How to run the Bank of America Works
Statement Report

1  Navigate to Bank of America Works

2  Click "Reports"
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3  Click "Create"

Global Card Access ~ Works®

BANK OF AMERICA %7  ofi

Home Expenses Reports

My Announcements

Aotion Acting As Count L Curmant Status ~The last workday to allacate and sign off on your January transactions is Wednesda

Sign Off Template Library der 7 Transaction

Al transactions w

be swept (automatically signed off on) at 12:01am on Thursday, |

Dashboard

Posted by your Program Admini

1 ltem Show istrator, Diana Higgins, on January 6, 2025

| per page Page:[ 1 | of 1]

In Scope
Aot it N Account ID Credit Limit Current Balance Available Spend  Available Credit
OFFICE DEPOT 1862 25,000.00 491.18 24,508.62 24,508.82
v
1item Show |10 v | per page 1<) Page:| 1 |of1]

Training Guides | Training Videos | Digital Priva i Privacy Cholces @% | Recommended Settings

4  Select the "Spend" option.

Global Card Access  Works®

BANK OFAMERICA’;:./ e offi

Home Expanses Reports

# | Reporls | Greate

* Category:

* Template:

Training Guides | Training Vides c Privacy Choices &% nded Settings | Paymer

025 Bank of America Corporation. All rights reserved.

Last login Tuesday February 4, 2025, 6:27 PN




5  Click on the Template drop down.
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Click on Lewis Clark State College Billing Statement. If this is the first time
running the report, click on "Choose from all available templates"
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10 The report will open. Click on the calendar icon
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15 The Completed Reports screen will load. When your report is ready, click on the
PDF link to open and download the report.
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