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CCRS® — Quick Start Guide | Introduction

Introduction

The Citibank Custom Reporting System (CCRS) is a comprehensive online tool that captures and manages information related to your card
transactions, from line-item details to consolidated transaction data and everything in between.

CCRS provides the information you need to:

* negotiate with vendors;
* analyse business expenses;
* ensure compliance with organizational policies.

Comprehensive Data — Flexible Delivery
You can create dynamic queries and download data into spreadsheet, database or word processing formats. CCRS provides you with:

¢ online access to over 650 data elements;

* the ability to save customization for faster report setup;

* email notification so you can retrieve reports at your convenience;
* the ability to schedule reports to run when you need them.

Web-browser Compatibility
The following web-browser options may be used to access CCRS:

* Microsoft Internet Explorer 7.x, 8.x, 9.x, 10.x;
o Firefox 14.x — 19.x

» Google Chrome 20.x — 25.x;

o Safari 5.x, 6.x.

Update Frequency

CCRS is updated with the most recent account and transaction data beginning midnight Eastern Standard Time, Monday — Friday. The update can
take up to 12 hours to complete.
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Basic Navigation

Home Screen

After you log in to CCRS, the Home screen displays. The Home screen displays summary sections with shortcuts to the most commonly used

folders and reports. From this screen, you can navigate directly to where the report is stored.

Screen Step/Action

S | _CREATE REPORT | MY SUBSCRI ISTORY LIST | PREFERENCES

»

Help Desk
Help Desi; users can change ther Gurrent security fiter to assist 1 froubleshootng.

o
SBC3  curent security Fiter: ITERNATIONAL (change)

[smeaneponsAl) —— ]

- ‘\X EaAsia Shared Reports Eac Internal Folder

EaCyde Based Subscription (EaDbyte QA
1\ E2EMEA Shared Reports
EaGovernment Standard Reports

(aGlobal Shared Reports
[~ Shared R
- \‘g

(EaLoadrunner
‘This folder s empty.
History List e

|\ 7T Account Activity Text File - CD 100T

@

My Subscriptions O
You 0o ot have any subsTotons.

o

Home Screen

Home Screen

1

Shared Reports — contains folders that store
standard report templates. These templates can
be used by anyone with access to the Shared
Reports folder.

My Reports — contains report templates
created by you for your specific reporting needs.
Templates in this folder cannot be viewed or
used by anyone other than you.

History List — contains reports that have been
run and saved for future viewing. Reports in the
History List contain data from the point in time
at which the report was run. The History List can
store up to 50 reports for up to 180 days.

My Subscriptions — contains subscriptions of
reports which you have registered to run
automatically and at a selected frequency.
Subscribed reports that you have registered are
kept in the History List. If you

choose to, you can elect to receive email
notifications when the report is ready to be
viewed. You can identify a subscribed report when
the word “Archived” displays in brackets next to
the report name.

Update Frequency — CCRS is updated with the
most recent account and transaction data
beginning midnight Eastern Standard Time,
Monday—Friday. The update can

take up to 12 hours to complete. The Last Post
Date is the day all transactions were posted to
CCRS. If the Last Post Date does not display on the
Home screen, it can be viewed on the User
Entitlements screen. The Load Last Updated Date
is the day the last data load was completed.
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Navigation Tabs and Buttons

From any screen in CCRS, there are navigational tabs, buttons and links displayed at the top of the screen that allow you to access report
templates, saved reports, your subscriptions and History List. You can also create a report and access your preferences and User entitlements.

Screen Step/Action

Navigational Tabs

Citibank® Custom Reporting System Citigroup.com . i
1. Home — displays summary sections for Shared

Contactus Help Logout Reports, My Reports, History List and My

LS
“Itl ‘ ‘ . . . ‘ .Wekome Katherine Georgenson. Subscriptions.

Citibank Commercial Cards Reporting System > Shared Reports f

2. Shared Reports — contains folders that store
standard report templates. These templates can
be used by anyone with access to the Shared
Reports folder.

Navigation Tabs and Buttons

3. My Reports — contains report templates
created by you for your specific reporting needs.
Templates in this folder cannot be viewed or
used by anyone other than you.

4. Create Reports — contains report wizards for
creating ad-hoc reports. An ad-hoc report is a
report built from scratch.

5. My Subscriptions — contains subscriptions of
reports which you have registered to run
automatically and at a selected frequency.
Subscribed reports that you have registered are
kept in the History List. You will receive email
notifications when the report is ready to be
viewed. You can identify a subscribed report when
the word “Archived” displays in brackets next to
the report name.

6. History List — contains reports that have been run
and saved for future viewing. Reports in the History
List contain data from the point in time at which
the report was run. The History List can store up to
50 reports for up to 180 days.

7. Preferences — contains user preference options.
Preferences allow you to set a new home page,
manage export options and manage how your
report displays with grid and graph options.

8. User Entitlements — displays your region,
hierarchy of accounts to which you have access,
and the last post date. You can view accounts in
the hierarchies displayed as well as hierarchies in
sub-units that fall below the displayed hierarchies.
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Screen Step/Action

Citibank® Custom Reporting System Citigroup.com

2 0O
Contactus Help Logout

Welcome Katherine Georgenson.

MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS |

f®t €« Citibank Commercial Cards Reporting System > Shared Reports - A o

Navigation Tabs and Buttons

Links

9. Contact Us — provides a list of contact numbers
that can be used when you require technical
assistance.

10. Help — provides a list of reference material
such as User Guides, Data Dictionary, Tutorials
and Frequently Asked Questions.

11. Logout — allows you to exit your current reports
session. Clicking the [X] in the upper right corner
will close your reports session but the reports
browser will still be assigned to the last
hierarchy accessed. If you need to access a
different reporting hierarchy, you must click the
Logout link or your new browsing session will
not load.

Navigational Buttons

12. Home — allows you to navigate back to the Home
screen.

13. Back — allows you to go back to the
previous screen.

14. Forward — allows you to navigate forward a
screen (provided you used the Back button).

15. Return To — allows you to navigate to one
folder up.
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Side Navigation Panel

When you click on the navigational tabs for Shared Reports, My Reports, My Subscriptions and History List, a navigation panel displays on the left

side of the screen.

Screen Step/Action

WOME | sh P |_MY REPORTS | CREATE REPORT |

MY SUBSCRIPTIONS | HISTORY LIST

Gtbank Commercial Cards Reporting System > Shared Reports

PREFERENCES | USER ENTITLEMENTS

Eee. O
L search e

» B sharedReports o
[ T -
o

o

[ My sbscriptions

© Houyat

Side Navigation Panel

Asia Shared Reports
Owner: Adminstrator
Modified: 5/7/149:10:36 AM

Cycle Based Subscription
Owner: System Adminstrator
Modified: /27/10 5:25:

EMEA Shared Reports

Owner: Adminstrat

Reports

315180

ional Shared Folders
stor

44:38:50 P

Citi Internal Folder
Owner: Admnstrator
Modified: 11/15/13 6:19:51PM

Dbyte QA
Owner: Admevstrat
Modified: 3/5

Global Shared Reports
Owner: Admnisuator
Hodified:  7/14/115:40:23 AM

Standard Reports

Owner: Adminstrator
Modified:

fed:  8/2/12 10:30:45 AM

Owner: Adminstra!

Side Navigation Panel
1. New Report — creates new report.
2. Create — creates a new report or new folder.

3. Search — searches for objects such as attributes
and metrics. You can also use it to filter by
search type, date and owner.

4. Shared Reports — navigates to the Shared
Reports folder.

5. My Reports — navigates to My
Reports folder.

6. My Subscriptions — navigates to My
Subscriptions list.

7. History List — navigates to your History List
folder.

8. Create New Folder — creates a new folder.
9. List View — displays folders in a list.
10. Icon View — displays folders as icons.

11. Refresh Screen — refreshes your screen.
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Getting Started

Overview

While it is possible to create reports from scratch, a lot of your reporting requirements can be met by running reports from existing templates.
Once you select a report template, you may be required to complete prompts, which are filters for the report. Once you complete the prompts,
you can run the report and then view and edit it in the Report Viewer. You can also export a report, for example to Excel, save the report, add it

to your History List or subscribe to a report.

Export Report
Edit Report in Report Save Report
Viewer Add to History List
Subscribe to Report

Complete Report

Prompts, as necessary Himiepot

Select Report Template

Report Process Flow
Report Templates
The system contains report templates which have pre-defined attributes, metrics, filters and prompts.

For more information about running a report using a report template, refer to the Run Reports section.

Citibank® Custom Reporting System Citigroup.com
’t\- Contactus Help Logout
CI I Welcome Katherine Georgenson.

HOME | SHARED RI s | REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS |

f € ) bank Commercial Cards Reporting System > Shared Reports > Global Shared Reports > Declined Authorizations Reports > Declined Autho o
e} [ [ 8 |
Report Objects ? | | REPORT FILTER The filter is empty. Use the object browser to add objects. 20X

PAGE-BY: | rone (@

Drop objects here to add columns

Other . = > - .
\Account] |Account|  Single " - v|Decline| Declin Decline
Rumiber Ao ot hvaiaie C5cine 0%k pec ershank e e et Cirency ransact
{Short) (Short) Limit Credit Limit Reason| 1 2 Y| Code Amount Q

Short ‘

, SR p. ’ ) | | y B Drop Metrics here to add dat:

l<Account] S I<account] <Single | | <Authorization <Primary|<Decine|<Decine <Transaction| _<Decine

Number Neme | Transaction | {1\ Avaiable Credit Decline on | Reason Currency | Transaction
Li Re 2>

(Short) ‘ Nsur’gff: imit> casons| 1> Code> | Amount> x

City>  Hierarchy> (<" Name:

<Decline{<Decline|
Dat

<Merchant| <Purchase <Merchant
Time> lame>

[E] report objects
B alobjects
lsich e

Sample Report Template
Report Template Icon

A report template icon is a shortcut to a report template. Report templates are accessed from Shared Reports folders. When you click a report
template icon, a report will run automatically if no prompts are required. If a report requires you to complete prompts, you must enter or select
the required data before running the report.

Declined Authorizations Report

Owner:  Administrakor

Modified: 11/4/13 11,3730 FM

Date prompted report listing information related to declined
authorizations, This report provide details listing both the base and alternate
CUrrency

Edit Subscriptions Export FDF

Report Template Icon
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Report Template Prompts

Some reports are prompted reports — meaning additional information is required before a report can be run. The report template prompts
are filters that are used to sort the data used in a report.

When you click on the report template icon for a prompted report, the prompt screen displays. Enter or select the required data, then click the
Run Report button.

Citibank™ Custom Reporting System Citigroup.com
‘t\' Contactus Help Logout

CI I Welcome Katherine Georgenson.
HOME | SHARED REPORTS | EPORTS | CREATEREPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS |

ﬂ (_ n ) Citibank Commercial Cards Reporting System > Shared Reports > Global Shared Reports > Declined Authorizations e p

v Search: Al folders
B peclined authorizations B

Index X 1. Declined Authorization Start Date {Required)

2 Declined Authorization Start Date
P¢ Summary of your selections

1 Dedlined Authorization Start l:l
Date

etk 2. Declined Authorization End Date (Required) x
Declined Authorization End Date

L =H

Report Message Name:
1Declined Authorizations Report

Report Template Prompts
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Report Viewer

The Report Reviewer is the area where your report displays once it has finished processing or has been launched from your History List. From the
Report Viewer, you can edit the report, for example, add attributes or metrics or add/hide a column. It is also possible to format the report, for
example, changing the font style and line colors.

Citibank® Custom Reporting System Citigroup.com
’i\o Contactus Help Logout
CI I Welcome Katherine Georgenson.
HOME | SHARE MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS |
ﬂ € ) Citibank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T f—szh —
Home ~ Tools ¥ Data v Grid  Format ~ Last update: 8/17/14 1:50:46 PM)
B> mNouaE D@O@m B0 =# 4 &
Report Dbjects L2.X M 445 6> 78 of 872pages b M Datarows: 251 - 300 of 43573 |  Data columns: 1
3 Account Name 1 ) : ) —
(3 Account Name 2 | s
@ Account Number RICHARD I | l4/1/2014 TN purchase |
il S 122 S 477 T S (A 7 —
G First Name s 2S00 s s Enase.
g:"“";“"\’ Level 1 ROBERT I [3/31/2014 l4/1/2014 | IMiscellaneous Debits
@ Merchant City ROBERT I /3172014 l4/1/2014  IcOo  lpurchase |
(@ Merchant Name R RT 3/31/2014 4 11¢ F PL e
@ Merchant State ROBERT I I3/31/e014 __l4/1/2014
3 Purchase Identifier X r s 3/3 4 H1/2014 purchase

@ Transaction Date

(@ Transaction Number
(@ Transaction Post Date =Y I I 411 5 lis \eous Dehbit
G Tonsaction Referencetumber | [ROBERTO I 3o8/o01e  la/1joois | purchase |
(@ Transaction Type RONALE 5 I 4/1/2014 (. e

ElN Total Transaction Amount ROY Il 13/31/2014 ___i4/1/2014 bz lpurchase |

i o ]

Report Viewer
Toolbars and Menus

The Report Viewer displays the Home, Tools, Data, Grid and Format function menus and icons. When you click on each menu item, a sub-set of
toolbar icons displays. These same functions can be accessed and viewed when you click the expand arrow for each menu.

For detailed descriptions of each of the toolbar functions, refer to the Appendix.

Home ¥ Took ~ Data ~ Grd Home v Tools ¥ Data ¥ Grid Format ¥

e B hpdE 2B R A

Undo ChrlH+Z
Reda Chrl+y Home Toolbar

Design
v (Grid
Graph

Grid and Graph

Add ko History List

Create Personal View

Subscribe ko »
Export »
Prink, ..

Full Screen Mode

Home Menu
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Objects

The Report Objects and All Objects features allow you to add or remove objects from a report. There are four object types; attributes, metrics,

filters and prompts. The objects are grouped by category and organized into folders.

Object Types
Object Icon | Description
Attributes i# Describes or identifies a report item. For example, Merchant Name is a transaction attribute identifying the name of
the merchant.
Metrics E. Describes a measurement or summary of values. For example, Count of Transactions is a metric because it adds or
summarizes the total number of transactions occurring on an account or merchant.
Filters T Sorts data after a report has run. Either an attribute or a metric can act as a filter. For example, if you run a Cardholder
Listing Report, you can select the Cardholder Last Name attribute, place it in the filter panel and sort the report by
Cardholders whose last name equals Smith.
Prompts T A filter applied before a report is run that restricts the data that is returned. For example, a date range is a prompt
that asks a report to return only information occurring within the dates selected.
Object Viewer Tabs

Report objects display in the Object Viewer pane of the Report Viewer screen. There are two ways to view the report objects. You can view only

the objects included in the report, or all of the available objects. Use the Report Objects and All Objects tabs to toggle between the two options.

The Reports Objects tab contains The All Objects tab contains folders
objects included in the report being housing all available objects.
viewed.

Report Objects DU All Objects ? X

(@ Account Name 2

(@ Account Number (Short)

(@ Account Type

(@ Cardholder First Name
(@Hierarchy Level 1
@MCcC

(@ Merchant City

(@ Merchant Name

(@ Merchant State

(@ Purchase Identifier
(@ Transaction Date

(@ Transaction Number
(@ Transaction Post Date

GTransacnon Reference Number

(@ Transaction Type

Elh Total Transaction Amount

E Report Dbjects
% all Objects
Ih Related Reports

I Citibank Commercial Cards F y‘] E

Find:[ | Q

£ Schema Objects
£ view Objects

N My Personal Obiects
B Attributes

B Metrics

Report Objects
= All Objects
m Related Reports

11
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Access CCRS

Key Concepts

In order to access CCRS, you must log into the CitiManager Site first using a valid Username and password and then answer the challenge
question. From the CitiManager Site, you will access CCRS by clicking the link from the Web Tools tab.

Step-by-Step Instructions

Screen ‘ Step/Action

Citi® Commercial Cards
citr
Home Manage Card Accounts  Manage User Access  Manage Card Program  Resources My Profile | Web Tools

Welcome! Katherine Georgenson 08/28/2014 For assistance please contact Citi

[>] Logout
Customer Senices

[cmipemo - us v

This is your Citi Commercial Cards home page where you can access a variety of card program tasks and web tools.

E} Search : Card Accounts | Users in Unit | View Requests

v New Total :2

Quick Links

» IMPORTANT: Update Your Contact Info
» CCMS 14.2 Release on 5 Sept. 2014

08/22/2014 02:53:14 Pl Manage Card Accounts

0872112014 09:02:49 Pl = View Statement

Manage User Access
»  Application and Mai R

q = Activate/Deactivate User
> Unlock Card
> Reset Password
» Web Tools -
+| Show More
¥ What's New? Manage Card Program

» WHAT'S NEW IN CITIMANAGER My Profile

* Update User Profile
» Manage Alerts

CitiManager Site Home Screen

1. From the CitiManager Site Home screen,
click the Web Tools tab.

A list of tools you have access to displays on the
Web Tools screen.

Citi® Commercial Cards

Welcome! Katherine Georgenson 08/28/2014 For assistance please contact Citi

7~ [3) Logout
t Customer Services
CI I [cmpemo - us v
Home W ge Card A I ge User Access  Manage Card Program  Resources My Profile Web Tools

Access the various applications allocated to you.

> CITIDIRECT CARD MANAGEMENT SYSTEM
I) CITIBANK CUSTOM REPORTING SYSTEM I
> CITI COMMERCIAL CARD LEARNING AND SYSTEM SUPPORT (CLASS)

Web Tools Screen

2. Click the CITIBANK CUSTOM REPORTING
SYSTEM link.

The link for your level of hierarchy displays.

12
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Screen tep/Action

Citi® Commercial Cards
7~ Welcome! Katherine Georgenson 08/28/2014 For assistance please contact Cifi 3] Logout
t ® Customer Services
CI I [cmpemo - us |
Home Manage Card A Manage User Access Manage Card Program  Resources My Profile Web Tools
Access the various applcations allocated to you
- > CITIDIRECT CARD MANAGEMENT SYSTEM
= AGENCYS9: SP2 : 20099 : AGENCY 99 IBT » Edit
@ > CITIBANK CUSTOM REPORTING SYSTEM
Ple off any CCRS session.
» Edit
> CITICOMMERCIAL CARD LEARNING AND SYSTEM SUPPORT (CLASS)
[l D]
Web Tools — Hierarchy List

3. Select your level of hierarchy displayed
under the CITIBANK CUSTOM REPORTING
SYSTEM link.

The CCRS Home screen displays.

13
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Run Standard Reports Using a Template

Key Concepts
The system contains report templates which have pre-defined attributes, metrics, filters and prompts.
Standard report templates can be accessed from the Shared Reports folder.

Citi Handlowy has created common report templates for all Client groups to use. These reports are available from the Global Shared Reports
folder.

The Organizational Shared Reports folder contains special report templates tailored to individual reporting needs of a company. These templates
will only be accessible to those in your company who have been granted access to CCRS.

Some reports require data element filtering to limit the data presented in the report. For these reports you will be prompted to select or enter
values before you run the report. A date range or hierarchy is an example of a common report prompt.

Not all reports require data element filtering. As an example, an Account Listing Report providing cardholder details does not require a prompt.

14
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Step-by-Step Instructions

Screen Step/Acti

Citibank® Custom Reporting System Citigroup.com(

1. From the CCRS Home screen, click the
Cﬁ\l' OB (Wl Logout Shared Reports tab.

Welcome Katherine Georgenson,

SMARED REPORTS | MY REPORTS | CREATE REPORT st S | WISTORY LIST | PREFERENCES | USER ENTITLEMENTS |

Gitbank Commercial Cards Reportng System > Summary

A e 3 The Shared Reports folder screen displays.

014 » Load Last Updated Date: 6/21/2

NOTE: If your CCRS Home screen is the
Summary of folders screen, you can select the

\ i desired folder directly from the Shared Reports
| S section.

Home Screen

Citibank® Custom Reporting System Citigroup.com

let\l. Contactus Help Logout

Welcome Katherine Georgenson. A list of available report templates displays.

2. Click the desired folder icon or folder title.

HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS

f €« o ) Citibank Commercial Cards Reporting System > Shared Reports = ) NOTE: Several folders may d|5p|ay within the
< Shared Reports folder. For example, the
| Asia Shared Reports = E,’,‘:Ef' z?:;sgalvleports . . .
* TR . o 71511514029 1 Organizational Shared Reports folder displays,
p— containing your organization folder. Click the
Loadrunner .
- Cycle Based Subscription | e desired folder to access report templates.
New Report ‘ e adi B | Foer created to contain reports for Loadrunner
W ceote. > =0 Orr(;;earnlfdaml‘rlgl:ial Shared Folders
EMEA Shared Reports | || Modified: 7/15/14 8:58:49 M

L search — Owner: Administrator

m I Modified: 2/1/13 8:08:09 PM —

> Shared Reports.

PR My Reports

D b B el

@ Modified: 5/13/14 10:45:07 PM

History List
. LATAM Shared Reports
=0 Owner: Adrinistrator
|| Modiied: siizscosipn
Shared Reports Screen
Citibank® Custom Reporting System Citigroup.com 3 C||Ck the deSired report template iCOn or
Fentd Contactus Help Logout . P .
Cltl e el Bongersans template title to initiate report processing.

The report prompts screen for the report
5 template selected displays.

Account Listing with Hierarchy Account Profile (select a card limit)
Owner: Adrinistrator Owner: Administrator

Modified: 5/10/12 3:28:24 PM Modified: 4/16{14 9:20:56 AM

Account level detail with hierarchy names Account level detal w/ card limit prompt

Accounts with no Activity Alternate Point of Contact (APOC) Details display

New Report Ouner: Adniistrator wner: Administrator

Modified: 10/23/12 5:44:4: Mudlfed 3i26/|3 10:06:20 AM

A global standard report med\ng a hsung of accounts for no atlwllv Ths pulates the list of

report uses the logic of Contact (4POC) details.
[ >
O search Card Expiry Report Card Summary

Owner: Administrator

Modified: 4/4/14 10:10:07

e repone il b ol crce wtien have acard expry dat inthe sclected
date range (Format: MMYYYY).

Owner: Adminstrator
Modified: 3/30/10 6:31:25 P

VEQ shared Reports Resain el ot of ancaions ] dats rangs prompt

M Asia Shared Reports

P OteEn Foer Cardholders by Division

Administrator

Count of Cards by Hierarchy
Owner: Administrator
Modified: 3/5/06 12:53:03 AM

lumber of cards by hierarchy

Pl CrcleBased Subscription
P obveoa

Pl EVEA Shared Reports

Owner:
Modified: 3/5/06 12:53:11 AM
Account name wj hierarchy and master accounting code information

Credit Limit Review Report

Omner: Adviktrator

Modified:  5{1/14

Codlders and raniacion o date with credt I, 1t can b usedta
determine who is approaching the account credt lmit.

CRV Acnvallon

wner: Adminstrate
Modied: Sjoe 155526 i1
‘Accounts wj CRY activation

v Giobsl Shared Reports

[ Account Managemen

Report Template List Screen
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Screen

Citibank® Custom Reporting System Citigroup.com

Cllt\lu Contactus  Help Logout

Welcome Katherine Georgenson.

HOME | SHARED REPORTS | MY REPORTS | CREATEREPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS |

ﬂ (_ n Citibank Commercial m > > > all e
-~
Index X 1. Enter Start Date (Required)
L2 Summary of your selections [ ) E
1 Enter Start Date It S
2_Enter End Date (Required)
3 Choose Region, 2. Enter End Date (Required) x
4 Herarchy Attributes
7/31/2014 B
s Fracty vl e
6 Herarchy Level2
7 Herarchy Level 3 3. Choose Region. z

8 Herarchy Level 4 Choose Region,

9 Herarchy Level 5 Searth for

Step/Action

4. Complete the required prompts and click the
Run Report button.

The Processing request screen displays.

NOTE: You can change the name of the report
before saving it by entering the desired report
name into the Report Message Name field in
the lower left-hand corner of the screen.

Report name: All Transactions Report
Current status: Running Report

Report description: This report provides the spend details for all the cards including
Merchant details and Transaction Amount in their Transaction Currency.

Please wait or choose one of the following actions:

Check status again  Add to my History List |~ Cancel

Summary of Selection Screen

10 Hierarchy Level 6 m Match case s
11 Hierarchy Level 7
(+]
(+9]
<]
s )
Report Prompts Screen
C“"’:"\k' e Staroup.com 5. From the Processing request screen, click
° ontact us lelp ogout . . .
citli :.tmtmuszgt the Add to my History List link.
e e : T — - The link name changes to Go to my
History List
Processing request. . &

NOTE: Depending on the size of the report, the
Processing request screen may not display. For
reports taking longer to process, you may add
them to the History List. This allows the report
to complete processing

in the History List so you can continue to
navigate through CCRS.

You may continue to wait for the report to
display or click on the Go to my History List link
to view the report status.
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Edit a Report from the Report Viewer

Key Concepts

It is possible to modify report templates using the formatting options available within CCRS. The most frequently used editing functions in the

Report Viewer include:

* Add Objects Using the In-grid Search Tool — allows you to add attributes or metrics not currently in the report;

* Hide a Column in a Report — allows you to hide columns from view, for example, hide the Account Number column from others who may view
the report but should not be privy to this information;

* Remove a Column from a Report — allows you do delete a column that is not needed from a report.

Step-by-Step Instructions

Add Objects Using the In-Grid Search Tool

Screen tep/Actio

AN s Ropertig 2yEsem e 1. From the Report Viewer screen, click
e jontact us lelp ogou . .
citi e the field header of the object to the left of

Welcome Katherine Georgenson.

[ iome | _swaRep neporrs |y sepomTs | _cREATE REpORT | v supscaipTions | nistosy LisT | paeresences | useevmewets | | where you want to add or place the new

Citibank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T ch Al Fold o . . .
ft € o ) object. In this example, MCC is the report
Home ~ Toos * Data * Gid  Format v s Tit8f14 1 A . Lo .
object and MCC Description is the new
B~ a8 [Baee e » 1 3 s % + 4 8 BEZEALCEED 4 ! P
Report Objects 2% ||Mer-2 of 379 pages b W Datarows: 1-500f 18950 | Data columns: 1 ObJECt'
gm:(wntNawal pirarehy | I Tansacti Totsl Transaction
Account Name 2 vel i lame pe e 0 El oul H H N
S becamt s T T 72 T O 2007 The In-grid search tool icon displays to the
@ fccount Type 00000 asRON 1;30!/3\114 zﬁz\zu a0.40
- ooooa IABRON L 11/31/2014 2/3/2014 27.00 H H
4 r=ciieng 00000 |AARON 2/3/2014  |2/3/2014 (17.50) I’Igh’[ Of the SeleCted ObJeCt.
@Hierarchy Level 1 00000 [AARON 1 2/3/2014 2/3/2014 chase 62.00/
@ricc 00000 jaDaM 1/29/2014  f2/3/2014 000 Iiscellaneous Detits 112
< Merchant Name 00000 laDaAM i 1/29/2014 _I2/3/2014 5814 Purchase 1150
@ Merchant State 00000 [aDaM 1/30/2014  [2/3j2014 000 IMiscellangouis Datits 012
3 Purchase dentfier 00000 lapaM i 1/30/2014 __2/3/2014 5814 purchase 1150
@ Tansaction Data 00000 jaDAM 1/30/2014  2/3/2014 I 523 Purchase 35.00
@ tion Numbe 0oooa {BDAM 1§ 1/30/2014 2/3/2014 WA 5814 urchase 6.24|
[ SnSacon Numbst 00000 {soam 1/31/2014  [2/3/2014 000 IMiscellaneous Debits 4,69
@ lerscion Post Dk 00000 laDAM I 1/31/2014 __ [2/3/2014 5814 Purchase 43.06
(8 Transaction Reference Number | | 50000, fpDAM 1/31/2014  [2/3/2014 011 Ppurchase 425,68
(@ Transaction Type 0oooa {BDAM L 1/31/2014 2/3/2014 L 15542 Purchase 50.66
Eli Tota Transaction Amount o000 [aLAn 1/30/2014  [2/3j2014 [N 501 Purchase 287,28
00000 laan i 1/30/2014 /32014 [MI 5814 purchase 7.41
00000 fateE 1/30/2014  [2/3/2014 [TX 000 Purchase 591,66
ooooa IBLEX 1§ 1/30/2014 2/3/2014 H 15812 Purchase 37.50
00000 [aLEX 1/31/2014  [2/3/2014 (OH 3690 Purchase 458,67,
00000 lalEx i Y T T Y purchase 33.44
00000 LEX 1/30/2014  2/3/2014 I 523 Purchase 2.00
[ Report objects 00000 ALEX 1 1/31/2014  [2/3/2014 [ [3393 Purchase 754.69
B alobjects 00000 [ALEX 1/31/2014  2/3j2014 I 542 Purchase 4437
00000 IALEX il 1/31/2014 2/3/2014 L 5814 Purchase 23.22
D) Rebted Reports 00000 ALLE 1/30/2014  I2/3/2014 [N 509 Purchase 29.57)
Report Viewer Screen
Citibank® Custom Reporting System Citigroup.com H : H
ROy 2. Click the Search icon on the In-grid

Contactus Help  Logout

L)
citi e, search tool.

USER ENTITLEMEN

HOME | SHARED REPORTS | MV REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFEREN

& ¢ o ) Citbank Commercial Cards Reparting System > Hy Reparts > Account Activity Text File - CD 100T T 5

Home ~ Tools ~ Data ~ Grid ~ Format v

B~ &0 S Beesc]fos e[ bl 5 7§ =

The search text field displays.

Report Objects 20 [[M 4172345 ofs79pages b W Y Deta rows: 150 0f 18950 | Data colurns: 1
(@ Account Neme 1 Hierarchy sacti i Total Transaction
(3 Account Neme 2 Level 1 irst Name Type Date PostDate State MCC Transaction Type. Amount

3 Accourt Number 00000 JaARON 1/30/2014 _ |2/3/2014 I [3S04 Purchase 288.67

B s s 00000 jaaRON 1/30/2014  [2/3/2014 |IL 812 Purchase 30,40

il 00000 JaARON [t 1/31/2014 _[2/3/2014 FL 7523 Purchase 27.00

L] oooag N /2014 2/3/2014 000 Payments (17.50),

B Hierarchy Level 1 00000 RON i 2/3/2014 [/3/2014 [TX 4899 Purchase 62.00

BMCcC 00000 1/29/2014  [2/3/2014 000 Miscellaneous Debits 0.12]

3 Merchant Name 00000 |ADAM ' 1/26/2014 _[2/3/2014 5814 Purchase 11.50

3 Merchant State 00000 1/30/20147|2/3/2014 000 Miscellaneaus Debits 0.12

3 Purchase Identfier 00000 DAM I 1/30/2014 _|2/3/2014 5814 Purchase 11.50

B orocbion Dok ooooa l1/30/2014 [2/3/2014 [IL  [7523 Purchase 35.00

o 00000 |ADAM I 1/30/2014 _[2/3/2014 WA 5814 Purchase 6.24

00000 1/31/2014  [2/3/2014 000 Miscellaneaus Debits 4.69

@ Transaction Post Date 00000 DAM i 1/31/2014  [2/3/2014 5814 Purchase 43.06

8 Transaction Reference Number | ||FAGO0] 1/31/2014  [2/3/2014 011 Purchase 425,68/

3 Transaction Type 00000 |ADAM I 1/31/2014  [2/3/2014 [IL 5542 Purchase 50.66

Bl Total Transaction Amount 00000 FLAN 0/20 /3/2014 Purchase 287.28
00000 mn I 1/30/2014 _ |o/3/2014 M1 5814 Purchase

00000 E 1/30/2014  [2/3/2014 X 000 Purchase 591.66

00000 ALEX ' 1/30/2014 _[2/3/2014 OH 5812 Purchase 37.50

00000 X /201 2/2/2014 |OH Purchase. 458,67,

00000 LEX I 1/30/2014  [2/3/2014 L5812 Purchase 33.44)

[l Reporéabiecis ooo0a X% 1/30/2014  [2/3/2014 I 523 Purchase 2.00

|Jooooo_laex ' 1/31/2014 [2/3/2014 [IL 3393 Purchase 754.69

B Alobjects | |looooo. X /2014 [2/3/2014 I Purchase .37

00000 LEX I 1/31/2014 _ lo/3/2014 I [5814 Purchase 2322

D) relatedreports | looooo ﬁLLE l1/30/2014  [2/3/2014 |iN 500 Purchase 2957

In-grid Search Tool
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Screen Step/Action
Citibank® Custom Reporting System Citigroup.com . H P
e 3. Type the desired attribute or metric in the
SN Contactus  Help  Logout . .
citi search text field. In this example,
e e e | T e | e | e | MCC Description displays.
f® e = ) Cibank Commercial Cards Reporting System > My Reports > Account Activity Text . o
Wome * Tods * Data -~ Gid  Format v - ET——— NOTE: The search text field will perform an
Iy X . .
B &0 [E e[ eane[[s]-] 3 7 y === = A ELEL « automated search based upon the criteria
i — —
Report Objects RUldEs| [ 4 1~ 2345 oF79pages MM 1 A) bata rows: 1 -500f 18950 | Data columns: 1
. - ! K Dmsaen it entered.
1 Hierarchy | 5 snsaction
Level 1~ FirstName Type Date Post Date. (State MCC | W' MCCDescription ount
G 00000 [AARON i 1/30/2014  [2/3/2014 [IL (3504 g MCC Description (Chinese) 288.67| . L.
G e e e I A 40 All objects containing the entered text
= /20 0 ransactic u lude es
Srrwoc: |[A—————————— i e msion s display in a drop-down list
@wcc 00000 jaDAM 1/20/2014 " [2/3{2014 joogy ¥ =Pt 0.12 Isplay In a arop-aown list.
G 00000 ADAM 1 1/29/2014 2/3/2014 5814 W Dest City 11.50]
B Merchant State 00000 |ADAM 1/30/2014  [2/3/2014 00008 g pestination zip 012
(3 Purchass Identifier 00000 [ADAM I 1/30/2014  [2/3/2014 5814 11.50
G Transaction Date 00000 |ADAM 1/a0/2014  |2/3/2014 fIL  |7523 W MCC 35.00
i reoion oo 00000 :DAM I 1/30/2014  [2/3/2014 WA |5814 g Trip Destination 6.24
00000 DAM 1/31/2014 2 014 ula]el} 4.69
@ Transaction Post Date 00000 |ADAM 1 1/31/2014  [2/3/2014 5814 Y] 43.06
@ Tansaction Reference umber | | IGO0 ADAM 1/31/2014  [2/3/2014 o1l urchase 425168
(@ Transaction Type: 00000 IADAM I 1/31/2014 2/3/2014 [IL 5542 Purchase 50.
[l Total Transaction Amount 00000 IALAN 1/30/2014 2/ 014 {IN 13501 urchase 287.28
00000 laLan i 1/30/2014  [2/3/2014 M1 5814 Purchase 7.41]
00000 |ALBE 1/30/2014  [2/3/2014 [TX 3000 urchase 59166,
00000 ALEX 1 11/30/2014 2/3/2014 _IOH 15812 Purchase 37.50
00000 IALEX. 1/31/2014 2 014 |OH 13690 urchase 458.67
00000 IALEX ! 11/30/2014 12/3/2014 L 15812 Purchase 33.44|
00000 alEX 1/30/2014 f/3j2014 L 7523 urchiase 200
I Report objects 00000 WALEX i 1/31/2014  [2/3/2014 |IL 393 Purchase 754.69
@ All Objects. 00000 IALEX. 1/31/2014 2 014 jIL 15542 urchase 44.37
00000 IALEX 8 11/31/2014 2/3/2014 QIL 5814 Purchase 23.22]
D) relatedreparts ooooo U 1/30/2014  [2/3/2014 N [3509 urchase 29.57)
In-grid Text Field
Citibank® Custom Reporting System Citigroup.com B .
4. Select the desired object from the drop-
SN Contactus Help Logout d li
citi own list.

f € ] ) Citlbark Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T - )

Home ~ Took v Data ~ Grid  Format v

B k6 B sl w0 o 2 s EEEE
Report Dbjects 2?2 x § of 379pages b M Datarows: 1-50of 18950 |  Data columns: 1
3 Account Name 1 'n'ansaainnlgereha =9 Total Transaction
3 Account Name 2 Level1  FirstName Type Date Post Date e it ion Type Amount:
3 Account Number 00000 |AARON [t 1/30/2014  2/3/2014 [IL_ [3504 Hatels urchase 288.67
B Accoun Typs 00000 |aaRON 1/30/2014  [2/3/2014 IL |sB12 Eating Places, purchase il
: Restaurar -
Prictane 00000 BORON I 1/31/2014  [2/3/2014 FL  [7523 AUTOMOBILE _ purchase
# Hierarchy Level | PARKING LOTS 27.00!
IAND GARAGES
31CC Descrition aoo00 ON o/3/2014 /3/2014 loooo nvalid MCC  payments wsn)
(@ Merchant Name [Code: S
3 Verchant State 00000 |MARON I /3/2014 /32014 X fs899 (Cable, Satelite Purchase
3 Purchase Identifier (Other Pay 62.00
3 Transation Date Lo LI .
B ]ensaction thrber 00000 1/29/2014 /2014 0000 nvalid MCC  Miscellaneous Debits 012
8 Transaction Post Date § ode. -
3 Transaction Reference Number (00000 |ADAM I 1/29/2014  [2/3/2014 5814 [Fast Food urchase 14,80
3 Transation Type Restaurants :
[l Total Trarsaction At 00000 [1/30/2014 /2014 loooo nvalid MCC  Miscellaneous Debits —
00000 lapAM 1 1/30/2014  [2/3/2014 5614 [Fast Food urchase 4,59
Restaurants 2
00000 1/30/2014 j2014 [IL [7523 RUTOMORILE Y [iretase
= PARKING LOTS 35.00
[El Report objects e
B alobjects 00000 jADAM i 1/30/2014  [2/3/2014 |WA  [sB14 [Fast Food urchase
o Restaurants |~ 5:24
Reloted Reports 00000 jaDaAm 1/31/2014  [2/3/2014 looon invalid MCC Debits Zoo]

Report Viewer Screen with Added Object

The object selected is added and displays in
the report. In this example, MCC Description
displays.

NOTE: Any edits to the report will remain for this
report instance. In order to retain the edits
permanently, the report must be saved with the
changes you made.
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Step-by-Step Instructions

Hide a Column in a Report or Remove it from a Report

Screen

Citibank® Custom Reporting System Citigroup.com

)
CI t I Welcome Katherine Georgenson.

HOME | SHARED REPORTS | REPORTS | CREATEREPORT | MY SUBSCRIPTIONS | HISTORYLIST | PREFERENCES | USER ENTITLEMENTS |

Contactus  Help Logout

Step/Action
1

From the Report Viewer screen, click the arrow
to the right of the Tools menu option.

The Tools menu options display.

ﬁ 6' b ) Citibank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T p
Home ~ Tools ¥ Data ~ Gid  Fomat 2. From the Tools menu, select Report Objects.
New. SR R
[—— T The Report Object section displays to the left
Hierarchy Al objects | ccount. i ion Post Merchant Total Transaction
i | sessamss ne2 Tgs Date Date Merchant City  State. Type Ll Amount of the report.
00000 1 [3/29/2014 [4/1/2014 [TamM FL Purchase 36.00)
looooo Page-by Axis | [8/31/2014 [4/1/2014 AR i Purchase 56.00 R
00000 TR I [3/31/2014 l4/1/2014 ELM i Purchase 46.98) NOTE Steps 1_2 are not necessa ry |f the
\ooooo ‘ Prompt Detais [ 3/29/2014 H1/2014 IMiscellaneous Debits 0.10 . . .
00000 v T v o Pirthese Object Viewer pane already displays.
Pivot Buttons AR 10.20
00000 ‘ ot buttons ‘ Bfsyjeo14  l4y1/e014 Laray I Purchase e
00000 v Report Bar I [3/31/2014 [4/1/2014 |AURO . Purchase 10.41)
00000 ‘ — ‘ |3/31/2014 H/1/2014 st (N Purchase 4.40
00000 T i 3/30/2014 l4/1/2014 ST i Purchase 1319
[TRAVEL "
00000 _I(;ROAR\fcIJ_RATE [3/30/2014 12014 Y Purchase ]
00000 [CORPORATE I [3/31/2014 [4/1/2014 [COM Ico Purchase 12.24]
[TRAVELY [CITY. -
00000 ?R(ZYAR\;?E?_RATE 3/31/2014 H1/2014 IPLYM. ML Purchase 57.03
00000 [CORPORATE I [3/30/2014 [4/1/2014 MON INC Purchase
TRAVELY 53.17)
00000 ICORPORATE [3/31/2014 H1/2014 jASH L3 Purchase 2164
[TRAVELY .
00000 [CORPORATE ! [3/30/2014 [4/1/2014 HAMP | (N Purchase
LYAVISTRN 118.13]
Tools Menu Options Screen
Citibank® Custom Reporting System Citigroup.com . . . .
3. Right-click on the field header of the object to
SN Contactus Help Logout
citi SR be hidden from view or removed from the
HOME | SHARED REPORTS | MY REPORTS | CREATEREPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS | report. In this examp|e' the Account Type
ﬂ 6' ) Citibank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T o
— column will be hidden.
Home ~ Tools ¥ Data ~ Grd  Format ~ 18,
B w@dg 000D S=0=sANF The options menu displays.
Report Objects 2% |[M41v 2345 of368pages b W Datarows: 1-500f 18394 | Data columns: 1
(@ Account Name 1 iierarchy. [Account Name 4ot . fon erchant Transaction - otal Transaction i H
@ Account Name 2 faveu FirstName 2 e P o » 2 Merchant City £ e P“E"'# Amount. 4. From the OpthnS menu, CIICk Remove from
(3 Account Number 00000 IAARON [CORPORATE ! 13 [Tam FL [Purchase 36.00| .
@9 hcoouns e looooo laLan TRC\I/EL\ 2R " WAR i Purchase. 56.00 Gnd or Remove from Report-
g::’.;t‘;"fxmn 00000 laLEX $R0AR\::E0LE\1ATE Insert Metric »E ELM i Purchase 46.06)
@mcc looooa AL [CORPORATE b1 Miscellaneous H B H H
St iy TRAVELY e Debits g If Remove from Grid is selected, the object is
)
(g Merchant Name 00000 AL CR%JQTATE Filter On... ¥ gil; [Purchase 10.20!
@ Merchant 5 i ; . . . - .
A ooos0fur corvonre — o " purctiass = hidden from view and displays in bold text in the
@ Transaction Date i i
3 Transaction Number 00000 |ANDR '?ROAR\:)ECKATE Remove from Grid ¥ {BURO I8 Purchase 10,41, Report ObJECt SeCthn,
@ Transaction Post Date 00000 [ANDR [CORPORATE Remove from Report B losw L puirchase
3 Transaction Reference Number L\ . Y
(@ Transaction Type: 00000 |ANDREW [CORPORATE Advanced formatting... ¥ ST i Purchase 13.19! -
tal Trans: k [TRAVEL! v
Bwarammion ot ([0 = com%A & B L sl - If Remove from Report is selected, the
[TRAVELY 3 .
00000 IANTHONY  [CORPORATE 3/a1j2014  4/1/2014 lcom co lPurchase 2] Column is Completely deleted from
[TRAVELY ICITY
(00000 IARMA %mﬁ%ﬂﬁ 3/31/2014 H1/2014 {PLYM 14 |Purchase 57.23] h
00000 [BEN [CORPORATE 3/30/2014  [4/1/2014 MON INC Purchase t e report'
[E Report objects TRAVELY 53.17)
00000 |BILL [CORPORATE 3/31/2014  (4/1/2014 {ASH A |Purchase
B alobjerts TRAVEL) 2164 . .
100000 BRAD [CORPORATE 3/30/2014  |4/1/2014 HaMP o Purchase .
R lcoreor o NOTE: To display a hidden column on a

Remove From Grid

report, click and drag the hidden column
from the Report Objects section to the
desired location on the report.

NOTE: Any edits to the report will remain for this
report instance. In order to retain the edits
permanently, the report must be saved with the
changes you made.
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Export a Report

Key Concepts
If you need to provide reports to individuals who do not have access to CCRS, you can export the report in a variety of formats including:

* Excel with plain text:
— allows you to export metric values as text,
— allows you to export headers as text.

o CSV file format:
— excel with formatting,
— allows you to remove extra columns from the grid report.

* HTML

* Plain text with a Delimiter
- Comma

Tab

Semicolon

— Space
— Tilde.

Exported reports can be saved to your computer. It’s possible to include filter details with each export.

Step-by-Step Instructions

Screen Step/Action

EHibAK{CaStonT REpOrHQer System StgioiLon 1. From the Report Viewer screen, click the Export
L) .
citi il f‘e"l Hemout or PDF icon or from the Home toolbar or from
I e PR b sEc O e [ECHEATE EEORLE (1 SUESCEIETLCHeE Lo A e CREECAEACEEL  Lm ENTTLEEATEE the Home menu, select the desired export
ﬂ 6" h ) Citibank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T oarch: Al folders p fOrmat

Home ¥ Tools ¥ Data ~ Grid Format ~ ast update: 7/16{14 5:12:38 PM

Based on your selection, either the Export
—_— Options or PDF Options screen displays.

[ save

A Save A,
| Data rows: 1 - 50 of 122140 | Data columns: 1
Undo a4z Total
HierarchyAccount ount un\%gansa'g i E tiorJ MemhanlJnT;ansarxion i . H i
wvel 1 b ) Type. : Post Date C Merchant City State  Type. I Amount NOTE If yOU CIICked the EXpOrt or PDF Icon, a
. 00000 (555555 CORPORATE] 12/31/20131/2/2014 |4121GAS CITY I Purchase — . disol indicati
esign [TRAVELY .
v aid IDO0D0 555555 S 12/31/2013/1/2/2014 [3063GLEN i Purchase. 547.60 Warnlng message |Sp ayS Indica Ing
VELY B g . . .
e 00000 (555555 CoRPORATE! 12/29/2013(1/2/2014 (3502685 CITY  [IN Purchase e information will be stored on your computer’s
Grid and Graph 00000 55555 12/31/20131/2/2014 554 UTH Y fPurchase . ° . .
i i 2 hard drive. Click OK to continue.
S s 00000 (555555 12/30/20131/2/2014 [3063GLEN L Purchase r—
R W 00000 (555555 1/2/2014 [1/2/2014 |0000/SOUTH iL Payments (2,295.52)
Subscribe to » ||jooooo  [ssssss 12/30/20131/2/2014 [5542LA VER ™ Purchase s
\I cuport e — 1/1/2014 [1/2/2014 [4814{SOUTH Ga Purchase —
4 |7
Print... e it 12/31/20131/2/2014 (7523 GASCITY  |AR Purchase —
P VB o 1/2/2014 |1/2/2014 [00DO|GLEN L Payments (2,146.07)
o — Excelwith formatting 12/30/20131/2/2014 [5541HICKS oH Purchase e
HTML 12/30/2013]1/2/2014 [3001GLEN fiL fPurchase 558,70
[ Report objects Flin tesxt 1/2/2014 [1/2/2014 [0DODHICKS loH Payments (25.00)
B alobjects 00000 [sss555 12/31/2013(1/2/2014 GA  |purchase o
1) Related Reports g

Report Viewer Screen — Export Menu
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Screen Step/Action

Citibank® Custom Reporting System Citigroup.com 2. Select the desired EXpOFt OptiOI"IS.
ey Contact Help Logout . . P
C|t| e NOTE: If plain text is selected, select a delimiter
from the belimiter drop-down it
Export Options . .
If you would like the export options to apply
Accout Activity Text File - CD 1007 to all future exports, select the Do not prompt
N L | Export Header and Footer: | Edit ustom Seffings.« me again checkbox. This is an optional step.
. Excel options:
e [t et s st 3. When you are finished, click the
e i 88 Export button.
%) Plain text Delimiter: [Comma _[w] 7] Embed all images )
B Your export request is processed.
Export Report Title
I B e etk NOTE: Depending upon your browser, a series
Remove extra column: [Yes  [¥]
of prompts may appear before the exported
S report can be viewed. Answer the browser
Export
prompts as needed. Once your browser
prompts are satisfied, if needed,
Export Options Screen a File Download window for the selected
format displays.
Citibank® Custom Reporting System Citigroup.com

let\l. Contactus Help Logout

Welcome Katherine Georgenson.

HELP

PDF Options

Account Activity Text File - €D 100T

Export: | whole report v Page Header and Footer: | Edit Custom Settings...

Report Header: | Edit Custom Settings...

Scaling:
® Adjust font to [100__J of original size
OFitto:[I__Jpsge(s) wide by [T Jtal [ Frint cover page

Orientation: ® With Filter Details
® Pportrait O with Report Details
O Landscape gy Cover page location:

@® Before report
O Aafter report

Show advanced options

[C1Da not prompt me again.
Export

PDF Options Screen
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Add/View Report in the History List

Key Concepts

The History List contains reports previously run and saved for future use. Reports in the History List contain data from the point in time the report

was originally created.

You can add reports to the History List from the Processing screen or by clicking the Add to History List icon from the Home toolbar. This is

especially useful when running larger reports requiring longer processing times. When you add reports to the History List, they can finish

processing in the background while you continue to use the reporting tool.

Reports do not remain in the History List indefinitely. The maximum number of reports each User can have in the History List is 50. A report

remains in the History List 180 days, however, you can manually delete a report from the History List at any time within 180 days.

When you view the contents of the History List, a message for each report or document saved displays. Each message shows the status of a

request and other information, such as the report or document name, and the time at which the message was created. A status of Ready means a

report or document saved to the History List has been fully executed. An Error status means the report or document did not run successfully.

Step-by-Step Instructions

Screen Step/Action

Citibank® Custom Reporting System

cti

HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT

MY SUBSCRIPTIONS

HISTORY LIST | PREFERENCES | USER ENTITLEMENTS

Citigroup.com

Contactus  Help  Logout
Welcome Carl Hailes.

[ ro—] |

Report Message Name:

[Account Activty Text Fie - €D 1007

Report Prompts Screen

‘ 6' n Citibank Commercial Cards > Account Activity Text File - CD 100T p
tndex X 1. Unit Number and Name (Requird) -
Choose one Lt # and its corresponding name. This should be one level ower than the last
& sumary of you selectons Herarchy Level value you chaose on the report,
. ket
2 Enter StartDate (Requred) | [ @ rerarchyLevel 1
3 Enter End Date (Required) \_’j
4 Enter a Value for HLL @ =
5 Enter a Value for HL2 - ‘
6 Entera Value for L3 (<] 2]
7 Enter a Vaioe for Fit @ Hierarchy Level 4 (<4
8 Entar a Value for HLS @ Herarchy Level 4 Name
v
9 Enter a Value for HLE S barabeiotccaloB
10 Enter & Value for HL7
2. Enter Start Date (Requred) x
Enter 2 value (Dete).
PRE TR - |
3. Enter End Date (Requred) x

1

From a reports folder, click
the Report Template icon for the report
you wish to run.

If the desired report is a prompted report,
enter the required prompts, and click the Run
Report button.

The Processing request screen displays.

NOTE: Non-prompted reports process
immediately and the Processing request
screen does not display. If a non-prompted
report does not display immediately, refer to
Step 3.
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Screen ep/Actio

Contact us

citi

Help  Logout

Welcome Carl Hailes.

Report name: Account Activity Text File - CD 100T
Current status: Running Report
Report description: Account level detail and unit summaries for all transaction activity

Please wait or choose one of the following actions:

Check status again [_Add to my History List | Cancel

Processing Request Screen — Add to my History List

Home ¥ Tools ~ Data ™ Grid Format ~

B hpusbsimna A

Add to History List

HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS
‘ (_ n Crbank Commercal Cards Reporting System > My Reports > Account Activity Text File - CD 1007 )
Processing request. e

3. To add the report to the History List, click
the Add to my History List link.

The Add to my History List link changes to Go
to my History List.

NOTE: If the report output displays prior to
clicking the Add to my History List link, or you
ran a non-prompted report, click the Add to my
History List icon from the Home menu toolbar.

Citibank® Custom Reporting System

Contact us

T | PREFERENCES | USER ENTITLEMENTS

tibank Commercial > > Account Activity Text File - €D 100T

Citigroup.com

Help  Logout

Welcome Katherine Georgenson.

Processing request. ¢

Report name: Account Activity Text File - CD 100T
Current status: Report ready
Report description: Account level detail and unit summaries for all transaction activity

Please wait or choose one of the following actions:

Check status again | Go to my History List | Cancel

Processing Request Screen — Go to my History List

Citibank” Custom Reporting System

citi

Contact us

Citigroup.com

Help  Logout

Welcome Carl Hailes.

[E) vy subscrptons

@ mistory st

History List Screen

HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS PREFERENCES | USER ENTITLEMENTS
f € Ciibank Commercial Cards Reporting System > History List )
« Name &+ Status ¢ Message Creation Time v Actions
@  Account Activity Text File - PM Session Ready 5/30/14 1:02:04 AM g7 abl
* al|  *Dynamic Report Bullder Ready [mark as "unread"] 5/23/14 2:50:16 PM 2370 abl
- — |  Account Activity Text File -test report 522 Ready [mark as "unread"] 5/22/14 12:40:58 PM 2™ abl
i Account Adtivity Text File Test Report Ready [mark as "unread"] 5/21/14 11:21:10 AM 2370 abl
@  Account Adtivity Text File - CCPS 5/20/14 5:22:21 PM 12378 abl
i ***Account Activity Text File - CD 100T 5/20/14 3:48:02 PM (2970 abl
o et @@ Account Activity Text File - PM Session Ready [mark as "unread”] 5/19/14 6:26:33 PM (2518 abl
@ Account Activity Text File - Friday Training Ready [mark as "unread"] 5/16/14 2:35:18 PM 2370 abl
‘. e i 8  Account Listing with Hierarchy Ready [mark as "unread”] 5/15/14 7:49:23 AM g™ abl
» 3§  Vendor Spend Summary Ready [mark as "unread"] 2 abl
P search »[iif  Program Performance Summary Ready [mark as "unread"] 2579 abl
i ***Account Activity Text File - CD 100T Ready [mark as "unread"] 5/15/14 7:37:39 AM 337 abl
Xy shared Reports
BN My Repors

4. To navigate to the History List, click the
Go to my History link on the Processing
request screen, or click the History List main
tab.

The History List displays.
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Subscribe to a Report

Key Concepts
It is possible to subscribe to reports so they run automatically based on a frequency you selected/defined.

When the report is finished running, an email will be sent to the email address provided indicating the report is ready to be viewed from the

History List.

Cycle-based subscriptions are available on some prompted reports. Cycle-based subscriptions generate a report containing transaction data

occurring only within a selected billing cycle.

Citi Handlowy does not recommend subscribing to a report requiring a date range unless a cycle-based subscription is available for that report.
This type of report returns the exact same data with each subscription.

You must be logged into CCRS in order to access the report.
Subscriptions can be modified or deleted from the My Subscriptions section. You can
subscribe to a report:

* from a report template,
* from the Report Viewer.

Step-by-Step Instructions

Subscribe to a Report from a Report Template

Screen Step/Action

Citibank’ Custom Reporting System Gitigroyp:com 1. From the CCRS Home screen, click the
L) Contactus Help Logout
citi Vilcome Katherine Ghorgenson: Shared Reports or My Reports tab.

HOME | SHARED REPORTS | MY REPORTS | CREATEREPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS | h I f I . I
—— e — The selected reports folder screen displays.
oLast Post eLoadLast 8:18:00 AM EDT
Shared Reports. More..,
~\\ EaAsia Shared Reports BCiti Internal Folder
EaCycle Based Subscription EaDbyte QA
>08 EQEMEA Shared Reports E2Global Shared Reports

(EaGovernment Standard Reports
[LATAM Shared Reports

My Reports

T \Z [Elccount activity TextFile - co 1007

Home Screen
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Screen Step/Action

Sbank Custom Reporting:System Ciigrop.com 2. Click the desired folder icon or folder title.

Contactus  Help Logout

L)
citi Welcome Katherine Georgenson A list of available report templates displays.

PREFERENCES ER ENTITLEMENTS

NOTE: If the My Reports tab is selected, this
step is not required. Additional folders may

<

PEY My Reports

Reallocation Reports
Owner: Administrator
Modified: 3/28/14 9:01:43 PM

Transaction Reports
Owner: Administrator
Modified: 1/11/11 4:55:20 PM

Global Shared Reports. =

AccounldManagemenl Reports Audit Codmpliance
— | Owners Aty — | Ouner: Akt ) )
Modified:  3/28/14 2:51:21 P | || Modiied: 37111 1:55:20PM d|5p|ay in your Shared Reports f0|der. For
example, Organizational Shared Folders may
= CTA Reports = Declined Authorizations Reports ) L.
NewReport Sumer: Rinciir Corl contain a folder containing your company’s
W o . Shared Reports. Click the desired folder to
£ sear ) Dellbauercy Reports = i access report templates.
Modified: 7/7/14 4:39:21 PM ‘ Modified: 3{4/06 7:48:43 PM
MY shered Reports
—

S Account Management Repor

P Audt Complance

MR CTAReports Travel Reports Virtual Gards Account Reports
—— Owner:  Administrator = wner: Administrator
Ml Decined Authorizations Rep Modified: 7/22/12 12:04:33 AM Nodied: 713411 548150 A

Ml Delinquency Reports

Shared Reports Screen

e ceraum.com 3. Click the Subscriptions link below the
eyl Contactus Help Logout .
citi i i B, desired report.

The Subscriptions screen displays.

All Transactions Report
wner: _Adinistrator
Modified: 6/1214 1:57:14 P!
This report provides the spend detaﬂs for all the cards mdud\ng Merchant.
details and Transaction Amount in their Transaction Currency

Account Transaction Summary
wner: Administrator

Mminl‘mi 3/30/10 6 32 57 PM

Total transaction amount with account number

Buyer Initiated Card Transactions and Invoice

New Report Amount by Transaction Code Detail
Owner: Administrator Admtmstratm
Modified: 5/1/14 6:29:26 AM Mndlred 11j21113
i et Detailed transactions report Wl[h details of Item description and Invoice
B crese.. > Edt Subscritions Export POF etais > =
P search

Convenience Check Report

Owner: Administrator

Modified: 5/1/14 6:32:12 Al

Prompted Report by Tvansa(uon Post Date for Convenience Checks

Finance Charge Activity- US and Canada
wner:  Adrinistrstor
Mndlfed 5/114 6:35:02 Al
Lists finance Charge Activity fav Us and Canadian Cards by Currency Code

P sharedReports
PEY My Reports
VB Giobal Shared Reports

Late Charge Activity- US and Canada
Ouner: admistrator

Prompt Payment Interest
Owner: Administrator
Modified: 5/1/14 6:40:10 AM

Ml Account Menagement Repor

Modified: 39 a1
P Audt Complance Lists Late Charge Activty for US and Canadian Cards by Currency Cods

Pl CTAReports

Pl Decined Authorizations Rep Spend by D|v|5|on

Owner: Administrator

Modified: 3/30/10 6:: 33 S3PM

Level 3 sort with total spend and # of transactions (date promp)

Summary Cost Centre Report
er: Administrator

Modified: 5/1/14 4:07:21 AM

Transaction amount by cost center

i Deinquency Reports

M erchan Reports

Report Templates Screen

Citibank’ Custom Reporting System siwoweon || 4 Click the Add Subscription link

N Contactus Help Logout

ct Aiiceme Kafherioe Ceorgenson: The Add Subscriptions screen displays.

f €« Citbank Commercial Cards Reporting System > My Subscriptions

Amount by Transaction Code
Owner Administrator

Personal view
‘Subscripliun Name Owner Address | personalized Action
fiou do not have any email subscriptions

History List
| subscription Name Ovmer | schedule Recipient Message Creation Time Personalized Action

ko do not have any history list subscriptions

|Add subscription | Add cycle-based subscription

My Subscriptions Screen — Add Subscription Link
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Screen

cti

Citbank Commercial Cards Reporting System > My Subscriptions.

Citibank” Custom Reporting System

Citigroup.com

Contactus Help  Logout

Welcome Katherine Georgenson.

HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS | HISTORY LIST | PREFERENCES | USER ENTITLEMENTS

[CJRun subscription immediately
[ Advanced options
[ The new scheduled report will overwrite older versions of itself.

Delivery

(] Do ot deliver after
Katherine@citi.com

Email:*

Tnstructions: The NotiFy the

After entering all emal addresses, click the OK button

Multiple email addresses may be entered by placing a semicolon between them.

ft & 4] archs Al folder rl
[F] Subscription
— History List
Name: [Amount by Transaction Code - 7/14/2044
Report: Amount by Transaction Code
Schedue: Month Day 01 - Every 13t of the Month.
To: §). Katherine Georgenson - citkgeor4863

Index X 1. Enter Start Date (Required)

Enter a value (Date).

T —

L2 Summary of your selections

1 Enter Start Date

2Enter End Date (Required) A
2. Enter End Date (Required)

My Subscriptions — History Link Subscriptions

Step/Actio

5. From the History List Subscription section,

complete the subscription information.

You can:

¢ Rename the report.

¢ Select the frequency the report will run.

¢ Choose to run the report immediately in
addition to the selected frequency.

¢ From Advanced Options, choose to overwrite
previous versions of a report with each new
version or enter a do not deliver after date.

¢ Enter an email address where the report will
be delivered.

From the report prompts section, enter the
required report parameters.

When you are finished, click the OK button.

A confirmation message displays indicating your
subscription was created successfully.

Click the OK button.

The subscription displays on the My
Subscriptions screen.

Step-by-Step Instructions
Subscribe to a Report from Report Viewer

Screen

Citibank® Custom Reporting System
citr

HOME | SHARED REPORTS

MY SUBSCRIPTIONS | HISTORY LIST | PREFERI

ORTS | CREATE REPI

> My Reports > A

| USER ENTITLEMENTS |
It Activity Text File - CD 100T

# &

) ) Citibank Commercial Cards

Citigroup.com

Contactus Help  Logout

Welcome Katherine Georgenson.

Home v Took ~ Data ~ Gid  Format ~

g RxmR A

| Save

H sevess.
| WA 1" 2345 of 1618pages b W Datarows: 1-500f 80900 | Data columns: 1
Undo Crz Hierarchy ) [Account. i _ Merchant Mm#ml i
Level 1 AccountName2 Type  Date Post Date ICC Merchant City  State Type. Amount
00000 CORP T 12/30/2013 [1/2/2014 5542PLAIN i Purchase
[TRAVEL\GREG 47.23
Design BAZE\
2wl B OO it 12/28/2013 " |1/2/2014 [3001(GLEN I® (it (313.45)
Graph 00000 ICORPORATE 1§ 12/29/2013 |1/2/2014 [3502GAS CITY N [Purchase 105.84|
I WEL . . .
Grid and Graph 00000 |CORPORATE It 12/30/2013 [1/2/2014 000SOUTH WMiscellaneous =
VEL\ ] ebits 2
‘add o History List 00000 %Qo:\/wi(ms i1 12/30/2013 [1/2/2014 [3000GLEN [rx Mws:;t\l:neuus (569.14)
Create Personal View 00000 (CORPORATE I 12/30/2013 |1/2/2014 13000jSOUTH [T% urchase 2,745.83
WL R
| swsaters — I 12/30/2013 [1/2/2014 [3001iGAS CITY L Purchase 2,089.40
it b e e L 12/30/2013 [1/2/2014 13058SOUTH i urchase 125180
Prin... 00000 CORPORATE I 12/30/2013 [1/2/2014 063GLEN L Purchase 150568
ITRAVELY iee
0 ITH
e 00000 coRF'LEI\?ATE 8 12/30/2013 |1/2/2014 1306650 LES urchase 60180
00000 CORPORATE I 12/30/2013 [1/2/2014 LEN e lPurchase S840
= WEL\ = . .
00000 |CORPORATE It 12/30/2013 [1/2/2014 3512/50UTH urchase —
WEL\ E
00000 CORPORATE I 12/30/2013 [1/2/2014 [3690/GLEN oH [Purchase 5555
[El Report objects . TRAVEL ’ ¥
00000 [CORPORATE & 12/30/2013 |1/2/2014 13715S0UTH fca urchase 1,010.24
B arobjeas TRAVEL\ o

Report Viewer Screen

Step/Action

1. From the Report Viewer, select Subscribe
-> History List from the Home menu.

The Subscribe to History List window opens.
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Screen Step/Action

Subscribe to History List X 2. Complete the subscription information.
You have 0 subscription(s) to this report, You can:
— History List Subscription ¢ Rename the report

Mame: IAccount Activity Text File - CD 100T 7/16/14

o Select the frequency the report will run.

R b Account Activity Text File - CD 100T . . .
i o Choose to run the report immediately in
Schedule: IWeekday 01 - Every Monday v ] -
addition to the selected frequency.
To: ﬁ Katherine Georgenson - citikgeor4863

¢ From Advanced Options, choose to

[[JRun subscription immediately . . .
overwrite previous versions ofa report

[E] advanced Options i .
with each new version or enter a do not

[ The new scheduled report will overwrite older versions of itself,

deliver after date.

Delivery

¢ Enter an email address where the report will

[[] Do not deliver after I:I .
be delivered.

Email:* Ikatherine@citi.com I

When you are finished, click the OK button.

*Instructions: The Notify Option enables you to be notified via email each time the subscribed report is finished processing. Multiple email

addresses may be entered by placing a semicolon between them, A COﬂfi rmation message diSplayS indicating
fi ing all il addh , click th b P
LR e your subscription was created successfully.

2K hancel NOTE: Click the My Subscriptions tab to access

the reports you are subscribed to. You can
Subscribe to History List edit or unsubscribe to your report from this
tab.
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Save Report Templates — My Reports

Key Concepts

Report templates can be created or edited and then saved to My Reports. Reports you save in My Reports are only accessible by you and cannot

be accessed by other Users.

Step-by-Step Instructions

Screen Step/Action

Citibank® Custom Reporting System Citigroup.com

TN
citi
# &
Home v Tooks ~ Data ~ Gnd Format ~
Bl mpifensbmana

Report Objects | 20X [|M41~ 2345 of2308pages P W

Contactus  Help  Logout
Welcome Katherine Georgenson.

MY SUBSCRIPTIONS | MISTORY LIST | PREFERENCES | USER ENTITLEMENTS

MY REPORTS | CREATE REPORT

Citibank Commescial Cards Reporting System > My Reports > Account Activity Text File - €D 1007

Last up

Datarows: 1-500f 115387 | Data columns: 1

P Account Name (Short) A ! I p
@ Account Name 1 Hierarchy nsaction Transacti ’ r iction Metri
@ Accounk Name 2 Level First Name  Account Nam D Post D c SRECHY -

e | e el O O

(@ Account Type. VEL c s po ” -

@ Fast Name AL/ i

o ———————
OMa:hanr Cy £

(@ Merchant Name

Purchase Identiier

(@ Transaction Date

(3 Transaction Nnber CORPORATE 1/2/2014  [1/2/2014 (GAS CITY Payments

@ Transaction Post Date

(3 Transaction Reference Nur

mesacnon'yoe =
& &

18 kem(s) found

CORPORATE 1/2/2014  [1/2/2014

[ Report objects
B Mobjects

) Related Reports SORPOR q 3,165.00

Report Viewer — Save Icon

Citibank® Custom Reporting System Citigroup.com

CItl'
HOME | SHARED REPORTS | MY REPORTS | CREATE REPORT | MY SUBSCRIPTIONS

Cribank Commercial Cards Reporting System > My Reports > Account Activity Text File - CD 100T

Contactus Help Logout
Welcome Katherine Georgenson.

HISTORY LIST | PREFERENCES | USER ENTITLEMENTS

ft €
Home v Took ~ Data ~ Gid  Format ~ st 7/16114 10:04:41 PM
Save DR A
Save As, k
1v 2345 of2308pages b M Datarows: 1 -S0of 115387 | Data cohumns: 1
Undo arisz a
ORPORATE 12/30/20x3 1/2/2014 3001GLEN Purchase
Design
v Gid
- iiﬂ- o ﬁw-m
Grid and Graph i
Create Persanal View
T e N
Export L
Full Screen Mode 51.5¢
==l — ORFORATE 1/2/2014 1/2/2014 DOOGGLEN payments (619.84)
| Report Objects ) :
B alobjects G 99.18
B) Related Reports S{}Z‘?{uﬁ Hafeats 3,165.00

Report Viewer — Home Menu

From the Report Viewer screen, click
the Save icon from the Home toolbar or select
the Save option from the Home menu.

The Save As window displays.
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Screen Step/Action

Save As

?

x

Save in:

This foldy{ 5hared Rey

0 item({s) found
Name: [Account Activity Text File - CD 100T |

Description: Account level detail and unit summaries For all
transaction activity

[¥]Keep report prompted.
Advanced Options...

0K

Cancel

Save As Window

2 Advanced Options...

rormpt:

(O save report as static - Saved report will not be prompted when run
@ save report as prompted

O Only filter will be prompted

O Only template will be prompted

@ Filter and template will be prompted

[¥] Set the current prompt answers to be the default prompt answers

Advanced Options

2.

6. Click the OK button to process and save to

From the Save in drop-down list, select the
My Reports option.

NOTE: To create a new folder in My Reports, click
the Folder icon that displays to the right of the
drop-down list.

In the Name field, amend or enter a new name
for the report being saved.

In the Description field, amend or add a new
description for the report being saved.

To change how reports will be prompted when
they are run, click the Advanced Options link
and make your selection.

Save report as static — this option allows a report to
be run without prompts. When you run the report it
will begin to process immediately without any
prompt requests. This is useful for reports that do
not require date ranges, for example the Cardholder
Listing Report.

Save report as prompted — this default option saves
the report with active prompts. When you run the
report you will prompted for the filter, the template
or both depending on the options you select.

Only filter will be prompted — this option saves the
current template and when the report is run only the
filter information will be requested. The most
common fi eris a date range prompt.

Only template will be prompted — this option saves
the current template. When you run the report, only
template information will be prompted. An example
of a template prompt is a hierarchy Unit Number
and Name prompt.

Filter and template will be prompted - this option
saves both active template and filter prompts. When
you run the report, the template and fi er
information will be prompted. For example, a
template prompt such as hierarchy Unit Number and
Name and a fi er prompt such as a date range is
requested.

My Reports.

A confirmation message displays indicating the
report has been saved.

To view all saved folders and reports, click the
My Reports tab.
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Attachment

Report Viewer Toolbars

Reports created or run in CCRS display in the Report Viewer. The Report Viewer contains Home, Tools, Data, Grid and Format function menus.
When you click on each menu item, a sub-set of toolbar icons displays. These same functions can be accessed and viewed when you click the

expand arrow for each menu.

Home

Home v Tools ¥ Data ¥ Grid Format ¥

ROl E2hSdRRBDR A

Home Toolbar

Home Toolbar

(2

Design — changes the report grid to design mode (allows you to add and remove objects and filters from the grid or reports, set
prompts and organize columns on the report grid)

1

Grid — displays the report in grid mode.

Graph — displays the report in graph mode. A report can only be displayed in graph mode if a metric exists on a report. When
graph mode is selected, additional graph icons options display.

Grid and Graph — displays a report in both grid and graph modes simultaneously.

Add to History List — saves report data to the History List. This document will remain in the History List for 180 days, unless
deleted. The History List can contain a maximum of 50 reports.

Create Personal View — captures a view of the report at a particular moment in time without saving it in My Reports or other
shared folders.

Print — prints the report from a local printer (in the PDF format).

Schedule Deliver to History List — sets up a subscription frequency for how often you want to receive a report.

Export — exports a report in EXCEL, CSV, HTML and Plain Text with a delimiter.

PDF — converts a report to PDF.

Re-prompt — provides new prompt parameters to change filtering options.

B EF DY LD PR R

Full Screen Mode — displays a report in full-screen mode.
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Tools

Home ¥ Tools v Data ¥ Grid Format ~

A S D@DODD 370 = @4 &

Tools Toolbar

Tools Toolbar

L=

Design — changes the report grid to design mode (allows you to add and remove objects and filters from the grid or reports, set
prompts and organize columns on the report grid)

|

Grid — displays the report in grid mode.

Graph — displays the report in graph mode. A report can only be displayed in graph mode if a metric exists on a report. When
graph mode is selected, additional graph icons options display.

Grid and Graph — displays a report in both grid and graph modes simultaneously.

New — launches the Create Report tab.

Report Objects — displays all of the report objects used to build/design the report.

= EIE=RE:

All Objects — displays various object categories in which you can select objects to add to a report, such as attributes, filters,
metrics and prompts.

Related Reports — displays a list of report templates within your user access that contains similar attributes and metrics and the
current report.

[

Page-by Axis — displays the page-by axis at the top of the report. The page-by axis allows you to filter data on report by using report
column headers. You can filter by multiple reports column headers. The subsequent column header selected will always be
dependent on the header before it is in the page by axis.

Display filter — allows you to add or modify filters in a report.

-
= Prompt Details — displays the prompt information used in generating the report.
Show Pivot Buttons — places pivot buttons within each of the column headers in a report to allow you to: move to columns
left, move right, page by, and remove from grid.
%* Show Sort Buttons — places sort button within each of the column headers in a report.

Report Options — displays General and Advanced options of how you can have your report display and be viewed.

30



CCRS® — Quick Start Guide | Report Viewer Toolbars

Data

Home ¥

Tools ¥ Data v Grid Format ~

DS -4 2 ER @ AR

Data Toolbar

Data Toolbar

%

Design — changes the report grid to design mode (allows you to add and remove objects and filters from the grid or reports, set
prompts and organize columns on the report grid)

]

Grid — displays the report in grid mode.

HEE
H Graph — displays the report in graph mode. A report can only be displayed in graph mode if a metric exists on a report. When
graph mode is selected, additional graph icons options display.
% Grid and Graph — displays a report in both grid and graph modes simultaneously.
T Add View Filter Conditions — adds additional filters to a report. A drop-down list containing all report objects in the View Filter
- section is visible.
%* Sort — sorts the order in which rows display.

B |

Drill — drills down to detail within a report value. For example, right click on a merchant’s name to drill down to the
transaction detail for the selected merchant.

Filter on Selections — allows you to select specific values within the report on which to filter.

(=] ||
(=] ||

Hide/Null Zeros — hides rows and columns that consist only of null or zero metric values.

Refresh — refreshes the screen and loads the requested data.

= |

Re-prompt — changes the prompt values and re-runs the report.

Swap Rows and Columns — swaps rows to columns, and columns to rows.

3

o Insert New Metric — creates a new metric. It can only be created using existing metrics on a report.

ab Rename/Edit Objects — displays a pop-up window that allows you to rename the column headers. Renaming the column header
" does not change the name of the attributes in other reports.

b Show Totals — displays and hides report totals, if totals are active on a report.

¥ Edit Totals — determines what totals display on a report from the available report metrics.

Toggle Thresholds — displays thresholds. Thresholds are cells of data that are formatted differently from the rest of the dataon a
report. This can be seen in the Program Dashboards when indicating an increase or decrease in a value of a previous similar time
period. For example, if the total spend this quarter is greater than the total spend last quarter, then a green diamond will display next
to the spend value for this quarter. If total spend is down, using the same example, then the diamond would be red.
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Grid

Home ¥ Tools ¥ Data ¥ Grid Format ™

o Rmd s ][]E]2 B0 B @ s E

Grid Toolbar
Grid Toolbar
& Design — changes the report grid to design mode (allows you to add and remove objects and filters from the grid or
reports, set prompts and organize columns on the report grid)
BBE Grid — displays the report in grid mode.

Graph — displays the report in graph mode. A report can only be displayed in graph mode if a metric exists on a report.
When graph mode is selected, additional graph icons options display.

Grid and Graph — displays a report in both grid and graph modes simultaneously.

(Custom) Custom — use the drop-down list to select the display option of your choice.

Banding — adds and removes bands (alternating row colors) on a report in grid mode.

@;EE B

Outline — displays the report in an outline format.

L
lulul

Merge Column Headers — merges column headers.

Merge Row Headers — merges row headers.

Lock Row Headers — locks row headers. Allows metrics to scroll with rows.

Lock Column Headers — locks column headers. Column headers remain in place as you scroll through data.

Auto Fit Contents — fits contents in a cell to the widest data width for the column where the cell is located.

Auto Fit Window — fits report data to width of the viewable window.

0| w| & @ ||
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Format

Home ¥ Tools ¥ Data ¥ Grid

Format v

B =

s l@l tll B IE All Grid Cells uValues ’_'I Verdana '|9 vlr B 7 U

8 % o

Format Toolbar

Format Toolbar

L=

Design — changes the report grid to design mode (allows you to add and remove objects and filters
from the grid or reports, set prompts and organize columns on the report grid)

Grid — displays the report in grid mode.

Graph — displays the report in graph mode. A report can only be displayed in graph mode if a metric
exists on a report. When graph mode is selected, additional graph icons options display.

Grid and Graph — displays a report in both grid and graph modes simultaneously.

Al Grid Cells | -]

All Grid Cells — all formatting changes will apply to the cells selected in the drop-down list criteria
category.

Values — all formatting changes will apply to the cells selected in the subset drop-down list criteria
category.

ey
=

Text Formatting Options — allows you to select text formatting options including font style, font size,
bold, italic and underline.

Text Alignment Options — allows you to select text alignment options including left justified, center
justified, right justified, and right/left justified.

$ 9 s Styles — allows you to select styles for currency, percent and commas.
‘EE _i..ng Increase and Decrease Decimal — moves the decimal point to the left/right.

Fill Color, Line Color, Text Color — allows you to select the background color, line color or text
color of the grid.

Border Options — sets the border formatting options for the grid.

Line Options — allows you to select the line formatting options for the grid.

Advanced Grid Formatting — allows you to format multiple aspects of the grid at once, such as font,
number, alignment, and color and lines. This icon is only active when in Grid mode.

Advanced Graph Formatting — allows you to format multiple aspects of the graph at once, such as font,

number, alignment, and color and lines. This icon is only active in Graph mode.
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Set User Preferences

Overview

Some Users and Administrators are able to customize their User preferences in CCRS. User preferences are accessed from the Preferences tab.
The left side of the Preferences screen provides links to all categories of User preference parameters.

Applying Preference Changes

When you click the Apply button on any Preferences screen, the settings are applied differently, depending on which of the following options you
choose:

* Apply to all projects on the current server — the settings are applied to all projects, not just the one you are currently configuring. It is a
default option.
* Apply to current project — the settings are applied only to the current project.

Load Default Values

When you click the Load Default Values button, the Administrator’s default values for this section of preferences is loaded. These default values
are not saved until you click the Apply button.

Grid Display Options

PREFERENCES
= General

Grid display

Change Password

« Folder browsing Grid style: [Use the format stored in the report definition |
Note: Selecting "Use my selected default grid style” wil disable il custom grid
= Grid display Formatting in Reports,
» Graph display
- Export Reports Defaul grid style: Grey Bands (1)~
= Prink Reparts (FOF)
Maximum rows in grids 50
- ilnts
= Brompts Maximum clumns in arid:
= Report Services
- mt Show attribute farm names:

[ shaw pivot butkans

[ show sort buttans

[ Show unused attributes in page-by panel

[ Display empty arid axes in view made

Enable sorting by attribute forms that are not displayed on the grid
Automatic page-by

[ Show page-by axis by defaul

Use images for depicting expand and contract in outline mode

[ Apply ta all projects on the current Irteligence Server v

Apply || Load Defaul Yalues

Grid Display Screen

Option Description

Grid Style Select an option to either use the original grid style defined for each report or to select a default grid style for all
future reports.

If you select Use my selected default grid style from the drop-down list, all custom grid formatting in the Report
Viewer will be disabled.

Default Grid Style Select the grid style that will be applied to all future reports based on the grid style option selected.

Maximum Rows and Set the number of rows and columns of data to display per page in your grid report.

Columns in Grid
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Option Description

Show Attribute Form You can use it to specify if attribute form names for attributes with multiple forms are displayed on reports. Select
Names Yes or No to either allow or prevent Users from viewing attribute form names on reports, regardless of whether the
display of form names is enabled on the reports. Select the Read from report option to show or hide attribute form
names on a report-by-report basis. With this option selected, attribute form names are only displayed for reports in
which the display of attribute form names is enabled.

Show Pivot and Sort You can select this option to show pivot buttons on all reports.

Buttons

Enable Sorting by You can select this option to sort according to attributes that are not displayed on the grid. For example, the
Attribute Forms That description form of Category, but not the ID form, is displayed on a report. Even though the ID is not present on the
Are Not Displayed on report, you can still sort the report by the ID if this setting is enabled.

the Grid

Automatic Page-by This option allows you determine if a new page of information displays immediately after you select a choice in a

page-by drop-down list. If this checkbox is not selected, you must click the Apply button to see the new information
after making a selection. Turning it off can be useful if there are multiple page-by drop-down lists and you want to
click the Apply button only once, after all of the selections have been made.

Use Images for This option is used primarily as a troubleshooting setting to adjust the expand + and contract — symbols in Outline
Depicting Expand mode. If the expand and contract symbols images do not appear correctly in Outline mode, change this setting to
and Contract in resolve the issue.

Outline Mode

Apply When you click the Apply button on any Preferences screen, the settings are applied to the project

differently, depending on which of the following selections you choose from the drop-down list:

* Apply to all projects on the current server — the settings are applied to all projects, not just the one you are
currently configuring. It is a default option.
o Apply to current project — the settings are applied only to the current project.

Load Default Values When you click the Load Default Values button, the Administrator’s default values for this section of
preferences is loaded. These default values are not saved until you click the Apply button.
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Export Options
PREFERENCES Export Reports
= General
o Espon:
= Grid display xport grids to:
= Graph display Excel with plain kext

= Export Reports

= Print Reports (FDEY
= Drill mode

= Prompts

= Repart Services

= Security

Change Password

O 5w File Format:
© Excel with Formatting
O HTML

O Plain text Delirniter:

port graphs ko
Excel with Formatting

@ HTML

zport HTML documents ko:
HTHL

O Excel without formatting

Export Report Title

Export Page-By Information

[] Export filter details
Export Header and Fooker: | Edit Custom Settings. ..

Remove extra column: | Yes »
[CJExpand all page-by fields

Excel options:

Excel version: | Excel XP/2003 b

[ Expart metric values as text

Export headers as text
Excel with formatting options:

[[]Place each page on & ssparate shest
[[] always expart graphs as live Excel charts
Embed all images

Show options when expaorting

| Apply to all projects on the current Inteligence Serwver w

Apply Load Default Yalues

Export Options Screen

Option Description

Export Select this option either to export the entire report or only the portion of the report displayed in your
browser.
Export Grids To Select one of the following grid export options:
* Excel with plain text — the Excel spreadsheet will include the text of the report.
o CSV file format — this format includes the text of the report separated by commas.
* Excel with formatting — the Excel spreadsheet will maintain all colors, fonts and structure in the report.
o HTML — the grid is exported to an HTML page.
* Plain text — the text of the report is exported in plain text. Specify a delimiter to separate each cell of the
report.
Export Graphs To Select a graph export option:
» Excel with formatting — the graph opens in the version of Excel you specify from the Excel version drop-down list.
o HTML — the graph is exported to an HTML page.
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Option ‘ Description

Export HTML
Documents To

Select one of the following HTML document export options:
o HTML — the HTML document maintains its format, color, structure and features.

* Excel without formatting — only grids are exported in plain text, giving Users access to the raw data of the grid
reports. Graph reports within HTML documents are not exported to Excel.

Export Report Title

Select to export the report title.

Export Page-By
Information

Select to export the page-by information.

Export Filter Details

Select to filter details on any given report. If you choose to export them, they appear directly above the exported
report.

Export Headers and
Footers as Text

This option allows you to choose if header and footer values should be exported as text or in their current format
which could be numeric, date and so on.

NOTE: This option is only enabled when either Excel with plain text or Excel with Formatting is selected.

Remove extra column

This option allows you to determine if the last column of the row headers, which contains the word Metrics, is
displayed on a report. This setting only applies to exports to Excel with formatting.

Expand all page-by
fields

Select to print all combinations of items in the Page-by axis when printing a report that has one or more items in
the Page-by axis. To print only the items currently displayed, de-select this checkbox. When the Expand all page-by
fields checkbox is selected, the Place each page on a separate sheet checkbox becomes available. To have each
page-by field appear on its own separate sheet in Excel, select the checkbox.

Excel Options

Select the Excel version to which a report will be exported.

Show Options When
Exporting

Select to indicate whether the Export Options window opens when you export a report. If this option is selected,
the Export Options window opens each time. If this option is not selected, the window does not open and the
report is exported with the settings saved in Preferences.

Apply

When you click the Apply button on any Preferences screen, the settings are applied to the project
differently, depending on which of the following selections you choose from the drop-down list:

* Apply to all projects on the current server — the settings are applied to all projects, not just the one you are
currently configuring. It is a default option.
» Apply to current project — the settings are applied only to the current project.

Load Default Values

When you click this option, the Administrator’s default values for this section of preferences is loaded. These
default values are not saved until you click the Apply button.
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