Running the Statement of Account Report

To run reports you will use the menu option Reports.

Transactions Reports Accounts Employees ~Administration Help

Welcome Create

Download

Under Reports Menu click Create.
The Create menu takes you to the Report List screen.

To run your statement of account click on Create.
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Report List
Report Type
Name « Type Description. Schedule
This report provides a isting of the previous cyde transaction information and when available; Accounting
Code Allocations, Transaction Notes, Custom Fields and Transaction Addendum Detail. The report hsts:
Account Name, Account Number, Account Address, Custom Field Name/Values, Transaction ID, Transaction
Statement Transaction Date. Post Date, Merchant Name, Oniginal Merchant Name, Merchant City, Merchant State/Province, MCC,

Onginal Amount, Sales Tax, and Transaction Amount. The report indudes signature ines at the bottom of
the statement for the cardholder and supervisor, to assist in the review and reconaliabon process. This
statement is not an offiaal bank billing statement and cannot be used for remittance. Fle prnts in
landscape onentabion.

This report provides a ksting of the previous cyde transaction information and WHEN avadable; Accounting
Code Allocations, Transaction Notes, Custom Fields and Transaction Addendum Detail. The report lists
Account Name, Account Number, Account Address, Custom Field Name/Values, Transaction ID, Transaction
Date, Post Date, Onginal Merchant Name, Merchant Name, Merchant City, Merchant State/Province, MCC
Onginal Amount, Sales Tax, and Transaction Amount. The report indudes signature lines at the bottom of
the statement for the cardholder and supervsor, to assist in the review and recondliabon process. This
statement is not an offidal bank billing statement and cannot be used for remittance. Fle prints in portrait
onentation

Transaction

Select which report format you prefer.



The Report Criteria selection page will come up.
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From here click the drop down for the
Operation.

" Select Cycle Is.

This opens up an additional drop down
box so that you can select the correct
Cycle Dates.



Criteria

Field Operation i Value

1 Transaction Type %] Is Not Equal To[v] Payment ~] Delete  Add
Hierarchy

Include

Children

Add
Order By
Field Order Sequence

1 | Cardholder Name/Account Concatenation v ] |Ascending [v] Delete  Add
2 |Account Number [v] |Ascending [v] Delete  Add
3 | Transaction Date [v] |Ascending [v] Delete  Add
4 [Transaction ID [¥] |Ascending [V] Delete  Add

Schedule to Run Automatically [

The next section Criteria will not be used if you only have access to your Card. Click on Delete to remove
any items listed.

If you are a Liaison you will need to select which cards to show in the report by using the Criteria

section.
Criteria
Field Operaticn i Value
1 Cardholder Last Name 1] Begins With 1] mmmm Delete Add
2Mdi] Cardholder Last Name 1] Begins With 1] Delefe  Add

Select Cardholder Last Name, Begins with and then Type the cardholder last name.

You can select multiple cards by clicking on add to add an additional line.

Change and to or so that you can see all cardholders selected.
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The Hierarchy section will not be used either.

Click Process Report.



You will be taken to the download screen.
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Available Downloads

éxpoﬂ.s (screen view downloads) will be removed autcmatically after 7 days. Reports (screen view d ds) will be d automatically after 35 days. Mappers will be removed
automatically after 365 days. To manually delete a file. check the box and dick the Delete button.

y Downloads Only| v |

Name Cat ¥ Run By Hierarchy ID Created Status

Mark as Successful

[[] statemaent of Account Portrait.pdf Report 11/22/2013 06:06:19 PM Processing

Click Refresh to update the status.
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Transactions Reports Accounts Employees Administration Help

Available Downloads

Exports (screen view downloads) will be removed automatically after 7 days. Reports (screen view downloads) will be removed automatically after 35 days. Mappers will be removed
automatically after 365 days. To manually delete a file, check the box and click the Delete button.

Name Cat ¥ Run By Hierarchy ID Created Status Mark as Successful
O 3%&1""-2'\1 § Account Portrait.odf Report == == 11/22/2013 06:06:19 PM__Successful
F s Privacy Policy and © sures fhs & Conditions

Once the report status is Successful,
Click on the report name to open it.
Print the report and attach all your receipts and backup documentation.

REMINDER: you and your supervisor are required to sign the Statement of Account within 10 business
days after the last day of the cycle(25™).



Statement of Account Portrait

NSHE001
Date Time Prited: 112272013 06:19:22 PM Oneztation: Pororat
Selection Criteria: Po:t Date I: Between "1026 2013 AND 11282013
For Transactions posted berween 10/26/2013 to 11/25/:2013
PCard Holder: Name Account Number g S99
4202 SOUTH MARYLAND PKWY Defaulted COA Naumne : UNLV COA
Defaulted COA Value t
LAS VEGAS, NV §91249900
Tramsmaction ID Transaction  Post Dare Original Merch Merch Merch ACC Original Exchange  Sales Tax Tranzaction Amount
Date Merchant  Name City State Amount Rate
Name Province
1209125888001 11202013 11212013 OFFICEMA OFFICEMA §77-969-662 IL 5543 $67.05 1.00 $0.00 $67.05
4 X 9
CT*INe375  CT*DNe375
610 610
Notes : JM Office Supphies, Paper, Pens, 2 Prnter Cartndge for HP 3050
Fund:1111/Agency: 212 0rgn: 133310bj: 30/ Sobj: 12
Purchaze Addendum Data
Quantity Description Unit Extension Product Code
Price
1 oMK 568 558 PIOMSTIIS
LEGALPADWHT
LIRS
1 Prnter Cant 15.61 1551 L9MN2400B24
OPPERTOP
VALUE
1 Przter Cart 1686 1686 AS5660
CLEARLS
1 10-REAM CASE 2890 2850 PLOXSO00ICTN
Xs1r
DOWNING, CHRISTIN ++=====++=+7868 Sub-Tofal: T Transaction(s) .00 $67.08
Cardholder Signarure Date Supervisor/Manager Signarure Date




