














The report will look something like this:



Accessing Bank Statements (Spend Reports) for Yourself:

Log into the Works™ website. Click on “Standard Reports” on the left side of the screen.

] hitps://payment2.works.com - Works - Microsoft Internet Explorer

Bankof America %2> create: G| | AlLogeut

ﬂ | H Home: GRIFFIN, MICHELLE of UNC GREENSBORD

& Tasks |

Action Required + [ Count . | Type + [ Acting As + [ Curvent State + |

(1 Standard Reports

Cards |PrimaryAccess Vl

[ cardName v [ card ID + | Avail. Funds + | tredit Lim. » | Avail. Credit + | Trans. Lim. »
MICHELLE GRIFFIM |2218 [$25,000.00 [$25,000.00  [$22,244.54 [$2,500.00

click entries to view MCC restrictions

Emboss » | Profile »
[MICHELLE GRIFFIN|CL$ 25,000; STL$ 2,500; C

Select “Personal Reports”.
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| i Standard Reports

Dashboard
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Cards |PrimaryAccess Vl

[ cardName v [ card ID + | Avail. Funds + [ tredit Lim. » | Avail. Credit + | Trans. Lim. »
MICHELLE GRIFFIN |5218 [$25,000.00 [$z5,000.00  [$22,244.54 [$z,500.00

click entries to view MCC restrictions

Emboss » | Profile »
[MICHELLE GRIFFIN|CL$ 25,000; 5TL$ 2,500; C
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Select “Spend Reports”.
] hitps://payment2.works.com - Works - Microsoft Internet Explorer B@
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Spend Reports

Click on “My Memo Statement” Report Name.

] hitps://payment2.works.com - Works - Microsoft Internet Explorer
Create: | Expense Folder v @ | ) Logout
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Bankof America <%=

il [IBjfl Reports: Personal Reports
‘ B Tasks Report Name - Dascription »
My Memo Statement S Review all of your card transactions (regardless of status) for the current or previous billing cycles.
1l standard Reports My Payables by Barcode Index  |"h Raview my paysbles grouped by barcode.
My Purchase Reguests 2\ Review trends for purchases charged to your comnpany account.

Dashboard

Company Reports

B Personal Reports

Spend Reports

i Configurable Reports
I Tools

Rewview all of your card transactions (regardless of status) for the current or previous billing cycles.

Date: 01/01/2007 - 01/23/2007

Card: Please chooze a card

Mote: Repart data is not instantaneously updated, Please allow up ta 24 hours for data changes to be reflacted,

Reset Filters

Download I PDFl Excel File

é 0 Inkernet

Message: |

€l
Click on and select the appropriate date range (see the detailed instructions in the Individual

section). Keep the Card selection as “Please choose a card” since each card holder is currently
only issued one PCard. Click the PDF button and save the file as outlined in prior instructions.




The report will look something like this:

Adobe Acrobat Profes:

Bﬁila Edit Miew Document Comments Tools Advanced ‘Window Help
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My Mema Statement

Date Range: 01/01/2007 to 01/23/2007

Pages‘q Signatures Vﬂ Bookmarks

«card holder

Purchases::  $2,840.81

card numbser

Ofher Charges:  $0.00

group reference #

GRIFFIN, MICHELLE  Card Number: *6218 Group: MICHELLEGRIFFIN

Credits:  30.00

posted date

date

Total::

ftransaction

§2.840.51

document ID

Payments:  S0.00

amount source amount

3 i;L

GRIFFIN, MICHELLEGRIF 2430137701710 0117107 011707 NERCOMP TXN0DO0O1004 $1,550.00
MICHELLE FIN 8017841885
GRIFFIM, 8218 MICHELLEGRIF | 2461043701700 01118107 011707 ORB TXMO0D01008 $5.00 5500 35.00 T
MICHELLE FIN 4117217738 AP2001010VCG
JNOT
GRIFFIM, 8218 MICHELLEGRIF [ 2418407701810 01/19/07 011707 STAPLES TXMNOD001013 $1268 $12.65 $12.68
MICHELLE FIN 5123570348 BLIZINEDD345804
5
GRIFFIN, 8218 MICHELLEGRIF [ 2416407701810 01/18/07 0111707 STAPLES TXN0D0D01012 33088 $3.88 $2.08
MICHELLE FIN 5123670348 BUSINEDO24804
5
GRIFFIM, 8218 MICHELLEGRIF | 2418407701810 a7 o177 STAPLES TXMO00D1C011 536.32 $36.32 538.32
MICHELLE FIN 5123670348 BUSINEDO24804
@ 5
E GRIFFIN, 8218 MICHELLEGRIF [ 2475282701824 01718107 011707 USAIRWAYS TXND0O001010 526410 528410 $284.10
E MICHELLE 6200582 0372303072874
% GRIFFIN, 8218 MICHELLEGRIF | 2418407701810 01/18/07 011707 STAPLES TXN0O0O001008 $564.08 $564.08 $564.08
5 MICHELLE FIN 5123670348 BUSINE;]IIM&H
y GRIFFIN, 8218 MICHELLEGRIF | 2433549701820 011907 o17oT HRDQ 800-633- | TXNDO0OO1008 $210.00 $210.00 $210.00
MICHELLE FIN Iﬂﬂ13€1530? 4533
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