
  
 
 
 

   
 

 
 
 

 
 

Works™ 4 – New User Interface 

Live Training Workshops for PA’s: 

http://training.works.com/support/training.html 

http://training.works.com/support/training.html
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Login website: 

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

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


  
 
 

           

 

 

Works™ 4 – New User Interface 

Works Help – click on the , in the upper right, on any page 




 

Training Guides Training Videos Live Training Release Notes 

~ BankofAmerica ~ 
Merrill Lynch 

The following guides are provided to assist you in learning how to perform various tasks within the Works application_ 

Training Manuals 

Administrator's Guide 

• Administrator's Guide (Entire Book) 

User's Guide 

• User's Guide (Entire Book) 

Quick Reference Guides 

Administrator 

• Administration Configuration 
• Allocation Profiles and Rules 
• Creating' Groups and Group Offic ial 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 Contro l Profiles 
• Managing Users 
• Receipt Imaging II 
• Works Online Account Request 

Accountant 

• Al location Profiles 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 Online 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 II 

• Works ePayables QRG 
• Works ePayables Terms and Definitions 
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Training Gujdes Training Videos 

Training Videos 

Live Training Release Notes 

~ BankofAmerica ~ 
Merrill Lynch 

The following videos are in Flash format, and include audio. Please set your speaker volume to a comfortable Dstening 
level. 

The videos follow the processes for standard implementation, workflow and data validation. Your implementation or 
requirements may differ from these videos. Contact your administrator with any questions. 

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

Training for All 

• Funding Accounts In Wor1<s 

• Navigating Works 
• Performing the Initial login 

• Creating Reports 

Training for Cardholders 

• Reconciling Transactions 
• Reconciling Transactions with General Ledger 
• Reconciling Transactions with Purchase Requests 

@ 2014 Bank of America Corporation. AI rights reserved. 
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