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Configurable Reports - Company Billing Statement
This report contains card activity that posted during a selected date range.  This report is organized by card. 

First-Time Setup

Under Reports, select Configurable Reports, then Spend Reports. 

Step 1: Choose a report template
Click on the Report Template drop down menu and select Billing Statement. 

Step 2: Choose an Export Format

 Select PDF format to export the data and automatically sum the transaction Amount column.  Ensure the paper size and orientation is set to US Letter. If you prefer to have the data in Excel or Delimited Text format, choose that option.  
If you wish to have the data in PDF format, and summarized by card, check the box next to “Provide Summary Data for sorted columns to” and then select “Last 4 Digits” from the drop-down menu.

The Summary Box that totals Debits, Credits and Payments for the report that appears in the top right-hand corner of the report for Standard Reports is not yet available in Configurable Reports, but will be in June.

In the meantime, if you want that summarized information, you can run the report separately and check the box under Step 3 that says “Only Show Summary Data.”  Make sure NOT to check the other boxes under Step 3, and you will receive just the totals of Credits, Debits, and Payments.  
Step 3: Configure Report Columns

             Add these fields to the Included Columns:
· Last 4 Digits
· Grp Group Name
· Bank Number
· Post Date (Transaction)

· Purchase Date (Transaction)

· Txn Number
· Amount
· Source Amount
· CH User Name

· Vendor Name
· Original Amount

· Source Currency

· Type

             Note:  

· To add to the list of Included columns, select a field from the list of Available columns and click [image: image13.emf].

· To remove a field from the list of Included columns, you can select from the list of Included columns and click [image: image2.jpg]
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 buttons to the right of the Sort Columns list to adjust how the data is sorted. Click [image: image5.jpg]hd



 above that list to add a column.  
Remove the following from the Included columns:
· MCC

· Credit

· Debit

· Payment Amount

Note:  To select the order of the columns horizontally in the report, use 
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  arrows on the right side of the Included columns.  Moving the item up in the list moves the column to the left in the report.

Organize the Included columns list in first to last order (top to bottom) as indicated below:

	CH User Name
	 (In Standard Reports, this field displayed as Last name, First Name.  In Configurable Reports, it displays as Last Name, First Name Middle Initial)

	Last 4 Digits
	

	Grp Group Name
	

	Bank Number
	

	Post Date
	 (In Standard Reports, Date fields displayed as mm/dd/yy.  In Configurable Reports, dates display as mm/dd/yyyy).

	Purchase Date
	(In Standard Reports, Date fields displayed as mm/dd/yy.  In Configurable Reports, dates display as mm/dd/yyyy).

	Item Description
	

	Txn Number
	

	Amount
	

	Original Amount
	

	Source Amount
	

	Source Currency
	

	Type
	(In Configurable Reports, P = Purchase, C = Credit, and Y = Payment)


Step 4:  Filter Report Data

Select a Post Date range by clicking on the “Date” button.
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Step 5: Bookmarking

Bookmark your report with the title “Company Billing Statement” and a description.  Bookmarking saves the template for future use.     
Note:  Administrators and Accountants can make reports visible for other users by changing the Scope option to “Company”.
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Step 6: Schedule the report (Optional)
You can schedule your report to run automatically.  Click on the “Recurring” button and select “every billing period + 2 days”.  For example, if your cycle date was the 4th, this report will generate on the 6th every month.  Click OK to return to the previous page.
            [image: image10.png]Report recurrence

Cle e}

e

every [T 1] days at[Vidriaht =]

every [Surdsy ot [Viioht ]

Every month on the [15t_12] at [Midrioh =]
Every billing cyele plus [N <] days

Every quarter starting [ oz ] [15 =]

ok | _coma




          
Step 7:  Click [image: image11.png]Submit Report



 to save the template. This generates the report.
 Manually Running the Report

Under Reports, select Reports and then Spend Reports. 

1. Select “Company Billing Statement” template. (If it does not appear on the drop-down, select “Choose from all available templates…” and find your report there. If another Administrator has shared it with the company, you may need to check “Include Shared Reports” to view it.)

2. The template is set up to default to PDF format. If you prefer the data in Excel format, choose that option.

3. Follow instructions in Steps 3 and 4 above. 
4. Click Submit Report.
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