Purchasing Department

700 University Avenue, Coenen Hall 140 | Monroe, LA 71209
P 318.342.5205 | F 318.342.5218

Instructions for Printing the P-Card Purchasing Log

1. Loginto Works at https://payment2.works.com/works/session
2. Click on Reports — Template Library
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Merrill Lynch
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3. Click on Billing Cycle Purchase Log - By Last 4

[=] Shared

i
Template Hame [

Billing Cycle Completed Purchase Log
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Then click Modify / Run
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https://payment2.works.com/works/session

4. Set the Filters for your report
a. Select the date range for the correct Statement Period by clicking on Post Date
b. Enter the Last 4 Digits of your P-Card card number
c. Make sure the Format is set to PDF and Full Details

Report Options O Advanced Reset to defaults | Use last run settings
[=] Columns
Available selected Select Dates B
[=] Allocation ~ Card Last 4 Digits
GL is Authorized Purchase Date
ole |7 |2 |2 [10f11|12|c A
GLis Complete Post Date e PR EPIEE P BT lo!ll: I? \'2\!"19
GL is Valid Vendor MName 1 T ‘
GL: Account Code Item Description 9 [20|21|22|23|24) 25|28 12 5 2019
GL: Account Code Desc Item Total 27|28 28[20]21
GL: Account Index CH Signoff Date
GL: Account Index Desc Mar Signoff Date 2 © Month-to-Date O selected Week
Item Description Iltem GL Combination 0 O Cycle-to-Date O selected Month
Item Exp Cat Comment Item Exp Cat Comment M 10 11 12 12 14 15 16 Ty
ltemn GL Combination Mgr Signoff Full Mame O Year-to-Date ® selected Cycle
Item Number CH Full Name
ltem Price 24 25 28 27 28 O Previous Week O Today
Item Tax O Previous Month O custom
W EE] @] Past 30 days
Noncard Spend
Total Card Spend O previous Cycle
= Card - O past 30 days
[=] Filters
Add filter:
Post Date: 3£ 11/06/2019 - 12/05/2019
— Cancel
Card Last 4 Digits: 3 | Is exactly [ > 2985

Transaction Type: %D Cash advance Misc Credit Misc Debit Purchase [T] Reimbursement [T] Payment

[=] Qutput Format

Formats:

PDF

Qutput Files: Full Details

[ Summary Only

5. Scroll down and click Submit Report.

|:| Save Template fo Template Library
Template Name: | Eilling Cycle Purchase L
Description: | Final to be added to UAT|

Sharing: ) personal @ Shared ©) Both
=] Scheduling and Expiration

Job Name: | Billing Cycle Purchase Log
Run for User{s) : MNone selected O

Schedule: @ Run Now
(@) Run Later
& Recurring
Report Expiration after: | 7 day(s)
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6. The report begins processing. Once completed, click on PDF.

Completed Reports

Queued At Report Name Status New Output’
| |
0141372014 11:28 AM C5T Billing Cycle Purchase Log Ready o
0171372014 09:29 AM C5T Billing Cycle Purchase Log Ready
7. Click Open
Completed Reports
€) | ClearFilters | |
Queu;d At Report Name Status New Output Type(s)
I
01/13/2014 11:28 AM CST Billing Cycle Purchase Log Ready ¥4 PORE
01/13/2014 09:29 AM C3T Billing Cycle Purchase Log Ready XLS
011372014 03:41 AM CST Billing Cycle Purchase Log Ready XLS
01M13/2014 03:19 AM CST Billing Cycle Purchase Log Ready XS
01/13/2014 08:15 AM CST Billing Cycle Purchase Log Ready XS
01/10/2014 03:54 PM CST Billing Cycle Purchase Log Ready XS
01/10/2014 03:50 PM CST Billing Cycle Purchase Log Ready XS
01/10/2014 08:28 AM CST Billing Cycle Purchase Log Ready ALS
01/09/2014 03:08 PM C5T Billing statement Ready DF
01/09/2014 03.07 PM C5T Billing statement Ready DF
0 Selected | 21 items Show [10 [~ ] per page [1<1<] Page: [ 1

Do you want to open or save Billing Cycle Purchase Log.pdf from payment2.works.com? Open | | Save |'| | Cancel | x

8. The Billing Cycle Purchase Log appears in PDF form. Print the report and attach all receipts and documentation for your
records and audit purposes.
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