5140ddd

GRASP DATA

State of the Art Web-based Management Reporting Product
Recommended screen resolution 1024 x 768
(Locate on desktop under Control Panel / Display Settings)

Website: www.graspdata.com

Login to System

1]

User Name:

Password:

M Remember User Mame

User Name: Your E-Mail Address (Example@gmail.com)
Forgot Pageword

Password: XXXXXXXX (Eight Characters)

¥ Remember Passward Forgot Password ? Contact support@grasptech.com or your
[ Stay Logged In Company Administrator.

whats this ?

Login i

Lt Lnpr Dama e o s Faie

INFORMATION

+——— SUB TABS

Powennd By d GRALE Tyshoiogars

% Overview

O
O
O
O
O

R/

% Logo

o O O

Ad Hoc Reporting

Automated Scheduling

Personalization of Library Searches

User Defined — Each User Has Individual Set-Up
HTMLS5 —iPad, iPhone And Android Viewable

Provided By Client During Implementation

Preferred Type And Size: 300 DPI jpeg

Logo Stored In Settings — Agency

Logo Located In The Same Location On All Tabs (Upper Left)

Grasp Data Reports Instructions Page 1 — Continues on Page 2
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0

#* Sync Information
o Automated Sync Runs Nightly, US Eastern Standard Time
Located Upper Left (Below Logo) On Each Tab
Controls Importing Of Data From The Back Office
Verifies Incoming Data And Updates Records That Have Been Changed
Optional: Automated Hourly Sync (Additional SS)
Optional: Manual Sync (See Data Cafe — Data Import)

O O O O O

Dashboard Repors Data Cafe Settings Trawvel GPA

My Reparts

Report Hiztory

Report Scheduling

Report Packages

Report Categories
Report Builder [legacy]

Show Help

Logout

Pitive Reports Filter

Category: |'.-j.'|| ﬂ Sub Category:

eport Mame / Report [0 |

Report Type: | % g porort Builder |© Standard

Apply Filter Rezet Filter

< My Reports
o Library Alphabetized By Report Name
o Standard Reports = Library Canned Reports
o Search By Key Word (Recommend Use Of Single Words)
=  Report Name / Report ID
= Enter Word (Example: Exchange)
= Hit Enter OR Apply Filter
o Search By Report ID
=  Report Name / Report ID
=  Enter Report ID (Example: 1029)
= Hit Enter OR Apply Filter
o Report Tab View Setting Per User

Grasp Data Reports Instructions Page 2 — Continues on Page 3
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Cti\fe RepOrtS Rows per page: | 30 ™| Check all [ ]
eport|D Category Sub Category Report Marne Type Desc.  Sample Edit Interact Run  Inactivat
03 <Uinassigneds “ina srigneas Exchange Detail Report M g (=1 3] I
7 _a_Faworite AriCarHotel Exchange Ticket Cost Report 1 1 = B2 >
03 Mew Reports AriCariHotel Exchange Ticket Cost Report By Sorti M g (=] 3] I

o Active Reports
= Report ID (Unique Report Number)
= Category (See Page For Category Tab)
= Sub Category (See Page For Sub Category Tab)
= Report Name (See Directly Below For Details)
= Type = Icon Symbol Of A Can
= Description (See Directly Below For Details)
= Sample (See Page 4)
= Edit (Not An Active Icon In Standard Reports)
= Interact (Not An Active Icon In Standard Reports)
= Run (See Page 4-5)
= Delete (“X” Permanently Deletes Report From Library)
= Inactive (See Page 9)

Report1D: 1006

>

Report Hame: |Account Summary Sart By Accountblame *Changing the report name applies to all users.

gpris Szt Account Summary. This report includes Air, Rail and

-
Service Fees. Transaction type Sales, Refund and :1 Report E:31990"3':“30"9 Report: ﬂ
Exchanges. Wouchers Excluded. The report resultsz in

Account Name, # of Trips, % of Trips, Volume, % of Wolume,

Average Cost Per Trip, Commission, Serwvice Fee. Subtotal j Report Sub Category: | g Sub Categor— ™

nf dccmmta THdiated Suhtatal of dccmmts WMot Tiated

Upload New Sample Repott:  Browse.. | Mo file selected. Lze Default Sample Report H ®
e —

o Report Name
= Name Provided By Report Writer
= Left Click On Report Name
= Ability To Globally Change Report Name
= Save Disk (Bottom Right Corner)

b 2 fwe RelCaribote Euchangs Tokat Cost haport

Descrpbon: Enchange Tiket Cost Rapot: Soted by PassengerMame. Thisrepot inchdes A and Ral, Transacto types ehde Sales and Exchanes, Vuchers exchuded, Reped resuts inchde Passenger Nam, Issue Cate, Depar Uate, Retum Dite, A Code, inrary, Recond Loeator, oo , Ticket B, Crgh ikt d and ot
bicaled it v . Gt T i, S 0t Dupan Dt 0 ® i Dt iy by Chty Cod Oy, ool el Pod

o Report Descriptions
= Report Name Given By Writers
=  Booking Type Included On The Report
= Transaction Type Included On The Report
=  Report Fields In The Order They Appear On The Report
= (Calculations And / Or Field Definition
= Ability To Add / Delete Description Information
=  Globally Personalize Description (Example: Replaces IB Report 3030)

Grasp Data Reports Instructions Page 3 — Continues on Page 4
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o Report Samples
=  Based On Demo Data
=  Provides Visual Sample Of Final Report
= Not Available on All Reports
=  Ability To Globally Load Report Samples And Reset To Default Sample

o Run Report

Report Options

Report 10: 1029
Original Report Mame: Re3l Time Where Are My Trawvelers

Rurtire Report Narme: |R£al Tiree Where Lre Dy Travelers

Date Field: | IssuedDate
Start Date: |4/172014
End Date: |4/30,/2014

Export Type: | FOF ﬂ

Currency: | Mo Currency Conversion ﬂ

Report Deseription: [p. 2] Time Uhere Are My
Travelers. This report
shows by Trawveler HName the
active trips they are
currently on based on the
day the report was printed.

Show Filter Criteriaz ¢~ Yes @ Mo

Data Filters

Corporstion: | - aace Carparatior.,

= Part 1. Report Options
o ReportID
e Follows Report Thorough Process
o Original Report Name
e Name Currently Displayed In Report Name Field
o Runtime Report Name
e Free Form Field
e Name Appears In Report Header
e One-Time Run Name Change
o Date Field
e |[ssue Date
o Date Invoice Or Ticket Was Issued In The Back Office
o Tramada: Issue Date = Create Date
e Departure Date
o Date Leaving Origin City

Grasp Data Reports Instructions Page 4 — Continues on Page 5
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e Vendor Payment Date
o Date Booking Was Closed In The Back Office With A
Vendor Payment
e Return Date
o Date Of Last Leg Of The Itinerary
e Segments Arriving Or Departing Between (Segments Only)
o Only Returns Segments That Are Between The Dates
Selected

Example: Booking With 6 Segments — 3 Between 4/1
And 4/5 - 3 Between 6/10 And 6/12

If Date Selection Is 4/1 — 4/5 Then The Results Will Show
Only 3 Segments

e Segment Arrive Date (Segment Only)
o See Segments Arriving Or Departing Between
(Segments Only)
e Segment Depart Date (Segment Only)
o See Segments Arriving Or Departing Between
(Segments Only)
e Segments Arriving Or Departing Between (Bookings Only)
o Returns All Segments Where Any Of The Segments
Fall Within The Date Range
o Returns Full Trip / Booking
e Segments Arriving Or Departing Between (GDS)
o Requires GDS Feed (Add-on Product)
o Bookings Only
e OnThe Road
o Bookings Only
o All Segments Where Any Segment Falls Within The
Date Range Selected
o Includes Cars and Hotels
e On The Road (GDS)
o Requires GDS Feed (Add-On Product)
o See On The Road
e Client Payment Date
o Date Booking is Closed In Back Office With A Client
Payment
e Booking Date
o Available For Tramada, Globalware, Travcom, Trams
o Auvailable For Sabre and GDS Feeds
o Start Date
e Pop-Up Calendar
e Free Flow Date Fields
o End Date
e Pop-Up Calendar
e Free Flow Date Fields

Grasp Data Reports Instructions Page 5 Continues On Page 6
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o Export Type
[ )

o Currency
[ ]

PDF
Excel
o PDF Dropped Onto Excel Spreadsheet
o All Functionality Of Excel
o Contains PDF Sorting, Subtotals, Headers, Footers
Excel Data Only
o Report Raw Data
o No Sorting, Subtotals, etc.
Word
Rich Text
XML

Converts Report From Native Currency To Selected Currency
Add-On Option

o Report Description

Follows Through Reporting Process
Ability To Edit
One-Time Run Change

o Show Filter Criteria

o Corporation
[ ]
[ ]

=  Run Now

|Equals

Chaace Yalue.
‘Walues:

Yes

e First Page Summary Of Report Options And Filters
No

e Report Begins On First Page

Drop Down Selection
First Choice Always “All”
Selection Field Begins Sorting Immediately Upon Typing

C

=  Part 2: Add Data Filters (Optional)
o Five Filter Areas Available
o Filter From Top To Bottom (1-5)

Grasp Data Reports Instructions Page 6 Continues On Page 7
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Account [active corporate]
Account [active leisure]
Account [active)

Account [all]

Account [inactive]

Account Id

Account Type

Agent Group [filter agents)
Agent Group [filter boakings)
Agent InterfacelD

Alternate Wendar Mame

-

o Choose Filter

=  Back Office Booking Table

= Alphabetical

= Selection Field Begins Sorting Immediately Upon Typing
o Operation Selection

= Equals

= Greater Than

= Greater Than Or Equal To

= less Than

= Less Than Or Equal To

= Like
= Not Equal
= Not Like

D=ta Filter 1
Dam/Intl Indicator

|Equa|s

Domestic
International
Transborder

o Choose Values
= Select Results From Drop Down Box
= Selection Field Begins Sorting Immediately Upon Typing
= (Click Green Plus Sign (IMPORTANT)

= |f Multiple Results Required — Hit Green Plus Sign After Each

Selection

= Run Now

Grasp Data Reports Instructions Page 7 Continues On Page 8
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Repotrt Distributicn

Frami: Imelinda@grasptech.cnm

Subject: Iﬂepnr’cs Generated by Grazp WebReporing

Mezsage:

Hello! Attached to thisz email are reports
generated by Grazp Technologies!
WebFeporting system.

Recipients: - Melinda Eud".'-'ll

melindafgrasptech.com

I Trish
rishipgrasptech.com

Add Contact |

FAttach ED[CIiES of I’E[CIEITTS
Send Reports bs:

T yyeb links to reports

aptiens: [~ Only email when reports are generated.

Please note to receive a copy of this email, please check
ourself in the email recipient list. When emailing rultiple
ecipients {whether or not you include yourself), you will ahways
eceive a copy of this email.

=  Part 3: Add Distribution (Optional)

o From
= Defaults To User That Is Logged In
=  Ability To Change E-mail Address

o Subject
= Pre-Filled With Generic Subject
=  Free Form Edit

o Message
=  Pre-Filled With Generic Message
=  Free Form Edit

Grasp Data Reports Instructions Page 8 Continues On Page 9
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o Recipients
=  One Time Name Load
o Enter New Contact Name
o Enter New Contact Email
o Click Add Contact
=  Ability To Edit Name
= Ability To Delete Name From List
=  Ability To Select Multiple Recipients
= Recipient List Unique To Each User
o Send Reports As
=  Attach Copies Of Reports
= Web Links To Reports
o Available For Six Months Or
o If Report Is Deleted From History Tab
o Options
=  Only Email When Reports Are Generated
o Does Not Email Report If Results Are “No Data” Or
“Failed”
=  Run Now
= |nactivate
o Remove Report From Active Report List

My Reports

Report History

Report Scheduling

Report Packages

Report Categaries
Report Builder [legacy

Showe Help

Logout

Run Date Filter Report &oto Refresh Interwal
Start Date: _ End Date: _ 30 Seconds j‘
The page will refresh every 20 seconds,
Apply Filter Reszet Filter Refresh Mow
Historical Reports Rous per page: | 10 | checkal |
Report1D Run Date Corporation Batch Report Ci:{teerli-a Status Wienw Delete
1029 SM132/2014 5:24:02 Pl ALL Ad Hoo Real Time Where Are bty Trawvelers Processed "f_ >( r
Fd Demo Weekly

6510 STE014 45439 A0 Dema, Ing. Al Gales Demo Processed L£| X

Reports

R/

%+ Report History

o List Of User Run Reports

o Maintains Report In History For Six Months

o Current Report On Top

o Ability To Set Number Of Reports Per Page

o Option To Email Reports Directly From History Tab

Grasp Data Reports Instructions Page 9 Continues On Page 10
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o Run Date Filter (1)
=  Filter By Date Range To Locate Reports In History
=  Reset Filter For View Of All Reports In History
o Report Auto Refresh Interval (2)
= User Selection Of Refresh Intervals To Meet Their Preferences
o 5Seconds

o 15 Seconds
o 30 Seconds
o 60 Seconds
o 90 Seconds
o Never

=  Option To Manually Refresh By Selecting “Refresh Now”
o Rows Per Page (3)
= User Selection Of The Number Of Reports Viewed Per Page
o 10 Reports
20 Reports
30 Reports
40 Reports
50 Reports
o 100 Reports
o Historical Reports (4)
= Report ID (Followed From My Reports Tab)
=  Run Date
o Date And Time (Eastern Standard)
= Corporation
= Batch (Ad Hoc When Not Run In Scheduling)
=  Report Name (Runtime Report Name)

o
o
o
o

1020 51272014 5:34:02 PM ALL Ad Hoo Feal Time Where fre My Travelers ] Processed 8] >

Corporation = ALL

=  Filter Criteria
o List Of Filters Used

= Status
o Queuing
o Running
o Processed
= \View

= Delete (“X” Permanently Deletes Report From Report History)

Demao WWeekly

Reports Savingz-Lost Sawings Detail By Sort 1 Proceszed l£| x "

an S72014 4:54:39 A Dema, Inc.

12345678910..
Delete ALL Reports| Email Checked Reports| Delete Checked Fleporll

o Delete All Reports
=  Permanently Remove Reports From Report History

o Checked Reports Options
=  Email Checked Reports (Opens Report Distribution — See Page 8-9)
= Delete Checked Reports

Grasp Data Reports Instructions Page 10 Continues On Page 11
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My Reports

Repart History

Report Scheduling

FReport Packages
Report Categaries
Report Builder [legacy]
Show Help

Logout

FAcici Bateh
Schedulad BatchlD MNarne Hext Run Tirne Lazt Rurn Tirne Options I Check A [
i 20 Test hiorthly Demo Inc. 6552014 4:00:00 A1 55014 4:00:00 A1 EBRahEBaxC

Delete Checked | Run Checked...
e —

0,

< Report Scheduling
o Batches Specific To User
o Add Batch (1)

Mews Batch

Save Batch Cancel

= Create Batch Name
o Be Specific With The Name
o State Time Period — Daily, Weekly, Monthly
o State Corporation Used In Batch
= Save Batch
o Batch ID Assigned (2)
= Computer Generated Batch ID
o Batch lcons (3) See Details Beginning Page 12

= Edit Icon

= Scheduler/Distribution
= Copy

= Run

= Distribution

= Delete

o Checked Batch Option (4)
= Delete Checked
o Permanently Remove Batch From Report Scheduler
= Run Checked See Details On Page

All Scheduled Reports Run Into Report History Tab (See Page 9-10)

Grasp Data Reports Instructions Page 11 Continues On Page 12
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Reports In Batch

Report|D Rurtime Report Harme Original Report Mame Options
314 Car Detail By Company Car Detail By Company E— x
Add Report

Category: IA” j Sub Category: || Al vl

Report Name / Report 10: I

Report Type: | % ) 7 poront Builder © Standard

Apply Filter Rezet Filter

ReportlD Report Mame Category Sub Category _

G603 __ELC_Detail <linassigreds =iimassigmeds L o

GEOD __ELC_Savingsloss linassigreds <linassigreds -5

5910 el <linaFsigmed = <3 sigmeds g
= Editlcon

o Add Reports To Batch
e Search for Report (See Page 2)
e Click Green Plus Sign At End of Report Li

Report Options
Report 1D: 308
Original Report Name: Arvance Purchase Detail

Rurtirme Report Narne: Iﬁdvem,ce Purchase Detail

Date Field: | IssuedDate |

Dste Filter: I"SElEEt"

Export Type: I POF j

Currency: IN-:: Currency Conversion j
Report Description:

Advance Purchase Detail. -
This report includes Air and
Fail. Transactions type

Sales ONLY. Vouchers

Excluded. The report ;I
results in Passenger Name |,

Show Filter Criteria: vas Iy MO
Data Filters

Larparation: Chaase Carparation.,

e Follow Directions on Page 4 -7
e Date Filter

o Current Periods

o Future Periods

o Previous Period
e Save

Grasp Data Reports Instructions Page 12 Continues On Page 13
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o Repeat Process For Each Report
o Save Batch

= Scheduler/Distribution Icon

Bateh: ITest fdanthly Demo [m

Dezcription: I

Type: |OneTime
Date: (541452014

©old0n AM

W

Save | Cancel

Batoh: ITest konthly Dermo lm

Description: I

Type: |H|:|urlﬁ,f j
Expire: |-

Distribution: v

Save I Cancel

Batoh: ITest kdonthly Dermo lm

Description: I

Tupa: ID-’EI”'}."
Tirne: (400 Ak

Expire: I_

Distribition: v

Save | Cancel

Grasp Data Reports Instructions Page 13 Continues On Page 14
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Bateh: ITest kdanthly Demao I

Description: I

Tupe: I Wieekly

Dz of
Waal: I Mnnda*_.f

Tirne: (400 AR

Expire: I_

Distribution: [+

Save | Cancel

Batch: ITest hdanthly Dema [

Deszcription: I

Tupe: II'I.I1I:Ir'Ith|'5."

Dy of
Morith: I Tst

Tirne: (400 &AM

Expire: |_

[i=tribtion: |7

Save I Cancel

Batch: ITest konthly Dermo lr

Deszcription: I

Type: I Qiarterly

Fizcal Start: |Jan
Tirne: |00 AR

Expire: I_

Distribution: v

Save | Cancel

Grasp Data Reports Instructions Page 14 Continues On Page 15
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Batch: ITest kdonthly Dierno T

Description: I

Type: |‘r‘earh,r j
Date: |5/14/2014
Tirne: 400 A0
Expire: I_
Distribution: v

Save | Cancel

Batch: ITest kdonthly Dermo lr

Description: I

Type: | Semiannual R
Date: |5/14/2014 [
Time: (400 A4

Expire: [

Distribution: v

Save | Cancel

o Date

o Time
e Reports Run Eastern Standard Time
e Manually Change Date OR
e Clock Pop-Up

Time Picker

12:00 Ak 1:00 A 2:00 A4

300 A 500 A

6:00 A0 Ti00 Ak 00 A6

9:00 &AM 1000 AM 1100 AM
12:00 PR 1:00 P 2:00 P
300 P 4:00 PhA 500 P
6:00 P T:00 P 00 P
9:00 PR4 10:00 PR 11:00 PR

Grasp Data Reports Instructions Page 15 Continues On Page 16
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Batch: ITest kdonthly Dermo I

Description: I

Type: | Semiannual
Date: |5/1472014
Tirne: (4200 A

Expire: IF

[

Exp. Date: |5/14/2014

Distribution:  [v

Save | Cancell

Schedule Batch To Automatically Stop
Useful For Groups, Special Batches
Ability To Change Date At Anytime
Ability To Remove Expiration

Batch: ITest kdonthly Dermo Im

Description: I

Type: | Semiannual
Oate: 571472014
Time: (4:00 AM
Expire: I_
Distribution: v

Save | Cancel

Grasp Data

[

o Distribution (See Page 8-9)

Reports Instructions Page 16 Continues On Page 17
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Eatch Mame: Test Monthly Demo Inc.
Batch Description:

Mew Corporation Filter: I —[Dio Mat Change—

Copy Distribution? W

Mew Batch Mame: I

Mew Batch Description:

Copy Batch Cancel

=  Copy lcon
o New Corporation Filter
o Copy Distribution, If Clicked
o New Batch Name
o Copy Batch

= Run Batch Reports &= Configured

- Ouerride 81 Batch Report Settings

Report Date Field: | Llze date field configured in reports
Report Start Date:

Report End Date:

Run Now Fun BMow (ho distribution) | Distribution ==

Cancel |

= Runlcon
o Run Batch As Configured
e Run Now
o Runs Exactly As Scheduled
o Run Now (No Distribution)
e Runs Into Report History Only
o Distribution
e Adjust Distribution For This Run Only

Grasp Data Reports Instructions Page 17 Continues On Page 18
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':H Run Batch Reports &= Configured

o Owerride 81 Batch Report Settings

Feport Date Field: | Uze date field configured in reports

Report Start Date: (45172014

Report End Date: [4/30/2014

Run Now Fun Mowe (ho distribution) Diztribution =>

Cancel

= Run
o Override All Batch Report Settings
e Report Date Field (See Definitions Page 4-5)
o Issue Date
Departure Date
Vendor Payment Date
Return Date
Segments Arriving Or Departing Between
(Segments Only)
Segment Arrive Date (Segment Only)
Segment Depart Date (Segment Only)
Segments Arriving Or Departing Between
(Bookings Only)
Segments Arriving Or Departing Between (GDS)
On The Road
On The Road (GDS)
Client Payment Date
o Booking Date
e Start Date
o Pop-Up Calendar
o Free Flow Date Fields
e End Date
o Pop-Up Calendar
o Free Flow Date Fields
o Run Now (No Distribution)
e Runs Into Report History Only
o Distribution
e Adjust Distribution For This Run Only

o
o
o
o

O O O

O O O O

= Distribution Icon (See Page 8-9)
= Delete Icon (“X” Permanently Deletes Batch)

Grasp Data Reports Instructions Page 18 Continues On Page 19
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o Checked Batch Option (4)
= Delete Checked
o Permanently Remove Batch From Report Scheduler
= Run Checked See Details On Page 17-18

Copy Distribution ta User r

Copy Checked to User | | fly Marme <hMrCustomer@customer.com> (Company User) j

Move Checked to User | | tly Mame <hrCustomer@customer.com> (Company Llzen j

o Copy Distribution To User

=  Use This Option With Copy Checked To User And Move Checked To User
o Copy Checked To User

= Check Boxes Next To Batch

= Select Name From Drop Down Box

= Click Copy Checked To User
o Move Checked To User

= Check Boxes Next To Batch

=  Select Name From Drop Down Box

= Click Copy Move Checked To User

by Reparts

Report History

Report Scheduling

Report Packages
Report Categories

Report Builder [legacy]
Show Help

Logout

N
Package MNarne

Corporate

Dema

today

+* Report Packages
o Used In Settings — Edit Users (See Settings Instructions)
o Ability To Change Package At Any Time
o Alphabetized Reports List
o Ability To Build Unlimited Number Of Report Packages
o NoSize Limit To Report Package

Grasp Data Reports Instructions Page 19 Continues On Page 20
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Mews Package Marme: |

= Name Package
= Save Disc

>

Enlit Package

Package Mame: |Corporate 7

Mon-Packaged Reports Reportz in Package

_ EL Detail i‘ Mo reports in Package.
_ ELZ Savingzlozs
-1

_Airvendor
_TesztReport -2
1 -wendar rn
1-4IR

BB

& Agent Detail Pivot

A pdgent Surmmary Pivot ﬂ I

= Select Report One At A Time
o Click Arrow To Right
=  Select Multiple Reports
o Highlight Report Name
o Hold Down Ctrl Key
o Select Next Name
o Click Arrow To Right
= Save Disc
o Click Arrow To Right

My Reports
Report History
Report Scheduling
Feport Packages
Report Categaries

Report Builder [legacy

Showe Help
Logout

< Report Categories
o Used On My Reports Tab
Ability To Use Pre-Named Categories Or Create New Categories
No Limit To Number Of Categories
Ability To Build Unlimited Number Of Report Packages

o
o
o
o No Size Limit To Report Package

Grasp Data Reports Instructions Page 20 Continues On Page 21
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Mew Category: |

Rows per page: |10 7

+,-'-'|.:.'.:|' Categqory

Cheek il |

Category Marme Delete
_a_Fawaornte

ABC Company
ARG Inc

Aocount
Agency-Detail
Agency-Graphic
Agency- Summany
A

A now

*x [
X
x [
x I
*x [
x I
x I
x I
X I
x

AirfCanfHotel

12345678

Reassign deleted category reports to: | —Mo Sub Categom— ﬂ

|

Delete Checked Categories

o New Category
= Create Category and Hit Green Plus Sign
o Rows Per Page
= Number of Categories Seen On Each Page
o Category List
o Delete Category
= “X” Permanently Deletes Batch
o Reassign Deleted Category Reports
= Drop Down Box Allows You To Select Category

Freport|D: 100 A

Feport Hame: |Ac:c:0unt Surmmary Sort By Accountame

Report Description:

*Changing the report name applies to all users.

Account Summary. This report includes Air, Bail and
Service Fees. Transaction type 3ales, Refund and
Exchanges. Vouchers Excluded. The report results in
Account Name, # of Trips, % of Trips, Volume, % of Volume,

Average Cost Per Trip, Commission, 3Service Fee. 3Subtotal ﬂ Feport Sub Category: | —pg Sub Categon— ¥

nf Lrrmmmtae Tiatred Suhtntal nf drcmmtae Wntr THiated

Upload Mew Sample Report:  Browse.. | Mo file selected. Usze Default Sample Repart

N
:1 Repart Category: | Core Reports A

—————"

= Name Provided By Report Writer

= Left Click On Report Name

= Ability To Globally Change Report Category and Sub Category
=  Save Disk (Bottom Right Corner)

Grasp Data Reports Instructions Page 21 Continues On Page 22
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iotive Reports Filter

Category: I'.-L-.'” j Sub Category:

Fieport Mame £ Feport 10: I

Report Type: | o panort Builder ™ Standard

Apply Filter Fezet Filter

= Search Reports By Category

= Most Used Reports In One Place

=  Ability To Categorize By User Type (Example: Sales)
=  Save Time Searching For Multiple Reports

= Also Use In Report Scheduler

My Reports

Report History

Report Scheduling

Report Packages

Report Categaries
Report Builder [legacy]

Show Help

Logout

«» Show Help
o Help Menu Available Fort The Following Tabs
= My Reports
= Report History
= Report Scheduling
= Report Packages
= Report Categories
o Click on The Tab You Need The Help In (Example: Report History)
o Click On Show Help
o A Help Menu Will Appear At The Top Of The Page

dalehie muipht epors, chack The bEes Rl 15 the FEpot 30 ehck The “Debite Checked Reports™ Biion. T &mad reports, ehick 14 Bores ndd 16 the Feports and ehek the “Email Chicked Repeats™ butten

e wndes the "eport List Date Fite” haading on this page.
e 14pots of Updated STEEUSQS. T <N e Ehis option Luer the “Raport Retresh Intenval” haading on this fage.

o To Remove Help Menu — Click Hide Help

Grasp Data Reports Instructions Page 22 Review Questions On Page 23
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What tab would you use to view your report history?
O

Can you e-mail reports from the Report History tab?
O

Are Categories user defined or global to the database?
o

Any user can see your scheduled reports?
o YES
o NO

Name the five tabs in Reports.
O

(0]
(0]
(0]
(0]

Where does the sync information appear on the report screen?
O

Where does the user information appear on the report screen?
O

For what reason would a user place items on the dashboard screen?
O
O
O

Help is available for each of the tabs on the report screen?
o YES
o NO

Name the six exports available for printing your report?
O

O O 0O O O

Grasp Data Dashboard Review Questions







