Sign Off Procedure in WORKS

*Please note that all receipt uploads and allocations need to be done prior to signing

off any transaction.

1.

3.

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” notification link in the “Action Items” box on
the main screen 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. You
can click on the I 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 E icon to change the dates to the period desired.
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When you are ready to sign off on a transaction, select the M icon under the “Document” column for the
transaction and select “Allocate / Edit”.
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4. You should now be in the “Allocation Details” screen. On this screen you can change several fields
including the “Cost Center” and “Fund/Cost Center” (these fields are defaults that are set up for the
particular card used so they can be changed if they aren’t correct) as well as the “Comments” field near
the bottom of the screen (hit “Add Comment” to enter these). If you want to allocate between two or
more cost centers, hit the “Add” button to add new lines and adjust the amounts accordingly. Once you
have completed all the necessary information, you can hit the “Save” button or “Save and Allocate Next”
to move to the next available transaction.
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5. Return to the “Transactions — Accountholder” screen when you have gone through all of your
transactions. To sign off on the transaction, rather check the boxes to the left of the transaction and
select the “Sign Off” button on the bottom bar. Alternatively, if you only want to sign off on a single
transaction, you can rather check the box and hit “Sign Off” or select the ™ icon under the “Document”
column and select “Sign Off”.
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