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Support:
Who to call & when

Quick tips for seamless service
COMPANY LEVEL SUPPORT

TECHNICAL HELP DESK

Include the following information

Include the following information

Company Number

Company Number

 Company Name

 Company Name

 Last 4 digits

 Application (Works/Payment Center)

 Embossed Line 1

 User ID

 All requests must have PA signature in email body

 Details of the card / user / group / profile / report /
transaction in question

 Emails should be sent to:
dedicated_card_east@bankofamerica.com
 Expedited Card Delivery need to be called in or
emailed to the bank team by 12:00 pm ET

 Content or screen shot of any error message
 Contact Phone Number

See handout in your folder
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#9
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Release Notes, Alerts
& Announcements

5

6

#8
Enhancements
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Works enhancements
New and noteworthy
 Verification ID improvements
 The ID can be up to 15 alphanumeric characters making it more flexible for your organization

 PAs can access all verification IDs on the Account Detail screen
 All new reports are restricted to a three year date range
 To run reports beyond three years, create a new report
 This enhancement helps improve performance, stability and processing time across the platform

 Program Administrators now have the ability to provide a temporary password to users in real time.
Now when an Administrator resets the password for a user, the following occurs:
 During the reset process, an informational reminder displays to the Administrator; “Remind the user
that their password can also be reset using the ’Forgot your password’ functionality on the Login page.”
 The new password displays to the Administrator within the following confirmation message: “Password
has been reset for <Login Name> to <Temporary Password>”.
 The temporary password email that is currently sent to the user will continue to be sent.
 Program Administrators now have the option to require a receipt image prior to a transaction being
signed off and/or based on a designated amount.
 A global Document Setting has been added that allows transaction sign off only when a receipt is
attached and a purchase amount under a specific threshold has been set (Administration >
Configuration > Document Settings). If the option is not set, accountholders or approvers can sign off
on transactions.
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Simplify cardholder experience with custom PINs
As of May 2017
All new or replacement chip cards in the U.S. and Canada
Cardholders issued new or replacement cards in the
U.S. or Canada cards can select their own 4-digit PIN
Conveniently call the activation number and follow
voice prompts – new number 888.449.2273
Share verification ID with cardholders – it is
required to activate card and change PIN, along
with billing ZIP and phone number on file

Instructions are included in
the card mailer; activation
number printed on the sticker
and back of card
Cardholders no longer receive
PIN mailers

PINs can be viewed online
through Global Card Access
PINs can be reset anytime by
calling the number on the
back of the card
Until an existing cardholder
receives a reissued card, their
current PIN remains the same
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#7
Card Assistant
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www.bofaml.com/cardassistant

Read about BofAML product
enhancements and development
Watch recent,
topical
presentations

Client success
stories, thought
leadership and
solution overviews
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Quick tips for
optimization and fraud
prevention

Short, 3-5 minute
videos, highlighting
common questions on
card management tools

#6
Works Training
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#5
Paperless Statements:
Payment Center
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Eliminate
paper
statements

▪ Receive statements online before paper statements are mailed
— More time to review transactions and complete any necessary
expense reports; paper delivery can take 7-10 days
▪ Cardholders receive automatic email notifications when statements are
available online
— A paperless alternative to immediately notify recipients
▪ Access statements for up to 13 months, according to your schedule
— No need to contact the bank for previous statements

Download statements
online 24/7 – no more
hard copies to locate
Maintain your procedures
for record-keeping, tax
documents and more
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Online statements are saved as
PDFs – which you can access,
save, and print as needed
Share among
stakeholders without
creating paper copies

#4
Advanced Filters
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#3
Reports & Dashboard
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Best Practice:
Online Recon

Works® configurable workflow
Online Reconciliation

Fund card

Cardholder signoff

Manager
signoff

Accounting
signoff

Export

Accounting
process and
close

Export or
Report

Request funds
(add $ and/or adjust
STL)
No

Request
Approval

Funds on card

Discretionary funds
on card

Cardholder
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Purchase
goods and
services

Receive
transaction

Discretionary funds
restored

Accountant

Works

Manager

Code, Justify &
Add Receipts

Manager
review

Yes

#1
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Benefits of
Increasing spend

Cost Savings
Key Purchasing Card Benefits and Values
Cost Savings and Cycle Time Reduction Attributed to Purchasing Card Use

Cost
per
transaction

Traditional paper-based PO format

$89.99

Per Transaction

Plastic purchasing card

$20.14

Per Transaction

Savings of $69.85 Per Transaction
Cycle Time
per
transaction

Traditional paper-based PO format

9.9

Days

Plastic purchasing card

2.9

Days

Savings of 7.0 Days

____________________
Source: 2017 Purchasing Card Benchmark Survey, RPMG Research
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Program optimization
Program Analysis using Vendor History File
 Provide Vendor History file
 Bank to complete Analysis with most recent Vendor History File
 Review Analysis Results and identify opportunities to expand your card program
 Create and execute a Plan to grow card Program based on the Analysis



Target
simple/low risk
commodities
and services
for immediate
impact
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Courier Services
Electrical Supplies
Equipment Leasing
Fax Machines
Fax Supplies
Fleet Costs
Freight
Furniture
Guard Services
Hardware
Relocation Services
Industrial Supplies
Inventory
Janitorial Supplies
Legal Services



















Locksmith
Maintenance Contracts
Mailing Equipment
Medical Exams
Document Management
Nursing Services
Office Supplies
Overnight Mail
Pagers/Wireless
Parking
PC Leasing
Periodicals
Pest Control
Photocopying
Photographic Material
















Printing
Production Services
Promotional Items
Virtual Offices
Storerooms
Subscriptions
Temporary Services
(Clerical/Technical)
Trade Shows
Training
Truck Parts
Uniforms
Work Orders

Rebate
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Notice to Recipient
“Bank of America Merrill Lynch” is the marketing name for the global banking and global markets businesses of Bank of America Corporation. Lending, derivatives, and other commercial banking
activities are performed globally by banking affiliates of Bank of America Corporation, including Bank of America, N.A., Member FDIC. Securities, strategic advisory, and other investment banking
activities are performed globally by investment banking affiliates of Bank of America Corporation (“Investment Banking Affiliates”), including, in the United States, Merrill Lynch, Pierce, Fenner & Smith
Incorporated and Merrill Lynch Professional Clearing Corp., both of which are registered broker-dealers and Members of SIPC, and, in other jurisdictions, by locally registered entities. Merrill Lynch,
Pierce, Fenner & Smith Incorporated and Merrill Lynch Professional Clearing Corp. are registered as futures commission merchants with the CFTC and are members of the NFA. Investment products
offered by Investment Banking Affiliates: Are Not FDIC Insured • May Lose Value • Are Not Bank Guaranteed.
This document is intended for information purposes only and does not constitute a binding commitment to enter into any type of transaction or business relationship as a consequence of any
information contained herein.
These materials have been prepared by one or more subsidiaries of Bank of America Corporation solely for the client or potential client to whom such materials are directly addressed and delivered
(the “Company”) in connection with an actual or potential business relationship and may not be used or relied upon for any purpose other than as specifically contemplated by a written agreement
with us. We assume no obligation to update or otherwise revise these materials, which speak as of the date of this presentation (or another date, if so noted) and are subject to change without notice.
Under no circumstances may a copy of this presentation be shown, copied, transmitted or otherwise given to any person other than your authorized representatives. Products and services that may be
referenced in the accompanying materials may be provided through one or more affiliates of Bank of America, N.A.
We are required to obtain, verify and record certain information that identifies our clients, which information includes the name and address of the client and other information that will allow us to
identify the client in accordance with the USA Patriot Act (Title III of Pub. L. 107-56, as amended (signed into law October 26, 2001)) and such other laws, rules and regulations.
We do not provide legal, compliance, tax or accounting advice.
For more information, including terms and conditions that apply to the service(s), please contact your Bank of America Merrill Lynch representative.
Investment Banking Affiliates are not banks. The securities and financial instruments sold, offered or recommended by Investment Banking Affiliates, including without limitation money market mutual
funds, are not bank deposits, are not guaranteed by, and are not otherwise obligations of, any bank, thrift or other subsidiary of Bank of America Corporation (unless explicitly stated otherwise), and
are not insured by the Federal Deposit Insurance Corporation (“FDIC”) or any other governmental agency (unless explicitly stated otherwise).
This document is intended for information purposes only and does not constitute investment advice or a recommendation or an offer or solicitation, and is not the basis for any contract to purchase or
sell any security or other instrument, or for Investment Banking Affiliates or banking affiliates to enter into or arrange any type of transaction as a consequent of any information contained herein.
With respect to investments in money market mutual funds, you should carefully consider a fund’s investment objectives, risks, charges, and expenses before investing. Although money market mutual
funds seek to preserve the value of your investment at $1.00 per share, it is possible to lose money by investing in money market mutual funds. The value of investments and the income derived from
them may go down as well as up and you may not get back your original investment. The level of yield may be subject to fluctuation and is not guaranteed. Changes in rates of exchange between
currencies may cause the value of investments to decrease or increase.
We have adopted policies and guidelines designed to preserve the independence of our research analysts. These policies prohibit employees from offering research coverage, a favorable research
rating or a specific price target or offering to change a research rating or price target as consideration for or an inducement to obtain business or other compensation.

Copyright 2018 Bank of America Corporation. Bank of America N.A., Member FDIC, Equal Housing Lender.
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