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1. INTRODUCTION 

1.1 Overview 

The Rowan University Purchasing Card (P-Card) Program provides an alternative method 

for authorized purchases that benefit the University’s mission of education, research and public 

service. The Banner Finance System should always be the first choice for obtaining goods and 

services. The P-Card should only be used as a supplement for items that are not available through 

the Purchase Order process or in extreme emergencies. Furthermore, the P-Card is to be used 

exclusively for University business. All items purchased with the P-Card are the University’s 

property. Only the Office of Contracting & Procurement (OC&P) has the authority to obligate the 

University for the purchase of goods and services. Any purchases made outside this policy become 

the sole liability of the individual making the purchase. 

The University’s P-Cards are issued by Bank of America Merrill Lynch. Transactions are 

managed entirely within the Bank of America Merrill Lynch Works® web application.  

Being issued a P-Card is a privilege that is granted to the cardholder by the University. 

Any use of the P-Card that is not in accordance with Rowan University policies and 

procedures will result in forfeiture of the cardholder’s card. Inappropriate use of the card is 

considered an unauthorized use of University funds and may lead to disciplinary action. 

Rowan University will seek reimbursement for any inappropriate or unauthorized charges 

made with the card. 

P-cards are issued to individual employees and are not transferable or assignable. They 

remain the property of Rowan University. The P-Card program’s objectives include the following: 

 Facilitate the expedient purchase of emergency products and services. 

 Accommodate necessary purchases with vendors who only accept credit card payments. 

 Provide a means of immediate payment related to approved and appropriate travel and 

entertainment for employees whose contracted roles within the University require such 

purchases. 

OC&P remains the administrator of the program. New roles and responsibilities, however, 

have been added to card users and their administrative counterparts. Three areas of responsibility 

have been defined within each organizational unit to assist in this management effort. These P-
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Card roles are the Accountholder, the Proxy Reconciler and the Approver. It is important to 

understand that these three areas of responsibility do not necessarily equate to three separate 

individuals, however, one individual cannot perform all three functions. Roles and responsibilities 

are determined by departmental organization charts. 

1.2 Definitions 

P-Card Administrator. OC&P staff members are responsible for the creation, cancellation, 

maintenance and review of all P-Cards and transactions. The P-Card Administrator is the only 

point of contact to unlock accounts or send password re-sets. The P-Card Administrator works 

with Accountholders to ensure they are familiar with Finance policies that govern purchases and 

payments to vendors. The P-Card Administrator has the ability to override card models and spend 

control profiles when necessary and approved by the OC&P Senior Director. 

Accountholder. University employee designated by the Department’s Manager whose name 

appears on the P-Card and is accountable for all charges made. The employee can upload receipts, 

write comments, edit, dispute, revoke a dispute, divide, flag, and signoff (reconcile) transactions.   

An Accountholder should not give their P-Card or card number to others for use. 

Proxy Reconciler. Optional role. University employee who can upload receipts, write comments, 

edit, dispute, revoke a dispute, divide, flag, and signoff (reconcile) transactions on behalf of an 

Accountholder. 

Approver. University employee responsible for confirming transactions are appropriate and 

compliant with University Procurement policies. This employee is primarily a Department Head, 

Director, Dean, or Divisional Vice President and provides expenditure authority for P-Card 

transactions. 

Delegated Approver. In some instances, an Approver may delegate his or her authority to a 

qualified individual to facilitate the approval process. This role is approved on a case-by-case basis 

by the Senior Director of Contracting & Procurement. 

Merchant Category Code (MCC). A four-digit number assigned to a business by credit card 

companies to classify the business by the type of goods or services it provides. MCCs are used to 

determine which payments are reportable to the IRS and which payments are not. Rowan P-Cards 

have blocks that are MCC-enabled to prevent misuse and to better align with our overall 
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procurement policy.  

Card Model. A combination of intended use, employee responsibilities/regular job duties, MCC 

blocking schemes and spend control profiles are all taken into consideration when determining the 

proper card model assigned to each P-Card. The models are Standard, Executive and IT, with 

limited modified versions of each: 

 Standard -- $2,000 monthly credit limit; $500 transaction limit 

o Standard MCC Blocks Apply 

 Executive -- $5,000 monthly credit limit; $500 transaction limit 

o Executive MCC Blocks Apply 

 IT – $5,000 monthly credit limit; no transaction limit. Issued to IRT personnel for 

technology purchases 

o IT MCC Blocks Apply 

o 2. New Card Request and Set Up 

2. NEW CARD REQUEST AND SET UP 

2.1 Requesting a P-Card 

P-Cards are requested by completing all the following forms and submitting them via an email 

attachment to purchasecard@rowan.edu: 

 P-Card Request Form (See Section 7.1) 

 P-Card Agreement (See Section 7.2) 

A new signed agreement must be submitted before renewal cards are issued. All forms are 

downloadable from the OC&P website. 

P-Cards can be issued with the intended use of supporting the purchasing needs for a 

department or college, however P-Cards are the sole responsibility of the employee whose name 

is listed on the card. All Accountholders are responsible for reading and understanding this manual 

and the University’s policies on Travel, Entertainment and Food, IT Purchases and Brand 

Standards.  These policies can be found at https://confluence.rowan.edu/display/POLICY/Home. 

Purchases made on a P-Card outside the guidelines of the above policies may not be 

approved and may become the responsibility of the Accountholder.  

mailto:purchasecard@rowan.edu
https://sites.rowan.edu/procurement/purchasing%20/alternative_procurement.html
https://confluence.rowan.edu/display/POLICY/Home
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Splitting a transaction into smaller amounts to avoid transaction limits is prohibited and 

may result in suspension or cancellation of the P-Card. 

All new cards are delivered to OC&P. P-Cards may be picked up by any permanent 

employee, however, once the card is signed for, it becomes the responsibility of the Accountholder. 

2.2 Account Maintenance & Change Requests 

It is the responsibility of the requesting Department or Division to notify the P-Card 

Administrator of changes in Accountholder personnel. Terminations and/or reassignments must 

be reported to OC&P within one business day of the employee’s official termination/reassignment 

date. Failing to do so may impact the issuance of P-Cards to other personnel in the requesting 

Department or Division.  

If it becomes necessary to make a change to a P-Card, a completed P-Card Change Request 

Form (See Section 7.5) should be submitted to purchasecard@rowan.edu. Purchase Card Change 

Request Forms are fillable and can be downloaded from the OC&P web site. Changes to assigned 

Card Models, MCC Blocking Schemes and/or Credit Limits must be approved by Department 

Head, Dean, or Divisional Vice President and the Senior Director of Contracting & Procurement.  

2.3 Card Models and Intended Use 

P-Cards are issued to facilitate purchases necessary to carry out an employee’s contracted 

role within the University. Card models are approved and assigned based on these roles. OC&P 

reserves the right to modify a requested model to better align with Procurement Policy and 

Procedures or address unique and previously undefined employee roles. Standard Card Models are 

defined in Section 1.2 above. 

2.4 Card Expiration  

Cards will expire at the end of the month shown on the card. For example, a card with an 

expiration date of 06/19 will expire June 30, 2019. The Accountholder will receive the replacement 

card during the first or second week of the month the card is due to expire. If a replacement card 

is not received by the end of the second week, the Accountholder should email 

purchasecard@rowan.edu for assistance. Renewal cards will not be activated until a new signed 

Purchasing Card Accountholder Agreement is sent to purchasecard@rowan.edu. Upon receipt of 

the renewal card, the old card should be destroyed. 

mailto:purchasecard@rowan.edu
mailto:purchasecard@rowan.edu
mailto:purchasecard@rowan.edu
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2.5 Lost, Stolen or Damaged P-Card 

P-Cards must be strictly safeguarded.  It is the responsibility of each Accountholder to 

secure the card at all times. In case of loss, theft or misappropriation of the card or account number, 

it the responsibility of the Accountholder to immediately contact Bank of America at 

(888) 449-2273 as well as OC&P. Bank of America is available seven days a week/24 hours a 

day. If the loss occurs outside regular business hours, OC&P should be notified the next 

business day. The notification should include the date the Accountholder first discovered the card 

was missing and the circumstances of the theft, loss, or misappropriation. A Purchasing Card 

Claims Statement of Disputed Item form may need to be completed (See Section 8.5). If the bank 

is notified by the end of the month following the month in which the fraudulent charges occurred, 

(the “notification period”) the fraudulent charges will be waived by the Bank.   

A P-Card that is found after it has been reported lost or stolen must be destroyed; the same 

procedure applies if a card is damaged. 

3. Roles and Responsibilities 

3.1 Accountholder (also Proxy Reconciler) 

 Completes P-Card training through review of the P-Card Policy, P-Card Manual, which 

includes specific training on Works® (See Section 8.1 – 8.5).  

 Safeguards the P-Card. 

 Complies with all University procurement policies and procedures. 

 Reconciles and signs off on transactions posted to Works® prior to the end of each billing 

cycle.  It is recommended that this be performed at the time the “tasks to perform” email 

is received, however it must take place by the 10th of each month for the previous card 

cycle. 

 Serves as prime contact with the P-Card Administrator. 

 Resolves any discrepancies directly with the vendor. 

 Assures that correct FOAPALs are used on transactions.   

 Maintains for two years original documentation such as monthly statement receipts, 

packing slips, invoices etc. 

 Scans receipts, packing slips, invoices, etc., and attaches them to the associated transaction 



9 

 

in the Works® environment prior to the end of each billing cycle. 

 Reports lost or stolen cards immediately to both Bank of America and the Purchasing Card 

Program Administrator. 

 

3.2 Approver (also Delegated Approver) 

 Forwards applications and agreements to the P-Card Administrator. 

 Enforces University’s policies and procedures. 

 Monitors department card activity. 

 Submits maintenance forms if Accountholder’s usage profile requires a change. 

 Maintains copies of Accountholder applications and agreements. 

 Notifies P-Card Administrator of terminated employees. 

 Reviews and signs-off on transactions within Works® each billing cycle and verifies that 

the required scanned documents are attached.  It is recommended that this be performed at 

the time the “tasks to perform” email is received, however, it must take place by the 10th 

day of each month. 

 Assures that correct FOAPALs have been used. 

 Maintains archived P-Card documents. 

3.3 Purchasing Card Administrator 

 Responsible for administering and overseeing all policies and procedures of the Purchasing 

Card Program. 

 Receives P-Card applications from individuals and departments, reviews for appropriate 

sign off, and processes through Bank of America Works® application. 

 Receives original P-Cards from the bank. 

 Issues cards to Accountholders. 

 Performs regular reviews of transactions and Accountholder activity, and reports any 

activity that does not comply with the Program’s guidelines to the Accountholder and the 

Approver. 

 Helps resolve transactions that cannot be reconciled by the Accountholder. 

 Cancels P-Cards as required. 
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 Maintains access to all P-Card accounts. 

 Reviews MCC codes quarterly. 

 Re-evaluates the program on an as needed basis, but not less frequently than annually. 

3.4 Bank of America 

 Serves as the P-Card provider bank. 

 Issues renewal P-Cards. 

 Provides customer service to the individual Accountholders. 

4. Using the Purchasing Card 

4.1 Making a P-Card Purchase 

The Accountholder should utilize the Banner Finance Module whenever possible and will 

be responsible for providing justification for each P-Card transaction. The card should be used for 

emergency purchases or for required purchases with vendors who do not accept any other form of 

payment. Failure to follow these guidelines may result in card revocation, as determined by the 

Senior Director of Contracting & Procurement. 

4.2 Unauthorized Card Use 

P-Card violations include abuse, misuse, negligence, and fraud. Abuse, misuse, and 

negligence are violations for which no personal gain results. Repeated unauthorized use may result 

in card suspension or revocation. Fraudulent violations are those in which deception was 

deliberately practiced for unfair or unlawful gain. Fraudulent violations are reported to Office of 

Internal Audit for determination and may be referred to Public Safety, General Counsel, and/or 

Human Resources for disciplinary action up to and including termination of employment and 

criminal prosecution.  

Examples of Abuse/Misuse/Neglect violations: 

 Deliberately purchasing products from a noncompliant or banned vendor. 

 Intentionally splitting a single purchase into multiple purchases to circumvent transaction 

limits. 

 Failing to maintain receipts and other required documentation and/or approvals. 
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Examples of P-Card violations: 

 Any transaction that violates University policy. 

 Purchasing goods and services requiring a signed agreement or contract including stipends, 

honorariums, or contracted professional services. 

 Personal or any non-University related expense. 

 Alcohol. 

 Purchases presenting significant potential risk or exposure to liability for the University. 

For example: items or services that represent special health, safety, occupational or 

environmental risks or arrangements whereby the University is required to sign any type 

of agreement or contract. 

4.3 Sales Tax 

Rowan University is exempt from paying New Jersey and Florida sales tax on its purchases.  

It is the Accountholder’s responsibility to ensure that the merchant does not charge NJ or FL sales 

tax on purchases. The Accountholder should advise the merchant about Rowan’s tax-exempt status 

before they complete a purchase.  Each P-Card is embossed with Rowan’s tax ID. Tax-exempt 

forms are downloadable from Accounts Payable’s website. 

When NJ and/or FL sales tax does get charged, it is the Accountholder’s responsibility 

to request a credit in the amount of the tax. If a merchant refuses to refund sales tax, a detailed 

written explanation within Works® will be required to accompany the transaction or the 

Accountholder may be responsible for refunding the University the sales tax charged. 

5 Documentation 

5.1 Receipts 

All receipts for P-Card purchases must be detailed and itemized and uploaded to Works®. 

Receipts should show all items purchased; not simply a total amount paid. The same applies for 

restaurant receipts. “Payment-Only” signature receipts are not accepted as proof of purchase.  

In accordance with standard University purchases, on-line purchases must be documented 

with detailed/itemized receipts. Again, all receipts should be uploaded in Works®.  

All transactions that do not have a corresponding itemized receipt will become the liability 
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of the Accountholder. The University must be reimbursed for all purchases over $25 that are not 

accompanied by a valid receipt. A receipt must identify: 

 The date of purchase 

 The vendor name 

 Itemized list and unit price of the purchased items 

 Sales tax 

 The total amount paid 

Accountholders are required to retain original credit card receipts. 

5.2 Other Forms & Approvals 

It is important to note that any form that is currently required to approve a purchase or 

payment through Banner is also required for P-Card purchases. The applicable signed form must 

be uploaded with the corresponding receipt in Works®. Examples are: Entertainment Forms, 

Travel Requests, ITAP Approvals, Furniture Approvals, Sole Source Justification Forms, etc. 

Transactions that do not include these required forms will be “Flagged” in Works® and will 

decrease the total available credit on a card until the account is reconciled. If the applicable form 

is not uploaded within two billing cycles, the card will be suspended until the requirement is met. 

After three instances of noncompliance, an Account may be closed and/or the Accountholder may 

be solely responsible for the purchase.  

The procedure for reimbursing the University for inadvertent use of the P-Card, recaptured 

taxes, etc. is as follows: 

 Deposits are made at the Bursar Office cashier window. 

 All deposits must be accompanied by a Daily Transmittal Form (forms can found on the 

Bursar website), submitted in duplicate. 

 The Bursar Office will retain one form. 

 The additional stamped form is returned to the depositor for immediate upload in Works®. 

 All deposits should be personally handed to the cashier – not sent via interoffice mail, or 

left at an unattended cashier’s station. 
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6 General Ledger (GL) Allocation of Transactions & Reconciliation 

6.1 Purpose 

Each posted transaction must be properly and timely allocated with the appropriate Fund, 

Org, Account and Program (FOAPAL) within the Works® environment. This information is 

downloaded on the 11th day of every month and charged against each budget expense line within 

the general ledger in Finance Banner.  Timely recording and proper allocation of transactions to 

Rowan University's general ledger is necessary for accurate financial reporting. Please see the 

University Policies related to Accounting Services for more information. 

6.2 GL Authorization Profile Set Up 

All new Accounts are assigned Default Allocations that correspond to the Accountholder’s 

FOAPAL(s). These profiles are assigned in accordance with the FOAPALs Accountholders have 

been granted access to through Banner Finance Security and as noted on the P-Card Request Form.  

Additions or removals of the Account default Allocations are managed through P-Card 

Change Request Forms.  

6.3 Unauthorized GL Allocations 

At no time may a Grant or other Sponsored Program GL Allocation be assigned to a P-

Card. Please contact the Office of Sponsored Programs for more information on purchasing 

products and services from sponsored program accounts. 

6.4 Transaction Review and Approval 

It is the responsibility of the Approver to log into Works® and review and Approve or Flag 

transactions on a regular basis. All transactions within a billing cycle must be Allocated and 

Approved by the tenth (10th) day of each month.  

Accounts with transactions that are not allocated by the tenth (10th) day of the month 

following the billing cycle month will become immediately suspended until the allocation is 

completed, supporting documentation is attached, and the transaction is signed off by both 

the Accountholder (or Proxy Reconciler) and the Approver (or Delegated Approver). No 

further purchases will be allowed until the necessary actions are completed. 

If an Account is suspended for the aforementioned conditions, it is the responsibility of the 
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Accountholder or Proxy Reconciler to notify the P-Card Administrator when the outstanding items 

are completed. Once notified, the P-Card Administrator will reactivate the Account within two 

business days. 

Transactions should only be approved after the GL Allocation is complete and receipts and 

supporting documentation are uploaded. Transactions that are flagged by an Approver must still 

be fully allocated. Any disputed purchase or missing receipt that causes a transaction to be flagged 

can be reconciled via submission of a Direct Charge Authorization Form (DCA) once the issue is 

resolved. Upon approval by the P-Card Administrator, receipts can be uploaded after the due date 

if extenuating circumstances arise.  

7. Rowan University Forms Appendix 

7.1 P-Card Account Request Form Instructions 

7.2 P-Card Account Request Form & Approver Acknowledgment  

7.3 P-Card Accountholder Agreement  

7.5 P-Card Account Change Request Form 

 

8. Bank of America Merrill Lynch Works® Guides and Forms 

8.1      Quick Reference for Accountholders Using Works®  

8.2      Managing Transactions for Accountholders Quick Start Guide 

8.3      Managing Transactions for Approvers Quick Start Guide 

8.4      Receipt Images Quick Start Guide  

8.5      Purchasing Card Claims Statement of Disputed Item 



P-Card Request Form Instructions Pg.1 
 

201 Mullica Hill Rd 
Glassboro, NJ 08028 

Bunce Hall #208 
856.256.4171 

rowan.edu/purchasing 

Purchasing Card (P-Card) Account Request Form Instructions 

Box 1. Employee Name  Name of employee requesting a p-card. 

Box 2. Banner ID   Banner ID of employee named in Box 1. 

Box 3. Employee Email   Rowan email address of employee named in Box 1. 

Box 4. Employee Title   Official title of employee named in Box 1. 

Box 5. Division or College  Administrative Division (e.g. Finance, Student Affairs) OR 
And Department College (e.g. Business, Engineering) AND Department (e.g. 

Budget, Rec Center).  

Box 6. Building Name and  Building/Hall name of employee named in Box 1 AND office 
 Office/Suite Number  number or suite number 

Box 7. Employee Phone  Full 10-digit phone number of employee named in Box 1. 

Box 8. Administrative Asst.   Name of administrative assistant of employee named in Box 1. 

Box 9. Administrative Asst.  Banner ID of employee named in Box 8. 
  Banner ID 

Box 10. Administrative Asst.  Full 10-digit phone number of employee named in Box 8. 
 Phone Number 

Box 11. Administrative Asst.  Rowan email address of employee named in Box 8. 
 Email Address 

Box 12. Please indicate if the employee named in Box 8 will have the role of Proxy Reconciler. This role’s 
duties are to manage p-card transactions in Works®. This includes uploading receipts and allocating the 
correct Account Code to each purchase. 

Box 13. Fund-Org-Program  This is the F-O-P in FOAPAL. Cards are set up to default to the 
information provided here. The only fields that can be free 
keyed are Account Code and Justification. The FOAPAL entered 
in Box 13 MUST correspond to a budget the employee named in 
Box 8 has been granted access to through Finsecurity. A good 
rule of thumb is if you can enter a requisition against the 
FOAPAL, then it is also appropriate for this purpose. 

Box 14. Intended Use.   You are required to include a rationale for issuing a p-card. If 
The official job duties of the requestor require travel or special 
purchases, you must notate that here. Filling out a request form 
does not guarantee issuance of a card. 

Box 15. Acknowledgement  The requestor should read this clause carefully. By signing here, 
the potential p-card recipient agrees to specific use and care of 
the p-card privilege. 
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Purchasing Card (P-Card) Approver Acknowledgment & Information 

Box 1. Approver Name   Name of budget manager/chair/director etc. of employee 
named in Box 1 of the Request Form. 

Box 2. Approver Banner ID  Banner ID of Approver named in Box 1 of this form. 

Box 3. Approver Email   Rowan email address of Approver named in Box 1. 

Box 4. Approver Title   Official title of Approver named in Box 1. 

Box 5. Division or College  Administrative Division (e.g. Finance, Student Affairs) OR 
And Department College (e.g. Business, Engineering) AND Department (e.g. 

Budget, Rec Center).  

Box 6. Building Name and  Building/Hall name of Approver named in Box 1 AND office 
 Office/Suite Number  number or suite number 

Box 7. Approver Phone   Full 10-digit phone number of Approver named in Box 1. 

Box 8. Administrative Asst.   Name of administrative assistant of Approver named in Box 1. 

Box 9. Administrative Asst.  Banner ID of employee named in Box 8. 
  Banner ID 

Box 10. Administrative Asst.  Full 10-digit phone number of employee named in Box 8. 
 Phone Number 

Box 11. Administrative Asst.  Rowan email address of employee named in Box 8. 
 Email Address 

Box 12. Please indicate if the employee named in Box 8 will have the role of Delegated Approver. This 
role’s duties are to review transactions in Works® and approver or flag a purchase on behalf of the 
Approver.  

Box 13. Acknowledgement  The Approver should read this clause carefully. By signing here, 
the Approver agrees to manage transactions in a timely manner 
within the Works® environment. It also holds the Approver 
responsible for training and other requirements if the account 
request is approved. 

Box 14. Next Reporting Level  Signature of College Dean, Divisional VP or 
P-Card Approval   Provost/Chief of Staff. This is the supporting upper level  
     endorsement for supporting the issuance of a p-card. Unless 

this individual is also the Approver, there are no further tasks 
involved. 

 



Purchasing Card (P-Card) Account Request
The Banner Finance System should always be your first choice for obtaining goods and services. The University P-
Card should only be used as a supplement for items that are not available through the Purchase Order process or 
in extreme emergencies. Justification is required for most purchases.

*Required

1. Employee Name *

3. Employee Email Address *

2. Banner ID *

4. Employee Title *

Division or College and Department *5.

7. Employee Phone Number *

8. Administrative Asst. Name (enter n/a if none) * 9. Administrative Asst. Banner ID

10. Administrative Asst. Phone Number

201 Mullica Hill Rd
Glassboro, NJ 08028

Bunce Hall #208
856.256.4171

rowan.edu/purchasing

11. Administrative Asst. Email Address

13. FUND-ORG-PROGRAM *12. Will Administrative Asst. be Proxy
Reconciler? *
YES NO

6. Building Name and Office/Suite Number

14. What is the intended use of the P-Card? Please
provide justification for this request. Include
anticipated purchases, etc. *

15. I understand that no personal purchases may be made with this card, even with the intent of
reimbursing the University. I agree to abide by all policies and procedures applicable to this 
program, and any subsequent amendments or addenda, including completing training as 
requested by the Office of Contracting & Procurement. I understand that failure to comply 
with the policies and procedures applicable to the program may result in the revocation of 
this card and appropriate disciplinary action. *

Employee/Accountholder Signature Date



Purchasing Card (P-Card) Approver Acknowledgment & Information 
The Approver is required to review each Accountholder transaction, approve or flag the transactions, and sign off 

in the Works environment for each billing cycle. This must be completed by the tenth (10th) day of each month.

* Required

1. Approver Name *

3. Approver Email Address *

2. Banner ID *

4. Approver Title *

Division or College and Department *5.

7. Approver Phone Number *

8. Administrative Asst. Name (enter n/a if none) 9. Administrative Asst. Banner ID

10. Administrative Asst. Phone Number

201 Mullica Hill Rd
Glassboro, NJ 08028

Bunce Hall #208
856.256.4171

rowan.edu/purchasing

11. Administrative Asst. Email Address

12. Will Administrative Asst. be Delegated
Approver? *
YES NO

6. Building Name and Office/Suite Number

13. As the Approver, I hereby agree to administer fiduciary responsibility by reviewing all transactions for
appropriateness, as stated in the P-Card Policy and Procedures. If I find any inappropriate purchases, I will
notify the Office of Contracting & Procurement immediately. Furthermore, I will ensure that all transactions are
reconciled to the correct FOAPAL by account cycle deadlines and ensure that detailed receipts and
comments are attached to each transaction. I also agree to complete Approver training if requested by the
Office of Contracting & Procurement . I understand that should an Accountholder transfer out of the
Department, or terminate employment with Rowan, I must notify the Office of Contracting & Procurement
immediately upon that employee’s departure from the department.

Approver Signature Date

Dean/Vice President/ Provost Name & Signature

14. Next Reporting Level P-Card Approval
I hereby understand and agree to the above named personnel's roles and responsibilities as they are
related to the University Purchasing Card. I recommend issuance of a P-Card as requested above. I
understand it is the ultimate decision of the Office of Contracting & Procurement to approve or
reject this application.

Date

jamesk
Line
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ROWAN UNIVERSITY PURCHASING CARD 
ACCOUNTHOLDER AGREEMENT 

I (employee name)_ _, as the Accountholder, agree to the 

following conditions regarding my use of the Rowan University Purchasing Card (P-Card): 

1. I understand that by using the P-Card, I will be making financial commitments on behalf

of Rowan University

2. I will strive to obtain the best value for the University when purchasing merchandise and/

or services with the P-Card.

3. I agree to use the P-Card only for authorized purchases, with authorized vendors,

and in an appropriate manner as defined in the P-Card Policy.

4. I understand that should I make an unauthorized purchase with the P-Card, or use the

P-Card in an inappropriate manner, I will be subject to disciplinary action that may

include card suspension or cancellation, termination of employment at Rowan University

and criminal prosecution. I further agree that should I make an unauthorized purchase

with the P-Card, I will reimburse Rowan University in full. Should payment in full not be

made within fifteen (15) days of the date that I was notified of my obligation to reimburse

the University, I hereby authorize Rowan University to deduct from my paycheck the

exact amount of my debt. Should my employment at the University terminate prior to my

reimbursing the University in full, I hereby authorize Rowan University to deduct from my

final paycheck the amount of my debt. I understand that collection agency fees, attorney

fees, court costs and other costs and charges necessary for the collection of any amount

owed by me and not paid when due are my obligation.

5. I understand that the University will monitor and audit my use of the P-Card.

6. I agree to notify the P-Card Administrator, as defined in the P-Card Policy, immediately

upon my transfer to a different department, or upon termination of my employment at

Rowan University.

7. I have received a copy of the Rowan University P-Card Manual and will abide by all the

requirements set forth in said Manual.

8. I (or Proxy Reconciler) will complete all Works training as required by OC&P. I
understand that failure to do so will result in loss of P-Card privileges until the training
is completed.

My signature below indicates that I have read and understood this agreement, agree to 

be bound by it, and any subsequent amendments or addenda, for as long as I am a 

Purchasing Card Accountholder at Rowan University. 

Employee Signature: Date: _ 

Employee Banner ID Number (for identification purposes only): __ 

Department Name:  



P-Card Change Request
Requested changes to assigned Card Model, MCC Blocking Scheme and/or Credit Limit must 

be approved by the Card Approver AND the Senior Director of Contracting & Procurement. 

Submit completed, signed form to purchasecard@rowan.edu.
*Required

1. Employee Name *

2. Employee E-mail Address *

3. Employee Phone Number*

4. Credit Card/Account Number Last Four (4) Digits*

5. Division or College & Department *

6. Requested Change & Reason for Change *

201 Mullica Hill Rd
Glassboro, NJ 08028

Bunce Hall #208
856.256.4171

rowan.edu/purchasing

7. Approver/Dept. Head Name*

9. OC& P Approval*

YES NO Effective Date

8. Approver Signature*

Initials
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Helpful Hints 

o Works 
o Is a Web-based application – No software to download; can access anywhere you 

have internet 
 Need to be able to receive emails from @Works.com 
 Times out after 10 minutes of inactivity (SAS/70, Visa/MC mandate) 
 While there is not a Smartphone app if you have a browser (e.g. Safari) that 

takes you to the internet you can access the application. 
 

o Getting Access to the Application 
o Will receive a Welcome Email 

 2 credentials provided (User Name and Email) 
 Password is not Provided rather Created by User 
 Can’t Share Welcome Emails 
 Welcome Emails allow one-time only access  
 Welcome Emails expire in 60 days 
 User Name is Case Sensitive and must be at least 6 characters 
 Company Policy dictates how often your Password expires 

 
o Authentication Error 

 Happens when people enter the wrong e-mail/username OR share PCs 
 If received, carefully review the e-mail address and username presented in 

the Welcome message 

 

Logon to the Application 

► Logging On to the Application (assumes you’ve used the Welcome Email to establish 
your password).  If you did not receive your Welcome Email, please contact [PA]. 

1. Open your Internet Browser. 
2. Enter the following URL in your address bar:  www.bankofamerica.com/worksonline  

3. Enter your logon credentials (case sensitive): 
 
 Username 
 Password 
 
 
Click 
 

 
If you forget your Password, Click 
 
 

http://www.bankofamerica.com/worksonline
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System Generated Email  

Various events occur during the administration of the application and the process of reconciling 
transactions. For a number of these events, the application sends a system-generated email 
message to inform a User of a Task to Perform.  These emails come from @Works.com. 

Once you are in the system this is the Landing Page 

 

 

 

 

 

 

 

 

 

Assigned Tasks (appear under Action Items) 

The Action Items section of the Home page lists tasks that you must complete such as a 
transaction that requires your sign off. 

Verification  

By clicking on the Account  ID hyperlink (last 4 digits of Card) under the Accounts Dashboard 
then clicking on the Account tab (Accounts > Account Portfolio > Account Details) you will see 
the address/phone number on file for you.  Please become familiar with this information as you 
may need this when verifying billing address or when contacting Customer Service. 

Check for Multiple Pages 

On some screens there will be a count (e.g. 1 of #).  Next to that is a # per Page with the ability 
to drop down and change.  You can either change the drop down to be greater than the # or 
make sure you click to the next page to see all available options. 

 To resolve, click on the arrow up on Login Screen and re-enter email, 
username and password. 
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Reconciling Transactions 

Reconciling a transaction involves confirming that the information about the transaction is 
correct, and signing off the transaction so that it can continue in the workflow. If necessary, you 
may edit or add information about the transaction. 

 

To reconcile a transaction: 

 From the Home page, click Pending under Current Status 

 Click + then View Full Details when in the Transactions table to reach the “Allocation & 
Detail” tab.  
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 Here is where you code your transaction.  The Comp/Val/Auth column verifies if you’ve 
entered all required codes 

 

 Click Save to apply that change. 

 

Note: If there is a GL value that you need to code to that does not appear as an option, 
please contact your Program Administrator to have it added.  Do not pick the closest one. 
Many of the GL values will default; however it is the Accountholder’s responsibility to 
ensure that transactions are coded to the proper segment values prior to signing off. 

 If you are having an issue during allocation process it’s suggested that you start over by 
selecting the Expenses>Transactions link again in the Ribbon without hitting the “Save” 
button 

 Once you select “Save” you can also attach a receipt to a transaction. Select the 
hyperlink to the under the “Uploaded Receipt” column and browse for your receipt on 
your computer by selecting the “Add” button.  

 

 

 

 Once the Transaction has been saved, you can sign off on the Transaction by selecting 
the Actions dropdown link at the top of the table, and choosing Sign Off. If your GL 
segments are not completed correctly, an error will pop up at the top of the page, saying 
that the sign off has failed. 
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Reviewing Transactions Already Signed Off 

To review your transactions (Pending, Signed Off, Flagged or All) click on Expenses > 
Transactions  

 

 

 

Bulk Coding (Editing the Allocation of Multiple Transactions)  

To expedite the allocation process, the same allocation can be 
applied to multiple transactions at one time. 

To bulk edit allocation information for transactions: 

 Click the check boxes on the left hand side when in the 
Expenses>Transactions table 

 Click the Mass Allocate button.  

 Enter the GL values into the GL segments displayed in the Mass Allocate table.  

 (optional and rarely used) If you want current values replaced by blank fields, select 
Delete original codes option. 

 Click OK to apply the GL codes to all the selected transactions. 

o If you are charging more than one Activity, for example, you can split the transaction.   

 Select a single Transaction by selecting the + Icon next to the Transaction, and clicking on 
the View Full Details link. Select the “Allocation & Detail Tab  

 First code as much of the transaction as you can and delete 
the value that is changing.  Next click on the Add button and 
choose the # of different GL’s you’ll be charging (# of times 
the transaction is to be split).  For example, if you are 
charging 3 additional groups (4 in total), select 3 lines. 

 If only a few GL segments are changing when you split transactions, you can select the 
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Duplicate button instead of the Add button to copy the selected GL values already listed.  
Once duplicated you can make the change.  

 

You can allocate by amount or percentage of the purchase for each line 
item, do so by selecting Amount or Percentage from the Value dropdown.   

 

 Click Save to save your allocation entries or edits  
 
 

To complete the process and submit the transaction, click Sign Off 
from the actions link.  
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Accountant Review 
o As a reminder, Accountholders cannot sign off unless all required GL segments are 

complete and validated (3 green checks). 
o While Accountants have the same capabilities as an Accountholder and they have all the 

same views/tabs as the Accountholder if there are no changes to coding it’s as simple as 
selecting all transactions (clicking Box in header) to Select All and clicking Close. 

o If an Accountant needs to change a code it might be best practice to flag back to 
Accountholder since notification of the change does not happen/good education 
for next time. 

 

Adding a Comment to a Transaction (not Required) 

To add a comment to a transaction (not required but could be used to notify the 
Accountant pertaining to something about the transaction):  

While in Transaction Detail under Expenses > Transactions click Add Comment 

 

Type the comment into the Comments box provided.  

Click OK to return to the previous page and view the comment in the Comments section. 

You will also be prompted to add a comment as part of the sign-off (not required either) but 
another chance/place to enter something about the transaction before routing onto 
Accountant. 
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Reviewing Authorizations/Declines 

o If you get declined, you can review reason by clicking on the Account  ID hyperlink (last 4 
digits of Card) then clicking the Actions Drop Down (top right corner) and selecting View 
Auth Log 

A window will appear showing Current Balance, 
Available Funds and recent transactions (some of 
which may have already posted).  Decline 
Reason will be listed. 

 

 

Guidelines for Disputing a Transaction  

o Disputes should be submitted within 60 days from the billing close date (that is the date of 
the billing statement in which the transaction appears). 

o Access the desired transaction from the appropriate queue 

o Only the following reasons will prevent the dispute form from displaying. In each case, a 
message will inform the user of the reason: 

• The transaction is older than 60 days. 
• The statement date or merchant code is not available on the transaction. 
• The transaction has already been disputed. 
• The transaction is a credit transaction. 
• The transaction was made with a lost or stolen card. 

NOTE: Be sure that the information you are submitting is correct because you are 
allowed to submit only one dispute per transaction, and the information submitted cannot 
be edited. If you need to modify submitted information, you will need to contact the bank. 



 

9 - 9 -9 

Quick Reference for Accountholders Using Works 
4.0™ 

Disputing a Transaction  

o While in Transaction Detail, Click the Actions Drop 
Down and select Dispute 

o Once selected a pre-populated Dispute Form will 
appear.  

o Completed the additional information and Click OK 
to submit. 

To view information about the dispute, click the Dispute tab (also in the Transaction Detail 
section). 

Removing a Flag 

An Accountant can flag a transaction back to the Accountholder to request additional 
information about the transaction.  

An Accountant can flag a transaction back to the Accountholder to request additional 
information about the transaction.  

To remove a flag: 

 Access the desired payable document in the 
appropriate queue. For example, access a flagged 
transaction in the flagged queue by clicking 
Expenses>Transactions then choosing the 
Flagged Tab. 

 Click the + icon to display more details, including Comments.  

 View the Comments portion of this detail to determine why the transaction was flagged, 
you can then edit the information as appropriate in the desired field(s) by selecting the View 
Full Details link. 

 Click Remove Flag. 

 In the resulting confirmation page, enter a comment explaining the actions you took to clear 
the flag in the Comments field. 

 Click OK. 
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Modifying your Viewable Columns/Order (use drop down/drag and drop) 

 You can add columns to your view by clicking the Columns drop down, selecting/deselecting 
and clicking Save. 

 You can also change where the column appears using Drag and Drop. 
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As an Accountholder, you are responsible for 
reconciling your transactions. The reconciliation 
process can vary based on your organization’s policies 
but generally includes the following actions:

 ▪ Reviewing the transaction details.

 ▪ Editing the general ledger allocation of the 
purchase, if authorized to do so.

 ▪ Indicating whether you have a physical receipt 
for the purchase. Your organization may be 
required by law to maintain physical records of 
expenditures over a certain amount.

 ▪ Attaching the transaction to a preapproved 
purchase request if your organization uses a 
preapproval process.

 ▪ Signing off on the transaction within Works to 
indicate you have reviewed the transaction.

To allocate one or more transactions, complete the following:

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays. 

 ▪ Select the Flagged tab, if needed. 

 ▪ Multiple transactions cannot be allocated from the Signed 
Off tab.

2. Select the check box for each Document. 

3. Click Mass Allocate. 

4.  Enter an allocation code in each GL# box.

Note: If you are restricted to using predefined codes, click 
the browse icon ( ) to select a code from the allocation 
list. 

5. Select an option from Empty Segment Field(s):

 ▪  Retain original codes(s) - maintains the current 
value if a GL segment is left blank when allocating.

 ▪ Delete original codes(s) - replaces the current value 
with a blank field if a GL segment is left blank when 
allocating.

6. Click OK. A confirmation message displays.

Managing Transactions for Accountholders

Quick Start Guide

1 2Mass Allocating one or more  
Transactions

To allocate a transaction, complete the following:

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays.

 ▪ Select the Flagged tab, if needed. 

 ▪ From the Signed Off screen, a transaction may be allocated/
edited only if it has been flagged. 

2. Click the desired Document number. A menu displays.

3. Select Allocate / Edit. The Allocation Details screen displays.

4. Complete the following, as needed:

Add an 
allocation 
line

 ▪Click Add. A drop-down menu 
displays. 

 ▪  Select the number of allocation lines 
to add. 

Allocating or Editing a 
Transaction
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Remove an 
allocation 
line 

 ▪Select the check box beside the 
allocation line to be removed.

 ▪Click Remove. The line(s) are 
removed.

Duplicate an 
allocation 
line

 ▪Select the check box beside the 
allocation line to duplicate. 

 ▪Click Duplicate. 

 ▪  Select the number of lines to add. 
The new line(s) are added and 
contain the allocation information 
from the original line.

Edit 
Allocation 
Information

 ▪Select an option to allocate by from 
the Value drop-down menu.

 ▪  Enter the amount or percentage of 
the total purchase to be allocated in 
the Value text box.

Note: As allocation amounts/
percentages are edited, other 
allocation lines may need to 
be edited to maintain a 100% 
Allocation Total. 

 ▪Enter text in Description for the 
allocation line, as needed.

 ▪  Enter an allocation code in each GL 
text box to identify how the segment 
will be allocated.

Note: If restricted to using 
predefined codes, click the search 
icon ( ) to select a code from 
the allocation list.

 ▪Select an option from the expense 
Category drop-down menu, as 
needed.

 ▪Enter a comment in the Note field, if 
required. 

Note: To view all Allocation 
columns, you may need to use the 
scroll bar.  

Edit 
Reference 
& Tax 
information

 ▪Click the expand icon (+) next to 
Reference & Tax. The Reference & 
Tax fields display.

 ▪Enter comments in the Reference 
text field.

 ▪Select the desired option from 
the Personal drop-down menu, if 
applicable.

 ▪  Select the desired option from the 
Tax Status drop-down menu:

 ▪ Subject to Use Tax - Items 
purchased are subject to use 
tax, but it has not been applied. 
For example, if the items were 
purchased from another state 
that did not collect tax on 
the items, this option may be 
selected.

 ▪ Non Taxable Purchase - Items 
in the transaction are not subject 
to either sales or use tax.

 ▪ Sales Tax Included - Items in 
the transaction are subject to 
sales tax, and sales tax has been 
applied (tax has been applied and 
remitted by the merchant). 

 ▪  Enter the Goods & Services 
amount, if needed.

Note: Select the Adjust Amount 
check box to activate the Goods 
& Services field, if needed. 

5. Complete one of the following:

 ▪ Click Save. The allocation fields update. 

 ▪ Click Save and Allocate Next to save the current edits and 
load the next transaction for editing.

      Important: Using the Save and Allocate Next button loads 
the next transaction within the Transactions table. Users can 
first filter and sort the table list to get to the transactions they 
want to allocate, and the “Next” feature will move down that 
list one transaction at a time.
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To manage the receipt status, complete the following:

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays.

2. Select the check box for each Document. 

3. Click Receipt. The Receipt screen displays.

4. Select the desired receipt status option. 

5. Enter Comments, as needed.

6. Click OK. 

3 Managing the Receipt Status 
of a Transaction

The process to dispute a Transaction online in Works is available 
only if your organization is licensed to use this feature. If your 
organization is not licensed to use the dispute feature, you must 
contact Bank of America Merrill Lynch about the dispute.

 Important: To dispute a transaction that is more than 
60 days old, call Bank of America Merrill Lynch at 800-673-
1044.

To dispute a transaction within Works, complete the following:

1. Click Expenses > Transactions > Accountant. The Pending 
Sign Off screen displays.

Note: You can also dispute a transaction from the Flagged 
and Signed Off tabs.

2. Click Document of the transaction. A drop-down menu 
displays.

3. Click Dispute. The Dispute screen displays.

4. In the Dispute Details section, complete the following:

 ▪ Enter the Dispute Amount, if needed.

 ▪ Select the Reason for Dispute from the drop-down menu. 

 Note: Depending on the Reason for Dispute, additional  
       information may be required. 

 ▪ Enter Comments. 

5. Select the check box, I have examined the charge(s) made 
to my account and wish to dispute the transaction.

       Important: If the check box is not selected, OK does 
not become activated. 

6. Click OK. A confirmation message displays. 

Note: If the Dispute Submitted column is displayed, the 
selected transaction displays an X. 

4

Disputing a Transaction 
within Works

Dividing a Transaction

To divide a transaction, complete the following:

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays.

2. Click Document of the transaction. A drop-down menu 
displays.

3. Click Divide. The Divide Transaction screen displays.

4. Enter the number of Parts into which the transaction will be 
divided. The desired lines display.

5. Select a value from the Value drop-down menu. 

6. Enter the Value amount next to each New TXN Number. 

Note: The divided transaction must total the original 
transaction amount or 100%.

7. Click OK. A confirmation message displays.

 Important: The divided transaction displays as multiple 
transactions within the screen. The original transaction 
number is retained with a letter assignment for each divided 
entry. 

5
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Flags indicate transactions needing attention. Once the transaction 
is reviewed and action taken, the flag is removed.

To remove one or more flags, complete the following: 

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays by default.

2. Click Flagged. The Flagged screen displays.

3. Select the check box for each Document. 

4. Click Remove Flag. 

5. Enter Comments, as needed. 

6. Click OK. The Flagged screen displays a confirmation message, 
and the transaction no longer displays on the Flagged screen.  

6 Removing  Flags

7

Adding Transactions to an 
Expense Report

Transactions can be added to expense reports by either the 
primary or secondary accountholder. Proxy Reconcilers can only 
add transactions to expense reports they have created on the 
accountholder’s behalf. 

To add one or more transactions to an expense report, complete 
the following:

1. Click Expenses > Transactions > Accountholder. The 
Pending Sign Off screen displays.

2. Select the check box for each Document to be added.

3. Click Add to Expense Report.

4. Complete one of the following:

Add to an 
existing 
report

 ▪Select Existing Expense Report from 
the Add expense documents to menu, 
as needed. 

 ▪Select the Expense Report Name. 

 ▪Select Signoff on report and all 
expense report documents, if needed. 

 ▪Click OK. A confirmation message 
displays.

Add to a 
new report

 ▪  Select New Expense Report from the 
Add expense documents to menu. 

 ▪Enter an Expense Report Name.

 ▪Enter a Description.

 ▪Select Signoff on report and all 
expense report documents, if needed. 

 ▪Click OK. A confirmation message 
displays.

Signing Off on Transactions 9
To sign off on one or more transactions, complete the following: 

1. Click Expenses > Transactions > Accountholder.

2. Select the check box for each desired Document. 

3. Click Sign Off. The Confirm Sign Off screen displays.

4. Enter Comments, if desired.

5. Click OK. A confirmation message displays.

8

Attaching a Transaction to a 
Purchase Request

To attach one or more transactions to a purchase request, complete 
the following:

1. Click Expenses > Transactions > Accountholder. 

 ▪ Click the Signed Off tab for signed off documents or click 
the Flagged tab for flagged documents, as needed.

2. Select the check box for each desired Document. 

3. Click Attach. The Select a Purchase Request menu displays.

Note: The Select a Purchase Request menu lists all approved 
purchase requests eligible to be attached to the transaction.

4. Clear the Show only open requests check box, as needed.

Note: You can attach the transaction to a purchase request, 
regardless of whether the request is open or closed.

5. Select a purchase request.

6. Select the check box, Close Purchase Request & sign off all 
attached transactions, to close the request selected and sign 
off on all other transactions that are currently attached to the 
request, as needed.

7. Click OK. A confirmation message displays.

http://www.bofaml.com/en-us/content/baml-disclaimer.html
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Approvers can change a transaction’s general 
information or edit its GL allocation. If you must edit 
a transaction, you must do so before you sign off on 
the transaction. 

Approvers can flag a transaction to alert other users 
there is an issue with the document. After the 
transaction is reviewed and action is taken, the flag 
can be removed.

Approvers should sign off on transactions after 
they have edited, reallocated, and/or flagged, as 
necessary. After you sign off on a transaction, you 
can no longer make any changes to the transaction. 
If actions need to be taken on a transaction after 
sign off, an Accountant must perform those actions.

To allocate one or more transactions, complete the following:

1. Click Expenses > Transactions > Approver. The Pending Sign 
Off screen displays by default. 

2. Select the check box for each desired Document.

3. Click Mass Allocate. 

4.  Click in each GL# field to select an allocation code to identify 
how the segment will be allocated.

5. Select an option from the Empty Segment Field(s):

 ▪  Retain original codes(s) - This option maintains the 
current value if a GL segment is left blank when allocating.

 ▪ Delete original codes(s) - This option replaces the current 
value with a blank field if a GL segment is left blank when 
allocating.

6. Click OK. A confirmation message displays.  

Mass Allocate Transactions

Managing Transactions for Approvers

Quick Start Guide

1
To allocate and/or edit a single transaction, complete the following:

1. Click Expenses > Transactions > Approver. 

2. Click the desired Document number. 

3. Select Allocate / Edit. The Allocation Details screen displays.

4. Complete any of the following, as needed:  

Add an 
allocation 
line

 ▪Click Add.

 ▪Select the number of allocation lines to 
add. The new line(s) are added.

To remove 
an allocation 
line

 ▪Select the check box beside the allocation 
line(s) to be removed.  

 ▪Select Remove. The line(s) are removed.  

Duplicate an 
allocation 
line

 ▪Select the check box beside the allocation 
line(s) to duplicate.

 ▪Click Duplicate. 

 ▪Select the number of lines to add. The 
new lines are added and contain the 
allocation data from the original line.

Allocate/Edit a Transaction2
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Edit an 
allocation 
line

 ▪Select an option to allocate by from the 
Value drop-down menu.

 ▪  Enter the amount or percentage of the 
total purchase to be allocated in Value.

Note: As amounts/percentages are 
edited, other allocation lines may 
need to be edited to maintain a 100% 
Allocation Total. 

 ▪Enter text in the Description field for the 
allocation line.

 ▪  Click in each GL field to select an 
allocation code to identify how the 
segment will be allocated.

 ▪Select an option from the expense 
Category drop-down menu, if needed.

Note: You may need to use the scroll 
bar to view the Category field. 

Edit 
Reference 
& Tax 
information

 ▪Click the expand icon (+) next to 
Reference & Tax to display the fields.

 ▪Enter comments in the Reference field.

 ▪Select an option from the Personal menu, 
if applicable.

 ▪  Select an option from the Tax Status 
menu, if needed:

 ▪ Sales Tax Included - Items in the 
transaction are subject to sales tax, 
and sales tax has been applied (tax 
has been applied and remitted by 
the merchant). 

 ▪ Non Taxable Purchase - Items in 
the transaction are not subject to 
either sales or use tax.

 ▪ Subject to Use Tax - Items are 
subject to Use tax, but it has not 
been applied.

 ▪Select the Adjust Amount check box and 
enter the Goods & Services amount, as 
needed.

 ▪Enter the following, as needed:

 ▪ Tax Total amount

 ▪ Use Tax amount 

 ▪ Shipping ZIP

To flag a transaction or remove a flag, complete the following:

1. Click Expenses > Transactions > Approver.  

2. Complete one of the following:

To raise a 
flag

 ▪Select the check box for one or more  
Document(s). 

 ▪Click Flag.

 ▪Select Raise Flag. 

 ▪Enter Comments.

 ▪Click OK. A confirmation message 
displays.

To remove a 
flag

 ▪  Select the Flagged tab.

 ▪Select the check box for one or more  
Document(s). 

 ▪Select Remove Flag. 

 ▪Enter Comments.

 ▪Click OK. A confirmation message 
displays.

Signing Off on a Transaction

3 Flagging a Transaction or 
Removing a Flag

4
To sign off on a transaction, complete the following:

1. Click Expenses > Transactions > Approver. 

2. Select the check box for each desired Document. 

3. Click Sign Off. 

4. Enter Comments.

Note: Comments may be required, depending on your 
organization’s configuration.  

5. Click OK. A confirmation message displays.

5. Complete one of the following:

 ▪ Click Save. The allocation fields update.

 ▪ Click Save and Allocate Next to save the current edits and 

load the next transaction for editing.

Important: Using the Save and Allocate Next button loads 
the next transaction within the Transactions table. Users can 
first filter and sort the table list to get to the transactions they 
want to allocate, and the “Next” feature will move down that 
list one transaction at a time.

http://www.bofaml.com/en-us/content/baml-disclaimer.html
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Receipts Imaging is a licensed feature in Works 
that allows Primary and Secondary Accountholders 
and Proxy Reconcilers to upload receipt images to 
Works from their computer’s desktop in addition to 
faxing their receipts.

Users may upload and store receipt images in their 
Receipts storage for processing later. Removing a 
receipt image from the Receipts view removes the 
image from storage but does not remove it from 
any document to which it is attached.

 ▪ Receipt images can be uploaded or faxed.

 ▪ The following file formats are supported 
for the upload process: .pdf, .png, .jpg, .gif 
and .jpeg.

 ▪ Receipt images are retained and available 
for download for a period of seven years.

To store or remove a receipt image in Receipts, complete the 
following:

1. Click Expenses > Receipts. The Receipts screen displays.

2. Complete one of the following:

Upload 
and Store 
a Receipt 
Image

 ▪Click Add. 

 ▪Click Browse to locate the receipt image 
to upload.

 ▪Click the calendar to enter a Receipt Date.

 ▪Enter a Description.

 ▪Click OK.

Remove one 
or more 
uploaded 
stored 
Receipt 
Images

 ▪Select the check box for each receipt 
image to be removed.

 ▪Click Remove. 

Note: Removing a receipt image from the 
Receipts view does not remove it from 
any document to which it is attached. 

 ▪Click OK. 

Storing and Removing a 
Receipt Image 

Receipt Images

Quick Start Guide
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2 Uploading and Attaching a 
Receipt Image to a Transaction 

2. Click the Document of the transaction associated with the 
receipt image. The single-action menu displays.

3. Select Manage Receipts. 

4. Click Add. 

5. Complete one of the following:
Attach a New 
Receipt

 ▪Select New Receipt. 

 ▪Browse to locate the receipt image. 

 ▪Click the calendar to enter a Receipt Date.

 ▪Enter a Description.

 ▪Click OK. A confirmation message displays.

 ▪Click Close. The Receipt and Uploaded 
Receipt columns update to Yes.

Attach a 
Stored 
Receipt 
Image

 ▪Click Stored Receipt.

 ▪Select a receipt from the list. 

 ▪Click Attach. A confirmation message 
displays.

 ▪Click Close. The Receipt and Uploaded 
Receipt columns update to Yes.

Important: 

 ▪ Receipt Image uploads must be performed one at a time. 

 ▪ Each PDF image must be less than 1 MB to upload.

 ▪ For Non-PDF type images, the size limit can be up to 10MB. 
Works compresses those files to be equal or less than 1 MB. 
If the compressed file is larger than 1 MB, an error message 
displays.

To upload a receipt image from your desktop or attach a stored 
receipt and attach it to a transaction, complete the following:   

1. Click Expenses > Transactions > Accountholder. 
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To view a stored receipt image, complete the following:

1. Click Expenses > Receipts. The Receipts screen displays a list 
of unattached receipt images.

Note: To view all receipt images, clear the check from Show 
unattached receipts only.

2. Click the desired File Name. 

Note: To view the receipt image in the PDF version, click 
View PDF.

To Upload a receipt image and attach it to an expense report, 
complete the following:

1. Click Expenses > Expense Reports > Owner. 

2. Click the Expense Report Name.  

Viewing a Stored Receipt Image4

To remove one or more attached receipt image(s) from an 
expense report, complete the following:

1. Click Expenses > Expense Reports > Owner. 

Note: To select an expense report in another queue, click the 
expense report tab.

2. Click the Expense Report Name.  

3. Select Manage Receipts. The Receipts window displays.

4. Select the check box for the receipt image to be removed.

5. Click Remove. 

6. Click OK. 

7. Click Close. The Uploaded Receipt column updates to No. 

Important: Faxed images cannot be removed from Expense 
Reports.

Removing a Receipt Image from 
an Expense Report

To remove one or more attached receipt image(s) from a 
transaction, complete the following:

1. Click Expenses > Transactions > Accountholder. 
Transactions Pending Sign Off display.

Note: To select transactions in another queue, click the desired 
transactions tab.

2. Click Document of the transaction attached with the receipt 
image. The single-action menu displays.

3. Select Manage Receipts. The Receipts window displays.

4. Select the check box for the receipt image to be removed.

5. Click Remove. 

6. Click Ok. 

7. Click Close. The Receipt column updates to Unknown when 
the last receipt has been removed from the transaction, and 
the Uploaded Receipt column updates to No. 

Removing a Receipt Image from 
a Transaction 3
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6

Attaching a Receipt Image to 
an Expense Report

3. Select Manage Receipts. 

4. Click Add. 

5. Complete one of the following:
Attach a New 
Receipt

 ▪Select New Receipt. 

 ▪Browse to locate the receipt image.

 ▪Click the calendar to enter a Receipt Date.

 ▪Enter a Description in the box.

 ▪Click OK. A confirmation message displays.

 ▪Click Close. The Uploaded Receipt 
column updates to Yes.

Attach a 
Stored 
Receipt 
Image

 ▪Click Stored Receipt.

 ▪Select a receipt from the list that displays. 

Note: To view all receipt images, clear 
the check from Show unattached 
receipts only.

 ▪Click Attach. A confirmation message 
displays.

 ▪Click Close. The Uploaded Receipt 
column updates to Yes.

Important: 

 ▪ Receipt Image uploads must be performed one at a time.

 ▪ Each PDF image must be less than 1MB to upload.

 ▪ For Non-PDF type images, the size limit can be up to 10MB. 
Works will compress those files to be equal or less than 
1 MB. If the compressed file is larger than 1 MB, an error 
message will display.
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To view the receipt images attached to an expense report, complete 
the following:

1. Click Expenses > Expense Reports > Owner. 

2. Click the desired Expense Report Name. The single-action 
menu displays. 

3. Select View Full Details. The Expense Report Details display.

4. Click the File Name in the Receipts table to view the receipt 
image.

5. Click View Receipt from the menu that displays. The Receipt 
Image displays.

Note: To view a receipt image in PDF format, select the check 
box of the File Name, and click View PDF. 

Adding Faxed Receipt Images 
to an Expense Report

Users can add receipt images to expense folders for up to 60 days 
after an expense folder is created. 

To add faxed receipt images to an Expense Report, complete the 
following: 

1. Click Expenses > Expense Reports > Owner. 

2. Click the desired Expense Report Name.  The single-action 
menu displays. 

3. Select  Add Faxed Receipts. The Works Receipts Fax Cover 
Page displays.

4. Print the Fax Cover Page.

5. Fax the Fax Cover Page with receipts to the fax number provided 
on the Fax Cover Page. Refer to detailed instructions provided on 
the Fax Cover Page.

Faxing Best Practices: 

 ▪ Do not write on the fax cover sheet because writing may 
interfere with the success of the capture and loading of the 
image to Works.    

 ▪ When faxing receipts, users should attempt to fit as many 
receipts on a page as possible to maximize storage space. 
The system has a limit of 50 pages per fax. If a user needs 
to fax more than 50 pages, they will need to separate it into 
multiple faxes using the same cover sheet with barcode.

 ▪ Generally receipts are visible in Works in approximately 90 
minutes or less. If a receipt image in not visible in Works 
within 24 hours, the user should re-fax.

 ▪ A confirmation or failure email is sent within one business 
day regarding the status of the faxed submission. If the user 
does not receive an email from Works regarding their fax, 
they should resend the fax cover page along with the receipts 
again to the number provided on the Fax Cover sheet.

 ▪ Your individual organization is considered the primary 
data owner, therefore, you are responsible for maintaining 
original receipts.

8 Viewing Receipt Images 
Attached to an Expense Report
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To view the receipt images attached to a transaction, complete the 
following:

1. Click Expenses > Transactions > Accountholder. 
Transactions Pending Sign Off display.

Note: To select transactions in another queue, click the desired 
transaction tab.

2. Click Document of the transaction associated with the receipt 
image. The single-action menu displays.

3. Select View Full Details. 

4. Click the Receipts tab. Receipt images attached to the 
transaction display.

5. Click the File Name to view a receipt image. 

6. Click View Receipt from the menu that displays. The Receipt 
Image displays.

Viewing Receipt Images 
Attached to a Transaction7
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PURCHASING CARD CLAIMS STATEMENT OF DISPUTED ITEM 
 

Instructions:  Your company should first make good-faith efforts to settle a claim for purchases directly with the merchant.  

 If assistance from Bank of America is required, please complete this form. 

 E-Mail or FAX completed form with required enclosures within 60 days from the billing close date to: 

 
Bank of America – Business Card Services Operations 

P. O. Box 53101 
Phoenix, AZ 85072-3101 

FAX (888) 678-6046   
 

Company Name:       

Account Number:       

Cardholder Name:       

 
This Charge appeared on my statement, billing close date:       

Transaction Date:       

Reference Number:       

Merchant Name/Location:       

Posted Amount:      Disputed Amount:       

Original Sales Slip Requested:           
 
 
_______________________                    _______________________                                         
  (Accountholder Signature)                    (P-Card Administrator Signature)                      (Date)                    (Phone Number) 

 

Please Check Only One (After choosing one of the following options, feel free to provide additional details regarding the transaction on a 
separate piece of paper) 
 

1.         Unauthorized Transaction:   I did not authorize, nor did I authorize anyone else to engage in this transaction. No goods or 

services represented by the above charge were received by me or anyone I authorized. My Bank of America card was in my 
possession at the time of the transaction. 

2.      Charge Amount Does Not Agree With Order Authorizing the Charge:   The amount entered on the sales slip was increased 

from $      to $     . I have enclosed a copy of the unaltered sales slip. 
3.      Merchandise or Services Not Received:   I have not received the merchandise or services represented by the above 

transaction. The expected date of delivery of services was      . (Please describe your efforts to resolve this matter with the 
merchant, the date(s) you contacted them and their response.) 

4.      Defective or Wrong Merchandise:   I returned the merchandise on      because it was (check one): 

      defective;      wrong size;      wrong color;      wrong quantity. 
(Please describe your efforts to resolve this matter with the merchant, the date(s) you contacted them, their response and proof 
of the return of merchandise. Please provide a detailed description of the wrong or defective nature of the merchandise.) 

5.      Recurring Charges After Cancellation:   On      (date), I notified the merchant to cancel the monthly/yearly agreement. 

Since then my Bank of America account has been charged      time(s). (Please enclose a copy of the merchant’s 
confirmation of your cancellation request.) 

6.      Recurring Charges Already Paid by Other Means:   I already paid for the goods and/or services represented by the above 

charge by means other than my Bank of America Commercial Card. (Please provide a copy of the front and back on the 
cancelled check, money order, cash receipt, credit card statement, or other documentation as proof of purchase/payment. 
Describe your efforts to resolve this matter directly with the merchant, the date(s) you contacted them, and their response.) 

7.      Credit Appears as a Charge:   The enclosed Credit Voucher appeared as a charge on my Bank of America Commercial Card 

account. 
8.      Credit From Merchant Not Received:   I did not receive credit for the enclosed Credit Voucher within 30 calendar days from 

the date it was issued to me by the merchant shown above. (Please describe your efforts to resolve this matter with the 
merchant, the date(s) you contacted them and their response. Provide a detailed statement explaining your reason(s) for 
disputing this charge.) 

9.      Hotel Reservation Cancelled:   I made a reservation with the above hotel which I later cancelled on __________ (date) at 

__________ (time). I received a cancellation number which is _______________. (Please describe how the reservation was 
cancelled, proof of cancellation and attempts to resolve this issue with the merchant.  
_____ I was not given a cancellation number. 
_____ I was not told at the time that I made the reservation that my account would be charged for a “No Show”. 
_____ I was not informed of the cancellation policy. 

10.       Double or Multiple Charges:   My Bank of America Commercial Card Account has been double charged. The valid charge 

appeared on      (date). The duplicate charge(s) appeared on       
11.      Do Not Recall the Transaction:   The statement has an inadequate description of the charge. Please supply supporting 

documentation. 
12.       Other; Above Descriptions Do Not Apply:  Please attach a detailed letter explaining the reason for your dispute and your 

attempts to resolve this issue with the merchant. 
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