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WORKS

Training for p-card holders



Getting Started in Works

You will receive an email to set
up your works login
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{1 Use your email to
begin the login process

PP —tt
THCmETTH Tt




Login and Home screen of Works

Link to WORKS it will be available on your “Task to Perform’ Email
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Use the information from
your welcome email, if
this is your first time
logging in.

If you do not remember
your login or password
please contact
Purchasing to reset.
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You will receive a * Task to Perform’ email when you have transaction to sign off. But do
not solely rely on these emails. Make sure to sign off on your transactions once a week.
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Allocation of Transactions

| Requires Allocation Allocated

This is a screen shot of a p-card holders transactions that require sign-off. Note that not
all transactions have been allocated yet. You need three green check marks before you
can sign off.




Allocation

To allocate — click the transaction number il

Then - click allocate/edit




Allocation

i Red x means not allocated

or error with allocations




Allocation

Allocate each column ( Dept. Id., Fund,
Program, Class. Expense,
Project/Grants)




Allocation

Add lines as need to slip up transaction types, ( Labor, Material)
between Departments example: Bldg. Maint. Macon and Bldg.
Maint. Cochran)

Note: freight is only separated if $500.00 or more.







comments
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Another example for comments.
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Do not use ‘approved’, ‘signed off’ or ‘ok to pay’. Comments should describe
what has been purchased and for whom.










Sign-off on Transactions

Note that Column Comp]Val]Auth has all Green
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Sign-off on Transactions

When signing off a comment box will pop-up. You
can add comments for your transactions.
(Dept., What was purchased, for whom it was for)

Do not use ‘approved’, ‘signed off’ or ‘ok




Questions ?

Questions or Issues contact

Amy Walker at 478-471-2071 or email amy.walker7@mga.edu

Barbara Burns at 478-471-2502 or email barbara.burns@maga.edu
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