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About This Document

The Insights User Guide describes the basic steps needed to create and manage travel-related reporting for
Amex GBT clients. This document is not intended to be an exhaustive resource, but to provide the high level
steps to get started. Additional support is noted in the Support section of this document.

This User Guide is organized into the following sections:

Chapter 1 This chapter explains how to log into Insights.
Logging into Insights
Chapter 2 This chapter explains the initial set up steps to create and organize

Creating and Managing the
Dashboard Homepage

your Insights Dashboard Homepage.

Chapter 3
Running a Dashboard on Demand

The chapter describes how to configure Insights according to your
needs. You can establish default settings for time, date, currency and
other standard details. You will set the modules that are visible each
time you log into Insights. Finally, you can set other user
preferences, as well as review your company settings that were
determined during implementation.

Chapter 4
Viewing Reports

In this chapter, you will learn how to locate and run existing and
scheduled reports. You will also be shown how to download and
delete reports as needed.

Chapter 5
Building a Report

This chapter will show you how to build a new report from scratch or
use an existing templated to create a new report.

Chapter 6
Running a Report

In this chapter, you will continue the steps of building a new reports
and end with the process of running the report.

Chapter 7
Savings a Report

This chapter will cover how to save a report once you have received
the results.

Chapter 8
Managing Report Results

The last chapter will review the steps available to manipulate and
revise a report to add/delete components and other activities to
optimize your reports.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.2
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Program Care Support

Call GBT Program Care if you need agent assistance to resolve an issue with Insights. Support is available 24 hours a
day, Monday-Friday.

Please Note: Specialists are available to provide technical and consultative support with Insights but are not able to
create or provide reports.

Email: AtYourServiceAmericas@amexgbt.com
Phone: NA - 646-817-9960, Option 2

AU - 61-2-9112-0480, Option 2

SG - 65-6723-1287, Option 2

GB - 44-20-3788-3651, Option 2

Product Feedback

Share your observations, quality concerns, or questions about Insights. We sincerely value your comments and read
every message you send us. Feedback can be sent via email to PremierlnsightsSupport@amexgbt.com. Please
note that this mailbox is reviewed intermittently. For timely support, please call or email Program Care using the details
noted above.

Insights User Guide

Log Into Insights

1. Navigate to Amex GBT Insights by clicking: https://access.amexgbt.com.

2. Enter your work email address and click “Next”.

3. For your first login you will need to set a new password by clicking “Forgot Password” and following the instructions.
4. Once you are logged in, you will be able to access Insights reporting from the top navigation bar.

For a video with details on how to access Insights, visit:
https://explorer.amexglobalbusinesstravel.com/GBT-Acct-Info-Hub-Insights.html

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.3
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of
Amex GBT. © 2024 GBT Travel Services UK Limited.
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Create and Manage the Dashboard Homepage

When you first log into Insights, you will be presented with the Dashboard Homepage. By clicking the Go To Configure
Home button, you will be able to configure the Insights global settings, select which modules you would like to see on
the homepage and configure those modules to meet your specific needs.

Note: Whether you configure the homepage for the first time, or make edits in the future, the system will reflect the
changes immediately on the Dashboard Homepage. (Data is available after the 20th of the month for the previous
month’s data).

Click Go To Configure Home to make edits to set your dashboard preferences:
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wenes  Hj James, Welcome to your INSIGHTS dashboard!

Ge To Configure Home
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Below is a screen shot of the Go To Configure Home, Dashboard Preferences dialog box:

Go To Configure Home

Dashboard Preferences _ _ _

Client Data Modules James Pedrazzini

Throughout the Dashboard Preferences dialog box (above), you must save changes within each section before
moving to the next section. If you move to another section without clicking the Save button, your changes will not
be reflected on your homepage.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.4
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See below for details of each tab within the Dashboard Preferences dialog box:

Dashboard preferences — client data:

Change settings for:

e Language
e Time Zone
e Number
e Date formats
¢ View Period
< BACK TO PREFERENCE User Locale
7 L
Client Data e
English (US) v
Time Zone

“ (GMT-7:00) Mountain Time (US & Canada) ~

Number & Date Format

English v

View Period

@® Month

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of
Amex GBT. © 2024 GBT Travel Services UK Limited.
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Dashboard preferences — modules:

Change settings for:

Analyze Spend
Manage Suppliers
Assess Policy
Pre Travel

SE= GLOBAL BUSINESS TRAVEL msiaTs | ©F = D @
V% < BACK TO PREFERENCE Analyze Spend
My Dashboard
M Od u | es X Policy Savings X Spend Summary
Click to view Post
Travel Dashboard
Date Period Select Modules to design the content of your home Air Spend, Target: Car Spend, Target:
page

Hotel Spend, Target: Rail Spend, Target:
Q’/ _
Save
View Reports

Manage Suppliers

ég X Top Air Carriers X Top Hotel Chains

Build a Report

X | Top Rail Market Pairs X Top Air Market Pairs

Top Hotel Cities

Air/Rail Market Share Status (7) "d")

<
Assess Policy
T

Policy Status (7) Q)
Pre Travel

Pre Travel Risk Assessment

Pre Travel Savings Opp. ‘E 'd')

Sign Out

¢ In the Modules section, you can configure your homepage to show only the modules that are relevant for your
needs

e Users have access to the Pre and Post Travel panels ONLY if they have access to the data, based on their
country-data capability and their product subscriptions.

e The homepage enables users to set performance targets and compare program metrics against their target
values to provide an overview of the performance of the entire program. You can set targets for:
— Spend
— Air/Rail Market Share Status
— Policy Status
— Pre Travel Savings Opportunity

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.6
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of
Amex GBT. © 2024 GBT Travel Services UK Limited.
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Dashboard preferences — user/client data:

You can customize each of these sections to filter your report data. Once configured, these selections will apply

to all modules for that data type.

The following fields can be configured on each tab of the Configure Home dialog window:

Post travel filters

Basic Criteria

Advanced Filters

e ClientID

e Currency

e Fiscal Period

e Region

e Country (Point of Sale)

e Client-Defined Hierarchy (if applicable)

e Account/DK Number
e Client-Defined Fields
e Statement Information

Pre travel filters

Basic Criteria

Advanced Filters

e ClientID
e Time Period
e Country

e Savings Opportunity

e Preferred Vendors

e High-Risk Countries

e Multiple Travelers on Same Flight

e Client-Defined Hierarchy (if applicable)

e Account/DK Number
e Client-Defined Fields
e Statement Information

Benchmarking

Basic Criteria

Advanced Filters

e ClientID

e Time Period

e Country

e Savings Opportunity

e Preferred Vendors

e High-Risk Countries

e Multiple Travelers on Same Flight

¢ Client-Defined Hierarchy (if applicable)

e Account/DK Number
e Client-Defined Fields
e Statement Information

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.7
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of

Amex GBT. © 2024 GBT Travel Services UK Limited.



GLOBAL
BUSINESS
TRAVEL

o Hi James. welcome to your new Axis dashboard!

Go To Configure Home
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Once configured, the panels can be positioned anywhere on the screen by clicking on a module and dragging it to
the desired location.

A. Click the X to remove the module, or the — to minimize the module

B. Click download button to download the module as a picture file or print

C. Click this button to drill down to further detail

D. Some modules allow you to toggle between different views (i.e. spend or bookings)

Running a Dashboard on Demand

Dashboards direct you to the detail you will need to perform the first step in data analysis.
To run a dashboard:

1. Click Build a Report
2. From the “l want to build...” change the ‘All Types’ to Dashboards List from the dropdown menu.
3. Select the type of dashboard you wish to run

You will be prompted to answer questions on 2 tabs to configure the dashboard via the dashboard building
process:

e Basic Prompts — Select the basic criteria for your dashboard such as Client ID, Timeframe, Currency, etc
e Advanced Filters — Apply statement information and custom defined filters

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.8
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of
Amex GBT. © 2024 GBT Travel Services UK Limited.
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View Reports

The View Report tab is your inbox of reports. Here you can view previously run (or scheduled) reports.

2% View Recent Reports

My Dashboard
The report list is a centralized source for all the reports you have run recently. E E
©
NOW SHOWING All Types v All Categories v Search reports by keyworcQ E, O | ]

% G REPORT NAME H SOURCE I DATE MODIFIED (MST) J EXPORT K .

Build a Report

View Reports

3'@ Travel Destination Report Post Travel 10/19/15 1:41PM 53
<

\Jfﬁ Non-Refundable Usage Post Travel 10/19/151:25PM m

’@B Tax Spend Analysis - Air/Hotel/Car Post Travel 10/19/15 1:15PM m

Description POSTED ON POSTED ON POSTED ON POSTED ON POSTED ON POSTED ON

10/19/15 1:06PM 10/19/15 1:06PM

o

Session Timeout

Use the Now Showing dropdown menu to select the type or category to filter the report list
Enter keywords to search through the report names and descriptions

Click to download the most recently ran report in PDF or Excel

Click the Refresh button to update the report list

The trashcan icon will delete reports that have been selected by the checkboxes,

Click the column header bar to sort reports by that column

Report name listed here with the number of different version run dates

I OGMmMMmMmOOm>»

Source indicates the type of report (Pre Travel, Post Travel or Benchmarking)

Date by most current ran or modified date

<

Click the download button to export reports in PDF or Excel

~

Click the checkbox to select reports you want to delete. To select all of the reports, click the check box in the
header bar. Click Delete button to permanently delete the selected reports from your Report List.

L. See all report versions with same report name, click which report version to view or click the checkbox to
export

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.9
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Build a Report

From the Build a Report tab, you can select the report template you wish to run.

A B D
%)

y Dasnboard | want to build a(n) all categories report to all tasks and all types.

I a Search keyword (optional) Q H

@-"/

View Reports aan E
X

%‘, Popular Reports E

Build a Report —
¥} Advance Purchase

3_; Air Savings Report

({r\, Airline Market Share

Description Similar Reports

Analyze spend and carrier usage by market pair Not what you're looking for? Try one of these other reports.

Build Report m

A. Use the “l want to build...” statement and the three drop down menus (i.e., categories, task and type) to refine
the list of available reports and then select a report.

Use the Category drop down to filter on pre, post or benchmarking reports

Use the Task drop down to filter on Analyze Spend, Assess Interactive Booking Effectiveness, etc
Use the Type drop down to filter on custom, standard, scheduled, my report, company report, etc.
Enter keywords to search through the report names and descriptions

View the reports as a list or grid

List of available reports. These reports can also be view by popular, frequent and recent reports.

IeTmMmoOoOW

Click on the report name to obtain a description of the report or to start to build report

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.10
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Running a Report

After selecting a report on the Build a Report tab, you will be directed through the report building process which
consists of the following sections— Basic Prompts, Column Management, and Advanced Filters

Basic Prompts — Select the basic reporting criteria for your report such as Client ID, Timeframe and Currency

Search for the client ID(s) you wish to use

Select the client ID(s) you wish to use

Click the ‘Add Selected’ or ‘Add All’ box

Data for Client IDs in the selected box will be included within the report

Run reports by invoice date, travel start date, etc

Select a defined period range (i.e. Previous month, previous year, etc)

Or select your own custom time period

Select a currency for your report, if left blank it will default to local currency for the country

IOMMOO®>»

< BACK TO REPORT TEMPLATES BASIC PROMPTS —

Advance Purchase -
Client ID - Client ID Name (Required) =/

Select the client IDs. If you are using your defaulted Client 1D(s).
modification is required REXH Match case Match case

REXESQ - REXPORT EMEA - UNITED KINGDOM
REXE93 - REXPORT EMEA - SPAIN

Run Report

Cancel
E REXE9S - REXPORT EMEA - NETHERLAND

REXE96 - REXPORT EMEA - IRELAND

REXES7 - REXPORT EMEA - SWEDEN
REXE98 - REXPORT EMEA - SWITZERLAND

REXEDK - REXPORT EMEA - DENMARK

Add All Remove All
« ¢ 1-100f65 » »

Period Dates

Attribute: Invoice Date w E

@ Defined E Invoice Date - Previous Month v Invoice Date - Invoice Date - Previous Month
Customn E g ﬁ
urrency (Optional) @
See All (D)

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel
(Amex GBT). No disclosure or use of any portion of these materials may be made without the express written consent of
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Column Management — Allows you to select the attributes and metrics that appear as columns within the report.
Each report has a recommended design and those columns will already appear by default. These selections can
be added to and removed from the “Selected” box.

Center:

¢ Insights Report Field Definitions (contains a list of all available attributes and metrics and their definitions)
¢ Insights Report Field Mapping (contains a list of all available attributes and metrics and a list of reports where
each can be found)

A. Attributes are the descriptive, non-calculated elements that you want displayed on your report such as carrier,
online/offline, class of service or customer defined fields.

B. There’s a list of defaulted report selections, you can add additional fields by highlighting them and then

selecting ‘Add Selected’

You can remove fields by highlighting them and then selecting ‘Remove Selected’

D. Metrics are the calculated or numerical fields that provide details of what is actually happening in your
program such as amount, average ticket price, etc. and can be added and removed the same as attributes.

o

COLUMN MANAGEMENT —

(=)
Attributes n =

Match case Match case

Carrier (Validating) —~
(X} Advance Purchase Grouping
Carrier Code (Validating)

Class of Service - Invoice (Predominant) (x; Domestic/International
Class of Service Sequence

Client 1D

Client 1D Name

Country {Point of Sale)

B Add All Remave All

« ¢ 1-100f47 » »
Metrics n @

Match case Match case
Gross Average Ticket Amount - Variance % o) . )
(X)) Period 1 Net Average Ticket Amount
Gross Ticket Armount - Variance %

T -
Gross Tickets - Variance % X)) Period 1 Net Ticket Amount

MNet Average Ticket Amount - Variance % o~
(X)) Period 1 Net Ticket Amount %

Net Ticket Amount - Variance %

5 Pari N
Net Tickets - Variance % (X)) Period 1 Net Tickets

Period 1 Full Amount

N ociaa T
Add All Remove All

« ¢ 1-100fd45 3 »

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.12
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Advanced Filters — Use this section to filter the report data. Depending on the type of data, the filters may appear
as a check box, a drop down list, a radio button or a shopping cart. Follow the instructions on each prompt to
apply filters.

Once you have made your selections, click Run Report.

Once you click Run Report, you will see the wait screen. When the report is processed, it will replace the wait
screen. While the report is processing, you have the option to go to the report list (to see status of all reports),
show report details or cancel the current report request.

ADVANCED FILTERS —
Domestic/International

Blank
Blank
CANADA
DOMESTIC
EUROPEAN
Blank

X INTERNATIONAL
JAPA
LAC
MEXICO
NORDIC
Blank

X TRANS-BORDER
Blank
TRANS-TASMAN

Online/Offline
X Offline

X Online

Account/DK Number (7) @®

Search ltems to Add See All (0)

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.13
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Saving a Report

To save a report,

Click the Save of Save As icon on the top menu under the Home tab

Select a location to save your report, filter or template

Provide a name and description for the report, filter or template

Click Advanced Options to set future prompting behavior, default options will be pre-selected

oSow»

o Bl A Report Home Tools Data Grid Format ® ca

v B O C B h m . 8 b B8 v

SAVE  SAVEAS | UNDO  REDO | GRID  GRAPH  BOTH | .ppToMISTORY PRINT  SCHEDULE EXPORT  PDF  REPROMPT

Save As T | X

Save in: | My Reporis r | B

Report Template - Copy of Tax Spend Analysis - Air~Hotel~Car

Travel Summary - Test
Traveler Activity - Q3
= Trip Information - WTW Dema

4 item(s) found
Mame: |Fair Savings Summary oK

Cancel

[##| Keep report prompted.

n = Advanced Options...

Prompts

(_)Save report as static - Saved report will not be prompted when run
(®)Save report as prompted

(_)Only filter will be prompted
(_)Only template will be prompted
(®Filter and template will be prompted
|wf| Set the curment prompt answers to be the default prompt answers

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.14
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Advanced Options allow you to:

e Save report as static — No prompts will be displayed when you run the report in the future, so you cannot edit
or change the reporting selections

e Save report as prompted — the report is saved with different prompts available for editing depending on the
option selected

e Only filters will be prompted — Basic Prompts and Advanced Filters tabs will be re-prompted, allowing you to
edit and make changes

e Only template will be prompted — Only Column Management tab will be re-prompted allowing you to edit the
attributes and metrics

¢ Filter and template will be prompted — All tabs will be re-prompted allowing you to make changes to any/all
reporting selections

e Set the current prompt answers to be default prompt answers — the most recent prompt answers are
saved as the default answers.

Note: If you plan to schedule your report, you should save the report in the default format of Save the report as
prompted and Set the current prompt answers to be default prompt answers (as shown below).

Managing Report Results

You can modify report results two ways right on the screen

¢ Right click to see available actions
e Click on icons on the report results toolbar

: KA
< Back To Build 4 Repost Home Tools Data Grid Format @ Ppre

v B O C B h W ¢ &8 B 83 9

SAVE  SAVEAS UNDO  REDO GRID  GRAPH  BOTH ' appToMISTORY —PRINT  SCHEDULE  EXPORT  PDF  REPROMPT

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.15
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Adding or removing columns

To avoid re-prompting the report, you can add a column from a subset of columns that have been identified as
relevant to the report.

e Choose the Report Objects option from the Tools menu

e Fields that are shown in grey text are already part of the report. Fields shown in regular text are new fields that
can be added to the report (i.e. Class of Service in the example below)

e Click on a new field and drag it onto the report.

< BACK TO REPORTS Home Tools

v O C B =k =m 1O -

SAVE UNDO REDO GRID GRAPH BOTH

ADD TO HISTORY PRINT

(@ Account/ DK Number
Destination

|
P (g Camer ::""':“"“*‘tj"?; . Carrier Destination Count
: : gf":r[ffde (Validting) (Validating) | City = WE
[ =
» (@ Cliert ID Name NEER BERER [ x|
¥ (g Country (Point of Sale)
P (@ Destination ity
P (@ Destination Country ATLANTA g#ATTEE%
» (@ Domestig/Intemnational
» (@ Exchange/Refund Code
P (@ Itinerary
(@ 08Dy Armrival Flight Number
(@ DD Departure Flight Nurnbsr UNITED
AUSIE STATES

(@ Online/Offline

rigin C

To remove columns from the report, right click on the column and select Remove from Grid

Renaming columns

Every organization has its own terminology. You have the option to rename the columns within the report to make
it easier to understand for your colleagues. To rename a column:

¢ Right-click on the column and select Rename/Edit from the drop down menu

Add a new name in the “Name” box. You may also add a definition. Click OK.

Rename/Edit Objects [ 7| X

Oibject: Itinerary T
MNarme: [tinerary . Replace dynamic text:
This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.16
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Filtering report results

Once you have viewed the report results, you may need to filter the report to only show a specific subset of
information. To filer your report results:

E. Open the Tools menu and click View Filter.

F. The View Filter window will appear above the report. When you open the View Filter for the first time, you
should see text showing that the filter is empty.

G. To add a filter, click the Add Condition link.

VIEW FILTER The filter is emphy. -

H. Choose a data element from the Filter On drop down menu

.  After choosing a Filter condition, the selection dialog box will appear. To filter on the field, you will need to
Qualify or Select conditions

J. To Select conditions: double click a data element that appears in the list to move it to the “Selected” box

K. To ‘Qualify’ conditions such as “First Name Like “John” or ranges of values such as “Ticket Amount > $5000”,
select the qualifier (Like, Greater Than, etc) and enter the value in the text box.

L. Click the checkmark to apply the filter to the report.

Carrier (Validating) & Qualify

@ Select | I List ¥ Apply | | Cancal

Search f-:-r:l:l & ¢ Match case

Exporting and printing report results

The format most commonly used is Microsoft Excel, but results can also be exported to other formats including
CSV, HTML, and plain text.

To export to Excel:

e Click the export icon or click Export under the Home menu
e You can choose the format for export.

Exporting to Excel with formatting displays the data as it looks on the screen including font, colors, column widths,
row heights, excluding menus

Exporting without formatting displays data in the default format of Excel.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel P.17
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To print a report

e Click the Print icon or click Print under the Home menu

e The Print Options window will appear, allowing you to select page layout options that change the header/footer,
pagination & page orientation

e Click Show Printable Version to see how your report will appear when printed

e Click the print icon to print the results

Scheduling daily or monthly reports

For reports that you need on a regular basis, you can schedule the results to be automatically run and waiting in
your View Reports list.

e After running a report you wish to schedule in the future, click on the Home menu and select Schedule

List of available scheduling options:
Daily (Intended Use: Pre Travel Reporting)

e Daily 9:30AM MST
e Mon-Fri 1AM MST
e Mon-Fri 4PM MST

Monthly (Intended Use: Post Travel Reporting)

e 1st Saturday 5PM MST
2nd Saturday 5PM MST
3rd Saturday 5PM MST
4th Saturday 5PM MST
Last Saturday 5PM MST

Weekly (Intended Use: Pre/Post Travel Reporting)

e Sunday 10AM MST

Note: There is a 72-hour upload time for data to be loaded to the system. To allow for all data to be loaded to the
system for a given month, it is best to refrain from selecting the “Monthly - 1st Saturday” option.
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