How to edit a transaction that has been
Flagged (sent back)

LEWISFE%CLARK

STATE COLLEGE

Prior to the Sweep date, transactions that have been signed off by the P-cardholder
or P-card manager (for Department cards), but not yet signed off by the
Supervisor/Department head, may be flagged (sent back) for revisions. Contact
Purchasing at Purch@Icsc.edu and provide the details of the transaction that needs to
be sent back.

1  Navigate to Works

2 On the home page, click on the "Flagged" link in the Actions Items section
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3 Alternatively, you can access the Flagged transactions by clicking on "Expenses",
then "Transactions"
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4  Click "Flagged"
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5  Adjust the date range to Month to Date

Global Card Access ~ Works® Go To Bank of Americ

BANK OF AM ER'CA”‘/ Q Capital Services Amazon Vv 0 \. d

Home Expenses Reports

4 | Expenses / Transactions / Accountholder
Lewis-Clark State Colleg

<< Pending Sign Off Signed Ont Flagged Al Clear Filters  Columns v

Advanced Filter

E - - Account  Date Date  Purchase Amount sigi
(| Date - 1011412024 - 012212025 it REr e A oaniiakiert RRRT Posted  Purchased Amount Vendor Comp|VallAuth Allocation Allocated Comments AH
(+| Account - All o (sl
b Rlichece Remast oot £ [ TXNOOOS7STD  Amazon, Capilal Services 7844 0122172025 012072025 5278 AMAZONMKTPLZGIS00JE0 v 1w v  11-01-150603-5-5720 52.78 Flaggedto send back (more) 01722
[# Amount Range - All -

[ Dispute Status - All )
[ Account Status - All o
[#] Allocation Complete - All ul
[# Allocation Valid - All »l
[+ Allocation Authorized - Al g
Resel
1Selected | 1 item show[10 v | per page 1<) Page: [T ] of 15 [
[“hss aocato | prnt |
6  Click this image.
Global Card Access  Works® Go To Bank of Americ
i
BANK OF AMERICA / © Capital Services Amazon v @ % G

rks

Home Expenses Reports

# /| Expenses / Transactions / Accountholder
Lewis-Clark State Colleg

<< | Pending Sign Off | Signed ON | Flagged | All Clear Filters  Columns v

Advanced Filter

EiDet 10140024 - 12l of Document  Primary Accountholder Ao | postea | Purchates ‘Amount. Vendor ComplVallAuth Allocation Alocated Comments a
10na2024- 01222024 || 0]
e s [ TXNOOOSTSTO  Amazon CapialServices 7844 01212025 01202025 5278 AMAZONMKTPLZGISOGJED v (v v  1101-15060355720 5278 Flaggedio send back (mor) 0172
'+ Account - All Y
[+ Purchase Request - All e
[ Amount Range - Al sl
[# Dispute Status - All 8l
[l Account Status - Al 8l
[#] Allocation Complete - Al s
[#] Allocation Valid - All sl
[ Allocation Authorized - All 8l
| search JiTSE]
1 Selected | 1item Show [10 v | per page 1< Page:[ 1 ] ot 1 [

Chctach [ Wass Aiocato | print | omave Fiag ] Upioad Rocoit |



7  Click the "Month-to-Date" field.
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9  Click Search
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10 Any transactions that have been flagged will appear
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11 Select a transaction and click on the down arrow.
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12 If you need to edit the allocation, click "Allocate / Edit"
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13 Edit the allocation as needed and click save.
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14 If you need to add or edit receipts/approval documentation, select the transaction
and click on the down arrow.
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15 Click "Manage Receipts"
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16  Make any additions or revisions to the receipts/approval documentation.
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17 Once you have completed the updates, remove the flag. Click on the down arrow
next to the transaction.
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18 Click "Remove Flag"
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19 Enter a comment (the system requires a comment).
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Once you have removed the flag, the transaction will leave the Flagged section,
and go back to the Signed Off section. You will not be able to sign off on the
transaction again - the original sign off that you completed will be retained in the

system.
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