Appendix A

PRINTING THELLING CYCLE PURCHA®REWHEN THEARDHOLDHEHRMS MORE THAN ONE ROLE
(Approver, Accountant, Program AdmifiN LACARTE WORKS

Click orReports t Template Library

Click orBilling Cycle Purchase Log
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Scroll down Click on Ad-ilter drop dowrbox
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Add filter: |f %‘
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And scroll down and sele€@H Full Name

The screen below appears:

POST DATHf the date range is incorrect, click on the calendar icon. Click a date fartge you want,
then click theSelectedCycleradial button below the MM DD YY range, and it will selectéuesof the
statement

Also, selectandscape@rientation to get a better page layouf the log.
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Type in youfull name. Last Name first, then commtaen first name and middle initial if applicable.
See theop right corner of your screen where it sayWelcome to see if middle initial is applicable.
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Scroll down and clicRubmit Report

Report begins processing. Once completed clicRlDR
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Click orOpen.
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Billing Cycle Purchase Laygpears in PDF form...Print the report and attach all receipts and
documentation for your records and audit purposes.
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