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Getting Started in Works

genecated enall from the Works appllicatics used by your orgasizatien.

jease do not reply TO the sender of this esall. It 13 & syste

You will receive an email to set
up your works login

Read the seisage below regarding the Works applicetion. IF the mesiage requests that you Take an actlon in the application, & link may be In
the nessage to allow you easy access to the logln soreen.

uded below

& Motice From The Works Appllcation

Initlal,

To s4t your password, begin by esterlng your usernase or emall address at this URL:

hetps://dema. works confworks/paspond by eaTypa-val ldateinitiall

Your usernase: Inltial

Your amall sddrass: nisiald trendl busioes com

Bankof America % - .
Merrill Lynch Works Use your email to
begin the login process

If the above link does mot work, Copy and paste the link direct]
browser enables cooklies, allows pop-up windows (Ffor the “works.
more Information on how to conflgure these settings, consuln yof

Please also note that the link above allows you To sccess the 4
entering the followlmg URL In your browser”s location
fleld:

Pirase antér your emaid address or Login Nams:
ml

[ ox |

Tuo User userywe® frpndl vhasiness o l .

Warks Suppert [nene) Bankof America = 3
Merrill Lynch Works

Erivecy & Socurky.  Recommended Home Expenses Reports Set u p p asSwo rd &
& 2013 Bank of America Corporatio . .
security questions

hreps:f/dens works . conugrks

We reconmend that you use your browser to create & bocksark for

For further assistance, please contact one of your progran
adalnistratars:

Log Into works 4 at: hifps://denc works com/works

Fiease enter your desred password (Iwice) Hote that passwonds are case sensiive
*New Password: | sssssss

“Confirm Password: | sssssss

Piease select three sacurty vakdation questions and enfer your answer for each
guestion. This information will be used to verify your identity.

Question 1: F.';'nar i3 your favorie spon or hobby? 3

" Answer 1t

* Confirm 1

Question % i\'-'h-cJ'- city was your yaungest beother barn lrﬂ
* Answer Z:

* Confirm 2




Login and Home screen of Works

- C f B hitpsypaymentZaworks.com, works
£ Pessonal (T WoU O DOAS [ Peard (O] Purchasing ([0 References (] MGSC [0 Balling/cadering

BankofAmerica %yl o” : . : P ) :
Merrill Lynch Link to WORKS it will be available on your “Task to Perform’ Email

(pouwos |l }einewens
Tha \Woris sppicalon ik 3 Web-based, used-nenaly sladinsnic cand paymand managamant Senice thal OwganizaBon: MDCLE GECRGIE 5T Use the Informatlon from
aulornalas, sreambings, and legrales st p3ymnant suthonZalan and reconcHliabon procesaes whals _ . .
Didkan § MENASEMEN MEOarSng and spendng controts Losgin Rame: |_'I'1.ESLI_E| you r we | come emal I’ |f
= Oifers cad peggram management iaconciiabon and worklow apgeoyal m & sangle sophcalicn . . . .
= Provices simple, BMEcive and Dmely condols 10 belp Manage Tour reconciliation policy and company spend th|s IS your f|rst time
= LMlinEs & bullt-in Supgied nedvore of mlions of med chants workdwios
s Encourdged coholders 1o contiol Spendng and comply with caompany policy

= BNCTSETEE yOUT pEOCHE S End Spenang oonirels Forool sous ©as5 W IOggi ng in .
& Aaicmales EpaNES approval and aSccaton
nesa merenoipr miesse cof [T YyOU dO not remember

= Samghfies managermand reperiing and audt actrbiess
B v vt Ik i o miation ABoUL Woiks 3rd Hhow b purcharis IL pleads ¢ortact viol Caid pdoduts Prsgram Samines yater b a3
Apssuan] Flapiadentaiee. B pdu 3 bl Raee &ho, Fou Can redques] 5 be conladted heough our walste. Bank o

st ety b e your login or password
please contact
Purchasing to reset.

Privecy & Saounty Refommangdsd Sslings Abput Soi CenMcales J ;
© 2014 Bank of Amadica Corporalion. All nghts resened i
-t ]

You will receive a ‘ Task to Perform’ email when you have transaction to sign off. But do
not solely rely on these emails. Make sure to sign off on your transactions once a week.




Getting to Transactions

€ - C | htps./fpayment2works.comfworksthome
HEApns @ CR e Web Store -, £ SchoolDude - ToolB.., 4+ Works - Login - Settings - Search res..,

T Do youwant Google Chrome to save your password? | Save password | | Never for this site

‘Welcome, Brian B Chipman - Log Cut

Bankof America 27 o
Merrill Lynch Works AAZY

Home Expenses Reports

— 4= | Announcements

I= mnnnams ACt i O n I te m S Mo announcements st this time
Action !/—\ Type Current Status
1 tem Shole\perpage U\]{]Pagemaﬂl}[k[l CliCk On the |ink- This iS Where
Accounts Dashboard _ you will find the transaction that
: require Sign-off
Accourt Name Account ID Cregh Limit Currert Balance Ayvaliable Crecit %% of Credlt Limt Used
1 tem Shiv ’E\ PEF pae ] <] Page: IIl ot > B

i o IR

Action items is were you will see transactions that need allocation and signing off .
Accounts Dashboard is were you will see card information- balance, current balance, available credit .

Announcements will have the last new and updates for Works only.




Allocation of Transactions

€ - C' | httpsy//payment2.works.com/works/transactions/accountant/tab/pendingSignOff

i% Appe [ Suggested Sites (] Imported From IE Middle Georgia Stat... [ Works- Login || Oracle | PeopleSoft .. [ doas.ga.gov/Statelo.. [ Google Calendar [ PR_login [ DOAS [' PRonigp_list ] Training Login

\Welcome, Barbara Burns - Log Out

BankofAmerica@' Works®

Merrill Lynch AR
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountant MIDDLE GEORGIA STATE COLLEGE
Transaclinns - Accountant l
>> Pending Sign Off | Open Ready to Batch Flagged | All Clear Filters  Columns ¥
- Account Date Purchase Amount
Document D Sign Off Date Posted  Purchased Primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated
L leslie [
(|} TXN00006533 3307 none 04/08/2014  04/07/2014  Leslie, Tiffany 37305 DADE PAPER & BAG - ATLA I 1703100105001730011000714100.. 373.05
a TXN00006534 3307 none 04/08/2014  04/07/2014  Leslie, Tiffany 429.60 DADE PAPER & BAG - ATLA Vivi v 1703100105001730011000714100... 42960
(|} TXN00006560 3307 none 04/09/2014  04/08/2014  Leslie, Tiffany 378.68 UPS 000000E1Y150134 RExb v XXX 378.68
U TXN00006564 3307 none 04/09/2014 04/08/2014 Leslie Tiffany 22843 UPS 000000E1Y150124 XEixl + XXX 228 43
(|} TXN00006602 3307 none 04/10/2014  04/09/2014  Leslie, Tiffany 44953 OFFICEMAX CT IN#49 £ A AT 1606010105001620011000714100... 449.53
a TXN00006603 3307 none 04/10/2014  04/08/2014  Leslie, Tiffany 1,402.92 WW GRAINGE CARAN", 1703100105001730011000714100... 1,402.92
1] | 3
0 Selected | 6 items Show [10 v | per page <l <] Page:[ 1 |of 1[> [

Training Guides Training Videos Live Training Release Notes Privacy & Security Recommended Seftings ~ Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

© 2014 Bank of America Corporation_All rights reserved Your lastlog in was April 17, _2014_7-50 AWM CDT

This is a screen shot of a p-card holders transactions that require sign-off. Note that not
all transactions have been allocated yet. You need three green check marks before you
can sign off.




Allocation

Zt Apps lu4 buggested oites || Imported From IE ] Middle Georgia Sat.. g WORKs - Lagin coplesoft .. dogs.ga.gov/Statelo., o] Google Lalendar Rlogin A PRrugp_list raining Login

Bankofnmerica @ works@ Welcome, Barbara Burns - Log Out
Merrill Lynch ARAZN

Home Expenses Accounts Reports Accounting Administration

Expenses > Transactions > Accountant MIDDLE GEORGIA STATE COLLEGE

Transactions - Accountant .
>> Pending Sign OFf = Open Ready to Batch Flagged = All | Clear Filters =~ Columns ¥
- Account Date Purchase Amount
Document D Sign Off  Date Posted Purchased Primary Accountholder Amount Vendor Comp|Val|Auth Allocation Allocated
O leslie
(] TXNO0006533 3307 none 04/08/2014 04/07/2014  Leslie Tiffany 37305 DADE PAPER & BAG - ATLA o Nl W 1703100105001730011000714100. . 373.05
(| TXN00006534 3307 none 04/08/2014  04/07/2014  Leslie. Tiffany 42960 DADE PAPER & BAG - ATLA L AL A A 1703100105001730011000714100.... 42960
0 TXN00006560 3307 none 04/09/2014  04/08/2014  Leslie. Tiffany 378.68 UPS 000000E1Y150134 gl & XXX 378.68
(B TXN00006564 3307 none 04/09/2014  04/08/2014  Leslie. Tiffany 22843 UPS 000000E1Y150124 ElIxl v XXX 228.43
(] TXNO000G6602 w elirs 04/10 2004 eelA0020 LA L ocle Tilian A40 o0 OEEICEIAY C T INZASA020) U A 1606010105001620011000714100... 44953
0 & Aocete/ Edi \l 04/10) TO a||0cate C“Ck the transaction number 703100105001730011000714100... 1,402.92
& View Full Details
4 Sweep
41 | 3
0 Selected | 6 items Show [10 v | per page (<< Page:[ 1 |of1[> [+

Training Guides Training Videos Live Training Release Notes Privacy & Security Recommended Seftings  Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

© 2014 Bank of America Corporation. All rights reserved. Your last log in was April 17, 2014, 7:59 AM CDT.

hittpe://payment2.works.com/works/transactions/accountant/tab/pendingSignOff2




Allocation

17 ¥ ] Middie Georgia State Call. x =)
€& - C A |G https//payment2.works.com/works/transactions/accountholder/tab/pendingSignOff Qg
("7 Personal [ WGU (] DOAS (] Peard (] Purchasing [ References (] MGSC (] Billing/ordering

Welcome, Tiffany Leslie - Log Out

Bankof America %7 Works®

Merrill Lynch
e AATY
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions = Accountholder MIDDLE GEORGIA STATE COLLEGE
l ransactions - Accountholder l
> Pending Sign Off Signed Off | Flagged All Clear Filters =~ Columns v
a
Document Account 1D Sign Off Date Posted  Date Purchased Primary Accountholder Purchase Amount ‘endor Comp|VallAuth Allocation Amount Allocated Sales Tax
B TXNOO0OB367 3307 none 07/0212014 07i01/2014 Leslie, Tiffany 22535 UPS 000000E1Y150234 X 1xl ¥ s 22535 0.00
(] TXN00008369 3307 none 07/02/2014 07/01/2014 Leslie Tiffany 278.00 UPSO000DDDETY150224 0 S dEE 00 278.00 0.00
[T ] TXN0OO00B371 3307 none 07/02/2014 07/01/2014 Leslie, Tiffany 117.01 UPS 000000E1Y150284 x byl o 000 17.01 o.oo
(=] TXN0000B372 3307 none 07/02/2014 07/01/2014 Leslie, Tiffany 177.97 UPS 000000E1Y150244 xixl v 100 177.97 0.00
B TXNOD00B377 3307 none 07/02/2014 07/01/2014 Leslie. Tiffany 67.42 UPS 000000E1Y150254 Xzl v 000 6742 0.00

| BT IS Red x means not allocated [~
or error with allocations

Training Guides  Training Videos Live Training Release Notes Privacy & Security Recommended Seftings  Global Repaorting and Account Management
Other Programs and Services Bank of America Visa MasterCard FCl Standards Council

© 2014 Bank of America Corporation. All rights reserved. Your lastlog inwas July 8, 2014, 1:28 PM COT.




Allocation

€ = C fi B hitpsy//payment2works.com/works/transactions/accountholder/tab/pendingSignOff
(7 Personal [ WGU (] DOAS (] Peard [ Purchasing (] References [ MGSC [ Billing/ordering

Bankof America %% Works®

Merrill Lynch

Home Expenses

Accounts Reports

Accounting Administration

\Welcome, Tiffany Leslie - Log Out

AATZN

Expenses = Transactions = Accountholder

e

ST Allocation Details -TXN00008233 - Amazon.com

(&3}

TXHNOOO!
THNOOO
THHOOO!
THNOOO(
TANOOO!
TANOOO!
TANOOO!
TKNOOO!

N e e
HEHEHEEBEBBEB

TANOOO!

o =

0 Selected | 35 itam:

Training Guides  Trai|
Otfier Proarams and S|

©2014 Bank of Amari

TXNOOOC |

= Allocation
Valug
| complVallAuth | Amount ¥ Deseription
" 31.98| | Amazon.com - Purchase
x x v
0 Selected | 1item

X3

[=] Reference & Tax

-_Sa.\es Tax Included

Transaction Detail - 5942 (BOOK STORES)

[=] Comments

GLOT: DeptiD

1101000 | Schoal of
Liberal Arts

1101010 | Dept. of
English

1101020 | Dept. of MCA
11010

Mathemati

1101040 | Dept. of
Natural Sciences
1101041 | Dept. of
Natural Sciences - Lab
Fees

GLOZ Fund

MIDDLE GEORGIA STATE COLLEGE

0611112014 | Source Amount: 31.98 USD F3 Columns ¥
Purchase Amount: 31,98 Allocation Total: 31.98 | 100% Variance; 0.00
Sales Tax
GLO3: Program GLO4: Class GLOS: Expenze GLOG ProjectiGrant .00
| j 0.00
0.00

Allocate each column ( Dept. Id., Fund,
Program, Class. Expense,
Project/Grants)

ERFZEES

Add Comment

N




Allocation

b

€ = C A B httpsy/payment2.works.com/works/transactions/accountholder/tab/pendingSignOff ®
(77 Personal (] WGU (7] DOAS (] Peard (] Purchasing (] References (] MGSC (] Billing/ordering

Welcome, Tiffany Leslie - Log Ouf

Bankof America %% Works®

Merrill Lynch LAY
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions = Accountholder WMIDDLE GEORGIA STATE COLLEGE
' ransactions - Accountholder '
EESN TN Allocation Detalls -TXNO0008233 - Amazon.com 06/11/2014 | Source Amount: 31.98 USD 3 Columns w
=| Allocation Purchase Amount: 31.98 Allocation Total: 31.98 | 100% Variance; 0.00
Sales Tax
- Value
o Txnooo] - ComplVallAuth Amount v | Description GLO1 DeptiD GLOZ: Fund GLO3: Program GLO4: Class GLOS: Expense GLOB: Project/Grant 0.00
o TXHOOO] [ LRl D ] 3198 | Amazon com - Purchase [Bsd 0.00
] TXHNOOOY § Selected | 1 item o
@ TXNODO 0.00
(=] TXNOOO 0.00
o TANODD! 0,00
a Txoond = Reference
. . . .
= Add | d to sl t tiont Labor, Material
@ = : . Ines as needa 1o Silip up transaction types, apor, iviateria
o TXNOOD Sales Tax Included
(0] TXNOOD!

s between Departments example: Bldg. Maint. Macon and Bldg.
T Maint. Cochran)

S Note: freight is only separated if $500.00 or more.

Otner Programs and §
22014 Bank of Ameri

5o [co )

https://payment2.works.com/works/transactions/accountholder/tab/pendingSignOff# 3




Comments

==t Apps |4 Suggested Sites (] Imported From IE || Middle Georgia Stat., kg Works - Lagin Oracle | PeopleSoft.. | doas.ga.gov/Statelo., [ Google Calendar |7 PR_login DOAS PR_nigp_list | ] Training Login

Welcome, Barbara Burns - Log Out

Bankof America %7 ®
Merrill Lynch Works

Allocation Details -TXN00005526 - OFFICEMAX CT IN#820506

Home
Expenses > T| - JE COLLEGE
[=] Reference & Tax
Sales T"ax_l_nc_\uded v 36.84 000l 000! 31206 Folumns v
| ) Adjust Amount et
Allocated

[=] Transaction Detail - 5943 (STATIONERY,OFFICE AND SCHOOL SUPPLY STORES)

& TX Purchase Summary -85,053.21
[ ] Bt o]
— H Total Amount Discount Amount Shipping Amount Tax Amount Order Date Purchase ID AT
o TXI -217.123.64
36.84 0.00 0.00 0.00 03/03/2014 .
g Click here to add i
m TX Purchase Detail -172.153 26
= i Description Unit Amount Quantty Total Amount Item Commodity Code ltem Product Code comments or a d d SLLE
(] TXI . -175,253.72
= 4 TIER BUSINESS CARD EA 224 3 6.72 K30M96098 K30M96098 t h e m at S | g n _Off =
O i
l_ = BUSINESS CARD HOLDER EA 041 7 287 K30M0O770 K30M00770 o
; : ™ BUS CARD CASE W/FLAP EA 545 5 27.25 GB80M02801 GB80M02801 \ 1707
« ’
0 Selecled | 2 [=] Comments Add Comment | of 26 [> [>{

Bldg. Maint., Card holders, office use —— Exa m p I e fo r CO m m e nts

Tiffany Leslie | 03/18/2014 il

Detailed information Click save | — g

Training Guides Training Videos Live Training Release Notes Privacy & Security Recommended Seftings  Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

© 2014 Bank of America Corporation. Al rights reserved. Your last log in was April 17, 2014, 7:59 AM CDT.




i Apps [ ) Suggested Sites (] Imported From [ [] Middle Georgia Stat.. g Works - Login | | Oracle| PeopleSoft... || doas.ga.gov/Statelo... [I Google Calendsr |7 PRlogin || DOAS | PRonigp.list || Training Login

Bankofnmerica’%‘ ®
Merrill Lynch Works

Allocation Details -TXN00005570 - OFFICEMAX CT IN#85°

Home
[=] Allocation Purchase Amount: 139 29 Allocation Total: 138.29 | 100% Variance: 0.00
Expenses > T|
Value
l []] compjvaljaum [Amount ~ Description GLO1: Dept ID GLO2: Fund GLO3: Program GLO4: Class
PR B v v 139.20| | OFFICEMAX CT IN#851727 - Purchase 1104030 10000 11100 11000
i g =
0 Selected | 1 item
J
=)
(=] [=] Reference & Tax
= Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP
o Sales Tax Included v 139.29 0.00 0.00| [ 31206
o (] Adjust Amount

Transaction Detail - 5943 (STATIONERY,QFFICE AND SCHOOL SUPPLY STORES)

[+

[=] Comments Add Comment

B B

Bulletin Board and office supplies for Chris Tsavatewa office suite area.
= Tina C Carreker | 03/27/2014

D56kt | 2 Another example for comments.

= B
S 443222 HH

Lo oo )

Training Guides Training Videos Live Training Release Nofes Privacy & Security Recommended Seftings  Global Reporting and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council

© 2014 Bank of America Corporation. Al rights reserved. Your last log in was April 17, 2014, 7:59 AM CDT.

Welcome, Barbara Burns - Log Out

JE COLLEGE

Columns ¥

Amount
Allocated

35.00
19.95
30.96
1,344.30
18.25
16785
390.00
138.29
74.95
94.98

¥

|| of 26> [

Do not use ‘approved’, ‘signed off’ or ‘ok to pay’. Comments should describe
what has been purchased and for whom.




Verify Allocation

it ppps [ Suggested Sites (] Imported From IE Middle Georgia Stzt.. @ Works- Login | Oracle| PeopleSoft.. [ '] doas.gagow/Statelo.., Google Calendar || PRIogin | DOAS [ PRonigp list || Training Login
; Welcome, Barbara Burns - Log Out
Bankanmenca@‘ Works®
Merrill Lynch
UM  Allocation Details -TXNOOOUG602 - OFFICEMAX CT INi#499020 04110/2014 | Source Amount : 449.53 U
Allocati Allocation Total: 449.53 | 100% Variance: 0.00
o - 2= | Green v means correctly allocated e COLLEGE
. Compefiauth Amount Description GLO1: Dept ID GL02: Fund GLO3: Program GLO4: Class
l v vl \ 44853 OFFICEMAX CT IN#499020 - Purchase 1606010 10500 16200 11000 714-!
Pend| - " Columns v
>> en P \ olumns
5 Reference & Tax You can scroll here to see the complete chart field string Alocad
L Reference Tax Status Goods & Services. Tax Total Use Tax Shipping ZIP
= X Sales Tax Included 449 53 0.00 0.00 31206 373.05
= TXI [§ Transaction Detail - 5943 (STATIONERY,OFFICE AND SCHOOL SUPPLY STORES) 429.60
E TX 378.68
[=| Comments Add Comment
= I 20843
E X 44953
: = Make sure no tax shows here. Zero out the ey
amount if it shows tax. Obtain a credit
Immediately if it is a true tax charge.
The credit you obtain will be automatically
S applied to the Goods and Services and not B ,
0 Selected | 6 to the taxes. (ot 1 [ (5]
(R tol
[ Close |
4
T ") - I T = T iy T T~ ' Ty -IJ(‘E ST T - T 1T T
Note: sometimes taxes will show up in amounts of $.03 or $.01 but will not be on your receipt. Please do not
worry this is an issue that happen time to time with some vendors; just clear the taxes to show zero.




Transaction Details

€ - C | & httpsy/payment2.works.com/works/transactions/accountant/tab/pendingSignOff Qe =
£ Apps [ Suggested Sites (] Imported From I ] Middle Georgia Stat... Works - Login |} Oracle | PeopleSoft .. [ ] doasga.gov/Statelo.. [H Google Calendsr [7 PRUIogin [ DOAS [ PRnigp_list |*] Training Login

Bankof America %% 8
Merrill Lynch Works

Home E Allocation Details -TXN00006602 - OFFICEMAX CT IN#499020

ALl AL
Expenses > 1| ‘ v il ¥ 449.53 OFFICEMAX CT IN#4998020 - Purchase 1606010 10500 16200 | 11000 ’7_ 'E COLLEGE
1 item
o —
. Pend [=] Reference & Tax ol mhe e
Reference Tax Status Goods & Services Tax Total Use Tax. Shipping ZIP
Sales Tax Included 44953 0.00 000 31206 ey
m [=] Transaction Detail - 5943 (STATIONERY,OFFICE AND SCHOOL SUPPLY STORES)
= T4 purchase Summary
5 ™ I . ( . d
0 @ Total Amount Discount Amount Shipping Amount  Tax Amount Order Date Purchase ID So m e S u p p I e rs m OSt Statew' e Co nt ra Ct
0B s 000 D00 000 0408201 suppliers) will provide detailed information on
= T Purchase Detail .
0 B ™ what was purchased. You still have to add a
Description Unit Amount Quantity Total Amount Item Commodity Code  It§
8" BENT SHEAR SOFT B EA 4.40 3 1320 H30MI7613 H CO m m e nt .
FILE FLD 1/3 LT AST BX 1551 2 31.02 F10MO1632 F10MOT632
HANGING FLDR 1/5 LTR BX 13.38 5 66 90 F50M01945 F50M01945
1 3
0 Selected | 6 BRTH LT BLK ON WHT 3 EA 8.36 4 3344 ASTZE241 ASTZE241 :l of 1> [0
TAPE MATT .75X1296 1 PK 5.38 1 5.38 ABOM9G6190 ABOMIG6130
|m VALUE PK LRG BNDR CL PK 11.09 1 11.09 H40M99274 H40M99274
LIQUID ACCENT ASST 1 ST 685 ? 1370 _N224415PP N224415PP 2l
=
— 4

Training Guides ~Iraining Videos Live Training Release Notes Privacy & Security Recommended Setings  Global Reporing and Account Management
Other Programs and Services Bank of America Visa MasterCard PCI Standards Council

© 2014 Bank of America Corporation. All rights reserved. Your last log in was April 17, 2014 7:59 AM CDT_




Sign-off on Transactions

€ - C fi B hitps//payment2works.com/works/transactions/accounthelder/tab/pendingSignOff Q=
(17 Personal (] WGU [ DOAS [ Peard (7] Purchasing (7] References (] MGSC (7] Billing/ordering

Welcome, Tiffany Leslie - Log Out

Bankof America %7 L
Merrill Lynch Works AAZY

Home Expenses Accounts

Expenses = Transactions = Accountholder Ch eCk th e bOX to the Ieft for Sign'Off on the tra nsa Ctions WMIDDLE GEORGIA STATE COLLEGE

l s tione hecountholioy

»» Pending Sign Of Signed Off | Flagged All Clearfillers = Columns w

Docu.ment AccountID Sign Off Date Posted  Date Purchased Primary Accounthalder Purchase Amount ‘Vendor Comp|ValjAuth Allocation Amount Allocated Sales Tax
F TXN00D0S185 3307 none 06/05/2014 06/04/2014 Leslie. Tiffany 27255 NEOPOST USA A 14044001000014600110007 191000x 272.55 0.00
(] TXNDODD190 3307 none 08/05/2014 08/04/2014 Leslie Tiffany 50385 AMAZON MKTPLACE PMTS CHE AR 15100001080015600110007 1410000 583.85 0.00
7| TXNO0D0S8202 3307 none 06/06/2014 06/05/2014 Leslie. Tiffany 18226 OFFICEMAX CT IN#433622 LA LA S 16060101050015200110007 1410000 182.26 0.00
(3] TXNOODDS227 3307 none 06112014 06102014 Leslie. Tiffany 181.35 ROTORCORP HELI PARTS CATAES 11080701060011100110007151000 181.35 0.00
E TXNO0008233 3307 none 0611/2014 061172014 Leslie. Tiffany 31.98 Amazon.com CEICAINR 14041111060014700110007 1410050 31.98 0.00
& TXHO0D08235 3307 nong 061172014 06M10/2014 Leslig, Tiffany 56.45 PREFERRED AIRPARTS LLC A SNCA 11080701000011100110007 141000 56.45 0.00
] TXN00008238 3307 none 06M2/2014 061112014 Leslie. Tiffany 90.90 PC|PATTERSON MEDICAL CAEAEA 15112001000015200110007 14100mx 90.90 0.00
=] TXNO0000S241 3307 none 0612/2014 0611/2014 Leslie Tiffany 60.40 PCIPATTERSON MEDICAL ¥ Iyl v 15112001000015200110007 14100 60.40 0.00
o TXN00008248 3307 none 0612/2014 06/11/2014 Leslie, Tiffany 80,94 AMAZON MKTPLACE PMTS TS 11070001000011100110007 14100m0x 8904 0.00
] TXNO0D0S243 3307 none 0aM2i2014 06102014 Leslie. Tiffany 89.60 AIRCRAFT SPRUCE AND SPECI ¥iviw 11080701000011100110007 1410000 89.60 0.00
1 Selected | 35 items — [ <IPage: [ 1 ] ot B{

e e e e e <—{ Click Sign-off button

S e ey e S Note that Column Comp|Val|Auth has all Green
v marks. This means that you have allocated
correctly and can sign off on the transactions




Sign-off on Transactions

€ = C ff @ httpsy//payment2.works.com/works/transactions/accountholder/tab/pendingSignOff Qs =
[ Personal (] WGU (] DOAS [ Peard (] Purchasing [ References (C] MGSC (] Billing/ordering

Welcome, Tiffany Leslie - Log Out

Bankof America %7 Works®

Merrill Lynch
y AR
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder MIDDLE GEORGIA STATE COLLEGE

> Pending Sign Off Signed Off flagged All ClearFilters  Columns w

a
Document Account ID Sign Off Date Posted  Date Purchased Primary Accountholder Purchase Amount Vendor Comp|ValAuth Allocation Amount Allocated Sales Tax
= TXNOO008367 3307 none 07/02/2014 07/01i2014 Leslie. Tiffany il 22535 0.00
[ [E TXNO0008369 3307 none 07i02/2014 0710112014 Leslie. Tiffany Sign off 1 ransaction(s). e 278.00 0.00
7] TXNDOO08371 3307 none 07/02/2014 07/01i2014 Leslie, Tiffany Comments: 1000 1M7.01 0.00
TXN00008372 3307 none 07/02/2014 07/01/2014 Leslis, Tiffany 000 17797 0.00
= TXNO0OO8377 3307 none 07i02/2014 07/01/2014 Leslie. Tiffany 00 B742 0.00
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22014 Bank of America Corporafion. All rights reserved. Yourfast log in was July 8, 2014, 1:20 PM CDT. When Signing off a Comment bOX WiII pop_up. You
can add comments for your transactions.
(Dept., What was purchased, for whom it was for)

Do not use ‘approved’, ‘signed off’ or ‘ok to pay’. Comments should describe
what has been purchased and for whom.




Questions ?

Questions or Issues contact

Amy Walker at 478-471-2071 or email amy.walker7@mga.edu

Barbara Burns at 478-471-2502 or email barbara.burns@mga.edu

. Middle Georgia State University



