
SOUTHEASTERN LOUISIANA UNIVERSITY 1 APPROVE A P-CARD TRANSACTION (3/11/09) 

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

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

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

Username:SLU9999999

Password: Your Works Password

4. 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.

APPROVING A
P-CARD TRANSACTION

In Works - For Approvers Only

https://payment2.works.com/wpm/bookmark�


SOUTHEASTERN LOUISIANA UNIVERSITY 2 APPROVE A P-CARD TRANSACTION (3/11/09) 

5. In the Manager Review  screen, click in the box at the left side of a line to select it.

6.

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.

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.)
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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.
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