dean 13050 SHOEREPAR SHOPS, SHOESHCO.  xiviv - 13050 No
[F Account Status - Al 0]
[# Allocation Complete-Al |
[ Allocation Valid - All 0]
[ Allocation Authorized - Al |
) e
{
0 Sekeced | 4 fems Show perpage 10 Page: [T it bl

Note: The Comment box is used when a transaction is flagged by the Approver and sent back
to the Accountholder due to important information not provided/missing.
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NOW IT’S TIME TO RECONCILE YOUR TRANSACTIONS

1. Under Document click on the transaction you want to reconcile.

Welcome, WILLA DEAN SCOTT - Log Ouf

Banltoumerioa‘% 0
Merrill Lynch Works AR\

Home  Expenses = Accounts  Reporis  Accounfing  Administration

Expenses = Transacfions = Accountholder NC WS5U

Transactions - Accountholder

>> | Pending Sign OFf | Signed Off | Flagged = All Clear Filters =~ Columns ¥
A Account  Sign Date Date Purchase Amount
Document D Off  Posted  Purchased Primary Accountholder Amount Vendor ComplVallAuth  Allocafion  Allocated

TXN0D058015 73 nong 070022015 07012015 lreland. Alan 1582 CINTAS 045 xlvlv - 15.82

0 Selecled | 11 tems Show per page (<) Page:[ 2 ] of2[3 3]

2. Select Allocate / Edit. The Allocation Details screen displays.

15



3. Click on the blank space under GLO1: Fund-Org-Program. The fund/org/program
numbers linked to your P-Card will display

— — — - e e - [EE
©= ; e ] - acx]| Gy i

2 wss B ors - Tamsscions____* [l . — RERS 1 /WS- /
File Edit View Favorites Tools Help X EConvert v {iSelect

Fiv B v @ v Pagev Sfeyv Tookv @ 1 (1

) Welcome, WILLA DEAN SCOTT - Log Out
BankofAmerica@” \works®
Merrill Lynch orks Amze
Home Expenses ‘Accounts Reports ‘Accounting Administration

Expenses > Transa

clions > Accountholder NCWssU

‘Transactions - Accountholder

ffers | Columns ¥

Allocation Details -TXNOO55015 - CINTAS 045 0710212015 | Source Amount: 15,82 USD E3

|Amount Atlocated
= Allocation Purchase Amount: 15.82 Allocation Total: 15.82 | 100% Variance: 0.00
)
[&] Txwo| Value 1582
o ComplVallAuth Amount = Description GL02: Acct Number GLO3: FFU1 GLos: FrU2
[ B0 0 1582] [ GINTAS 045 - Purchase
o Seected | 1 tem T10085-30204-101
" i =
110086-30370-10
E X2 (A EF 110087-30850-1
110088-30300-101
5] Reference & Tax
110090-34500-101
Reference Tox Status Goods Tax Total Use Tax Shipping 2P
110091-34300-101 | Physical
Sales Tax Included e 000 000 (27110
] Adjust Amount 2
110093-34100-101 | Doctor of
I T Detail - 7296 (CLOTHING RENTAL-COSTUMES/UNIFORMS) Nursing Pracice AT
] Comments 110094-33500-101 Add Comment
oty Aoutci || -
Training Guides Training
Other Proorams ang Senvd
2015 Bank .
[save [ cose |
2

#100% ~

4. 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.

ioris e ounthlder/tabpendic O - & & || BB works - Transactions

File Edit View Fawv

s Tools Help @5 Conwert v B9 Select
i Suggested Sites ~ €] Apple® - iPad® 2 with W... =Eree Hotmail & Banner B £ https--ramtech.wssu.edu-... [MI] Mainsaver Web Module ... ) WSSU Kbox Software Portal =

Welcome, WILLA DEAN SCOTT - Log Out
Bankof America 52 | -
Merrill Lynch orks A m T

Home Expenses. Accounts Reports Accountng Aamimistasgn

- CINTAS 045

ocation Burcnase Amount: 1552 Allocation 1otalz 1552 | Tuu
‘cwmns v
[]  Compivailausn  Amount Deacription SLO1: Funa-Org rcggram GLo2: Acet Number ©Loz: Frua mount
=] Coo0 = 15.82 | CINTAS 045 - Purchase 117026-53200-170 Allocatea

= 919210 | Other >
L1 BB TXN 0 Setected | 1 item Information Technology 50.14
1 1= TN Senvices 1582
R B icmeve ) Aca - JJ( Dupiicate v JJ( Cicarct ] TOIIID i St e
1 7 TN o rererence & Tax 921000 | Household e
= oy Referoncs Tax Status Goods & Sorviees Tax Total Supplies Shipping Zin ===
] Sales Tax Included I~ 15.82 921100 | Janitorial 0.00/27110 ==
(=] = o Supplies = aza.37
= Transaction Detail 7286 (CLOTHING RENTAL COSTUMES/UNIFORMS) 922000 | Food Products oo
O TN 923110 | Equcatonal = SLIES D
[1 1+ Txn 5l Commen s - Add Comment 1582
] M@ vxn 1s.82
0 Setect=a | [ or1 o0
[_Retry Aut]

Traiming cuoed = )

Gther Proaram: 2

© 2015 Bank U Areiiva Corpuralion. Al lghls 1essved. Your last oy i was July 3, 2015, 2.35 PM CDT.
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5. 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 and account
number to this transaction.

Allocation Details -TXN0O0058015 - CINTAS 045 07/02/2015 | Source Amount : 15.82 USD E3

2l = Allocation Purchase Amount: 15.82 Allocation Total: 15.82 | 1% Variance: 0.00
n Value o]
[] compivaljauth Amount Description GLO1: Fund-Org-Program B9: Acct Number GLO3: FFLM
D xIvl v 15.82| CINTAS 045 - Purchase 117026-53200-170 939190
< >

N 0 Selected | 1item
(W Remove ) Add v ][ Duplicate v JJ( CleerGL ]

[=] Reference & Tax

Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP
N Sales Tax Included 15.82 0.00 0.00| 27110
Nl < — - >
:: Transaction Detail - 7296 (CLOTHING RENTAL-COSTUMES/UNIFORMS)
| = Comments Add Comment
(N
|
e

|. Save [ Cloze
7 y

BiE

6. Click Save.

7. Click Close.

17



8. Check the Allocation column to make sure the fund/org/program/account number is

displayed and is correct.

Transactions - Accountholder

>> | Pending Sign OFf | Signed OFf | Flagged = Al Clear Filters ~ Columns ¥

- Account  Sign Date Date Purchase Amount

Document 1D Off Posted Primary Amount Vendor i Allocated
|
O TXNOD057648 8558 ACT 06/11/2015 06/10V2015 LORD. FRANK 50.14 CDW GOVERMMENT v vl v 6100-53010-219-929000 50.14
O TXN00057643 0173 ACT  06/11/2015 06/10M2015  Ireland. Alan 15.82 CINTAS 045 ¥ Ivl v 117826-53200-170-939190 15.82
O TXNOOOSTGT6 8558 ACT  06/1272015 06M0/2015 LORD, FRANK 71535 FORMS AND SUPPLY - AOPD vl 316100-53010-219-926000 71535
O TXN00057682 8558 ACT  06M272015 06/10V2015 LORD. FRANK 76.20 FORMS AND SUPPLY - AOPD ¥ vl v 316100-53010-219-926000 78.20
O TXNO0057730 8558 ACT  06/16/2015 06/15/2015 LORD, FRANK 91233 TROY GROUP INC YVl v 316100-53010-219-926000 91239
D TXNODO57757 0173 ACT  06M8/2015 06/17/2015  Ireland, Alan 15.82 CINTAS 045 VIl 117026-53200-170-939190 15.82
O TXN00057856 8831 none 06/23/2015 06/22/2015  Thompson. Andrea M 424.37 CITY OF WINSTON SALEM ¥ lvl v 113005-52000-180-933140 42437
O TXNO0057865 8831 none  06/24/2015 06/23/2015  Thompson, Andrea M 79.36 PRIMO DIRECT, LLC vVl v 131441-50000-170-939190 79.36
D TXNOD057869 8558 none  06/24/2015 06/22/2015 LORD. FRANK 1,023.46 MATIOMAL DOCUMENT SOLUTIO v vl v 316100-53010-219-929000 1,023.46
O TXN00057903 0173 none 06/25/2015 06/24/2015  Ireland. Alan 15.82 CINTAS 045 ¥ Ivl v 117026-53200-170-932190 15.82
O TXNO0058015 0173 none 07272015 O7/01/2015  Ireland, Alan 1582 CINTAS 045 ¥ vV 117026-53200-170-939190 1582
0 Selected | 11 items Show per page 1<) Page: [ 1 | of 1 [ []

(Reiry Auiomaich JJ Wass Atocate J(Ad to Expense Report ]| Atiach J|_Receipt J_print I_sign ot |

Upload and Attach a Receipt Image

Important Note: Please make sure you have scanned your receipts before you start this
process. Save them to your desktop/documents/flash drive. Receipt image uploads must be
performed one at a time.

1. Go to the “Uploaded Receipt” column and click “No” beside the transaction you want to
attach the receipt to. The “Receipts” window will display.

| 100458223618 - Receipts

-
Upload Receipt
Date Uploaded By Date File Mame File Size Description Document ID

L

Nao data available in table

0 Selected | 0 items Show per page <] < Page: of 0 [ (=]

r
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2. Click Add. A drop-down menu will display.

100458223618 - Receipts

File Name File Size Description

] | | |

Mo data available in table

Show per page

[f%] Mew Receipt

E] stored Receipt
N\

Document 1D

<1< Page:[_1 | of 0 [> [>]

&

=T

3. Select New Receipt. The Add Receipt window will display.

Add Receipt |

For best resulis, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the pdf,
.png, jpg. .gif and jpeg format. Uploaded files will be compressed* and compressed file must be less than 1ME.

*Mate: PDF files are not compressed and must be less than 1ME natively.

* File to Add: Mo file chosen

Receipt Date: | I/ E| mmiddfyyyy

/ |

Description: |

BRR| Concel

o

-

4. Click Choose File to locate the receipt image you wish to upload.
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5. Select the desired receipt image.

6. Click Open.
@ Open by
4 [E » ThisPC » Documents v ®| | Search Documents )
Organize v Mew felder = M @

) Pictures # A Name Date modified Type Size A
[ This PC 3] P & C Approval - Yolanda EdWerds - Medis Media Pty Ltd - §11,400.00 - 2-2022...  2/10/2022 229 PM  Microseft Werd D.. 15 KB
_'J 3D Objects @ P &CSingle Transhetion Limit Appreyal - Volands Edwards - Medis Media Pt..  2/10/2022 1:02 P Chrome HTML Do... 1,798 KB
—— €3] P-Card Tracking Lbg 2019.docx 2/4/2022 £17PM  Microsoft Word D... 39 KB
. [ P-Card Tracking Ling 2019 Template.docx 2/4/20226:25AM  Microsoft Word D... 2 kB
Documents [ Template for P-Card & T-Card Packets - Old.docx 2/3/20221200PM  Microsoft Word D... 15KB
¥ Downlozds [ Template for P-Card & T-Card Packets.docx 2/3/20221206PM  Microsoft Word D... 15KB
D Music December T-Card| Transactions 2021 - Total State & Other Funds.xls 2/3/2022 8:16 AM Microsoft Excel 97... 41 KB
] Pictures B December Trans‘?mnszoﬂ PCard (Banner Feed).xs 2/2/2022 £55PM  Microsoft Excel 97... 59 KB
B videos @ Theodis Chunn - T-Card Works Statement - December 2021.pdlf 1/20223:54 P Chrome HTML Do... 3KB
2 Local Disk (C3) € Theodis Chunn - Works Statement - December 2021.pdf 1/31/28Q3:45PM  Chrome HTML Do... 3KB
= Groups (wssu.cdaRemFile] (5) € Tiwana Gould - Works Statement - December 2021.pdf 1/31/202 3 Chrome HTML Do... 3KE
€ Tiwana Gould - BOA Statement - December 2021.pdf 1/31/2022 3:35 PM 148 KB
= Seoftw (wssu.edu\RamPilellsers) () [ P & C Single Transaction Limit Increase Link.msg 1/31/2022 3:24 PM 213 KB
= Public (\Wwssu.edu\RamFile) (P:) € CIAA 2022 Single Transaction Limit Increase to $80,000 - Deidra Gilliard pdf 1/31/2022 12:34 PM 491 KB
= Apps (\Wwssu.edu\RamFile) (V:) 8 Additional Documents Needed For Packets.docx 1/3172022 11:22 AM  Microsoft Word Dy 16 KB

o & Thendic Chimn - ROA Statement - Nerember 031 - T-Card nelf 172172022 1035 AM Chrome HTMI Nin 148 KR o

File name: | Theodis Chunn - Works Statement - December 2021.pelf S A Files ¢ v

7. The file name displays beside Choose File.
8. Receipt Date: not required — go to the next step.
9. Enter a Description. This is a description of the items you purchased/paid for.

Add Receipt

For best results, scan images in black & white with a resclution of 300 DPI or lower. Works supporis files in the pdf,
.png, .jpg, .gif and .jpeg format. Upleaded files will be compressed® and compressed file must be less than 1MB.

*Note: PDF files are not compressed and m

st be less than 1ME natively.
*File to Add: | Chgose FSI - §548... 6-2023#2 pdf

Receipt Date: ﬁ mmdddiyyyy

Description: | office supples for department

ok | Cancel |}
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10. Click OK. A confirmation message will display saying Added receipt.

104349706129 - Receipis

B Added receipt. [x]

b
Upload Receipt
Date Uploaded By Date File Mame File Size Description Documer
L

03/29/2023 SCOTT WILLADEAW 03/292023 M & M Engraving - $45.80 - 2-16-23 192.1 KB testing for changes to manual TXMO011(

1 Selected | 1 item | 192.1 KB Show [ 10~ ] per page <] <] Page: of 1 [= [

4

C'Ibse

11. Click Close. The Uploaded Receipt column updates from No to Yes.

Note: The Uploaded Receipt column is also a link to the Upload Receipt window. Click
Yes or No in the column to open the window to view, add, or delete receipts.

Note: You have just completed attaching the receipt to the transaction.
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Sign-Off on the Transaction

1. Under Document, click the transaction number (TXNXXXXXXXX)
of the transaction you just reconciled.

2. Select Sign Off. The Confirm Sign Off screen will display. No

comments/are required in the Confirm Sign Off box. Proceed to
the next step.

B hitps://payrmientzaworiks.com/works/tr T feob/pendic 2 — @ & | B works - Transactions

File Edil  View Favorile Touls Help < W@y Conwert ~ [ Select

. Suggested Site< + ApRIe® - P 2 with W & Free Hotmail &7 Ranner TR &7 hitps--ramtech s edi- Mainsaver Weh Madule D WSSL Khox Soffware Parral -
R \Welcome. WILLA DEAN SCOTT - Loa Out

Bank of merica -

Merrill Lynch works —

AT
vome Fxpenses Accounts mepors Accounning Administration

Cxpenses = Transactions |~ Accounthoider

ne wssu

> | Ponding signofr | signea o an Cloar Fitors | Cotumns =
p— Date. = — P
8 P2MZa  ruRifiea  rimary Accounthoider  AWGGRT e compivanaum Anocaton ASith
1
D1 e recan e AL iemimute uemwowts i e FEr T r————— T (e =555
O M Txmooos7ess oizs ACT 06112015 08MO2015  irsland Alan 1582 CINTAS 04 - 1v1 -  11702683200.170.630190 1502
O = Txnooosters assa AT  oenzz01s csnozois  LomD Fman 71535 FORMS AND SUPFLY - AGPD v ivi e 3is1005%0 7155
O @ Txwocosvesd ssss AST  oen2201s OsMwmets  LomD. Fmam 7520 FORMS AND SUPRLY AGPD ~ 1o - 316100 53010 216 526000 .20
O = TxmnooosTrsg sss0 ACT  sortoz01s 06152015 LORD, FRANK 51235 TROY GROUR INC. w w1 v  sic100s3010215520000 91239
[ 1 Txnooos77E 0172 ACT 06182015 0672015  ireland. Alan 1582 CINTAS 0as © iv1 - 11702653200.170.939190 1502
[ @ Txwoosszed 0001 hone 00202015 002272015 Thompsen. Andres 42457 OITY OF WINSTON SALEM ~ o1 - 11000552000-100.833140 42457
R ey none AT UeEAsUT  Anomnson Andrea S RIAG IR 11 G T v s s s
O M Txmooos7efa ssss none  Oemem01s Oema20ts  LORD. Eman 102346 MATIONAL DOGUMENT SOLUTIO = 121 =  316100-53010.215.020000 1,023 46
O = TxnooosTeps oiza none 08252015 OS/24/2015  ireland atan 1582 CINTAS 045 « ivi v  1170263200.176.538150 1502
[ 5 Txwocosaghs o1zs nons 07022015 07M472015  iretand. Alan 1582 CINTAS 015 ~ o1 - 117026 s3200 170 639100 1se2
o selectd & Snow e 19 Page: [T of1 B B0
e ¥ | SiOn O
[ = | view Full Delails I I | (B |

Dispute
Retry Automaton

Rewon

. tolcase NMoles  Privacy & Security red Sellings  Global Reporling e Avcuunt Mansasr el
y sa MasterCard BClI Standarde Counc
Pk Receil Status cu ous fast log i was July 5. 2015, 4.15 PM GDT.

Add to Expensc Report

Attach to Purchass Requast

iy FCYZEErErYa|

3. Click OK.

4. The transaction will disappear from your Pending Sign Off queue
and advance to your Signed Off queue.
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5. Click on your Signed Off queue and go to the transaction you just
reconciled. Click on AH under the Sign Off column. It will show

you signed off on the ftransaction as the Accountholder and the

date and time you signed off on jt.

Account Date Purchaze

F .
ID Document Sign Off Primary Accountholder ~ Date Posted  Purchased  Amount Vendor
Ll
U 4842 TXNOOM12488 AHACT SCOTT, WILLA DEAN 07182023 07/1812023 1569.64 MAC PAPERS - BRANCH
U 442 TXNODH2536 AHACT SCOTT. WILLA R
J 442 TXNODH2733 AHACT SCOTT. WILLA] Acting As When By ER
U 4842 TXNOOH2857 AHACT SCOTT. WILLA] Accourtholder  08/30/2023 at 1223CDT  SCOTT, WILLADEAN  |[SUPPLIES
4842 AH A SCOTT WILLA| APProver none SUPPLY
4842 TXNOO112864 AHACT SCOTT WILLA] ™
i - Accountant nong
] 4842 TXAN00112928 AHACT SCOTT. WILLA SUPPLY
Sweep none
J 442 TXNODH2998 A SCOTT. WILLA ER
3,

Note: Your Approver will receive a generated e-mail from Works letting
them know that a transaction is waiting their approval.
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Approver Reconciliation Process
As the Approver, you will receive a generated e-mail from Works letting

you know when a transaction is ready for your review, approval, and
sign-off.

Pull up the Transactions You Need to Reconcile by Going to:

e Hoover over Expenses.
Hoover over Transactions.

Click on Approver.

The Accountholder’s transactions will display.
View Each Transaction for State and P-Card Compliance

e View fund/organization/program/account numbers under the
Allocation column for accuracy.

e Click Yes under Uploaded Receipt.

1. Click View PDF to open and view the receipt and exit out

-
Upload Receipt
Date Uploaded By Date File Mame File Size Description
[]
072172023 SCOTT, WILLA DEAN Mac Papers & Packaging - $1,569.64 156.8 KB ordered paper for Pam Tumer in Business {
1 Selected | 1 item | 156.8 KB show [ 10 ] per page <1< Page of 10> [3]
[ View POF |

Sign-Off on The Transaction
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[ = = B 2 == A = = B |
9 1

3|
b <

e Click on the transaction number (TXNXXXXXXXX) under the

Document column.

e Click Sign Off. The Confirm Sign Off box will display. No information
is required here. Go to the next step.

a
Document

TXNO0O0112488

Account
D

(& socate / Edit
& signor
View Full Details

Dispute

Manage Receipls
View Receipls

| Print

Sign Off

AHACT
AHACT

AHACT

AHACT

Date
Posted

07182023
071242023
08/08/2023
0816/2023
0816/2023
08/21/2023

08/2512023

Primary Accountholder

SCOTT. WILLA DEAN
SCOTT, WILLA DEAN
SCOTT. WILLA DEAN
SCOTT, WILLA DEAN
SCOTT. WILLA DEAN
SCOTT, WILLA DEAN

SCOTT. WILLA DEAN

Date
Purchased

0771812023
06/08/2023
060712023
06/16/2023
081112023
06/16/2023

06/24/2023

Purchase
Amount

1,569.64
338.40
97.06
37.50
26.36

1714

Vendor

MAC PAPERS - BRANCH
PRIMO WATER

PRIMO WATER

ULINE SHIP SUPPLIES
FORMS AND SUPPLY
FORMS AND SUPPLY

PRIMO WATER

Comp|Val|Auth

Allocation

311110-53100-201-825000
131441-50000-170-922000
131441-50000-170-922000
117026-53200-170-529000
117026-53200-170-529000
117026-53200-170-529000

131441-50000-170-922000

Click OK. The transaction will disappear from your Pending Sign Off queue
and advance to your Signed Off queue.
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e Click on your Signed Off queue and go to the transaction you just
reconciled. Click on AH APR under the Sign Off column. It will
show you the date and time the Accountholder signed off on the
transaction. It will also show the date and time you, as the
Approver, signed off on the transaction.

e C(lick Close.

You have now completed approving your Accountholder’s
transactions.

Note: After you, the Approver, sign off on the transaction it will
advance to the Accountant, which is the P-Card Administrator, for
review, approval, and sign-off.
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How to Access the Verification ID Number Needed for Card/Pin Activation in
Works

The verification ID number is needed to activate and assign a pin number to the P-Card. Please
follow these steps to access your verification ID number:

e From the Works Home page, under Accounts Dashboard, click the Account ID number
of the cardholder whose verification ID number you need.
e C(Click View Full Details.

AN

& Accounts Dashboard Account Portiolio

In Scope | Corporate

nct:um?t Name Account 1D Credit Limit CurrentBalance ~ Available Spend ~ Available Credit
=
WILLA DEAN SCOTT 7538 10,000.00 £6,930.03 51942 (36,330.03)
{ &5 View Fll et '
I em Q Viw Auth Log [ Page: m o1p i

The Account Summary screen will display with the Verification ID number.

WILLA DEAN SCOTT (7539) Actions v

Account Summary

Account Nickname: WILLA DEAN SCOTT Available Credit: (55930.03)
Account ID: 7539 Current Balance: 68,930.03

Primary Accountholder: Scoit_Willa dean

Spend Control Profile Account Address Accounthelders
Account Mame: WILLADEAN SCOTT Corporate Account: NC WSSU
Account Name Line 2: MNC WS3SU Accounting Code:

*Account Nickname: | WILLADEAN SCOTT

Verification 1D:

Add Comment

[F] Comments

Note: Information from the P-Card Enroliment Form is entered into Works by Purchasing
Services which generates the Verification ID number that displays.

27



P-Card Contact Information

Adrienne Varner

P-Card Administrator

1604-B Lowery Street, Room 114
Winston-Salem, NC 27110
Phone: (336) 750-2933

Fax: (336) 750-8894

E-mail: varneray@wssu.edu

Willa Dean Scott (Back-Up)
Purchasing Specialist

1604-B Lowery Street, Room 116
Winston-Salem, NC 27110
Phone: (336) 750-2943

Fax: (336) 750-8894

E-mail: scottw@wssu.edu

Richard Fleming

Director of Purchasing Services
1604-B Lowery Street, Room 106
Winston-Salem, NC 27110
Phone: (336) 750-2731

Fax: (336) 750-8894

E-mail: flemingrr@wssu.edu

Department E-Mail

purchasingservices@wssu.edu
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