Running a Cardholder Monthly Spend Report

1. Loginto Works using your Works Login Name and Password
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2. Click on “Reports”
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3. Click on “Template Library”
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4. Click on “Individual Cardholder Monthly Spend Summary”
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5. Click on “Modify/Run”
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6. Enter Cardholder First Name exactly as it appears on the card

€ @ s/ payment2 works.com/worksreports creste/modityRun363{ 30/ sn\redTemplate

g .
B work

Home  Expeases  Accounts | Reports | Accounting

Enter Cardholder Last Name exactly as it appears on the card

SR B 40 =

Wekcoms, JEFFREY P HENORICKS - Log 0ut

AARNZN

Reports » HoatyRun

Croato Roport

* Category: [Spend [v]
*Tomplate: [Shared " indwidual Cardhoider Monihly Spen|

Report Options @ sauc O Advanced

Report data ts current as of March 10, 2015 251 PM COT.

fesetto defaults Use last run sstongs

 Avaiabie | | \ ' Colamn sort-
= Allocation - - Az CH Full Name -|
GL is Authorized ¥ | A-—Z Purchase Date
GL is Complete Post Date
GLis Vad Comp Supp Nam
GL: Cost Center Item Total
GL: Cost Center Desc Item GL Combinatpn
GL: Empioyee ID Comments
GL: Empioyes ID Desc o o
GL: General Ladger oe °
GL: General Ledger Desc
GL: NotinUse 1
GL HotinUse 1 Desc.
GL Notin Use
GL Notin Use 2 Desc
GL. Notin Use
GL Notin Use 3 Desc o
GL Notin Use 4 e ¥
GL: Notin Use 4 Desc.
S ithims S
= Finers
A titer:
Cnirathame: 3% [is oxadhy =
CHLastame: 3X [is exacey o]
Transaction Type: 3§ (7] Caan advance ) Mesc Crece [J] Misc Dett [ Purchase [7] Rembursement [ Paymest
Postute: 3¢ 1282015 a2rzors [
= Output Format

formats: [Uleacel

ELON UNVERSTY




8. Scroll down to the “Save Template” section and click the check box
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10. If you want to run this as a one-time report, click the “Submit Report” button. If you want to set this report

as a recurring monthly report, skip to step 11.
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11. To set this report to recur monthly on the day after the cycle ends, click the “Recurring” button
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12. To set this report to run the day after each cycle ends, click the “Every Billing Cycle plus 1 day(s)” button.
This will automatically set this report to run one day after the end of €ach billing cycle. Then click the
“Submit Report” button.
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14. To schedule this report for others, repeat this process using the other person’s name.

15. The day after the cycle ends, when this report has run, you will receive an email from the Works system
telling you that reports are ready for download. To retrieve the report(s), log into Works and clock on

“Reports”, the “Completed”.
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16. You will be taken to the “Completed Reports” screen. All your completed reports will be listed here. All
new reports will have a greep’check mark in the “New” column. To open your report in excel format, click
on the XLS in the “Output/Types” colum
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17. After you have downloaded the report, if you wish to delete it from the list, click on the report name then
click “delete” in the dropdown box.
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18. You will be asked if you want to delete the report(s). If you do, click “OK” and the report will be deleted
from the Completed Reports list. Deleting the report from the Completed Reports list will not delete it from
the Scheduled Reports list.
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