Works™ 4 – New User Interface
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Bank of America Live Training Workshops Class logistics and format

We welcome you to Bank of Ameriza Cilnt Edusation. Our Live Training Workshops (LTW) gives you

the opportunity o attend a web-based training with a ive nstructor at your convenience. Allclasses are deivered ia WIEbe, an casy

-o-use web conferencing software. You will
Works™ Workshops need to register for each class before

“The Works workshops allow you to obtain a complete comprehension of the Works applcation and sttending

Iearn how to utiz the avaiizble unctions.

Plesse plan to og into the workshop 10
“The folowing i a st ofthe available Works workshops: minutes prior o the start ime, n case you
+ Administrators: Nevioatng the New Works User Inerface: necd o nsel the Webfx sofware

* Gresting and Maintaining Accouns (formerty Creating Your Grd Proaram)
Crealina 2nd Mainteining Accounts (formery Creating Your Card 2 Classes are attended by muliple clents,

e —— which gives you the advantage of hearing
* General Ledger End to End how other companies implement their

+ Administrstors: Creating Users and Groups programs andlor overcome intemal

+ Adminisirstors: Understanding Ascountholder and Approver Worklows challenges.

+ Adminisirators/Accountans: Creating and Mansing Reports
+ Managing Purchsse Requests for Purchese and Travel Card Proarams
+ Managing Your ePayables Program

+ Resonciling Your ePaysbles Prooram

Register for a Workshop.
To registerfor @ workshop, complete the following

1. Click on the workshop tlle provided withn the topics below (fo example, go to Works
‘nd the Accountan)

2. Selest the desired DatefTime of the class you wish to affend.

Note: The defaultevent schedue is set st Esstern Stsndard Time (EST).

3 Cick Register

4. Complte the requested information (Le., Name, Email address, Company, efz.)

5. Click Submit.

6. Glick Done. A confirmation email s sent o the email adcfress you provided. The emal
includes detailed information about how tojoi the workshop.

Note: ifyou have any questions whie signing up for a training class, please contact Cllent Education
st worksirainina@works com,

2 Backiotop





Live Training Workshops for PA’s:
http://training.works.com/support/training.html
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Login website:

https://payment2.works.com/works/
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Alerts
1 corporate aceount has used a % of credit that resches or exceeds your organization's credit
limit st threshold. Please see the Accounts Dashboard below for details.

‘Your password is going to expie today. Change it now.

My Announcements

No announcements at this time.

Works Announcements

‘Welcome to the new Works!

“The new UI gives our comprehensive card management tool @ new look and feel with a ocus.
o simpliied usabiity fo all Works users. The improved user interface is meant o streamiine
‘your dsily workflow. Take time to explore the new navigation, quick reference guides, taining
videos, and page level online help.

Contact the Technical Help Desk, 1,835 589 3473, for questions and senvice issues regarding
both the current and new Works UL

s always, we appreciste your business and hope you enjoy the sireamiined Iook and feei to
the enhanced Works platform.




Works Help – click on the  [image: image3.bmp] , in the upper right, on any page
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Welcome to Works Online Help
@ Expenses
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b i Welcome to Works® Online Help

$ Administration
(21 Glossay Works is a web-based application that offers a complete set of features to enable your
organization to automate its existing process for purchasing goods and senices and
making payments with credit card accounts

Hide

Works Online Help supports the following:
Home | Expenses | Accounts | Reports | Accounting | Administration

About Works Home Page

‘The Home Page consists of several sections. Each section and function is described
below

Action tems display outstanding items that require
‘action or review. The Current Status column items are
links to the corresponding work screens. If you have
‘several difierent user roles, review the Acting As column
to verify which role you should be performing the required

action,
Accounts ‘The Accounts Dashboard lists In Scope (Individual),
Dashboard | Corporate, and Diversion accounts within your scope of

‘authorty that are nearing credit imits.

= Easily review the following information on an
‘account Credit Limit, Current Balance,

http://training.works.com/webhelp/ Glossary-htm Available Credit and % of Credif
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‘The following guides are provided o assist you n leaming how to perform various tasks within the Works appication.

Training Manuals
Administrator's Guide
+ Administrators Guide (Entire Book)

User's Guide
+ Users Guide (Entre Book)

Quick Reference Guides
Administrator

+ Administration Configuration
« Allocation Profies and Rules

+ Creating Groups and Group Offcial Roles

« Creating Users

+ Default Allocations and Combinations.

« Segment Values and Accounting Settings

+ Managing Account Requests

+ Managing Individual and Corporate Accounts
+ Managing Groups and Group Official Roles

+ Managing Spend Control Profiles

* Managing Users

* Receipt Imaging Il

+ Works Online Account Request

Accountant

« Allocation Profies and Rules
+ Default Allocations and Combinations.

- Segment Values and Accounting Settings

+ Managing Purchase Requests for Accountants
+ Managing Transactions for Accountants,

* Managing Users

User

+ Completing an Oniine Account Request
+ Creating And Managing Expense Reports

+ Creating And Managing Reports

* Managing Purchase Requests for Accountholders

+ Managing Purchase Requests for Purchase Requesters
+ Managing Transactions for Accountholders

* Receipt Imaging Il

* Works ePayables ORG

* Works ePayables Terms and Definitions.
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Training Videos.

“The following videos are in Flash format, and include sudio Plesse set your speaker volume to a comfortabie fstening
lovel.

The videos follow the processes for standard implementtion, worklow and data validation. Your implementation or
requirements may diferfrom these ideos. Contact your administrator with any questions.

Videos are separated into two sections: Training for All and Cardholders. Please waich the videos that apply to your role
within the Works application.

Training for All
+ Funding Accounts In Works
+ Navigating Works
+ Performing the Iniial Login
+ Creating Reports

Training for Cardholders
* Reconciling Transactions

+ Reconciling Transactions with General Ledger
+ Reconciling Transactions with Purchase Requests
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