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@ Works Payment Manager - Microsoft Internet Explorer |Z||E||X|
4 Works Payment Manager create: | Feinbusenen Request /5] | B oqout

8 Tasks |

Action Required » Type » Acting As Current State »

Sign Off Transaction Cardhaolder Pending

Cardhalder

I

1 Reports

I Tools

Primary deoess ¥

Card Name + | Card ID + | Avail. Funds »+ | Credit Lim, » | Avail. Credit » | Trans, Lim., » | Emboss » Buffer » | Activation IC
LESA MEEKS 3 i 3 B $ i } i LESA MEEKS | USA-Trav: CL§100,000; STLY 4,599 | 0% 123456789

aDone ! 1 !é!'lntemet ‘

4 Applcation . = Lara 2] Train

This is the user home page where you can access your transactions.
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2 Works Payment Manager - Microsoft Internet Explorer

% Worles Payment Manager

Cardholder Review

B Tasks View: | Transactions Requiing Sign Off v| Filters ¥

Sign Off + | Date Posted » | Date Purchased » | Card Namie + | Document » VYendor » Purchase Amount » | Comp |Val|Auth » Alloc &
—_— 06/20/05 06/17/05 LESA MEEKS | ThMODOG4444 QFFICE DEPOT #1214 $26.49 vixl x 269-10005N
|| Reparts 06f20/05 06/17/05 LESA MEERS | THENOO064523| COMMUNICATION SUPP #14 |$138.00 v ixlx 269-10005H
06f20/05 06/17/05 LESA MEERS | THENOO064546 | AMERICAN ELECTRONIC SUPP |$21.75 v ixlx 269-10005H
“; 06f20/05 06/17/05 LESA MEERS | TENOOO64678| COMMUNICATION SUPP #14 | $285.00 v ixlx 269-10005H
Tools 06f20/05 06/17/05 LESA MEERS | THENOO064910| COMMUNICATION SUPP #14 |$230.00 vixlx 269-10005H
06f20/05 06/17/05 LESA MEEKS |THNOOO64941| COMMUNICATION SURPP #14 |$4,200.00 vixlx 269-10005H
06f20/05 06/17/05 LESA MEERS | THENOOOD6S003| COMMUNICATION SUPP #14 | $85.00 vixlx 269-10005H
062005 06/17/08 LESA MEEKS | THMOOO&3037 GOVCONNECTION, INC $380.00 vixlx 269-10005H
0gf21/08 06/20/05 LESA MEEKS [THMODOE5150| COMMUNICATION SUPP #14 | 268,50 v ixlx 269-10005H
Def21/09 06/20/05 LESA MEEKS |THMODOES169| COMMUNICATION SUPP #14 |$722.50 v ixlx 269-10005N
Def21/09 06/20/05 LESA MEEKS [TAMODOES179| COMMUNICATION SUPP #14 | $420.00 v ixlx 269-10005N
Def21f09 06/20/05 LESA MEEKS [THMOOOE5193 |LOGICAL CHOICE TECHNOLOGI| $1,815.60 vixlx 269-1000GN
06/21/05 08/20/05 LESA MEEKS |THMOOD&5207 | COMMUNICATION SUPP #14 [$32.00 v ixlx 269-1000GN
06/21/05 08/20/05 LESA MEEKS |THMODO&5211| COMMUNICATION SUPP #14 | $630.76 v ixlx 269-1000GH —
06/21/05 08/20/05 LESA MEEKS | TRNDODE5220| COMMUNICATION SUPP #14 |$1,260.00 v ixlx 269-1000GN
06/21/05 08/20/05 LESA MEEKS | TRENOODES271| COMMUNICATION SUPP #14 | $137.80 v ixlx 269-1000GN
06/21/05 08/20/05 LESA MEEKS | TRENOODES275| COMMUNICATION SUPP #14 | $358.00 v ixlx 269-1000GN
06/21/05 08/20/05 LESA MEEKS | TRENOODES281| COMMUNICATION SUPP #14 | $651.35 v ixlx 269-1000GN
06/22/05 08/21/05 LESA MEEKS | TRMODO&SZ97 AVALON PRINTER SOLU $578.80 vixlx 263-10006H ¥
¢ | »
Yiewing 1-253 of 25 items Show per page H# Page of LHH

Click any element listed above to access its detailed information.

Once you select the cardholder signoff on the under the Action Required, this page
will show you all of the transactions that have been charged to your p-card.

The Cardholder will select the transaction to set the account number, add comments
of which items were purchased and the reason for purchase. If your Propriety Re-
viewer and Coordinator are two different people, you will add your comments and do
not Sign Off on your transaction. If your Propriety Reviewer and Coordinator are the
same person, you will add your comments and Sign Off on your transaction. Once
Sign Off has been selected, the transaction will move to your manager for approval.

Message: | pint | atech | Bundle(Signoff\|
\ /

(EjDone é 0 Inkerne
| PR —— ‘ [ e [ [ 1 [ f . " w
15 start TEERE Wik, | W10, | Wi-150(s. | @ speton.. g wolksPay.. | 8 Lars 1% Training Ma... e 133 P
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2 Works Payment Manager - Microsoft Internet Explorer

8 Tasks

Cardhalder

il Reports

I Tools

This is
what the

General tab
looks like.

Message: |

% Worles Payment Manager

View: | Transactions Requing Sign Off

v/ Filters ¥

=%
Create: @ ‘ QLED_U'.‘

Sign Off + | Date Posted » | Date Purchased » | Card Namie + | Document » Yendor » Purchase Amount » Allocation » &ll_‘
07/04/05 07/01/05 LESA MEEKS | THMODO&3680 NEWEGG COMPUTERS $53.99 269-10006GH000000-14170
07/04/05 07/01/05 LESA MEERS |THENOOODGST76| GATEWAY BUSINESS DIRECT |$129.98 269-10006GH000000-14170
07/04/05 06/30/05 LESA MEEKS | ThMODO&E914 MUHDC CORP $76.65 269-10006GH000000-14170
07/04/05 07/01/05 LESA MEEKS | THMODO&E974 GOVCONNECTION, INC $158.00 269-10006GH000000-14170
07/08/05 07/05/05 LESA MEEKS | THENOO069047 |LOGICAL CHOICE TECHNOLOGE|$3,126.40 269-10006GH000000-14170
07/08/05 07/05/05 LESA MEEKS | TRMOD0£9134 THERMO IEC $1,502.18 269-10006GH000000-14170
07/07/05 07/05/05 LESA MEEKS | THMODO£9398 WENTURE MET COM $2,560.00 269-10006GH000000-14170
070708 07/07/0s LESA MEEKS | THMODO&2470 CINTAS #2538 §84.69 269-10006GH000000-14170
07f0gfos 07/og/os LESA MEEKS [THMODOE9596 | MTI CRUCIAL TECHNOLOGY |$106.81 269-10006H000000-14170
07/08f0g 07/07/05 LESA MEEKS | TRMODO&9633 NEWEGE COMPUTERS $31.98 269-10006H000000-14170
07/08f0g 07/07/05 LESA MEEKS | TRMODO&9632 NEWEGE COMPUTERS $40.98 269-10006H000000-14170
07/08f0g 07/06/05 LESA MEEKS | ThMODO&2915 HF PARTS SUPPORT $13.84 269-1000GH000000-14170
07/08/05 07/07/05 LESA MEEKS | THMOOD&%964 MEWEGG COMPUTERS $164.98 269-10003K000000-14170
07/11/05 07/08/05 LESA MEEKS | THMODO&9985 | AMERICAN ELECTRONIC SUPP | $816.72 269-10003K000000-14170
07/11/05 07/07/05 LESA MEEKS |TRNOOO70049| MOUSER ELECTRONIC DIST | $40.07 269-10003K000000-14170 -
07/11/05 07/08/05 LESA MEEKS | THMOOO70161 LST ED GOV ($182,98) 269-10003K000000-14170
07/11/05 07/07/05 LESA MEEKS | ThMOOO70221 IMPACT COMPUTERS $57.89 269-10003K000000-14170
07/11/05 07/08/05 LESA MEEKS |TRNOOO70292| POE PREQWHNED ELCTRONIC | $84.60 269-10003K000000-14170
07/11/05 07/07/05 LESA MEEKS |TRNOOOT0327| PAPER HANDLING SOLUTIONS |$39.78 269-10006H000000-14170 M
¢ | »
Yiewing 1-23 of 23 items Show per page N«Pageofl»”
TENOOD69652 07 /08/2005 Wendor: NEWEGG COMPUTERS Wendor ID: 323161790933
Card: LESA MEEKS Meeks, Lesa
General | Allocation ‘ Purchase Detail | Signoff History ‘ Yendor Detail ‘ Vendor Address ‘
Bank Transaction #: 24246515185557073002581 Comments: A
Purchase I1D: 0015414103 Mone o
When you select a transaction, the de-
CRI Reference: 00000000000000000 . ; . . . .
N tailed information will appear in this area.
Tax Status: | Sales Taxlnchided . oo
The Cardholder will make sure that this is
Taxable Total: l:l
. . «
a valid transaction and select the “Add
Sales Tax Total: (3000
” . .
Nt Te el Comment” button to list the items that
Uetatotd: [0 | were purchased and the reason for pur-
Merchant Address: CA, 90601 chase. L
shipping Address: G4, 30602133 ¥
’ Allocated: $40.98
Sa‘(I,D'Sp”tE | fdd Cormert | Purchased: 40,33 / 40,38 USD

pint | atech | aunde | snoif |

(EjDone BU .l l ON.

14 Start

é 0 Inkernet

| W Lara
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@ Works Payment Manager - Microsoft Internet Explorer

View:
46 FLEMING, KIM
47 Hayes, Greg
45| VWendinger, Marian E
449 Gilley, Sandra G
a0 Meeks, Lesa
71 Aking, Melissa
52 Medanzald, Ray

i 53 Maan, Amy E

- 54 FOWLER, APRIL
3 Lorusso, Sara €
36 Graen, Woodrow
37 Cousart, David
58 Gay, Darrell
59| @oldstein, Susan T
1] Arnald, Bobby
61 Seymour, Wade
¥ Hawes, Backy
63 Moncrief, Ellis
£4 Redd, Rozeanne

G0

Create: 1 Logout
Filters
KIM FLEMING MINTON-JONES ACPD $24.00
GREG HATES GENERAL BINDING COR $6.41
MARIAN E WENDINGER ROKIO NG $149.99
SANDRA G GILLEY [NGLES STORE #484 $30.70
LESA MEEKS NEWEGE COMPUTERS $157.98
MELISSA AKING QIAGEN INC, $319.70
RAY MCDONALD ANN SCOTT SUPPLY $727.00
AMY E MOON OFFICE DEPOT #1214 §8.96
APRIL FOWLER BIO RAD SADRL $134,92
SARA C LORUSED MELWOOD SPRINGS W01 OF 01| $15,.00
WOODROW GREEN LOWE'S #306 §41,95
DAVID COUSART LOWE'S #1958 $179.88
CARRELL GAY HAGEMEYER SITE FFE $28.00
LCGON T (5 BETETH MINTON-JOMNES ACPD $170,15
ADVANCE AUTO PARTS #6123 | $52.29
QUTDOOR SPECIALTY £150,00
Add Comment E EISON INDUSTRIAL SALES IN | $526.85
OFFICE MAK 00008037 $139.93
MATIONAL WELDERS #10 (47872

Comments:

General | Allocation

Bank Transaction #:
Purchase ID:
CRI Reference:

Reference:

Tax Status:

Taxable Total:

Sales Tax Total:
Adjust Taxable Total:

Use Tax Total:

Vendor Address:

TENODD34853 03/21/2005 Vend
Card: AMY E MOON Moan, Amy E

Purch

$0.00

Hanging File Folder Labels for
office use.{dmy Moon)

H#pPage| 1 [of THH

Shipping Address: g 306021535 .

Sawe || Dhide

Dispute

idd Comment

Cardholders need to type in item(s) pur-
chased and the reason for purchase. After
you have added the comment, be sure to
click the save button or the comments will
be lost.

Allocated: $2.9¢
Purchased: §8 96/ 8,96 USD

atach | Bunde Sign Ff

@ Diane

%] Training Ma

é 0 Inkernet
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2 Works Payment Manager - Microsoft Internet Explorer

fniflle)

Cardhalder

% Worles Payment Manager

Purchaser

ficoountant

y
' Administration

il Reports

It Tools

Cardholder Review

View: | Transactions Requing Sign Off v| Filters ¥

Sign Off » Reference » Date Posted » | Date Purchased » | Document » [ Primary Cardholder » Card Name » Personal » | Bui ™
24142095080007300604479 03/21/05 03/17/05 TaNO0034846 FLEMING, KIM KIM FLEMING
241103950770032414 36064 03/21/05 03/17/05 TaNO0034847 Hayes, Grag GREG HAYES
24472685079952370198074 03/21/05 03/15/05 TANOO034548|  Wendinger, Marian E MARIAN E WENDINGER
24435015077040001040593 03/21/05 03/18/05 TaNO00348449 Gilley, Sandra & SANDRA G GILLEY 1
24246515078957073808411 03/21/05 03/18/05 TaNO0034850 Meeks, Lesa LESA MEERS
24765015079000012835525 03/21/05 03/15/05 TaMO0034851 Aking, Melissa MELIGSA AKINS
24046245077090000394730 03/21/05 03/18/05 TaNO0034852 Medanald, Ray RAY MCDONALD
24445745077089197886728 03f21/08 031705 TaN00034853 Maaon, Arny € AMY E MODN
2438773507 7004068349416 03f21/08 031805 TaMO0034854 FOWLER, APRIL APRIL FOWLER
24137475079900012800907 03/21/05 031905 TaMO0034833 Lorusso, Sara C SARA C LORUSSO
24138295078327977012645 03/21/05 031805 TaMO0034836 Green, Woodraw WOODROW GREEN
24138290078327979932439 03/21/05 031805 TrMO0034837 Causart, David DAVID COUSART
24616145079923435710046 03/21/05 03/18/05 THM000348358 Gay, Darrell DARRELL GAY
24142095080007300604438 03/21/05 03/17/05 THM0003435%9 Goldstein, Susan T SUSAN T GOLCSTEIN
2432688507 7666000689809 03/21/05 03/17/05 THM00034360 Arnald, Bobby BOBBY ARNOLD
247315950775180827600749 03/21/05 03/17/05 THMO00348361 Seymour, Wade WADE SEYMOUR
24717055078120784616568 03/21/05 03/18/05 THMO0034862 Hawes, Becky BECKEY HAWES
24333005077188080303174 03/21/05 03/17/05 THM00034363 Mancrief, Ellis ELLIS MOWCRIEF
24073145077900019030166 0321405 03/18/05 TaNO0034864 Redd, Raseanne ROGEANME REDD M
¢ | »
Viewing 1-100 of 685 items Show pet page H# Page of THH
TENODD34853 03/21/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: AMY E MOON Moan, Amy E
General | Allocation | Purchase Detail | Signoff His
A
Bank Transaction #: 24445745 Comments: =
purchase ID: 280366613 Laura B Boswell 03/22/2005
Hanging File Falder Labels far affice use (Amy Moan)
CRI Reference:
Reference:
Tax Status: | Sales Tanlnclded v 4
Cardholder’s name, the current date, and com-
Taxable Total: l:l
ments will appear on the General tab. If you
Sales Tax Total: |$0.00
: are authorized to set the account number for
Adjust Taxable Total: |:|
weerow 0| these charges against the General Ledger, se-
S o lect Allocation
Shipping Address: 54, 206021535 [
> ’ Allocated: $8.9¢
Save | Divide | Dispute | Add Comrment | Purchased: 43,96 / 536 USD

Message: |

attach | Funde | Sign (Ff |

@ Diane

15 start

2 I .
©E | gt

é 0 Inkernet
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& Tasks View:‘ Transactions Requiing Sign Off v| Filters ¥
LHUSOLY I LI FULULISUDU S UD) UDj U o) UL U 1AL T IO 1ULREr, DIULE [V =L = TN 1Y

Cardhalder 24137473154900016700069 06/06/05 06/02/03 THN00059459 wiilliamns, Randy RANDY WILLIAMS ﬁ
24138295154327400222214 06/06/05 06/02/05 THNOO059460 Redd, Roseanns ROSEANNE REDD
urchaser 24270765154162000029176 06/06/05 06/03/03 THNOO0S9461 | GARBER, AMDREW M ANDREW M GARBER
24270765154128860392403 06/06/05 06/03/03 THNOO0T9462 Glass, Dr Sandra DR SANDRA GLASS
AT 24755425154131548094864 | D6/06/05 05/03/05 | TXNDOOS3463]  Bond, George GEORGE BOND
—— 24472685154489140433281 06/06/05 06/02/03 THNOO0S 9464 Strickland, Scott SCOTT STRICKLAND
.g Administration 24472685154489140433299 06/06/05 06/02/03 THNOO0T9465 Strickland, $cott SCOTT STRICKLAND
. 24692165154000489497998 06/06/05 06/03f05 THNOO0S 9466 Graham, Lula B LULA B GRAHAM —
I 24717095154691541794234 06/06/05 06/02/03 THNOO0S9467 Wilsan, Jeanna L JEAMNA L WILSOMN
1 Reports 24273399154300018612041 06/06/05 06/03/05 TXNODOS 9468 Kipreos, Edward T EDWARD T KIPREOS
24692165155000580855398 06/06/05 06/04/05 THNOO0S9469 Cornell, Lee LEE CORMELL
W Tools 24137475154900014700079 06/06/05 06/02/03 THNOO0S9470]  Johnson, Jares § JAMES & JOHNSON
24142095157015500852613 06/06/05 0§/03/05 THNO0059471 Fields, Linda LINDA FIELDS
24445005156153091843624 06/06/05 06/04/05 THNOO059472 Fortson, Marc MARC FORTSON
24399005156122070606044 06/06/05 06/04/03 THN0O059472 Lee, Barbara Ann BAREARA AMN LEE
24610435154004015162247 06/06/05 0§/03/05 THNO0059474 Hawkes, Michael MICHAEL HAWKES
244939851551 70263800054 06/06/05 06/03f05 THNOO059475 Stantan, Kay FAY STANTON
24717095154601540012650 06/06/05 06/02/03 THN00059478 Shaw, Don DON SHARW
24692165155000566374512  06/06/05 08/04/05 THNOO059477 Pearson, Terasa Teresa Pearson
24445745156153655532788 06/06/05 06/03/05 THNOO0059478 Hagerson, Linda LINDA HAGERSON
24692165154000463355327 06/06/05 06/03/03 THNDO059479 | Stephens, Marianne MARIANME ETEPHENS
24792625154200099400463 06/06/05 0§/03/05 THNO0059450 ‘Young, Sandra SANDRA YOUNG
24223695154520185198677 06/06/05 05/31/05 THNOO0059481 Mecay, Jarmes JAMES MCCAY v
AARTa AR BCANANT1annT T | AE/ng e e inaine TymAnNEaAST | BAINBEE | ABDY | AR BAI NEEE b
< | »
Wiewing 1-100 of 762 items Shuw per page W4 Page of SHH
TENDD059478 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: LINDA HAGERSON Hagersen, Linda
1 Ge;ral# Allacation | Purchase Detail | Signoff History | Vendor Detail | Vendor Address |
o o — 1liE Description + Category + | Note + | Amount » GL Combination + Department » Account # » Object Code »
ThlS 1S the OFFICE DEPOT #1214 - Purchase Unspecified $34.35 290-2526GF290000-T1430 290 2526GF290000 | 71490
Allocation
Screen.
If you need to change the account number or object code, select the
Add/Edit button.
Viewing 1-1 of 1 items Shuw per page N4 page of LK
: Allocated: $34.35
Add | Edit | Remave | Capy TN Data | Purchased: 34,35 { 54,35 LSD
Message: . pie | dtach | Bnde | amok |
.
@ Done 8 @ nemet
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A Works Payment Manager - Microsoft Internet Explorer

If you need
to charge
against
more than
one ac-
count
number,
add as
many lines
as you
need and
select Go.

View:

TXN0D059478 06
Card: LINDA HA

General [+ All

l¥| | OFFICE DEP

e [ Edt

Create: Gof | Logout

Filters

LHUSOLYI LI FULULISUDU S UD) UDj U o) UL U 1AL THIO 1ULREr, DIULE [V == Y 1Y
24137475154900016700069 06/06{05 06/0Z2/03 THN0O059459 williams, Randy RANDY WILLIAMS
24138295154327400222214 06/06/05 06/02/05 THNOO0S9460 Redd, Roseanns ROSEANNE REDD
24270765154162000029176 06/06/05 06/03/03 THNOO0S9461 | GARBER, AMOREW M ANDREW M GARBER
24270765154128860392403 06/06{05 06/03/03 THN0O0T9462 Glass, Or Sandra DR SANDRA GLASS
24735425154131548094864 06/06/05 06/03/05 THNOO0S9463 Bond, George GEQRGE BOWD
244726851544891404337281 06/06/05 06/02/03 THNOO05 9464 Strickland, Scatt SCOTT STRICKLAND
2447 .
2663 If you see either of
2471 i 1
- Add & Edit Allocations ] these codes next to
2469 8 .
2413 Add ling(s) Gi [ = nuald = Unauthorized Allocate by @AmountOParcentaga the account num-
T DestApt Amount ber, it needs to be
2429 unspecifed) ¥, [OFFICE DEPOT #1214 Purchass I % | corrected
2461 . :
2a0 | GoudSevice v gu:  [TH) | ZECRGFANO]TIA90 JFoGL fesmne)
2471
2469
2444
2469
2473 . .
=/ When charging against only one account number/

object code, type in that account number/object

code or select the GL Assistant. You must use

capitals if you are typing in the account number.

When you complete the account number/object

code, remember to select Save or the changes will fecont £ )|

be lost.

Total: $34.35 100%
save | Cancel
Wiewing 1-1 of 1 items Show per page Page | 1 [of L

Remove Copty TEN Data

Allocated: §34.35
Purchased: $34,35 f 34,33 USD

Print | Attach | Bunde Sign OFF

@ Dang

4 start

ELw v Lawra

Wana... | 4 Traiing Manual far ..

8 @ nemet

v 1157 PM

After you complete this screen, scroll over the the “Comp/Val/Auth” column and make sure
the Val column has a green check. If a red X appears, the account number entered is unauthor-
ized or invalid and must be corrected.

7/19/2005



A Works Payment Manager - Microsoft Internet Explorer,

view: | Transactions Requiring Sign Of v| Filters
LHUSOLYI LI FULULISUDU S UojUD) Ud o) UL U 1AL THIO 1ULREr, DIULE [V DRUE 1T U RER
24137473154 30001670006% 06/06/05 0§/02/03 THHO00T94539 williams, Randy RAMDY WILLIAMS
24138295154327400222214 06/08/05 0&/02/05 THNO00S9460 Redd, Roseanne ROSEANNE REDD
242707R5154162000029176 06/06/05 06/03/05 THNODOS9461 | GARBER, ANDREW M ANDREW M GARBER
2427078515412886059240% 06/06/05 0§/03/03 THMODO0T9462 Glass, Dr Sandra DR SANDRA GLASE
24755425154131548094864 06/08/05 08/03/05 THNO0OS9463 Bond, George GEORGE BOND
24472685154489140433281 06/06/05 06/02/05 THHO00S 9464 Strickland, Scott SCOTT STRICKLAND
2447
2459
2470 Add & Edit Allocations ¥
242
2469 M= tnsalid [1]= horized
2413 Add line(s) @ = Inusli = Unauthorize Allocate by @AmountOParcentaga
2414 -
Type Description A
2444 L g
3223 [unspeciled) ¥|0, [DFFICE DEPOT #1214 Puchass 4l El % il
2449 Goods/Service ¥ gL 230 [ZS26GF230000 (71490 |EeLesinart
2471]
sed | lunspecife) ¥, [oFFICE DEPOT | 5 % il
2444 5
e GoodsrService ¥ gL 220 [ZS26GR30000 71400 |EeL pesitart
2479
2427

TXN0D059478 06
Card: LINDA HA

General [+ All

l¥| | OFFICE DEP

Create: | Reimbusement Request ¥ |50 | 1 Looout

If you are splitting the charges by Amount, type in
the account number/object code and the amount
of money to charge to each account number. Re-
member to select the Save button or all changes
will be lost.

100%

ﬂl Cancel

ZEGF20000 | 71450

Add [ Edt

Wiewing 1-1 of 1 items Shuw per page Page | 1 [of L

Remove Copty TEN Data

Allocated: §34.35
Purchased: $34,35 f 34,33 USD

Print | Attach | Bunde Sign OFF

@ Dang

[ Training Manual for ..,

8 @ nemet
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A Works Payment Manager - Microsoft Internet Explorer,

TXN0D059478 06
Card: LINDA HA

General [+ All

l¥| | OFFICE DEP

Create: | Reimbusement Request ¥ |50 | 1 Looout

view: | Transactions Requiring Sign Of v| Filters
LHUSOLYI LI FULULISUDU S UD) UDj U o) UL U 1AL THIO 1ULREr, DIULE [V == Y 1Y
24137475154900016700069 06/06{05 06/0Z2/03 THN0O059459 williams, Randy RANDY WILLIAMS
24138295154327400222214 06/06/05 06/02/05 THNOO0S9460 Redd, Roseanns ROSEANNE REDD
24270765154162000029176 06/06/05 06/03/03 THNOO0S9461 | GARBER, AMOREW M ANDREW M GARBER
24270765154128860392403 06/06{05 06/03/03 THN0O0T9462 Glass, Or Sandra DR SANDRA GLASS
24735425154131548094864 06/06/05 06/03/05 THNOO0S9463 Bond, George GEQRGE BOWD
244726851544891404337281 06/06/05 06/02/03 THNOO05 9464 Strickland, Scatt SCOTT STRICKLAND
2447
2469
2470 Add & Edit Allocations ¥
= 2427
2469 M= tnsalid [1]= horized
2413 Add lina(s) @ = Invali = Unauthorize Allocate by OAmount@Parcentaga
2414 -
Type Description
2444 L g
;::3 (nspecified) ¥|0, [DFFICE DEPOT #1214 Puchass | IR i
2049 Goods/Service ¥ gL 230 [ZS26GF230000 (71490 |EeLesinart
2471
2489 [urspecifec] ¥ |0, [DFFICE DEPOT [ 12669% ¢ il
2444 5
e GoodsrService ¥ gL 220 [ZS26GR30000 71400 |EeL pesitart
2479
2422

If you are splitting the charges by Percentage, type
in the account number/object code and the per-
cent to charge to each account number. Remem-
ber to select the Save button or the changes will be
lost.

Total: 100% $34.39

ﬂl Cancel

ZEGF20000 | 71450

Add [ Edt

Wiewing 1-1 of 1 items Shuw per page Page | 1 [of L

Remove Copty TEN Data

Allocated: §34.35
Purchased: $34,35 f 34,33 USD

Print | Attach | Bunde Sign OFF

@ Dang

[ Training Manual for ..,

8 @ nemet
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A Works Payment Manager - Microsoft Internet Explorer | I

i Works Payment Manager treate: | Rembusenent Request v G0) | i Logout

Cardholder Review @ T:hle @ Split view @ Datail
\

| Tasks View: | Trangactions Requiing Sign Off ¥ Filtars ¥
W fer + Card Name + Personal + | Bundled In + | Batch Status + | Attached To + Vendor » Purchase &
'E Administration -
iid DAVID SEAWRIGHT Unlocked FOK APPLIAMCE PARTS $17.35
" LESA MEEKS Unlocked IMMM INC DBA NOWA BI $305.11
Organization TAOWEN HUANG Unlocked AMZ Amazon Payments $71.44
General Ledger Lynn [ JENMIFER LvMM CULBERTSON Unlocked AGILENT $2,242.00
! LARRY POTTER Unlocked WHELCHEL ALIGHMENT $150.00
Expense Management L8 MICHAEL & HUNTER. Unlocked OFFICE MA% 00005512 |$26.45
het CHRISTORHER BOYLE Unlocked THE HOME DEPCT 138 $6.38
B Card Program w DENNIS W STEWART Unlacked LUKE TRUE VALUE HARD'WA | $248.65
1l MICHELLE DOOLITTLE Unlocked HERCK SUPPLY TERAS 492,02
(8 program settings JIM $IMS Unlocked ARMSTRONG & DOBES | $296.60
. H LESLIE MASON Unlocked BEL-JEAW COPY PRT CTR £7.00
Er. adrew | MARK ANDREW CZARNOTA Unlocked LIND ELECTRONICS $141.30
ne DIANE HERMOSILLG Unlacked Arnersham Bioscences Corp | $399.00
B Cardz 0L SHARCHN L HANSON Unlocked OFFICE DEFOT #1214 {37312
=) n SHARGHN MILTON Unlocked PC/NAMETAG 01 OF 01 $180,39 v
Card Requests Pending [+ sumina s o s Rsne, PO —, azmtoconnam ena s CEmrYS =
8 ¢ | 4
Ready for Adivation Yiewing 1-100 of 8031 itemns Show per page HHPags of 1 HH
B Feady for Azsignment
TANDOO15886 01/14/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4443091044149
Supplier Directary Card: SHARON L HANSCN Hansan, Sharon L

1 Reports

GeneraIJ Allocation | Purchase Detail | Signoff History | Yendor Detail | Vendor Address |
Good and Services A

ty $3?;°1t:'0 — Purchase Detail tab—some vendors are

412,54 set up with the bank to submit detailed
BT information. Not all vendors have this.

= —~
goods /service price q
shipping §573,120.00 1
PAPER,LTR, 244, 0PAQUE,GOL NME 4. 27 2
PAPER,LTR, 244, 0PAQUE,PIN NME_| $6.27 g
PAPER LTR, 24 #,0PAQUE,BLU NME | §6.27 4 [425.08
PAPER,LTR, 24#,0PAQUE,YEL NMB | §6.27 3 (456,43 If your transaction has this informa-
PAPER LTR, 244, 0PAQUE,GRE NME | §6.27 7 [443.83
]
3
4
4
4
5
3

It Tools

. [13
PARER,24# LTR,0PAQLE,ORC NMB | §6.27 43135 tion, you would type “See purchase

PAPER,COPY,8.5%11,BOND NMB  |$22,99 {6897 details for list of items” when you add
5.5K11 SALMON S00-CT NMB | §5.36 t21.44 . .
ENVELDPE,ABRTS 3K12,250T WM | 4,71 418,84 your comments— you still need to list

ENVELOPE,ABRTS,9512,25CT NMB [ $4.71 $18.84 the reason for the purchase. 1
FOLDER HANGING LTR 1/3 C HMB |$3.91 $19.33

12115 1/2 CLASP ENVELOPE NMB | $6.19 $18.57 A

Allocated: $373.12
Purchased: $373.12 /373,12 USD

@ é 0 Inkernet

Application ... .| I lawa PRE
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A Works Payment Manager - Microsoft Internet Explorer

i Works Payment

Manager

ﬂ | ﬂ Cardholder Review

Create; | Reimbursement Request ¥ @ | @Logout

@ T:hle @ Split view @ Datail

=2

| Tasks View: | Trangactions Requiing Sign Off ¥ Filtars ¥
LHMM L FU IR ULk e WACL'-ACL HLLIMIYIEN | .}J.dU.UU
" - . I5 MICHAEL 5 HUNTER Unlocked CFFICE MAR 00005512 $26,45 L
& Administration CHRISTOPHER BOYLE Unlocked THE HOME DEPOT 138 | $6.38
o iy DEMMIS W STEWART Unlocked LUKE TRUE VALUE HARDWS | $248.65 =
Organization e MICHELLE DOOLITTLE Unlocked WEROW SUPPLY TEXAS 492,02 7
canaral Ledger JIM SIM3 Unlocked ARMETRONG & DOBES $296,60 M
H LESLIE MASON Unlocked BEL-JEAW COPY PRT CTR £7.00
Expense Management adrew | MARK ANDREW CZARNOTA Unlocked LIND ELECTRONICS $141.80
ne DIANE HERMOSILLO Unlocked Arnersham Bioscdences Corp  [$399.00
L SHARON L HANSON Unlocked OFFICE DEPOT #1714 $373.12
B)Cai Program n SHARON MILTON Unlocked PCMAMETAG 0L OF 01 $180,39
] Prograrm Seftings M WENDY M ROZIER, Unlocked OFFICE DEPOT #1214 $1,90
iz WERCONOIS BOLTON Unlocked Wil GRAIMGER 048 $31.92
[E| Profiles 3 STEVE ARWOLD Unlocked ELEMENTS ART SUPPLY, I $155.40
y L GECFFREY L GILLAND Unlocked CANON USA (GMD) $1,035.00
B o TRACY COKER Unlocked OFFICE DEPOT #1214 | 446,97
ica MONIGA TOWNSEND Unlocked PROGRESS GROWERS SUPPLY |$301.75
Ia Card Requests pending 2z RFUTS CHMTEI FWSKT Halack ad CFFTEFE REDAT 41714 fEE2 N =
{ [ Y
B Feady for Activation = -
Yiewing 1-100 of 8031 itemns Show per page HHPags of 1 HH
B Feady for Azsignment
TANDOO15892 01/14/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4443091044149
Supplier Directory Card: TRACY COKER Coker, Tracy

1 Reports

It Tools

X

General | Allocation | Purchase Detaill | Signoff History | Yendor Detail | Vendor Address |

Yendor:
MCC:

OFFICE DEPOT
3965

eteran:

Vietnam veteran:

Tax 1D: Disabled veteran:
Status code: Minority:
Employees: Vomen owned:

SBA registerad: Small disadvantaged:

The vendor detail tab will show you
some information about the vendors.

Allocated: 46,97
Purchased: $46,97 / 46,97 USD

é 0 Inkernet

PREN

il W Laura
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&)X

2 Works Payment Manager - Microsoft Internet Explorer |'_”E

i Works Payment Manager treate: | Rembusenent Request v G0) | i Logout

Cardholder Review @ T:hle @ Split view @ Datail
\

| Tasks View: | Trangactions Requiing Sign Off ¥ Filtars ¥
LHMM L FU IR ULk e WACL'-ACL HLLIMIYIEN | .}J.dU.UU
y e I5 MICHAEL § HUNTER. Unlocked OFFICE MAK 00005512 [§26.45 ©
& Administration CHRISTOPHER BOYLE Unlocked THE HOME DEPOT 138 | $6.38
o W DENNIS W STEWART Unlocked LUKE TRUE VALUE HARDWA | $248.65
Organization e MICHELLE DOOLITTLE Unlocked WEROW SUPPLY TEXAS 492,02 7
Ganeral Ledger JIM 5IM3 Unlocked ARMSTRONG & DOBBS $296.60
: LESLIE MASON Unlocked BEL-JEAN COPY PRTCTR [ $7.00
Expense Management ~drew | MARK ANDREW CZARNOTA Unlocked LIND ELECTRONIGS $141.80
ne DIANE HERMOSILLO Unlocked Arnersham Bioscdences Corp  [$399.00
L SHARON L HANSON Unlocked OFFICE DEPOT #1214 $373.12
) e B n SHARON MILTGN Unlocked PC/NAMETAG 0L OF 01 $180,29
] Prograrn Settings M WENDY M ROZIER, Unlocked OFFICE DEPOT #1214 $1.90
iig VERGNOLS BOLTON Unlocked Wiy GRAINGER 046 $31.92
Er. : STEVE ARNOLD Unlocked ELEMENTS ART SUPPLY, I |$155.40
yL GEQFFREY L GILLAND Unlocked CANON US4 (GMD) $1,035.00
B rands TRACY COKER. Unlocked OFFICE DEPOT #1214 446,97
ica MONICA TOWNSEND Unlocked PROGRESS GROWERS SUPPLY |$301.75
Ia Card Requests pending 2z RFUTS CHMTEI FWSKT Halack ad CFFTEFE REDAT 41714 fEE2 N =
= < I | B
Ready for Adivation Yiewing 1-100 of 8031 itemns Show per page HHPags of 1 HH
B Feady for Azsignment
TENOD015892 01/14/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Supplier Directory Card: TRACY COKER Coker, Tracy

| Reports General | Allacation | Purchase Detail | Signoff History | Vendor Detail | Vendor Address |

I OFFICE DEROT
1 Tools 200-9237-2600, GAZ0519

The vendor address tab will show you some
additional information about the vendor.

Allocated: 46,97
Purchased: $46,97 / 46,97 USD

@ Dane é 0 Inkernet

Application ... .| I lawa PRE
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@ Works Payment Manager - Microsoft Internet Explorer E”E“E
S Works Payment Manager oo [Fstvensens 959 | Bz

ﬂ ‘ ﬂ Reports: Personal Reports [ REEN EH

ﬁ Tasks Report Name ~ Description »
= s =g | My Mermno Statement 2, Review all of vour card transactions (regardless of status) for the curent or previous billing cycles.

Il Reports My Payable Allocation 4 Ravie sllocation details in transadions and reimbursements for documents owned by yau,
Iy Payable Allocation Detail Create an export file (non-printable) of transaction data for docurnents owned by vou,

My Payables by Barcode Index 2, Reviay my payables grouped by barcode,

My Purchase Requests
Spend Repotts A

I Tools

View @ Detail

B Persanal Reparts

2, Reviey trends for purchases tharged to your company account.

Click any element listed above to access its detailed information.

Select Reports, Personal Reports, Spend Reports to get reporting infor-
mation on your transactions.

@Done | -é-'lntemet

& Laura 1] Trainin, ..
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@ Works Payment Manager - Microsoft Internet Explorer |?||E||X|

S Works Payment Manager oo [Fstvensens 959 | Bz

ﬂ | ﬂ Reports: Personal Reports @ Table @ splitview @ Detail

ﬁ Tasks Report Name ~ Description »

My Memna Statement O, Review all of vour card transactions [regardless of status) for the current or pravious billing cycles.
Il Reports My Payable Allocation 4 Ravie sllocation details in transadions and reimbursements for documents owned by yau,

Iy Payable Allocation Detail Create an export file (non-printable) of transaction data for docurnents owned by vou,
B Persanal Reports My Payables by Barcode Index &, Review my payables grouped by bareode,

My Purchase Reguests L R auiew trands for purchases charged o your company account.

Spend Repotts

Review all of your card transactions (regardless of status) for the current or previous billing cycles,

Date: 06/01/2005 - 06/27/2005
Card: Please choose a card

Mote: Report dats is not instantaneously updated, Pleasze allow up ta 24 haurs for data changes ta be reflacted,

Select My Memo Statement

Select the date range, pick your card, and select either PDF or Excel
File and you will get a report about your card.

Reset Filers

"EEE Wi-15. | W15,  W1-15., | @ lars 04 Traiin... 3 Appic..,
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Group Cmer Memo Slatemient

(e T AN

D Range. 0BA2/2004 1o 06/01/2004

card helder

P,Robert Card Number: 8513  Group: Operations

card number group

reference ¥

postad date

fran

amount SoUree ameunt

PURCHASE:  §2,138.57 CASHADVANCE: 5000 CREDIT: ~ §0.00 TOTAL:  §214557
VP, Robert 8513 Operations ;,gMSdSMBSETMM 0415104 08104104 KINKSS 30.18 S618
VP, Robert B513 Operations 250305334 61272048 081614 0815/04 MIDWEST 3363.03 BES0EUR
43 ARLNES
VP, Robent 8513 Operations ggzesrnuw-lsms 0416104 0712004 AVIS RENT-A-CAR |3564.11 $554.11
VP, Robert 8513 Operations ?3!0!504341356?[ (416104 06107/04 \'MEURLDMDE 549370 15280 CAD
1
SERM
VP, Robent 8513 Operatins SgBEBZBEWBEMI (041704 071304 MICROSCFT 3756.46 18049 CAD
1
VP, Ellen  Card Number: *5205  Group: Purchasing
PURCHASE: 501636 CASHADVANCE: 3000 CREDIT:  §0.00 TOTAL  88016.36
VP, Ellen 5205 Purchasing E;nsnmmssma 041704 08112104 STAPLES 34.62 86291 MXN
VP, Ellen 5205 Purchasing 44155262331 542621 | 0817104 071704 WASTE 3806.05 276,89 My
1 MANAGEMENT
VP, Ellen 5205 Purchesing 6672647244641 156 | 04/18104 06i28/04 FEDERAL Jads.17 $e5TT
2 EXPRESS
OVERNIGHT
VP, Ellen 5205 Purchesing 25080115719636064 0816104 0622104 FEDERAL 3667.76 B77.05 MAN
14 EXPRESS
OVERNIGHT
P, Ellen 5208 Furchesing ;gzazusndnm 04/1604 0627104 MOTOROLA 5345 B8 136 M
VP, Ellen 5205 Purchasing ;gzsmmzsmn (4/1E104 0712704 HILTONHOTELS 354875 $546 75
VP, Ellen 5205 Purchesing B123314870368564| 08/16104 0724104 DOLLARRENT-A- (345274 22226 CAD
B3 CAR
VP, Ellen 5205 Purchasing 7670315800B084805 0415104 0813104 HERTZ CAR 338.63 LECLE]
3 RENTAL
VP, Ellen 5205 Purchesing E;sssmmsam (0415104 62304 AVIS RENT-A-CAR |381287 se1287
P, Ellen 5208 Furchesing g;ﬂss7azlssdmm 08/15104 07111104 LEXMARK 3198.48 106,48

This is as example of the information you can receive from
this report.

7/19/2005



A Works Payment Manager - Microsoft Intarnet Explorer
b Works Payment Manager

ﬂ ‘ ﬂ Horne

B Tasks

Create:

BB
ettt 91 | s

Action Required » Count + Type + Acting As » Current State »
) o . Close 4256 Tranzackion Accountant Review
€ Administration Sreep 1116 Transadion Accountant Qutstanding

Il Reports

It Tools

Personal Settings

Alerts & Notices

B Search

@‘ Transactions
B Reimbursemeanits
@‘ Requasts

& Expenze Folders

Reference

|_tardName | GardID, | Availfunds ) | Greditlm., | avail bredits | Trans.lm., | Emboss, | Profie, | Buffer, | ActivatonID,

17

Transaction

Cardholder

Pandin

‘ | ‘é|.lntemet

7/19/2005



A Works Payment Manager - Microsoft Internet Explorer

Create: Gof | Logout
Close 4256 Transaction Accountant Revigy
Sweep 1116 Transackion Accountant Qutstanding
Sign Off 957 Transaction Cardholder Pending

Transaction search criteria

Cardholder first name: l:l Status: -
Cardholder last name: l:l Vendor: l:l

Document number; Acting as:
Disputed: Ungpecified ¥
Cards Posting date in range: [any dates) @Dm] Click entries to view MCC restrictions

Search ||l Cancel

You can search for your own transactions with any of the search criteria
listed above . After you have listed what you want to search on, select the
Search button.

Wiewing 1-0 of 0 items Show per page Page| 1 |aof0

@Dune 8 @ nemet
—
1 s Start oW B Lara 1] Training Manual far . 4
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& Works Payment Manager - Microsoft Internet Explorer E”E”E
S Works Payment Manager teat: Fentuserent et ¥/ | BLsgout

ﬂ | ﬂ Transaction Search @ Table O spli

B Tasks Refine search

Sign Off » Bank Transaction # » Date Posted » | Date Purchased » | Document + | Primary Cardholder » | Card Name » | Personal » | Bundled In » | Batch Status » | Attached
L
' Administration 24445745156153655532788 | 06/06/05 06/03f05 THNOO059478 Hagerson, Linda LINDA HAGERSON

Il Reports
It Tools

Personal Settings
Alerts & Notices

B Search

@‘ Transactions
B Reimbursemeanits
@‘ Requasts

& Expenze Folders

Reference

< m |
Wiewing 1-1 of 1 items Show per page H#H Page of 1HH

Click any element listed above to access its detailed information,

W o Lawra %] Training
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A Works Payment Manager - Microsoft Internet Explorer ‘-_”E”E

S Works Payment Manager weate: FenvsenntRones v (50 | Btoqmt
ﬂ | ﬂ Transaction Search @ Table © spliey
B Tasks Refine search

Sign Off » Bank Transaction # » Date Posted » | Date Purchased » | Document + | Primary Cardholder » | Card Name » | Personal » | Bundled In » | Batch Status » | Attached
L
' Administration 24445745156153655532788 | 06/06/05 06/03/05 THNOO0059478 Hagerson, Linda LINDA HAGERSON

Il Reports
It Tools

Personal Settings
Alerts & Notices

B Search

@‘ Transactions
B Reimbursemeanits
@‘ Requasts

& Expenze Folders

Reference

Wiewing 1-1 of 1 items Show- pet page H#Page of 1HH

TENDD059478 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: LINDA HAGERSON Hagersen, Linda

I General | Allacation | Purchase Detail | Signoff History | Vendor Detail | Vendor Address |

Bank Transaction #: 24445745196153655532788  Comments:
Purchase ID: 291290523 Laura B Boswell  06/07/2005
CRI Reference: 00291250583 Stapler and staples for office use, Laura Boswell

Reference: Laura B Boswell  06/07/2005

Tax Status: | Sales Taxlnchded % signed Off: Allocation has been set,

Taxable Total: 12405

|

Sales Tax Total:

=] [=

Adjust Taxable Total:
Use Tax Total: (1111

Merchant Address: G#, 30319
Shipping Address: GA, 306021333

Allocated: $34.35
fud Comment Purchased: $34.35 f 34,35 USD

¥ v Lawra

You can select any of the tabs to see all of the details of this transaction.

20 7/19/2005



