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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.



y el B = Welcome to the Works application! - Message (Plain Text)
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—/ Message
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Reply Reply Forward & call ~ Delete Move to Create Other Block Categorize Follow Mark as
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You forwarded this message on 10/14/2013 1:47 PR,
Extra line breaks in this message were removed.

From: works [worksnoreply @works. com] Sent:  Fri8/9/2013 7:22 AM
To: Brenda Myers
Ce:
Subject: Welcome to the Waorks application!
Please do not reply to 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 MNotice 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=214 A48580-1b71 959b2bé o4 acbe®s6Ff567cal
Your username: admindpsdemo
Your email address: Brenda.myvers@la.gowv
If the above link does not work, copy and paste the link directly into your browser s location field. Before accessing the application, make sure your : |
browser enables cookies, allows pop-up windows (for the “works.com” domain), and checks for newer versions of stored (cached) pages automatically. For |
more information on how to configure these settings, consult your browser's documentation.
Please also note that the link abowve 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:s/demo.works.com/works
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: https://demo.works.com/works
works is a registered trademark of Works.

Lrstart| | mm (~ B o = = | (1] Microsof. .. | &1 Docume. ... | &1 Boa_w... | 1] Docume.... | @] pcard£.. . | ] Lacarte... | i~ DPs we... | 1 summar... [ welco_ 21 works —.. |[@® Qo 1B F= (-

e Click the first link in the email message.

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

e Create a password (must be eight characters, can be any combination of letters or numbers, and is case sensitive).
e Click the arrow in the Question field and select the desired security validation question(s).

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

e 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.

Bankof America === @
Merrill Lynch works

The VWorks application is a Web-based, user-friendly elecitronic card payment management service that Organization: LA DPS UAT E] =l
automates, streamlines. and inleqra!es existing payment authorization and reconciliation processes while
providing management reporting and spending controls Login Name: TPOCORELLO
+ Offers card program managemenl. reconciliation and workflow approval in a single application Password: | esssssasd il
* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend e
=  Uilizes a buill-in supplier nehwork of millions of merchants worldweide [ |
= Encourages cardholders to convo!lspunding .and comply with company policy Forgot OasmOrd?
*  Increases your pr and
« Automates expense approval and allocation
Simplifies management reporting and audit activities Need more help? Please contact your

FProgram Administrator for assistance.
H you would like more information about Works 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: Bank of
America Card Solutions.

Privacy & Security Recommended Settings Aboul SSL Cerlificales

& 2013 Bank of America Corporation. All rights reserved.

ALLOCATING TRANSACTIONS

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

«  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. 0 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
Merril Ly':g:.m Works

Home Expenses Accounts Reports Accounting Administration

= Action ltems

Action Acting As Count Type Current Status
Sign Off Accounthelder 34 Transaction F?ding
1 item Show per page (<) <) Page: [ 1 | of 1[> [3]

= Accounts Dashboard Account Porifolio

‘ In Scope ; Corporate !

-
% of Credit Limit
Account Name Account ID Credit Limit Current Balance Available Credit Used
{ || |

TARA POCORELLO 6957 25,000.00 133,452.07 (103,452.07) 533%

Click the desired Document number.



Bankof America 2% Works® Welcome, TARA POCORELLO - Log Out
Merrill Lynch ma ey

Home Expenses | Accounts Reports  Accounting Administration

Expenses > Transactions = Accountholder LA DPS UAT

\L‘ Pending Sign Off ‘ Signed Off | Flagged | All | Clear Filters Columns ¥

Dnﬂ:mm ‘Account ID Sign Off Date Posted Date Purchased Primary Amount ‘Vendor Comp|Val|Auth Allocation ‘Amount Allocated

| J | | J

TXN00001049 6957 none 09/19/2013 09/19/2013 473468 METAL SERVICE CENTERS AND CO. x Ivl x — 473468
TXN00001050 & 6957 none 09/19/2013 09/19/2013 3,757.16 EXTERMINATING AND DISINFEC CO. xivil x — 375716
TXN00001051 6957 none 09/19/2013 09/19/2013 1,150.61 AUTOMOTIVE TIRE STORES CO. xivil x — 1,150.61
TXN00001052 6957 hone 09/19/2013 09/19/2013 476009 STEMOGRAPHIC SERVICES CO. xIvil x — 4780.09
TXNO00001053 6957 none 09/19/2013 09/19/2013 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO. x Ivwl x - 2,544.07
TXN00001054 6957 none 09/19/2013 09/19/2013 427.16 BUSINESS SERVICES MOT ELSE CO. x Ivwl x — 427.16
TXNO0001055 6957 none 09/19/2013 09/19/2013 2,739.38 BILLIARD AMD POOL ESTABLIS CO. x Ivwl x — 2,739.38
TXNO00001056 6957 hone 09/19/2013 09/19/2013 3,733.12 CLEANING AND MAINTENANCE J CO. xlvl x s 373312
TXNO0001057 6957 none 09/19/2013 09/19/2013 72738 DIRECT MARKETING INSURANCE CO. x Ivwl x - 727.38
TXNO00001058 6957 none 09/19/2013 09/19/2013 3,720.51 EXTERMINATING AND DISINFEC CO. xIvl x — 372051

<) <) Page: [T | of 4[]

0 Selected | 34 items

Select Allocate/Edit from drop-down menu.

Welcome, TARA POCORELLO - Log Out

Bankof America %2> Works®

Merrill Lynch
AN TS
Home Expenses. Accounts Reports Accounting Administration

e s LA DPS UAT

| > | Pending Sign Off | Signed Off | Flagged ‘ Al ‘ Clear Filters Columns ¥

M..‘_m Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation Amount Allocated

| ] | | | |

TRNOOTTT 04 6957 none 09/19/2013 09/1972013 POCORELLO TARA 473468 METAL SERVIGE CENTERS AND CO. x x — 473468

= | view Full Details 6957 none 09/19/2013 09/19/2013. POCORELLO. TARA 3,757.16 EXTERMINATING AND DISINFEC CO. = 1 x = 375716

@ i 8957 none 09/19/2013 08192013 POCORELLO. TARA 1.150.81 AUTOMOTIVE TIRE STORES CO. x I~ = S 1,150.81

Allocate / Edit

, sign Off {b 6957 none 09/19/2013 08192013 POCORELLO. TARA 478008 STENOGRAPHIC SERVICES CO. x v x s 478009

@ Dispute 6957 none 09/19/2013 08192013 POCORELLO. TARA 2.544.07 COMMERCIAL PHOTOGRAPHY ART CO. x v x = 254407

o i 6957 nome 09/19/2013 0911972013 POCORELLO. TARA 427.16 BUSINESS SERVICES NOT ELSE CO. x — 427.16

ry Aulomal
6957 none 09/19/2013 091972013 POCORELLO. TARA 2.739.38 BILLIARD AND POOL ESTABLIS CO. x Ivl x — 273938
Add to Expense Report

sos7 none 091912013 09/192013 POCORELLO, TARA 373312 CLEANING AND MAINTEMANCE J GO xivix . 3733.12

TXNO0O01057 6957 none 09/19/2013 o9/182013 EOCORELLO, TARA 727.38 DIRECT MARKETING INSURANCE CO xivix — 727.38
TXNODOD1058 6957 none 09/1912013 o9/182013 EOCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. x 1wt x =5 372051

0 Selected | 34 items. per page 0<1 <] Page: [1 | of 40 (=]

Zigu O

The screen below appears.



Allocation Defails -TXNO0001049 - METAL SERVICE CENTERS AND CO. 09/9/2013 | Source Amount : 4,734.68 USD 1

[E Allocation Purchase Amount: 4734 68 Allocation Total: 4, 734.68 | 100% Variance: 0.00
Value
r _ GLod: ) . _ GLO5: Agency/Reporting
Comp|VallAuth Amount I Description Fund/Agency/Organization GLO2: Activity GLO3: Object GLO4: M-Ollfect Category GLOG: FMIFYTBFY

Sene 440326 | METAL SERVICE CENTERS AND CO. - Purchase | | I i I I I

0 Selected | 1 item

= [(Add v Dupfizziz ¥
[=] Reference & Tax

[ | | Sales Tax Included [=] | TA376) | 3142 | 0.00] (70806 |
Adjust Amount 4

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

s,

v

Edit, if applicable. Enter codes in the following fields to identify how the segment will be allocated.
0 GLO1: Fund/Agency/Organization
*  GLO2: Activity
* GLO3: Object
* 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.



Click Save and then Close.

05/15/2043 | Source Amount : 4,7

=] Allocation Purchase Amount: 4,734 68 Allocation Total: 473468 | 100% Variance: 0.00
Value
GLOS: Agency/Reporting
e | Amount =} Description GLOZ: Activity GLO3: Object GLO4: Sub-Object Category GLOG: FMIFY/BFY
R e [ 4,403.26| | METAL SERVICE CENTERS AND CO. - Purchase | | | 3000 | OT OPERATING SERVICI | 01 | (41811021 ADM GEN PROJECT | [ |
CeEmE e [See more—s |

)
[=] Reference & Tax

[Sales Tax Included ~]| 440320 [ 3saas| [ @00

Adjust Amount

Transaction Detail - 5061 (METAL SERVICE CENTERS AND OFFICES)

T

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

BankofAmerica %2~ works”

Merrill Lynch
A AT
Home Expenses. Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Saved updates to transaction. [

Transactions - Accountholder

>> | Pending Sign Off | Signed OFF | Flagged | an | Clear Filters ~ Columns ¥
mm‘_lll Account D Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allecation ‘Amount Allocated
| | | |

TXND0001049 6957 none 09/19/2013 09/18/2013 POCORELLO_TARA 473468 METAL SERVIGE CENTERS AND CO_ & 11 D? 4184182122--3000-01-4181102 473468
TXNO0001050 6957 nong 09/19/2013 09/19/2013 POCORELLO. TARA 3.757.16 EXTERMINATING AND DISINFEGC CO. x Ivi x —_ 3,757.16
TXNO0001051 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 1,150 61 AUTOMOTIVE TIRE STORES CO. —_ 1,150.61
TXNO0001052 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 4,780.09 STENOGRAPHIC SERVICES CO. —_ 4,780.09
TXN0O0D1063 8957 none 0992013 08/19/2013 POCORELLO. TARA 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO x ivix - 2,544.07
TXNOO0D1054 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 427 16 BUSINESS SERVICES NOT ELSE CO. x vl x —_ 427 16
TXNOO001055 6957 none 09/19/2013 09/19/2013 POCORELLO, TARA 2,73938 BILLIARD AND POOL ESTABLIS CO x —_ 273938
TXN0O0O1056 6957 none 09/19/2013 09/19/2013 POCORELLO_TARA 373312 CLEANING AND MAINTENANCE J CO x1vi x — 3,73312
TXNOO001057 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO. x vl = —_— 72738
TXN0D00O1058 6957 none 09/19/2013 09/18/2013 POCORELLO_TARA 372051 EXTERMIMATING AND DISINFEG GO. xivi x deo 3,72051

0 Selected | 34 items per page 0<1<] Page:[ 1 | of4p> [

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

© 2013 Bank of America Gorporation. Al rights reserved. “Your last log in was Seplember 20, 2013, 9:20 AM GDT.
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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 55> .
Merrill Lynch Works

AWM T

Home Expenses Accounts Reports Accounting Aaministration

E =T =

lj Signed off 1 tranaaction. View Details

| »> | Pending Signof | Signed ort | Flagged | An Clear Filters | Columns
(e Accountin sign o Date Postea Dats Purchassa o Purcnase Amount e compivalauth Atlocation Amount Allocated
1 | | 1 1
[#] [ TXNOGOD1050 8057 none Q192013 oan82013 POCORELLO TaRA 375718 EXTERAMINATING AND DISINFEG GO 2 ivi o x 375718
[#] @ Txnoooo10s1 s957 none 09192013 09192013 POCORELLO. TaRs 1,150 61 AUTOMOTIVE TIRE STORES CO x iviox — 115061
[# [ TxnNooooiosz s8s7 nens 092013 LO. TARA 4,780.08 STENOGRAPHIC SERVICES CO A ivix == 4.780.08
] E  TXNDGOD1053 6957 none 08/19/2013 094182013 POCORELLO. TARA 2,544.07 COMMERCIAL PHOTOGRAPHY,ART GO = iv. = 254407
7] E  TxNoooo1054 sss7 none o9/192013 o9e2013 POCORELLO. TARA 427.16  BUSINESS SERVICES NOT ELSE CO. = ivi o= = a27.16
[F] E TXNOGOO1055 s857 nen ELRLYETES om192013 POCORELLO TARA 273938 BILLIARD AND POOL ESTABLIS GO x1vy = 273938
] E  Txnoooo1ese eos7 none 099013 oa9zo13 POCORELLO, TaRA 373312 GLEANING AND MAINTENANGE J GO = ivix 373312
1 F  TxNooootes? ges7 nens osre2013 nsineo1a POCORELLO, TARA 727.38 DIRECT MARKETING INSURANCE CO. =i x 727.38
™ Hl  TXNOOOO1068 6857 none 09/19/2013 09/19/2013 POCORELLO. TARA 3,720.51 EXTERMINATING AND DISINFEC CO. L4 3,720.51
[F] El TXN0G0G1069 8857 none 08/10/2013 0B19/2013 POCORELLO TARA 405327 DVDAIDEO TAPE RENTAL STOR GO x iwi ow 4,053 27
3 Selected | 33 items show (18 [=] o 1< Page: [T ] o1 &0

Traning Guides Training Videos Live Training Reloase Notes Privacy & Secunt Semings  Global Reporting and Account
Giher Programs and Services Bank of Amenca  Visa MasterCard PGl Standards Gounc

© 2013 Bank of America Corporation. All fights reserved ¥our last log in was Seplember 20, 2013, 9:20 AM CDT.

The screen below appears.
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Bankof America %2> - Vielcome, TARA POCORELLO - Log Cut
Merrill Lynch ‘Works P

Home Expenses. Accounts Reports Accounting Administration

Expenses > Transactions > Accountholder LA DPS UAT

[l

B Signed off 1 transaction. View Details

Transactions - Accountholder

>> | Pending SignOff | Signed Off | Flagged | An | Clear Filters | Columns ¥
Document Account ID sign Off Date Posted Date Purchased Primary Amount Vendor CompVallauth Allocation Amount Allocated

) [ 1

TXNO0001050 e857 none 091912013 081972013 POGORELLO. TARA 3.757.16 EXTERMINATING AND DISINFEG GO. xivix — 3.757.16
TXNO00D1051 s957 none 091192013 08i1872013 POCORELLO. TARA 115061 AUTOMOTIVE TIRE STORES GO. xivix — 1.150.61
TXNO00D1052 s857 none 0971972013 08/182013 POCORELLO. TARA 475008 STENOGRAPHIC SERVICES CO. x ivix = 4,750.09
=] TXNO0001053. 8957 none [EREE  mass Aliocate x ivix = 2,544.07
TXNO0001054. s857 nene 0919 — 427.16
TXNO00D1055 e857 none 0919 — 2,730.38
| TXNO00O1056 es57 nene 09152 = 373312
= TXNO00O1057 6957 none LEEEE xivi = o 727.38
TXNO0001055 8957 none o9r19r3 ns x ivix — 372051
TXNO00D1059 6957 none 09119 xivix = 4,053.27

Empty Segment Field(s) : Retain original codes(s)

3 Selected | 33 items Delete original codes(s) 094 Page: [T ] of4p> B0

Retry Automatcn ||| Mass Allocate ]| Add to Expense Report ||| Attach ||| sign orr | Cor [ corcer 8

%

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

Enter applicable codes in the following fields to identify how the segment will be allocated.
0 GLO1: Fund/Agency/Organization
e GLO2: Activity
* 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.

12



Welcome, TARA POCORELLO - Log Out

e

AR TS
> i = LA DPS UAT
[B Signed off 1 transaction. View Details ]

Mass Allocate

= =
= 2L LS % Apply segment codes to sach aliocation fine on 3 fransaction(s) Xy x = e
B TXNOOOO1055 T I—————————————————————., xivix = 2,730.38
e i 4 ; ____ e — PRI
TXNODOU1057 3 = - il e 72738
L ~|eatsz122 NANCIALSI\ [ | [ 3100 OFFICE SUPPLIES | | 01 | [ 4181102 | ADM GEN PROJE| | |
] TXNODDO1058 q = xivix — 372051
v
] TXNO0DO1058 09/194 xivix = 405327

Empty Segment Field(s): @ Retain original codes(s)
) Delete original codes(s)

1< Page: [T ] of4[> )

E
8
i

Retry Automatch | Ma

\

S e s e :

Click OK.

The screen below appears that shows the transactions have been completely allocated as there are three green checkmarks in the
Comp/Val/Auth field.

13



‘Welcome, TARA POCORELLO - Log Qut
Bankof America %% 5 =
Merrill Lynch Works

AAZN
Home: Expenses Accounts Reports Accounting Administration
Expenses = Transacfions = Accountholder LA DPS UAT
B Allocation updated on 3 of 3 transactions. View Details [
Transactions - Accountholder
> Pending Sign Off ‘ Signed Off | Flagged | All | Clear Filters = Columns ¥
me;mm Account 1D Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|Val|Auth Allocation Amount Allocated
TXN00D001050 8957 nong 09/19/2013 0911972013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC CO. vl 7 4134182122-3100-01-4181102 3,757.16
TXN00001051 6957 none 09192013 09/19/2013 POCORELLO. TARA 1.150.61 AUTOMOTIVE TIRE STORES CO. v 1 i 4184182122-3100-01-4181102 1,150.61
TXN00001052 6957 none 09192013 0911972013 POCORELLO. TARA 4.780.09 STEMOGRAPHIC SERVICES CO. 4184182122-3100-01-4181102 I} 4,780.09
TXNDD0O1053 8957 nong 09/19/2013 09/19/2013 POCORELLO, TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO e 254407
TXN0OD0O1054 8957 none 091902013 091972013 POCORELLO. TARA 42716 BUSINESS SERVIGES NOT ELSE CO. xIvi x — 42716
TXN00001055 6957 none 09/19i2013 0911972013 POCORELLO. TARA 2,738.38 BILLIARD AND POOL ESTAELIS CO. xlvlx — 273938
TXN00D001056 6957 none 09192013 0911972013 POCORELLO, TARA 3,733.12 CLEANING AND MAINTENANCE.J CO. xlvlx — 3,733.12
TXNDDOO1057 8957 none 09/19/2013 09/19/2013 POCORELLO, TARA 72738 DIRECT MARKETING INSURANCE CO xlvlx e 72738
TXN0OD001058 8957 none 091902013 091972013 POCORELLO. TARA 3.720.51 EXTERMINATING AND DISINFEG CO. xIvix — 3,720.51
TXN00001059 6957 none 09192013 09/19/2013 POCORELLO. TARA 4,053.27 DVDMIDEC TAPE RENTAL STOR CO. xlvix — 4,053.27
per page 1< Page: [T ] of 4[> [

14



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.

Bankof America %%

Welcome, TARA POCORELLO - Log Out

®
] Works
Merrill Lynch ol
AR
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
®

B Signed off 3 of 3 transactions. View Details

Transactions - Accountholder

P PYIPSETHLe  Allocation Details -TXND0001053 - COMMERCIAL PHOTOGRAPHY,ART CO. 0911912013 | Source Amount : 2,544.07 USD E1 SeRBe TR 4
al —
[= Allocation Purchase Amount: 2,544.07 Allocation Total: 2,544.07 | 100% Variance: 0.00 2y
[ Value )
- | g Amount E s GLO1: J 5 _ GLO5: Agency/Reporting
B TXNO00O10] D ComplVallAuth  ~TOUN Description Fund/Agency/Organization GLOZ: Activity GLO3: Object GLO4: Sub-Object Category GLO6: FMIFYIBFY 254407
m| Txnoooote| i 2,385.93| [ COMMERCIAL PHOTOGRAPHY,ART CO. - Purcha 1 49716
(] TXNODDO10| 0 Selected | 1 item 273938
E TXNO00010) 373312
5] Txnooooto| (B ‘% 72738
[ TXN00DO10 372051
] [=] Reference & Tax ‘
B TXNDODO10| — = _ _ S 405327
e Reterence  Tecseus. Coossaseices oTonl use Tax. : stipping 7 v
I | | Sales Tax Included 2,365.00 178.08 0.00] |70806
[ TXNO00010) [T Adjust Amount 3,593.22
[E TXNO00010) 3,23274
Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY, ART,AND GRAPHICS)
0 Selected | 30 items ge: [ 1] of 30> 5]
Training Guides  Training
Other Programs and Servid
@ 2013 Bank of America C
Csove ) o |
I A

15



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.

Bankof America % o rks”

Welcome, TARA POCORELLO - Log Out

Merrill Lynch

Ly AR TS
Home Expenses. Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
|jp Saved updates to transaction. £

=] Allacation Purchase Amount: 2,544.07 Allocation Total: 2,544.07 | 100%
| — value ) )
ﬁ M 1xnoooore| | | Compivanaum | |Amount  [] Description FunaiAgencyiOrgantzation GLOZ: Activity GLO3: Object GLO4: Sub-Object S A ey o
] = Txwooooto| [T e 2,365.99] | COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| | 4184182122 i | 3100 | [01 | (4181102 10
#oT 0 Selected | 11tem
[ TXNOODO1D
[} # TXNOOOO10| ]
B B TXNG9909 ) porarence
[Fl  #  Txnooooo
A — S e W — _____ S
[l TXN000010 ). [[Oea e Tckidad =0 ID e Z36509] | 178.08| | 000) (70806
m @ T

[az] Detall - PHOTOGRAPHY,ART,AND GRAPHICS)

|
i

Training Guides  Training

@ 2013 Bank of America C:

variance: 0.00

GLOB: FMIFY/BFY

09/19/2013 | Source Amount : 2.544.07 USD F3 S¥

2,544.07

427.16
273038
373312

727.38
3,720.81
405327

a78.43
359322
323274

oe: (7] ot 2 |

The screen below will appear showing two allocation lines were added.
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Welcome, TARA POCORELLO - Log Out

Bankof America 22 »
Merrill Lynch - Works

AR T

Home | Expenses | Accounts Reports  Accounting  Administration
> ions. > LA DPS UAT
Q Saved updates to transaction. =1

Transactions - Accountholder

09/13/2013 | Source Amount : 2.544.07 USD E3

Purehase Amount: 254407 100% Variance: 0.00

Alloeation Total: 2,544.07

| 23@ COMMERCIAL PHOTOGRAPHY ART CO. - ermal | 4184182122 \ \ | | 3100 | \ 01 \ \ | 427 186
[ I ] ) | 1 I ) | ] 273938
i i T ) | i i ) | ] 373312
TXNOO0010| 0 Selected | 3 items 727.38
TXNO00010| 372051
Txmo00010 R s0s3.27
TXNOOOO0| 87843

=) Reference & Tax
Tl e Tesews cowdaSewiess  TexTew . wseTec L swewmeze s
L Sales Tax Included ~ 236599 178.08 0.00] (70806 S

Adjust Amount m

Detail - 7333 PHOTOGRAPHY, ART,AND GRAPHICS)

Training Guides  Training|
Diher Programs and Servid
2 2013 Bank of America C

Complete the allocation lines.

BankofAmerica 25~ ® Welcome, TARA POCORELLO - Log Qut
Merrill Lynch ‘Wﬂrks AR T

Home  Expenses | Accounts  Reports  Accounting  Administration

Expenses > Transactions > Accountholder LA DPS UAT

‘ @ ‘Saved updates to transaction. = ‘

Transactions - Accountholder

-TXNO0O01053 - COMMERCIAL PHOTOGRAPHY ART CO. 08/19/2013 | Source Amount : 2,544.07 USD ‘—, IEM

[=] Aliocation Purchase Amount: 2 544 07 Allocation Total: 2.909.07 | 114.35% Variance: -365 00

= ompiva Description FundAgency/Organization GLOZ: Activity | GLO3: Object GLO4: Sub-Object Category GLO6: FMIFY/BFY. 2,544.07
TXNO0D010) o 2,365.93| [ COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| [ 4184182122 ][ | [3100 | [01 | [#181102 ][ | 42716
TXN000010 [ 300.00] | cleaning supplies | 4184182119 FACILITY SERVIC] | | 3200 | OPERATING SUPPLIES -| [ 01 | [4121512 | IAT-OFFICE OF RISK ] | ] 273938
TXN000010) 65.00] | office supplies | [ 4184182122 | FINANCIAL SERVI | | 3100 | OFFICE SUPPLIES [03 | [ 4181702 | ADM RIVERBOAT ST/ [ 373312
TXNO0O010| 0 Selected | 3 items TERLATES 727.38
TXNOODO10| 372051
prm— premest
TXNOODO010| 87843

[=l Reference & Tax

e mewssee  Tessws  coosasSewees  Tetem . usemw | seesssze e
I aly Sales Tax Included : 273099 178.08 0.00 70806 e el

Adjust Amount
s 9e: (1] of 35> (-0

Detail - 7333 AL PHOTOGRAPHY,ART,AND GRAPHIC S}

Training Guides  Training |
Other Programs and Servid
©2013 Bank of America G
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Click Save and Close.

Wielcome, TARA POCORELLO - Lag Out

Bankof America 2 /o los®

Merrill Lynch
A M T
Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions = Aceountholder LA DPS UAT
3]

lj Saved updates to transaction.

Transactions - Accountholder

IXNOUGO1053 - COMMERCIAL PHOTOGRAPHY,ART CO. 0911972013 | Source Amount : 2,644,.07 USD Commns v
Anocation Purchase Amount: 2,544.07 Allocation Total: 2.808.07 | 114.35% Variance: -365.00 R .
vatue
GLOS: Agency/Reporting
#  txnaosorol (]| compivanaun | |Amount  [=] Deacription GLOT: FunaiAgency/Organization GLoz: Actvity GLO3: Object GLO4: Sub-Object Eatedory GLos: FMFYIBFY 2,844.07
R eriason] o e | 2,365.99| | COMMERCIAL PHOTOGRAPHY,ART CO. - Purchasq | 4184192122 i | (3100 | [o1 | [a1e1102 [ ] i a
# TxNoooo10| Il [ 3006.00| [ cleaning supplies | | 41841821709 10 | 320606 ] [61 | (4181512 10 ] 2.739.38
& TxHoooon el 65.00] | affica suppiies | [41841a2122 il | (3100 | (03 | (4181702 ] ( ] araaas
#  TxM000010| 0 Selected | 3 tems 727.38
[ TXN000O10) 372081
M Txwooooso| (IEEETEVEN) (METIRCE) ) 205327
2] ) Reference & Tax i
poTmenel meterence 0 Taxswws | Gosasasemices | wexyem . wsewa< L swwpwaze | LR
o
I e | [Sales Tax Included =1 | Z73099) | 178.08] | 0.06] (70806 ] TS
7] Adiust Amount
0 Setected | [ A ge: (1] of3 [ (-0
—— Detail - 7333 PHOTOGRAPHY.ART,AND GRAPHIC S)
Tramning Guides Trainina)
Dthor Programs and Sorvid
© 2013 Bank of America €

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 - Log Out

BankofAmerica % | wiorks®

Merrill Lynch
AN .
Home Expenses Accounts Reports Accounting Administration
Expenses > Transactions > Accountholder LA DPS UAT
B Saved updates to transaction. [l

Transactions - Accountholder
=> | Pending Sign Off | Signed Off | Flagged | Al |

Columns v

Doctiment Account ID sign off Date Posted Date Purchased Primary Amount Vendor Complvaliautn Allocation Amount Allocated
| | [ | |
TXND00D1053 6957 none 091812013 09/192013 POCORELLO. TARA 254407 GOMMERGIAL PHOTOGRAPHY ART GO iviw muttiple 280907
TXN000D1084 8957 none 091912013 091192013 POCORELLO. TARA 427.15 BUSINESS SERVICES NOT ELSE CO. x ivix ok a27.18
TXNO0OD1055 8857 none 0992013 081972013 POCORELLO, TARA 273938 BILLIARD AND POOL ESTABLIS CO vix o 273938
TXND0OD1056 8957 none 091972013 081972013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE J CO x ivix — 373312
TXNDOOD1057 8957 none 0911972013 081972013 POCORELLO. TARA 727.38 DIRECT MARKETING INSURANGE CO. xivix = 727.38
TXND00D1058 6957 none 09/18/2013 0811912013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC GO. x ivix == 372051
TXN000D1089 957 nene 091912013 091192013 POCORELLO. TARA 4,053.27 DVD/VIDEQ TAPE RENTAL STOR CO. ® ivix o 405327
TXND00D1060 6957 none 091912013 091192013 POCORELLO. TARA 376.43 BUSINESS SERVICES NOT ELSE CO. x iwix — 876843
TXND0OD1061 8957 none 0911972013 081972013 POCORELLO, TARA 359322 DRUGS, DRUG PROPRIETARIES, CO. x 1wix == 3503.02
TXND00D1062 8957 none 09192013 081972013 POCORELLO TaRA 323274 STENOGRAPHIC SERVICES CO. x ivix = 323274
0 Selected | 30 items per page 0<1<] Page: [ 1 | of3[> [>]
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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.
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. Welcome, TARA POCORELLO - Log Qut
Bankof America %% Works®
Merrill Lynch

AN T
Home Expenses Accounts Reports. Accounting Administration
Expenses > Transaclions > Accountholder LA DPS UAT
B Saved updates to transaction. =l

Transactions - Accountholder

»> | pending sinom | signeaon | risagea | An | Clear Fiters | Coumns v
e want Account ID Sign Off Date Posted Date Purchased Primary Amount Vendor Comp|VallAuth Allocation Amount Allocated
| | | | |
FRNGTOIT0E4 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 427.16 BUSINESS SERVIGES NOT ELSE CO. viviv 4184182120-3100-01-4131102 42718
2 | view Fu Detaits 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 2.739.38  BILLIARD AND POOL ESTABLIS CO I x s 273938
@ Allocate / 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 3,733.12 CLEANING AND MAINTENANCE,J CO. x vl x — 373312
& signom 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO xivix - 727.38
@ | pispute 6957 none 0919/2013 09/19/2013 POCORELLO. TARA 3,720.51 EXTERMINATING AND DISINFEC CO. xivix — 372051
S0 K e— 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 4,05327 DVD/VIDEC TAPE RENTAL STOR CO. 1> = 4,053.27
6957 none 09/19/2013 09/19/2013 POCORELLO TARA 87643 BUSINESS SERVICES NOT ELSE CO. | x o 87843
AR Exmenes Revert 8957 none 09/19/2013 09/19/2013 POCORELLO TARA 359322 DRUGS, DRUG PROPRIETARIES, CO. | x - 3,593.22
TXNOO001062 6957 none 09/18/2013 09/19/2013 POCORELLO TARA 323274 STENOGRAPHIC SERVICES CO. xivix — 323274
TXNODDO1063 6957 none 09/19/2013 09/19/2013 POCORELLO. TARA 3353 WEWS DEALERS AND NEWSSTAND CO. xivix T 33.53
0 Selected | 29 items per page (<4< Page: [ 1| of 3> [>]

Add i Espenss fzpuri

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

© 2013 Bank of America Corporation. All rights reserved “Your last log in was Seplember 20, 2013, 9:20 AM COT.

Select the check box beside the allocation line you want to duplicate. Click Duplicate.
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Bankof America 5 works® Weicome, TARA POCORELLO - Log Out

Merrill Lynch
Ly AR TS
Home | Expenses | Accounts Reports Accounting Administration
Expenses = Transactions = Accountholder LA DPS UAT
H-? Saved updates to fransaction. ¢l

Transactions - Accounthoider

ation Details .TXN00001064 - BUSINESS SERVICES NOT ELSE CO. 09/19/2013 | Source Amount : 427.16 Usp E1 17

E (=] Allocation Purchase Amount: 427 16 Allocation Total: 42716 | 100% Varlance: 0.00
5 7 « s o : R e GLOG: hmnm
1 @ txwoooots| (] compivanaum | |Amount = Description Funa/Agency/Ofganization GLOZ: Activity 'GLO3: Object GLO4: Sub-Obiject ) -ategory 42718
B @ owocosao LR o e o[ 357.26] [BUSINESS SERVICES NOT ELSE CO. - Purchase | [ 4184182120 1 13160 ICe | [4187162 I I 273938
= [#] TXNODDO1D| 1 Selected | 1 item 373312
[Fl @ Txnooootol r— 727.38
SRR L W Remove J| Add ~ ] M 272051
] [ Txeooootol 405327
= H  TXNOODO1O| — 87843
TxmHaoogrol-—————Belreees [ axSteme —efex¥ot I feets . . SeeleaAr 359322
E i e i | [Sales Tax Included =1 307.26] | 2000] | 000]  |T0806 ] S
[ Adust Amount ey
[F] [ TxMoooodo 3353
=] Detail - 7388 NOT EL CLASSIFIED)

0 Selected | 28 items ge: [T | of 3 = (=0

® 2013 Bank of America Cs

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

BankofAmerica ? & Welcome, TARA POCORELLO - Log
Merrill Lynch Works s

Home  Expenses = Accounts  Reports  Accounfing  Administration

> >A LA DPS

I_-?- Saved updates o transaction.

Transactions - Accountholder

>> | Pending Sign O | Signed O | Flagged | All Clear Fillers  Columny
Dociment Account ID Sign Off Date Posted Date Purchased Primary Azcounthoider Purchase Amount Vendor Comp/VallAuth Allocation Amount Allocate
i I |
Fl B §iNoo0o16s3 ] 6957 nons 091192013 09192013 POCORELLO. TARA 254407 COMMERGIAL PHOTOGRAPHY ART CO. viviv mullipie 2.90¢
El B |& view Full Detaits 8357 none 0901912013 0OV19/2013 POCORELLO, TARA 427.16 BUSINESS SERVICES NOT ELSE CO kivis - a2
B B @ asccaesEd 8957 none 09/182013 09192013 POCORELLO, TARA 273938 BILLIARD AND POCL ESTABLIS CO. kivix i 2738
B B | sgon Q’J 6857 pone 08192013 09192013 POCORELLO, TARA 373312 CLEANING AND MAINTEMANCE J CO xlviz == 37X
B @ P epuie 8957 none 091182013 09192013 POCORELLO. TARA 72735 DIRECT MARKETING INSURANCE CO Kivix = {rs
0 al.. 6957 none 09182013 9192013 POCORELLD_TARA 372051 EXTERMINATING AND DISINFEC CO LVl — 372
0 & | o 7 nong 081182013 0RV182013 POCORELLD, TARA 405327 DVDMIDED TAPE RENTAL STOR CO. xivix 4,05
A & B rcdto Expense Repor 8957 pone 03182013 09192013 POCORELLO. TARA 87843 BUSINESS SERVICES NOT ELSE CO xivix e 878
F1 M TxnN0o001081 6357 none 09182013 090192013 POCORELLO, TARA 359322 DRUGS, CRUG FROPRIETARIES, CO. Elvia — 3,59
[_] TANOOOO1D62 6357 none 0a1a2m3 09192013 POCORELLO TARA 323274 STENOGRAPHIC SERVICES CO. X v x e 32%
0 Selected | 30 dsms Show 10 [ per page j<l Page [T ] ofap

[ rocrpistnaizi W ismas Auaes | oot o Zagmias s | Emn

Training Guides ~Training Videos Live Training Reieass Notes Privacy & Securty Recommended Sefings  Gicbal Reporting and Account Management
Qther Programs and Services  Bankof America Visa MasterCand PGl Standards Gouncd
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Select the check box beside the allocation line you want to remove. Click Remove.

ankotAmerica %2 o e’

Welcome, TARA POCORELLO - Log Out

lerrill Lynch
AA?YN

Home ! Expenses ! Accounts Reports. Accounting Administration

Expenses > Transactions > Accountholder LA DPS UAT

Q Saved updates to transaction.

|

ransactions - Accountholder

ELGVRALEY  Allocation Defails -TXN00001053 - COMMERCIAL PHOTOGRAPHY ART CO.

[= Allocation Purchase Amount: 2,544.07

TXN000010|
TXNO00010|
TXN000010)
TXN000O10)
TXN000010)
TXN000010|
TXN000010)
TXN000010)
TXNOO0010|
TXHDDWW

08/19/2013 | Source Amount =

Allocation Total: 2.909.07 | 114.35%

Variance: -385.00

Value

) _ GLO1: ) ) ) ; (GLO5: Agency/Reporting
ComplValiaun | Amount [~] Description FundiAgency/Organization GLO: Actvity GLO3: Obect 5L04: Sub Object Eategory GLOG: FMIFYIBFY
| 2,365.99| | COMMERCIAL PHOTOGRAPHY ART CO. - Purcha| | 4134182122 | || 3100 |[01 | 4181102 I
Gima | 300.00] | dleaning supplies | 4184182119 I | 3200 |01 | 4181512 I
| 65.00 | office supplies | [ 4184182122 I | 3100 |03 | [4181702 ||
1 Selecled | 3 items
) L e
[=] Reference & Tax
| | Sales Tax Included =] | PEE 17808 | 000] (70808 ]
[7] Adjust Amount

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

PXENTATE S xBlers  Columns ¥

2,900.07

42716
273938
373312

3,72051
405327

359322
323274

oe: (7] of 35> ]

‘@ining Guides  Training
ther Programs and Senvid
2013 Bank of America C{

[ cee )}

%

Removing the allocation line will require user to change the amounts to ensure the Allocation Total equals the Purchase Amount.
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Click Save and Close.
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Welcome, TARA POCORELLO - Log Out

BankofAmerica % \y/o oo

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

Transactions - Accountholder

b TR Allocation Details -TXNO0D01053 - COMMERCIAL PHOTOGRAPHY,ART CO. 09/19/2013 | Source Amount : 2,544.07 usD 3

Columns ¥

i Purchase Amount: 2,544.07 Allocation Total: 543.08 | 21.35% Variance: <

[=] Allocation | MR Amount Allocated
] Value
l— e — GLO1: GLO5: Agency/Reporting
o c Amourt [ Description FundiAgency/Organization GLOZ: Activity GLO3: Object GLO4: Sub-Object Category GLOG: FMIFY/BFY 290007
TXN000DAD) viviw | 300.00] | cieaning supplies | [4184182119 I |[32: |01 | [ 4181512 i J 42718
Fop o vhnms 55.00] | offce supplies | [41e4182122 I | [3100 |[03 | 4181702 [ | e
TXNDODO0| 0 Selected | 2 items 373312
TXND00O10 72738
TXN0OOO10 @ Y. 372051
TXNOODOTO) - P rerence & Tax 405327
TR e ' e .
WL ) : - - e = i 358322
[ | [Sales Tax Included = | 365.00] | 178.08] | 000 [7os08 | g
T Adjust Amount 323274
0 Selected | 30 tems Transaction Detail - 7333 (COMMERCIAL PHOTOGRAPHY,ART,AND GRAPHICS) o [T oi3( 0

‘ feirg Auivgmic

Training Guides  Training
Other Programs and Servig

18 2013 Bank of America C

G

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.

SIGNING OFF ON TRANSACTIONS

+ Account/Card holders will only be able to view and sign off on their transactions.
25



«  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.
» Accountants may sign off on transactions either manually or automatically (depending on how the workflow was set up) O
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

Bankof America %7 o
Merrill Lynch works

-Log Qut

ARZN

Home Expenses Accounts Reports Accounting Administration
Expenses = Transactions > Accountholder LA DPS UAT
[x]

|j ‘Saved updates to fransaction.

Transactions - Accountholder

] Pending Sign Off Signed Off Flagged All Clear Filters = Columns ¥
Dot:u‘mem Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|Val|Auth Allocation Amount Allocated
O
TXNO0DO1049 6957 nong 091972013 09/1872013 POCORELLO. TARA 473466 METAL SERVICE CENTERS AND CO. yivl v 4184162122--3000-01-4181102 473468
D TXN00001050 8357 none 09/19/2013 091872013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC GO xilvix - 375718
D TXN00001051 6957 nong 0911972013 09/1972013 POCORELLO, TARA 1,150.61 AUTOMOTIVE TIRE STORES CO. xlvix — 1,150.61
] TXN00001052 6957 nong 091192013 0911872013 POCORELLO, TARA 478009 STEMOGRAPHIC SERVICES CO. xIvlx — 4,780.09
] TXN00001053 6957 nong 0911972013 0971872013 POCORELLO, TARA 2,544.07 COMMERCIAL PHOTOGRAPHY ART CO. xivix — 2,544.07
] TXNO0001054 8957 nong 091972013 09/1972013 POCORELLO. TARA 427.16 BUSINESS SERVICES NOT ELSE CO. = l#ls — 42716
B TXNO00001055 6957 none 091972013 09/1972013 POCORELLO. TARA 273938 BILLIARD AND PQOL ESTABLIS CO. xlvlx - 2,739.38
B TXNO0001056 6957 nong 091972013 09/1872013 POCORELLO. TARA 3,733.12 CLEANING AND MAINTENANCE.J CO. xlvlx - 3,733.12
B TXNO0OO1057 6957 none 091972013 09/18/2013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANGE CO. xlvix — 727.38
D TXN00001058 8957 none 09/19/2013 091872013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC GO xilvix - 372051
1 Selected | 34 fems Show per page 144 Page: [T ] of4> 5]

Training Guides Training Videos Live Training Release Noles 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.

Enter Comments if desired, then click OK. Confirmation message appears and the transaction is removed from the Pending Sign Offs View.
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NOTE: The Comments field is optional in the system so it may be left blank or used at the agencies’ discretion.

Bankof America Z

Welcome, TARA POCORELLO - Log Qut

(]
. Works
Merrill Lynch o
ARTZYN
Home Expenses | Accounts Reports  Accounting Administration
Expenses » Transacfions > Accountholder LA DPS UAT
X

\j Saved updates to fransaction.

Jiansactione Lhctoumthokon

>z Pending Sign Off

Docu‘mnt Account ID Sign Off Date Posted

Signed Off | Flagged | All

Date Purchased Primary Accountholder Purchase Amount Vendor
Ir]
TXNOOOO1049 8957 none 0971972013 0971872013 POCORELLO, TARA 473468 METAL SERVICE CENTERS AND CO.
| TXNOOOO1050 6957 none 0901972013 19192013 ING AND DISINFEC CO.
B TXNOO0O1054 8957 none 0971972013 0911912013 = TIRE STORES CO
B TXNOOOD1052 5957 none 09/1972013 1911912013 Sign off 1 transactionis) HIC SERVICES CO
| TXNOOOO1053 5957 none 0971972013 1911912013 Cotineiitsi [Efiter comuent. 3F nesded....this s en. B | PHOTOGRAPHY,ART CO.
B TXN0DO01054 6957 none 091192013 091192013 optional Iield RVICES NOT ELSE CO.
B TXNOOOD1055 5957 none 0971972013 19/1912013 POOL ESTABLIS CO
] TXNOOOO1056 5957 none 09/1972013 09192013 D MAINTENANCE J CO.
B TXNOOOO1057 5957 none 0901972013 19/19:2013 KETING INSURANCE CO
B TXNOOOD1055 5357 none 09/19/2013 19/1912013 ING AND DISINFEC CO

1 Selecled | 34 items

Training Guides  Training Videos Live Training Release Notes Privacy & Security Recommended Seftings

Other Programs and Services

@ 2013 Bank of America Corporation. All rights reserved.

Bank of America Visa MasterCard PCI Standards Council

As an Account/Card holder the deadline to sign-off on all transactions is the 8" of the month following the charges.

o o
4

Global Reporfing and Account Management

Your last log in was September 20, 2013, 9:20 AM CDT.

Compl{Val|Auth Allocation

yiviv 4184182122--3000-01-4181102

Clear Filters = Columns ¥

Amount Allocated

473468
375716
145061
478009
254407

42716
273938
373302

72738
372051

[<)<] Page: [T ] ofd[> ]

As an Appover/Manager/Supervisor the deadline to sign-off on all transactions is the 11" of the month following the charges.

As an Accountant the deadline to add allocations and sign off on incomplete transactions (not allocated and/or sign off) is the 14™.

It is 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.

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

« Account/Card holders cannot raise a flag on transactions, but can remove flags.
«  Approvers/Managers/Supervisors can raise a flag on transactions and remove flags.
« Accountants can raise a flag and remove flags after the transaction are swept. O

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 Pendjin

I<i<] Page:[ 1 | of1[> [

2 items Show per page

Click on the transaction to be flagged.

Transactions - Approver

> Pending Sign Off | Signed Off Flagged All

i

Document Account ID Sign Off Flagged Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Comp|Val|Auth Allocation
! i ' _ |
TXNO0001075 6957 AH (ACT 09/1972013 091972013 POCORELLO. TARA 463255 MISCELLANEOUS HOME FURNISH CO. sl B 4184152122--3000-02-4151102
TXNOO0O1077 6957 AH (ACT 09/1972013 091972013 POCORELLO. TARA 260883 POSTAGE STAMPS CO. 4184152122-KARN-3180-1-4181102
[l TXAN00001110 7344 AH 09/222013 09/2272013 VINCENT. AMY 285541 POSTAGE STAMPS CO. 4184182122-KARN-3100-00-418110
@] TXNO00O1111 7344 AH 0912272013 0912272013 VINCENT. AMY 1.995.78 BICYCLE SHOPS-SALES AND SE CO. 4184152122--3100-00-4151102
TXNO0001112 7344 AH 0972272013 0912272013 VINCENT. AMY 3.686.53 STENOGRAPHIC SERVICES CO. 4184152122--3100-00-4181102
TAN00001116 344 AH 09/2272013 092272013 VINCENT. AMY 49280 POSTAGE STAMPS CO. 4184182119-inva-1234-4131200
D TXNO0001117 7344 AH 0972272013 0912272013 VINCENT. AMY 1.197.74 HEARING AID5-SALES SERVIC CO. 4184152122-1234-3100-01-4181102
@] TXNOO001118 7344 AH 0912272013 0912272013 VINCENT. AMY 969.27 WINDOW CLEANING SERVICES CO. 4184152120-BADC-3100-02-415110
TXNO0001119 7344 AH 0972272013 0912272013 VINCENT. AMY 423182 POSTAGE STAMPS CO. 4154152122--3100-99-4159999
TXN00001120 qb 7344 AH 0912272013 09/2272013 VINCENT. AMY 1.907.76 LAUNDRY SERVICES-FAMILY A CO. 4184152122-AAAA-3100-99-418151.

e

Click Raise Flag.



oM

B ppocae
0 Seeced |

4 o
1 = View Full Dt

F Raize Flag_nh
\

(912202013 091222013 VINCENT. AMY

Show per page

Enter Comments when confirming raising the flag and click OK.

Note: Comments are required when raising and removing flags.

190776 LAUNDRY SERVICES-FAMILY A CO. LR 4184182122-AAA4-3100-99-4181312

Transactions - Approver

| e | Pending Sign Off | Signed OFF | Flagged | An |

Document Account ID Sign Off Flagged Date Posted Date Purchased PR ary Aoroimiiier Purchase Amount v
| | | | |
TXNOOODOD107T5 6957 AH (ACT 09192013 09/19/2013 POCORELLD TARA 4632 55 MISCELLANEOUS
TXMNOOOO107TT 5957 AH (ACT) 09/19/2013 09/19/2013 POCORELLO, TARA 2.608.83 POSTAGE STAMP
TXNOOOO1110 7344 AH 09v22/2013 o922/2013 VINCENT., AMY 2.855 41 POSTAGE STAMP
TXMNOOOO1111 7344 A 09222013 09222013 WINCENT ANY 1.995.78 BICYCLE SHOPS-:
TXNO00001112 7348 an 08222013 P conmemRaisermo = veyente
TXNOOOOD1116 7344 AH 09r22/2013 o9/ Raise flag on 1 fransaction(s). GE STAaMP
TXNOOOO1117 7344 AH 09/22/2013 093 PE— - . . 72| MG AIDS--S

Correct the crgn ARRR is an inwvalid

TXNOOOO1118 7344 AH 09v22/2013 093 Drgn.| W CLEAMNIT
TXNOOOO1119 7344 A 09222013 o093 pNGE STAMP
TXNOOOO1120 7344 AH 094222013 093 RY SERWVIC

0 Selected | 17 items

Training Guides Training Videos Privacy & Security
& 2013 Bank of America Corporation. Al rights reserved.

Becommended Setfings
“our last log in was October 28, 2013, 5:30 PM CDT.

=
A

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.

BankofA ica = i
Merrill Ly'::g:;ma Works

Home Expenses Accounts Reports Accounting Administration

= Action Items

Action Acting As Count Type Current Status
Resobse Accountholder 1 Transaction El =
Sign Off Accountholder & Transaction Pendin

Click on desired Document.

Home Expenses Accounts Reports Accounting Administration

Expenses = Transaclions = Accountholder LA DPS UAT
Transactions - Accountholder
xx ‘ Pending Sign Off ‘ Signed Off ! Flagged ‘ All | Clear Filters  Columng ¥
i Account Date Date Purchase Amount
Document 1D Sign Off Posted  Purchased Primary Accountholder Amount Vendor Comp|ValAuth Allocation Allocated
| i | I i |
TANODOD1070 m_h] 6957 AH 09/19/2013 09/19/2013 POCORELLO. TARA 536.83 BUSINESS SERVICES NO... v vl ¥ 4184182115-FLD1-3000-01-4181. . 53883

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 - Ac untholder

Pending Sign OfT Signed OFF

AH APR 0912013 09192013 POCORELLO, TARA 535.83
AH APR (ACT) 09192013 09192013 POCORELLC, TARA 4. 173.47

Allocate J Edﬂ'l-n.

= | view Full Detims
@ Dispute
)

Remove Flag

09/19/2013 | Source Amount :

[=] Allocation Purchase Amount: 535 83 Allnmﬂlnﬂ Total: 538.83 | 100% Variance: 0!

50112 | BUSINESS SERVICES NOT ELSE CO. - Purchase | | 4184182118 | [4181102

vivi v

0 Selected | 1 item

[=] Reference & Tax

Sales Tax Included : 50112 377 0.00 70208

Adjust Amount

Transaction Detail - 7399 (BUSINESS SERVICES NOT ELSEWHERE CLASSIFIED)

[=] Comments Add Comment

Wrong coding. Need revision.
SCOTT ERWIN | 10/0372013 h

Make the necessary changes requested by the Approver. Click Save.
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Allocation Details -TXNOO0Q1070 - BUSINESS SERVICES NOT ELSE CO. 09/19/2013 | Source Amount : 538.63 USD E3

Purchase Amount: 538.83 Allocation Total: 538.83 | 100% Wariance: 0.00

4184182118 3000 o1 4181102

[=] Reference & Tax

Sales Tax Included B 50112 3771 0.00 70206

Adjust Amount

| Bl Transaction Detail - 7399 NOT EL CLASSIFIED)

[=] Comments Add Comment

Wrong coding. Need revision.
SCOTT ERWIN | 10/03/2013

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

SCOTT ERWIN | 10/22/2013

g

T

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

Transactions - Accountholder

Pending Sign OfF Signed OFF

i 091972013 POCORELLO TARAS 538 383
Allocate / Edit E AH APR (& 09192013 09192013 POCORELLO TARAS 4173 47

<&

& | wview Full Details

@ Dizpute

F Remowve Fl?ﬂ-m
N

Enter the required comments and click OK.
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B = T i = A LA DPS UAT

Confirm Remove Flag

Remove flag on 1 transaction{s).

Comments: Correction has been made.

s |

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

BankofAmerica %2 \aso les” Wekcorme, TARA POCORELLO - L Oul

RO ek ARTY
Hioma Expanses Accounts Reports Accounting Adminestration
Expenses = Transachoea » Accouniholder L& DPS LAT
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DISPUTING A TRANSACTION

. 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.

. Accountants will be able to dispute Account/Card holder’s transactions after the transactions have been
swept. O Program Administrators will not be able to dispute transactions.

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

Home Expenses Accounts Reports Accountimg Acdministration

e Action ems

Action Acting As Cooumt Type Current Status
Resobse Accountholder b | Transaction Flagged
Sign Off Accountholder S Transaction Pendin

Click the desired Document number.

Home Expenses Accounts Reports Accounting Administration

Expenses = Transactions = Accountholder LA DPS UAT

Transactions - Accountholder

N Pending Sign Off Signed Off Flagged All Clear Filters Columns ¥

e Account Date Date Purchase Amount

Document o Sign Off Posted Purchased Primary A 1t Vendor Comp|VallAuth Allocation Allocated

] | | |

E TXNODOD1 DTS Qb 6957 none 09192013 09192013 POCORFLLO. TARA 4,632.55 MISCELLANEOUS HOME. .. x v x 4184182122--3000-02- 4,632.55

THXNODOD10TE 6957 ACT 09192013 09M92013 POCORELLO. TARA 4. 173,47 ACCOUNTING AUDITING. .. x | W x —_ 4.173.47




Select Dispute from drop-down menu.
Home  Expenses  Accounts  Repots  Accounfing  Administration

Expenses > Transactions » Accountholder LADPS UAT
Transactions - Accountholder
»» | Pending SignOff | Signed OFf | Flagged | All Clear Filters ~ Columns ¥
Account Date Date Purchase Amount
1] Sign Off Posted  Purchased  Primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated
6957  none 09/192013 094192013 POCORELLO. TARA 463255 MISCELLANEQUS HOME... xIvIix  454182122-3000-02- 46325
A & sjocate /Ed n 09/192013 09492013 POCORELLO. TARA 417347 ACCOUNTINGALDITING..  xIvix  — 41734
& / Sign Off 3 09192013  09/19/2013 POCORELLO. TARA 260583 POSTAGE STAMPS CO. xivlzx ol 2608.8:
& = 3 09192013 0911972013 POCORELLO. TARA 437565 COMMERCIAL PHOTOGR... xivlzx — 43756
= | View Full Details
@ — 3 09192013 09/19/2013 POCORELLO. TARA 39111 BUSINESS SERVIGES NO... xivlx — I/
ispu
o o ﬂ 3 09192013 09192013 POCORELLO. TARA 17041 POSTAGE STAMPS CO o B S 1704
v._ Retry AkMmatch
E| 5 3 09192013  09/19/2013 POCORELLO. TARA 207873 BICYCLE SHOPS-SALES A xivlzx =5 20787
Add o Expense Report
& 3 09192013 0911972013 POCORELLO. TARA 412086 STENOGRAPHIC SERVIC.. xivlzx e 4108

The screen below appears. Dispute amount defaults to the total amount of the transaction. If not disputing the total transaction amount enter
Dispute amount.

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

Bank of America - Commercial Card Services Operations
FO Box 53101

Fhoenx, Az B5072-2101

Fhene: 800-873-1042 Fax: SES-6TE-5045

| Transaction Delsiis

Account Nickname: TARA POCORELLO Billing Close Date: 10/01/2013
Account ID: 6957 Purchase Date: 09/19/2013
Accountholder: POCORELLO, TARA Reference Number:

Phone: |[[225) 925-6077 Wendor Information: MISCELLAMEOUS HOME

FURMISH CO
TRUMNKTOM 14 8, KS 86112

Dispute Details
Posted Amount: 463255
Dispute Amount: | 4,632.55

Reason for Dispute: | Select =1

Comments: -

[]! have examined the charge(s) made 1o my account and wish to dispute the transaction

Cancel

Select the Reason for Dispute from the drop-down menu.
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Note: Depending on the Reason for Dispute, additional information may be required.

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

from the billing close da

Sank of America - Commercizl Card Services Oparstions

5 Box 52107

Fhoenix, AZ ESHT2-3101
Fhone: 300-673-1042 Fax: S55-5TE-5045

Transaction Details

Account Nickname:
Account ID:
Accountholder:

Phone:

Dispute Details

Posted Amount:
Dispute Amount:
Reason for Dispute:

Comments:

TARA POCORELLO
8957

POCORELLO, TARA
(225) 9256077

4.632.55
(463255

ng Close Date:
Purchase Date:
Reference Number:

Vendor Information:

10/01,/2013
09V 192013

MISCELLAMEOQOUS HOME
FURMISH CO
TRUNKTOMN 14 9, KS 86112

Select

Unauthorized transaction
Charge amount does not agree with

e order authorizing this charge

Merchandise or services not received
! Defective or wrong merchandise i

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 l Cancel
Other, above descriptions do not apply

Enter Comments, if desired.

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

Bank of America - Commercial Card Services Operations.
PO Box 52101

Fhoenix, A7 E5072-310 |L
Fhons: 300-873-1044 Fasx: 555-5T5-3048

Transaction Details

Account Nickname:
Account ID:
Accountholder:

Phone:

Dispute Details

Posted Amount:
Dispute Amount:

Reason for Dispute:

Comments:

TARA POCORELLO
6957

POCORELLO, TARA

Billing Close Date:
Purchase Date:

Reference Number:

(225) 925-6077 | Vendor Information:

4,632.55
4,632.55

10/01/2013
09/19/2013

MISCELLANEOUS HOME
FURMNISH CO.
TRUNKTOMN 14 9 KS 66112

Charge amount does not agree with the order authorizing this charge [=]

Amount entered on the sales slip increased.
Actual Amount: | 4630 55

Billed Amount: | 463255

i | am forwarding a copy of the unaltered sales slip to the address listed above.

Enter a comment if necessary

| have examined the charge(s) made to my account and wish 1o dispute the transaction.

Select the | have examined the charée(s) made to my account and wish to dispute the transaction check box, then click OK.
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Note: If the
check box is not
selected, OK is not

[:@ Cﬂ"“' ‘2| activated.

The following confirmation message will display.

Expenses > Transactions = Accountholder LA DPS UAT
»k ? Disputed 1 ransaction, [x]
| Y Pending Sign Off Signed Off Flagged All Ciear Filters  Columns ¥
Do usaant I Sign O Poned | Purctoed Primary Accounthalder Amount Vendor Comp[VallAuth Allccation Allgented
- D it o , e .
[l [ TENMDOHOTS EBST g CBMR2013 0aNW13 POCORELLO TARA 463255 MISCELLANEQUS HOME... E I+ = 41541821122--3000-02- 46325
7] B TXMNOOOHOTE BEST IACTY o192013 0892013 POCORELLO. TARS 417347 ACCOUNTING AUDITING... PR N . 41734
[l [ TaNOOOO10TT BEST none 0OMS2013  DSM92013  POCORELLO. TARS 2608 83 POSTAGE STAMPS CO vl 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 Repors Accounting Administration
Expenses = Transactions > Accouniholder LA DPS UAT

Transactions - Accountholder

»> | Pending SignOff | Signed OH | Flagged | All Clear Filiers ~ Columns ¥
o Account Date Date Purchase Amount Dispute
Document 1] Sign Off Posted  Purchased Primary Accountholder Amount Vendor CompiVallAuth Allocation Allocated Submitted
TENDDOO10TS 6957 nons 09192013 091972013 POCORELLO, TARA 463255 MISCELLANEQUS HOME... il m 4154152122 -3000-02- 463255 te -
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SWEEPING TRANSACTIONS

O 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 Acting As Count Type Current Status
Accountant 4  Transaction Flagged
Sweep Accountant 43 Transaction Pendini
Resolve Accountholder 4 Transaction ﬁ
Sign Off Accountholder 18 Transaction Pending
4 items Show per page I<1<) Page: [ 1 | of 1[>[>]

The screen below appears which represents all incomplete transactions.
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Home  Expenses  Repords  Accounding

Epeases > Transacins > ool LADPS AT
Transacfions - Accounkas

»  PendiogSgn0f | Cpm | ReedyloBeich  Flagged | Al ClenFillas  Cohamns ¥

Accomt ) Sign OF DeicPosied  Dale Purchesed e Purchese Amouri Vendor ComplValiun Miscation Aocunt Abecsied

E Touonns {4 M e Dsroq3 POCORELLD. TARY 130449 TELEGRAPHIC SERMICES CO. LACAR'S ATBHE -0 134

B TX0uom 14 M e DarisaH3 POCORFLLO TARY 53833 BUSIESS SERVICES NOT ELSE CO LALIR H1B4182118-FLD1- 3000014131102 28

B B oo 57 M an9e0t3 Ds9aH3 POCORELLD. TARY 453255 MISCELLANEQUS HOME FURMISH CO. CALAR A1BHE2-00M024 1810 A6RE

E B mooownn 78 M wnaann Drsa3 POCORELL] 250883 POSTAGE STAMPS CO. CACIR') AIBHE RN L4812 2688

F B oo {14 e 19192013 D3rSaH3. POCORELLD TARRA 437585 COMMERCIAL PHOTOBRAPHY ART CO. aldla - 477585

E B Tonoonn 14 e s Dsrisan3 39111 BUSINESS SERVICES NOT ELSE CO. il HIBHEZ28AD0 1 B

E X000 (118 e 119013 D3190H3. 17041 POSTAGE STAWPS CD. 191 — m4

E TX0ois 67 e a0 [srsa3 207873 BICYCLE SHOPS-SALES AND SECO. 1 = amn

E TOuon0R 174 e Ll Drisa3 POCORELLD. TARA 412086 STENOGRAPHIC SERVICES CO. il — 1N

B TXN00NHDES uT§ M ngan DsrigaH3. DEUOULIN NATASHY 374330 MISCELLANEOUS HOME FURNISH CO). iy B 18- IR0 inea

S0 [o] e 144 P [T 5o

You may select one or more transactions by clicking on the individual boxes.

Home Expenses Reports Accounting

Expenses > Transactions > Accountant LADPS UAT
Transactions - Accountant
‘ => | Pending Sign Off | Open ‘ Ready to Batch ‘ Flagged ‘ All ‘ Clear Filters ~ Columns ¥
Docl;lum Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount ‘Vendor Comp|VallAuth Allocation Amount Allocated

TXNOOO01069

6957 AH 091182013 08/1972013 POCORELLO. TARA 130449 TELEGRAPHIC SERVICES CO. Jiviv 4184162122-3000-01-4181102 130449
TXN00001070 6957 AH 091182013 091972013 POCORELLO. TARA 53883 BUSINESS SERVICES NOT ELSE CO. viviv 4184182118-FLD1-3000-01-4181102 538.83
TXNOO004075 8957 AH 09/19/2013 091972013 POCORELLO. TARA 463255 MISCELLANEOUS HOME FURNISH CO lviv 4134182122-3000-02-4181102 463255
TXNOOOD1077 6957 AH 09/19/2013 0911972013 POCORELLO, TARA 2608:83 POSTAGE STAMPS CO. Iviv 4134182122-KARN-3180-114181102 2608.83
TXNODOO1078 6957 none 0911972013 01972013 POCORELLO, TARA 437565 COMMERCIAL PHOTOGRAPHY,ART CO. xivizx il 4375565
TXNOOOD1078 6957 none 091182013 091182013 POCORELLO. TARA 391.11 BUSINESS SERVICES NOT ELSE CO. xivizx 4184162122-BADC-1234-1- 39111
TXN00001080 6957 none 091192013 081972013 POCORELLO. TARA 17041 POSTAGE STAMPS CO. xivix o 17041
TXNOOD01081 8957 none 09/19/2013 0911972013 POCORELLO. TARA 207873 BICYCLE SHOPS-SALES AND SE GO. xlviax — 207873
TXNOO001082 6957 none 09/19/2013 091972013 POCORELLO. TARA 412085 STENOGRAPHIC SERVIGES CO. xiviz == 412086
TXNOD001085 2476 AH 09/19/2013 0911972013 DEMOULIN, NATASHA 3749.80 MISCELLANEOUS HOME FURNISH CO. viviv 418416218-3190-01-4181102 3,749.80
2 Selected | 43 ftems Show per page [1<] Page of 5> [>]

Retry Automatch

You also have the option to select all transactions by clicking the box in the gray shaded area.
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Click Sweep.
Home | Expenses | Reports  Accounting
Expenses > Transactions.  Accountant e

Transactions - Accountant

Clear Filters ~ Columns ¥

&) AH [POCORELLO. TARA TELEGRAPHIC SERVICES CO. 4184162122-3000-01-4181102

“TXNO0DO1070 6957 AH 09/19/2013 POGORELLO, TARA 53883 BUSINESS SERVICES NOT ELSE CO. PEE A 4184182118-FLD1-3000-01-4181102 538.83
il TXNOODO1075 8957 A 00/19/2013 091872013 POCORELLO, TARA 43255 MISCELLANEOUS HOME FURNISH CO. Y iviv 4134182122-3000-02-4181102 463255
& TXNOOD01077 6957 AH 09/1912013 091972013 POGORELLO, TARA 260883 POSTAGE STAMPS CO. Yiviv 4184182122-KARN-3180-1-4181102 2,608.:83
TXNOO0O1078 6957 none 09/19/2013 091872013 POCORELLO. TARA 437565 COMMERCIAL PHOTOGRAPHY,ART CO. xlvix = 4375585
il TXN00001079 6957 none 08/1912013 0911872013 POCORELLO, TARA 39111 BUSINESS SERVICES NOT ELSE CO. xivix 4184182122 BADC123411- o111
| TXNDOD01080 6957 none 00/19/2013 D9/1972013 POCORELLO, TARA 11||,4i. POSTAGE STAMPS CO. x vl x o .m,;u
"TXNOO0O1081 6957 ‘none. 09/19/2013 0911972013 - POCORELLO. TARA 2,078.73 BICYCLE SHOPS-SALES AND SE CO. xilwl x e 2,078.73
& TXNO0001082 6957 one 09/19/2013 0911972013 [POCORELLO, TARA 412086 STENOGRAPHIC SERVICES CO. xivix — 412086
TXNOO001085 2476 AH 09192013 09/1872013 DEMOULIN. NATASHA 374980 MISCELLANEOUS HOME FURNISH GO. vlviv 374980
43 Selected | 43 items Show( 10 [ perpage (<1< Page: [T ] of 5[> (5]
=3

\/

The screen below appears. Click OK.



Home Expenses Reports Accounting

Expenses > Transactions > Accountant LADPS UAT
Transactions - Accountant
>> | Pending Sign O | Open ‘ Ready to Batch ‘ Flagged ‘ All ‘ Clear Fiters | Columns ¥

Dociment Account ID Sign Off Date Posted  Date Purchased Primary Accountholder Purchase Amount Vendor Comp|VallAuth Allocation Amount Allocated

| | | | | J
TXNO00O1069 8957 AH 091972013 091972013 POCORELLO, TARA 130449 TELEGRAPHIC SERVICES CO. viviv 4184182122-3000-01-4181102 130449
TXN000O1070 6957 AH 09/19/2013 091912013 POCORELLO, TARA 53883 BUSINESS SERVICES NOT ELSE CO. Yiviv 4184182118-FLD1-3000-01-4181102 538.83
TXNO0OO1075 6957 AH 09/192013 091912013 POCORELLO. TARA 453255 MISCELLANEOUS HOME FURNISH CO. viviv 4184152122-3000-02-4181102 463255
TXN00OO1077 6957 AH 097192013 0911972013 POCORELLO. TARA 260833 POSTAGE STAMPS CO. viviv 4134152122-KARN-3180-1-4181102 2,608.83
TXN00001078 8957 none 09/1972013 0911972013 POCORELLO, TARA 437565 COMMERCIAL PHOTOGRAPHY,ART CO. xivix e 437585
TXN00001079 6957 none 09/1912013 0911972013 POCORELLO, TARA 39111 BUSINESS SERVICES NOT ELSE CO. xivix 4184152122 BADC- 12341 38111
TXN000O1060 6957 none 09/192013 091912013 AMPS CO xivix = 170.41
TXNO00O1081 6957 none 097192013 0911972013 |OPS-SALES AND SE CO. xivix = 207873
TXN00001082 8957 none 09/1972013 0911972013 ! Onee transactions are sviept, only accountanis may alter allocations. HIC SERVICES CO. xivixe = 412088
TXNO00O1085 2476 AH 08/19/2013 0911872013 Sweep 2 transaction(s)? 0US HOME FURNISH CO viviv 4184182116-3190-01-4181102 3749.80
2 Selected | 43 items (<1< Page: [ 1] of 51> 3]

=== En

o T
This screen below appears confirming the transactions have been swept.

Expesses > Transachons » Accourfant LA 05 LT

¢ St i, Ve e _
Trscoes- Aot

»  Padq%e0f  Ope | Redbids  Fagd A ChaiFin  Colates ¥

L)

[ loomtD  SpOf Duehued  DaPucend ey Koot uchase Anot ety Conplpeh Heaien Amowe At

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.
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Home Expenses Reports Accounting

= Action ltems

Action Acting As Count Type Current Status
Accountant 4  Transaction Flagged
Sweep Accountant 41 Transaction Pendj
Resolve Accountholder 4 Transaction Fla
Sign Off Accountholder 18 Transaction Pending

4 items I<I<) Page: [1 | of 1[> [>]

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 OFf | Open | Ready to Batch | Flagged | All | Clear Filters ~ Columns ¥

s

Document Ready to Batch Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount Vendor Compl|VallAuth Allocation Amount Allocated
| I I | I I
TXNO0OD1075 6957 AH 09/19/2013 0911972013 POCORELLO. TARA 4,632.55 MISCELLANEQUS HOME FURNISH CO YIvl v 4184182122--3000-02-4181102 4632.55
TXNO0001077 6957 AH 09/19/2013 09/19/2013 POCORELLO. TARA 2,608.83 POSTAGE STAMPS CO. ¥ivil v 4184132122-KARN-3180-11-4181102 2,608.83
TXNO0001078 6957 none 08/18/2013 09192013 POCORELLO. TARA 437565 COMMERCIAL PHOTOGRAPHY ART CO xivlx — 437585

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

Transactions - Accountant

P R T

Docimant Account 1D sign o Date Posted Date Purchased Primany Amount vendor Anccation Amount Allocated
| | ) | | { |

B @ sas7 AH APR (ACT) o POCORELLO, TARA 77347 MOTOR FREIGHT CARRIERS.AND CO 4184152122-3100-4181512 77347
1 o [ @] A a sas7 AH APE (ACT) 0952013 08/05/2013 BOCORELLO. TARA 1.250.44 MISCELLANEOUS HOME FURNISH CO. multiple 1.250.44
El B || view Full Details sas7 AH APR (ACT) 952013 osmsz013 Foc TaRrA 127122  AGCOUNTING AUDITING AND BO GO muripie 135795
[l B G| pispute 8857 AH APR (ACT) 09/05/2013 09/05/2013 BOCORELLO. TARA 3.325.44 POSTAGE STAMPS CO. 4184182122--3100--4181102 3.325.44
BB | g | mae miag sss7 AH APR (ACTY - Lo, TaRA 3,578.01 COMMERCIAL PHOTOGRAPHY ART CO muttiple asrao1
(ST - sos7 A APR (ACT) 09/05/2013 0970572013 POCORELLO. TARA 291483 BUSINESS SERVICES NOT ELSE CO 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. 0O Program
Administrator report will include all Account/Card holders’ transactions within the Instance.

BILLING CYCLE PURCHASE LOG

On the Home page, click Reports, then select Template Library from the drop-down menu.
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BankofA ica == =
Merrill Lynch works

Home Expenses Accounts Reports. Accounting Administration

Completed
Create

Scheduled e

Template Libr:

Action ‘g As Count Type Current Status
Sign OfF Accountholder 10  Transaction Pending
¥ sheaun Show [10 [ = || per page O<1<d Page: [ 1 | of 1= =0

= Accounts Dashboard Account Portfolio

| In Scope | Corporate |
%6 of Credit Limit
Account Name Account ID Credit Limit Current Balance Available Credit Used

| | | ]

TARA POCORELLO 6957 25.000.00 133,452 07 {108,452 07) 533%
AMY VINCENT F3a4 25.000.00 120,333.29 (85,333 29) 451%
MATASHA DEMOULIM 2476 25.000.00 4422919 (18,229 19) 176%
RICHARD ABBOTT gsos 25.000.00 15,220.87 2. 779.13 0%
BRITTANI ADAMS 4575 25.000.00 o.oo 25,000.00 0%
PAULS ADAMS 2040 25.000.00 0.00 25,000.00 0%
6 items Show per page O<d<a Page: [ 1 | or 1= 0

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

[=] Shared
Template Name Category Template Owner

i | =
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 airline-related expenses.

ng Cycle Purchase Log transactionCategory POCORELLO, TARA Final to be added to UAT sife
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 cardCategorny Bank Defined Review details of the past due balances on cards.
Forced Capture transactionCategory Bank Defined Review card transactions 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.
Non-Preferred Company Supplier Spend transactionCategory Bank Defined A statement for reviewing your spend with non-preferred company suppliers.

16 items per page

Click Modify/Run.
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= Shared

Template Name Category Template Owner
I
1099 Company Supplier Spend transactionCategory Bank Defined A statement for reviewing 1099 pany supplier tr; fions.
Airline Spend Detail transactionCategory Bank Defined Review details of all airfline-related expenses.
Cycl transactionCategory POCORELLO, TARA Final to be added to UAT site
Modify / Run cardCategory Bank Defined Review details of cancelled cards.
auditCategory Bank Defined Review an audit history of spend for a specific card.

Dk cardCategory Bank Defined Review details of the past due balances on cards.
Forced Capture transactionCategory Bank Defined Review card transactions with suspicious authorizafion codes that need fo 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.
Non-Preferred Company Supplier Spend transactionCategory Bank Defined A statement for reviewing your spend with non-preferred company suppliers.

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

Bankof America "= -
Mereill Lyneh works

M EXpnsas Accounts Roports P o ¥

Bopoms = ModTy Fun

Create Repori

e ot dbate is Current e Of Ooleler 2. 2003 T01X% ARM SO,

0 * Category: |Spend [=]
* Template: | shamed - Bilng Cycks Purchass Lod =1

Herprort Oplrons I e bl R L | L0 o i i s LR TR
=1 Coturmnm

| A S b Bl iR SO
| AfCanion - Card Last 4 Chgite A Card Last 4 Digits
O ks Aaiivorized [y Purchane Doate | M Post Date
o Coampate Fout Date
OL s Vakd Vendor Mame
(=% vty it s Crigption
O Activity Desc Iteen Total
O Agency/Reporiing Category CH Sgnofl Date
(=R wRepomng Category Desc vigr Sonofl Date
(=T WY Marry L. ComrmiHnm ambiesm [ = ] “
GL FMFYBFY Doasc [ty Exp St Cormament =
O F el A vy OF Quaeriizant o hADE Srnofl Full Mo L~ ] L~
O FundifgencyOrganication Desc
GL Ohjoct

g
F

Object Donc
b Obsarct
Bub-Obyect Desc
i Chars cripetion

e

‘ Al Py =1

Transaction Type: BE 7] Cash agvance [F] Miss Credst [#F] Mise Copll [F] Puchase [17] I Pay

Post Date:

Then scroll down and Click Submit Report.
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=] Output Format

Output Files: Full Details

Summary Only

Paper: [UStetter [ Aad Summary Data in Header
Orientation: ) Portrail @ Landscape Add Signature Line to: Header [] Footer

Insert Page Break: | Mo Page Break |=|

Delimited Text

v il Card Last 4 Digits [ ]

! Only enabled for PDF and "Summary Only” options above Groupings are based on “Golumn 5
ort” above and their order, ending with the value selected to the left.

=] Save Templats

Save Template to Template Library
Mame: [Billing Cycle Purchase L]
it [Final fo be added 1o UAT]

© pPersonal @ shared ) Bown

Sharing:

[=] 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 : dayis)

The screen below appears which shows the report is completed.

Completed Reports

— | |

E  10/14/2013 04:25 PM CDT |

Click on PDF to open the report.
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Completed Reports

o m— L

10/14/2013 04:25 PM CDT Billing Cycle Purchase Log

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

& cl
1 Satacted | 1 iBem Show (10 [=]] por page ]

frawung Owides  Tramna Vioeos  FPovace & Secwniy Recommended Setinay
B IO Bk of L=t . g Womer imsl bog nowas Oolober 17, 2003, 20T P CDT

Dy s wwdmitl L apran of save Billlng Cycle Pordchase Logopdl from demaasserbiscoamn I_'mﬁl EIMI 1'” CIMI’ =
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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 09/05/2013 MOTOR FREIGHT CARRIERS,AND CO. MOTOR FREIGHT CARRIERS&#44:AND CO. - 220.51
091272013 091272013 4184182122—2500—Y-4181102 Purchase ERWIN, SCOTT
09/05/2013 0H05/2013 MISCELLANEOUS HOME FURNISH CO. MISCELLANEOQUS HOME FURNISH CO. - 1,118.08
09/12/2013 091212013 4184182118—2500-Y-4181102 Purchase ERWIN, SCOTT
09/05/2013 09/05/2013 MISCELLANEOUS HOME FURNISH CO. misc 430.11
09/12/2013 09/12/2013 4184182118—-2500-Y-4181102 ERWIN, SCOTT
09/05/2013 09/05/2013 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 0905/2013 ACCOUNTING AUDITING AND BO CO. misc 180.43
09/12/2013 09/12/2013 4184182118—-2500—Y-4181102 ERWIN, SCOTT
09/05/2013 0W05/2013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 2,623.96
09/12/2013 09/12/20i3 4184182118—-2500—Y-4181102 ERWIN, SCOTT
09/05/2013 0X05/2013 COMMERCIAL PHOTOGRAPHY ART CO. COMMERCIAL PHOTOGRAPHY,ART CO. - 2,696.25
09/12/2013 09/12/2013 4184182118—-2500-Y-4181102 Furchase ERWIN, SCOTT
09/05/2013 09/05/2013 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/D5/2013 0905/2013 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 0905/2013 STENOGRAPHIC SERVICES CO. STENOGRAPHIC SERVICES CO. - Purchase 4,576.29
09/16/2013 09/18/2013 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 Item GL Combination Item Exp Cat Comment Mgr Signoff Full Mame
09/05/20132 09052013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 2,862.89
IGQ.'17F2[]13 09/18/2013 4134182122—-3100-01-4181102 ERWIN, SCOTT
090520132 09052013 HEARING AIDS—SALES SERVIC CO. HEARING AIDS—SALES, SERVIC CO. - Purchase T0.26
oo/16/201B 09/18/2013 4184182122—-3100—Y 4181102 ERWIN, SCOTT
09052013 09/05/2013 WINDOW CLEANING SERWVICES CO WINDOW CLEANING SERVICES CO_ - Purchase 217007
09/M16/2013 09172013 4184182122—-3100—Y-4181102 ERWIN, SCOTT
09/05/2012 0VO5/2013 POSTAGE STAMFPS CO. POSTAGE STAMPS CO. - Purchase 141211
09/M16/2013 09172013 4184182122—-3100—Y-4181102 ERWIN, SCOTT
) 09/0520132 09052013 LAUNMDRY SERVICES—FAMILY A CO. LAUNDRY SERVICES—-FAMILY A CO. - 2,913 .13
oO9W16/20132 0o/18/2013 4184182122—-3100—Y-4181102 Purchase ERWIN, SCOTT
09/05/20132 09052013 CLEANING AND MAINTENANCE.J CO. CLEANING AND MAINTENANCE.J CO._ - 320.94
09162013 0o/17I2013 4184182122—-3100—Y-4181102 Purchase ERWIN, SCOTT
09/05/20132 09052013 POSTAGE STAMPS CO. POSTAGE STAMPS CO. - Purchase 4.473.04
09/16/20132 0971872013 4184182122—-3100— 41831102 ERWIN, SCOTT
09/05/2013 09052013 USED MERCHANDISE AND SECON CO USED MERCHANDISE AND SECON CO. - 4. 958 27
09/16/2013 oWATI2013 — - FLiLiZEE ERWIN, SCOTT
count: 22 49.911.01
report count: 22 49.911.01

1:24:47



COrmEEk e B eIt

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.

Ehissindd At Repart Mame
L |
[~ #4013 04 36 M COT

The dropdown appears. Click Modify/Run.

Home EXpenses Accounts Reports Accounting Administration
Reporis > Completed

Completed Reports

o
Queued At

Report Name
[
= 10/04/2013 10:16 AM CDT Swesn Hepori Ready
= 10¥03/2013 03:31 PM CDT Bz | modify 7 R Ready
E' 1070272013 10:45 AM CDT i Add Output Type Ready
i3 Change Expiration
Delete

Repeat the steps in the Billing Cycle Purchase Log section of this document.

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.

PDE
< TXT | CUSTOM
PDE

Bank of America works®
Merrill Lynch
Home Expenses Accounts Reports Auccoum ting Administration
Reports = Completed Completed
Create 'il-b
Completed Reports Scheduled

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

Bankof America 5 ®
Merrill Lynch Wworks

Home Expenses Accounts R A

Reports = Completed

B Deleted 1 report.

Compileted Reports

meuved At Report Name Status New

[ |

10/15/2013 02:36 PM CDT Billing Cycle Incomplete Transactions Ready

o
=}
&

Report appears in PDF format.
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Company Name LA DPS UAT
Mar Signoff Date Exisits No
Post Date Between 2013-08-05 00:00-00 and 2013-09-30 00-00:00
Billing Cycle Incomplete Report Owner POCORELLO, TARA
Transactions Report Time 2013-10-15 14:36:47
Sweep Date Exists Yes
Transaction Type One of: Misc Credit or Misc Debit or Purchase

Card Last 4 Digits

Purchase Date Post Date Vendor Name Item Total CH Signoff Date
Mgr Signoff Date Item GL Combination Magr Signoff Full Mame Sweep Date Swept By User Full Name
6957
0941972013 0912013 ACCOUNTING AUDITING AND BO CO. 417347
—_ 10/M10v2013 Support, Works __ ladps_final
count: 1 4.173.47
report count 1 4173 .47
3
POCORELLO, TARA 1 of 1 2013-10-15 14:36:47
a NOTE: Accountants are the only role that can perform edits to allocation rules/GL Restrictions

Click Accounting > Allocation Profiles & Rules > Allocation Rules.



Bankof America %% \y/o (1 ®

Merrill Lynch

Home Expenses. Accounts Reports Accounting Administration
Default Allocations
Segment Values

: Accnuntllng Settings Allocati%ﬂules e 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

| okt |

|
DPS-GCB

DPS-LEGAL

DPS-LHSC

DPS-LPG

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

0 Selected | 14 items Show per page

OoEOoEEooomEd

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

b-‘:-‘

|
DPS-G%
DPS5-1|

DPS-LHSC

i i T

Click Edit.

Home Expenses Accounts Reports Accounting Administration

Accounting = Allocation Profiles & Rules = Allocation Rules = Allocation Rule Details
DPS-GCB
Allocation Rule Name: DPS-GCB Edit

= Allocation Rule

GL 1: GL 3: OBJECT GL 5: AGENCY/REPORTING
FUNDIAGENCY/ORGANIZATIC : CATEGORY
—m— Any Existing Segment Value
1 Ul 4 Permitted Values
Permitted Values 4230701
4230703
4234232901 4739099

@] Copy Download v

Click on the appropriate GL segment to be edited (added/removed) to/from the Parent Group.
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Edit Allocation Rule E3

Segment: | GLO1. FUND/AGENCY/ORGANIZATI(

EA
GLO1: FUNDVAGENCY/ORGANIZATION®

Permit: [G103: OBJECT -
GLO5. AGENCY/REPORTING CATEGORY

| 1| | 4234232901 |
] a184182118 UNMDERSECRETARY
] 4184182119 FACILITY SERVICES
7] 4184182120 HUMAN RESOURCES °
] 4184182122 FINANCIAL SERVICE DIVISION
[l 184182127 INFORMATION SERVICES

4184182135 BUDGET SERVICES

3184182137 INTERNAL AUDIT SECTION

s184182141 OMF.GENERAL

4184182145 CENTRAL PLANT

41841582146 ADM/IOEP-GENERAL
0 Selected | 442 items <)<l Page: [ 1 | of 45 = [={

Add Custom Value: m

=S .—.ﬁ

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

Segment: |GLO1: FUND/AGENCY/ORGANIZATI(=]
Permit: |Permilled Values =]
- | | | femazmzeer
‘ 4184152118 UNDERSECRETARY
[ 4134182118 FACILITY SERVICES
] 4184182120 HUMAN RESOURCES » %
] 4184182122 FINANCIAL SERVICE DIVISION I
] 4184182127 INFORMATION SERVICES
] 4184182135 BUDGET SERVICES
] 4184182137 INTERNAL AUDIT SECTION
ﬂ 4184182141 OMF-GENERAL
] 4184182145 GENTRAL PLANT
[] 4184182146 ADMI/OEP-GENERAL
1 Selected | 442 items Show [10_[~]| per page <<l Page:[[1 ] efasp =) |
|
Add Custom Value: |

Click Save.

(=]
e
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Edit Allocation Rule { 5|

Segment: |GLO1: FUND/AGENCY/ORGANIZATI(>]

Permit: | Permitted Values

=]

-
Value

Description

|| | 4234232901

4184182118
4134182119
4184182120
4134182122
4184182127
4184182135
4134182137
4184182141
4124182145
4184182148

OOooooEoEEd

1 Selected | 442 items

shov per page

UNDERSECRETARY
FACILITY SERVICES

HUMAM RESOURCES
FINAMNGIAL SERWVIGE DIVISION
INFORMATION SERVICES
BUDGET SERVICES
INTERMAL AUDIT SECTION
OMF-GENERAL

CEMNTRAL PLAMNT
ADM/OEP-GEMERAL

<] <] Page: j of 45 [= =[]

4184182118

Permitted

Add Custom Values:

The screen below confirms that the restriction has been saved.

Home Expenses Accounts Reports

Accounting

T

Administration

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

‘B Saved DP5-GCB.

DPS-GCB

Allocation Rule Name: DPS-GCB dit

=] Allocation Rule

GL 1:

| < [ 0 =
Permitted Values

4134182118
4234232901

i [GL3:OBJEC'T ] ‘

. GL 5: AGENCY/REPORTING |
CATEGORY

= Any Existing Segment Value

Permitted Values

4230701
4230703
4239999

To remove an allocation, simply highlight the GL segment to be removed and click Remove.
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Segment: |GLO1: FUNDVAGENCY/ORGANIZATI( =]

Permit: |Permitted Values =]
Value Description
| ] | |
4234232901
4184182118 UNDERSECRETARY
4184182119 FACILITY SERVICES
4184132120 HUMAN RESOURCES e
4184182122 FIMAMGIAL SERVICE DIVISION
4184182127 IMFORMATION SERVICES
4184182135 BUDGET SERVICES
4184182137 INTERMAL AUDIT SECTION
4184182141 OMF-GENERAL
4184182145 CEMTRAL PLANT
4184182146 ADMIOEP-GENERAL
0 Selected | 442 items per page O<l<] Page: [ 1 | of45[ =0
Add Custom Value: | @.
)
=4
GL segment has been removed. Click Save.
Edit Allocation Rulc
Segment: |GLO1: FUND/AGENCY/ORGANIZATI( x|
Permit: |[Permitted Values =]
Value Description Permitted
| || | 4234232901
4154182118 UNDERSECRETARY

4134182119
4134182120
4134182122
4184182127
4134182135
4184182137
4184182141
4184182145

4184182146

1 Selected | 442 items

Add Custom Value:

FACILITY SERVICES

HUMAN RESOURCES
FINAMNCIAL SERWVICE DIVISION
INFORMATION SERVICES
BUDGET SERVICES
INTERMAL AUDIT SECTION
OMF-GEMERAL

CENTRAL PLANT
ADMOEP-GENERAL

Show per page I<1<] Page: [[1 ] orasp =0

T
i

The screen below confirms GL segment has been removed.
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|_j Saved DPS-GCB.

DPSsS GCEB
Aldlocation Rule NMame: DPS5-GCE Edit
[=] Allocation Rule

GL 1: GL 3: OBJECT GL 6: AGENCY/REPORTING
FUND/AGENCY /ORGAMNMIZATIC 1 CATEGORY
Any Existing Segment Value )

R (1) | * Permitited Values
FPermitbed Values ] 4230701
4234232901 | i%ggggg

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

DEADLINES

* 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.

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

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).
¢ The payment date remains on the 25" of the month.

Recommended Lacarte Billing Cycle Illustration 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
HEN 1 T 1 T \ I \ )
() ) P N | '.
\ Y L P ) '
10/6 10/13 10/20 10/27
10/1 10/31

NEW Lacarte Processing Timeline

UPDATING PERSONAL SETTINGS: PASSWORD

From the Home Screen click last 4 digits of card number, click View Full Details.
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[5] €FE = [ Fewmeijore workm-comimorieroms Sl | [ <] >< |

Bank of America = o
PRt Lyneh works

Home Expenses Reports

o
Roen

Wekcome, BRENDA MYERS - Log Cul

P o e

= Action Hems My Announcements

PO SNNoUNCEMEnts St this Bme.
Action Actung As Count Type Current Status
Sign o Accounthalder 7  Transaction Eending
3t Show [0 = per page <1 <1 Page: [ ] of 1 = =0

e TEE—————
| emiscope |

=% of Sredit
Account Name Credit Limit 3 ble Credit Lt Uaed
L | I
BRENDA MYERS 100.000.00 s.381.02 ss618.98 5%

B | vrew Full Datails
== | vrew A:[h :.,: =1 =1 Page: [ 1 | of 1 =0

1 mem

Tmining Guides Training Videos Brivace &
@ 2013 Bank of AN rights

Your Inst log In was Cctober 14, 2013, 2:31 PM COT.

Erstace| | mm 0 B9 P mm oS J

L& DPS Public Safety - GL Workfiow

Cardholder Details appear. Click Change Password at bottom right. Once changes are made click Save.

[ work [ @ @ UZ & [~ L] S=sem s
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Note: To update Email Address or change Login Name make changes in the fields shown on screen below, then click Save.
=1=1 =]

ERS, BRENDA - Works - Home
<s2) I =[5+ hips:/jgemo. works. commorks oraanizationjuser /2103554520 SN[ | [#2]1% | 21 works -user -mvers, sren... < || e £
= Welcome, BRENDA MYERS - Log Cut
Bankof America 5~ works”
Merrill Lynch
a2 T,
Home Expenses Reports
L = - " . = Ligerg > User Detalls LA DPS Public Safety - GL Workfiow
MYERS, BRENDA
User Group Permissions Accounts

*Group: OMF UNDERSECRETARY Last login: October 14, 2013, 3:31 PM GDT

uUser Info Roles

* First Name: BRENDA I~ Program Administrator

Middle Name: | I~ Accountant
*Last Name: |MYERS ™ Auditor
*Email Address: | brenda myers@la.gov

* Login Name: CHBMYERS = ANocation Coder

AP Payee ID: [ Restrict Allocation Assistant to valid and authorized codes

Parmit via i onl;
y
[~ Purchase Requester

I~ Purchaser

wiew Requests
[~ Assigned to any Purchaser

[~ Mot assigned to any Purchaser

Email Motifications

ready for Daily

Pending tasks: |Never

uEk

Configuration changes: |[Never

=

Training Guides Training Videos Privacy &

¥our last log in was October 14, 2013, 3:31 PM CDT.

© 2013 Bank of G AN rights

o] i pPs ... | 5 RE: O | welco... | o welco.... [[r work. [ @@ Gm U5 Bal o 0] S:=s2em @
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ONLINE VIDEO TRAINING

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