
Egencia Repor ng (Report Genera on & PDF Crea on) 

1) Contact ksaunders@pods.com and let me know you’d like access to the Repor ng Tool.  

2) Once you get access, you can click on Tools and under Repor ng click on Repor ng.  

 

3) On the Repor ng Homepage, click on Run Reports 

 
 

 

 

https://www.egencia.com/reporting/workspaces/travel-summary
https://www.egencia.com/reporting/data-hub


 

4) When you ask for access to the repor ng tool, I will also give you access to my AMEX template.  

Click on Template Management on this page. 

 
5) Click Run Report on the AMEX Reconcilia on template. 

 
6) Name the report and change the date range to 2 Days before and 2 Days a er your credit card 

statement. (For example, my AMEX report for Rich’s card has transac on dates between 02/05/26 -

03/18/26 so I choose 02/03/26 – 03/20/26.) Click Run Report. 

 
 



 

7) Once you click on Run Report, it will process on the right side of the screen. When it’s done it will show 

up in the list and you can save the file. Click on Excel to download the file.  

 
8) Open your downloaded file, and click on the All products tab. 

9) You will be sor ng your credit card by sor ng to first 6 of your credit card and the last 4 of your card.  

  
 

10) Follow this step-by-step video to adjust your print/PDF se ngs (click): Crea ng Egencia Report.mp4 

 Once you select your BIN/Last 4, click on Page Layout > Print Titles. Add the first row as your 

tles to be printed on each page. Click ctrl+p or print.  

I. Change your Printer to Adobe PDF 

II. Change your page size to Legal 8.5 x 14 

III. Adjust your Margins to Narrow 

IV. Adjust your Scaling to Fit All Columns on One Page 

V. Click Print 

VI. Name the file and save the PDF. (Yours Should look like the a ached file named Example) 

 You can now use this report you’ve created to reconcile your credit card statement to include all 

fees, nego a ons, changes, cancella ons and items paid for and a ach it as your receipt to your 

expense report.  

https://pods-my.sharepoint.com/:v:/p/ksaunders/IQBa7nBBD7x-TLCsRFUlF7MrARe9gPBhIg-V4ssSwCcVBno?e=iee1Ea



