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Overview 

This guide gives brief step-by-step instructions for common cardholder tasks performed within the Works application. For detailed instructions, please consult the User’s Guide. 

That guide can be downloaded from within the application under the Tools > Training and Help > Documentation section of the Navigation Bar.
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Logon to the Application

· Logging On to the Application
1. Open your Internet Browser.

2. Enter the following URL in your address bar:
payment2.works.com
3. Enter your logon credentials:

· E-mail

· Username

· Password

You can reset your password by clicking Forgot Your Password?
4. Click [image: image2.jpg]


.

Reconciling Transactions
Reconciling a transaction involves confirming that the information about the transaction is correct, and signing off the transaction so that it can continue in the workflow. If necessary, you may edit or add information about the transaction.
· To reconcile a transaction

5. Access transactions requiring signoff in one of the following ways:

From the Home page, click Sign Off under Actions Required.
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                               — or —

From the Tasks in the Navigation bar, click Cardholder/Transactions Requiring Signoff.
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6. Click a transaction listed in the upper section of the screen to view its details in the lower section of the screen.
7. (Optional) To indicate the tax status of the transaction, locate your receipt and on the General tab in the details section select an option from the Tax Status drop:
· Subject to Use Tax

· Non Taxable Purchase

· Sales Tax Included

If you select Sales Tax Included, enter or edit values in the Taxable Total and Sales Tax Total fields as needed, and then click Save to apply those changes.
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If your organization recognizes tax allocation separately from goods/services, any changes you make to the Taxable Items Total are automatically reflected in the allocation amounts on the Allocation tab.

8. To add a comment, click the [image: image6.png]‘Add Comment



 button and then type your comment.

9. To indicate whether you have a receipt, click [image: image7.png]Receipt



, click Yes or  No in the resulting popup, and then click Save to return to the General tab. 
10. Click Save on the General Tab to save any changes.
11. Click the Allocation tab and review the codes in the General Ledger segments. The code or combination of codes indicates what part of your organization is being allocated for the charges of the transaction. If the items in the transaction are charged to various parts of the organization, multiple allocation lines may be displayed.
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12. To edit an allocation of the transaction, check the box beside the allocation you wish to edit, and then click [image: image9.png]‘Add | Edit



.

A  user must have the GL Coder role to edit allocation information. Some GL Coders will be restricted to using the GL Assistant as opposed to directly entering GL codes into the GL segment fields.
13. In the resulting screen, first enter a number in the box provided if you need to add more lines for allocation.
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14. If you are using Spend Categories and need to edit the type of item being purchased, select the type from the Type menu. (The types in the example below may be different from the types defined for your organization.)
[image: image11.png]Car Fenial
Erterairment
Hatels
Meals
Mieage





15. If you need to edit the description of a line item or add details about the purchase, do so in the fields provided.
16. If you need to edit the amount or percentage of the purchase for each line item, do so in the Percentage or Amount field provided. 

Be sure that you first click the appropriate button at the top of the page to display either the Amount or the Percentage field:
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17. If you need to edit the allocation codes for any of the GL segments, either type a code into the appropriate segment or place your cursor in a segment, click the GL Assistant button, and select a code option from a list.
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18. Click Save to save your allocation entries or edits and return to the Allocation tab.
19. To submit the transaction to your manager for review, click [image: image14.png]Sign OFf



.

Generating Useful Reports
Below are instructions for generating reports that most cardholders find useful. For additional information about creating and generating reports for your own use, see the Reports Quick Reference Guide.     
Running Your Billing Statement

You may use the generic Billing Statement template included in the Reports (also called Configurable Reports) section of the application.

However, if your Program Administrator has customized a billing statement template for your organization and bookmarked it to be shared company-wide, we recommend that you use the shared template.
· To run a generic billing statement template

20. Click Reports > Reports in the Navigation bar and select Spend Reports.
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21. From the Report Template menu, select Billing Statement.
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22. Confirm that you are in the Simple View mode. When you are in the Simple View mode, the button that toggles between Simple View and Expert View, will currently read Show Expert View. Do not click the button. Remain in Simple View and continue with Step 4.

[image: image17.png]Shaw Expert ew Use Last Run Settings





23. Under Choose the Export Format, choose one of the following file formats for your report:

· PDF for the Adobe PDF format

· Excel for the Microsoft Excel format

· CSV for a Comma Separated Value text format
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24.  Under Add General and Column Filters, the Post Date option will default to the previous billing cycle. To select a different time frame, click the Date button and make your selection.
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25. Click [image: image20.png]Submit Report



. 

26. Within a few moments, you will be prompted to save or download the file.

· To run a shared billing statement template 

27. Click Tools > Reports > Reports in the Navigation bar and select Spend Reports.
28. From the Report Template menu, select Choose from all available templates….
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29. On the Select a Report page, check the box to Include shared reports, and then from the list of shared reports displayed, select the report designated by your Program Administrator.
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30. Confirm that you are in the Simple View as described in  Step 3 of the previous procedure.  

31. Since the report format, included columns, and filters were created specifically for you, there should be no need to make modifications.

You may want to confirm that the date range in the Add General and Column Filter  section reflects the appropriate time period. 
32. Click [image: image23.png]Submit Report
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33. Within a few moments, you will be prompted to save or download the file.

Running a Report on a Recurring Basis

To run a report on a recurring basis, you will need to access the Expert View mode before you submit the report to be generated.

· To run a report on a recurring basis

34. Select a template and review its attributes as described in either of the previous two procedures.

35. Click Show Expert View.

36. Confirm that the date range in the Add General and Column Filter section reflects the appropriate time period.

37. In the Scheduling & Expiration section, select the button next to Recurring and select the appropriate timeframe. 

If you would like to run a monthly statement after each cycle closes, choose “Every billing cycle plus X days” and select 2 days to ensure transactions have time to post. Be aware that changes to allocations after the report generates will not be reflected.
38. Click [image: image24.png]Submit Report



.

39. Each time the report generates, a new Action item will be included on your Home page:
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40. Click the action item to view the details of the report and display or save the report to a file (such as .pdf).
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