Run A Works Report

From the Works Home Screen select Reports and Create:
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Select Spend as the Category type.

From the drop down arrow select: “iEmgery: [Spendi v

“Template: {Choose from all available templates X

Choose from all available templates

Select a Works report template with + appearing in front of the report name.
Select Ok.

[+] nciuce shared reports

Example: +PCARD SIGN OFF STATUS OR +TRANSACTION DETAIL Tamplaia Namas = Description
will provide allocation detail in Excel format.

) +AUTHORIZATION OF P-CARD EXPENSE F . Anna  PDF. & form authorizing expense
+Authorization of P-Card Expense is the manager signature form ) +CARDHOLDER STATEMENT . Anna  PDF-Sig & form for ;
scheduled for approvers. (PDF format) {7} +CYCLE TO DATE CARDHOLDER STATEMENT Pollworth, Anna  PDF-Current eyche cardholder statement

() +CYCLE TO DATE DETAIL REPORT Poliworth, Anna  XLS-Current cycle peard expense report
+Cardholder Statement is the cardholder signature form ) +PCARD SIGN OFF STATUS REPORT Pollworth, Anna  XLS-P-Card ransactions previous cyele
scheduled for university cardholders. (PDF format) () +TRANSACTION DETAIL REPORT Poliworth, Anna  XLS format-Review transachon

Report Options template will appear.
You can adjust date range or card view if necessary. Report Options @ seoic O/ Scvanced
Run the report as-is to view previous cycle data.

e Scroll down the Report Options template to lower right of screen and select  [|gErsrrrny

e You'llbe directed to the Works Completed report queue. Select XLS to view/print the report.
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O B 081672017 12:30 PM CDT +TRANSACTION DETAIL REPORT Pollworth, Anna Ready LS

Note: The Works statement cycle usually begins on the first of the month and ends on the last day of the month, but not always. For example, if the last day of
the month is a weekend or holiday, the billing cycle closes on the Friday before. To accommodate for the ever-changing cycle period, use ‘cycle’ rather than
‘month’ option to ensure your Works reporting data matches billing statement period.

Report Options: Adjust Date Range

To adjust the date range to provide a different billing cycle period or any custom date range of your choice, scroll down to the Filters section of the
Report Options template:

e  Select the Post Date Calendar Icon .E (appears to the right of the Post Date entry)
= Filers
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Select your date option by cycle period: LA Ll o
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®  Custom to select your own date range by MM/DD/YY
*Enter custome dates in MM/DD/YY field

®  Select Ok to complete date selection.




Run A Works Report

Report Options: Select Specific Card or Cards: (Skip this step card if you want to view data for all cards assigned to you).
Use this option if you need to run a cardholder statement for a specific account.
You can adjust the Card filter if you need to run a report for a specific card or set of cards.

e Fattea= [[] 1etuae Deectivated scsounts

o m— Accountholder Account Name Ip;g?nll'l.l

O

D BOISE STATE UNIVERSITY Managed BO

D ABURUSA, LEANDRA LEANDRA ABURUSA Managed LE

D ADAMS, CATE CATE ADAMS Managed CcA
(] Select the All Cards in scope filter icon [] Apobis, KLy KELLY ADDIS Managed  KE

D AGUILERA, ARTHUR ARTHUR AGUILERA Managed AR
e  Select the accountholder(s) for your report: ) D L] At pan PAl ABHLI Henages - FA
e  Select Ok to complete B3

Scroll down the Report Options template to lower right of screen and select || REEITEEERN|

e You'llbe directed to the Works Completed report queue. Select XLS to view/print the report. (PDF option will appear for some reports)
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Note: Reports can be scheduled for specific users. Contact the University P-Card Administrator for assistance with scheduling reports.




