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Overview

The Citibank® Customized Reporting System (CCRS) replaces the current Ad Hoc Reporting
Tool with a best-in-class business intelligence engine that supports your need for consolidated
regional and card level information. CCRS utilizes a web-based interface to access our
Commercial Card Global Data Repository so that critical business information is at your ready in
the formats that you require.

CCRS is easy to use and you can begin creating and running reports after only a short lesson.
Knowledge of databases and data relationships is helpful, but not necessary to create and run
most reports. The user interface will guide you in selecting the information that you want.

A few of the features that you will be able to take advantage of are listed below:

Predefined Shared Reports

Our selection of shared reports was specifically created to save you time and
effort for the most requested types of reports. A simple click and the report will
run and present you with the information that you need.

Scheduled Reports

If you like a report that you have created and want to have it run on a periodic
basis, CCRS allows you to subscribe to the report. No more remembering to run
reports, they will be waiting for you after CCRS automatically creates them for
you.

Data Download and Presentation Formats

CCRS supports a wide variety of formats to save your data on your PC, including,
Excel, CSV, HTML, Excel with formatting and Plain Text. In addition, you can
download charts right into Excel and download in PDF files.

Built-in Summary Capability

Do you want to see data on a summary level? CCRS automatically summarizes
your data so that you see only the data that you want without having to wade
through all the detailed information.

Built-in Drill Down Capability

Do you want to see specifics about an individual item? You can drill down to get
related information on that line item even if you have not selected that
information to be included in your report.

This User Manual gives you general information and step-by-step instructions on the
basics of using CCRS. Throughout this user manual you will see tips to help you better
utilize CCRS. As you begin using the tool, you will find CCRS is easy to use, with the
flexibility to meet your ad hoc reporting needs.



sttem Reguirements

You do not need any proprietary Citibank® hardware or software to be installed for you to use
CCRS. Basically, if you can connect to the Internet, you can use CCRS. The following is the
minimum hardware and software needed and a preferred configuration that will give you
optimal performance.

Hardware
e IBM compatible Pentium class computer, 133 Mz, with 64 MB RAM, 250MB hard
disk free space
e Macintosh Computer (I-Mac or above)

Software

Required Software
e  Windows® 95 or higher
e Microsoft® Internet Explorer 5.5 with service-pack 1; OR Netscape 4.73 or higher
(but not Netscape 6.0).

Additional Software to Download and Present Your Data

The following list of software, while not necessary, will allow you to save your data on your PC
and present your reports in various formats
e Acrobat® Reader, version 4 or higher
e Word processing software, such as Microsoft® Word
o Text reader, spreadsheet or database software capable of reading/importing text
files.

Preferred Hardware, Software and Communications
Configuration

The following preferred hardware and software configuration will optimize your experience:
e 500 MHz or higher processor, 256mb RAM or higher, 2GB hard disk free space
e High speed internet connection
e Preferred browsers include Internet Explorer 6 and Internet Explorer 5.5 with
service pack 1.



CCRS ReEorting Fundamentals

As you begin to create and run reports, you will need to have a basic understanding of CCRS.
The following section gives a common understanding of terms used and familiarizes you with
common definitions for reporting and data fundamentals. Some of the terms previously used in
the old ad hoc reporting tool have new names.

The Global Data Repository

Citibank created the Global Data Repository (GDR) to store all commercial credit card
information for CCRS. It is also referred to as a data warehouse. Every time an account is
created, changed or deleted, information about that account is captured. Also, every time a
financial transaction against the card is processed (purchases, payments, cash advances, credits
for returned goods, etc), this creates additional information.

There are two basic types of information or data that are captured and stored in the Global Data
Repository (GDR):

e Account information
e Transaction information

Global Data Repository

US Card
Processor

Global Data Repository

As you can see from the diagram, the GDR receives information from a variety of sources. The
GDR arranges the information into a logical structure that groups Account data together and
Transaction data together and defines the relationship between the two types of information.
CCRS enables you to easily access this information so that you can create reports and download
data.



User Objects

User objects are those items you can use in your report. In most cases they will be attributes,
metrics, filters and prompts. These objects are described below.

Attributes

Attributes can best be described as related properties of Account or Transaction information,
identifying or describing an account or a transaction in some way. Examples of account
attributes include Account Name, Account Number, Card Limit and Social Security Number.
Examples of transaction attributes include Transaction Amount, Transaction Post Date or
Merchant Name. You use attributes to analyze account information, transaction information
or a combination of both.

o Attribute elements are actual data values that are displayed on reports. For
example, the attribute Merchant City might have attribute elements such as
Dearborn, Irving, Las Vegas, Louisville, etc. These values are stored in the GDR.

(L] Translation Tip:

In ad hoc an attribute was an element. The information that appeared when an element was
selected was called a value. Now, an element is an attribute, and the information is an attribute
element.

Element = Attribute

Value = Attribute Element

Metrics

A metric is used when you want to measure or summarize data. Often it is a
summarized value of an attribute. As an example,

e Count of Cards is a metric that totals the number of cards

e Transaction Amount Total is a metric that totals all transaction amounts

L]  Concept Tip:

A metric works the same way a scale works. Instead of ounces or pounds, it measures in
Number of Cards or Transaction Dollars. In other words, if you put the Hierarchy 1 container
(attribute) on the Number of Cards (metric) scale, it will give you how many cards are in
Hierarchy 1. Put the Merchant container on the Total Transaction Amount scale and it will
automatically total in dollars all the transaction amounts in the Merchant Container. You can
therefore put any “container” on the right type of scale to automatically total how many or how
much.




In the example below the Total Transaction Amount has been defined in the CCRS as a
metric. When a metric is included on a report, it automatically totals all transactions amounts
for each Merchant Name.

(L] Translation Tip:

Fields that used to be used as summary fields are now already defined that way. As a result,
reports can be created with summary totals, and a separate SUMMARY command is no longer
necessary. The field Transaction Amount will also be defined as an attribute to allow detail
reporting.

Filters

A filter specifies the conditions that the data must meet in order to be included in the report
results. Filters provide you with the ability to hone in on specific information, by limiting what
type of data is returned from the database.

For example you may want to analyze Total Transaction Amount by day for Merchant Names;
however not all merchants, only certain merchants. You would create a filter on the Merchant
Name attribute to include only the merchants that you want. You can create the filter by certain
type, name, or other combination. You can choose from a lengthy list of criteria, such as
“contains” or “like”.

Prompts

A prompt is an open-ended question that you can have some input into. Prompts allow you to
determine at the time a report is run, which attribute elements (values), metrics, filters, etc.
you want in a report.

In the example below there are two prompts: first, one to allow the selection of a date range; and
second, a prompt that asks you to select from a list of Airline Carrier Codes to be included.
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You are here: Home > Weblav Plus > Shared Reports >
Airline Carrier Analysis

| Eaers star: ] Enter a Start Date. (Required)
Da... Enter a Start Date.

o [12/5/2002 | B

7 Dt e S
Requirsd 4 Enter an EntfiDate. (Required)
/| cheass Enter an End Date.
[6/5/2003 | =
Yo ) Choose from all elements of 'Airline Carrier Code'. (Required)
selections

Choose from all elements of 'Airline Carrier Code',
This prompt requires at least 1 selection.

Search for: .
| |P Match case

Available:  Selected:

(i-3200f33)F

Templates

A template is the layout or format for a report in CCRS. Templates specify what information is
to be retrieved from the data warehouse and how the results should be displayed. A template can
be saved and reused in as many future reports as the user wishes. Typically, templates consist of

a combination of attributes and metrics.

In the example below the template has the attributes Merchant Cty, Merchant St, Merch
Cntry and Merchant Zip; and the metrics Number of Room Nights and Trans Amt
Although the attributes and metrics both appear on the same line, one can see where attributes
end and metrics begin by the “metrics” column. Items to the right of that column are, in fact,

metrics.

2 Hotel By City | Online Demonstration - Microsoft Internet Explorer |’._H’E|E‘
File Edit View Favorites Tools Help "

OEack - Q |il] @ ;j /._7 Search \;":(Fawrmes @ &) (- ; =

Execute Report cancel

Execute Report

) (Cancet ]

adivess [{€] http://172.24,1.3 1/webrav Report aspReper tID=F3310383478C 272D 19DBCE043356 [EAGPage =7Eke lode = Lirediect=Fal dt=tev| (oo Lnks ¥ WDsnaglt
I o ARED REPO REPOR EERr I BSCRIPTIO =
You are here: Home > WebNav Plus > Shared Reports >
Design Mode: Hotel By City
[ Execute Report | [ Save Report | [ Cancel | Edit Report Filter
¥ Report » Al . .
Objects Objects CEREDE
none
[l Merchant st =
Merchant Cty = Merchant St | Merch Cntry | Merch Zip | Metrics|  yumber Of Room Nights®1%] | Trans Amt=1X]
[E:T""‘“'“t =150 | [Elel=181%] | [Fel=151%] | [FIe151%] | [<[F1X] ¢
Merch Zip

[l Merch Cntry
[l Merchant Cty
Ell Number OF Room Nights

& item(s) found

presented by fFX°

&] Done B Internet

presented by £FX



Reports & Documents

The following diagram demonstrates how reports and documents are created using the
fundamentals that have been described above.

Documents

A

Reports

7 T X

Filters

Templates E

| b
Schema Objects, EI iﬁ]ﬁ

Prompts, and Metrics ,iA.

Figure 0-2: structure of system relationships

Output

There are three major types of output from the reporting system:
e Reports
e Documents
e Graphs

e Downloaded Data
Reports

A report is defined as the combination of a template (the layout) and a filter (the criteria). The
following is a sample report that contains the attributes Trans Date and Airline Carrier
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Code, the metrics Total Air Legs and Total Fare Amount and a filter for Airline Carrier
Code = BA, UA, or US.

» You are here: Home > WebNav Plus > Shared Reports > 'E\ =
Airline Carrier Analysis @@@@

Report %  View®  Dats %  Formst % Last update: 6/5/2003 3:43:21 M

PAGE BY: none

12 2 of 2 page(s) Autostyle: | Columns - Rows: 1 - 50 of 129 Columns: 2
[Trans Date Airline Carrier Code Metrics Total Air Legs Total Fare Amount]
5/18/2001 BA 107 $95,158.96

ua 2214 $1,886,338.06
uUs 157 $95,247.87
Total 2478 $2,076,744.89
8/30/2001 BA 107 $95,158.96
UA 2214 $1,886,238.06
us 157 $05,247.87
Total 2478 $2,076,744.89
9/14/2001 BA 107 $95,158.96
UA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
9/27/2001 BA 107 $95,158.96
uA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
10/19/2001 BA 107 $95,158.96
UA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
10/21/2001 BA 107 $95,158.96
ua 2214 $1,886,338.06
uUs 157 $95,247.87
Total 2478 $2,076,744.89
10/31/2001 BA 107 %95,158.96
UA 2214 $1,886,238.06
us 157 $05,247.87
Total 2478 $2,076,744.89
11/1/2001 BA 107 $95,158.96
UA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
11/4/2001 BA 107 $95,158.96
uA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
11/6/2001 BA 107 $95,158.96
UA 2214 $1,886,338.06
us 157 $95,247.87
Total 2478 $2,076,744.89
11/8/2001 BA 107 $95,158.96
Documents

A second type of output available is a document. A document is a container for formatting,
displaying and distributing multiple reports. It can contain any of the following: text, images,
tables, hyperlinks, and one or more reports. A document is often used for displaying reports of
related subject matter; for example, three reports about monthly inventory.

Graphs

A third type of output is graphs. Many types of graphs are available to put your data into a
picture that can simplify your presentation.

11



User Set-up and Maintenance

User IDs should be requested through your Program Administrator. After Citibank receives
your request, then it generally takes two to three business days before you can access CCRS

Your Program Administrator will handle maintenance requests also. These generally include

changes in your name, email address or the data that you are entitled to see. Maintenance
requests also take two to three business days to complete.

Access to CCRS and Logging in

CitiDirect Users

CCRS will initially be accessed using a separate web site http://datatrax.trx.com . The website
address can be obtained from your Program Administrator.

CCRS will be accessed directly from the CitiDirect option for Ad Hoc Reporting at a later date.
You will be directed to the reporting site and presented with the CCRS Sign-on Screen. You
must enter your separate CCRS User ID and password until Single Sign-on through CitiDirect is
available.

a Login | Citibank® Commercial Cards Reporting System - Internet Explorer 6 ; = I [ _)_(J

File Edit Wiew Favorites Tools  Help ‘
@ 0= @ B 4| 8@ @ B @ | B 5 B 0 FH

Back Foriard Stop Refresh  Home Search Favorites  Media  History Mail Print; Edit Discuss

Address I@ https: jfdatatrax. trx. comfLogin. asp Ll @Go Lirks g‘lcustomwze Links  &]windows

= Privacy = Citigroup.com

citigroup) ——

Citibank® Commercial Cards Reporting System

To log in to the Citibank® Cornmercial Cards Reporting System you need Metscape® Navigator version 4.73 (or higher) or Microsoft® Internet Explorer version 5.01 {or
higher). ¥our browser must be capable of 128-bit 350 encryption to run this application.

Username: |
Password: I

-~ - - —_—
g:ilr'r?ana R Terms, conditions, Ic:a\'foel;ts a":: smarlfr:rli?t
PREiShadsLen Copyright @ 2003 Citigroup

E
@] pone [ | |& 4 mtermet ms.ms.
ifhistart || ] LR OE om
J Inbox - Micros. .. | @CCCRS Manual...l @Cognos Query | Quick Fhone List | @TRX Top Ten ||@Login | Citiba... & E E
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Enter your User ID and Password here.

After Single Sign On is available, you will no longer be required to remember a separate
password. You will be signed in automatically upon selecting the option for Ad Hoc Reporting.

Direct Users of CCRS

Initially, you can access CCRS by using the web site: http://datatrax.trx.com . However, the site
is scheduled to move to an umbrella web page known as CitiManger.

Users who do not use CitiDirect can access CCRS directly through CitiManager
(http://www.citimanager.com). CCRS will appear as an option under and direct you to the
CCRS Log-in Screen. CCRS uses Standard authentication, so once you have logged selected the
link, you are prompted for a separate login for access.

Initial Password Change

If this is the first time that you have logged in, you will be asked to change your password.
Passwords should:

be at least 6 characters long

contain both upper case and lower case characters
not contain more than two consecutive characters
not include leading or trailing spaces

not be the same as your user name

not contain the following characters: > <'" =; % "\ |

You may not change your password more than once per day.

If you enter an incorrect User ID or password, the system will display the following message:

Error in login

The password supplied is incorrect or the user name and password you provided do not access any of the projects
currently available to the system.

You will be presented with the Secure Log-In Screen again where you may enter your User ID
and password again.

If you do not remember your User ID or password, please call the Help Desk to retrieve your
User ID and/or reset your password.

13
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Home Page and Navigating Primaﬂ Menus

Once you have signed in, you will be presented with your Home page. The Home Page as will as
all the main pages contain the Primary Menu. When you select a Primary Menu option, you will
quickly be able to navigate to the main pages of CCRS.

Summary of Primary Menu Options

From your Home Page, you can traverse to any area of CCRS. The following table describes the
purpose of each part of CCRS.

Citibank® Commercial Cards Reporting System
| HOME [ SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | |

This is the first page that you will see after you sign in. The
Home Home Page gives you a Summary of the reports that you
may access directly.

The Shared Reports Page contains predefined reports that

Shared are shared with other users. These are standard reports
Reports that were created by Citibank or by those authorized by
your Program Administrator.
This is the default location for saving reports that you
My Reports create. This folder contains reports that only you can see
or access.
This provides you with options for creating a new report.
Create If you want to do some type of analysis that is not already
Reports provided by a standard report, you can create your own
report.
-\ This shows the reports you have scheduled to run on a
My 4 | periodic basis. You can change or delete scheduled reports
Subscriptions w from this page. The actual reports are run automatically

and added to your history list.

e
X
-
i
F,

This displays messages about the reports you have run as
well as the reports to which you have subscribed. When
History List creating reports, you may add them to your History List so
that you do not have to wait for them to finish. They will
then appear here with a status.

14



Preferences @ This enables you to change preferences for a variety of
¥ | settings to customize how you want CCRS to work for you.

Running Shared Reports and My Reports

Shared Reports

Reports that are saved by others for your use will appear in the Shared Folder Reports. Global
Shared are standard reports that have been created by Citibank. Your Organization’s Shared
Report Folder will contain reports that have been placed there by your Program Administrator.

My Reports
Reports that you create can be saved in My Reports. These are reports that you created or
modified from the Shared Report Folder and can be accessed only by you.

Running a Report

In the Shared Reports folder, there are numerous predefined reports that you can run for many
of your reporting needs. You will see various sub-folders and reports.

HasLD L s MYMIPORTS  CALATE AEGGAT MY SUDSCRISTIONS  WISTORY LIST _ PRLFIAGNCES
" " i

here o abli s > Shared Regorts @
Cydle Reports Alrfine Carrier Analysis
¥ Owner adminitrater Cwmar: &drinitiator
Madifiad: 4/29/2053 7:20:33 Bl Madifiad: 3/30/2003 614117 AM
- b Subriieliens
-
Hotel By City Market Pair Analysis
Cwnar: At ter ars 1
sdifiad: 333147 Madifiad: = #9:00 &
\ i Subtiieliens
Top 3 Merchants Tep 5 Spanding Divislons
Cmer A ter CGvmari Adrinisiraber
'“l'l Madifiad: : 3 4040 B8 '“l\ Modified: 2/2/2003 6140:47 BM
= Ef  Gubsmptiony " Emt  Gubwmptiony

Top Carrler Analysis Company Overview
Qvmer Administratar Qvmer Administrates

10/2003 £109:00 &M
EMi | Subseiotioms

gresented by EFX
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Cycle Reports

| Owner: Administrator To run a shared report:
Modified: 4/2%9/2003 7:28:33 PM

_— 1. Click Shared Reports.
Subfolders exist for each
] category of reports.
EE: Eerl: BA"; I_E ill_”t':lratm 2. Click the folder you want to
Modified: 6/5/2003 3:35:47 PM open.
'% Edit Subscriptions

3. Click the report you want to
run.

Top 3 Merchants

Owner: Administrator
\“\ Modified: 2/2/2003 5:40:40 BM

i Edit Subscriptions

Top Carrier Analysis

Owner: Administrator

Modified: 5/10/20032 6:09:08 AM
e Edit Subscriptions

The report will begin to run immediately, unless there are prompts associated with the report
that you must answer before the report runs.

The Wait Page will appear and display the status of your report request. The status periodically
changes as the report is processed. You have three main options:
e Check Status Again immediately checks the status of your report

e Add to My History List adds to your History List when you don’t want to
wait for your report to complete

e Cancel the Report cancels the report

_._:l |:_._?_._:| LOGOUT SHARED REPORTS MY REPORTS CREATE REPORT MY SUBSCRIPTIONS HISTORY LIST PREFEREMCES

4
You are here: Home » WebNav Plus » Shared Reports * Cycle Reports » Merchant Summary Analysis =

Your request has been submitted. Please wait...

Report name: Merchant Summary Analysis
I Current status: Waiting in queue

[ Check Status Again ] [ Add to my History List ] [ Cancel this Request ]

16



When your report has completed processing, it will appear on the screen.

Reports Toolbar

This report page contains both a report toolbar and menu bar that is used to access a variety of
functionality. The report page also has four menus: Report, View, Data, and Format. These
menu options contain these functions as well as other functions that are covered later in this
manual. The following table defines each of the report toolbar icons.

GLOlGIECEITIE]E)

.. Alternate Method
Toolbar Icon Tool Description
Description
) d Displays the report in You can also access this
Design Mode @ Design Mode, which setting by clicking Design
enables you to modify the Mode on the View menu.
report.

i Displays the report in You can also access this

Gri column and row format. setting by clicking Grid on
the View menu.
b Displays the report in graph | You can also access this
Grap mode. setting by clicking Graph
on the View menu.

. d Displays the report in grid You can also access this
Gri h an and graph mode at the same | setting by clicking Grid
Grap time. and Graph on the View

menu.

) Enables you to format and | You can also access this
Print % print the report. setting by clicking Print on

the Report menu

Enables you to export the You can also access this
Export report to another application setting by clicking Export

or to a format that can be used | op the Report menu

by another application. You

can export to Excel, HTML file,

plain text file, or CSV file.

Enables you to export the You can also access this
PDF report to a PDF file. setting by clicking PDF on

17




.. Alternate Method
Toolbar Icon Tool Description
Description
the Report menu
Only appears for reports You can also access this
Reprompt @ that contain prompts. setting by clicking
Enables you to be re- Reprompt on the Data
prompted and make new menu
selections for the report.
frosh Enables you to re-execute You can also access this
Refresh Data the report. setting by clicking Refresh
on the Data menu.
' Enables you to save the You can also access this
Save =) report. setting by clicking Export
on the Report menu

18




Creatinsmlr Reports usinsﬂlr Dmamic Report Builder

CCRS contains some standard reports that you can use to perform analysis, but you can also
create your own reports. By clicking on Create Report from the Primary Menu selections, you
will be brought to the Create Report page.

There are two ways to create reports in CCRS:
e Dynamic Report Builder
e Common Attribute Reports

Dynamic Report builder is the most flexible and robust method for creating reports. You will
have access to all attributes and be prompted for metrics and filtering criteria.

If you need a report using only the most commonly used Account or Transaction attributes, then
you should use either the Account Common Attributes Report or the Transaction Common
Attributes Report.

Creating a Dynamic Report

Choosing the Dynamic Report option will bring up a screen with a series of windows that allows
you to select attributes and metrics and also prompts you for Account Type and Transaction
Post Date range.

HOME SHARED REPORTS MY REPORTS CREATE REPORT MY SUBSCRIPTIONS HISTORY LIST PREFERENCES | ]

rou are here: Horme = Citibank® Cormmercial Cards Reporting Sustern > Create

Create Report Feport

Create a new report from any objects in the project:

{* Dynamic Report Builder -- Thiz is a fully prampted report that can be used as a template for building other reparts

Mext |

Attribute Windows

Attributes are organized in windows that logically group attributes that you can select to build
your reports. These attribute windows are:
e Hierarchy
Account
Transaction
Line Item Detail
Airline Detail
Hotel Detail
Reallocation

As more data is loaded into the Global Data Repository, you may see additional windows and/or
additional attributes within each window.
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As you can see, the windows are organized from the broadest attributes down to the most
detailed attributes. In other words, Hierarchy being the broadest attribute and Reallocation,
Line Item Detail, Airline Detail and Hotel Detail being the most detailed attributes.

You can select values by highlighting them in the Available: window and using the arrow
pointing to the right to add them to the Selected: window as shown below:

'j Hierarchy Attributes Object Prompt (Required)

Choose from a list of objects.

This prompt requires at least 1 selection.

Available:

Hierarchy Level 2
Hierarchy Level 3
Hierarchy Level 4
Hierarchy Level 5
Hierarchy Level &
Hierarchy Level 7
Hierarchy Level 1 Mame
Hierarchy Level 2 Mame
Hierarchy Level 3 Mame
Hierarchy Level 4 Namell

_

Choose from a list of objects.

Selacted:
Hierarchy Level 1

#) Account Attributes Object Prompt

Mo answer is required for this prompt.

Available:

Account Number (Shaort)
Account Mame (Short)
Account Status

Account Mame 1

Account Type

Current Balance

Date Account Opened
Disputed Armount
Dispute Flag

Master Accounting Code

@

Selecked:
Account Murmber

To remove a value, you can select the value in the Selected: window and use the arrow pointing
left to move it back to the Available: window.

L  Time Saving Tip:

Instead of highlighting attributes in the window one at a time, you can highlight multiple
attributes by utilizing the Shift or Ctrl keys.

Metric Prompts

Next you will see metric prompts. These are summary data associated with Account,
Transaction and Detail Transaction Attributes. These are selected in the same manner as the

attributes above.
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i

Choose from a list of objects.

¢ Account Metrics Object Prompt

Mo answer is required for this prompt.

Available:

Current Balance

Count of Card Accounts
30 Davys Past Due

&l Davys Past Due

90 Davys Past Due

@

Selected:

f Transaction Metrics Object Prompt

Choose from a list of objects.

Mo answer is required for this prompt.

Auailable:

Total Transaction &rmount
Count of Transactions
Source Armount

Billing Arnount

@

®

Selected:
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Account Type and Transaction Date Range Prompts

Finally you can select attribute elements (values) for two filter prompts that are used in almost
all reports:

e Account Type to limit the type of account you want to analyze

when Account attributes are chosen

e Transaction Post Date Range to limit the posting date range when Transaction or

Transaction Detail attributes are chosen.

Below is an example of the Account Type Prompt.

7 Choose from all elements of "Account Type',

Choose from all elements of "Account Type'.
Mo answer is required for this prompt.

Search for:

}‘:I p Match caze

Available: saolaced:
S I

o ®)|
@

(1-6of &)
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Choosing to Edit, Save or Cancel a Dynamic Report

Now that you have answered the prompts, you are ready to edit, save or cancel your report.

Edit in Design Mode Save Report Cancel

Edit in Design Mode will allow you to refine or modify your report by bringing you to
Design Mode. Your report is not saved, but you may also save and cancel your report
from Design mode as well.

Saving will allow you to save your prompted selections without running the report.

Canceling will wipe away all your selections and return you to the Create Report Menu

Editing a Report Template in Design Mode

Design Mode allows you to modify how your report will look as well as filter data in or out of your
report. Itis especially useful when making several changes as you can make these changes all
at once and then execute the report.

In Design Mode there are two object panels—All Objects and Report Objects as well as a
Template. All Objects contains all the objects in the data warehouse. Report Objects displays
all the objects contained in the current report. The template displays a representation of how
your report will look before it is run.

File Edit View Favorites Tools Help ,'l

eBa:k A > | \ﬂ Ig h /.._]Search ‘i“:{Favontes @Medle @3 3~ :7 — ﬁ

Address ‘@J htip:/f172.24,1.91/webnav /Report.asp?ReportlD =F83103834729C 25720 1909C8043356 1EARPage =T8ExecMode = 1&redirect =false 8EnterEdit=18 V| Go Links ™ @Snaglt

I/f\l-u "‘ 7 .

I () (?) LocouT SHARED REPORTS MY REPORTS  CREATE REPORT MY SUBSCRIPTIONS  HISTORY LIST  PREFERENCES

You are here: Home > Weblav Plus > Shared Reports >

Design Mode: Hotel By City

[__Execute Report | [ Save Report | [ Cancel | Edit Report Filter
~ Report » Al . )
Objects ‘ Objects CLEE BT
none
[l Merchant st Merchant Cty | Merchant St | Merch Cntry | Merch Zip  Metrics | ber Of Room Nights2IX]  Trans Amt=IX]
Ell Trans Amt EI-18T%] | EIel-181%] | [FT<[=187%] | [FT<If1X] [-[81X]
[l Merch zip

[fl Merch Cntry
[l Merchant cty
Ell Number 0f Room Nights

& item(s) found

presented by FFX~

€] Done @ mternet
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Adding attributes and Metrics Report Objects Panel

1. Inthe Report Objects panel, left -click on the object you want to add.
NOTE: You can also drag and drop the object onto the template.

2 Hotel By City | Online Demonstration - Microsoft Internet Explorer

B
File Edit View Favorites Tools Help ;'l
e Back ~ () Iﬂ @ 7;j /:“ Search H“/‘\? Favarites d‘ Media €‘3 [-': - :\1 — ﬁ

Addless|@htm:ffl72.24.1‘91;‘wehnavaepnrt.asp’RapnrﬂD:FSi1D3B}479CZETZD19D9CBD43356].EA&Page:?&ExecMnde:1&red\rect:false&EnherEdit:18 V|Gu Links > 08DSnaglt

) LOGOUT SHARED REPORTS MY REPORTS  CREATE REPORT

MY SUBSCRIPTIONS  HISTORY LIST  PREFERENCES

e here: Home > WebMNav Plus > Shared Reports

Design Mode: Hotel By City

[ Execute Report | [ sawe Report | [ cancel | Edit Report Filter
v Repart »all . .
Objects Objects FREE BT

nons

[ Marchant st Merchant St Merch Cntry

Ell Trans Amt R EIEES [l £ B =1 3
[l Merch Zip

[l Merch Cntry

[ Merchan .
E. Number Add to Grid I
X Re from Report

Merch Zip Metrics

Number Of Room Nl'gh Trans Amt=1X]
R B =1 E3 [I8[x]

& item(s) found

presented by FFX™

&] Done

@ Internet.

Removing attributes and Metrics Report Objects Panel

1. Click the X button under the object you want to remove.

NOTE: You can also drag and drop the object into the Report Objects panel, or you can
right-click the object and click Remove from Grid.

Merchant St Merch Cntry Merch Zip Metrics Number Of Room Nigh Trans Amt=1X]
Il B3 = B [eTT-+T8Tx] I 3 =1 9 [=T8Tx]

Repositioning Attributes in Design Mode
Attributes and metrics can be repositioned using the right or left arrow buttons under the

attribute name in the grid. However, you can also drag and drop the attributes to the left or
right.
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How to Create a Report Filter

1 In Design Mode for the report, make sure the Report Objects tab in the far left window is
selected as shown below:

¥ Report b All
Objects Objects
a.[fj Billing Currency L

El] Billing Amount

,_ﬂ Merchant Country

[ gl Debit Credit Fla

a.[fj Merchant Name

___ﬁ] Merchant Category Cod
ﬂTranEacticn Currency

,_ﬂ Eost Date

,_‘fj Shortened Account Num
EI] Transaction Amount e

< »
12 itemis) found

2 C(Click on the Edit Report Filter button as shown below:

Design Mode: My Merchant View

[ Execute Report ] [ Save Report ] [ Cancel ] [ Edit Repart Filter ]

bt

3 Inthe Report Objects window are all of the attributes and metrics you will need to
create any filter that you wish for a report. Left click on each attribute you wish to add to
the filter and drag and drop them into the Report Filter window.

Design Mode: My Merchant View
[ Execute Report ][ Save Report ][ Cancel ]

* Report b All
Objects Objects

REPORT FILTER: ¥ Claar 2
The filter is empty.

[_gl Debit Credit Fla ~

[l Merchant Name

[§ Merchant Category Cod

[l Transaction Currenc, [%

[ gl Post Date

j Shortened Account Num

EI] Transaction Amount WIEW FILTER:

[ Merchant cit, The filtar is empty

[l Merchant state

[l Merchant zi =

£ ¥

13 item(s) found

4 You will then have the opportunity to choose the criteria under which you would like to
filter.
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Continue the process for all other attributes that you need to add to the filter.

You can also add the metrics to the filter. To add any metric to the Report Filter window,
left click on it in the Report Objects window, drag and drop it to the right hand Report
Filter window. You will notice that you get different inequality criteria options when
creating a metric filter. You did not see these inequalities when creating an attribute

filter.

7 When finished creating the report filter click on the Execute Report button in the

upper left hand corner as shown below:

I Execute Repq[%c; [ Sawve Report ] [ Cancel ] Edit Report Filter
b

Saving a Dynamic Report

Saving your Dynamic Report will ensure that the selections you made are saved. You do not

have to run the report in order to save it.

1 Click on the Save button and the Save Report page will be displayed as below. It will be

defaulted to save in My Reports.

SAVE REPORT
REPORT FILTER TEMPLATE

Save report within: =Shared Reports =My Reports Save report as:
L% My Merchant View
1= My Reports
Contents of this folder: Description:
Hisrarchy Num 912 Only Hotel by City with Avg Trans

per raoom night
Merchant Summary Analysis - Selected Airlines for 2001

December 2002

D Embed filter and template into saved report
definition.

Create folder:

Description:

2 Inthe Save report as box, type the name for the report as shown below:
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Save report as:

Merchant View

3 Because you are saving a prompted report there are several choices listed under the Save
report as window with checkboxes in front of each option. The options are described in
the table below:

The following table explains the save options for prompted reports.

If you select this option, the report is saved
without any prompts. If you run the

Save the report as a static definition. report, you are not re-prompted; instead
the report uses the answers you provided
when you first created the report.

If you select this option, the report retains any
prompts that enable you to select filter criteria,
but any prompts that enable you to change the
template are not saved. If you run the report,
you are only re-prompted to select filter
criteria. Your filter selections from the last
time you ran the report appear as the default
values. The report uses the template criteria
you selected when you first ran the report.

Save the report with the prompts
embedded in the filter.

If you select this option, the report retains
all the original prompts. If you run the
Save report with the all the embedded report, you are re-prompted on all the
prompts. original prompts. Your selections from the
last time you ran the report appear as the
default values.

4 You may also further elaborate with a description of your report in the Description
window.

Ll Report Saving Tip:

Because you are saving a report template, be careful that your report is named in a general way
As an example, if you run a monthly report of Merchant Transactions, naming the report
“Merchant Transactions from 10-01-03 to 10-31-03” will not be appropriate when you run the
report the next month. A better name might be Monthly Merchant Transactions.

5 Click the Save button.

Your report will be saved in My Reports
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Creatinsmlr a Report Using Common Attribute Reports

You can create reports another way using the Common Attribute Report Templates. Using the
Common Attribute Reports to create a report is similar to using the Dynamic Report builder.
However, Common Attribute reports make available only a limited set of attributes. It is not as
flexible or robust as the Dynamic Report builder. The disadvantage is you can choose from only
a limited number of attributes; the advantage is that it is faster to see the results of changes in
your report.

There are two types of Common Attribute Reports:

o Account Common Attribute Reports
Contain only Hierarchy and Account information, no transaction or detail
information is available.

¢ Transaction Common Attribute Reports
Contains only Hierarchy, limited account information and limited transaction
information. No detail transaction information is available.

Alternatively, selact the type of repart you wish to create from the options belaw:

(¢ Account View -- Citibank® Commerdal Cards Reporting Systern Adhoc View

" Transaction View -- Citibank® Cornmerdal Cards Reporting System Adhoc View

I_Viaw repott in Deszign Mode

To create an Account-related report
1. Choose Account View
2. Click on next

You will be shown an account type prompt screen

Account Yiew
Before you can edit this report, you must answer the following prompt{s).
Choose from all elements of 'Account Type',

thoose from all elements of ' Account Type'.
No answer is required for this prompt.

Search for:
I M match case

Available: selected:
5 I

: ®
@

(1-6of&)

Edit in Design Mode

3. Select a value for account type. Selecting no value will select ALL types.
4. Click on the button “Edit in Design Mode”
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Design Mode: Account View

| Execute Report | Save Report | Cancel | Edit Report Filter |

wReport b Al

Ohjects Ohjects [P BT

none

[l Account Address 1 -
[l Account Address 2

[l Account Cit

G Account Mame (Short

G Account Marme 1

G Account Mame 2

G Account Mumber

G Account Nurmber (Shart
G Account State

G Account Status =
4 I I k

56 itern(s) found

You will see the Object browser to the left with the most commonly used account attributes.
This screen is the same as the screen described in the section entitled “Editing a Report
Template in Design Mode” covered earlier in this manual.



Viewing and Modim'ng an Executed Report

Once you have run your report and it appears on the screen, you will be able to modify your
report further. In most cases, these modifications will occur on the screen without having to run
your report again to see the results.

Using the Object Browser to Modify a Report

You can also use the Object Browser to make changes to your report. When you use the Object
Browser, the report automatically re-executes after every change you make, so you should only
use the Object Browser if you are making minor changes. If you are making multiple changes,
use Design Mode as you can make all your changes before re-executing the report.

Report W View W Catz ¥ Format

PAGE BY: o @ Design Mode

To access the Object Browser from a

v Grid report:
1234 Graph ostyle:
TEIRIETIRE  Grid and Gragh nt St__| 1. On the View menu, click
DEAREORN 1 Report Filer Object Browser.
LAS VEGAS Vie-w Filter OR
DEARBORN | OBiect Br”@er .
LOUISVILLE| Teolbars » On the Data menu, click Add
NASHVILLE |__ Show Pivat Buttons Report Objects.
Report ¥ Wiaw W Cata W Format ¥
PAGE BY: none Add Report Objects... You add or remove objects using the
12345 of 27 pag ’;‘div'ew =r Cendition... Object Browser exactly as you do in
ort... ) .
Tr—— o Design Mode. You will see the
DEARBORN , _ change right on the report. However,
o Filter on Seledtions... . .
IRVING if the change requires the system to
LAS VEGAS go back to the database, you will
DEARBORN fafrach receive a text box indicating that the
LOUISVILLE tem ; .
NASHVILLE system is processing.
LOUISVILLE Insert Mew Metric...
FRANKLIN Rename/Edit Objects... When you are finished making
NEWPORT BEACH Totals » changes, you can close the Object

Browser by clicking the X button in
the right-hand corner of the Object
Browser.

The Object Browser opens to the left of the report.
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A Hotel By
File

City | Online Demonstration - Microsoft Internet Explorer

Edit View Favorites Tools

eBadc - \_) lﬂ @ __h /__\J Search '*f:(FavuﬂtEs eMedia {‘} [_'\:v :_\; — ‘3

Address |€] http:/f172.24. 1.91/webnav report.asp?Page =7&ReportlD=F&3 10353479C 2E72D 18D 9CA043 356 1EA &view =Grid&Server =TRXISERVER &UMode =1 v| Go Links **  @@DSnaglt

Help "

MY REPORTS

OGOUT SHARED REPORTS.

P You are here: Home > WebNav Plus > Shared Reports >

[_gl Merchant 5t

CREATE REPORT

Merchant St  Merch Cntry

MY SUBSCRIPTIONS

Hotel By City

Report %  View®  Dats %  Format % Last update: 6/5/2003 11:40:20 AM
OBJECT BROWSER ¥ | PAGEET: none
'EE}’SCE bgll‘jjgdj H4123450f27 page(s) P | sutostyle; |(Custom) ~ Rows: 1 - 50 of 1308 Columns: 2

M 5 Number Of Room Nights

Merch Zip

HISTORY LIST

-

PREFERENCES

GlolelelelT]E] =)

DEARBORN MI us 481260000 821 $110,946.43
£l Trans Amt IRVING TX us 750630000 223 $33,320.96
G Merch Zip LAS VEGAS NV us 891090000 156 $24,382.26
[_gl Merch cntry DEARBORN MI us 481240000 140 $17,063.87
[fl Merchant cty LOUISVILLE K us 402410000 129 $11,506.62
Ell Number OF Room Nights NASHVILLE TN us 372140000 116 $13,042.09
LOUISVILLE Ky us 402990000 115 $6,543.17
FRANKLIN TN us 370670000 80 $23,469.17
NEWPORT BEACH CA us 9265600000 75 $16,828.66
HENDERSON NV us 8980520000 65 $9,954.21
FT.LAUDERDALE FL us 333090000 57 $3,244.33
ST. LOUIS MO us 631340000 57 $5,276.18
& itern(=) found CHICAGO L us 606110000 56 $18,658.24
LOUISVILLE Ky us 402220000 54 $5,163.85
CLEVELAND OH us 441350000 52 £5,452.09
COLLEGE PARK GA us 303370000 51 $5,134.66

DETROIT MI us 482280000 48 $9,587.97 ¥

@ # Internet

Viewing and Modifying a Report Filter

You can view the report filter while in Grid, Graph, or Design mode, but you can only modify it in
Design Mode. A Report Filter pane opens at the top of the report to display the report filter.

Report ¥ View % Cata W Format ¥
oBJIECT BROY  Design Mode E EY: none
v Grid . . .
Vgeh?encr; G:IE. i 123245 of! To view the rep'ort filter from Grid
P or Graph mode:
Grid and Graph hant Cty
[:i Merchan BORM . .
Eli Report Filter ] 1. On the View menu, click
Trans As - NG Report Filter
[:i Merch 7 View r VEGAS P ’
v Object Browser
[ Merch € IBORN .
To modify the report filter:
(@ Herchm] Toolbars ¥ ISVILLE fy p
Show Pivot Buttons WVILLE . .
Fh Numsbar 1. Open the report in Design
Mode.
2. Click Edit Report Filter.
Top 3 Merchants 3. Make your changes.
Report ¥ View ¥ Data ¥ Format ¥

REPORT FILTER:

Rank of Transaction Amount Top 3
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Creating a View Filter

The report filter contains the conditions or criteria that restrict what data is returned from the
warehouse when you run the report. However, in addition to the report filter, a report can also
have a view filter. View filters are conditions or criteria that are applied to the result set after the
data has been returned from the warehouse. All the data contained in the report filter is brought
back from the warehouse, but only the data in the view filter is displayed.

You can see view filters while in Grid, Graph, or Design mode, but you can only create or modify
them in Grid or Graph mode.

To view, modify, or create a view filter

Report | ViewWw |Datsw Formstw on a report from Grid or Graph mode:
REPORT FIL1 Design Mode
Rank of Tr¥| Grid 1. On the View menu, click
A —— Graph - View Filter.
Grid and Graph o
* Report | (
Elpzas LEEE s Rl A View Filter pane opens to display the
View Filter hant Nz view filter
a.[-:j Merchan . Obj rowser LSSY S
i Transaci  Toolbars P DN HOTI To create a view filter:

Show Pivot Buttons T HOTEL

1. Inthe View Filter pane, click
the Add Condition link.

2. In the Filter On box, select the
object on which you want to
filter.

NOTE: You can filter on any

object contained in the Report

Objects panel.

3. Click Continue.

4. Select how you want to qualify
on the object.

5. Click the apply button. The
report changes to display only
the data contained in the view
filter.

To modify an existing view filter:

1. Inthe View Filter pane, click
the condition you want to

VIEW FILTER: Add Condjtion modify.
The filter is empty. 2. Make your changes.

3. Click the apply button.
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Inserting a New Metric

You can also modify a report by creating new metrics from existing metrics already in the report.
When you save the report, they are saved as part of the report.

To insert a new metric:

On the Data menu, click Insert New Metric.

F TOU are nere; Home & ywWeonaw FIus &+ onared nepgolrts -+

Hotel By City
Report ¥ View ¥ Cata W Format ¥

VIEW FILTER: Add cof Add Report Objects...

The filter is empty. 300 I T e
= Crrill...

PAGE BY: none Filter on Selections...

M412245of 27 pag

DEARBORN B us 481260000
IRVING | us 750630000
LAS VEGAS Insart New Matric... us 891090000
DEARBORN Ref\[b-le_-"Edit Objacts.... us 481240000
LOUISVILLE i » us 402410000
NASHVILLE ™Y us 372140000

In the Rename/Edit Objects pane, in the Name box, type the name of the new metric.

In the Definition box, drag and drop the objects you want to use to create the new metric
from the template.

NOTE: You can also type mathematical operators and constants in the Definition box.

RENAME/EDIT OBJECTS

Insert New Metric... ¥ | name: [New metric

Merchant St Merch Zip Metrics Number Of Room Nights
DEARBORN MI us 481260000 821 $110,946.43
IRVING ™ us 750630000 223 $33,320.96
LAS VEGAS NV us 891090000 156 $24,382.26
DEARBORN MI us 481240000 140 $17,063.87
LOUISVILLE Ky us 402410000 129 $11,506.62
Click OK.
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Renaming an Object in a Report

You can rename objects in a report. When you rename an object, the name is only changed on
the report itself.

To rename an object in a report:

1. On the Data menu, click Rename/Edit Objects or right click on the header to be
renamed as shown below:

NOTE: Editing objects refer to inserting new metrics. You cannot edit the definition of an
existing metric.

Merchant Cty Merchant 5t
DEARBORM MI s

IRVIMNG ™ s

LAS VEGAS Ny us X Remove from Grid
DEARBORM MI s Advanced formatting...
LOUISVILLE KY LS Rename...
MNASHVILLE T s qu 272140000
LOUISVILLE KXY s 402990000
FRAMEKLIM ™ s 370670000
MEWFPORT BEACH CA s Q26600000
HEMDERSOM MY s 890520000

2. Inthe Rename/Edit Objects pane, in the first dropdown box, select the object in the
report that you want to rename. This will already be selected if you used the right click
method in Step 1 above.

3. Inthe Name box, type the name you want to appear in the report.
4. Click OK.
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Paging by an Object on a Report

When you have a report with a large result set, you can more easily view the information for the
report by paging the data. To do this, you can page by any object on a report. All of the data for
the report is still retrieved at one time from the database; you are simply retrieving it to view in
segments.

PAGE BY: none

12343001228 page(5) P automtyle: | (CuStOm) v To page by an object on a report:

‘ ( ot = 5 Metrics Transaci . . .

Not Populated (Creditz Pa) | - N 1. Right-click the object you want
X Remove from Grid T lumins tO page by, pOil’lt tO MOVC, and
:dvan:ed formatting... Right Cli(}k TO Page AXiS.
NOTE: You can also drag and
drop an object into the Page By
PAGE BY: Marchant Categary Code: UNITED AIRLINES
Merchant Category Code! UNITED AIRLINES W
12343 0f 2t pagels] PN oo, |(Custom) @

Metrics  Transaction Amount
CUI GL §735615577774094 $2,956.91
FMRGVW 7606772255358 $210.19 .
FMRGVW 7607606772818021 $148.70 To select an element to page by:
FMRGVW ZRI 7602541202036 $124.60 % .
FMRGVW ZRI 7602545518035 $848.38 1. Inthe Page By pane, in the
FMRGVW ZR 7602345318730 $231.25 dropdown box, select the
FMRGVW ZRI 7602547111570 §264.35 element you want to view.
FMRGVW ZRI 7602547119036 $312.17
FMRGVW ZRI 7602347119076 $184.95
FMRGVW ZRI 7602551775814 §1,217.71
FMRGVW ZRI 7602551776016 $31.92
FMRGVW ZRI 7602331777517 $26.23
FMRGVW ZRI 7602559111218 $641.10
FMRGVW ZRI 7605615680362 $487.74
FMRGVW ZRI 7605616157253 $49.35
FMRGVW ZRI 7605616168290 §124.47
FMRGVW ZRI 7605630041030 $356.83
FMRGVW ZRI 7605690049440 $356.83
FMRGVW ZRI 7605601725148 $603.40
FMRGVW ZRI 7605692044360 $393.47
FMRGVW ZRI 7605692157489 $183.80
FMRGVW ZRI 7605609409867 $424.52
FMRGVW ZRI 7605699944142 $218.03
FMRGVW ZRI 7605699953920 $180.17
FMRGVW ZRI 7605609955378 $180.54
FMRGVW ZRI 7605699958866 $180.54
FMRGVW ZRI 7605699958873 $180.54
FMRGVW ZRI 7606755044707 $158.00
FMRGVW ZRI 7606735781193 $400.00
FMRGVW ZRI 7606735865233 $158.00
FMRGVW ZRI 7606756044453 $378.48
FMRGVW ZRI 7606736204266 $223.00
FMRGVW ZRI 7606736507413 $482.26
FMRGVW ZRI 7606736634228 $350.00
FMRGVW ZRI 7606757082370 $371.02
FMRGVW ZRI 7606757253476 $125.00
FMRGVW 7RT 7606757753515 §175.00
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Pivoting Data on a Report

You can also change the placement of data on a report. You can move objects between the row
header, column header, and page by field. You can also change the relative order of display for
data in the rows, columns, or page-by field.

To pivot data, you can drag and drop objects onto other areas of the report, right-click an object
and use the Move menu, or use the pivot buttons.

Company Transactions

$762,262.59
$557,687.82
$452,034.07

$437,200.36
$177,736.58
$140,011.41
$1332,569.89
$101,309.85
$37,748.22
$102,517.43
$3,136.24
$2,601.46
$4,531.87

Report ® | View® | Data®  Formatw
PAGE BY: r| | Design Mode
w Grid

Autostyle: Graph
Grid and Graph rics Number of Transactions Billing Amount]
912 Report Filter 3087
911 View Filter 4603
921 4553
230 Object Brovser 2801
913 Toolbars » 1394
Q10 Show Pivot Buttons 995
201 SILVER"}PRING 897
551 SILVER SPRING 540
915 SILVER SPRING 364
G641 SILVER SPRING 145
011 SILVER SPRING 45
041 SILVER SPRING 25
652 SILVER SPRING 20
005 SILVER SPRING 4

$180.33

w Number of Transactions + Billing Amount|

P
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING
SILVER SPRING

5087 $762,262.59
4503 $557,687.82
4553 $452,034.07

2891 $437,209.36
1394 $177,736.58
995 $140,011.41

897 $133,569.89
540 $101,309.85
364 $37,748.22
145 $102,517.43
45 $3,136.24
25 $2,691.46
20 $4,531.87
4 $180.33

To access the pivot buttons:

1. On the View menu,
click Show Pivot
buttons.

To pivot an object on a report:

1. Under the object you want to
move, click the appropriate
pivot button.

NOTE: You can also pivot data
by dragging and dropping the
object onto a different area of the
report or by right-clicking the
object, pointing to Move, and
clicking the area of the report to
which you want to move the
object.

1 On the View menu, click
Show Pivot buttons.

The report display changes to reflect the new arrangement of the data.
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Company Transactions

Report ¥ View ¥ Data ¥
PAGE BY: none

Autostyle: ;_{CUStDm} vl

Hierarchy Root Hierarchy Num Metrics Number of Transactions Billing Amount

SILVER SPRING (912

911
921
Q20
012
Q10
201
651
915
541
DIl
041
652
005

Sorting Data on a Report

Format ¥

5087
45603
4553
2891
1394
Q95
897
540
364
145
45
25
20

4

£762,202.59
£557,6087.82
£452,034.07
£437,209.36
£177,736.58
£140,011.41
£133,569.89
£101,309.85
£37,748.22
£102,517.43
£3,1306.24
£2,091.45
£4,531.87
£180.33

Sorting is defaulted to ascending alphabetic and numeric standard. However, you can set up
your own sort order for the data on a report. You can sort by up to three fields in succession in
ascending or descending order.

Report W View W

Cata ¥ Format %

VIEW FILTER: Add Con
The filter is empty.

OBJECT BROWSER

w Report b All
Objects Object

,_ﬁ] Merchant Name
,_ﬁ] Merchant Category
El] Transaction Amount

Add Report Objects...
Add View Filter Condition...

Sort...

Drill...@

Filter on Selections...

Reset Data
Refresh
Insert New Metric...

Rename/Edit Objects...
Totals
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To sort data on a report:
SORT

1. Sort by: | Transaction Amount Ohstending @Des:ending 1. Onthe Data menu, click
N So 0 Sort.
. Then by: Ascendin Descendin .
: : 2. Inthe Sort pane, in each
3. Then by: M lCh;')hslzlenl:ling O‘Des:ending dI‘OdeWH box, select the

criterion by which you
want to sort.

3. For each criterion, select
Ascending or
Descending order.

4. Click OK.

L Apply | [ ok | [ cancel |

The report display changes to show the new sort order.

Adding Totals to a Report

You can add various types of subtotals and grand totals to a report. If a report already has totals
on it, you can also choose to hide the totals or to remove them.

To add grand totals to a report:

1. On the Data menu, point to Totals, point to the type of total you want to add, and click
Grand Totals Only.
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Cata ¥ Format ¥

Add Report Objects...

Add View Filter Condition...
Sort...

I Drillaa.

Merch Cntry Merch Zip

Filter on Selactions... us 48126000
s 75063000
s 891092000
s 48124000
= us 40241000
s 37214000
Insert New Metric... s 40299000
Rename/Edit Objects... s 37067000
Totals Q2000000
T Clear All 890352000
FL Average > 23309000
MO 63134000
IL Eo . 60611000
KXY Maximum b 40222000
OH Minimum » 44135000
Ga Standard Deviation P 20337000
MI Total b| Al Subtotals
AZ Variance bk Grand Totals Only
OH = None
AT 11c

To add a grand total and subtotals to a report:

1.

On the Data menu, point to Totals, point to the type of total you want to add, and click

All Subtotals.

39



Data w Format ¥
Add Report Objects...
Add View Filter Condition...
Sort...
Drll..
Filter on Selections... us 48126000C
Us 75063000C
Us 89109000C
Us 48124000C
bl us 40241000C
Us 37214000C
Insert New Metric... s 40299000C
Rename/Edit Objects... Us 370&87000C
Totals » 92660000C
kY Clear all 89052000C
FL Average » 33309000C
MO 63134000C
IL LT . 60611000C
K Maximum 4 40222000C
OH Minimum L4 44135000C
GA Standard Deviation P 30337000C
MI Total P | Al Subtatals [
AZ Wariance » Grand ‘\'Els Cnly :
OH = rm Ve L
MO Us L

To remove totals from a report:

1. On the Data menu, point to Totals, point to the type of total you to want to remove, and
click none.

Cata ¥ Format ¥
Add Report Objects...
Add View Filter Condition...
Sort...
el
Filtar on Selections... us 48126000(
s 75063000¢
s 89109000¢
s 48124000
Refresh us 40241000(
s 37214000¢
Insert New Metric... s 40299000¢
Rename/Edit Objects... Us 37067000C¢
Totals » Q26600000
T Clear Al 89052000¢
FL Average » 23309000¢
MO 53134000¢
IL Tz . 60611000(
K Maximum b 40222000¢C
OH Minimum » 44135000¢
Ga Standard Deviation P 20337000¢
MI Total b| Al Subtotals
AZ Variance b Grand Totals Only
OH s
None

IL s 50516000(C

To hide totals on a report:
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On the Data menu, point to Totals, and click Show Totals. To show the totals again,
repeat this step. This option shows and hides totals on a report.

Data ¥ Format %

Add Report Objects...
Add View Filter Condition...

t=Ta Ty S
orill... Merch Cntry
Filter on Selections... us
Reset Data
Total
s
Refresh
Total
Insart New Matric... s

Rename/Edit Objects...

Totals ¥ |+ Show Totals
e cgi"}n
Average b
OR Count 3
Maximum b
Minimum b
Total Standard Devistion P
AR Total b
Variance b
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Filtering on Selections in a Report

You can also narrow down the amount of data you are viewing by filtering on selected elements
of the report. This would be useful when you want to display selected data that is not easily
filtered or is random in nature.

Data W | Format ¥

Add Report Objects...
Add View Filter Condition...

To filter on selections in a report:

Sort... 1. On the Data menu, click Filter
Drill... on Selections.
Filter on Selactions... 2. Click the checkbox beside the
Resd Pata elements you want to view.

3. Click OK.
Refresh

Insert New Metric...

Rename/Edit Objects...

Totals b
Merchant Cty Merchant St Merch Cntry Merch Zip
l1111111111 Claz Ous [eaz010000
Mca Ous [(J934490000
Oct Ous (Jos1030000
1D Ous [ 207840000
I'E- Ous 1972050000
(11130 WHITE DR Oar Ous 725010000
(1143 COLONIAL ClaL Ous [ 2562030000
[J181 E. SANTA Oca Ous [(Jez0010000
(12177 MACKINAC [¥] M1 Ous [ 497570000
(1350 SOUTH HWY Clw Ous [J&z0010000
[lz9701 Cms Ous [l 297010000
[l418-658-2727 Oac Cca [Jooooooooo
[1418-558-5120 Ooc Cca 1000000000
[le00-394-1454 Ot Ous (1752210000
[les6-209-4732 Oy Ous [Jsg1030000

The report display changes to show only the elements on which you selected to filter.
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Printing a Report

You can print reports. When you print reports, you have the option to change a variety of print
settings, including adding custom headers and footers, fitting a report to a page, and changing
paper size and margins.

@@%@@ To print a report:

1. On the report toolbar, click the
print icon.

NOTE: You can also print a report

Report | view W by clicking Print on the Report
menu.

Newi...
Save As... 2. Change the print settings as
Add to History List desired.
Subscribe... NOTE: You can access advanced
Brint... print settings by clicking Show
B-[\E:m___ advanced options.
FOF... 3. Click Show Printable

Report Details

When you choose to print a report, a new web page opens so you can change print settings.

A Print options | Online Demonstration - Microsoft Internet Explorer

File Edit View Favorites Tools Help L
9 A = i ~
h 1 ) A - . > S, ) 24
(€] (] |ﬂ @ T - Search 57 Favorites e Media €3 = g = 3
Address |€| http: /172,24, 1.91/webnav /Preview.asp?ReportlD =F8310383479C 2E72D 19D 2CE043355 IEARMsgIL V| Go Links *  68015naglt
,'E\w s : ' A
INSTRUCTIONS
= Print options enable F 'Hotel By Ci
you to customize the Ry
appearance of the
report prior to .
printing. Click 'Show Header and Footer:
P;intagle Virsion' to O Use report settings
show how the report . .
vill look when printed. @ Use custom settings (edit)
= Use the guidelines
provided to size the e
report for printing. Scaling:
= Paper size, orientation ® adjust font to % of original size
and margins should - .
correspond to the O Fit to page:
browser settings. All rows %
= Once the report is All columns
displayed, you can
print the report using
3 b 's printi . . .
!2:;.,5&;’::5 printing [ print cover page with filter details
} NEED HELP? ;
[ Show advanced options ]
[J Do not prompt me again. [ Show Printable Version ] -
v
&)  Internet
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In addition to changing standard print settings, you can create custom headers and footers. The
icons in the Header/Footer Editor enable you to easily insert report information such as the
report name, filter, template, filter details, project, user, date and time.

2 Print options | Online Demonstration - Microsoft Internet Explorer

File Edit View Faverites Tools Help o
. - A Y
) - ) 7 i i -~ FRP. =
Q © - [x] B b Osean Flpravoies @reds £) (- i [ 3D
Add‘ESS@htq::ﬁl?Z‘Z'?.1.9lfwebnavarewEw‘asp’RepDrﬂD=F8310383479C2E?2D19D9CEU43355LEA&MsgI[Vl Go Links ¥ 8Snaglt
INSTRUCTIONS
» Print options enable i
you to customize the Hotel By City
appearance of the
report prier to .
Srinting. Click "Show Header and Footer:
Printsble Version' to ) Use report settings
show how the report .
vill look when printed. @ use custom settings (edjt
* Use the guidelines
provided to size the .
report for printing. Scaling:
» Paper size, orientation ust font to v of original size
® Adjust font to (100 |% of original
and margins should .
correspand to the O Fit to page:
brovser settings. All rows
* Once the report is All columns
displayed, you can
print the report using
your b 2 ti .
:2:;.,&3::\“ primina [ Print cover page with filter details
} NEED HELP?
Show advanced options
[ pe net prompt me again. " Show Printable Version ]
L]
(€] http://172.24.1.91webnav/CreateHeaderFooter. aspRepor tiD=F831038 3479C 2E72D19D9CB043356 IEARview B Internet

<2 Header / Footer Editor | Online Demonstration - Microsoft Internet Explorer

File Edit View Favorites Tools Help

RSB 8

eBack - J \ﬂ @ _h /:\J Search “i:(Favorihes el\‘ledia 6‘3 [;

To create custom headers and footers:

1. On the print options page,
under Header and Footer,
select Use custom settings.

Click the (edit) link.
In the Header/Footer

Editor, customize the header
and footer as desired.

Click Apply.

Address |@ http: //172.24,1.91/webnav /CreateHeaderFooter, asp?GraphHeight=8Server =TRXISERVER &Graph\y | Go

links ¥ [0Snaglt

 Header / Footer Editor

®REeQee®e®0®

Header:
Left: Center: Right:
&[Report] IMG SRCImages/125msi.gif L
WIDTH125 HEIGHT25 BORDERO =
ALTMicroStrategy / v
Footer:
Left: Center: Right:

Load Report Values ]

presented by tr.\/

@ javascript: AddToPanel(oPanel, Time');

0 Internet
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Exporting a Report

You can also export reports to other formats. You can export grid reports to Excel, PDF, CSV
(file format that can be imported into Excel), plain text file, or HTML file. You can export graph
reports to Excel or HTML.

To export a report to Excel, CSV, plain
text, or HTML format:

@ @ @ @ @ 1. er; :t)l: irc%r;cfrt toolbar, click the

NOTE: You can also perform these

F'.etplTl View ¥ Data W Format W types of exports by CIiCking EXpOI’t
on the Report menu.

Save As... | 2. Change the export settings as

Add to History List (SIPM - Autostyle: desired.
Subscribe... i NOTE: You can export the entire

New...

S MI report or just the portion you are
TX viewing.

Export...

= g
MI

Report Details Ky

When you choose to export a report, a new Web page opens so you can change export settings.

A Export Options | Online Demonstration - Microsoft Internet Explorer |:||E|

File Edit View Favorites Tools Help "

€ &/ |ﬂ @ .._;\J /I__\J Search ‘:T;‘\'( Favorites G‘Media e} [_':v ; — ‘3

Address |€| http:/f172.24. 1.91/webnav /Export.asp?ReportlD=F331038 3479C2E72D 19D3C3043356 IEA&Page = V| Go Lnks *  O80Snaglt

@ o

INSTRUCTIONS
= The export options Hotel By City

enable you to
customize the format
and appearance of the
data prior to exporting.  Export: | Whole report v|
= Click Export to procesd
with the exporting.

} NEED HELP?

® Excel with plain text

O csV file format

O Excel with formatting (reports exported to Excel 97 or lower will not include
formatting)

O HTML

O Plain text Delimiter:

] Export metric values as text (Excel only)
[] Export headers as text (Excel only)

[] Export filter details

[J po not prompt me again. v
@ ° Internet U

When you export the report, a document of the file type you selected opens, and the report is
exported to that document.
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it | http:z//172.24.1.91/webnav/Export.asp?my=11_22 47AM_HotelByCity.xls - Microsoft Internet Explorer |L”Elrz|
r

File Edit View Insert Format Tools Data GoTo Favorites Help :,
eBack - \_) \ﬂ @ h /.\JSearch “:::‘\'( Favarites @Media 6‘3 m <] ~ L___,_',_ — 3

Addl'ESS|$§| http:/f172.24. 1.9 1/webnav/Export. asp?my=11_22_47AM_HotelByCity, xls leo links * [@0Snaglt

115 ~| =
A B i D E F G H | J K =

1 | Hotel By City

2

3 |Merchant (Merchant {Merch Cnt Merch Zip Metrics  Mumber Ol Trans Amt

4 ' DEARBOERMI Us 4.81E+08 821 $110,946.43

5 IRVING |TX Us 7.51E+08 223 $33.320.96

6 |LAS VEGANV us 5.91E+08 1566 524.382.26

7 |DEARBORMI Us 4 81E+08 1400 $17.063.87

8 |LOUISVILLKY Us 4.02E+08 129 $11,506.62

9 NASHVILLTN Us 3.72E+08 116)  5$13.042.09

10 LOUISVILLKY us 4 03E+08 115 56.543.17

11 |FRANKLINTN Us 3.T1E+08 80 5$23.469.17

12  NEWPORICA Us 9.27E+08 75 516,828.66

13 HENDEREZEMNV Us 8.91E+08 G5 59.964.21

14 FT.LAUDEFL us 3.33E+08 a7 53.244 33
EST_ LOUIS MO Us 6.31E+08 a7 $5,276.18 I .l

16 |CHICAGO IL Us 6.06E+08 56/ 5$18,658.24

17 LOUISVILLKY Us 4.02E+08 a4 $5.163.85

18 CLEVELAIOH us 4 41E+08 52 55.452.09

19 |COLLEGE GA Us 3.03E+08 a1 55,134.66 i

20 DETROIT MI Us 4.82E+08 49 $9,587.97

21 |LAKE HAVAZ Us 3.64E+08 46 52.988.66

22 |WESTLAK OH us 4 41E+08 46 53.246.60

23 ST. LOUISMO Us 6.31E+08 45 54,656.85

24 CHICAGO IL Us 6.06E+08 42 52,206.56 -
4/ 4/ » ¥} Export.asp?my=11_22_47AM_HotelB / [«] P
@j # Unknown Zone

To export a report to PDF format:
QOG6 ®

1. On the report toolbar, click the
export to PDF icon.

NOTE: You can also perform a

Report ¥ View % Data » Format % PDF export by clicking PDF on the
Nev... Report menu.
i:i::;s‘tw L EEPY ausostyle: | 2. Cha}nge the export settings as
- e desired.
Subscribe...
Print... MI NOTE: You can customize the
Expoeta: Lﬁ header and footer by clicking the
PDF... M1 (edit) link beside Header and
rt Details Ky Footer.
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When you choose to export a report to PDF, a Web page opens so you can change export
settings.

Hotel By City

Header and Footer: (edit
Scaling:

® Adjust font to % of original size
Q Fit to: page(s) wide by tall

Orientation:
@ Portrait
O Landscape B

Paper size: |Letter 8.5" x 11" -
Margins (inches):

Left: Right:

Top: Bottom:

Maximum header size (inches):
Maximum footer size (inches):

[] bo not prompt me again.

When you export the report, a PDF document opens, and the report is exported to that
document.

22 bt Mapn 20/ webroportes FE xporl asp? T ime=37554. 7301597 222%sm=1 Spanel -3 R opor fels=308in=Domo - Hiciosolt In... I E3
Ein Bt Mew Fpeoss  Jook  Help

L~ I T (- e [ B2
S Fefiesh

=
o o y
Prirk. e

| Back
| Addvess [ @] 3L T — ¥] o |[Lnka ™

noBa B> [maE Ny M« s D05 M e N
:

Home Sesch  Favodtes  Histoy Ml

Demo 2

Super Category Major Category Sub Category
1 [manser 1240(ENTRER/SIDE D15H 6334 |REFRIGERATED FREFARED
DINNER/ENTREE

6301 R D PREPARED SALAD
1

344 [REFRIGERATED PREPARLD CHILE
6327 |REFRIGERATED BREARKFAST
EE

Tatal

Average

1330 DELT LUNCHEGH MEATS | 8047 [REGRIGERATED SLICED/SHAVED
Han

R I T 1 e 3 T | e M [
&7 Dern

Subscribing to a Report

In addition to running reports manually, you can subscribe to a report so that it runs
automatically based on a schedule. The results are saved and a message is delivered to your
history list where you can retrieve the report results.
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Company Transactions

Report ¥ View W Data ¥ Format ¥

Neaw...

Save As...

Add to History List

Subscribe... :trics  Number of Transactions Billing Amount . .

Print... {E’) ITED 22692/ $3,282,074.78 To subscribe to a report:

Export... 21563 §2,012,627.12 '

PDF... CHLAND 14524 $3,032,917.68 1. On the Report menu, click
) = SAS 0459 $1,231,477.63 Subscribe.

Report Details

NOTE: If you have made
changes to a report, you must
save it before you can subscribe
to the report.

2. In the Subscriptions
pane, in the Choose a
schedule box, select the
} of the Month schedule you want to use.

Mondays 3. Click OK.
Saturdays m
Sundays

The Last Day of the Month
Thursdays

Tuesdays

Wednesdays

Weekdays

SUBSCRIPTIONS

You have 0 subscription(s] to this report.
Choose a schedule:

Every Day W

Every Da

e— de— e 1— 0 |

You can view subscriptions you create under My Subscriptions. You can also modify your
subscriptions and view them from this page.

To view your subscriptions:

1. On the top of any page in the project or on the project home page, click My
Subscriptions.

Citibank® Commercial Cards Reporting System

HISTORY LIST PREFERENCES |

MY SUBS(:“PTIDNS

To modify a subscription:

1. On the My Subscriptions page, click the Edit link beside the subscription you want to

modify.
2. Change the schedule you are using for the report.
3. Click OK.
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HOME SHARED REPORTS MY REPORTS CREATE REPORT MY SUBSCRIPTIONS HISTORY LIST PREFERENCES | 1]

Quick search My Subscriptions
Name Personalized Schedule Unsubscribe
Aduance d searel h Card Holder Report Two days after every cycle EdE r

VIEW MODE

To unsubscribe to a report:

1. Onthe My Subscriptions page, select the checkbox for the report to which you no
longer want to subscribe.

2. Click Unsubscribe.

3. Click OK.
Quick search My Subscriptions
Name Personalized Schedule m
Advanced search Card Holder Report Two days after every cycle Edit 'u
Drilling on a Report

Whenever you run a report, you can also drill on the report. Drilling enables you to view data at
levels other than those originally displayed on a report. You can drill up to higher-level related
attributes or down to lower-level related attributes. You can drill on part of a report or all of a
report.

You can drill in one of five ways:

e Clicking an element hyperlink (automatically drills down to the immediate child just for
the element you selected)

e Clicking a header hyperlink (automatically drills down to the immediate child for all
elements of that attribute)

¢ Right-clicking an element (enables you to choose a level within the same dimension to
which you want to drill just for the element you selected)

¢ Right-clicking a header (enables you to choose a level within the same dimension to
which you want to drill for all elements of that attribute)

e Using the Drill pane (enables you to choose the attribute or attributes on which you want
to drill and the level to which you want to drill; also enables you to drill on multiple
attributes at one time and to drill on all or part of a report using the drill checkboxes)

To drill down to the immediate child for a specific element:

1. Click the element on which you want to drill.



Hierarchy Root Metrics  Number of Transactions Billing Amount

LANGLEY TECH UK LIMITED 22692 $3,282,074.78
SILVER SPRIMNG %T 21563 %2,912,627.12
LANGLEY TECH DEUTSCHLAND 14524 %3,932,917.58
LANGLEY TECH FRANCE SAS 9459 %$1,231,477.63

To drill down to the immediate child for all elements of a specific attribute:

1. Click the header for the attribute on which you want to drill.
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Metrics

Hierarchy Root

Number of Transactions Billing Amount

LANGLEY TECH UK LPEE0 29602 43,282,074.78
SIVERSPRING Lo ”'E@f VM 563 42,012,627.12
LANGLEY TECH DEUTSCHLAND | Mol ptions-- 1574 ¢3,932,917.68
LANGLEY TECH FRANCE SAS 9459 $1,231,477.63

T ol
LANGLEY TECH
SILVER SPRING

627.12

LANGLEYTECH | "2
mx Remove from Grid

Advanced formatting...

B |} Hierarchy Num
Sort ] !\s@e options...
[

p—

14524 $3,932,017.68
9459 $1,231,477.63

Rename...
Report ¥  View¥ Data * Format ¥
PAGEEY: none Add Report Objects...
Add View Filter Condition...
Autostyle: Sart...
ierarchy Root Mg ns Billing Amount
LANGLEY TECH UK LIM r on Selactions... 02 $3,282,074.78
SILVER SPRING 53 $2,912,627.12
LANGLEY TECH DEUTS P4/$3,932,917.68
LANGLEY TECH FRANCE 59 $1,231,477.63
Refresh
Insert New Metric...
Rename/Edit Objects...
Totals ]
DRILL

From: Hierarchy Root

To: W

V] Kad
l':EHuarar::I"ﬂ_,-' Num

Maore options...

%

To drill up or down within the same
hierarchy for a specific element:

1. Right-click the element on
which you want to drill, point to
Drill, and click the level to
which you want to drill.

To drill up or down within the same
hierarchy for all the elements of a
specific attribute:

1. Right-click the header for the
attribute on which you want to
drill, point to Drill, and click
the level to which you want to
drill.

OR
On the Data menu, click Drill.

2. Inthe Drill pane, in the
dropdown box beside the
attribute on which you want to
drill, select the level to which
you want to drill.

NOTE: Having the Keep parent
while drilling setting selected
means that the attribute you are
drilling from appears on the
resulting report as well as the
attribute to which you are drilling.

3. Click the apply button.

NOTE: You can also use this
option to drill to selected elements
of the attribute. To drill on only
part of the report, click the
checkboxes beside the elements you
want to drill on before clicking the
apply button.

When you drill on a report, the report you drilled to is displayed on the page.



Company Transactions
Report ¥ View ¥ Data ¥ Format ¥

PAGE BY: none

Autostyle: | (Custom) 1"""'|
Hierarchy Num Hierarchy Root Metrics Number of Transactions Billing Amount
a1z SILVER SPRING 5087 $762,262.59
911 SILVER SPRING 4603 $557,687.82
az1 SILVER SPRING 4553 $452,034.07
az0 SILVER SPRING 2891 $437,209.36
913 SILVER SPRING 1394 %$177,736.58
910 SILVER SPRING 995 $140,011.41
201 SILVER SPRING 897 %$133,569.89
631 SILVER SPRING 540/ %$101,309.85
a15 SILVER SPRING 364 $37,748.22
641 SILVER SPRING 145 %$102,517.43
il SILVER SPRING 45 $3,136.24
041 SILVER SPRING 25 $2,691.46
632 SILVER SPRING 20 $4,531.87
005 SILVER SPRING 4 £180.33
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Formatting a Grid Report

When you run a shared report or a report that you have created, reports have a default format.
However, you can also customize the format of reports yourself. You can format reports down to

the individual cell level.

- 1 -

Format ¥

Toolbar
Advanced Formatting...

H Lock Grid Headers b
Grid Layout b

+ Merge Column Headers

v Mearge Row Headers
Outline

Show Banding

Company Transactions

Report ¥ View ¥ Datz ¥ Format ¥

PAGEEY: n  Design Mode

v Grid
Autostyle: Graph

DRILL Grid and Graph
From: Hies  Report Filter
View Filter
Tat | options...
Object Browser
Vkeep pi  Toolbars P| Format

¥ Report {b

Show Pivot Buttons

(] LANGLEY TECH UK LIMITED
[JSILVER SPRING

(] LANGLEY TECH DEUTSCHLAND
[JLANGLEY TECH FRANCE 5AS

1sactions Billing Amount

22692 $3,282,074.78
21563 $2,912/627.12
14524/$3,932,917.68

0439 $1,231,477.63

To format a report in Grid mode:

1 Onthe Format menu, click
Advanced Formatting.

NOTE: This action displays the
Format pane. You can also
display this pane by right-
clicking an object in the report
that you want to format and
clicking Advanced
Formatting.

OR

On the Format menu, click
Toolbar.

OR

On the View menu, point to
Toolbars and click Format.

NOTE: These actions display
the formatting toolbar, which
you can also use to format
reports.

1 On the Format pane or
toolbar, format the report as
desired.

2 Ifyou are using the Format
pane, click Apply after each
formatting change.

NOTE: You can format the row
or column axis headers and
values, or you can choose to
format individual attribute or
metric fields. You can change
the font, font size, colors,
number type, alignment, and a
variety of other settings.

3 Ifyou are using the Format
pane, when you have finished
all your changes, click OK.
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The report display is updated as you apply each formatting change.

Number Of Room Nights

Merchant Cty  Merchant St  Merchant Country Merch Zip  Metrics Avg Trans per room night

ARBC 5 81 $110,946.43
149 223 333209
156 156 $24,382.26
122 140 $17,063.87
89 129 $11,506.62
112 116 $13,042.09
57 115 $6,543.17

Changing the Autostyle of a Report

In addition to formatting the report on your own, you can also change the format of the report
by selecting other predefined autostyles. Web comes with a variety of autostyles that you can
use.

Hotel By City To change the autostyle of a report:

Report ¥ Wiew W Cata ¥ Format ¥

PAGE BY: nj | Design Mode 1. On the View menu, point to
Merchant (j Grid Toolbars and click Report.
DEARBORN Erdpznd ot I NOTE: This action displays the
IRVING & Report toolbar, which enables you
LAS VEGAS| Report Filter to change the autostyle of a report.
DEARBORN Vief" Filter 2. On the Report toolbar, in the
LOUISVILLE ::JDTI:::WEEF R v Autostyle box, select the
NASHVILLE Format antostvle vonn want to nise.
LOUISVILLE Show Pivot Buttons Report
FRAMKLIMN TN
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Hotel By City

Report ¥ View ¥ Data * Format %

PAGE BY: none

M41232450f27 page(s) P M autostyle: | (Custom) v

Merchant Cty Mercha{{eEEIn)] Merch Zip

DEARBORN MI Accounting us 481260000
IRVING 1p s Colorful us 750620000
LAS VEGAS NV us 891090000
DEARBORN MI Agent us 481240000
LOUISVILLE Ky Blue and Grey  |Us 402410000
NASHVILLE ™ Classic us 372140000
LOUISVILLE KY Columns us 402990000
FRANKLIN N Pastels us 370670000
NEWPORT BEACH CA Red and Black  |us 926600000
HENDERSON NV Small Type us 890520000
FT.LAUDERDALE FL Grey Bands us 333090000
ST. LOUIS MO Romantic us 631340000
CHICAGO L Squares us 506110000
LOUISVILLE K Sunset us 402220000
CLEVELAND OH us 441350000
COLLEGE PARK GA us 303270000
DETROIT MI us 482280000
LAKE HAVASU C A7 us 864020000
WESTLAKE OH us 441450000
ST. LOUIS MO us 531460000
CHICAGO L us 506160000
ATLANTA GA us 303280000
DALLAS T us 752070000
EL PASO T us 799250000

The report display automatically updates to show the report using the selected autostyle.

Hotel By City Ywwevweww

Report %  View®  Dsta®  Formst Last updata: 6/5/2003 11:40:20 AM
PAGE BY: none

Merchantcty __________|MerchantSt______|MerchCntry ______[MerchZip _____[metrics |_______Number OfRoomNights_______ | __TransAmt |
DEARBORN MI us 481260000 821 $110,946.43
IRVING L. us 750630000 223 $33,320.96
LAS VEGAS NV us 891090000 156 $24,382.26
DEARBORN ML us 481240000 140 $17,063.87
LOUISVILLE KY us 402410000 129 $11,506.62
NASHVILLE ™ us 372140000 116 $13,042.09
LOUISVILLE KY us 402990000 115 $6,543.17
FRANKLIN ™ us 370670000 80 $23,469.17
NEWPORT BEACH CA us 926600000 75 $16,828.66
HENDERSON NV us 890520000 65 $9,964.21
FT.LAUDERDALE FL us 333090000 57 $3,244.33
ST. LOUIS Mo us 631340000 57 $5,276.18
CHICAGO L us 606110000 56 $18,658.24
LOUISVILLE KY us 402220000 =1 $5,163.85
CLEVELAND OH us 441350000 52 $5,452.09
COLLEGE PARK GA us 303370000 51 $5,134.66
DETROIT MI us 482280000 49 $9,587.97
LAKE HAVASU C AZ us 864030000 46 $2,988.66
WESTLAKE OH us 441450000 46 $3,246.60
ST. LOUIS Mo us 631460000 45 $4,656.85
CHICAGO L us 606160000 42 $2,206.56
ATLANTA GA us 303280000 40 $8,894.01
DALLAS = us 752070000 38 $4,343.81
EL PASO ™= us 799250000 36 $3,593.81
GREENVILLE SC us 296150000 36 $5,094.52
CINCINNATI OH us 452460000 35 $3,997.71
EDISON N1 us 088370000 34 $12,632.01
FLAGSTAFF AZ us 860040000 34 $3,094.00
HAUPPAUGE NY us 117880000 34 $4,874.22
KANSAS CITY Mo us 641530000 34 $3,659.91

AMHERST NY us 142210000 32 $3,991.11



Formatting a Graph Report

You can also customize the format of a report in Graph mode. Just like with Grid mode, the
report automatically displays with a default graph format, but you can change various settings
such as the graph type, titles, and the legend.

ol To format a report in Graph mode:

Toolbar

1. Switch the report to Graph
] Graph mode.

2. On the Format menu, click
Graph.

NOTE: This action displays
the Format pane. You can
also display this pane by right-
clicking an object in the report
that you want to format and

Hotel By City clicking Advanced
Report ¥ w:wv Mndatav Format % Formatting.
PAGEBY: rf  Design Mode
1234 Grid
¥ Graph
Gl o] Eapt Hotel By City OR
Report Filter Ja0000
View Filter
oo »‘M {bn On the Format menu, click
¥ Report
Toolbar.

80000

60000

OR

40000

On the View menu, point to
o Toolbars and click Format.

NOTE: These actions display

DEARBORN IRVING LASVEGAS  DEARBORN  LOUISVILLE  NASHVILLE

L the formatting toolbar, which
421260000 740620000 £21000000 421240000 402410000 372140000 you can also use to format
12345 of 218 page(s) PN
graphs.

3. On the Format pane or
p— toolbar, format the graph as
GENERAL TITLES AXES desired.

NOTE: You can change the

. graph type and subtype, format
Graph Type: ol e ) o 0 3 e ] o OO ] O Y [ RS and create titles, display data

Wshon Legenes | Ara ¥[s vBeck ¥ Oe0:Oys values, and modify a variety of
ShuwData Velues: |Verdana Vf? v |Black ¥ OeO:0uls other graph settings_

Categories: b | Serias:‘5

The report display is updated as you apply each formatting change.
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