rviericaN] GLOBAL
EXERESS CORPORATE PAYMENTS

American Express
@ Work Reporting

User Guide

This guide provides an overview of @ Work Reporting,
the self-service reporting platform for clients of
American Express Global Commercial Payments.
This guide covers navigation of the tool and the setup
process for Standard and Customized reports. For
information about the Standard and Customized
formats, as well as the specific report templates we
offer, please refer to the @ Work Reporting Guide,
which can be found under Reporting Help on the

@ Work Reporting home page.

For more detailed instructions we offer a concise,
self-guided training module as well as live instructor-
led online training sessions. Information can be found
by visiting Reporting Help on the @ Work Reporting
home page.
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Getting Started

@ Work Reporting gives you the power and flexibility to turn information into
actionable insights that work for you. When you have a comprehensive picture of
your spending, you can create real impacts for your business.

LOG ON: Access American Express @ Work by visiting the American Express
Home Page at www.americanexpress.com and select the @ Work Reporting link.

55 Unitd States (Change Country)

% L MYACCOUNT ) CARDS Y TRAVEL @ REWARDS Mg BUSINESS B M o)

l American Express @ Work v ’

Il Presenting the
] Remember s Blue Cash Everyday* Card
Forgot User ID or Pasaword? W|th NO Annual Fee

Create New Online Account
Vieit Our Security Center Cash Back on Purchases. Backed by the service

and security of American Express.

1

0o

#1] United States (Change Country) |kl

l‘g& L MYACCOUNT 5 CARDS JY TRAVEL () REWARDS Mg BUSINESS = AR o
@ Work Home Reporting Program Tools Resources & Help USA v

Phil Garcia

Search @ Work v Q

advanced search | status tracking
FILTERS  MCA  REXPORT INC | 3499-900000-11001 ' CC v

Spend Analysis OUTSTANDING BALANCE

Payment Status 1 88’22035

Make a Payment
Recent Payments

& Credits Current Statement Balance Recent Charges 349 26K

$1.36K  $140.32K

Program Management Reporting Rewards
APPLICATIONS STATUS TRACKING @ Work Reporting Leam More About Corporate
e Membership Rewards
6&re 1 application(s Search Status Tracking Business Travel Reporting
L " 4 View all Savings at Work
Status Tracking Overview and Program offers
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http://www.americanexpress.com

Basic Navigation

The @ Work Reporting tool has an easy to use layout and a convenient left-hand navigation menu.

VIEW REPORTS The Session Timer
Available: All reports tells you how many
available for viewing. minutes remain in

your current session.
To refresh this timer
perform any action on
Deactivated: A list of the current page.
schedules and related
reports that have been
deactivated.

Upcoming: A complete list
of your scheduled reports.

Search for an item
in the selected page.

—> AVAILABLE REPORTS

AVAILABLE REPORTS

Search Reports

UPCOMING Sort: A-Z | Date

DEACTIVATED

MOST POPULAR

ALL

» SAVED

BUILD REPORTS

Most Popular: A list of the most commonly used
report templates to support your programs.

All: The entire list of report templates available
for your use. (Additional reports may be enabled
depending on your particular program.)

Saved: Your personally saved Customized report
templates.
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The Reporting Help link provides you
with help and best practice documents.

Set Preferences for your @ Work
Reporting experience such as your time
zone, language, default currency, and
email notifications.

Toggle the display of Alert Messages
on this screen, notifying you of any
system issues, scheduled upgrades, or
maintenance.

)

% o Reporting Help

G Set Preferences

o Mo Current Alerts

File types Delete Selected

Filter the items in the selected
view using helpful options.
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View Reports: Available Reports

The Available Reports section allows you to view, open, and manage your previously run reports.

Visual thumbnails Sort the reports Click the arrow next to
depict the Type of in the selected the report name to reveal
report (i.e. Airplane view alphabetically setup information and
for Airline Reports). or by date. previous iterations of the

same report.

AVAILABLE REPORTS

Search Reports All Reports - All Categories ¥ BAll Types v

Sort: A-Z | Date File types Delete Selected
Cardmember Listing w
_‘ @ Posted: 1/16/16 / 09:16 AM EST il | options v | [
] —

Industry Spending 0172016 &

Company Level.3
/\ Fosted: 1/15/16 / 01

XLS PDF

Description: Analyze spending by reviewing total spend by industry fof selected
period to support budgeting, program management, and|compliance
activities.
Current Setup Information
Reporting Group: MN-REXPORT WW (1114567 )
Company Level; 340G 11001
ersion: GR 001
Frequency: Monthly
The number on the Click on the icons to
thumbnail represents open/download your report.
how many reports The Icons depict the type of
are in the grouping. report and its format.
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View Reports: Options

Expand the Options button next to each report to reveal actions that are available
for that report and schedule.

AVAILABLE REPORTS

Search Reports Al Reports ¥ B &l Categories ¥ B Al Types v

Sort: A-Z | Date File types Delete Selected
Cardmember Listing » \
_‘ @ Posted: 1716716 / 09:16 AM EST yrmy| | options v | [
= i Customize
Delete Report
Export
Industry Spending 01/2016 & I
h Company Level:349990000011001 | Options v | @
Posted: 171516 / O1:55 AM EST XLS POF —_—ed 1
Customize
Deactivate Schedule
Description: Analyze spending by reviewing total spend by industry for selectet| Delete Report
period to support budgeting. program management, and compliagr| Delete All Reports
activities. Delete Schedule
Maodify Setup
Current Setup Information Rename Schedule
Reporting Group:  MN-REXPORT WW (1114567) \ Rerun j
Company Level: 3499 11001
Version: GR
Frequency: Monthly
OPTIONS — CUSTOMIZED REPORTS OPTIONS — STANDARD REPORTS
Customize: Takes you to the Customized Customize: Takes you to the related Customized
setup screen. setup screen with the hierarchy preselected.
Delete Report: Deletes a specific report. Deactivate Schedule: Will no longer run
Export: Takes you to Export screen with automatically, moves to Deactivated page.
options for Excel, PDF, CSV, HTML, and Delete Report: Deletes a specific report.
plain text.

Delete All Reports: Deletes all reports in a group.
Delete Schedule: Deletes schedule, but not report.

Modify Setup: Takes you to Standard setup screen
(or Customized schedule screen).

Rename Schedule: Quickly rename the schedule.

Rerun: Request reruns of previous months (up to
13 months).
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View Reports: Upcoming Schedules

The Upcoming section displays a listing of all scheduled reports.

View the report title and Use the Options button to manage
use the arrow to reveal your schedule settings, request reruns,
more information. or deactivate/delete the schedule.

UPCOMING

Search Reports ( All Categories ¥ RAl Types ¥

CARDMEMBER ACTIVITY w X
_& Reporting Group:REXPORT INC Options v
| Customize
Deactivate Schedule
Delete Schedule
CARDMEMBER LISTING v E::;mieéz:a s
-& Reporting Group:REXPORT INC Rerun
i il :
= eAccount Review . v _
v i orting Group: ptions v
1 Reporting G REXPORT INC Opti
ks £ 2 '
Program Management Dashboard - &
Y Reporting Group:REXPORT INC opiS. %
ke £ 3| Version: GRDOOI-026

Description: Wiew your program with this insightful and interactive dashboard.
This portable document provides you dynamic controls to easily
analyze and share your data quickly. One or more programs can be
included, and simple filters allow you to filter by region, market. and
product.

Setup Information

Reporting Group:  REXPORT INC
Company Level: 1234567
Version: GRDOO1-026
Frequency: Monthhy
Schedule Status:  Active

View current
Setup Information.
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View Reports: Deactivated Schedules

The Deactivated section displays any report schedules that have been deactivated. Deactivation of a
schedule means the report will no longer be generated automatically at the scheduled frequency.

Any reports that were generated before the schedule was deactivated will still be available via the
corresponding File Type icon. Reports that have not been viewed or downloaded in a 120-day period are
automatically deactivated.

The Options menu allows you to
reactivate or fully delete report
schedules, as well as delete individual
reports that ran under those schedules.

DEACTIVATED

Search Reports All Types v

Sort: A-Z | Date File types Delete Selected

Organizational Summary - US Employees 102015 w

Cormpany Level:349990000011001
XLS PDF

Posted: 10/25/15 - 01:55 AMEST
Version: GRO200-002 REXPORT INC

Options v

Activate Schedule
Delete Report
Delete All Reports

Cardmember Listing - US Employees 09/2015 w Delete Schedule
Company Level:349990000011001 Options ¥
Posted: 09/24/15 - 0155 AM EST XLS POF

Version: GR2005-001REXPORT INC

Hotel Activity - CA Employees w
Company Level:349990000011001 Options v
Version: GRO400-001 REXPQORT INC

Car Activity - CAEmployees w
Company Level:349950000011001 Options v
Version: GRO500-002 REXPORT INC

1 B E,
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Build Reports: Most Popular

The Most Popular section displays a list of our most frequently used and most recommended reports,
including the latest Dashboard reports.

MOST POPULAR

Search Templates

I

View Sample

I

View Sample

I

View Sample

I

View Sample

I

View Sample

Y

View Sample

s

View Sample

Cardmember Activity v
Manage Cards by using this transaction-level detail report for reconciliation and
audit purposes.

Cardmember Delinquency v
Monitor past due Card Accounts to manage delinquency fees and identify
Cardmembers that are frequently past due.

Cardmember Delinquency Interim v

Manage Cards by monitoring spend and payment activity between billing
statements. This assists corporations with receivables management and
monitoring potentially high risk accounts.

Cardmember Listing v
View details of all your Card Accounts to assist with management of your
program

Cardmember Spending Analysis w
View key spend insights about your Cardmembers followed by a summary of
spend for each Cardmember broken out by popular spend categories.

Compliance Management Dashboard v

Monitor compliance with this insightful and interactive dashboard. This
portable document provides you dynamic controls to easily analyze and share
your data quickly. One or more programs can be included. and simple filters
allow you to filter by region, market, and product.

eAccount Review v

View a complete analysis of your program including key metrics and meaningful
insights into your spend. Only available for the following markets (in local
language): Australia, Canada. France, GDC. Germany, Italy. Mexico.
Netherlands. Spain, Sweden, UK, and USA.

Start

Start

Start

Start

Start

Start

Start
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Build Reports: All

This view displays all the reports that apply to your organization's program with American Express.
Refer to the Report Guide under Reporting Help for details about all of our reports.

Click on the Click the Start button to begin the report
report name for setup process (for reports that are
information about available in both Standard and Customized
available formats. formats, you will be prompted to choose
your format on the screen that follows).

All Categories ¥ BAIl Types v

Search Templates

Accpunt Remittance v
% View a summary of Cardmember account balances. and utilize this report to
= assigt with submitting remittances (payments). RECOMMENDATION: Set this
repdrt up at a Basic Control Account level when using it as a remittance.

View Sample

Airline Activity 4
W Analyze airline spend to support budgeting, compliance, and supplier Start

negqtiation activities

View Sample

Standard formats available:

PDF: The PDF version is print ready and includes a useful visual summary

POF

Excel: The Excel version provides flexibility to filter and sort your data.
XLS

This report can be setup to run: Monthly.
Customized format available:

E The Customized version of this report can be ran as is or customized to meet

your needs. It provides a custom date selection. flexible filters, immediate
results, save and schedule options, and the ability to export the report into
multiple formats such as Excel and PDF.

WEB

Find more information and
screenshots of the available
formats via the View Sample link.
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Report Builder:
Create a Standard Report

Once you have chosen to run a Standard report, follow the onscreen steps to set up the report to
run automatically. Keep in mind that Standard reports will not run immediately; timing is based on
the Frequency of the report as well as your program’s billing cycle. For example, monthly reports
run every month after your program’s cycle ends. Once a report has run it will be posted to your
Available Reports list and you will receive a notification.

1 UsetheFilter 2 Select the desired Hierarchy 3 Your To save this

1 whensearching or hierarchies and click the selection hierarchy selection
for specific types right arrow icon to move your will appear for future reports,
of program selection to the right side of here. click the Save as
hierarchies. the screen. Default button.

> Cleate a Standard Report

Seledt Hierarchy —  Additional Options Run Report
Ll
Reporting Group. MN-REXPORT

]

Idase search and select accounts to be included in this |

Seprch: [ Search for CIDs or Control Accounts by Name| or Number hiq
Card Hierarchy Selected accounts in list:
Filter (?) < : :
+ CC USA, 037123456 REXPORT INC Client Organization

Erodeet + CPC USA, 0371123456 REXPORT INC 037123456 REXPORT INC
- Corporate Card (1)
- Purchasing Card (2)

Geography >
~NORTH AMERICA (1) <

Cancel || <« Previous

Click Next

to continue
with the setup
process.
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R

eport Builder:

Create a Standard Report (continued)

Set the Frequency of the report in the bill date
section. In this example, Monthly is the only
option, however some Standard reports let
you choose between monthly, quarterly, etc.

EZ Cieate a Standard Report
Seledt Hierarchy Additional Options —  Run Report
Lha),
Frequency:
Bill Date
The report will automatically run each month after all the data is available
(@ Monthly following the close of the bill cycle. If there are multiple bill cycles within the

selected hierarchy, the report will run after the last bill cycle has closed. The
report will be delivered to your Report List once it's available.

12 AMERICAN EXPRESS @ WORK REPORTING USER GUIDE

7 Additional Options allow you to rename your
report, set currency, language, format, and

Additional Options:

Name Your Report:

more. Recommendation: Update the name
of your report for easier identification when it
appears on the Available Reports page.

Airline Activity CC USA

Report Currency. USD / 840 / UNITED STATES DOLLAR v | ()
Report Language [English (uS) V]
Card Number Masking: [Unmasked v]e
Financial Format | 1-$123,456.00 (e.g., UK, US, CAD EN) Vl ?)
Paper Size: |Leﬂer v| (U]
Fiscal Year Start Month: January ?)
Date Format |MM/DDIYYYY Vl ?

Run report immediately for last available period (usually

delivered in 24 hours).

Cancel | € Previous Run Report

Check this box to
request a report from
the previous available
billing period. All
subsequent reports
will be delivered to your
Report List after each
billing cycle.

Once you have
selected your
options, click
Run Report.
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Standard Report Results

Standard reports can be viewed in either PDF or Excel formats. The PDF format offers on-screen
insights highlighting and summarizing key data. The Excel format offers additional data elements.

. ‘

Cardmember Delinquency Y Report No.: 184980989)
REXPORT INC Report Date: March 01, 2016 Report Group: 48
Report Currency: USD Recipient No.: 413487

Page 10f 17

Delinquent Card Members by Age (Days)
=le oo rele o]

1688 122 17 1 1 0 0 0 1829 302,626.68

Delinquent Balance by Age Top 10 - Outstanding Balances

ANGEL GARCIA MAROTO 16,942.34

Closing

Balance
TOTAL

Key Metrics

200000
KELLY WEST-COOK 14,057.03
200000
LISA BUDISCHAK 12,95357
! 160,000 KELLY E MOORE 12,784.43
g - SANDRA A INGHAM 1247787
STEPHEN P ADAMS 918688
s0000 |
WALTER $ JACKSON 845061
40000 | ﬁ KATHLEEN OWENS 813420
ol =y i : i LISA MATYSIEWICZ 763,02
© T T w e
Ao Day) WILLIAM R VAUGHN 693899
c ) 3 3 7 H I " KoL oM

PDF Version

Report name, month, currency and
other report-specific details.

Summary level data highlighting
key insights.

Note: The first page of the PDF provides
key insights and the following pages provide
details.

Use the PDF version to gain insight into your
program, print this version for a portable
summary of key metrics.

Excel Version

i SuuARY

15 (210+ DAYS DELIVQUENT o

(461 120 0avs peLmoueNT o

17 150 DAYS DELNQUENT o
1

18 120 DAYS DELNQUENT

Report name, report month,
Reporting Group and other
report-specific details.

19 /90 DAYS DELNQUENT 1

20 60 DAYS DELNQUENT 7w
21|30 DaYS DELNQUENT. 2
22 |currenT

Product Type. ‘Account Type Full Name Card Member Acct. No. Guaranteed EmployeelD CostCenter Card  Last Charges/ Payments
Member Month  Other
Status  Closing _Debits _ Credits

Closing| Current

A summary of the report.

Day60 Day90

Use the Excel version to

2 X E . Y |
27| orponaTe- GECIVE lor b cFFRoST  —[ssratiaiiaimis T P L B TP PP e manipulate, sort and analyze
28 | CORPORATE - EXECUTVE BASIC CARD MEMBER  HUGH ALLYN '31580-609901-95830 2165211 E)stsvuz ACTVE 480019 163611 000 643630 163611 480019 000 000
29 corvorate sasccarpeupe  CHRISTOPHER WATRO|30880-000000-00000 U2 o cavceus 1525 w55 om e s mem v oo data
30 | CORPORATE BASIC CARDMEMBER  JAY M CARY '3700-000000-00002  NO 5148621 'as7oT722  ACTVE 22716 200894 (138.84) 200726 200894 88 000 000 N
31 CORPORATE BASIC CARDMEMBER  ERINN E NEWMAN 44852-496105-64750  NO 5452116 '04s707872  ACTVE 8519 175512 (348) 221683 175512 46171 000 000
'THEODORE A . » T
FzsanEE sz
= eAccount Review
Available in PDF or PowerPoint, this unique
AMERICAN EXPRESS-AMEX =3
Personalized Program Overview ke l Standard Report provides a summary of your

: i Industry Spending Analysis

12000000

y y

10000000

800000

60000 o .

Aptngn 29 028

2000000 amaes e e
i places where your card is

eAccol i o acceptedby ogginginto the

9 @ Work Commercial Card

Prepared ex
Resource Centerand

- navigating to Locate
% Spend by Ind| - Accepting Merchants'.

Top Five Industries by Spend (USD)

L icusn T oecirbis T oecis revie T —echanee 0 |

ARUINES 6,547,660 6315522 a% e

LODGING 3842010 5014623 % 3417816

RESTAURANT 2308,583 312928 8% 1,009,312

RETAL 3015678 2912310 % 12313

COMMUNICATION 29019 203857 1369473
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program including key metrics and meaningful
insights into your company’s spend.

» Multiple pages with data and insights tailored
to your program.

» Charts and graphs provide visual
representation of overall program spend.

» Key insights to help you make important,
informed decisions.
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Report Builder:
Create a Customized Report

Customized reports run immediately and provide useful filter and additional data element options. Your
results will be delivered to your browser where you can perform additional filtering and export to various
formats including PDF and Excel. You can also save your Customized report templates and set them to

run on a schedule if desired.

1 The breadcrumb Enter a program 3 Use the Select the desired hierarchy
L trail will show hierarchy name Filter when or hierarchies and click the
where you are in or number in the searching for right arrow icon to move
the setup process. Search field to find specific types your selection to the right
the desired hierarchy of program side of the screen. Hold the
for your report. hierarchies. shift or control keys to select

multiple items.

&7 Create a Customized Repurt

Select Hierarchy Additional O ptions Run Report
LA
Please search and select accounts to be includedrthis list [ ]
Search: | Search for CIDs or Control Aggelints by Name or Mumber hJ
Card Hierarchy Selected accounts in list:
<
Filter (? <
| £ +| CCUSA, 037999901 , REXPORT INC =| Client Crganization
Product + CPCUSA, 037999902 , REXPORT INC 037959901 - REXPORT INC
- Corporate Card (1)
- Purchasing Card (1)
Geography
- NORTH AMERICA (2)
_USA(2)

Your selection To save this Click Next

will appear here. hierarchy selection to continue
for future reports with the setup
click the Save As process.

Default button.
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Report Builder: Create a Customized
Report — Additional Options

8 Follow the 9
breadcrumb trail to

complete the steps
to build your report.
The Additional
Options step must
be filled out prior to
continuing.

Some custimized

reports provide
several views.
These views
may impact the
date, filters, and
additional data
options in the

selection process.

[E¥ Create a Customized Report

Choose the timeframe for your report. Depending
on the template, you may see several different
date options, including Bill Date, Charge Date, and
Business Process Date. You can select a custom
date range or choose a predefined date option. If
you plan to set your report to run on a schedule,
use a predefined date option. For example, if you
select a Bill Date = Previous Month, the report will
return data for any cycle(s) that closed during the
previous calendar month.

Select Hierarchy Additional Options —*  Filters Additional Data Run Repol
(Ilepnn Type: @ Summary @ Detail © Top )
Date
Bill Date Charge Date Business Process Date

Bill Date is the date your statement cycle closes. The selectiop# below pertain to when the bill cycle(s) closed and
not the dates of the transactions within that bill cycle, i.e. gfoosing Previous Month will return all transactions from
your billing cycle(s) that closed last month. Select from tjfe options below to run your report based on Bill Date.

Selection:

O predefined: Previous Month v

® Custom Range: | January, 2016 - 31 January, 2016 -

«< January, 2016

February, 2016

2 3 4 5
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29

Additional Options:

Name Your Report:

Hotel Activity USA

QUTE 8| cancel | «Previous \m

11
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We recommend that you
update the name of your
report for easier identification
when it appears on the
Available Reports page.

(e.g. Hotel Activity for
Western Division)

1

Click Next to further
customize your
report with Filters
and Additional Data
elements, or click
Run Report to use
the default selections.
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Report Builder: Create a
Customized Report - Filters

Filters are optional and allow you to narrow your results prior to running the report.

Use the Quick Filters Use the Clear All
for the most common Selections button to
filtering options. remove all selections in

this step and return to
the default selections.

[ Creale a Customized Report

Select Hiprarchy Additicnal Options FLteg —+ Additional Data Run Report
Clear All Selections
[ Quick Filters
Hotel Brand: ‘ Select one or more Hotel Brands (ex. HILTON GARDEN INN)... v ‘
Hotel Chain: [ select one or mare Hotel Chains (ex. HILTON HOTELS).. 2 Quick Filters
Product Type: ‘ Select one or mare popular Card Product Types... v ‘ ®  Top 25 Suppliers
Spend Amount: [ select an aption to display results over/under different amounts.. 2
Top Suppliers/Chains: Top 25 Suppliers K3
Select Top number of values to display... A
Top 10 Suppliers
Top 25 Suppliers
Top 50 Suppliers v
Advanced Filters
concel | eprevions | TN
Use the Advanced Filter selections Click Next to further
to choose more granular options. customize your report
Examples of popular choices are with Additional Data
provided in the Appendix at the end elements, or click
of this guide. Run Report to use the

default selections.
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Report Builder: Create a Customized
Report — Additional Data

Each Customized report template comes with default data elements (i.e. columns) pre-selected,
however you can add, remove, or reorder them as needed.

Use the check boxes The Data Display Order and Use the Clear All

to add or remove Calculation Display Order boxes Selections button to
elements from your show you the order the columns remove all selections.
reports. will appear on your report. Use the

arrows to the right of the boxes to
change your column order.

[E¥ Create a Customized Report

Select Hierarchy Additional Options Filters Additional Data —*  Run Report
lonal b
Collapse All | Expand All Clear All Selections
Select Data Elements: A
Data Display Order
Cardmember Address 2 H
Chain
Cardmember Details. ?i8 Brand =
Supplier Name
[ Account Type [] First Name. M Supplier Address
Supplier City
[ cardmember Acct. No. Full Name [] Middle Name Full Name it
Cardmember Acct. No. -
[] cost center [] Guaranteed Status [ ] Product Subcategory
Empl o Last N; Univ. ID
[ employee L] Last Name [ univ Hint: Double click to remove items.
Client-Defined Hierarchy Details el
Itinerary Details ?
Program Details ?
Supplier Details i
Transaction Details ?
Select Calculations:
Calculation Display Order
Calculations e
Net Billed Amount
D % of Net Billed Amount D Charge Amount No. of Charges No. of Charges =
[] @ of No. of Charges [] credit Amount [ No. of Credits — v
Cancel < Previous Run Report

Once you have
made your
selections, click
Run Report.
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Report Viewer:
View Your Customized Report Results

Report Results will be displayed in an on-screen Report Viewer. You can manipulate your results
on screen or export them to your computer.

Use the Navigation Bars to View your report results in an easy-to- Use the Change
perform simple tasks such read format. Click on column headers Report Selections
as: sort columns, display in to sort columns, right click on column button to re-prompt
graph view, and export your headers to reveal advanced functionality. your report and make
report. Hover over each icon Click on hyperlinked data elements to changes to your

to reveal tool tip text. drill further into your report data. report criteria.

Change Report Selections  Last update: 4/11/13 7:32:01 AM

B> DS SR3BDA
e

| Datarows: 18 | Data columns: 7

|Genesis Industry Metrics Net Billed Amount % of Net Billed Amount = Charge Amount No. of Charges = Avg. Charge Amount Credit Amount No. of Credits
Total 46,545,336.71 100.00% 47,268,351.86 136,088 347.34 (723,015.15) 2,510
RETAIL 40,616,870.20 87.26% 41,247,126.09 123,866 333.00 (630,255.89) 2,347
PROFESSIONAL & FIN SVCS 2,008,501.39 4.32% 2,034,032.29 3,417 595.27 (25,530.90) 39
COMMERCIAL SUPPLIER 1,962,625.30 4.22% 1,977,635.95 4,820 410.30 (15,010.65) 61
TRANSPORTATION 586,057.76 1.26% 589,988.99 737 800.53 (3,931.23) 15
LODGING 342,458.00 0.74% 370,829.30 72 5,150.41 (28,371.30) 6
AIRLINES 178,888.06 0.38% 190,680.65 296 644.19 (11,792.59) 15
OIL COMPANIES 172,077.31 0.37% 173,925.56 1,155 150.58 (1,848.25) 8
UTILITIES 164,230.36 0.35% 166,230.36 119 1,396.89 (2,000.00) 1
GOVERNMENT RELATED 130,681.73 0.28% 131,305.78 420 312.63 (624.05) 3
EDUCATION SERVICES 85,705.52 0.18% 87,696.87 79 1,110.09 (1,991.35) 2
HEALTH CARE SERVICES 78,010.45 0.17% 78,683.52 273 288.22 (673.07) 74
RESTAURANT 64,505.99 0.14% 64,505.99 137 470.85 0.00 0
AUTO RENTAL 51,767.55 0.11% 52,554.63 68 772.86 (787.08) 4
COMMUNICATION 47,668.79 0.10% 47,867.58 318 150.53 (198.79) 2
ENTERTAINMENT 31,684.00 0.07% 31,684.00 6 5,280.67 0.00 0
ALL OTHERS 20,015.80 0.04% 20,015.80 31 645.67 0.00 0
TRAVEL 3,588.50 0.01% 3,588.50 274 13.10 0.00 0
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Appendix; Understanding
the Prompts and Filters

FILTER STYLES

Many of the optional filters on the Filters tab of a report template require an item to be selected
prior to adding any filter values. Select the option from the Available box and use the arrows
between the boxes to select your choice.

Cardmember 2?8

Dl

Available: Selected:

Last Name Last Name ID Equals Smith

Full Name ¥
Cardmember Acct. No.
[¢]
< >
1-40f4

Example: Filtering by a Cardmember Account Number

1 Click Cardmember Acct. No. Click on Value link, enter
L from Available box, click on right value into box, click OK.
arrow to select it.

Cardmember

D)x)

Selected:
Cardmember Acct. No. ID1 Equals Value

Available:

Last Name

First Name

Full Name E S
% Cardmember Acct. No. = AN D Bl l@l{ﬂ
Enter value:
[123456-7654321 ]
< > [ OK ][_cancel |
1-40f4
Click on ID1 link, \l,
then select Selected:

DISPLAY_REPORT. e r—

D2
DESC1
DESC2
DISPLAY_REPORT

DISPLAY_BROWSE {}_")

19 AMERICAN EXPRESS @ WORK REPORTING USER GUIDE RETURN TO TABLE OF CONTENTS




Click on Equals Selected:
to change selection Cardmember Acct. No. ID1 Emials Value
logic (if needed).

Does not equal
Greater than

Greater than or equal to
Less than

Less than or equal to
Between

Not between
Contains

Does not contain
Begins with

Does not begin with
Ends with

Does not end with
Like

Not Like

Is Null

Is Not Null

In

Not In

Some filters require you to select the specific value(s) you're seeking. Expand the selections using
the +. Once you have made your selection use the arrows between the boxes to select your choice.

Industry
Search for:

| |8 )7 match case
Available: Selected:
) Genesis Industry
EI McC

¥l MCC Group

[ MCC No.

i sic

- SIC Division
[ SIC No.
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COMMON FILTER COMBINATIONS

FILTER BY FILTER NAME FIELD TYPE LOGIC VALUE
What to filter on Filter name Field may have Logic that you Value that you
on Filters tab different field types want to use want to filter on
to designate
numbers vs. text
Cardmember Name Cardmember ID Equals SMITH
Select: Last Name
Cardmember Number Cardmember DISPLAY REPORT Equals 3899-123456-12345
Select: Cardmember Acct.#
Supplier Name Supplier ID Contains UBER
Select: Supplier Name Begins with STARBUCKS
Like *WAL*MART*
Supplier Number Supplier 1D Equals 123456
Select: Supplier No.
Supplier Numbers Supplier ID In List 123456,123789,123909
Select: Supplier No.
Supplier Chain Supplier DESC Contains UBER
Select: Chain Begins with STARBUCKS
Like *WAL*MART*
Cost Center Cost Center ID Equals 20483
Select: Cost Center
Employee ID Employee ID 1D Equals 382593
Select: Employee ID
Charges greater than $1000  Amount Greater than 1000

Select: Debit Amount

Match:
3 All selections

® Any selection
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Tip: When selecting multiple
values on a single filter, always
select the “Any selection” radio
button option if it appears. This will
ensure the correct logic is applied.
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