
1 
 

HOW TO PRINT THE GL MEMO STATEMENT FROM WORKS 
 
REPORTS 

 Template Library 
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 Choose: CSU GL Memo Stmnt, owner: Marcia Jones, description: monthly Works report 
 Hover your mouse over to access the black drop down arrow 

 Click “Modify/Run” 
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**If you are running the report for another cardholder, then: 
 Cardholder: click on employee, search/select the cardholder 
 Post Date: make sure the right cycle dates are posted 
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Use to edit 
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 Submit Report- located in the bottom right corner 
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REPORT QUEUED 
 Click to Download PDF 
 Open Document 
 Print and attach to your VISA Packet 
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