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LOG ON INSTRUCTIONS

Login to Works
Email: || |
Login Name:
- Go to the following web address: rasswers
http://www.bankofamerica.com/work [ Login |
sonline Forgot your password?
* Bookmark the login screen once it Need more help? Please contact your
regram Administrator for aszsistance.
appears on your desktop, for ease
of access in the future.

Note: Do not save the link from the - Email address — enter your full
Welcome Email received from NSU email address.
Bank of America Works

Login Name — your Login Name is

- Bank of America Works link will be your full NSU email address.
posted on the Business Affairs Travel | password — enter your Bank of
webpage. America password, which was

created from the Welcome email
during setup.

If you have forgotten your password,
please contact travel@nsula.edu to
have a temporary password

Back to top generated.



http://www.bankofamerica.com/worksonline
http://www.bankofamerica.com/worksonline
mailto:travel@nsula.edu

UPLOAD REQUIREMENTS

IMPORTANT: Review your receipts and
documents prior to uploading and
submitting to WORKS. Make sure all
receipts are valid itemized receipts, and
all supporting documents have detailed
information. Failure to provide acceptable
uploaded documents may cause your
transaction to be held in pending status in
the Approver’s queue.

Transaction amounts not signed off by the
end of the statement period will not be
included in your monthly credit limit until
sign off is complete.

After you make your charges —All
receipts and supporting documentation
must be uploaded to your computer
before submitting to WORKS.

Back to top

*Receipts and attachments must meet the
following requirements:

*WORKS supports .pdf , .png, .jpg, .gif,
Jpeg formats

*Upload must be 1MB or less
‘Be legible (i.e. not too dark, not too light)

*Contain copies of all pages of receipt or
other documents.

*Must be an itemized receipt, not generic

*Lost Receipts — Complete the NSU T-
Card Missing Receipt Certification Form
and upload as a valid receipt. Per State
Travel Office, only two (2) Missing Receipt
documents are allowed per year.

*Electronically signed RATs must be
“flattened” before uploading. You can
print and scan, save as a .jpg, or “print
as PDF”



SUPPORTING DOCUMENATION
REQUIREMENTS

Cardholder will attach the receipt and
supporting documentation to the applicable
transaction(s)

Allowable State Liability Travel Card
Transactions:

*  Group Travel

« Airfare

* Registration for Conference/Workshop
*  Hotel/Lodging

*  Parking — ONLY with hotel stay and
combined on the invoice.

* Internet Services — ONLY with hotel
stay and combined on the invoice.

« Rental Car

 Gasoline for Rental Car ONLY — Not
Personal Car.

« Tolls in conjunction with the contracted
vehicle rental.

Back to top

SIGNED REQUEST FOR AUTHORIZED
TRAVEL MUST BE ATTACHED TO EACH
TRANSACTION

Rental Vehicle

Zero balance receipt from Enterprise (Rental Agreement
Summary is not a receipt)

If a vehicle over standard/intermediate size is requested a
list of passengers must be provided

Rental Fuel

Original Receipts
Proof of Rental (Rental Receipt/Vehicle Rental Form)

Hotel
Zero balance hotel folio
Room Roster (If not single occupancy)
Proof of Conference Hotel Rate

Registration
Paid Receipt

Flight
Full Paid Receipt




Works Home Screen

S

BANK OF AMERICA %7

Home Expenses Accounts Reports Accounting Administration

w
Action Acting As Count Type Current Status

Sign Off Accountholder 49 Transaction Pending

From your home screen select “Pending”.

The “Count” shows how many transactions that do not have completed sighed
offs.

Back to top



Attaching Documents

BANKOFAMERICA’?;;' © Jenni

Home Expenses Accounts Reports Accounting  Administration

# | Expenses / Transactions / Accountant
LA M

Transactions - Accountant Select the TXN for
the drop-down
menu to appear

< Pending Sign Off Open Ready to Batch Flagged All

Advanced Filter

e
Primary Accountholder Document Vendor

Date - 0472712025 - 06/05/2025 4| n LA NORTHWESTERN

[ Group -Al 28| ) [ LANORTHWESTERN STATE BTA Account | TXNO0036801 |—MARRIOTTBATOMR

[3] Account - Al 21| ) [ LANORTHWESTERN STATE BTA Account || Allocate / Edit

Furehase Request-Al * (] B LANORTHWESTERN STATE BTA, Account | = | View Full Details

A_mu"t SalGadt L (] B LANORTHWESTERN STATE BTA Account | [ | Batch

E:c:u::j:at:u:ﬂlu j (] B LANORTHWESTERN STATE UNIV TRAVEL |G| pispute

& Allocation Complete - Al m || O E LABORTHWESTERN STATE BTA. Account <5 | Divide

# Allocation Valid - Al /| O B LANORTHWESTERN STATE BTA. Accou 5| Manage Receipts [«

] Allocation Authorized Al g || ) B LANORTHWESTERN STATE ETA. Account S print

AH Sign OFf - Show All o || [ [ LANORTHWESTERN STATE BTA. Account TXNOOO36%44  AGENT FEE 8300831 Salact the TXN for
APR Sign OFf - Show Al || ) [ LANORTHWESTERN STATE BTA Accoun! TXNO0036945  AGENT FEE 8900891 1oy drop-down
—Pr—T—— 5] || menu to appear

Search |g=FEa



Select “Add”, then “New Receipt” Find the file you need then select “Open

=- O 0
=
. Accountant Status Date modified Type Size
uest received] Ticket # CLS-84523_F.. @ 4/26/2021 8:40 AM Adobe Acrobat D... 95 KB
g Sign Off ‘ Open Ready to Batch ‘ Flagged ‘ All ‘
® 5/4/2021 1:23 PM PNG File 28 KB
5 - 0-21 - 05-2021 stmit for LA NW St Univ = @ 5/10/2021 10:53 AM Adobe Acrobat D... 140 KB
Primary Accountholder Document
LA NORTHWESTERN 9. Vendor Create Modification ] 4/8/2021 9:16 AM Adobe Acrobat D... 148 KB
15.-Vehicle-Rental ] 5/5/2021 2:49 AM Adobe Acrobat D... 56 KB
[=] 125405328_1050777712033076_427697153.. @ 1/22/2021 1:34 PM IPG File 67 KB
| 2021019123727 [c] 1/19/2021 12:41 PM Adobe Acrobat D... 28KB
Amount T
] | AH Address & Status 1 @ 5/3/2021 317 PM Microsaft Excel 97. 66 KB
Dispute -
p 05/01/2025 LAMNORTHWESTERN STATE BTA Account 04/25/2025 CBA for Hotel & Receipt - [5] Annotation 2019-10-11 090620 ] 10/11/2019 %:06 AM IPG File 129 KB
Account
1 Selected | 1item Show per page B3 Book2 (version 1) ] 1/16/2020 3:58 PM Microsoft Excel W.. 17KB
Allocatiol
name: ‘20211}119123727 | AllFiles -

| [ Allocatiol

Qpen ancel

Allocatio)

[ Searcn [0

L = e —

Select “Choose File” Select the Receipt Date then “OK”

supports pdf, .png, .jpg, .gif, and jpeq file formats. Maximum file size for PDF is 5 ME, maximum for all other

s .pdf, png, _jpg. -gif. and jpeg file formats. Maximum file size for PDF is 5 ME, maximum for all other is 10 MB.
- X

L hosen File to Add:.._Choosa Fila] 2021010123727 ndf..
Receipt Date: | [ mmiddiyyyy Receipt Datyl: | B | mmiddiyyyy

Description: | D iptis -Augusi V|2l]25 V-

Su Mo Tu We Th Fr Sa

1 2
8 8

15
22| 23
20| 30




Verify receipt has been added. Click Close.

Added receipt. [

-
Upload Date  Receipt Date File Name File Size Description Document ID

cl

03252014 0312172014  Test Receipt 2 pages 8153 KB Test Sean TXNOO001240

1 Selected | 1item | 315.3 KB Show per page [<1<] Page: of 1 [> []

Crca v ] “emove | viewor |

Click the TXN Number again and
then select “Sign Off” from the drop-

If the receipt has been attached to the
transaction it will be reflected here

ctions - Accountholder
Pending Sign OFf | Signed OFf | Flagged | Al TXNODDO1237 6957 s
. Uploaded TXNOGOOT239 " : 6957 No
Document Account ID Receipt Sign Off
T
] r Mo
& TXNO0D01237 6957 Yes none |:| [ 7 Ma
TXN00001239 8957 Yes mooe T
= |:| . y Mo
[ TXN00D01240 6957 Yes none = | View Full Details
m THNODDO1241 8957 No % none [l @ Disoute F No
ispu
& TXN00D01242 6957 No none |:| ) ; No
B TXNO0001243 8957 No none v~ Refry Automatch
& TXNO0D04244 6957 No none |:| i No
B TXNOODD1245 6957 Mo none 0 Z| | Add to Expense Report | No
[ TXN00001246 6957 No none :
|:| [%] Manage Receipls rj'h-n i Mo
[ TXNO0D01247 6957 No none )
L ecdedjiEieo: 0 Selected | 15 items

Once the sign off is complete the transaction will disappear from your “Pending” queue.
Back to top



Viewing Attached Documents

Click on TXN and click View Receipts
[ TXNO0O01236 6957 Yes
D (& | anocate / Edi No

0 Selected | & Sign OFF

=  View Full Details

|,FD Raize Flag
& Vew Receipts

(Citass

Click View PDF.

100131028435 - Receipts
-
b Upload Date ~Receipt Date File Name File Size Descript D t1D
L
03212014  OUDGR014  Staples $692.85 3447 KB Offce Supplies TANOODD1236
1 Selected | 1item | 3447 KB Show per page 1< Page:[ 1| of 1 (> [3]
e
s
| JPIE 12052072 POCORELLO TARA BZ00_Works

Click Open and the receipt appears in the scanned format.

|| Do youwant to open or save viewReceipts.pdf (340 KB) from demo.works.com? Open Save |~ Cancel

E

Back to top



Populating Transactions

Transactions - Accountant

<

Pending Sign Off Open

Advanced Filter

=] 1ate - 05/03/2025 - 08/11/... %

3,

05/03/2025 - 0811172025 | [

D Retain settings

Group - All

Account - All

Purchase Request - All
Amount Range - All
Dispute Status - All
Account Status - All
Allocation Complete - All
Allocation Valid - All
Allocation Authorized - All
AH Sign OFf - Show All
APR Sign Off - Show All

Matched Status - All

=X

Back to top

2

X X X X X X X X X X X X

o B W

Select Dates

15 18 17 18 18 20 21 a
22 23 24 25 M 2T 2B
= o I

July 2025

-12345

@ 7 8 @ 10 1 12
13 14 15 18 17 18 19

20 21 22 23 24 25 26
27 28 20 30

August 2025
1=
3 4 5 & 7 B 8
10 12 (12 |14 [15 |18 |
17 |18 (19 |20 |21 |22 |22

24 |25 |28 |27 |25 |20 (20

September 2025
I 0 O O
|7 |2 IQ ||"I||| |1 || |

3 2
MM DD YY
a7 1 2024 |,
3 1 2025
®
Custom \_/ Selected Week

N
' Month-to-Date

Ir_-\l
/! Cycle-to-Date

If \I
./ Year-to-Date

Ir'\l X
./ Previous Week
I(-_-\I -
'/ Previous Month

L) Pravinne Curle

i

./ Selected Month
If_\l

./ Selected Cycle
Ix_\l

.+ Today

I(-\I

./ Past 30 days

‘) Past 30 | days

v
|

Select the drop-down menu for the date form the left-
hand navigation menu
Click the calendar to Select dates
Adjust date range

Click OK

Click Search to prompt the new date range to populate



Quick Steps

1. Log Inusing your full NSU email address as your username

2. From the Home Screen in the Action Items box click “pending’
3. Select the TXN #

4. Click "Manage Receipt"

e (if you upload the receipt without attaching it to the transaction, you will
need to attach it from stored receipts)

5. Select receipt date and add comment
6. Select the TXN # Again
7. Click Sign Off

)

The transaction will disappear from your queue once you
select sign off.

Back to top



Business Affairs - Travel

Contact NSU Business Affairs/Travel if you have forgotten your password,
been locked out of your account, or have any questions.

Bank of America Works: https://payment2.works.com/works/home

NSU Travel Site: https://www.nsula.edu/businessaffairs/travel/

Email: Travel@nsula.edu

Contact: Jennifer Breedlove 318-357-4384
Stephanie Cormane 318-357-6812

Back to top


https://payment2.works.com/works/home
https://www.nsula.edu/businessaffairs/travel/
mailto:Travel@nsula.edu
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