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Works Training – Objectives

▪ Redaction for Public Record Requests (PRR)

▪ Authority to use State Funds

▪ Usage of PCard

– receipt & documentation requirements to 
meet DFS rules

▪ GL Codes – Organization-EO & Category

▪ Multiple Registrations – How to divide

▪ Pre-Paid Items
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Works Training – Objectives (cont.)

▪ Employee Travel and STMS

▪ Credits

▪ Reimbursement for Charges

▪ Find a Warrant Number 

▪ Records Retention

▪ Open Forum – Works Questions
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Public Records Requests Reminders

Bank of America (BOA) – Records Custodian 
for Works 

▪ BOA contracts with the Department of 
Financial Services (DFS) for the Works 
system

▪ BOA & DFS will contact JAC if a PRR is made 
for PCard records

– JAC has no control over this process 
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Public Records Requests Reminders

▪ Redact confidential or exempt 
information:
– Home addresses of certain employees

– Case information

– Social Security Numbers

– Credit Card numbers

– Other confidential or exempt information
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Public Records Requests Reminders

▪ Reminder – virtually everything in 
Works is a public record (except for 
statutorily confidential or exempt 
information)

▪ Each JRO should have a policy on what 
can be redacted
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PCard Purchases –
Authority to Use State Funds

▪ PCard purchases must be authorized by law and 
follow the same standards that apply to all 
purchases made with state funds

“Agencies shall only schedule those disbursements or 
transfers of funds authorized by law. If such authority is 
not apparent, the agency must cite the law which either 
provides the authority to expend funds for the purpose 
under consideration or necessarily implies the authority 
to carry out the authorized duty or function.” (DFS 
Reference Guide for State Expenditures Page 50)
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PCard Purchases –
Authority to Use State Funds
PCard purchases must be:

▪ Allowable

▪ Reasonable

▪ Necessary to conduct state business 

Justification or explanation memos are 
required to be uploaded, with statutory 
authority cited, to Works with the receipt to 
explain the purpose of any unusual or 
extraordinary purchases
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Allowable Usage of PCard

▪ Office supplies

▪ Recurring charges for utilities, storage, data 
usage

▪ Travel – airfare, hotel, car rental, taxi (STMS# in 
Description Field)

▪ SunPass replenishment

▪ Due Process costs-records, lab fees, postage

▪ Training and conference registration fees

▪ State vehicle repair (Tag# in Notes field)
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Unallowable Usage of PCard

▪ Any DFS prohibited expenditure

▪ Memberships and Bar dues

▪ Alcohol, Food, or Entertainment Expenses

▪ Gas

▪ Travel upgrades for employees

▪ Employee moving expenses
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Receipts – The Rules

▪ All purchases made with state funds 
require similar documentation, whether 
paid by batch or PCard

▪ DFS has access to all transaction data and 
can audit at any time

▪ Receipts should be legible and complete

▪ Primary Accountholder must sign/date 
receipt to acknowledge purchase for the 
Secondary Accountholder
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Receipts – The Rules

▪ Purchase Authorizations are not required. If 
available, it’s a best practice to include

▪ We advise adding any missing information to the 
receipts

– hand write, use stamps, explanation memo, 
supporting documentation, email chain, date paid
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Receipt & Documentation 
Requirements
▪ Invoice and Backup Requirements –

– Name of the vendor 

– Breakdown on the invoice to show the unit 
cost

– Clear description of the goods/services 
provided

– Payment method must be shown on invoice or 
receipt

• If not please stamp or write (paid by P-Card)
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Receipt & Documentation 
Requirements

▪ Any purchase of goods or services 
outside the normal scope of your 
office’s work should include a 
justification with the backup included 
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Travel Purchases

▪ All travel object code purchases must 
include a sub-vendor

– If the travel is witness related, use the card 
holder’s employee number as the sub-vendor

▪ All employee travel must include the STMS 
master trip number in the description field

– Witness travel purchases should be noted on 
the invoice or in the description field
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STMS Trip Numbers

▪ Pre-Booked travel arrangements require that the 
trip is started in STMS to have the number to add 
to the Works transactions 

▪ Travel charges should never be held

▪ STMS only requires the details of the trip to be 
entered in order for the Master Trip number to 
be created.  The details, expense lines, and 
attachments can all be updated after the trip 
occurs
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STMS Numbers
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Travel Purchases

▪ Travel charges should never be held

▪ If a travel upgrade was charged, there must be a 
justification/explanation included with the 
backup documentation

▪ Document if a refund will be issued to resolve an 
upgrade made by error

• Credit issued to card

• Check or STMS recovery
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Additional DFS Requirements

▪ If a credit is processed, the TXN number of 
the original charge should be included in 
the description field 

▪ When paying to refill a postage meter, the 
meter number should be included in the 
description field

▪ Vehicle repairs should include the tag # in 
the description field
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Additional DFS Requirements

▪ If the payment is for awards, a memo 
should be included documenting who is 
receiving the items and what they are 
receiving them for.

– Each award must be less than $100 per item 
not including shipping or taxes.
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JAC Accounting Post-Audit

▪ DFS requires JAC to post-audit 5% of our 
daily transactions

▪ A JAC Professional Accountant II performs 
the post audit. 

▪ The transactions are randomly selected by 
Financial Services
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PCard Reference Sheet – Receipt 
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PCard Reference Sheet – Travel
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Receipts – Replacement Receipt

If a receipt is not available for a PCard transaction, a 
Replacement Receipt Form should be used. 
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GL Codes – Accounting Codes

▪ PCards may be used for both 
operations and for due process/case 
costs

▪ The Org-EO and Appropriation 
Category combination determines 
which fund is charged

–Due process/case related

–Operations/expenses
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GL Codes – Accounting Codes

▪ Please consult your office’s fiscal staff to select 
the correct Org-EO and Category combination for 
your transactions

▪ JAC can assist if needed: contact Dina, Tim or 
Nick

▪ JAC staff may change the Org-EO and Category on 
a transaction, if needed

▪ JAC can process a JT to move items to the correct 
fund and category for charges incorrectly
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Multiple Registrations

▪ Registrations should be made separately-
one receipt per participant/traveler

▪ However, if multiple registrations are made 
on one charge they need to be divided by 
each participant/traveler Sub-Vendor ID 
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Dividing a Charge

▪ If you need to divide a charge in Pcard
Works -
1. Open the view full details tab

2. Select actions and click divide

3. Fill out how many parts you want to divide the 
payment into and the value type (amount or 
percent)

4. Fill in each line’s new total

5. Select ok and go into each line to update the sub-
vendor information
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Remaining 

must equal 

$0.00 or 0%



Pre-Paid Items

▪ The state usually pays for goods and services 
once received and approved 

▪ Sometimes pre-payment is required if the goods 
or services are necessary and can only be 
obtained with pre-payment (e.g., subscriptions)

▪ A justification statement is required on the 
receipt: “These goods or services are essential to agency 
operations and are available only if advance payment is 
made.”

▪ Pre-paid charges should not be held
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Credits 

▪ Credits should be requested from vendors if:

– Florida Sales Tax is charged in error

– Charge is greater than the purchase amount

– Returned items due to damage or not as ordered

– Other charge error from merchant (doubles)

▪ Credits will appear in Works and should be 
approved like charge transactions

▪ Attach a “receipt” in Works for all credit 
transactions
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Credits

▪ Charges that have a credit 
associated with it should not be 
approved until the credit comes 
through

▪ DFS requires the TXN numbers for 
the credit and charge to be in 
Works in the description field
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Reimbursement for PCard Charges

▪ Occasionally, charges are made to PCards in error 
that need to be refunded to the State – for example:

– Meals charged to a hotel room in error

– Personal expenses of any kind inadvertently 
charged to a PCard

▪ If a refund check from an employee is needed, the 
check should be made payable to your office

▪ For the refund to be applied correctly in FLAIR, the 
warrant number and warrant date should be 
submitted to JAC Revenue
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Works – Find a Warrant Number

▪ To look up a warrant number, you need the 
nine-digit numeric portion of the vendor ID 
used on the transaction

▪ In this example the vendor ID is: 
223372889
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Works – Find a Warrant Number 
Using FLAIR
▪ On the FLAIR VH – Vendor History screen 

enter the nine-digits and a date and press 
enter (this works for any payment type)
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Works – Find a Warrant Number 
using Vendor Payment Website
▪ On the FLAIR website you may look-up warrant 

information also: 
https://fs.fldfs.com/dispub2/cvnhphst.htm

▪ Enter the nine-digit vendor number, the month it 
was paid and select Justice Administration – for 
the agency (this works for any payment type)
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Records Retention Policy

▪ Your office is considered the custodian of 
the “record copy” of the receipts and 
documentation for PCard transactions

▪ Each office should maintain these records 
consistent with the GS1-SL developed the 
Florida Department of State, see 
https://dos.myflorida.com/library-
archives/records-management/
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Open Forum – Works Questions

▪ How can JAC help…

▪ Questions about Works itself – how to 
move around; navigation…

▪ Questions about receipts…

▪ Questions about Works user roles…

▪ Questions about the approval process…

▪ Questions about refunds…

▪ Other questions…
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Contact Information

Dina Kamen

Dina.Kamen@justiceadmin.org

Tim Tice 

Tim.Tice@justiceadmin.org

Nick Piazza

Nick.Piazza@justiceadmin.org
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