
Running One Monthly Statement: 
 
To run one month statement: 
 

1) From the Works main menu, click on “Reports” and then “Template Library.”  

 
 

2) Under the “Shared” section, Search Monthly statement 

 
 

3) Scroll down to the Filters section, change the month that you are wanting to run the report for by clicking the  
icon next to “Post Date”. Click on Selected Month on the right and then click on the month you want to run. 
Click OK 

 
 



 
 

4) Add the last 4 digits of the card you want for the report.

 
 

5) Scroll down to Scheduling and Expiration. Add the Month Year to the Job Name and click Submit report. 

 
 

6) This will take to you Completed Reports page. The report may take a few minutes and say Awaiting Processing. 

 
 



7) You can refresh this page by clicking the refresh button. 

 
 

8) Once the report is complete, you will see a green arrow under the status column. Click on the PDF link. This will 
open the pdf document and you can print or save the pdf from there. 

 


