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rks Payment Manager - Microsoft Internet Explorer
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Cardholder

Manager

Y
E Administration
I Reparts

I Tools

This area is
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Dashboard.
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S Works Payment Manager

ﬂ | ﬂ Cardholder Review

e =

- Tasks

': View: | Transachons Requiing Sign Off

FAJSE

| Filbers ¥

:léreate: |PurchaseHequest |@ ‘ @nggut

@ Table ) Split View

@ Detal

Cardholder rimary Cardholder } | Purchase Amount Vendor Comp|Val ||ﬁuH'| ' Allocation + ﬂ
 Cardholder, Mark  |$948.32 MEDICAL SHORT-TERM STAFFI AL i ,} 200-2002-7000100--
Cardholder, Mark  [§362.04 AMERICAN AIRLIMES v |_ 7000106-

| Reports Cardholder, Mark | $827.44 HERTZ RENT-A-CAR v v &%

w Cardholder, Mark  [$144.93 HERTZ CAR REWTAL LA 200-2002-7000106--

Tools Cardholder, Mark 469,09 PAGIFIG BELL v IV V| 200-2002-7000100-0000-

| Catdhalder, Matk §137.85 SIMPLERGRIMWELL vivl ¢ 200-2002-7000106--
Cardholder, Mark | $400.43 AVIS REMT-A-CAR xlxl x 200-2002--0000-
Cardholder, Mark  [§618.03 AVIS CAR RENTAL vivl v 200-2002-7000106--
 Cardholder, Mark {419,953 STAPLES vivl ¢ 200-2002-7000100--
Cardholder, Mark  [$763.53 AWIS REWT-A-CAR Vi 200-2002-7000106--
Cardholder, Mark  [$212.30 USPS OVERNIGHT INC vidl v )00-2002-?000100" -
Cardholder, Mark  [§328.46 MECICAL TEMPORARY SERVICE LA 200-2002-7000100-- |
Favdb aldan ma.l 4o L ARATHARR i J 1 Aan Annn Tannd N
i [ T

Viewing 1-13 of 13 itams Shaw 100 =| per page/ HHPage af 1HH

Click any element listed above to access ity detailed information.

Massage: |

|@ Dang

fittach | Bundle | Sign Off |

R T

To determine if the cardholder transactions are ready for manager
sign off, scroll over to the “Comp/Val/Auth” columns and make
sure there are all green check marks. If there are any marked with
ared “X”, check the allocation (account number/object code as-
signed) and that the Cardholder and Proxy Reconciler
(Coordinator or Propriety Reviewer) has signed off on that transac-
tion (Covered on page 7).
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‘\M Works Payment Manager treate: | Reimbursement Request v | 50| | B Logout

Accountant Re

B Tasks View: | Transactions Requiing Review ¥ | Filters ¥
W Sign DFf » Bank Transaction # » Date Posted » | Date Purchased » | Document + | Primary Cardholder » Card Name Personal + | Bundled In + | Attached To » ©*
05 S
® Administration CH (M) | 24692165153000400317003]  D/03/05 06/02/05 | THANDUDS9394 ] Ornellas, Kristy KRISTY ORNELLAS
e CH (M) [24717055154121545082162|  D6/03/05 06/02/03 TRNOODS9396 | Stewart, Dennis W DENNIS W STEWART
CH (M) [24498045153169129451458 | 06/03/05 06/02/03 TANOODS9397 Coker, Carrie CARRIE COKER
Granara e CH (M) [24270765153207799700015 | 06/03/05 06/02/03 TRNOO059398 | Willames, Nancy NANCY WILLIAMS
CH (M) [24717055153641537161147 | D6/03/05 06/02/03 TANOODS9399 Beall, Mike MIKE BEALL
Expense Management CH (M) [24270745152300970610542]  D&/03/05 06/01/05 TRNOODS9400 | Ornellas, Kristy Kristy Omellas
GH (M) | 244457451531513494575955 | D6/03/05 06/01/03 TANOODS9401 Moare, Jann JANN MOORE
B Card Program CH (M) [24210735153018673700047 | D&/03/05 06/02/03 TANOODS9402 | GARBER, ANDREW M ANDREW M GARBER
CHM |24610435153004103096779]  06/03/05 06/01/03 TRNOODS9403|  Brown, Suzanne SUZANNE BROWN =
@ Program Settings CH (M) [24137475153900016600013|  D6/03/05 06/01/03 TANOODSI404 Hirsch, Gwen GWEN HIRSCH
] CH (M) [24445005154151894197224 | D&/03/05 06/02/03 TRNOODS3405 Gay, Darrell DARRELL GAY
1 profes CH (M) [24142095154015300597367 | D6/03/05 06/01/03 TANOODS9406 | Davenport, Betty BETTY DAVENPORT
CH (M) [24717055153731538425169 | D6/03/05 06/02/03 TANOODS9407 Meeks, Lesa LESA MEEKS
B cards CH (M) [24761975153509152013758 | D6/03/05 06/01/05 TRNOODS9408 | COHEN, ALLAN § ALLAN § COHEN
= CH (M) [24254775153462059600137 | D&/03/05 06/01/03 TANOODS9403 | Brinkley, Daniel DANIEL BRINKLEY
Card Requests Pending || cH (M) [24332395153900400100185  08/03/05 06/01/05 TANOO0S 9410 Powell, Marie M MARIE M POWELL
) _ CH (M) [24697165153000377215727|  D6/03/05 06/02/03 TANOODS9411]  Hartman, Burr D BURR D HARTMAN
Ready far Activation CH (M) |24445745153151349322908 | 0&/03/05 08/01/05 TANOO0S 9412 Watson, Laura LAURA WATSON
B peade for A . GH (M) [24210735153018105700011 | D6/03/05 0/02/03 TANOODS9413|  Amold, Bobby BOBBY ARNOLD
Bacy Tor Azzignmen CH (M) | 24733095153160190292400 ] D/03/05 06/01/03 THNOODS9414|  Tang, Shunxue SHUNKUE TANG
Supplizr Directory (M) [24226385153360589243126 | 06/03/05 06/02/03 TRNOODS9415|  Dales, Dewayne DEWAYNE DALES
(M) [24625735153815118999392 |  06/03/05 06/02/03 TANOODS9416 | Cartes, Denise Denise Cartes v
il Reports | >
b Tools Viewing 4201-4236 of 4256 itermns Shaw HHpage of 431 H
TXND0059478 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: LINDA HAGERSON Hagersan, Linda
I General |* Allocation | Purchase Detail | Signoff History | Vendor Detail | Vendor w’_\
Description » Category + Note + A nt » GL Combination » hp{rlment 3 Account # » Object Code »
[]| OFFICE DEPOT #1214 - Purchase Unspecified s3f.o0 290-2526GF290000-71430 90 ) 2526GF290000 | 71430
[\GEVICE DEPOT Unspecified 495 290-2526GF290090-71400 0/ 2526GF290090 | 71400

Check the account number/object code to make sure that this
is how you want to charge the General Ledger.

Viewing 1-2 of 2 iterns Show of LK

Allocated: $34.35
Purchased: $34.35/ 34,35 USD

Edit | Remove | Cop%TKNData |
/

NS

Message: Print Attach Close
&] Dore 3 @ et

If you want the charges to be against only one account number, you can select the
Description that you want deleted and then select the Remove button. This
should be the only time you select the Remove button.
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B Tasks

L
= Administration

Qrganization

General Ladger

Expense Management

B Card Program

@ Program Settings

lEl Prafiles

=] Cards

=i Card Requests Pending
= Ready for Adivation

= Ready for Assignment

Supplier Directory

Il reports

I Tools

Wiewing 4201-4256 of 4256 items

Show

view=| Transactions Requiing Review v| Filters ¥
Sign Off » Bank Transaction # » Date Posted » | Date Purchased » | Document - | Prmary Cardholder » Card Name » Personal + | Bundled In + | Attached To » ™
CHIM) |24692165153000400317003 0&/03/03 08/ 02/03 THNODOT9294 ormellas, Kristy KRISTY ORMELLAS
CHM) | 24717055154121545052162 06/03/05 06/02/05 THNOO059396 | Stewart, Dennis W DEMMIS W STEWART
CHI(M) |24498045153169129451453 06/03/05 06/02/05 THNOOOS9397 Caker, Carrie CARRIE COKER
CHM) |24270765153207799700013 0&/03/03 08/ 02/03 THNODO39298 Williarns, Mancy MANCY WILLIAMS
CHM) | 24717055153641557161147 06/03/05 06/02/05 THENOOO59399 Beall, Mike MIKE BEALL
CHI(M) | 24270745152300970610542 06/03/05 06/01/05 THNOOOS9400 Ornellas, Kristy Eristy Ornellas
CHIM) |24445745153151349457553 0&/03/03 08701403 THNODO39401 Moare, Jann JANY MOORE
CHI(M) | 24210735153018673700047 0&/03/05 06/02/05 THHOOO59402 | GARBER, ANDREW M AMDREW M GARBER
CHM 24610435153004103096779 06/03/05 06/01/05 THNOOOS9403 Brawn, Suzanne SUZAMME BROWN
CH (M) 24137475153900016600013 0&/03/05 0&/01/05 THHO00S9404 Hirsch, Gwen GWEN HIRSCH
CHI(M) | 24445005154151594197224 0&/03/05 06/02/05 THENOOO59405 Gay, Darrell CARRELL GAY
CHI(M)  |24142095154015300597367 06/03/05 06/01/05 THNOOOS 9406 Davenport, Betty BETTY DAVEMPORT
CHM) | 2471705515373153842516% 0&/03/05 0&/02/05 TENOOOS59407 Maeks, Lesa LESA MEEKS
CHI(M) | 24761975153509152013758 0&/03/05 06/01/05 THNOOOS9408 COHEM, ALLAN & ALLAM § COHEN
CHI(M) | 24254775153462059600137 06/03/05 06/01/035 THNODOS9409 Brinklay, Danizl DAMIEL BRIMELEY
CHM) | 24332395153900400100185 0&/03/05 0&/01/05 TENOOOS59410 Pawell, Marie M MARIE M POWELL
CHI(M) | 24692165153000377215727 0&/03/05 06/02/05 THENOOOS59411 Hartrnan, Burr D BURR [ HARTMAN
CHM) |24445745153151349322908 06/03/05 06701405 THNODOS9412 ‘Watson, Laura LALRA WATSON
CHM) | 24210735153018105700011 0&/03/05 0&/02/05 THENOOOS59413 Arnold, Bobby BOBBY ARNOLD
CHI(M) | 24733095153160190292400 0&/03/05 06/01/05 THHOOOS59414 Tang, Shunxue SHUMHLE TANG
CHM)  |24226385153360559243126 06/03/05 06/02/05 THNODOS9415 Dales, Dewayne DEWAYNE DALES
24625735153815118999392 0&/03/05 0&/02/05 THENOOOS9416 Cartee, Denise

TENO0059478 06/06/2005 VYendor: OFFICE DEPOT #1214 VendorID: 4445091044149

Card: LINDA HAGERSON Hagerson, Linda

1 General |* Allocation

Purchase Detail | Signoff History | Yendor Detail | Yendor Address |

v Description » Category » Note » Amount » GL Combination » Department » Account # » Dbject Code »
OFFICE DEPOT #1214 - Purchase Unspecified $30,00 290-2526GF290000-71490 290 2526GF290000 71490
OFFICE DEPOT Unszpecified $4.35 290-2326GF290050-71400 290 2526GF290090 71400

Viewing 1-2 of 2 itemns

Show- per page

H# Ppage

of LHH

Add | Edit | Remave

Copy T#M Data

Allocated: $24,35
Purchased: $34.35/ 34.35 USD

Messaqe:| \ Pint attach Close |
\
@Done é 0 Internet

/7 start

GHC|

W Laura

ent Mana.., E.-] Training Manual for ...

F 416 PM

To make a change to the account number or object code, select the
Description(s) to be changed and select the Add/Edit button.
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A Works Payment Manager - Microsoft Internet Explorer,

Create:

View: Filters
CHIM)  |24892165153000400317003 |  06/03/05 06/02/03 THNOO059394 Ornellas, Kristy KRISTY ORNELLAS
CH(M) |24717095154121545082162 |  06/0%/0% 06/02/03 THNOO0S9396 | Stewart, Dennis W DENNIS W STEWART
CHM)  |24498045153169129451458 | 08/03/05 0§/02/05 THNOO059397 Coker, Carie CARRIE COKER
CHIM)  |24270765153207799700015 |  0&/03/05 06/02/03 THNOO059398 Williamsz, Hancy HANCY WILLIAMS
CH(M) 2471205515 26419271 6114 ne/nalng 0EN2INE TYNONNS9399 Bosll Wil MIKE BEALL
CH(M) |2427
CH(M) 2444
cHm) zezt) Add & Edit Allocations 0
CHM  [2461]
CH(M) |24t el e :
CH(M) 2444 Add line(s) @ m Inualid Unautharized Allocate by OAmount@Parcentaga
CH (M) | 2414 Type Description Parcent
CHIM) 2471
CH (M) 2476 [unspecified) ¥|0, [DFFICE DEPOT #1214 Puchass I il
CH(M) |2429 ,—‘ -
M) 2403 Goods/Service ¥ oL 230 [Z52RGF290000]71430 |FEleL Assiant )
CH (M) | 2469 ’—|
A 2444 [ungpeciied) ¥ |0, [DFFICE DEPOT [ reeedw & il
Gl ) GoodsfSarice v ot (260 |E520Gr 200801400 |FIaLpesetan
CH (M) 2479
CH(M)  |2427
CH (M) | 2462

TXN0D059478 06
Card: LINDA HA

General [+ All

l¥| | OFFICE DEP
¢/ | OFFICE DEP

Make any changes necessary and click

e [ Edt

. 2EAF290000
the Save button or any changes will be 2s6F 0090
lost.
Total™NL0% $34.35
Save || Cancel
Viewing 1-2 of 2 items Show per page Page | 1 [of L
Remove Copty TEN Data

71450
71400

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

Print | Attach | Close

@ Dang

Mana...

[ Training Manual for ..,

8 @ nemet

After you have finished this screen, go back to the “Comp/Val/Auth” column to
see that there are three green check marks .

7/19/2005



A Works Payment Manager - Microsoft Internet Explorer,

% Works Payment Manager
ﬂ | ﬂ tardholder Review
B Tasks View: ‘ Transactions Requiing Sign Off ¥ | Filters ¥
THHO0039477 Pearzon, Teresa Teresa Pearson SIGMA-ALDRICH $47.70 A
¥ ndministration TXNDODS9473| Stephens, Marianne | MARTANNE STERHENS HP DIRECT-PUBLICSECTOR |$507.00 T
THHMOO059480 ‘foung, Sandra SANDRA YOUNG IRON QFFICE SOLUTIO $68,55
Organization THNDDO0S9481 | Mocay, James JAMES MCCAY BE) LINEN $5.00
THHOO059482 BALDREE, LARRY LARRY BALDREE MIDSOUTH DISTRIBUTORS | $495.66
General Ledger THNOD059483|  Andros, Tammy TAMMY ANDROS UPS 1ZAT176FEE96838179  |$17.52
THMOOD39484 King, Joan JOAN KING HATIONAL STUDENT 01 OF 01 |$6.50
Expense Management THNO0059485 Stickney, John L JOHM L STICKNEY SIGMA-ALDRICH $62.18
THMOO059486 Arnold, Bobby BOBBY ARNOLD JC MASH TRUCK PARTS TN $143.90
B Card Program THMOOD39487 Hudsan, Mike MIKE HUDSON FLETCHER LIMESTOME $465.73 =
THHMOOD59488 Kent, Donna M DONNA M KENT HOBBY-LOBRY #0229 $70.00
@ Program Settings THMOO059489 Allen, Glenn GLENN ALLEN OFFICE MAY 00005512 ($139.97)
' TANDOOS9430|  Taylor, Teresa TERESA TAYLOR THE CHRONICLE CAREER N |$585.30
IE Profiles THHMOOD59451 Marill, Caralyn CAROLYN MORRILL UPS 122E937T0193021384  [$46.77
B THNOOD39432| Campbell, Jonathan JONATHAN CAMPRELL QFFICE DEPOT #2236 $2,281.12
Cards TANO0059483 | Mckenzie, Christapher 4| CHRISTOPHER A MCKENZIE ASHLEY AUTO PARTS, INC $13.10
B p— - THHOOD59454 Armas, Horma HORMA ARMAS USPS 1204440408 $37.00
ard Requests Pending B TriNnog59495 | Jacksen, Mia D MIA D JACKSON Thetmo Shandon $371.63
B Ready for Adivation THNO0059436 Autry, Nancy MANCY ALTRY OFFICE DEPOT #1214 $15.64
THHMOOD59487 Davis, Allison ALLISON DAVIS CRYSTAL TECH WER ($26.95)
B feasy for acsignment || _|THN00059498 ] Haris, Ruth RUTH HARRIS SANTA CRUZ BIOTECHNOLOGY |$482,50
THNO0059439 Gilley, Sandra & SANDRA G GILLEY CINTAS #2138 $221.55
Supplier Directary THHMOO059500 Akins, Melissa MELISEA AKINS QFFICE DEPOT #1214 $152,65
THMOOD59501 Stapp, Ttina TRINA ETAPP WAL-MART #1121 $63.00 ]
Repo ¢ 1 | ¥

of A

Wiewing 1-100 of 761 items Shuw per page W4 Page

TENDD059496 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044143
Card: MANCY AUTRY Autry, Nancy

General ‘ Allocation ‘l Purchase Detail H Signoff History | Vendor Detail | Vendor Address |

tardholder: none

Manager: none

The Signoff History tab will show you who signed off on the
"™ transaction. Managers need to verify that the correct people
are signing off on the transactions.

Accountant:

Click Sign Off when you are ready to approve the transaction.

Allocated: §15.64
hased: $15.64/ 15.64 USD

e

8 @ nemet

a Dang

7 7/19/2005
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i Works Payment Manager 216 | B ogaut

ﬂ| ﬂ Reports: Spand Reports § Tkl O

Description »

E Tasks [ Report Name »
U—: Approved Spend g Review approved purchase requests,

'E Administration Company Billing Staternent |\ Review the billing staternent for your cormpany.
R | Company GL Marna Statement O\ Review merno staternent with additional inforrmation on ql stuff,
L Reports Forced Capture O\ Review card transactions that have suspicious auth codes that need to be validly authed b:
| Group Owner Mermo Staternent| Ok R eview all card transactions (regardless of status) in your scope for the current of previous
|| MCC Audit O\ Review card transactions for vendors that triggered a cardholder's card profile MOC setting

Payable Allacation 4 Review allocation details in transactions and reimbursements,
|| Payable Allocation Detail Create an expott file (non-printable) of transaction data, /

Qurchase Reguest Histary % Revien purchase requests for a spedified date range, /
SN By MCC Summary O Revien total expenditure within each MCC,

Spendwur O\ Review transadions coded to the spend rmonitar for a specfied date range/

G Review tatackin informationrtansactions.

Dashboard
& Company Reparts \

Spend Reparts
Card Reports

Organization Reports

Extended Transaction
Details

Parsonal Reports

it Tools

Click any element listed above to access its detailed information.

Managers can get several reports on any person in their
group by selecting Reports, then Company Reports on
the dashboard.

‘@ javastript:doTask! jwomfaction/tasks. loadSpendReports) |_|_ ré_ i Intemet 4

This is a list of the different reports that a Manager can produce for an individual
cardholder in their group or their entire group as a whole.

8 7/19/2005



AL A Al AL y & W o= By -6 X
00 NAGLw@OR&E-ULHS W
S Works Payment Manager Rl i w WLl . [Puchascfeqest ]| | B Logout

ﬂ| E Reports: Spend Reports @ Table O Split View @ Detail

E Tasks [ Report Name - Description »
U—': Approved Spend O Review approved purchase requests,

IE ﬂdn‘lil‘ Company Billing Staﬂ%ment me the billing statement far your cormpany.
I | Compeny GL Memo\_}latementmiew memo staternent vith additional infarmation on gl stuff,
I Reports Forced Capture q Re\\iew card transactions that have suspidous auth codes that need to be validly authed bel
|| Group Owner Memo Statement| X Reui all card transactions (reqardless of status) in your scope for the current or previous
- |MCC Audit Q Reuieb\card transactions for vendors that triggered a cardholder's card profile MCC setting

Payable Allocation g Reuiew\iﬂocation details in transactions and reimbursements,
| Payable Allocation Detall Create an edpott file (non-printable) of transadion data,

Purchase Request History O\ Reyien pur\‘uase requests for a spedfied date range,
Spend By MCC Summary & Review total\xpenditure within each MCC,

Spend Manitor O, Review transakions coded to the spend monitar for a spefied date range,
Tax Audit Q Rewi R i

Dashboard

[ Company Reports

Spend Reparts

Card Reports

Crganization Reports

Extendad Tranzaction
Details

Persanal Reports | Revizw the billing statement for your company,

Date Type: |Pasted Date vl
. Date Range: | surent vl

sonone- e Click to see sample.
Group: All graups in scape

1 Tools

Employee: [1[Enpluee ) g employees in scope

' Rosetilrs_|

|_|_|B_ 0 Intemet 4

Managers have the ability to see several reports for their group. Select Report, Com-
pany Reports, Spend Reports, Company Billing Statement to see your billing state-
ment for your entire group or for an individual in your group. You can look at or
print this by selecting PDF or Excel File.

9 7/19/2005
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g Tasks

y
' Administration

i Reports

i Works Payment Manager

Reports: Spend Reports

t I MR LN uureaue; IPurchaseHequest M @ | E}Liqo_ut

® Table Q) SplitView @ Detail

Report Mame +

Description »

I Approved Spend

O Revien appraved purchase raquests,

Company Billing Statement

2\ Raview the billing statarment for your company.

Company GL Merno Statement

4 Review merno statement vith addiional information an ql stuff

Farced Capture

O\ Review card transations that have suspicious auth codes that need to be validly authed ba

| roup Owner Mema Statement

2 Revien all card transactions (reqardless of status) in yaur scope far the current of pravious

[ Dashbolre

[ MCC Audit

2\ Review card transactions for vendors that triggered a cardholder's card profile MCC setting ¢

0 Dashboard Surnmary

Payable Allacation

O\ Review allocation details in transactions and reimbursements,

Payable Allocation Detail

Create an expart file (non-printable) of transadion data,

B Card Adivity

Purchase Request History

[ Review purchase requests for a specified date range,

B Spend - Vendar

Spend By MCC Summary

Q Review total expenditure within each MG,

Spend Manitar

2\ Review transadions coded to the spend manitor for a specified date range,

B Spend - Produdt
Catagary

B Spend - Deparment

Tay Audit

Ar

acking infarmatian for tran

B Single THN Lirnit Audit
[ Company Repors
Spand Repotts

Card Repotts
Organization Reports

Extended Transaction

Details

Persanal Reports

f Tools

| ResetFlters

Review 2l card transactions (regardless of status) in your scope for the current or previous billing cycles,

Date Type; |Pasted Date =
Date Range: |surent hd

103 | ay2/2004 - 5172004
Group: [ElSrue | graups in scope

Employee: [ElEnplayes | 4 emplayess in scope

Dol “PF | el

T B

;'h:-ﬂx

Select: Reports, Company Reports, Spend Reports, Group Owner Memo Statement—
the filter for the Date, Group, Employees can be selected and you can get a report of
card transactions no matter where they are in the system.

Select PDF or Excel File to print the report.

10
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Graip Crimer Maira Slatement

— NN R

Dk Range: ORAIZ2004 bn 0RI01/2004

card holdar card number group

P,Robert Card Number: "8513  Group: Operations

referance #

posted date

franaaction date Irangaction

deseription

amount

soUFce ameunt

PURCHASE: 218857 CASHADVANCE:  $0.00 CREDIT:  §0.00 TOTAL:  §214557
VP, Robert B513 Operations ds,«;mdsmssmu 415104 D804 KINKOS 38.18 5614
VP, Robert B513 Operations 2503053248 1272848 | 0416104 DBMS04 MIDWEST $363.03 35650 EUR
43 AIRLINES
VP, Robart B513 Operations g%zssranssﬂstsrs 0416104 07204 AVIS RENT-A-CAR  (3564.11 556,11
VP, Robert B513 Operatians 203101504341 38871 | 081 B DarTIae WORLOWIDE 349379 15240 CAD
21 TEMPORARY
SERVI
VP, Rebert B513 Operatians 32555235??33%1 (E] o104 MICROSOFT 75646 169.48 CAD
1
VP, Ellen  Card Number: *5205 ~Group: Purchasing
PURCHASE:  38.016.36 CASHADVANCE:  30.00 CREDIT:  §0.00 TOTAL: 5801638
VP, Ellen 5205 Burchesing Egnsasra?znssmd 41T D820 STAPLES §4.62 BE2.41 MAN
VP, Ellen 5305 Burchasing 4415526243154 2621 | 041 T4 o WASTE §406.05 276,80 MXN
1 MANAGEMENT
VP, Ellen 5308 Burcheging BABTIBAT2AA641 186 | D410 DBI2804 FEDERAL 84571 §645.77
62 EXPRESS
OVERNIGHT
VP, Ellen 5208 Purchasing 25080115719636064 | 041614 0822104 FEDERAL 3667.76 B77.05 MAN
14 EXPRESS
BAERNIGHT
VP, Ellen 5205 Burchesing ;Ezszusndnm (] D208 MOTGROLA 8305 68 34496 NN
YR, Ellen 5305 Burchasing ﬁmsmmw 04716104 om0 HILTON HOTELS  |3546.75 554675
VP, Ellen 505 Burchesing g;zsms?nsa&sm 416104 o244 E%MRRENH- 345270 220,36 CAD
VP, Ellen 5205 Burchasing TO70315808B084805 | 0415104 DB HERTZ CAR 3463 536,63
3 RENTAL
VP, Elien 5205 Burchesing Esaswm&am (41504 D204 AVIS RENT-A-CAR 381287 561287
VP, Ellen 5205 Purchasing g;ammmm 041504 or11/04 LEXMARK H9448 510,48

This is as example of the information you can re-

ceive from this report.

7/19/2005
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12

S Works Payment Manager i BLCr s ¥ L e 5 | S
Lﬁ‘“ﬂ Reports: Personal Reports ® Table Q) cpl

ﬁ Tasks Report Name ~
i > |y Merna Statement |O) Rayiaw al of your card transpetions (regardless of status) for the current or previous hilling cycles,
'E Administration My Purchase Requests

Description

X Raviaw trands far purchass, Jarqed ta our campany secount.

i Reports

[ Dashboard

0 Dashboard Surnmary

B Card Adivity
B Spend - Vendar

B Spend - Produdt
Catagary

B Spend - Deparment

et st eardess o s ot uen o s il

B Single THN Limit Audit I&ﬁ\"iﬁwp\i“f e
[ Company Repors i
Date Type: Psted Date »

Spend Reports Dabe Range: | curent i
Card Repotts

Organization Reports

Extended Transaction
Details

[ Personal Reports

Spend Reponts

Reset Fikers |

ot | | e |
&]0one I_I_E]' Tntemet. A
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[ L AR

My Merma Staetrenl D Range: QBY02/2004 bo (2/01/2004

card holder card number group reference i |.'|r:-E-l".'rJ dale Irangaciion date irans amauni Bolree ameunt

ardholder, Marko  Card Number: *6723  Group: Operations

PLRCHASE:  §1,880.06 CASHADVANCE: 3000 CREOIT:  S0.00 TOTAL  §1,880.06

Cardnolder, Marko (6723 Uperationg TEAT: 10427560260 |04/17H DB17I04 hleetings Inc. §620.00 5620.00

11

Cardneider, Marko (6723 Uperations }FST:N&&MHEE? (72010 ORI Hame Depet §.13282 113282
Cardhclder, Merko | 6723 Operafians Igsmn&ammrss (4720104 DBLati0g Oiffice Max §54.56 554,56
Cardnolder, Merko | 6723 Operafians ;EST:W&&?&ME? (V2304 DBL2304 Pacific Bal 268 51268

This is an example of what a “Report” PDF document
looks like.
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& Works Payment Manager - Microsoft Internet Explorer

E Tasks

y
E Administration
Il Reports

(" Taols

D —

Personal Settings

i Works Payment Manager

treater | Rembursement Request LVJ@ | {i Loquut

flerts & Notices

Transactions
Reimbursements
@‘ Fequests

& Expense Falders

Reference

Action Required » Count » Type + Acting As » Current State +
Clase 4236 Transadion Accountant Review
Sweep 1116 Tranzaction Accountant Outstanding
Sign Off Transadtion Cardholder Pendin

Prman beess ¥

|_tardVame - | tord D, | Aval.funds ) | Ceditlim.) | Aval.Gredity | Trans.lim. ) | fmboss ) | rofie) | Buffer) | Activatin )

i Lawra

g} Training

| ‘ é | ' Internet

14
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A Works Payment Manager - icrosoft nternet Explorer

(reate: Bl | Logout
Closa 4256 Ttanzaction Accountant Review
Sueep 1116 Tansadion Accourdant Outstanding
Sign Off 957 Transadion Cardholder Pending
Transaction SearCh criteria;
Cardholder first name: :I Status:
Cardholder [ast name: I:I Vendor: I:I
Document number: I:I Acting as!
Disputed: Unspecifed v
Cards Posting datein range: (any datec) EID“E] Click entries to view MCC restritions
Cear | Cancel

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

Viewing 1-0 of 0 ftems  Show per page Page| 1 |ofD

] ooe 3 @ nenet
{0 ik [ f 0 . 3 7
;l' start EZw B Laus E.] Training Manualfar ., a Works Payment Mana... :
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A Works Payment Manager - Microsoft Internet Explorer
b Works Payment Manager

ﬂ ‘ ﬂ Transaction Search

E Tasks Refine search

SignOff » | Bank Transaction # » | Date Posted » | Date Purchased » | Document v | Primary Cardholder » | Card Name + | Personal + | Bundled In » | Batch Status Attachedl
Y
& Administration 24445745156153655532788 | D8/06/03 06/03/05 THNOOD39478 | Hagerson, Linda | LINDA HAGERSON

I Reports

It Taols
Persanal Seftings
Blerts & Hotices

B Szarch

@‘ Tranzacions
i} Reimbursements
@‘ Requests

B Expense Falders

Reference

1
Viewing 1-1 of 1 items Show perpage  M¥Ppage of 1N

Click any element listed above to access its detailed infortation.

aDone | ‘é-ﬂlnternet

pstat ECw B Laus 18] Traiing Manualfor .
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A Works Payment Manager - Microsoft Internet Explorer [- ”U M
S Works Payment Manager

ﬂ ‘ ﬂ Transaction Search

E Tasks Refine search

treate: | Pembusement Request ¥ @ | ﬁLogout

@ Table

Sign OFf » | Bank Transaction # » | Date Posted » | Date Purchased » | Document | Primary Candholder » | Card Name + | Personal + | Bundled In » | Batch Status + | Attached
L
E Jdministration 24445745156153655532748 | 08/08/05 06/03/03 TRNO0059478|  Hagerson, Linda | LINDA HAGERSON

I Reports
It Tools

Personal Settings
Alirts & Notices

B Search

@‘ Transadtions
& Feimbursements
@‘ Requests

& Expense Folders

Reference

&l i ]
Viewing 1-1 of 1 items Show per page H# Page of 1HH

TENDOD59474 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: LINDA HAGERSON Hagetson, Linda

1 Ceneral | Allocation | Purchase Detail ‘ Signoff History | Vendor Detail | Vendor Address

Bank Transaction #: 244457451361536555307858  Comments:

Purchase 1D: 291290543 Laura B Boswell 06/07/2005
CRI Reference; 00231230583 Stapler and staples for office use, Laura Boswell

Reference: Laura B Boswell  06/07/2005

Tax Statust | Sales Tabnchiced Signed Off: Allocation has been set

Taxable Total: [}

H

Sales Tax Total:

O [E] =
iI

Adjust Taxable Total:

Usa Tax Total:

=

000
Merchant Address: 4, 30319
Shipping Address; @A, 308021533 [1]Edi

Allacated: §24.35
A Conmer Purchased: §34,35 / 34,35 USD

B memet

potat EC @ i Laura

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