Cardholder Profile =508
1)  Click on “Reports”, select “Create”.
2)  On Page 2 of the reports menu, click “Cardholder Profile”.


3)  Choose a unique name for your report (optional), and select if you want this report to be in Excel or in a PDF.



4)  Criteria: the default settings of this report will NOT include cards that are closed or have been reported lost/stolen.  To include either, in the Criteria section click the “garbage can” icon to the right of the type of Account Status that you want to include. 
5)  In the Criteria section, click the “+”
6)  Click on the “Hierarchy ID” words, then click the “+” next to State of Connecticut and select your agency from the dropdown list.
7)  Click the “Include Children” box.
8) Click “Process Report”.  

9)  This brings you to all reports run recently.  Click the report and you can view, download and save your report.
[bookmark: _GoBack]10)  If this report was saved as an Excel spreadsheet, you will probably want to delete any of the columns that either are blank or contain information that you do not need.
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This report provides = list of accounts in =ach Risrarchy along ith the cardholder’s addrass, account status and
Cardholder Listing With Addresses Accounts. ‘expiration date. The report lists: Hierarchy, Cardholder flame, Account Number, Status, Employes 1D, Address,

Business Phone, and Expiration Date.
The raport displays sil card accounts and relatad information. It can be used by administrators to manage
cardholder information. The report indludes Cardholder lame, Address, Phone, Email, Accounting Codes, Account

Cardholder profile Accounts. Status, Account Status Reason, Hierarchy Levels, Account Limits, Account Opan and Close Dates, Last Transaction
and Expiration Dates. Contents of the report ars bast vieved in Excal format or text. It s not suggested to run this
report as = PDF fle.

The raport displays sil card accounts and related information. It can be used by administrators to manage
cardholdar information. The report includes Cardholder lame, Address, Phone, Email, Accounting Codes, Account
Status, Account Status Reason, Hisrarchy Levels, Account Limits, Account Opan and Close Dates, Last Transaction,
Expiration Dates, Days Past Due, Amount 30 Days Past Dus, Amount 60 Days Past Due, Past Due Amount, Charge

— P off Amount and Charg OFf Date. This raport vill be sorted by default in an ascanding order by Cardholder Last
Name, Cardhaldar First Name, and Account Number. Contnts of the raport are bast viewsd in Excel format . It iz
ot suggested to run this raport as 3 PDF file. This report wil be sorted by default in an ascending ordar by
Cardholder Last Name, Cardholdar First iame, and Account Number.OPTIMIZED FOR M3 EXCEL
This report can be used to identify cardholdar account status and limits. The report lists: Cardholder Name, Account

Cardholder Status Accounts. Number, Hisrarchy, Account Status, Account Status Reason, Open Date, Closad Date, Credit Limit, Available Credit,
Single Amount Limit and Cycle/Monthly Amount Limit.

This report can be used to identfy cardholdar account status and limits. The report lists: Cardholder Name, Account
Number, Hierarchy, Account Status, Account Status Reason, Open Date, Closed Date, Credit Limit, Availabla Credit,

— fmmmls Single Amoun Limit and Cycle/Monthly Amount Limit. This raport will be sorted by default in an ascanding order by,

Account Statuz, Cardholder Last Name, and Cardholdar First iame. OPTIMIZED FOR MS EXCEL.

The report displays account and merchant category code group limits. The report lsts: Cardholder ame, Account

Numbar, Status, Cradit Limit, Cazh Advance Limit, Availabla Credit, Single Amount Limit, Daily Amaunt Limit, Daily

Transaction Limit, Cycle/Monthly Amount Limit, Cycle/Monthly Transaction Limit, Other Amount Limit, and Othar

Transaction Limit.

This report is used to analyze only cash sdvance charges mads by cardholdrs. It groups the transactions by

Cash Advance detsil by Hisrarchy Transaction  hierarchy and then by each cardholder. The report lits: Transaction Date, Post Date, Merchant Name, Merchant
City, Merchant State/Province, MCC, Dabit Transaction Amount, Credit Transaction Amount and Sales Tax.

This report can be used to analyzs the transactions and accounts that have basn charged to 3 cantral bill sccount.
‘Sub-totals are providad for each central bill account, 2 well as 2 grand total for the entire raport. The report lists:
Central Bill Reconilistion Transaction  Cantral Bill Account Number, Transaction Date, Post Date, Transaction ID, Merchant Name, MCC, Merchant City.

Merchant State/Province, Raferance Number, and Transaction Amount. Please note: Activity divarted to is ot listed
e
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Cardholder vith Account and MCC Group Limits  Accounts
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*Name  Cardholdar profile Report Format 15 Excel
Compress Output?
For best performance, include date range in Criteria.
(=
Field Operation D value
1 Account Status v IsNotEqualTo v  Closed - [G]
2 And v Account Status. v IsNotEqualTo ¥  LostOr Stolen v [G]
[Hierarchy 1
Include
Children
¥
[OrderBy
Field Order Sequence
1 Cardnolder Lasttame v Ascending ~ e
2 Cardnolder Frst Name v Ascending ~ &+
3 Account Numbar - Ascending ~ @]+
Schedule to Run Automatically [ ]
= Required Fields
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Available Downloads

Dounlosd Adobe® Resder®

Reports and exports (screen view downloads) vill automstically be removed from the list after 7 days. All mappers vill remain on the list for 365 days. To manually delate 2 file, chack the box and click the Delete button.

My Dovnloads Only v

Category RunBy MierarchyID Status Mark a5 Successful
[ Cardnolder profile Report - - 03/17/2013 01:34:16 PM_Submitted
[ Cardholder profile.xis Report - - 03/13/2013 02:55:48 M Successful
[ Cardholder profile.xis Report - - 08/13/2013 02:45:17 M Successful
[] Cordholder Status - MS EXCELls Report =~ - 03/13/2013 02:41:57 M Successful
[] Transaction Detsil - M5 EXCELls Report — - 09/12/2013 03:44:38 M Successful
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