Create a Works Cardholder Statement (for yourself, or others)

1.  Fromthe Works Home Screen select Reports and Create:
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2. Select Spend as the Category type. From the drop down arrow select Choose from all available templates
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3. Select +Cardholder Statement to capture previous month expense. (Select +Cycle to Date Cardholder Statement to view your current
month expense).

Tumglate Name Cwmet Descrigtion
{_J ~AUTHORLWATION OF PuCARD CXPINSL Polworth, Anna  Kanager sgnature 1orm suthoning expense.
(0) +CARDHOLDLR STATENENT Polworth, Anna - Sgnature form for canhoiders

(7)) +CYCLE TO DATE CARGHOLDER STATEMENT Pollwerth, Anna  Manth tn dnie cantholder simiement
() +CYCLETO DATE DETAR REPORT Fr1T Polwerth, Anna Currenl month peand expense regor

() +PCARD SIGH OFF STATUS REPORT Pomworth, Anna  P-Card fransactions previous cycke

() +TRANSACTION DETAL REPORT Pomwarh, Anna  For insl review of exoense 2015

4.  If you have more than one card, or if you need to run the report for a cardholder assigned to you, select the ‘All Cards in scope’ filter.
(If you have just one card assigned to you, you can skip this step)
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5. Select |pEmmnrrrnal  (Scroll down template to lower right of screen)

e You'llbe directed back to Completed report queue. Select PDF to view/print the report.
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