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Basics @ Work – “What new?” 
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Login to @ Work 
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Basics @ Work – Available Reports 
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All reports are available for download in the Available Section in PDF and excel  
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Basics @ Work – Upcoming (1 of 2) 
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– Lists all reports that have been setup for 

scheduled run 

– Under the ‘Options’ button, user can easily 

modify the schedule or delete the report 

altogether 

– Single place to view all scheduled reports 

– Easy to find your reports using search/filter/sort options 

– Simple action buttons for Standard/Customized reports 

– Clicking on report name gives all details of the report and 

schedule. 
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Basics @ Work – (2 of 2) 
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All subscribed reports are available in the Upcoming Section with the flexibility of modifying schedule 
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Basics @ Work –  All Reports 
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Basics @ Work – Available Reports 
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– Displays both Standard and Customized reports 

– Last 3 versions of Standard reports retained 

– Can Modify and export results 

– Single place to pickup reports 

– Easy to find your reports using search/filter/sort options 

– Simple action buttons for Standard/Customized reports 

– Easily launch the Modify process on either type of report F
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@ Work Tips & Tricks 
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Did You Know? 

@ Work Tricks & Tips (1 of 2) 
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− that you can save report template for future 

run? 

− that you can schedule the important report to 

run automatically using the report scheduler? 

− that you can also get spend attributes for 

current & prior time period together? 

− that you can run reports for Top X spenders, 

or top % of spenders? 

− that a small filter lets you choose in Gross 

spend or Net spend by excluding/including 

adjustments? 

− that you can run the already run report again? 

− did you know you need an @Work profile to 

speak to Amex Customer Service? 

Did you know that 9 of  the most 

commonly used reports come out 

of  Card Member Activity 
template? 

Did you know that  4 of the most 

commonly used reports come out 

of  Card Member Listing 
template? 
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@ Work Tricks & Tips (2 of 2) 
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You can save report template for future run. You can schedule the report to run automatically using the 

report scheduler. 

You can also get spend attributes for current & prior time 

period together. Prior period retrieves exactly 1 year back 

results for time period selected in Current selection. 

A filter lets you choose in Gross spend or Net spend by 

excluding/including adjustments. 

On the results page, click the ‘Schedule’ button and set the 

frequency desired. You may edit/deactivate it from ‘Upcoming’  
Reports saved can be accessed under ‘Saved Market 

templates’ tab in/out of a folder as per your convenience. 

This selection is available in templates ‘Global organization 

summary’ & ‘Organization Summary’ 

Selecting ‘Include’ will include all fees & adjustments (Amex 

related) and exclude will only consider charges & payments 

(supplier related) 
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