Egencia Reporting (Report Generation & PDF Creation)

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

2) Once you get access, you can click on Tools and under Reporting click on Reporting.
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3) On the Reporting Homepage, click on Run Reports
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Hello, Katie Marie Saunders
Welcome to your Reporting homepage!
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https://www.egencia.com/reporting/workspaces/travel-summary
https://www.egencia.com/reporting/data-hub

4) When you ask for access to the reporting tool, | will also give you access to my AMEX template.
Click on Template Management on this page.

Data Hub

E Trips missing hotel report 5
Run a quick report for hotel leakage.

E] Standard report creation 5
Use predefined fields.
@ Custom report creation 5
Select and organize fields, including custom data fields.

@ Template management >
Share, edit, and set schedules to templates.

5) Click Run Report on the AMEX Reconciliation template.

Template name Report type Last modified Scheduled Actions

AMEX Reconclliation Custom 10/21/2025 Add schedule Run report

6) Name the report and change the date range to 2 Days before and 2 Days after your credit card
statement. (For example, my AMEX report for Rich’s card has transaction dates between 02/05/26 -
03/18/26 so | choose 02/03/26 — 03/20/26.) Click Run Report.

Report name

Enter report name Template name
March 2026 AMEX Reconciliation AMEX Reconciliation

Schedule
Unscheduled

Date Range

Searchby: (@) Transaction date (O Travel date

Preset Ranges Start Date End Date
Select a date range e @ Feb 3, 2026 5 Mar 20, 2026




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.

Recent Reports
Recent reports will appear here for 30 days.

@
March 2026 AMEX

Reconciliation

CSv Excel

8) Open your downloaded file, and click on the All products tab.
9) You will be sorting your credit card by sorting to first 6 of your credit card and the last 4 of your card.

A A | B | c | D 3 | F | G | H | | | | K | L

Fl Traveler Name Date ~_tinerary Numbe: ~ Numbe - Type - Credit Card Typ - Credit Card BIN ~_Credit Card Last 4 Dig ~ Amount| ~ Cent - Booker Name. - Reason for Trip

PY Virtue, Anthony Xavier 02/03/2026 214913520405 WA Fee charge:Car reservation fee oniine  Amegighn Express 379628 %6001 2007305 Market Visits
Sanger, Brent 02/03/2026 214913245699 WA Fee charge:Air booking fee Ameflean Express 379408 %008 8.00'700 PTDC
Virtue, Anthony Xavier 02/0312026 214913486677 WA Fee charge:Air booking fee (negotiated rate) Afirican Express 379628 %5001 8.00305 Market Visits
Virtue, Anthony Xavier 02002026 214914088175 WA Fee charge:Hotel reservation fee onine rican Express 279628 %6001 200308 Market Vists
Sanger, Brent 020002026 214913262595 WA Fee charge:Hotel reservation fee online  American Express 279408 2008 200700 PTDC
Davidson, Bryan 02002026 214915242832 WA Fee charge:Car reservation fee onine  American Express 377283 "4000 200109 1M Training
Davidson, Bryan 02002026 214915238349 WA Fee charge:Ar booking fee American Express 377283 "i000 8.007109 1M Training

Bl viams, sustin 02002026 214915253463 WA Fee charge:Hotel reservation fee onlne  Visa "a720 "037 200109 Other

T sanger, Brent 02032026 214913273082 WA Fee charge:Car reservation fee onine  American Express 379408 72008 200700 PTOC

li Hayes, Susan Carol 02/03/2026 ’2149133591 13 NA Fee charge:Hotel reservation fee online Visa 340055 '3312 2.00 '120 Other

ll Virtue, Anthony Xavier 02/03/2026 '21‘9132339‘0 NA Fee charge:Car reservation fee online American Express '37%23 '5001 2.00 '305 PTDC

li Virtue, Anthony Xavier 02/03/2026 '21‘91327201 3 NA Fee charge:Air booking fee (negotiated rate) American Express '37*28 '6001 8.00 '3“5 PTDC

7Y sanger, Brent 02/0312026 214913273082 1494254296EXSEL Car reservation American Express 379408 %008 22142700 Sanger, Brent PTDC

By viiams, Justin 02/0312026 214914247516 WA Fee charge:Air booking fee (negotiated rate) Visa "e1a720 037 8.00109 Other

T virtue, Anthony Xavier 0210372026 214913288940 14942S4436EXSEL Car reservation Not Avaiable 2142308 Virtue, Anthony Xavier  PTDC

P Haves, Susan Carol 02002026 214913369113 10091818 Hotel purchase Visa "44006 "812 478.00"120 Hayes, Susan Carol Other

B vitue, Anthony Xavier 0200372026 214913520405 169009S8S2EXSEL  Car reservation Not Avaiable 129.89 305 Vitue, Anthony Xavier  Market Visis

TY vitue, Anthony 0210372026 214913272013 Air purchase American Express 379628 %6001 1,062.93 305 Virtue, Anthony Xavier  PTDC

BT oavidson, Bryan 0210372026 214915238349 Air purchase American Express 377283 "4000 89568109 Davidson, Bryan 1M Training

P3N sanger, Brent 020072026 214913262595 '3408660195 Hotel purchase American Express 379408 2008 1,080.28 700 Sanger, Brent PTOC

PPy sanger, Brent 0210372026 214913245699 Air purchase American Express 379408 72008 1,075.68 700 Sanger, Brent PTOC

Zi Davidson, Bryan 02/03/2026 ’21‘915242632 169011738SCOUNT Car reservation Not Available 197.75 '1 09 Davidson, Bryan MM Training

Zi Wiliams, Justin 02/03/2026 '21‘915253453 '34“‘055170 Hotel purchase Visa 314720 '3037 1,289. 45'1“9 Wiliams, Justin Other

Zi Virtue, Anthony Xavier 02/03/2026 '21‘91‘“58175 '50263035 Hotel purchase American Express '37*28 '6001 24686 '3“5 Virtue, Anthony Xavier Market Visits

BT viiams, Justin 0200372026 214914247516 Air purchase Visa "ar20 "037 4579109 Willams, Justin Other

YA Virtue, Anthony 02/0312026 J14913486677 Air purchase American Express 379628 %5001 889.40 205 Virtue, Anthony Xavier Market Visits

PTY semansti, ket 0204026 Frasac0r20s A Fee charge:Savings Finder for Hotel fee  MasterCard 15676 "s616 37.17'503 Internal Training
Kelley, Scott 0210472026 Fr4917929388 Airpurchase American Express 379406 "00s 1,158.30 159 Saunders, Katie Marie Candidate/iterview
Gimore, Patrick 0210472026 Fr4918566450 Airpurchase American Express 379408 "00s 56928305 Saunders, Katie Marie  VIP Pinnacle Awards Dinner
Miner, Glenn 0210472026 Fh4921270809 Air purchase Visa "isas26 %2086 1,074.33 305 Miner, Glenn Candidate/iterview
Gimore, Patrick Daryl 02042026 Jaorsseseso Fee charge:Air booking fee American Express 379406 "00s 800308 VIP Pinnacle Awards Dinner
Neison, Calvin 0210472026 Fraszssesass Air purchase Visa "na720 "usz2 90232189 Nelson, Calvin Other
Sneed, Clifton 021045025" 14920054068 '342‘513705 Hotel purchase American Express '379211 '2009 251.11 '305 Sneed, Clifton Audit
Cirwinski, Daniel 02/04/2026 K 114919595244 '90*3333 Hotel purchase American Express '379233 "GDQ 148.18 '305 Cirwinski, Daniel Market Visits
Preston, Jerome 02/04/20: e 1921008974 '54“90699 Hotel purchase American Express '37512‘ '3001 20961 '305 Preston, Jerome Audit
Kelley, Scott S ozxomumwwm "10113830 Hotel purchase American Express 379406 "100s 24367159 Saunders, Katie Marie Candidate/interview

Report criteria | [Falldilaniacll  Field Definitions + <

10) Follow this step-by-step video to adjust your print/PDF settings (click): Creating Egencia Report.mp4
» Once you select your BIN/Last 4, click on Page Layout > Print Titles. Add the first row as your
titles to be printed on each page. Click ctrl+p or print.
I.  Change your Printer to Adobe PDF
Il.  Change your page size to Legal 8.5 x 14

.
V.

V.
VL.

Adjust your Margins to Narrow

Adjust your Scaling to Fit All Columns on One Page
Click Print
Name the file and save the PDF. (Yours Should look like the attached file named Example)

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

fees, negotiations, changes, cancellations and items paid for and attach it as your receipt to your

expense report.


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



