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BED

A Works Payment Manager
b Works Payment Manager

B Tasks

- Microsoft Internet Explorer,

Action Required » Type » Acting As » Current State »

Sign Off Transaction Cardhalder

Cardholder

Il Reports

1 Taols

This area is
called the
Dashboard.

Primay dccess ¥

Card Name + | Card ID + | Avail. Funds + | Credit Lim., » | Avail. Credit » | Trans, Lim, » | Emboss » Profile + Activation IC
LESA MEEKS  [1640 $06,496.42 £100,000.00 | % ; $4,993.00 LESA MEEKS | UGA-Trav: CL§100,000; STLY 4,599 0% 123456789

@Done | ‘ |é|.1ntemet

2 7/19/2005



2 Works Payment Manager - Microsoft Internet Explorer

fnifIE

Cardholder

\M Worls Payment Manager

Furchaser

ficoountant

y
e Administration

Il Reports

1 Taols

Cardholder Review

View: | Transactions Requiing Sign Off v| Filters ¥

Sign Off + Reference » Date Posted + | Date Purchased + | Document » | Primary Cardholder » Card Name » personal + | Bu™
241420950800073006044 749 03/21/05 03/17/05 THM00034346 FLEMING, KIM K.IM FLEMING
241103950770082414 36064 03/21/05 03/17/05 THMO00348347 Hayes, Greg GREG HATES
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
24246315078957073808411 03f21/05 03/18/05 THN00034850 Meeks, Lesa LESA MEEKS
2476501507300001 2835525 0321405 03/19/05 THM00034851 Akins, Melissa MELIGSA AKINS
24046245077090000394730 03/21/05 03/18/05 THMO0034852 Mcdonald, Ray RAY MCDONALD
2444574507708913 7886728 03/21/05 03/17/05 THMO0034853 Moon, Arny E AMY E MOON
24387755077004065349416 03/21/05 03/18/05 THNMO0034854 FOWLER, APRIL APRIL FOWLER
24137475079900012800907 03/21/05 03/15/05 TaNO0034853 Loruszo, Sara C SARA C LORUSSO
24138295070327977012645 03/21/05 03/18/05 TANO0034856 Green, Waoodrow WOODROW GREEN
241382950783279799524549 0321405 03/18/05 THMO0034857 Cousart, David DAVID COUSART
24616145079923435710046 03/21/05 03/18/05 THM00034858 Gay, Darrell DARRELL GAY
24142095080007300604438 03/21/05 03/17/05 THM0003485%9 Goldstein, Susan T SUSAN T GOLLCSTEIN
24326885077666000689808 03/21/05 03/17/05 THMO0034860 Arnold, Bobby BOBBY ARNOLD
24731595077518082760079 03/21/05 03/17/05 TaNO0034861 Seyrnour, Wade WADE SEYMOUR
24717035078120784616568 03/21/05 03/18/05 TaNO0034862 Hawes, Backy BECKY HAWES
24399005077128080303174 03f21/05 03/17/03 THMOD0342363 Mancrief, Ellis ELLIS MOWCRIEF
24073145077900019030166 0321405 03/18/05 THMO0034364 Redd, Raseanne ROSEANME REDD !
¢ | »
Viewing 1-100 of 688 iters Show pet page H# Page of 7HH
TENO0D34853 03/21/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: AMY E MOON Maan, Amy E
General | Allocation | Purchase Detail | Signoff History | Vendor Detail | Yendor Address |
A
Bank Transaction #: 2444574307708919 Comments: 3
purchase [D: 230366919 Laura B Boswall 03/22/2005
Hanging File Falder Labels far affice use (Amy Moan)
CRI Reference: 00230366919
Reference: ||
The Proxy Reconciler needs to make sure that the
Tax Status: | Sales TanIncluded @
TacableTotal: [0 | Cardholder has added their comments (Items pur-
Sales Tax Totalt [J010 chased and the reason for the purchase).
Adjust Taxabla Total: [] .
To check the account number, select the Allocation
Use Tax Total: l:l =
Vendor Address: tab'
Shipping Address: s 306021535 b
" " Allocated: $&.9¢
Sa«g Divide | Dispute |>&dd Comment | Purchased: $5,96 / 836 USD

A

Message: |

aftach | Bunde | Sign Cff |

@ https:{ fpayment2 works comfwpmjaction/payables.vie

4 Start

TransactionsInfodGeneral

é 0 Inkernet

DO NOT SELECT EITHER OF THESE BUTTONS.

7/19/2005



Explorer,

B Tasks View=‘ Transactions Requiing Sign Off ¥| Filters ¥
LU ALY LJHVUULS DU Y YOI WD) U MOy UL U TANMULL 2900 TULREr DTULE ¥ =L L Y

cardholder 2413747515430001670006%9 06/06/05 06/02/05 THNO00S9459 williarms, Randy RANDY WILLIAMS ﬁ
241328295154327400222214 08/06/05 08/02/05 THNODOS 9460 Redd, Roseanne ROSEANNE REDD
Purchaser 24270765154162000029176 06/06/05 06/03/03 THNODOS9461| GARBER, ANDREW M ANDREW M GARBER
24270765154128860592405 08/06/05 06/03/05 THNO0059462 Glass, Dr Sandra DR SANDRA GLASS
AR 24755425154131548094864 | 06/06/05 06/03/05 | TANODOS9463|  Bond, George GEORGE BOND
———, 24472685154489140433281 06/06/05 0E/02/05 TRNO0OS9464 Strickland, Scott SCOTT STRICKLAND
.EU Administration 24472680154489140433299 06/06/05 0E/02/03 THNODOT 9463 Strickland, Scott SCOTT STRICKLAND
: 24692165154000489497998 06/06/05 06/03/03 THNO00S 9466 Graham, Lula B LULA B GRAHAM —
I 24717055154691541794234 06/06/05 0§/02/05 THNOOOS 9467 Wilson, Jeanna L JEANNA L WILSON
1 Reports 24273399154300018612041 06/06/05 06/03/03 THNODOS 9468 Kipreos, Edward T EDWARD T KIPREOS
| 24632165155000380355393 08/06/05 06/04/05 TRNO0059463 Cornell, Lee LEE CORMELL
W Tools 24137475154500014700079 06/06/05 06/02/03 THNOO0S9470|  Johnson, James § JAMES § JOHNSON
24142095157015500652613 06/06/05 06/03/05 THNO00S9471 Fields, Linda LINDA FIELDS
24445005156153091843624 08/06/05 08/04/05 THNOOOS9472 Fortson, Marc MARC FORTSCM
24399005156188070606044 06/06/05 06/04/03 THNO0OS9473 Lee, Barbara Ann BARBARA ANN LEE
24610435154004015162247 06/06/05 06/03/05 THNOOOS9474 Hawkes, Michael MICHAEL HAWKES
244939851551 70263800054 06/06/05 06/03/03 THNO0OS9475 Stanton, Kay EAY STANTON
24717055154601540012650 06/06/05 0E/02/05 THNODOS9476 Shaw, Don DON SHAW
24692165195000366974912 | 0&/06/05 06/04/03 THMOOOS9477|  Pearson, Teresa Teresa Pearson
24445745156153655532788 06/06/05 06/03/05 THNO0OS9478 Hagerzon, Linda LINDA HAGERSON
24692165154000463355337 08/06/05 08/03/05 THNOO0S9479 | Stephens, Marianne MARIANME STEPHENS
24792625154200099400463 06/06/05 06/03/03 TXNO00S9480 ‘Young, Sandra SANDRA YQUNG
24223695154520185198677 08/06/05 05/31/05 TRNO005 9481 Mecay, James JAMES MCCAY v
TANTIA A ELANNNA 4 2001 74 nefnetne neinaine TYRINANEQADT DAl RDEC | ADDW 1 ADDY DAl MDECE —
| ¥

Wiewing 1-100 of 762 items Show of SHH

per page W4 page

TXNO0059478 06/06/2005 Vendor: OFFICE DEPOT #1214 Vendor ID: 4445091044149
Card: LINDA HAGERSON Hagersan, Linda

1 General |* Allocation | Purchase Detai | Signoff History | Yendor Datail | Yendor Address |

|‘ Description » ‘ Category + ‘ Note + ‘ Amount » | GL Combination » | Department » | Account # » | Object Code » |
OFFICE DEPQY #1214 - Purchase [unspeciied | [$34.35 |230-25286F290000- 72430 [230 |25286F290000  |71430

This is the Allocation
screen.

You need to scroll over to theck the “Comp/Val/Auth” column for a
red X. You need to select the Add/Edit button to check or change
the account number or object code.

Yiewing 1-1 of 1 items Show 1

HHPage of LK

Allocated: $34.35
Purchased: $34.35/ 34,33 USD

Ade‘Edit/ || Remove || copy g
[

Message: D n l 1 h ) o t h Print | Attach | Bundle | Sign Off |
@Done 3| tternet

4 7/19/2005



A Works Payment Manager - Microsoft Internet Explorer

View:
Z407
2413
2413
2427
2427
2473
2447

If you need to
2413
3414

charge against
more than one
461
account number,:
2471]
add as many 2489
. 2444
lines as you need:
2479
and select Go.

TXN0D059478 06
Card: LINDA HA

General [+ All

l¥| | OFFICE DEP

Create: Go M Logout
Filters
ALMJ L FULULS S UDU S UD) UDj U o) UL U 1AL THIO 1ULREr, DIULE [V DRUE 1T U RER
7475154900016700069 06/06/05 0§/02/03 THHO00T94539 williams, Randy RAMDY WILLIAMS
5295154327400222214 06/08/05 0&/02/05 THNO00S9460 Redd, Roseanne ROSEANNE REDD
0765154162000029176 06/06/05 06/03/05 THNODOS9461 | GARBER, ANDREW M ANDREW M GARBER
07651541288605392403 06/06/05 0§/03/03 THMODO0T9462 Glass, Dr Sandra DR SANDRA GLASE
5425154131345094864 06/08/05 08/03/05 THNO0OS9463 Bond, George GEORGE BOND
2685154489140433281 06/06/05 06/02/05 THHO00S 9464 Strickland, Scott SCOTT STRICKLAND Ifyou see eithel' Of
these codes next
Add & Edit Allocations -
to the account
Add line(s) G [ =nualid [ = Unauthorized Allocate by (3) amount () Percantage numbel', itneeds
& Description Amount to be corrected.
[unspegcife] ¥|0, [DFFICE DEPOT #1214 Puchass |4 Uy % |

Goods/Service ¥ oL 230 [Z52RGF290000]71430 |FEleL Assiant )

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
be lost.

ZEGF20000 | 71450

e [ Edt

To 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

T2 Training Manual for ...

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

view: | Transactions Requiring Sign Of ¥ | 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 iilliams, 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
2463 M= tnsalid [I]= Unautherized
2413 Add line(s) @ = Inusli = Unauthorize Allocate by @AmountOParcentaga
2414 -

Type Description Amouny

2444 L g
;::3 [unspeciied] ¥, [OFFICE DEPOT #1214 Purchass | anog % il
2449 Goods/Semvice ¥ |GLs |290 H25255F290000 Hﬂ 490 [EloL fesizant ]
2471

Create: | Reimbusement Request ¥ |50 | 1 Looout

sed | lunspecife) ¥, [oFFICE DEPOT | 5 % il

S GooafSenice v e [0 [PEZGGRZGNEN 71400 | st

If you are splitting the charges by Amount, type in

s of the account number/object code and the amount of

Card: LINDA HA

o] money to charge to each account number. Remem-
General [+ All

ber to select the Save button or all changes will be

4| oFrice 0z| ]St

Add [ Edt

tal: $34.35 100%

ﬂl Cancel

ZEGF20000 | 71450

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,

view: | Transactions Requiring Sign Of ¥ | Filters
LHUSOLYI LI FULULISUDU S UD) UDj U o) UL U 1AL THIO 1ULREr, DIULE [V == Y 1Y
2413747519490001670006% | 0&/06/03 06/0Z2/03 THN0O059459 williams, Randy RANDY WILLIAMS
24135295154327400222214 | 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
24270765194128860392405 ) 0&/06/03 06/03/03 THN0O0T9462 Glass, Or Sandra DR SANDRA GLASS
24755425154131545094864 | 06/06/05 06/03/05 THNOO0S9463 Bond, George GEQRGE BOWD
24472685154489140433281 | 06/06/05 06/02/03 THNOO05 9464 Strickland, Scatt SCOTT STRICKLAND
2447
2469
2470 Add & Edit Allocations ¥
2427
2469 . .
2413 Add line(s) @ m = Inualid = Unauthorized Allocate by OAmount@Parcentaga
2414 -
T Type Description
;::3 (nspecified) ¥|0, [DFFICE DEPOT #1214 Puchass | IR i
2449 Goods/Semvice ¥ |GLs |290 H25255F2SDDDD Hﬂ 440 |GL fesistant |
2471
2489 [urspecifec] ¥ |0, [DFFICE DEPOT [ 12669% ¢ il

Create: | Reimbusement Request ¥ |50 | 1 Looout

S GooafSenice v e [0 [PEZGGRZGNEN 71400 | st

If you are splitting the charges by Percentage, type

munsess of 10 the account number/object code and the percent

Card: LINDA HA

LonealE to charge to each account number. Remember to

l¥| | OFFICE DEP

Add [ Edt

select the Save button or the changes will be lost.

Total: 100% $34.3

ﬂl Cancel

ZEGF20000 | 71450

Wiewing 1-1 of 1 items

Shuwperpage AHpage| 1 [ofL

Remove Copty TEN Data

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

Print | Attach | Bunde Sign OFF

a Dang

[ Training Manual for ..,

8 @ nemet

7/19/2005



2 Works Payment Manager - Microsoft Internet Explorer

% Worles Payment Manager
ﬂ ‘ E Cardholder Review

View: | Transactions Requing Sign Off v| Filters ¥

Cardhalder Sign Off » Reference » Date Posted » | Date Purchased » | Document » [ Primary Cardholder » Card Name » Personal » | Bu™
24142095080007300604479 03/21/05 03/17/05 TaNO0034846 FLEMING, KIM KIM FLEMING
Purchaser 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
ecountant 24435015077040001040593 03/21/05 03/18/05 TaNO00348449 Gilley, Sandra & SANDRA G GILLEY I
= | 24246515078957073808411 03/21/05 03/18/05 TaNO0034850 Mesks, Lasa LESA MEERS
*® Administration 24785015073000012635525 | 03/21/05 U3/19/05 | TANDOD348SL[  Akins, Melissa MELISSA AKINS
24046245077090000394730 03/21/05 03/18/05 TaNO0034852 Medanald, Ray RAY MCDONALD
|| Repart 24445745077089197886728 03f21/08 031705 TaN00034853 Maaon, Arny € AMY E MODN
RS 2438773507 7004068349416 03f21/08 031805 TaMO0034854 FOWLER, APRIL APRIL FOWLER
T 24137475079900012800907 03/21/05 031905 TaMO0034833 Lorusso, Sara C SARA C LORUSSO
| Tools 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 History | VWendor Detail | Yendor Address |
A
Bank Transaction #: 2444574507708919 Comments: 3
purchase [D: 280366919 Laura B Boswell 03/22/2005
Hanging File Falder Labels far affice use (Amy Moan)
CRI Reference: 00280366919
rfeence: | Once the Cardholder has made their com-
Tax Status: | Sales Tanlnclded v
ments, you have checked/entered the account
Taxable Total: . .
number/object code being charged, select the
Sales Tax Total: |$0.00 . .
. Sign Off icon.
Adjust Taxable Total: |:|
Vendor Address:
$hipping Address: g, 306021535 v
> ’ located: §&.9
Save | Divide | Dispute | Add Comment | M&%! 8,86 USD

S

Me;sage:| attach | Funde | Sign Off |

@Done é DIntemet
:;! start i W E | anng Maalf

8 7/19/2005



@ Works Payment Manager - Microsoft Internet Explorer E”E“E
S Works Payment Manager oo [Fstvensens 959 | Bz

ﬂ ‘ ﬂ Reports: Personal Reports [ REEN EH

E Tasks Report Name Description »
e | My Mema Statement 2, Review all of vour card transactions (regardless of status) for the curent or previous billing cycles.
oG uris 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, Review my payables grouped by barcade,
My Purchase Requests

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, ..

9 7/19/2005



@ Works Payment Manager - Microsoft Internet Explorer

S Works Payment Manager

ﬂ ‘ ﬂ Reports: Personal Reports

CER

@ Table @ splitview @ Detail

Description »

ﬁ Tasks Report Name ~
e | My Memo Statement

O, Review all of vour card transactions [regardless of status) for the current or pravious billing cycles.

I Reports Iy Payable Allocation

4 Ravie sllocation details in transadions and reimbursements for documents owned by you,

Iy Payable Allocation Detail

Create an export file (non-printable) of transaction data for docurnents owned by vou,

B Persanal Reports Wy Payables by Barcode Index

Review my payables grouped by barcode,

My Purchase Requests

Spend Repotts

2 Reviey trends for purchases tharged to your company account.

Reset Filers

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.

oot ([ e | o |

| | é | ' Inkernet

& Laura 1] Trainin, ..

10

7/19/2005



0 0O NAG,PReORZE UKD

b2

11

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

BB

Action Required » Count + Type + Acting As » Current State »
) Close 4256 Tranzackion Accountant Review
& Administration Sreep 1116 Transadion Accountant Qutstanding
— | i Transadtion Cardholder Pandin
|

Reports

It Tools

Personal Settings

Alerts & Notices

B Search €——
@‘ Transacions €

B Reimbursemeanits
@‘ Requasts

& Expenze Folders

Reference

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

‘ | ‘é|.lntemet

12

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

Cancel

You can search for transactions of any person that you Proxy for 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.

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

13 7/19/2005



& 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.
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