
                  Delegating Approval Authority in BofA Works 
 

 When an approver is out of the office or otherwise unavailable to approve P-Card transactions in Works, he/she 

should delegate approval authority to a colleague within the unit who is not the P-Cardholder. This delegation is critical 

due to the monthly P-Card allocation and approval deadlines. Once the approver processes the electronic delegation in 

Works the FAST team and the P-Card Administrator will complete the delegation process in Banner Finance.  

Step-by-Step 

1. Login to Bank of America Works. 

2. On the far right select the “My Profile” icon  

 
 

3. Select “Group Permissions,” then “Approver by Delegation,” then “Delegate to Others” and click “Add.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Search for the employee by name; select the person by clicking the button next to their name and then click 

“OK.” 

 

 

 

https://payment2.works.com/works/sc/$cnZXq
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5. Enter the start/end date for the delegated approval. Enter the Reason and click “Save.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. The individual will now appear on the “Delegate to Others” tab. Users may log out of BofA Works. The FAST 

team and P-Card Administrator will update Banner Finance. 

For questions regarding BofA Works delegation please contact the P-Card team at pcardadm@gmu.edu . 
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