
Works Updates and Card Enhancements
Mike Kavanaugh, Bank of America Merrill Lynch



Bankof America 
Merrill LynchWorks Browsers

Current Recommended Browsers
Microsoft® Internet Explorer 11.0 
Mozilla FireFox®

Current Minimum Supported Browsers
Microsoft Internet Explorer 8.0 or higher
Mozilla FireFox ® Heads up: 
Safari® 6.01 for iPad

Chrome is NOT a
“minimally supported” 
browser at this time 
but we are in the
process of testing
CHROME to add to our 
list of “supported” 
browsers. Q4 target.

Starting January 12, 2016, Microsoft is 
changing its list of supported Windows 
configurations. Microsoft is dropping
support, including security updates, for 
older Internet Explorer versions. The 
changes are meant to push the vast 
Windows installed base to Internet
Explorer 11.
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Bankof America 
Merrill LynchWorks Enhancements 4.11

Effective Date: January 31, 2015
■ Spend Monitors are available in the new user interface
■ (Accounts > Program Settings > Spend Monitors)
■  For organizations licensed for this feature, Program Administrators may now create, edit, and delete

spend monitors.
■ A spend monitor is a tool that tracks money allocated to a designated value of a General Ledger 

segment, and is especially useful for tracking spend for a project or department
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Bankof America 
Merrill LynchWorks Enhancements 4.12

The Advanced Filter for Transactions and Reimbursements tables has been enhanced 
effective April 11, 2015.
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Bankof America 
Merrill LynchWorks Enhancements 4.14

A new button has been added to the Transaction Details section of the Allocate/Edit
screen. Now users can copy existing allocation information to a new line of allocation 
using the Copy to Allocation button.
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Bankof America 
Merrill LynchFraud transactions in Works

Your Corporate account is configured to determine how fraudulent transactions 
are handled. Two options:
1. the transaction is OWED and will be reimbursed once the Fraud case is 

decisioned
2. the transaction is not OWED but could become OWED after it is decisioned

The default and “norm” is the first option which means you are obligated to pay 
it and it will be credited back at a later date. This is the default because doing it 
the other way becomes very difficult to track from an accounting perspective.

■ The charge is still OWED, it needs to be allocated and signed off through Works just like 
any transaction.

■  That transaction will continue to count against available funds just like any other 
transaction until the point that the Fraud case is settled in the Client's favor.

■ At that time a CREDIT transaction will come through to offset the original transaction and 
this new Credit will also need to go through allocation and signoff in Works.
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Common uses for Declining Balance Merrill Lynch

A building remodel The training A professor has
has a total budget conference has a total received a $25,000
of $100,000 and budget of $50,000 grant for a study;

those funds expire and purchases will be the money must be
after 6 months. made anytime during spent by the last day

a 5-month period. of the year.

Head Ball Coach is 
taking the team to 
Florida for a bowl 
game. School had 

budgeted $100,000 
for the 5-day trip.
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Creating a Declining Balance Profile Merrill Lynch

Create Spend Control Profile

Spend Control Profile

Set to amount allowed for each cycle; purchase request can be 
higher however accountholder can only spend up to cycle 

limit.

0  Settings

' Profile Name: Declining Balance S1 OK

r  Restrict to group
Always set to $0 -  no discretionary

funds.

' Credit Limit: 10000 * Discretionary Funds:

Restore Funds when Signed Off by: Accountholder
Single Transaction Limit: 2500

Auto-adjust to approved request amounts
Restoration Timeframe: Immediate

Daily Transaction Limit:

Limit # of Auths to:

0  MCC Group Settings (Using 5 of 11)

Can still have a single transaction limit, just don't 
adjust based on any one request. Changing this on 

the spend control profile will impact all cards.

Use Standard Groups Permissions Transaction Limit Daily Transaction Limit Cycle Transaction Limit

General Purchase Permit T | r

Travel & Entertainment Permit H c

Unusual Permit |

Vehicle'Fleet Permit T | i

Can still restrict MCC's.

0  Transactions Sign Off Settings
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Creating a Declining Balance Profile (continued) Merrill Lynch

Save

Auto-Sign Off Transactions

Credits

f“  Matched to Purchase Requests 

f“  Unmatched to Purchase Requests

And less than

El Automatic Reconciliation Settings

Purchase Request Funds Strategy Prevents funds from ever being considered 
“discretionary” and restoring.

% Funding buffer

Maximum buffer amc"-'

f "  Ignore credit i^ '- "

P  All Transactions must be attached to Requests

Funding Expiration

’ T W i r r —

I”  Auto-exp ire after days

Allow override

Transaction Auto-Match Strategy

Many to One

Customer Reference ldentifier(if present) 

r  Within days of Purchase Request

Optionally expire the request after a certain 
number of days

— r a a a s F ie s r '— ~ ~

El Transactions Sign Off Settings
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Closing a Purchase Request Merrill Lynch

■ To close a purchase request, go to the Expenses > Purchase Requests > Accountant screen.

■ Click the check box(es) next to the Document(s) for the Purchase Request(s) you want to close.

■ Select the “close” button at the bottom of the screen.

Welcome. Sean Hauser - Log OutBankofAm erica'^5'  W n r lr c *  
Merrill Lynch VYUI R‘5>

A ft ?  <*
Home Expenses Accounts Reports Accounting Administration

Expenses > Purchase Requests > Accountant Appleton Orchards
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Bankof America 
Merrill LynchWorks - Audit

MCC notification - The posted transaction involving a MCC that is on the 
notification list must be processed in Works and then the email notification 
is then generated based on the PA's email preference setting -
Immediately, Daily, Weekly or Never.

Card Declines report -  reports declined authorizations

Works Demo
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Bankof America
Merrill LynchNotice to Recipient

"Bank of America Merrill Lynch" is the marketing name for the global banking and global markets businesses of Bank of America Corporation. Lending, derivatives and other commercial banking activities 
are performed globally by banking affiliates of Bank of America Corporation, including Bank of America, N.A., member FDIC. Securities, strategic advisory, and other investment banking activities are 
performed globally by investment banking affiliates of Bank of America Corporation ("Investment Banking Affiliates"), including, in the United States, Merrill Lynch, Pierce, Fenner & Smith Incorporated and 
Merrill Lynch Professional Clearing Corp., both of which are registered as broker-dealers and members of FINRA and SIPC, and, in other jurisdictions, by locally registered entities. Merrill Lynch, Pierce, 
Fenner & Smith Incorporated and Merrill Lynch Professional Clearing Corp. are registered as futures commission merchants with the CFTC and are members of the NFA. Investment products offered by 
Investment Banking Affiliates: Are Not FDIC Insured * May Lose Value * Are Not Bank Guaranteed.

This document is intended for information purposes only and does not constitute a binding commitment to enter into any type of transaction or business relationship as a consequence of any information 
contained herein.

These materials have been prepared by one or more subsidiaries of Bank of America Corporation solely for the client or potential client to whom such materials are directly addressed and delivered (the 
“Company”) in connection with an actual or potential business relationship and may not be used or relied upon for any purpose other than as specifically contemplated by a written agreement with us. We 
assume no obligation to update or otherwise revise these materials, which speak as of the date of this presentation (or another date, if so noted) and are subject to change without notice. Under no 
circumstances may a copy of this presentation be shown, copied, transmitted or otherwise given to any person other than your authorized representatives. Products and services that may be referenced in 
the accompanying materials may be provided through one or more affiliates of Bank of America, N.A.

We are required to obtain, verify and record certain information that identifies our clients, which information includes the name and address of the client and other information that will allow us to identify 
the client in accordance with the USA Patriot Act (Title III of Pub. L. 107-56, as amended (signed into law October 26, 2001)) and such other laws, rules and regulations.

We do not provide legal, compliance, tax or accounting advice. Accordingly, any statements contained herein as to tax matters were neither written nor intended by us to be used and cannot be used by 
any taxpayer for the purpose of avoiding tax penalties that may be imposed on such taxpayer.

For more information, including terms and conditions that apply to the service(s), please contact your Bank of America Merrill Lynch representative.
Investment Banking Affiliates are not banks. The securities and financial instruments sold, offered or recommended by Investment Banking Affiliates, including without limitation money market mutual 
funds, are not bank deposits, are not guaranteed by, and are not otherwise obligations of, any bank, thrift or other subsidiary of Bank of America Corporation (unless explicitly stated otherwise), and are not 
insured by the Federal Deposit Insurance Corporation (“FDIC”) or any other governmental agency (unless explicitly stated otherwise).

This document is intended for information purposes only and does not constitute investment advice or a recommendation or an offer or solicitation, and is not the basis for any contract to purchase or sell 
any security or other instrument, or for Investment Banking Affiliates or banking affiliates to enter into or arrange any type of transaction as a consequent of any information contained herein.

With respect to investments in money market mutual funds, you should carefully consider a fund's investment objectives, risks, charges, and expenses before investing. Although money market mutual 
funds seek to preserve the value of your investment at $1.00 per share, it is possible to lose money by investing in money market mutual funds. The value of investments and the income derived from them 
may go down as well as up and you may not get back your original investment. The level of yield may be subject to fluctuation and is not guaranteed. Changes in rates of exchange between currencies may 
cause the value of investments to decrease or increase.

We have adopted policies and guidelines designed to preserve the independence of our research analysts. These policies prohibit employees from offering research coverage, a favorable research rating or 
a specific price target or offering to change a research rating or price target as consideration for or an inducement to obtain business or other compensation.

Copyright 2013 Bank of America Corporation. Bank of America N.A., Member FDIC, Equal Housing Lender.
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http://corp.bankofamerica.com/business/bi/interstitial?url=http://www.finra.org/index.htm
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