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PCard Approval Guide 
Step by Step Guide to approving in the Bank of America Works System 

 

There are two ways to get to the transactions awaiting Budget Holder approval:   (1) Click the link in the 
Bank of America approval notification email, or (2) Log in directly to Bank of America Works. 

Logging in to Bank of America Works 

1) The Bank of America Works email has a link that takes you to a login screen and then directly to 
pending transactions requiring your approval.  Below is an example of this email and link: 
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2) Logging in directly:  Log in to Bank of America Works with your bank sign-in information. (Your 
PPS credentials will not work.)  Once logged in, you will see a summary screen with the “Action 
Items” box at the top. 
https://payment2.works.com/works/home 
 

 

Reviewing and Approving Transactions 

Under the Action Items on the homepage, click the Pending link next to the Approver Sign Off line 

 

 

Clicking the Pending link will take you to your Transactions Pending Sign Off screen 
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1) Click on a TXN # to display the reconciliation menu. 
a. This will allow you to “Allocate/Edit” if you want to view or change the chartfield, “View 

Receipts” to see full detail of the purchase, and “Sign Off” (i.e., approve the purchase). 
 

 
 

2) Click on the “+” button to the left of the TXN # to review the business purpose. 
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3) Once you have completed your review and update of the transaction, you can indicate your 
approval by signing off.  To sign off, click on the TXN number to view the reconciliation menu 
and click “Sign Off.” 

 

A comment box will open.  No comment is necessary unless you want to add additional detail.  Your sign 
off notes your approval with a date time stamp in the system.  To complete, click the “OK” button. 

 

If, after signing off, you discover an error or need to make changes to the transaction, contact the PCard 
Program Manager or PCard Accountant at pcard@pps.net 
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Raising a flag and sending the transaction back to the cardholder 

Occasionally you will need additional detail, receipts, or other documents to complete your review.  To 
send the transaction back to the cardholder, you can raise a flag and provide instruction. 

1) Click on the TXN number to view the reconciliation menu. 

 

2) Click on “Raise Flag” and enter a guidance comment for the card holder. 

 

Once you click “OK” on the comment box, the transaction will be returned to the cardholder for review.  
The cardholder will now need to fix the transaction and remove the flag to send it back to you for 
approval. 


