Printing your Transaction Log through WORKS
In the menu option, choose “Reports”, and then click “Spend Reports”. Click on the report template drop down menu, and click “choose from all available templates”. Once you start using this report, it will appear automatically under Recently Used Reports.
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Check the box next to “Include Shared Reports”; choose the reported named LSU HSC TRANSACTION LOG and click finish.
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Next, click on the button “Show Expert View”
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Step #2: choose US letter. 
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SKIP STEP #3.

Step 4:

· Verify the post date period is correct (this should always be set to the previous billing cycle.

· If you are a Business Manager or P-Card Reconciler and have access to all cardholder accounts within your department, then use the filter in Step #4 titled “CH Last Name”; type in the last name of the person’s transaction log you’d like to print.
Click “Submit Report” in the bottom left hand corner. This will generate a PDF version of your transaction log. 
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Download the PDF file, open the document, and print.
The top of the transaction log will appear as seen below. The cardholder and Business Manager’s signatures are required at the top of the form in the spaces provided.
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