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LACARTE WORKS

CREATING A PASSWORD

To access the Works application, a Program Administrator must add you as a user and assign you a username. Once you have been added to the system, a
welcome email will automatically be sent to your email address that includes your username and information on how to set up your password.

Follow the instructions in the email.

=] - = Welcome to the Works application! - Message (Flain Text)
Message
> ;4 = || @8 Fina
5 [SRIVRs 7< e’ = &1 sare Lists - Y" »
& = ) =1 =2 || @y rerated -
Reply Forward @, can - || Delete Move to Create Other Block e Categorize Follow Mark as
o Al Folder~ Rule Actions - || Sender = b - Unread || b Setect -
Respond Actions Junk E-mail = Options = Find

¥ou forwarded this message on 10,/14/2013 1:47 Ph.
Extra line breaks in this message were remowved.

g

Sent:  Fri5/9/2013 7:22 AM

From: Works [worksnoreply @works . com]
To: Brenda Myers
Ca
Subject: WWelcome to the Works application!
Please do not reply te the sender of this email. It is a system- generated email from the Works application used by your organization. =
Read the message below regarding the Works application. If the message requests that you take an action in the application, a link may be included below
the message to allow you easy access to the login screen.
A Notice From The Works Application
Brenda,
To set your password., begin by entering your username or email address at this URL:
https://demo.works.com/works/password?viewType=validateInitial&pwdCode=21423234250-1b71220509b2b62e94c2ache@6fs567cal
¥our username: admindpsdemo
vour email address: Brenda.mvers@la.gow
If the abowve link does not work, copy and paste the link directly into your browser's location field. Before accessing the application, make sure your i |
browser enables cockies, allows pop-up windows (for the “works.com” domain), and checks for newer versions of stored (cached) pages automatically. For 3
more information on how to configure these settings. consult your browser's documentation.
Please also note that the link above allows you to access the application one time only. After your initial login. you must access the application by
entering the following URL in your browser's location
field:
https://demo.works . com/uworks
We recommend that you use your browser to create a bookmark for this address to quickly access the application in the future.
Log into Works 4 at: htitps://demo.works.com/works
Works is a registered trademark of Works.
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Click the first link in the email message.

Enter your username and click OK as shown in the email.

Create a password (must be eight characters, can be any combination of letters or numbers, and is case sensitive).

Click the arrow in the Question field and select the desired security validation question(s).

In the Answer field, answer the question(s) you specified in the previous step, then enter the same answer in the Confirm field.

Click Ok. The Home Page will display.
Note: If your username is not working, your Program Administrator can send you an automated email reminding you of your username. If you
forget your password, click the appropriate link in the Login page. “Forgot Your Password” displays and prompts you to enter your user name. After
entering username and clicking Submit, the system will send you an email with instructions on how to create a new password. If you do not know

your security validation answer(s), your Program Administrator can reset your password, which enables you to select new security validation
question(s) and answer(s).

IMPORTANT: After clicking the link included in the email and setting a password, DO NOT attempt to access the Works application by using that link
again. After initial use the link is rendered inactive.

Follow the steps below under USER LOGIN to now access the Works application.



USER LOGIN

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

PRODUCTION SITE: https://payment2.works.com/works/

Once the user enters the WORKS system, the log-in screen will appear as shown below. User will log-in using information provided in Works Welcome email.

Bank of America = =
Merrill Lynch Works

About Works Login to Works

The Works application is a Web-based, user-friendly electronic card payment management service that Organization: LA DPS UAT El |
automates, streamlines, and integrates existing payment authorization and reconciliation processes while

providing management reporting and spending conirols. Login Mame: TPOCORELLO

Offers card program management, reconciliation and workflow approval in a single application Password: [ eesseses| |

Provides simple, effective and timely controls to help manage your reconciliation policy and company spend
Utilizes a built-in supplier network of millions of merchants worldwide [q'
Forgot password?

Encourages cardholders to control spending and comply with company policy
Increases your process and spending controls

Autormates expense approval and allocation

Simplifies mamnagement reporting and audit activities

Meed more help? Please contact your
Program Administrator for assistance.
IT you would like more information about YWorks and how to purchase it, please contact your Card products

Account Representative. If you do not have one, you can request to be contacted through our website: BEank of

America Card Solutions.

Privacy & Security Recommended Seilings About SSL Cerlificates
= 2013 Bank of America Corporation. All rights resernved.


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

ALLOCATING TRANSACTIONS

e Account/Card holders will only be able to view and allocate their transactions.

o Approvers/Manager/Supervisors will only be able to view and/or allocate (depending on how the workbook was set up) the Account/Card
holder’s transactions for which they have been set up to approve transactions.

« Accountants will be able to view and allocate all Account/Card holders’ transactions after the transactions have been swept.

o Program Administrator will not be able allocate any transactions.

ALLOCATING A SINGLE TRANSACTION

Below is a snapshot of the “Home” screen. This is the first screen the user will see once logged in. This will identify any pending transactions
which need to be allocated.

Select Pending as shown below. NOTE: If Pending Transactions do not display on the Home page, click Expenses >Transactions
>Accountholder or Approver. The Pending Transaction screen will display.

Bankof America % o
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

= Action ltems

Action Acting As Count Type Current Status
Sign Off Accounthelder 34 Transaction Pe“?lding
1 item Show per page <) <] Page: [ 1 | of 1> [»]

= Accounts Dashboard Account Portfolio

In Scope Corporate

-
% of Credit Limit
Account Name Account 1D Credit Limit Current Balance Available Credit

TARA POCORELLO 6957 25,000.00 133,452.07 (108,452.07) 533%



Click the desired Document number.

Bankofﬁmeﬁea‘@‘ ® Welcome, TARA POCORELLO - Log Out
Merrill Lynch Works h o

Home Expenses =~ Accounts Reports Accounting Administration

Expenses = Transacfions > Accountholder LA DPS UAT

Transaction \ccountholder

g Sign Off | Signed Off | Flagged | All |

Columns ¥
[hc“‘"lm Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation Amount Allocated

| |
TXN00001049 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xlvi x — 473465
TXN00001050 {}D 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 375716 EXTERMINATING AND DISINFEC CO. x Ivi x — 3,757.16
TXN00001051 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. xlvi x — 1,150.61
TXN00001052 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 4,780.09 STEMOGRAPHIC SERVICES CO. x Ivi x — 4,780.09
TXN00001053 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. xlvi x — 2,544.07
TXN00001054 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 427.16 BUSINESS SERVICES NOT ELSE CO. x Ivi x — 427.16
TXN00001055 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO xlvi x — 2,739.38
TXN00001056 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE.J CO. x vl x — 3,733.12
TXN00001057 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANCE CO. xlvi x — 727.38
TXN00001058 8957 none 09/19/2013 09/19/2013 POCORELLO. TARA 3,720.51 EXTERMINATING AND DISINFEC CO. x lvi x — 372051

0 Selected | 34 items

(<1< Page: [1 ] of 4 [>]

Select Allocate/Edit from drop-down menu.

Welcome, TARA POCORELLO - Log Out

BankofAmerica % | \works®

Merrill Lynch
AR TS,
Home Expenses. Accounts Reports Accounting Administration
=T jons = LA DPS UAT
== | Ponaig sgnom | _sigmeaon | risgges | an | p——
Document Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor Complvallauth Allocation Amount Allocated
| |
XG0T 049 6957 none 09/19/2013 0911972013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xivix — 473468
= | View Full Detaile 6957 none 09/19/2013 09/189/2013 POCORELLO. TARA 3.757.16 EXTERMINATING AND DISINFEC CO. x 11 = — 3,757.16
@ S 6957 none 09/19/2013 0911912013 POCORELLO, TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. x 1vix — 1,150.61
Allocate / Edit
2| sianom { 5957 none 09/19/2013 091912013 POCORELLO, TARA 478009 STENOGRAPHIC SERVICES CO. x 1vix — 4,750.09
@ Dispute s957 nene 09192013 er19r2013 POCORELLO, TARA 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO. x vl x — 254407
ispu
- 5957 nene 09192013 08192013 POCORELLO, TARA 42718 BUSINESS SERVICES NOT ELSE CO. x 1vix — 42716
Y2 | Retry Automatch
6957 none 091972013 091972013 FOCORELLO, TARA 273838 BILLIARD AND FOOL ESTABLIS CO x vl x — 2,739.38
Add to Expense Report
6957 none 09/19/2013 0971972013 EOCORELLO. TARA 373312 CLEANING AND MAINTENANCE.J CO. x 1wl x — 373312
TXNOOOD1057 5957 none 09/19/2013 0911972013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO x ivix — 72738
TXNOOOD1058 5957 none 09/19/2013 091972013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEG CO. x Ivix — 3,720.51
0 Selected | 34 items per page. 0<1<] Page: [[1 | of 4> (>0




The screen below appears.

Allocation Details -TXNO0O01049 - METAL SERVICE CENTERS AND CO. 08/19/2013 | Source Amount : 4,734.68 usp B
= Allocation Purchaze Amount: 4,734.68 Allocation Total: 473463 | 100% Variance: 0.00
GLO1: GLO05: Agency/Reporting
Description Fund/Agency/Organization GLOZ: Activity GLO3: Object GLO4: Sub-Object Category GLOG: FMIFY/BFY

[H Reference & Tax

| | Sales Tax Included =1 | 440376 | 3142] | 0.00] |70806
[] Adjust Amount

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

o)

i

Edit, if applicable. Enter codes in the following fields to identify how the segment will be allocated.
e GLO1: Fund/Agency/Organization
o GLO2: Activity
e GLO3: Object
e GLO4: Sub-Object
e GLO5: Agency/Reporting Category
Note: If you are restricted to using predefined codes, click the browse icon (- ) to select a code from the allocation pick list.



http://www.google.com/url?sa=i&source=images&cd=&cad=rja&docid=sJK02S8DwGHqKM&tbnid=kyz3EyEUurb-nM:&ved=0CAgQjRwwAA&url=http://staplesqhpotter.blogspot.com/2010_05_01_archive.html&ei=TYn5UZeaGIzu9ATEuYHoBQ&psig=AFQjCNF3JPuld0vlHAlV8sw2nM-4MkwPLA&ust=1375394509471005

Click Save and then Close.

09/19/2013 | Source Amount : 4.734.68 USD E3

S ———— Avocation Totat + 12005 | 100 e———
vanae
o ton Apeeyieporin
| Amount  [~] Description Fundiagency/Organization GLO2: Activity GLO3: Object GLO4: Sub-Object Category GLOS: FMIFYIBFY
4,403.26 METAL SERVICE CENTERS AND CO. - Purchase 4184182122 | FINANCIAL SERV] | | 3000 | OT OPERATING SERVICI| | 01 | 4181102 | ADM GEN PROJECT | |
> ociea 1 12 e o - e [Seemore |

=] Reference & Tax

Sales Tax Included - 4,403.26 3142 (G400 [7osos

Adjust Amount

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

<
== P

The screen below appears after you have saved and closed the transaction. The first transaction has been completely allocated as there are
three green checkmarks in the Comp/Val/Auth field. This same process must be completed on each transaction or you can allocate mass
transactions.

Welcome, TARA POCORELLO - Lt

Bankof America % | \works®

Merrill Lynch
AR TS
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Saved updates to transaction. =

Transactions - Accounth

ler

>> | Pending Sign Off | Signed Off | Flagged | Al ‘

Document Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation

| ) | | )

TXN000O1049 6957 none 09/19/2013 091192013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. Slolo i | CEEEPREITEE 4734.68
TXNO00O1050 6957 none 0911912013 09/19/2013 POCORELLO. TARA 3,757.16 EXTERMINATING AND DISINFEC CO. x Ivi x — 3757.16
TXNO00O1051 6957 none. 09/19/2013 09/19/2013 POCORELLO. TARA 1,15061 AUTOMOTIVE TIRE STORES CO. x Iwi x — 115061
TXN00001052 6957 none 09/19/2013 08/19/2013 POCORELLO. TARA 475009 STENOGRAPHIC SERVICES CO. x 1wl x — 4780.09
TXN000O1053 6957 none. 09/19/2013 09/19/2013 POCORELLO. TARA 254407 COMMERGIAL PHOTOGRAPHY ART GO x 1wl x — 254407
TXN000O1054 6957 none 09/19/2013 09/19/2013 POCORELLO TARA 42716 BUSINESS SERVIGES NOT ELSE CO. x 1wl x — 42716
TXN00001055 6957 none 09/19/2013 09/19/2013 POCORELLO TARA 273938 BILLIARD AND POOL ESTABLIS GO x 1vix — 2739.38
TXN00001056 6957 none 09/19/2013 09/19/2013 POCORELLO TARA 373312 CLEANING AND MAINTENANGE J GO x 1vix — 373312
TXN000O1057 6957 none 09/19/2013 09/19/2013 POCORELLO TARA 72738 DIREGT MARKETING INSURANGE GO x ivix — 727.38

TXN00001058

2
i
4
g
B
g
2

09/19/2013 09/19/2013 POCORELLO. TARA 3.720.51 EXTERMINATING AMD DISINFEC CO. x 1w x — 3,720.51

0 Selected | 34 items

1<) <) Page: [T | o4 [>]

Training Guides  Iraining Videos Live Training Release Notes Privacy & Security Seftings  Global Reporting and Account
Other Programs and Services Bank of America  Visa MasterCard PGl Council
® 2013 Bank of America Corporation. Al rights reserved. Your last log in was Seplember 20, 2013, 9:20 AM CDT.
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ALLOCATING MASS TRANSACTIONS

On the Home page, click Pending in the action field. Select the check box for desired Documents, then click Mass Allocate from action buttons.

Welcome, TARA POCORELLO - Log Out

Bankof America 52~ -
Merrill Lynch Wworks

A AT
Home | Expenses | Accounts  Reporia  Accounting  Administration
e - - LA oS UAT
lj Signed off 1 ransaction. View Details. []

Pending Sign Off | Signea Ort | Flagged | A | Clear Filters | Columns ¥

Dociment Account ID Sign O Date Posted Date Purchased Frimany Amount Vendor Comp|vallAuth Allocation Amount Allocated

|| L | L L |

[#] Bl TxMoooo1050 s957 none o9/192013 oe92013 POCORELLO. TARA 3.757.16 EXTERMINATING AND DISINFEC GO. x e x — 3.757.18
[#] [ TXNooo1051 8957 none oa1m2e13 osszo13 POCORELLO TaRrA 1,150.81 AUTOMOTIVE TIRE STORES GO. = iviox — 115081
[@ [ Txmooootosz 6957 none 08/19/2013 DaM8z013 POCORELLO, TARA 476009 STENOGRAPHIC SERVICES GO x v x — +.780.08
] B TXMDODO1053 6957 nens os/192013 us1e2013 POCORELLO. TARA 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO v = 2.544.07
] El TXN000G1064 8857 none 08/19/2013 0018/2013 POCORFILO TARA 427 18 BUSINESS SERVICES NOT ELSE CO. - 42716
[F] B TxNoo001055 s957 none o9/192013 09192013 POCORELLO. TaRA 2739.38  BILLIARD AND POOL ESTABLIS GO, i w 2739.38
] E TxNoooo1oss e o Lo TARA 373312 CLEANING AND MAINTENANGE J GO N2l 3razaz
=] TXNOODO1057 g8s7 nens osre2013 nsieo1a POCORELLO, TARA 727.38 DIRECT MARKETING INSURANCE CO. v x - 727.38
] El TXNo0001068 6957 nena 08/10/2013 0018/2013 EOCORELLO. TARA 3,720 51 EXTEAMINATING AND DISINFEG GO - 3,720 81
] B TXNO0DO1059 ses7 none o9/192013 [ENEELTEY POCORELLO. TARA 4.053.27 DVDAIDEO TAPE RENTAL STOR CO. P 405327
3 Selected | 33 items Show per page <1 <] Page: [ 1 | of 4 [= [=]

T (T (X T

Training Guides  Training Videos Live Training Helease Noles Privacy & Securl Seftings Global Reporiing and Account
Other Programs and Services  Bank of Am Viza MasterCard  £GI Gounci

® 2013 Bank of America Corparation. All rights reserved Your last log in was Seplember 20, 2013, 9:20 AM CDT.

The screen below appears.

Welcome, TARA POCORELLO - Log Out

BankofAmerica % | \works®

Merrill Lynch
AR T
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions » Accountholder LA DPS UAT
B Signed off 1 ransaction. View Details [E3)

Transactions - Accountholder

> Pending Sign Off | ned OFf | Flagged ‘ Al ‘ Clear Filters Columns v
T Account D Sign Off Date Posted Date Purchased T Amount Wendor Comp|VallAuth Allocation Amount Allocated
[er— sos = osnarzots oartazais Poconello TanA 375715 EXTERMINATING AND DISINFEC GO. == = sasrs
p— sos = osnsrzots oartazais PocomeLLo Tana 115061 AUTOMOTIVE TIRE STORES CO. = — 115081
TxNaooo1052 sos = osnarzots oarisczais EocomeLLo Tama 475008 STENOGRAPHIC SERVICES CO. = — ars00s
—— sos7 e — 258007
[EXbosooiecy sse7 15 gong Apply segment codes to each allocation line on 3 transaction(s). —— T A2rs
f— cosz oana oo c — 273938
TXNOOO0O1056 8957 none 09/19 GLOD1: GLO5: tis x I x — 3,733.12
- FundiAgency/Organization GLOZ: Activity ‘GLO3: Object GLO4: Sub-Object Category :
TXNOOOO1057 8957 none o918 | | ‘ | ‘ ‘ | ‘ | x 1wl — T27.38
f— sos oonag b : - — srz0s1
e — sos7 oans S — as327
Empty Segment Field(s) : Retain original codes(s)
EEEEE | RS Delete original codes(s) 1< < Page: EI of 4[> B
Retry Automaten [J| Mass Aliosaio J]|_Add to Exponso Report ==n,
y

Training Guides  Training Videos  Live Training  Release Notes  Privacy & Security Seftings  Global Reporting and Account
Other Programs and Services Bank of Wisa MasterCard PCI Standards Coun
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Enter applicable codes in the following fields to identify how the segment will be allocated.
e GLO1: Fund/Agency/Organization

GLO2: Activity

GLO3: Object

GLO4: Sub-Object

GLO5: Agency/Reporting Category

Note: If you are restricted to using predefined codes, click the browse icon (- ) to select a code from the allocation pick list.

Welcome, TARA POCORELLO - Log Out

Bankof America 2 -
Merrill Lynch Works

AR T
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Signed off 1 fransaction. View Details =1

Transactions - Accountholder

== | Pending Sign Off ‘ Signed Off | Flagged ‘ Al ‘ Clear Columns ¥
T Account ID Sign OFff Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation Amount Allocated

| ]

TXNO0D01050 6957 none 09/19/2013 09/192013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEGC CO_ ER RN 3 — 375716

TXNO0001051 6957 none 09/19/2013 09/18/2013 POGORELL O, TARA 115061 AUTOMOTIVE TIRE STORES GO. x vl x — 1,150 61

TXNO0001052 6957 nong 09/M19/2013 091192013 POCORELLO, TARA 478009 STENOGRAPHIC SERVICES CO. x 7 0% —_ 478009

TXNOO0O1053 5957 none [LBLE  mass Allocate xivix — 2,544.07

R e 8857 1Ll 09/9/ . bpiy segment codes to each allocation line on 3 transaction(s). xlvix - - Z0IE

TXNO00O1055 6857 none osi1r x ivix - 2,739.38

O GLO1: GLOS: Agency/Reporting x ivix -

TXN0O001056 6957 none 0919, ageneyiorganization GLO2: Activity GL03: Object o 373342

TXNO00O1057 6957 none 09/M9r: x Ivi x . 727 38

— 84182122 | FINANCIAL S| 3100 | OFFICE SUPPLIES 4181102 | ADM GEN PROJE
TXNO00D1058 6857 none 08/ I : x ivix = 372051
i
TXNO00D1059 6857 none 0sr19r x ivix = 405327
Empty Segment Field(s) : Retain original codes(s)
3 Selected | 33 tems elete original codes(s) 1<) <] Page: [T ] of 4> >0

Retry Automatch Mass Allocate Add to Expense Report

.

Training Guides  Iraining Videos Live Training Release Notes Privacy & Security Seffings  Global Reporting and Account
Other Programs and Services Bank of America Visa MasterCard  PCI Standards Council

® 2013 Bank of America Corporation. Al rights reserved. Your last log in was September 20, 2013, 9:20 AM CDT.

Click OK.
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The screen below appears that shows the transactions have been completely allocated as there are three green checkmarks in the

Comp/Val/Auth field.

. Welcome, TARA POCORELLOQ - Log Qut
Bankof America %7 Works®
Merrill Lynch LAZY
Home Expenses Accounts Reports Accounting Administration
Expenses > Transaclions = Accountholder LA DPS UAT
B Allocation updated on 3 of 3 transactions. View Details E
Transactions - Accountholder
>» | Pending Sign Off ‘ Signed Off | Flagged | All | Clear Filters ~ Columns ¥
Docll‘mem Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor ‘Comp|Val|Auth Allocation Amount Allocated
| \
TXN00001050 8957 none 09192013 09/19/2013 POCORELLO. TARA 3,757.16 EXTERMINATING AND DISINFEC CO. ¥ vl 4184182122-3100-01-4181102 3,757.16
TXN0ODO0H051 8957 nong 09/19/2013 09/19/2013 POCORELLO, TARA 115061 AUTOMOTIVE TIRE STORES CO ¥ | 41841382122--3100-01-4151102 1,150.61
TXN0D001052 8957 nong 09192013 0911972013 POCORELLO. TARA 4.780.09 STENOGRAPHIC SERVICES GO. 4184182122-3100-01-4181102 I} 4,780.09
TXN00001053 6957 nong 09192013 09/19/2013 PQCORELLO. TARA 2544.07 COMMERCIAL PHOTQGRAPHY ART CO. — 2,544.07
TXN0D001054 8957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 42716 BUSINESS SERVICES NOT ELSE CO. x 141 —_ 42716
TXNO0001055 8957 none 09/19/2013 09/19/2013 POCORELLO, TARA 2,73938 BILLIARD AND POOL ESTABLIS GO x Iv1 — 273938
TXN00001056 6957 nong 09/19i2013 09/19/2013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE,J CO. x vl — 373312
TXN0O0001057 8957 none 09192013 09/19/2013 POCORELLO. TARA 727.33 DIRECT MARKETING INSURANCE CO x vl —_ 727.38
TXN0ODO01058 8957 nong 09/19/2013 09/19/2013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. x vl - 372051
TXN0D001059 8957 nong 09192013 0911972013 POCORELLO. TARA 4.053.27 DVDMIDEO TAPE RENTAL STOR CO. x v - 405327

Add b Eapznss Haport

per page

<< Page: [ 1 | of 4[> 5]
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ADD ALLOCATION LINE(S)

When using the Add Allocation Line(s) function the system adds a blank row of coding to the transaction selected. This allows for breaking the
transaction down into multiple lines of coding. If using this function you must edit the dollar amounts so that the allocated amount equals the
purchase amount. Otherwise, sign off will not be allowed.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down menu.
Edit, if applicable, then click Add.

Welcome, TARA POCORELLO - Log Qut

Bankof America %7 Works®

Merrill Lynch
AARATN
Home Expenses = Accounts Reports  Accounting Administration
Expenses > Transaclions > Accountholder LA DPS LAT
B Signed off 3 of 3 transactions. View Details [

Transactions - Accountholder

= NN Allocation Details -TXN00001053 - COMMERCIAL PHOTOGRAPHY,ART CO. 09/19/2013 | Source Amount : 2.544.07 UsD E3 ST LTS
i Purchase Al it 2,544 07 Allocation Total: 2 544.07 100% Vari : 0.00
[ Allocation urchase Amount: 2! ocation Tof L | ‘ariance: Amount Allocated
Value
. s GLO1: GLO5: Agency/Reporting
T: I Amount E Description Fund/Agency/Organization GLO2: Activity GLO3: Object GLO4: Sub-Object Category GLO6: FMIFY/BFY 254407
TXNOODO10| 50wl O 2,365.99| | COMMERCIAL PHOTOGRAPHY ART CO. - Purcha 42716
TXNO0DO10| 0 Selected | 1item 273938
TXNOOOD10| ) ) 373312
TXN00DO10| % 727.38
#  TXNOOOD10] 3,720.51
=] Reference & Tax
TXNOOOO10] 4,053.27
i Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP T
ales Tax Include 2,365.99 .00 :
Sales Tax Included 2,365.99 178.08 0.00] |70806
TXN000O010| Adjust Amount 359322
TXN000O010| 323274
Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS)
ge: (1] of3[ B
Training Guides  Training
Other Programs and Servid
©2013 Bank of America C:
[ave |
i
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Select number of lines to add from drop-down menu. Select an option to allocate by from the Value drop-down menu, if needed.
Enter the amount or percentage of the total purchase to be allocated in the Value text box, if needed.

Welcome, TARA POCORELLO - Log Qut
Bankof America =2 | \works” o
Merrill Lynch
Al T
Home Expenses Accounts Reports Accounting Administration
Expenacs = Transactions » Accountholder LaoPs uat
[E3)

\j Saved updates to transaction.

cation Details -TXNO0001063 - COMMERCIAL

[=] Aliceation

il — value
TXNOOOO10| Compivaliautn | | Amount [=)
= e I PETIPE

TXNOOOO10| D Selocted | 1 item

£
I+
3]
&3]
=+
23]
£
I+

=
=
=

[#] Transaction Detail - 7333 (COMMERCIAL PHOT!

E
s

© 2013 Bank of America G

2,365.98| [ COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| [ 4184182122

PHOTOGRAPHY,ART CO.

Description GLOZ: Activity

[Sales Tax Included [=1 | Z36599] |

Adjust Amaunt

OGRAPHY ARTAND GRAPHIC S}

Purchase Amount: 2,544.07

GLO3: Object

| [3100 (o1

17808

[ 000]

Allocation Total: 2,544.07 | 100%

-

| (4181102

variance: 0.00

GLO4: GLOG: FMIFY/BFY

| 70806 ]

=,

The screen below will appear showing two allocation lines were added.

Welcome, TARA POCORELLO - L« Out
Bankof America %57 ® B
Merrill Lynch | Works
A AT
Home Expenses Accounts Reports Accounting Administration
= Tr = LA DPS UAT

Q ‘Saved updates to transaction.

Transactions - Accountholder
ers

B R ETNYS  Allocation Details -TXN00001053 - COMMERCIAL PHOTOGRAPHY,ART CO.

=] Anocation

Purchase Amount: 2,544.07

09/18/2013 | Source Amount : 2.544.07 usp 3

Allocation Total: 2,544.07 | 100% Variance: 0.00

— ) GLOA: GLO5: Agency/Reporting.
™ = Amount > Description Fund// GLOZ: Activity GLO3: Object GLO4: Sub-Object Category GLO6: FMIFY/BFY 254407
TXN0OGD10) o =il = 2,365.99| | COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| | 4184182122 ] [ | [3100 | (o1 | [4781102 ] [ 1 42715
TXN0OoO10| [ ] [ I ) ( ] ) ][ ) ( ] 273938
TXN00O 10| [ ] ( 1 [ ] [ [ ) [ [ ] [ ] 373312
TXNODO010| 0 Selected | 3 lems 72738
TXN0OOO10| 372051
Txnooo01q aus3z7
TXNOOOOTO| | 0 oerence & Tax 57843
el Remeenee 0 Tasmws coogsaSeiess L userx e
TXNoooD1O) [Sales Tax Incuded  [=] | ssesen S22y

178.08

0.00] (70806

0 Selected | 30 tems
Detail - 7333

[ T

Adjust Amount

AL PHOTOGRAPHY.ART,AND GRAPHICS)

ge: (1] of 30 -0

Training Guides  Training
Diher Programs and Servid
2 2013 Bank of America G

=
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Complete the allocation lines.

Bankof America 23~ ' 'works"

Welcome, TARA POCORELLO - Log Out

Merrill Lynch

Ly AT
Home | Expenses | Accounts  Reports  Accounting  Administration
Expenses = Transactions = Accountholder LA DPS UAT

| B Saved updates to transaction.

N

Transactions - Ac

[E] Allocation

Purchase Amount: 2,544.07

Allocation Total: 2,.909.07 | 114.35%

value

Amount -

Description

GLO3: Object

GLO5: Agency/Reporting
Category

[=] Reference & Tax

! =
TXNO0O0O10| /—|

Sales Tax Included [=] 2,730.99

178.08

=]
7w

TXNOD0O10) vivi v 2,365.99| [ COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| | 4184182122 ][ | (2100 | (o1 | (4181102 l ]
TXNO00010) [ 300.00] [ cleaning supplies | [4124182119 | FACILITY SERVIC| | | 3200 | OPERATING SUPPLIES -| | 01 | [4181512 | IAT-OFFICE OF RISK]| | |
TXN0DOD10| ( 65.00] | office supplies | 4124182122 | FINANCIAL SERVI | | [3100| OFFICE SUPFLIES | 03 | [ 4121702 | ADM RIVERBOAT ST/ | |
TXNODDD10| 0 Selected | 3 items. See More...

r"mﬂ] Aﬂﬂ v Dup L= v

TXNO00O010|

70806

254407

42716
2739.38
373312

72738
372051
405327

87843
3,593.22
323274

Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY, ART,AND GRAPHICS)

Adjust Amount

ge: [ 1 | of 30> >0

Training Guides  Training
Other Programs and Servig
© 2013 Bank of America Ct

Click Save and Close.

Rkt Gnerien ™% works”

Home | Expenses | Accounts Reporis Accounting Administration

Welcome, TARA POCORELLO - Log Oul

AT

Expenses = Transactions > Accountholder

‘ Q Saved updates to transaction.

[=] Anocation

Purchase Amount: 2,544.07

08/19/2013 | Source Amount : 2,644.07 USD

Allocation Total: 2,908.07 | 114.35%

Variance: -365.00

LA DPS UAT

TxNooo01of | [Sales Tax Included

5] PHY,ART AND GRAPHIC 5}

273000 |

=l |
] Adjust Amaunt

176.08|

I 000] (70806

Vame
= = ] | compivanamn [[Amount  [=] Description Grom: ot GLa3; Ovlect GLos: Sub-Object L A ary Porine GLos: FMFYIEEY
] E  Txwooooto| [ PR | 2,365.99| [ COMMERCIAL PHOTOGRAPHY,ART CO. - Purchasi | 4184182122 il | [3100 | (o1 | (4181102 110 1 427.18
= [c=] Txnoooo10| ] Il [ 30000 | cleaning supplies | 4184182118 101 [ 3200 ][0T | (4181512 10 ] 2,739.38
= = v ivl w [ 65.00] | office supplies | [a184182122 I [ | (3100 | (o3 | [a181702 10 ] 3,733.12
[] [ TXNO00010[ 0 Sslected | 3 tems 727.38
= [+ 3,720.51
= 4,05327
[F1 [H TXNO00010) ) parerence 5 Tax e
[ | . coomsmsemices S s e
= [c2] 3,232.74

oe: (1] ot3[= [0

® 2013 Bank of America C:
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The screen print below shows the multiple lines of allocation have been completely applied. However if the total allocated doesn’t balance to
the purchase amount you will not be able to sign off on the transaction.

Welcome, TARA POCORELLO - Lo Qut

Bankof America 25 ©
i uﬂg{:‘“‘ Works

AR TS

Home Expenses Accounts Reports. Accounting Administration

Expenses > Transactions > Accountholder LA DPS UAT

B Saved updates to transaction. 3]

Transactions - Accountholder

>> | Pending Sign OFf | Signed Off | Flagged | Al Clear Columns v

Document Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor ComplVallAuth Allocation Amount Allocated

TXN00001053 6957 none 0911912013 09/19/2013 POCORELLO, TARA 2,544.07 COMMERCIAL PHOTOGRAPHY,ART CO. mulliple [ 2,900.07
TXN00001054 6957 none 0901902013 09/19/2013 POCORELLO, TARA 427.16 BUSINESS SERVICES NOT ELSE CO. — 427.16
TXNO0001055 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 2,739.38 BILLIARD AND POOL ESTABLIS CO. — 2,739.38
TXNOO001056 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 3,733.12 CLEANING AND MAINTENANCE.J CO. — 3,733.12
TXN00001057 6957 none 0911902013 09/19/2013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANGE GO — 727.38
TXNO0001058 6957 none 0911902013 09/19/2013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. — 3.720.51
TXNO0001059 6957 none 091902013 0971972013 POCORELLO, TARA 4,053.27 DVDMDEQ TAPE RENTAL STOR CO — 4,053.27
TXNOO001060 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 875.43 BUSINESS SERVICES NOT ELSE CO. — 57843
TXNO0001061 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 3,593.22 DRUGS, DRUG PROPRIETARIES, CO. — 3,593.22
TXN00001062 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 323274 STENOGRAPHIC SERVICES CO x iv — 323274

0 Selected | 30 items per page. <1< Page: [1 | of 3> [>]

sie eport
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DUPLICATE AN ALLOCATION LINE

When duplicating a line the system copies the allocation code on a line to another line for the same transaction. If using this function you must
edit the dollar amounts to match so that the allocated amount equals the purchase amount. Otherwise, sign off will not be allowed.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down menu.
Edit, if applicable.

Wielcome, TARA POCORELLO - Log Out

Bankof America %% ©
Merrill Lynch Works

A AT
Home: Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
\3 Saved updates to transaction. [x]
Transactions - Accountholder
>> | Pending Sign OFf | Signed OFf | Flagged | Al Clear Filters | Columns ¥

Document Account ID Sign OFF Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allacation Amount Allocated
Il
B 8957 none 09/19/2013 09/19/2013 POCORELLO, TARA 42718 BUSINESS SERVICES NOT ELSE CO. viviv 4184182120-3100-01-4151102 42718
B View Full Details 6957 none 09/18/2013 09/19/2013 POCORELLO, TARA 273933 BILLIARD AND POCL ESTABLIS CO xlvix — 273935
B [ — 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 373312 CLEANING AND MAINTENANGE J GO x vl x — 373342
|} Sign OFF 6957 none 05/15/2013 09/19/2013 POCORELLO, TARA 72738 DIRECT MARKETING INSURANGE CO x Ivix — 72738
| Diepute 6957 none 09/19/2013 09/19/2013 POGORELLO. TARA 372051 EXTERMINATING AND DISINFEG GO. x 1vix — 3,720.51
ispu
|| 6957 none 08/19/2013 09/19/2013 POCORELLO. TARA 4,05327 DVDMIDEO TAPE RENTAL STOR CO. x 1vix — 4,053.27
Retry Automatch
] 8957 none 08/19/2013 09/19/2013 POCORELLO, TARA 876.43 BUSINESS SERVICES NOT ELSE CO. xivix = 878.43
Add to Expense Report

) 8957 none 08/18/2013 09/192013 EOCORFLLO TARA 359322 DRUGS, DRUG PROPRIETARIES, CO xivix — 3,593 22
B TXN00001062 8957 none 09/19/2013 09/19/2013 POCORELLO, TARA 323274 STENOGRAPHIC SERVICES CO xlvix — 3,23274
=} TXNO0001063 6957 none 091972013 09/19/2013 POCORFLLO, TARA 3353 NEWS DEALERS AND NEWSSTAND GO xlvix — 3353
0 Selected | 29 items Show perpage (<) <] Page: [ 1 | of3[>[>]

iy Anionmisy | s Anssas [ a0

[0 0|

Training Guides  Training Videos Live Training Release Noles Privacy & Security Seffings  Global Reporfing and Account Management
Other Programs and Services Bank of America Visa MasterCard PCI Standards Council

@ 2013 Bank of America Corporation. All rights reserved. Your last log in was September 20, 2013, 9:20 AM CDT.
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Select the check box beside the allocation line you want to duplicate. Click Duplicate.

Bankof America %> works"

Welcome, TARA POCORELLO - Log Out

Merrill Lynch

Ly AT

Home | Expenses | Accounts Reports Accounting Administration

Expenses = Transactions = Accouniholder LA DPS UAT
[3¢

| [iflr Seved vedates to wunsaction.

TXN00DO1064 - BUSINESS SERVICES NOT ELSE CO.
Purchase Amount: 427 16

Value
]| cCompivanaum | Amount [~ Description
Txnooooto| [T2L) 307.26| | BUSINESS SERVICES NOT ELSE CO. - Purchase | | 4184182120 1
1 Selected | 1 tem

- ETETER,
[F] Reference & Tax
el meeemes
f
[ | [Sales Tax Included =1 [
[ Agust Amount

GLO4: Sub-Object

vivi v | 1[061

307.26] | 20.90] |

OoooooaEoo
EHEEEHERE
5
|
3

[+ Transaci tion Detail - 7399 (BUSINESS NOT EL: cLa )

Allocation Total: 427.16 | 100%

T

| [4181102

000 (70808 ]

09/19/2013 | Source Amount : 427,16 usn F3 &Y
variance: 0.00

GLOB: FMIFY/BFY.

Il 2730.38

|
8
i

Training Guides  Training |
Other Programs and Servig

® 2013 Bank of America G

ge: [T of 30> (=0

Make modifications as needed to Description, GL Segments and/or Amounts, then click Save, then Close.
not equal the purchase amount you will not be able to sign off on the transaction.

Bankod Amevics T . e

M | Gspwess | ASSeees mpEEL A rmmey e
R ]

A et s e S —

"

b iy Dwben DEESEAEES B S L EALE § RO DL SO0

Once again if the total allocated does

(ST L e e =] T e R REL DR ] e B et a1 e Pl YR ey
e e 9 FET I T || R B BTRATTE DT TR 0 Puohaa dARLiE 1 bl (L I EL 2.
Pl CEessa Bl 8 SERACTS BT T 00 . Puonass AR e i AT e p——
Fi [ P § ey | 0 FaF b
[ =L LI
L L —— L —— -
B [ TR Sersess b Tas (R T}
e L g s wmtm e =T
0 = [ — = L = R
£ e —— e L]

) B s v B b REWECE & O G EOWRSE B LA SO

II
¥
i

mih Dkl "
ey Fronp o s, Jupwreny
i o —
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REMOVE AN ALLOCATION LINE

When using the Remove function the allocation that was previously applied will be completely removed. A new allocation will have to be
applied.

On the Home page, click Pending in the action field. Click the desired Document number, then select Allocate/Edit from drop-down menu.
Edit, if applicable.

Welcome, TARA POCORELLO - Log

Bankof America %7 Works®

Merrill Lynch
AAZ?
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions = Accountholder LA DPS

B Saved updates to transaction.

Transactions - Accountholder

= Pending Sign Off Signed Off Flagged Al Clear Filters ~ Columns

Document ‘Account ID Sign Off Date Posted Date Purchased Primary A Amount Vendor Comp]|Val|Auth Allocation Amount Allocate

6957 none 09/19/2013 08/18/2013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO ¥ vl v muliiple 2,90¢
& | View Full Details 8957 none 09/19/2013 09/19/2013 POCORELLO TARA 42716 BUSINESS SERVICES NOT ELSE GO x vl x — 427
@ Allocate | Edi 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO x Ivl x — 2,73
/ Sign Off 6957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 3,733.12 CLEANING AND MAINTENANCE.J CO. x Iv| x — 3,73
@ Dispute 6957 none 09/19/2013 08/18/2013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANCE CO. x Iv| x — 727
ispul
" 6957 nong 09/19/72013 09/19/2013 POCORELLO. TARA 3,720.51 EXTERMINATING AND DISINFEC CO. x Ivl x — 3,720
v | Refry Automatch
. 6957 none 09/192013 09/19/2013 POCORELLO. TARA 4,053.27 DVD/VIDEO TAPE RENTAL STOR CO. x ¥ x — 4,053
EE Add to Expense Report
6957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 878.43 BUSINESS SERVICES NOT ELSE CO. x Ivl x — a7e
TXNOO001061 57 none 09/19/2013 08/18/2013 POCORELLO. TARA 3,593.22 DRUGS, DRUG PROPRIETARIES, CO. x Iv1 x — 3,99:
TXN00001062 6957 nong 09/19/2013 08/18/2013 POCORELLO. TARA 323274 STEMOGRAPHIC SERVICES CO. x Ivl x — 3,23
0 Selected | 30 items Show per page [I<] <] Page: E of 3[>

Hairy Auionzici Gibgs Allusaizs At b Egpznss Hepurt

Training Guides Training Videos Live Training Release Motes Privacy & Security Recommended Seffings  Global Reporiing and Account Management
Other Programs and Services Bank of America Visa MasterCard PCl Standards Council
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Select the check box beside the allocation line you want to remove. Click Remove.

Welcome, TARA POCORELLO - Log Out
ankot America % |yl
lerrill Lynch
AR
Home ‘ Expenses. ‘ Accounts Reports Accounting ‘Administration
Expenses = Transactions > Accountholder LA DPS UAT
B Saved updates to transaction. ‘

ransactions - Accountholder

[ Allocation Purchase Amount: 2, 544.07 Allocation Total: 2.909.07 | 114.35%

' GLOS: Agency/Reporting
TXNOOOO10 ComplVallAuth Description Fund/Agency/Organization GLOZ: Activity GLO3: Object GLO4: Sub-Obiject Category ‘GLOG: FMIFYIBFY 290907
e | 2,365.99| | COMMERCIAL PHOTOGRAPHY ART CO. - Purcha | 4184182122 I || 3100 |[01 || 4181102 I | 0716
vl v | 300.00] | cleaning supplies | (4184182119 i | [3200 [0t | (4181512 I ) 273938
TXNOOOO10) ahn e |l 65.00 | office suppiies | (4184182122 [ | 3100 |[03 | [4181702 /[ \ 373312
TXNDOOO0) 1 Selected | 3items 72138
TXNOODD10 372051
TXNOOOD10 @ 405327
TXNOUOU) o8 Tax 87843
“"m'“ﬁ .
mmm | [ Sales Tax Included = e 7808 | 00| |70808 R
[7] Adjust Amount L m o35 B

Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY ART,AND GRAPHICS)

@ining Guides  Training

ther Programs and Servid
2013 Bank of America Ct
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Removing the allocation line will require user to change the amounts to ensure the Allocation Total equals the Purchase Amount.

BaskofAmerics B b oo e
Merrill Lysch LATY
Homm  [agenan Acooamh Fepos Acoomlng Admeedation

JUSNTETTRN e Ty e e A (LT

Ml e, Do T RO - M G, P | OGS AT I3

] W

s J-] T_In* IEE i ey L4 BF Rawily ER ) B el R T = | UL L TEAT
P OE e [ T O ey . AR 5] [l 9T o
O e 0 coes WA | e i LT ] T ] (L) P
B THSREE o | p s TH]
Mo e sl ]
Ao e e KN IFTETE e
B VRN et & LRz
B8 ::______J -
B & i " s = R LT ] T s
0 B TEeses il et p]
§ Sincied | Jem | rusmacioe Detmd - F130 JCOMMERCIAL Pl ORGRAPHY,ART A CRAPSSC 1] o (1] wiap i
Lt (ol el

B IR i b

o

Click Save and Close.
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Welcome, TARA POCORELLO - Log Out

Bankof America %% ‘Works'

Merrill Lynch
AhZN
Home ‘ Expenses | Accounts Reports  Accounting Administration
Expenses = Transactions = Accountholder LA DPS UAT
‘ B Saved updates to transaction. ‘

Transactions - Accountholder

[=] Allocation Purchase Amount: 2,544.07 Allocation Total: 543.08 | 21.35% ;‘ariance:

Value
TXNO0OO10 Comp|VallAuth Description T GLOZ: Activity GLO3: Object GLO4: Sub-Object R o T ‘GLOG: FMIFY/BFY 200907
poseoote| 0 v vi v [ 00 |dearingsuples | [#testezrie I JE (@ | sz | ] e
TXNOODO1 vivie | 85.00] [offce suplies | [41s0182122 )| | [3100 [0 | [418tT0z I | 273938
TXNOODO10| 0 Selected | 2 items 3,733.12
TXNODOO1Y 72738

——
a0

TXNOOOO10|

NI ) peterence & Tax 405327
e mEmme s Gk el el sz e
#  TXN0OOOTY 350322
| | sales Tax Included = | 365.00] | 17808 | 000 [70808 | '
TXNOOOO10) Adjust Amount 328274
0 Selected | 30 flems Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS) ge: (1] of3[> 5]

itziry Auinuich E

Training Guides  Training
Other Programs and Servig]

® 2013 Bank of America Ct

SEn,

IMPORTANT: Once all transactions have been properly allocated, cardholder must “sign-off”. This can be done individually or as a whole as
shown in the SIGNING OFF ON TRANSACTIONS section.
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SIGNING OFF ON TRANSACTIONS

e Account/Card holders will only be able to view and sign off on their transactions.

o Approvers/Manager/Supervisors will only be able to view and/or sign off (depending on how the workbook was set up) the Account/Card
holder’s transactions for which they have been set up to approve transactions.

e Accountants may sign off on transactions either manually or automatically (depending on how the workflow was set up)

e Program Administrators will not be able to sign off on any transactions.

On the Home page, click Pending in the action field. Click the desired Document number(s), and click Sign Off.

NOTE: You may sign off on one or more documents at the same time as long as allocation has been completed correctly.

Welcome, TARA POCORELLO - Log Out

Bankofﬂmerica‘%‘ Works®

Merrill Lynch

AATN
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions = Accountholder LA DPS UAT
d Saved updates to transaction. E
Transactions - Accountholder

b33 Pending Sign Off Signed Off Flagged All Clear Filters =~ Columns ¥
Docu‘ment AccountID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|Val|Auth Allocation Amount Allocated

Il
TXNO0DO1048 6357 none 09/19/2013 09/19/2013 POCORELLO. TARA 473466 METAL SERVICE CENTERS AND CO. vl v 4154152122--3000-01-4181102 473468
@] TXNO000O1050 6957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 3,757.16 EXTERMINATING AND DISINFEC CO. x ¥l x — 3,757.16
D TXN000O1051 6957 none 09/19/2013 091192013 POCORELLO, TARA 115061 AUTOMOTIVE TIRE STORES CO xlvix — 115061
D TXN00001052 6957 nong 09/19/2013 09119/2013 POCORELLO, TARA 4780.09 STEMOGRAPHIC SERVICES CO. X Ivlx — 4780.09
m TXNO00D01053 6957 nong 09/1972013 09192013 POCORELLO, TARA 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO X Ivlx —_ 254407
] TXNO00O1054 6957 nong 09/19/2013 091972013 POCORELLO, TARA 427.16 BUSINESS SERVICES NOT ELSE CO. x IVl x — 42716
]| TXN00001055 6957 nong 09/19/2013 091972013 POCORELLO. TARA 2,739.38 BILLIARD AND POOL ESTABLIS CO. xI#1 x — 273938
| TXNO00001056 6957 none 09/19/2013 091972013 POCORELLO. TARA 3,733.12 CLEANING AND MAINTENANCE.J CO. x I¥1 x — 373312
&} TXNO0DO1057 6957 nong 09/19/2013 091972013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANGE CO. x vl x — 727.38
@] TXNO00D01058 6957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC CO. x ¥l x — 372051
1 Sclected | 34 fems Show per page 144 Page: [T of4j>

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

® 2013 Bank of America Corporation. All rights reserved. Your last log in was September 20, 2013, 9:20 AM CDT.
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Enter Comments if desired, then click OK. Confirmation message appears and the transaction is removed from the Pending Sign Offs View.

NOTE: The Comments field is optional in the system so it may be left blank or used at the agencies’ discretion.

Welcome, TARA POCORELLO - Log Out

BankofAmerica’? Works’®

Merrill Lynch
AAT?N
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions > Accountholder LA DPS UAT
d Saved updates to transaction. X
Transactions - Accountholder
»> | Pending SignOff | Signed Off | Flagged | Al Clear Filters ~ Columns ¥
Torre Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated
|
TXNO0001049 6957 none 09/18/2013 0971972013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. viviv 4184182122-3000-01-4181102 473468
B TXNO0001050 6957 none 09/18/2013 091192013 9 ING AND DISINFEC CO. xivix — 375716
Confirm Sign Off B
0 TXNOO001051 6957 none 0911972013 09/19/2013 TIRE STORES CO. xivix — 115081
B TXN00001052 6957 none. 09/18/2013 0911972013 Sign off 1 fransaction(s). HIC SERVICES CO. x vl x — 478009
B TXNO0001053 6957 none 09/49/2013 091192013 Comments: Enter comment if needed....this is an  + PHOTOGRAPHY,ART CO. xivlx — 250407
4] TXNDO0O1054 4957 none 09192013 091192013 optional field AVICES NOT ELSE CO. x1vix — 42116
& TXNO0001055 6957 none 09/18/2013 0971972013 POOL ESTABLIS CO. xivix — 273938
B TXNO0001056 6957 none 09/18/2013 091192013 D MAINTENANCE,J CO xivix — 373312
0 TXNOO0D1057 6957 none 0911972013 09/19/2013 ETING INSURANCE CO. xivix — 72138
& TXNO0001058 6957 none 09/18/2013 0971972013 ING AND DISINFEG CO. xivix — 372051
1 Selected | 34 tems [<1<] Page: [T ] of 4[> ]
| Retry Automatch ||| Mass Allocate ||| Add to Expense Report || Attzch ||| Sign o |
[ o ) "Conee |
) i

Training Guides  Training Videos Live Training Release Noles Privacy & Security Recommended Seffings  Global Reporfing and Account Management
Other Programs and Services Bank of America Visa MasterCard PCI Standards Council

2013 Bank of America Corporation. All rights reserved YYour last log in was September 20, 2013, 9:20 AM CDT.

e Asan Account/Card holder the deadline to sign-off on all transactions is the 8" of the month following the charges.
e Asan Appover/Manager/Supervisor the deadline to sign-off on all transactions is the 11" of the month following the charges.
e Asan Accountant the deadline to add allocations and sign off on incomplete transactions (not allocated and/or sign off) is the 14™.

e Itis not necessary to wait until you receive your paper statement from Bank of America. You can access the transactions at any time during
the billing cycle.

e Once all sign offs are completed by the Account/Card holder and/or the Approver/Manager/Supervisor you may exit the system.

e Reports should be printed the next day to make sure system refreshes have included the changes made in the system. There is a lag time
between when information is entered into Works versus when the same data is available via Works Reporting.
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FLAGGING A TRANSACTION

o Account/Card holders cannot raise a flag on transactions, but can remove flags.

o Approvers/Managers/Supervisors can raise a flag on transactions and remove flags.
e Accountants can raise a flag and remove flags after the transaction are swept.

e Program Administrators cannot raise or remove flags.

RAISING FLAGS

Click Home, then Pending.

Home Expenses Reports

= Action ltems

Action Acting As Count Type Current Status
Approver 3 Transaction Flagged
Sign Off Approver 17  Transaction Pendini

2 items Show per page 1<1<] Page: [_1 | of 1 [ [>]

Click on the transaction to be flagged.

Transactions - Approver

> Pending Sign Off Signed Off | Flagged All

a

Document Account ID Sign Off Flagged Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|Val|Auth Allocation

TXN00001075 6957 AH (AC 09/1972013 091972013 POCORELLO. TARA 4632.55 MISCELLANEOUS HOME FURNISH CO. 4184182122--3000-02-4151102
TXN00001077 6957 AH (ACT) 0911972013 0911872013 POCORELLO. TARA 260583 POSTAGE STAMPS CO. 4184182122-KARN-3180-1-4181102
TXN00001110 7344 AH 09/2272013 0912272013 VINCENT. AMY 285541 POSTAGE STAMPS CO. 4184182122-KARN-3100-00-418110
TXN00001111 7344 AH 0912272013 0912272013 VINCENT. AMY 1.895.78 BICYCLE SHOPS-SALES AND SE CO. 4184182122--3100-00-4151102
TXN00001112 7344 AH 0972212013 0972272013 VINCENT. AMY 368653 STENOGRAPHIC SERVICES CO. 4184182122--3100-00-4181102

[ TXN00001116 7344 AH 0912272013 0912272013 VINCENT. AMY 49250 POSTAGE STAMPS CO. 4184182119-inva-1234-4181200
TXN00001117 7344 AH 09/2272013 0912272013 VINCENT. AMY 1.197.74 HEARING AIDS-SALES SERVIC CO. 4184182122-1234-3100-01-4181102
TXN00001118 7344 AH 0972212013 0972272013 VINCENT. AMY 96927 WINDOW CLEANING SERVICES CO. 4184182120-BADC-3100-02-418110
TXN00001119 7344 AH 09/2272013 0912272013 VINCENT. AMY 423182 POSTAGE STAMPS CO. 4184182122--3100-99-4189999
7344 AH 0912272013 0912272013 VINCENT. AMY 1.807.76 LAUNDRY SERVICES-FAMILY A CO. 4154182122-AAAA-3100-99-418151.

TXN00001120 %




Click Raise Flag.

I
© ocste s

0 Selected | Show per page

£ sano

134 Ad 0y2212013 92212013 VINCENT. AMY 130776 LAUNDRY SERVICES-FAMILY A CO. yivlv H1B4152122-AAAR-3100-99-4181312

| View Full Dk

N Raise FlagHm
A\

Enter Comments when confirming raising the flag and click OK.

Note: Comments are required when raising and removing flags.

Transactions - Approver

. Pending Sign Off | Signed OFf | Flagged | All |
Docu‘menl Account ID Sign Off Flagged Date Date P Primary Accountholder Purchase Amount v
| |
TXNOOOO1075 6957 AH (ACT) 0192013 09192013 POCORELLO,. TARA 4,632.55 MISCELLANECOUS
TXNOOOO1077 6957 AH (AC 09192013 09192013 POGCORELLO. TARA 2,608 833 POSTAGE STAMP
TXNOOOO1110 7344 AH 0222013 0222013 MINCENT, AMY 2,855.41 POSTAGE STAMP
TXNOOOO1111 7344 AH 022013 09222013 WVINCENT. ARMY 1.995. 78 BICYCLE SHOPS-!
TxNoo001112 7304 an oerz22013 P conmemmmeerea = MWy
TXNOOOO1116 7344 &aH 0222013 o093 Raise flag on 1 transaction(s). GE STAMP
TXNOOOO1117 7344 aAH 0822/2013 Lik: T NG AIDS--S
Comments: Correct the orgn ABRARR is an inwvalid -
TXNOOOO1115 7344 AH 0222013 o3 orgn I W CLEAMIT
TXNOOOO01119 7344 AH 0222013 o923 GE STAMP
TXNOOOO1120 7344 AH 08/22/2013 o3 RY SERWVIC
0 Selected | 17 items
o Allzcats
Training Guides Training Videos Privacy & Security Recommended Seitings
& 2013 Bank of America Corporation. All rights reserved Your last log in was October 28, 2013, 5:30 PM CDT_ @] /

The flagged transaction now appears in the Account/Card holder, Approver/Manager/Supervisor or Accountants view, depending on who
flagged the transaction.
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REMOVING FLAGS

Click Home, then Flagged.

Bank of America 7 ®
Merrill Lynch Works
Home: Expenses Accounts Reports Accounting Administration

B Action Items
Current Status

Action Acting As Coumnt Twvpe
Resobhsme Accountholder 1 Transaction Fl e
Zign OFff Accountholder & Transaction Pendi
Click on desired Document.
Home Expenses Accounts Reports Accounting Administration
Expenses = Transaclions = Accountholder LA DPS UAT
Transactions - Accountholder
> Pending Sign Off ‘ Signed Off | Flagged ‘ All ‘ Clear Fitters =~ Columns ¥
- Account Date Date Purchase Amount
Document 1D Sign Off Posted  Purchased Primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated
|
v vl v 4184152115-FLD1-3000-01-4181. . 53883

09/19/2013  09/19/2013 POCORELLO. TARA 538.83 BUSINESS SERVICES NO...

7 TXNO0001070 6357  AH
v T



Click Allocate/Edit to read the comment that was required for the Manager to enter in order to flag the transaction. Make necessary
changes/corrections to the transaction.

Transactions - Accountholder

Pending Sign OfFfF Signed OFF

e Allocate § Edﬂ.h?- lasz AH APR (ACT) 0912013 09192013 POCORELLO,. TARA 4. 173.47
= | Wiew Full Detimk
ﬁ Dispute
F Remove Flag

09/19/2013 | Source Amount : 538.83 USD kA

[=] Allocation Purchase Amount: 538 83 Allocation Total: 535 83 | 100% Variance: 0.00

e -
\

= Nl o 501.12| | BUSINESS SERVICES NOT ELSE CO - Purchase | | 4184182118 4181102

0 Selected | 1 item

| e
=] Reference & Tax

[ | [Sales Tax Included =1 | 50112 | T | 0.00] |70808 ]
[ Adjust Amount

T ion Detail - 7399 55 SERVICES NOT ELSEWHERE CLASSIFIED)

[H comments Add Comment

Wrong coding. Meed revision.
SCOTT ERWIN | 10/03/2013 b
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Make the necessary changes requested by the Approver. Click Save.

Allocation Details -TXNO0001070 - BUSINESS SERVICES NOT ELSE CO.

09/19/2013 | Source Amount
[=] Allocation

Purchase Amount: 538 83 Allocation Total: 538.83 | 100% Variance: 0.00
Value
GLOA: ‘GLOS: AGENCY/REPORTING
Amount Description FUND/AGENCYIORGANIZATION GLO2: ACTIVITY GLO3: OBJECT GLO4: SUB-OBJECT CATEGORY GLO6: FMIFY/BFY
- =0 = [ 501.12| [ BUSINESS SERVICES NOT ELSE CO._ - Purchase | | 4184182118 ][ | [ 3000 |01 | (4181102

0 Selected | 1 item

s ==
=] Reference & Tax

Sales Tax Included [=] 50112 3771 0.00 70306
Adjust Amount

Transaction Detail - 7398 (BUSINESS SERVICES NOT EL SEWHERE CLASSIFIED)

[=] Comments Add Comment
! wrong coding. Need revision.
SCOTT ERWIN | 10/03/2013

Correction has been made.
TARA POCORELLO | 10/13/2013
Incarrect coding;

SCOTT ERWIN | 10422/2013

o1 D

Click on the desired flagged document again. Click Remove Flag.

Transactions - Accountholder

| S | Pending Sign Off | Signed Off | Flagged | Adl |
Dm_.‘;“eﬂt Account 1Dv Sign OFffF Date Posted Date Purchased Primary Accountholder Purchase Amount
6957 AH APR (AGCT 09192013 0192013 POCORELLO. TARA 538.83
Allocate § Edit o577 AH APR (AGT) 0971972013 091942013 POCORELLO, TARA 4173 47

“Wiew Full Details
Dispute

TG

Remowve Fla_ﬂ_m
S
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Enter the required comments and click OK.

Home ||=_ A A - e

T 5 A o LA DPS UAT

Transactions - Accountholder

Pending Sign Off Signed OFf Clear Filters Columng w

Confirm Remove Flag

Remaove flag on 1 transaction(s).

Comments: Correction has been made.

»

Ll S
i @A [<1<] Page: (1 | of 1> =]

1 Selected | 1 item

The screen below appears...Flag has been removed.

Welcoma, TARA PFOCORELLD - Log Ol

Muw# works'

LAATY
Hiomae Expenses  Accounts  Reports  Accounting Adminestraticn
Exgrdes = Tratdailiond « Actounihokier L& OFS LAT
[ Remersa g wom 1 vassacton. Y Detain

Tramsachion.  AoCowundbadder

B
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DISPUTING A TRANSACTION

e Account/Card holders will only be able to dispute their transactions.

o Approvers/Manager/Supervisors will only be able to dispute (depending on how the workbook was set up) the Account/Card holder’s
transactions for which they have been set up to approve transactions.

e Accountants will be able to dispute Account/Card holder’s transactions after the transactions have been swept.

e Program Administrators will not be able to dispute transactions.

On the Home page, click Pending in the action field.

Home Expenses Accounts Reports Accounting Administration

= Action tems

Action Acting As Count Type Current Status
Resolve Accountholder 1 Transacton Flagged
Sign O ff Accountholder & Transaction Pendin

Click the desired Document number.

Home Expenses Accounts Reports Accounting Administration

Expenses = Transaclions = Accountholder LA DPS UAT

Transactions - Accountholder

B Pending Sign OFff Signed OFff Flagged Al Clear Filters Columns W

~ Account Date Date Purchase Amount

Document 1] Sign OfFf Posted Purchased Primary A 1ds A it Vendor Comp|VallAuth Allocation Allocated

TXNODDD10TS qb 6957 none 09192013 091972013 POCORELLO. TARA 4,632.55 MISCELLANEOUS HOME. .. x | v x 4154182122--3000-02- 4,632.55

TXNOODD1OTE 6957 ACT 0971972013 09/192013 POCORELLO. TARA 4 173,47 ACCOUNTIMNG AUDITING... x| W x —_ 4.173.47




Select Dispute from drop-down menu.

Home  Expenses = Accounts  Reports  Accounfing  Administration

Expenses = Transaclions = Accountholder

Transactions - Accountholder

LADPS UAT

»» | Pending Sign Off | Signed Off | Flagged = Al

Clear Filters ~ Columns ¥

. Accomt Dt Date Purchase _ Amount
Document 1] Sign Off Posted  Purchased  Primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated
BT e 09192013 18192013 POCORELLD. TARA 4605 WSCELLANEOUSHOME..  xivix  1S4(82122-300002 46025
[y [ wi9a03 0903 FOCORELLO.TARA 47347 ACCOUNTNGALDITNG..  x1vix  — 41734
Z smor b 09192013 08192013 POCORELLD. TARA 260883 POSTAGE STAMPS CO plely |— 26085
- : 09192013 08192013 POCORELLO. TARA 437565 COMMERCULPHOTOGR..  x1vix  — 43758
&= View Full Details
B oy b 09192013 18192013 POCORELLD. TARA 011 BUSNESSSERVICESNO.. xivix  — n
ispu
= b 09192013 D8192013  POCORELLD. TARA 17041 POSTAGE STAMPS CO xiviy - 14
v Retry Atkomatch
g b 09192013 D8192013  POCORELLD. TARA 207873 BCYCLESHOPSSALESA..  x1vis  — 2077
b add o Expense Report
0 Hipense Repo : 0992013 0992013 POCORELLO, TARA 40085 STENOGRAPHICSERVC.  xlvix  — 4108

The screen below appears. Dispute amount defaults to the total amount of the transaction.

Dispute amount.

Dispute Transaction E3

Your company should first make good faith efforts to seftle a claim or dispute for purchases directly with the merchant. If
assistance from the bank is required, please complets this form and provide any required documentation within 60 days
from the billing close dale.

Bank of America - Commercial Card Services Operstions

PO Box 53101

Phoenix, AZ B5072-3101

FPhone: 800-673-1044 Fax: 568-878-80458

Transaction Dekalils

Account Nickmame: TARA POCORELLO Billing Close Date: 10/01/2013
Account ID: 8957 Purchase Date: 09/19/2013
Accountholder: POCORELLO, TARA Reference Number:
Phone: Vendor Information: MISCELLANEOUS HOME

FURMISH CO.
TRUMNKTOM 14 9, KS 66112

Dispute Details
Posted Amount: 4,632.55
Dispute Amount: | 4632 55

Reason for Dispute: | Select =1

Comments: B

I have examined the charge(s) made to my account and wish to dispute the transaction

If not disputing the total transaction amount enter
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Select the Reason for Dispute from the drop-down menu.

Note: Depending on the Reason for Dispute, additional information may be required.

Dispute Transaction

from the billing close date.

Box 52101

Transaction Details

Account Nickname:
Account 1Dz
Accountholder:

Phone:

Your company should first maks good faith efforts to settle a claim or d
assistance from the bank is required, please complete this form and provide any required documentation within 60 days

I Eé.)nk of America - Commercial Card Services Operations

ESal dne o nes e BEE-2TE-2048

TARA POCORELLO

6957

POCORELLO, TARA
(225) 925-6077

Billing Close Date:
Purchase Date:
Reference Number:

Vendor Information:

ute for purchases directly with the merchant. If

10/01/2013
09/18/2013

MISCELLAMEQUS HOME

FURMISH CO
TRUNKTOM 14 9, KS 86112 [

Dispute Details [

Posted Amount: 4 863255

Dispute Amount: 4,632.55

Reason for Dispute: Select

Comments: [[naythorized transaction f=

Charge amount does not agree with the order authorizing this charge
Merchandise or services not received

Defective or wrong merchandise

Recurring charges after cancellation

Recurring charges already paid by other means

Credit appears as charge

! have examined the charge(| Credit from merchant not received

Hotel reservation cancelled

Double or multiple charges

Do not recall the transaction | =
Other, above descriptions do not apply I

=y

Enter Comments, if desired.

Dispute Transaction

“our company should first make good faith efforts to settle a claim o pute for purchases directly with the merchant. If
assistance from the bank is required, please complets this form and provide any required decumentation within 60 days
from the billing close date.

Sank of &merica - Commercisl Card Services Operstions
O Box 53101

Fhoenix, AZ B5072-210

Fhone 200-873-1044 Fawx: E55-5TE5-5045

Transaction Details

Account Nickname:
Account ID:
Accountholder:

Phone:

TARA POCORELLO

6957

POCORELLO, TARA
(225) 925-6077

ng Close Date:
Purchase Date:
Reference Number:

Vendor Information:

10/01/2013
09/19/2013

MISCELLANEOUS HOME

FURMISH CO_
TRUNKTOMN 14 9 KS 66112

Dispute Details

Posted Amount: 4,632.55
Dispute Amount: | 4,632 55
Reason for Dispute: Charge amount does not agree with the order authorzing this charge El
Amount entered on the sales slip increased
Actual Amount: 4530.55
Billed Amount: 4532 .55

i | am forwarding a copy of the unalterad sales =lip to the address listed above.

Comments: Enter a comment if necessary =

I have examined the charge(s) made o my account and wish to dispule the transaction.

[ ok [I[ Cancer |
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Select the | have examined the charge(s) made to my account and wish to dispute the transaction check box, then click OK.

Note: If the check box is not selected, OK is not activated.

I have examinaed the charge(s) made o my account and wish to dispute the transaction.

@‘
E

The following confirmation message will display.

Expenses > Transactions > Accountholder LA DPS UAT

o =

‘ _q- Disputed 1 transsction.

Cicar Filters  Columns ¥

B Pending Sign Off Signed Off Flagged Al

- Account Date Date Purchase Amount
Drocurment [[+] Sign Of Poated Purchased Primary A Vendar Comp[VallAuth Allscation Allocated
0
[1 [# TXNOODO10TS BOST nong BEZ013 0883 POCORELLO TARA 463255 MISCELLANEQUS HOME . EIv| = 4184182122--3000-02- 46325
[T B TENOOO0MGTE G357 (ACTY 09192013 08M2N3 POCORELLD. TARS 417347 ACCOUNTING AUDITING. .. = (v = 41734
1 TXNOOOOHETT 5857 neng DOISZ013 OSN3  POCORELLO TARA 260883 POSTAGE STAMPS CO Eiv) x — 2.608.8
The Dispute Submitted column for the selected transaction displays an X.
Note: If the dispute was performed on a screen other than Pending Sign Off, that screen will display.
Home Expenses Accounts Reports Accounting Administration
LA DPS UAT

Expenses = Transactions = Accouniholder

Transactions - Accountholder

>>  Pending SignOf | Signed OFf | Flagged | ANl Clear Filters

I Account Date Date Purchase Amaount Dispute
Document ] Sign Off Posted  Purchased  Primary Accountholbder Amount Vendor CompfVallAuth Allocation Allocated Submitied
TENODO01075 6957 none 09192013 0992013  POCORELLO, TARA 463255 MISCELLANEDOUS HOME.. vl x 4184152122--3000-02- 463255 X -
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SWEEPING TRANSACTIONS

° NOTE: Accountants are the only role that can perform the Sweep function.

The Sweep function allows accounting to pull the transactions from the Account/Card holder and Approver/Manager/Supervisor view in order
to allocate and prepare for export of file to create the P3 in ISIS.

After performing the Sweep, the Accountant has the option to allocate or allow the overrides codes to be applied. If the override codes are
applied a J6 will have to be prepared to correct. Therefore it is highly recommended the Accountant contact the account/card holder or the
Approver/Manager/Supervisor to get the correct coding.

Click Home, then Pending under Sweep.

Home Expenses Reports Accounting

= Action ltems

Action Acting As Count Type Current Status
Accountant 4  Transaction Flagoed
Sweep Accountant 43  Transaction Pendin:
Resolve Accountholder 4  Transaction Fla
Sign Off Accountholder 18 Transaction Pending
4 items Show pEr page <] <] Page: III of 1 [= =]

The screen below appears which represents all incomplete transactions.

Home  Expensss  Reports  Actounfing

Expenses > Transachons > Accounlant. LADPS LT
Transactions - Actountant

»  Pending SgnOF | Open | ReadytoBech  Flagged | Al Cear s ¥

Dw;u Accomi D Sign 0 Daiz Posied Date Purchesed Primary Accountholder Purchase Amowi Vendor Compi¥allAni Alkcetion Aameunt Alocaizd

0 3 moeoene %67 M a0 g0 POCORELLD. TARA 130449 TELEGRAPHIC SEVCES CO. LALIR) HBHENR- 0014102 1344
0 @ mmown 14 M wnaann s 3083 BUSINESS SERVICES WOT ELSE 0. LA HBR116FLDLI00-DH41102 Ha
0 & TR0 %7 M 8ngan g0 453255 WISCELLANEOUS HOME FURNISH CO (ALIR; AR - 000024180102 4625
0 @ mmoenn 4 il wnsan s 260883 POSTAGE STAWPS CO. LA BN T KARN- B0 688
0 & om0 14 e wenenn eraa0n 437565 COMMERCIAL PHOTOGRAPHY ART CO 1ldlx - kL)
0 3 mmoenn [ e a0 g0 39011 BUSINESS SERVICES NOT ELSE C0. LECAN § HIBHE2284D0- 1 B
0 @ Tmown 14 e wnsann s 17041 POSTAGE STAMPS CO. 191 . 4
0 & N0k [0 e ngan g0 207873 BICYCLE SHOPS-SALES #HD SE CO. il - umn
0 & o 4 e a0 s 41208 STENOBRAPHIC SERVICES CO. 191 - L20%
0 & om0 Ui M wnenn a0 DEUOULIN NATASHY 374030 WISCELLANEOUS HOME FURNISH CO LA RT3 HE04EIT imea
15tecid | Giems Show| 11 [] perpae K Pae T eisp
=
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You may select one or more transactions by clicking on the individual boxes.

Home

Expenses Reports

Accounting

Expenses »

Transactions > Accountant

LA DPS UAT

Transactions - Accountant

>» | Pending Sign OFf | Open ‘ Ready to Batch ‘ Flagged ‘ Al ‘

HEHEHBEEHBEB

[ES =]

Columns ¥

a

Document
L
TXN00001069
TXN00O01070
TXNO0O01075
TXNOOQU107T
TXN00001078
TXN00001079
TXNO0O01080
TXNO0O01081
TXNO0O01082
TXN00001085

2 Selected | 43 items

[ Retry Automatch

Account ID

B E

B

B

B

B

B

&

B

=
=

E E & =

none
none
none

none

E [
5

Sign Off

09182013
09/182013
09192013
09182013
09182013
09182013
09/19/2013
09192013
09182013
09182013

Date Posted

Date Purchased

091972013
09972013
08M972013
09192013
081972013
09/1972013
08972013
091972013
091972013
09/1872013

POCORELLO. TARA

POCORELLO. TARA
POCORFLLO, TARA

POCORELLO, TARA

POCORELLO. TARA

POCORELLO. TARA

POCORELLO. TARA
DEMOULIN, NATASHA

Sh

per page

Purchase Amount

130449

53883
463255
260683
437585

39111

17041
207873
412086
374380

Vendor

I

TELEGRAPHIC SERVICES GO.
BUSINESS SERVICES NOT ELSE CO.
MISCELLANEQUS HOME FURMISH CO
POSTAGE STAMPS CO.

‘GOMMERCIAL PHOTOGRAPHY ART GO
BUSINESS SERVICES NOT ELSE GO
POSTAGE STAMPS CO.

BICYCLE SHOPS-SALES AND SE CO.
STENOGRAPHIC SERVICES CO.
MISCELLANEOUS HOME FURMISH CO

You also have the option to select all transactions by clicking the box in the gray shaded area.

4134182122--3000-01-4181102
4184162118-FLD1-3000-01-4151102
4184162122--3000-02-4181102
4184182122-KARN-3180-1-4161102
4134182122-BADC-1234-11-

4134182113-3190-01-4181102

‘Amount Allocated

130449

53883
463255
260883
437565

3111

17041
207873
412036
374880

[<1<] Page: [ 1] of 5> )

L0t

A L Benfeme D o) s ommoe
- - e CLLONLLO M
o - s PLEORILLD A
- e anan L VRRE )
e L4 Lda il POCCRILLC. VA
LS v LAl FULALLL A
"l e Lol LaCur HIVORE )
" bl Saan LA U
LW e ot AT AGRLTY
. - sncen PULPLLLD A
«+£ e mucn e oJ LR IS

i e

1am

Wwtor.
PRI SN O
BUTRE B MwACEE st L CO
WL ME LT SOAE M I0E (D
POITRGE 5AMT 0O
(CNMEN i, CTOCBMY AET 1O
AN SRACER T LN OO
POTTRIE 5 0% 10
INOLE et Lact) WC M (2
FINOORww JONACEY (0
MECE L ME O MR 1S D

RIS X000 e Uit
CORETTRAZ N
FRETID W AN
T AN TR AN

[ n Sahel = SEAe

EOEETE R e

»idPep

e

e
[
imn
ane

mn

ma
mn
.
t'me

oty

37



Click Sweep.

Home | Expenses  Reports  Accounting

Expenses > Transaclions > Accountant

LA

DPS UA"

\l‘ Pending Sign OFf ‘ Open ‘ Ready to Batch | Flagged ‘ All ‘ Clear Filters ~ Columns v
Document Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|Val|Auth Allocation Amount Allocated
I I
TXNOOD01069 6957 AH 091872013 091812013 POCORELLO, TARA 130449 TELEGRAPHIC SERVICES CO yiviv 4184182122-3000-01-4181102 130449
TXNO0DO1070 6957 AH 09192013 0911972013 POCCRELLO. TARA 536.83 BUSINESS SERVICES NOT ELSE CO. v iviv 4184182118 FLD1-3000-01-4181102 53883
TXNOODO1075 6957 AH 091872013 091812013 POGORELLO, TARA 463255 MISCELLANEOUS HOME FURNISH CO. viviv 4184182122-3000-02-4181102 483255
TXNO0DO1077 6957 AH 09192013 0911972013 POCCRELLO. TARA 2606.83 POSTAGE STAMPS CO. viviv 4184182122 KARN-3180-114181102 2,608.83
TXNO0001078 6957 none 0911912013 0911972013 POCORELLO, TARA 437565 COMMERGIAL PHOTOGRAPHY, ART CO. x v % = 437565
TXNOODO1079 6957 none 091872013 091812013 POCORELLO, TARA 39111 BUSINESS SERVICES NOT ELSE CO xlvix 4184182122 BADC-123411- 30141
TXN00DO1080 6957 none 091192013 0911972013 POCORELLO. TARA 17041 POSTAGE STAMPS CO. x vl x - 170.41
TXNO00D1081 6957 none 091872013 091812013 POCORELLO, TARA 207673 BICYCLE SHOPS-SALES AND SE CO. xlvix - 207873
TXNO0DO1082 6857 none 09192013 0911972013 POCCRELLO. TARA 412086 STENOGRAPHIC SERVICES CO. x vix — 412086
TXN00001085 2476 AH 0911912013 09/1972013 DEMOULIN, NATASHA 374980 MISCELLANEQUS HOME FURNISH GO. PEARY 4184182118--3190-01-4181102 374980

43 Selected | 43 items

Rty utanaich [@

The screen below appears. Click OK.

Home Expenses Reports Accounting

Show

per page

<) <) Page: [T ] of 5> [>]

Expenses > Transaclions > Accountant

LA DPS UAT

Transactions - Accountant

>» | Pending Sign OfFf | Open ‘ Ready to Batch ‘ Flagged ‘ All ‘

Clear Filters ~ Columns ¥

Document Account ID Sign OFf Date Posted
I
TXN00001069 6957 AH 091912013
TXN00001070 6957 AH 0911912013
TXN00001075 6957 AH 0911972013
TXNO0001077 6957 AH 0941912013
TXN00001078 6957 none. 091912013
TXN00001079 6957 none. 0911912013
TXNO0001080 6957 none. 0911972013
TXNO0001081 6957 none. 0941912013
TXN00001082 6957 none. 091912013
TXNO0001085 2476 AH 0911912013

2 Selected | 43 items

oty Auomotn | swe |

Date Purchased Primary Accountholder Purchase Amount Vendor
| I

09192013 POCORELLO. TARA 130449 TELEGRAPHIC SERVICES GO.

091972013 POCORELLO. TARA 53883 BUSINESS SERVICES NOT ELSE CO.

0911872013 POCORELLO, TARA 453255 MISCELLANEOUS HOME FURNISH CO

091972013 POCORELLO. TARA 260883 POSTAGE STAMPS CO.

091972013 POGORELLO. TARA 437565 COMMERGIAL PHOTOGRAPHY,ART CO.

091192013 POCORELLO, TARA 39111 BUSINESS SERVICES NOT ELSE CO.

0911872013 AMPS CO.

091972013 (OPS-SALES AND SE CO.

09192013 !, Once transactions are swept, only accountants may alter allocations. HIG SERVICES CO.

0911972013 Swesp 2 transaction(s)? 0US HOME FURNISH CO.

=

4184182122--3000-01-4131102
4184132118 FLD1-3000-01-4181102
4184182122-3000-02-4161102
4184182122-KARN-3180-1-4181102
4184182122-BADC-12341

4184182118-3190-01-4181102

Amount Allocated

130449

53383
453255
260883
437565

39111

041
207873
412086
3749.80

1K< Page: [T ] ofS[> ]
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This screen below appears confirming the transactions have been swept.

Erpenses > Tramachons: » Aeoouniand LAI0PS LT
7 Sttty el _

» PadqSpll O Raduied Faged A Comfiby  Comes ¥

[E_1]

&

- [Pt [ ™ VR Y O i —— ttaw Amet er Canglaheh Acaton Koot bt

These transactions can now be allocated by the Accountant only in the Ready to Batch tab. Any transactions that were not signed off on by the
Account/Card holder and/or the Approver/Manager/Supervisor still need to have sign-off applied. If sign-off has not been applied by either the
Account/Card holders, their limit will not be refreshed until sign-off is completed.

Click Home, Pending under Sweep.

Home Expenses Reports Accounting

= Action items

Action Acting As Count Type Current Status
Accountant 4  Transaction Flagoed
Sweep Accountant 41 Transaction Pendj)
Resolve Accountholder 4  Transaction Eﬂﬂ]iq
Sign Off Accountholder 18 Transaction Pending
4 items Show per page [<] <] Page: |I| of 1 [= >
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Click Ready to Batch to access all transactions that have been swept.

Home Expenses Reports Accounting

Expenses = Ti ions = LA DPS UAT

Transactions - Accountant

»> | Pending Sign OF = Open | Ready to Batch | Flagged | All | Clear Filters ~ Columns ¥

Docll‘mem Ready to Batch Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation Amount Allocated
| \
TXN00001075 6957 AH 09/19/2013 091972013 POCORELLO. TARA 463255 MISCELLANEOUS HOME FURNISH CO SIvl v 4184182122--3000-02-4181102 463255
TXNOOOO1077 8957 AH 09/18/2013 0811972013 POCORELLO. TARA 2608.83 POSTAGE STAMPS CO. YV v 4184182122-KARN-3180-1-4181102 2,608.83
TXNO0001078 8957 nmone 09/19/2013 0911972013 POCORELLO. TARA 437565 COMMERCIAL PHOTOGRAPHY ART CO x vl x —_ 437585

The swept transactions appear. If allocation is required/needed please follow the instructions in the Allocating Transactions section of this
document.

Transactions - Accountant

| == | Pending Sgn o | Open | Readyto Batch | Flagged | An | Clear Filters  Columna
Dociment Account ID Sign ot Date Poated Date Purchased Primary Amount vendaor Comp|VallAuth Allecation Amaunt Allocated
=) | | | | | |
] EXNESEE0E ses7 AH APR (ACT) 09052013 Lo TaRA 77347 MOTOR FREIGHT CARRIERS,AND CO Y ivi v 4184182122-3100-4181512 77347
] B [@] Atocate /Bl 8857 AH APR (AGTY 09/05/2013 06/05/201% POCORELLO TARA 1.250.44 MISCELLANEOUS HOME FURNISH GO v v v muttiple 1,250 44
M B |2 view Full Detaits s9s7 AH APR (AGT) e3r05/2013 es/szo3 POCORELLO. TARA 1,27122 AGCOUNTING AUDITING AND BO GO 2z v mutipie 1,357.95
F E @ ompate so57 AH APR (AGT 00/05/2013 08/05/2013 POCORELLO TARA 332544 POSTAGE STAMPS CO. v 4184152122..3100-4181102 332544
= T ™ sas7 AHAPR (AGT) oar0s2013 assz013 POCORELLO. TARA 257801 COMMERCIAL PHOTOGRAPHY ART GO s ivl v muttipie 357801
[ 8957 A APR (ACT) 09r05/2013 090572013 POCORELLO. TARA, 2.91483 BUSINESS SERVICES NOT ELSE GO v e - 4184182122-3120.01-4181102 291483
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REPORTS

TYPES OF REPORTS

Billing Cycle Purchase Log — This report serves as a Billing Statement and Lacarte Purchase Log all in one. It can be run anytime by any
user. The only changes that can be made by the user are selection of billing cycle dates. Approver/Manager/Supervisor must verify
the billing cycle dates are correct to make sure all transactions within the billing cycle are accounted for in the report. This report is in
PDF format which is sufficient for audit purposes. This report is required to be complete and should have receipts attached for each
billing cycle.

Billing Cycle Incomplete Transactions - This report is scheduled to run on the 15" of the month. It will show all transactions in which a
sign off and/or allocation was not performed prior to the sweep/export file into ISIS. This is an optional report available as a
management Tool.

RUNNING REPORTS

Account/Card holders reports will only include their transactions.

Approvers/Manager/Supervisors reports will include all the Account/Card holders’ transactions for which they have been set up to
approve transactions.

Accountant reports will include all Account/Card holders’ transactions for the Groups they have been set up to sweep.

Program Administrator report will include all Account/Card holders’ transactions within the Instance.
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BiLLING CYCLE PURCHASE LOG

On the Home page, click Reports, then select Template Library from the drop-down menu.

Bank of America =5 =
Merrill Lynch works

Home Expenses Accounts Reports Accounting Administration

Completed
Create

= Action Homs Scheduled e —

Template Libr:

Action g AS Count Type Current Status
Sign OfF Accountholder 10  Transaction Pending
1 item Showr per page <1<l Page: [ 1 | of 1 = =]

= Accounts Dashboard Account Portfolic

In Scope Corporate

%% of Credit Limit
Account Name Account 1D Credit Limit Current Balance Awvailable Credit Used

TARA POCORELLO 6957 25.000.00 133,452 07 {108,452 07) 533%
AR WINCEMNT 7344 25.000.00 120,333 29 (85,333 29) 4512
MATASHA DEMOULIN 2476 25.000.00 4422919 (18,229 19) 176
RICHARD ABBOTT 8506 25.000.00 15,220 87 9.779.13 60%
BRITTAMNI ADAMS ABTS 25,000.00 0.00 25,000.00 0%
FPAULS ADAMS S040 25,000.00 0.00 25,000.00 0%
G items Showr per page O=1 <1 Page: |I| of 1 = =

In the Template Name column, select the Billing Cycle Purchase Log drop-down arrow.

[=] Shared
Tenﬂa;e Name Category Template Owner
[=]
1099 Company Supplier Spend transactionCategory Bank Defined A statement for reviewing 1099 company supplier transactions.
Airline Spend Detail transactionCategory Bank Defined Review details of all airfline-related expenses.
ng, Cycle Purchase L i transactionCategory POCORELLO, TARA Final to be added to UAT site
Cancelled Cards @ cardCategory Bank Defined Review details of cancelled cards.
Card Adjustment History auditCategory Bank Defined Review an audit history of spend for a specific card.
Card Past Due cardCategory Bank Defined Review details of the past due balances on cards.
Forced Capture transactionCategory Bank Defined Review card fransactions with suspicious authorization codes that need to be validated.
General Purchase Spend Detail transactionCategory Bank Defined Review details of all general purchase expenses.
Hotel Spend Detail transactionCategory Bank Defined Review details of all hotel-related expenses.
Mon-Preferred Company Supplier Spend transactionCategory Bank Defined A statement for reviewing your spend with non-preferred company suppliers.

16 items Show per page
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Click Modify/Run.

[=] Shared

'I'enmlaa: Name

1099 Company Supplier Spend
Airline Spend Detail
0 Cycle Purch:

ase Log

Maodify / Run '\{b
Delete

Forced Capture

General Purchase Spend Detail

Hotel Spend Detail

Mon-Preferred Company Supplier Spend

Scroll down and verify Post Dates are for the correct billing cycle.

Bankof America S -
o H '..“ works

Merrill

oI EXponsas ATCounts

Haparts

Acoounting

Category Template Cwner
I [=]
transactionCategory Bank Defined
transactionCategory Bank Defined
transactionCategory POCORELLO, TARA
cardCategory Bank Defined
auditCategory Bank Defined
cardCategory Bank Defined
transactionCategory Bank Defined
transactionCategory Bank Defined
transactionCategory Bank Defined
transactionCategory Bank Defined

Actmunistration

Change if neede

A statement for reviewing 1099 pany

pplier tr; tions.
Review details of all airline-related expenses.

Final to be added to UAT site

Review details of cancelled cards.

Review an audit history of spend for a specific card.

Review details of the past due balances on cards.

Review card transactions with suspicious authorizafion codes that need to be validated.

Review details of all general purchase expenses.
Review details of all hotel-related expenses.

A statement for reviewing your spend with non-preferred company suppliers.

d.

Repons = ModityFen

Coreate oot

0 = Category: |Spoend
* Tamiplate: LU

oo Opions

BilNng Cyche Purchass Log =1

Fle it kst i SirTen as ol

=] Columne

Availanie
AR T
O s Ao
G m Cormgdata
O s Vsl
o
Activity Doesc
O AGENCY REDOMING Cateaory
WO
¥ wSEY
O FMFY/BRY Daac
LA ey O Rt Oy

Iarn Prica

B aooner

) CReOTY Dass

Frumcllagaercy /Or ganisat ion Desc

Transaclion Type: S5 [

PoRt Date:

£ osvon

Card Last 4 Chgits
Purchase Date

Itam Exp TR
MGE SN Fill Mams

[T == pea—

=1

A Card Last 4 Digits
Dt

e Post

advance (@] Misc Credi [F] Misc Debil [ Pwchase [7) =

T ]
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Then scroll down and Click Submit Report.

=] Qutput Fermat

Formats: Excel

PDF
‘Qutput Files: Full Details
Summary Only
Paper: |[US Letter [=] [C] Add Summary Data in Header
Orientation: ) Portrait i@ Landscape Add Signature Line to: Header Footer

Insert Page Break: MNo Page Break
Delimited Text

Summary Grouping: Card Last 4 Digits [~ | ! Only enabled for PDF and "Summary Only" options above Groupings are based on "Column S
‘ort” above and their erder, ending with the value selected to the lefi.

[=] Save Template

[] Save Template to Template Library

Template Name: Eilling Cycle Purchase L|
Description: [ Final o be added o UAT]

Sharing: () personal @ Sharea ) Botn

=] Scheduling and Expiration

Job Name: Billing Cycle Purchase Log
Run for User{s) : Mone selected O
Schedule: @ Run Mow

@ Run Later
@) Recurring

Report Expiration after : day(s)

The screen below appears which shows the report is completed.

Completed Report

-
Queusd At Report Name Status Mew
|

F 10142013 0425 PM CDT Billing Cycle Purchase Log Ready

:
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Click on PDF to open the report.

Completed Reports

QlIEI.;d At Report Mame Status New
| |
104142013 04:25 PM CDT Billing Cycle Purchase Log Ready %

Note: Some computers may open the report automatically. On other computers, you will have to click Open or Save (see below).

L -
qﬂ;ﬂ-‘l Hoport Mames Status Mo Chutpart Typeds}
- | ]
=1 = AW AATOIE 0425 Pid CDT g o e Fano e Log Fe oy FLn
1 Badacted | 1 lem Shew (10 [=]] per page B
[aining Ouides  Teosinioo Wideos Pocacy & 5 ik B il St
B 2013 Bank of Aradet s Corporaliom. AN righls resereed Vansr lasl log n was Oobober 17, 2013, 207 i COT

Do you wand to open of save Billing Cycle Purchase Logapdl from demossorks.com Dpen [ Save = Cancel =
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Report appears in PDF format.

Billing Cycle Purchase Log

Card Last 4 Digits
Purchase Date
CH Signoff Date

Post Date
Mgr Signoff Date

Vendor Name
Item GL Combination

Company Name LA DPS UAT
Post Date Between 2013-08-06 00:00:00 and 2013-09-05 00:00:00
Report Owner VINCENT, AMY
Report Time 2013-10-15 14:24:47
Transaction Type One of: Misc Credit or Misc Debit or Purchase

Item Total
Mgr Signoff Full Name

Item Description
Item Exp Cat Comment

7344
09/05/2013 0H05/2013 MOTOR FREIGHT CARRIERS, AND CO. MOTCR FREIGHT CARRIERS&#44:AND CO. - 220.51
09/12/2013 09/12/2013 4184182122-2500-Y-4181102 Purchase ERWIN, SCOTT
09/05/2013 005/2013 MISCELLAMEQUS HOME FURNISH CO. MISCELLANEDUS HOME FURNISH CO. - 1,118.08
091272013 091272013 4184182118—2500—Y-4181102 Purchase ERWIN, SCOTT
09/05/2013 0H05/2013 MISCELLAMEQUS HOME FURNISH CO. misc 430.11
09/1272013 09/1272013 4184182118—-2500—Y-4181102 ERWIN, SCOTT
09/05/2013 0X05/2013 ACCOUNTING,AUDITING AND BO CO. ACCOUNTINGS#44: AUDITING AND BO CO. - 757.72
09/12/2013 09/12/2013 4184182118—2500—Y-4181102 Purchase ERWIN, SCOTT
09/05/2013 09/05/2013 ACCOUNTING AUDITING AND BO CO. misc 189.43
09/12/2013 09/12/2013 4184182118-2500—Y-4181102 ERWIN, SCOTT
09/05/2013 0H05/2013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 2,623.96
09/12/2013 09/12/2013 4184182118—2500—Y-4181102 ERWIN, SCOTT
09/05/2013 0H05/2013 COMMERCIAL PHOTOGRAPHY ART CO. COMMERCIAL PHOTOGRAPHY ART CO. - 2 69625
09/12/2013 09/12/2013 4184182118-—-2500-Y-4181102 Furchase ERWIN, SCOTT
09/05/2013 0X05/2013 BUSINESS SERVICES NOT ELSE CO. BUSINESS SERVICES NOT ELSE CO. - 4,067.12
09/12/2013 09/12/2013 4184182118—-2500—Y-4181102 ERWIN, SCOTT
09/05/2013 09/05/2013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 2,459.02
09/16/2013 09/18/2013 4184182122--2791-Y-4184715 ERWIN, SCOTT
09/05/2013 0H05/2013 BICYCLE SHOPS-SALES AMD SE CO. BICYCLE SHOPS-SALES AND SE CO. - 2,434 65
09/16/2013 09/17/2013 4184182122—-3650—Y-4181102 ERWIN, SCOTT
09/05/2013 0X05/2013 STENOGRAPHIC SERVICES CO. STENOGRAPHIC SERVICES CO. - Purchase 4,576.29
09/1672013 09/1872013 4184182122-3100-Y-4181102 ERWIN, SCOTT
Card Last 4 Digits
Purchase Date Post Date Vendor Name Item Description Item Total
CH Signoff Date Mgr Signoff Date Itemn GL Combination Item Exp Cat Comment Mgr Signoff Full Mame
090520132 D9/ 05/2013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 2,862.898
I[]Q.f17f2[]13 09182013 4184182122—3100-01-4181102 ERWIN, SCOTT
09052013 09052013 HEARING AIDS—SALES SERVIC CO. HEARING AIDS—SALES, SERVIC CO. - Purchase TF0.26
o9/16/201B 09/18r2013 4184182122—3100—Y-4181102 ERWIN, SCOTT
09052013 09052013 WINDOW CLEANING SERWVICES CO WINDOW CLEANING SERVICES CO. - Purchase 2170.07
09M16/2013 09172013 4184182122—-3100—r-4181102 ERWIN, SCOTT
09052013 09052013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 141211
09M16/2013 09M1 72013 4184182122—-3100—¥-4181102 ERWIN, SCOTT
\ 09/05/20132 09/05/2013 LAUNMDRY SERVICES—FAMILY A CO. LAUNDRY SERVICES—FAMILY A CO. - 2,94313
O9/16/20132 09/18/2013 4184182122—-3100—y-4181102 Purchase ERWIN, SCOTT
09/05/2013 09052013 CLEANING AND MAINTENANCE.J CO. CLEANING AND MAINTENANCE.J CO._ - 320.94
09/16/2013 09/17/2013 4184182122-3100—Y-4181102 Purchase ERWIN, SCOTT
09052013 09052013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 447304
09/16/20132 09182013 4184182122—-3100—Y-4181102 ERWIN, SCOTT
09052013 09052013 USED MERCHAMDISE AND SECON CO._ USED MERCHANDISE AND SECON CO_ - 4,958 27
091672013 09172013 —- FLEEEE ERWIN, SCOTT
count: 22 49.911.01
report count: 22 49.911.01

1:24:47



Once you have run this report it will appear in Completed Reports. You can now rerun/modify the report by clicking on the Report Name.

Report Mams Status
Ll

[ ADIASDI3 04 35 PR COT Biiling Cyoke Fuschase Log Fmasiy

The dropdown appears. Click Modify/Run.

Home Expenses Accounts Reports Accounting Administration

Reports = Completed

Completed Reports

-

Queued At Report Name Status New
|
10/04/2013 10:16 AM CDT mgmortw‘ Ready PDFE
10v03/2013 03:31 PM CDT Modify / Rus Ready > TXT | CUSTOM
1022013 10:45 AM CDT i' Add Output Type Ready PDFE

E Change Expiration

Delete

Repeat the steps in the Billing Cycle Purchase Log section of this document.
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BILLING CYCLE INCOMPLETE TRANSACTIONS REPORT

This report will be scheduled to run on the 15" of every month and will be available to download.
On the Home page, click Reports, then Completed Reports.

Bankof A ica =% ®
Merrill Ly“;g:llca Works

Horme: Expenses Accounts Reports Accounting Avdministration
Reports = Completed Completed
Create @

Completed Reports Scheduted e EEEEEEE——

Template Library

Click on PDF in the Output column for the Billing Cycle Incomplete Transactions.

Bankof America 25 ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

Reports = Completed

I—j Deleted 1 report.
Completed Reports

-
Queusd At Report Name Status New
10/15/2013 02:36 PM CDT Billing Cycle Incomplete Transactions Ready PDE
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Report appears in PDF format.

Billing Cycle Incomplete
Transactions

Card Last 4 Digits
Purchase Date Post Date

Company Names

Mgr Signoff Date Exists
Fost Date

Report Owner

Report Time

Sweep Dafe Exists
Transaction Type

Vendor Name

LA DPS UAT

Mo

Betwesen 2013-08-05 00:00:00 and 2013-09-30 00:00:00
POCORELLO, TARA

2013-10-15 14:36:47

Yes

One of: Misc Credit or Misc Debit or Purchase

ltem Total CH Signoff Date

Mgr Signoff Date Item GL Combination Mgr Signoff Full Name Sweep Date Swept By User Full Name
6957
091972012 09192013 ACCOUNTING AUDITING AND BO CO. 4.173.47
_ 10172013 Support, Works __ ladps_final
count- 1 417347
report count: 1 4,173.47

POCORELLO, TARA

2013-10-15 14:36:47
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EDITING ALLOCATION RULES/GL RESTRICTIONS

o NOTE: Accountants are the only role that can perform edits to allocation rules/GL Restrictions

Click Accounting > Allocation Profiles & Rules > Allocation Rules.

Bankof America %% ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

Default Allocations

Segment Values
Action Accounting Settings Allocati%Rules Type Current Status
Resolve Accountholder 2 Transaction Flagged
Sign Off Accountholder 3 Transaction Pending
The screen below appears.
Home Expenses Accounts Reports Accounting Administration

Accounting > Allocation Profiles & Rules = Allocation Rules

Allocation Rules

E
-
Rule Name
DP5-GCB

DPS-LEGAL
DPS-LHSC

DPS-LPG

DPS-LSP-AUX
DPS-LSP-CRIMINAL
DPS-LSP-GAMING
DPS-LSP-OPERATIOMAL
DPS-LSP-TRAFFIC

OooOoOOoOoEOoood

DPS-OMF

0 Selected | 14 items Show per page



Click on the Parent Group to be edited (added or removed).

Home Expenses Accounts Reports Accounting Administration

Accounting = Allocation Profiles & Rules = Allocation Rules

Allocation Rules

=

|
DPS-G
DPS-LﬁI

DP5-LHSC

e W

Click Edit.

Home Expenses Accounts Reports Accounting Administration

Accounting > Allocation Profiles & Rules = Allocation Rules = Allocation Rule Details

DPS-GCB

Allocation Rule Name: DPS5-GCE Edit

[=] Allocation Rule

GL 1: GL 3 OBJECT GL 5: AGENCY/REPORTING
FUND/AGENCY/IORGANIZATIC CATEGORY

«[__m | | | AnyExisting Segment Value
Permitted Values

Permitted Values

4230701

4230703
4234232901 4739999

Lo o]
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Click on the appropriate GL segment to be edited (added/removed) to/from the Parent Group.

Edit Allocation Rule < |

Segment: [GLO1. FUND/AGENCY/ORGANIZATI( ¥]
% GLO1 FUNDIAGENCYIORGANIZATIO?\*
Permit: [G1L03. OBJECT
GLO5: AGENCY/REPORTING CATEGORY

Vaiue Description ‘ Permitted
=l || i 4234232901
] 4184182118 UNDERSECRETARY
] 4184182119 FACILITY SERVICES
] 4183132120 HUMAN RESOURCES d
] 4184182122 FINANCIAL SERVICE DIVISION
D 4184182127 INFORMATION SERVICES
"] 4184182138 BUDGET SERVICES
7] 4184182137 INTERNAL AUDIT SECTION
] 4184182141 OMF.-GENERAL
7] 4184182145 CENTRAL PLANT
] 4183182146 ADM/OEP-GENERAL
0 Selected | 442 items Show [10_[+]) per page 0<9<) Page: (1 ] ofdsp- =g
.
Add Custom Value: | | m ’

Click the restriction to be added to the Parent Group. Click the blue arrow to move the restriction to the Permitted field.

Edit Allocation Rule <

4

Segment: |GLO1: FUND/AGENCY/ORGANIZATI(~]
Permit: |Permitted Values =]
|
vaiue Deseription | Permitted
)| Bl | 14234232901
4184182118 UNDERSECRETARY
[] 4184182119 FACILITY SERVICES
] 4184182120 HUMAN RESOURCES » %
[] 418a182122 FINANCIAL SERVICE DIVISION
[] 4184182127 INFORMATION SERVICES
] 4184182135 BUDGET SERVICES
[] 4184182137 INTERNAL AUDIT SECTION
F—l 4184182141 OMF-GENERAL
[] 4184182145 CENTRAL PLANT
7] 4184182146 ADM/OEP-GENERAL
1 Selected | 442 items Show [10 per page 09 Page: (1] of4si> 0 [
Add Custom Value: | ] 4‘
[ sove [ concer )
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Click Save.

Edit Allocation Rule

Segment: |GLO1: FUNDVAGENCY/ORGANIZATI =]

Permit: |Permitted Values =1
Value Description Permitted
| [| | | 4234232901
4134182113 UNDERSECRETARY 4184182118
4184182118 FACILITY SERVICES
4184182120 HUMAN RESOURCES
2184182122 FINANGIAL SERVICE DIVISION
4184182127 INFORMATION SERVICES
4184182135 BUDGET SERVICES
2184182137 INTERMAL AUDIT SECTION
4184182141 OMF-GEMERAL
4184182145 GENTRAL PLANT
4184182145 ADM/OEP-GENERAL
1 Selected | 442 items Show per page <] <] Page: [ 1 | of 45> [>]
Add Custom Value: | @

= =

The screen below confirms that the restriction has been saved.

Home Expenses Accounts Reports Accounting Administration

Accounting = Allocation Profiles & Rules = Allocation Rules = Allocation Rule Details

»B Saved DPS-GCB.
DPS GCB

Allocation Rule Name: DPS-GCEB Edit

[—] Allocation Rule

GL 1: | GL 3: OBJECT GL 5: AGENCY/REPORTING
FUND/AGENCY/ORGANIZA CATEGORY
i Any Existing Segment Value
<« | L ] = Permitted Values
Permitted Values 4230701
4230703
4184182118
- 4234232901 4239999
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To remove an allocation, simply highlight the GL segment to be removed and click Remove.

Edit Allocation Rule E3

Segment: |GLO1: FUND/AGENCY/ORGANIZATI] = |

Permit: |Permitted Values =
value Description Permitted
| | | 4124182118
4184182118 UNDERSECRETARY 4234232001
4134182119 FACILITY SERVICES
4184182120 HUMAN RESOURCES i
4184182122 FINANCIAL SERVICE DIVISION
4184182127 INFORMATION SERVICES
4184182135 BUDGET SERWICES
4184182137 INTERNAL AUDIT SECTICM
4184182141 OMF-GEMERAL
4184182145 CENTRAL PLANT
4184132146 ADM/OEP-GENERAL
0 Selected | 442 items per page I<l<] Page: [ 1_| of 45 [=[
Add Custom Value: | @ |
S

Ceee Y corer )

22

GL segment has been removed. Click Save.

Edit Allocation Rule

Segment: |GLO1: FUND/AGEMNCY/ORGANIZATI( > |
Permit: | Permitted Values [=1
walue Description Permitted
| || | 4234232901
4184182118 UNDERSECRETARY
4184182119 FACILITY SERVICES
4184182120 HUMAN RESOURCES ©
4184152122 FINANCIAL SERVICE DIVISION
4134182127 INFORMATION SERVICES
4134182135 BUDGET SERVICES
4134182137 INTERMAL AUDIT SECTIOMN
4134132141 OMF-GEMNERAL
4134182145 CENTRAL PLANT
4184182146 ADM/OEP-GENERAL
1 Selected | 442 items Show per page 0<1<] Page: [1 | ofas =0
Add Custom Value: | @
Lo
i




The screen below confirms GL segment has been removed.

Ij Saved DPS-GCB.

.
DPS-GCE

Aldllocation Rule NMame: ODPS5-GCE Edit

[=] Allocation Rule

=L 1: GL 3: OBJECT L & AGENCY/REPORTING
FUNDVAGENCY /ORGAMNMIZATIC CATEGORY
[ Any Existing Segment Value
< 1] I > Permitted Values
FPermitted Values 4230701
4230703
4234232901 AT309999

e All Allocation Rules/GL Restrictions are edited (added/removed) in the same way.



DEADLINES

e The billing cycle for purchases remains the same: The 6" of the month through the 5 of the following month.

e Account/Card holders have throughout the billing cycle and 3 additional days (8th of the following month) to complete Allocations and
Sign off.

e Approvers/Managers/Supervisors have throughout the billing cycle and 6 additional days (11th of the following month) to complete
Allocations and Sign off.

e Accounting/Accountants have 3 days (12"-14") to Sweep the incomplete transactions. These are the transactions in which the
Account/Card holders or Approvers/Managers did not completely Allocate and/or Sign off on by the 11",

e P3 will be created on the 15" and will hit Vouchers Payable on the 16th (These dates will vary depending on what day the 15" falls on).

e The payment date remains on the 25" of the month.

Recommended Lacarte Billing Cycle lllustration for October. (Iitems in bold are mandatory)

10/15
P3 Document Created
10/16
10/12 - 10/14 Voucher Payable hits ISIS
Accounting
Signoff
10/25
10/9 - 10/11 Payment Document Date (BAC Paid)
Manager
Signoff
10/6 - 10/8
Cardholder
Signoff
i : i ! i !
\ ) 3 | : i : Lo | |
i ! i ! | /o '
10/6 10/13 10/20 10/27
10/1 10/31

NEW Lacarte Processing Timeline
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UPDATING PERSONAL SETTINGS: PASSWORD

From the Home Screen click last 4 digits of card number, click View Full Details.

BT Works - e Works
o] & = [ hews:

Welcome, BRENDA MYERS - Loa Out
Bankof America 52 | \a/ ®
Merrill Lynch orks

=l <)

oA

o . works.com /-

O =1 & [[*2]] <] "ol works = Home

B N TS,

Home Expenses Reports

ey ey
Y, | > Arouncements

No announcements at this time
Action Acting As Count Type Current Status

Sign Off Accountholder 7 Transaction Pending

1 item Show [0 [=| per page 0<1 <1 Page: [7] of 1 = (=0

B2 Accounts Dashboard

n Scope

Account Name Credit Limit Creait Limit Used

BRENDA MYERS

T 100.000.00 s.381.02 ss.618.98 s%
View Full Details = t S
1 tem = <1 <1 Page: [ ] of 1 &= =0
=l | view Auth Log
Training Guides  Taining Videos  Prvacy &
® 2013 Bank o Corp A fights Your last log In was October 14, 2013, 3:31 PM COT

LErseace| | mm (- B S mm S | (] Micros... |

(o opsw...| sireior... | welco... | i welcs... [ work—- | @® o U3 fE (0 0] 3:33em mm
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Cardholder Details appear. Click Change Password at bottom right. Once changes are made click Save.

Note: To update Email Address or change Login Name make changes in the fields shown on screen below, then click Save.

orks - User - MYERS, BRENDA - Works - Home — =]
oy = [a hitps:jjdemo. works.com/works/forganization fuser /2103884920 O =l 5 | 1#2 ]| = | s works - User - MYERS, BREN... X I I e 53

Banl:lqlp'ffme:liea e works” ‘Welcome, BRENDA MYERS - Log Cut
Merrill Lync
AR T

Home Expenses Reports
Administration = Organization > Users > User Details LA DPS Public Safety - GL Workfliow
ERS, BRENDA
User Group Permissions Accounts
*Group: OMF UNDERSECRETARY Last login: October 14,2013, 3:31 PM CDT
User Info Roles
* First Name: BRENDA I~ Program Administrator
Middle Name: ™ Accountant
*Last Name: MYERS I Auditor
* Email Address: | brenda.myers@la.gov
= Login Name: | CHBMYERS = anocation Goder
AP Payee ID: = Restrict Allocation Assistant to valid and authorized codes

™ Permit modifications via Allocation Assistant only
[~ Purchase Requester

I~ Purchaser

wiew Requests
[~ Assigned to any Purchaser

[~ Mot assigned to any Purchaser

Email Motifications

ready for Daily =
Pending tasks: |Mever =l
Configuration changes: |[Never =
[T L o —— [ save |
Training Guides  Training Videos Privacy &
© 2013 Bank of c AN rights “vour Iast log in was October 14, 2013, 3:31 PM CDT.

.Usl;-rtlj- i~ B o = | (1] Micros... | &) pocum... | ] pcard-... | &) pocum... | ] Lacart... | &= ravel ... | i~ ops w... | 5a ResOr... |l welco... | 1 welco... |[5 work.—. | & §o B % o s:32pm BB
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ONLINE VIDEO TRAINING

From the Home Page, select “Training Video” at the bottom of the screen.

e e e e ——— ~lmin
i~ I s —— 521 8 1120 1L 7] o ivpert sbomme w |

Bank of Amarion S -
Morrin Lynch Works

AN TG

Training for Cardholders - Select Reconciling Transactions - demonstrates how to review and reconcile a transaction.

(direct link) http://training.works.com/support/resources/videos/Reconciling Transactions.htm

Reconciling Transactions with General Ledger — demonstrates how to reconcile and review transactions with general ledger assignments.
(this one also talks about flagged transactions)

(direct link) http://training.works.com/support/resources/videos/Reconciling a Transaction with General Ledger.htm

| EET =lei
ot PG 2+ tipe: ciemo- works.comfworke/home 5 =1 [ | [#2 ][22 e i = icemm | i (5

Bankof America 2> -
Merrill Lynch Works
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http://training.works.com/support/resources/videos/Reconciling_Transactions.htm
http://training.works.com/support/resources/videos/Reconciling_a_Transaction_with_General_Ledger.htm

THE END



