
WORKS reporting 

Report to find: spend amounts, status of TXN, vendor lists, awaiting approver sign off etc. 
reports available in Excel or PDF 

Sign into WORKS. 

Located on the top tool bar: Reports  choose create 

Category: spend 

Template: include shared reports: GREAT PLAINS REPORT TEST 1 

 

 

 

Adjust the timeframe requested 

Click on excel and full detail 

On bottom of 
page 

Custom Insert 
fields to sort 


