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RICHMOND PUBLIC SCHOOLS
PURCHASING CARD PROGRAM

The Commonwealth of Virginia, through competitive negotiations, has established a purchasing card
program for all Commonwealth agencies and institutions. The use of this program is governed by the
Commonwealth Accounting Policies and Procedures (CAPP) Manual and the School Board of the City of
Richmond Procedures manual.

PURPOSE

The purpose of the Richmond Public Schools (RPS) Purchasing Card (P-Card) program is to establish a
more efficient, cost-effective method of purchasing and paying for small dollar transactions and high
volume, repetitive purchases. The program was designed to complement the traditional purchasing process
for supplies and services. It promotes cost savings through consolidated payments (one monthly payment
to Bank of America) and provides excellent controls through data management. If used to its potential, the
program will result in a significant reduction in the volume of purchase orders and reimbursement requests,
and the corresponding work processes associated with the requesting, payment and issuing of checks. The
P-Card can be used with any merchant that accepts Visa credit as a form of payment and allows
accountholders and locations to obtain goods and services faster and easier than before. While the P-Card
can simplify and expedite procurement, its use requires strict adherence to established internal controls and
a commitment to the accompanying accounting procedures.

POLICY

The Office of Procurement & Property Management:

The Office of Procurement & Property Management will administer the P-Card program. Under the direct
supervision of the Director of Procurement, the Program Administrator is responsible for the overall
management and enforcement of the P-Card program to include training and Accountholder compliance
with established policies and procedures. In general, Procurement & Property Management is responsible
for the operational parts of the program and Accounts Payable is responsible for the accounting functions.
All cards will be imprinted with the RPS logo, Federal Identification Number, the Accountholder’s name,
and location (for user-specific cards) or the location name (for generic cards). Cards shall have the
appropriate accounting codes encoded as defaults. If necessary, these default codes can be changed by the
Accountholder for each transaction in Bank of America Works® which is Bank of America’s online
reconciliation program. This online system will be discussed in more specific detail on page seventeen
(17) of this Procedures manual.

All P-Card Program Participants:
The following important points should be reviewed and understood by all program participants.

e P-Cards are issued to specific, non-temporary employees and locations of RPS to make approved work-
related purchases. Accountholders and authorized users must use the P-Card in accordance with the
procedures provided in this manual as well as the specific internal control procedures established
within the specific location.

e User-specific P-Cards are issued to an individual by name. All purchases made with the card must be
originated by that individual. Each Accountholder is responsible for the security of the P-Card issued
under their name and the transactions made with it, and the card should never be given to another
individual to use. Accountholders do not pay their own billing statement. The P-Card program carries
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corporate, not individual, liability and does not affect the Accountholder’s personal credit history or
score. However, Accountholders may be personally liable to the School Board of the City of Richmond
for monies owed by the School Board that are a result of improper use of the P-card by the
Accountholder.

Departmental (or Generic) P-Cards may be requested by the Director or Principal for a specific
location. These cards are intended for use by authorized users who do not necessarily require P-Cards
in their names on a full-time basis. Purchases must be preapproved by the Approver and a strict check-
out/check-in process must be followed for the card. Generic P-Cards should be kept secure when not
in use.

P-Cards should never be used for personal purchases and must be returned to the Program
Administrator upon employee transfer from the school or department or separation from RPS. Any
employee with a pending disciplinary action, that is a P-card holder, shall have their P-card suspended
at the time of, and for the duration of, their suspension.

P-Cards may be used at any merchant or service provider that accepts Visa credit. A W-9 is not needed
for a vendor if the P-Card is used. However, P-Cards cannot be used to pay RPS employees, family
members, etc.

P-Cards may be used to purchase supplies and services up to the single transaction and billing cycle
dollar limits established under each account. Requirements aggregating more than this limit must not
be “split” or broken down into two or more purchases merely to bypass this single limit control.
Billing cycles always begin on the first day of the month and run through the last calendar day of the
month. Reconciliation is the responsibility of each Accountholder and their Approver. Detailed, step-
by-step instructions are available in later sections of this document for both Accountholders &
Approvers.

Reconciliation by both the Accountholder and the Approver should be completed no later than the
5t business day of the month (not including weekends or holidays).

Monthly RPS Reconciliation Reports, P-Card receipts, and supporting documents are departmental
records and must stay within the department. These files should be maintained in a central P-Card
Purchasing file for a minimum of five years per the Virginia Law Library requirements that can be
found at https://www.lva.virginia.gov/agencies/records/sched local/GS-02.pdf. If an Accountholder
transfers to a different department or separates from the District, the file remains with the original
department. After five (5) years, all records may be disposed of in accordance with the District’s
Records Management Program guidelines. A benefit of decentralized records is that it prevents paper
files from getting lost in transit.

Program participants who willfully violate or abuse the established P-Card program policy and
regulations will result in any of the following depending on the severity of the violation: written
warning, verbal counseling/training, restricted card use, suspension and/or possible termination
and/or legal action.




Purchasing Card Usage Guidelines

Using the P-Card for purchases as specified by the policy decreases the chances of obtaining violations for
out of policy spend.

Allowable Card Purchases — Not a Purchases Not Allowed (Out of Policy) —
comprehensive list Not a comprehensive list

« Advertisements (within transaction limit.)

; « Purchases of goods or services for non-
« Business forms

District or personal use

« Goods and services up to $1,000 or « Past due invoices
accountholder’s transaction limit. « Any items disallowed under current policy but
(Transaction limits may vary depending on not limited to:
location need) o Any expenditure that does not benefit

« Memberships in professional Richmond Public Schools.
organizations with a direct benefit to the o Flowers and gifts purchased for Holiday,
District. Thank you, Birthday, Baby shower,

« Training class and conference registrations Secretary’s day, Bosses Day, etc.

(within transaction limit) and when all pre- o Cleaning of personal clothing work on the
approval process documentation has been iob
approved upfront. (Not after the fact) JM ¢ hicl . iolati d varki

« Travel — Mass transportation ticket only © ticcligtrsve Icle moving violations and parking

(Must submit a request form to remove
the travel block on card prior to use.)

« Office Supplies through approved
contracted vendors.

o Parking at City Hall

o Donations or contributions to outside
organizations

« Alcoholic Beverages

« Ammunition/Firearms

« Business travel expenses (lodging,

restaurants, internet access, faxes, shuttles,

taxi service, etc.)

Capital assets

Fixed Assets that required asset tagging

Cash advances

ETF equipment

Gas/Qil

Gift Cards and Gift Certificates

Hotel Lodging (unless preapproval has been

obtained)

« Improper Fund Expenditures (This is explained
more specifically on the next page)

o Snacks or refreshments

o Books for classes unless they remain property
of the District.

o Babysitting

o Personal items that are lost or stolen

o Personal clothing damaged in the
workplace

o All expenses related to personal
negligence

o Retirement parties or employee going
away parties

o Holiday decorations

o Gifts and flowers including
expressions of sympathy.

. Il?ur;:hases exceeding the single transaction
imi

« Rental of RV’s




Restricted Commodities

The P-Card cannot be used to Purchase the following:

SOONIaR~LON -

Alcoholic Beverages

Ammunition

I/T Equipment / I/T Software (any dollar amount)
Firearms

Furniture over $1,000.00

Gas/Oill

Gift cards/Gift certificates

Hotel lodging/Accommodations without Pre-Approval
Personal items and cash advances

Purchases from family members or employees of RPS

Improper Expenditures form State funds (Ledger 1) as detailed in CAPP Topic 20310:

Employee Personal Expenses such as:

Books for classes (unless they remain District property)

Personal snacks or refreshments

Babysitting

Non-business related newspapers or magazine subscriptions

Personal items that are lost or stolen

Tuxedos or other formal wear

Clothing (non-uniform) or repairs to clothing damaged in the workplace

All expenses related to personal negligence of the employee, such as traffic fines,
parking tickets, red light camera tickets, etc.

District sponsored event expenses incurred which do not clearly support the agency mission:

Retirement parties or employee going away parties
Holiday decorations

Alcoholic beverages

Charitable contributions

Gifts and flowers, including expressions of sympathy




Consequences for Misuse of the P-Card or Program
The P-Card may be suspended and/or revoked for any of the following violations:

VIOLATION

ACTION

Splitting Orders (issuing separate or
repeated transactions to circumvent the
single transaction limit with the same
vendor and/or for similar commodities).

1st offense — Violation Notice, copied to Approver
2nd offense — Refresher Training
3 offense — 30-day suspension
4t offense — 90-day suspension
5th offense — account revocation

Use of card or card number by another
individual.

1t offense — Violation Notice, copied to Approver
2nd offense — Refresher Training
3 offense — 30-day suspension
4th offense — 90-day suspension

5th offense — account revocation

Use of card to pay past due invoice.

15t offense — Violation Notice, copied to Approver
2nd offense — Refresher Training
3 offense — 30-day suspension
4th offense — 90-day suspension
5th offense — account revocation

Purchase of restricted commodities (listed
in the Purchase Restrictions section of the
P-Card Policy document).

1st offense — Violation Notice, copied to Approver
2nd offense — Refresher Training
3 offense — 30-day suspension
4t offense — 90-day suspension
5th offense — account revocation

Failure to submit documents in
accordance with the District's P-Card
policy and procedure. Types of
submission violations would include, but
are not limited to:

1. Failure to log into Bank of
America Works and sign off on
transactions, by the Accountholder

and/or Approver/Reviewer by the 5th of
the month.

2. Failure to obtain and attach receipts
to transactions in Works ®.

3.  Failure to reconcile transactions and
maintain required documentation in the
central departmental P-Card file for credit

card documents by the 5t of the month.

1st offense — Violation Notice, copied to Approver
2nd offense — Refresher Training
3 offense — 30-day suspension
4t offense — 90-day suspension
5th offense — account revocation

The P-Card may also be suspended and/or revoked because of a:

Request by the Accountholder’s Approver/Reviewer and/or Budget Unit Director.

Determination made by Procurement Services due to continued violations of policies and procedures.
Discipline of the employee, whether or not the discipline is related to the use of the P-card.
Termination of employment or change in employment location.




Reapplying after Revocation

Accountholders with purchasing/P-Card violations may have their privileges revoked for one (1) year. If
an Accountholder’s privileges are revoked, the employee may re-apply at the end of the revocation period.
Applications will be reviewed for new privileges on a case-by-case basis and only after re-training of
proper P-Card use has been reinforced.

DUTIES AND RESPONSIBILITIES

To Whom Cardholders Should Go for Assistance:

Cardholders shall contact the Site Administrator, Budget Manager, Program Administrator or Bank of
America’s Customer Service for assistance.

CARD ISSUER PROGRAM ADMINISTRATOR

Bank of America Jodi Phillips, CPCP
(P) 888-449-2273 Purchasing Card Coordinator

WORKS website (O) 804-204-1087

https://pavment2.works.com/works (C) 804-543-4216
jeeary@rvaschools.net

Bank of America’s Customer Service:

The P-Card program is serviced using a team approach with Bank of America’s Customer Service Center
(1-888-449-2273). This center is available 24 hours a day, 7 days a week to assist the Accountholder with
general questions about their P-Card account. For more complex inquiries or if there are ANY issues with
a P-Card, please contact the Program Administrator.

Program Administrator:

The Program Administrator will be designated by the RPS Director of Procurement and shall be
responsible for the overall administration of the program. This person will be knowledgeable on all
aspects of the RPS P-Card program and will have a direct relationship with Bank of America. All requests
for new cards must go through the Program Administrator who shall process the requests and facilitate
the issuance of the cards. The Program Administrator shall be responsible for providing training to
Accountholders and Approvers.

Approver:

The Approver (Department Head, School Principal and/or Director) shall be responsible for developing
internal control procedures specific to their department or school to ensure compliance to the policies as set
forth in this document. They will be responsible for designating Accountholders and authorized users (for
Department P-Cards), setting spending limits, reviewing, certifying, and approving all transactions, budget
codes, and receipts, and ensuring all transactions are within RPS policy. The Program Administrator shall be
notified immediately if the assigned Approver will no longer perform such function. The notification should
include the identity of the replacement Approver if available or the name of a temporary Approver.
Participation in the P-Card program requires a location to have an Approver at all times. Approvers should
take prompt action to resolve any potential incidences of improper use and alert the Program Administrator
immediately if there are such instances.




Accountholder:

Designated by the Approver, the Accountholder is responsible for following the policy and procedures
provided by the RPS that applies to purchases, selection of merchants, security of card and monthly
reconciliation. P-Cards cannot be issued to temporary employees. In-service training attendance is required
prior to the issuance and receipt of a P-Card. All Accountholders must sign a P-Card User Agreement that
certifies the Accountholder understands the intent of the program and agrees to follow the established
guidelines. Accountholders must ensure tax exemption (when appropriate) and must obtain a receipt for ALL
P-Card purchases. Receipts are required for ALL P-Card purchases. If a receipt is lost, the Accountholder
should contact the vendor directly to obtain a duplicate receipt. If the vendor is unable to provide a duplicate
receipt, ONLY then can the Accountholder complete the P-Card Missing Receipt Form. Note that frequent
missing or incomplete receipts will result in suspension of P-Card privileges.

Accountholders are responsible for logging into Works and reconciling charges weekly (or more
frequently, if needed). They should review all posted transactions and assign the appropriate budget
codes. If a contract is used, Accountholders should record the contract number in the “Comments”
section. Accountholders should also use the “Comments” section to describe the business reason for each
purchase. This reason should be clear enough that it is evident to a person outside of the department that
the purchase relates to the mission of Richmond Public Schools.

Authorized Users (Department P-Cards):

Designated by the Approver, authorized users are responsible for following the policy and procedures
provided by the RPS that applies to purchases, selection of merchants, security of card and billing cycle
reconciliation. Preapproval must be obtained from the Approver before the Department (generic) card is
checked out for use. Authorized users must ensure that they receive sales tax exemption when appropriate,
obtain & turn in all receipts, and sign the card back in immediately upon completion of use.

Proxy Reconciler:

Under certain circumstances, a location may determine that it is neither effective nor efficient for the
Accountholder(s) to reconcile their P-Card transactions in Works. In these special instances, the Approver
for the location can assign a Proxy Reconciler to reconcile the location’s P-Card transactions and upload
the receipts. Proxy Reconcilers will be knowledgeable of the P-Card program and shall be responsible for
allocating and signing-off on Accountholder transactions in Works, collecting, scanning, and attaching all
receipts and supporting documents, running the RPS Reconciliation Report and presenting the monthly
approval package for the Approver’s review and approval.

Accounts Payable:

Accounts Payable will be responsible for ensuring P-Card statements are paid on a timely basis based on
the term established under the P-Card contract or agreement.

Internal Audit:

The Office of Internal Audit will perform periodic, unannounced audits to ensure compliance with
established procedures of all designated individuals.
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PURCHASING CARD CONTROLS

Internal Control Procedures:

Schools or departments participating in the program must develop internal control procedures specific to their
locations that govern card security, use, and accounting. Adherence to internal control procedures is essential
to the success of the card program. Procedures must describe the assignment of the card related
responsibilities and the flow of card related paperwork within the location. It must include appropriate
separation of responsibilities. The approval function and the accounting/reconciliation function should
be separated among employees. Locations must devise a method to ensure that adequate funds are available
before each purchase is made.

Purchase Card Credit Limits:

All cards shall have single transaction and billing cycle limits. These credit limits are established by the
Approver, may vary for each Accountholder/location, and must be set as close as possible to the anticipated
card spend. Changes to card limits can be requested by the Approver. The Program Administrator will work
with the Approver to determine appropriate card limitations.

Billing Cycle and Single Transaction Limits:

¢ Billing cycle limit is the amount available on the P-Card for an entire billing cycle. Accountholders
must keep track of the cumulative amount of purchases made during the billing cycle. Once this limit has
been reached, any/all subsequent purchases will be denied. The Billing Cycle limit will be reset at the
beginning of each billing cycle.

e Single transaction limit is the amount available on the card for a single purchase. A transaction
includes the total purchase price. Accountholders should not attempt to make a purchase greater than
his/her approved limit. A purchase that exceeds the Accountholder’s single purchase limit must not be
“split” or broken down into two or more purchases merely to bypass the single transaction limit.

P-Card Program Auditing

P-Card transactions may be audited for compliance with RPS Policy, these procedures, and/or with the
Commonwealth Accounting Policies & Procedures (CAPP) manual. The audits will confirm that the cards
are being used for their intended purposes and are being used in accordance with RPS policies.

Merchant Category Code Restrictions:

P-Card purchases are controlled using custom Merchant Category Code (MCC) Groups established by
RPS. Every vendor who accepts credit cards is assigned a 4-digit MCC by the credit card industry to
indicate what type of business they conduct. Certain types of codes such as liquor stores, some
entertainment venues, ATM machines, and cash back transactions are blocked. The transaction will be
declined when a P-Card is presented for payment to these merchants. MCC restrictions may be
temporarily lifted if there is legitimate need to purchase from a restricted merchant. The need shall be
documented and the request to lift the restriction must be sent to the Program Administrator.

Card Storage

It is highly recommended that cards are kept securely on-site in a locked location when not in use. This
will help to prevent, including but not limited to, lost and stolen cards, and/or, accidental usage.
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Ordering from Central Contracts:

Provided the contractual agreement between RPS and the merchant allows it, Accountholders shall use
the P-Card to order goods and services from RPS contracts. Accountholders should ensure that contract

prices are obtained from the Contractor prior to placing the order.

Sales and Use Tax:

In most cases, RPS purchases are tax exempt and NOT subject to Virginia Sales Tax. Cardholder should
request that merchants not include tax on all purchases, except for business meals, catered events, lodging,
or other accommodations. RPS Virginia state tax exemption number, #1690530115, will be embossed on

the front of the card.

Distinguishing Between Fraud & Misuse

Fraud

Misuse

Fraud involves the unauthorized use of a
purchasing card by the cardholder, other RPS
School District employees or outside party,
resulting in one or more transactions whereby
the District does not benefit. This includes:

o Use of the card for personal gain

0 Use of stolen account numbers
and/or counterfeit cards

0 Merchant fraud, charging for goods
or services and not delivering the goods or
services

Approvers should monitor for:

o Altered documents

0 Monthly reconciliations that are
always late or not completed

0 Certain receipts not included in the
reconciliation documents

0 If receipts are missing, does the

nature of the purchase indicate possible
inappropriate use of the card?

o Receipts without enough detail to
identify what was purchased

0 Accountholders presenting several
reconciliations at once.

0 Purchases made after normal
business hours or on weekends

o Spending patterns and vendor

sources (a sudden unexplained increase in
purchases or questionable vendor sources
may indicate a problem).

. Accountholders not allowing
sufficient time for you to review documents
before reconciliation deadlines.

Misuse involves the cardholder using their
card for transactions not permitted by policy.
'The School District receives the benefit of the
purchased goods, but the cardholder has
misused the card. The misuse includes:

. Order splitting

U Exceeding transaction or monthly
limits

. Poor asset management, buying

larger quantities or higher quality than the
District would deem appropriate
o Buying from unauthorized suppliers

Approvers should monitor for:

. Altered documents

. Monthly reconciliations that are
always late or not completed

o Certain receipts not included in the
reconciliation documents

. If receipts are missing, does the

nature of the purchase indicate possible
inappropriate use of the card?

. Receipts without enough detail to
identify what was purchased

. Accountholders presenting several
reconciliations at once.

. Purchases made after normal
business hours or on weekends

. Spending patterns and vendor

sources (a sudden unexplained increase in
purchases or questionable vendor sources
may indicate a problem).

U Accountholders not allowing
sufficient time for you to review documents

before reconciliation deadlines.
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PURCHASING CARD PROGRAM PROCEDURES

Request for New P-Cards:

Approvers will complete a New P-Card Application for each Accountholder candidate or location. This
form can be found on Procurement & Property Management’s intranet site (sample also located in
Appendix B). P-Cards cannot be issued to temporary employees. The request must state recommended
credit limits and indicate the general ledger codes to be encoded on the card. All requests must be signed
by the Accountholder applicant and the Approver. Requests will be forwarded to the Program
Administrator for processing.

Issuing of P-Cards:

P-Cards will be centrally distributed through the Program Administrator. Bank of America will send any
new, renewed, or replacement cards to the Program Administrator for distribution to the Accountholder
or location. The Program Administrator will not release any cards until each new Accountholder/location
has gone through in-service training, received all documents related to the program and signed the P-Card
User Agreement (sample in Appendix B).

The Program Administrator shall discuss and provide the following documents during training:

e P-Card User Agreement: This is an agreement between the Accountholder and the RPS, which affirms
that the Accountholder has read and understands the policy and procedures for the P-Card. All
Accountholders must sign this agreement which acknowledges the employee’s responsibilities
regarding card use and sets forth consequences for card misuse. The Accountholder, Approver, and
the Program Administrator will sign this agreement at the end of the training session. The Program
administrator shall maintain all signed agreements centrally in the Office of Procurement & Property
Management.

e RPS P-Card Policy & Procedures Manual: This document outlines the RPS policy and procedures that
apply to the use of the P-Card. It also outlines approved and restricted types of purchases,
consequences for misuse, as well as detailed, step-by-step instructions for Accountholders and
Approvers.

P-Card Activation:

New P-Cards must be activated by calling the number indicated on the sticker attached to the front of the
card (1-888-233-8855). PIN selection is completed as part of the card activation process. Once activated,
Accountholder must remove the sticker and sign the back of the card for security. Accountholder should
always keep the card in a secure place.

Online PIN Retrieval

All newly issued, renewed, or replaced P-Cards are Chip & PIN-enabled cards. PINs will be selected
during the card activation process. Existing Accountholders who receive replacement or renewed P-Cards
will have the option to keep their existing PIN or select a new PIN when they activate their new cards. To
retrieve a PIN online, please go to www.bofaml.com/globalcardaccess. The Accountholder will need to
register as a “New User” and enter:

e 16-digit card number

e Expiration Date

Cardholder Name (as it appears on the card)

3-digit CVV code from the back of the card
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e Verification ID: (Usually the location’s main phone number but can be verified with Program
Administrator).

e The system will then ask the cardholder to create a username and password, which can be anything
they want. Once the account is created and security questions are answered, the cardholder will be able to
retrieve the PIN.

Security of the P-Cards:

The Accountholder is responsible for the security of the card. The card should be treated with the same
level of care as the Accountholder would use with his/her own personal charge cards, even though the
liability associated with the use of the purchase card lies with the RPS. Guard the card account number
carefully. It should not be posted in a work area or left in a conspicuous place. It should be kept in an
accessible, but secure location. Card is to be used for RPS official business purposes only.

Lost or Stolen Cards:

If a P-Card is lost or stolen, immediately contact the Program Administrator. Prompt action can reduce the
RPS liability of fraudulent activity. The Program Administrator will check for unauthorized transactions and
then contact Bank of America to cancel that account and have a new account issued.

Making Purchases:

Accountholders should promote and encourage positive interactions with merchants and be informed
always to use contracted vendors whenever available. Honesty and courtesy are essential ingredients in
all aspects of a buyer/merchant relationship.

Follow the guidelines below when making purchases using the P-Card:

e Determine if a P-Card can be used to purchase required item/s or service/s and within the Cardholder’s
spending limit.

e Obtain pricing from the merchant and call, fax or visit the merchant to place your order.

e Ifpurchase is via the internet, print out the confirmation proof of purchase page, specity Cardholder name,
RPS name, location and shipping instructions.

e Confirm pricing and freight charges and ensure that tax is not included (if not applicable).

e Accountholders must obtain a receipt for ALL P-Card transactions. If a receipt is lost, Accountholder
must contact vendor to obtain a duplicate receipt.

e An IRS W-9 is not required to be obtained from the vendor when using P-Card as payment.

e Purchases requiring special approval will be allowed only after proper approval has been obtained.
This will include, but not be limited to, approved Request to Travel forms.

e Any violation of the established program rules and policies will result in any of the following
depending on the severity of the violation: verbal counseling, restricted card use, suspension and/or
termination.

Returns, Credits and Disputed Charges

e Returns: If an item needs to be returned, the Accountholder must contact the merchant to obtain
instructions on how to receive credit. Do not accept store credit. Note that some merchants may
charge a restocking or handling fee for returns.

e Credits: If the merchant accepts an item as a return, the credit for this item will normally appear on
the following billing cycle statement. All credits must be reconciled and allocated in Work in the same
manner as any other transaction. Credits should be allocated to the same budget codes as the original
transactions.
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e Disputed Charges: The Accountholder must contact the merchant if there is a discrepancy on a P-
Card charge and make every attempt to resolve the problem directly with them. If no resolution is
reached with the vendor, the Accountholder should contact the Program Administrator, who will
dispute the charge with Bank of America. The Program Administrator will need specific details from
the Accountholder, such as records/accounts of all attempted communication with the vendor, contact
names & phone numbers/email addresses, etc. The disputed item will still need to be allocated and
signed-off in Works. In the “Comments” box, type a note that this item has been disputed with Bank
of America. When the credit from Bank of America posts, please make sure it is allocated to the same
budget codes as the original/disputed transaction.

Card Cancellation:

If a location wishes to cancel a card for any reason, the Approver must notify the Program Administrator
using the P-Card Maintenance Form (see sample in Appendix B). The cancelled card shall be properly
destroyed (shredded) immediately. If there is an urgent need to cancel a card, contact the Program
Administrator for immediate assistance.

Employee Transfer/Termination:

P-Cards must be returned to the Approver upon transfer or termination of the employee and the Program
Administrator shall be notified the same day the event happens. (See “P-Card Maintenance Form” in
Appendix B.) Approvers should add “Procurement Card” to any checkout sheet that employees are
required to complete.
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RECONCILIATION PROCEDURES & INSTRUCTIONS

Timely reconciliation and review of charges are essential to ensure that RPS can pay the bill on time and
that unauthorized charges, if any, are discovered promptly. The billing cycle always starts on the 1% day
of the month and ends on the last calendar day of the month.

TIPS & REMINDERS

General
v" P-Cards should only be used to make RPS-related purchases that Works can be accessed at:
directly support the mission of Richmond Public Schools. https://payment2.works.com

v Our billing cycles begin on the 1% of the month and run through the
last day of the month.

v' All P-Card transactions should be allocated, receipts uploaded, and purchases signed-off by the 5%
working day of the following month.

v" P-Cards should never be used for a purchase that will be paid using Federal grant funds (Title I, Title I,
Perkins, etc.).

For Accountholders
v" Detailed instructions for Accountholders begin on Page 17.

v Never have a vendor “split” a transaction to circumvent the single purchase limits. If you need to make a
larger purchase, please contact the Program Administrator.

v Accountholders should obtain tax exemption whenever applicable. Avoid self-checkout kiosks, as there
is no way to get tax exemption.

v You can allocate, upload receipts, and sign-off throughout the month. You do NOT have to wait until the
end of the month to complete these steps.

v’ After you allocate & sign-off as Accountholder, the transactions will then be available for the Approver
at your location to review & sign-off.

v Always get a receipt for every P-Card transaction & attach that receipt to the corresponding charge in
Works. If you do not have a receipt, you must contact the vendor to get a duplicate receipt.

For Approvers

v' Detailed instructions for Approvers begin on Page 30. For any P-Card related issues or questions, please

v" You are the final level of review and approval for your | contact the Program Administrator:
Jodi Phillips, CPCP

location, and you are ultimately responsible for all Purchase Card Coordinator
purchases made. Office of Procurement & Property Management
Office: 804-204-1087

Cell: 804-543-4216
Email: jgeary@rvaschools.net

v’ Approvers should carefully review each transaction,
allocation codes, attached receipts, and the RPS

Reconciliation Report to ensure compliance BEFORE
signing-off in Works.

If changes need to be made or additional information provided, you can “flag” the transaction and it will be sent back to the
Accountholder for correction (see corresponding instructions).
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DETAILED ACCOUNTHOLDER TASKS IN WORKS

No later than the 5™ working day of the month, all Accountholders should have allocated their transactions,
attached receipts, and signed-off in Works.

Allocate Transactions

There are two options for allocating transactions: you can either allocate one transaction at a time, or you
can mass-allocate multiple transactions (if they are all being allocated to the same account codes).

Allocate Just One Transaction

To allocate just one transaction, log in to Works.

1. On the Home screen, go to Expenses = Transactions, or simply click the blue “Pending” link...

Bankof America %% ®
Merrill Lynch Works

Home Expenses Reports

S Action ltems Upload Receipts
-~
Action Acting As Count Type Current Status
Sign Off Accountholder 118 Transaction Pending
1 item Show per page 1<) Page: [ 1 ] of 1> B0

= Accounts Dashboard

In Scope
AccounAt Name Account ID Credit Limit Current Balance  Available Spend  Available Credit
SUSIE CARDHOLDER 8361 25,000.00 73,811.95 (36,194.14) (48,811.95)
1 item Show per page (<< Page m of 10> B

Training Guides Training Videos Privacy & Security Recommended Settings Payment Center

© 2019 Bank of America Corporation. All rights reserved. Your last log in was October 31, 2019, 12:13 PM CDT.




2. Works will display all your P-Card transactions that need to be allocated and signed-off. Your screen will
look like the following:

Weicome, Susie Cardholder - Log Out

BankofAmerica ™ \wo rks®

Merrill Lynch
Ly AATY
Home  Expenses | Reports
Expenses > Transactions > Accountholder The School Board Of The City of Richmond
Transactions - Accountholder
<< | Pending SignOff | SignedOff | Flagged | All Clear Filters ~ Columns v
= Account Date Date Purchase Amount
Document D Sign Off Posted  Purchased  primary Accountholder ‘Amount Vendor Comp|VallAuth Allocation Allocated w
Bllml] | — — —— (A v]
f =2 TXN00001115 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 261.63 ENGINEERING, ARCHITECTURAL CO. Yiviv 100.1000.5301.1101.1001 26163 No
r:} (=] TXN00001116 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 83462 PUBLIC WAREHOUSING-FARM PR CO. xilviv 100.5301.. 83462 No
[ Amount Range - All =
o - ji = TXN00001117 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS - G CO. x vl v 100.5301.. 94433 No
ispute Status - All
L (=] TXN00001118 8361 none 10/07/2019 10/0722019  Cardholder, Susie 929.96 PROFESSIONAL SERVICES NOT CO. xivi v 100.5301.. 92996 No
[ Account Status - All 5
< (=] TXN00001119 8361 none 10/07/2019  10/0772019  Cardholder, Susie 14155 PUBLIC WAREHOUSING-FARM PR CO. xiviv 1005301 14155 No
Allocation Complete - All ol
TXN00001120 8361 100722019 10/07/2019 i H D N
e e | none Cardholder, Susie 32895 TIMESHARES CO. xiviv 1005301 32895 No
e — 1 7 77
] Allocation Authorized A1 5 || = TXN00001121 836 none 10/072019  10/07/2019  Cardholder, Susie 74462 ACCOUNTING, AUDITING AND B CO. xiviv ~ 100.5301. 74462 No
b @ TXN00001122 8361 none 10/072019  10/07/2019  Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO. xiviv 1005301 857.91 Mo
@ TXN00001123 8361 none 10/072019  10/07/2019  Cardholder, Susie 81611 TIMESHARES CO. xiviv ~ 100.5301. 81611 No
([ scarcn - (=] TXN00001124 8361 none 10/0722019  10/07/2019  Cardholder, Susie 79634 PROFESSIONAL SERVICES NOT CO. xiviv 1005301 79634 No

0 Selected | 118 items Show [10_v | per page <1< Page:[1 ] of 12> B>

Upload Receipt

Training Guides ~ Training Videos Privacy & Security Recommended Seffings Payment Center
©2019 Bank of America Corporation. Al rights reserved. Your last log in was October 31, 2019, 12:13 PM CDT.

3. Click on the “Document” number for the transaction that you wish to allocate, then choose
“Allocate/Edit.”

Transactions - Accounthold

<< Pending Sign Off | Signed Off | Flagged All J
al | 1 — al -
Advanced Filter A Account
Document D Sig|
2 J )
K TXN00001115 8361 none
5|

Amount Range - All

Dispute Status - All
Account Status - All

Allocation Complete - All

[ | |l |l |l |l

[# Allocation Valid - Al & | View Full Details none
Allocation Authorized - All @ Dispute none
Y= Retry Automatch none

W <  Divide none

& | Attach to Purchase Request none

Manage Receipts
0 Selected | 118 items & Print

[ Retry Automatch JJ[ wass Atocate JJ[ attacn )] print JJ[_Sign o J{l uptosd Receipt ]
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Your screen will look like the following:

PACKAGE TOUR OPERATORS - G Cf 10/07/2019 | Source Amount : 944.33 USD 3

=] Allocation Purchase Amount: 94433  Tax Amount: 0.00  Allocation Total: 944.33 | 100%  Variance: 0.00 *
All Values

|| Compl|VallAuth | Amount v Sales Tax Description ' GLO%: Fund | GLO2: Function ' 6L03: Organization ' GLO4: Program | GLOS: Objet

B xiviv 94433 0.00 | PACKAGE TOUR OPERATORS - G CO. - Purchase 100 5301

< »

|| 0 Selected | 1item

[ ~ca ~ ][ oupticate v JJ[ ClearG |

[=] Reference & Tax

Sales Tax Included v 94433 0.00 000 [23219
(] Adjust Amount

[=] Transaction Detail - 4723 (PACKAGE TOUR OPERATORS - GERMANY ONLY)

Purchase Summary

Unique
Unit Total i Discount Duty Origin Origin Postal Shipping Tax Invoice
Description Amount Quantity Amount Code Country Code Postal Code Amount Amount Order Date Country Code Code Purchase ID Amount  Amount Number
Line Item Summary - Charges for 10/07/19 94433 1 94433 cCaQ12 CA 778530000 9443 157.38 10/07/2019 FR 950211234 ZYBQBBXECA 118.04 788460256347

Purchase Detail

Save and Allocate Next
4

4. Click in each segment of the allocation string to select the appropriate account codes: Fund, Function,
Organization, Program, and Object. Begin typing the correct code and then select the code from the list
that pops up:

I Allocation Details -TXN00001117 - PACKAGE TOUR OPERATORS -

10/07/2019 | Source Amount : 944.33 USD F3

[=] Allocation Purchase Amount: 94433  Tax Amount: 0.00  Allocation Total: 94433 | 100%  Variance: 0.00

i
fte|

All Values

CompiValjAuth  Amount v Sales Tax Description L01: Fund 02: Function Q: Organization g4: Program
U xiviv 94433 0.00 | PACKAGE TOUR OPERATORS - G CO. - Purchase o @ @ o

L
‘
0 Selected | 1 item

[ remove JJ nas + [ oupicote + |

[=] Reference & Tax g

| &

5521 | STUDENT
TRANSP-FIELD TRIP

Sales Tax Included v 94433 000 [ 000 (23219 57
(] Adjust Amount

[=] Transaction Detail - 4723 (PACKAGE TOUR OPERATORS - GERMANY ONLY)

Purchase Summary

Unique
Unit Total  Cq Discount Duty Origin Origin Postal Shipping  Tax Invoice
Description Amount Quantity Amount Code Country Code Postal Code Amount Amount Order Date Country Code Code Purchase ID Amount  Amount Number
Line Item Summary - Charges for 10/07/19 94433 1 94433 cQ12 CA 778530000 9443 157.38 10/07/2019 FR 950211234 ZYBQBBXECA 118.04 788460256347

Purchase Detail

‘ Save l Save and Allocate Nex

5. Once all segments are completed & correct, click the “Save” button and then click the “Close” button at
the bottom of the screen.

6. The corrected codes will now show on the “Pending Sign-Off” tab and three green check marks should
appear in the “Comp|Val|Auth” column:

Transactions - Accountholder
l << | Pending Sign Off | Signed Off | Fiagged | All Clear Filters = Columns v
Advanced Filter ~ Account . Date Date Purchase Amount
Doctiment D Sign Off Posted  Purchased  primary Accountholder  Amount Vendor ComplVallAuth Allocation Allocated  ecaned
| | | Al v
TXN000O1115 8361  none 10/072019 10/07/2019  Cardholder, Susie 261.63 ENGINEERING, ARCHITECTURAL CO. v iviv  100.10005301.1101.1001 26163 No
TXN00001116 831  none 100072019 10/07/2019  Cardholder, Susie 83462 PUBLIC WAREHOUSING-FARM PR CO. xiviv 1005301 83462 No
Amount Range - All 8l
=@ TXN00OO1117 8361  pone 10/072019 10/07/2019  Cardhoider, Susie 94433 PACKAGE TOUR OPERATORS - G CO. viviv 10013105301 11015527 94433 No
Dispute Status - All sl
e v 1] TXN00001118 8361  none 100072019 10/07/2019  Cardholder, Susie 929.95 PROFESSIONAL SERVICES NOT CO. xiviv  100.5301 92995 No
[ Account Status - All s
@ TN 361  non 10/072019 10/07/2019  Cardholder, Susie 14155 PUBLIC WAREHOUSING-FARM PR CO. xiviv  100.5301 14155 No
Allocation Complete - All sl
e ———— ® TXN00001120 8361  none 10/0722019 10/07/2019  Cardholder, Susie 32895 TIMESHARES CO xiviv 1005301 32895 No
Allocation Valid - All 8l =
Allocation Authorized -AL gl || & TXN00001121 8361  pone 10/07/2019 10/072019  Cardholder, Susie 74462 ACCOUNTING, AUDITING AND B CO. xiviv  100.5301. 74462 No
T O ®m TXNoooo22 8361  none 1010722019 10/07/2019 ~ Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO xiviv  100.5301 65791 No
@ TXN00001123 8361  pone 10/07/2019 10/07/2019  Cardholder, Susie 81611 TIMESHARES CO xiviv  100.5301. 81611 No
[ scarcn L1 @ TXN00001124 8361  pone 10/072019 10/07/2019  Cardholder, Susie 79634 PROFESSIONAL SERVICES NOT CO xiviv ~ 100.5301. 79634 No
0 Selected | 118 items Show [10_v ] per page 144 Page:[1 ] of 12> B
[ Attach JJ[ Print |
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Mass Allocate Multiple Transactions

If you have multiple transactions that need to be allocated to the same codes, you can allocate more than
one transaction at a time. To mass allocate multiple transactions, log in to Works.

1. On the Home screen, go to Expenses = Transactions, or simply click the blue “Pending” link...

BankofAmerica@ ®
Merrill Lynch Works

‘ In Scope
-~
Account Name

SUSIE CARDHOLDER

1 item

Training Guides Training Videos

© 2019 Bank of America Corporation. All rights reserved.

= Accounts Dashboard

8361

Account ID

Credit Limit

Show per page

Privacy & Security Recommended Seftings Payment Center

Your last log in was October 31, 2019, 12:13 PM CDT.

25,000.00

Current Balance  Available Spend

73,811.95

(36,194.14)

Home Expenses Reports
= Action items Upload Receipts
-~
Action Acting As Count Type rrent Status
Sign Off Accountholder 118 Transaction Pending
1item Show per page 04 < Page: [E of 10> )

Available Credit

(48.811.95)

1< Page: [(1 ] of 10> B

2. Works will display all your P-Card transactions that need to be allocated & signed-oft. Your screen will
look like the following:

Bankof America 27 0 o —
Merrill Lynch Works' AAZY
Home | Expenses = Reports

<<

Pending Sign Off

‘Advanced Filter

[ Amount Range - All

Dispute Status - All
[ Account Status - All

[ Allocation Complete - Al
Allocation Valid - All
Allocation Authorized - All

IEZEN reset

0 Selected | 118 items

[ Retry Automatch || sass Atiocate Jf " Attach JJ("print J]["Sign orr JJ["upiosd Receip |

Training Guides  Training Videos
©2019 Bank of America Corporation. All rights reserved. Your last log in was October 31, 2019, 12:13 PM CDT.

Expenses > Transactions > Accountholder

Transactions - Accountholder

Signed Off | Flagged | All

7 Account
) Sign Off
@ TXN000O1415 8361  pone
2l @ TXN00001116 8361 pone
bl g TXN00001117 8361  pone
il [m] TXN00001118 8361  none
i m TXN000O1119 8361 pone
3 @ TXN00001120 8361 none
i o TXN00001121 8361  pone
E TXN00001122 8361  pone
C TXN00001123 8361  pone
@ TXN00001124 8361  pone

Privacy & Security Recommended Sefings Payment Center

10/07/2019
101072019
10/07/2019
10/07/2019
10/07/2019
10/07/2019
10/0722019
10/0722019
10/0722019
1010722019

Date
Purchased  primary Accountholder

10/0722019  Cardholder, Susie

10/0772019  Cardholder, Susie

10/0722019  Cardholder, Susie

10/0722019  Cardholder, Susie

10/0722019  Cardholder, Susie

10/0722019  Cardholder. Susie

10/07/2019  Cardholder, Susie

1000722019 Cardholder, Susie

10/07/2019  Cardholder, Susie

10/0722019  Cardholder, Susie

Show per page

Purchase
‘Amount

26163
834.62
94433
929.96
14155
328.95
74462
857.91
816.11
796.34

Vendor

ENGINEERING, ARCHITECTURAL CO.
PUBLIC WAREHOUSING-FARM PR CO.
PACKAGE TOUR OPERATORS - G CO.
PROFESSIONAL SERVICES NOT CO.
PUBLIC WAREHOUSING-FARM PR CO.
TIMESHARES CO.

ACCOUNTING, AUDITING AND B CO
COURIER SERVICES-AIR OR GR CO.
TIMESHARES CO.

PROFESSIONAL SERVICES NOT CO.

The School Board Of The City of Richmond

Allocation

100.1000.5301.1101.1001
100.5301
100.1310.5301.1101.5527
100.5301
100.5301
100..5301
100..5301
100.5301
100.5301
100.5301

Clear Filters ~ Columns v

Aiocatea | “ploseet

Al v
26163 No
83462 No
94433 No
92996 No
14155 No
32895 No
74462 No
65791 No
81611 No
79634 No

<9< Page:[1 ] of 121> Bf
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3. Click the boxes next to the transactions that you wish to allocate, then click on the “Mass Allocate” button
at the bottom of the screen:

" - Welcome, Susie gy
Bankof America 2% Works®
Merrill Lynch orks . -
AATN
Home Expenses Reports
Expenses > Transactions > Accountholder The School Board Of The City of Richmond
Pending Sign Off | Signed Off | Flagged | All Clear Filters ~ Columns v
Advanced Filter = Account Date Date Purchase Amount  yploaded
Docisment D Sign Off Posted  Purchased  primary Accountholder Amount Vendor Comp|VallAuth Allocation Allocated  Receipt
[+ Date - 07/2322019 - 10/3172019 o o
[+|Account - All ol = A
[ TXN00001115 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 26163 ENGINEERING, ARCHITECTURAL CO. viviv  100.10005301.1101.1001 26163 No
(+] Purchase Request - All £
@ [ TXN00001116 8361  none 10/07/2019 10/07/2019  Cardhoider Susie 83462 PUBLIC WAREHOUSING-FARM PR CO. xiviv 1005301, 83462 No
[ Amount Range - Al
= 2 2 [ TXNOODOH117 8361 none 1010722019 10/07/2019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS - G CO. vivie o 100.1310.5301.1101.5527 94433 No
[+ Dispute Status - All ol
¥ & %S%I none 10/07/2019 10/07/2019 Cardholder. Susie 929.96 PROFESSIONAL SERVICES NOT CO. xiviv 100.5301 929.96 No
[ Account Status - All sl
@ [ TXN00001119 8361  none 10/07/2019 10/07/2019  Cardholder, Susie 14155 PUBLIC WAREHOUSING-FARM PR CO. xiviv 1005301 14155 No
[# Allocation Complete - All | =
= @] [ TXN00001120 8361  none 10/07/2019 10/07/2019  Cardholder, Susie 32895 TIMESHARES CO. xiviv 1005301 32895 No
[+] Allocation Valid - All ) = =i
@ TXN00001121 8361 none 10/0722019 10/07/2019  Cardholder, Susie 74462 ACCOUNTING, AUDITING AND B CO. xiviv  100.5301 74462 No
[ Allocation Authorized - Al g
@ TXN00001122 8361 none 10/0722019 10/07/2019  Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO. xiviv 1005301 65791 No
@ TXNO0001123 8361 none 10/0722019 10/07/2019  Cardholder, Susie 81611 TIMESHARES CO. xiviv 1005301 81611 No
EE reser @ TXN00001124 8361 none 10/0722019  10/07/2019  Cardholder, Susie 79634 PROFESSIONAL SERVICES NOT CO xiviv 1005301 79634 No
4 Selected | 118 items Show [ 10 v] per page (<4< Page: [ 1 ] of 12> B>
Retry Automatch Mass Aliocate I At ch || print || sion of [ Upload Receipt |
Training Guides Training Videos Privacy & Security. Seftings Payment Center
©2019 Bank of America Corporation. Al ights reserved Your last log in was October 31, 2019, 12:13 PM CDT.

4. On the Mass Allocate screen, click in each segment box and start typing the appropriate code. Click on
the correct code as it pops up on the screen:

ocate X
Apply segment codes to each all line on 4 tr (s) -
GLO3: Organization GLO04: Program
100 1100 5301 1101
GENERAL FUND CLASSROOM ARMSTRONG GENERAL PROGRAMS 5612 | INSTRUCTIONAL
INSTRUCTION SUPPLIES

4

See More...

Empty Segment Field(s) :  ® Retain original codes(s)

5. Once all segment values are complete and correct, press the OK button at the bottom of the screen. The
corrected codes for each selected transaction will show up on the screen.

Scan and Attach Receipts for Each Transaction

Receipts are required for EACH P-Card transaction. If you do not have a receipt, you must go back to the
vendor to obtain a duplicate receipt. ONLY if the vendor is unable to provide a duplicate receipt, you can
complete the Missing Receipt Form & attach it to the appropriate transaction in Works. (See sample form
in Appendix B.) Please note that frequent missing/incomplete receipts will result in suspension of P-Card

privileges.

Make sure each receipt is scanned individually as either a PDF or JPEG file. Save the scanned images to
a file on your computer or to a network folder. To make it easier to attach the appropriate receipt, it is
recommended that you name each saved file with the vendor name & purchase date (e.g. Panera 10-15-
19).
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Once all receipts are scanned/saved, you will be able to attach the receipt directly to the appropriate
transaction in Works:

1. Loginto Works and click on the blue “Pending” link on the Home screen.
2. Click the NO link in the “Uploaded Receipt” column for the transaction that you want to attach the receipt
to:

- TETOTE, SUSTE gmaiug
Bankof America 2% Works®
Merrill Lynch orks =
AR
Home Expenses Reports
Expenses > Transactions > Accountholder The School Board Of The City of Richmond
Transactions - Accountholder
<< | Pending Sign Off | Signed Off | Flagged | All Clear Filters ~ Columns v
Advanced Filter ~ Account Date Date Purchase Amount  Upioaded
Doctiment D Sign Off Posted  Purchased  primary Accountholder  Amount Vendor ComplVallAuth Allocation Allocated &ﬁm
(H] |
" k&) TXN00001115 8361  none 10/072019  10/07/2019  Cardholder, Susie 26163 ENGINEERING, ARCHITECTURAL CO. v iviy  100.1000.5301.1101.1001
| K= TXN00001116 8361 none 10/07/2019  10/07/2019  Cardholder. Susie §3462 PUBLIC WAREHOUSING-FARM PR CO 100.1100.5301.1101.5612 No
[ Amount Range - All sl
—= - Ol @ TXN00001117 8361 none 10/07/2019  10/0772019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS - G CO. v iviy  10013105301.1101.5527 94433 No
Dispute Status - Al
. B O TXN00001118 8361 none 10/07/2019  10/0772019  Cardholder, Susie 929.96 PROFESSIONAL SERVICES NOT CO. vivie 10011005301 11015612 92996 No
ccount Status - Al o
(5] TXN00001119 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 14155 PUBLIC WAREHOUSING-FARMPRCO. v ivi v 100.1100.5301.11015612 14155 No
location Complete - All | b=
. ) TXN00001120 8361 none 10/072019 10/07/2019  Cardholder, Susie 32895 TIMESHARES CO. 100.1100.5301.1101.5612 32895 No
Allocation Valid - All | B
5 Allocation Autnorized A1 (g1 || & TXN00001121 8361 none 10/072019 10/072019  Cardhoider, Susie 74462 ACCOUNTING, AUDITING AND B CO 100.5301. 74462 No
TXN00001122 8361 none 10/07/2019  10/07/2019  Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO. xiviy 1005301 65791 No
TXN00001123 8361 none 10/07/2019  10/0722019  Cardholder, Susie 816.11 TIMESHARES CO. 100.5301 81611 No
20 eset (=] TXN00001124 8361 none 10/07/2019  10/07/2019 ~ Cardholder, Susie 79634 PROFESSIONAL SERVICES NOT CO. xiviv 1005301 79634 No
0 Selected | 118 items Show per page <9< Page:[1 ] of 120> Bl

Training Guides  Training Videos Privacy & Security Seftings Payment Center

©2019 Bank of America Corporation. All rights reserved Your last log in was October 31, 2019, 1:11 PM CDT.

The following screen will pop up:

File Name File Size i 10

No data available in table
per page <1 <] Page: E] of 0 > >f

[%] Stored Receipt

&

3. Click on the Add button and then choose ‘“New Receipt.”
4. On the Add Receipt screen, click the “Choose File” button.

v g

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the .pdf, ;
.png, .jpg. .gif and .jpeg format. Uploaded files will be d* and comp d file must be less than 1MB. H

*Note: PDF files are not compressed and must be less than 1MB natively.

*File to Add, file chosen

K Receipt Date: | mm/ddlyyyy

rry

Description:

I o] c.c- J)!
4
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5. Navigate to wherever you saved your scanned receipts, then choose the appropriate receipt and click the
“Open” button:

@ Open X
<« v. g > ThisPC > Purchasing () » PURCHASING > P-Card > Sample Receipts v O Search Sample Receipts Pl
Organize v New folder = [ o
NAPCP Conferer A Name - Date modified Type Size

Training Docum

For BAP™ 10/29/20193:05PM  PDF File 184 KB
@ OneDrive 10/29/20193:03PM  PDF File 194KB
@ STy 10/8/20198:47AM  PDF File 32KB
3 This PC [ meal 10/8/20198:47AM  PDF File 5KB
2} 3D Objects [ multiple receitps 10/8/20198:47 AM  PDF File 58 KB
[ Desktop (& office max 2 10/8/20198:47AM  PDF File 11KB
% Documents (@ office max 10/8/20198:47 AM  PDF File 11K8
& Downloads @ parking 10/8/20198:46 AM  PDF File 4KB
Nomwsie {3 Pep Boys 10-27-19 10/29/20193:05PM  PDF File 162 KB
[&] Pictures
B videos
‘aa Windows (C:)

= USB Drive (E:)
== Purchasing (i) 9

File name: | Dunkin Donuts 10-27-19 vl All Fi ™
Open |v Cancel

6. On the Add Receipt screen, choose the correct date for the receipt, type a brief description of what the
purchase is for, and then click the OK button when finished:

A

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the _pdf,
.png, .jpg. .gif and _jpeg format. Uploaded files will be p d* and p d file must be less than 1MB. N

*Note: PDF files are not compressed and must be less than 1MB natively.

*File to Add: |

nkin Donu...0-27-19.pdf
T [1027/2019 ER| mm
: | Coffee for Staff Meetind

' Zancel H
4

7. The chosen receipt is now attached to the selected transaction in Works:

B Added receipt. )
-
Upload Receipt
Date Uploaded By Date Filo Namio File Size : D
LJ
|#/ 10/312019 Cardholder, Susie 10/27/2019 Dunkin Donuts 10-27-19 193.8KB  Coffee for Staff Meeting TXN00001115
[ 1Selected | 1item | 193.8 KB show [10__¥ | perpage 1< Page:[1 ] of 11> (>)

[ Add v Remove || View POF |

4

8. If you wish to remove the uploaded receipt and add a different one, you can click the “Remove” button
at the bottom of the screen.
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9. If you want to view the image of the receipt, you can click the “View PDF” button at the bottom of the
screen and the receipt image will be displayed.
10. Press the “Close” button when you are finished.

The transaction will now show “Yes” in the “Uploaded Receipt” column:

TVETComE, SUSIE Caranolaer - Lo3.00T

Bankof America 227 Works®

Merrill Lynch
" ARTY
Home Expenses Reports
Expenses > Transactions > Accountholder ‘The School Board Of The City of Richmond
Transactions - Accountholder
<< | Pending SignOff | Signed Off | Flagged | All Clear Fitters ~ Columns v
Advanced Filter s Account Date Date. Purchase Amount  ypioaded
— — Document D Sign Off Posted  Purchased primary Accountholder Amount Vendor CompiVallAuth Allocation Allocated  Receipt
Date - 07232019 - 10/31/2019 |
Account - Al off |
= - - C TXN000O1115 8361 none 10/07/2019  10/07/2019  Cardholder, Susie 26163 ENGINEERING, ARCHITECTURAL CO. v iviv  100.1000.5301.1101.1001
Purchase Request - All £
2 0 @ TXN00001116 8361 none 10/07/2019  10/07/2019  Cardholder, Susie §3462 PUBLIC WAREHOUSING-FARMPRCO. v ivi v  100.11005301.11015612 83462
mount Range - All
) B TXNO00O1117 8361 none 10/07/2019  10/07/2019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS - G CO. viviv  100.13105301.11015527 94433 No
ispute Status - All
- i TXN000O1118 8361 none 10/07/2019  10/072019  Cardholder, Susie 929.96 PROFESSIONAL SERVICES NOT CO. vivie  100.11005301.11015612 92996 No
ccount Status - All £
TXN000O1119 8361 none 10/07/2019  10/0772019  Cardholder, Susie 14155 PUBLIC WAREHOUSINGFARMPRCO. v ivi v 100.1100.530111015612 14155 No
liocation Complete - All ol —
TXN00001120 8361 none 10/0712019 10/0772019  Cardholder, Susie 32895 TIMESHARES CO. v v 100.1100.5301.11015612 32895 No
liocation Valid - All o c—
1 /07! 7, ihe 5 7
5 Allocation Authorized -AY__[g) B TXN00001121 836 none 10/07/2019 10/07/2019  Cardholder, Susie 74462 ACCOUNTING, AUDITING AND B CO. xiviv 1005301 4462 No
TXN00001122 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO. xiviv 1005301 65791 No
[ B TXN00001123 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 816.11 TIMESHARES CO. xiviv 1005301 81611 No
B2 reset O] @ TXN00001124 8361 none 10/07/2019 10/07/2019  Cardholder, Susie 79534 PROFESSIONAL SERVICES NOT CO. xiviv 1005301 79634 No
0 Selected | 113items Show per page 0<1< Page: (1] of 121> B
Training Guides  Training Videos ~ Privacy & Security Seffings  Payment Center
©2019 Bank of America Corporation. Al rights reserved Your last log in was October 31, 2019, 1:11 PM CDT.

11. Complete the receipt upload process for each P-Card transaction.

Sign-Off on Each Transaction
Make sure you have allocated each transaction and attached the receipt BEFORE signing-off in Works.

1. On the Pending Sign-Off tab, click the document number for the transaction that you wish to sign-off,
then choose “Sign Oft:”

Welcome, Susie Cardholder - Log Out

Bankof America 2% Works®

Merrill Lynch LAAZY
Home Expenses Reports
Expenses > Transactions > Accountholder The School Board Of The City of Richmond
Transactions - Accountholder
<< | Pending SignOff | Signed Off | Flagged | All Clear Filters ~ Columns v
Advanced Filter N Account Date Date Purchase Amount  yploaded
Document D Sign Off Posted  Purchased  primary Accountholder ~ Amount Vendor Comp|ValAuth Allocation Allocated  Reoanes
(Date - 077232019 105312019 o O
2l o none 10/07/2019  10/0722019  Cardholder, Susie 26163 ENGINEERING, ARCHITECTURAL CO. v iviv  100.1000.5301.1101.1001 26163 Yes
2| S Aocate / Edit none 1010712019 10/0772019  Cardnolder, Susie 83462 PUBLIC WAREHOUSING-FARM PR CO v 100.1100.530111015612 83462 No
[ Amount Range - All ol y
T @ | &SRO mmmm— ( rone 10/07/2019 10/07/2019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS - G CO. viviv  100.13105301.1101.5527 94433 No
ispute Status - Al
£ @ [ View Full Details none 10/07/2019  10/07/2019  Cardholder, Susie 929.96 PROFESSIONAL SERVICES NOT CO. viviy  100.1100.530111015612 92996 No
ccount Status - Al ol
. @ pispute none 10/072019 10/07/2019  Cardhoider, Susie 14155 PUBLIC WAREHOUSING-FARMPRCO. v ivi v 100.1100.5301.11015612 14155 No
llocation Complete - All £
- | @ | %z Retry Automatch none 10/07/2019  10/07/2019  Cardholder, Susie 32895 TIMESHARES CO. viviy  100.1100.5301.11015612 32895 No
llocation Valid - All | B o
| @ |< Divide none 10/072019 10/07/2019  Cardhoider, Susie 74462 ACCOUNTING, AUDITING AND B CO. xiviv  100.5301 74462 No
llocation Authorized - Al | || Lo SA
[) @ |& | Attachto Purchase Request none 10/072019 10/07/2019  Cardholder, Susie 657.91 COURIER SERVICES-AIR OR GR CO. xiviv 1005301 657.91 No
@ |[El Manage Receipts none 10/072019 10/072019  Cardholder, Susie 816.11 TIMESHARES CO. xiviv 1005301 81611 No
EZE0 eset none 1000722019 101072019 796.34 PROFESSIONAL SERVICES NOT CO. xiviv 100.5301 79634 No

0 Selected | 118 items Show per page (<1< Page

JJ("sian o J|["upioad Receipt |

of 12> B

Training Guides  Training Videos Privacy & Security Seftings  Payment Center

©2019 Bank of America Corporation. All rights reserved. Your last log in was October 31, 2019, 1:11 PM CDT.
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2. Inthe “Comments” field, type the transaction date, the contract number (if applicable), and the reason for
the purchase, then press the OK button:

Sign off 1 transaction(s)

Comments: [10/27/19: Coffee for Staff Meeting|

A

3. Repeat this sign-off procedure for each transaction that needs to be signed-off.

Print and Sign RPS Reconciliation Report

After all transactions have been allocated, signed-off, and all receipts uploaded/attached, please print the
“RPS Reconciliation Report” from Works. All receipts & documentation should be attached to this
report, and these packets should be kept at your location for 5 vears. After 5 years, they can be
disposed of in accordance with the Virginia Law Library requirements that can be found at
https://www.lva.virginia.gov/agencies/records/sched_local/GS-02.pdf.

1. In Works, go to Reports > Template Library.

Bankof America %% Works®
Merrill Lynch /
Home Expenses Accounts Reports Accounting Administration
Completed
Create
Scheduled T —
Template Library €¢&——
Action Dashboard Count Type
Sweep Accountant 78 Transaction
Sign Off Accountholder 24 Transaction

2. At the bottom half of the screen, under “Shared,” scroll through the available reports until you find “RPS
Reconciliation Statement.” (All reports are listed in alphabetical order.)
3. Click on the blue, underlined name of the report and choose ‘“Modify/Run.”
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[=] Shared
-~
Template Name

Receipt Status
RPS Reconciliation Report €=

({2 Modify/Run <———

& Delete

4. In the “Filters” section of the screen, click on the calendar button to select the appropriate date range:

Bankof America 2z ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

Reports > Modify/Run

Create Report Report data is current as of November 19, 2019 8:09 AM CST.

* Category: |Spend v

*Template: v
Report Options ® Basic O Advanced Reset to defaults | Use last run settings
[=] Columns
Available Selected Column Sort
| = Allocation ~| \CH Full Name =] |A—Z CH Full Name =
GL is Authorized Card Embossed Line 1 A—Z Card Embossed Line 1
GL is Complete Card Last 4 Digits A—Z Card Last 4 Digits
GL is Valid Txn Number A—Z Post Date
GL: Function Vendor Name A—Z Txn Number
GL: Function Desc Receipt Status
GL: Fund Purchase Date
GL: Fund Desc Post Date (4] o
GL: Object Amount (»]
GL: Object Desc GL Combination Rollup (v] (v)
GL: Organization Type
GL: Organization Desc
GL: Program

GL: Program Desc
Item Description

Item Exp Cat Comment

Item GL Combination | ad L ~ |
Item Number ] S—

item Price - I 20 constant | Reverse Sort |

[=] Filters
Add filter: v
PostDate: $¢ 10/01/2019 - 10/31/2019
Transaction Type: xu Cash advance (¢ Misc Credit ¢ Misc Debit (¢ Purch (] Reimb t (] Pay

[=] Output Format

5. On the “Select Dates” screen, TYPE the approriate dates in the MM/DD/YY boxes (e.g. 10/1/2019 —
10/31/2019, 11/1/2019 — 11/30/2019, etc.), then press the OK button at the bottom of the screen:
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Select Dates x|

& MM DD YY < L

10 1 2019 »

10 31 2019 | < —

' Month-to-Date ' Selected Week
U Cycle-to-Date ) selected Month
-/ Year-to-Date U Selected Cycle
© Previous Week © Today
__J ' Previous Month ' Custom
2 2 © past 30 days
of2fs 5187 |2 [° |0 ® Pprevious Cycle
1[0 2]z s[5 18] v © Past B0 ) days
o[17|1e 192021 |22 |22
2425 |28 |27 [28 |20 20
22Tz ]¢]s5]e [7 |o
ofe [o [rofn]iz[z]ae] e

6. Scroll to the very bottom of the page and press the “Submit Report” button.

Sharing: () personal ® Shared ) Both

[=] Scheduling and Exp

Job Name: | RPS Reconciliation Report
Run for User(s) : None selected O
Schedule: (® Run Now
() Run Later
() Recurring

Report Expiration after: | 7 day(s)

submit Report )]

7. When the report has completed, a bright green check mark will appear and you can click on the blue
“PDF” link to open the report:

BankofAmerica@ ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

Reports > Completed

B Created 1 report. Report can be downloaded from the table below.

Queued At Report Nomo Status New

O 11/19/2019 08:17 AM CST RPS Reconciliation Report Ready &

8. The report will look similar to the following:
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RPS Reconciliation Report (3).pdf

RPS Reconciliation Report Credts 000

CH Full Name

Card Last 4 Dights “Tan Number Vendor Name Receipt Status

UNIVERSITY OF VIRGINIA

T PTTIVTVVTODODDD

Authorized Signature Authorized Signature 2

Print Name Print Name

Date Date

9. Print the report and attach all receipts & supporting documentation to this report.

10. Sign, Print your Name, and Date the report, and then have the Approver for your location do the same
after they have reviewed & signed-off on all transactions in Works.

11. Keep this report & all receipts/supporting documents in your location for S years. After 5 years,
the packets can be disposed of in accordance with the Virginia Law Library requirements that can be found
at https://www.lva.virginia.gov/agencies/records/sched local/GS-02.pdf.

Researching Declined P-Card Transactions

If you are trying to make a P-Card purchase and the transaction is not going through, it might be because
it has been declined by Bank of America. P-Card charges may be declined for a number of reasons. The
most common causes are an accountholder attempting to exceed their transaction or monthly limit, a
fraudulent activity watch/hold placed by Bank of America, or a Merchant Category Code (MCC)
restriction. Accountholders can determine the reason for a declined charge by logging Works and checking
the Authorization Log.

1. Inthe bottom part of the screen, click on the “Account ID” for the card you wish to check, and then choose
“View Auth Log:”
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BankofAmerica@’ ®
Merrill Lynch Works

Home Expenses Reports

= Action items Upload Receipts

-~
Action Acting As Count Type Current Status
Sign Off Accountholder 114 Transaction Pending
1item Show per page <1< Page: E of 1> [>f
= Accounts Dashboard
‘ In Scope
~ Current Available Available
Account Name Account ID Credit Limit Balance Spend Credit
1 ||l |
SUSIE CARDHOLDER 8361 @—— 25,000.00 73,811.95 (33,223.60) (48.811.95)

(85 View Full Details

1 item @ S i P

1<) Page:[1 ] of 10> B0

2. This Authorization log will show all recent transactions on the card, whether approved or declined. If
the transaction was declined, it will list the reason why...

Authorization Log - Susie Cardholder (8361) X
Current Balance: 7381195 ATM Cash Limit: 0.00 Available Funds: (33,223.60)
H
Date Merchant Name MCC Amount Result Decline Reason
11/12/19 20:02:30 EST BOB'S BIKES 1234 $123.40 Authorized
11/12/19 20:02:30 EST BOB'S BREADS 1234 $123.40 Reversal
11/12/19 20:02:30 EST BOB'S BUICKS 2345 $12.34 Declined Overlimit
11/12/19 20:02:30 EST BOB'S BOOKENDS 3456 $1.23 Declined CVV mismatch
11/12/19 20:02:30 EST BOB'S BOCCONCINI 4567 $1,234.00 Declined Invalid expiration date
11/12/19 20:02:30 EST BOB'S BIKES 1234 $123.40 Authorized
11/12/19 20:02:30 EST BOB'S BREADS 1234 $123.40 Reversal
11/12/19 20:02:30 EST BOB'S BUICKS 2345 $12.34 Declined Overlimit
11/12/19 20:02:30 EST BOB'S BOOKENDS 3456 $1.23 Declined CVV mismatch
11/12/19 20:02:30 EST BOB'S BOCCONCINI 4567 $1,234.00 Declined Invalid expiration date
79 items Show per page (1<) <] Page: E of 8 > >
3
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DETAILED APPROVER TASKS IN WORKS

No later than the 5" working day of the month, all Accountholders should have allocated their transactions,
attached receipts, and signed-off in Works. Once the Accountholder has completed their required steps in
Works, the transactions will then show up on your list of transactions to approve.

Since you are ultimately responsible for spending at your location, it is crucial that you review your
location’s transactions & receipts carefully to ensure that they comply with School Board policy and
support the mission of Richmond Public Schools.

Verify Allocation Codes
1. Login to Works and click the blue “Pending” link:

Bankof America 2% Works® Welcome. Amy Approver - Log OUl
Merrill Lynch AR

Home Expenses Reports

The School Board Of The City of Richmond

My Announcements

Action Acting As Count Type urrent Status. Please remember to sign-off on your transactions by the 5th of the month.
Sign Off Approver 5 Transaction If you need assistance please contact
Jodi Geary

jgeary@rvaschools.net
804-204-1087 office
804-543-4216 cell
1item Show [10_ v | per page (<< Page: (1 ] of 15> >0

Posted by your Program Administrator, Works Support, on October 4, 2019,
= Accounts Dashboard

In Scope
Aocoun‘l Name Account ID Credit Limit Cumrent Balance  Available Spend  Available Credit
No data available in table
0 items Show [10__v | per page 1<1<d Page: (1] of0 1> B0
Training Guides  Training Videos Privacy & Security Seftings Payment Center
©2019 Bank of America Corporation. Al rights reserved Your last log in was October 31, 2019, 2:35 PM CDT.

2. A list of all transactions that are pending your review/approval will be displayed on the “Pending Sign-
Off” tab:

" TYETCOTE ATy APPTOVEr = C00-0u
Bankof America %7 Works®
Merrill Lynch orks o -
AATZN
Home Expenses Reports
Expenses > Transactions > Approver The School Board Of The City of Richmond
Pending Sign Of Signed Off Flagged All Clear Filters Columns v
Advanced Filter - Account : Date Date Purchase Uploaded i
Document D Sign Off Posted Purchased Primary Accountholder Amount Vendor Receipt Allocation
[+ Date - 07/23/2019 - 10/31/2019 o )
Group - All
2l E TXN000O1114 8361 AH 10/0722019  10/07/2019  Cardholder, Susie 46775 JEWELRY STORES-WATCHES, CLCO.  Yes 100.1100.5301.11021009
[*)Account - All of
E TXN00001115 361 aH 10/0722019  10/07/2019  Cardholder, Susie 26163 ENGINEERING, ARCHITECTURALCO.  Yes 100.1000.5301.1101.1001
[ Amount Range - All o
= E TXN00001116 361 AH 10/0722019  10/07/2019  Cardholder, Susie 83462 PUBLIC WAREHOUSING-FARMPRCO.  Yes 100.1100.5301.11015612
[#] Dispute Status - All )
B TXNO0001117 8361 AH 10/0772019  10/07/2019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS-GCO.  Yes 100.1310.5301.1101.5527
[ Account Status - All sl
B TXN00001118 8361 aH 100072019 100072019 Cardholder, Susie 92996 PROFESSIONAL SERVICES NOT CO. Yes 100.1100,530111015612
[ Searcn |18
0 Selected | 5 items. Show | 10 v | per page 04 < Page:[ 1 | of 15> B0
Training Guides Training Videos Privacy & Security Setting; Payment Center
©2019 Bank of America Corporation. Al rights reserved. Your last log in was October 31, 2019, 2:38 PM CDT.

3. For each transaction listed, review the allocation codes that the Accountholder assigned. If you need to
make changes to the account codes, please see the Allocation instructions that begin on Page 16.




Review Receipts

If all allocation codes are correct, the next step is to review each receipt.

1. From the “Pending Sign Off” tab in Works, click the YES link in the “Uploaded Receipt” column to view
each receipt:

Weicome, Amy Approver - Log Out
Bankof America %% Works®
Merrill Lynch orks -
AR
Home Expenses Reports
Expenses > Transactions > Approver The School Board Of The City of Richmond
<< | Pending Sign Off | Signed Off | Flagged | All Clear Filters ~ Columns v
Advanced Filter . Account Date. Date. Purchase U,
Document! D sign off Posted  Purchased  primary Accountholder ‘Amount Neneos ot Allocation
L A
] TXN00001114 8361 AH 10/07/2019  10/0722019  Cardholder, Susie 467.75 JEWELRY STORES-WATCHES, Cl 100.1100.5301.1102.1009
o TXN00001115 8361 AW 100772019 10/072019  Cardholdes, Susie 261,63 ENGINEERING, ARCHITECTURAL CO. 100.1000.5301.1101.1001
Amount Range - All
- . B g TXN00001116 8361 aH 100072019 101072019 Cardholder, Susie 83462 PUBLIC WAREHOUSING-FARMPRCO.  Yes 100.1100.5301.1101.5612
ispute Status - All
a5 TXN000O1117 8361 aH 10072019 10/07/2019  Cardholder, Susie 944.33 PACKAGE TOUR OPERATORS -G CO.  Yes 100.1310.5301.1101.5527
Account Status - All sl
= & TXN00001118 8361 aH 100072019 101072019 Cardholder, Susie 929.96 PROFESSIONAL SERVICESNOTCO.  Yes 100.1100.5301.1101.5612

B2 reset

0 Selected | 5 items Show [10__v | per page <1 <1 Page: (1] of 1> B0
[ wass vocate [ Fag v ] pret ]|l Sionon ]

Training Guides ~ Training Videos Privacy & Security Recommended Seffings Payment Center

© 2019 Bank of America Corporation. All rights reserved. Your last log in was November 6, 2019, 11:56 AM CST.

2. On the screen that pops up, click the “View PDF” button:

Receipt
Uploaded By Date File Name File Size Description Document ID

\¥| 10/07/2019 Cardholder, Susie bofa 328KB TXN00001114

1 Selected | 1 item Show per page 1< < Page: E of 10> f

4

3. The receipt will be displayed:

(5} a] B Dunkin Donuts 10-27-1 X l+ v

O @ | Ofley//PURCHASING/P-Card/}

1o | P 1

Welcome to Dunkink Donuts PC 355235
enrico, VA
10/27/2019 1:21:30 P

Drive-Thru
Order: 471
Reglsterss Tran Sea ho: 338471
Cashier:Tomsy L.
G
1 Ice Cof MO OrigBind 2.4
Frnenvensirt
3 e
T oot 18
Sirusrst
Sorinkdes
1 it 16
‘Puapkin
Heated
Sub, Total: $5.31
Tax: $0.49
Total: $5.86
Dfscount Total: $0.00
Change .00
DD/BR Card: $5.86
DO/8R Card
Card Num : gt) 616066870823XXXX
Terminal : 37800023020
Aoproval : 56

Balance 3 4.00

00 Perks(R) Points Earned 27

Total DD Perks Points Balance 126

Support Code. 18700590

You are 74 points akay from earning a

Free Beverage in Any Size. Thark you for

being 2 value 00 Perks Hember!

S S
1] us about today's visit

at www.tel idunkin.con within 3 days

RECEIVE A FREE CLASSIC 00NIT
on-your next visit Mien o
purchase a Mediun or Larger Beverage
Survey Code: 47104-55235-1310-2793
See restrictions on dunkindonuts.com
e e
Visit Dunkinkation.con for prodiet
news. Enter Code DD2957
LT k.
Henrio s o Bikink
- TB05Y.Con

Enter Validation Code:
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4. Check to make sure the receipt matches the transaction date, total, and vendor. If the receipt matches, you
can click the “Close” button and move on to the next transaction receipt:

100368697344 - Receipts xS

=
Upload Receipt
Date Uploaded By Date File Name File Size Descripti D D
| 10/07/2019 Cardholder, Susie bofa 328KB TXN00001114

1 Selected | 1item show [10_ v per page 0<1<0 Page: [(1 ] of 1> >0

L o]
Ce=)

5. If the receipt does not match, or if additional supporting documents are needed, you can flag the
transaction and it will be sent back to the Accountholder for correction. See instructions in next section.

Flag Transaction for Correction by Accountholder

If the receipt is incorrect or if more supporting documents are needed, you can flag the transaction and it
will be sent back to the Accountholder for correction.

1. From the “Pending Sign Off” tab in Works, click the check box next to the appropriate transaction. Press
the “Flag” button at the bottom of the screen and then click “Raise Flag”:

Welcome, Amy Approver - Log Out

BankofAmerica % Works®

Merrill Lynch
i ARz
Home | Expenses  Reports
Expenses > Transactions > Approver The School Board Of The City of Richmond
<< | Pending Sign Off | Signed Off | Flagged | All Clear Filters ~ Columns v
Advanced Filter 3 Account Date Date Purchase Uploaded
Doceaent D Sign Off Posted  Purchased primary Accountholder ‘Amount Vendor Bo Allocation
(¥ Date - 07/29/12019 - 111062019 | ]
Group - All =
TR e 8361 A 100072019 10/072019  Cardholder, Susie 467.75 JEWELRY STORES-WATCHES, CLCO.  Yes 100.1100.5301.1102 1009
¥ Account - All
. M TXNOD0O1115 8361 aH 100072018 100722019 Cardholder, Susie 26163 ENGINEERING, ARCHITECTURALCO.  Yes 100.1000.5301.1101.1001
[# Amount Range - All 5l
[ TXN00001116 8361 AH 10/07/2019 10/0722019  Cardholdes isie 83462 PUBLIC WAREHOUSING-FARM PR CO. Yes 100.1100.5301.1101.5612
[ Dispute Status - All s
@ TXN000O1117 8361 aH 100072019 10/072019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS-GCO.  Yes 100.1310,5301 1101.5527
(3] Account Status - All 5
B TXN00001118 8361 aH 100072019 10072019 Cardhoider, Susie 92996 PROFESSIONALSERVICESNOTCO.  Yes 100.1100.5301.1101.5612
B reset
1 Selected | 5 items Show per page <4< Page:[1 ] of 10> B0
Training Guides Training Videos Privacy & Security. Seftings Payment Center
© 2019 Bank of America Corporation. All rights reserved. Your last log in was November 6, 2019, 11:56 AM CST.

2. In the “Confirm Raise Flag” screen, type the reason why the transaction was flagged, and then press the
“OK” button:

Confirm Raise Flag

Raise flag on 1 transaction(s)

C receipt <
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3. The transaction will go back to the Accountholder for correction. Once the correction has been made, you
should re-verify the allocation codes & receipt.

Sign-Off on Transactions

Once you have verified all transactions, allocation codes, and attached receipts, the final step is to sign-
off on the transactions in Works.

1. From the “Pending Sign Off” tab in Works, click the check box next to appropriate transaction that you
want to sign-off. Then press the “Sign Off” button at the bottom of the screen:

Welcome, Amy Approver - Log Out
o
Bankof America 2 Works®
Merrill Lynch orks 3 >
AATSN
Home | Expenses  Reports
Expenses > Transactions > Approver The School Board Of The City of Richmond
Pending Sign Off | Signed Off | Flagged | All ClearFilters ~ Columns v
Advanced Filter . Account Date Date Purchase Uploaded
Document 1D Sign off Posted  Purchased Primary Accountholder Amount Vendor Receipt Allocation
[+ Date - 07/29/2019 - 111062019 o o
[+ Group - All ol
<l 8361 AH 10/07/2019  10/07/2018  Cardholder, Susie 467.75 JEWELRY STORES-WATCHES, CLCO.  Yes 100.1100.5301.1102.1009
[+]Account - All ol - =
B TXN00001115 361 AH 1010772019 10/07/2019  Cardholder, Susie 261.63 ENGINEERING, ARCHITECTURALCO.  Yes 100.1000.5301.1101.1001
[ Amount Range - All )
B TXN00001116 361 AH 1000722019 10/0722019  Cardholder, Susie 83462 PUBLIC WAREHOUSING-FARMPRCO.  Yes 100.1100.5301.1101.5612
[+ Dispute Status - All gj
@ TXN00001117 8361 AH 10/07/2019  10/072019  Cardholder, Susie 94433 PACKAGE TOUR OPERATORS-GCO.  Yes 100.1310.5301.1101.5527
[#] Account Status - All )
@ TXN00001118 8361 AH 10/072019  10/072019  Cardholder, Susie 92995 PROFESSIONAL SERVICES NOT CO. Yes 100.1100.5301.1101.5612
IEEEN Reset
1 Selected | 5 items Show [10_v | per page <1 <1 Page:[ 1 ] of 15> B0
o v || m-» Ipioad Receipt |
Training Guides Training Videos Privacy & Security Seffings Payment Center
© 2019 Bank of America Corporation. All rights reserved Your last log in was November 6, 2019, 12:24 PM CST.

2. Inthe “Confirm Sign Off” box, type a comment stating, “Transaction Verified (date)” and then press the
“OK” button at the bottom of the screen:

Sign off 1 transaction(s).

Comments: |Transaclion Verified 11/6/19 4—

=
4

3. Repeat these steps for each transaction that needs to be signed-oft.

Review and Sign the RPS Reconciliation Report

Sign, Print your Name, and Date the RPS Reconciliation Report. These signed reports and the attached
receipts/supporting documents should be kept at your location for five (5) years. After five (5) years,
they can be disposed of in accordance with the Virginia Law Library requirements that can be found at
https://www.lva.virginia.gov/agencies/records/sched_local/GS-02.pdf.




Approver/Reviewer Checklist

Step Document or What to Do
Application
RPS Receive the printed RPS Reconciliation packet and electronic transactions
L Reconciliation from the accountholder with ample time to sign off by the 5! working day
packet includes of each month.
printed RPS
Reconciliation
Report, receipts,
credit slips,
support
documentation,
and special
signatures if
applicable.
RPS Verify:
2 Reconciliation o Report is for correct billing cycle in the header section of the report.
Packet o Printed report has been signed by the accountholder. If not, return to
accountholder for signature.
o Sales tax charged to transactions have been recovered. If they have not
been, follow up with accountholder to recover the sales tax.
» Valid contract was used for the goods or services.
« If a contract was not used, remind accountholder of requirement to seek
competition from competitive sources if applicable.
o Paid receipt documents are supported by an itemization of the charges. If
not, contact the accountholder for correct documentation.
o Paid receipts have the following requirements:
o An indication the Visa was used for payment, i.e. last four digits.
o Description of goods or services purchased
o Vendor name
o Transaction Date
o Transaction Total
o Balance due = $0.00
o The purchase is not a split order (multiple purchases from the same
vendor for the same or similar commodity within a short period to
circumvent the Single Transaction Limit.)
« Verify there are no charges as restricted by RPS Procurement Policy.
3 Bank of America Verify the following:
Works o All of the transactions listed on the RPS Reconciliation Report are visible
in the Works application under the Pending Sign Offtab.
4 Bank of America Locate the first transaction or credit you are ready to view in BOA Works
Works » Verify accountholder entered contract number in the Comment box if
applicable
« Verify accountholder entered business reason for the purchase on each
transaction in BOA Works.
» Verify appropriate budget and subaccount codes are entered for each
transaction.
o If not, raise a flag on the transaction to return it to accountholder for
correction.
5 \?\?ni of America Sign off on the transaction electronically.
orks
6 \?Vani of America Repeat the above steps for each transaction in Works for the cycle.
orks
7 RPS Document outstanding issues for your file and contact accountholder to
Reconciliation have them resolved.
Packet
8 RPS Sign and date printed RPS Reconciliation Report.
Reconciliation
Report
9 RPS File all accountholder reconciliation packets in a central location for future
geclc()ntciliation reviews and audits. Packets should be kept for 3 years.
acke
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FREQUENTLY ASKED QUESTIONS & ANSWERS

How does RPS benefit from the P-Card Program?

The P-Card program promotes cost savings by reducing the number of purchase orders and reimbursement
requests associated with ordering and paying for supplies and services. By consolidating multiple
merchant invoices into one single bill from Bank of America, the number of checks being prepared would
also be reduced. Program provides for better control over purchases because spend data can easily be
accessed.

In what ways does an Accountholder/location benefit from using the P-Card?

P-card purchases simplify and expedite the procurement process. When P-Card is used, the
Accountholder/location will enjoy reduced paperwork, direct contact with merchants, quick and efficient
order processing, faster delivery, and fewer errors.

For what types of purchases should the Cardholder use the P-Card?

RPS policy governs how Accountholders can use the P-Card. The Program Administrator, along with the
Approver will determine the types of purchases Accountholders will be authorized to make, as well as the
maximum dollar amount for each purchase.

What should an Accountholder do if their P-Card is lost or stolen?

Accountholders must immediately notify the Program Administrator. The Program Administrator will
ensure that no unauthorized transactions posted, and then cancel that account and have a new account/card
issued.

What should the Accountholder do if a purchase is denied?

Check the Authorization Log in Works or contact the Program Administrator to determine the reason.
Accountholder purchase may have exceeded a spending or transaction limit, RPS may have excluded that
type of commodity or merchant, or the merchant is not equipped to accept Visa as payment.

What should the Accountholder do to change the single purchase or billing cycle limits?
Spending limits can be adjusted, either permanently or temporarily. These requests are submitted by the
Approver directly to the Program Administrator using the P-Card Maintenance Form.

Will use of the P-Card affect Accountholder credit report?
No. The P-Card is a corporate liability card and carries no personal liability for Accountholders or
authorized users who use the card in accordance with RPS policy.

Whom should the Accountholder contact to resolve an error or dispute concerning a purchase?
The Accountholder should first contact the merchant. Most issues can be resolved between the
Accountholder and the merchant. Ifthe error cannot be resolved with the merchant, Accountholder should
contact the Program Administrator, who will dispute the charge with Bank of America.

Do I need to get a W-9 for a vendor if pay with my P-Card?
No. RPS makes the payment to Bank of America, not to the individual vendors that accept our P-Cards.

How do I get a copy of the ST-12 Tax Exempt Certificate?

To obtain a copy of the ST-12 tax exempt certificate, please go to the
Staff Portal on the RPS Homepage at this link Staff Portal Link, log in, and go to Forms and Resource
Library, scroll to “Procurement and Property Management” and the ST-12 is located there for you in the
list of available forms for you to print out and use.
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APPENDIX A: CHANGING WORKS PASSWORD

1. To change your Works password, click on the following button from the Home screen in Works:

BankofAmerica@ ®
Merrill Lynch Works
Home Expenses Reports

Welcome, Amy Approver - Log Out

@ TN

S Action tems Upload Receipts

-
Action Acting As Count Type

Sign Off Approver 4 Transaction

4 »

1item 1<) Page:[1 ] of 1 (>0

= Accounts Dashboard

In Scope

Current

Available
Balance Spend

Available
Credit Limit Credit

Accom:t Name Account ID

No data available in table

0 items (<4< Page:[1 ] of 0 [> [>{

Show per page

Training Guides Payment Center

© 2019 Bank of America Corporation. All rights reserved

Your last log in was November 6, 2019, 12:24 PM CST.

The School Board Of The City of Richmond
My Announcements

Please remember to sign-off on your transactions by the 5th of the month
If you need assistance please contact

Jodi Gea

jgeary@rvaschools.net

804-204-1087 office
804-543-4216 cell

Posted by your Program Administrator, Works Support, on October 4, 2019.

2. Click the “Change Password” button at the bottom of the screen:

Bankof America %% ®
Merrill Lynch Works
Home Expenses Reports

Welcome, Amy Approver - Log Out

AR

Administration > Organization > Users > User Details

Approver, Amy

User Group Permissions Accounts

*Group: Facility Services Last login:

User Info

*First Name: | Amy Program Administrator

The School Board Of The City of Richmond

Actions v

November 6, 2019, 12:24 PM CST

Middle Name: Accountant
*Last Name: | Approver Auditor
* Email Address: | customermail@uworks.com
*Login Name: | Aapprover # Allocation Coder
AP Payee ID: Restrict Allocation Assistant to valid and authorized codes
Permit via Al tant only
Purchase Requester
# Purchaser
View Requests
Assigned to any Purchaser
Not assigned to any Purchaser
Email Notifications
Pending tasks: | Daily v
Reports ready for download: | Daily v
Configuration changes: | Daily v

‘ Change Password ' m]
——
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3. Type in your current password, then type and confirm your new password. When finished, press the
“Save” button at the bottom of the screen:

Please enter your current password and desired new password (twice). Note that passwords are
case sensitive

*Current Password: | ssesssssses

* New Password: <_
&
<

* Confirm Password: | |

Please select three security validation questions and enter your answer for each question. This
information viill be used to verify your identity

Question 1: t is the name of the street you grewupc v
*Answer 1: | seseee

*Confirm 1: | seeees

Question 2: | Which state was your spouse bom in? v
*Answer 2: | seeeer

*Confirm 2: | seeeee

Question 3: | What is the name of the first organization tha v
*Answer 3: | seeeer

*Confirm 3: | sseeer

(=)=,

APPENDIX B: P-CARD FORMS

The following forms are commonly used for the Purchasing Card Program. All forms can be found on the
Procurement_& Property Management _intranet_site. Once the appropriate form is fully signed and
completed, please return in to the Program Administrator (jgeary@rvaschools.net).
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P-Card Account Maintenance Form

The P-Card Maintenance Form is used to request ALL changes to an existing P-Card. This includes changes to the Location’s
Approver, spending limit changes, card cancellations, etc.:

P-Card Account RICHMOND
Maintenance Form PUBLIC SCHOOLS

Effective Date of Change: Last 4 Digits of P-Card Account:

Name on Card: Employee ID#:

h -Car nt.

Temporarily Deactivate Card Effective Date:
Reinstate Deactivated Card Effective Date:
Cancel Card Permanently Effective Date:
Reason for Permanent Cancellation:

Issue Replacement Card

Reason for Replacement Card (i.e. damaged card):

0O o0o0Oo

New Default Allocation Codes:

[ Fund: | Function: | Organization: | Program: | Object: |

Name Change: (Please Print)

Current Name as Shown on Card:

Change Name to:

Proxy or Approver Change:

Please Print — The “Proxy” is the person who initially allocates the transactions & uploads receipts in Works. The “Approver” is the
Director/Principal who is responsible for final review & approval of all transactions. If only one of the following is to be changed, please
fill in the information for ONLY the change. |.E. to change only the Proxy, give current proxy and new proxy only.

Current Proxy: Employee ID:
New Proxy: Employee ID:
Current Approver: Employee ID:
New Approver: Employee ID:
Spending Limit Changes:
Current Transaction Limit: New Transaction Limit:
Current Monthly Limit: New Monthly Limit:

Signatures: | authorize the above changes to be made to this P-Card account.

Account Holder: Date:
Director/Principal: Date:
Program Administrator: Date:

Complete, sign, & return to the Program Administrator in Procurement & Property Management.

Rev. 11/11/2019
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New P-Card Application

New P-Card Application form should be used to request any new P-Card(s) for your location. The signed and fully completed
form should be sent to the Program Administrator (jgeary@rvaschools.net):

RICHMOND

PUBLIC SCHOOLS

New P-Card Application

Will this card be for a _ Specific Individual or for 2 _ Department?

Name on Card: Employee ID:
School/Department: Work Phone:
Work Address:

Account Holder Email:

Requested Spending Limits:
For Spending Limit options not listed, please contact the Program Administrator. Spending Limit options are:
¢ Single Transaction: $1,000 / Billing Cycle Limit: $2,500 OR e Single Transaction: $1,000 / Billing Cycle Limit: $5,000

Single Transaction Limit: S Billing Cycle Limit: S

|
Default Allocation Codes:

The allocation codes can be changed in Works for each transaction, if necessary. The defaults should be the accounts where you think
the majority of the purchases will be coded. At minimum, the Organization should be filled in. At this time, ONLY General Fund
purchases are allowed on a P-Card. No School Activity Fund or Grant purchases.

[ Fund: 100 | Function: | Organization: | Program: | Object: |

Proxy & Approver:

The “Proxy” is the person who initially allocates the transactions & uploads receipts in Works. This is often the actual Account Holder.
The “Approver” is the Director/Principal who is responsible for final review & approval of all transactions in Works. Both must complete
mandatory training with the Program Administrator.

Proxy Name: Employee ID:
Email Address Work Phone:
Approver Name: Employee ID:
Email Address: Work Phone:

Signatures: 1 certify that the above information is correct and that the P-Card will only be used for work-related purchases that
support the mission of Richmond Public Schools. | understand that any misuse or abuse may result in disciplinary action, up to and
including termination of employment. | agree to notify the Program Administrator if the Account Holder transfers, retires, or resigns
so that the card can be cancelled.

Account Holder: Date:
Director/Principal: Date:
Program Administrator: Date:

Complete, sign, & return to the Program Administrator in Procurement & Property Management.

For Program Acminktrator Use Only:
O works [ Card Master List I Maintenance Log [ scantoFile
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Missing Receipt Form

ALL transactions should have a receipt. If a receipt is lost, you must contact the vendor to obtain a duplicate receipt. ONLY if
the vendor is unable to provide a duplicate receipt, please complete this Missing Receipt Form and upload/attach it to the
corresponding transaction in Works. Please note that frequent missing/incomplete receipts will result in suspension of P-Card
privileges.

P-Card Program RICHMOND
Missing Receipt Form URHIC senoo

Complete form and upload to Works in place of receipt.

| have either not received or have lost the receipt from

(vendor name) in the amount of §

Transaction Date:

Please use the space below to describe what was purchased & the business reason for the purchase:

I certify that the purchase described above was an approved, work-related purchase, and that it
supports the mission of Richmond Public Schools. | understand that | must obtain a receipt for
every P-Card purchase. Continued failure to do so may result in loss of P-Card privileges and/or
disciplinary action.

Cardholder Signature: Date:

Approver Signature: Date:
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P-Card User Agreement for Named Cards

This form will be completed after Accountholder & Approver meet with Program Administrator to receive a new P-Card.

mRICHMOND
P-Card User Agreement o o

Richmond Public Schools (RPS) presents you with this Purchasing Card. It represents trust in you and your empowerment
as a responsible agent to safeguard and protect RPS assats.

1, (Cardholder Name) hereby acknowledge receipt of 3 Richmond Public Schools Visa Purchasing Card, account
number __0000 1111 22223333 _ with 3 Single Transaction Spending Limit of: $2,000.00 and a Billing
Cycle Spending Limit of $2.000.00 As an Accountholder, | agree to comply with the terms and conditions of
this Agreement and the RPS Purchasing Card Policies and Procedures.
For Accountholders
1. I understand that | am being entrusted with a valuable purchasing tool (P-Card) and will be making

financial commitments on behalf of the City of Richmond Public Schools (RPS). | will make every attempt to obtain
best value on all purchases

2. | agree to use this P-Card only for approved purchases and that | will be personally responsible for any
charges incurred by me that are expressly prohibited by any RPS Policy or Procedure. The Purchasing Card Policy
& Procedures Manual is considered part of this agreement. Therefore, | authorize RPS to hold my final payroll
check if unapproved purchases are not settled within a thirty (30) day period or if | leave RPS and | owe money for
either an authorized or unauthorized purchase.

3. | agree that the P-Card shall not be used for any prohibited or non-allowed products/services without
prior written approval from the Program Administrator. | 3lso understand that using the card for a cash advance,
convenience checks, or an ATM withdrawal is prohibited.

4. | understand that | am solely responsible for the security and proper use of the P-Card, and | am
accountable for all charges made with my P-Card. | will not write down or share my card or card number with any
other person. | also agree to not store my card information on any third-party payment processor’s websites.

5. | agree to return the card upon termination of my employment or when requested to do so.

6. I understand the P-Card is RPS property and RPS shall have the right to suspend or terminate my P-Card
at any time.

7. Within twelve (12) hours of discovering the card is lost or stolen, | will report the same to the RPS Program
Administrator.

8. | agree not to write down or share my card or card number with anyone else.

S. I hereby subscribe by my own hand and acknowledge that | have read the above carefully and agree to
its terms and conditions.

For Approvers

1. As Approver for this P-Card, | will notify the Program Administrator in writing of any Accountholder that
has a transfer of assignment/department, or leaves RPS (either voluntarily or by termination), so the P-Card can
be cancelled.

2. _____ 1 understand that | am responsible and accountable for monitoring my location's P-Card activity,

reviewing & signing-off on receipts & transactions in Works, and taking prompt action to resolve any potential
incidences of improper card use.

3. The Approver shall notify the Program Administrator immediately of any Accountholder that willfully
misuses or abuses the P-Card at any time.

Accountholder:
Signature: Date:
Print Name:

Approver:
Signature: Date:
Print Name:
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P-Card Use Agreement for Department Cards

This form will be completed when a location receives a Department Card.

RPS RICHMOND
P-Card Use Agreement o ”

Richmond Public Schools (RPS) presents your location with this Purchasing Card. It represents trust in you and your
empowerment as a responsible agent to safeguard and protect RPS assets.

(Location Name) hereby acknowledges receipt of 3 Richmond Public Schools Visa Purchasing Card,
account number __0000 1111 2222 3333 with a Single Transaction Spending Limit of: $?.000.00 and a
Billing Cycle Spending Limit of $2,000.00

As Approver for {Location Name | agree to comply with the terms and conditions of this Agreement and
the RPS Purchasing Card Policies & Procedures.

1. I acknowledge responsibility for my location’s proper use, security, and accounting of the RPS P-Card.

2. | will ensure that all authorized users of this P-Card understand and follow all terms and conditions of
this Agreement and the RPS Purchasing Card Policies & Procedures.

3. I understand that RPS is liable to Bank of America and VISA for all authorized RPS P-Card charges.

4. | agree to authorize the use of this card only for approved, RPS-related purchases and | understand that
the card is never to be used for personal purchases.

5. | understand that certain types of purchases, such as cash advances and ATM transactions, are
prohibited.

6. 1 understand that RPS will audit the use of this card and report any discrepancies.

7. Within twelve (12) hours of discovering the card is lost or stolen, | will report the same to the RPS Program
Administrator.

8. I understand that improper use of this card may result in disciplinary action, up to and including
termination of employment and/or legal action.

S. I understand that RPS may terminate my location’s right to use this card at any time and for any reason.
| agree to return the card to the Program Administrator immediately upon request.

10. I acknowledge receipt of said Agreement and confirm that | have read and understand all terms and
conditions.

Approver:
Signature: Date:

Print Name:

Program Administrator:
Signature: Date:




