APPROVING A
P-CARD TRANSACTION

SOUTHEASTERN In Works - For Approvers Only

LoOUISITANA UNIVERSITY

Open Works by entering the following web address:
https://payment2.works.com/wpm/bookmark

If a launch window appears, choose "Click to Launch" to
proceed to the login screen.

When prompted, enter your Works username and password.
This will be SLU followed by your W # and your Works
password.

sallows
Click to Launch

Username]SLU9999999 |
Password:|Your Works Password |

In the Task menu, click on Manager to pull up the transactions that require approval. If you
have a Procurement Card (P-Card), your own card information appears at the bottom of the
screen. Click on the Sign Off line to continue.

‘=j Works - Microsott Internet Explorer =

Bankof America ‘% Create: | Bpense Folder 'I Ga | i Lo
o

Action Required + Count « Type ¢ Acting As + Current State

Cardhalder

Sign Off 1 Transaction Manager Review

A "Sign Off" line indicates that a
transaction needs approval.

\Cards lﬁwwm - Click entries to view MCC restrictio
Card Name ~ | Card ID » | Avail, Funds » | Credit Lim. » | Awvail. Credit » ‘ Trans. Lim. » ‘ Emboss » | Prafilf
Your Name | |$5,000.00 | $5,000.00 £4,190.00 |s1,000000 | | CL:5,000/STL:1,000/MCCG:

Card, your card lnformaﬁon
appears at the bottom of the
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5. Inthe Manager Review screen, click in the box at the left side of a line to select it.

3 ‘Works - Microsoft Internet Explorer I A IEII *
VA o ot
Bankof America <= Create: [Experse Folder =] G| | fLogout
il (il Manager Review W Table O Split View @ Det=il [7)
wiew: | Transactions Requiring Sign Off =] Filters ¥
| Sign OFf + | Date Posted » | Date Purchased + | Document - | Primary Cardholder + | Card Name » | ] dled In + | Batch Stat
CH | 01/14/09 | 01/10/09 [Txnooo 18972 Cardholder's Name
4] | ]
Viewing 1-1 of 1 jterns show [100 =] per page W4 page of 1 hEM
TXNOOO13972 01/14/2009 Vendor: CORP EXPR 800-582-4774 Source Amount: 86.70 USD
Vendor ID: 301322033167962 Card: Cardholder's Name

L General |-} Allocation | Purchase Detail | Signoff History | Vendor Detail | Vendor Address | Dispute |

=] Description » [ Category + [ Nate + [ Price + | Tax + | Amount i | GL Combination » [
| 1| CORP EXPR 800-582-4774 - Purchase |Unspecified | |s86.70 [$0.00 [386.70 | SOUTHEASTERN LA UNIV-99999-540101- | SC

Press "Add/Edit" to change the Budget Unit or
Account that was assigned by the Cardholder.

2]
H# Page of 10
7o approve the
Add /Edit | | Remove | | Copy Txn Data | transaction, press the Wi 42020

Message: |

Print | Code GL | Raise Flag I Remowve Flag | Sign Off

6.  Prior to Sign-Off, choose the Purchase Detail tab for transaction information , if needed.
Then choose the Allocation tab to review the GL combination that was entered by the

cardholder. If the GL account or budget unit needs to be changed, return the transaction to
the cardholder unapproved . (See Step 8.)

7. A comment is required to further identify the purchase. If a comment was not entered by
the Cardholder, or requires additional explanation, click on the Add Comment button.
Any comment will then appear under the Comments field.

THNODOD18972 017142009 WVendor: CORP EXPR BOO-582-4774
Vendor ID: Card: '

4 General | Allocation | Purchase Detail | Signoff History | Vendor Detail | Vendor Address | Dispute |

Bank Transaction #: 24452753013118000185725 Comments:

Purchase ID: 13712085501 User Name 01/21 /2000
CRI Reference: 131 Supplies for Student Workshop
References [ | —
The comment
Tax Status: [Sales Tax Included | =] appears here & on
eports.
Taxable Total: |25 71 s

Sales Tax Total:

Menialty Adir=t e ‘A comment is required

- to further identify the
| Save I | Add Comment urchase!
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8.

Click on the Sign Off button to approve the transaction, or click on the Raise Flag button
to return the unapproved transaction to the cardholder.

Bddress | Dispute |

loi/21 /2000
Hent Workeshop

Press the "Raise
Flag" button to
return transaction

to cardholder

Press the "Sign
Off" button to
approve the
transaction

Print | Cede GL

Raise Flag

Remove Flag

Slgn off
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