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Replace SPCC Cardholder Billing Statement in Works with Updated Report: 
 

To Remove a Recurring UMW SPCC Cardholder Billing Statement 

1. Hover over the Reports tab. 

2. Select Scheduled. 

 
 

3. Hover over the current scheduled report. 

4. Select the dropdown arrow . 

 
 

5. Choose Remove from Schedule. 

6. Select Ok. 
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To Reissue Your Scheduled UMW SPCC Cardholder Billing Statement to Include 

Comments: 

1. Hover over the Reports tab. 

2. Select Template Library. 

 
 

3. In the Shared section at the bottom of the page, select the  arrow to travel to the last page.

 
 

4. Select the UMW SPCC Cardholder Billing Statement. 

 
 

5. Select Modify/Run 

6. Scroll to the bottom of the page and find the Scheduling and Expiration section. 

7. Select Recurring. 

8. Select the Every billing cycle option 

a. Change to plus 3 days 
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9. The report is set to expire after 7 days, this can be changed to 30 if desired. This report can be 

regenerated at any time.  

 


