How to reallocate your P-Card transactions in WORKS
1. Cardholders

When a cardholder logs into Works, the homepage will display his/her transactions requiring reallocation and sign off by the cardholder. To view this list, double click or the “Sign Off” line and proceed to step #3.
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2. Business Manager & Departmental P-Card reviewers with Approver roles:

If cardholders within your department are reallocating for themselves, you as the departmental Business Manager or P-Card reconciler will have access to review and edit those transactions and the reallocation. 

Below is a screen shot of what the homepage (see icon next to the yellow arrow) of a user with an Approver role. To review and edit the transactions already reallocated by a cardholder, double click on the second line- “Acting as Manager”. A new window will appear listing all transactions that have been signed off by each cardholder within your department. You can review, edit the allocation and sign off.

Please note the first line, “Acting as Cardholder” will remain viewable to you as the Approver. You can review and reallocate transactions in this section as well. Those transactions appearing under the “Acting as Cardholder” line have not been reallocated by the cardholder. You as the business manager can reallocate and sign off on transactions in the “Acting as Cardholder” section; however, the transactions will queue to the “Acting as Manager” role for review and sign off.
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3. Under the cardholder menu option, go to “Transactions Requiring Sign Off”, select the transaction you’d like to reallocate, click on the allocations tab, then click the Add/Edit button.
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4. Reallocation Screen:
a) The field “description” will default to the vendor’s name; delete and rename as brief description of what was purchased. For example, if you purchased office supplies from Office Depot, this description line should read office supplies.

b) GL Line- There are four blocks of information on this line:

I. The first block, LSUNO, is our business unit and will remain unchanged

II. The second block contains your default PS speedtype (Cost Center) and should be changed as necessary.

III. The third block contains the default account code 547250. ALL NON-FEDEX TRANSACTIONS MUST BE REALLOCATED FROM 547250 TO THE APPROPRIATE GL ACCOUNT CODE. The GL assistant is available to assist with cost center and account code lookup.

IV. The fourth block contains the cardholder’s employee id and should not be changed.

c) To add lines for division of expenses, indicate the number of lines you’d like to add and click Go.
d) Once you have reallocated the transaction, click SAVE.
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To add any comments that will appear on your transaction log, click the General Tab and the click on “Add Comment” button. Type in your comment and click SAVE. This comment will appear on your transaction log.
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***IMPORTANT***

Once the reallocation is complete, be sure to click the “Sign Off” button in the lower right hand corner. TRANSACTION SIGN OFF is directly linked to cardholders’ monthly credit limits. If transactions aren’t reallocated and signed off, credit limits will NOT be automatically replenished the following billing cycle period. Click OK once the sign off box appears.
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