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Works Job Aid

Purchasing Dept.
Training & Documentation

Contact PCard Support: E-mail

Request
Approved

Start

Finish

Account Holder enters Purchase Request in “WORKS” system
Must include business purpose

Funds added to card

U of A Approver accepts or rejects purchase request
All requests to be reviewed within 24 hours

Account Holder makes purchase
No tax, ask for itemized receipt

Transaction posts to Works system

Account Holder
Review, Match (Works calls this Attach) and Sign Off
• Attach the transaction to the purchase request created for that
transaction
• Verify the speedtype and account code for the purchase
• Provide any business details you deem necessary
• Sign Off transaction by leaving a business purpose or simply saying
“Refer to Purchase Request” in the comment box

Department Approver reviews/approves transaction in WORKS
Cannot be Account holder

YES

NO

Account Holder:
-might resubmit with
updated information
-try to reapply the next
fiscal year
-delete request

This is New &
it’s about you.
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