GRASP DATA SETTINGS

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
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Login to System

User Name: [ | User Name: Your E-Mail Address
(Example@gmail.com)

Password: e —

Password: XXXXXXXX (Eight Characters))
¥ Remember Lizer Mame
¥ Remember Passwoard

I stay Logged iIn
whats this 7

Forgot Password ? Contact support@grasptech.com or
your Company Administrator.

Login |
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INFORMATION

Pomwannd By d CRALF Tachngioges

o Overview
o Manage Corporations
o Manage Value Add Options
o Restrict User Data Access
o Restrict Reports Per User

Grasp Data Settings Instructions Page 1 — Continues on Page 2
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Grasp Data Settings Instructions Page 2

Dashboard Repoarts Data Cafe Settings

My Profile
Edit Agency
Edit Corporations

Edit Users

Show Help

Logout

o Overview

o One - Time Load Of Corporation List During Implementation
Agency Options Include User Login On Agency Website
Value Add Options Per Corporation For Building Packages
Restriction Of Data Access Per User
Restriction Of Reporting Access Per User

O O O O

o Sync Information
o Automated Sync Runs Nights, US Eastern Standard Time
o Located Upper Left (Below Logo) On Each Tab
o Optional: Automated Hourly Sync (Additional $$)
o Optional: Manual Sync (See Data Cafe — Data Import)

Firet Muma |kdslinda Lasd Marek |Edly
Lizags iy irlarala g@aQrasprach com Fusgword (ssssssss

Email |mslinda@grasptech com My Corrancy |Hc- Currency Comversion j

Updats Usear

< My Profile

o User Information That Can Be Updated/Changed
First Name
Last Name
Password
Email Address
Currency (If Add-On Purchased)

o Update User

Grasp Data Settings Instructions Page 2 — Continues on Page 3
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Grasp Data Settings Instructions Page 3

by Profile
Edit Agency
Edit Corporations

Edit Users

Show Help

Logout

fgency  Demo Agency
fddress [1000 Derno Avenue Address 2 |

city [Dermo state |Gt
Zip {39899 Phane [398-05-0994

Phone At | Fax |

Ernail hemg@grasptech.cnm L |

o Edit Agency
o Agency Management
= Agency Address, City, State, Zip, Phone, And Contact Email
= Save At Bottom of Page

Modify Branding

Headerlogo )

¢) GRASP Data

Reportlogo) |

Background Graphic

Header Loge  Browsze.. 1N|:| file zelected. L Ipload 1 Rezet

Browse.. | Mofile selected. . Upload | Resat |
“Mote: The report loge must be 3 JPEG image.

Header Background — Browse.. | Mo file zelected. pload | Heset|
gtyle Sheet  Browsze.. | Mo file zelected. Ipload | Heset|

Download Stle Sheet Template |

Report Logo

Grasp Data Settings Instructions Page 3 — Continues on Page 4
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o Agency Branding
=  Provided By Client During Implementation
= Preferred Type And Size: 300 DPI jpeg
= Branding Can Be Modified By Uploading New Logo

o Browse
= Locate Logo File On Computer
o Upload

o Save At Bottom Of Page

ereral

r. Redirect to agency URL on logout?
1= 1 useful when users are accessing this reporting system from wour agency website and you want the userto be
adirected back to your agency website on logout.

his effects ALL agency and corporation users )

gency branded login URL: |

iz URL will direct users to 3 login screen that is branded with vour agency loga. This screen will take up the full browser
indow.

mbedded login URL: j|

iz URL is useful if ywou want to embed the login sereen into ywour website. Please contact GRASP Technologies to implement
his feature.

o Options
= Redirect To Agency URL On Logout
o When User Logs Out — Views Agency Website
o Provides Agency With Branding Opportunity
= Agency Branded Login URL
o Directs Users To Login Screen That Is Full Browser Window
= Embedded Login URL
o Agency Adds URL To Website With Icon
o User Directed To Agency Website For Login
o When User Logs Off — Views Agency Website
o Maximum Branding Opportunity
o Save At Bottom Of Page

Options Can Be Implemented At Any Time

Grasp Data Settings Instructions Page 4 — Continues on Page 5
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Grasp Data Settings Instructions Page 5

My Profile
Edit Agency
Edit Corporations

Edit Users

Showe Help

Logout

Corporation Filter

Search Criteria:

Apply Filter Reset Filter

* Add Corporation

@,

< Edit Corporations
o Add New Corporation

I Corporation Management

Coporion|
Address ’7 Address 2 Ii
City ’— e ,—
Tp ’7 Fhare li
Fhone At ’7 Fax Ii
el w[
Save | Cancel

= Enter Corporation Name

= Large Character Field — No Need to Truncate Name
=  Reporting Name Equals The Name In This Field

= Do Not Fill In Remaining Fields

= Save

CompanylD Corpeesticn Opficns

— / RS

EDIT BOX

= Locate Company Name In Alphabetical List
= QOpen Edit Box To Finish Setting Up The Corporation

Grasp Data Settings Instructions Page 5 — Continues on Page 6
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¥oddy Branding

etings

efine Sorts

Wecount Setup Use Goup Code or manually acki Accounts from Omp-Cown s,

<Ll &L | <« | <

Madify Branding

Headerlogo ) |

«) GRASP Data

Reportlogo) |

Background Graphic

Browse.. 1 Mo file zelected.

Report Logo Browsze.. | Mo file zelected.

Header Loge

Lpload |

| pload 1 Fezet

Reset |

“Mote: The report loge must be a JPEG image.

Header Background Mo file zelected.

Broweze.. Lplaad |

Reszet |

Stile Sheet Mo file zelected.

Browsze.. Lpload |

Rezet |

Download Stele Sheet Template |

o Agency Branding
= Provided By Client
=  Preferred Type And Size: 300 DPI jpeg
= Branding Can Be Modified By Uploading New Logo

= Can Provide Client Reports To Client With Their Own Logo

= Available For All Clients Per Set-Up

o Browse
= Locate Logo File On Computer
o Upload

o Save At Bottom Of Page

Grasp Data Settings Instructions Page 6 — Continues on Page 7
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Grasp Data Settings Instructions Page 7

%+ Settings

Settings

I7 Show Data Cafe [accessible via the top main menu].

F Show option to allow woids in Data Cafe » Data Inguiry page.

I_ Enable ‘Where fre My Travelers webpage for ALL corporate users?
I_ Enable Trawvel GRAY

I_ Enable Report Builder?

o Settings Options Selected Per Client Set-Up
o Can Be Added Or Removed At Any Time
o Easy To Use — Click Box Selection

«» Define Sorts

>

pefire Sorts

fotts are used for providing addiional information on reposts (for example. a coporate department). Any reports that uiize sorts will show the information you dafine belom

e configuration fiekds below represent the following:

Foort Goel i i the name of your custom data and wll appear on reports. For example, “Depament, ‘Cost Center” etc.
UDID Humber [Mis rumber represents the UDID (TRAMEYComment Line (Globahiare)Free Fom Fiekd (TravCOM)1o use as 2 san field
[Start Position [his represents where 1o the custom fiekd. San a1, pot 0. This field works in CORMRGION wth the “Length’ field.

lLength [This represents the total amount of data to extract from the custom field. This field works in conjunction with the “Stan Position™ field, For example, say you define UDID 39 a5 3 custom field and &5 value consists of “abodefg™. If you define “Start Fosition™ = 2 and “Langth™ = 3, the.
engt fiata extracted wil be "bed.

[Dalimiter

Chacacterts) [This represants the charactan(z) to use to break up the data in 3 custom fiskd. This is an OPTIONAL field.

[Delimiter Position  [This represents the position in the data pieces 10 use as the custom field. R works in conjunction with the “Delimiter Character(sY' fiekd. This is an OPTIONAL field

fiow to dafive the custom field to use:

® To define 3 0t for 3 UDID/Comment Line/Free Form Field, set the "UDID™ fied to the comest UDIDVComment Line/Free Form Fisld number.
® T define 3 5ot for Client Remacks, et the “UDID" fiekd ta 0.

® To define an acoount name 35 3 sort, et "UDID" fiekd to 999,

® o dafine 3 dapartment ser, leave the “UDID" fiald empty.

® To dafine 3 Givision sort (TrawCOM only). st “UDID"to -1

® T define 3 purohase order sort (TravCOM only], set “UDID 162

sort1 Label [ uoiD Il.mlnr[_ Stan Position [_ Length [_ Dalimiter uwm-(s)[_ Deimitar Position I_
Sort 2 Label | DD ke[ stan fostion | Lengh[ Belimter Characterts) | [
Sort & Label | o bk [ s Posion| Leogh[ Dalimiter Crarseters)| Dt Posion |
sort 4 Latel | uoin M.umr,_ Stan Posttion ,_ Length ,_ Delimter Characters) i_ Delimter Position l_
Sort 5 Label | oD e[ s Posion | Lengn[ Delimtar Charseters) | Dt Posion |
Sort 6 Lavel | oI Namber| San Posion| ngh[ Belimier Charscteris)| Deimeer Posioon |
Sort 7 Label | oD fmber[ o Poson | Lengh[ Delimter Charmaters) | Ot Pasiton |
sort 8 Lavel | o mber [ s poswon| vagn|[ Detimter Craseters) | Deimte Posiion |
Sort 8 Label | UOID tmber[ soan postion [ g [ Delimiter ledu(:]i_ Deimiter Position l_
Sort 10 Label | oD tmbar[ s postion [ wngh[ Daimter Charsetars)[ Dsimiter Poson |
HQ

o Sorts Are Used To Provide Additional Information On Reports

o Sorts Option Selected Per Client Set-Up

o Can Be Added Or Removed At Any Time

o Information Added On This Tab Would Be Updated On The Reports During The

Next Sync
o Report Names That Include “By” Or “With” Sort # Would Use The Corporation

Sort Set-Up
= Part 1 - Definition Of Fields And Suggestions On Use

Grasp Data Settings Instructions Page 7 — Continues on Page 8
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Grasp Data Settings Instructions Page 8

=  Part 2—How To Define Custom Fields Such As:

UDID’s

Client Remarks
Account Name
Department
Division
Purchase Order
= Part 3-Sort Set-Up

O O O O O O

o Up To 10 Sorts Available Per Client

o Each Client Set-Up Unique
= Sort Label

o Label That Appears On Reports

=  UDID Number

o Define Per Instructions in Part 2

=  Start Position

o Always Equal To “1”

= length

o Maximum Length of Field

= Delimiter Character

o Character Used To Separate Fields Information

= Delimiter Position

o Position In Fields Where Information Starts

o Save

Example:

If Using Client Remarks And The Fields Appears In Back Office:

1523-Non Air-John Smith

Sort 1 Label = “Employee Number”
UDID Number = “0”
Start Position = “1”
Length = “4”
Delimiter Character =
Delimiter Position = “1”

" ou

ASANENENENEN

Sort 2 Label = “Booking Type”
UDID Number = “0”
Start Position = “1”
Length = “15”
Delimiter Character =
Delimiter Positions = “2”

" u

ANENENENENEN

Sort 3 Label = “Employee Name”
UDID Number = “0”
Start Position = “1”
Length = “20”
Delimiter Character =
Delimiter Position = “3”

" u

SRR NENENRN

Grasp Data Settings Instructions Page 8 — Continues on Page 9




Grasp Data Settings Instructions Page 9

coount Setyp Use Gmap Code or sameally add Accowsds BFos Crop-Cowe st

——)
Group Code: |'.-1-.'E|C ALL

If a group code is added abowe, wou are not required to manually add accounts.
Aoy new accounts added to 3 group will be added below automatically with the data sync.

Find Becount: | d

Enter account name or interface |0 for specific account(s). Leawe blank to retum all account

Add Aecournt: | Plzaze zearch abowe for an account. j +

5 | ABC Company 10433 [DB001) “INACTIVE®
AEC Company 18625 [02001] *INACTIVE®

+*» Account Set-Up By Group Code

o Group Code
= Enter Group Code Used In Back Office
=  Click Blue Disk To Save

o Account Names
=  Automatically Entered On Next Sync
= Hit Green Plus Sign
= Saves Time In Account Name Loading

Account Setp Use Gmup Code or sanually aoo' Accowds Gos Omp-Chwn st

Group Code: | ;‘

If 3 group code is added abowe, you are not required to manually add accounts.
Aoy new aceounts added to a group will be added below automatically with the data syne.

:‘.-‘ Find Becount: |

Entar account name or interface |0 for specific account(s). Leawve blank to retum all accounts.

Add Account: | Pleaze search abowe for an account. | - + <
ABC Company 1 [Missing |D] *IHACTIWE® -
ABC Company 12 [006003) * INACTIWE®
ABC Company 174 [ *INACTIWVE®

ABC Company 175 [ * INSCTIWE®

ABC Company 176 [ * INSCTIWE®

ABC Company 177 [ *INSCTIWE®

ARG Company 178 [008001)

ABC Company 179 [ *INACTIWE®

ABC Company 180 [Q07003) *INACTME?

ABC Company 181 [007001) ﬂ X

< Account Set-Up By Group Without Group Code

o Find Account
=  Type In Account Name
= Hit Green Arrow

o Add Account
= Highlight Account Name From Drop Down Box
= Hit Green Plus Sign
= Repeat Until All Accounts Appear In White Box

Grasp Data Settings Instructions Page 9 — Continues on Page 10
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Grasp Data Settings Instructions Page 10

Example:

v' Company Jackhammer has 3 Branches — High, Low, and Middle
v'  Company Set-up Name Jackhammer — High
v" Account Set-Up: JH High
v' Company Set-up Name Jackhammer — Low
v" Account Set-Up: JH Low
v'  Company Set-up Name Jackhammer — Medium
v" Account Set-Up: JH Medium
v' Company Set-up Name Jackhammer Combined

v" Account Set-Up: JH High AND JH Low AND JH Medium
v

fooownt Setuep Use Gmep Code or manvally aod' Accousdts Goar Cop-Cows Nist

Group Code: I ;‘

If a group code iz added abowe, you are not required to manually add accourts.

Aoy new accounts added to @ group will be added below automatically with the data syne.

23 Find .ﬂccnunt:lal:.c @

Eniter account name or interface |0 for specific account(s). Leawve blank to retum all accounts

= »#dd fecourt: | ABC Company 1 (Missing I0) "INACTIVE" | @

ABC Company 15012 [000853:2) ;I

+* Individual Account Set-Up
o Find Account
= Type In Account Name
= Hit Green Arrow
o Add Account
= Highlight Account Name From Drop Down Box
= Hit Green Plus Sign

Grasp Data Settings Instructions Page 10 — Continues on Page 11
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My Profile

Edit Agency

Edit Corporations

Edit Users
Show Help
Logout

o A User

+ Edit Users
o Restriction Of Data Access Per User
o Restriction Of Reporting Access Per User
o Use For Internal Employees
o Use For Agency User Logins

Add User

Corporation I Mane j

First Mame I Last Marne I

Lagin I Fazzward I

L) I
Flne I Fdi e HI.I

Sl | User ipe & |Jser O Admin

Currency I Mo Currency Conversion j

I_ Ernail user login information?

o Select Corporation That User Will Have Access To
If User Will Have Access To All Corporation — selection “None”
o Enter First Name
Enter Last Name
o Login = Email Address

O

***Note Email Address Can Be Used Only Once In The System

Grasp Data Settings Instructions Page 11 — Continues on Page 12
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Grasp Data Settings Instructions Page 12

o Password = 8 Character Field
If User Is Loaded By Grasp Support = password1l
o Email Address = Same As Login
o User Type =
User = User Can Read And Use Options Selected By Administrator
Admin = Admin Can Set-Up Users, Set-Up Corporations, Update Information
o Email User Login Information?
= This Will Send The User An Email With The Following Information:
o URLTo login On
o Login Information
o Password
o No Need For Separate Email To User
o One Step Process
o Save
UselD Firsk Nt Ladt Mg Corporation Rele Uption
106 Melinds Budy Ay Adi --__-"T b
o Locate User Name In Alphabetical List
o Open Edit Box To Finish Setting Up The User
F= Eody Melinda igency Admin I
stileuyy fithoma paclnds
Login melinda @rasptech com Password W

I'hmeI mml
Bl Imehnda@grasnleclnc fWW!INo Currengy Conwersion 'I

Repart Packages | —Al Reports— 'l
o reports to assign

—_— A0
heport Assigamant Y
Fattings
o Update Password

=  Password = 8 Character Field

= (Click Save Disk
305 Eudy Melinda Agency Admin v
Repore A ssignment A

\uim.ur;w;

___ELC_SavingsLoss
AbA

_AirVendor

_TestReport

< 1 endor

1-4IR

AAA

A Agent Detail Pivot

A Agent Summary Pivot =

X

o Report Assignment
= Select Report Package (See Reporting Tab Instructions)
= (Click Double Arrows To right

Grasp Data Settings Instructions Page 12 — Continues on Page 13
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Setlings

[ Enable Where Are by Trawvelers?

AQ

o Settings
=  Admin — Access Automatic Set-Up For Where Are My Travelers
=  User —Selection Box Under Settings per User For Where Are My
Travelers

o Resend User Login
=  Admin Login Needed
= Do Not Have To Reset Password
= Click on Envelope
= System Automatically Send Email To User With URL, Login And Password
Information.

My Profile
Edit Agency
Edit Corporations

Edit Users

Show Help

Logout

+» Show Help / Hide Help
o My Profile Tab
= This Page Allows You To Update Your Contact and Login Information
o Edit Agency Tab
= This Page Allows You To Update Your Agency’s General Information,
Contact Information and Branding
o Edit Corporations Tab
= This Page Allows You To Add, Edit And Delete A Corporation. You Can
Edit A Corporations’ Contact and Address Information, Branding, Sorts
And Account Set Up By Clicking on the Edit Icon. You Can Delete A
Corporation by Clicking on the “X” Icon. To Add A New Corporation,
Click On The Add Corporation Icon
o Edit Users
o This Page Allows You To Add, Edit, And Delete A User. To Edit A User’s
Personal Information, Contact Information And Report Assignment Click
On The Edit Icon. To Delete A User, Click On The “X” Icon. To Email A
User Their Login Information, Click On The Envelope Icon. To Add A New
User, Click On The Add User Icon Link
Review Questions Continues on Page 14
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Grasp Data Settings Review Questions Page 14

During implementation of Grasp Data, is it possible to have your client list loaded into
the Edit Corporation tab?

o YES

o NO

When setting up a corporation, can you limit access to different tabs in the software?
o VYES
o NO

If the corporation askes for their own logo on the report, can you do this?
o YES
o NO

If yes to the question above, where would you go to add the logo?
(@]
(@]
O

How many total sort fields are available per corporation?
O

Your user login and are the same?

If you forget your password you need to contact who?
(@]

If you embed the URL, where would this be located?
(@)

What is the preferred Logo size?
(@]

Who do you contact for help ?
o support@grasptech.com

Grasp Data Settings Review Questions Page 14




