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Click on “Pending” of the transaction that needs to be reconciled and signed off.
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1.Hover your mouse over the “transaction document number” and the black drop down arrow will appear.

a.Click the black drop down arrow, now click allocation / edit.



2.NOTE: If you have more than one transaction that will use the same comments and GL numbers then you can select all by checking the box in the gray area.

This allows you to complete multiple transactions at one time. (See page 6 for instructions on splitting)
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1. Change your Tax Status from “Sales Tax included” to “Non-taxable Purchase”.

2. In the lower section on the right select “Add Comment” and type your business purpose for this purchase and click OK.

3. Then click “Save”.
3
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1. The same box is displayed a 2™ time but now you can read the comments.

2. Now you will locate the Speed Type in the GL01 Speed Type box. You can still type in the beginning numbers to find your correct speed type which you will
click to select and it will automatically fill in the box. Continue for the remaining GL string and Account # (GL02 GL String, GL03 Account #.)



3. Verify the amount or split the amount between different departments if needed. See page 6 for splitting instructions.

4. Click “SAVE”. Click “Close”. This will return you to where you started and you will see the transaction still listed.

Poem W T ke
& a payment2 works.com/work ransa shokdert ingSignoft ¢ Qs B A O =
[ WORKS Application [8) Most Visited _ | Getting Started ! Suggested Sites [_! Web Sice Gallery [ Werks - Login
WeCOMS, JARANN DUNCAN - Li3 0ut
!“:nklllllumerﬁi > ‘Works'
rrill Lynch AR

—714100 2
—Tu1 2140
5540201001 10500.5510200- 16200-11000-714100 s

Show [T0_[=] per page <1 Poges [T 015> 0

1. When you see 3 green check marks in “Comp/Val/Auth” field your reconciliation is successful.

2. Hover your mouse over “transaction document number” again for the drop down arrow and click the black down arrow again. Select “Sign Off”” and your
transaction has been reconciled.

After clicking “Sign Off” you will receive another dialog box. If you have already placed comments in the transaction you do not have to re-type them here again.
This display will allow you the opportunity to add comments if you forgot to do so earlier in the transaction.

Click “OK”. Now your transaction is no longer on the Pending Sign Off page and is complete.

3. Continue reconciling / signing off with other transactions if needed or “Log Out” in the upper right hand corner.



(€ a

ps

a / Off

(=1

'WORKS Application |2 Most Visited | Getting Started

Web Slice Gallery g Works - Login

v | [ @ seorch - AT-T A - N

Works®

Bankof America %%
Merrill Lynch

Welcome, JANANN DUNCAH - Log Out

AAT
Homo  Expenses | Accounts  Reports  Accouniing Administration
Expenses » Transactions > Accountholder csu
Q Allocation updated on 1 transaction. View Details =)
Transactions - Accountholder
Allocation Details -TXNOO098714 - STAPL S7135986735000001

05/05/2015 | Source Amount : 747.41 USD E3

Value
compatAum | Amourt[5]

Description GLO1: Speed Type ‘GLO2: GL String ‘GLO3: Account # Category
el 611.20| | STAPLST135086735000001 - Purchase | | 5510001001 | | 10500-6510000-16200-11000 | | 714100 | | office Supplies [=] | ] 23593
| 105.91| | STAPLS7135986735000001 - Purchase | | 5510101001 | [ 10500-5510100-16200-11000 | | 714100 | | Office Supplies =] ] EL
1228
1 am21
2
[=] Reference & Tax
[ | | Non-taxable Purchase = i 0.00° 0.00] [20260-1250 |
[ Adjust Amount
B Detail - 5111 FICE SUPPLIES,PRINTING AND)
0 Selected | 5 ftems. of 1 = (-
Purchase Summary
[ Retry Automatch |
Unit. Total Commodity Destination Country Destination Postal Discount Duty Order Origin Country Origin Postal Purchase Shipping Tax ‘Unique Invoice
Description Amount  Quantity Amount Code Code Amount Date Code 10 Amount Amount Number
Line ftem Summary - Charges for 05/01/15 0.00 1 7. 30260 0.00 0.00 05012015 30122 0.00 0.00 000000000000000
Training Guides  Training
Purchase Detail
© 2015 Bank of America
Descrintion linit Amount  Ouantity  Total Amount  Hem Commaditv Code  Item Product Code i

If splitting a transaction you will need to add a line to show the allocation amounts to each designated budget.



When you return to the original screen listing of the transaction for the “Sign Off” you will notice it states “multiple” under the Allocation column.
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Now you can “Sign Off” as you did on page 5.



