Generating a P-Card Statement

Click on "Reports", then "Spend Reports" then from the "Report template" dropdown select "Billing
Statement"
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Choose from all available templates...

Adjust the "Post Date" if a different range is needed then click on "Show Expert View"
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—| Choose Report Te
Report template: Billing Statement Change Template

A report containing the card activity that posted during a selected date range. This report is organized by the card, and as with all system reports, you are able to configure various report
parameters to suit your requirements.

Report data is current as of August 6, 2009 4:09 AM CDT.
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From the "Available Columns" section add "Comp Supp Name" then select "Submit Repot". Once the
report runs you will be able to download it.
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