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Bank of America Monthly Report Instructions 

https://payment2.works.com/works/session    

Login Name and Temporary Password are assigned when your account is set up.   

If you forget either one contact finance. 

Under the HOME tab you will find ACTION ITEMS.  To SIGN OFF on your Credit Card 

Transactions click on Pending.    

Click mouse here to 

open Allocation 

Details

Check 

here for 

alerts

and

message

s

https://payment2.works.com/works/session
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1. If this charge needs to be split select ‘Add’.   Choose the number of additional

lines needed.

2. Amount will automatically be entered here.  If the charge is to be split the

amounts will need to be entered manually.  Note- The example shows 2

additional lines added.

a. Notice at the top of the screen above GL05: Activity Code, there is

“Variance”.  This will be 0.00 if the amounts are entered correctly.

3. Select Description line- default description will color blue- Type the description in.

You do not need to keep any of the default description.  When the report is ran

the first line will automatically be the name of Vendor and the 2nd line will be the

description you entered.

4. Enter the correct GL and Activity Code (if required).

5. Select Save, then Close.
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1. Sign off will be “none” at this time.

2. Allocation will show correct GL # or will show “Multiple” if it is a split.

3. If description, charge $ amount and GL are entered correct there will be 3 green

check marks.

4. Receipt at this time is ‘unknown’.

a. Check mark box to select line, (if you select the box above in the gray area

it will select all of the boxes if you have multiple)

b. Select “Receipt”

Select “OK”.  Box will close. 

Select ‘Yes, I have the receipt’. 

 If you do not have a receipt, fill out 

Lost/Missing Receipt Form and attach to 

report.  Select ‘Yes, I have the receipt’ and 

enter information into comments –

Example- “Receipt was not provided by 

vendor.  Lost/Missing Receipt Form 

attached.” 
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The transaction is ready to be signed off at this time.  Select ‘Sign Off”. 

Confirm Sign Off box will disappear. 

Make sure the number of 

transactions is correct. 

Select ‘OK’ 
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Sign Off Complete.  Pending Sign Off will be empty when the Sign Off of all pending 

transactions has been completed. 

Ready to print the report…. 

Please Note:  Data entered does not immediately upload into the report function of 

the Works Program.   It can be anywhere from an hour to several hours before the 

data is available.   

 

Select Reports to open the drop down menu, from the menu select Template Library. 

 

Click on ‘Cardholder Report’, this will open a 1 line drop down menu “Modify/Run”.  

Click here.   

 

 

You may need to 

expand # per page or 

select page 2. 
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  You will only need to know the ‘Filters’ section (middle of page) and the ‘Submit 

Report’ button (bottom of page) of the Create Report section. 

To ensure that all of your data will be printed correctly in your report, check the date 

and time that the ‘Report data is current’ 

  

 

 

 

Select Correct Name 

and Click ‘OK’ 

 

Select Previous 

Cycle and click 

‘OK’ 
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Once the report has been processed it is in a PDF format and is ready to open.  Click on 

PDF.   Select OPEN at the bottom of your screen. 

Review your report for accuracy.  Print.  Attach all receipts and required documents. 

Sign/Date and turn in to your Supervisor/Department Manager for approval. 

Congratulations you have completed another month of Bank of America Reporting!! 


