Use this guide to run a scheduled Works report demand or to refresh report data

Works Cardholder Statement, Authorization of P-Card Expense form,
using this guide.

From the Works Home Screen

Bank of America
Merrill Lymci

and Sign off Status (XLS) report are examples of scheduled reports you can run on demand
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1. Select Reports/Scheduled.
Home Expenses Reports Acoour
Reports > Scheduled SR s TSI
Create
et n
Template Lilkrary
Dashboard
2. Select the report name and then select Modify/Run. T

T Name
STCARDHOLDER STATEMEMT w

Subpmutted By

Molhworth, Anma

wieww Full Details Polhwvorth, Amma

PAOUITY £ FRun
Edit Recurrence

Remowe frorm Schedile

The Works Create Report template appears. Scroll down to
Scheduling and Expiration field.

3. Select Run Now option and Submit Report.
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Bankof America 2=

®
Merrill Lynch Works

Home Expensss Reports Accounting

Reporis > Modfy/Run

Create Report Report data is current as of February 1, 2017 12:14 PM CST.

* category: | Spend ¥

* Template: | shased . «CARDHOLDER STATEMENT
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Schedule: & Run Now

Run Later

Recurring
Report Expiration after : day(s) |
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You'll be directed back to Completed Reports queue.
4. Select PDF (or XLS) to view the report.  [SRiiaiiias
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Status New Output Type(s)

>

BOISE STATE UNIVERSITY CARDHOLDER STATEMENT Pollworth, Anna Ready
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