13 Month Card Spend Analysis

» From WORKS goto: Reports > Create

» Select the following Category and Template
* Category: Spend ||
*Template: |13 Month Card Spend Analysis 0
» Output Format will default to CUSTOM. This should not be changed

» Submit Report

» When reportis “Ready”, open CUSTOM

Report Name Status

13 Month Card Spend Analysis Ready

New

CUSTOM

» The report will open as a TXT file. Select File > Save As and save this TXT file to access later.

» Open Microsoft Excel, go to DATA, then click From Text.
> Locate and select your TXT file.
> Click Import

» Inthe Text Import Wizard, Step 1, select Delimited, then click Next.

Text Import Wizard - Step 1 of 3 ? >

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
@ - Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Start import at row: |1 < File grigin: 437 : OEM United States -

I:l My data has headers.

> Inthe Text Import Wizard, Step 2, select the checkbox for Comma.



Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in the

preview below.

Drelimiters
[J1ab
|:| Semicolon D Treat consecutive delimiters as one
Text gualifier: ~
[ space 4
|:| DOthern:
Data preview
» Click Next
» Click Finish

» Click OK

» Report will display Cardholder Name, Card Profile, Months w/Spend, and total spend per month for 13
consecutive months.
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