Login to the works system:

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

Most logins are 82jdoe (first initial and last name)

Be sure that Commonwealth University is selected:

Organization: | Commonwealth University of f v | s|
Login Name:
Password:
(Login |

Forgot your password?

Need more help? Please contact your
Program Administrator for assistance.

Once you log in, the home screen will show your action items. It will prompt you for any applicable
action at this time. Note it says we have 18 transactions pending:

Home  Expenses  Reports

Action Acting As Count Type Current Status
Sign Off Accountholder 18 Transaction Pending
] »
1item Show per page (<1< Page: [T ] of 10> >

Click on the “pending” link to be taken to the transaction listing:

This page will show you all pending transactions. Note the ability to filter to the left hand side of the
screen. This selection will default to 90 days, but you have the ability to go back further if you wish.

The various tabs filter for all transactions, or just those pending sign off.

For the purpose of reconciliation, we want those pending sign off.

Works

Home  Expenses  Reports

‘Commonsiealin Universty of Pennsylvani

< | Pending SignOff | Signed Off | Flagged | Al Cleariters  Columns v
Advanced Filter . Account Date Date. Purchase Amount  yploaded
Dociment % Sgnom | Posied | Puiemed  primaryAccounthoider | Amount Vendor CompivalAuth Alocation Aocotsy | Uploades

EiDate 04122022 0721022 8 ) A v

[ Account- A1 5l -
O B Txnooootoss P 24393 COOPERELECBLOOMSBURG  x (v v  8211123300-X-660400 2393 No
¥ Corporate Account - Al
o L] @ TXNO00O104 so32 20017 COOPERELECBLOOMSBURG  x (v v  8211123300-X-660400 2017 No
] vy
5
ol @ TXNO00O106T o2 2487 COOPERELECBLOOMSBURG  x 1vi v  G211123300-X-660400 287 No
a0 @ v
5
O @ X0t P 2159 RENCO ACE HARDWARE siviy 123300.X.650400- 2799 no
l
O @ Txooootoss n 15960 THE HOME DEPOT #4171 Elvie  821M23300.X.650400 15950 Mo
sl
[ TXN0001096 032 4196 RENCO ACE HARDWARE iy 495 No
sl
o
@ TXN000OMH2 s 128473 SCOTT ELECTRIC BLOOMSS 128873 b
5 Allocation Valid - All g/|0® 3 £2
= Alocation Authorized a1 5| ) B TN0000161 P 1995 RENCO ACE HARDWARE 1995 o
O @ Txoooorzss s 5008 FROMM ELECTRIC BLOOMSS g 5008 No
@ TXNo0001234 P 3303 FROMMELECTRICBLOOMSE  x 1vi v  G211123300-X-56040- 303 No

T e o

0 Selected | 18 ftems. 199 Page: [T of26> B

Questions on your reconciliation may be directed to Lori Olshefski lolshefs@bloomu.edu
Card management issues may be directed to the Regional Procurement Office at rpopcard@passhe.edu
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l. The first step is to allocate your transactions properly.

For each transaction, you must designate a cost center and commitment item. These are
fields GLO1 and GLO3. Note that field GL0O2 is not used at this time, but requires a “X” in
the field.

As you become more comfortable with the system, you may try the “mass allocate” feature
in order to assign the same CC and Cl to multiple transactions.

A. Select a transaction by clicking on the blue transaction ID. The menu below will appear:

=
]

[ ] TXNO0001034 5032
' | = &  Anocate / Edit
L= & | signof
ﬂ — .
J & View Full Details
i [J rq_') Dispute
j [J Y- Retry Automatch
; J %S  Divide
il J B8 Addto Expense Report
] & | Attach to Purchase Request
] |5\ Manage Receipts
& Print

B. Choose “allocate/edit”
The pop up below will open.

| B Atocation Purchase Amount: 243.93  Tax Amount: 000 Allocation Total: 24393 | 100% Variance: 0.00
AllValues
[ CompiVallAuth | | Amount v Sales Tax Description GLO1: Cost Center 6LO2: WBS GLO3: GL Account GLO4: Description
O xiviv 24393 0.00 [ COOPER ELEC BLOOMSBURG - Purchase 8211123300 X 660400
| oseiected | 11tem
i Aca v JJ
[ Reference & Tax
Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP
Sales Tax Included v 24393 0,00 000 (17815
] Adjust Amount
[=] Transaction Detail - 5065 (ELECTRICAL PARTS AND EQUIPMENT)
| Purchase summary
Unit Total  Commodity Destination Destination ~ Discount  Duty  Order  Origin Origin Shipping Tax  Unique Invoice
Descripion  Amount Quantity  Amount Code CountryCode  PostalCode  Amount  Amount Date CountryCode PostalCode  PurchaselD Amount  Amount  Number
Line ltem Summary 0.00 1 2m93 0.00 000 HAASMONTOUR 000 0.00
| purcnase petail
Description UnitAmount Quantity Total Amount _Item Commodity Code _Item Product Code
4

You want to complete all four GL fields:

1. GLO1 - cost center — choose from your list of available cost centers

2. GLO2 — WBS - unused field, insert an “X” (it should default to X)

3. GLO2 — commitment item — select from the list of commitment items found here:

chrome-
extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.bloomu.edu/documents/c
iglaccntlistdescriptionspdf

4. GLO4 — description — text description or justification to explain the purchase

Questions on your reconciliation may be directed to Lori Olshefski lolshefs@bloomu.edu
Card management issues may be directed to the Regional Procurement Office at rpopcard@passhe.edu
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**Note: All four GL fields must be populated. If you have a red “x” anywhere, this is an
indication that there is a problem with the allocation.

Il. Once your transactions are allocated, it is time to move them to an expense report. There
are two methods of doing this — here is the easiest way:
A. Select all applicable transactions by clicking the box to the left of the transaction number.
Note, to select all, you may click the box at the top of the list.
B. Select “add to expense report” from the buttons on the bottom

<< | Pending Sign Off | Signed Off | Flagged | All

Advanced Filter . Account Date Date
Dociment D SignOff  Posted  Purchas
[ Date - 04/12/2022 - 0712172022 o
Account - All
2l TXN00001034 5032  none 07/07/2022 07106720
#| Corporate Account - Al
o + TXN00001044 5032  none 07/07/2022 07106720
Purchase Request - All |
TXN00001067 5032  none 07/07/2022 07106720
[+ Amount Range - All sl
"TXN00001070 5032 none 07/07/2022 07/06720
Dispute Status - All sl
TXN00001095 5032  none 07/08/2022 07106720
[#] Account Status - Al sl
[F TXN00001096 5032  none 07/08/2022 0707720
[#] Allocation Complete - Al sl
TXN00001112 5032 7 )7/07/20
[#] Allocation Valid - All sl none 07/08/2022 070772
# Allocation Authorized -A1 _ig| TXN00001161 5032  none 071212022 07111120
TXN00001233 5032 none 07/152022 07/14120
IEEEN reset TXN00001234 5032  none 07/15/2022 07114720
[F TXN00001262 5032  none 07/18/2022 0711520
TXN00001272 5032 none 07/18/2022 07/1520
TXN00001284 5032  none 07/18/2022 0711520
TXN00001313 5032 none 07/192022 07/18120
TXN00001321 5032  none 071972022 07118720
[F TXN00001329 5032  none 071972022 07118720
TXN00001333 5032 none 07/19/2022 07/1820
% TXN00001356 5032  none 0772012022 07119720

18 Selected | 18 items

C. When the box comes up, select “new expense report” from the drop down menu.
D. Enter your expense report name as shown below:

Last Name Month Year

| Add to Expense Report 5
Add expense documents to: | New Expense Report v
* Expense Report Name: [Strickland June 2022 )
Description:

([J) sign off on report and all expense report documents

E. Click OK (no description needed)

**Note: Do not click on “sign off...” on this screen. You are not ready to sign off yet.

Questions on your reconciliation may be directed to Lori Olshefski lolshefs@bloomu.edu
Card management issues may be directed to the Regional Procurement Office at rpopcard@passhe.edu
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Il Click “home” in the upper left corner. It will take you back to the home screen where you
will see your action items:

Note that you now have the original 18 transactions as well as 1 expense report pending.

It is time to upload your receipts/invoice and any required supporting documentation. This
would include food justification forms, gift forms, etc.

A. Click on the expense report link:

Home Expenses Reports

Action Actir?g As Count Type Current Status
Sign Off Accountholder 1 Expense Report Pending
Sign Off Accountholder 18 Transaction Pending
4 »
2items Show E’ per page (<1 <] Page: |I| of 10> (>

B. Click the expense report name, this will bring up a menu, choose “manage receipts”

N
Expense Report Name

(< |

Strickland June 2022

B view Full Details
/ Sign Off
LEVJ Manage Receipts

2 print

C. This will bring up the box shown below. Select “Add” and “new receipt”

| 104121075139 - Receipts <
v
Upload Receipt
Date Uploaded By Date File Name File Size Description Document ID
0
No data available in table
0 Selected | 0 items Show per page (<1 < Page |I| of 0 (> (>
L=;] New Receipt
Lﬁj Stored Receipt m
4

D. The box below will appear

Questions on your reconciliation may be directed to Lori Olshefski lolshefs@bloomu.edu
Card management issues may be directed to the Regional Procurement Office at rpopcard@passhe.edu
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For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the pdf,
png, jog, .gif and jpeg format. Uploaded files will be compressed* and compressed file must be less than 1MB.

“Note: PDF files are not compressed and must be less than 1MB natively.

*File to Add: [ Choose File | No file chosen

Receipt Date: ) mmiddiyyyy

Description:

1. Click choose file
2. Select your file from your saved location
3. Click OK
a. No receipt date is needed
b. No description is needed
c. Documents may be individual, or all of your receipts in one document, but must
not exceed 1MB in size
Document must be a pdf
For university forms, you must save using “Microsoft print to pdf” in order to
properly upload them. Forms documents saved as a pdf come through as blank
forms
V. Now you are ready to sign off
A. Return to the home screen once again

Home Expenses Reports

Action Actir:g As Count Type Current Status
Sign Off Accountholder 1 Expense Report Pending
Sign Off Accountholder 18 Transaction Pending
»
2 items Show [10_ v | per page 1<) Page: [(1 ] of 10> B

B. Select the expense report pending

C. Select the expense report name and click sign off
Works

Home Expenses Reports

Expenses > Expense Reports > Owner

<< | Pending Sign Off | Signed Off | All

Advanced Filter .
Expense Report Name
Date - 04/122022 - 0TR12022 5| -

Strickland June 2022

(EEE) st
1Selected | 1 item

Questions on your reconciliation may be directed to Lori Olshefski lolshefs@bloomu.edu
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