
Use this guide for logging on to the Bank of America Works system.  You must have the 
email that was generated when you initially received you card.  This email can only 
be used by the cardholder it was sent to as each email is user specific.  Click on the link 
in the email under "To set your password, begin by entering your username or email 
address at this URL:" 
Enter the name provided on the work email subject line "Employee/Purchasing Card -  
Welcome to the Works application!" 
 

 
 
 
Enter your new password and answer the security question 

 
 



If the pop-up block bar appears, follow the instructions to always allow pop-ups from this 
site 

 
 
Click yes 
 

 
 
New next screen will b the Works application.  See 
http://www.purch.vt.edu/Department/Procedures/works.pdf for directions on running 
reports. 


