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Important: 

Every Wednesday the transactions from the prior week will be uploaded to the Banner budget whether or not they are processed.  Please complete your transaction processing on a timely basis, daily if necessary, to assure the proper FOAP is charged in Banner.

At the end of the month the value of unprocessed transactions will be deducted from the credit availability on the card for the next month.  The credit availability will be restored once the transactions are processed.  
1.  Log-In to Works
1a) Log-In to: https://payment2.works.com 
1b) Enter User Name: Your Ramapo College e-mail address without the @ramapo.edu.
1c) Enter Password: Enter the password you set up following your initial log-in completed with the welcome e-mail. 
2. View the Home Page.
2a) Note the Home Page icon.  Click this icon from anywhere in Works to return to the home page.
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3. Process a Transaction 

3a) Click on the Sign-Off tab to reveal all transactions to be processed. 
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3b) Click on a transaction.
3c) If the FOAP allocation does not need to be changed proceed to 3j.  Otherwise click Allocation.
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3d) Change Allocation (FOAP): Click on Edit
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3e) Select New FOAP: Type a new number into each field or Click GL Assistant button to search.
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3f) Select Fund, Organization, Account Code or Program: Click the segment to be changed.
3g) Scroll the list of available choices and click the code to be used.

3h) Click Finish
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Note: The Account Code is defaulted from the merchant’s MCC (Merchant Category Code).  For generic MCC’s, the default is 7013 P-Card Purchases Clearing.  The Account Code 7013 must always be changed to appropriately reflect the nature of the items purchased.      

3i) Click OK

[image: image8.png]40 https://demo.works.com) wpm/action/ core.viewTopprevLoginTime=1318429092243 2|5

Bankof America 23> Greates  Expense Foder +Go] | (8 Lasaut

PTG cardholder Review

able © Spitview @ Datail [2]

B View: Transa
Gniens
Unicna
Unicna

il Unicna
Unicna

i Unicna
Unicna
Unicna
Unlenc
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Unicna
Uniena

ions Requiring Sign Off B

lina(s) Go
Tavalid (1] = Unauthorized

SEE[EEE[EE[EEEEE[ER[EREEEER[ERE

TXN00001749 06/|
Card: cardnolder2(

£ General [T Alle]
Il Do

51 [posTace sTA

Source Amount: 57.45 USD

4, [ organization » [ Account code » [ 1

Vieving 1-1of iitems  Show 100 ~ perpsge  MePaga[ 1 ]of 19

dd /Edt | [Remove | | Copy TN Data $57.45 / $57.45

Message: Retry Automatch | Print | Receppt | CodeGL | Attach | Bunde | signoff

Done @ Intemet | Protected Mode: Off G- ®I0% -





3j) Acknowledge a Receipt: Click Receipt
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3k) Select Yes or No.  If no, add an explanation.
3l) Click Save
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3m) To Complete the Sign-Off: Highlight the transaction line and click Sign-Off
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Uninoun 08/10/11 /1021 [ramapo collags. cardnolerz0 | cardholderz0 ramapo collegs | MISCELLANEOUS PERSONAL SER CO-
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. CAMPANILE Co.

Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. Cimevco.

Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. KUWALT AIRWAYS CO-
Uninoun 08/10/11 0/10/21[ramapo collags. cardholarz0] caraholcerz0 ramapo collszs | WINDOW CLEANING SERVICES C0-
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. BOSTAGE STAMES CO.
Uninoun 08/10/11 /1021 [ramapo collags. cardholarz0 | cardholerz0 ramapo collsgs | BABVSITTING SEAVICES GO
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. T&) HOTES iTL CO.
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. AVCAR co.

Uninoun 08/10/11 /1021 [ramapo collags. cardnolerz0] cardholderz0 ramapo collags | ANTILEAN AIRLINES (ALW] €0
Uninoun 08/10/11 /1021 [ramapo collags. cardnolerz0]caraholderz0 ramapo collegs | EUSIESS SERVICES 10T ELSE CO.
Uninoun 08/10/11 /1021 [ramapo collags. cardholgarz0]cardnolcerz0 ramapo collszs | IOTOR FREIGHT CARAIERS AND CO-
Uninoun 08/10/11 0/10/21[ramapo collags. cardnolerz0 | cardholderz0 ramapo collegs [ COMPUTERS. COMPUTER PERIPH CO-
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. HELISLEY HOTELS CO.
Uninoun 08/10/11 /10721 [ramapo collags. cardholgarz0 cardnolcerz0 ramapo collazs | AUTO HOST RENTAL CARS CO.

Unknoun 08/10/11 /1011 [ramapo collags. cardholerz0] cardholderz0 ramapo collegs | COMBANLA PAAMENA DE AVIAC CO-
e 101 08710711 Tramano collaas. cardholdar20] cardholder20 ramaso colleas | CLEANING AND MAINTENANCE.) CO. _'_I
<

Vieving 1-42 of 42 items Show [100 =] per page Wepage[ 1 Jofimn

TXNO0001717 06/10/2011 Vendor: SIMMONS AIRLINES CO. ‘Source Amount: 420.

Card: cardholdar20 ramapo college ramapo college, cardholdar20

[ Genera] Alocation Purchase Dstan ignof History | Vendor Detai] Dpute

Bank Transaction #: SYITH Comments:
Purchase 10: SYITH None.
CRI Reference:

Reference:

Tax Status: [Saks Tax ncuded

Taxable Total: [5350 50

Sales TaxTotal: [525.41

Manually Adjust Taxable Total: [~

Use Tax Total: [5000

[Save | [ovee | [Dspute | [Acd camment $42026 / 42036
_punt | Recest | conect | atth | unde | sonoft|

pore [T [ @mene [~






3n) Add Comments:  Enter comments to clarify the purchase 


3o) Complete the Sign-Off: Click OK
[image: image12.png]‘Waorks - Windows Internet Explorer

Bankof America <> o] | fsoseut
P cardnotder Review @ Table O Spiit View @ Detail

View: Filters ¥

Receipt + | Sign OFF » | Date Posted » | Date Purchased » | Primary Cardholder » Card Name » Vendor »
s os/10/11 ce/io/in Zollege, caranolaara |cardhalasz ramaze FELisLev noTeS CO.
Vs oe/1071 oe/1071 Zolleze caranoloaras |carahalasr2o ramaze AUTO HOST RENTAL CARS CO.
Vs oe/1071 oe/1071 Zolleze caranoloaras |carahalasr2o ramaze 'AUTO HOST RENTAL CARS CO.
Vs oe/1071 oe/1071 Zolleze caranoloaras |carahalasr2o ramaze VIA ROUTE RENT-A-CAR CO.
Unknoim oe/1071 oe/1071 Zolleze caranoloaras |carahalasr2o ramaze STMMONS AIRLINES CO.
Uninoun /10711 /10711 cholzrzn] cardholger20 ramaso ACCOUNTING AUDITING AND BC CO-

10711 =2 caroholerz0 | carcnolcerz0
FIEES cholgerz0| cardnolcerz0
FIEES =2 caronolerz0 | caronolcarz0
FIEES =2 caronolerz0 | caronolcarz0
FIEES =2 caronolerz0 | caronolcarz0
FIEES =2 caronolerz0 | caronolcarz0

MISCELLANEOUS PERSONAL SER CO.
CLUB MED Co.
EUROP CAR CO.

DRAGON AIRLIES CO.
STENOGRAPHIC SERVICES TO
BOSTAGE STAMPS Co.

CAR AND TRUCK DEALERS (NEW CO-
CAMPANILE CO.

CAREY CO.

KUWALT AIRWAYS C0-

sign Off [ 1

5 WINDOW CLEANING SERVICES CO!
= S| Sian off on the selacted payable documents (1)? 3 Poe A= =Tanre cos
r Comments:

of 1M

TXNO0001719 06/10/2011 Ven ‘Source Amount: 352.10 USD
Card: cardholdar20 ram=po coll|

1 General | Allocation | Purchasq

Bank Transaction #:

Purchase 10: =

CRI Referance: Comments:

Reference: None

Tax Status:

Taxable Total:

Sales Tax Total:

Manually Adjust Taxable Total

Use Tax Total:

Save | [Divide | [Dispute | [ Add Comment $352.10/ $352.10

Ry dutomatcn | ot | Reseot | Cose | st | sunce |
pore T omeme [Ri00% -





The transaction will disappear from the list.
4. Split a Transaction into Two or More FOAPS

4a) Select a transaction 

4b) Click Allocation

[image: image13.png]Cardholder

Create: [Erperss rocer =] Go| | fiLossut

=181x]

ttps:jdemo. works.comwpm/action/core. viewTopTprevLoginTime=1318515670183 8
Bankof America 22>
FelJE]] carhotder Review

View: [Transacions Requring Sign OFF Filters ¥

Receipt + | Sign OFf » | Date Posted » | Date Purchased » | Primary Cardholder » Card Name » Vendor » Purch 4!
Unknoun 08/10/11 08/10/11 __|ramapo collags, cardholdarz0 cardnolder20 ramapo collegs HELISLEY HOTES CO.

Uninoun 08/10/11 /10721 [ramapo collags. cardholgarz0 cardholcerz0 ramapo collazs | AUTO HOST RENTAL CARS CO.

Uninoun 08/10/11 /10721 [ramapo collags. cardholgarz0 cardholcerz0 ramapo collazs | AUTO HOST RENTAL CARS CO-

Uninoun 08/10/11 /1021 [ramapo collags. cardholarz0 | cardholerz0 ramapo collazs| VL& ROUTE RENT-A-CAR CO.

Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. SIMMONS ATRLTNES CO.

Unknoun 08/10/11 06/10/11__[ramapo collags, cardholder20  cardholder20 ramapo collags | ACCOUNTING, AUDITING AND 80 CO-

Unknoun 08/10/11 05/10/21 [ramapo collags. cardnolcerz0 | cardholderz0 rmapo collegs | MISCELLANEOUS PERSONAL SER CO.
s 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. CLus weD Co.
ves 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. E0R0F Car Co.
ves 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. GRAGON ATRLIlES CO.
ves 08/10/11 0/10/21[ramapo collags. cardholgarz0 cardnolcerz0 ramapo collazs | STENOGAAPHIC SERVICES CO.
ves 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. OSTAGE STAMES Co.
s 08/10/11 /1021 [ramapo collags. cardholerz0] cardholderz0 ramapo collegs | AR AND TRUCK DEALERS (NEW C0-
Unknoim 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. CAMPANILE Co.
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. Cimevco.
Uninoun 08/10/11 08/10/11__[ramapo collags, cardholdar20 cardholder20 ramapo collsgs. KUWALT AIRWAYS CO-
Uninoun 08/10/11 0/10/21[ramapo collags. cardholarz0] caraholcerz0 ramapo collszs | WINDOW CLEANING SERVICES C0-
Uninoun 08/10/11 08/10/11__|ramapo collags, cardholder20 cardholder20 ramapo collsge. BOSTAGE STAMES CO.
Al ]
Vieving 1-53 of 53 items Show [100 =] per page Wepage[ 1 Jofimn

!

TXNO0001710 06/10/2011 Vendor: POSTAGE STAMPS CO.
Card: cardholdar20 ramapo college ramapo college, cardholdar20

1 General | Allocation | Purchase Detail

Bank Transaction #: SYITH
Purchase 10: SYITH
CRI Reference:

Signaft History | Vandor Detai | iepute|

Comments:

None.

Reference:

Tax Status: [Saks Tax ncuded

Taxable Total: [5227

Sales Tax Total: [s2¢5¢

Manually Adjust Taxable Total: [~

Use Tax Total: [5000

‘Source Amount: 352,10 USD.

[ Sove | [ovie | [Dipute | [ Acé Conment

$352.10/ $352.10

_punt| Recest | corect | atth | unce | sonoft|

Dane.

[T @ e

Hn -





4c) Click Edit
[image: image14.png]Cardholder

Gnienovm ramaso collsge, cordholder20 cardholder20 ramapo collsge | COMPANIA PANAWENA DE AVIAC CO- E2
Unknove o6/10/11 06/10/11 | ramapo collage. cardholder20] cardholdar20 ramapo collags | CLEANING AND MAINTENANCE,Y CO. 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20 ] carholdar20 ramapo collags | COURIER SERVICES-AIR AND G CO- 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] cardholdar20 ramapo collags | SHOE REPR SHPS, SHOE SHINE CO. 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] caraholdar20 ramapo collags | CAESAR'S HOTEL AND CASING Co- 2
Unknove o6/10/11 06/10/11 | ramapo collage cardholder20] carholdar20 ramapo collags | AUTO HOST RENTAL GARS CO. 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] caraholdar20 ramapo collags | SERVICIOS AEREOS MILITARES CO. 2
Unknove oe/10/11 06/10/11[ramapo college, cordholder20 cardholder20 ramapo college |_CLEANING AND MAINTENANCE.) Co. 2
Unknovn o8/10/11 06/10/11_|ramapo college, cardholer20] cardholdr20 ramapo college| FLORISTS Co. s45.17 v
Unknove o6/10/11 06/10/11 | ramapo college cardholer20] cardholder20 ramapo collage| SO GRAND HOTEL €0- $554.79 2
Unknove o6/10/11 06/10/11[ramapo college, cardholer20] cardholder20 ramapo college| MILLEVILLE Co. s37a77 2
Unknove o6/10/11 06/10/11[ramapo college, cardholer20] cardholder20 ramapo college| AIRINTER Co. ssas5 2
Unknove o6/10/11 06/10/11 | ramapo college cardholderz0 ] carholdar20 ramapo collage | EMPLOVHENT AGENCIES AND TE GO s726.05 v
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] cardholdar20 ramapo collags [MOTOR FRELGHT CARRIERS.AND CO- 5255.05 v
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] cardholdar20 ramapo collags | COMBINATION CATALOG ARD RE CO- s507.76 2
Unknove o6/10/11 06/10/11[ramapo college, cardholer20] cardholder20 ramapo college| HOTEL SIERRA CO. ss54.67 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] caraholdar20 ramapo collags | VALUE RENT-A-CAR GO s959.45 2
Unknove o6/10/11 06/10/11[ramapo college, cardholer20] cardholder20 ramapo college| ASC AIRLINE CO.- s375.79 2
Unknove o6/10/11 06/10/11 | ramapo collage. cardholder20] araholdar20 ramapo collags | EXTERMINATING AND DISINFEC CO- ses0.45 v
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] cardholdar20 ramapo collags [MOTOR FREIGHT CARRIERS,AND CO- 52354 v
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] carholdar20 ramapo collags [ALCOHOLIC BEVERAGE WHOLESA CO- s736.57 2
Unknove o6/10/11 06/10/11[ramapo college, cardholer20] cardholder20 ramapo college| ExCL I co. sa15.05 2
Unknove o6/10/11 06/10/11 | ramapo college cardholder20] carholdar20 ramapo collags | GENERAL RENT-A-CAR €O- sss6.16 b
Unknove oe/10/11 06/10/11 | remapo college, cardholder20] cardholder20 ramapo college| "CATHAY PACIFIC CO. $50.45 2
L m ] v
Vieving 1-53 of 53 items Show 100 v perpage Wupage[ 1 Jofimn
TXN00001735 06/10/2011 Vendor: POSTAGE STAMPS CO.
Card:_cardholder20 ramapo college ramapo college, cardholder20
1 General [¥ Allocation | Purchase Detail | Signoff History | Vendor Detai | Dispute |
Description » Category » | ote » | Price » | Tax » | Amount » | Comp | Val | Auth » | _GLCombination » | Fund » | Organization » | Account Code »
POSTAGE STAMPS CO. - Purchass | Unspeciisd $53.43 [54.02 [57.45 v vi v 10001-2001-7081-50 10001 |20801 7081
Vieving 11 of 1 tems  Show 100 v perpage  M#pags[ 1 Jor1mM

Add /Edit

Copy TXN Data

$57.45/ $57.45

_Retry Automatch | prnt | Recet | CodeGL | attac | sunde | sanoft |

@ Intemet | Protected Mode: OFf

@~

#100%




4d) Split the Transaction: Enter the number of FOAP lines to be added 
4e) Click: Go
[image: image15.png]40 https://demo.works.com) wpm/action/ core.viewTopprevLoginTime=1318429092243 2|5

Bankof America 23> Greates  Expense Foder +Go] | (8 Lasaut

PTG cardholder Review

able © Spitview @ Datail [2]

B View: Transa
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i Unicna
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ions Requiring Sign Off B

lina(s) Go
Tavalid (1] = Unauthorized

SEE[EEE[EE[EEEEE[ER[EREEEER[ERE

TXN00001749 06/|
Card: cardnolder2(

£ General [T Alle]
Il Do

51 [posTace sTA

Source Amount: 57.45 USD

4, [ organization » [ Account code » [ 1

Vieving 1-1of iitems  Show 100 ~ perpsge  MePaga[ 1 ]of 19

dd /Edt | [Remove | | Copy TN Data $57.45 / $57.45

Message: Retry Automatch | Print | Receppt | CodeGL | Attach | Bunde | signoff

Done @ Intemet | Protected Mode: Off G- ®I0% -




Note: Works will allow for a transaction to be split up to 100 times.

4f) Enter the new FOAF by typing in the numbers or using the GL Assistant


4g) Select Allocate by Amount or Percentage


4h) Enter the percent split or the amount value for both FOAPS


4i) Click OK
[image: image16.png]Works

/2 Works - Windows Internet Explorer e

;IQI_I
+/ https:{jdemo.works.comjwpm/action/core. viewTop?previoginTime=1318515670183
Bankof America 23>

[Cardholder Review

Filters

Allocation

lina(s) Go|
Tvalid [1]
Description

Unsuthorized

™ Automatic Edit Mode

Allocateby (" Amount @ Percantage

[ECCOUNTING AUDITING AND BO CO.- Purchase.

L [o0or | posor ] fost [

1sse @

[ECCOUNTING AUDITING AND 5O CO. Pur

L [o00r ] posor

o EEv=ETS

1sse @

$513.07
7.525%

Een
s0.00

*items

Dane.

Create: [Ex o)

3 Lozout

Table @ Split View @ Detail

Source Amount: 313.07 USD

$313.07 / $313.07





5. Process Multiple Transactions at Once (If no FOAP changes are needed)

5a) Click on Table View

5b) Click on the transaction boxes 
5c) Click Receipt
[image: image17.png]44 hitps://demo works.com/wpm/action/core viewTopTprevLoginTime=1318420092243

Bankof America 22>

.

View: Transactons Requiing Sign Off ~ Fiters ¥
Unknown oe/io/it 06/10/11 __|ramapo college, cardhold=r2o [ cardholder20 ramapo college CLus meD Co. sa52.35
Cadhoider Unknown oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college EUROP CAR CO. s247.88
Unknown oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college DRAGON AIRLINES CO. sas.61
Unknown oe/10/1t 06/10/11|ramapo college, cardholder20 | cardholder20 ramapa collegs|  STENOGRAPHIC SERVICES CO. 18,07
Unknown oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college POSTAGE STAMPS CO. s498.05
Unknown oe/10/1t 06/10/11_|ramapo college, cardhold=r20 | cardholder20 ramapo collags| CAR AND TRUCK DEALERS (NEW CO. 650,55
O Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college CAMPANILE Co. 570434
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college Carev co. 28175
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college KUWAIT AIRWAYS CO. $336.05
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardholder20 ramapa collegs| WINDOW CLEANING SERVICES CO. $50.01
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college POSTAGE STAMPS CO. $230.04
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhold=r20 | cardholder20 ramapa collegs|  BABYSITTING SERVICES CO. sa57.72
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college TA HOTELS INTL CO. 65475
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college AVCAR co. $598.50
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | ANTILEAN AIRLINES (ALM) CO. $556.30
O] Unknovn oe/10/1t 06/10/11 [ramapo college, cardhold=r20 | cardholder20 ramapa collegs| EUSINESS SERVICES NOT ELSE CO. s768.78
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | MOTOR FREIGHT CARRIERS,AND CO. 526,54
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | COMPUTERS, COMPUTER PERIPH CO. 576,05
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college HELMSLEY HOTELS CO. 65150
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardholder20 | cardholder20 ramapa collegs|  AUTO HOST RENTAL CARS CO. s658.10
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhold=r20 | cardholder20 ramapa collags| COMPANIA PANAMENA DE AVIAC CO. s815.07
O] Unknovn oe/10/1t 06/10/11[ramapo college, cardhold=r20 | cardholder20 ramapa collags| CLEANING AND MAINTENANCE,) CO. s70.15
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardholder20 | cardholder20 ramapa collegs | COURIER SERVICES-AIR AND G CO. s959.81
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardholder20 ramapa collegs| SHOE REPR SHPS,SHOE SHINE CO. s388.98
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardholder20 ramapa collegs| CAESAR'S HOTEL AND CASING CO. s159.21
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardholder20 | cardhold=r20 ramapa collegs|  AUTO HOST RENTAL CARS CO. 496,92
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardholder20 | cardholder20 ramapa collegs | SERVICIOS AEREOS MILITARES CO. s989.25
O] Unknovn oe/10/1t 06/10/11[ramapo college, cardhold=r20 | cardholder20 ramapa collags| CLEANING AND MALNTENANCE,] CO. s508.45
O] ves oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college POSTAGE STAMPS CO. $57.45
O] Unknown oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college FLORISTS CO. sa5.17
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college 'SOHO GRAND HOTEL CO. 559475
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college MILLEVILLE CO. 37477
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college AIRINTER CO. s943.85
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhold=r20 | cardholder20 ramapa collags| EMPLOYMENT AGENCIES AND TE CO. 728,25
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | MOTOR FREIGHT CARRIERS,AND CO. $255.03
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardholder20 ramapa collegs | COMBINATION CATALOG AND RE CO. $507.78
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college HOTEL SIERRA CO. s954.67
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college VALUE RENT-A-CAR CO. 999,44
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college ASC ATRLINE CO. 537575
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | EXTERMINATING AND DISINFEC CO. s650.48
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhalder20 | cardhold=r20 ramapa collegs | MOTOR FREIGHT CARRIERS,AND CO. 52334
O] Unknovn oe/10/1t 06/10/11_|ramapo college, cardhold=r20 | cardholder20 ramapa collags| ALCOHOLIC BEVERAGE WHOLESA CO. 745,57
O] Unknovn oe/10/1t 06/10/11 __|ramapo college, cardholder20 | cardholder20 ramapo college EXCEL 1 CO. sa19.28
O] Unknovn oe/10/1t 06/10/11|ramapo college, cardhold=r20 | cardholder20 ramapo collegs|  GENERAL RENT-A-CAR CO. 966,15
O] Unknovn oe/10/11 06/10/11__|ramapo college, cardholder20 | cardholder20 ramapo college "CATHAY PACIFIC CO. s50.48
<0 I ]

Vieving 1-53 of 53 items  Show

100 v perpage

wepage [ 1

SFimn

_Retry Automatch | prnt | Recet | CodeGL | attac | sunde | sanoft |

@ Intemet | Protected Mode: OFf

“a v ®i00%




5d)  Click Yes
5e) Click Save
[image: image18.png]e
View: Fiters ¥
ol e e Gard Name > 0 Purchaze Amount » | Come ~
Unknown 05710713 05/10/5% [ramapo college. cardholdars0 | cardholder20 ramap collaze FELWSLEY HOTELS CO. Sera30 2
Unkinown 05710711 08/10/11[ramapo college: cardholder20 [cordholder20 ramape college| AUTO HOST RENTAL CARS €0 Sss09e 2
Unkinown 05710711 08/10/11[ramapo college: cardholder20 [cordholder20 ramape college| AUTO HOST RENTAL CARS O Sass2c 2
Unkinown 05710711 08/10/1[ramapo college: cardholder20 [cordholder20 ramape college] " VIA ROUTE RENT-A-CAR €o. Srans 2
i Unknovn 06/10/11 06/10/11 ramapo college, cardholder20 | cardholder20 ramapo college | SIMMONS AIRLINES CO. $420.26 2
Unkinown 05710711 08/10/11[ramapo college: cardholder20 [cordholder20 ramape college | ACGOUNTING,AUDITING AD 56 GO, Si307 2
Unkinown 05710711 05/10/:5 [ramaps collaqe. cardholdarzo [cardholazr20 ramap collage POSTAGE STANPS CO: S35240 2
Unkinown 05710711 08/10/11[ramapo college: cardholder20 [cordholder20 ramape college | MISCELLANEOUS PERSONAL SER €0 Ss0s52 2
Unkinown 05710711 05/10/:5 [ramaps collaqe. cardholdarzo [cardholazr20 ramap collage s wep co. Saeaze 2
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5f) Click on the transaction boxes
5g) Click: Sign-off
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5h) Add Comments:  Enter comments to clarify the purchase
5i) Complete the Sign-Off: Click OK
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6.  Dispute a Transaction

6a) Highlight Transaction and click on Dispute
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6b) Complete the information on the dispute tab and submit. 
7. Print the End of Month Cardholder Report.  This report will automatically be created and placed in the Downloaded tab at the end of each month.

7a) Select Download 
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7b) Highlight the report and click Download to PDF
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7c) Click Open
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7d) The report will appear as a PDF. 
8. Complete the Month End Report Processing
8a) Print the cardholder report.  
8b) Attach all receipts.  
8c) Obtain the Unit Manager’s signature.  
8d) Send the signed report and receipts to Accounts Payable.

9. Change E-Mail Preferences
9a) Click: Tools

9b) Click: E-Mail Preferences
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9c) Change preferences as needed
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10. Additional Training Aides

10a) Click on Tools and then Training 
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