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REPORTS IN WORKS 
 
 II.   STUDENT BODY  FUNDS REPORT  

 

Student Body Funds Report exports all transactions coded to SBF for all current cardholders 
within your department/school with details to an EXCEL Spreadsheet.  The date range can be 
modified. ** NOTE:  Cardholders no longer with your school/department will not be viewable.  
Contact the PCard Accountant to pull a full report if needed. ** 

 

1. In WORKS, Navigate to Reports, choose Template Library: 
 

 

2. In “Shared,” type in “SBF.”  Templates have been created for FY2024 and FY2025.   Select the fiscal year you require 
and choose “Modify/Run.”    FY2024 will pull dates 7/1/2023 to 6/30/2024.   FY2025 will pull dates 7/1/2024 through 
6/30/2025.  

 

 
 

3. If you would like a more specific date range choose the “Student Body Funds-SBF” report, click on the 
calendar to update the date range. 

 
 
4. To save this template for future use, scroll down to the “SAVE TEMPLATE” section and click the Save box. Name the 

Template as you like in “Template Name.” 
 



Updated 7-30-2024  

           
 

 
5. Scroll to the bottom and click on “Submit Report” 

  
6. Report will run for a few moments and a green check mark will appear when competed. Click on XLS to 

download the Excel report. 

 
7. Open the downloaded Excel file to view your transactions. To use the AutoSum function in Excel: Click on the 

empty cell at the bottom of the “Amount” column, then click on the Auto Sum button in the taskbar to select 
the data to total, hit Enter. The columns included in the total will be listed in the formula bar highlighted below. 
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The total will appear in the first cell that was selected at the bottom of the Amount column. 


