MicroStrateqy Tips and Tricks

it will have a red (Required) note.
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3 Select a Mailer

[1. Select a Dpte Filter Criteria

(Required)

{ease select frojn one of the options below, Issues are identified by the Origination Date. Therefore, to
n the report, the selected date range must contain the origination date for the issue.

This prompt allows only one selection,

¥ You have made fewer selections than are required for this prompt. Please make more selections.

Available:

elected:

4 Select 2 Mai Onner
5 Select a Mail Preparer
6 Select an Issue Submittsr
7 Select an Issus Orignator
8 Selecta Status
9 Selecta Mail Class
10 Select a Processing Category
11 Select a Type of Print Material

12 Select a Type of Transportation

& Last 45 Days

& Last 4 Weeks
& Month To Date
& Lastweek

& Date Range Filter

EE] B+

(none)

(6]

2. Ifaprompt has been answered, it will have a green flag on the left-hand side of

scr

e s Please select from the list of Statuses.
= for:
1 Select a Date Filter Criteria v
(Required)
2 Selecta Location ¥
3 Selecta Mailer hd

4 Select 3 Mail Owner
5 Select a Mail Preparer

6 Select an Issue Submitter

7 Select an Issue Originator

9 Select a Mai Class

W Urresolved

El] BI¢)

8. Select a Status

elected:

{one)

10 Select a Processing Category

3. You can navigate through prompts by clicking the prompt titles on the left-hand

side of the screen or by clicking the ‘Next’ button on the bottom left-hand side of
the screen.



8. Select a Status
TTTTE T e Please select from the st of Statuses.

1 Select a Date Filter Criteria vl
Reaired | RO mehes
2 selectalocaton

clected:
{ene)

¥
* Open

ki

@ Resolved

il Urresolved

3 selecta Mailer

4 Select s Mai Onner

5 Selecta Mail Preparer

6 Select an Issue Submitter
7 Select an Issue Originator

9 Select a Mai Class

10 Select a Processing Category
11 Select a Type of Print Material
12 Select a Type of Transportation

13 Select a Method of Postage
Payment

14 Select a Processing Area
15 Select a Problem Type
16 Select an Issue Type

eport Message Name:

Aggregate Rep
1
< Previous I I Run Report

% Local intranet sp v Hioowm <

4. To update your prompt visibility to view all prompts on one page (instead of
displaying each prompt on a separate page):
a. Click “Preferences’

i Favorites | @ Ussr Preferences, MicroStrategy 9

fi- B = @= - Page - Safety~ Took - @-

| Apply to all projects on the current MicroStrategy Inteligence Server (EAGNMNTWEB19) | 3§ Close
PREFERENCES General
+ General A
+ Eolder browsing i STt ERat ®[Home v
- Grid displa () Last folder: Shared Reports
= Graph display
+ Export Reports
* Print Reports (PDF] SolcsTheme postalblus v Show Theme Preview
« Dril mode
« Bromots
sfEataas ! Default ¥ ___ showadvancedoptions |
« Sequrity
Time Zone: | Default ~|

| Apply to &l projects on the current MicroStrategy Inteligence Server (EAGNMNTWEB19) | 3¢ Close

PREFERENCES Prompts

» General
Wiew prompts:

« Folder browsing
() All on one page

= Grid displar
ety (O Each on a separate page
» Graph display
+ Export Reports
| Apply to all projects on the current MicroStrategy Inteligence Server (EAGNMNTWEB1S) v |
+ Print Reports (PDF)

Apply Load Default Values

c. Select ‘All on one page’ radio button



d. Click ‘Apply’
e. All prompts will now be visible on one page

Index 7| 1. Select a Date Filter Criteria —
ok

Please select from one of the options below, Issues are identified by the Origination Date. Therefore, to
include an issue on the report, the selected date range must contain the origination date for the issue.
‘This prompt allows anly one selection.

Select a Location Available:

1 Selecta Date Filter Criteria

elected:
& Last 30 Days

Select a Maler
la seectamaionner ||| @lestawess

|5 scectamaipreparer | | @MonthToDaw
[6 Selectanlssuesbmiter || | @Lastwesk

|7 Selectanlssue Orignator || | & Date Range Fiter
|8 seectastabs

BE] B
[I+]

11 5elect 2 Type of Print Material

12 5elect a Type of Transportation 2. Select a Location i
m Choose a location from the hierarchy below. Multiple selections are allowed. If selections are made from

i different levels of the hierarchy {for example, one district and one faciity), you will be given the option

| Fayment || whether to display data that satisfies "All selections” or “Any selection”, When "All selections” is chosen,

14 5elect 2 Processing Area only data which is associated to each selection wil be displayed. Data may be excluded when choosing

“All selections” if selections are from different levels of the hierarchy (for example, 2 district from the
15 Select 3 Problem Type

Capital Metro area and a faclity from the Eastern area). In this case, it is best to choose Any selecton”,
16 Select an Issus Type Saarch P

) s cane

Avaiable: Selected:
2 A, Geography ~
B3 Area
I & area Listing:
@ CAPITAL METRO
@ EASTERN
@ GREAT LAKES

@ NORTHEAST
e i

3. Select a Mailer
Please select from the list of Mailers,
Search for:
[ Match case

Avail 2 Selected:
2] [eone | =
teport Message Name:

Acgregate Report (Internal) J

|

5. When in a report, the top navigation pane will tell you the name of the report you
are currently viewing as well as the path you took to get there. (Note: You can
click on the report path to navigate backwards.)

= FS-I4D Error, Report->FS-IMD Job Level Drill Report. MicroStrategy 9 - Windows Internet Explorer

<IS]

?F\\a Edit  view Favorites Tools  Help

|¢ hittps:/ crpl Usps.gov

|2E

¢ Favorkes | @ FS-IMD Ervor Report- >FS-IMD Tob Level Dril Report. .. | - =

Lastupdate: 11/21/11 $:13:35PM

|41 2345 of7pages b M Datarows: 1-1000f 601 | Data columns: 1- 20 of 21 >

L]
Mailing Date eDoc Submitter eDoc Mailing leDoc Customer eDoc Job ID |eDoc User
Group ID (Group ID License Code

11/15/2011 101498420 2811152011FLD
11/15/2011 R — — - - 101498444 13711152011FLT

|11/15/2011 101498566 17511152011FLD 15
:11/15;'2[311 T g S— W 101501812 23111152011FLT 3
111/15/2011 - 101502119 23111152011FLD 9
111/14/2011 — - ——— —— - 101448760 13711142011FLT 12

6. The green navigation arrows will allow you to navigate between reports when not
drilling. You can also click the small green down arrow to select from past
screens that you wish to return to. (Note: These arrows work much better than
using your internet browser arrows.)



Lastupdate: 11/21/11 413:35PM

F5-IMD Reporting
Data rows: 1- 1000f601 | Data columns: 1-200f 21 b |

Shared Reports

11/15/2011 | MR Reporting 101498420 2811152011FLD

11/15/2011 | shared Reports 101498444 13711152011FLT

11/15/2011 - 101498566 17511152011FLD 15
ai/i5/20aa00| "o — 101501812 23111152011FLT 3
11/15/2011 | User Preferences - - 101502119 23111152011FLD 9
11/14/2011 | — - 101448760 13711142011FLT 12
11/14/2011 - 101448834 17511142011FLD 8

7. To export a report into Excel or PDF format, you may do either of the following:
a. Click the arrow next to ‘Home’
b. Click ‘Export’
c. Select ‘PDF’ or ‘Excel with formatting’

| {= FS-IMD Error, Report->FS-IMD Job Level Drill Report. MicroStrategy 9 - Windows Internet Explorer

3 Live Search

.G—@v |~ hitps://crpl. usp: = letjmstrivehrest =mstrii/eb.report S00SEmMstr GHIMNTWERZ0 : Creptance. 34955_srepo V| 9 |4 %]

eDoc M; eDoc Customer eDoc JobID |eDoc User # Containers|
Aggregate Report {Internal) - Prompt Group ID (Group ID License Code

§ Fle Ed vew Favertes Took rep

| 5l Favarites

£ - B - = - Page- Safety~ Toos-~

@ F5-IMD Error Report-=FS-IMD Job Level Drill Report. ...

-TMD Error Report->F5-TMD Job Level Drill Report

Lastupdate: 11/21/11
Save As... @ 3 mn =
Data rows: 1 - 100 of 601 ‘ Data columns: 1-200f21 » |
eDoc Mailing eDoc Customer eDoc Job ID |eDoc User # Containers|
Group ID (Group ID License Code =
Design 101498420 2811152011FLD
_ 844
e 101498566 175111520_11FLD 15
Graph 101501812 23111152011FLT 3
i and Graph 101502119 23111152011FLD 9
101448760 13711142011FLT 12
101448834 17511142011FLD 8
101448868 17611142011FLT 2
Subscribe to 101454012 23111142011FLT 6
101390618 13711132011FLT 14
— 101390769 16311132011FLD 12
e 101415661 17611132011FLT 13
print.. Excel with plain text 101439587 23111132011FLT 15
I 18 85¢ 13711122011FLT 8
Csv file format
T S 101386578 16311122011FLD 3
Excel with formatting 101388595 17511122011FLD 12
L 101388613 17611122011FLD 40
. — — 101388865 23111122011FLT 9
Plain text 101382463 16311112011FLD 9
- 101384664 23111112011FLT 14

d. -OR-

e. Click ‘Home’
f. CI|ck the PDF or Excel icon as desired

Lastupdate: 11/21/11 4:13:35PM

E e

|n<1-;;a; of 7pages b M

Datarows: 1-1000f 601 | Data columns: 1-200f 21 P |

Mailing Date Doc Subm eDoc M Doc Customer eDoc Job ID oc User # Containers|
Group ID roup ID ense Code =
10

11/15/’2011 101498420 2811152011FLD
11/15/2011 — - — _.- 101498444 13711152011FLT

8. To export a report into excel format without running the report in MicroStrategy
web first:
a. Click the “Export’ link below the report icon




BEE® i @ EE 2

Detailed Error Verification Report (Internal) Error Verification Report (Internal)
Owner: Administrator Oumer: Adminitrator

Modified: 11 Modified:  11/Z11 2:02:39 51
Provides a list offdetailed errors fpr the selected job. Provides an aggfegate view of efrors for a job with the capability to drill down to the error

Edit Subscriptiohs Export PDF detail level,
T B 1 Edit Subscriptidns Export PCf

Full Service eDoc Verification Invoice Detailed Report
(Internal)
Owner: Administrator Modified: 1
Modified: 11/7/11 2:04:33 PM Provides an aggtegate summaryfpy job of the eDoc verification errors impacting additional
Provides a list of detgled eDoc yerification errors impacting additional postage for the postage with adfiitional capability to dril to the container and error detail levels.,

selected job, " it Subseptds Sxert Pl
Edit Subscriptichs Export PDA 2dl - suosnptns  Export BLY

Full Service eDoc Verification Invoice Report (Internal)
Owner: Adminstrator

Mailing D: dity-L rror Type Report (Internal) Mailing Data Quality Summary Report (Internal)
Owner: Administrator - Owner: Administrator
Modified:  11/7/11 2:04:33 PM Modified: 1

Provides an aggrEgatE view of errors for all error types with the capability to dril down to | Provides an aagegate view of efrors at a customer location with the capabiity to dril down
the job level detail level. to the job level Jnd again to thelerror detal level,
Edit Subscriptig \s Export PDA Edit Subscriptijns Export

b. Answer prompts as desired
Click “Export’

o

d. The report results will be displayed directly into Excel format. (Note:
You can also run a report directly into PDF format by clicking the ‘PDF’
link below the report icon.)

B3 Microsoft Excel - 20111122094636521 [Read-Only]

(] Fle Edt Yew Insert Fomat  Tools Data  Window  Help Type aquestionforhelp = o @ X

P el (G ATk B S0 8 F b 0 o [ Tshere 218 =B Zu|=E=S=[ES % 8% =m0 A0
_] e W A B L W NS WA N 1 B3 | ¢ Reply with Changes. .. End Review !
Al = A Aged Repart
A [ B [ 3 0 [ E F G T [ 0 [ K g
1 |Aged Report |
2
3 |Report Fiker:
4_|({Origination Dake} (1) Between 10/23/2011 and 11/22{2011) And (Status = Open)
5
Open Issues Issues Aged 4-5| Issues Aged 6-10| Issues Aged 11-| Issues Aged Over
B Days Days 20 Days 20 Davs
7 |CAPITAL METRO 185 173
8 |EASTERN 676 559 236 178
9 |GREAT LAKES 231 216 21 29 95 71
10 [NORTHEAST i 207 25 35 81 [=la]
11 [PACIFIC 454 402 22 5 187 118
12 |SOUTHWEST 807 ?45 73 151 268 253
13 [WESTERM 579 203 174
i 3,173 2027 _m_m Li47 010
15
16

9. To return to the prompt screen and re-prompt on your current report, click the
green question mark icon. (Note: This re-prompt icon will only work if you
answered prompts to access the report. So, for example, if you drilled through
another report to access your current report, you will not be allowed to re-prompt,
smce you didn’t answer prompts to access the current report.)

My R History List oort Search Hep  Logout

(]

Lastupdate: 11/21/11 4:28:29FM

Lﬁ\hﬂm

(441233 ofapages b M Data rows: 1- 1000313 |  Data columns: 2
11/1/2011 100977725
—— -. . — L — - —- . — - — 10/25/2011 100707540
- 10/26/2011 100752173
| —— — — o — - e e o— - 10/29/2011 100882947

10. To drill down to a lower-level report, you can left-click the blue hyperlink in the
report. If you want to see if the report has multiple drill paths, right-click the
blue hyperlink to view all drill options.



aearun

- i Lastupdate: 11/21/11 4:25:23PM
B Enads  S0mBEA
|N 41- 2345 ofi2pages b W Datarows: 1-100of 1127 | Data columns: 3
Maller CRID # Unmanifested | # Unmanifested | # Unmanifested
Contamers Handling Unlls Pleces
000000
200273 o 50
— 106948 0 0 4
20 prit ¥[@ FS-IMD Unmanfested Detaled Dl Repart 5
- - - —a— - s Filter on Selections B FS-IMD Unmanifested Report by Sampling Fadility 43
| i W — 107319 [E1| FS-IMD Unmanifisted Trending Report 1
- 100026 More options. .. el
s WS W 200733 0] T : 4

11. If you want to drill to the next report on everything (as opposed to one individual
blue hyperlink) you can right-click the column header to drill on all rows by
clicking ‘Drill” and drilling to next report.

Mailing Group ID |Customer Group ID |Job ID

User License

Submission Type

5 Error Verification Detail Drill

57025925 DSC70802  ACCI 261
57496703 PORB0602  FRST BCEEm sort Y 255
57015188 POR70302  FRST MAIL_DAT Move » 255
58225554 AAR90302 MAIL_XML Filter On... a7

X Remove from Grid
Advanced formatting...
Rename/Edit...

Attribute Forms »

12. To view the filters that have been applied to the report (prompts, drills, etc):
a. Click the arrow next to “Tools’
__ b Click * Report Detalls

istory List Cre: Help  Logout

ail Data Quality > Error Verification Report (Internal)

Last update: 11/21/11 4:39:49 PM
New. =R e
‘ Convertadmen: Datarons: 42 | Data columns: 2
| Report Objects

Al Gbjects 11/1/2011 100977725
—— - — — — 10/25/2011 100707540
Notes - - 10/26/2011 100752173
—— Related Reports — L S — 10/29/2011 100882947
- -— 10/27/2011 100809696
— e D - N - S —-— 10/24/2011 100636823
- - 10/28/2011 100870097
W view Fier - — L — o — 10/22/2011 100613503
- - 10/31/2011 100902337
—— - — R W S — 10/25/2011 100707540
Prompt Details - - 11/1/2011 100977725
—— - — L S — 10/31/2011 100902337
e e - - 10/28/2011 100870097
—— - T WL L S — 10/27/2011 100809696
Eoialne - - 10/26/2011 100752173
W . ReportBar — L S — 10/24/2011 100636823
- - 10/22/2011 100613503
—— Report Options... - T WL L S — 10/29/2011 100882947
- -— 11/2/2011 101037927
W ReportDetals Page - —— - —— - 11/17/2011 101576493
s - - 11/16/2011 101536844
—— T WL L S — 11/16/2011 101536844
- —-— - -— 11/15/2011 101484841

c. A ‘Report Details’ section will display above the report that will include
all fllters applied to the report

ument  Preferences 4 Help  Logout

siness Mail Acceptance > Shared Reports » Mail Quality Reporting  Mal Data Quality > Error Verffication Report (Internal)

Lastupdate: 11/21/11 4:35:43PM
REPORT DETAILS =
Report Fiter:
rror Typel: = Appantment Verifcation; Byror Veification, CSA Verification, Default Tray Barcode, Delivery Point Verificaton, Entry Facity Verification, Maler D Verificatin, Service Performance erficaton, Service Type Identife Verificaton, Unique
Container Barcode Verification, Unique Handing Unit Barcode Verification, Unique Piece Barcode Verification) And ({Mail Preparer CRID Prompt} = 35373 - ) And (Date (ID) Between 10/22/2011 and 11/21/2011)
Datarows: 42 | Data columns: 2
Mall PrEpan tacanes JOb e s
11/1/2011 100977725
— — —- —— — _-— 10/25/2011 100707540
. - - - 10/26/2011 100752173
- aniAAmAT “nnaAnAaT

Total Errors| Total Warnings|
¥ oril 3

o ooo



13. To move a report column into the Page-By axis, which will allow you to filter
your report results, you may do either of the following:
a. Click the arrow next to “Tools’
b. Click ‘Page-by Axis’
c. Click the desired column header and drag it into the Page-by Axis

| {= Error Verification Report (Internal). MicroStrategy 9 - Windows Internet Explorer,

.G—@v |Q hittps:/ crpl.usp: psa \etimstr

=mstrii‘eb report, S0058msty GHIMMTWEBZD ceptance, 34955 _8repo v| ‘ HX

2

§ Fle Edt Vew Favorites Tooks Hep

E) ) v Pager Safety+ Took+ @+

<z Favorkes |lﬁ Error Verification Report (Internal). MicroStrategy 9

L] & -

bmads  SB3ED R A
l:"m Mail Owner | 7=

Md41234 of4pages b M

Mail Pr er / Location

Lastupdate: 11/21/11 $:23:29 PM

|-.Tﬁ||

Datarows: 1- 1000f 213 | Dats columns: 2

3ob Mailing Date |Mailing Group 1D

11/1/2011 100977725
-—— — __- 10/25/2011 100707540
10/26/2011 100752173
—— - _—- 10/29/2011 100882947
10/27/2011 100809696
-— — ——- 10/24/2011 100636823

d. Release the desired column header in the Page-by Axis. You will now be
_able to filter your report results by this column

ared Reports > Mail Quality Reporting > Mail Data Quality > Error Verffication Report(mtemaf)

Last update: 11/21/11 4:28:25 PM

(2]

Datarows: 13 | Data columns: 2

|Job Mailing Date (Mailing Group ID |Customer Group ID Submlssmn Type ﬁ
Code

10/28/2011 100869525 01111028 MAIL DAT De\
10/27/2011 100800527 01111027

10/25/2011 100698512 01111025 NEFl
00 11/18/2011 101628915 01111118 NETL MAIL_DAT :
- 5243255 11/17/2011 101577513 01111117 NET1 MAIL_DAT Del
I — - 11/12/2011 101385761 01111112 NET1 MAIL_DAT Del
- 5266146 11/11/2011 101372220 01111111 NET1 MAIL_DAT Del
——— T 11/10/2011 101340217 01111110 NET1 MAIL_DAT Del
- o 11/9/2011 101291477 01111109 NET1 MAIL_DAT Del

—OR-

Right-click the desired column header
Click *‘Move’
Iick “To Page-by Axis’

HistoryList My Subscriptions  Create Report.

Create Document  Preferences 4 Help  Logout

Lastupdate: 11/21/11 4:28:29 PM

=] N EE T
MH41234 of4pages b W Datarows: 1-1000f313 | Datacomns:2 | _

Mail Preparer / Location win —
| + il 3
13

|30b Mailing Date |Mailing Group ID W

- - - Sort 11/1/2011 100977725

—— . — o — - — 8 10/25/2011 100707540

- - - sl 10/26/2011 100752173

— e — e — — i 10 10/28/2011 100882947

- - - X Remove from Grid Left 10/27/2011 100809696

- - "- - % Remove from Report Right 10/24/2011 100636823
- b it 10/28/2011 100870097 |

—— — _- — S i 10/22/2011 100613502

- 10/31/2011 100902337

| — —--—- — Bt £ e r 11/1/2011 100969159

- EditLinks.. 10/22/2011 100612711

_ —--—- s -——- 10/28/2011 100871157

- 10/26/2011 100742527

— “_- — —-— 10/28/2011 100847978




i. You will now be able to filter your report results by thls column

ed Reports >

Mal Qualty Reporting > Mal Data Quality = Error Vertfication Report (internal)

Last update: 11/21/11 4:28:25 PM

(2]

Datarows: 13 | Data columns: 2

|Job Mailing Date (Mailing Group ID |Customer Group ID Submlssmn Type ﬁ
Code

10/28/2011 100869525 01111028 MAIL_DAT Del
10/27/2011 100800527 01111027 MAlL DAT ﬂg
10/25/2011 100698512 01111025 NI:_Fl MAIL_DAT Del
11/18/2011 101628915 01111118 NET1 MAIL_DAT Del
11/17/2011 101577513 01111117 NET1 MAIL_DAT Del
11/12/2011 101385761 01111112 NET1 MAIL_DAT Del
11/11/2011 101372220 01111111 NET1 MAIL_DAT Del
11/10/2011 101340217 01111110 NET1 MAIL_DAT Del
11/9_/2011 101291477 01111109 NET1 MAIL_DAT Del

14. To filter on any attribute or metric on the report:
a. Enable the view filter by clicking the arrow next to “Tools’
b. C|ICk ‘View F|Iter

Help  Logout

Last update: 11/21/11 4:39:49 PM

5]
Comcrnto Deamen. Datarows: 42 | Data columns: 2
e S ) il
Report Objects
Al Cbjects 11/1/2011 100977725
— | — —— — _—- 10/25/2011 100707540
Notes - - 10/26/2011 100752173
L —  — — e — e — 10/29/2011 100862947
10/27/2011 100809696
_— Page-by Axis  a— -_— — _—- 10/24/2011 100636823
10/28/2011 100870097
- | — - - __- 10/22/2011 100613503
S—— - 10/31/2011 100902337
— | — —— __- 10/25/2011 100707540 y
Prompt Details - -— 11/1/2011 100977725 il
- | — W —— - — 10/31/2011 100902337
- - 10/28/2011 100870097
— s L mj»ﬁ‘im‘n- 1nnznosos

C. The view filter is now displayed at the top of the report

ent « Help  Logout

0 > Mail Data Quality > Error Verification Report (Internal)

Lastupdate: 11/21/11 4:35:49 PM

|VIEWFILTER  Thefiterisempty, %" Add Condition [¥ Auto-Apply changes 2%
- |

Datarows: 42 | Data columns: 2 ‘

11/1/2011 100977725

—— — —— — _—- 10/25/2011 100707540
- - - 10/’2_6_/2011 100752173
-‘—' G S — 10/29/2011 100882947
-

—_ - - 10/27/2011 100809696

d. Click ‘Add Condition’ to add a filter criteria to the report
e. Select any attribute or metrlc you wish to filter on

> Error Verification Report (Internal)

Lastupdate: 11/21/11 4:35:49 PM

NN hklmad OOD@ 30
|| VIEW FILTER The filter is empty.  Add Condition ¥ Auto-apply changes [2]x

Datarows: 42 |  Data columns: 2

Job ID
LGl Job Mailing Date Job Mailing Date |Mailing Group ID [C: tomer
| Mail Qwner

Mail Preparer f Location 11/1/2011 100977725
Mailing Group ID
Submission Type —-— — ——- 10/25/2011 100707540
‘Usar‘Llcer\sa Code —_ - - 10/26/2011 100752173
RE\ 5\;;‘:;\; s S et — T W S - 10/29/2011 100882947

T B - - 10/27/2011 100809696 3

T S e — T S — 10/24/202[1




f. The attribute or metric values can be selected using a cart prompt (with
search) by moving selections from the *Available’ box to the *Selected’
box and cllcklng the ‘Apply checkmark

[E3

Lastupdate: 11/21/11 4:35:49 PM

D@ A C G e e e =T R R Y

VIEW FILTER Add Condition Jclear Al ¥ Auto-Apply changes 263

JobID ¢ Qualify

(% Select ¥ X
searchfor] | & [EMatchcase

Available: Selected:

06111022 | -—-none ——
06111024 =

06111025

06111026 -

06111027 §

06111028 | =

06111029 . Y

06111031 J
05111101
06111102
06111103
06111104

3

Datarows: 42 | Data columns: 2

11/1/2011 100977725
—— “ _-- - “ s — 10/25/2011 100707540

g. The attribute or metric values can also be selected by inputting a value and
selecting a qualifier and clicking the ‘Apply’ checkmark

HstorylList My Subscripions  Create Report  Create Document  Preferences Help  Logout

Shared Reports > Mail Quality Reporting > Mail Data Quality > Error Verification Report (Internal)

Last update: 11/21/11 4:35:49 PM
DaHE= B (mu S DODO@ 30 %= @t &
J[vEWFLTER  AddCondition [X|clear Al 7 Auto-Apply changes

‘ JobID & Qualify [ID v

0 Select () select
I (Greaterthanorequalto |
s then 9 Datarows: 4 | Data columns: 2 \
Mail Preparer / Locatioj kit |Job Mailing Date (Mailing Group ID
Between (enter value 1;value2)
L Mot between (enter value Livalue2)
- Contains - 10/25/2011 100707540
— “ -~ g:elfv;‘“nt‘;"’"‘a"‘ T — 10/24/2011 100636823
= ekt - 10/25/2011 100707540
-— " W Ends with il it —— i 10/24/2011 100636823

Does not end with
Like

Not Like

1s il

Is Not Null

In (enter value Lvalue2; ... jvaluel)
Mot In (enter value Lvalue2; ...;valueh)

15. To sort report results by a specified column:
a. Right-click the column header
b. Click ‘Sort’
c. Select either “‘Ascending’ or ‘Descending’. The report will update based
on selection

Code o
100977725 06111101 NET1 MAIL_DAT Delive Insert Metric » 700 0
100707540 06111025 NET1 MAIL_DAT elivery P e e > 652 0
100752173 06111026 NET1 MAIL_DAT Delivery Point Verification 424 0
100882947 06111029 NET1 MAIL_DAT Delivery Point Verification (o L 343 0
100809696 06111027 NET1 MAIL_DAT Delivery Point Verification X Remove from Grid 340 0
100636823 06111024 NET1 MAIL_DAT Delivery Point Verification X Remove from Repart 314 0
100870097 06111028 NET1 MAIL_DAT Delivery Point Verification Advanced formatting. . 277 0
100613503 06111022 NET1 MAIL_DAT Delivery Point Verification Thresholds » 270 o
100902337 06111031 NET1 MAIL_DAT Delivery Point Verification 201 0
100707540 06111025 NET1 MAIL_DAT C5A verification Rename/Edit... 12 0
100977725 06111101 NET1 MAIL_DAT CSA Verification EditLinks... E] 0=

16. To perform multiple sorts on a single report:
a. Click the arrow next to ‘Data’



b. Click ‘Sort...”
c. A ‘Sort’ window will open to allow you to choose multiple sorting
options.

Create Report ~ Create Document  Preferences Help  Logout

Lastupdate: 11/21/11 4:39:43PM

d EEdS @302 A

Datarows: 42 | Data columns: 2 |

11/1/2011 100977725

—— S — e — - —. — - 10/25/2011 100707540
- - 10/26/2011 100752173
G W - e I e 10/29/2011 100882947
- - 10/27/2011 100809696

—— S — e — L S - 10/24/2011 100636823
- - __10/28/2011 100870097

W RS L AS S SORT ? %//22/2011 100613503
- — /31/2011 100902337

— A S— e | |Row||cotm | /25/2011 100707540
- /1/2011 100977725

—— e — W - 1. Sortby: [ Total Errors | OAscending ) Descending /31/2011 100902337
- 2. Thenby: | v| @ ascendng () Descending /28/2011 100870097
S | .. 8 Oty Ovocrve | [N S
L L W - 1/24/2011 100636823
- l/22/2011 100613503
R S W - I/29/2011 100882947
- toptv| 06| oConerl l/2/2011 101037927

T R S SRS R T e W e e wmew 11/17/2011 101576493
. 11/16/2011 101536844

17. 1f you would like to rearrange the columns in order to better understand the
information:
a. Click and hold the column header you wish to move
b. Drag it to the desired location
c. Drop (unclick) the column header

Datarows: 42 | Data columns: 2

Hallmg Group ID |Customer Group ID [Job ID
Code

Error Type

E i y Total Errors| Total Warnings

100977725 06111101 NI:_Fl Delivery Point Verification \AIL_DAT 700 0
100707540 06111025 Delivery Point Verification - 652 o
100752173 06111026 NETl Delivery Point Verification 424 0
100882947 06111029 NET1 Delivery Point Verification 343 o
100809696 06111027 NET1 Delivery Point Verification 340 ]
100636823 06111024 NET1 Delivery Point Verification 314 o
100870097 06111028 NET1 Delivery Point Verification 277 0
100613503 06111022 NET1 Delivery Point Verification 270 ]
100902337 06111031 NET1 Delivery Point Verification 201 0
100707540 06111025 NET1 CSA Verification 12 o
100977725 06111101 NET1 CSA Verification 8 0
100902337 06111031 NET1 CSA Verification 8 o
100870097 06111028 NET1 CSA Verification 8 o
100809696 06111027 NET1 CsA Verification 8 0

. —OR-

Right-click the column header you wish to move

Click ‘Move’

Select ‘Left’ or ‘Right’. (Note: MicroStrategy reports will always display
attributes to the left of metrics. Therefore you will not be able to move
metrics to the left of attributes. An attribute is a non-calculable field such
as User License Code or Error Type. A metric is a calculable field such as
Total Errors or Total Addltlonal Postage )

Mailing Group ID |Customer Group ID User License Su | Iype Error Type Total Errors|  Total Warnings
Code __ [0 » |

-0 o

«

100977725 06111101 NET1 - » Delivery Point Verification 700 a
100707540 06111025 LET Delivery Point Verification 652 o
100752173 061110|  ToPage-by Axis e ¥ Delivery Point Verification 424 0
100882947 061110  To Columns Filter On... Delivery Point Verification 343 o
100809696 061110 e B¢ | Remove from Grid Delivery Point Verification 340 Q
100636823 061110 Right b Remove from Repart Delivery Point Verification 314 o
100870097 06111 Delivery Point Verification 277 0
100613503 06111022 NET1 L Delivery Point Verification 270 0
100902337 06111031 NET1 Rename/Ed... Delivery Point Verification 201 0
100707540 06111025 NET1 Attribute Forms » CSA Verification 12 o
100977725 06111101 NET1 S £5A Verification 8 0-




18. If there are certain columns/rows you are not interested in, and they are causing
too much clutter:
a. Right-click the column/rows header you wish to remove
b. Click ‘Remove from Grid’. (Note: Clicking ‘Remove from Report’ can
modify the actual SQL behind the report which may unintentionally
update the report results.)

Drill »
100977725 06111101 NET1 Sort » Delivery Point Verification 700 0
100707540 06111025 NET1 T Delivery Point Verification 652 o
100752173 06111026 NET1 Delivery Point Verification 424 0
100882947 06111029 NET1 Ell=cons Delivery Point Verification 343 0
100809696 06111027 NET1 X Remove from Grid Delivery Point Verification 340 o
100636823 06111024 NET1 3 Remove from Report Delivery Point Verification 314 ]
100870097 056111028 NET1 Advanced formatting... Deh_verz Pn!nt Var\_ﬂcat\_on 277 0
100613503 06111022 NET1 Delivery Point Verification 270 o
100902337 06111031 NET1 TR Delivery Point Verification 201 0
100707540 06111025 NET1 Attribute Forms 4 CSA Verification 1z o
100977725 06111101 NET1 Edit Links. . CSA Verification 8 0
100902337 06111031 NET1 MATC_DA CSA Verification 8 o

19. After you have removed columns/rows you are not interested in, you can save the
report. This will allow you to return to the saved report and the items you
removed will remain absent from the report.

a. Click *Save As’ icon

[ afcPlelE] ke o o@EHwxla a =
Mailer Scorecard L Thre Save As.. l

H =] UNITED STATES
Mailer Scorecard VT SEasaas B poerar strvicE ®
Full-Service Compliance IEInduct»onlSEamlEssl Manualsampliﬂgl Entry Point Verification l

Percentage metric value has
improved by more than 5%
from previous month

() # Metrics @ % Metrics
Full-Service Compliance

eDoc Submitter

b. *‘Save As’ pop-up will appear, allowing you to make the following
specifications:
i. Name
ii. Description
iii. Prompts
1. Display prompt and use the current answers as the default
answers
2. Display prompt but discard the current answers
3. Do not display prompt and use the current answers as the
default answers



Save As 261

Savein: MyReports - B

Mailer Scorecard (Internal) Removed Rows

1 item(s) found
Name: [Maier Scorecard (internal) ] Lo ]

Description: Shows the perfarmance of a mailer across - Cancel

various key performance indicators related to
mail entry.

Advanced
Prompts: -

(@ Display prompt and use the current answers as the default answers

%) Display prompt but discard the current answers L4

(2) Do not display prompt and use the current answers as the default answers

c. After clicking ‘OK”’, you can access your saved report under ‘My Reports’
criptions  Preferences Help Logout [

Mailer Scorecard (Internal) Removed Rows

Owner: Concannan, Kelly

Modrfied: 12/7/12 8:56:49 AM

Shows the performance of a mailer across various key performance indicators related to mail

entry.
Subscriptions Export EDE

20. To view a list of recently run reports, click ‘History’. A list of recently run
reports will display. They can be re-run by clicking on the report name hyperlink.

1]
SharedReports ~ MyReport:  Historylist Ny Subscriptions  CreateReport  Create Document  Preferences T
B’ %2 % Close
|Name £/ Status .| Message Creation Time [T | Remove

EE Error Verification Report (Internal) Waiting for prompt 11/22/11 8:33:40 AM [ @ abl O
Error Verification Report (Internal) Ready Imark a5 "unread’] 1142111 4:3%:35PM [ @ abl |l
M Error Verification Report (Internal) Error 11/21/11 4:27:36 PM [Eg™ © abl O
@ FS-IMD Unmanifested Report. Ready [mark as "unread"] 11/21/11 4:25:19PM 23T @ abl O
| ES-IMD Error Report->FS-IMD Job Level Drill Report Ready [mark as "unread’] 11/21/11 4:13:34PM 231 @ abl (|
m ES-IMD Error Report Ready Imark a5 "unread’] 11/21/11 4:13:14PM [ @ abl O

a. Ifareport resulted in error (did not run for whatever reason), click the
checkbox on the right-hand side and click ‘Remove’ to discontinue
processing.

3

History List My ons  Create Report € Help  Logout

B ® % % Cose

|Name 2] Status 2] Message Creation Time [¥ I Remove
EE Error Verification Report (Internal) Waiting for prompt 11/22/11 8:33:40 AM [ @ abl
Error Verification Report (Internal) Ready Imark a5 "unread’] 1142111 4:3%:35PM [ @ abl
M Error Verification Report (Internal) Error 11/21/11 4:27:36 PM [Eg™ © abl
@ FS-IMD Unmanifested Report. Ready [mark as "unread"] 11/21/11 4:25:19PM 23T @ abl
m ES-IMD Error Report->F5-IMD Job Level Drill Repart Ready [mark as "unread"] 13/21/11 1334PM 231 @ abl (.l
m ES-IMD Error Report Ready [mark ¢ "unread] 13/21/11 4:13:14PM [ @ abl |

21. If there is a report to plan to continually run, you can schedule a subscription to

that report:
a. Click the *Subscriptions’ link under the report icon




My Subscriptions

Detailed Error Verification Report (Internal) Error Verification Report (Internal)

Owner: Administrator Owner: Administrator

Modified: 11/7/11 2:04:33PM

Provides an aggregate view of errors for a job with the capability to dril down to the error
detail level.

Frit Sitherrintinme  Fvnart BOF

39PM
rrors for the selected job.
t PDE

. —OR-

. When in the report, click the arrow next to ‘Home’
. Click “Subscribe to’

. Click “History List...’

Lastupdate: 11/21/11 439499 PM

Seve s TR
[ %] Clear Al ¥ Auto-Apply changes
| 5
| Datarows: 4 | Data columns: 2 ‘
| v crd
| b - 10/25/2011 100707540
Gah e — T S T - 10/24/2011 100636823
Grid and Graph ) - 10/25/2011 100707540
| B seem a— T G S 6 — 10/24/2011 100636823
Subscribe to
Export »
Print...

f. Select a run schedule and any other preferences you may have

scriptions

[E3

CreateReport  Create Document  Preferences Logout

Bl | Business Mall Acceptance > My Subscriptions

Subscription (2]

History List Subscription

Name: [Maling Data Guality Summary Report (Internal) 11/22/11 10:12:30 AM
Rt Maling Data Quality Summary Report (Intemal)

Schedule: | 11:30 AM EST EVERY Weekday v

To: £, concannon, KeLLY M

[[] Run subseription immediately
[E] Advanced Options

[ZIThe new scheduled report will overwrite alder versions of itself,

e —

L4|| 1. Select Customer Location (Required)

| — — T — Please select from the list of Customer Locations.

1 5elect Customer Locatian szahfey

[ Match case
Avaiable: clected:
{none)

25elect a Date Filter Criteria
(Reguired)

recEeODD

5
2
=
8
2
8
-
=

Sooe o] (o] (o)

53

g. Click ‘OK’
h. You can access your subscriptions by clicking ‘My Subscriptions’



i Favorites | i My Subscriptions, Microstrategy 9 Gi - B & & Pooe- Sy - Took- @

CreateReport  Create Document  Pref

¥ Close
History List Subscriptions 2
Subscription Name Report/Document Owner Schedule Recipient | Personalized Action Unsubscribe
Mailing Dats Quality Summary Report (Internal) 11122/11 Mailing Data Quality Summary Repart CONCANMON, KELLY ~ 11:30 AM EST EVERY CONCANMON, KELLY — s
0 S5 nternal) M Weekda: M ] s (3 O

22. To modify the way you view folders in folder navigation:
a. Click the “View: Icon’ image to view folders as icons

SharedReports ~ MyReports  HistoryList My Subsaiptions  CreateReport  Create Document  Preferences Search Logout

==
ACS BMA Compliance Scorecard
| Owner Administrator | Owner: Adminstator
Modified: 6/27/11 3:29:42PM Modified: 6/27/11 3:2:15PM
) This folder contains ACS Reports | This folder contains the BMA Compliance Scorecard
p— —
BME Reports CAPS Service Center
Owner: Administrator | Owner: Adminstator
Modified: 11/7/11 1:52:56 PM Modified: 6/27/11 3:28:42PM
_‘ This folder contains BME Performance Reparts | CAPS Service Center Reparts
f— —

b. -OR-
c. Click the “View: List’ image to view folders in list format

Shared Reports My Reports Create Report  Create Document  Preferences Help  Logout

Name Owner | Modified Description Actions
B2 acs Administrator 6/27/11 3:29:42PM This folder contains ACS Reports
[ BMA Complisnce Scorecard Administrator 6/27/11 3:29:16 PM Tris folder contains the BMA Compiiance Scorecard
[ BMEReports Administrator 11/7/11 1:52:56 PM This falder contains BME Performance Reports
[ CAPS Service Center Administrator 6/27/11 3:29:42PM CAPS Service Center Reports
[ MR Reporting Administrator 11/7/11 1:51:49PM
£ eVSReports Administrator 11/7/11 2:04:23PM This falder contains VS Reports.
[ ESIMDReporting Administrator 11/7/11 2:0434PM This falder contains F5-IMD reports.
[ Mail Quality Reporting Administrator 11/7/11 1:51:53PM
[ National Performance Reports Administrator 11/7/11 1:52:56 PM
[ oRT Administrator 6/27/11 3:29:42 PM This falder contains ORT Reports,
B s Administrator 11/7/11 201:14PM This falder contains STC Reports.
£ Summary Oteriution Resorte 14/711 1352:56 M :gits“:ub\;eg;nht?i;: r::ar:‘u\:\saseve\ summary reports intended for automated e-mail distrbution. These reports are
[ User shared Hyatt, Gary 6/28/117:43:13 AM

23. To view or modify your personal MicroStrategy preferences:
a. Click “Preferences”
b. Use list on left-side toolbar to navigate through your personal preference

| Apply to all projects on the current MicroStrategy Inteligence Server (EAGNMNTWEB19) + | 3 Close
PREFERENCES General
+ General o —
+ Eolder browsing ot st paoc ®[rome |
+ Grid displa (O Last report: Error Verification Report (Internal)
+ Graph display.
+ Export Reports
+ Print Reports (PDE} Color Theme: [postalplue s |[__Show Theme Preview |
+ Dril mode
= Brompts
. —
Report Services Language: [Default v Show advanced options |
+ Sequi
Time Zone: | Defauit ~|
AynemmotiEn Use Dymarric HTML | Determine automatcaly |
MNote: Browser versions above Internet Explorer & SP1, Safari 3,1.1 or Mozila Firefox 2.0 fully support DHTML

c. MicroStrategy defaults to displaying the first 20 columns in any report,
with the ability to arrow-over to view additional columns. As some
reports have more than 20 columns, you can expand your default setting



by clicking “Grid display” and increasing the “Maximum columns in grid”

optlon By clicking “Apply”, this setting will apply itself to all reports

Apply to all projects on the current MicroStrategy Intelligence Server (EAGNMNMEPSCS) + 3¢ Close

PREFERENCES
* General
= Eolder browsing
- Grid display
» Graph display
= Export Reports
= Erint Reports (PDF)
= Dril mode
* Prompts
» Report Services
= Securi

[T Show pivat buttons

[T Show sort buttons

Display empty grid axes in view mode

[¥] Automatic page-by

_Apoly |

Load Default Vakies

Grid display
Grid style: Use the format stored in the report definition -~ Note: Selecting "Use my selected default grid style” will disable all custom grid formattingin Reports.
Default grid style: ‘Accounting -
Maximum rows in grid: 100
IMa)ﬂmum columns in grid: 200 I
Show attribute form names: Mo -

[7] Show unused attributes in page-by panel

[7]Enable sorting by attribute forms that are not displayed on the grid

Use images for depicting expand and contract in outine mode

Apply to al projects on the current MiroStrategy Intsligence Server (FAGNMNMERSCS) v

24. If you would like to adjust the template (coloring & formatting) of a report (and
are tired of Kelly green!) you can modify the template by clicking “Grid” then the
down arrow next to “Custom”

:Mal Acceptance QA > Shared Reports > Mal Quality Reparting > Mail D rror Verification Report (Internal)

REPORT DETAILS

Report Filter:

({Error Type} = Appointment Ver
Container Barcode Verification, U

| VIEW FILTER The filter is em

4277480 - Mail Preparer

Last update: 7/12/12 4:4

Delivery Point Verification, Entry Fadiity Verfication, Mailer 1D Verification, Service Performance Verification, Service Type Identifier Verification, Unique
cation) And (Date (ID) Between 6/12/2010 and 7/12/2012)

llail Preparer [ Location

name cannot be found

12/9/2011 57025925
4375450 - Mail Owner name cannot be found 2/7/2012 57496703
4375450 - Mail Owner name cannot be found 12/7/2011 57015188
4375450 - Mail Owner name cannot be found 2/7/2012 57496703

a. Here you can view various template formats that will adjust the coloring

of your report.

Datarows: 17 | Data columns: 2 ‘



Help  Logout

Error Verification Report (Internal)

Lastupdate: 7/12{12 4:40:14PM

REPORT DETALLS 2%

Report Filter:
{{Error Type} = Appaintment Verification, ByFor Verification, CSA Verification, Default Tray Barcode, Delivery Point Verification, Entry Fadility Verification, Mailer ID Verification, Service Performance Verification, Service Type Identifier Verification, Unique
Container Barcode Verification, Unique Handing Unit Barcode Verification, Unique Piece Barcode Verification) And (Date (ID) Between 6/12/2010 and 7/12/2012)

[VEWFLTER  Thefiterisempty. 7 Add Condlition ¥ Auto-Apply changes 1]
|

14375450 - Mail Owner name cannot be found

‘ |3[ﬂ_n'1l)12
14433945 - SHAPIRO PERFECT MAILING COMPANY (22209-6027) 12131934 - AUTOMATED MAILING SYSTEMS INC (24012-8023) i

| |3/7/m12 AAR90302

27 ars fo 143 i d

7 i pi I
14333945 - SHAPIRO PERFECT MAILING COMPANY (22209-6027) 12131934 - AUTOMATED MAILING SYSTEMS INC (24012-8023) 1 58592981

|42774ﬂl) - Mail Preparer name cannot be found 14375450 - Mail Owner name cannot be found

STE iC (2401

I 4375450 - Mail Owner name cannot be found




