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USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

1.0 Overview

1.1 Product Performance Overview

The Product Performance Reports provide service and delivery performance information. These
reports provide information regarding acceptance, receipt, processing and delivery of mail in the
Postal distribution and delivery networks. The reports are available to both participating
customers and internal Postal Users, providing a common view of performance.

1.2 Enterprise Data Warehouse Overview

The United States Postal Service (USPS) Enterprise Data Warehouse (EDW) provides a single
repository for managing all of the Postal Service’s data assets for reporting and analysis. The
EDW provides a single source of accurate data across organizations to a wide variety of users.
The data can be manipulated in a variety of ways and can lead to reduced costs and improved
business practices.

1.3 MicroStrategy Overview

MicroStrategy is the reporting tool used to display and manipulate the data stored in the EDW.
MicroStrategy software enables users to query and analyze detailed, transaction-level databases,
turning data into business intelligence and delivering reports / alerts about the users’ business
process. MicroStrategy Web is the front-end portion of the Reporting software, which provides
users with a highly interactive environment for building and analyzing reports. Some of the key
features available through the MicroStrategy Web include:

» Drilling: This feature provides users the ability to view reports at different levels other
than that or an original report. Users can select to view reports at either a high level or a
low level of granularity. This feature also provides the ability to drill to additional detailed
report view(s).

» Page-by: This feature allows users to select and display subsets of data as separate
pages and is most useful for extremely long reports.

* Sorting: This feature allows users to sort data in ascending/descending mode.

e Save Reports: This feature allows users to save their reports, with or without their
prompt answers, into their personal folders for easy access at a later time.

» History List: This feature adds the executing reports to the user’s history list. Users can
run multiple reports at the same time by running reports and clicking onto their history list
for retrieval at a later time.

e Concurrent Reporting: This feature allows users to execute multiple reports at the
same time. A user can begin one report, and then while that report is being built the user
can go back and create another report. All reports will be available via the user’s History
List.

Version 1.0
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2.0 Getting Started

2.1 Obtaining Access through Mail Tracking & Reporting

Customers will access Product Performance Reports through the Mail Tracking & Reporting
(MT&R) website. Customers will be required to register as a new user on the MT&R website if
they do not have a valid username and password.

2.1.1 New Users: Request Access
Users: Request Access Online

1. Navigate to the MT&R by entering the following URL into your browser window:
https://mailtracking.usps.com

2. The MT&R Landing page displays. Click on Product Performance.

LA TED STATES
POSTAL SERVICE«

Maboral & Premier Accoums

Codirm

Mail Tracking & Reporting
Get delivery status information - online!

Knirsing the delwery sSabus ol pour masling or &hi prsets

N LT E e can Reks imgnms The efeclvensss afyour communications, | Hew Users

Delrveny Condinmation

lirsva youir £osks, and inpross customes salsfacion The Ragigter now for Mail Tracking
U8, Postal Sardac o can proside you with this rformation £ Reporing

Eer RN e el throwugh ils Indedlipent Mail ssraces including figmilp »

» Confird semios prowides infermalion on when the
LS Poglal Serce nacakes yia mail and when s
gomed on gur sucmialed processing aquipmsat

b Exlsting lsars
Log on bz Mall Tracking &
Feporting
Fige b »

= Dy Confirmaton™ and Signatune
Confmalon™ sardces provide infomnaion on lhe
dalreary glahes of Prionity MaiB, Package Sanvites,
Firsh-Clasn Ma il paeceds and Slandard Mal parcals
ifar Dwinvary Cordrrnation onlky)

& Produc] Pedijemancs Bepons privmds seeite

=ibe map

parfprmancs messme st for Package Sendies
and parcals

= Enfiey I alion = & pilol progree Sl prowdes
infDrrread o an stese vour mail wae unibaded and
accaphad by e L1 3 Posdsl Sanice

Resd cur rdelligent Mail Prisacy Polics about b gour
Pracy eg prinestled when v ude iInehgent Wail
SEPaCEE

comiact us  govermmen serices ks National £ Premier Accounts

Cooppreght 0 o5 2000 UUFRE &) Fghts Aeserved Tgoms ol Ugs Privecs Bole
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3. The Product Performance Landing page displays. Click on Apply for Product

Performance

E LINITED STATES
POSTAL SERVICE

Hational & Premier Accounts
Ml Trackineg & FAapoitin

Eriry Infonmation

il

Daliwery Cosdinmation
Sinnature Comfinmeation

Mail Tracking & Reporting
Product Performance Reports
Mow A's pasy o messure oversll senace peformance for your pachages.

ey ol SR el Dby ConfreEon™ oF Signaties Confmiafoe™ Saviis, yiu CRn neca e
BRPMACE DRTOFENCGE raports iF Proey Mads, Package Senices (Paiel Perommante), First
Clags Mo parcels, and Standand Mall pareels, Sardce reports ang avalsbic down 1o the 5-
digh ZIF Code™ lewal and can be rolied up by postal organization kewets (e g, 1o distict, ama,
and nahionalj

FSemvice Measurement Reports

+ P rosicke the perrend oF pleces et st the delivery slandards

» Provice e percent of plecas delverad by day

« Prosicks the option tn sort data by e shipners destibafion canter or consolldatr 0 a
shipoing parnar is usad)

Delivery Success Reponts

& Prosicia the percent of pieces delverad on Trel afempl
s Prowicks the time bebwsaan fred sthemed sred delivery oF pikckhup

s easy in participate

« Pregpane an eleckonic Confrmation Semices Ale for e Delkery Comfmnalon and Sigreisre
Connfermsaion pieces fr gach mailing Iocation. Theas fles can be preganad by you or by the
comrany anfaing ha mal

« Put a harcodae of #e Ale numer on the entry documsniaton

Details aboul paficipation are included on the &
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4. The Apply for Product Performance Report page displays. Click Sign Up under New

Users.
E‘M’-‘iﬁﬂ‘fﬁfﬁ
POSTAL SERVICE » ki vy
Matwrnl & Praimar Aotolins
Flail Irackong & Heporbng M-ﬂ i I Trﬂ C ki“g & Hﬂ |H]I1i "ﬂ
Firvl ry Infoaraniantioss
Apply for Product Performance Reports
Cont
Brndisct Parfanmian s T e
In order o paricipats in Produc Pamomance Reports b Hew llaen
Ragiier noe for Mall Tracking
Fregeber online by clicking % Sign Up bubion % Raporing
Sipr Ll =
= Cornpleta 5 ser profike Grcluding user name and )
coritac! infarmation) b Existing Lisers
= Bparch for the business bowhich you are associabed or Lz ori o WAl Tracking &
camplele & Compary Profile il your busingss is nol Raporing
Cigmature Cordinmation Al negiEierai with LISPSE Sipw o ¥
s« Salact Mail Tracking & Reporing, than Product
FPedomancs Repods samiose
Uit Sprival, he Poslal Serace™ will naolilyou of s
Frgdisc] Perormars 8 Reports Liser ID and Passwond
sigmap copdact us  govermmen seraces  pbs  National £ Premier Acsounts
Loppright & W2 ONM USFS @l mphis Redereed. Igoong of Ugs Provigs Poley
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5. Enter New User Sign up information and click Continue.

New Usear Sign Up

Please Ml i the lolkwing mfarmalion. | " Requited case- el §elds) A Dsers: Wbat ro Exgact

T Rt gD, i wvill
) croate a User Provie
ﬂ Seimncdy e Doy
Fia be wors i i ol pimesy repriersd)
® Pagaywnnd | M en B ohatacias ) Sedact or Add 3 Company
£ Subman vour Aot

Lraate a Fasswond

* Usamama | Winimom B chaucism

-
Re-enter | Riin i B chawcism
Pazsvnnd [ r—
Fsosli i Simes fod? Jred e
Trnechale BeCew . iou wall B

Passswnind Himt rbnri e wnlFpour BCTSERN MPCaTAE

I C:AEE 0L D el o pas s, wall asiyou e question Dals.

* Question [¥What is yourtavarite mowa? 3
* Arownr |
* Hep-arter |
Armwer

Cusinmar Suppon

1T 0 reeerd Mgl OF hawe questions aboulsour acEount of the regisraion process,
pleass contach Custormer Support

* 1.200: 2353150 (Mon-Fri 7.00 AM - 200 FH Cantral)

® inpeigasper goy
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6. Enter User Profile information and click Continue.
User Profile

Pleaze create your User Profile. This profile will allow you to access halpful business tools.

Plaase 6 in thi followang mformation: (7 Requined case-sensitve fields)

Contact Information

*® First Marma IF‘F'Fl Middla Initial |
* Last Marn ITEST
* Address 1 [901 O Street

Address 2 | Apt, flaar, suite, ele.
* City [Washignton
* State | Swlect One A
* ZIP Code™ [22024
* Country | UNITED STATES -

Hame Ehane | Use dases, Spacing af no spacing.
* Business Phone I.'-'EI3 947 2000 Ext [ Usn daias, pacing of no dpacing.
Fax Mumber | Uik dailiad, Spacing of fo dpacing.

* Email [PPRTEST@usps.gov

We lpok forward b communicaing with vou about the LISPS prodect or sarsce
you've saleciad.

Send me aiditional sformaton about:

W Ciher USPS programs, products, or samices
¥ Products or sericas of USPS pariners that you may find of interest

PRIVACY ACT STATEMENT

The information you =upply
Will be w=ed Lo provide you
onlineg registration
capability for Intermet-
pagsd sarvices, and Lo _1-'
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7. Review the User Profile Summary and edit if necessary (using the Edit button) or click
Continue.

User Profile Summary

Plaase renew the user informalson below. ¥ you need to edil thes information, salect Edit belms

User Account Infarmation

Usemama ppriest 01

U=er Profile Infarmation

Firsi Name PR
Lasi Mame TEST
Address 1 901 0 5T
City WASHINGTON
State Mistrict of Columbiale)
IP Code™ 22024
Courdry UNITED STATES
Buzinass Phane 703 347 2000
Emad PPRTEST@usps.qov

Commiunication Pielepgnces

F Oiher USPS programs, products, or sendces
F Products of sendces of USPS panners that you may Gind af internest

Fadai » Cavrirae

Version 1.0
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8. Search for your company by entering your company name and clicking the Search
button.

Company Search

Flease take & moment t0 mn & search.
Help us waldaie your registration by searching aur mconds for your company. 1t does nal appeas, you wll
have the oppotunity to add i

Emter Your Company Hame Below

Moba: Phadgs anber your simpany's ofeial name. Do nol ik Skbiwelalions ¢ specidl @agsies

AT
Search lor a Company
Company Name | Enter campany sama
IE.HIM‘;E =
o Bk
Version 1.0
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9. If your company name does appear, select the company. If you do not see your
company, click on Add Company and enter company information.

Company Search Results

Pleasa revaw your search results below, Click Select Company next (o a compamny’s name to submit 3
requast for aocess

You searchad for 127, Search Results: (2 Total)

Select a Company

If wour company is not liste

d, please search again or click Add Company at the bottom of this
pape. Wy ig this necessany?
=
| Test05123 Selnct Company ! Test123 Snioct Company = | |
Teokal: 2 Companies
Search Again 173 Sawvch >
Add a Company
i you don't se8 your company listed abowe, you can submit a request for access now Add Company

< Hack

Version 1.0
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10. Search for your company address and click on Select This Address if company address
exists. If company address does not exist, add a company address by clicking Add
Address.

Company Address

Flease choese 3 company address

Addresses for Test05123': { 2 Total)

Select an Address lof Your Company

Iif your address ks not listed, click Add Address at the bottom of this page.

WWhy is this necessarny™
F-——————————————————————]
2 TEST WAY, TEST, AZ 30344 Eetewt This Addresr »

M REST WAY, TEST, AZ 03022 Setect Thix Address »

Talal 2 Addresses

&dd 8 Company Addreas

if your company address s nol listed above, you can add | mow Addd Address +

« Hark

Version 1.0
10
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11. Review Company Information and edit if necessary using the Back button or click
Submit Request.

Review Company Information

Please renes the indamation youl szlected below. Hthis = nol the corect address, plesse chick Back 10

selec anothear addre=s or 10 add an address, Fihe irdomastion is cormect and you wish 1o confinue, please
click Submin Request

Company Information

Acoanture]

1374 WOODDBURN RD
ANMANDALE, WV 270031216
UINITED STATES

« Bmek S R geasi

12. A confirmation screen noting that your request has been sent will display.

UNITED STATES

POSTAL SERVICE» Moms Sign Out

Your Request Has Bean Sent!

What Happame Maxi

Yo [egues] will be forvarnded
The informabion vou submibed will be forearded 1o a company adminisiabor for resiese
A athmindsEraion wWill comiact you

Orice an adminisirabor recemes your réquest Tor access, tha indiwidual showld conlac you b bégr the appnoval
[ilgi12 =13

Customer Support

Iyl o nit far frios the adminisdrator, oryou keve questions sboul the ragislration protess, please tontact
Customaer Support at 1.800- 33831 %0 {Wor-Fn 7:00 AM - 5:00 FM Cenlral) or incsc@usps gov

Wonild You Like 1o Lean More?

Learn More Showt Hational & Promier Sccowms
Lz This site Hyou am & malar who uses mulliohs, compiks malling products atwanous locations

NOTE: Registration does not give immediate access. Upon approval the Postal Service will
contact you with a username and password. If you do not hear from the administrator, or have
guestions about the registration process, please contact Customer Support at 1-800-238-3150
(Mon — Fri 7:00 AM — 5:00 PM Central) or incsc@usps.gov.

Version 1.0
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2.1.2 Existing Users: Logging into the Application

Users with a valid user name and password can access the Product Performance Reports by

following the steps below.

1. Navigate to MT&R by entering the following URL into your browser window:

https://mailtracking.usps.com

2. The MT&R Landing page displays. Click on Product Performance.

LA TED STATES
POSTAL SERVICE «

Mabonal & Premier Accouns

Mail Tracking & Reporting

Colirm

Get delivery status information -

Knowing Ihe delwery tabus ol pour maling or s hipmsrs

anlina!

LTIy can hels impims The efecieress ofviur comenunicsions, | * New Users

Delrveny Confinmaton

e AR sl el  throwgh s indelligent Mail seraces including

s0mmed of guF aromated procassing aqulprsn

= Dalppny Confimmiadon™ ard Signatune

ifar Celnvary Condrmiation oy

= Produe] Pegomanc s Bepgis privmse sseiie

and parcals

« Eniley infgem slion v & pilod prograen Sl prirdes

acceptad by e L) 3, Postal Bamice

Py vf pridetled whem viu udes Inlehgent Wl
ARPEEEE

shomap coact us  @oVRTnE SEraces  johs

= L orf i SamcE promde & mfdrmabion an when the
LS. Foglal Serdce mcekes yiur mail and when @ s

PEMFMARCE MasEement for Package Samices

DTl on an Wi yoLr mail was unlbaded and

Isar your £0sts, and Mprove customer salsfacion The Feegieter now for Wil Tracking
118, Postal Service can peowide wou with this information 5 Raporing

Sipm ip -

¢ Existing lisars
Lop om by Maill Tracking &
Feporting
Sign n =

Ol A ™ SEeie s oo inlarmnaion on Lhe
dalkery giaiis of Prionly MabB, Package Semiies,
Firsk-Clacss Ma il parceds and Slandard Mal parcals

Read our rdelligent Mail Prisacy Police about hios gour

Matianal £ Premier Accounts

Goppright & 352004 USFE. A1 Rights Asserved Teooo of Ugs Priveoy Polcw

12
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USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

3. The Product Performance Reports Landing page displays. Click on the Apply for Product
Performance.

g UNTED STATES
POSTAL SERVICE. .

Halional & Premier Accounts
B Trackitg & Aafiting

Mail Tracking & Reporting

Product Performance Reports

Errry Informakion

Ol

Mow i's easy fo messure overal seroce pedormance Tor your packages.

ey ol sl e g lveey Conlrrsalon™ oF Siorstee Coolmaaloe™ S oe, v cRn nace me
BRMCR DRTOFMERNCE Maports iF ey M Package Sericas (Pamel Perfoamrante), First
Class WaMB parcels, and Standard Mal parcels. Semice rapomts are avalabls down 1o the 5-
digh ZIF Code™ lewml and can be rolied un by postal organization kwels deg . 1o distict, ama,
and national}

Dty Coad st i

] Senvice Mrasurement Reports
w Pronice the pereend of pleces thal med the deliren slandads
+ Prowics B perent of pieces dalverad by day
= Prosicks the nption 1o 5ot data by Fa shinpers dismbafon center o consolidahr (f
shipoing parinar is usad)

kDelivery Success Reponts

& P rovicis the pertend of pieces dalverad on Trel abanmg
« Prowiis the time bebwaan Bred atemed sred dalivery ce pizkup

It's wasy io participate

« Pregane am eleckonic Confrmation Semices fle for e Delkesy Confimalon and Sigraise
Coonfersstion piecas fr pach mailing Iocation. Theae fles can ba preganad by you or by the
comr@any anennghe masl

« Put a harcoda of #ie Al numer on the entry documsrdaion

Details aboul paicipation ar included on the Sppke e Fr P Feg page

inbs Mational & Framier ACcounts

£ Recerved Tarmgof Lieg Privssy Folloy

Version 1.0
13
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4. The Product Performance Reports page displays. Click on Sign In under Existing Users.
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5. Enter your username and password and click Sign In.
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6. Upon logging into MT&R, the MT&R Welcome Page displays. Click the Product
Performance link.

ﬁ UMNITEDSTATES
POSTAL SERVICE «

Horma

Hational & Premier Accounts

> Mail Trach & Mail Tracking & Reporting
ity inforemation
B Welcome!
Confirm
RS U RGN  Quickly access your aplions for s2lup, file ransmission and reparis.
Deliveny Confirmati :
e oUr account is set up for Froguct Pedormance Reports,
Sipmatur e Confirrmation
Administration N ETHET
Reports = Product Peformance

Sitjrn Ot

7. The EDW screen displays as shown below. Click on Product Performance Reporting link
to access reports.
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2.2 Logging out of the Application

Once you are finished with your Product Performance session, you can log out of the system by
using either of the following two methods shown below.
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Use either of the following methods to logout from the Home screen.
1. Click the Logout tab, OR

2. Click the Logout link.

The following screen will appear and ask you to make a decision about any pending reports that
may be generating.
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Selecting Yes will cancel the requests and selecting No will allow the reports to continue
generating. Reports that are not cancelled will automatically be placed in the History folder for
you to view the next time you log in.
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3.0 Reviewing System Folders

3.1 Product Performance System Overview

After you access the Product Performance Business Area, the Home screen displays a variety of
folders that you can access. The available folder options are:

e Shared Reports
e My Reports

e History

* Find Reports
 Help

e Options

* Business Areas
« What's New
e Logout

All of these options can be accessed by clicking on the corresponding links. All (except What's
New) can also be accessed by the tabs at the top of the screen.
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3.2 System Folders

3.2.1 Home Folder

The Home folder is the main menu screen that presents links to all options available for your use.
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3.2.2 Shared Reports Folder

The Shared Reports folder contains all canned Product Performance reports and folders that are
available. This area is used for sharing reports with users. Users can run reports that have been
created here, but will not be able to save their own reports here. The report folder structure will
be familiar to most users of Windows-based programs.

The folders and reports are represented by these icons in the Shared Reports Folder.

¥

Folder Icon Report Icon
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3.2.3 Shared Reports Descriptions

The following reports are available under the Shared Reports tab:

» Delivery Success (Customer Data) — This report provides information on how many days
passed between the first attempted delivery of a mailpiece and when it was picked up.

e Cumulative Delivery Success (Customer Data) — The cumulative version of this report
includes attributes similar to the Delivery Success report, except that the data in each
day’s column includes the pieces redelivered/picked up in the previous day.

» Days to Deliver (Customer Data) — This report provides service information from
originating locations by on time percentage and percentage delivered by day. This report
provides details on volume, volume within standard and volume delivery from day one
through 8 or more days.

e Cumulative Days to Deliver (Customer Data) — The cumulative version of this report
contains attributes similar to the Days to Deliver (Customer Data) except that the data in
each day’s column includes the pieces delivered in the previous days.

» Days to Deliver — Parcel Select (Customer Data) — This report provides service
information from originating Bulk Mail Centers to Destination Delivery Units by on time
percentage and percentage delivered by day.

e Cumulative Days to Deliver — Parcel Select (Customer Data) - The cumulative version of
this report contains attributes similar to the Days to Deliver — Parcel Select (Customer
Data) report except that the data in each days’ column includes the pieces delivered in
the previous day.

3.2.4 My Reports Folder

All reports that you choose to save are placed in the My Reports folder. This is the default
location for saving reports that you create. You can either save reports directly in this folder or
save your reports in subfolders that you create within the My Reports Folder.
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3.2.5 History Folder

The History List displays messages about the reports and documents that you have run or
scheduled in MicroStrategy Web. Once a report is generated, it is automatically placed in the
History Folder. There are maximum number of 25 reports that can be kept in the History Folder,
so it is important to remove unwanted reports, including ones that are in “Ready”, “Waiting for
Prompts”, “Error”, or “Executing SQL” status. Retrieving reports from the History Folder will be
quicker then running them again from scratch as the data is pre-saved.
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You will see the total number of reports in the History folder under the History List Description
on the left (In the example above, the total is 8). Product Performance does not utilize EDW
Flash reports at this time so the number of documents will always be 0 (as seen in the example
above). A description of all the history column headings is described below.
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3.2.5.1 History Folder Descriptions

1. Name: This column lists the report title links.

2. Status: This column indicates whether a report has been completely run, whether any errors
have occurred while generating the report, and whether a user has read a report. When a report
is listed as “Ready”, you may view it by clicking the report name.

3. Created: This column lists the date and time that the report was generated.

4. Details: Click on the icon to display detailed information of the report, which may be of

F .
particular use to system and help desk personnel. When you click the “Information” icon = in
the Details column, you can view the filter criteria, status, the time at which the request was
executed, and other identifying information.

5. Remove: This column contains check boxes used to mark individual reports for permanent
removal from the History folder.

3.2.5.2 Remove a Report from the History Folder

You can easily delete a report from the History Folder by following the steps below:
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1. Click the check box in the Remove column for the report that you want to delete. A
checkmark will appear in the box.

2. Click the Remove button.
A check mark will automatically appear for all reports with “ Error” or “Waiting for Prompt”

status messages. Clicking the “Clear my History List” link will permanently remove all reports
at once.
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3.2.5.3 History List Extras

Additional history features are available. They include options such as refreshing or clearing your
history list.
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To refresh or clear your History List follow the steps below:

1. Click the “Refresh my History List” link to refresh the status of reports in the History folder.
All reports marked for removal will be removed.

2. Click the “Clear my History List” link to remove ALL reports from the History folder. Once
removed, they CANNOT be retrieved.
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3.2.5.4 History Maintenance

There are a maximum number of 25 reports that can be stored in your History Folder. It is
important that you frequently remove unwanted or unneeded reports.

3.2.5.5 History Icons
The icons in the History folder and their descriptions are as follows:

ﬂ Information Icon

This icon allows you to view additional information about the report. This information may
be helpful for diagnosing problems.

Error Icon
This icon indicates there is a report error (not necessarily a server error). Click on the
information icon for details.

Grid Icon
This icon identifies the format of the report.

=

Wait Icon

This icon indicates that the system is generating a report or that it is waiting for a prompt
at the Auto-prompt screen to be completed. The status column will indicate the type of
wait.

NOTE: It is important to complete or cancel the execution of wait prompts so that they do not slow
down the system.
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3.2.6 Find Reports Folder

Use the Find Reports folder to locate specific reports and folders. Search Tips are available in
the left menu as guidelines to assist you when searching for a report link and include:

1. Using the advanced search to specify restrictions on dates, object types and
descriptions

2. Using the wildcard? to indicate single character

3. Using the wildcard *** to indicate any number of characters
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3.2.7 Help Folder

The Help Folder opens a separate browser window for online help. All three tabs at the top -
Index, Contents, and FAQs - will assist you in getting information on various topics.

NOTE: Since online help opens in a separate browser window, you will need to close that window
to return to Product Performance Business Area.
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3.2.7.1 Content Tab

The Contents tab groups all of the help topics by subject.

As an example, use the following steps to display information on how to change the start page.
1. Click on the Contents tab.

2. Select the Browsing link on the left side on the screen. All of the topics that relate to the
selected link will be displayed.

3. Click on the Start page link to view information on the topic. The steps for changing the start
page will be displayed.
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3.2.7.2 Index Tab

The Index tab allows you to search for help topics by using the hyperlinked letters at the top of
the screen as shown below.
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You can also search for help topics using the following steps to display information on
documents:

1. Click on the Index tab.
2. Click on the Documents link on the left hand side.

All information related to documents will be displayed.
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3.2.8 FAQs Tab

The FAQs tab provides a list of “Frequently Asked Questions” which include the most commonly
misunderstood topics in MicroStrategy.
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As an example, use the following steps to obtain questions and responses regarding Login:
1. Click on the FAQs tab.
2. Click on the Login link.

Login questions and answers are displayed.
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3.2.9 Options Folder

Access the Options Folder to change your user account preferences for report display, exporting,
printing and more. Options are your master default lists for all future created reports. You may
change the default settings for the following:

* General
* Report display
e Graph display

e Print

* Export

» PDF

+  Drill mode
*  Prompts

e Logout

The following example explains the steps required to make changes in the Preferences option.
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1. Click on the Options tab.
2. Click on the link in the left menu for one of the preferences that you would like to change.
3. Make the desired changes in the field provided.
4. Click the Apply button. Apply must be clicked in order for the changes to be accepted.

Version 1.0
30



USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

3.2.10 Business Areas Folder

The Business Areas folder provides access to all authorized Business Areas within the
Enterprise Data Warehouse.

3.2.11 What's New Folder

The What's New folder contains documents that describe new reports, features and system
functionality. This link is only available from the Home folder. There is no tab for What’s New.

3.2.12 Logout Folder

Use the Logout folder to end you Product Performance session.
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3.3 Changing Preferences

3.3.1 Changing the Folder View

The View Mode option located in the left menu allows you choose a view: Large Icons or List.
Both provide the same information.

3.3.1.1 Large Icons View

The Large icon view displays folder and report links with large picture icons next to them for quick
visual recognition. The Large Icon view is shown below.
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Large icons view has been selected

3.3.1.2 List View

The List view displays a vertical listing of the folder contents with smaller icons.
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3.3.2 Changing User Preferences

Access the Options Folder to change your Product Performance password and default
preferences. You may change the default settings for:

* General
* Report display
e Graph display

e Print

» Export

» PDF

o Drill mode
*  Prompts

* Logout

The following example explains the steps required to access the different Preferences.

e e T T L wibix
Do BE e Fpebe el fE [ |
e el 0 - o L L e Y -

dgibasr | @] e e TEY LD 7 i e F P vy = BT DO T i it oo e o e 0 TS ] B | R T T L LTI L F e T il e Bl DL e ﬂ el

ETRD § e

Poall e in) IENVET tiawry | Shaewmi Apls | By Apis |, Tregsiv@pl | #ciny | Fed Bpls | Tiedp

Wapserwrss Armas | Lowngl

e 1B

BT R LNTETT S R -
B i
ity L
T vy PR
" phursd Feporia
" el Fapual

prpiw L F?E—j

L e TR [ LR 1
A gre Cerw Foreee o | CEfEa
[
T o | Delest =

Blamiarel Wl Mile Permad= Sewnd van T Dreees BT g ot Hhe oo b p Bl chee s fus

a2 VYalen/TMad User Eeh e Fermed: Seect He ool by Yooe cheritar and ssiaci "W’ for Dyreeese 6 T

Emprammric HEVL o — L R
2 S IRERE R A, P BeDnes | B W e o 0 el (e Saanan) Seiis
R s sl oy oomaiien T Bt 305089 i Eoepiiialy
Arap O T L B pecpas aveds DL T3 M reERiL
s
[ e i 2}
& ey

1. Click on the Options tab.

2. Click on the link in which you wish to make changes.
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3.3.2.1 General Preferences

Clicking the General link in the left menu will show the following screen:
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1. Default start page - Use this menu to select your Product Performance start page from six
available options listed. Home is the default selection.

2. Locale - Use the drop-down menu to select one of 10 language choices. Screen instructions,
Auto-prompts and Help files will be displayed in the language that you select; however, report
tittes and column headings are not affected.
e Use Unicode Character Set — If the data in your data warehouse is stored in Unicode,
check the box.
 Number and Date Format — Use this menu to select the language for numbers and dates.
» Time Zone — Use this menu to select the time zone.

3. Dynamic HTML - Use Dynamic HTML? — Use this menu to select Yes or No. Netscape 6,
Internet Explorer 5 and newer versions support dynamic HTML. The default for this option is Yes.
This allows the application to select the appropriate choice according to the configuration of your
PC.

4. Accessibility mode - Allows you to enable screen reader capability if you use software that
audibly reads what is on the page.

5. Drop-down menus: Allows you to select whether or not to require a mouse click to display
the drop-down menu. By checking the box, you will need to click the drop-down arrow to display
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the contents of the menu. By de-selecting the check box, the drop-down menus in reports will
display simply by rolling the mouse over the menu. The box is checked as the default setting.

6. Apply — After you finish making changes, click the Apply button to save your changes in the
system.

7. Apply to ALL projects — The check box is selected as the default setting; however, this
function applies only when multiple databases are present.

8. Load Default Values — This button resets the system defaults for this screen.
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3.3.2.2 Report Display Preferences

Clicking the Report Display link in the left menu will show the following screen:
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1. Grid Style — This menu provides two options: “Use the format stored in the report definition”
(default) or “Use my selected default grid style.” If you choose to use a selected grid style,
you will not be able to make formatting changes to any reports that you generate.

2. Default grid style — Select one of 14 grid styles to change the color and appearance of your
screens.

3. Column headers — Choose to either Merge (default) any column headers that are repeated
in the report. Otherwise, select Repeat to allow all duplicate column headers to be displayed.

4. Maximum rows in grid — Choose a number to indicate the maximum number of rows that
will display on each page of a grid report screen. The default is 50.

5. Maximum columns in grid — Represents the maximum number of metrics column (columns
to the right of the metrics label) that will appear on each page of a grid report. The default is
10.

6. Show pivot buttons — Check the box if you want pivot buttons to show automatically. The
default is unchecked.
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7. Show attribute form names — Allows you to display the name of the attribute form
associated with each attribute. The default is unchecked.

8. Automatic Page By — Uncheck the box if you want to select a “GO” button when using the
Page By feature. Otherwise, once you make a selection from the drop-down menu from the
Page By feature, the system will automatically display the data.

9. Default width for row axis columns — Allows you to set the default width to be used for any
columns that are added to a report after the column widths have been set.

10. Default width for data columns — Allows you to set the default width to be used for any data
columns that are added to a report after the column widths have been set using resize
columns and rows feature.

11. Apply — When you have made your changes, click the Apply button to save them.

12. Apply to ALL projects — The check box is selected as the default setting.

13. Load Defaults Values — This button resets the system default values for this screen.

3.3.2.3 Graph Display Preferences

This preference is not utilized by the Product Performance Business Area. None of the current
reports display in graph format at this time.
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3.3.2.4 Print Preferences

Clicking the Print link in the left menu will show the following screen:
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1. Orientation — This menu lets you select between Portrait (tall) and Landscape (wide)
paper orientation for your printed reports. The default is Landscape.

2. Paper size — Select from seven sizes of printer paper. The default is Letter.

3. Header and Footer:
» Usereport setting — Allows you to use headers and footers saved as a part of
the report settings.
e Use custom settings (edit) — Clicking the edit link allows you to key in a specific
header and footer.

4. Scaling: (DHTML must be turned on)
» Percentage of original font size — Allows you to adjust the size of the font.
» Fit to page — Allows you to adjust the amount of the report content that prints on
a page.
o All rows — Allows you to fit all rows on a page.
o All columns — Allows you to fit all columns on a page.
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10.

11.

12.

13.

14.

Enter the number of inches for: (DHTML must be turned on) — Allows you to set the
top, bottom, left and right margins. In order for reports to print properly, these margin
settings and the margin settings in the browser’s Page Setup option must match.

Show popup print dialog — Automatically displays the browser’s Print dialogue box
when you show a printable version of a report. The default is checked.

Print cover page with selection summary — Allows you to print the filter details of the
report on a separate page before the contents of the report. The default is checked.

Open new window when printing — Opens a new Internet Explorer browser window
when you choose print a report. If unchecked, the printing routine opens in the existing
browser window. The default is checked.

Print the grid and the graph on the same page — Produces a report with data
presented as a grid or a graph. When the box is not checked, the report prints in grid
format only. The box is checked by default.

Expand all Page By fields when printing — Allows you to print all combinations of items
in the Page By table when printing a report that has one or more items in the Page By
table. Clear this box to print only the items currently displayed.

Show options when printing — Opens a window each time you print a report allowing
you to select printing options for the current.

Apply — Saves your changes in the system.

Apply to ALL projects — Saves all changes as defaults across multiple databases. The
box is checked by default.

Load Default Values — Resets the system default values for this screen.
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3.3.2.5 Export Preferences

Clicking the Export Preference link in the left menu will show the following screen:
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1. Export — Export an entire report or the page displayed only. The default is Whole
report.

2. Export grids to — Choose the format of the output file into which you want the
application to export your report:

« Excel with plain text — Your report is exported into Microsoft Excel as plain text
using the defaults in your setup for Excel. No formatting is retained.

e CSVfile format—Your report is exported in Comma Separated Values (CSV)
format, which is useful for some applications in which all data is delimited by
commas. This format is recognized by Microsoft Excel.

« Excel with formatting (Report exported to Excel 97 or lower not include
formatting) — Your report is exported into Microsoft Excel (must be Excel 97 or
more recent version) with formatting (including fonts and colors) shown on the
browser screen.

e HTML - Your report is exported to an HTML page. The overall structure and
format displayed on the Product Performance web page is maintained.

« Plain text — Your report is exported to a plain text page. The overall structure and
format of your report is not maintained. The text will have each field separated by
commas.

3. Delimiter — Choose the symbol that will be used to separate exported file data. The
choices are Comma, Tab, Semicolon, or Space. Comma is the default.
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4. Export graphs to — Choose either the Excel 2000 SR-1 or newer versions, or the
HTML format to determine how the graphs will be exported. HTML is the default.
NOTE: If you chose Excel 2000 in Step 4, you must choose “With formatting” or
“Without formatting” to determine how the grid will be exported. “With formatting” is the
default. Currently none of the Product Performance Reports use graphs.

5. Export documents to — Choose either HTML or Excel without formatting to determine
your document export format. HTML is the default.

6. Office Version — Choose either Excel 2000 SR-1 or older versions or Excel XP or
newer versions.

7. Open anew window when exporting — Requires the application to open a new
Internet Explorer window for the exported file. The default is checked.

8. Export metric values as text (Excel only) — Check this box if you want the exported
file to display metric values as text. The default is unchecked.

9. Export headers as text (Excel only) — Check this box if you want the exported file to
contain headers as editable text. The default is checked.

10. Export filter details — Exports the file with the filter details used to generate the report.
The default is unchecked.

11. Show options when exporting — Opens a window each time you export a report
allowing you to select exporting options for the current report. The default is
unchecked.

12. Apply button — Click the Apply button to save your changes.

13. Apply to ALL projects — Saves all changes as defaults across multiple databases.

14. Load Default Values Button — Resets the system default values for this screen.
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3.3.2.6 PDF Preferences

Clicking the PDF Preference link in the left menu will show the following screen:
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1. Orientation — This menu lets you select between Portrait (tall) and Landscape (wide)
paper orientation for your printed reports.

NOTE: Ensure that your Internet Explorer paper orientation (in File/Page Setup)
matches the orientation that you want. If the browser paper orientation is different from
the one in the application, the printer will use the browser orientation.

2. Paper size — Select from seven different sizes of printer paper. The default is Letter
(8.5" x 11").

3. Show options when exporting to PDF — Opens this Preferences window each time
you export a report. The default is unchecked.

4. Apply Button — Click the Apply button to save your changes.
5. Apply to ALL projects — Saves all changes as defaults across multiple databases.

6. Load Default Values Button — Resets the system default values for this screen.
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3.3.2.7 Drill Mode Preferences

Clicking the Drill Mode Preference link in the left menu will show the following screen:
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1. Keep parent while drilling — Use a drop-down menu to select whether or not to keep the
parent level in the report when drilling or to rely on the system default. Select one of
three choices:

* Yes - To always keep the parent when drilling.
* No - To never keep the parent when drilling.
» Use the settings stored in the report definition — To use the default set by the
System Administrator. This is the default setting.
2. Apply — Click the Apply button to save you changes.

3. Apply to ALL projects — Saves all changes across multiple databases.

4. Load Default Values — This button resets the system default values for this screen.
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3.3.2.8 Prompts Preferences

Clicking the Prompt Preference link in the left menu will show the following screen:
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1. View prompts — Choose to view the Auto-prompts all on one page or each on a separate
page.

2. Apply — Click Apply to save your changes.
3. Apply to ALL projects — Saves all changes as defaults across multiple databases.

4. Load Default Values — This button resets the system default values for this screen.
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3.3.2.9 Logout Preferences

Clicking the Logout Preferences link in the left menu will show the following screen:
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1. Cancel this session’s pending requests — Allows you to make a choice on whether to
automatically cancel pending reports at logout. The drop-down menu choices are Yes and No.

2. Prompt me on logout to cancel this session’s pending request? — A window opens upon
log out prompting you to select Yes or No to cancel any reports currently generating.

3. Remove the finished jobs from the History List — Allows you to choose whether to remove
reports from the History folder at logout. The choices in the drop-down menu are Yes, No, and
Only the read messages.

4. Prompt me on logout to remove the finished jobs from the History List? — A window
opens upon log out prompting you to select Yes or No to remove finished jobs from the History
List.

5. Apply — Click Apply to save your changes.

6. Apply to ALL projects — Save all changes as defaults across multiple databases.

7. Load Default Values — This button resets the system default values for this screen.
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4.0 Product Performance Data Hierarchies

4.1 Product Performance Data Structure

In order to create Product Performance Reports, the information must be carefully structured. In
Product Performance, part of that structuring involves building hierarchies of data. A hierarchy is
a group of entities arranged in a graded series.

Terms that are important to understand with hierarchies are provided below:

Attribute - An attribute is a level of data within a hierarchy. Essentially, an attribute is the level
or subject by which you want to analyze facts. An attribute usually can not be aggregated
because it does not lend itself to being summed or averaged. Also, an attribute is the means by
which you define the data that you want to display on a report. For example, in the location
hierarchy, Area is an attribute. Capitol Metro Area is an attribute.

Element - An element is an actual piece of data within an attribute that is displayed on a report.
For example, the Capital, Northern Virginia, Baltimore, and Richmond districts are elements
within the Capitol Metro Area.
The three main Product Performance hierarchies are:

*  Product/Service

* Location

« Time
4.1.1 Product/Service Hierarchy

Like the location information in the Product Performance, the product information is also arranged
into a hierarchy. The order of the product/service hierarchy is:

*  Product/Service

* Product Type

e Product Category

* Service Standards
Product/Service includes Packages Services, Priority Mail, First Class and Standard Mail.
Product/Service contains product types (i.e. Package Services — Commercial).

Product Types contain product categories (i.e. Package Services — Commercial — Other).

Product Categories contain services standards (i.e. Package Services — Commercial — Other — 1
Day, Package Services — Commercial — Other — 2 Day).

4.1.2 Location Hierarchy

Product Performance groups location information into a hierarchy. This information is at several
levels ranging from national information down to information from individual ZIP-5 area codes.

* National
* Area
e District

Version 1.0
46



USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

» ZIP-3
« ZIP-5

The National level is the accumulation of the Areas beneath it. Data from all the Areas is
gathered to make the National data.

The Area level is made up of all the data from the Districts within the Area.
The District is made up of ZIP-3 Areas.

The ZIP-3 Area is made up of ZIP-5 Areas.

4.1.3 Time Hierarchy

Like the location and product/service information in the Product Performance, the time
information is also arranged into a hierarchy. The order of the time hierarchy is:

» Government Fiscal Year
* Government Fiscal Quarter
«  Week
» Day of Week
The Government Fiscal Year is made up of 4 quarterly accounting period quarters.

Each Fiscal Quarter is made of 3 accounting monthly periods (except for the final quarter, which
contains 4 accounting periods).

A week is made up of 7 days.

The Day of the Week is made up of a specific day (i.e. Monday, Tuesday, etc).
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5.0 Generating Product Performance Reports

5.1 Understanding Auto-prompts

Auto-prompts are used to select the specific elements that you want to see in a report. The three
main prompts you will see in the Product Performance Reports are Product/Service, Location
and Time. An example of the Product/Service Auto-prompt and a description of its labeled parts
are displayed below:
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E [ TpSaaml! -\-] i
'I.;|||1 Eloe
rtl Seicilipn Surmmsl 9 " 11
10
16
15 3 gy

a2 phoed v b PTGCE Tpes e |rr|l|<— 13

5.1.1 Parts of an Auto-prompt

1. Title Bar — Displays the title of the report that you are generating.

2. Auto-prompt links — These hyperlinks take you to each Auto-prompt screen to select criteria
for the report. Each link is numbered, allowing you to easily see how many prompts are
available on the report.

3. Selection Summary —Displays all selections made in each of the Auto-prompts.

4. Auto-prompt number and name — Displays the name and number of the Auto-prompt.

5. Instructions — Displays instructions for completing the step.

6. Qualify button— Displays another screen which allows you to set specific requirements that

must be met by the selected elements (for example, you can specify that a selected element
be “Greater Than,” “Less Than,” “Between,” etc.).
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10.

11.

12.

13.

14.

15.

16.

Hierarchy level — Displays the current level within the hierarchy. Allows you to move to
other levels in the hierarchy by selecting the preferred level from the drop-down menu.

Search box — Allows you to search for attributes within the elements box.
Elements box — Contains all the attributes that pertain to the hierarchy level.

Right-facing and Left-facing Arrows — Moves the selected attributes into or out of the My
selections box.

My Selections — Displays the Auto-prompt criteria that you have selected to build your
report.

Drill to — Allows you to select a drill level from the drop-down menu.
Drill button — Allows you to drill to your selected level.

Navigation path — Displays the folder links on which you clicked in order to reach the current
screen.

Cancel — Cancel your Auto-prompt selections and return to the report folder.

Execute Report — Generate the report from the selected Auto-prompts.
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5.1.2 Product/ Service Prompt

Use the Product/Service prompt to select the product(s) or service(s) that you wish to include in
your report. While all time prompts are similar, hierarchies available within each report may vary.
You can choose from the list of products in order to see data.

The following example is from the Delivery Success (Customer Data) report:

Delivery Success { Customer Data)

1

2 Salas b Seshins F

Py ]y
(Cpticnal)

report.

1 cetect product # service fOpianal)

Selact 1 or more Bemis. IF an item is notl selected all data hor |

Belect

[+ Qualify

Select time oerod

{Ciptrona)

Enter gtart date
(O tionad)

.:-.l'.l b= ' [ = 1=
(Cptionsi)

ORI O
{Cptional)

Rl
(Optional

-~ T ¢ & W

o] selection Summary

Sedect higrarchy level: |:'='I:'I:|IJE“'I 'L_ 1

Search for Prodect |

Move Product or

hiEhlﬁt Proguct sed drill;

Packags Saervicas
Primrity Mail
Standand Mzl

(1-4of 4)

»)
L]

Show my selechonds) n report;

7~

=== nuang ===

Sedact dnll laval; |-'*'|:-|:|U|:l: "':.lpt:-ﬂ Drill*_

NOTE: (1) The levels within the location hierarchy level drop-down menu are displayed. To
move to other levels within the hierarchy, you can select the desired hierarchy level from the
Hierarchy Level drop-down menu or (2) use the Drill feature to drill down.
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5.1.3 Location Prompt

Use the Location prompt to select data for particular location(s) that you wish to include in your
report. While all location prompts are similar, hierarchies available within each report may vary.

The following example is from the Delivery Success (Customer Data) report. This Auto-prompt
allows you to select a destination location:

Dilivery Buccess [ Customer Data)

Sedect fira D
Fondmsal)

Erbier gtant data
(ptiral]

Endar end date
{ Cmbal)

e [ EMpar
{Cmtanal)

3
4
5
6
7

StecE CUgtOTar
{optonal)

ﬂ Salaction S

E.EE"G'C: desftination iocation {Cptioral)

Baloct 1 or more [Bems. IF an Bem bs not selactad all dats for this prom

report.

_Select | _* Qualit
seier e |
Gelant herarchy level
Search for DEstnation Area | &

Mowve Destnaticn Ares or

hlii|iht Destingtan Area and drill;

EASTERN

—— nona -—-

GREAT LAKES (]
MNEW YORK METRO

MORTHEAS]

P&ACIFIC @
SOUTHEAST

SOUTHWEST

WESTERN

{1=9af9}

Ghow my selacrion(s) in repart

Selact orill leyel; [Destnation District =] Drill | @ |

NOTE: (1) The levels within the location hierarchy level drop-down menu are displayed. To
move to other levels within the hierarchy, you can select the desired hierarchy level from the
Hierarchy Level drop-down menu or (2) use the Dirill feature to drill down.
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5.1.4 Time Prompt

Use the Time prompt to select data for particular time period(s) that you wish to include in your
report. While all time prompts are similar, hierarchies available within each report may vary.

The following example is from the Delivery Success (Customer Data) report. This prompt allows
you to select a time period or enter a start and end date. It is highly recommended that you enter
either a time period OR a start and end date. Entering a time period AND a start and end date
could potentially return no data.

Dellvery Succass {Customer Data}

7] &Smectorodel s 3 Salect Bme pariod [Ootional)
%} Select 1 or more items. If an item is not selected all data f
report. Use either the time period prompt or the start and end
2 '\-Cn_l'ﬂﬁ"'::.'ﬁ-{!ll‘l,‘lﬂl’.ﬁ Baleet | =.'.'.'.: uuﬂ“f'f
{ Cpdiona!) Gelect hiararchy bevel: [GFY «— 1
Search for GFY: | i
4 Enfar sigrt ﬁE
IpoMﬁa” Mowe GFY or N .
highlight GFY snd drill: Ehiow my selectiond=s) in report:
(Opoianal ) Qct 2002- Sep 2003
Oct 2001- Sep 2002 E
E Salect shipper
{Optaansd )
? Sgigct cusiorrer E
{Optaansd )

| golection Bummary  |i1 - 3 of 3

Select drill level: [GFQ =] Drill f&——

NOTE: (1) The levels within the time hierarchy drop-down are displayed. To move to other
levels within the hierarchy, you can select the desired hierarchy level for the Hierarchy Level
drop-down menu or (2) use the Drill feature to drill down.
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5.1.5 Qualify Prompt

The Qualify Prompt allows you to set specific requirements that must be met by the selected
attributes.

The following example is from the Delivery Success (Customer Data) report.

Delivery Success (Customer Data)

§ SEeciapoucl/ 3 seiect time perind (optionsi)
E:piﬁ;a.f} Belact 1 or more items. If an item is not selected all data fc
raport, Use either the time period prompt or the start and end
Halact | [+] Quality <—] > I
Salact hierarchy bavel: [':'-F"I' "|<— 1
3
Search for GFY: | &)
4 En rt o
{Cptional) ::'WE ':‘:'EF':',:, Ll Show my selection{s) in report:
5 Enler end daie -== nong ---
(Cotional) Oct 2002- Sep 2003 EI
E - e ” Oct 2001- Sep 2002
{Cotional)
7 Select custormar E
{Cptional)
&  SelectionSummary | - 3 0f 3)
Select drill level: [SFQ 7] Drill|

Note: (1) Use the drop-down menu to select the hierarchy level that you wish to qualify, (2) Click
on the Qualify sign.
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The following screen will appear:

Dalivery Sisceass [Cusiomer [kala)

{ SN proghoy

et e .o e ST

3 Smlart e panod (Oonfone)

3

:;'::l:'::'\-:'\-'_.' Sabact 1 or mord items. 1T an Bam is nol sebactad all data for this prosopl sl be sh
- raport. Uea althar the tive peioed promgat or the start and ond date prompts.
E‘ ..—.'\-'-:-\; e DLl +| Boloct | pualily 1
v - ot
{ O tona)
3 HIBrSChy e /E-'l:in iy Sobscbords] im nepset
GF¥Inyg -—= [on& -——-
# EApar iard aate Is: |.-|
fice :
PR, Graatar Char =
5 [l e e e i
[Otroral) value \ lil
ﬁ i TR e '\
{ Do o)

[ Citaoraal!

1. Hierarchy Level — Select the hierarchy level that you want to measure.

2. Is — Select the type of comparison that you want to use with the number that you entered into

the Value box. These are the descriptions of the options in the Is drop-down menu:

Between — Enter two numbers separated by a semicolon in the Value box to find all
data between those two numbers.
Not between — Enter two numbers separated by a semicolon in the Value box to find

data outside of those values.
¢ Exactly — Similar to equal to, will match the string of characters entered into the
Value box exactly.
¢ Not exactly - Similar to equal to, will find anything that does not match what is

entered into the Value box exactly.

e Greater than — Finds any number greater than the number in the Value box.
e Greater than or equal to — Finds any number that is greater than or equal to the
number in the Value box.

¢ Less than — Finds any number less than the number in the Value box.

e Less than or equal to — Finds any number less than or equal to the number in the

Value box.

¢ Like — Finds any data that is similar to the values in the Value box.

¢ Not Like — Finds anything that is not similar to the values in the Value box.
¢ In — Finds any data matching items in a series of numbers in the Value box.
¢ Not in — Will find anything that is does not match the items in the series of numbers

in the Value box.

3. Value — The value that you want to use in the comparison.
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5.1.6 Shipper Prompt

Use the Shipper prompt to select shipper(s) to include in your report. Customers will be
restricted to viewing data solely for their shipper(s).

The following example is from the Delivery Success (Customer Data) report. This prompt allows
you to select shippers to view report results using the arrow buttons.

AHTiCE
(aptonal)

£ Bt g mgiion
el
{ Oy |

J i S penod
{opdnad)

o Coler itart daty
{ Cipton !

8 EEr sy onie
{ et}

ﬂ Fehec rpmper | Opbonad)
Holoot 4 or moro Hesnas, IFan Eam i ool seloched ol data for this promgd w8l he dhoem In tho

rEpnrt.
Anlprt E Guafiy
Saslect erarchy level; [Shpzer |
—
Sgarch for Shipper: | -

Wirel Shojilsai o
tigaghd Shppsr and ded

SHERER TW

EHPPER THREE
sHERER FIVE
i :

o s Y
O]

5| ftactinn Humenary

SHPPER EGHT
EHEEER I

{1 - 00 of BEny &

Sevlect drll bewel | Shipper Location B DHIIJ

] [9

Ehme miy sElectiions" in mpori
— g —-
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5.1.7 Customer Prompt

Use the Customer prompt to select customer information. Customers will be restricted to
viewing solely their customer data.

The following example is from the Delivery Success (Customer Data) report.
| telivury ocimes (Ouwtmme ity |

| B [ A Ralacl r SRR

I.;:;;I',';:m, Haslinil 1 anr pmvanesis RIS 10 s W rn b ol sesdes i all dlala Bor Ok e pf el lner suiveres fie Eloe

T Select st AT Wl + puniiy
e ! L Ay
i ) |ngiect himpatahy Ipwal [Cannmer 5

O e LTS neriee { -
 Cerameyd ! IRRECh o STy | #

4 Eodwes atert Saiw |
S b N Gharw my swmEsien(r) 1 repn

R e I -= Pire
L | |EUSTORER GME E

TR T TV
& eEEe DA e | Gin |:.:H|I:-'I'- Iu-'i.-
(i} USTOHEE R PO R
UETOIRER FraE |ﬂ|
USTOMER Si
| | Toa e ey
USTOMER EiGHT
| =
|.'-|1 WEimEl i HUirsginy }ja - =5 of ek M
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5.1.8 Selection Summary

The Selection Summary link serves as the final check to view selection criteria prior to executing
areport. You can modify selection criteria by clicking on selection prompts at any time.

Salect product
Serice
{Ootiona!)

Select destination
location
{Optional)

Sedect time perlod
v 3 {ontional)

4 Enter start dat
{Ootionsa!)

Enter and date
{Optional)

{ontionat)

Select custamer
Soptional)

Selection Summary

Delivery Success (Customer Data)

@ Selection Summary

Prompt 1: Select product f service
Your selection: Product In {First Class)

Prompt 2: Select destination location
Your selection: Destination Area In (EASTERN)

Prompt 3: Select time period
Your selection: GFY In {QOct 2003- Sep 20045

Prompt 4: Enter start date
Prompt not answerad

Prompt 5: Enter end date
Prompt not answerad

Prompt 6: Select shipper
Prompt not answered

Prompt 7: Select customer
Prompt not answerad

Version 1.0
57



USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

5.1.9 Selecting Report Criteria

Within each Auto-prompt, the data can be selected using the arrow buttons. Multiple selections
can be made using the right and left arrow buttons below.

Delivery Success [ Customer Data)

1 setecr product / service (Optional)

Select 1 or more items. If an ltem is not selected all data for th
repart.

r —
J ot dasman Select [ + Qualify
{Optional) Select hierarchy level: |Product
3 Sefect bme period D
{Optaanall) Search for Produwct:
4 Enter start date
; M P A 3
e highlight Praduct and dril Shaw my selection(s) in raport:
R Enter end date Proguct:
{Ontianal) Sranddard Mail First |:|.=5-=:
1 E Package Sarvices
6 Ssiect shiony
{Cptional}
7 Sefect customer |§I
{Optional)
2
] Selection SUmmary (1 - 4 of 4
select drill level: Product Types *| Drill |

To make report selection(s):

1. Highlight the selection(s).
2. Move selection(s) to “Show my selection(s) in report” (right hand window) using the right
arrow button. Report results will display only for First Class and Package Services.

A report selection can also be removed by highlighting the selection in the right hand window and
moving the selection back to the left hand window using the left arrow button.
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5.1.10 Selecting Report Criteria in

Within each Auto-prompt, the data available

Hierarchies

for you to select is arranged in hierarchies. Each

level down the hierarchy contains increasingly specific data. Multiple selections can be made for

data among hierarchies.

Dellvery Seoress [Cees oene Tats)

2 seect gestmaten iocaton [Opcans]

Salemrd | nr mores iEpmy 11 an ilsm is sl selecied all dake b Ehim promgt will b shomn in the

rupori.
elnei * 'E!!E"'l"ﬂ
Splnct heorarchy leval  DESORaton Afhs 4
g Select g peviod
[ Dprmna’] Gamr=h for Dastrabon drsa: £
¥ o n.-l'-:—:m iy DV OND0ON ANGE OF
| Dt} " . - - ]
heaghhght Dastmabhon fume e dnll; E:h:l rr_rr 1:l|_l-.-zq:n|_|| 1 g
N Eolor and dote CESTTAL METHD Lhes N LN Matienal
[DEtanial] EASTERM o AT TOAAL
i et D bnation Sres
§ aec shogar 'T"”"" IE' Reum itames thak matchat
{Dgtanad) PALIFIC. T at least 1 sslecton
7 SolecouneTer COLTHEAET L-!] A1 il T s O
it b b T = o
fOscana’| SOUTHWEST
WESTERN
B Belection Semmsry iy . 0 of 3|

Select ol layel:  Dekinanon

Damct ¥ Dl

NOTE: In this example, selections have been made to view data at a national level and for the
Great Lakes Area. MicroStrategy allows a user to view report results that include “at least 1
selection” or view report results for “selection exactly”. Selecting to view “at least 1 selection” will
return results for Great Lakes. Selecting “selections exactly” will return results for all areas

including Great Lakes.
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5.1.11 Selecting Criteria Using the Drill Feature

Each level down the hierarchy contains increasingly specific data. To reach the hierarchy level
that contains the data you wish to select, you will use the Drill feature.

{ Sed ooy )
ANTIOCE
¥R}

2 ENRCT O8RS [TSONEn
Bl
1 Oyt |

J i S penod
(o)

of G Sl dale
1 it !

5 EHEL sy ol
{Exnbngi)

T koo
O]

5| ftactinn Humenary

H Select ofapper | Ophone|
Holoot 4 or moro Hesnas, IFan Eam i ool seloched ol data for this promgd w8l he dhoem In tho
rEpnrt.

Anlpct

[ Gunfiy

Sarch Tor Shipper |

Hoee Shirsii o
ghi Shppsr e ded

SHERER TWi
EHPFER THREE
EHIPPER FOUR
SHIBRER Fivi
EHPAER EEVEN
SHIPPER EKGHT
SHIRFER HEE

{1 - nn pf ey &

5.1.12 Drilling in Auto-prompts

St mErnrhy B I'T“ fameaT I"l

Salect ool kpapl] | Shipper Loc .'l'l-\'.";'I DH"J

—

Ehme my seleciions) in mport
— [ —-

] [9

This feature allows you to move up or down within a hierarchy in order to select the data for your
report. Drilling in Auto-prompts allows you to select specific hierarchy levels before generating
your report. You can also drill in your reports after you have generated your report. Drilling in
reports is discussed in the Drilling section of this User Guide.

For reference, here is the Product/Service Hierarchy:

*  Product
e Product Type
. Product C

ategory

. Service Standards
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The following example is from the Delivery Success (Customer Data) report. To drill from the
Product level to the Service Standard level to select data for Commercial Priority Mail, follow
the steps below:

1 et progict [ eneios (Octons
Beiprt | ar o deme, 1 ge iles iy sl peiecied ail deia (ur Wis proepd will be daran m the reperd

2 Itnr,.li L—I.I-I.'ﬂ.‘\..ll.u.ll.l.ll | [ — | tw
3 P — S TRy Wp——y —— L
b4
2=l 1Y
J.:l
4 e Ziarp anis S Frw S daal
=T
5 e l-.l:lﬂ:! r-.?-:.;-?i‘:::- I Rida Py BEECTErEL) E1 SRELT
' = IFoest Clgess e
ﬂ e SO0 Pac Gl SO
== AT
ir Sl Saare =laulard Mad
SO DigrTar
| e
-
E Srpleylien Supemary
T 3
Sakim ol bawid) | PTOdUCT Tepea & _|H'HJ<—

|Digen

1. Highlight Priority Mail from the Product elements box. Do not move Priority Mail to the My
Selections box.

2. Select Product Types from the Select Drill Level drop-down menu.

3. Click on the Drill button.

All of the Product Types (Priority Mail—Commercial and Priority Mail—Retail) for Priority Mail are
displayed:

15:\-!::-—:..— rwrvron i Diobona!!

- Sefier] | e v Sers, 10 A e i sl peleaned sl £t D g e will e shoen o the peprist
- = | Ealwct | = {pealily
3 e TR T e Spbenl beewroly bewgl PYOdCE Types “(Nberad)” =
T el -
4 ETR EET G Sedroh Tea Bl ] Tepss o,
Fpooa]
Foter n TRt P g 5 i By BESCTRE | 1P PR
5 e m— daghd ool @ Tres aad dhd .."L-:;
8 e Prapiy bl - Baral =
Sl !J
D lETeT
? | Teror?
L]
Q Salaciinn Sanmars
£~ el F
alazt Sl lasal:| Product Cafecory | Dalll
| Ewecute Ruport
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You can drill down to Product Category as shown below:

T

Iy ermiue] / Forees | Grtiong

Salect ¢ a0 mars Aevia. IF as e s el selsarisd all deis for this grenp sill e shesn in e mpan.

= _ _ - il
2 IEI.I:...H.IHZI'_L'.E.I:L._" [ Belecl I ¥ paniify
J sfulificed Gsfinzi hinmechy bwal; | Predact Types ™[ bleesd]™ =
o]
‘ vl ie A Saarch fogr ot Treas =
[E=-d o W 4
Fiores Erocud Trpis =
P bl ki - . Ty machsin
ﬁ =TT fagtbgti Sresuct Typaa wd drd ==
e Fnenty Madl - Retal Rl |
? E T el {
el EI
El Fadarine Semmen
H-=&ol]} 6
Sefacs doll lewndi Piohocl Callegury n-r-|1

kST

Froouct

4. Click on Priority Mail--Commercial from the Product Types elements box.
5. Select Product Category from the Select Drill Level drop-down menu.
6. Click on the Drill button.

All of the Product Categories for Priority Mail—Commercial are displayed:

’-dnl: el | aEnecl Sl
Sedec) | ar meen o 11 e Ben s aed sclociod sl dale dpr this gromps will be shews in Be repod.

P ; - r
2 :EJ?.T!LML..LI.H Lu:.-: +w
3 =T Ty — |y S————— 1 T AT T L
[[n- ol T1] |
=
4 ofes Si8'T duiy | Bt Foa Pl i A o
[Cticasl] |
5 oo e Brsridttis ey e S 7
[ e
! s, : S L] w W vl o
§ immcshoee | |Pnanry Ml - Commancad - CropShip
[Cenanall | |
7 i :
=T !E
7] Scleglien Suminary
He-awim
Iaalean il bswsl | PROSUCT Tipss = ‘||_I'.__|
| ool | ]

7. Click on the desired Product Category (for example, Priority Mail—Commercial—Other)
from the Product Category elements box.
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8. Click on the right arrow button to move this to your My Selections box. Report results will
display only Priority Mail—Commercial—Other data.

Delivery Sucoass. | Castommes Data)

) Siect proguct / serwice [ Detiona)
Select 1 or meore iEems. If an item is mot selected all dats for this prompt will be 5
raport.

2 bination Select | I+ Qisalily

(] Sabect himranchy lewel: |Froduct Category “(fitered]=
3 (oA ) Saarch Tor Product Calegsiy: *'E
‘F W Mowe Produsct Category or S Fel

highlight Product Category and drill: - = :.:nlach:-n.i_ PO

o TR i
[ : L

{Cptionall
J S=lect ostomer lEI

[ Opbrona)

B Sabaction SUREMEY (1 - 2 of 2)

Suolect drill levei: |Product Types (= Drill |
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5.1.13 Using the “Search for” Field

There may be times when there are several listed in the elements box. Rather than scroll through
them all to locate the attribute that you want, use the Search field to find one or more elements in

a long list quickly.

The following is an example of how to search for ZIP-5 “20880” in the element box:

T Al bt 2 e derrnatan oeeibeen [Uptza]

= " 11]

Sefacl | ar moew tharme 1] e ffemn is nof selecied 1 dala 1o this gromes wmil b sheww in o reparl

' S
3 Sl Heen i LT — 1 Csmiatosn 2IP-5 = WRered]® =
4 B s | Sy i ol wuege -, 2(E3ED 2 47 2
== ST
g IIIMM#F:"'=l il e 5 ik A AR
.5 - i i| g Cemlanalins TR gl geid . e "wb.'." ’
e Gh T | | 2ie81 1 BE THESDS
L |§ 20813-51 Bni 8540 E
S e 2OLICEETIESDE
7 i | 3o 14-EETHESDN :
|| 201 B-CHIESY DHARE H
208 |- BETHESDS
|1 2917 BETHESDS
ﬂ Spleylipn Summary PO AT ot
|| 2070 THESDS =
TR
E:ﬂ-_l dnil bgegl | Custngomn TE-1 = Ol |
m Expiuly Eaporl
1. Enter “20880” in the Search for Destination ZIP-5 window.
2. Click the Search button (the magnifying glass icon).
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The match to the search criteria is displayed in the Origin ZIP-5 element box:

1' f;&é"’;.‘;—;"""' LT 25=l|-|:' camiwiion lepgion | Optoaal)
tapdEi d i deeee el H e A el el asleoned &l dais des e pramgil sl s sbeiwsi i i Pepie

_.-...---- = PR o R -I

Eadsct Fasrnrchy wwa:  C=vbnaton T18-5 = fbered [~ =
il |
f3pnmna l

Sasnch for Desiretson Z1P-9; | 20003

- i
o Search Results

Mire i Dl rabion 21F-5 o0
ghiight Ceatration T1F-1 aad 2k

~ & ot &
ok
i
B
E

)

Salact erifl lwwat | Desbruibon 291 = Dl

| Concwl | Freruie Ampart

NOTE: This is an exact match search, so if you are unsure of the exact ZIP, type fewer
characters rather than more. You do not need to type in the asterisk, as it is inserted for you
upon clicking the magnifying glass.
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5.2 Report Format

The system uses the “grid” type of report display format. The grid format is similar to a
spreadsheet, displaying data in rows and columns. An example of the grid report format is below:

P rensc: Pevimrasnar (Al Scimer Rrlarmane Satvie Fargsol: feieesst [aplsor - wicl =
g D pes rpwhs ek peb
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5.2.1 Parts of a Grid Report

1. Title bar — Displays the report title.

2. Navigation Path — Displays the navigation path taken to get to the current screen. In this
example a user clicked on Shared Reports and the Delivery folder.

3. Report buttons — Buttons to print, export to Excel, PDF, re-prompt, refresh, and save your
reports.

4. Report Menus (Report, View Data, Format) — Allow you to perform various manipulations of
data and format in your report.

5. Report Feature Information button (light bulb icon) — Provides a brief description on how
to use a feature.
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5.2.2 Report Menu

The Report Menu consists of the following:
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The following options are available on the Report menu:

 Go to Create Reports — Open the Create Report folder.

e Save As — Save the report to the My Reports folder.

*  Print — Print the report.

e Export — Export the report to Excel.

» PDF - Display the report in PDF format.

* Report Details — Retrieve the filter details and report information.

5.2.3 View Menu

The View Menu consists of the following:

REpail + Wi o Ddld + Formdl =
= Fé-lern'n Sigmnang

Page By Toahiamn [
# Shas Mani buttora

LT
Hypimres vulaen
Dpliversd Wi willim
C=slimaiiaan Hml Farven  Searvies
Fational  Frodect Calegary Piaes  Slasdard Slasdard
wmE @k =] [+ [ ] L[ =]

AL HATICMAL Peckais Ssrxite - Commeriial - PoroedSebed) DR | 1300
! ! Jackame Srraiies  Commesiial  Parceifeles DAW L 1A A2 L4 Rl 8537
(R Tarm FREEEAL  CHANIGMAL Packane Sereloes - Commenisl - FrrodScen D ] 185 159, 85,55%
| ] ) | Pk Sertin - Comimesylal - Paroi=ehel] DOW | A0S3IF P34 B0
Taial 45840 4006, 8. A

The following options are available on the View menu:

» Selection Summary — Display the selections from the Auto-prompts that were used to
generate the report.

* Toolbars — Display or hide the page nhumber and row/column count toolbars.

e Show Pivot Buttons — Display or hide the pivot buttons (sort, pivot left, pivot right, move
to columns, move to rows, page by).
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5.2.4 Data Menu

The Data Menu consists of the following:
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The following options are available on the Data menu

» Sort — Sort the column of data in ascending or descending order.

e Drill =Simple drill within a report.

» Select Data To Display — Select specific rows and columns of data to be displayed on
the report.

* Refresh — Update the data within the report.

 Re-prompt —Make changes in prior Auto-prompt selections.

e Totals — Display totals, subtotals, etc. on a report.
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5.2.5 Format Menu

The Format Menu consists of the following:
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The following options are available on the Format menu:

 Lock Report Headers — Lock headers at the top and/or side of a grid report so that you
can scroll through the data while retaining the headers.

* Merge Column Headers —Merge column headers that are repeated.

 Merge Row Headers — Merge row headers that are repeated.

* Outline — Display your report in an expandable and collapsible format.
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5.2.6 Report Feature Information Buttons

The Page By and Drill features contain information buttons that give a brief description of how to
use each feature. For more detailed information on how to use the Page By and Drill features,
access the Help folder or refer to the Page By and/or Drill sections of this User Guide.

Page By Information Feature
A light bulb icon appears next to the Page By title indicating that information can be obtained on
how to use this feature:
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Click the Page By Feature Information Button (light bulb icon) to display a brief description on
how to use the Page By feature.

The Page By Information screen appears in a separate window with a brief explanation of the
Page By feature:
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Click the Close button to close this window.
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Drill Information Feature

A light bulb icon appears next to the Drill title indicating that information can be obtained on how
to use this feature.

In order to see the icon for the Drill feature, the Simple Drill panel must be displayed:
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To display the Simple Drill panel, select Drill from the Data menu.

The Simple Drill panel is displayed:
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Click the Drill Feature Information Button (light bulb icon) to display a brief description of how
to use the Drill feature.
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The Drill Information screen appears in a separate window with a brief explanation of the Drill
feature:
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Click the Close button to close this window.

5.2.7 Report Buttons

To the right of the report title are a series of buttons that allow you to shortcut to the report tools.
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Each button is displayed below with an explanation of its function;

@

Print — Launch the Print Options Dialog window to create a printable version of the
report.

Export Data — Launch the Export Dialog window that allows you to export data to Excel.

3 |

PDF —Export a report to be viewed in PDF (Portable Document Format).

Re-Prompt — Return to Auto-prompt screen with all prior selections in the My Selections
box.

Refresh Data — Rerun the report with updated data.

£ E

Save — Launch a report save dialog to save the report in the My Reports folder.
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6.0 Customizing Product Performance Reports

6.1 Customizing Report Format

After generating your reports, you can use the following MicroStrategy reporting features to
customize the layout of your Product Performance Reports.

6.1.1 Lock Report Headers

This feature locks column rows and headers so that they will stay in view as you scroll across and
down a report.

Lock Row Headers
To lock your row headers, select Lock Report Headers > Lock Row Headers from the Format
menu. Your report will refresh with locked row headers.
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To toggle this feature on and off, select Lock Row Headers again.
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Lock Column Headers
To lock your column headers, select Lock Report Headers > Lock Column Headers from the
Format drop-down menu. Your report will refresh with locked column headers.
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A check mark appears if the feature is turned on.

Column Headers remain in view
as you scroll down the report.
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To toggle this feature on and off, select Lock Row Headers again.

Note: Lock Report Headers works only if Dynamic HTML is on. To set Dynamic HTML, see
General Preferences in the Options folder.
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6.1.2 Merge Report Headers

This feature makes reports more legible by combining repeated rows and columns. Rows and
columns are merged by default when you run a report.

Merge Row Headers
To merge your row headers, select Merge Row Headers from the Format drop-down menu.
Your report will refresh with merged row headers.
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A check mark appears if the feature is turned on.
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To toggle row merging on and off, select Merge Row Headers from the Format drop-down menu
again.

Merge Column Headers

To merge your column headers, select Merge Column Headers from the Format drop-down
menu. A check mark appears if the feature is turned on. To toggle column merging on and off,
select Merge Column Headers from the Format drop-down menu again.

Note: Currently, no Product Performance Reports require merging of columns.
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6.1.3 Outline

This feature makes reports more legible by indenting groups of related attributes and making
these groupings expandable and collapsible.

To enable outline mode, select Outline from the Format drop-down menu. Your report will
refresh in outline mode.
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A check mark appears if the feature is turned on.
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To toggle outline mode on and off, select Outline from the Format drop-down menu again.

Note: You can expand and collapse row groupings by clicking the +/- buttons (1), and you can
expand and collapse the report by level by using the numbered buttons (2).
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6.2 Customize Report Data

In addition to using MicroStrategy features to customize your report format, you can also use
them to customize your report data. Using the features described below, you can manipulate the
data and tailor your report to your needs.

6.2.1 Data Pivoting

This feature rearranges the columns and rows in a report so that you can view the data from
different perspectives.

To use data pivoting, select Show Pivot Buttons from the View drop-down menu. Your report
will refresh with data pivoting buttons on your grid, and you can use them to rearrange your
columns and rows.
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A check mark appears if the feature is turned on. To show and hide the pivot buttons, select
Show Pivot Buttons from the View drop-down menu.

These are the available pivot buttons:

=

Page By—Move this column to the Page By table

Move to Rows—Change this column to a row in the report

E Move to Columns—Change this row to a column in the report
.‘_

_..
Move Left/Move Right—Shift this column horizontally

]
":I:-ﬂ

Sort Data—Arrange column data in ascending or descending order
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6.2.2 Totals

This feature reflects accumulations at selected attribute levels. There are various totals available,

such as count, minimum, maximum, standard deviation, etc.

To display totals on a report, select Totals from the Data drop-down menu, then select the
desired category of Totals from the list. Select Subtotal or Grand Totals Only for the type of

total you choose. Your report will refresh with the selected totals listed.
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Note: If the report has only one attribute, Subtotals and Grand Totals will produce the same
result since totals are calculated across levels in you report.
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6.2.3 Page By

This feature selects and displays subsets of your data as separate pages. This feature is most
useful for extremely long reports.

To create page-by fields on a report, drag and drop the header(s) of the column(s) by which you
want to separate your pages into the Page By panel.

The following example shows how to view only the metrics for which the Great Lakes Area was
the destination on a Service Performance Matrix report:
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1. Drag and drop the Metrics header into the Page By panel. The Metrics drop-down menu
appears in the Page by panel:
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2. Select % of Volume within Service Standard from the Metrics drop-down menu.

3. Click Go. Your report will display only the % of Volume within Service Standard.
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You can place more than one object in the Page By field. To further narrow your data to view
only the % Failed Value for one product, follow these steps:

Ppge By f
Select ilmm rom drop-doan oemd s
Dy the daia for Hee dem n B drop-Soen menu will sppear m tha mpoct

Meincr- % af Ynlars sithn Sarecs Sraeded = gy Wi coimgary | =|._n .

Thanlinaiben S il Wahure milhen Servkoe
Harliursal Proghet Tl mowry el ard

I DN ATMEATE]  MATIGMAL R TTCes Commurcil Percefisbact DRMC 75 00%
Packans Services - Coomerchl - Percetsetacl DOl 0% 7%
W ) ¥

4. Drag and drop the Product Category header into the Page By panel. The Product Category
drop-down menu appears in the Page By panel, next to Metrics:
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5. Select one of the product categories (in this case, Package Services—Commercial—Parcel
Select DDU) from the Product Category drop-down menu (leave % of Volume within
Service Standard in the Metrics drop-down).

6. Click Go. Your report will display only the % Failed Volume for the Great Lakes destination
area.

Note: You can place more than one attribute in the Page By panel. The order of the objects in
this panel can influence the list of elements displayed for subsequent columns that you add to the
Page By panel.
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6.2.4 Select Data to Display

This feature selects specific rows or columns of data to be displayed on your report.

To select specific data, follow these steps:
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1. Click on Select Data to Display from the Data drop-down menu. Check boxes will appear
for all rows and columns of the report.
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2. Check the rows and columns you want to keep in the report.
3. Click the OK button. The report will refresh with only your selected data.

Note: Your original report and the report with selected data will appear as two separate reports
in your History folder.
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6.2.5 Sorting

This feature sorts data in ascending or descending order.

To sort your data, follow these steps:
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1. Select Sort from the Data drop-down menu. The Sort panel will display.
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2. Inthe Sort panel, select your desired sorting attributes from the Sort By drop-down menu.
3. Select the Ascending or Descending radio button for the given attribute.
4. If necessary, repeat this process for the Then By fields.

5. Click OK.

Quick Sort
Quick-sort columns by right-clicking on the header and selecting Sort > Ascending or
Descending:

Chrrrea | o
P g o Prvslue ] L viory
1 I (MATIONAL Pacesge Gendcee - [ammardnl - Farceloalact L 1
EsiCanding Eﬂmrjn‘nm_umm EarsCes el O] 14,R4F 14,140 9337w 33
PLEIRE | HATIOHAL B L s 150 055 11

fmliﬁﬂzﬁﬁ__'..ilﬂ'iﬁﬂu’il“!‘-‘l‘lﬁlm | IOGEE FRTIA AT 0P 37
Tetal 43,B63 44,0790 0640 3%

Version 1.0
82



USPS PRODUCT PERFORMANCE REPORTS USER GUIDE

6.2.6 Drilling

This feature allows you to see data at levels other than that of an original report. It allows you to
quickly and easily investigate the data in your report.

Left-Click and Right-Click Drill
Allows a user to quickly drill on data elements and attributes within the hierarchies that are
present on the report.
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1. Left-click on a hyperlinked element in your report to drill down one level. The resulting
data set will be filtered with only data for the element you select.

OR...

2. Right-click on a hyperlinked element in your report to display a pop-up menu from which
you can select a drill level. The resulting data set will be filtered with only data for the
element you select.

OR...

3. Right-click on a header in your report to display a pop-up menu from which you can select a
drill level. The resulting data set will be filtered with only data for the element you select.
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Simple Drill
This feature allows drilling in a similar manner to the right-click drill method, within the hierarchies
displayed on your report.
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1. Select Drill from the Data drop-down menu. The Simple Drill panel will be displayed:
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2. Select the level to which you want to drill in the To drop-down menus. (In the example
above, the user has selected to drill from Origin Area to Origin District.)

3. Notice that all rows have checkboxes in front of them. Check the boxes of the rows on which
you want to drill.

4. If you want to include the level from which you are drilling in your report, check the box next
to Include Selected Column in Report. If you leave this box unchecked, your report will not
show the column from which you drilled.

5. Click the Go button to display your report. Your report refreshes with the Origin District
information:
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Advanced Dirill
This feature allows drilling to a completely different hierarchy than those currently included in the
report.
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1. Right-click on your report and select Drill > More Options. The Advanced Drill panel will be
displayed:
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2. Select the hierarchy in which you want to drill from the list in the Select Hierarchy box.
3. Select the hierarchy level to which you want to drill in the To Hierarchy drop-down menu.

4. Notice that all rows have checkboxes in front of them. Check the boxes of the rows on which
you want to drill.

5. Click the Go button to display your report.
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6.3 Using Report Tools

After customizing your report format and data, there are several tools available to help you print,
export, save, and re-execute your report.

6.3.1 Print

To print your report, select Print from the Report drop-down menu or click the Print button.
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A pop-up Print Options window will appear; verify your print options and click Print.
The selection summary will print on the first page and your report will follow:
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6.3.2 Export
To export your report to Excel, select Export from the Report drop-down menu or click the

Export button.
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You will be asked whether you want to open the report immediately or save it; make your
selection and click the appropriate button.
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Note: (1) Clicking Open will open your report in Excel format in a pop-up window. You may then
make any modifications and save your report. (2) Clicking Save will open a pop-up window and
you can save your report without opening it.
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6.3.3 PDF

This feature allows you to export your report to Portable Document Format (PDF), which makes it
a read-only file.

To export a report to PDF, select PDF from the Report drop-down menu or click the PDF button.
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Note: To view PDF files, you must have Adobe’s Acrobat Reader software (version 4 or greater)
installed on your computer.
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6.3.4 Re-prompt

This feature allows you to modify your prompt selections in order to re-run a report.

To use the re-prompt feature, select Re-Prompt from the Data drop-down menu or click the Re-
prompt button.
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The first prompt for the report will appear, and you can change any of your selections prior to re-
executing the report.

Note: Once you re-prompt a report, your newly generated report will replace the old report in
your History folder.

6.3.5 Refresh

This feature allows you to re-run your report and update it with current data.

To use the refresh feature, select Refresh from the Data drop-down menu or click the Refresh

button. Your report will re-execute.
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6.3.6 Save

To save your report, select Save As from the Report drop-down menu or click the Save button.
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The Save Report window will appear:
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1. Type a name for your report in the Save Report As box.

2. If desired, type a description for your report in the Description box.

3. Select the format for your report. You have the following options when saving your report:

e Savereportin Report format (prompt selections cannot be changed)—This option
saves the report, but does not allow the user to re-execute the report with different
selection prompts.

» Savereportin Prompt format (prompt selections can be changed)—This option
saves the report, and does allow the user to re-execute the report with different selection
prompts.

e Savereport with all the embedded prompts— Currently, Product Performance
Reports do not contain embedded prompts. Thus, this save option functions in the same
way as the “Save report in Prompt format” option.

4. Click Save. Your report will be saved to the My Reports folder.
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6.3.7 Delete

To delete a report from the My Reports folder, select the My Reports tab and click the Delete
report link for the report that you wish to delete.
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Click Delete again on the Delete Confirmation screen, and your report is permanently deleted
from the My Reports folder.
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6.3.8 Report Details

The Report Details page lists information related to the report that can be useful when
troubleshooting problems. To access the Report Details screen, select Report Details from the
Report drop-down menu.
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The following information is available on the Report Details page:
* Report name
*  Total number of rows
»  Total number of columns
* Server name
* Report path
* Message ID
* ReportID
» Status
* Message created
* Message last updated
e Starttime
* Finish time
Owner
* Report description
 Template
*  Selection Summary
* View Filter
e Template Details
e SQL Statement
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7.0 Product Performance Reports

7.1  Product Performance Reports Overview

The Product Performance Reports provide service and delivery performance information. The
reports provide information regarding acceptance, receipt, processing and delivery of mail in the
Postal distribution and delivery networks. The Product Performance reports are located in the
Shared Reports folder. The following reports area available:

e Delivery Success (Customer Data)
*  Cumulative Delivery Success (Customer Data)

» Days to Deliver (Customer Data)
e Cumulative Days to Deliver (Customer Data)

» Days to Deliver—Parcel Select (Customer Data)
* Cumulative Days to Deliver—Parcel Select (Customer Data)

7.2  Delivery Success (Customer Data)

The Delivery Success (Customer Data) report provides information on how many days passed
between the first attempted delivery of a mailpiece and when it was picked up.

7.2.1 Screenshot

An example of a Delivery Success Report (Customer Data) is shown here.
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7.2.2 Report Attributes

The attributes on the Delivery Success (Customer Data) report are as follows:

Column Heading

Description

Total pieces scanned

Count of mailpieces with an attempted or delivered or arrival at
pick up scan.

Total pieces delivered 1%
attempt

Count of mailpieces with only a delivered event scan

% of pieces delivered 1%
attempt

Total pieces delivered 1% attempt / total pieces scanned

% of pieces redelivered /
picked up on same day

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 0 days

% of pieces redelivered /
picked up on day 1

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 1 days

% of pieces redelivered /
picked up on day 2

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 2 days

% of pieces redelivered /
picked up on day 3

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 3 days

% of pieces redelivered /
picked up on day 4

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 4 days

% of pieces redelivered /
picked up on day 5

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 5 days

% of pieces redelivered /
picked up on day 6+

% of pieces with an arrival at pick up point or attempted scan
and a delivered scan and the difference between the arrival at
pick up point or attempted and the delivered scan for 6 or more
days

% unclaimed

% of pieces with an arrival at pickup point or attempted scan and
a delivered scan and an unclaimed scan code.

% with no delivery of return

scan

% of pieces with an arrival at pickup point or attempted scan and
no refused scan and no such number, insufficient address,
moved, left no address, forward expired, addresses unknown,
vacant, unclaimed, deceased or other scan.

7.2.3 Selection Prompts

The Delivery Success (Customer Data) report includes the following selection prompts:

Time Period
Start Date
End Date
Shipper
Customer

NouokrwbE

Product / Service
Destination Location
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(Dtigin

7.3 Days to Deliver (Customer Data)

This service performance report provides service information from originating location by on time
percentage and percentage delivered by day. This report provides details on volume, volume
within service standard and volume delivered by day.

The Cumulative Days to Deliver (Customer Data) report contains attributes similar to the Days to

Deliver (Customer Data) report except that the data in each day’s column includes the pieces
delivered in the previous days.

7.3.1 Screenshot
An example of the Days to Deliver (Customer Data) report is shown here:

Count of | %of |
ill Yolume | Yolume %

\Deliversd| Within | within Deliversd % U % L [ L

elivered

Mail | Service |Service onSame | ed DeliveredDeliv d Delivered Delivered Delivered iuered' nDay 8

e L

National Product Category Pieces |Standard Standard Day |onDay 1 onDay 2 onDay 3 onDay 4 onDay 5 onDay 6 onDay 7| ormore

NATIONAL

Priority Mail - Commercial - Other 2,272,3482,068,996/ 91.05% 6.33% 4391% 39.20% 6.00% 209% 111% 0.50% D0.23%

0.44%

Priority Mail - Commercial - DropShip 15,360 13,937/ 90.68% 13.500h 41.94% 34.87% 4.370% 1.08%| 1.23% 0.53% 0.35%

L13%

Priority Mail - Retail - All 4,471,890/3,866,414) 86.46% 0.000) 11.97% 62.64% 18.96% 3.57% 1.52% 0.60% 0.27%

Total

0.38%

6,750,607/5,040,347 88.01% 2220 22.78% 54.73% 14.60% 3.07% 1.38% 0.57% 0.26%

0.40%
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7.3.2 Report Attributes

The attributes on the Days to Deliver (Customer Data) report are as follows:

Column Heading Description

Count of all Delivered Total number of mailpieces delivered

Mailpieces

Volume within Service Count of mailpieces with earliest stop the clock event on or

Standard before the scheduled delivery date/time

% of Volume within Service Percentage of mailpieces with earliest stop the clock event on or

Standard before the scheduled delivery date. (Total volume — failed
volume / total volume).

% Delivered on Same Day % of mailpieces that were delivered on same day.

% Delivered on Day 1 % of mailpieces that were delivered on day 1

% Delivered on Day 2 % of mailpieces that were delivered on day 2

% Delivered on Day 3 % of mailpieces that were delivered on day 3

% Delivered on Day 4 % of mailpieces that were delivered on day 4

% Delivered on Day 5 % of mailpieces that were delivered on day 5

% Delivered on Day 6 % of mailpieces that were delivered on day 6

% Delivered on Day 7 % of mailpieces that were delivered on day 7

% Delivered on Day 8 + % of mailpieces that were delivered on days 8 or more

7.3.3 Selection Prompts

The Days to Deliver (Customer Data) includes the following selection prompts.

Origin Location
Product / Service
Time Period

Start Date

End Date
Shipper
Customer

Group Results By

ONoOR~WNE
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7.4  Days to Deliver — Parcel Select (Customer Data)

This service performance report provides service information from originating Bulk Mail Centers
to Destination Delivery Units by on time percentage and percentage delivered by day.

The Cumulative Days to Deliver — Parcel Select (Customer Data) report contains attributes similar

to the Days to Deliver — Parcel Select report except that the data in each day’s column includes
the pieces delivered in the previous days.

7.4.1 Screenshot

An example of the Days to Deliver — Parcel Select (Customer Data) report is shown here.
Though not shown, this report continues up to 8 or more days.

Lrantul g ol |
Wl Yo %

Nekvered Wit | withn [elvers] % % 5 I L] iy
Ygj 'm1|.e SEraicE @ 1n| Lrllrrrl:u:ilr"rl -|1 erE [enmellshe [Hamr
S Fareland Pipres  SEAGH S LTI R N CTEN ST R R
PATFE _l_uhthﬁm-['mrqr:id-[!auhhdl_]“!-ﬂw | 1§ ER N ﬁ.'i'El'- I'l[ﬂ‘ IH[F-I (L% 1150 12508 JL7Ws
Telal L T A7M G20 DO0% 12.50% (U 1150 1250% JL7%

7.4.2 Report Attributes

The Days to Deliver — Parcel Select (Customer Data) report attributes are as follows:

Column Heading Description
Count of all Delivered Mailpieces Total number of mailpieces delivered
Volume within Service Standard Count of mailpieces with earliest stop the clock event on or

before the scheduled delivery date/time

% of Volume within Service Standard | Percentage of mailpieces with earliest stop the clock event on or
before the scheduled delivery date. (Total volume — failed
volume / total volume).

% Delivered on Same Day % of mailpieces with Attempt and Deliver scan on the same day
% Delivered on Day 1 % of mailpieces delivered on day 1.

% Delivered on Day 2 % of mailpieces delivered on day 2.

% Delivered on Day 3 % of mailpieces delivered on day 3.

% Delivered on Day 4 % of mailpieces delivered on day 4.

% Delivered on Day 5 % of mailpieces delivered on day 5.

% Delivered on Day 6 % of mailpieces delivered on day 6.

% Delivered on Day 7 % of mailpieces delivered on day 7.

% Delivered on Day 8 % of mailpieces delivered on day 8 or greater.

7.4.3 Selection Prompts

The Days to Deliver — Parcel Select (Customer Data) report includes the following selection
prompts.

1. Product/ Service

2. Bulk Mail Center

3. Time Period
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Start Date

End Date
Shipper
Customer

Group Results By

©No O A

8.0 Getting Help

8.1 Help Folder

To access the Help folder, click the Help link on the Home page. A separate browser window will
launch, and you will be able to search for help topics using the three tabs at the top of the screen.
Use the Index tab for alphabetical searching, the Contents tab for topical searching, or the FAQs
tab for Frequently Asked Questions.
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8.2  Context Sensitive Help Buttons
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Click the “X” button to close this window.
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8.3  Help Desk

If you need help or have questions about your account or registration process, please contact
Customer Support at 1-800-238-3150 (Mon-Fri 7:00 AM — 5:00 PM Central) or forward an email

to: incs@usps.gov.

If you have questions or comments about the Product Performance reports forward an email to:
rfisherl@email.usps.gov.
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