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Purpose

The purpose of this guide is to give you step-by-step instructions on how to run repetitive
reports a aglance. These are the standard shared reports listed in REE Manual 213.3M,
REE Purchase Card Program. These reports assist LAPC’ s with management and
oversight of the Purchase Card Program.

Please note that these instructions are for existing reports generally shared by the APC,

AAPC, or other LAPC’s. If you are creating new reports, please contact your AAPC for
assistance.
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Generdl Instructions
Step GI-1

Fromyour desktop............

EE Directary

|J Desktop My Computer = |ﬁ N @E%@@ 1:54 PM

Select Discoverer 3.1 (some icons may read Auser editior).
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Step GI-2 - Connection

Connect to Oracle Discoverer

1. Inthe*“Username’ block, type in your LAPC user ID (AR.....A).
2. Inthe “password” block, type in your password.

The “connection” block, should automatically be “pcmsprod”. If not, enter
[ mmq)rm,l .

3. Click on “connect”.
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Step GI-3 — Workbook Wizard

¥ ¥

# workbook Wizard

Click on Aopen an existing workbook”.
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Step GI-4 — Workbook Wizard con't

#® workbook Wizard

Click on Adatabase”.

**** Please note that the genera instructions are what you follow when you
first log into discoverer, ****
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1. Manager — REE Monthly Cardholder Reconciliation

Step 1.1 — Open Workbook

® Oracle Discoverer

File Edit View Took Help

ﬁHD-‘l?A DﬂHDHULDEH MDNTHLY RECOMCILIATION REPORT &
AR0434, CARDHOLDER MOMTHLY TRAMNSACTION COMPARIS
ARDO434 CHECK. REPORT =
AF|D43A'-\ LAPC MDNTHLY LSER MESSAGES REPORT o
Arna - REE Manthly Cardholder Heconciliahon Hepodss
AHU43‘5« UNTHLY PURCHASE CARD MASTER FILE

AR0434.REE No of Cands

ARD434 REE Summary by Linit

ARD47E.HO P4 UMRECONCILED REPORT.DIS

Dh4153. potrant
D153 potran

1. Highlight “Managers — REE Monthly Reconciliation Report”.

2. Click on “open”.

May 2002



Step 1.2 — Open Workbook in current Database

Workbook in Other Database Account

Click on Aok™.

May 2002



Step 1.3 - Query Confirmation

(]P0 Sheet 1 4

Click on Ayes’.
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Step 1.4 — Entering Date Parameters

‘i Oracle Dizcoverer - [ARD43A Managers - REE Monthly Cardholder Reconciliation Report]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
S* =2Ljlaoozm 9 & B
Parameter Wizard E
Flease enter values for the following parameters:
Eailiest D ate |'EI1 -APR-2002
Latest Date [ 304PR-2002

" D escription:

Firizh I Cancel Help

I\ bt 1. i s
For Help, press F1 l_ MU
| Slart"J i CAWINDOWS D esktoph. . I Documenﬂ - Microsaft W || p Oracle Discoverer - [... ||T$N F [ (ﬂ%%..@ 716 &M

1.

3.

For the Aearliest datei block, insert the date in a>DD-MTH-Y EAR- format with
single quotations at each end. This should be the beginning date in which you
want the report to start running from i.e., ‘01-APR-2002'.

For the Alatest dateld block, insert the date in a>DD-MTH-Y EAR: format with
single quotations at each end. This should be the last date in which you want the
report to end on i.e,, ‘30-APR-2002-.

Click onAfinish”.
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Step 1.5 — Running Query

,i Oracle Discoverer - [ARD43A Managers - REE Monthly Cardholder Beconciliation Report]

271 File Edit Wiew Sheet Format Tools Graph Window Help _Iﬂlﬂ

| 7| | |

Sheet 1: Progress

Runming quey...

I 200000 0

4 seconds remaining.
Cancel

AT 2 Sheet1 Nl _’_|_|
Running query. .. W ’m 7

ghstart|| | ICAWINDDWS Desktopd... | B|Dacument -Miciosoit W... [ O Oracle Discoverer - L. | 3IN o HMAEI@® 7:15aM

Wait while the information is being queried.
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Step 1.6 - Report

‘i Oracle Discoverer - [ARD43A_Managers - REE Monthly Cardholder Beconciliation Report]

~1 File Edit Wiew Sheet Format Tools Graph ‘window Help =181 =]
Ge SR EAODOZ L |um|E s @ = s
| T Al o = B 2 QHEEEEF’Q‘ ‘n‘?vé?'
=
AG| RHEG | UNIT | Sub | Cardholder Merchant Mame ¥ Purchase |Agency Reference ltern Desct
Unit Date MNumber
(0 |32 |00 |0O000|AMY JEMNKING AXTROM CORPORATION 01-Apr-2002 Maintenance on
in room 4812, (1
new part, did no:
charged for labo
2222 00000 | ANGELA, FEDEX SHP 03/26/02 AB# 01-Apr-2002  |ASIMMONSCOMMI3 |airbill charges
SIMMONS
22|22 0oooo FEDEX SHP 03/26/02 AB# 01-Apr-2002  |ASIMMONSCOMMI3 |airbill charges
2222 0oooo WILLAGE LOCK. AMD KEY 03-Apr-2002  |ASIMMONSCOMMIZ [locks & keys
22|22 0oooo FEDEX SHP 04/01/02 AB# 04-Apr-2002  |ASIMMONSCOMMIE |airbill charges
2222 0oooo AUTOMATED SYSTEMS INC 04-Apr-2002 | ASIMMONSISTMI S [file folders, post
22|22 0oooo AUTOMATED SYSTEMS INC 05-Apr-2002  |ASIMMONSISTMIO  |address stamps
2222 0oooo CAROL PWQOOD 1] 08-Apr-2002  |ASIMMONSLANDZE4 |0196 13810895
2222 0oooo WERIZON 1] 08-Apr-2002  |ASIMMONSCS09 0185 13510092
2222 0oooo FEDEX SHP 04/04/02 AB# 08-Apr-2002  |ASIMMONSCOMMIE |airbill charges
22|22 0oooo FEDEX SHP 04/03/02 AB# 08-Apr-2002  |ASIMMONSCOMMIE |airbill charges
2222 0oooo NORTH CAROLINA A & T STO 09-Apr-2002  |ASIMMONSCOMMOZ( 0124 13210673 &
AT Sheet 1 12 | _>_|_I
(CAP [NOM [

ﬂ Slart"I N CAWINDOWS D eskioph. .. I Documenﬂ - Microsoft W “ pl:llacle Discoverer - [.. ||T$N F@?%..@ 7230 Ak

This is the finished report.

Please keep in mind that the picture above is a print screen. It does not reflect all the
fields that you will see on your computer. Y ou may also arrange the report to meet the
need in your Area/Location.
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Step 1.7 — Saving the Report

‘i Oracle Discoverer - [ARD43A_Managers - REE Monthly Cardholder Beconciliation Report]

5

#1 File Edt ‘iew Sheet Format Tools Graph ‘window Help =181 =]
.‘ Mew... Chrl+M

Open... Cirl+0

—  Close

£ W

= Save Ctl+S ki il

L] Schedule..

AL e | Agency Reference ltern Desct
Page Setup... Mumber

Py Print Preview 2 Maintenance an
Pritt... Chl+F in room 4812, (]
S new part, did no:

|| charged for labo

22 2 |ASIMMONSCOMMI [airbill charges
Export...

2_2_ Manage "Workbooks p 2 [ASIMMONSCOMMIS [airbill charges

2 Connect to D atabase... 2 |ASIMMONSCOMMI2 |locks & keys

22_ 1 Managers - REE Manthly Cardholder Reconciliation R eport: arl47a@pemsprod 2 |ASIMMONSCOMMIE |airbill charges

E 2LIST OF UNAPPROVED TRANS BY DATE: arb04 7 at@pemsprod 2 | ASIMMONSISTMII  [file folders, post-

22 2 LIST OF UNAPPROVED TRAMS BY DATE: ar047 al®permsprod 2 |ASIMMONSISTMIO  |address stamps

55 4CSREES CARDHOLDER MONTHLY RECONCILIATION REPORT arb047a@pemsprod 5 | ASIMMONSLANIZEL |0196 13610695
Exit

LR 0ooan WERIZOM ] 08-Apr-2002  |ASIMMONSCS09 0185 13510092

Xz 0ooan FEDEX SHP 040402 AB&# 08-Apr-2002  |ASIMMONSCOMMIS |airbill charges

LR 0ooan FEDEX SHP 04/03/02 AB# 08-Apr-2002  |ASIMMONSCOMMIE |airbill charges

L 0ooan NORTH CAROLIMNA A 8 T S5T0O 09-Apr-2002  |ASIMMONSCOMMOZI0194 13210673 &

AL sheet 1 1] | —-I—I

Saves the active workbook with a new name

A Start|| | JCAWINDOWS\Desktaph... | B|DISCOVERERGUIDET.do.|[ {0 Oracle Discoverer - [

4
(CAP NUM [

1. Click on“file".

2. Clickon “saveas’.

14
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Step 1.7a— Saving the Report - con’t

.‘i Oracle Dizcoverer - [ARD43A Managers - REE Monthly Cardholder Reconciliation Report]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
Ge SR EAODOZ L |um|E s @ = s
| T Al j|1njnz‘u‘§§§§b‘ ‘n‘?é?
L5 REG | UNIT| Sub | Cardholder |Merchant Marne ‘v Purchase |Agency Reference ltem Desct
Init Date Murnber
0 |32 |00 |00000]ARY JENK ekl S [ ] Maintenance an
’ - in room 4812, (1
Where do pou want to zave this workbook? new pan, did no
bl Comptiler charged for labo
2|22 00000 | ANGELA RMOMSCOMMI3 [airbill charges
SIMMONS Database
2 |22 0ooao To save a workbook to your database account, click Save. MONSCOMM13 [airbill charges
2|22 0pooo MOMNSCOMMIZ [locks & keys
2 |22 0oooo RMOMNSCOMMIE [airbill charges
2|22 0pooo MOMSISTMZS  |file folders, post-
2 |22 00000 Save. | _ Concd E=R MONSISTMID |address stamps
2|22 0pooo AT T = TO=A =2 =mAMONSLANDZ2E4 (0196 13810895
2 |22 0oooo WERIZOMN 0 08-Apr-2002 | ASIMWMONSCS09 0195 13510092
2|22 0pooo FEDEX SHF 04/04/02 AB& 08-Apr-2002 | ASIMMONSCOMMIE |airbill charges
2 |22 0oooo FEDEX SHF 04/03/02 AB& 08-Apr-2002 | ASIMMONSCOMMIE |airbill charges
2|22 0pooo NORTH CARCLIMNA A & T STO 09-Apr-2002 | ASIMMONSCOMMOZ(]0194 13210673 &
A[E[4 T sheet 1 14 | _>|_I
For Help, press F1 CaP |MLUM
i Start | | | CAWINDDWS\Deskiopt... | BZ]DISCOVERERGUIDEY.do..|[ (D Oracle Discoverer - L. || E3N R & D@D 737 au

1. Click on “database’.

2. Click on “save”.

May 2002
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Step 1.7b - Saving the Report - con’t

‘i Oracle Dizcoverer - [ARD43A Managers - REE Monthly Cardholder Reconciliation Report]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help _|- _lﬁl ZI
W@ SR EAODODZ L 3| u =8 & =%
| T Al j|1njnz‘u‘§§§§b‘ ‘n‘?é?
AG| RHEG | UNIT | Sub | Cardholder ncy Reference ltem Desct
Unit Axailable workbooks: ber

(20 |32 |00 00000 | ARY JENKI Maintenance on
in room 4812, (1
new part, did no:
charged for labo

Xz 00000 | AMNGELA MONSCOMMI3 [airbill charges

SIMMONS

LR 0ooan MMONSCOMMI3 [airbill charges

Xz 0ooan MONSCOMMI2 [locks & keys

LR 0ooan MMONSCOMMIE [airbill charges

Xz 0ooan MONSISTMZS  [file folders, post-

29 |22 ooooo : - REE Monthly Cardhalder Becon MONSISTMI0 address stamps

L 0ooan MONSLAMDZ34 (0196 13310835

Save I Cancel Help

LR 0ooan WERIZOM ] 08-Apr-2002  |ASIMMONSCS09 0185 13510092

Xz 0ooan FEDEX SHP 040402 AB&# 08-Apr-2002  |ASIMMONSCOMMIS |airbill charges

LR 0ooan FEDEX SHP 04/03/02 AB# 08-Apr-2002  |ASIMMONSCOMMIE |airbill charges

L 0ooan NORTH CAROLIMNA A 8 T S5T0O 09-Apr-2002  |ASIMMONSCOMMOZI0194 13210673 &

B Sheet 1 1] | _|_I

For Help, press F1

A Start|| | JCAWINDOWS\Desktapt... | B|DISCOVERERGUIDET.do.|[ [ Oracle Discoverer - .

CAP [NUM [

To keep as the same name, click on “save’.

[BNP=

JFEE@T 737aM

To change the name, overwrite the highlighted name to what you want to change it to.
Then click on “save’.

16
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Step 1.8 — Closing the Report

,i Oracle Discoverer - [Managers - REE Monthly Cardholder Reconciliation Beport]

] File Edt ‘iew Sheet Format Tools Graph indow Help = Iﬂlﬂ
ol New... Chrl+M L
i Open... Chl+0 E | a5
g (.,
_ Save Chrl+S ki i
Save fis.. i!
| Schedule...
AL Furchase |Agency Reference ltern Desct
Pl Date | Mumber
D0 e -Apr2002 Maintenance an
Eint... Etrl+P in room 4312, (i
S new part, did no:
= charged for labo
22 'Emm”tsg'---- L Apr2002 |ASIMMONSCOMNI3 |airbill charges
Expart...
2_2_ tanage Wiorkbooks k |FAp-2002 | ASIMMONSCOMMIS |airbill charges
2 Connect to D atabage... -ApE2002 | ASIMMONSCOMMI2 |locks & keys
22_ 1 Mamagers - REE Manthly Cardholder Reconciliation Report:arld Fa@pemsprod -ApE2002 - |ASIMMONSCOMMIE [airbill charges
E 2 Managers - REE Manthly Cardholder Beconciliation Reportarld 7a@pemsprod -ApE2002 | ASIMMONSISTMZS  [file folders, post-
22 2LIST OF UNAPPROYED TRANS BY DATE: arib04 7 at@pemeprod FApr-2002  [ASIMMONSISTMIO  |address stamps
52_ ﬂ LIST OF UNAPPROVED TRAMNS BY DATE:arD4?a@pcmsprod _Apr_zuuz ASIMMOMNSLAMNDZEL |0195 13810855
E xit
LR 0ooan WERIZOM ] 08-Apr-2002  |ASIMMONSCS09 0185 13510092
Xz 0ooan FEDEX SHF 040402 AB# 08-Apr-2002  |ASIMMONSCOMMIS |airbill charges
LR 0ooan FEDEX SHP 04/03/02 AB# 08-Apr-2002  |ASIMMONSCOMMIS |airbill charges
Xz 0ooan NORTH CAROLIMNA A8 T STO 09-Apr-2002  |ASIMMONSCOMMOZI0154 13210673 &
Al sheet 1 1+ | _L|_I
Closes the active workbook. |_ [NLM
i start| | () Realne Pla.| EiDIsCOVER.. | CyCwiNDD.. || O oracte Di BN REHEC@D &7

Click on “file".
If you are done, click on “exit” to get out of Discoverer.
If you are continuing to the next report, click on “close”.

Click on the “folder” to transition to the next report.

May 2002
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2. List of Unapproved Transactions By Date

Step 2.1 - Selecting where to Open Workbook

en Workbook

1. Click on “database’.

2. Click on “open”.
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Step 2.2 — Open Workbook

Open Workbook from Database

: W\ JDracle Discoverer Workbooks

Choose a porkbook to open:
Managers - REE Monthly Cardholder Reconciliation Report ﬂ
[

AR0434 CARDHOLDER MOMTHLY RECOMCILIATION REPORT
AR0434 CARDHOLDER MOMTHLY TRAMSACTION COMPARIS
ARO434 CHECK REPORT

AR0434 LAPC MOMTHLY USER MESSAGES HEPDHT

i)  LIST OF UMAPPHOVED THA i
AHD43A Managers - REE Monthly Cardhalder Heconmllatlon Flepol .
ARD434 MOMTHLY PURCHASE CARD MASTER FILE -
AR0434.REE Mo of Cands

ARO434 REE Summary by kit

AR047B.HO PA UNRECONCILED REPORT.DIS

[ oeen | concel

ress F1

1. Highlight “List of Unapproved Trans by Date”.

2. Click on “open”.

May 2002
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Step 2.3 — Open Workbook in current Database

Workbook in Other Database Account

Click on “ok”.

May 2002
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Step 2.4 — Query Confirmation

)i Oracle Discoverer - [ARD43A.CARDHOLDER MONTHLY RECONCILIATION REPORT-1]

21 File Edit Miew: Skeet Fomat Tools Graph  Window  Help = Iﬂlﬂ
Q@ | | |
| aid = =l ‘ ‘

Oracle Discoverer
Do you want ba ran the query faor the sheet "Sheet 1'7 IF pou click Mo the sheet will be

@ emplty.
Tip: ''ou can use the Refresh Sheet command in the Sheet menu to mn the query later.

MNa
[A1F] 0 sheet 1 A _>|J
For Help. press F1 l_ HUM
e

BE@Z 51 M

ghstart|| | () Realtne Player . | MDISCOVERERG... | 4CAWINDOWS'D..|[ O Oracle Discov... | T3NPAT %

Click on“no”.

Since we have discovered that the “ Purchase Date” Field is not truly reflecting 30-day old
transactions, we need to modify this report to pull the transactions when NFC has
received the transactions.

***** |1f you have aready edited and saved this report, click on “yes’ and skip down to
gm 27 *kkkk*

May 2002
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Step 2.5 — Modifying the report

)i Dracle Discoverer - [ARD43ALIST OF UNAPFROVED TRANS BY DATE] |
~1 Eile Edt Miew | Sheet Format Tools Graph indow Help = Iﬂlﬂ
New Sheet. .

i

8 @ 2 |
Duplicate as Table...

! Aiial Duplicate as Crosstab... ‘ ‘ |

Rename Shest. .. ;i
Delete Sheet
Edit Title...

Bl
Collapze

Edit Parameter Walues. ..

Refrezh Sheet
Retrigve All Rows
Count Al Fows. ..

[A]F]A\ T Sheet 1 1A} _’_|_|

Edits current sheet | [NLM

ghstart| | () Realtne Player . | WDISCOVERERG.. | CyCAWINDDWS'D..|[ O Oracte Discov... | E3NAEHY ME@D 10094m

1. Click on “Sheet”.
2. Click on “Edit Sheet”.

3. Wait amoment........

May 2002
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Step 2.6 — Edit Sheet

_)i Oracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 File Edit Miew: Skeet Fomat Tools Graph  Window  Help _Iﬂlﬂ
W# 8L 00O U= B
[ Aal =1 [ =] ! ! : ! :
SESS— ® [ dil Sheet H= 3
3 |

Select Items I Table Lapout | Conditions | Sort | Calculations |

To add items to pour worksheet, select them from the Available list and move
them to the Selected list.

Lvailable Selected
£l PCMS/FLEET =¥ =3 Card Transaction
#-1 Account Message - L Frogram Code

#- 1 Agency Eﬁ Agency Code
=4 Budget Object Class L Region

+ 1 R _Pl Ly Unit

#- 1 Cardhalder : [gn Sub Unit

#- ] Card Prafile Accounting _l +G‘3 Account Mumber

#-03 Cardhalder Profile Acct (%2 Transaction Amour

#- ] Credit Card = Lz Detai s
oli - B £~ v

|The individual transactions charged against cardholder accounts

Optionz.... | 0K I Cancel | Help |

D et 1. i s
For Help. press F1 HUM

ghstart| | () Realtne Player . | @)DISCOVERERG.. | C4CAWINDDWS'D..|[ O Oracte Discov... | E3NPAEHY MEI@D 1011 am

Highlight “Card Transaction”.

May 2002
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Step 2.6a— Edit Sheet con’'t

.‘i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
S* =2Ljlaoozm 9 & B
[ aial =1 [ =] ! ! !
#® Edit Sheet EE= —
Select Items I Table Lapout | Conditions | Sort | Calculatiohs |
T add items to your worksheet, select them from the Axvailable list and move
them to the Selected list.
Available Selected
@ PCMS/FLEET LI y —ﬁ Card Tranzaction -
=3 : | = L1 Program Code
E;-'j Card Type — Gﬁ Agency Code
Lgh Program Code L1 Region
E;-'j Department Code L4 | Gﬁ LIt
[y Agency Code (g4 Sub Uit
E;-':, Region _| +E|4_-| Account Mumber
L4 Unit =3 Transaction Amour
#[gh Sub Unit = - L3 Detai i
q | ¥ <L B
|The individual transactions charged againzt cardholder accounts
Options... | Ok I Carnicel | Help
(21T Sheet 1 Nl _>|—|

For Help, press F1

[ NOM [

ahiStart|| | () Realline Player . | MDISCOVERERG... | (yC\WINDOWS'D..|[ O Oracte Discov... | E3NE %Y EEI@Y 10134M

Click on the “+” beside the yellow folder.

24
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Step 2.6b — Edit Sheet con’t

i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
W =2 00 g = B
[ aial =1 [ =] ! | !

# Edit Sheet HEi= =
Select Items I Table Lapout | Conditions | Sort | Calculatiohs |

To add items to your worksheet, select them from the Available list and move
them to the Selected list.

Available Selected
£l PCMS/FLEET =¥ =3 Card Tranzaction =
+E|:':| Trang Defer Ind ;I ~Lgh Program Code
L Flis Ind -Lgy Agency Code

Eﬁ Reaqioh
[ Unit

+E|:':| Selected For Audit
+E|}| Selected For Audit » |

Ly 5ub Uit
: _l +E|*_1 Account Mumber
+ Lgh NFC Received Dal —D Transaction Amout
+E|}| MFC Received Dal » (% Detai g
4 I i | » 3 | T e S i "

|The date MFC received the transaction from the bank.

Options.... | Ok I Cancel | Help |

I\ bt 1. i s
For Help, press F1 MU

hiStart|| | ) Realline Player . | MDISCOVERERG... | (yC\WINDOWS'D..|[ O Oracte Discov... | E3NAEH{ M@ 10234M

1. Usethe down arrow in the same section ard scroll down until you see “NFC
Received Date”.

2. Highlight “NFC Received Date”.

May 2002
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Step 2.6¢ — Edit Sheet con’'t

i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
S* =2Ljlaoozm 9 & B
[ aial =1 [ =] ! ! !
S # Edit Sheet = =
Select Items I Table Lapout | Conditions | Sort | Calculatiohs |
To add items to your worksheet, select them from the Available list and move
them to the Selected list.
Available Selected
£l PCMS/FLEET =¥ L diccount Number <
#Lgh Trans Defer Ind ;l —D Transaction Armout
L Flis Ind - L% Dl
+Lgh Selected For Audi +|:l.l_‘l herchant Name
+E|}| Selected For Audit _| +El'ﬂ Furchaze D ate
Lt Selected For Audi— ‘Eli_‘l #Action Code
+#Lgh NFC Received Dal _l £l
#-[ g MFC Received Dal “-Lgh NFC Recsived Dal
+E|}| NFC Received Dal -ﬁ Credit Card =
q | ¥ <L i B

Options.... | Ok I Cancel | Help |

I\ bt 1. i s
For Help, press F1 MU

histart|| | () Realline Player . | MDISCOVERERG... | (4T \WINDDWS'D..|[ O Oracte Discov... | E3NEH{ ME@D 10254M

1. Click onthe arrow in the center column to switch it from the “available’ column
to the “selected” column.

2. Click on “conditions’ button located on top task bar.

May 2002
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Step 2.6d — Edit Sheet con’t

.‘i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
W =2 00 g = B
| i ! ! : L
SR Edit Sheet [_ 1O %] =
Select ltems | Table Layout Conditions | Sort | Calzulations |

Define conditions to limit worksheet results by critenia you specify. Click New
ta define a new condition.

Wiew Conditions Far: Al ez ﬂ
Sub Urit -
m —
OV [;'3 Program Code Wi
mi [y ACCT. NO.

W Program Code [N (44 5 TRANS. AMT.
1 7 Agency Cods IN (1882 MERCHANT NAME Deleta

[;'3 PURCHASE DATE
W
Y Purchase Date BET [ ACTION CODE

W Action Code ='U' | rarsimeyips

" D ezcription:

Options.... | Ok I Cancel Help

= | '¥ Region="03 [ CARDHOLDER Edi.. I

I\ bt 1. i s
For Help, press F1 MU

iStart|| | () Realline Player . | MDISCOVERERG... | (yC\WINDDWS'D..|[ O Oracle Discov... | E3NPAT %

G EE@S 11:224M

1. Click on the down arrow beside the “All Items’ block.
2. Sdect “NFC Rec’'d Date”.

3. Click on“ok”.

May 2002
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Step 2.6e — Edit Sheet con’'t

-

® Edit Sheet

Click Mew to create a new
condition.

[A[F]0 sheet 1/

Click on “New” to create a new condition.

28
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Step 2.6f — Edit Sheet con’'t

3 @ | O 8 &

.

#® New Condition

[A[F]0 sheet 1/

Using the down arrow under the “conditions” block, scroll down and select by clicking
“between”.

May 2002
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Step 2.6g — Edit Sheet con’t

MFC Received D

(]P0 Sheet 1 4

1. Inthe next block under “values’, type “:Earliest Date’.
2. Inthe next block under “vaues’, type “:Latest Date’.

3. Click on“ok”.

May 2002
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Step 2.6h — Edit Sheet con’t

‘i Dracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

p_‘| Filew Edit Miew Sheet Fomat Toole Giaph ‘window  Help 18] x|
We S5O0 3| = B
| A1 ! ! : L
# Edit Sheet [_ O] =
Select Items | Tahle Lapout Conditions | Sort I Calculations I

Define conditions to limit work sheet results by critenia pou specify. Click Mew
ta define a new condition.

Wieww Conditions For: IE[E NFC Rec'd Date j

Edi.. I
__boee |

Delete

E
— Description:

MFC Received Date BETWEEM :Earliest D ate AND
Latest Date

Optionz.... | Ok Cancel Help

A0 sheet 1/ 1l _>|_|
For Help, press F1 MU

g Start | | (1) Realine Flaer | | BIDISCOVERERE.. | CyCWwiNDDWSD. [ (0racle Discov... BN EH Y ME@®® 1131 aM

Click on“ok”.

May 2002
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Step 2.7 — Entering Date Parameters

i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
S* =2Ljlaoozm 9 & B
Parameter Wizard [ %]
Flease enter values for the following parameters:
Eailiest D ate |'EI1 -APR-2002
Latest Date [ 304PR-2002

" D escription:

Firizh I Cancel Help

A2 heet 1. i s
‘whorking... l_ IWI_

ahiStart|| | () Realline Player: || MDISCOVERERG... | (yC\WINDOWS'D..|[ O Oracte Discov... | E3NAEH{ M@ 11:3:24M

1. For theAearliest datei block, insert the date in a>DD-MTH-Y EAR: format with
single quotations at each end. This should be the beginning date in which you
want the report to start running from i.e., ‘01-APR-2002'.

2. For theAlatest datef) block, insert the date in a>DD-MTH-Y EAR: format with

single quotations at each end. This should be the last date in which you want the
report to end on i.e,, ‘30-APR-2002'.

3. Click on Afinish”.
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Step 2.8 — Running Query

i Dracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

~1 File Edit Wiew Sheet Format Tools Graph ‘window Help & x|

| == | |

Sheet 1: Progress.

Running query..

Elapzed Time; 00;00:06

A2 et 1 i s
Running query.... MU

i start | () Realtine Player: || EDISCOVEREAG... | ICwWINDOWS'D..|[ ) Oracle Discov... | BN %

G HAED@S 11:334M

Wait while the information is being queried.
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Step 2.9 - Report

i Dracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

~1 File Edit Wiew Sheet Format Tools Graph ‘window Help & x|

@@ SR EAODODD L 3 |um (=8 & = =
| T Al o = B 2 U H% = EE’@ ‘ ‘ W

Pragram CARDHOLDER TRAMS. AMT. MERCHAMNT MAME HURCHASE | ACTION [#MFC Rec'd Dﬂ

Code DATE CODE

448631 TWWILA MOCR AN 95,00 ATLANTIC OFFICE & LASER P 01-Apr-2002 U 04-Apr-2002 11
448631 16637 | ATAT WSHEE1217205 22-Apr-2002 U 26-Apr-2002 11
448631 JUARNITA ORTHAMN -545 95 |RETAIL CREDIT ADJUSTHMEMNT 25-Apr-2002 U 29-Apr-2002 1
448631 LISHA DOUGLAS F50.00 BUREAL OF CEMSLS 12-Apr-2002 (U 17-Apr-2002 11
448631 §1.40|COMNYEMIEMCE CHECK FEE 18-Apr-2002 (U 22-Apr-2002 1
448631 $340.00| AMERICAM STATISTICAL ASSN  |23-Apr-2002 (U 29-Apr-2002 1
448631 LORI MCPHERSOM §1.40|COMNWEMIEMCE CHECK FEE 17-Apr-2002 (U 19-Apr-2002 11
448681 ANY JENKING $33.03|CORP EXFR L& LBX 71217 17-Apr-2002 (U 23-Apr-2002 1
448681 F12.00%TWIAN HOWARD 0 18-Apr-2002 (U 25-Apr-2002 1
448681 $1.40| CONVEMIENCE CHECK FEE 23-Apr-2002 U 25-Apr-2002 1
448681 BESSIE JOHMSOM $50.00|DClA INTERMATL, INC O 19-Apr-2002 (U 26-Apr-2002 1
448681 $1.40| CONVEMIENCE CHECK FEE 24-Apr-2002 (U 26-Apr-2002 1
A\ shet 1. <) | o
For Help, press F1 |_ MU

ahiStart|| | () Realline Player . | MIDISCOVERERG... | (yC\WINDDWS'D..|[ O Oracte Discov... | E3NAEH{ M@ 11:404m

This is the finished report.
Please keep in mind that the picture above is a print screen. It does not reflect all the

fields that you will see on your computer. Y ou may also arrange the report to meet the
need in your Area/Location.
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Step 2.10 — Saving the Report

i Dracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

#1 File Edt ‘iew Sheet Format Tools Graph ‘window Help & x|
il Mew... Chrl+M L

l‘ Open... Chl+0 i ‘ 35
—  Close

i o L

=] Save Chil+5

P WURCHASE | ACTION [MIFC Rec'd DE’
_ Scheduls... DATE CODE

441 SERP  |01-Apr2002 U 04-Apr-2002 11
— Page Setup...

A4 Biint Preview 22-Apr2002 |U 26-Apr2002 11
A4 Pt Culp [IMENT  [25-Apr2002 [U 29-Apr.2002 11

Send...

44 'EmpﬂftSD-L--- 12-Apr2002 |1 17-Apr-2002 1
YT i FEE 18-Apr2002 [U 22-Apr-2002 11

44 Manage Warkbaoaks PALASSN |23-Apr2002 (U 29-Apr-2002 1
11 Connect to D atabaze...

1LIST OF UNAPPROVED TRANS BY DATE: ar047 at@pemzprod
44;  2CARDHOLDER MONTHLY RECONCILIATION REPORT-1:ai047a@Epemsprod FEE 17-Apr-2002 |U 19-Apr-2002 11
a 3 Managers - REE Monthly Cardholder Reconciliation B epart: ar4 7 ai@pemaprod 317 17-Apr2002 |U 73-Apr2002 11
-5@ 4 Managers - REE Monthly Cardholder Reconciliation Report: arld 7 a@pemsprod 0 18-Apr2002 |U 26 Apr-2002 11
44 Esi FEE 23-Apr2002 U 25-Apr-2002 1
443681 BESSIE JOHMSOM $20.00|DClA INTERMATL, INC 0 19-Apr-2002 U 26-Apr-2002 11
443681 $1.40|CONYENIENCE CHECK FEE 24-Apr-2002 U 26-Apr-2002 11
AT heet 1 4] | o
Saves the active workbook with a new name |_ [NLIM
A Start | | () Realine Pla..| E)DIsCOVER.. | (JCWINDD... |[ T Oracte D BNFER HEO® 11.09M

1. Click on“file".

2. Clickon“saveas’.
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Step 2.10a - Saving the Report con’t

)i Oracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 File Edit Miew: Skeet Fomat Tools Graph  Window  Help _ Iﬂlﬂ

W@ SR EADODZ S I |um|=E 8 & =
[ Aal o= B 2 U ‘% = = E?o‘ ‘Hﬁ’ '

Pragram CARDHOLDER TRAMS. AMT. MERCHAMNT MAME FURCHASE | ACTION [#MFC Rec'd Dﬂ

Code DATE CODE
448651 TWWILA MOORMAN $95.00| ATLANTIC OFFICE & LASER P 01-Apr-2002 | 04-Apr-2002 11
A4EFE1 oA AT | T T e A = T e R il M- Apr2002 11
Saveworkbook [t —
448631 JUARNITA ORTRAMN pr-2002 (U 29-Apr-2002 1
Wwhere do pou want to save this workbook?
tdy Computer
448631 LISHA DOUGLAS pr-2002 (U 17-Apr-2002 11
443681 [© Database pr2002 |U 22 Apr-2002 11
448681 To save a workbook to your database account, click Save. pr-2002 | 29-Apr-2002 11
448631 LORI MCPHERSOM pr-2002 (U 19-Apr-2002 11
Save... I Cancel Help

448631 AY JEMKINS pr-2002 (U 23-Apr-2002 1
448631 120004 TWTAN HOWARD 0 18-Apr-2002 (U 25-Apr-2002 1
448631 $1.40| CONVEMIENCE CHECHK FEE 23-Apr-2002 U 258-Apr-2002 1
448631 BESSIE JOHNSON $50.00|DClA INTERMATL, INC O 19-Apr-2002 (U 26-Apr-2002 1
448631 $1.40| CONVEMIENCE CHECHK FEE 24-Apr-2002 U 26-Apr-2002 11
I shet 1 i | s

N TETY T
G HAE@® 115080

For Help. press F1
#istart] | (5 Reallne Pla. | EjDISCOVER. .

| Sycwwinoo.. |[ O oracte D BN¥ R

1. Click on “database”.

2. Click on “save’.
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Step 2.10b - Saving the Report con't

)i Oracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 File Edit Miew: Skeet Fomat Tools Graph  Window  Help _Iﬂlﬂ

W@ SR EADODZ S I |um|=E 8 & =
[ Aal o= B 2 U H% == : ‘ ‘ T

Program CARDHOLDER |TRANS. AMT.| MERCHANT MAME PURCHASE | ACTION | WNFC Rec'd DE’

Code T = ATE CODE
448651 JTWILA MOORMAN shichabibiiile bl pr2002 U O4-Apr-2002 11
448651 Available workbooks: pr-2002 (U 26-Apr-2002 11
448681 JUAMITA ORTMARN Managers - REE Monthly Cardholder R econciliation Repart pr—EDDE B 29'-""‘\[3 w2002 11
448661 LISHA DOUGLAS pr2002 |U 17-Apr-2002 1
448661 pr-2002 [U 22-Apr2002 11
448661 pr2002 [U 29-Apr-2002 11
448661 LORI MCPHERSON Blame: pr-2002 [U 19-Apr-2002 1
LIST OF UMAPPROVED TRAP

448681 JAMY JENKING pr2002 [U 23-Apr2002 11
448661 e | —_ Help pr-2002 [U 25-Apr2002 11
448661 pr2002 [U 25-Apr-2002 11
448661 BESSIE JOHNSON $50.00|DCIA INTERNATL, INC O 19-Ap2002 [U 26-Apr-2002 11
448661 $1.40| CONYENIENCE CHECK FEE 24-Apr-2002 U 26-Apr-2002 11
A\ D sheet 1 il | s
For Help. press F1 HUM

i start| | () Realne Pla.| EiDIsCOVER.. | CyCwiNDD.. || O oracte Di BN EH EC@Y 1M

To keep as the same name, click on “save’.

To change the name, overwrite the highlighted name to what you want to change it to.
Then click on “save’.

***** Please note that once this report is saved, you will not have
to perform an edit in the future, *****
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Step 2.11 — Closing the Report

i Dracle Discoverer - [LIST OF UNAPPROVED TRANS BY DATE]

#1 File Edt ‘iew Sheet Format Tools Graph ‘window Help & x|

il Mew... Chrl+M L

l‘ Open... Chl+0 F | 35
E W
=] Save Chl+S

P Saveds. = WPURCHASE | ACTION [WWFC Rec'd DE’
L= Schedule.. DATE CODE
441 SER P |01-Ap-2002 U Od-Apr-2002 11
— Page Setup...
A4 Biint Preview 22-Apr2002 |U 26-Apr2002 11
A4 it Chl+p  [MENT  |25-Ape2002 U 29-Apr-2002 1

Send...
44 'Empt'" sal.. 12-Apr2002 |1 17-Apr-2002 1
44 spat. FEE 18-Apr-2002 |U 22-Apr2002 11
A4t Manage Workbooks P ILASSM  (23-Ape2002 U 29-Apr-2002 11
11 Connect to D atabaze...
1 LIST OF UNAPPROVED TRANS BY DATE: ail47ai@pcmeprad

A4; 2LIST OF UNAPPROVED TRANS BY DATE: arll47a@pemsprod FEE 17-Apr-2002 |U 19-Apr-2002 11
E f Mt.a\HDHDLDHEEHE h;DN;Il-ILg F;ECENEFLUATm_lu tl_:lEF":‘DF!T-: :aruiél??a(;@pcmsprodd 517 7-Apr2002 |0 73 Apr o002 11
iﬂlﬂ & Managers ontniy Lardnolder meconciialion fepart:art AVHpCmEpros El 18—Apr—2002 U 25-Apr—2|jc|2 11
44 Esi FEE 23-Apr2002 U 25-Apr-2002 1
448681 BESSIE JOHMSOM $50.00|DClA INTERMATL, INC O 19-Apr-2002 (U 26-Apr-2002 1
448681 $1.40| CONVEMIENCE CHECK FEE 24-Apr-2002 (U 26-Apr-2002 1
[T sheet 1 L4 | o
Closes the active workbook |_ [NLIM Il
#hstart|| | () Realline Pla..| E)DISCOVER... | yCwiNDO... [ (D 0racle Di.. BN R EC@Y 115
Click on “file".

If you are done, click on “exit” to get out of Discoverer.
If you are continuing to the next report, click on “close”.

Click on the “folder” to transition to the next report.
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3. Cardholder Monthly Reconciliation

Step 3.1 - Selecting where to Open Workbook

en Workbook

1. Click on “database’.

2. Click on “open”.
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Step 3.2 — Open Workbook

B Oracle Discoverer

File Edit Wiew Teools Help
Q@

e

Chaase & workbaok ta open:
3 - REE Monthly Cardholder Reconciliation Rep

ADHOLDER MONTHLY BECOMCILIATION BEFUH |
ARE214 CARDHOLDER MONTHLY TRANSACTION COMPARISI__
ARE214.CHECK REFORT -
ARB214 LAPC MONTHLY USER MESSAGES REPORT -
ARE21&4LIST OF CH FOR PPMA
ARE214.LIST OF CHECKS FOR PPMR
AREBZ14.LIST OF CHECKS W/SPL
ARB214.LIST OF CHECKWRITERS FOR PPMA
ARE214LIST OF DELETED/CANCELLED CH FOR PPMR
ARE214.LIST OF RECONCILED TRA&NS BY DATE

T = -

1. Highlight “ Cardholder Monthly Reconciliation Report”.

2. Click on “open”.
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Step 3.3 — Open Workbook in Other Database Account

Workbook in Other Database Account

Open the workbook in the current database account should already be selected.

Click on“ok”.
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Step 3.4 — Query Confirmation

Oracle Dizcoverer

(4] P[5 Sheet1 /&

Click on “yes’.
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Step 3.5 — Entering Date Parameters

i DOracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

21 Filew Edt Miew: Skeet Fomat Tools: Graph window  Help o = e
S* =2Ljlaoozm 9 & B
Parameter Wizard [ %]
Flease enter values for the following parameters:
Eailiest D ate |'EI1 -APR-2002
Latest Date [ 304PR-2002

" D escription:

Firizh I Cancel Help

A2 heet 1. i s
‘whorking... l_ IWI_

ahiStart|| | () Realline Player: || MDISCOVERERG... | (yC\WINDOWS'D..|[ O Oracte Discov... | E3NAEH{ M@ 11:3:24M

1. For theAearliest datei block, insert the date in a>DD-MTH-Y EAR: format with
single quotations at each end. This should be the beginning date in which you
want the report to start running from i.e., ‘01-APR-2002'.

2. For theAlatest datef) block, insert the date in a>DD-MTH-Y EAR: format with

single quotations at each end. This should be the last date in which you want the
report to end on i.e,, ‘30-APR-2002-.

3. Click on Afinish”.
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Step 3.6 — Running Query

i Dracle Discoverer - [ARD43A.LIST OF UNAPPROVED TRANS BY DATE]

~1 File Edit Wiew Sheet Format Tools Graph ‘window Help & x|

| == | |

Sheet 1: Progress.

Running query..

Elapzed Time; 00;00:06

A2 et 1 i s
Running query.... MU

i start | () Realtine Player: || EDISCOVEREAG... | ICwWINDOWS'D..|[ ) Oracle Discov... | BN %

G HAED@S 11:334M

Wait while the information is being queried.
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Step 3.7 - Report

i Dracle Discoverer - [ARB21A.CARDHOLDER MONTHLY RECONCILIATION REFORT]

~1 File  Edit Wiew Sheet

Format

Tools

Graph  window Help

(2151 sheet 1

hiStart|| | () Realtne Player . | (4 UwINDOWS'D. |[ D 0racte Discov... @DISCOVERERG.. | | E3IN AT 5

OBl kALPCETIRNG | P
4

This is the finished report.

e SR EAODODZ L9 |um|E s =
| T Al =l[s =l B 2 QHEEEE‘ ‘n‘?vé?'
CARDHOLDER TRANS. MERCHANT MAME PURCHASE [tern Description Commzﬁl
AT DATE
CARDLYM HAGEN $11.54 |VOICECOM 12-Apr-2002 |voice mail - telephone C HAGEN -
12412 |WVOICECOM 12-Apr-2002 |voice com (manthly) C HAGEN -
$72.36|TRITON BUSINESS SYSTEMS 16-Apr-2002 |GREEN PAPER & RED EXP. C HAGEN -
POCKETS (FOLDERS) 3.5
$13.17 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 (fed ex (aw) C HAGENM -
$13.17 [FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FED EX (AWY) C HAGEN -
$13.17 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FEDEX (AW C HAGENM -
$13.17 [FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FEDEX C HAGEN -
$13.17 |FEDEX SHP 03/11/02 AB# 18-Apr-2002 [FEDEX - 060 C HAGENM -
$13.17 [FEDEX SHP 03/29/02 AB# 18-Apr-2002 (Fed ex (AYWY) C HAGEN -
$13.17 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FEDEX (AW C HAGENM -
$12.77 |FEDEX SHP 03/27/02 AB# 18-Apr-2002 [FEDEX C HAGEN -
$12.95|FEDEX SHP 04/02/02 AB# 18-Apr-2002 [FEDEX C HAGENM -
$13.27 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FEDEX (aw) C HAGEN -
$13.17 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 [FED EX (AWY) C HAGEN -
CHARLENE BROWYN $169.80 | OFFICE LINK 05-Apr-2002 [SUPFLIES
$240.00 | KEY DATA SYSTEMS 09-Apr-2002 [SUPFLIES
T AT 00 A dne 20072 1L APTOID

.

CAP [NUM [

G D@ z20pu

Please keep in mind that the picture above is a print screen. It does not reflect all the
fields that you will see on your computer. Y ou may also arrange the report to meet the
need in your Area/Location.
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Step 3.8 — Saving the Report

i Dracle Discoverer - [ARB21A.CARDHOLDER MONTHLY RECONCILIATION REFORT]

#1 File Edt ‘iew Sheet Format Tools Graph ‘window Help & x|
il Mew... Chrl+M L
‘ Open... Chl+0 F | 35
—  Close
E W
=] Save Ctil+S ki
ltern Description Comm(ﬁl

L= Schedule..
CA 02 [voice mail - telephane C HAGEN -
— Page Setup... =
_ e 02 |voice com (monthly) C HAGEN -

Print... Chl+P 02 [GREEM PAPER & RED EXP. C HAGER -
I FOCKETS (FOLDERS) 3.5
N 02 [fed ex (aw) C HAGEN -
_ ImportSEL. 02 |FED EX (AWW) C HAGER -
il Export... 02 [FEDEX (AW C HAGEN -
Il tanage Workbooks » 02 [FEDEX C HAGEN -

Connect to D atabase. . 02 |FEDEX - 060 C HAGER -
1 CARDHOLDER MONTHLY RECONCILIATION REPORT-ab047a@pcmsprod D2 |Fed ex (AW € HAGEN -
| 2LIST OF UNAFFROVED TRANS B DATE: arl47 ai@pemspiod 02 [FEDEX [AWy) C HAGEN -

2LIST OF UNAFPPROVED TRANS BY DATE: ar047 a@pcmsprod 02 |FEDEX C HAGER -
] 4 CARDHOLDER MONTHLY RECONCILIATION REFORT-1:ar04 Fa@pomeprod 02 |[FEDEY T HAGEM -
| Ea 02 |[FEDEX (aw) C HAGEN -

F13 17 [FEDEX SHF 03722502 AB# 18-Apr-2002 |FED EX (&) C HAGER -
CHARLENE BROWT $169.80| OFFICE LIMK 05-Apr-2002 |SUPPLIES
524000 |KEY DATA SYSTEMS 09-Apr-2002 |SUPPLIES
50 497 00 11 ane20N72 L ADTOD

OEL] BASBRLSETIRG | P
(21T Sheet 1 i

Saves the active workbook with a new name

hiStart|| | () Realtne Player . | (4 UwINDOWS'D. |[ D 0racte Discov... @DISCOVERERG.. | | E3IN AT 5

Click on “file".

Click on“saveas’.

46
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Step 3.8a - Where to save this report

_)i Oracle Discoverer - [AR6G21A.CARDHOLDER MONTHLY RECONCILIATION REPORT]

21 File Edit Miew: Skeet Fomat Tools Graph  Window  Help = Iﬂlﬂ
We S0 QODOD®Z 29| ==
[ Aal j|9jniu‘§§§§b‘ : ‘Hﬁ’[?
CARDHOLDER TRAMS. MERCHANT NAME FURCHASE ltern Description Commtﬁl
AT, DATE
CAROLYMN HAGEN §11.54|WDICECOM 12-Apr-2002 |voice mail - telephone C HAGERN -
§124 12 imie e e oty C HAGERN -
S Workbook
N . CoE
Where da pou want to save thiz workbook? FOLDERS) 3.5
1317 C HAGERN -
=
§13.17 BaCompulcr C HAGEN -
1317 IE Database C HAGERN -
$13.17 To save a workbook to your datsbase account, click Save. C HAGEN -
1317 1 C HAGERN -
1317 C HAGERN -
1317 ; C HAGERN -
§12.77 Save.. I Cancel Help | C HAGERN -
512 S5 oo o LR= i Slrem o o C HAGERN -
§13.27 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 |FEDEX (aw) C HAGERN -
§13.17 |FEDEX SHP 03/29/02 AB# 18-Apr-2002 |FED EX (AW) C HAGERN -
CHARLENE BROWRN $165.80| OFFICE LINK 05-Apr-2002 |SUPPLIES
$240.00|KEY DATA SYSTEMS 03-Apr-2002 |SUPPLIES
L2 AT A0IOELL kAADLETIRNG | P 11 Ane 2007 11 APTOP i
[T Sheet 1 1 _>|J
For Help. press F1 l_ HUM

ghstart| | () Realtne Player . | CuCtwINDOwS\D. || O Oracte Discov... ®DISCOVERERG. | | 3N AT %

G HE@S a6rM

Select “database’.

Click on “save”.
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Step 3.8b — Saving the Report

.‘i Dracle Discoverer - [ARBZ1A.CARDHOLDER MONTHLY RECONCILIATION REPDRT]

2 File Edt Miew Sheet Fomat Took Graph Wwindow  Help =181 =]
e SR EAODODZ L9 |um|E s =
| T Al =l[s =l B 2 u‘%%z%b‘ ' ‘n‘? i
CARDHOLDER TRAMS. | MERCHANT NAME |F‘URCHASE ltern Description Comm(ﬂ
AT, S
AR HAGEN R 52 ve Workbook to Database /s C HAGEN -
$124.12  Awailable workbooks: onthly) C HAGER -
§7236 FER & RED ExF. C HAGER -
FOLDERS) 3.5
F13.17 C HAGER -
F13.17 C HAGER -
F13.17 C HAGER -
F13.17 C HAGER -
F13.17 1 C HAGER -
F13.17 C HAGER -
$13.17 Mame: C HAGER -
PPN CFOHOLDER MONTHLY RECONCILIATION REFORT - HAGEN -
1295 C HAGER -
§1327 Save I Cancel Help | C HAGEN -
$131? L ) ST T LT TI=, |J|' . T k \‘rJ C HAGEN 3
CHARLENE BROWWM $169.50| OFFICE LMK 05-Apr-2002 |SUPPLIES
524000/ KEY DATA SYSTEMS 09-Apr-2002 |SUPPLIES
52 A7 O0INEIL MADLETIRGG | B 11w 20072 1L ADTOD e
[S]E] [ sheet 1 4 _>|_I
For Help, press F1 MU

istart||| () Realtne Player . | CuCUwINDOWS'D. |[ D 0racle Discov... @DISCOVERERG.. | | L3N 5

G D@ z29rM

To keep as the same name, click on “save’.

To change the name, overwrite the highlighted name to what you want to change it to.
Then click on “save’.

***** Please note that once this report is saved, you will not have
to perform an edit in the future, *****
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Step 2.10 — Closing the Report

i Dracle Discoverer - [CARDHOLDER MONTHLY RECOMCILIATION REPDRT]

#1 File Edt ‘iew Sheet Format Tools Graph ‘window Help & x|
il Mew... Chrl+M L
‘ Open... Chl+0 F | 35
E W
_ Save Chrl+S ki i
Save hs.. RSE ltern Description Commlﬁl
L= Schedule..
CA 02 [voice mail - telephane C HAGEN -
— Page Setup... =
_ e 02 |voice com (monthly) C HAGEN -
Print.. Chisp P02 |GREEN PAPER & RED EXP. C HAGEN -
I POCKETS (FOLDERS) 3.5
N 02 [fed ex (aw) C HAGEN -
I Irport SEL... 02 [FED EX (AWY) C HAGER -
Bt 02 |[FEDEX (&) C HAGEN -
Il tanage Workbooks » 02 [FEDEX C HAGEN -
Connect to D atabase. . 02 |FEDEX - 060 C HAGER -
1 CARDHOLDER MONTHLY RECONCILIATION REPORT-ab047a@pcmsprod D2 |Fed ex (AW € HAGEN -
| 2CARDHOLDER MONTHLY RECONCILIATION REPORT:ab047a@pcmsprad D2 |FEDEX [AWY) C HAGEN -
2LIST OF UNAFPPROVED TRANS BY DATE: ai047 a@pcmsprod 02 |FEDEX C HAGERM -
] 4 LIST OF UNAPPROVED TRANS BY DATE: ai047 a@pecmsprod 02 |[FEDEY T HAGEM -
e 02 |FEDEX (aw) C HAGEN -
P13 17 FEDEX SHF 039000 AB# 18-Apr-2002 |FED EX (AW) T HAGER -
CHARLENE BROWWM $169.50| OFFICE LMK 05-Apr-2002 |SUPPLIES
524000/ KEY DATA SYSTEMS 09-Apr-2002 |SUPPLIES
0 427 ON[OEL L BAADICETIEIG | D 11 A0 (1 aDTNP i
AT Sheet 1 4 _L|_I
Closes the active workbook | [NLIM

histart|| | () Reallne Player . | (4CWwINDOWS'D. |[ D Oracle Discov... @DISCOVERERG.. | BN Poy HE@®® 329ru

Click on “file".
If you are done, click on “exit” to get out of Discoverer.
If you are continuing to the next report, click on “close”.

Click on the “folder” to transition to the next report.
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