Cardholder BOA WORKS User Manual

As a cardholder, you play a critical role in the proper management and reconciliation of transactions in
the Bank of America (BOA) Works system. You are responsible for reviewing, allocating, disputing,
uploading receipts, and signing off on all transactions in a timely and accurate manner. This section of
the manual provides step-by-step instructions to guide you through each of these essential tasks,

including:
e Navigating the BOA Home Page
e Allocating Transactions
e Remove Tax on Transaction
e Disputing Transactions
e Uploading Receipts
e Signing Off on Transactions
[ )

Running Monthly Statement wSign Offs

By following these instructions, you will ensure compliance with institutional policies and support
accurate financial reporting.

Navigating the BOA Home Page

1.

Login to BOA Works System located at the following; https://payment2.works.com/works/home
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2. The BOA Works home page provides a quick overview of key account information and action

items. Here's how to make the most of each section:
a. Action Items — Displays outstanding tasks that require action or review.
i. Look under the Current Status column for links that take you directly to the
work screen for that item.
ii. If you have multiple roles (e.g., Cardholder and Approver), check the Acting As
column to confirm which role you should be performing the required action.


https://payment2.works.com/works/home

3.

4.

Accounts Dashboard — Easily review Credit Limit, Current Balance, Available Spend, and
Available Credit for all university issued cards.

a. Toview recent denied transactions, click on the last four digits of the card number and
select Auth Log. You will be able to see all recent transactions and declined reasons. See
Appendix A for common declined reason codes.

Announcements — Stay informed by checking both announcement sections

a. My Announcements — Messages from WMU’s Program Administrator, such as
reminders, deadlines, or process changes.

b. Works Announcements — Notices from BOA (e.g., system maintenance, upcoming
releases, or holiday schedules).

Allocating Transactions in BOA WORKS

1.

After logging into the Works system, you will land on the Home Dashboard. If you have any
pending transactions that require sign offs, you will see a Pending link in the Action Items box
that you can click on, or you can select Expenses>Transactions>Accountholder from the
navigation bar.

—
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In the Transactions — Accountholder menu, you will see all of the charges that are pending sign
off. Click on the Xl icon next to a transaction to view all of the details of the transaction
including the default allocation. If you need to sign off on transactions that are over a month

old, you can select the Date box under Advanced Filter and then the B icon to change the dates
to the period desired.
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3. To allocate on a transaction, select the TXN number under the Document column for the

transaction and select Allocate / Edit.

TXN00335103 4718
% Alloc ate / Edit
& | sign o
~ | \iew Full Details
r-lT;" Dispute
%= | Retry Automatch
fi’; Attach to Purchase Request
é Print

In the Allocation Details screen, change the fields including the Cost Center, Fund/Cost Center
and Object Code to reallocate as needed. To allocate between two or more cost centers, click
the Add button to add new lines and adjust the amounts accordingly. Once allocations are

completed, click Save or Save and Allocate Next to move to the next available transaction.

[=] Allocation

Value

ComplVallAuth | Amount M Sales Tax Description

PRI 4940 0.00 | CANNEY'S WATER CONDITICNI - Purchase

0 Selected | 1 ftem

(5] Reference & Tax

Reference Tax Status Goods & Services

Sales Tax Included v
Adjust Amount

(] Transaction Detail - 7299 (MISCELLANEQUS PERSONAL SERVICES)

GLO1: COLLEGE
400

Tax Total
49.40

Details are not available for this transaction.

Purchase Amount: 45.40  Tax Amount: .00  Allocation Total: 42.40 | 100%  Variance: 0.00

GLO2: COST CENTER
6411240

GLO3: FUNDICOST CENTER|
16411240

GL04: OBJECT CODE
4570

Use Tax ‘Shipping ZIP

0.00 40008-5250

[ Comments

Add Cnmmen(l

— e

Overcoming Allocation Errors in WORKS

1.

Sometimes when a cardholder is attempting to allocate a transaction in the WORKS allocation screen
the system will not allow the user to allocate to a fundcost center other than what is defined as the
users default n these circumstances please follow the instructions elow to help reset the system

and e ale to view the other options availale to e allocated to

In the Allocation screen, find the fields marked “GL01” through “GL04” and delete whatever is
currently in the fields so that they are blank. (Please note that they ALL must be empty before

beginning or errors will continue).

Purchase Amount: 385 00

GLOY: COLLEGE GLOZ: COST CENTER

Tax Amouniz & 00

GLO3: FUNINCO ST CENTER

Allocatien Total: 335 00

Wariance: O 00

GLO; OIJECT CODE




2. Starting with the “GL01” option, click on the empty field and select the “See More” option.

GLO1: COLLEGE

500 | VP Information -
Technalogy

600 | VP Legis Aff Ch of

5tf

700 | VP Legl Aff Gen

Counss

800 | VP Resaarch and 1
Sponsored Frograms

900 | Diversity & Inclusion

950 | AAA Travel Card

See Maore... - L}

3. Onthe ensuing screen, select the option that is desired and hit “OK”. (Note: for the “GL01” field
there should only be one option to select, and some fields such as “GL02: Cost Center” may have
multiple pages worth of options to select. If the option you seek isn’t on the first page, select the
arrow icon towards the bottom to scroll through all pages until you see the desired cost center).

-
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0 Selected | 134 tams Show [0 ¥ | per page <) Page: [ 1 ] of 140> B
EIESD

4. Continue to do this for each field until each of the options “GLO1” through “GL04” have a valid
entry in them. Once this is completed, select the “Save” option at the bottom of the screen to
save your changes.

Remove Tax on Transaction

1. When allocating transactions and there has been tax allocated in the transaction detail, you
have the option to remove the tax. Select the Tax Status dropdown in the Full Details of the
transaction. Select Non-taxable Purchase and it will remove the tax that was allocated in the Tax
Total box.



TXNOOT98224

Purchase Amount: 54410 Allocation Variance: 000

Post Date: 07/11/2025 Comp | Val |Auth: v 1 v v

Vendor Name: PFG PROFORMA Sign Off History: None

MCC: 2741 (MISCELLANEQUS PUBLISHING & PRINTING)

Transaction Allocation & Detail Dispute Receipts
[=] Allocation Purchase Amount: 544 10 Tax Amount: 3079  Allocation Total: 54
All Values

[J ComplVallAuth  Amount ~ Sales Tax Description GLO1: COLLEGE GLD2: COST CENTER GL03: FUNDICOST CENTER
0O v lvl v 513.31 30.79 | PFG PROFORMA - Purchase 280A 1230300 11-1280300
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Sales Tax Included ~ 513.31 30.79 0.00 49008525()
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[=] Transaction Detail - 2741 (MISCELLANEO]

Non-taxable Purchase

Subject To Use Tax

2. Unfortunately, this does not remove the tax in the Tax Amount under the Transaction Detail
section of the transaction. There is no option to remove it from this location.

[ Transaction Detail - 2741 (MISCELLANEOUS PUBLISHING & PRINTING)

Purchase Summary

Unit Total Commodity  Destination Country  Destination Postal Discount Duty Order  Origin Country  Origin Postal ~ Purchase Shipping Tax Unique Invoice
Description Amount  Quantity  Amount Code Code Code Amount Amount Date Code Code L} Amount Amount Number
Line Item Summary 0.00 1 54410 0.00 0.00 0.00 3079 [p00000000000000

Goods & Services
Goods/Services  Price Quantity Total
Interchange Qualifier  0.00 0 000
Tax 3079 1 3079

Disputing Transaction in BOA WORKS

1. When you are reviewing transactions at Expenses>Transactions>Accountholder if you see a
transaction that needs to be disputed with the vendor you will need to dispute the transaction.
Click on the drop down under the Document column and select Dispute.

Account Date Date Purchase

rFY -
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| f Sign Off wone 07M4/2025 07132025 WAGHER. ANNE 7210 STAPLS7E610559330000)
= | View Full Details
@ Dispute
W

«_ Retry Automaich
#' | Aftach to Purchase Request

[%] Manage Receipts
£ print

=

2. This will flag the transaction as a dispute. You must then contact the vendor directly to resolve
the issue. Once the vendor has issued a correction (such as a credit memo or an additional
correcting transaction), you may proceed to sign off on the transaction.

Note: You can sign off on a disputed transaction before the correction is complete, but only if you
are actively working with the vendor to resolve the issue.



Uploading Receipts to Transactions in BOA WORKS

All transactions require attachment of receipts BEFORE you sign off on transactions.

1. To upload receipts, go to Expenses>Transactions and find the transaction you want to attach
the receipt to. Click on the drop down under the Document column and select Manage

Receipts.

Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions = Accountholder
|| Transactions - Accountholder
<< | Pending Sign Off | Signed Off | Flagged | Al
Advanced Filter .
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- k)
B o | ] TXN0D581430 4718 08/04/2021 08/0312021 WAGNER ANNE 6624 FS TechSmith
Purchase Request - Al o O & Alocate / Edit 08/04/2021 08032021 VAGNER, ANNE 5270 USPS PO 2576500035
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3. Select Choose File and locate where the file is stored. Choose file to Add and click OK. You may
add a Receipt Date and Description but it is not required. Your receipt is now attached.

Works supports _pdf, png. jpa, .gif, and jpeg file formats. Maximum file size for PDF is 5 MB, maximum for all other
formats is 10 ME.

*File to Add: §| Choose File | Mo file chosen

Receipt Date: [ E mm/ddfyyyy

Description:

Cancel

4. If you want to change your screen to show whether your transactions have receipts attached to
them or not, select the Columns option at the top right and then check the box next to
Uploaded Receipts and Save. After this, you will see a new column at the end that displays Yes
or No depending on if a receipt is attached or not. You can also select View Full Details and then
the Receipts tab to pull up the PDF of the receipt if needed.

Signing Off Transactions in BOA WORKS

1. To sign off transactions, navigate to the Transactions — Accountholder screen after allocating

transactions.
2. Tosign off on a single transaction, click on the TXN number and click on Sign Off.

<< Pending Sign Off Signed Off Flagged All
Advanced Filter . Account
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3. Add a comment of choice (typically a business purpose) and click OK.

Confirm Sign Off %

Sign off 1 fransaction(s).

Comments: ||

Lox | cance

4. To sign off on all or multiple transactions, check the check box above the column of checkboxes
to select them all. You can deselect any needed as well by clicking the checkbox next to that
transaction. Select the Sign Off button on the bottom bar and add your comment and click OK.
This will sign off all transactions and move them to the Signed Off tab. All transactions you sign
off will reside in the Signed Off tab and the All tab.
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Running Monthly Statements wSign Offs:

Creating Scheduled Reports:

From the Works main menu, click on “Reports” and then “Create”. On the following screen
under the “Template” option, select “Choose from all available templates” and then select the
“Monthly Statement wSign Offs” option.

Home Expenses Accounts Accounting  Administration

Completed
= Acion tens ]
Scheduled

Action Count

" Create Report

* Category: | Spend v

*Template: r |

Standard Reports
Billing Statement
Disputed Transactions
GL Memao Statement
Payable Allocation
Training Guides  Training \ideos Fayable Allacation Detail
Dther Programs and Services Bs|  Spend By MCC
Recent Reports
shared : Transaction Detail with Account Codes and MNotes

personal - Card Use Review
systam - Billing Statement
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Select a Report i
Include shared reports
Templai?e Name Owner Description Scope
Monthly Statement
|I @ Monthly Statement wSign Offs Knedgen, Dawn Print Report with Signatures shared I|
1 Selected | 1 item Show per page [<]<] Page: of 1 [> (=]
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1. Under the “Filters” section, make sure that the “Card Last 4 Digits” filter is present, typing in the
last 4 digits of your procurement card into the field. If the filter is not present, select “Add
Filter”, and find the “Card Last 4 Digits” filter under the “Card” subheading.

[ Filters

Add filter:

Card Accounting Code _
Transaction Type: Card Advice Address
Card Advice Type

; Card Bank ID Mumber
Card Cash Limit
Card Create Date
H Output Format Card Credit Limit
Card Deactivation Date
Formats: || Expel Card Delete Date
Card Embossed Line 1
|+ PDF Card Embossed Line 2
Card Employee 1D
Card Expire Date
Oul  card Is Chip and PIN
Card Is Company Liability
Card Is Company Faid
Card Is Corparate Card

Card Is Push Pa
areea  Card Last 4 Digits
Card Last Used -

Post Date:




4,

Change the dates that you are wanting to run the report for by clicking the B icon next to “Post
Date”.

[=] Filters
|Add filter: v ]
Transaction Type: 3& | Cashadvance [« Misc Credit [# Misc Debit (o Purchase [| Reimbursement | Payment
Post Date: % 0%/01/2017 - 05/21/2017 )
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plz |2 (4 |5 |8 |7 |8 |p = M DD WY
8 (1011 |12(13 (14|15 29 2017
1 R P B
716 (17 |18 |18 |20 (21|22 g 91 01T

23 |24 |25 |28 |27 :sq

' Month-to-Date o Selected Week
2 . ! '~/ Cyecle-to-Date ' Selected Month
1D ' Year-to-Date ' Selected Cycle
7 " Previous Week Y Today
" Previous Month o Custom
2 ' Past 30 days
N S S S S AR * previous Cycle
4111 (12 [13 )14 |15 (16|17 | N ' past Undefi days
T118 (19 (20 )21 |22 (25 |24
25 |28 |27 (2B (20 |30
2 1
2 |3 |4 [5 |8 |T |8 u -

| ok | Cencel |

In the “Scheduling and Expiration” section, type the last 4 digits of your card after the monthly
statement name and then select “Recurring” and then “Every billing cycle plus 1 day” and
“Submit” the report. You can also adjust the Report Expiration date as needed. This indicates
how many days the report will be available to review for before expiring.

This will make the report run automatically every month and you will receive an email with a
link to access the report. You can follow these steps to create a template for every card that you
possess if you are the cardholder for multiple accounts. Additionally, you can run this report at
any point by selecting the Run Now option.



Note: If you get a new card number you will need to ensure that you modify this report to pull

transactions for your new card.

[=] Scheduling and Expiration

1 v |day(s) at| Midnight »

| Job Name: [ Wionthly Statement 5657 |
Run for User(s) : Mone selected O
Schedule: Run Mow
Run Later
® R 1. Report times will be Central time zone

Eveny| Sunday v | at[Midnight ¥

Every month on the 1st ¥ | at Midnight *

|o Every biling cycle plus| 1 ¥ :2-,'|s:|

Everyquarter starting January r

Report Expiration after: | 7 dayis)

[Submit Report |

Grant Transactions:

If you have transactions charged to a grant, you must send your grant representative a copy of the
Monthly Statement w/Sign Offs, along with copies of all receipts and supporting documentation for
grant-related transactions. This must be submitted by the 10th of the following month to ensure timely

review and compliance with grant requirements.
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