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INTRODUCTION

REPORTING &
Based on the Green 4 concept that..."We give you the tools and provide a
framework for you to develop your business”, the overall Bl offering, including TH E DATA CU BE
the Advanced Find function, Reports, Dashboard information, the Data
Cube etc. have been further enhanced to provide the ability to ‘drill
down'’ to the raw data captured by the Go system:s.

REPORTING & THE DATA CUBE

1. ADVANCED FIND 3. DATA CUBE

The Data Cube uses Excel to
Advanced find is a tfool in extract data from CRM so that it
Microsoft Dynamics that allows can be analysed and used even
users to look up data, based further. This is especially relevant
upon criteria important to them, fo sales data such as particular
which can subsequently be Fixtures, Series or other types of
used for reporting purposes. products.

The tool allows searches on The Data Cube enables users to
multiple fields in the primary drill down and dig deep into the
record type, as well as multiple data. For example to find out

fields within a related record. the payments received per
Channel on a particular date.

The Data Cube is a tool which
allows organisations to make
even further use of the data that
is collected from within CRM
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1. ADVANCED FIND

Advanced find is a tool in Microsoft Dynamics that allows users to look up data based criteria
important to them which can subsequently be used for reporting purposes. The tool allows you to

search on multiple fields in the primary record type, as well as multiple fields within a related record.

If for example a user wanted to search for a Contact that had the last name '‘Smith’, they would look for
Contacts that had the last name ‘Smith’ and the query would look like this:

Adg Microsoht Dynamics CRM System Administrator '@
G| ADvANCED FIND LR
ﬁ ' B save as 2 = Group AND @
m . LD [&{ Edit Columns i< Group OR
Query Saved Results MNew Save Clear Download Fetch
Views Edit Properties =L Details XML
Show View Query Debug
Look for: | Contacts Use Saved View: [new]
v Last Mame Equals Smith
Select

This guery would return all contacts that had the last name ‘Smith’.

By adding a related field, the user can search the content of a related record form. For example, if a user
wanted to find out if any of the contacts were associated with an account where the City field on the
account was ‘Lutterworth’, a related field would need to be added to the query:

Adg Microsoft Dynamics CRM System Administrator 7]
ADVAMCED FIND a0 o
ﬁ ' H save as {2 = Group AMD @
m . LE & Edit Columns (S Group OR
CQuery Saved Results MNew Save Clear Download Fetch
Views Edit Properties =L Details XML
Show View CQuery Debug
Look for: | Contacts Use Saved View: | [new]
W  Last Name Equals Smith
Select
v Parent Customer [Fl}
v Address 1: City Equals Lutterwarth
Select

By doing this, the Advanced Find will return all the contacts with last name ‘Smith’ and by adding the
related field — the Advanced Find will then search on the Account form to return the contacts associated
with an account that has a City of ‘Lutterworth’. This is possible when the relationship between the two
contacts already exists.
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1.1. RUNNING AN ADVANCED FIND

To run an Advanced Find in Microsoft CRM:

4

S OLUTIONS

a) Go to the entity you want to search on (In this example we will search for contacts, therefore

select Contacts from the Navigation Bar).

b) Select the Advanced Find button on the ribbon. This is found by clicking on the more commands
symbol as demonstrated below.

A Microsoft Dynamics CRM WORKPLACE «
+ NEW  § DELETE - D COPYAUNK ~ o EMAILA LN (3 rN REPORT + (@ BXPORT TO £XI B VPORTDATA = || »
A Atvarced Fred
+ My Active Contacts ~ ot Chart Pane '
R View
Furl Nene E-ma Pt Cusdornes Pares hroowe
- .
U@ New System View
Amy Coote CAmy POt o Beacmoog School 261123 &
2 Customze ity
Ay King Kiegy@odcam Frampton Coliege O7ETI2480
L3 System Vi
Arvatwtie Lang ALsne@gdcon Suriey Moore Secondary.. 833541

c) The Advanced Find form will be displayed. Select the Details menu option.

h ADVAMCED FIND

M Microsoft Dynamics CRM

System Administrator 6

98 &
@ EE ' ﬂ B save as = Group AND s
o o P.; . o . & Edit Columns G [ Group CR onrro rete
ery = SUITE EW e 2ar nioa i
Views Edit Properties XML
Show View Query Debug
Look for: Contacts Use Saved View: Active Confacts
w  Status Eguals Active
Select
d) Next, in the Look For drop down menu choose what the Advanced Find is to search for before
choosing in the Use Saved View drop down an appropriate view. In this example as we are
searching for contacts select Look For - Contacts and Use Saved View - Active Contacts.
Ay Microsoft Dynamics CRM System Administrator (7]
ADVAMCED FIND 9w @
. -
@ E‘B |' ﬂ B save as = Group AND B
L [ Edit Columns = Group OR é
Query Saved Resulis Mew Save Clear Download Fetch
Views Edit Properties = Details XML
Show Wiew Query Debug
Look for: | Contacts | Use Saved View: |
Status Equals  Active

e) The Advanced Find dialog will be updated as shown below. The search parameters fo the view
will automatically be added but may differ depending on what you are searching for. In this
instance one parameter is automatically listed: Status Equals Active. This means that if the Results
button was selected now, all active contacts would be searched for and found.

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com
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System Administrator 0

Mg Microsoft Dynamics CRM
ADVANCED FIND 90 &

s o=
@ E ' ﬂ B save as 2 = Group AND e
2 [& Edit Columns £ Group OR g
Sav

lear Download Fetch
XML

Query Saved Results MNew e
Views Edit Properties =4 Details
Show View Query Debug
Look for:  Contacis Use Saved View: Active Contacts
I w  Status Equals Active I

Select

f) To add additional parameters and to narrow the search click Select (highlighted in the below

image)
g Microsoft Dynamics CRM System Administrator 9
ADVAMNCED FIND 9o &
03 Save As / =G AMD
B ML @ e 3
L [ Edit Columns [£= Group OR
Query Saved Results Mew Save lear Download Fetch
Views Edit Properties = Details XML
Show View Query Debug
Look for: |Contacts Use Saved View: Active Contacis
v Status Equals Active
I Select I

g) Alist of fields you can search for will be displayed. The list is divided into two sections:

Fields. The top section of the list shows the fields that are part of the record type you are

[ ]
currently searching on. In this example we can see all the fields that form part of a

contacts record.
Related. The bottom section of the list shows all of the entities that are related to the
current record type. So in this example we see a list of all record types that are related to

a confact.

To use a Field name from the list:

h) Select the appropriate field name from the list. A new row will be added to the Advanced Find as
is shown below. In this example | have chosen birthday. In the middle drop down | am able to
select exactly what the Advanced Find should search for in relation to the birthday. Various
options can be chosen and depending on what field has been chosen, different options to

search for will be displayed.

A4 Microsoft Dynamics CRM System Administrator (7]
ADVAMCED FIND 9o @

~ Save As / £ Group AND
S ! AL e g
. [ Edit Columns {= Group OR
Query Saved Results Mew Save Clear Download Fetch
Views Edit Properties = Details XnaL
Shawr Wiew Query Debug
Look for:  Contacts Use Saved View: Active Contacts
v Status Equals Active
= =
| . [Eirtnoay on Choose Datg
Select

Any additional fields can be searched for by choosing Select. The above process can then be
repeated to narrow down your Advanced Find.

i)
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When all of your search criteria has been selected, click Results in the ribbon. A list of records
meeting the conditions entered will be displayed.

To return to the search terms, select the Advanced Find tab heading (highlighted below). The
search item previously entered will be redisplayed allowing you to modify the details.

LIST TOOLS Hig Microsoft Dynamics CRM
FILE ADVANCED FIND COMTACTS
i Mail Merge Unfollow
=
-=
— Connect
MNew Edit Send Direct Add to Marketing Quick sl
Contact Email List Campaign Follow Con
Records Collaborate
~ | Full Name E-mai Parent g
Adam Smith apsmith87 @hotmail.com
Adam Smith adam @greendsolutions.com
Amy Coote CAmy@g4.com Beachw:
Andrew Duncan andrew@greendsolutions....
Annabelle Lane Alane@gd.com Stanley
Barbara Green B.Green@gmail.com
Catherine Perryman catherine.perryman@gree.. Green4
Chris Theodorsen chris.theodorson@greends...
David Powell david.powell@greendsolut...

To use a Related field from the list.

)

Select the appropriate record type from the related section of the list. A new row will be added to
the Advanced Find as shown below. This row will be coloured blue to indicate that it is a related
record type. In this example, the related field of Payment Mandate has been chosen.

Mdg Microsoft Dynamics CRM System Administrator 7]
ADVANCED FIND 9 oy
Save As / =G AND
HI ) OB 2 e g
. & Edit Columns (= Group OR
Query Saved Results Mew Save Clear Download Fetch
Views 53 Edit Properties = Details XML
Show Wiew Query Debug
Look for:  Contacts ﬂ Use Saved View: Active Contacts ﬂ
w  Status Equals Active
v  Birthday On or After 09/03/1500
Select
—
| w  Payment Mandates (Contact) n
]

m) To set a search term based on the related entity, click Select below the blue related row. A list of

n)

fields will be displayed and as before the list will be divided into two sections.
¢ Fields. The fields section will list all of the fields from the related record

e Related. The related section will list all of the record types that are related to the current
record type.

Select the appropriate field or related item from the list. A new row will be added to the
Advanced Find dialog. Complete the details of the new row as required, this will differ depending
on what has been selected. As shown in the image below, Bank Name has been chosen from the
list of Fields in this example.

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 8|Page
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M Microsoft Dynamics CRMVI System Administrator [7]
ADVAMNCED FIND oo &
r =
@ E ' ﬂ H save as 2 [£= Group AND o
s [& Edit Columns {S Group OR g
Query Saved Results Mew Save Clear Download Fetch
Views Edit Properties =L Details XML
Show View Query Debug
Look for;  Contacis Use Saved View: Active Contacts
w  Status Equals Active
w  Birthday On or After 08/03/1500
Select
| w Payment Mandates (Contact)
I w Bank Mame Egquals Santander I
Select

o) To view the results of your search, click Results on the ribbon. A list of records meeting the criteria
will be displayed. Therefore in this example, the results will show all contacts with a birthday on or
after 09/03/1900 and have a Payment Mandate created with a Bank Name of Santander.

p) Itis possible to export the contacts that have been gained from your Advanced Find results by
exporting them to Excel via the Export to Excel button on the ribbon.

LIST TOOLS Mg Microsoft Dynamics CRM

System Administrator 0
n!’ ADVANCED FIND CONTACTS 9 &
Mail Merge Unfollow Share el F‘:’ﬂ
3 =
Connect Copy a Link 3
New Edit Send Direct Add to Marketing Quick Assign Run Start Run Export
Contact Email List Campaign Follow Contacts Email aLink Workfiow Dialog Report +§ Contacts
Records Collaborate Process Data

1.2. EXAMPLES OF ADVANCED FIND SEARCHES

There are many different ways that Advanced Finds can be used to find important data related to your
needs. A number of Advanced Finds that are commonly used are highlighted below:

» Note. The examples shown below are all dependant on the setup of the system and
. how this has been completed, therefore they may differ between setups.

e All Active Season Ticket Holders. This advanced find enables you to find all contact information
related to every Active Season Ticket Holder on your system.

File Advanced Find
@ EE ' ﬂ H [ save As 2 = Group AND @
e [& Eeit Columns = Group OR
Query E‘?ﬁi Results MNew Save @ R Clear DO\'a'r'I)?NaIIdL Fetch
Show Wiew Query Debug
Look for: |Seat Allocations Use Saved View: |[new]
+ Series Eguals 2014715 SEASON
Select
| + Booking
~ Booking Status Eguals IW ,_|
Select

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 9|Page



e The Number of Season Ticket Holders in each block.

bl [t o Rl Pasilesy Of Sl DOGE! BERIEs i Sih Bk

SRCEs

e Number of seat moves into a particular block for a certain fixture.

PO

- GQraop e dsooies
= [
Rk

vt xta v [ o o e e w03 BT

Erai Mk ie &

=23

Ey=

- loieg Sy

E|EE

b

- Goohsbis Frsed

= b
e

1.3. SAVING AND SHARING AN ADVANCED FIND

When you have created an Advanced Find you can save the criteria for future use. For example if you
create an Advanced Find to identify bookings for a particular fixture, you can save the search details,
and then when you need to report on the next fixture, you can re-use the search once you have

adjusted the fixture name.

To save and share an Advance Find view complete the following:

a) On the Advanced Find tab with the search terms visible, select Save As from the ribbon.

ALNANETD MDD
" -
@! 3

Syec  Fensts New
Vews

My Microsctt Dynamics CRM
Save s U= Geoap D 5
- Z e
ot Coumes 1= Group 02 -3
- ams Oewr Dowreoss Teto
i) Eot Priperties S Detais ny

)

Systemn Admenistrator 0

®a

b) Choose an appropriate name and click Save. The view will be saved and can be accessed from
the dropdown below the ribbon on the Advanced Find dialog.

Save as new View

Mare *

x

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com
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c)

f)
9)

S OLUTIONS

To Share your view with other users, select Saved Views from the ribbon of the Advanced Find

Form.
4l Mecsoncit Oynamics Cid
4o ) L
? Y H e Q {is Goxp A0 .
e (- - o Bt Coerrn {2 Grpr O ks
e ‘ea Saue Clas Ouwerstiad
2 S0 Propetes e Detsl oL

System Adminstrator 9

Select the view you wish to share, and select Share from the ribbon.

A new window will open; select Add user/team from the navigational panel on the left of the

form.

Add the user(s) you wish to share with and click OK.

Select the relevant permissions you wish the user to have, and click OK

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 11 |
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2. REPORTING

Go modules offer a number of Reports which allow organisations to view and manage the data
collected in CRM. Many Reports use filters which can be set so that specific data can be chosen to
be displayed in the Reports. Report data can be analysed so that feedback and future marketing
campaigns can target specific areas.

2.1. ACCESSING REPORTS

To access the Reports that are currently available in your system, the following instructions should be
completed.

a) Within CRM select the Microsoft Dynamics CRM tab on the navigation bar before choosing
Workplace from the drop down.

VIRVt i EN ROV Y | WORKPLACE v  Dashboards | v

(5]

‘o

WORKPLACE CORPORATE SALES MARKETING

b) Select Workplace on the nowgo’rlon bar and from the drop down selec’r Repor’rs

vy weh f

c) A new page will open displaying a list of the Available Reports in the system. To open a Report,
hover over the applicable Report with your curser, before double clicking the Report to open.

Al Microsoft Dynamics CRM ~ # | WORKPLACE v  Reports | v

4+ NEw A EDIT T DELETE | ~ [¥] RUM REPORT E SCHEDULE REPORT ' EDIT DEFAULT FILTER éﬁ ASSIGN  wee
+ Available Reports ¥
' Name Report Type Modified On Description

7 Account Distribution Reporting Servic...  25/10/2014 03:13  |dentify pattems in top revenue-gen..,
¥ Account Overview Reporting Servic...  25/10/201403:13  View a one-page overview of an aicd...
»  Account Summary Reporting Servic...  25/10/2014 0313 View a chronological summary of an...
»  Active Memberships Reporting Servic..  16/04/2015 10:52  View active memberships
»  Activities Reperting Servic...  25/10/2014 03:14  Display a list of activities.
»  Away Ticket Sales Reporting Servic..  16/04/2015 10:52  Away Ticket Sales Report
»  Campaign Activity Status Reporting Servic...  25/10/201403:13  Track campaign activities.
b Campaign Comparison Reporting Servic.,  25/10/2014 03:13  Compare two campaigns.
»  Campaign Performance Reporting Servic...  25/10/201403:13  Track the progress and status of cam...
b Case Summary Table Reporting Servic...  25/10/201403:13  View the patterns in cases.
»  Competitor Win Loss Reporting Servic...  25/10/201403:13  Compare how your sales team perfor...

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 12 |
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d) A new window will be opened displaying the Report Viewer, some reports will require filters to be
set whereas others will automatically generate.

] [T E T PR T e w— p— - = |

B

2.2. SETTING THE FILTERS OF A REPORT

Upon selecting a Report, it is possible with some of them, to set filters so that the Reports only show
specific and targeted information. Filters work in a similar manner to the Advanced Find function where
both Fields and Related Fields of content can be filtered to be shown in the Report.

’ Note. If no filters are set, the Report can still be generated, however all of the data
# applicable to the selected report will be applied and used in the Report.

The fields and related fields which can be filtered depend on the Report that is being used. For example
in the Green 4 Contact Summary Report, the fields and related fields where filters can be selected, will
comprise of those in or related to the Contact form.

It is possible to see where the fields and related fields are linked to, by viewing the content record type
form name, below the Report Filtering Criteria title, as highlighted below.

Report Filtering Criteria
Contacts
S Clear E.] Group AND ][ Group OR

Select

To Filter, complete the following instructions within the Report Viewer.

a) With the Report Filtering Criteria view open within the Report Viewer, choose Select to add a filter.

Report Filtering Criteria
Contacts

ﬂ Clear E] Group AND ]-E Group OR

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 13 |
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b) A drop down will appear, this list may be divided into two sections displaying the following:

e Fields. The top section of the list shows the fields that are part of the content record type
of the report.

e Related. The bottom section of the list shows all of the entities that are related to the
content record type of the report.

c) From the drop down choose the applicable filters for the report.

If a Field has been chosen it will be possible to change the middle column (highlighted below)
controlling what must then be selected/entered in the end column. The value chosen here will
determine what data is to be found in the report and whether or not it should equal, contain, not
contain, begin or end with (etc.) the value that is entered in the end column.

Depending on the filter and middle column value that has been chosen, the end column may
require a value using a Look Up Records to be selected, text to be entered or a further value to
be selected.

Report Filtering Criteria
Contacts

ﬂ Clear E.] Group AND ],E Group OR

Select

If a Related field has been chosen a blue box will appear, and beneath this a further Field or
Related field must be selected from the drop down. Again, the middle column must be given an
appropriate value which will control the value that is to be entered in the end column

Report Filtering Criteria
Contacts

t'l Clear E] Group AND ]-[ Group OR

~ Address 1: City [ contains | Lutterworth
Saledt
| ~ Eaokings (Contact
~ Payment Method Equals Cash
Select

d) To add further filters choose Select and repeat the above instructions of choosing filters from the
drop down. Multiple filters can be selected to create a chain to filter down the results that are
displayed in the Report.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 14 |
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2.3. GENERATING A REPORT

After entering any filters, the Report can then be generated. To generate a report the Run Report button
within the Report Viewer must be selected. A message will appear showing that the report is generating
before the finalised Report can be viewed.

a) Select Run Report in the Report Filtering Criteria area of the Report Viewer.

3 Fepast Ve Goven 4 Tantat Saramay - arvres S - ﬂ-]

|- [ st

= aadd
Sapert F vy (T

b) The report will be generated

o 07 Ao Cune § Crtact Ssvvmmy temmwt Osoer -=EN | Pt Veewnr fhews § Livaart Suvmiany - tencut bigione - =-

- _ - e S Py

j

BEN

i
55538333953333335

=y Repert s baing geerated

o - s .
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3. THE DATA CUBE

The Data Cube uses Excel to extract data from CRM so that it can be analysed and used
even further. This is especially relevant to sales data such as for particular Fixtures, Series
or other types of products. The Data Cube enables users to drill down and dig deep into

the data. For example to find out the payments received per Channel on a particular
date. The Data Cube is a tool which allows organisations to make even further use of the
data that is collected from within CRM.

3.1. CONNECTING TO THE DATA CUBE

This section describes how to connect to the data cube via Excel. The following assumes that the data
cube has been deployed and that you have access to the cube. For more information please contact
your System Administrator.

To connect to the cube, complete the following instructions:

a) In Excel, from the Data ribbon, select From Other Sources followed by From Analysis Services:

@ | H LR R
Home Layout Formulas Data Review View
=! 5 E 5 =B —n  |@] Connections 4 Az
m | B | 4 & 2
From From Frof |From Other Existing Refresh | Refresh ﬁl Sort
Access Web  Te Sources~ | fonnections | fromCRM | All~ ='F dit Links L
Get bt _—— SQL Server 1
Al ‘ [ jlj Create a connection to a SQL Server table, Import data ‘
Y —m—m—ee s lable s bt abie cenan
A BI 1 From Analysis Services J;} \ H
1 B 'i Create a connection to a SQL Server Analysis ServicesSube,
| Import data into Excel as a Table or PivotTable report. ‘
2 | _pr'gmﬁ |
3 ﬁ Open or map a XML file into Excel. ‘
5 { Y From Data Connection Wizard
5 | | j Import data for an unlisted format by using the Data
6 = Connection Wizard and OLEDB,
'., | H From Microsoft Query
4 Er| Import data for an unlisted format by using the Microsoft
8 —=  Query Wizard and ODBC.
9 4
10

b) The Data Connection Wizard will be displayed.

Data Connection Wizard

Connect to Database Server

Enter the information required to connect to the database server.

1. Server name: |

2. Log on credentials
@ Use Windows Authentication

(1 Use the following User Name and Password

User Name: | ]
Password: ‘ T
[t [spage ]| vext> ][ Fnsh
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 16 |
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c) Complete the following details:

¢ Server Name. Enfer the name of the database server. This information will be provided by
your System Administrator.

e Log on Credentials. Select the Use Windows Authentication option unless otherwise
advised by your System Administrator.

d) When the details are complete, select Next to continue.

e) The Select Database and Table dialog will be displayed:

a
Data Connection Wizard

Select Database and Table
Select the Database and Table/Cube which contains the data you want.

Select the database that contains the data you want:

i g4_cube E

[¥] Connect to a spedific cube or table:

Name Description  Modified Created Type
OEEE 9/3/2013 10:37:03 AM CUBE
[ Cancel l [ < Back ][ Next > J [ Finish ]

2

f) Select the g4_cube database and the relevant cube as shown above. Select Next to contfinue.

g) The Save Data Connection File and Finish dialog will be displayed:

Data Connection Wizard ¥

‘ Save Data Connection File and Finish

| Enter & name and descrption for your new Data Conrection file, and peess Fnish 10
save

Fi2 Nane!
greg-pe g4 _tube CUBE. odc Srowee..,

Resapoon:
[T helo others understand what your dats comechion conts %)

Frardly Neme:
Qregpc g4 _oube CLEE
Sewch Kgywords:

Aways atterpt to uze the fie 1o refrech data
Excel Services: | Agthencation Setange.,, |

Cancel <G | Tren

h) Finally, complete the settings in the File Name and select Finish.

able to re-connect using the Existing Connections option on the Data ribbon. It will be
necessary to re-add the data cube connection every time you start a new pivot table
(new sheet) within the workbook.

Note. When you have added and saved the data cube connection settings, you will be
f 1 E
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3.2. BASIC CONCEPTS

The Data Cube uses pivot tables within Excel to display data extracted from the CRM database. The
data displayed is not real tfime data but instead is a snap-shot of data taken at a designated time.
Contact your System Administrator if you wish to understand when this is. When a snap shot of data is
taken the data is processed and aggregated on the basis of patterns within the data.

When the connection is made to a data cube, a blank grid for the pivot table will be added and the
task area will be displayed on the right-hand side of the window as highlighted below:

@ o % » ppT—r——r——
MOME  PGERT  PASE LAV  RDEMILA UATA  EvEw e AN Y2 (e
(e oy ea— o Frekt

' X
- =

Mot Wk + 5 3

- . P e P
' ’

Frvctlatie - n »

> » wrge b 44 thermy Al ’ - fatd o/ Natd
0 Oyt s Tevabns t A Lt Prrees Meassn

etlwr D TR Yo new awn e Wew
AL 1

. ¢ N ¥ v Q L

' PivatTabie f
3 | i
b Tobutkt 3 repert, chome hekds frem
: the PrectTablu Nwid Lt
: Qo

S

Shaet! o

Dfor Liywat Upcate

The Task Area is divided into two sections:

e Show fields. The top half displays a list of fields that are available to add to the report. The fields

are arranged into subsets, for example Bookings, Contacts and Payments. A full list is shown
below:

& Note. Selecting fields from different subsets could result in extraneous data.

PivotTable Fields N
showfields: [(am  [=] | €

. (Al
Un Black Out

Booking Threads
b L KPIs

4 [F] Activity
Act

4 [F Activity
Mir]

4 [§ Advan
Ad

Bookings
Contact Emails
Contact Mobiles

Contacts

Loyalty

Payments
Product Payments
Product Sales

F
Contact Telephones

Advance Pericd Segment

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com
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The lower half of the Task Area displays the fields that have been added to the report. The areais
divided into 4 areas as described below. The fields should be dragged and dropped into the
relevant area from the field list.

o Filters. This area contains the fields that have been added to the report to allow filtering of
the table. For example you may add the Year field to allow you to filter for a single year,
rather than looking at all historical data.

o Columns. This area contains the fields that determine the arrangement of data shown in
the columns of the pivot table. Multiple fields can be added.

o Rows. This area contains the fields that determine the arrangement of data shown in the
rows of the pivot table. Multiple fields can be added.

o Values. This area contains the fields that determine which data are presented in the cells
of the pivot table. For example you may select to display the number of contacts or
number of bookings.

Drag fields between areas below:

FILTERS COLUMMNS

ROWS E VALUES
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3.3. EXAMPLE REPORTS

The following section describes how to create some example reports using the Green 4 Ticketing Data

Cube.

The list of reports provided in this guide is not exhaustive, and we strongly advise that after creating

the examples you investigate the full scope of the data.

CONTACTS IN THE DATABASE

To create arolling count of contacts added to the database over time:

a)

b)

Select Contacts in the Available Fields area in the Task Area.

From the T Contact heading drag the Contacts and Contacts Running fields intfo the X Values
areaq:

PivotTable Fields v-%

Show fields:  Contacts ” - -

4 X Contacts -
Contacts

v ContactsRunmieg Total

Emad_Addresses
Home_Phoeoes

Mobile_Phones

Age

4 [7] Contect .

Dewg fiekds Detweon areas below

¥ ATERS B COLUMNS

Valuen A4

¥ ROWS VALUES
Lontacts e

ContactsRunm,., ¥

Deler Laget Updte

Next drag the Year - Quarter — Month field (listed under Take Date) into the Rows area:

PivotTable Fields -
o Ve = chariar . Wt
i
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 20 |
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d) The following basic report, which illustrates the number of contacts added per year and the total

number of contacts in your database will be displayed:

A B C
1 Row Labels |~ Contacts ContactsRunningTotal
2 |*®Calendar 2013 10,450 10,450
3 | ®cCalendar 2014 3,214 3,214
4 | HCalendar 2015 808 808
5 |Grand Total 14,472 14,472

e) To drill-down into the data, for example fo view the contacts added each month, click on the +
symbol alongside the year. This will show the data split into Quarters of the year. To drill further
select the + symbol next to the individual Quarters, this will show the months that make up the
selected quarter. To drill even further the + symbol can be chosen once more to show the
individual weeks of the month and again the + symbol can be selected to show the individual
days of the chosen week.

f)

"

a ' (
| Row Labels = Contacts ContactsMunningTotal
I rCalendasr 012 10,450 10,450
“ Calundar 2014 LA 1214
= Quartar 1, 2014 Lors 1075
January 2034 492 10,942
Week 1, 2014 n 7
Wednesday, January 01 2014 11 1n
Thorsday, Janusry 02 7034 » 0
Fridiy, January 83 2014 17 by
Satorday, anuary 04 2014 7 7
Sunaay, larwary 05 2004 16 16
S Week 2, 014 b 1m0
S Waeek 1, 2004 s ws
S Week 4, 2014 N »
* Weoek 5, 214 ns %
¥ February 2034 214 LL156
¥ March 2014 LG 1L523
= Quarter 2, 7014 on L2
* Quarter A, 24 1.0 1,2
+ Quarter 4, Jna 315 ns
21 v Calendar 2015 308 L)
Grand Total 18412 1wan

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com

To filter the data, for example to only view the number of contacts added during the current
calendar year, select the arrowhead alongside the Row Labels column heading in the pivot
table. From the dialog that is displayed, select the data that you are interested in before selecting

OK:

A "

Vot | liebt

o Cann

I rw Lkl Dvmtmls Contaniinningtus

10,440
104
LOTS

o2
L2
\

e
nan
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VIEWING THE DATA AS A CHART

To view the report you have created as a chart carry out the following:

a) Select the Row Labels heading in the pivot table.

A B C
1 |RowLabels |~ |Contacts ContactsRunningTotal
2 | * Calendar 2013 10,450 10,450
3 | #Calendar 2014 3,214 3,214
4 | ®Calendar 2015 808 808
3 |G rand Total 14,472 14,472

b) Press F11 on the keyboard.

c) The data will be displayed in chart format in a new sheet of the workbook.

Contacts ContactsRunningTo...
12,000

10,000
&,000
Values
6,000 B Contacts
m ContactsRunningTotal
4,000
zjom I I

Calendar 2013 Calendar 2014 Calendar 2015
Year - Quarter - Month - D... =

Note. The chart will automatically update when the data displayed in the corresponding
pivot table is updated.
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CONTACTS BY GENDER

To further drill down into the data and view the number of contacts based on gender add the Gender
field to the Rows area:

PivotTable Fields v X

P D Gender [=]

Gender

P D Take Date
I Year - Quarter - Month - ...

I [ More Fields
I [ Sets

P D Variant Type
[] Variant Type Variant

P D Venue
[] venue

Drag fields between areas below:

T FILTERS Il COLUMMNS

% Values -
= ROWS Z VALUES
Year - Quart.. * Contacts A
Gender - ContactsRunn... ¥

[ ] Defer Layout Update

The resulting report will illustrate the number of contacts based on gender that have been added to the
database during the time period selected:

A B i
1 Row Labels |E|Contact5 ContactsRunningTotal
2 | Hcalendar 2013 10,450 10,450
3 Female 17 17
4|  male 73 73
5 Unknown 10,359 10,359
6 Unknown 1 1
7 | ®Calendar 2014 3,214 3,214
2 Female 2 2
g Male 9 9
no Unknown 3,203 3,203
11 | = Calendar 2015 808 808
2 Female 1 1
3 Male 6 &6
4 Unknown 801 801
15 Grand Total 14,472 14,472
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CONTACTS BY AGE

To further segment the data you could add age categories to the report (drag Age into the Rows area):

PivotTable Fields v X
Show fields:

4 ¥ Contacts
Contacts

ContactsRunningTotal
["] Email_Addresses

[ ] Home_Phones

["] Mobile_Phones

b TF KPIs
Pl D Age
Age

4 [F] Contact [+]
Drag fields between areas below:
Y FILTERS Il COLUMMNS

% Values -
= ROWS % VALUES
Year- Quart.. = Contacts -
Gender - ContactzsRunn... =
Age 4

[ ] Defer Layout Update

The resulting report will illustrate the number of contacts based on gender and age that have been
added to the database during the fime period selected:

A B C

1 |Row Labels EContacts ContactsRunningTotal
2 | #Calendar 2013 10,450 10,450
3 =Female 17 17
4 O0to9 4 4
5 10to 19 3 3
] 30to 39 1 1
7 40 to 49 1 1
a8 90+ 1 1
9 Unknown 7 7
10| =Male 73 73
11 Oto9 11 11
12 10to 19 10 10
13 20to 29 1 1
14 30to 39 1

13 40 to 49 10 10
16 50to 59

17| 60 to 69 2

18 J0to 79 1 1
19 Unknown 33 33
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3.4. PAYMENTS TAKEN PER CHANNEL
To view the payments taken by each channel over fime carry out the following:
a) Select Payments in the Available Fields area in the Task Area.

b) From the £ Payments heading drag the Payment info the X Values area

PivotTable Fields =

Show fields | (A - o -

« X Payments
v Payment

T

« E Frodoct Payenents
Amouwm
Ne OF People

+ X Pooduct Soles
Anteadance
Conyeted Quantity

Days Advance .

Drag fatcts batwaen armat et

Y FLTERS W COLLANS

Rows L yaues

Fayrmm b

Dwfar Layout Updats

N

S

c) Next drag the Month of Year and Date fields (listed under Use Date > More Fields) into the Rows

area

PivotTable Fields B

Show fields: | (All) -

4 [J] Use Date
I [] Year- Quarter- Month - D..

4 [ More Fields
Date

[] Day Of Month

[] Day Of Quarter

[] Day Of Week

[] Day Of Year

[] FiscalDate

[] FiscalDayOfWeek |:|
[] FiscalMonths

LI =P [F TS E

Drag fields between areas below:

T FILTERS Il COLUMNS

= ROWS % VALUES
Month Of Year ¥ Payment &
Date i
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d) Next drag the Channel Name field (listed under Channel) into the Columns area

e)

PivotTable Fields

4 [F] Booking Hour Of Day
[] Booking Hour Of Day.Hour

4 [F] Booking Operator
[ Operator

i E] Channel
Channel Name

F] D Communication

b [ ] Hierarchy
t [ ] Hierarchy 1
b o More Fields

Drag fields between areas below:

Show fields: | (All) -

v X

[4]

T FILTERS Il COLUMMNS

Channel Mame

= ROWS E VALUES
Month Of Year = Payrment
Date &

-

PivotTable Fields oty
Show fisids  (AX) - L
ricaiweens ~
FscalYesrs
Merath

Maorth Of Quarter
v Moath Of Your

Quarter

Quarter OF Year

WeekOfYear

Finally, drag the Year column (listed under Use Date > More Fields) info the Filters area

Werks
———

b Ng Seas ~
Drag Nnlds hotwaen arvm below
T ALTEES B COLUMNS
Year v Channel Name
= Rows T VALUES
Month Of Year * Paymemn o
Date v
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f)  The Task Area should appear as follows:

Drag fields between areas below:

Y FILTERS Il COLUMMS
Year & Channel Mame =
= ROWS E WALUES
Month Of Year = Payrment -
Date 5

g) Afthe top of the pivot table set the filter for the year you are interested in viewing data for — for
example the current year:

BEH S .

s NGAT PAGE LavouT soRMKALAT
Pl ole Masve  Acver Fretnt J} .ll\ .
PuetTatied Fu,race
5 0pmere 0 Pk ey

Puatlaze Aatun Fand
A3 . X o fr | reynes
A 1
|

) o 6 Vet Ple|
1 Payment ] =
4 Now Labels ¥ Cabriw 209
L oMonthl 4 Cabender 2011
P Friday, 1anul § Casenaw 2012
_ [ 1 Codendar 13

Cetirday S Calndw 20
L Suncay, e i Catonda 2013
3 Monday, Jan 1 Cateredy 2000
10 Tuesdey. 1+ Cabendar 2017
0 yesdey. Ja L 0%
" Wweonestay. >
12 LT T i RN T (R Seap—
13 Fraday, lanul
14 satirdey, je L Canent
13 Sunche . larie,

h) The resulting report will display a list of the payments received per channel per date. Note any
values shown in brackets, e.g. (500.50) represents a negative value.

Year Calendar 2013 -1

‘Payment Column Labels -7

‘Row Labels ~ Boardroom Bar POS Kiosk Grand Total

< Month 1 259.00 8,328.20 104,109.20 12,470.10 125,166.50
Tuesday, January 01 2013 24510 245.10
Wednesday, January 02 2013 1,533.00 1.533.00
Thursday, January 03 2013 520.50 520.50
Friday, January 04 2013 83400 19,882.50 20,776.50
Saturday, lanuary 05 2013 3.344.60 3,344.60
Monday, January 07 2013 3,115.30 3,115.30
Tuesday, January 08 2013 183.80 54510 1,719.00 1,355.50 3,803.40
Wednesday, January 09 2013 7,107.00 7,107.00
Thursday, January 10 2013 1,129.00 1,129.00
Friday, January 112013 139390 479550 §,153.70 14,343.10
Saturday, January 12 2013 787,40 533.00 1,320.40
Monday, January 14 2013 457,580 857.80
Tuesday, January 15 2013 985,00 985.00
Wednesday, January 16 2013 §1.20 (500.50) {409.30}
Thursday, January 17 2013 501,00 501.00
Friday, January 18 2013 343,70 (183.00) 160.70
Saturday, January 19 2013 1,481.50  3,295.50 4,777.00
Sunday, January 20 2013 7520 174040 8,790.00 296090 13,566.50
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3.5. TICKET SALES PER FIXTURE

To view the tickets sales for a particular fixture:

a) Select Product Sales in the Available Fields area in the Task Area.

PivotTable Fields e

IShnwfields: |F'r|:n:||.|ct53les. v||‘ g -

b) From the X Product Sales heading drag the People and Quantity into the X Values area

PivotTable Fields VN

Show fists  Oroduct lder Q-

« E Froduct Seles

Anead

Convontod Oudrtity

Dy Advarce

Durzast

Games

i Qe v

Fayrrent Alncsted
V| Pesgle

Mus

Product Ceunt

Ding fiedds Setseeen srom bedom

¥ ALTERE COLUMNS

Vaduos -

N AONS VALUES
Pacyle -

Quartny hd

c) Next drag the Product Type, Product and Variant fields info the Rows area

PivotTable Fields ~ &

Show fields: | Product Sales =

4 [F] Product [«]

[] On Sale
Product
Product Type
[] Report Category
4 [ Product Category
I [] Parent Category
4 [ More Fields |:|
[] Category Name

4 [] Product Variant
Variant |z|

Drag fields between areas below:

T FILTERS Il COLUMNS
E Values -
= ROWS 3 VALUES
Product Type ~ People &7
Product &7 Quantity =
Variant -
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d) Finally, drag the Fixture column into the Filters area

PivotTable Fields B

Show fields: |Pr|:|ductSaIe5 "’l 4 -

[ ] Postcode E
[] Region

4 [F] Entry Time
[] Entry Time Mame

F @ Fiscture
Fiocture I:I
[] Season

4 [F] Gender
[] Gender

i 2 leitiad Adhimmcn Barind IE'

Drag fields between areas below:

T FILTERS
Fixture -

Il COLUMMNS
% Values -

= ROWS
Product Type
Product h

¥ VALUES

1

People W
Cluantity =

Yariant b

The Task Area should appear as follows:

Drag fields between areas below:

T FILTERS
Fixture "
= ROWS
Product Type -
Product "
Variant A

Il CoLUMMS
= Values

Z VALUES
People
CQuantity

-

'S oOoLuUTIO
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f) At the top of the pivot table set the filter for the fixture you are interested in viewing data for — for
example Crawley Town v Wolverhampton Wanderers in the image below:

A B
Fixture Crawley Town v Wolverhampton Wanderers (Home Tickets Only) [T
Search Fixture s 07
Row Labels = People Crawley Town v Wolverhampton Wander ~
= Fixture I Crawley Town v Woodbridge Town

jA,cademy Crawley v Brighton & Hove Albion - Frier
Crawley v Milwall - Friendly

Adult
= Crewe Alexandra
Away Comps Crewe Alexandra V Crawley Town
Adult Dagenham and Redbridge
= Away Directors damon test
Adult E)oncasFer T.overs . w
= Community < »
Adult [ Select Multiple Items

= Directors Box Only
Adult Cance

= Directors Guests =

g) Next, further filter the report to show only the product type Fixture. To set the filter, select the arrow
head next to the Row Labels column heading.

h) Select Product Type in the drop down list at the top of the filter conditions dialog.

i) Remove all selections except for the one alongside Fixture at the bottom of the dialog before
clicking OK.

A "
Frature Cramiey Tawn v Wolverhamgton Watsterers [some Tickats Ondy) ¥

V‘ Worww Lt |y Dnm

Poamat Vppe - l‘ B}

"
n

W annil A0 L
& o o

I s I AL
o

Ui e
Wanawe .

s
“

u S

i) Theresulting report will display a list of product purchases of type fixture for the selected fixture:

- L
1 St Craw iy TOWN v Wolvemampron Wanderars (Mome Fchars Oaly;
3 Mow Labehs I People Crantity
. Pt E¥ 1A
Acadeny M "
o Aoan M 3
Away Comps - »
’ Adit » %
Away Divectorn
adut
n|  community » @
: Ant a0 0
Divecions das Ordy n 2
4 Aduit n ”n
CArecion Guests ”» -
Adut L) 1”»
* Fant Stand frway Seat A1 ALr
) Adult a e
] ursey Under 18 b 2
Carew 1 ‘
Eant Stend Home Seat A "
Adutt m i
n Jureuy Under 12 a 3
M Carw AL i
Sariur 03¢ n 1
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3.6. FOOD & BEVERAGE SALES PER TERMINAL PER FIXTURE (NUMBER OF PRODUCTS)

To report on the food and beverage product sales per terminal carry out the following:

a) Select Product Sales in the Available Fields area in the Task Area.

PivotTable Fields e

Show fields: |Pr|:|dur:tSa|es "| &5 -

b) From the X Product Sales heading drag the Quantity and Price intfo the Z Values area

PivotTable Fields =

Show fields: |Pru:uduct53|es 1|r| O -

| | Converted Cuantity [«]
[] Days Advance I:I
[ | Discount

[] Games

[] Initial Days Advance

[] Payment Allocated

[ ] People

Price

[ ] Product Count

[] Promo

Quantity [+

Drag fields between areas below:

T FILTERS Il COLUMMS
= Values -
= ROWS % VALUES
Cuantity A
Price -
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c) Next drag the Fixture, Hierarchy (from under Terminal) and Product info the Rows area

PivotTable Fields B

Show fields: |Pr-:udu::t53|e5 "’l 4 -

|| bender <]
4 [F] Initial Advance Period

[ ] Initial Advance Period.Period

[ ] Initial Advance Period.Segm...
4 [F] Product

[] OnsSale

Product I:I
[] Product Type T
[ | Report Category

F E Product Category E

[ T T
Drag fields between areas below:

T FILTERS Il COLUMMNS
= Values -

= ROWS Z VALUES
Fixture & Cuantity =
Hierarchy " Price =
Product 5

d) The Task Area should appear as follows:

Drag fields between areas below:

T FILTERS Il COLUMMNS
% Values -

= ROWS £ VALUES
Fixture & Cuantity W
Hierarchy = Price =
Product -
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e) Next, it is necessary to filter the data to display the fixture of interest:
e To set the filter, select the arrow head next to the Row Labels column heading.
e Select Fixture in the drop down list at the top of the filter conditions dialog.

¢ Remove all selections except for the one alongside the fixture of interest at the bottom of
the dialog before clicking OK.

[Row Labels hd
Select field:
Fixture El

4] sotAtoz
Zl sotztoA

More Sort Options...
&

Label Filters 4

Value Filters 4
gSearch Fixture ,OEI

(-] St Helens Vs Hull FC -
[#-[] St Helens Vs Hull KR

& 5
[#-[] St Heleng\s London Broncos [
[#-[_] St Helens Vs Salford City Reds

[#-[_] St Helens Vs TBC Playoff

[#-[_] St Helens Vs Wakefield - JW Testimo
[#-["] St Helens Vs Wakefield Wildcats

[#-[_] St Helens Vs Warrington Magic W/En _
‘_‘—,_..".’. - g

[ OK ] Cancel

f)  Next, it is necessary to filter the data to display the terminals used fo sell F&B only:
e To set the filter, select the arrow head next to the Row Labels column heading.
e Select Till Group in the drop down list af the top of the filter conditions dialog.

e Remove all selections except for the one alongside the till groups used to sell F&B:

] A
| 1 {Row Labels el
| Select field:
| [ Till Group (=]

(4] sortAtoz
{Z] sotztoa
Mare Sort Options...

? K Clear Filter From “Till Group®
Label Filters »

Value Filters >

| [Search Till Group ,OB

-] Kiosk 01 B
#-[] Kiosk 02
[Vl Kiosk 03
[V Kiosk 04 l
[¥IKiosk 05

[¥IKiosk 06 |
[¥IKiosk 07 lk i
-[VKiosk 08
¥|-[v] Kiosk 09
- [|Kiosk 1.5

—=— e

-]

[ ok ][ cancea |
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g) The resulting report will display a list of the products sold via the selected fill groups. The report will
display the number of product sales and the total value of the products sold (using the listed
selling price and not necessarily the price actually paid):

|Row Labels Tlprice Quantity
5t Helens Vs Leeds Rhinos 24,820.50 8,654
+ Kiosk 01 4,686.80 1,650
Bottled Beer 1-2-4-6-8 B80.50 13
Shirley's Steak & Saints Gold Pie 102.30 31
Kiosk Burgers 102.30 31
Kiosk Fosters 1,226.50 377
Programmes 15.00 =
Kiosk Hot Dog 488.40 148
Meal Deal 1 215.00 37
Cottoms Hotpots 108.90 33
Misc 64.00 14
Kosk Crisps & Chocolate 239.00 169
Kiosk Saints Gold 1,163.90 344
Kiosk Softs 253.00 129
Kiosk Hot Drinks 628.00 314

+ Kiosk 02 5,686.00 1,883
Meal Deal 2 215.00 41
Bottled Beer 1-2-4-6-8 86.70 20
Shirley's Steak & Saints Gold Pie 112.20 34

3.7. FOOD & BEVERAGE SALES PER TERMINAL AND OPERATOR (REVENUE)

To report on the food and beverage revenue per terminal and payment type carry out the following:

a) Select Payments in the Available Fields area in the Task Area.

PivotTable Fields =

how fields: | Payments | & -
|

b) From the X Payments heading drag the Payment info the X Values area

PivotTable Fields ot

nows vALuLS
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c) Next drag the Hierarchy (from under Terminal), Operator and Payment Method Name into the
Rows area

PivotTable Fields e
Show fielde:  Paymnts - < g

# X Payments -
v Payment |
Payment Count

(O i 1 08

+ 5] Age
Age

4 [T] Booking
Feference

+ 7 Booking Operator
v Operator

Diag fields between arnas below

¥ AOms 0 Coumes

= ROWS I VALUES
Hierarchy v Pryrment g
Operstor

Fayment Me.. ~

d) Next you need to select the fixture date as the filter. To achieve this drag Date (listed below Take
Date > More Fields) into the Filters area.

PivotTable Fields v X
Show fields:

4 [F] Take Date E
B[] Year- Quarter - Month - D...

4 [ More Fields
Date

[ ] Day Of Month

[] Day Of Quarter

[] Day Of Year

[] FiscalDate |:|
[ ] FiscalDayOfiWeek

[ FiscalMonths

[] FiscalWeeks
L =]
Drag fields between areas below:
T FILTERS Il COLUMNS
Date W
= ROWS E VALUES
Hierarchy 4 Payment 7
Operator "
Payment Me... ~
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e) Atfthe top of the pivot table set the filter for the fixture date you are interested in viewing data for
— for example August 30t 2013 in the image below:

b S| g =1
1 Date Friday, August 30 2013 ¥
2 augustd
3 E f Wednesday, Avgust 30 2006 >
4 1. Thursctey, August 30 X007
5 - Syturday, Awgust30 2008
s o Saniduy, Augent 30 2000
3 7 - Monday, Aupust 20 2020
4 Tuwsday, August 30 20118 -
R - Thursday, August D0 2012 1
E 1 Friday, Auguit 30 2013
20 1 - Saturday, dugust 30 2014
11 [ Sunday, August 30 2015 -
12 Teleet Muttiphe Rz
n —_
1" 0t | - Gancnt
5P Rna o T AP ARY

f)  Next, it is necessary to filter the data to display the terminals used to sell F&B only:
e To set the filter, select the arrow head next to the Row Labels column heading.
e Select Till Group in the drop down list af the top of the filter conditions dialog.

e Remove dall selections except for the one alongside the fill groups used to sell F&B before
selecting OK:

A

1 |Row Labels
| Select field:

Till Group [+]
{4] sotatoz

%l setztoa
| More Sort Options...

I

| % Cear Filter From Till Group”
Label Filters

Value Filters

[Search Till Group r3

V] @@k 01
- Kiosk 02

]
BlIE -~ -

[VIKiosk 03
[VIKiosk 04
[VIKiosk 05
[¥IKiosk 06
[IKiosk 07
[¥IKiosk 08
[IKiosk 09
[CJKiosk 1.5 El

| ——

&

g) The resulting report will display a breakdown of the payments taken by operators using the
selected terminals:

Datre Friday, Avgust 30 2633 ¥
* Klowk 0 sana
= - Lm0
Cah Leax10
= lehonk 252030
Cash 252020
Crean
Kok 02 4.950.00
L 380040
Car 1.m00.40
ok 117960
Cah Linm
“Nlosk 03 220000
e aam
Cah 0450
Khonk 1ML
Canhy 1L Mrx
* Mlosk 1 130920
= 1,50%.20
Con L3520
sloekh v PRI
*End of Document*
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