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Introduction 
BI360 Planning is an Excel-based data entry tool and a component of the BI360 Suite from Solver that is 

typically used for budgeting and forecasting. Planning can be used to store data entered directly into an 

Excel cell(s) and back to the Warehouse or with the assistance of the Planning data entry window. The 

data entry window assists users with data spreading, line item details, comparative analysis and several 

other input helpers.  

Who should read this Manual 
This manual is designed for all BI360 users, from administrators to end-users. Administrators may be 

responsible for tasks such as configuring the Planning templates and creating and managing 

Assignments. End users may be responsible for inputting data through the use of the Planning data 

entry window.  

Additionally, the Solver Knowledgebase is a great resource for information on this product. Inside the 

Knowledgebase you will find technical articles, how to and features of the product that you may not 

have been aware of. The Knowledgebase is constantly growing with new content added weekly.  

What is included in this Manual  
This manual is designed to give an in-depth understanding of how to use the features of BI360 Planning. 

The manual is divided in the following parts: 

1. Overview: Introduction to BI360 Planning.  

2. Configuration: Explanation of how to setup and configure Planning, such as setting up input 

templates and creating Assignments. 

3. Using Planning: Explanation of how to use the Planning data entry window, such as spreading 

data, entering line item details, and taking forms offline.  

Symbols and Conventions 
This manual uses the following symbols to make specific types of information stand out. 

Symbol Description 

 
The sunlight symbol indicates helpful tips, shortcuts, and suggestions. 

 

The warning symbol indicates situations we recommend to be aware of when 
completing tasks. Typically, this includes cautions about completing steps in their 
proper order or important reminders about how other information in BI360 may be 
affected. 
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Installation  
Please consult the BI360 Installation Guide for details on installing the Planning add-in. the Installation 

Guide can be found at http://support.solverusa.com/. Once logged into the Solver support site, click on 

the Downloads from the Solver Support site header. Under Current Versions will be a link to the 

installation documentation. 

 

ERP systems used by the organization must be integrated into the BI360 Data Warehouse 
so that Planning can access the proper data. Some of the integration methods include the 
following: 

¶ Direct import via the Data Warehouse Manager Interface import wizard. 

¶ Automated SQL Server Integration Services (SSIS). 

¶ Manual entry (useful when certain dimensions do not exist in the source system). 

Prior to using Planning, consult a Solver Consultant to determine the best method of the 
ETL process. 

 

Users must have access to the following locations. This is required because necessary configuration and 

storage files are found in these locations. 

1. C:\ProgramData\SolverBI360\Planning 

2. C:\Users\Username\AppData 

Notes: 
 ά¦ǎŜǊbŀƳŜέ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ǳǎŜǊ ƭƻƎƛƴ ƛƴ ǿƛǘƘ ²ƛƴŘƻǿǎ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ 

  

http://support.solverusa.com/
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Planning Overview 
BI360 Planning consists of an Excel ribbon, Assignment Task Pane, and a Planning data entry window; 

each of which is detailed below. All administrative and user sub-menus are accessible from the Planning 

ribbon. 

Planning Ribbon 
The BI360 Planning ribbon consists of the following tab groups (from left to right on the ribbon) 

 

1. Data 

a. Enter Data: Opens the Planning data entry window for spreading, comments, line-item 

details, comparative analysis and more.  

b. Save Data: Saves data for the current Excel sheet or the entire workbook.  

2. Tasks 

a. Assignments: Opens a task pane on the left side of the Excel screen where the end-

users can locate workbooks (e.g. a budget file) assigned to them by an administrator. 

b. Assignment -> Change default connection: Allows the user to select the database with 

Assignment information. Moreover, users can override the report connection by using 

ǘƘŜ Ψ!ŘǾŀƴŎŜŘ ƻǇǘƛƻƴΩΦ  

c. Take Offline: Active on a static Excel sheet. The user can click Take Offline to continue 

working on the input form (including Line Item Details) while disconnected from the 

server. Once the user is connected to the database, they can click on the Online button 

and then Save Data to the database. This feature embeds all line item details into the 

Excel sheet. The user may continue to use Planning except for the saving to the 

database. Please reference Deployment for more details on how to use Offline/Online 

feature.   

d. Highlight: When triggered, this feature will highlight rows that contain line item details.  

3. Configuration:  

a. Admin Panel: Opens a task pane where the administrator can create and change the 

settings for the workbook. The settings are related to how the Excel workbook writes 

data to the Data Warehouse and displays information in the Planning data entry 

window.  

4. Office Publisher: (optional component to convert Excel worksheets to Word/PowerPoint) 

a. Publish to Word: this option enables users to create tags to create Word documents 

based on the Excel worksheets. See the Office Publisher User Guide for more details.  
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b. Publish to PowerPoint: This option enables users to create tags to create PowerPoint 

presentation based on Excel worksheets. See the Office Publisher User Guide for more 

details. 

5. Help 

a. Settings: Change the font size of text in the Planning Window. 

b. Help: Connect to the Solver Support center where you can login to download the 

software, templates, documents and watch tutorial videos.   

c. About: Displays the version of Planning that is currently running as well as Solver 

contact information.  

 

The following will describe the features found in each tab group.  

Admin Panel 

Once the Admin Panel is opened, users will have four options: 

 

1. Configuration: Define the storage settings for the Planning sheet.  
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2. Assignments: Administrator can set up links to the Excel workbooks and supporting 

documentation that they want end users to see when users click Assignment in the Planning 

ribbon.  

3. Interface Settings: Administrators can configure how the Planning data entry window displays 

information. Also, optional features may be enabled and disabled here; such as comparative 

analysis, charting and the Line Item Details feature.  

This feature is inactive unless working with a Planning template. 

4. Data Settings. Administrators can configure a Reporting template to become a Planning 

template. Administrators map fields found on the Excel sheet that are required in order to store 

data back to the Data Warehouse database.  

Note: The feature below is inactive unless the user is working with a Planning template. 

Planning Data Entry Window 

The Planning data entry window (see image below) is an optional way of entering data into Excel. The 

window is accessible by clicking Enter Data. Users may type their information directly into Excel or they 

may enter data with the use of the Planning window. The data is saved back only to the Excel workbook 

after input and not to the database. Users must select Save Data to save the data back to the database. 

When designing input templates based on a monthly input format, the Planning window is a powerful 

tool for the following:  

1. Automatic spreading of numbers across many cells in Excel. Many spreading rules are available, 

ƛƴŎƭǳŘƛƴƎ ǊǳƭŜǎ ǘƘŀǘ Ŏŀƴ ǳǎŜ ǇǊƛƻǊ ȅŜŀǊΩǎ ŀŎǘǳŀƭ Řŀǘŀ ƻǊ ǎŜŀǎƻƴŀƭ ǘǊŜƴŘǎ ŀǎ ŀ ōŀǎŜΦ  

2. Input of text comments at the row or line item detail level.  

3. Input of multiple rows of line item details below a single row in Excel (e.g. the user can list many 

business trips that automatically will roll up to a single travel expense row in Excel).  

4. Automatic charting of the current row in Excel and comparison to another row with historical 

data.  

 

Assignments 

The Assignment feature within Planning enables Administrators to create assignments for end-users to 

complete. The assignments are typically the Planning template used for inputting budget and forecast 

figures. Assignments may also include references to most other file types such as Word, PDF and web 
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links. Assignments may be organized into folders of multiple-levels to create a workflow for users to 

follow.  

Below is a list of some of the features available through the Assignments feature: 

1. Easy access to Excel files and documentation.  

2. Users can view deadlines for each assignment. 

3. Assignments may be displayed to certain users only.  

4. Data storage is locked depending on the assignment status.  

5. Users may view general instructions related to each assignment.  
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Configuring BI360 Planning 
Planning requires minimal configuration to set up and use. The configuration is retained within the Excel 

workbook as the hidden tabs Data Settings and Interface Settings. Moreover, line item details and 

storage settings are stored in an XML file. It is important to note that numerical values and comments of 

the line item details are the only data values stored back into the database. Spread methods and 

percentage adjustments are not stored in the Data Warehouse and will not be available for viewing after 

saving the data.  

The following will guide users through making a connection, accessing the Admin Panel and configuring 

an Assignment. 

Connection Settings 
The first step in using BI360 Planning is to create a connection to the database. If a Planning template is 

opened, the connection associated with it will be inherited when Planning is opened. This connection 

will also be used when accessing Assignments or the Admin Panel  

If an end-user opens a blank Excel sheet and select Assignments, the end-user will be prompted for a 

connection.  

 

The dropdown arrow will populate all available connections that have been configured in BI360 

Reporting. If the connection should be the default connection for the Assignment information, then the 

Use as default connection option should be check marked. Otherwise this window will be prompted 

every time the user clicks on Assignment.  

Users may also override the Reporting connection setting within Planning. This may be necessary if one 

report is used to write back to multiple databases. Often times, the database containing the Assignment 

information is the same as the database BI360 Planning is writing back to. However, in special cases 

where the Assignment information is located on a different database, users may change the connection 

by clicking the arrow below the Assignment button on the BI360 Planning ribbon and selecting Change 

default connection.  

If the Administrator chooses to override the inherited report connection for storage, the Advanced 

feature may be used. The connection selected in the dropdown box will always be the connection used 
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to store the data. The database used for storage will always be displayed at the bottom of the Admin 

panel, as show in the image below.  

 

Admin Panel  
Once a connection to the database has been established, Administrators may access the Admin Panel. 

!ŎŎŜǎǎ ǘƻ ǘƘŜ !ŘƳƛƴ tŀƴŜƭ ƛǎ ƎǊŀƴǘŜŘ ōȅ ƎƛǾƛƴƎ ŀ ǳǎŜǊ άtƭŀƴƴƛƴƎ !ŘƳƛƴέ ǇŜǊƳƛǎǎƛƻƴǎ ŦǊƻƳ ¦ǎŜǊ 

Management in Data Warehouse Manager. Please reference the User Management section of the Data 

Warehouse Manager User Guide for more information.  

As previously mentioned, the Admin Panel has four core features available to the user: Configuration, 

Assignments, Interface Settings and Data Settings. The rest of this section will explain the functionality 

of each feature. 

Configuration - Storage Settings  

After the user selects Storage Settings, a new window will be displayed. From this window, users may 

configure the storage method for each sheet. Note that the Sheet selection dropdown box only 

populates sheet names that contain a configured data grid.  

There are two storage settings: 

1. Store Changes: Planning is designed to track input changes and dependent calculations within a 

single data grid. Planning keeps track of each change by storing the cell location within memory. 

This setting will help enhance performance when storing data by limiting the data stored back to 

the Data Warehouse. 

2. Force Storage: In certain scenarios, a budge template may be designed such that the input cell is 

not part of the same data grid where dependent calculations are located. For instance, if two 

grids may be configured on different sheets, where one grid may store detail data to an optional 

module and the other grid may store summary data to the GL module. If the detail inputted 

updates the calculations located in the summary grid, Planning will not track the changes. In this 

case, the Force Storage option will be required. Force store will store all cells within all Planning 

grids located on the worksheet.  

 

Note: Since this is the default setting, there is no need to change and save the 
setting unless Store Changes is required.  
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Planning has seven (7) flags stored in the sheet. They can be found in Row 1, columns 256-261. The 

following describes the functions of each flag.  

Column # Description 

1 The sheets encrypted password. This is referenced when templates are taken offline. 

256 

¢Ƙƛǎ ŦƭŀƎ ƛǎ ǳǎŜŘ ŦƻǊ ŘŜǘŜǊƳƛƴƛƴƎ ǿƘŜǘƘŜǊ ǘƘŜ [ƛƴŜ LǘŜƳ 5Ŝǘŀƛƭǎ ό[L5Ω{ύ ǎƘƻǳƭŘ ōŜ 

refreshed from Database or from the XML. When saving the data to database i.e. 

Save Current Sheet/Workbook  tƘŜ ŦƭŀƎ ƛǎ ǳǇŘŀǘŜŘ ǘƻ ΨлΩ ŀƴŘ ǳǇƻƴ ǎŜƭŜŎǘƛƴƎ Update 

9ȄŎŜƭ ǘƘŜ ŦƭŀƎ ƛǎ ǳǇŘŀǘŜŘ ǘƻ ΨмΩΦ ²ƘŜƴ ǊŜŦǊŜǎƘƛƴƎ ǘƘŜ [L5ǎ ǿŜ ŎƘŜŎƪ ǘƘŜ ŦƭŀƎ ǘƻ 

determine whether we have to get the LIDS from the database or from XML. 

258 

When Approval status is updated, the flag in this cell is set to 1. When we save the 

Řŀǘŀ ǿŜ ŎƘŜŎƪ ƛŦ ǘƘŜ ŦƭŀƎ ƛƴ ǘƘƛǎ ŎŜƭƭ ƛǎ ΨмΩ and only then do we update the Approval 

status in the database. 

259 

This flag is used for enabling/disabling the Save button. In case of Store changes 

ǿƘŜƴ ŀƴȅ ƻŦ ǘƘŜ ŎŜƭƭǎ ŀǊŜ ŜŘƛǘŜŘ ǘƘƛǎ ŦƭŀƎ ƛǎ ǎŜǘ ǘƻ ΨмΩ ŀƴŘ ǘƘŜ ǎŀǾŜ ōǳǘǘƻƴ ƛǎ ǎŜǘ ǘƻ 

Enabled. 

260 

This flag is used to clear the in-memory edited cells changes. In case of store changes 

the edited cells data is stored in the memory, however when a report is re-executed 

(without saving the data), the edited cells records need to be cleared from the 

memory. 

261 
This flag is used by the application to detect whether the Planning window was 

closed when the report was re-executed. 
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Planning Settings 

Introduction 

In order for BI360 Planning to fetch and store data back to the BI360 database from Excel, the user must 

ŎǊŜŀǘŜ άtƭŀƴƴƛƴƎ {ŜǘǘƛƴƎǎέΦ tƭŀƴƴƛƴƎ {ŜǘǘƛƴƎǎ ŀǊŜ ŎƻƳǇƻǎŜŘ ƻŦ ǘǿƻ ŎƻƳǇƻƴŜƴǘǎΣ ǘƘŜ 5ŀǘŀ {ŜǘǘƛƴƎǎ ŀƴŘ 

the Interface Settings. By configuring the Planning Settings, the user is converting their Reporting 

templates into forms that can store data back to the BI360 database and do advanced budgeting such as 

Line Item Details.  

 

It is recommended to keep Reporting templates separate from Planning templates. One 
template should not be used for both storage back to the BI360 database and to do 
monthly reporting.  

 

The Planning Settings require the use of Row1 and Column A. These cells must be clear 
of all content.  

The Data Settings menu allows the user to define the dimensions and the data to be stored back to the 

BI360 database.  

The Interface Settings menu is used to configure the Planning Data Entry Window, also referred to as 

the Planning Window. This window displays one row at a time and is only available when enabled in the 

Data Settings and configured in the interface settings.   

 

The Planning Window is built to work with templates built for monthly budgeting and is 
not designed for daily budgeting templates.   

 

  



 

Copyright© Solver, Inc.   Page | 14 Planning User Guide 

 

Data Settings 
The Data Settings are used to map where values to be stored back to the BI360 database are located on 

the Excel sheet. Each sheet can consist of multiple Data Grids, keeping in mind that the more Data Grids 

per sheet, the slower data storage will be. A Data Grid is a single set of data to be stored back to the 

BI360 database.  

It is recommended to plan out the design, function and goals of each Planning template so that the form 

is easy to create, maintain and has good performance.  

Data Settings requires ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ άƛƎƴƻǊŜ ǎȅƴǘŀȄέ ǿƘƛŎƘ ǘŜƭƭǎ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ ƛƎƴƻǊŜ ǾŀƭǳŜǎ ŦƻǳƴŘ ƛƴ 

ŀ ǇŀǊǘƛŎǳƭŀǊ Ǌƻǿ ƻǊ ŎƻƭǳƳƴΦ ¢ƘŜ ƛƎƴƻǊŜ ǎȅƴǘŀȄ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ǿƛǘƘ ŀƴ άLέ όƻǊ άƛέύ ǇƭŀŎŜŘ ƛƴ ǘƘŜ 

corresponding row 1 or column A that contains data to be ignored. As an examǇƭŜΣ ǘƘŜ ά¢ƻǘŀƭέ ŎƻƭǳƳƴ ƻŦ 

the Planning template contains a value that will not be stored back to the database. To tell Planning not 

ǘƻ ǎǘƻǊŜ ǘƘŀǘ ǾŀƭǳŜΣ ǇƭŀŎŜ ŀƴ άLέ ƛƴ !І ǘƘŀǘ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ ǘƘŜ ¢ƻǘŀƭ ŎƻƭǳƳƴΦ ¢Ƙƛǎ ŎƻƴŎŜǇǘ ǿƛƭƭ ōŜ 

discussed in more detail in the Exercise portion of this user guide.  

The Data Settings menu contains three sections: 

1. Data grid header information 

a. Users can create a user defined name for the data grid, set the module the data grid will 

store data to, map the cells where value to be stored back to the database will be 

referenced, add optional dimensions and enable the Planning window.  

2. Dimension mapping 

a. Users map the dimension references to the Excel cells. 

3. Writeback field mapping 

a. Users map the storage field references to the Excel cells.  

These features will be discussed later on in this section. 

Data Settings Window 

To access the Data Settings window, click Admin Panel found in the BI360 Planning ribbon. Once the 

Admin Panel has opened, select the Data Settings tab found at the bottom of the Admin Panel. If the tab 

is greyed out, it is because the file that is open is not a BI360 Reporting template.   

 
An Excel sheet must be open in order to open the Admin Panel. 

 

Upon clicking the Data Settings tab, the sheets currently available in the Excel workbook are visible. 

Right click on the sheet that will be used for budgeting and click New Settings to open the Data Settings 

menu.  
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If Data Settings already exist, click the arrow icon to the left of the sheet name to expand the list of all of 

the created data grids. Double click (or right click- View Settings) the specific Data Settings to view its 

configuration.  

 

Once the Data Settings menu has opened, the user will see the following interface.  
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The menu can be divided into three sections as mentioned before. The first section, the data grid 

header, displays global Data Settings information.  

 

The top section displays the name of the sheet that the Data Settings is being configured for. The 

following is a description of the other available fields.  

Field Description 

Grid Title A user defined name given to describe the specific Data Grid. When 
creating the grid title, consider being specific about the grid name 
when multiple data grids will be created.  

Enable Planning Window Set the Planning Window to enable or disable by using the drop down. 
If it is desired that the user enter budget numbers directly into Excel, 
ǘƘŜƴ ǘƘƛǎ ŦƛŜƭŘ ǎƘƻǳƭŘ ōŜ ǎŜǘ ǘƻ άbƻέ όŘŜŦŀǳƭǘύΦ LŦ ƛǘ ƛǎ ŘŜǎƛǊŜŘ ǘƘŀǘ ǳǎŜǊǎ 
will need advanced budgeting feature such as even or quarterly spread 
and graphical line item details or graphical analysis, then set this option 
ǘƻ ά¸ŜǎέΦ  

Module The module dropdown will display all available modules as configured 
in the BI360 Data Warehouse Manager. Once a module has been 
selected, the dimensions that are set to mandatory are automatically 
populated in the window.  

Writeback Grid Range The Writeback grid range is the Excel cell range where users will be 
entering budget numbers. This range of cells is typically the cells for 
direct input or where calculated values will be created and need to be 
stored back to the BI360 database.  
 
This range should include all values, comments and user defined fields 
specified for that grid. The grid range can contain multiple different 
storage values which will be mapped in the Writeback. 

Optional Dimensions Optional dimensions are those dimensions that have been added to the 
module but are not mandatory. Select the dimensions that will 
necessary for storage for the data settings being configured. 

 

 

The Writeback Grid Range should include a row that will always render. If you map the 
first row where data will appear, it is possible that BI360 application security may 
prevent this row from loading and resulting in an error message. This concept will be 
explained in detail in the Example section. 
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The next section of the Data Settings menu is the dimension mapping section. Here, users map the 

dimension references to the Excel Sheet. 

 

There is one field that needs to be filed out, Cell Reference. The Reference Type column will auto-

populate the proper reference type based on the cells selected.  

Field Description 

Dimension A list of all dimensions selected for this data settings. This includes both required 
and optional dimensions.  

Reference Type Reference type defines how the dimension will appear on the sheet.  

¶ Row: The dimension will render on each row. Typically account codes 
are rendered per row. A row reference type occurs when two rows are 
selected for the dimension. 

¶ Column: The dimension will render in each column. Typically periods are 
rendered per column. A column reference type occurs when two 
columns are selected for the dimension.  

¶ Sheet: The dimension is a global dimension and applies to all 
transactions. Category is typically a global dimension. A sheet reference 
type occurs when only once cell is referenced. 

Cell Reference Users have a couple ways to reference the dimension. They may click the lookup 
icon and the select cells, click the dropdown arrow and select a dimension using 
the Lookup DIM Code or they may type in the dimension code into the textbox.  

 

It is recommended to have as many Sheet Reference types as possible. This increases 
storage performance.  
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The bottom section of the Data Settings menu is the writeback field mapping. Here, the user references 

the cells where the values and/or text that will be stored back to the database will exist on the Excel 

sheet  

 

The following is a description of the fields that are available.  

Field  Description 

Writeback Fields Click the dropdown to view and select all available modules attributes. Select 
only the module attributes that relate to the dimensions mapped above. 

Field A list of all module attributes that have been added. 

Cell Reference Click the lookup icon to map the cell reference where the module attribute 
can be found. Keep in mind that if the report is expanding, then you need to 
map this module attribute one cell over and/or down.  
 
By default, Amount is populated with the writeback grid range mapping. If 
there are more module attributes that have been added to this section, then 
it is important to edit the Amount mapping to only reference where Amount 
exists on the Excel sheet.  

Retain Zero Values Select this option if it is necessary for the data settings to ǎǘƻǊŜ άлέ ōŀŎƪ ǘƻ 
the database. This feature is per Data Settings and does not affect other Data 
Settings that have been configured for the sheet. This option is not selected 
by default.  

¶ ¢Ƙƛǎ ŦŜŀǘǳǊŜ ƻƴƭȅ ǎǘƻǊŜǎ άлέΦ LŦ ǘƘŜ ŎŜƭƭ ƛǎ ōƭŀƴƪ ǘƘŜƴ ǘƘŜ ǾŀƭǳŜ ǿill not 
ōŜ ǎǘƻǊŜŘ ŀǎ ŀ άлέΦ LŦ ȅƻǳ ƘŀǾŜ ŀ άлέ ƛƴ ŀ ŎŜƭƭ ŀƴŘ ŎƭŜŀǊ ǘƘŜ ǾŀƭǳŜ ƻǳǘ 
of the cell, the value will be removed from the database.  

¶ άлέ ǾŀƭǳŜǎ Ŏŀƴƴƻǘ ōŜ ǎǘƻǊŜŘ ŀǘ ǘƘŜ [ƛƴŜ LǘŜƳ 5Ŝǘŀƛƭ ƭŜǾŜƭΦ  
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Interface Settings 
The Interface Settings menu is used to configure what is displayed in the Planning window. The Interface 

{ŜǘǘƛƴƎǎ ƻǇǘƛƻƴ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ŦƻǊ Řŀǘŀ ƎǊƛŘǎ ǘƘŀǘ ƘŀǾŜ ǘƘŜ 9ƴŀōƭŜ tƭŀƴƴƛƴƎ ²ƛƴŘƻǿ ǎŜǘ ǘƻ ά¸ŜǎέΦ ¢ƘŜ 

mappings that are added in this menu only refer to the information displayed in the Planning Window 

and does not affect the data that is stored back to the BI360 database.  

 

The Planning Window is built to work with templates built for monthly budgeting. It is 
not designed for daily budgeting templates.   

 

The Interface Settings window is divided up into 4 tabs. Each tab represents a different component of 

the Planning window and may be disable or enabled (if available). Each section will be described in more 

detail late on in this section.  

1. Input Grid Component  

a. Configure the input grid component of the Planning window where data will be stored 

back to the BI360 database 

2. Comparative Grid Component  

a. Configure the comparative grid component of the Planning window.  

3. Chart Grid Settings  

a. Configure the charting component of the Planning window. This grid will create a visual 

analysis of the desired fields.  

4. Additional Settings  

a. Configure the Planning window slider and choose whether or not to display comma 

separators. 
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Interface Settings Window 

To view the Interface Settings, click on the Interface Settings option found in the Admin Panel. Expand 

on the sheet that Data Settings were previously configured for and double click (or right click -> View 

Settings) to open the Interface Settings menu.  

 
As mentioned above, it is recommended to select rows that will always render. 

 

 

The below Interface Settings menu will appear in the center of Excel.  

 

There are four tabs to become familiar with. The following is a brief description of each tab.  
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Tab Name Description 

Input Grid Settings Configure the input grid component of the Planning window. This grid 
references the data entry section of the Planning Template. This field 
is always enabled.   

Comparative Grid Settings Configure the comparative grid component of the Planning window. 
This grid references data that is to be compared to the input grid. 
Typically, the data mapped here is the Prior Year Actuals or Budget.  
 
The number of cells referenced here must match the number of cells 
of the input grid.  

Chart Grid Settings Configure the charting component of the Planning window. This grid 
will create a visual analysis of the desired fields. Typically, this will be 
the input and comparative data, but users have the ability to have up 
to six data series in the charting component.  
 
Additionally, there are different chart types:  

¶ Line 

¶ Spline 

¶ Stacked Line 

¶ Column 

¶ Data Grid 

Additional Settings Configure the Planning window slider and turn on comma separators.  
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Input Grid Settings 

The first tab, the Input Grid Settings, should be mapped to the cells that have been referenced in the 

Data Settings. This is because user will use the Planning window and its advanced budgeting features to 

paste values into these cells and store them back to the BI360 database.  

 

The following are descriptions of each of the available fields: 

Field Description 

Enable Input Grid Component Enabled by default. This is a mandatory feature of the Planning 
Window.  

Enable Custom Spreading Select this field to enable custom spreading within the Planning 
Window. Custom spreading works by reading the number of 
periods per fiscal year and then dividing the value entered by the 
number of weeks per period to get the proper distribution.  

Display Label A user friendly name for the input grid of the Planning Window 

Column Labels to Display Reference the columns to be displayed in the Planning Window. 
This is typically the Periods. 

¶ If using expanding columns, remember to select one extra 
cell to the right to account for expansion during run time. 

¶ This must match or exist within the number of columns 
referenced in the Period mapping of the Data Settings.  

Row Labels to Display Reference the row(s) to display in the Planning window. This is 
typically the Account and Account Description rows. Users may 
reference one or two cells that are on the same row. 

Data to Display Reference the rows where data should be pasted from the 
Planning Window to the Excel sheet. This is typically the first row 
of the cells mapped in the data settings.  

Line Item Detail Enable or Disable the Line Item Details feature of the Planning 
Window. 
Line Item Details allow users to input details about a transaction 
to sum up to a value. The Line Item Detail and the Summary data 
are both stored back to the database.  

Display Decimal Places Define the number of decimals to display and to store back to the 
BI360 database. By default this value is set to 0 but may be set to 
16 decimal places.  
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Comparative Grid Settings 

The second tab of the Interface Setting is the Comparative Grid Settings. This allows users to configure a 

portion of the Planning Window that is typically used to display comparative data to the Input Grid 

Settings.  

Click Enable Comparative Grid Settings Component to enable the feature and map the fields.  

 

The following are descriptions of each of the available fields.  

Field Description 

Enable Input Grid Component Click to enable the feature.  

Minimize by default Select this field to keep this component of the Planning window 
minimized by default. By selecting this feature, the data is minimized 
upon opening the Planning Window, make better use of the space 
for the input grid component. When the user is ready to view the 
comparative data, they may expand the comparative grid 
component.   

Display Label A user friendly name for the comparative grid of the Planning 
Window. 

Column Labels to Display Reference the columns to be displayed in the Planning window. This 
is typically the Periods. 

¶ If using expanding columns, remember to select one extra 
cell to the right to account for expansion during run time. 

Row Labels to Display Reference the row(s) to display in the Planning window. This is 
typically the Account and Account Description rows. Users may 
reference one or two cells that are on the same row. 

Data to Display Reference the rows where data should be pasted from the Planning 
Window to the Excel sheet. This is typically the first row of the cells 
mapped in the data settings.  

Display Decimal Places Define the number of decimals to display and to store back to the 
BI360 database. By default this value is set to 1 but may be set up to 
16 decimal places.  
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Chart Grid Settings 

The third tab of the Interface Settings in the Chart Grid Settings. This section allows users to configure 

different types of charts for visual analysis. The user may have up to six data series to be displayed in a 

single chart.  

Click Enable Chart Grid Settings Component to enable the feature and map the values.  

 

The following are descriptions of each of the available fields.  

Field Description 

Enable Chart Grid Component Click to enable the feature.  

Minimize by default Select this field to keep this component of the Planning window 
minimized by default. By selecting this feature, the data is 
minimized upon opening the Planning Window, make better use 
of the space for the input grid component. When the user is ready 
to view the comparative data, they may expand the comparative 
grid component.   

Chart Label A user friendly name for the charting grid of the Planning window. 

Chart Type Select the default chart type. Upon opening the Planning window, 
the chart type selected here will appear. All other chart types will 
be available in the Planning Window.  

¶ The chart types available are 
o Line 
o Spline 
o Stacked Line 
o Column 
o Data Grid 

Legend Position Define where the chart legend will appear in the charting 
component of the Planning window 

Period Labels Reference the rows where the periods to be shown in the chart 
are located.  

¶ If using expanding periods, remember to select one more 
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cell to the right take account for expansion.  

Data Series X Reference the first row where data to be rendered in the chat 
exists on the Excel sheet. 

Data Series X Label A user defined name to describe the data that has been mapped 
for the data series. Users may either type in a name or they can 
reference a particular cell (only one cell).  

Add More Series Click this option to display 4 more data series. Not all data series 
must be filled out.  
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Additional Settings 

The fourth section of the Interface Settings menu is the Additional Settings. This section displays general 

Planning Window settings. 

 

Field Description 

Percent Adjustment Range The Planning Window has the ability to do percent adjustments 
(increases and decreases) on the data displayed. Define the range 
that users may increase or decrease the numbers for the current 
data settings.  

Percent Adjustment Intervals Define the intervals at which users may move the percent 
adjustment. Users may move the slider in intervals of .5% or 10% 
for example.  

Use 1,000 Separator (,) Enable commas to be displayed in the Planning Window.  
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Assignments 
BI360 Planning allows a user, typically an administrator, to assign individual assignments to the users of 

the Planning application. The assignments are typically a Planning template used for inputting budget 

and forecast figures. Assignments may also include references to most other file types, such as Word, 

PDF and web links. Assignments may be organized into folder of multiple levels to create a workflow for 

users to follow. Assignments allow administrators to: 

1. Ensure that budget numbers are submitted on time by defining a deadline for each assignment. 

2. Easy and centralized location for administrators to distribute templates.  

3. Control file access through the Planning Assignments window. 

4. Assign specific parameters for users to save data to.  

5. Administrators may assign themselves or another user as an approver of the assignment.  

Additionally, with Web Portal, after an assignment is submitted it becomes available in Web Portal for 

full collaboration. Please contact a Solver Sales representative for more information 

(sales@solverusa.com).   

Users will find detailed instructions on how to create an assignment. This includes:  

1. Creating an assignment with no options selected. 

2. Creating an assignment with Assignment Submission. 

3. Creating an assignment with Assignment Submission and Approval. 

4. Creating an assignment with Workflow. 

  

mailto:sales@solverusa.com
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The Interface 

Assignments consist of two menus, the Assignments Wizard accessed from the Admin Panel and the End 

User Assignments window accessed from the Assignments button found in the BI360 Planning ribbon. 

The two interfaces have been designed to be easy to use and configure. Below is the final page of the 

assignments configuration wizard. The details of this page will be described below.  

Assignments Wizard 

 

The final page of the Assignments Wizard is shown above. On the left hand side, users configure each 

assignment. On the right hand side, a summary of each assignment is shown. Users can Copy, Edit, 

Delete and Search for a particular assignment related to this Assignment Package.  

More details on this screen and the other screens that make up the Assignments Wizard will be provided 

later on in this User Guide.  
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Assignments Window 

 

The End Users Assignment Interface, also known as the Assignments Window, is shown above. This is 

the centralized location for a user to view all assignments assigned to him or her. This window also 

displays assignment details such as instructions, start and end date and the status.  

More details about this section will be provided later on in this user guide.  
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Creating an Assignment 
The following will guide users through creating an assignment. 

1. From the BI360 Planning ribbon, select Admin Panel. 

 

Access to the Admin Panel is based on User Security that has been configured in the Data 

Warehouse Manager. If you do not have the right permissions, the Admin Panel button will be 

greyed out. Select Assignments.  

There is an Assignment that has been created with the instŀƭƭŀǘƛƻƴ ŎŀƭƭŜŘ ά!ǎǎƛƎƴƳŜƴǘмέΦ ¦ǎŜǊǎ 

may use this Assignment or they can create their own. This guide will take users through 

creating their own Assignment.  

2. To begin, click Add Assignment. A popup will appear prompting for an Assignment name. For 

this demƻΣ ǿŜ ǿƛƭƭ ǳǎŜ άtƭŀƴƴƛƴƎ 5ŜƳƻέΣ ōǳǘ ŀƴȅ ƴŀƳŜ Ƴŀȅ ōŜ ǳǎŜŘΦ ²ƛǘƘƛƴ ǘƘŜ 9ƴŘ ¦ǎŜǊǎ 

Assignment interface, assignments are displayed in a tree order with four levels. This name is 

the top level of the tree.  

 

 

 Assignment names cannot be more than 255 characters.  
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Click Ok once you have entered in the desired name. A popup will inform the user that the 

Assignment Name is saved. It will also appear in the Assignments pane.  

 
3. Right click on the Assignment and select New Assignment to open the Assignment Wizard.  

 

 
 

Feature Description 

New Assignment Opens the Assignment Wizard to create and modify Assignments 

Delete Assignment 
Deletes the Assignment and all assignments associated with it. A confirmation 
window will appear asking the user to confirm this deletion.  

Rename Allows user to rename the assignment. 

 

4. On the first page of the Assignments Wizard, users configure the Assignment Package. The 

Assignment Package can be thought of as a container where template(s) are added and users 

are assigned to the template(s). In practice an Assignment Package can consist of all Budget 

templates or one Budget template such as a Revenue form. In this walk through, we will call this 

ǇŀŎƪŀƎŜ άtƭŀƴƴƛƴƎ 5ŜƳƻέΣ ōǳǘ ǎƻƳŜ ŜȄŀƳǇƭŜǎ ƻŦ ƻǘƘŜǊ ǇŀŎƪŀƎŜ ǘƛǘƭŜǎ ŎƻǳƭŘ ōŜ ά.ǳŘƎŜǘ 

TempƭŀǘŜǎέ ƻǊ άtϧ[ CƻǊƳǎέΦ 



 

Copyright© Solver, Inc.   Page | 32 Planning User Guide 

 

 The package title cannot be more than 255 characters.  

 

After providing a Package Title, users can add templates by clicking the Add Template button. 

This opens a files browser where users can select file(s) to be added to the package. Add as 

many files as desired. Many file types may be added including, but not limited to:  

¶ .xlsx 

¶ .docx 

¶ .ppt 

¶ .pdf 

¶ .jpeg/.png 

 

 

 
Files should be saved to a location that all users using Assignments have access to. This is 
typically a shared drive within the organization.  

  

5. After selecting files, the administrator may add instructions that are visible from the 

Assignments Window to all users. This is not a mandatory field. 

 Instructions are limited to 3,000 characters 

 

6. Users have three options that they may select for the Package type, although no selection needs 

to be made to move onto the next page of the Assignments Wizard. 
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Package Option Description 

Assignment Submission 
Check this option to enable assignment submission and tracked 
parameters. Tracking parameters allows an administrator to assign 
specific parameter to a user for saving data and submission.  

Assignment Approval 

Check this option to enable assignment approval. This is a limited 
approval where an administrator may assign only one user as an 
approver of the budget. After submission, from the End User 
Assignments pane, an approver may approve or reject an assignment. 
Features such as comments are not available with this approval option.  

Advanced Workflow 
(Web Portal) 

This feature is enabled with the purchase of Web Portal. Selecting this 
option sends the Assignment from Excel to Web Portal application for 
full collaboration (including comments, email notifications and 
documents) and a full approval can take place with multiple approvers 
and reviewers.  

 

7. By clicking View Status, the Administrator may view the status off all assignments in this 

Assignment Package. This menu displays the Assignment, file name, parameters and the status.  

a. If the status is in red text, the assignment has passed its end date (expired).  

b. If the status is in black text, the assignment is still available and has not passed the end 

date.  

 
 
 

8. The following sections will go through setting up assignments with various options enabled or 

disabled.  
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Creating an Assignment with No Options Select 

Users may create Assignments with no options selected. This may be desired if the organization would 

like ǘƻ ǳǎŜ tƭŀƴƴƛƴƎΩǎ !ǎǎƛƎƴƳŜƴǘ ŦŜŀǘǳǊŜ ŀƴŘ 9ȄŎŜƭ ŀǎ ǘƘŜ ŎŜƴǘǊŀƭ ƭƻŎŀǘƛƻƴ ŦƻǊ ŀƭƭ ǳǎŜǊǎ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ŦƛƭŜǎ 

that are used in the budgeting process.   

If the user responsible for setting up assignments chooses to leave all options unchecked, they may 

proceed to the next page (shown below) of the Assignments wizard where they can assign users to the 

ǘŜƳǇƭŀǘŜόǎύΦ bƻǘƛŎŜ ǘƘŀǘ άtŀǊŀƳŜǘŜǊ {ŜƭŜŎǘƛƻƴέ Ƙŀǎ ōŜŜƴ ǎƪƛǇǇŜŘΦ {ƛƴŎŜ ά!ǎǎƛƎƴƳŜƴǘ {ǳōƳƛǎǎƛƻƴέ ƛǎ ƴƻǘ 

enabled, there is no need to configure parameters for these assignments.  

 

The Package Selection page is divided in half. On the left hand side, users can configure the assignment. 

This includes defining the assignment name, the start and end dates, and giving access to templates for 

specific users. More detailed descriptions of each feature is described below.  

Feature Description 

Files 
Select the files from the dropdown list that you wish to assign to a particular 
user(s). 

Always Open 
Selecting this options means that the assignment will always be available from 
the End User Interface until it is manually removed by an Administrator. 

Start Date 
Define when the assignment will be available for users to save data. If the Start 
ŘŀǘŜ ƛǎ ƛƴ ǘƘŜ ŦǳǘǳǊŜΣ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ǿƛƭƭ ōŜ ƛƴ ǘƘŜ ά¦ǇŎƻƳƛƴƎέ ǘŀō ƻŦ ǘƘŜ 9ƴŘ 
User interface. 

End Date 
Define when the assignment will be closed and no longer available for save 
data. If the End Date has passed, then the assignment will appear in the 
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ά9ƴŘŜŘέ ǘŀō ƻŦ ǘƘŜ 9ƴŘ ¦ǎŜǊ LƴǘŜǊŦŀŎŜΦ  

Users/Submitters 
Select the users from the list of user that have been added into the repository 
from BI360 Administration. Click the Add Users button to open a popup to 
display and select users.  

Create Assignment 
Click this button to create the assignment. It will appear on the right hand side 
of the screen  

Clear Clear out the assignment configurations to start over.  

 

 
Depending on the Option selected, additional fields are visible. They are discussed in the 
sections below. 

 

On the right hand side is a summary of the assignments that have been created. This summary includes 

the template, the parameters and the users. Additionally, next to the assignment name is an 

ƛƴŦƻǊƳŀǘƛƻƴ ƛŎƻƴ όάƛέύ ǘƘŀǘ ǳǎŜǊǎ Ƴŀȅ ŎƭƛŎƪ ǘƻ ǾƛŜǿ ǿƘƻ ŀƴŘ ǿƘŜƴ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ǿŀǎ ŎǊŜŀǘŜŘΦ  

In the top of the right hand side is a search bar to allow a user to find a specific assignment. The search 

feature searches for assignment titles, templates and users, but does not search the parameters that 

have been assigned.  

There are also the following three icons in the top right hand corner of each assignment summary. The 

description of each button is described below.  

Feature Description 

 

Copy: click this button to copy this assignments configuration and create a new 
assignment. After clicking this button, the details will appear in the left hand side. Add a 
new assignment title and change a selection to quickly and easily configure assignments 
that differ only slightly.  

 
EditΥ ŎƭƛŎƪ ƻƴ ǘƘƛǎ ōǳǘǘƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘƛǎ ŀǎǎƛƎƴƳŜƴǘΩǎ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ǎƛŘŜ ŦƻǊ 
edits. After  

 
Delete: delete this assignment. A confirmation window will appear asking the user to 
confirming the deletion.  

 

The steps to create an assignment with the above configuration are as follows 

1. After clicking Next on the first page of the Assignments Wizard, the user is taken to the 

άtŀŎƪŀƎŜ {ŜƭŜŎǘƛƻƴέ ǇŀƎŜ ǿƘŜǊŜ ŦƛƭŜǎ ŀǊŜ ǎŜƭŜŎǘŜŘ ŀƴŘ ŀǎǎƛƎƴŜŘ ǘƻ ǳǎŜǊǎΦ  

2. Start off by choosing the file from the drop down. 

3. Next provide a start and end date. Assignments become available at midnight of the start date 

and end at midnight oŦ ǘƘŜ ŜƴŘ ŘŀǘŜ ƻŦ ǘƘŜ ƭƻŎŀƭ ǘƛƳŜΦ {ŜƭŜŎǘƛƴƎ ά!ƭǿŀȅǎ hǇŜƴέ ǿƛƭƭ ƳŀƪŜ ǘƘŜ 

assignment always available until closed by the administrator.   
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Click the calendar icon on the right of each dropdown box to select a date or users may 

manually type in a calendar date in their regional date format. Upon leaving the dropdown box, 

the date is converted to MMM DD, YYYY format for clarity.  

4. On the templates drop down, select the template(s) to be assigned to the user(s).  

 

 
Use the checkbox in the column header to select all available templates. After selecting the 

desired files, click out of the dropdown box to close the window.  

5. Click Add Users to open a window that displays all currently added users in the BI360 

Administration.  
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Use the checkboxes next to each user to select the users to be assigned to the template(s). The 

checkbox in the column header allows the administrator to select all users currently added in 

the BI360 Administration. This means that if a user is added later on in the BI360 Administration, 

this user will not have access to these assignments.  

 
The users that are listed are those that have been given access to the Planning application 
from Data Warehouse Manager -> User Management.  

 

To make assignment access dynamic so that it picks up all users, even those added after the 

ŀǎǎƛƎƴƳŜƴǘ ǿŀǎ ŎǊŜŀǘŜŘΣ ǎŜƭŜŎǘ άhǇŜƴ !ŎŎŜǎǎ ς bƻ ǳǎŜǊ ǊŜǎǘǊƛŎǘƛƻƴέΦ {ŜƭŜŎǘƛƴƎ ǘƘƛǎ ƻǇǘƛƻƴ ƳŜŀƴǎ 

that the assignment will be available to all users currently added in BI360 Administration and 

any users added later on, will automatically have access to this template(s) 

!ŘŘƛǘƛƻƴŀƭƭȅΣ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ŏŀƴ ǎŜǘ ŀ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ŦƛƭŜǎΦ ¢ƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ƴŀȅ ƎǊŀƴǘ 

Full or Read Only access to a file 

¶ Full access grants the user full permissions to the file, including the ability to save 

data. 

¶ Read Only access allows the user to view and run the report, but this user may not 

save data or modify the file.  
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The default has been set to Full access. By clicking the dropdown arrow that appears as you 

hover over the Access textbox, tƘŜ !ŘƳƛƴƛǎǘǊŀǘƻǊ Ƴŀȅ ǎǿƛǘŎƘ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǇŜǊƳƛǎǎƛƻƴΦ  

Finally, Administrators may also use the Search Users to find a specific user when a large 

number of users has been added to the BI360 Administration.  

6. Once users have been added, select Create Assignment. The assignment that was just created, 

now appears on the right hand side and the administrator may go about configuring a new 

assignment.  

 

As previously described, in each Assignment summary are three icons that allow the 

administrator to copy, edit and delete the individual assignments 

The administrator may configure as many assignments as desired. Once all assignments have been 

created, click Finished to exit the wizard.   

 

It is important to click Finished after all assignments have been created. Clicking 
Finished saves the details of the Assignment Package.   

It is recommended to create assignments in batches rather than creating all 
assignments at once.  

 
Assignments begin at 12AM local time of the start date and end at 11:59PM local time of 
the end date.  
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Creating and Assignment with Options Enabled 

The steps to create an assignment with one or multiple options enabled is the same as above with a 

couple additional steps. The following will guide users through configuring the same assignment as 

ŀōƻǾŜ ōǳǘ ǘƘƛǎ ǘƛƳŜ ǿƛǘƘ ά!ǎǎƛƎƴƳŜƴǘ {ǳōƳƛǎǎƛƻƴέ ǎŜƭŜŎǘŜŘΦ  

 
Planning templates with Planning Settings on multiple tabs may not be used with 
Assignments when any option is enabled.  

 
Files cannot be removed from the Assignment configuration once the file has been 
submitted. The Assignment must be deleted first.  

 
Assignments may be edited until the assignment has been submitted. Once submitted, 
the users and/or parameters may not be changed. 

 

Parameters are tracked based on what is found on the form. When using a form that 
users a function such as last year all, remember that users will have to be assigned the 
previous year Period even though the form will be ran for the current year.  
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Assignment Submission  

Assignments created with Assignment submission selected allow an administrator to define what 

parameters the user may store data to. Along with the BI360 Reporting security, this is a powerful way 

to make sure the correct budget numbers are being entered per user. The steps listed below will guide 

users through creating an assignment with Assignment Submission.  

1. .ȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά!ǎǎƛƎƴƳŜƴǘ {ǳōƳƛǎǎƛƻƴέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ ŦƛǊǎǘ ǇŀƎŜ ƻŦ ǘƘŜ !ǎǎƛƎƴƳŜƴǘǎ ǿƛȊŀǊŘǎΣ 

the user has enabled this feature. As mentioned in the steps above, add an assignment package 

title, documents to be used in this assignment and instructions if desired. 

2. Users will also notice that upon clicking Assignment Submission a new column has appeared in 

the Files grid. This drop down allows the user to select from the list of data settings found on the 

sheet. The user should select the data setting that corresponds to the parameter they want to 

track.  

 
 

If there is only one data setting on the sheet the box is filled in with the data setting. If there are 

multiple data settings on the sheet, click the dropdown arrow to select the data setting to track.  

The wizard will display the dimensions associated to this data setting on the next page of the 

wizard.   

3. Click Next to move onto the next page. 

4. On the second page of the wizard, a list of all parameters found in the reports is displayed. The 

top section displays all available parameters for tracking. These are the parameters that are 

shared (or exist) in all Planning templates that have been added.  
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For example: 

Planning template 1 has Entity and Department as configured parameters. 

Planning template 2 has Entity as a configured parameter.  

 

Lƴ ǘƘŜ ǘƻǇ ǎŜŎǘƛƻƴΣ ƻƴƭȅ ά9ƴǘƛǘȅέ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ ǘƘƛǎ ƛǎ ǘƘŜ ƻƴƭȅ ǇŀǊŀƳŜǘŜǊ ǘƘŀǘ ƛǎ ǎƘŀǊŜŘ ŀƳƻƴƎǎǘ 

the attached reports.  

 

The bottom half of the wizard displays all non-similar parameters. These are the parameters 

that are not shared in all of the Planning templates that have been added. In the above 

example, Department would appear in this section. 

 

Select only the parameters that are to be tracked in this assignment. After selecting the 

parameter(s), click Next.  

5. On the third page of the wizard, the Administrator may configure the assignments. The steps to 

create an assignment are similar to as mentioned above with the addition of the parameter 

fields.  

6. On the drop down for the parameters, the user will see a list of all the parameters associated to 

the dimension. Select the dimension to be assigned to the user.  

 

Only one parameter may be selected per assignment.  

The Period parameter is based on the periods rendered in the report and not based on 
the period the report is ran for. It is important to keep this in mind when creating 
assignments.  
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7. Click the Add Users ōǳǘǘƻƴ ǘƻ ŘƛǎǇƭŀȅ ŀ ǳǎŜǊΩǎ ǿƛƴŘƻǿ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǳǎŜǊǎ ǘƻ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘis 

Assignment. 

8. Once completed, click Create Assignment to create the assignment. The assignment will now be 

available in the Assignments window once the Start Date begins. 

9. Continue creating Assignments until all of the assignments have been created and click Finished 

to save your changes.  

 It is recommended to create assignments in batches rather than all at once.   
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Assignment Submission with Approval 

Assignment Submission with Approval allows the Administrator to configure an assignment and have 

another user approve the numbers submitted. The setup is the same as above, but during the 

ŎƻƴŦƛƎǳǊŀǘƛƻƴ ƻŦ ŜŀŎƘ ŀǎǎƛƎƴƳŜƴǘΣ ǘƘŜǊŜ ƛǎ ƻƴŜ ƳƻǊŜ ƻǇǘƛƻƴ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ά!ǇǇǊƻǾŜǊέΦ  

Upon clicking Add Approvers the below window will appear. On the left hand side is a list of all users 

added in BI360 Administration except for the user(s) assigned to the assignment. When using 

Assignment Approval, only one (1) user may be added as an Approver.  

To make a user an Approver, select the user from the left hand side and click the right arrow in the 

middle of the page. This will bring the user to the right hand side of the screen, designating the selected 

user as an Approver.  

 

After the user is selected, click Ok to return to the Assignments Wizard to complete the configuration of 

the assignment.  

Advanced Workflow (BI360 Web Portal) 

Advanced Workflow is the workflow component of BI360 Web Portal and allows the user to utilize the 

functionality of Assignments on the Web. The setup is the same as Assignment Approver but during the 

configuration of each assignment, there is an additional option called Reviewers.  
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Upon clicking Add Reviewers the below window will appear. In the window is a list of all users added in 

BI360 Web Portal except for the user(s) assigned to the assignment as a Submitter or an Approver. 

There are no limits to the number of reviewers. 

To make a user a Reviewer, select the user from the left hand side and enable the checkmark next to the 

name.   
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Using Assignments with Published Forms 

The Assignments feature also allows users to create assignments using Published forms, both online and 

offline forms. By following the steps above, users may be assigned a published form with or without 

Assignment options enabled.  

However, when using the Assignment options, there are two things to remember: 

1. If the published form is to be shared amongst multiple users and uses the Line Item Details 

feature, then the form MUST be taken offline by the first user to use it. This is done by clicking 

ǘƘŜ ά¢ŀƪŜ hŦŦƭƛƴŜέ ōǳǘǘƻƴ Ŧƻǳƴd in the Planning ribbon.  

2. When using published forms, users must have read AND write permission on the shared folder 

where the form is saved.  

It is recommended to either hide or protect the storage field references in the Data Settings to prevent 

users from changing the parameter value.  

Creating an Assignment with a Published Form 

1. Start off by verifying that that Planning template is storing data back to the BI360 database as 

ŘŜǎƛǊŜŘΦ ¦Ǉƻƴ ǾŜǊƛŦȅƛƴƎ ǘƘƛǎΣ ŦǊƻƳ ǘƘŜ άwǳƴέ ǘŀōΣ ǎŜƭŜŎǘ Publish from the Run button drop down. 

Upon selecting PublishΣ ǘƘŜ άwǳƴέ ōǳǘǘƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ άtǳōƭƛǎƘέΦ 

 

 

2. Click the Publish button to run the report. A new book will be opened with the report. Save the 

file.   

3. At this point, if Line Item Details is a feature of the form, then take the form offline by clicking 

ǘƘŜ ά¢ŀƪŜ hŦŦƭƛƴŜέ ōǳǘǘƻƴ ŦƻǳƴŘ ƛƴ ǘƘŜ .Lосл tƭŀƴƴƛƴƎ ǊƛōōƻƴΦ ¢Ƙƛǎ ŜƳōŜŘǎ ǘƘŜ ƭƛƴŜ ƛǘŜƳ ŘŜǘŀƛƭǎ 

into the form and allows multiple users to view and edit the Line Item Details entered by other 

users.  
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At this point, users have successfully saved a published form. Refer to the above sections to create an 

Assignment with the desired configuration, adding the published form to Assignments instead of the 

Planning template. 

 

A published form already has parameters defined, so it is important to remember the 
parameters the published form was run for and assign those parameters to a specific 
user(s). A published form may not be used for multiple parameters.  

 

Editing an Assignment 
Assignments may be edited as long as the assignment has not been submitted. Simply click the Edit 

button ( ) found in the upper right hand corner of the Assignment summary to display the 

assignment details in the left hand side of the window and modify the assignment.  

After the updates have been made, click Update Assignment. 

Once all assignments have been updated, click Finished to save your changes.  

 Options to change fields will be greyed out once an assignment has been submitted.  

 

Deleting an Assignment 

Assignments may be deleted by clicking the Delete button ( ) found in the upper right hand corner of 

each assignment.   

Copying an Assignment 
Copying an assignment is useful when there are multiple assignments that will be very similar in 

configuration need to be created. For example if the Administrator has one template to be distributed 

to 10 users, use the copy button to keep all the assignment settings and just change the user and the 

parameter the user may store back to is an easy and quick way to create assignments rapidly.  

To copy an assignment, click the Copy button ( ) found in the upper right hand corner of each 

assignment. Clicking this button will bring the details of the assignment to the left hand side and allow 

for the creation of a new assignment.  

 

 

This completes the creation and maintenance of assignments. Please see the End Users Assignment 

Interface for instructions on how to access the assignments that have been assigned to you.   
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Deployment 
There are several ways to deploy the Excel templates depending on what works best within the 

organization and the preferred processes. The following will discuss some typical deployment options 

Place Excel File(s) on a Shared File Server 
Placing the Excel file on a network server or SharePoint allows administrators to control the template 

versions accessible by users. It also offers a single location where administrators may use the 

Assignments feature to point to file(s). In this manner, end users may open the template directly or 

access it through the assignments feature. Depending on the license that the user is assigned to, the 

report will open in Report Designer or Player mode. In either case, the user will have full Planning 

functionality to save data back to the database.  

Distribute Excel Templates by Email 
Administrators may also send an email to end-users with the Excel template attached. The users may 

then save the template locally and open and execute the template. If the end-users are not connected 

to the network where the BI360 Data Warehouse is located, they may send the executed template with 

the entered numbers in it to the administrator and the administrator may save the data back to the 

database. This is commonly referred to as an Offline Template.  

Using Published/Offline Templates 
!ŘƳƛƴƛǎǘǊŀǘƻǊǎ Ƴŀȅ ŎƘƻƻǎŜ ǘƻ ǎŜƴŘ ǘƘŜ ǘŜƳǇƭŀǘŜǎ ƻŦŦƭƛƴŜ ŀǎ ǿŜƭƭΦ {ŜƴŘƛƴƎ ŀ ŦƻǊƳ άƻŦŦƭƛƴŜέ ŘƛǎŎƻƴƴŜŎǘǎ ƛǘ 

from the database and prevents data write back to the database until the form is brought back online. 

Users may also opt for the feature if the wish to share Published workbooks amongst one another. By 

embedding an XML file, which contains the line item details, within the Excel file, the offline template 

may be shared amongst users either by email or through a shared drive.  

Both online and distributed users must have the Planning application installed on their computer in 

order to use the features. Once installed,  

 

It is important not to tamper with or remove the XML file that is located on the local 
machine.  

Published templates may not be shared amoƴƎǎǘ ǳǎŜǊǎ ǳƴƭŜǎǎ ǘƘŜ ŦƻǊƳ ƛǎ ǎŜǘ ǘƻ άƻŦŦƭƛƴŜέ 
mode first. As notŜŘ ōŜŦƻǊŜΣ ǘƘŜ ά{ŀǾŜ 5ŀǘŀέ ŀƴŘ ά!ǎǎƛƎƴƳŜƴǘǎέ ƛŎƻƴǎ ŀǊŜ ƛƴŀŎǘƛǾŜ ƛƴ 
Offline mode.  

The BI360 Planning license accommodates two types of users (as defined on the license order form) 

1. Online users 

2. Distributed users 

Distributed users differ from normal (online) users in that a distributed license is used for users who do 

not need the Reporting component installed (Designer/Players). This simply means that the distributed 

user must be provided with an executed published template which the users may then use to enter and 
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save data back to the database. The user will not be able to rerun the report to verify that the data has 

been successfully saved back to the database.  

There are typically two scenarios in which the distributed user may receive the published templates:  

1. An online user publishes the Planning ǘŜƳǇƭŀǘŜΣ ǎŀǾŜǎ ǘƘŜ ǘŜƳǇƭŀǘŜΣ ǎŜǘǎ ƛǘ ǘƻ άhŦŦƭƛƴŜέ ƳƻŘŜ 

and emails or places the file in a shared drive for a distributed user(s) to access.  

2. The Planning template is generated and emailed or sent to a shared drive from the Report 

Publisher applications.  

Example Workflow of an Offline Template 

The following will demonstrate how to use offline templates. This examples assumes that a working 

Planning template has been made and is storing back to the database as desired.  

1. An administrator or power-user publishes a form to a shared folder or by email.  

2. UserA (who is mapped to the SQL server and is a BI360_User) opens the template and enters 

data and saǾŜǎ ǘƘŜ ŦƻǊƳΦ ¢Ƙƛǎ ǳǎŜǊ ŀƭǎƻ ŎƘŀƴƎŜǎ ǘƘŜ ŦƻǊƳ ǘƻ άhŦŦƭƛƴŜέΦ  

a. Once the form is taken άOŦŦƭƛƴŜέΣ ǳǎŜǊǎ Ƴŀȅ ŎƘŀƴƎŜ ǘƘŜ ŦƛƭŜ ƴŀƳŜ ǿƛǘƘƻǳǘ ƛǎǎǳŜǎΦ  

3. Users A/B/C/D all work together to adjust the numbers as desired until the budgeting process is 

complete.  

4. User A ōǊƛƴƎǎ ǘƘŜ ŦƻǊƳ ǘƻ άƻƴƭƛƴŜέ ƳƻŘŜ ŀƴŘ ά{ŀǾŜǎ 5ŀǘŀέ ōŀŎƪ ǘƻ ǘƘŜ ŘŀǘŀōŀǎŜΦ  
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Input Template Design Tips 

General  
1. Keep in mind the purpose of the template is data input. The smaller the template and 

workbook, the better the performance will be when retrieving and storing data.  

2. Avoid the pitfall of using the Planning templates as Reports. Reports should be designed and 

deployed in separate workbooks.  

3. Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ άƻǊƛƎƛƴŀƭǎέ ƻŦ ŀƭƭ ǘŜƳǇƭŀǘŜǎ ŀǊŜ ƪŜǇǘΦ 9Řƛǘǎ ǘƻ ǘŜƳǇƭŀǘŜǎ ǎƘƻǳƭŘ ōŜ ŘƻƴŜ 

on a renamed file (i.e. v1, v2 etc). A final version should be implemented into production.  

4. It is required to leave Column A and Row 1 free of data. To force Planning to ignore columns or 

ǊƻǿǎΣ ǇƭŀŎŜ ŀƴ ΨLΩ ƛƴ ǘƘŜ Ǌƻǿ м ƻǊ ŎƻƭǳƳƴ ! ǘƻ ōŜ ƛƎƴƻǊŜŘΦ  

5. Sheets with Planning settings should never be copied from one workbook to another.  

6. It is recommended to Protect the worksheet and/or workbook to prevent end-users from 

making changes to the form. Since parameters located on the sheet are referenced in the 

Planning settings, it is a best practice to prevent users from editing the entries found in these 

cells. Please see the Security section for more details.  

7. To help users identify write back cells, it is recommended to use a fill color on the cell(s). In the 

following screenshots, a light yellow grey color is used to represent write back cells.  

8. Assignment files should be saved to a shared folder that uses a universal naming convention 

(UNC). 

9. When possible, design single tab Planning workbooks. This will ensure optimal performance. 

10. The Planning write back feature requires that every Excel cell intended for write back should 

have at least one column and one row dimension. For instance, it is typical to design a template 

with Periods in the columns and Accounts down the rows. This forms an intersection for the 

storage cells.  

11. Worksheet names cannot contain any special characters. BI360 Planning will only accept alpha-

numeric characters in the sheet name.  

12. If the worksheet name needs to be changed after creating the Planning settings, then users 

must right-click the worksheet to be renamed and select Rename. This is a required step 

because the Planning settings need to be updated. Users cannot rename a sheet by double-

clicking the sheet.  

13. Always use the Category field when creating templates intended to use the Line Item Detail 

feature. This feature will ǎǘƻǊŜ Řŀǘŀ ǘƻ ǘƘŜ Ψ[L5Ω ŎŀǘŜƎƻǊȅΦ ¢ƘŜ ŜȄŎŜƭ ǘŜƳǇƭŀǘŜ ǎƘƻǳƭŘ ōŜ 

ŎƻƴŦƛƎǳǊŜŘ ǿƛǘƘ ǘƘŜ /ŀǘŜƎƻǊȅ ǎǳŎƘ ŀǎ Ψa!LbΩ ƛƴ ǘƘŜ wŜǇƻǊǘ 5ŜǎƛƎƴŜǊ ŀƴŘ ŀƭǎƻ ǊŜŦŜǊŜƴŎŜŘ ƛƴ the 

Planning settings. This will avoid displaying duplicate data within the reports.  

14. All attributes on a single transaction should be saved on the same form on a single row. As an 

example, storing Value 1 and Value 2 should be done on the same row to ensure proper storing.  

15. There are two storage types. Please review the storage settings section to determine which 

storage method is best for the template.  

16. When using Line Item Details, it is recommended to specify shared dimensions as a Sheet 

reference type rather than a Row or Column reference type. This is because Planning builds LID 
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queries based on the global dimensions for performance reasons. As an example, if Entity is the 

only dimension defined as a global dimension, then all LIDs from the reference Entity will be 

returned from the database. However, if more dimensions such as Scenario, Category, 

Department and other optional dimensions are specified, the query will be executed more 

efficiently.  

17. When designing a template with monthly periods. It is a best practice to use the Period 

dimension. However, when designing a template with daily periods, it is a best practice to use 

the Date dimension. This is so that the monthly period is in the format YYYYMM, whereas the 

daily period is in the format MM/DD/YYYY. 

18. It is recommended to select ranges for the data settings and interface settings that will always 

render in the report. This is recommended because in cases where security prevents the first 

row of dynamic accounts to be brought in, this can result in error.  
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Security 
1. Protecting the worksheet: Input templates may be locked to prevent users from making 

ŎƘŀƴƎŜǎ ǳǎƛƴƎ 9ȄŎŜƭΩǎ Protect Worksheet option. Planning creates special flags in certain cells, it 

is important to ensure the Locked flag for row 1 in excel is unchecked. Because the executed 

report may dynamically create columns, it is sometimes difficult to pinpoint the exact. Columns 

to unlock, which is why unlocking the entire first row will ensure the cells remain unlocked. 

Moreover, users may hid row 1 so that changers are less likely to be made to the  

flagged cells.  

 

The typical settings when locking a sheet are as follows.  

 

 

If a worksheet or workbook is protected, it is important to remember to also set the 
password on the Report Properties Protection tab. See more details in the Report 
Designer User Guide.  

 

2. Protecting the workbook: in addition to the flag stored in row 1 columns 256-261, Planning also 

creates two hidden tabs (Interface and DataSettings). When protecting the entire Excel 

workbook, it is important to ensure that these three tabs are not locked.  

3. Encrypt with a Password: This is an Excel option. Planning uses an external file reader to view 

and store the data entered into the Excel workbook. Planning supports password protected 

Excel files.  

4. File and folder read/write permissions: If the Excel file or the folder that contains the Excel file is 

set to read-only for the user (most common on server environments), Planning will be able to 
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write back to the database properly. In this way, end-users cannot make unwanted changes to 

the Planning form.   

Formats 
1. Dimension codes with leading zeros: By default, Excel will cut off leading zeros of cell 

ƛƴŦƻǊƳŀǘƛƻƴΦ LŦ ǘƘŜ ŘƛƳŜƴǎƛƻƴ ŎƻŘŜ Ŏƻƴǘŀƛƴǎ ŀ ƭŜŀŘƛƴƎ ȊŜǊƻΣ ŜΦƎΦ ΨллмлмΩ Planning will see this as 

101 and will result in an error. To resolved this issue, simply insert a parentheses before and 

ŀŦǘŜǊ ǘƘŜ h{w ŦǳƴŎǘƛƻƴΦ CƻǊ ƛƴǎǘŀƴŎŜΣ Ґόh{wD9¢όάŘψ!ŎŎƻǳƴǘέΣέ/ƻŘŜέύύ 

2. Ignore rows and columns: When using totals or other columns and rows in the middle of a Data 

DǊƛŘΣ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜƳŜƳōŜǊ ǘƻ ŜƴǘŜǊ ŀƴ ΨLΩ ƛƴ ŎƻƭǳƳƴ ! ŀƴŘ Ǌƻǿ м ǘƻ ŦƭŀƎ Planning to skip 

these columns and rows. Also note that no other data should be entered in column A and row 

1throughout the entire worksheet. The ignore syntax (i) is not case sensitive.  

3. Planning reference dimensions: It is always a good practice to create a hidden row section on 

the top part of the worksheet to store the dimension codes referenced in the Planning settings. 

These often include the Entity, Department, Scenario aƴŘ ƻǘƘŜǊ Ψ{ƘŜŜǘέ ǊŜŦŜǊŜƴŎŜ ǘȅǇŜ ŎƻŘŜǎ 

used for storing data back to the Data Warehouse. Doing this will avoid the potential of users 

inadvertently changing these important storage parameters, especially if the worksheet is not 

protected. 

Fiscal Year vs. Calendar Year 
Dependent on the organization, the fiscal year may not start in January of every year. The fiscal year 

start period may be set to a month other than January when a database is first created in Data 

Warehouse Manager. The Planning settings will read the year or period referenced in the Excel sheet 

and store data back accordingly.  
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Using BI360 Planning 
In this section, the Planning end-user usage will be covered. This section assumes the Data Warehouse 

connection has been created in a BI360 Reporting module and the templates and Assignments have 

already been set up.  

 

Examples in this section are based on the BI360 Data Warehouse Corporate 
Demo Model available on the Solver Support website.  

 

As previously mentioned, there are two ways to access a Planning template. Users may have direct 

access to a file location where the file is located or an administrator may choose to link the file through 

the Assignments feature.  Please reference the End-User Assignment Interface section for detailed 

information on how to view the assignments assigned to the individual end user.  

Executing a BI360 Planning Template 
When a BI360 Reporting file is opened from the Assignments panel, depending on the userΩs license, the 

Report Designer or Report Player interface will be launched.  

There are two options to run the template.  

1. Run: Normal execution of a template. The template will be dynamics so that users may re-run 

the report to see the updated values.  

2. Publish: Only done if the template is intended to be used in offline mode.   

 

Entering Data 
There are two methods for entering data in to the Excel templates. Data may be directly entered into 

the Excel sheet or data may be inputted through the use of the Planning Data Entry Window. If the 

administrator decides to disable the Planning Data Entry Window, the Enter Data button will be disabled 

in the Planning ribbon.  

Entering Data Directly Into Excel 

For input templates designed for Excel input only, users will enter all of their data directly into the Excel 

worksheet. Depending on how the templates are designed, input cell may be designated a certain color. 

Excel formulas may be entered into input cells but on the value will be retained. E.g. If the cell contains 

ǘƘŜ ŦƻǊƳǳƭŀ ΨҐмллҌмллΩ ŀƴŘ ǘƘŜ ŦƻǊƳ ƛǎ ǎǘŀǊŜŘ ŀƴŘ ǊŜ-executed, the form will show 200 in the cell.  
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Entering Data Using the Planning Window 

The Planning data Entry Window assists users with spreading data over 12 months, entering Line Item 

Details (LID) as well as comparing Actuals to other data. It also includes a graphical component to easily 

visualize comparative data as it is entered, such as Budget vs Actual.  

After executing the template, to open the Planning window,  

1. Select a cell that is within the Data Grid.  

2. Click Enter Data within the Planning ribbon.  

3. Depending on the interface settings, the Planning window will open and display the configured 

grid(s).  

The Planning window is designed to handle spreading and line items for any number of months (12, 18 

and 24 months). Within the input section of the Planning window, there are three primary sections.   

1. Action Section: contains a button to enable Line Item Details, spreading options, percentage 

adjustments and rounding capabilities. The administrator has the ability to enable or disable the 

Line Item details feature from within the Interface Settings.  

2. Input Section: This section contains the summary row data, Line Item Details and comments. 

Most fields in this section are editable and will be stored to the database.  

3. Footer Section: This section contains navigation controls as well as buttons to close the Planning 

Window and a button to update the data in Excel with the values from the Planning window.  

 

 

Any values entered into the input section will be considered as the true value. Formatting 
masks are not applied when considering the precision. Users may adjust the precision by 
modifying the decimal place option in the Interface Settings.  

Summary Data Entry 

Summary data is the account level data specific to the row in Excel. This may also be referred to as Row 

level entries. There are two options available to create/enter the data within the summary line.  

1. Enter the data directly into the cells.  

2. Use the spreading methods to create the data 

a. Even: By default, Even spreading is selected. This option will spread the value entered 

into the Spreading Total evenly across the number of months being budgeted.  For 

example: entering 12,000 into the Spreading total box will result in $1,000 for each of 

the 12 months.  






























































