
Works Reports 
 
 

Card Decline (This report shows cardholders that attempted to make transaction that where above their 
limits or with MCC that are not opened) 
 

1. Click Reports 
2. Click Create  

  
3. Click Account 

 
4. Click Card Decline 

 
 
 
 



5. Click on Calendar Icon, choose date range, click OK. 
 

 
 

6. Scroll to Output Format 

 
 
 
 
 

7. Click Submit Report 
 



 
8. Once Report generates, click the Format 

 

 
 

9. Click Open 
 

  
 

10. Report generates 
 



 
 

11. Address all Declines with the Cardholder, document responses 
 

12. Save the report and/or print the report with responses as documentation that you ran the mandatory 
Decline Report. 
 
 


