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The Works platform provides a comprehensive card management tool to you, our Card clients, to better enable program
management, reconciliation and approval of card payments both fast and efficiently. To continue to meet the needs of our
clients, we continue to improve the Works platform through enhancements that focus on simplifying usability. Below you will
find more information on these key initiatives and how they can help your company.

A NEW LOOK FOR WORKS IN 2013

As of March 30, 2013, all technical development on the New Works User Interface is complete! Beginning mid-
May, clients will be able to experience all that Works has to offer through a state-of-the-art new user interface
(Ul). As we make it easier for our Works users — program administrators, accountants, accountholders and
approvers — to do business, they will benefit from our new design, which focuses on:

e Enhanced usability for every user type

e Streamlined workflows and presentation of data

o Additional search and filter features

e More efficient navigation

Without affecting any of your current data, Works will also offer new features and functionality in the new Ul, in
addition to the ones you currently use.

New Ul Access - Approach

Clients will be granted access to the new Ul in a series of ‘waves.’ Client Program Administrators (PA) will re-
ceive notification of pending access approximately 30 days prior to their scheduled access date. Your dedi-
cated client manager or team servicing will have the access schedule available by late April 2013. On the ac-
cess date, the client PA will receive login instructions to the new Ul. PAs are expected to plan and execute
their end user transitions to the new Ul. As the current and new Ul will both be available for some time, you
can feel confident there is plenty of time to move your end users over to the new platform to begin using the
new Ul at that time — even if extended time is needed.

General Client Communications Individual Client Communications
Works Bulletin - Webinar Distribute New Client PA Client PA
to all client PAs, launched for UIA / ¥ i Pre- receives email
includes EA PAs - Intro Transition Access email New Ul Access
webinar info & to the New Ul Planning info w/ key dates Instructions
‘what to expect’ to allPAs and resources

VvV VvV

Beginning in April

3/30tech Client and THD equipped to i i

It A

client questions on new Ul access

A

release Client PAreviews Client PA manages
Pre-Access end user transition
documentation and to the new Ul

attends Intro to
New Ul training

*AD = Access Date, when the PA receives first time login instructions to the new Ul

The PA manages their end user transition. Full end user transition could take 6-12 months for larger clients.
Questions
Please reach out to your card account manager, treasury sales officer, team servicing or the technical help desk,
1.888.589.3473, for additional questions you may have about the new Ul.
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CLIENT PREPARATION

As you plan for your initial access to the new Ul and your future end user transition, here are a few points to keep

in mind:

Simplicity

Flexible

No conversion required. The launch does not require any type of data migration or systems conversion,
and all of your source data will remain the same.

Both the current and new Ul will be available for some time. You can go back and forth between the two
as you become comfortable with the new system.

Your current sign-on and password will work for both systems.

approach

We will establish a transition schedule based on what we know about your Works usage and program
needs. You will be notified 30 days prior to your access date and reminded seven days prior to your ac-
cess date. Your access date represents the date when your PAs will receive first-time login instructions
to the new Ul and can begin to use the interface.

Additional pre-access resource materials will be provided to PAs via the pre-access notification process.
If the date is not convenient for you, simply let us know and we’ll find a suitable alternative. Card ac-
count managers will be reviewing the transition schedule and ensuring that the timing works for both
you and BofAML. We anticipate having our access schedule ready to share by mid-April. If you have con-
cerns or wish to discuss the new Ul transition activities, please contact your Card Account Manager,
team servicing or the technical help desk.

Preparation

Take time now to prepare yourself for future access to the new Ul. Included with this bulletin is a New Ul
Access Guide meant to help client PAs gain a more detailed view of the new system. If you desire an
advanced look at pre-access materials, please contact the help desk on or after May 15 for a copy of
the various resource materials.

Plan to attend the new webinar entitled “Navigating the New Works User Interface” for a hands-on
look at the new platform and the benefits it provides to our clients. This course is designed for PAs and
is available now. View details via the training resource link within the current Works application.

Comprehensive Capability Simplified

The Works platform provides f We enhanced Works with The new Works Ul focuses
a comprehensive card receipts imaging, secure on simplifying the usability
management tool for our email and push payments. of the system:

Card clients, in which they We continue to enhance - Enhanced usability for
can better manage, Works with ePayables every user type

reconcile and approve card reconciliation and
payments faster and more automating files, in addition
efficiently. to Chip and PIN capabilities.

» Streamlined workflows and
presentation of data

» Additional search and filter
features

= More efficient navigation
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NEW Ul PREPAREDNESS

Things to consider prior to your initial access to the new Ul:

v

v

v

Discuss any questions/concerns you have with your card account manager or team servicing
representative.

Validate the initial New Ul access date works with your business calendar (schedule to be
available in late April 2013).

Remember that you will use the same user ID and password for both the current and new Ul;
both the current Ul and new Ul will be available for your use into 2014.

Review various resource materials provided with your pre-access notification (delivered to PAs

30 days before your scheduled access date). If you wish to preview these materials well in
advance of your access date, you may contact the technical help desk anytime after May 15

for the documentation.

Things to consider prior to providing your end users access to the new Ul:

v

Review your company’s end user training/documentation. Following your initial access to the
new Ul, explore the various help guides, etc. to determine how to best update any customized

materials you may have within your company.

Formulate a pre-Ul access timeline for your end users, including training plans, videos,
resources to review, etc.

Provide New Ul Access Guide and other reference sources to your end users prior to their first
time login.

Consider sending your end users an email reminder to prompt them about training, resources,
and new Ul login instructions.

Remember, your access date is just the beginning. The access date is when the program

administrator can begin to explore the new Ul and all of its features/functionality. You have
plenty of time to plan out and execute your end-user transition once you are on the new Ul and

comfortable with its features and workflows.
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Introduction

We’'re excited to share details of the new Works User Interface (Ul) with you. The new user interface
gives Works — Bank of America Merrill Lynch’s comprehensive card management tool — a new look
and feel with a focus on simplified usability for program administrators, accountants, and
cardholders and managers.

The new Ul is built with several key points in mind for our Works users, including;:

e Enhanced usability for every user type

e Streamlined workflows and presentation of data
e Additional search and filter features

More efficient navigation

Beginning in May, current Works clients will be scheduled in “waves” to start using the new Ul. In
the coming weeks, you will learn more regarding the timing of when your company will gain access
to the new Ul. In the meantime, we encourage program administrators to take time to explore the
training and resources we’ve prepared as you plan for your future end-user access to the new Ul.

We recommend that when your company gains access to the new

Ul, you limit initial system usage to just the program administrator Important reminder: You will be
team. This will give you time to adjust to the new interface and fine able to access both the current
tune any end-user communications that may be necessary for a Ul and new Ul for some time.
smooth transition to the new Ul. Any changes you make to data in
It’s important to remember that there is no system or database the new Ul will affect your data
conversion associated with the new Ul launch. Any changes you in the current Ul.

make to data in the new Ul will affect the data in the current Ul

You will have access to both the current and new Ul for some time. This dual access is meant to
ease any transition concerns and facilitate end-user adoption. If you're in a rush to perform a task
and are a recent convert to the new Ul, feel free to log in to the current Ul to get your job done
quickly.

Servicing

The Technical Help Desk, 1.888.589.3473, is ready and able to assist you with questions and
service issues regarding both the current and new Works Ul. Also, feel free to contact team
servicing or your Bank of America Merrill Lynch card account manager with questions or for more
information.
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New Ul Features

The list below provides a sampling of the features available with the new Ul. A comprehensive list of
features and their functionality may be found online within the Works application. Additionally, the
new Ul promotes an online help feature, which is searchable, indexable and page specific.

Feature Description

In the new Ul, users have the ability to view and modify one item or bulk items
within the same table view. Users can now select or deselect rows to perform
bulk modifications within the same table instead of toggling between screens.
Bulk modifications and tasks include, but are not limited to, file downloads,

account activation and PIN request.
Enhanced Table

Attributes Users can easily customize tables within Works by clicking the Columns link on
the top right of the table. Customization includes adding and removing columns,
rearranging columns with a simple “drag & drop” capability, and adjusting the
column width to expand your viewing capabilities. Unlike the current Ul, Works
automatically saves any changes as the default view going forward.

Conveniently located at the top left of the table, the new and improved
Advanced Filter feature allows users to quickly perform advance searches.
Users click on the (<<) link and the advance filter pane opens right at the top of
the table for ease of access. Users no longer have to click save or submit to
activate these filters; once the filter is selected, the table automatically updates
right in front of your eyes.

Advanced Filter

Within the Accounts Table, users have the ability to view Spend Control Profiles
by clicking expand (+) or collapse (-). The Spend Control Profile Tab allows the
Spend Control user to view, edit and add specific spend control functions within the same tab.

Modifications An exciting new feature includes the ability to assign a Return Date, which will

automatically reassign the account to its previous spend control profile at a
specified time. The Return Date can range from one day to three years.

The User List table allows program administrators to perform single and bulk
Organization item actions within the same table. By selecting the user’'s name from the User
Administration List, program administrators can view and edit existing user profiles including
group permissions and account settings.

The General Ledger Allocation Table has the same dynamic search capabilities

General Ledger >
and ease of use as the Account table. Program administrators can create

AIIocaan unique table conditions and filters for each Works instance. Users can make
Selection Tool general ledger modifications by either typing in information or selecting options
(Basic) from a drop-down list.
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This feature exists in the current Ul; however, the new Ul updates the look and
feel. No more clicking and drilling down through multiple screens/lists, now the
user can view and action all account tasks within the same account table.
Action items include:

e Creating accounts for new Works users e Awaiting acceptance - Individual
liability accounts only, waiting for

e Creating new account processes the cardholder to accept the card
T&Cs

e View authorization log
Account Table e Awaiting guarantee - Individual
Updates —used ° Reassign account profile liability accounts only, used to
to create and ' accept the credit amount asked for

. e Welcoming vendors - Used for by the cardholder. Program
modify accounts  opayapies programs to invite vendors administrator can accept at a
to use the secure email feature reduced credit limit amount or

reject the original ask.
e Activate accounts

e Awaiting assignment
e Close accounts

e Awaiting approval
e Mark account lost/stolen

e Pending request — Waiting for TSYS to
complete account setup

Bank of America Merrill Lynch ¢ Confidential April 2,2013 |3





A View into the New Ul

The Works platform provides a comprehensive card management tool for our Card clients, in which

they can manage, reconcile and approve card payments fast and efficiently. The new Ul will give
Works a new look and feel with a focus on simplified usability for all users. Below is a sampling of

the new features and functionality.

Main home screen - Default view
e New - Communications section

o Alerts section - Corporate Account nearing credit limit, Password Expiration, etc.

o My Announcements - Set by program administrator and stays on Home Screen until
expiration date
o Works Announcements - Visible to program administrator only; used to communicate
maintenance, new features, etc.

BankofAmerica % | works®

Merrill Lynch

Home Transactions

Purchase Requests

Accounts Reports

Administration

Welcome, Bob Administrator - Log Out

AT

B Action ltems

Action Acting As
Download
Accountant
Close Accountant
Close Accountant
Sweep Accountant
5 items

B Accounts Dashboard Account Portfolio

In Scope Corporate

Count Type Current Status
1 Report Ready
10 Purchase Reguest Open
1 Reimbursement Review
34 Transaction Review

26 Transaction

Show |1u vl per page

Outstanding

(<1 <] Page uf1D[>U

PCARD 2000
INDIVIDUAL PAY 7284
EPAVABLES 9460
INDIVIDUAL LIABILITY 7783
L W RECOURSE 8923

& items

Credit Current Available C‘r.e:li
D Limit Balance Credit Limit Used
1,000,000.... 162,217.95 837,782.05 16%
100,000.00 14,247.09 85,652.91 14%
1,000,000 751.94 999,243.068 0%
1,000,000.... 0.00 1,000,000.00 0%
1,000,000.... 0.00 1,000,000.00 0%

Show |10 VI per page 0<1<] Page: of 1 > =0

Friendly Business Co
Alerts
our password i going to expire teday. Change it now.
My Announcements
Reconcile by 6/15

Posted by your Program Administrator, Bob Administrator, on Juns
8 2012

Works Announcements
Welcoeme to the new generation of Works!

Thiz =ection will be used to communicate important information to
you az a Vorks Pilet participant. Pleaze check here for important
updates, notices and other information throughout this pilot peried.

Pleaze remember, this pilot site has limited functionality but does
interact directly with your current Works site. Any changes made
in the pilot site will affect your live accounts. For full
functicnality of the Works application, please visit:
hitps:fipayment?. works.com

The purpose of this pilot site for the new user interface is to solicit
feedback on the layout and usabilty of your card acceunt data.
“our feedback iz a vital part of our improvement process. Please
email us at dg.works ui pilst@bamlcom with your guestions,
comments or suggestions on this new interface.

We truly appreciate your time and participation as we continually
work te impreve thiz application!

User Guide Training Videoz Live Training Releaze Notes Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Services Bank of America Misa MasterCard PClStandards Council Payment Center Visa Information Management (VIM})

® 2012 Bank of America Corporation. All rights reserved

“our last log in was July 18, 2012, 6:4% PM CDT.

Bank of America Merrill Lynch ¢ Confidential

April 2,2013

|4





Main home screen - Corporate tab of Accounts Dashboard

e New - Accounts Dashboard
o Quick View of Accounts nearing credit limit
o Tabs for both Individual Accounts and Corporate Accounts

Bankof America %% Works®

Merrill Lynch

Home Transactions

Purchase Requests Accounts

Reports

Administration

Welcome, Bob Administrator - Log Out

T

Action Acting As Count
Download 1
Accountant 10
Cloze Accountant 1
Cloze Accountant 34
Sweep Accountant 26

5 items

Accounts Dashboard Account Portfolio

In Scope Corporate

Show |1D vl per page

Type Current Status
Report Ready
Purchaze Regquest QOpen
Reimbursement Review
Transaction Review
Tranzaction Outstanding
(<] <] Page: of 1 [ 5[

Credit
Account Nickname Account ID Limit

PCARD 500 1,000,000...
INDIVIDUAL PAY 7224 100,000.00
EPAYABLES 8450 1,000,000....
INDWVIDUAL LIABILTY 7783 1,000,000....
IL W RECOURSE 6923 1,000,000....
5 items Shnwlw 'l per page

User Guide Training Videos  Live Training

Other Programs and Services Bank of America Visa MasterCard

© 2012 Bank of America Corporation. All rights rezerved.

Bank of America Merrill Lynch ¢ Confidential

Releaze Notez  Works Tips

Current
Balance

. 18221785
14,347.08
751.94
0.00

0.00

Available
Credit

837,782.05
85,652.91
999,248.06
1,000,000.00
1,000,000.00

168%
14%
0%
0%
0%

Privacy & Security
PCI Standards Council

Payment Center

“four last log in was July 18, 2012, 5:4% PM CDT.

Friendly Buginess Co

Alerts
“four pazsword iz going to expire today. Change it now.
My Announcements

Reconcile by 815

Posted by your Program Adminiztrator, Bob Administrator, on June
8 2012,

Works Announcements
Welcome to the new generation of Works!

This section will be uzed to communicats important infermation to
you as a Works Pilot participant. Please check here for important
updates, notices and other informatien threughout thiz pilet peried.

Pleaze remember, thiz pilot site has limited functionality but does
interact directly with your current Works site. Any changes made
in the pilot site will affect your live accounts. For full
functienality of the Works application, pleaze visit:

https:/ipavmentZ works.com.

The purpoze of this pilet site for the new user interface is to solicit
feedback on the layout and usability of your card account data.
“four feedback iz a vital part of our improvement process. Please
email us at dg.works ui pilot@baml.com with your guestions,
comments or suggestions on thiz new interface.

We truly appreciate your time and participation az we centinually
work to improve this application!

Settings for Optimal Performance
Viza Information Management (I}

April 2,2013
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Updated Tables overview (Accounts list)

e Acting on multiple rows from a table — Bulk Actions
o Note that there is no more Table View vs. Split View. Both functions are combined
into one table.
o Below, multiple items of the table have been selected and the “bulk” action items
become selectable. Current bulk actions on the Accounts page include: Move,
Download, Request PIN (if using Cash), Activate, etc.

Welcome, Bob Administrator - Log Out

BankofAmerica %  \orks®

Merrill Lynch AT
Home Transactions Purchase Requests Accounts Reports Administration
Accounts = Account Pertfolio Friendly Business Co
= Account Portfolio Actions v
> In Scope Corporate Clear Filters Columns w
- Account Current Available  Available
Account Name D Accountholder Spend Control Profile Balance Spend Credit Account Nickname
r
r ACE RENTALS 8892 00.Cardholder, ePavables 041 Single REQ. Line ttem, To... 0.00 23,74424 1,000,000.00 12348999
v AMTECH LIGHTING SERV].. 1504 00.Cardholder, ePayables 01 Single REQ, Line ttem, To... 10.99 (10.99) 999,989.01 45008339
| BOB CARDHOLDER 5333 cardholder, bob $12.5k CL / S5k DF / S5k ST... 13,275.60 (8,275.60) (775.80) BOB CARDHOLDER
Ird BOB DECLINING BALANCE 3455 Declining Balance, Bob Declining Balance 3,093.47 .00 596,906.53 BOB DECLINING BALA. ..
I BOB TEST 8621 Test, Bob 550k CL / 50k DF / Standard... 4,137.63 .00 45,862.37 BOB TEST
v CURT VILLAREAL 3558 Villareal, Curt S10k CL /310K DF / 82k STL... 5,846.41 5,707.52 4,153.59 CURT VILLAREAL
- DUNCAN S YOUNG 7986 Young, Duncan $ S10k CL / 810k DF / 2k STL.... 7,777.89 2763.79 2,222.11 DUNCAN S YOUNG
- DUNCAN §YOUNG 3113 Young, Duncan S Suzpended Cards (Time Out) 857.79 (60.68) (B57.79) DUNCAN S YOUNG
¥ ELLEN WESSON 2088 We==on, Ellen $125kCL / S5k DF /$.5k ST.. 547565 3,949.50 702435 ELLEN WESSON
I GARY CONCORD 5120 Concord, Gary Declining Balance 288.00 0.00 898,712.00 GARY CONCORD
4 | i
5 Selected | 55 items Show |1U vI per page [I<] <] Page: of 6 [> >

Reassign Profile Request PIN Welcome Vendor

User Guide Training Videos Live Training Releaze Motes  Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Services Bank of America Viza MasterCard PClStandards Council Pavment Center Visa Information Management (Wil

© 2012 Bank of America Corporation. All rights reserved. “our last log in was Juby 18, 2012, 6:4% PM CDT.
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Example of bulk action with multiple options

The Download bulk action button is a pick list for multiple types of downloads. This action will
download all of the selected rows of the table in either PDF or Excel formats.

Welcome, Bob Administrator - Log Out

Bankof America %% Works®
Merrill Lynch A7
Home Transactions Purchase Requests Accounts Reports Administration

Accounts > Account Portfolio

Friendly Businezs Co

= Account Portfolio Actions v

g In Scope Corporate Clear Filters Columns w
- Current A A Al nt
Account Name A D A Spend Control Profile Balance Spend Credit Mickname
v
v ACE RENTALS 2802 00.Cardholder, ePavables 01 Single REQ, Line ftem, Tot... 0.00 23,74424 1,000,000.00 12348999
Ird AMTECH LIGHTING SERWI... 1504 00.Cardholder, ePavables 01 Single REQ. Line ttem, Tot... 10.99 (10.99) 595 585.01 45008839
v BOB CARDHOLDER 5333 cardholder, bob $12.5k CL / 85k DF /8.5k ST... 13,275.60 (8,275.60) (775.60) BOB CARDHOLDER
I BOB DECLINING BALANCE 3455 Declining Balance, Bob Declining Balance 3,093.47 0.00 §85,506.53 BOB DECLINING BA...
I BOB TEST 8621 Test, Bob 8§50k CL / S0k DF / Standard ... 413763 0.00 4586237 BOB TEST
v CURT VILLAREAL 3559 Villareal, Curt $10k CL /S10k DF /2K STI ... 5,845.41 5,707.52 4,153.55 CURT VILLAREAL
Ird DUNCAN 5 YOUNG 7986 Young, Duncan S 510k CL / 510k DF / 52k STL ... T777.89 2,766.79 222211 DUNCAN SYOUNG
|7 DUNCAMN S YOUNG 3113 “oung, Duncan S Suspended Cards (Time Qut 857.79 (60.68) (B857.79) DUNCAN SYOUNG
Ird ELLEMN WESSON 2068 We==on, Ellen $12.5k CL / §5kDF / 5.5k ST... 547565 3,949.50 T7,024.35 ELLEN WESSON
Ird GARY CONCORD 5120 Concord, Gary Declining Galance 288.00 0.00 599 712.00 GARY CONCORD
4 | 2l
S€ Selected | 55 tems show [10 =] per page <1< Page: of [> B
I Download POF
2] | pownload XS
o
U=zer Guide Training Videos Live Training Release Notes \Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Servicezs Bank of America WVisa MasterCard PClStandards Council Pavment Center Visa Infermation Management OV
@ 2012 Bank of America Corporation. All rights reserved. “our last log in was July 18, 2012, 6:4% PM CDT.
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New Single Action menu

In addition to bulk actions, there is a new Single Action menu that can be opened per table row. Use
this menu to access actions that can only be performed on one record at a time. For Accounts, this
menu contains actions such as View Auth Log, Close Account, Mark Account Lost/Stolen and other
options based on your configuration.

Welcome, Bob Administrator - Log Ouf

Bankof America % | works®

Merrill Lynch AT
Home Transactions Purchase Requests Accounts Reports Administration
Accounts = Account Portfolio Friendly Buzinezs Co
= Account Portfolio Actions v
E In Scope Corporate Clear Filters Columns w
- Current A, Av A nt
Account Name A nt ID A nthold Spend Control Profile Balance Spend Credit Nickname
v
I ACE RENTALSﬁ:\ 2292 00.Cardholder, ePayables 01 Single REQ Line ttem, Tot... 0.00 2374424 100000000 12348999
= View Aut\h-rilug 00.Cardholder, ePavables 01 Single REQ. Line tem, Tot... 10.99 (10.99) 999,989.01 45008839
1= % Welcome Vendar cardholder, bob $12.5k CL / S5k DF / $.5k ST... 13,275.60 (8,275.60) (775.60) BOB CARDHOLDER
I~ 12 Declining Balance, Bob Declining Balance 3,093.47 0.00 §95,906.53 BOB DECLINING BA...
3a | Request PIN
I~ Test, Bob 850k CL { 80k DF / Standard ... 413763 0.00 45,862.37 BOB TEST
Mark Account Lost/Stolen
= Willareal, Curt S10k CL {810k DF / 82k STL ... 5,845.41 5,707.52 4,153.58 CURT VILLAREAL
Cle=e Account
= Young, Duncan S $10k CL /$10k DF / 52k STL ... FI77.89 276379 222211 DUNCAN 5YOUNG
= DUNCAHN § YOUNG 3113 Young, Duncan S Suspended Cards (Time Out 857.7T9 (60.68) (B57.79) DUNCAN S YOUNG
I~ ELLEN WESSON 2068 Wesson, Ellen $12.5k CL / S5k DF / 5.5k ST... 547565 3,945.50 7,024.35 ELLEN WESSON
Ird GARY CONCORD 5120 Concord, Gary Declining Balance 288.00 0.00 999 712.00 GARY CONCORD
| | 2
55 Selected | 55 tems show [0 =] per page <1 <] Page: of 6 [> [

Reaz=zign Profile Request PIN Welcome Vendor

User Guide Training Videos Live Training Releaze Notez Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Services Bank of America Visa MasterCard PCIStandards Council Pavment Center Visa Information Management (WIMY

@ 2012 Bank of America Cerperation. All rights reserved. Your last log in was July 18, 2012, 6:4% PM CDT.
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Advanced Filter

e The Advanced Filter can be opened and closed using the “<<” action button at the top left of
the table. The Advanced Filter is used for macro filtering on the table and includes Account
Status, Activation Status, Corporate Account (if there is more than one) and Program Type (if
there is more than one Corporate Account).

e Selecting items from the Advanced Filter activates an immediate action on the table, with no
need to save or submit. Filters can be cleared individually or use the Restore Defaults button
to reset changes.

Welcoms, Bob Administrator - Log Out

Bankof America%” | \works®

Merrill Lynch AP

Home Transactions Purchase Requests Accounts Reports Administration

Accountz = Account Portfolio Friendly Business Co

= Account Portfolio Actions v
J £ {Bln Scope

Advanced Filter

Corporate Clear Filters Columns w

Current Availal
Spen

Amu;l Name A nt ID A Spend Control Profile Balance
r | [ | [ ] |
Active |8 | ACE RENTALS 2892 00.Cardholder. ePavablez 01 Single REQ Line tem Tot... 0.00 23,74
Activation Status - Al | [l AMTECH LIGHTING SERVI... 1504 00.Cardholder, ePavablez 01 Single REQ, Line ftem, Tot... 10.59 [l
Full Program Type 4l [l BOB CARDHOLDER 5333 cardholder, bob $12.5k CL / 35k DF / 8.5k ST... 13,275.60 (8,271
[# Corporate Account 8l Il BOB DECLIMING BALANCE 3455 Declining Balance, Bob Declining Balance 3,083.47
r BOB TEST 3621 Test, Bob S50k CL / S0k DF / Standard ... 4 137.63
r CURT VILLAREAL 3559 Villargal, Curt S10k CL/ 510k DF / 52k STL ... 5,245.41 570
| DUHCAN 5 YOUNG 7886 Young, Duncan S S10k CL/ 310k DF / 32k STL ... 7,777.88 276
I- DUNCAN S YOUNG 3113 Young, Duncan S Suspended Cards (Time CQut) 857.79 (5l
| ELLEN WESS0N 2088 Wessaon, Ellen $12.5k CL / S5k DF / 5.5k ST.. 5,475.65 3,54
[l GARY CONCORD 5120 Concord, Gary Declining Balance 288.00
|

| i

0 Selected | 55 ftems show [10 =] per page I Page: of6 [> ]

Bleygileizic] w HEQUESTHIN VEICOmE WENHOT:

-
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Column Filters

e |n addition to the Advanced Filter, there are new Column filters available for specific
columns of each table.
o Quick and easy way to filter down to the specific data you need.
o Most text column filters use “contains” logic, meaning that the filter will return any
row that contains what you begin typing into the filter.
o Filtering happens immediately upon keying, no need to click Enter or Submit.
e EXAMPLE: In the screenshot below, see how typing “am” in the Account Name filter returns
all records that contain “am” anywhere in that field.

Welcoms, Bob Administrator - Log Out

Bankof America %% Works’®

Merrill Lynch AT
Home Transactions Purchase Requests Accounts Reports Administration
Accounts > Account Portfolio Friendly Buziness Co

= Account Portfolio Actions v
g In Scope | Corporate Clear Filters Columns w

Aml.lr:l MName A (] A nthold Spend Control Profile Bc::ﬁ:;ie A;::::IB : Credit :i:lmar:e
r an | [ || [ || |
|} AMTECH LIGHTING SERVI... 1504 00.Cardhelder, ePavables 01 Single REQ, Line ttem, Tot... 10.8% (10.99) 59993501 45008839
Il SUSAN WILLIAMS 5703 Wiliams, Susan S25k/ 30 DF T50.00  1,5999,200.00 24 250.00 SUSAN WILLIAMS
- SUSANVWILLIAMS 2327 Wiliams, Susan Declining Balance 4,838.71 996,851.55 995,161.2% SUSAN WILLIAMS
4 | i
D Selected | 2 tems Show [10 =] per page 1< Page: of 1 (> 1

HEAEETUEIOTTES Bl gilesie] w HEQUESTH ] UWEICOTE A ETIH oY
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Customizing your tables

e Add/Remove Columns from tables
o Select the Columns link to open a list of all available columns in your current table.
o Check or uncheck the columns you want in the table and save.
o New columns are added to the right of existing columns.
o Selected columns are automatically saved as your default view.

. Welcome, Bob Administrator - Log Out
Bankof America %% Works®
Merrill Lynch AT
Home Transactions Purchase Requests Accounts Reports Administration

Accountz = Account Portfolio

Friendly Business Co

= Account Portfolio Actions ¥

g In Scope Corporate Clear Filters Columns w
“
v A t 10 =]
o N N Current  Available |7 55"
Account Name D Spend Control Profile Balance Spend ¥ | Account Nickname
r | | | | | | | ¥ | Accountholder
m ACE RENTALS 3852 00.Cardhelder, ePavablez 01 Single REQ, Line tem, Tot... 0.00 2274424 I | Accounting Code —
I AMTECH LIGHTING SERVI... 1504 00.Cardholder, ePayablez 01 Single REQ, Line tem, Tot... 10.99 (10.99) |- ctivated
iwate:
| BOB CARDHOLDER 5333 cardholder, bob 3125k CL /S5kDF /8.5kST... 13,275.60 (8,275.60)
[~ | Active Status
I BOB DECLINING BALANCE 3458 Declining Balance. Hob Declining Balance 3,093.47 .00
¥ | Available Credit
r BOB TEST 8621 Test, Bob 50k CL / SO0k DF / Standard ... 413763 0.00
r CURT VILLAREAL aseg Vilareal, Curt 810k CL / S10k DF / 82k STL ... 5,846.41 5 707.52| M | Avaiable Spend
r DUNCAN S YOUNG 7986 Young, Duncan S $10k CL / $10k DF / S2k STL ... 7,777.89 27879 [ | Close Date -
-
r DUNCAN 5 YOUNG 313 Young, Duncan 5 Suspended Cards Time Out) 857.79 (60.68) =
r ELLEN WESSON 065 Wesson, Ellen 5125k CL / 35k DF / 8.5k ST... 5475.65 3,949.50
I GARY CONCORD 5120 Concord, Gary Declining Balance 288.00 .00 999 712.00 GARY CONCORD
4] | 2l
0 Selected | 55 items show [10 =] per page << Page: of6 [> [>]
HEqUesLHIE IEICOTHER eI Oty
User Guide Training Videog Live Training Release Notes Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Services  Bank of America Viza MasterCard PCIStandards Council Pavment Center  Viza Information Management (WM
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Customizing your tables

e Rearrange Column order in tables
o Click and Drag column headers to rearrange columns to your preference.
o Order of columns is automatically saved as your default view.

Welcome, Bob Administrator - Log Out

BankofAmerica % | \works®

Merrill Lynch A
Home Transactions Purchase Requests Accounts Reports Administration
Accountz = Account Portfolio Friendly Business Co
&= Account Portfolio dy Actions v
-
> In Scope Corporate Spend Control Profile Clear Filters Columns w
Account Name A nt ID A nthold Spend Control Profile Bc::::‘e A;:::?:'E AET—:'&:'E .’?Su?:,“é
r | [ || ' [ | |
I PAT SUMARI 2084 Sumari, Pat 5100k CL / $100k DF ¢ Stand... 59,230.39 97 450.73 80,719.61 PAT SUMARI
r RHONDA DUNLOP 8788 Dunlep. Rhonda S100k CL / £100k DF / Stand... 2,803.058 98,359.12 §7,096.94 RHONDA DUNLOP
r OMNE TEST 3524 Test. one 5100k CL / S100k DF / Stand... 2482042 58,433.33 5757958 ONETEST
I CURT VILLAREAL 3559 Vilareal Curt S10k CL /S10k DF /52K STL ... 5,848.41 5,707.52 4153.5% CURTVILLAREAL
I KARI EASTMAN 8266 Eastman, Kari 10k CL /S10k DF / 82k STL ... 11,325.52 287287 (1,325.52) KARIEASTMAN
[l DUNCAN 5 YOUNG 7586 Young, Duncan S S10k CL / 310k DF / 52k STL ... V,077.88 2,788.79 222211 DUNCAN SYOUNG
Il SUE DIRECTOR 5143 Director, SUe $10k CL /S10k DF / 52k STL ... 0.00 10,000.00 10,000.00 SUe Director
I TYLER TECHNOLOGIES 675 00.Cardholder, ePavables 3125k CL/SSkDF /S 5k ST... 0.00 38,108.91 1250000 1511
I XENON R US 9488 00.Cardholder, ePayables $12.5k CL/SSk DF /S.5k ST... 0.00 5,000.00 12,500.00 388152
|_ ELLEN WESSON 2088 Wesson, Ellen S12.5k CL/ S5k DF / 5.5k ST... 547585 3,945.50 702435 ELLEN WESSON
4 | |
0 Selected | 55 tems Shuwm per page << Page: of 6 > [>]

Siepil Hrarl=: HEQUESTEIN VWEICOTEETIHOT
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Drill down for additional detail

e New expanded rows show second-level detail

o Click the “+” on each row to expand into more details.

o Information in expanded rows may group into multiple tabs.

o Data points in expanded row include supporting information from other tables, such
as User and Group details visible from the Accounts expanded row.

o Data points may be hyperlinks to link you directly to detail pages for supporting
information; for example, a Group Name can be linked to take you directly to more
details on that group.

o Email addresses are “mailto” hyperlinks, instantly launching your default email tool.

Welcome, Bob Administrator - Log Out

Bankof America %% works®

Merrill Lynch AP
Home Transactions Purchase Requests Accounts Reports Administration
Accountz = Account Portfolio Friendhy Buginess Co
= Account Portfolio Actions v
> In Scope Corporate Clear Filters Columns
- Current Available  Available Account
Account Name Account 1D A ithold Spend Control Profile Balance Spend Credit Nickname
r
r ACE RENTALS 8892 00.Cardholder, ePavables 01 Single REQ. Ling ftem, Tot... 0.00 23,744.24 1,000,000.00 12348999
Spend Control Profile
Account Nickname: 12348599 Accountholder: 00.Cardholder, ePavables
Account Name Line 22 GWS - FRIEMDLY BUSINESS CO Login Name: gwvsepaycard
Corporate Account: ERAYABLES Email Address: devnuliiwerks com
Employee I Group: sPayables
Address: 123 Oak Street Group Approver: Group Approver List

Austin, TX 73701 US4
(512) 5851212

Default Allocation Codes

GLO1: Cost Center GL02: Expense GLO3: Project GLO4: Prod GLO5: Vendor ID
l- AMTECH LIGHTING SERVI... 1504 00.Cardholder, ePavables 01 Single REQ, Line tem. Tot... 1099 (10.95) 959 589.01 45008839
| BOB CARDHOLDER 5333 cardholder, bob $12.5k CL / S5k DF / 5.5k ST... 13,275.60 (8,275.60) (775.60) BOB CARDHOLDER
|_ BOB DECLINING BALANCE 3455 Declining Balance, Bob Declining Balance 3,093.47 0.00 08 906.53 BOB DECLINING BA...
r BOB TEST 8621 Test Bob S50k CL / S0k DF / Standard ... 4,137.63 0.00 45,862.37 BOB TEST
r CURT VILLAREAL 3559 Villargal, Curt S10kCL/S10kDF / 32k STL ... 8484 5,707.52 4,152.5% CURT VILLAREAL
m DUNCAN S YOUNG 7986 Young, Duncan S $10k CL / 310k DF / 32k STL ... 7.777.89 2,768.79 222211 DUNCAN 5YOUNG
Il DUNCAMN S YOUNG 3113 “oung, Duncan S Suspended Cards (Time Qut) 857.79 (60.68) (B857.79) DUNCAN S%OUNG
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Drill down for additional detail (continued)

e Multiple expanded rows can be opened at once.
e Compare details across multiple rows of the table.

= Account Portft Actions v

> In Scope Corporate ‘ Clear Filters Columns w
- Current Available Available Account
Account Name A nt ID A nthold Spend Control Profile Balance Spend Credit Nickname
r | | || | | || I
| [l ACE RENTALS 83892 00.Cardholder, ePavables 01 Single REQ, Line ftem, Tot... 0.00 2374424 1,000,000.00 12343959

Spend Control Profile |

Account Nickname: 12343555 Accountholder: 00.Cardholder, ePavables
Account Hame Line 2:  GWS - FRIENDLY BUSINESS CO Login Name: gvsepaycard
Corporate Account: EPAYABLES Email Address: devnull@works com
Employee Dt Group: =Payables
Address: 1232 Oak Strest Group Approver: Group Approver List
Austing TXTET01 USA
(512) 5551212
Default Allocation Codes
GLO01: Cost Center GL0Z: Expense GLO03: Project GLO04: Prod GLO05: Vendor ID
I AMTECH LIGHTING SERVI... 1504 00 Cardholder, ePavables 01 Single REQ, Line tem, Tot.. 1089 (10.58) 999 889.01 45008839

Spend Control Profile

Account Nickname: 45008838 Accountholder: 00.Cardholder, ePavables
Account Name Line 2:  GWV'S - FRIENDLY BUSINESS CO Login Name: gvsepaycard
Corporate Account: EPAYAEBLES Email Address: devnull@works.com
Employee ID: Group: sPayables
Address: 122 Oak Strest Group Approver: Group Approver List
Austin, T 78701 USA
(512) 5551212
Default Allocation Codes
GLO1: Cost Center GLO2: Expense GLO3: Project GLO4: Prod GLO05: Vendor ID

Bank of America Merrill Lynch ¢ Confidential
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Drill down for additional detail (continued)

e Full details and edit capabilities can be accessed by:
o Clicking the Full Account Details link in the expanded
o Clicking the Account ID hyperlink from the table row.
Bankof America %%~

1]
Merrill Lynch Works

Home Transactions Purchase Requests Accounts Reports Administration

row header.

Welcome, Bob Administrator - Log Ouf

AT

Accounts > Account Portfolio

Friendly Businezs Co

= Account Portfolio Actions v

>» | InScope | Corporate Clear Filters =~ Columns w
- Current Available Available
Account Name Account ID Accountholder Spend Control Profile Balance Spend Credit Account Nickname
r I [ BH N
I [E ACERENTALS 3852 00.Cardholder, ePayvables 01 Single REQL Line ftem, To... 0.00 2374424 1,000,000.00 12348995

Spend Control Profile |

Account Nickname: 12343555 Accountholder: 00 .Cardholder, ePavables
Account Name Line 22 GWS - FREENDLY BUSINESS CO Login Name: gvsepaycard
Corporate Account:  EPAYABLES Email Address: devnuli@works.com
Employee ID: Group: ePayables
Address: 123 Oak Strest Group Approver: Group Approver List
Austing TXTET0 USA
(512) 8551212
Default Allocation Codes
GLM: Cost Center GLOZ: Expense GLO3: Project GLO4: Prod GLO5: Vendor 1D
4] |»]
I- AMTECH LIGHTING SERVI... 1504 00.Cardholder, ePayables 01 Single REQL Line ftem, To... 10.99 (10.99) 999,989.01 45008839
il BOB CARDHOLDER 5333 cardholder, bob §12.5k CL/S5kDF /S5kS. .. 13,275.60 (8,275.60) (775.60) BOB CARDHOLDER
[l BOB DECLINING BALANC... 2455 Declining Balance, Bob Declining Balance 3,083.47 .00 595,906.53 BOB DECLINING B...
il BOB TEST 8621 Test, Bob S50k CL / S0k DF / Standar. .. 4137 63 0.00 45,862 .37 BOB TEST
[l CURT VILLAREAL 3559 Villareal, Curt S10k CL /310K DF / 52k ST... 58a8.41 5,707.52 415358 CURT VILLAREAL
l- DUNCAN 5 YOUNG 7986 Young, Duncan S S$10k CL /S10k DF / $2k ST... 7,777.89 276879 222211 DUNCAN SYOUNG
l- DUNCAN 5 YOUNG 3113 Young, Duncan S Suspended Cards (Time Out) 857.79 (60.68) (B57.79) DUNCAN SYOUNG
— ELLEN WESSON 2068 Wessaon, Ellen $12.5k CL/SSkDF/S5KS. . 5 475.65 3,949.50 7,024.35 ELLEN WESSON
Bank of America Merrill Lynch ¢ Confidential April 2, 2013
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Full Details page shows all data and edit capabilities

e Multiple tabs for grouping similar data.
e Below is an example of the Spend Control Profile data for the selected account.

Welcoms, Bob Administrator - Log Out

BankofAmerica %% works®

Merrill Lynch
AT
Home Transactions Purchase Requests Accounts Reports Administration
Accounts = Account Pertfelic = Account Details Friendly Business Co
ACE RENTALS (8892) Actions v

Account Summary

Account Hickname: 1224258535 Available Credit: 1,000,000.00
Account |D: 2832 Current Balance: 0.00

Primary Accountholder: [0.Cardholder, ePavables

Spend Control Profile

Account | Accountholders

Current Profile: 01 Single REQ, Line ttem, Total Amt - fund debitz only w

[=] Spend Control

Credit Limit: 1,000,000.00 Discretionary Funds: 0.00
ATM Cash Limit: 0% of Credit Limit Restore Funds when Signed Off by: Accountholder

Restoration Timeframe: Immediate
Single Transaction Limit:  0.00

Will auto-adjust to approved requests amounts

Daily Transaction Limit: MNone
Limit # of Auths to:  No Limit

Annual Authorization Limit:  None

Fiscal Year Begins: January

[=] MCC Group Settings

Standard Groups

lMerchant Category Permissions Transaction Limit Trans Daily Limit Trans Cycle Limit
Cash Prohibit
Travel & Entertainment Permit
General Purchase Permit
Vehicle/Flest Permit
Unusual Permit

Transactions Sign Off Settings

Automatic Reconciliation Settings

Uzer Guide Training Videos Live Training Releaze Notez Works Tips  Privacy & Security  Settings for Optimal Performance
Other Programs and Services Bank of America Wisa MasterCard PClStandards Council Pavment Center Wisa Information Management (VI
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Full Details page shows all data and edit capabilities (continued)

e Below is an example of the account data for the selected account.
e Allows viewing and editing of account level details such as Account Nickname, Account
Address, Accounting Code, GL Defaults (if configured), Employee ID (if licensed), etc.

Welcoms, Bob Administrator - Log Out

Bankof America 2% works®

Merrill Lynch Az

Home Transactions Purchase Requests Accounts Reports Administration

Accounts > Account Portfolio = Account Details Friendly Busineszs Co

ACE RENTALS (8892) Actions v

Account Summary

Account Hickname: 12348533 Available Credit: 1,000,000.00
Account |D: 2352 Current Balance: 0.00

Primary Accountholder: 00.Cardholder, ePavakbles

Spend Control Profile Account ‘ Accountholders

Account Name: ACE RENTALS *Address Line 1: | 123 Oak Street

Account Name Line 2:  GVS - FRENDLY BUSINESS CO Address Line 2: |

*Account Hickname: | 12348999

“City: | Austin

Program Type: managed purchase * state: |Texas

Corporate Account: EP&YABLES

*Postal Code: | 78701

Accounting Code: |

*Country: | USA

Employee ID: |

Phone: | (512) 555-1212

L e L

T R

* Advice Template: | GVS: 0—-2 Column
Phone 2 |
Advice To | gary@baml.com
Format: |Emai|
Default Allocation Codes Clear All
GLMM: Cost Center GLOZ2: Expense GLO3: Project GLO4: Prod GLO5: Vendor ID

Save
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Full Details page shows all data and edit capabilities (continued)

e Below is an example of the Accountholders tab for the selected account.

e Allows viewing of Primary Accountholder details.

e Allows viewing and editing of Secondary Accountholders on the selected account.

e The Secondary Accountholders table is below the Summary section on this tab and includes
email addresses with “mailto” links for quick launch emails.

Actions v

ACE RENTALS (8892)

Account Summary

Account Nickname: 12342338 Available Credit: 1,000,000.00

Account ID: 3852 Current Balance: 0.00

Primary Accountholder: 00.Cardholder ePavables

Account | Accountholders

Spend Control Profile

Mame: 00.Cardholder ePavables Group: =Payables

Login Hame: gvsepaycard Group Approver: Group Approver List

Email Address: devouli@works.com

Secondary Accountholders

a
- Hame Email Group
No data available in table

0 Selected | 0 items Show per pags 1< < Page: of 0 > 21

renove
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Preparing for New Ul Access

Now that you’ve had a glimpse at what’s coming with the new Ul, you’ll want to begin preparing for
your future access and your end-user transition to the new system. To this end, we created a toolkit
of information and resources for you, the program administrator, to reference during your planning
efforts. Please take time to review these resources and also ask questions of team servicing and/or
your card account manager.

Online

Online Help - The new Ul brings forth a dynamic, page-based, searchable and indexed online help
feature. No more digging through lengthy PDF reference guides to find answers to your questions
on features or functionality of Works. You will be able to download a full copy of the online help
content to update any company specific user guides you may maintain outside of the Works
system.

Quick Reference Guides -Updated for both content and format, you will find valuable information
on key process flows and features of the new Ul in the library of Quick Reference Guides. Consider
using these guides in any internal communications you may formulate for end users as they
transition to the new Ul.

Reference cards - For both program administrators as well as end users, these cards provide a
quick snapshot of new workflows for commonly executed functions within Works.

Release notes - Following the completion of the new Ul development in March 2013, subsequent
releases will produce release notes for both the current and new Uls. Release notes will be
accessible from either interface. Additionally, the notes will be distributed through the current
program administrator email distribution process.

Home Page - The new Works Ul allows a program administrator to customize a message on the
Home screen. Any time the end user logs into Works they are delivered to the Home screen and will
view the announcement. The message can contain a hyperlink to a document or website. This is a
simple way to promote custom messaging about your end-user transition activities.

Training & Communications

Webinars - Current Works program administrators can sign up for various instructor-led webinar
training sessions from directly within the Works application. Program administrators will want to
attend a new webinar, Navigating the New Works User Interface (available now), as a first step in
preparing for new Ul access. Additional training courses will be launched.

Instructional Videos -A series of end-user instructional videos are under development. These
videos will be shared via Works once they are available (estimated May 2013 delivery).
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Frequently Asked Questions

General Questions

1. What is the Works platform?

The Works platform provides a comprehensive card management tool for Bank of America
Merrill Lynch U.S.- and Canada-based Commercial Card clients. Through this proprietary
toolset, our clients can better manage, reconcile and approve card payments faster and more
efficiently.

In order to continue to meet the needs of our clients, the Works platform was enhanced in
2011 with a number of key features, including receipts imaging, secure email and push
payments.

In 2012, we continued to improve the Works platform through initiatives that focused on
simplifying the usability of the system, enhancing ePayables reconciliation and automating
files, in addition to Chip & PIN capabilities.

In early 2013, we will continue with Works innovation via the completion of the long awaited
update to the user interface.

. What is the Works User Interface (Ul) Rewrite initiative?

The Ul rewrite project will give Works a new look and feel with a focus on simplified usability for
all client users including program administrators, accountants, and cardholders and managers.
The rewrite encompasses:

Enhanced usability for every user type
Streamlined workflows and presentation of data
Additional search and filter features

More efficient navigation

. What is the timing and rollout strategy for the new UI?
Technical development is now complete.

Access and client transitions to the new Ul will begin after the final technical release in early
2013. Client program administrators will be given advanced notice as to when they are
scheduled to begin using the new Ul. Program administrators will want to become familiar with
the new interface before granting their end users access.

. How will | benefit from the new Works Ul upon completion?

You will enjoy many new features of the new user interface, including:
1. Improved usability — cited as the No. 1 request in the Works survey
Fewer clicks to complete single functions
More intuitive navigation, including fewer pages, which will reduce training needs
Increased efficiency
Less time spent in Works

ok wn
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5. Will features available in the current Works Ul be available in the new UI?

Development will continue into 2013 to address a handful of features that will not be delivered
by the March release. Clients affected by these features will be held back from new Ul access
initially. If a client desires access to the new Ul prior to when all features are available,
workarounds are available.

Remember that the current Ul will still be accessible into 2014.
6. Will | be forced to transition to the new Ul on a specific date?

No. Following the completion of the Ul development in 2013, both the current and new Ul will
be available for some time. This will allow you the opportunity to experience the new interface
at a time that makes sense for your business and individual job function. Having access
through both interfaces will also aid with end-user training and general adoption of the new
toolset.

7. Will | have access to the current Ul after | transition to the new UI?

Yes. Eventually, the current Ul will be sunset and all users will need to transition to the new Ul.
Currently, we have not made the final plans to sunset the current Ul. For now, clients will have
access to both interfaces throughout 2013 and beyond.

8. What happens to the data when | transition to the new UI?

The master database does not change with the introduction of a new user interface, just the
way users access their source data. Any changes made to data in the new Ul will be reflected in
your master database.

9. Will the new Ul retain saved bookmarks, scheduled reports or mappers?

Yes. Works will retain all previously created reports, and these will be available in the Reports
section of the new Ul. Keep in mind that the database will not change, simply the way you
access the data.

10.Will I be able to set my column preferences?

Yes. Based on input from focus groups of current customers, we identified key columns to
include in the table areas as defaults (i.e., User tables, Card Account tables, etc.). We've also
designed the pages and selected columns in order to present columns we believe customers
need and to eliminate horizontal scrolling in order to view data. Works users can still reorganize
their column preferences individually, and program administrators can still create column
preferences for their users.
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Works ® Technical Help Desk

1 (888) 589-3473 Option 4

General Navigation Reference Hours of Operation

Monday - Friday
7:00 a.m.—9:00 p.m. Eastern Time

CommCardTHD@bankofamerica.com

Introduction

This card provides a mapping of the general functions a user can complete within Works®.

General Navigation

Note: Some Secondary navigation options are role based. Select the desired role from the Secondary
navigation, if applicable.

Global Navigation Secondary Function
Bar Navigation
Home View a dashboard summary of items needing attention segmented by

role. View alerts and announcements from Works and/or the program
administrator. View a summary of accounts within the user’s scope
within the Accounts Dashboard.

Expenses Transactions Review, manage, and sign off on transactions.

Expenses Expense Reports Create, review, manage, and sign off on expense reports.

Hint: To create an expense report, go to Create > Create Expense
Report.
Expenses Purchase Requests  Create, review, manage, and sign off on purchase requests.

Hint: To create a purchase request, go to Create > Create Purchase
Request.
Expenses Batches Lock, unlock, and manage batches.

Hints:

= To create a batch, go to Expenses > Transactions > Select
your role > Ready to Batch.

= Accountants can export batches from the Locked or Unlocked
tabs.

Works® Quick Reference Card 1
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Expenses Scheduled Actions View and edit scheduled events such as transaction sweeps and
transaction batches.

Hints:

= To view the contents of a scheduled action, select the desired
action Name and then View Affected List from the drop-down
menu.

= To schedule a batch or a sweep, go to Expenses > Scheduled
Actions > Actions. Then select the desired action from the
drop-down menu.

Accounts Account Portfolio Create, view, and manage accounts including:
= Requesting a PIN

= Replacing a card

= Marking a card lost/stolen

= Closing an account

Hint: To create an account, go to Accounts > Account Portfolio >
Create > Create Account Request.

Accounts Account Requests View and manage Account Requests in the following statuses as
denoted by the tabs:

= Pending contains account requests that are approved, yet
pending processing. Access is view only.

= Awaiting Approval contains account requests initiated
by employees for Individual Liability and account requests
submitted by Group Owners with a card requester role. These
requests can be completed and approved or rejected.

= Awaiting Assignment contains new account requests
needing either User or Spend Control Profile assignment or
new requests needing both User and Spend Control Profile
assignments. These requests can be assigned and completed.

= Awaiting Profiles contains account requests submitted from
within the previous Works site that are needing Spend Control
Profile assignment. These requests can be assigned and
completed.

= Awaiting Acceptance applies to Individual Liability programs
only. It contains requests that are pending employees’

acceptance of Terms and Conditions. Access is view only.

Works® Quick Reference Card 2





Accounts Account Requests = Awaiting Guarantee applies to Individual Liability programs
(continued) only. It contains account requests requiring company guarantee
of the individual’s credit limit. Access is for Global Administrators
only.

Hint: To create an account request, go to Accounts >Account
Requests > Create > Create Account Request.

Accounts Spend Control View, edit, and assign accounts to a spend control profile.

Profiles Hints:

= To edit the details and accounts assigned to a Spend Control
Profile, click the desired Spend Control Profile Name. A Spend
Control Profile Details screen displays.

= To create a Spend Control Profile, go to Accounts > Spend
Control Profiles > Create > Spend Control Profile.

Accounts Scheduled View, edit, and cancel Schedule Assignments.

Assignments Note: Scheduled Assignments are accounts that have been

temporarily placed into a different Spend Control Profile.

Reports Completed View and delete completed reports.

Hint: To add a new Output Type, click the desired Report Name >
Add Output Type. Then, select the Output Type. Click OK. The new
report output displays within Output Type(s).

Reports Create Create a new report using either basic or advanced reporting options.

Reports Scheduled View, edit, and remove scheduled reports.

Reports Template Library View personal and shared templates.

Accounting Default Allocations View, edit, remove, and create default allocation codes by group, user,
Customer Reference Indicator (CRI), or Merchant Category Code
(MCC).

Accounting Segment Values View, delete, and create Segment Values.

Hint: To create a Segment Value, go to Accounting > Segment
Values > Actions > Create Segment Value.

Accounting Combinations View, delete, and create Combinations.

Hint: To create a Combination, go to Accounting > Combinations >
Actions > Create Combination.
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Accounting Allocation Profiles &  View, edit, delete, and create Allocation Profiles.
Rules > Allocation

Hints:
Profiles

= To edit an Allocation Profile, click on the desired Allocation
Profile Name. The Allocation Profile Details screen displays with
editing capabilities.

= To create an Allocation Profile, go to Accounting > Allocation
Profiles & Rules > Allocation Profiles > Actions > Create
Allocation Profile.

Accounting Allocation Profiles &  View, edit, delete, and create Allocation Rules.
Rules > Allocation
Rules

Hints:

= To create an Allocation Rule, an Allocation Profile must first be
created. To learn how to create an Allocation Profile, refer to
Accounting > Allocation Profiles & Rules > Allocation Profiles.

= To edit an Allocation Rule, click the desired Rule Name. The
Allocation Rule Details screen displays and edits can be made.

= To create an Allocation Rule, go to Accounting > Allocation
Profiles & Rules > Allocation Rules > Actions > Create
Allocation Rule.

Accounting Accounting Settings = Set review and sign off limits for Accountants, Accountholders, and
> Review & Sign Off  Approvers for allocations, expenses, and sweeps.

Accounting Accounting Settings  Create Accounting Setups for Batch Exporting.
> Accounting Setup

Accounting Accounting Settings  View and edit Segment Setups.

> Segment Setup Hint: To view segment settings, click the desired GL Index and View /

Edit Segment Settings.
Administration Organization > Create, view, edit, and delete users including a user’s group
Users permissions and accounts.

Complete the following Administrative activities, as needed:
= Reset password
= Send welcome email
= Send Login Name reminder
= Deactivate a user
= Set email preferences

Hint: To create a user, go to Administration > Organization > Users
> Create > Create User.
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Global Navigation Secondary Function

Bar Navigation
Administration Organization > Create, view, edit, and delete groups including a group’s members
Groups and permissions.
Hint: To create a group, go to Administration > Organization >
Groups > Create > Create Group.
Administration Configuration > View and set global settings. Tabs within Global Settings include:

Global Settings = Password allows a user to set password min/max length and

expiration limits.

= Policies allow a user to set scoped administrators limits and
account requests.

= Email Content allows a user to send an email.

= Email Reminders allow a user to set reminder time frames for
transactions and purchase requests.
Administration Configuration > View and edit document settings in the following categories as
Document Settings  denoted by the tabs:

= Purchase Requests provides the ability to set approval limits,
purchase order (PO) number assignment, and select additional
payment types.

= Transactions and Reimbursements provides the ability to
apply transaction permissions and Barcode Indexes for those
using Receipt Imaging.

= Document Identifier provides the ability to set the alpha
identifiers seen before a document number.

Administration Configuration > Create a new company announcement to display on the Home page
for all users, and set an announcement expiration date, if applicable.
Company
Annoncements
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