WORKS Training

How to upload receipts as a cardholder in Finance & Operations Effective July 1, 2020

e lLogin using your username and password

If you don’t have this information, please contact Lynn Crawford in Procurement (crawfo5@clemson.edu)

Bankof America ®
Merrill Lynch Works

P ————

The Works application is a Web-based, user-friendly electronic card payment management service that automates,

streamlines, and integrates existing payment authorization and reconciliation processes while providing "
management reporting and spending controls. Login to Works

+ Offers card program management, reconciliation and workflow approval in a single application Organization: CLEMSON UNIWERSITY - PCARD |

* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend X

« Utiizes a buit-in supplier network of milions of merchants worldwide Login Name: | regvesd |
* Encourages ci = to control spending and comply with company policy o -

* Increases your process and spending controls ’ .

+ Automates expenze approval and allocation

.

Simplifies management reporting and audit activities

If you would like more information about Works and how to purchase i, please contact your Card products Account Forgot vour password?
Representative. If you do not have one, you can request to be contacted through our website: Bank of America

Card Solutions. Need more help? Please contact your

Program Administrator for assistance.

Privacy & Security Recommended Seftings About 551 Cerificates
® 2017 Bank of America Corporation. All rights reserved.

e You will see the charges pending receipt uploads listed as TXN files

Bankof America 2% & Welcome, SUSAN ELLER - Log Out
Merrill Lynch Works AA7Y

Home | Expenses | Reports

Expenses > Transactions » Accounthoider CLEMSON UNIVERSITY - PGARD

Transactions - Accountholder

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

Advanced Filter

. Account _ Date Date B Purchase. Amount
=t D" Puchsssa  Postsd  Accounihelder | Amount Vo EEp signofr Allocation Allocated  Comp|Valjauth
£ Date - 0S302017 - 0310720, of -
= o ECR—
Al = ] TXN00883683 2115 08292017 08302017 ELLER SUSAN 45130 5P OTHER MACHINE CO. 04004 STUDENT ORGANIZATIONS  one JGARCIA-D0-13-4004-502-130-1300038-NONE-NONE- 45180 v v
[+/Purchase Request- Al o
O TXN00883701 2115 08302017  08/30/2017 ELLER. SUSAN 0.13 INTERNATIONAL TRANSACTION 04004 STUDENT ORGANIZATIONS none JGARCIA-00-13-4004-502-130-1300039-NONE-NONE- PAL] i v
Amount Range - Al 5
& o O TXN008B3778 2115 08/20/2017  08/30/2017 ELLER. SUSAN 2300 SUPERSAAS A 04004 STUDENT ORGANIZATIONS none JGARCIA-D0-13-4004-502-130-1300035-NONE-NONE- 23.00 v v
Dispute Status - Al B =
[ @ Txnooseass 215 0W022017 0ND42017 ELLER SUSAN 193347 SPARKFUNELECTRONIGS 04004 STUDENT ORGANZATIONS none JGARCIAD-13-4004-502-130-1300033-NONENONE-  1833.47 v 1wl v
Account Status - Al 5
[] B TxNoossasts 2115 08022017 DWDRD17 ELLER. SUSAN 736 AMAZON MKTPLACE PMTS 04004 STUDENT ORGANIZATIONS  none JGARCIA-00-13-4004-502-130-1300038-NONE-NONE- 7% v v
[ Aliocation Complete - All |
[] & Txnoossagss 2115 0032017 0WDAZ01 ELLER SUSAN 10795 AMAZONMKTPLACEPMTS 04004 STUDENT ORGANIZATIONS nome  JGARCIAD0-13-4004-502-130-1300033NONENONE- 10785 v iv1 v
Allocation Valid - Al 5
[] & Txnoosss20 2115 OWDIZOIT 0WDAZOY ELLER. SUSAN 18728 GLC WORLD RESORTS H 04004 STUDENT ORGANIZATIONS none  JGARCIADO-13.4004502-130-1300033NONENONE- 18728 v 11 v
£ Allocation Authorized Al 8|
Show per page. [<1<) Page: of 1> ()

Trsining Guides  Training Videos  Privacy & Security Recommended Seftings
©2017 Bank of America Corporation. All rights reserved. “Your Iastlog inwas September 7, 2017, 1:42 M CDT.

e To reorder/remove specific columns (i.e.- document, account ID, vendor, etc.) click & hold the specific column
you want to reorder, or press the drop-down located beside Columns to add/remove columns
o Itisrecommended to add the Receipt column. The receipts status will change from ‘Unknown’ to ‘Yes’
with a successful upload.



fue Ean view  rovomes oo nep

Welcome, SUSAN ELLER - Log Out

BankofAmerica % \yorks®

Merrill Lynch AAZN
Home | Expenses | Reports
Expenses > Transactions > Accouninolder CLEMSON UNIVERSITY - PCARD
Transactions - Accountholder
<< | Pending Sign Off ‘ Signed Off ‘ Flagged | Al | Clear Filters ~ Columns
Advanced Filter .
Account  Date Date Primary Purchase sign Amount
Document D Purchased Posied  Accountholder  Amount Vendor Group oft Allecation Allocated CompiVallAuth  Receipt
= ! Cmm— I ‘
[m] TXNOOBS3683 2115 08/29/2017 08/302017 ELLER SUSAN 451.80 SP OTHER MACHINE CO. 04004 STUDENT ORGANIZATIONS pone  JGARCIA-D0-13-4004-502-130-1300038-NONE-NONE- 45180 v 1v1 v  Unknown
[ Ameunt Range - All | [] B TXNO0SS3701 2115  O3D2017 08302017 ELLER SUSAN 018 INTERNATIONAL TRANSACTION 04004 STUDENT ORGANIZATIONS none  JGARCIA-DO-13-4004-502-130-1300033-NONE-NONE- 018 wiviv Unknown
ispute Status - Al @ || [0 @ TXNooss3778 2115 082912017 085302017 ELLER, SUSAN 2300 SUPERSAAS A 04004 STUDENT ORGANIZATIONS none  JGARCIA-DO-13-4004-502-130-1300038-NONE-HONE- 2300 viviv Unknown
Account Status - All sl || [] B TXNOOBB4758 2115 0022017 09042017 ELLER SUSAN 193347 SPARKFUNELECTRONICS 04004 STUDENT ORGANIZATIONS pone  JGARGIA-DO-13-4004-502-130-1300039-NONE-NONE- 183347 v iv i v Unknown
location Complete -All [s| || [] [ TXNOOSS4318 2115  09/022017 09/0412017 ELLER, SUSAN 786 AMAZON MKTPLAGE PMTS 04004 STUDENT ORGANIZATIONS pone  JGARGIA-DO-13-4DD4-502-130-1300039-NONE-NONE- 79 viviv Unknown
Allocation Valid - All || [] @ TXNOOSS4954 2115  0W/D3R017 0942017 ELLER SUSAN 10785 AMAZON MKTPLAGE PMTS 04004 STUDENT ORGANIZATIONS none  JGARCIA-D0-13-4004-502-130-1300038-NONE-NONE- 10795 v ivi v  Unknown
=] i -Al sl XNO0B5205 2115 09/D12017 09/42017 ELLER SUSAN 187.28 GLG WORLD RESORTS H 04004 STUDENT ORGANIZATIONS none  JGARCIA-D0-13-4004-502-130-1300038-NONE-NONE- 18728 v ivi v  Unknown
0 Selected | 7 items Show [100] ] <1< Page:
o
Training Guides  Training Videos ~ Privacy & Security Settinas
© 2017 Bank of America Corporation. All rights reserved. Your last log in was September 7, 2017, 1:42 PM COT.

e Select the desired TXN file, then choose the ‘Manage Receipts’ option

i O TXN00GE3633 2115 08/29/2017
I O & Anocate / Edit 13
l | Sign Off 13
| I View Full Details 13
: O Dispute 13
| O Retry Automatch 17

I Divide 13

Mark Receipt Status
Attach to Purchase Request

Manage Receipts

FmesEASEN

Print

e Press the drop-down arrow located beside ‘Add’ and select ‘New Receipt’

| 439055034 - Receipis

i

Upload Receipt i i
Date Uploaded By Date File Name File Size Description Document 1D

Mo data available in table

0 Selected | D items Show per page
[ Add v JJ[ Remove J][ View PoF |

El New Receipt

of 0 [ [+

=

El stored Receipt

e Select Browse, and locate your scanned documents



Add Receipt x|

1 ‘Works supports files in the .pdf, _png, .jpg, .gif and _jpeg format. Uploaded files will be compressed® and compressed
i file must be less than1MB.

*Note: PDF files are not compressed and must be less than 1MB natively.

*File to Add: | Browss... -

Receipt Date: B | mmiddiyyyy
f Description: -
=N
o
e Once you locate your desired file, select the file and click OPEN to upload the receipt into WORKS

[ — B, T e

Tracey Morgan »

Name . Date modified Type

4. 051917 5/22/2017 1:32 PM File folder

4. 060717 6/23/2017 2:03 PM File folder

1. 062017 6/23/2017 2:31 PM File folder

1. 063017 7/1/2017 9:51 AM File folder

L 07017 7/13/2017 2:06 PM File folder

& 071317 7/13/2017 2:36 PM File folder

L 072417 7/26/2017 1:35 PM File folder

2 073117 7/31/2017 10:20 AM  File folder

.. 080817 8/11/2017 1:15 PM File folder

.. 090417 9/19/2017 3:52 PM File folder

1. 092517 9/25/2017 8:21 AM File folder

P-Cords + Tracey Margan » 03517

Hew folder

-~ 0 e
Hame 3 Datemotfed  Type Ser
= ATETIBALp VI/IFLIAM  Adobe Acscbut D BAKE
-
oudFies
‘
|
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\sottmare
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Flename: AT&T 314341 pdt v (AlBsE) =|
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e Asyou are uploading your receipts, if you receive this error message, it means the file is too large.

You must:

Select cancel
Rescan the document 2-3pgs at a time
Save each document with your desired file name along with a number identifying the order it was saved
Example: ANDA $1,258.57 1
ANDA $1,258.57 2

o O O O



ANDA $1,258.57 3

Add Receipt

& File to Add: Select a file smaller than 1MB in size.

" Works supperis files in the .pdf, .png, jpg, .gif and .jpeg format. Uploaded files will be compressed® and compressed
4 file must be less than1MB. 4]

*Note: PDF files are not compressed and must be less than 1MB natively.

*File to Add: | Browse... | ANDA $1258.57 pdf

Receipt Date: | E| mmiddiyyyy
Description: |

e Leave Receipt Date and Description blank
e Select OK

o ‘Works supports files in the .pdf, png, jpg, .gif and .jpeg format. Upleaded files will be compressed® and compressed
file must be less thaniMB.

*Mote: PDF files are not compressed and must be less than 1MEB natively.

*File to Add: |C:RUsers\ELLERS\Da-{:uments‘nlr'rvoices".201?-1: Browse. .
Receipt Date: | | mmiddiyyyy

Description: | | L

e You will receive confirmation that you have successfully added a receipt



| 102439055034 - Receipts

fl
i B Added receipt. [x]
-
Upload
Date Uplcaded By File Size Description Document ID
[] | | | |
| W] Dam7z017  ELLER. SUSAN Signworld - $132.00 5405 KB
1
1 1 Selected | 1item | 349.5 KB Show per page
[(Remove | View PoF |

1

e Notice that your Receipt status has changed to ‘Yes’

e Proceed to the next TXN file, and follow the same steps for uploading receipts

Bankof America %% -
Morrill Lynch Works

Home | Expenses | Reports

Welcome, SUSAN ELLER - Log Out

AR TN

Expenses = Transactions > Accountholder

CLEMSON UNIVERSITY - PCARD

Transactions - Accountholder

igned Off ‘ Flagged | Al ‘

<< | Pending Sign Off ‘

Clear Filters

Columns ¥

Group

Advanced Filter . Account  Date Date Primary Purchase
Document D Purchased  Posted  Accountholder Amount Vendor
| | — sler \ \
O TXNO0883683 2115 08292017 08/302017 ELLER SUSAN 45180 SP OTHER MACHINE CO
O TXN00883701 2115 08/302017 08/30/2017 ELLER SUSAN 013 INTERNATIONAL TRANSACTICN
Amount Range - All -
oe L) O TXNO0883778 2115 08292017 08302017 ELLER SUSAN 2300 SUPERSAASA
ispute Status - All i
Lo O TXNO0EB4758 2115 09022017 09042017 ELLER SUSAM  1,93347 SPARKFUN ELECTRONICS
Account Status - Al ol
D TXN00884918 2115 09/02/2017  09/04/2017 ELLER, SUSAN 796 AMAZON MKTPLACE PMTS
Allocation Complete - Al 8|
O TXNO0884964 2115 09/032017 0042017 ELLER SUSAN 107.95 AMAZON MKTPLAGE PMTS
Allocation Valid - All ol
O TXNO0885205 2115 0901017 09042017 ELLER SUSAN 187.28 CLCWORLD RESORTS H
Allocation Authorized - Al &|
0 Selected | 7 items Show [100[w] per page

Mass Allocate

04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS
04004 STUDENT ORGANIZATIONS

JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-
JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-
JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-
JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-
JGARGIA-00-13-4004-502-130-1300039-NONE-NONE-
JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-
JGARCIA-00-13-4004-502-130-1300038-NONE-NONE-

Amount
Allocated ComplVallAuth  Receipt

451 v v
018 v ivi
2300 v ivi

183347 v ivi
796 v ivl
0795 v ivi
18728 v ivi

<] < Page:

Yes

Unknown
Unknown
Unknown
Unknown
Unknown

Unknown
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