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Department P-Card Managers: How To
Reconcile and Sign Off on Transactions
This guide will walk the Department P-Card Manager through the steps of allocating,
entering a business reason and comments, uploading receipts/approval/supporting
documents, and signing off on transactions.

1 Navigate to Bank of America Works and login

2 Click on the Expense menu header, then click "Transactions"
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3 Click on the Pending Sign Off tab then click on the plus button next to the date
range.

4 Click the calendar icon.
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5 Select Month-to-Date or other date range option

6 Click "OK"
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7 Click the Retain Settings button and then click Search.

Tip! If you are the Individual or Department P-Card manager for multiple cards,
you may want to select which account (cardholder or department card name) to
view transactions for. If you do not select a specific account, you will see all
Individual or Department P-Cards that you manage.
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8 Click the plus button next to Account

9 Enter the name of the individual or department p-card in this field, then click
Search.
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10 Select a transaction to reconcile and click on the drop down arrow next to the
transaction.

11 Click "Allocate / Edit"
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12 Enter the appropriate Fund, Function, Cost Center, GL Class and Object

To determine the correct expense object, review the Expense Object list on the
Accounts Payable site:
https://www.lcsc.edu/controllers-office/accounts-payable

https://www.lcsc.edu/controllers-office/accounts-payable
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13 A comment can be entered if needed. Click "Add Comment"

A comment can be entered to add additional information relevant to the
transaction.

Use this field to add a comment if an approval document was already added to a
prior transaction. For example, if there are multiple transactions in a month
related to a Travel Authorization or IT Approval, attach the approval document to
one transaction. Then add a comment to any subsequent transactions, noting
which transaction the authorization was attached to.

Note that the business reason will be entered in a later step in the Receipt
Description.
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14 Enter comments

15 Click "OK"
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16 Click "Save", then "Close". You can also click "Save and Allocate Next" to save the
current transaction and open the next transaction for allocation and comments.

17 Attach the receipt, any approval or supporting documentation, and enter
the business reason.
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18 Click on the down arrow button next to the transaction.

19 Click "Manage Receipts"
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20 Click the Add button.

21 Click "New Receipt"
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22 Click the "*File to Add:" field. The file explorer window will open. Navigate to the
folder that you saved the receipts and approval/supporting documents in. Select
the file.

Important Note: Receipt images must be uploaded 1 file at a time.

The following file formats are supported for the upload process: .pdf, .png, .jpg,
.gif and.jpeg.

Each PDF file must be less than 1 MB to upload. Non-PDF file formats can be up to
10 MB.
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23 Click the "Receipt Date:" field.

24 Select Receipt date
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25 Enter the business reason in the Receipt Description field. The business reason
must include a description of what the purchase was and who it was for.

26 Click "OK"
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27 Click "Close"

Tip! Receipts can also be uploaded to Stored Receipts, then selected when
reconciling the transactions.
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28 To add receipts to the Stored Receipts section, Click "Expenses"

29 Click "Receipts"
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30 Click the Add button

31 Click the "*File to Add:" field. The file explorer window will open. Navigate to the
folder that you saved the receipts and approval/supporting documents in. Select
the file.
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32 Click the "Receipt Date:" field.

33 Select the receipt date
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34 Enter the business reason in the Receipt Description field. The business reason
must include a description of what the purchase was and who it was for.

35 Click "OK"
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36 Continue to add receipts following the steps above.

The receipts will be available to select from when reconciling transactions.
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37 Select a transaction to add a receipt to; click on the down arrow button.

38 Click "Manage Receipts"
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39 Click Add

40 Click "Stored Receipt"
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41 Review the receipts available and select the appropriate one.

42 Click Attach
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43 Click "Close"

Tip! If the incorrect receipt was attached to a transaction, it can be removed.
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44 Locate the transaction and click on the down arrow button

45 Click "Manage Receipts"
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46 Select the receipt that you want to remove

47 Click this button field.
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48 Click "OK"

49 You can view the receipts by clicking on the file name
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50 Click "View Receipt"

51 The receipt will open in a separate window. View receipt. Click Close.
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Review all transactions to ensure they have been fully allocated and a receipt is
attached. Navigate to Expenses, then click on Transactions. Click on the Pending
Sign Off tab, enter the applicable date range, then click Search.

52 Review the Allocation column to ensure all transactions have been allocated. In
the example below, the transactions boxed in green have been allocated. Those
boxes in red have NOT been allocated.
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53 Review the Uploaded Receipt column. Transactions with a Yes in this column do
have a receipt uploaded, transactions with a No, do not. You can click on the Yes
to view the receipt(s) attached to each transaction.

After allocating, entering a business reason and comments, and uploading
receipts to transactions, the Department P-Card Manager must sign off on them.

Note that transactions can be signed off individually, or several can be selected
and signed off at the same time.
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54 To sign off on a single transaction, select the transaction and click on the drop
down arrow.

55 Click "Sign Off"
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56 Enter any comments

57 Click "OK"
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58 To sign off on multiple transactions, locate the transactions you want to sign off
and click the checkbox to the left of the transaction.

59 Once you have checked the transactions that you want to sign off on, click the
Sign Off button.
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60 Enter any comments

61 Click "OK"
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Once a transaction is signed off, it will leave the Pending Sign Off section and
show in the Signed Off section.

62 Click on the Signed Off tab to view transactions that have been signed off.
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63 Click on the calendar icon to select the date range

64 Click "Month-to-Date" or other date range
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65 Click "OK"

66 Click search
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67 Review the "Sign Off AH Date" and "Sign Off AH Name" columns. The P-Card
Manager and date of sign off will show in these fields. The "Sign off APR Date" and
"Sign Off APR Name" fields will populate once the Department head for the
Department P-Card signs off.

Ensure all transactions are reconciled and signed off prior to the Works Sweep
date. The transactions must be reconciled and signed off early enough to allow
time for sign off by the Department head for the Department P-Card.


