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Steps for Creating Monthly P-card Billing Statement

*In the Navigation bar: Navigate to “Configurable Reports”
Click on “Reports”

Select the type of report you want to generate from the options listed: SPEND REPORTS

Step 1: Choose a “Spend Reports” @ Report Template
Click on: (“choose from all available templates......”)

Select a Report:
Select: “my memo statement”
Click on: “finish

Click on the tab: Show expert view

Step 2: Choose the export Format:
PDF (only)

Step 3: Configure Report Columns
*DO NOT CHANGE DATA

Step 4: Add General and Column Filters
@ “add filter” drill down on blue arrow
Under Card
Drill down and click on the word “card”

Under “Post date”

Select date range
Under “Card”

Select your card

Step 5: Bookmarking
Leave vacant

Step 6: Scheduling and Expiration
Leave vacant
CLICK: Submit Report (open and print your monthly billing statement)



¥

Standard Reports Retirement

What you need to know

To improve reporting efficiency, Standard Reports will no longer be
available after the end of Q1, 2010, and all customers will use
configurable Reports to access their reports and create report templates.

The purpose of this document is to help you become familiar with configurable
Reports and to assist you in creating report templates you can bookmark for
future use.

Creating a Configurable Report in Expert View
First-Time Setup

Under Configurable Reports, select Reports, then select the type of report you
want to generate from the options listed under the Reports navigation menu.

= Configurable reports are divided into the following types and the
; type determines what data can be included in the report.

Please note that some data elements exist in more than one
report type (For example, “account number" is available in

nnfigurable Reports Audit, Card, and Spend reports).

Hl&seors Audit Reports — display data specific to audit reports

K, Baports CxCo Audit Reports — display data specific to audit reports used

within multiple companies/across multiple instances of Works

CxGo Audit Reports
Card Rupsrts Card Reports - display data specific to cards

s i CxCo Card Reports - display data specific to cards used within
- TN DRI multiple companies/across multiple instances of Works
Paeguest Reports

B Spand Bagors Request Reports — display data specific to purchase requests

C#Co Spend Reports # spend Reports - display data specific to spend

Schadulaed Reports 57‘:_3 Spend REPU_ 5= dlsplmpem : nd within
multiple companies/across multiple instances of Works
Completed Reports

& Bonkmarks Note: Cross-Company [CxCo) report options display only if your
organization is licensed fo use this feature.

B Dashboard

Step 1: Choose a report template

1. Click on the Report template drop down menu to select a report
template. (If the template does not appear on the drop-down, select
* “Choose from all available templates..." and find your report there. If
another Administrator has shared i1 with the company, you may need to
check “Include Shared Reports” to view it.)

SELECT: My memo statement



The Report Configuration page displays the template name at the fop of

Show Expert View

the page. Select the button to give you configuration
options. Note: If you are in Expert View, the Show Simple View button is visible.
This allows the user to create a report, using a view and configuration options
they are comfortable with.

Report Configuration page in Expert View

—|step 1: 01 Report Template |

Report tunplnu: :.B'iii_én'cu Staternent/pdf Ci;u-me 'lempl;tc

Billing Statement

Report data iz current asz of October 7, 200% 9138 AM COT.

—| Step 2: Choose the Export Form ;

Exportas: (¥ PDF { Excel Delimited Text
Paper size: | US Letter (PDF anly)’
Ordentation: { Portrait & Landscape [PDF anly)

| Step 3z figure Report Cols |

Available colummns: e 3

Alfocation Included columns:
Card Spend Embossed Line 1
GL is Authorized Last 4 Digits
GL is Camplete Txn Number
GL is Valid Post Date o
GL: Cost Center Amount
GL: Cost Center Desc Wendor Name =
GL: Expensze Item Description %
GL: Expense Desc Item Total
GL: Product
GL: Product Desc
GL: Project
GL: Project Desc
Item Descrption i
Item Exp Cat Comment s i ;I
PR sl

Step 2: Choose an Export Format

Select PDF format to export the data and automatically sum columns
where applicable. If you prefer to have the data in Excel or Delimited
Text format, choose that option. If applicable, select the paper size and
orientation of the report (page layout).

OMIT Step 3: Configure Report Columns

Add the appropriate fields for your report to the Included columns list
and remove all other fields from the list. Modify your Sort columns as
necessary.

Note:
e To add to the list of Included columns, select a field from the list of
Available columns and click 2.
+ Toremove a field from the list of Included columns, select from the list of
Included columns and click X,
e Use 2lor ™ buttons to the right of the Sort Columns list fo adjust how

the data is sorted. Click ¥ above that list to add a column.



Step 4: Filter Report Data

AT ADD FILTER DRILL DOWN ONTHE SELECT ARROW

UNDER CARD:
Drill down and click onto the word "card"

OMIT =  step 5: Bookmarking

Bookmark your report with a title (ex. “Company Billing Statement”) and
enter a description. Bookmarking saves the template for future use.

Note: Program Administrators and Accountants can make reports visible
for other users by changing the Scope op’non to “Company".
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ﬁ Bookmark this reporttemplate

Bookmark "am& |Eompany Billing State mei
Description: [Company B|l1|ng Statement
. SCOPE C-'_ ersonal (" CnmpaM F Both _ 554 A B
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OMIT —>  step 6: Schedule the report (Optional)

You have the option to schedule your report to run automatically based
on the settings chosen such as Date and Time. Select an option or click
OK to return to the previous page.

Program Administrators can also schedule reports for other users by
selecting the "Employees” button and selecting the User(s) they wish to
schedule the report for.

Ll M) el - m——
| Report recurrence
E\{er_fl 1 :" ] days at

9&';9::_1 Sunday _:__] at l Midright

I

Step 7: Click to save the template. This generates the report.

Manually Running a Report

Under Configurable Reports, select Reports and then select the type of report
you want to generate from the options listed under the Reports Navigation
menu.

1. Select a template from the drop down list. (If it does not appear on the
drop-down, select “Choose from all available templates..." and find your
report there. If another Administrator has shared it with the company, you
may need to check “Include Shared Reports” to view it.)

2. The template is set up to default to PDF format. If you prefer the data in
another format, choose that option.

3. Follow instructions in Steps 3 and 4 above.
4. Click Submit Report.



