
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 

(UI). 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:  

Enhanced usability for every user type  

Streamlined workflows and presentation of data  

Additional search and filter features  

More efficient navigation  

 
Without affecting any of your current data, Works will also offer new features and functionality in the new UI, in 

addition to the ones you currently use.  

A NEW LOOK FOR WORKS IN 201 3   

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.  

New UI Access – Approach 
Clients will be granted access to the new UI 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 UI. PAs are expected to plan and execute 

their end user transitions to the new UI. As the current and new UI 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 UI at that time —  even if extended time is needed.   

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

in mind:   

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 UI 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. 

 
 

 

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 UI 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 UI transition activities, please contact your Card Account Manager, 

team servicing or the technical help desk. 

 

 
 

Take time now to prepare yourself for future access to the new UI. Included with this bulletin is a New UI 

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. 

Flexible approach 

Preparation 

Simplicity 



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

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

representative. 

 Validate the initial New UI 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 UI; 

both the current UI and new UI 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 UI: 

 Review your company’s end user training/documentation. Following your initial access to the 

new UI, explore the various help guides, etc. to determine how to best update any customized 

materials you may have within your company. 

 Formulate a pre-UI access timeline for your end users, including training plans, videos,         

resources to review, etc. 

 Provide New UI 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 UI login instructions. 

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

administrator can begin to explore the new UI 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 UI and 

comfortable with its features and workflows. 
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Introduction 
We’re excited to share details of the new Works User Interface (UI) 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 UI is built with several key points in mind for our Works users, including:  


 Enhanced usability for every user type 


 Streamlined workflows and presentation of data 


 Additional search and filter features 


 More efficient navigation 


Beginning in May, current Works clients will be scheduled in ―waves‖ to start using the new UI. In 


the coming weeks, you will learn more regarding the timing of when your company will gain access 


to the new UI. 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 UI.   


We recommend that when your company gains access to the new 


UI, you limit initial system usage to just the program administrator 


team. This will give you time to adjust to the new interface and fine 


tune any end-user communications that may be necessary for a 


smooth transition to the new UI. 


It’s important to remember that there is no system or database 


conversion associated with the new UI launch. Any changes you 


make to data in the new UI will affect the data in the current UI.  


You will have access to both the current and new UI 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 UI, feel free to log in to the current UI 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 UI. Also, feel free to contact team 


servicing or your Bank of America Merrill Lynch card account manager with questions or for more 


information. 


 


 


Important reminder: You will be 


able to access both the current 


UI and new UI for some time.  


Any changes you make to data in 


the new UI will affect your data 


in the current UI. 







 


Bank of America Merrill Lynch • Confidential  April 2, 2013    |2 


New UI Features 
The list below provides a sampling of the features available with the new UI. A comprehensive list of 


features and their functionality may be found online within the Works application. Additionally, the 


new UI promotes an online help feature, which is searchable, indexable and page specific.   


Feature Description 


Enhanced Table 


Attributes 


In the new UI, 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. 


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 UI, Works 


automatically saves any changes as the default view going forward. 


Advanced Filter 


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.  


Spend Control 


Modifications  


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 


user to view, edit and add specific spend control functions within the same tab.     


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.  


Organization 


Administration  


The User List table allows program administrators to perform single and bulk 


item actions within the same table. By selecting the user’s name from the User 


List, program administrators can view and edit existing user profiles including 


group permissions and account settings. 


General Ledger 


Allocation 


Selection Tool 


(Basic) 


The General Ledger Allocation Table has the same dynamic search capabilities 


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


unique table conditions and filters for each Works instance. Users can make 


general ledger modifications by either typing in information or selecting options 


from a drop-down list.   
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Account Table 


Updates — used 


to create and 


modify accounts 


This feature exists in the current UI; however, the new UI 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: 


 Creating accounts for new Works users 


 Creating new account processes 


 View authorization log 


 Reassign account profile 


 Welcoming vendors – Used for 


ePayables programs to invite vendors 


to use the secure email feature 


 Activate accounts 


 Close accounts 


 Mark account lost/stolen 


 Pending request – Waiting for TSYS to 


complete account setup 


 Awaiting acceptance – Individual 


liability accounts only, waiting for 


the cardholder to accept the card 


T&Cs 


 Awaiting guarantee – Individual 


liability accounts only, used to 


accept the credit amount asked for 


by the cardholder. Program 


administrator can accept at a 


reduced credit limit amount or 


reject the original ask. 


 Awaiting assignment 


 Awaiting approval 
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A View into the New UI 
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 UI 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 


 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. 
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Main home screen – Corporate tab of Accounts Dashboard 


 New – Accounts Dashboard 


o Quick View of Accounts nearing credit limit 


o Tabs for both Individual Accounts and Corporate Accounts 
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Updated Tables overview (Accounts list) 


 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. 
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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. 
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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. 
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Advanced Filter 


 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). 


 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. 
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Column Filters 


 In 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. 


 EXAMPLE: In the screenshot below, see how typing ―am‖ in the Account Name filter returns 


all records that contain ―am‖ anywhere in that field. 
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Customizing your tables 


 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. 
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Customizing your tables 


 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. 
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Drill down for additional detail 


 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. 
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Drill down for additional detail (continued) 


 Multiple expanded rows can be opened at once. 


 Compare details across multiple rows of the table. 
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Drill down for additional detail (continued) 


 Full details and edit capabilities can be accessed by: 


o Clicking the Full Account Details link in the expanded row header. 


o Clicking the Account ID hyperlink from the table row. 
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Full Details page shows all data and edit capabilities 


 Multiple tabs for grouping similar data. 


 Below is an example of the Spend Control Profile data for the selected account. 
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Full Details page shows all data and edit capabilities (continued) 


 Below is an example of the account data for the selected account. 


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


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


 Allows viewing of Primary Accountholder details. 


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


 The Secondary Accountholders table is below the Summary section on this tab and includes 


email addresses with ―mailto‖ links for quick launch emails.  
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Preparing for New UI Access 
Now that you’ve had a glimpse at what’s coming with the new UI, 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 UI 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 UI 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 UI. 


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 UI development in March 2013, subsequent 


releases will produce release notes for both the current and new UIs. 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 UI 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 UI 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.  


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


The UI 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 


3. What is the timing and rollout strategy for the new UI? 


Technical development is now complete.  


Access and client transitions to the new UI 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 UI. Program administrators will want to become familiar with 


the new interface before granting their end users access. 


4. How will I benefit from the new Works UI 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 


2. Fewer clicks to complete single functions 


3. More intuitive navigation, including fewer pages, which will reduce training needs 


4. Increased efficiency 


5. Less time spent in Works 
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5. Will features available in the current Works UI 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 UI access 


initially. If a client desires access to the new UI prior to when all features are available, 


workarounds are available. 


Remember that the current UI will still be accessible into 2014. 


6. Will I be forced to transition to the new UI on a specific date? 


No. Following the completion of the UI development in 2013, both the current and new UI 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 I have access to the current UI after I transition to the new UI? 


Yes. Eventually, the current UI will be sunset and all users will need to transition to the new UI. 


Currently, we have not made the final plans to sunset the current UI. For now, clients will have 


access to both interfaces throughout 2013 and beyond. 


8. What happens to the data when I 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 UI will be reflected in 


your master database.   


9. Will the new UI 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 UI. 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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Technical Help Desk 


1 (888) 589-3473 Option 4


Hours of Operation 


Monday – Friday 


7:00 a.m.–9:00 p.m. Eastern Time


CommCardTHD@bankofamerica.com 


Works®


General Navigation Reference 


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 
Bar


Secondary 
Navigation


Function


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. 



http://cashpro@bankofamerica.com
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Global Navigation 
Bar


Secondary 
Navigation


Function


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.
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Global Navigation 
Bar


Secondary 
Navigation


Function


Accounts 
(continued)


Account Requests  ▪ Awaiting Guarantee applies to Individual Liability programs 
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 
Profiles


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


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 
Assignments


View, edit, and cancel Schedule 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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Global Navigation 
Bar


Secondary 
Navigation


Function


Accounting Allocation Profiles & 
Rules > Allocation 
Profiles


View, edit, delete, and create Allocation Profiles. 


Hints:


 ▪ 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 & 
Rules > Allocation 
Rules


View, edit, delete, and create 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 
> Review & Sign Off


Set review and sign off limits for Accountants, Accountholders, and 
Approvers for allocations, expenses, and sweeps. 


Accounting Accounting Settings 
> Accounting Setup


Create Accounting Setups for Batch Exporting. 


Accounting Accounting Settings 
> Segment Setup


View and edit Segment Setups.


Hint: To view segment settings, click the desired GL Index and View / 
Edit Segment Settings.


Administration Organization > 
Users


Create, view, edit, and delete users including a user’s group 
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 
Bar


Secondary 
Navigation


Function


Administration Organization > 
Groups


Create, view, edit, and delete groups including a group’s members 
and permissions. 


Hint: To create a group, go to Administration > Organization > 
Groups > Create > Create Group.


Administration Configuration > 
Global Settings


View and set global settings. Tabs within Global Settings include:


 ▪ 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 > 
Document Settings


View and edit document settings in the following categories as 
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 > 


Company 
Annoncements


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





