Q: How do | filter the data?

A: Filtering the data can be done by simply  E R e T AE T MA L ER T LR ALl

clicking on the area of the graph you wish
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releasing the left mouse button.

List Boxes allow you to filter data by clicking, or selecting, a value. In List
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Here you can select values such as Year, Quarter, Travel Type,
Transaction Type, and your Break information (such as Division, Department, and Cost Center).
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Finally, you can use the Selections Data Sheet to filter your data. This section provides you even more
flexibility.

Q: How do | undo one of my filter selections?

A: You can use the Undo Last Selection button the Clear All Selections button to remove your filter

criteria. Eada Selaction Undao Last Selaction Claar &ll Salactions

Q: Is there a way to see selections | have made?

A: Yes. You can click on the Current Selections button in the Toolbar to find get a list of your filter
criteria options selected.
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Q: Is it possible to preserve my selections so they cannot be changed accidentally?

A: This can be done by using the Lock button. Additionally, the Unlock button will unlock and allow the

previously preserved selections to be ’ %) Lack 27" Unlock
changed. e EEEE—— - I

Q: How can | save my selections to use or access at a later time?

A: This can be done using what we call 3 ]
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Bookmarks. Bookmarks allow you to ‘save’
your selections much like you save a website in the Favorites or Bookmarks section of your Internet

Browser. On the top menu bar you will find the Bookmarks Toolbar. Here is where you can Add/Delete
Bookmarks. To add a Bookmark simply click on the Add Bookmark button. In this dialog box you have

Book - ﬁ . a few options including the ability to name
p _ t! your Bookmark. Once you have added you

can simply select the Bookmark from the drop-down list to view it again.

To delete a previously made Bookmark you simply select the Bookmark you wish to delete and then
click on the Delete Bookmark button. = g0 = hendl :

Q: How do | sort the data?

A: You can sort the data by double-clicking on the Column Title (or Heading) that you wish to sort by.
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Q: What search options do | have?

A: They are two types of search options available in iBank Analytics. The Basic Search allows you click

on and begin typing the value you Class of Service
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The Fuzzy Search allows you to be vague regarding your search criteria. It compares and sorts all field
(Searching for 1 Vaid values acc_ording.to their de_gr(.ae of resemblance to the

search string while never eliminating any values from
the list. Fuzzy Search is especially useful in any
situation where misspelling is an issue. It can also help
you find multiple values that are near-identical to each other.
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Q: Can | export the data?

A: Yes you can. Simply right-click the object you wish to export and choose the option Export. You then

have various options for the format of the exported item.
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Q: Once | have the data | want can | save
it as a PDF?

A: Simply right-click the object you wish
to save as a PDF and select the option
Print as PDF. You must have the full
version of Adobe Acrobat in order to take
advantage of this feature.

Q: How can | save the data into Excel?
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A: Select the object you wish to export into Excel and the right-click. From the menu choose the option

Send to Excel.

Q: Is it possible to just print the results of my filtering?

A: Yes. Once you have the results you want simply right-click the object you wish to print and choose

the option Print.

Q: Is it possible to copy the values in iBank Analytics and save them into another program?

A: Yes and it is relatively to do so. First
select the object or values you wish to
copy and then right-click. In this menu
choose the option Copy Table to
Clipboard or Copy Image to Clipboard
(whichever is best for your
circumstances). Next open the third-
party program and paste it in.
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There are three was of pasting information that has been copied to your clipboard:

1. By navigating in the third-party program to Edit > Paste (sometimes Paste Special).
2. By right-clicking in the third-party program and choosing Paste (sometimes Paste Special).
3. By holding down the Ctrl key on your keyboard and (while holding this key) press the V key.

Note: Some third-party software programs do not allow special pasting.



