Card Portal User Guide

How to run adhoc reports
and create report schedules

. Click '‘Reports' Select ‘Create Report'
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. Choose the report name to run

Fill in the details then press ‘Submit’

CARD's TEST ACCOUNT 0500000012

New Report

REPORTNAME
CARD's TEST ACCOUNT 0600000012

Report Options

Account Fuel Spend Summary Report

Account Spend Summary by Location Report

Report Name: Account Transaction Detail Report.
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