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1. System Overview

a. Recommended Settings

Recommended screen resolution for using this web reporting application is 1024 x 768.  This can be set by right-clicking on your desktop and choosing properties, or by going to your Control Panel and choosing Display settings.

b. Login

Access Web Reporting software via: 
www.graspdata.com
To Login, enter your email address and the password provided to you.  If you have forgotten your password, please contact our office to have it emailed to you or reset.
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c. General Features

i. Navigation

[image: image2.emf]


1. Show/Hide Header

To maximize the amount of viewable space on your screen you can hide or show the header graphics at any time by clicking the show/hide header link located at the center, just below the header graphic.

2. Navigation Tabs

You can navigate to the different applications within Web Reporting by utilizing the navigation tabs at the top of the page.  These tabs – Dashboard, Reports, Data Cafe and Settings - will appear at the top of each page you access.  This allows for easy navigation between the applications.  Instructions for each tab will be covered in further detail in the following sections of this manual.
ii. Help

Located at the top of most pages, you will find a help box that explains the most common functions for the page you are on.
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You can show or hide the help window by clicking Show/Hide Help located on the bottom left navigation on each screen.
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d. Logout
Be sure to click Log Out when you are done.  It is located just above the Show/Hide Help button on the lower left navigation.

2. Dashboard

a. Display

When you first login, you will see your dashboard.  It may or may not be populated with graphs or dashboard items.
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b. Edit 

If you click on [image: image6.png]Edit Dashboard




 on the left, you will be presented with the following grid view of your dashboard.  Any dashboard can have up to 12 dashboard items.  Dashboard layout will be determined by your screen resolution.
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Each Dashboard item has three parameters:

Dashboard – Select the dashboard item you would like to display or <None> to clear it.  These items can be Graphs, RSS feeds, or other special items.

Date Range – Choose a date range that you would like to display for your dashboard item.  Depending on the dashboard item that you are selecting, a date range may not be applicable.


Date Field – Choose the date field that you would like to base your dashboard item on.  This will be either Issued Date or Departure Date.  If you choose Issue Date, the data displayed will show any transactions that were issued during that time period.  If you choose Departure Date, this will show you transactions where travel commences during that time period.
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c. Print

From the main dashboard screen you can print your dashboard by clicking: [image: image9.png]B Print Dashboard



.

3. Reports

a. My Reports
This page displays all reports assigned to you.  Active reports are reports that you have the ability to work with throughout the system.  Inactive reports are reports that are assigned to you but are not available for use throughout the system until you reactivate them.

Active Report Filter

This offers you the ability to filter on a particular category, subcategory and/or report name. Select a Category and the page will refresh with the Category filter applied, then you can select a Sub-Category.  Otherwise, you can enter a partial report name in the Name field and click Apply Filter.
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Rows Per Page

You may select from the Rows Per Page drop-down the number of reports listed on a given page.
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Description

If you click the Description icon ([image: image12.wmf]) extended description information will appear below the report listed.

Sample

If a report sample is available, you will see a (

) PDF icon and you can click it to see a sample of the selected report.  Otherwise, you will see a ([image: image14.png]®



) not available icon, indicating no sample is available for preview.
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Run Now

To run a report from the My Reports list, simply click the Run Now icon ([image: image16.emf]

) and you will be prompted for your report parameters.
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Section 1 – Report Options
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Report Name: You can override the name or description of the report as it will be listed in history or in emails to be more descriptive or add text to indicate special filters or clients/divisions.
Date Field: Select if you want the report to be run on Issued Date or Departure Date.
Start Date: Enter the start of the date range for your data.
End Date: Enter the end date of the date range for your data.
Export Type: Choose the output format for the report.  You can choose from the following output types:
· PDF (This is the default format PDF – Portable Document Format that can be read by any PDF reader or Adobe Acrobat Reader)

· Excel (This will look very much like the PDF, but in Excel and the data can be manipulated.  It will include graphics, charts and page breaks)

· Excel – Data Only (This will be the raw data behind the report.  No formatting and, if the report requires multiple data tables, each data table will be a separate Sheet in the workbook)

· Word (This will look very much like the PDF, but in Microsoft Word and the data can be manipulated.  It will include graphics, charts and page breaks)

· Rich-Text (This will look very much like the PDF, but in RTF (Rich-Text-Format) and the data can be manipulated.  It will include graphics, charts and page breaks and can be shared with users using non-Microsoft word processors) 

· XML – (This is XML – Extensible-Markup-Language, which is a database format that outputs the data in a structured format that can be read by other systems that support XML.  This format is very similar to the Excel – Data Only)

Section 2 – Add Data Filters
Click the Add Data Filters title to expand this section to allow you to select additional filter criteria for your report.  You may skip this step if you want to include all data assigned to you.
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Corporation: Select from the drop-down list the corporate identity that you would like to restrict for the report.
Using the drop-down menus, you can filter the data you want included in your report.  You can add up to five (5) additional filters to your report.

Step 1 – Select the field that you would like to filter from the drop-down list marked “Filter” where it says “--Select--”

Step 2 – Select your operator (=, not equal to, <=, =>, etc…) 

Step 3 – Click the drop-down list to select a value to add to your filter.  Once you select the value, you MUST click the plus symbol ([image: image20.wmf]) to add the value to your filter box below.  This will sometimes be a lookup value and not necessarily match, or look like the value selected.  You may add multiple select criteria in this manner.

Clear Values: If you choose to change criteria, you must click the Clear All icon ([image: image21.wmf]) to remove the values.  Then you can either specify a new filter as in Step 1, or choose “--Select--“ to specify no filter.

Section 3 – Add Distribution
Click the Add Distribution title to expand this section to allow you to add email delivery when the report completes.  
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You can override any of the following options:

From: This will default to your email address that you are logged in as.

Subject: The subject line as it will appear for your recipient.

Message: This is the message body, which will also include a list of reports included.

Recipients: This is like your address book and you can check the box next to a given name.  If you select more than one recipient, you will be copied on the email.  
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EDIT: You can Edit a recipient by clicking the Edit icon ([image: image24.png]


) and the data will be populated in the New Contact Name and New Contact Email boxes below.  You can then change the values and click the “Save” button below (this button will say “Add” when in Add mode, or “Save” when in Edit mode).  
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ADD: To add a new contact, simply enter the New Contact Name and New Contact Email and click “Add”.  REMEMBER to check the box next to the name to specify that you want the report emailed to this new person.  
[image: image26.png]New Contact Name: | Mary Srrith

New Contact Email: [mary. smith@carporation. corr|

‘Add Contact




DELETE: To delete a contact from your address book, simply click the Delete icon ([image: image27.wmf]) to remove the person from you address book.  This WILL delete this person from any existing scheduled batches.
SEND REPORTS AS: Here you can indicate if you want to send the report as a web link or as an attachment.  Some recipients may not be able to receive attachments, or if you want to control how long someone can access a report, you can send it as Web Link then when you delete the report from your Report History screen, it can no longer be viewed.  Otherwise, Attach Copies of Reports will allow you to submit the report as an attachment.
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Click Run Now to run the report and send to your distribution.
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If you change your mind – Click Cancel
Inactivate

The Inactivate icon ([image: image30.wmf]) will move the report down to your inactive reports list at the bottom of the screen.  This will NOT inactivate this report for existing users that already have this report assigned.  You must go into Edit Users and Report Assignment to remove this report from users that you have assigned it to.
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b. History

This page allows you to view, filter, refresh, email and delete reports that have been run. 
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Filter

The filter feature on this page allows you to filter on a date range when a report was run. You can use this feature under the "Report List Date Filter" heading on this page.


[image: image33.png]Report List Date Filter

Start Date: End Date
L]

L |





Refresh

The refresh feature on this page allows you to set a time interval for when this page will refresh and display any new reports or updated status.  You can use this option under the "Report Refresh Interval" heading on this page.
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View
You can view a report by clicking on the report icon [image: image35.png]B me



.

Delete
To delete a report, click the [image: image36.png]


 icon or, to delete multiple reports, check the boxes next to the report and click the "Delete Checked Reports" button.

Email
To email reports, check the boxes next to the reports that you want to send and click the "Email Checked Reports" button.  Next you will be prompted for Recipients and other options.  Distribution is covered in detail in My Reports and the Report Scheduling sections.
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c. Scheduling

Report Scheduling allows you to do two things; automate report processing and distribution and save select criteria for reports that you run frequently with special filters.
i. Add A Batch

To add a new batch, click the Add Batch icon ([image: image38.wmf]).  
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You will be prompted with a drop-down list of available reports.  Select a report you would like to add to your new batch and click the Add Single Report icon ([image: image40.wmf]).
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Once you add the report to the batch, you will be prompted just like the Run Now options in the My Reports section to select your report parameters.

Section 1 – Report Options
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Report Name: You can override the name or description of the report as it will be listed in history or in emails to be more descriptive or add text to indicate special filters or clients/divisions.

Date Field: Select if you want the report to be run on Issued Date or Trip/Booking start date (Departure Date).

Date Filter: Enter the date range for your data.  Remember, this will be relative to when the report is processed in the batch.  So if the report runs monthly on the 15th, you would choose “Previous Month” to run for the previous month.






Date Filters
	Current MTD
	Next Month
	Previous Month
	Today

	Current QTD
	Next Quarter
	Previous Quarter
	Tomorrow

	Current Week 
	Next week
	Previous week
	Yesterday

	Current YTD
	Next Year
	Previous Year
	


Export Type: Choose the output format for the report. The output format descriptions can be found on page 9.You can choose from the following output types:
· PDF 
· Excel 
· Excel – Data Only 
· Word 
· Rich-Text 
· XML 
Data Filters

This section allows you to select additional filter criteria for your report.  You may skip this step if you want to include all data assigned to you.
Selecting your data filters is the same as running individual reports.  Instructions can be found on page 10.
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When you are done, or if you choose to add no filters, click the Save Button.  You may then choose to add another report to the batch.

You can add as many reports to a batch as needed, however, keep in mind that if you are going to email the reports, everyone in your distribution will get all of the reports in a particular batch.  
ii. Save  Batch

Once you have added all of the reports that you want in a given batch, you want to save the Batch.  

Name the Batch – Keep the name easy to identify who or what the batch is for. 

This will help in distinguishing between batches.
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Click Save Batch

NOTE:  When creating batches, keep in mind that distribution is batch-specific, so you should only create batches with reports that all go to the same individuals.
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iii. Edit Batch

You can Edit the Batch by clicking the Edit Batch icon ([image: image47.wmf]).  This will allow you to edit the reports in the batch and their select criteria.  Once you click this icon, you will be presented with a list of reports and if you click on the report name, you can edit the select criteria.  You can also add additional reports by selecting the drop-down and clicking Add Report as before.

iv. Schedule Batch

Next you will notice that the batch has no “Next Run Time” or “Last Run Time”.  This is because you need to schedule the batch, or it is a Run-Now batch (a collection of report(s) with specific select criteria).  To schedule a batch for recurring processing, click the Scheduling and Delivery icon ([image: image48.wmf]).
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Description: You can add a description to the batch.

Type:  This selection allows you to choose how often you want the batch to run.  Each selection will prompt you for different parameters based on the type selected:

	One Time
	Date and Time

	Hourly
	No Selection

	Daily
	Time

	Weekly
	Day of Week and Time

	Monthly
	Day of the Month and Time

	Quarterly
	Fiscal Start Month and Time

	Yearly
	Date and Time


Example of a batch scheduled for weekly, run on Mondays at 2:13pm:
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Expire: If you wish to run a batch for a period of time and then stop, you will click on Expire and then set the date you wish to have the batch stop running.

Distribution: If you click on Distribution, you will be prompted for Batch Distribution information.

Batch Distribution:  Distribution for batched reports is set up with the same parameters as individual reports.  See Pages 11-12 for detailed instructions.

If you have selected your distribution for a report you will now see a distribution icon. 
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If you click this icon, or if you have checked Distribution on the Schedule and Distribution screen, you will be prompted to select your distribution options.  You can modify your distribution options. 
v. Run Now

Regardless of whether a batch is scheduled to run, you can always run it at any time.  Click the Run Now icon ([image: image52.wmf]) .  
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The batch will prompt you for the Date Field that you want to filter on (Issued Date or Departure Date) and the Start Date and End Date.
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Once you select your options, click Run Batch to execute the batch and it will then prompt you for Recipients.  
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You then click Save after choosing your recipients and the batch will run immediately and reports will be delivered. 
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Reports will also be listed in your report history and the batch name will be indicated in the batch Column.

[image: image57.png]torical Reports Rows per page: 10 | Checkall []

Run Date Batch Report Status View  Delete
67772007 349:37 PM Test My Batch Advance Purchase Sumrmary by Sort 1 and Sort 2 Processed T X0
B/7/2007 3:49:37 PM  Test My Batch Air Activity Simple Processed v X O
B/7/2007 3:42:41 PM  Ad Hoc Validated Carrier Analysis - Excel - Raw Processed E] X O
B7/2007 3:4221 PM  Ad Hoe “alidated Carrier Analysis - Excel Processed = xX O




vi. Delete Batch

Should you want to delete a batch, you can click the Delete Batch icon ([image: image58.wmf]) out to the right of the batch in the Report Scheduling screen.
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4. Data Café

To access the Data Café, click on the Data Café icon on the menu bar located at the top and to the right on each page.
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a. Data Inquiry
Once you have accessed the Data Café, the page will default to the Data Inquiry screen.  The Data Inquiry screen allows users to view a copy of an invoice.
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Select the Date Range 

Select the Field to Search you have the following options to choose from:
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If the Search Value is left blank it will default to show ALL items within the Date Range and Selected Field to Search.

Input the Search Value, such as last name, invoice number, etc. based on the Field to Search choice.

Click  [image: image63.png]


 , to have the Data Inquiry return a list of items to select from.
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To View an item on the list, click [image: image65.png]


 button.  The transaction information will be returned.[image: image66.png]Data Inquiry
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5. Settings

To access the Settings Menu, click on the Settings icon on the menu bar, located at the top and to the right on each page.
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a. My Profile
Upon clicking on the Setting tab, the user who is logged in will see their profile appear.  A user can update their information and change their password if needed.
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