
  

 

Fund Card Cardholder Signoff Manager Accounting Export 

Request Funds 
(add$ and/O< 
adjust STL) 

~~ 

Request 
Approval 

Funds p; Purchase 
,. on card Goods/Services 

Discretionary Discretionary 
Funds on Card Funds Restored 

"--! 
~ Receive f1 Code/Justify Transaction 

Signoff Signoff 

~!) 

+· Manager Fr 
!Review 

Accounting 
Process and Close 

0 Cardholder 

0 Manager 

0 Accountant 

0 Works 

1 Export 

Workflow Options in Works™
 

1
 

Presenter
Presentation Notes
Standard Payment Manager Workflow:Can use pre-approval capability in Works or from a PO system to dynamically fund cards as required.Cardholder notified of approved request via e-mail – can go make a purchase.Cardholder makes purchase.Transaction posts to Works and cardholder receives e-mail notifying of actions to perform.Cardholder reviews transaction and allocates as required.Transaction routed to manager for post purchase review based on rules.Transaction can be routed to accounting for review and approval.Accountant can close and export transactions at any time.Discretionary funds restored at specific triggers to not restore funds for cardholders/managers who have not signed off their transactions.Accountant sweep ensure month-end closures while leaving a transaction (locked from GL editing) in the appropriate approval queue.
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