
Works Reports 
 

Same Day/Same Vendor (This report shows cardholders that made purchases above their single 
transaction limit set by the Agency) 

 
1. Click Reports 
2. Click Dashboards 
3. Click Audit  

 
  

4. Click Audit Tab 
 

 
 

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

 
 
 

6. Under Actions Tab click▼, choose output format for report 



 
 

7. Click Open 
 

  
 

8. Report generates 
 



 
9. Address with cardholders every transaction in the report 

 
10. Save the report and/or print the report including documentation of all findings 

 
 
 
 

   
         
  
 


