
Works Reports 
 

Card Status (Mandatory) (This is a real time report that includes your cardholders with limits and 
profiles) 
 

1. Click Reports 
2. Click Create  

  
3. Click Account 

 
4. Click Card Status 

 
 
 
 



5. Under “Available Columns” highlight Card Profile Name through Card Profile Single Txn Limit, click 
► moves highlighted information to the selected column. 

 
6. Scroll to Output Format 

 
 

7. Click Submit Report 
 



 
8. Once Report generates, click the Format 

 

 
 

9. Click Open 
 

  
 

10. Report generates 
 



 
 

11. Review the report make sure all limits and profiles are correct.   NOTE:  Department Heads are required 
to review this report annually verifying cardholders and limits are approved by the agency. 
 

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

   
         
  
 


