S REVIEWING & PRINTING
YOUR P-CARD STATEMENT

SOUTHEASTERN In Works

LOUISITANA UNIVERSITY

1. Access Works, using the following web address:
https://payment2.works.com/wpm/bookmark

2. If a launch window appears, choose "Click to Launch" to
proceed to the login screen.

on page loads:

3.  When prompted, enter your Works username and password.
This will be SLU followed by your W # and your Works

password.
User: [SLU9999999 |
Password: [Your Works Password |
4. From the menu on the left side of your screen, click on Standard Reports, then

Personal Reports, then Spend Reports. Select My Memo Statement.

Bankof America == Click on "My
Click STANDARD REPORTS, PERSONAL o Memo Statement”
REPORTS, then SPEND REPORTS

Report Name v'y

A | My Memo Statement o} Review all of
I' Standard Reports My Payable Allocation % Review alloc

My Payable Allocation Detail Create an expd

B Persocnal Reports My Payables by Barcode Index 2L Review my o

My Purchase Requests L Review trend
Spend Reports

5. A blue box will open below with the date range and cardholder name.
Click on the Date button and select the correct cycle.

Review all of your card transactions (regardless of status) e CErcR
2 1)z |3 |3 - MM oD ¥YYY
Date: @Dml 01/06/2009 - 02/05/2009 olals le |7 [a s [1o]a _||I|f [6 ]/
0 (11]|12|13|14(15|1&[17| N Elj Ej
Card: CARDHOLDER'S NAME o [18]asz0}z1 =
25|26]27]28]29|30]31 " Year-to-date 7 selected week
2Ljz3las |8 F " Month-to-date " selected month
i . : 25 zﬁ ig 113 l; ;2 i: E « Cycle-to-date  Selected cycle
e For current transaction activity, select o foalosloalesloclerles| | | (f: Past 30 days (‘: Previous cydle
— Last month Other
"Cycle-to-date". o b T hshiaaiala € pastJdsys ﬁ
o 7o get the statement for the last billing ORERITEeszoEt® 2l applyto: [FowedDae o
period, select "Previous cycle”. —
o Click Finish. ||
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right hand corner.

Next click the Card button. When the screen opens, it should automatically list your card.
Click the Finish button. When the blue screen reopens, click the PDF button in the lower

Reset Filters

Date: Eh}am 01/06/2009 - 02/05/2009
Card: CARDHOLDER NAME

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

Choose cycle date and
cardholder name

Note: Report data is not instantaneously updated. Please allow up to 24 hours for data changes to be reflected.

Click on the POF button
to download statement I

\

Downloa Excel File

A File Download box will appear with three choices: Open, Save, Cancel. Select the
Open option to see your statement.

[

13

|@|

9.

Click OPEN
to download
statement

Do you want to open or zave thizs file?

Mame: exportfile. pdf
Type: Adobe Acrobat Document

From: pavmentZ,works.com

Open

J

Save

Cancel

J |

‘While filez fram the Internet can be useful, some files can patentially
harmn your computer. IF you da not trust the source, do not apen or
save this file. 'What's the risk?

Your selected statement will open in Acrobat Reader. Print your statement.

My Memo Statement Date Range: 02/06/2009 to 03/05/2005
SOUTHEASTERN LA UNIV
2400 NORTH OAK STREET
HAMMOMD_ LA 70402
DOUGH, JANE Card Number: 0001 Group: GENERAL STUDES
Purchases:  §1,118.40 Other Charges::  $0.00 Credits::  $0.00 Total: $1,116.40 Payments:  $0.00
card holder card number group reference # posted date ‘transaction transaction document ID document amount source amount
date description amount
DOUGH, ooo1 GEMERAL (2440370003711 02/0vog 02/05/00 CORP EXPR TXMNOD010033 $257.04 F257.04 3257.04
JANE arUpEs  |P000103035 B00-532-4774
2 2440270004111 02/11/09 02/06/02 CORP EXPR THXNO0020021 3342.01 $B640.01 3340.01
DO,UGH' 0001 GE,NERHL 8000132280 BO0-582-4774
JANE STUDIES
DOUGH, 0001 GENERAL |2440270004311 0211200 0212102 |CORP EXP POS| TXNDOD20167 3045 50.45 5045
ot - 2000101485 WESTMOOR
JANE STUDEES
Pagetor1
SOUTHEASTERN LOUISIANA UNIVERSITY 2

REVIEWING PRINTING P-CARD STATEMENT (3/11/09)




	PS FIN RECEIPT

