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Introduction

BI360Planningis an Excdbased data etry tool and a component ohie BI360 Suite from Solvérat is
typically used for budgeting and forecastiffanningcan be used to store data entered directly into an
Excel cell(s) and back to the Warehouse or with the assistance Bldhaingdata entry window. The

data entrywindow assists users with data spreading, line item details, comparative analysis and several
other input helpers.

Who should read this Ehual

This manual is designed for all BI360 users, from administrators togerd. Admirstrators may be
responsible for tasks such as configuring Bi@nningtemplates and creating and managing
Assignments. End users may be responsible for inputting data through the useRiativengdata
entry window.

Additionally, he Solver Knowledgelse is a great resource for information on this product. Inside the
Knowledgebase you will find technical articles, how to faadures of the product that you may not
have been aware of. The Knowledgebase is constantly growing with new content addeg.weekl

What is included in this Bhual
This manual is designed to give ardapth understanding of how to use the features of BIB&a@nning.
The manual is divided in the following parts:

1. Overview Introduction to BI36@lanning.

2. Configuration Explanatiorof how to setup and configurBlanning such as setting up input
templates and creating Assignments.

3. UsingPlanning Explanation of how to use tH@lanningdata entry window, such as spreading
data, entering line item details, and taking forms offline.

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

Symbol ‘ Description

W

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

o N

The warning symbol indicates situations we recoemd to be aware of when
completing tasks. Typically, this includes cautions about completing steps in the
proper order or important reminders about how other informationBi360may be
affected.
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Installation

Please consult the Bl360stallation Guié for details on installing th@lanningadd-in. the Installation
Guidecan be found ahttp://support.solverusa.com/Once logged into the Solver support sitdick on
the Downloads from the Solver Suppotiedieader. Under Current Versions will be a link to the

installation documentation.

ERP systems used by the organization must be integrated in®BI8&OData Warehouse
so thatPlanningcan access the proper data. Some of the integration methods in¢hele

following:

9 Direct import via theData Warehouse Managénterfaceimport wizard.

1 Automated SQL Server Integration Services (SSIS).
1 Manual entry (useful when certain dimensions do not exist in the source syst

Prior to using?lanning consult a Sokr 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\ProgramDateSolverBI36Planning
2. ClUses\Usernamé&AppData

Notes:
G! aSNblYSEé NBFSNE (2 GKS dzaASNI f23AYy AYy BAGK
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Planning Overview

BI360Planningconsists of an Excel ribbpAssignment TdsPane, and &lanningdata entry window;
each of which is detailed below. All adnsinative and user sulmenus are accessible from tiRtanning
ribbon.

PlanningRibbon
The BI36@lanningribbon consists of the followin@b groups(from left to right on the ribbon)

e Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WVIEW BI360 PLAMNMING

= ¢ W e
7 B¢ LN

Assignments Admin Publish Publish to Help

- Panel to Word PowerPoint -

Data Tasks Configuration Office Publisher Help

1. Data

a. Enter Data: Opens thePlanningdata entry window for spreadingpmments, lineitem
details, comparative analysis and more.

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

2. Tasks

a. AssignmentsOpens a task pane on the left side of the Excel screen where the end
users can locatevorkbooks(e.g.a budget file) assigned to them by an administrator

b. Assignment> Change default connectio\llows the user to select the database with
Assignment information. Moreover, users can override the report connection by using
0§ KSR®&@F yOSR 2LIiA2y Qo

c. TakeOffline: Active on a static Excel sheet. The user can TlkkOffline to continue
working on the input fam (including Line Item Detailg)hile disconnected from the
server Once the user is connected to the database, they can click o@nliee button
andthen Save Datdo the database. This feature embeal$line item details into the
Excel sheet. The user may continue to Banningexcept for the saving to the
databasePlease referencBeploymentfor 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 theworkbook. The settings are related to how the Excel workbook writes
data to theData Warehous@and displays informatiom the Planningdata entry
window.

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

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

based on the Excel worksheets. See@féice Publisher User Guifte more details.
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b. Publish to PowerPointThis option enables users to create tags to create PowerPoint
presentation baed on Excel worksheets. See @#ice Publisher User Guifte more
details

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

b. Help: Connecto the Solver Supportenterwhereyou can login to downloathe
software, templates, documentnd watch tutorial videos.

c. About: Displays the version #flanningthat is currently running as well as Solver
contact information.

@

Help
t -

Gk Settings

\:ﬂ Help

&) About

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

Admin Panel
Once theAdmin Panels opened, users W have four options:

Admin Panel v X

Configuration
E‘-‘j Storage Settings

rrrrrrrr

Configuration
Assignments
Interface Settings
Data Settings

i%

1. Configuration Define the storage settings for the Planning sheet
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2. AssignmentsAdministrator can set up links to the Excel workbooks and supporting
documentation that they want end users to see when users glggignmentn the Planning
ribbon.

3. Interface Settings Administrators can configure how tldanningdata 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 SettingsAdministrators can configureReportingtemplate to become #lanning
template. Administrators map fields found on the Excel sheet that are required in order to store
data kack to theData Warehouseatabase.

Note: Thefeature belowis inactive unless the user is working with a Planning template.

Planning Data Entry Window

ThePlanningdata entry window (see image below) is an optional wagrdgéringdata into ExcelThe
window is accessible by clickiggter DataUsers may type their information directly into Excel or they
may enter data with the use of tHelanningwindow. The data is saved back only to the Excel workbook
after input and not to the databasélsers must dect Save Datdo savethe data back to the database.
When designing input templates based omanthly input format, thePlanningwindow is a powerful

tool for the following:

1. Automatic spreading of numbers across many cells in Excel. Many spreadirgreudesilable,
AyOf dzZRAYy3 Nz Sa GKFG OFy dzaS LINA2NJ &SI Nna | Odd
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 usestcaraliy
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.

BI360 Planning 4.0 v X

Line o WiCY Budger
ine WPV Actals
i Oes
S Spreading Method  Value Percent Adjustment RoundUp [
u Even ~ ) [ 1400000 -——+ [0 Decimal
Description 201301 201302 201303 201304 201305 201306 201307 201308 201309 201310 201311 201312 Total Comments
+ EE R
= LY () (v ot ]

Assignments

The Assignment feature withidlanningenabks Administrators to create assignments for armgkrs to
complete. The assignments are typically Blanningtemplate used for inputting budget and forecast
figures. Assignments may also include refeees to most other file typesuch as Word, PDF and lwe
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links. Assignments may be organized into folders of multglels to create a workflow for users to
follow.

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

Easy access to Excel files and documentation.

Users can vig deadlines for each assignment

Assignments may be displayed to certain users only.

Data storage is locked depending on the assignment status.
Users may view general instructions related to each assignment.

a s wnhPeE
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Configuring B1360 Planning

Planningrequires minimal configuration to set up and use. The configuration is retained within the Excel
workbook as the hidden tald3ata SettingsindInterface SettingsMoreover, line item details and

storage settings are stored in an XML file. It is important to tiwé¢ 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 thata Warehousand will not be available for viewing after
saving the data.

The following will guide usse through making a connection, accessing the Admin Panel and configuring
an Assignment

Connection Settings

The first step in using BI3&danningis to create a connectioto the databaself aPlanningtemplate is
opened, the connection associated with it will be inherited whelanningis opened This conection
will also be used when accessidgsignments or the Admin Panel

If an enduser opens a blank Excel sheet and sefasignmentsthe enduserwill be prompted for a
connection.

Duta Conmection

q Connection Setings
o Choose & connection to your business dats to view Assignments.

BI360 Data Warehouss

Demo Database

| Use a5 defakt conneclion

Audranced a

| Force selected conechion to persist for storage.

[Thig wall dishale suto-detecting the report connecicn )

0K Cancel

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 connectioaption should becheck marked. Otherwise this window will be prompted
every time the user clicks gkssignment.

Users may also override thieportingconnection setting witm Planning This may be necessary ifen
report is used to write back to multiple databases. Oftiemes, thedatabase containing thes&ignment
information is the same as the database BIB&&nnings writing back to. However, in special cases
where the Assignment information is located on a different database, usayshange the connection
by cliking the arrow below the Assignment button on the BIB8&nningribbon and selectin@€hange
default connection.

If the Administrator chooses to override the inherited report connection for storageAthenced
feature may be used. The connection selecite 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.

Configuration

Assignments
Interface Settings

Data Settings

= Demo Database

Admin Panel

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

I 00S&aa G2 GKS !'RYAYy tlySf Aa INYYGSR o060@& 3IAGAYT
Management in Data Warehouse Manager. Please reference the User Management section of the Data
Warehouse ManagelUser 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 feéure.

Configuration- Storage Settings

After the user selectStorage Settings, a new window will be displayed. From this windows nmsgr
configure the storage method for each sheet. Note that the Sheet selection dropdown box only
populates sheet namethat contain a configured data grid.

There are two storage settings:

1. Store Change®lanningis designed to track input changes and dependent calculations within a
single data gridPlanningkeeps track of each change by storing the cell location witlémory.
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 wihe 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 @Gle module. If the detail inputted
updates he calculations located in the summary gidanningwill not track the changes. In this
case, theForce Storageoption will be required. Force store will store all cells withirPédinning
grids located on the worksheet.

Note: Since this is the defasetting, there is no need to change and save ti
setting unless Store Changes is required.
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Planninghasseven (7¥lags stored in the sheet. They can be found in Row 1, columng8&B6The
following describes the functions of each flag.

Column # Description

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

CKAA FfFr3 A& dzaSR T2NJ RSGSNXAYAY3T &
refreshed fromDatabaseor from the XML. When saving the data to datadas.
256 Save Current Sheet/WorkbodK S  Ff | 3 A & dzLJRI G S RUpdage
9EOSt G(KS FflF3 Aa dzLRIGSR (2 wmQo 2
determine whether we have to get the LIDS from the database or from XML.

When Appoval statuds updated the flag in this cell is set to 1. When we save the
258 RFEGF ¢S OKSO1l AT aidérdy therfdd we uptafe the KgprovalO
status in the database.

This flag is used for enabling/disabling the Save button. InafaS®re changes
259 GgKSY lye 2F (GKS OStfa NP SRAGSR (K
Enabled.

This flag is used to clear therimemory edited cells changes. In case of store char
the edited cells data is stodein the memory, harever when aeport is reexecuted

260 . . .
(without saving the data), the edited cells records need to be cleared from the
memory.

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

closed when the report was +executed.
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Plannng Settings

Introduction

In order for BI360 Planning to fetch and store data back to the BI360 database from Excel, the user must
ONBIFGS atflryyAay3d {SiaAy3ac¢doe tttyyAyda {SidAy3aa | NB
the Interface Settings. Bynfiguring 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 separatenfPlanning templates. One
template should not be used for both storage back to the BI360 database and to dc
monthly reporting.

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

The Data Settings me 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 ame &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 an
not designed for daily budgeting templates.
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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 BeDda 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 requireés KS dza S 2F G(KS aA3Iy2NB aeyil EE¢ gKAOK St
I LI NG AOdzE F NI NBg 2N O2ft dzYyod ¢KS A3Jy2NB aeyilE Aa
corresponding row 1 or column A that contains data to be ignored. As anleka®> GKS a¢2 01 £ ¢
the Planning template contains a value that will not be stored back to the database. To tell Planning not

G2 ai2NB GKIG GFtdzSzT LIXIFOS Fy aLé Ay ' GKFG O2 NN
discussed in more detdit the Exercise portion of this user guide.

The Data Settings menu contains three sections:

1. Data grid headeinformation
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 valuelie 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 Exeéls.

These features will be discussed later on in this section.

Data Settings Window
To access the Data Settings window, ciidinmin Panefound in the BI360 Planning ribbon. Once the

Admin Panel has opened, select thata Settinggab found at the bttom 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 availatihe Excel workbook are visible.
Right click on the sheet that will be used for budgeting and blek Settinggo open the Data Settings

menu.
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Adrain Panel - % Ii:ﬂl B & o
1

Data Settings

> [ Deptgodaat

T @360

Mew Settings

Delete Settings

Template for Flanning User Guide

7 Departmental Budget

i Category  [Categany] [Deseription]
L] Dept [Depantment] [Dezcription]
0 Scenario  [Scenario] [Desoription]
il Ereity [Entity] [Description]
2 Source Sys [Source System] [Description]
[Curreney Description]

13 Curency  [Currencyl

[Description]

2z Iccount]  [Desciiption]

25 i Metlncome

Configuration

Assignments

Interface Settings

Data Settings

If Data Settings already exist, click the arrow icon to the left of the sheet name to expand tlielisifo
the created data grids. Double click (or right cliélew Settings) the specific Data Settings to view its

configuration.

Admin Panel v X

B
"

Data Settings

4 [ DeptBudget
5 DeptBud_1

ISP

Mac0

Plariringlser Cuids

Wiew Settings
Delete Settings Departmental Budget

Category  [Category] [Description]

a Dept [Depatment] [Description]
10 Scenaic  [Seenario] [Deseription]
il Entity [Entity] [Desaiiption]
i Source Sys [Source System] [Deseription]
[Cunreney Description]

13 Curency  [Curreney]

[Desaiiption]

E: =
22 [Becount]  [Deseription]

250 NMetlncome

Configuration

Assignments

Interface Settings

Data Settings

Once the Data Settings menu has opened,

Dista Settngs - =

Settings for: DeptBudget
e the Excel storing
Input Grid Settings

ot e || Lnable Planing Window N0

Mncute L - | Wenehack Grid Range Options Dimensions

Oimesion Heterence Type Cell Reference

ecaumt &
oty heet [}
Seenaria shet &
Period — . a8
Viitebeck Fieids amant

Pl ColReforonce

Aot ®

I Rstain Zera Vahoo
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The menu can be divided into threections as mentioned before. The first section, the data grid
header, displays global Data Settings information.

Settings for: DeptBudget

Map dimensions and writeback fields to the Excel worksheet for storing back to the database.

Input Grid Settings

Grid Title || Enable Planning Window Mo

Module GL Writeback Grid Range 4 Optional Dimensions

The top section displays the name of the sheet that the Data Settings is being configured for. The
following is a description of the othawailable fields.

Field | Description

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

Enable Planning Window  Setthe Planning Window to enable or disable by using the drop dov
If it is desired that the user enter budget numbers directly into Exce
GKSy GKAa FASEIR aKz2dzZ R 0SS aSsi
will need advanced budgeting featusechaseven orquarterly spread
and graphicaline item details or graphical analysis, theet this option
G2 a,Sa¢o

5

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

Writeback Grid Range The Writeback grid range is the Excel cell range where users will b
entering budget numbers. This range of cells is typically the cells fo
direct input or where calculated values will be created and need to
stored back to the BI360 database.

This range should include all values, comments and user defined fi
specified for that grid. The grid range can contain multiple different
storagevalues which will be mapped in the Writeback.

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

The Writeback Grid Range should include a row that will always render. If you map
3= first row where data will appear, it is possible that BI360 application security may
o prevent this row from loading and resulting in an error message. This cowidépe

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.

Dimension Reference Type Cell Reference

Account Rowy ILEII
Entity Sheet &
Scenario Sheet ILEII
Period Morths Calumn ILEII

There is one field that needs to be filed out, Cell Refezeiibe 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 req

and optional dimensions.

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

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

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

1 Sheet: The dimension is a global dimension and applies to all
transactions. Category is typically lalgal 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 Iq

icon and the select cells, click the dropdown arrow and select a dimensiag U

the Lookup DIM Coder they may type in the dimension code into the textbox|

i It is recommended to have as many Sheet Reference types as possible. This incre
aFe storage performance.
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The bottom section of the Data Settings menu is the writebadd fnapping. 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

Writeback Fields Amiolnt
Field Cell Reference
Amount & %

[ Retain Zero Value

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. S¢
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 mape cell reference where the module attribute

can be found. Keep in mind that if the report is expanding, then you neeo
map this module attribute one cell over and/or down.

By default, Amount is populated with the writeback grid range mapping. |
there are more module attributes that have been added to this section, th
it is important to edit the Amount mapping to only reference where Amou
exists on the Excel sheet.

Retain Zero Values Select this option if it is necessary for the data settingg i 2 NB & n €
the database. This feature is per Data Settings and does not affect other
Settings that have been configured for the sheet. This option is not selec

by default.
f ¢KA&A FSFGdzZNB 2yfeée ai2NBa dihnbtd
0S AG2NBR a || anéd LF @&2dz KI

of the cell, the value will be removed from the database.
T ané¢ @FftdzSa OlFlyy2G 6S aGd2NBR |
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Interface Settings

The Interface Settings menu isaalto configure what is displayed in the Planning window. The Interface
{SGhAay3Ta 2LWA2y Aa 2yte F@LFLAtFofS FT2NJ RFGF 3INRARA
mappings that are added in this menu only refer to the information displayétkiflanning 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 |
not designed for daily budgeting templates.

The Interface Settings wdlow 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 inpugrid 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 Planningdow. 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&erface Settings option found in the Admin Panel. Expand
on the sheet that Data Settings were previously configured for and double click (or right-dHikv

Settings) to open the Interface Settings menu.

Adrmin Panel

Interface Settings

| —

4 [ DeptBudget

1
Z
k|
4

1 Planning Dem 3

360

Tamylate for Planning User Guide

Wiew Settings

T
]
|
1
1
1z
13
14
15
16
17
18
13 i
20 i
21
zZz
23 |i
24 i

25 i

Configuration

26

Assignments

27
28

Interface Settings

23

Data Settings

30
Ell

» | 32
Tl 33

Departmental Budget
Category  [Category]

Dept [Department]

Scenaiio  [Scenaric]

Entity [Ertity]

Source Sus [Source Sustem]
Currency

[Deseription]
[Deseription]
[Deseription]
[Description]
[Description]

[Currency] [Currency Description]

[Account]  [Description]

[Diescription]

[Account]

NetIncome

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

There are four tabs to become familiar with

Copyright© Solver, Inc.

Interface Settings

Interface Settings

Map the Planning windove components to the Excel worksheet.

Input Grid Settings

Comparative Grid Settings

Chart Grid Setfings

Additional Settings

Input Grid Settings

[¥ Enable Input Grid Component

Display Label :

Column Labels to display:

Row Labels to display :

Data to display :

Line Item Detail:

Display Decimal Places:

[E=SIE=R )

I™ Enable Custom Spreading

Planning Demo

DeptEudgetiSES1 6 5F516

DeptBudgeli§ES1 757517

*) Enaile © Disable

)

Page |20

As mentioned above, it is recommended &ext rows that will always render.

. The following is a brief description of each tab.
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Tab Name Description

Input Grid Settings

Confgure the input grid component of the Planning window. This ¢
references the data entry section of the Planning Template. This f
is always enabled.

Comparative Grid Settings

Configure the comparative grid component of the Planning windoV
This gril references data that is to be compared to the input grid.
Typically, the data mapped here is the Prior Year Actuals or Budg

The number of cells referenced here must match the number of ce
of the input grid.

Chat Grid Settings

Configure the chding component of the Planning window. This gric
will create a visual analysis of the desired fields. Typically, this wil
the input and comparative data, but users have the ability to have
to six data series in the charting component.

Additionally, there are different chart types:
1 Line
1 Spline
1 Stacked Line
1 Column
1 Data Grid

Additional Settings

Configure the Planning window slider and turn on comma separat

Copyright© Solver, Inc.
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Input Grid Settings

The first tab, the Input Grid Settings, should be mapped toctiks 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.

Input Grid Settings Input Grid Settings
Comparative Grid Settings ¥ Enable Input Grid Component [T Enable Custom Spreading
Chart Grid Settings Display Label : Planning Dema
Additional Settings Column Labels to display: DeptBudgettSES B:3FF16
Row Labels to display :
Data to display : DeptBucaettFES1 7 $FF17

Line ltern Detail: () Ensble @) Disahle

Display Decimal Places: a

The following are descriptions of daof 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 Plannin
Window. Custom spiding works by reading the number of
periods per fiscal year and then dividing the value entered by t
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 Label® Display Reference the columns to be displayed in the Planning Windov
This is typically the Periods.
1 If using expanding columns, remember to select one e
cell to the right to account for expansion during run time
1 This must match or exist within éhnumber 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 ma
reference one or two cells thare on thesamerow.
Data to Display Reference the rows where data should be pasted from the
Planning Window to the Excel sheet. This is typically the first r
of the cells mapped in the data settings.
Line Item Detail Enable or Disable the Line Itdbetails feature of the Planning
Window.
Line Item Details allow users to input details about a transactio
to sum up to a value. The Line Item Detail and the Summary d
are both stored back to the database.
Display Decimal Places Define the number of eécimals to display and to store back to th
BI1360 database. By default this value is set to 0 but may be se
16 decimal places.
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Comparative Grid Settings

The second tab of the Interface Setting is the Comparative Grid Settings. This allows usefigtineca
portion of the Planning Window that is typically used to display comparative data to the Input Grid

Settings.

ClickEnable Comparative Grid Settings Componémenable the feature and map the fields.

Input Grid Settings Comparative Grid Settings

Comparative Grid Settings [ Enable Comparative Grid Settings C. ™ Minimized by defaul

Chart Grid Settings Display Label :

Additional Settings Column Labels to display:

Row Labels to display:

Data to display:

Display Decimal Places:

The following are descriptions of eachtbé available fields.

Field
Enable Input Grid Component

Description |
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 minimi
upon opening the Planning Window, make better use of the spac
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 comparativedyaf the Planning
Window.

Column Labels to Display

Reference the columns to be displayed in the Planning window. 1
is typically the Periods.
1 If using expanding columns, remember to select one extrg
cell to the right to account for expansion during rime.

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 tlsamerow.

Data to Display

Reference the rows where datasuld be pasted from the Planning
Window to the Excel sheet. This is typically the first row of the ce
mapped in the data settings.

Display Decimal Places

Define the number of decimals to display and to store back to the
BI1360 database. By default $hvalue is set to 1 but may be set up t
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 bpuve six data series to be displayediin

single chart

ClickEnable Chart Grid Settings Componéatenable the feature and map the values.

Input Grid Settings

Comparative Grid Seftings

Chart Grid Settings

Additional Settings

D Enable Charting Component

Chart Grid Settings

Minimized by default

Chart Label:

Chart Type :

Legend Position:

Period Labels:

Data Series 1:

Data Series 2:

Data Series 1 Label:

Data Series 2 Label:

+Add More Series

The following are descriptions of each of the available fields.

Field Description

Enable Chart Grid Compante

Click to enable the feature.

Minimize by default

Select this field to keep this component of the Planning windov
minimized by default. By selecting this feature, the data is

minimized upon opening the Planning Window, make better us
of the space fothe input grid component. When the user is rea
to view the comparative data, they may expand the comparatiy
grid component.

Chart Label

A user friendly name for the charting grid of the Planning wind

Chart Type

Select the default chart type. Upapening the Planning window
the chart type selected here will appear. All other chart types W
be available in the Planning Window.

1 The chart types available are

o Line

o Spline

o Stacked Line
o Column

o Data Grid

Legend Position

Define where the chart legendill appear in the charting
component of the Planning window

Period Labels

Reference the rows where the periods to be shown in the char
are located.
1 If using expanding periods, remember to select one mg
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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 mapps

for the data series. Users may either type in a name or they ca
reference a particular cell (only one cell).

Add More Series Click this option to display 4 more data series. Not all data seri
must be filled out.
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Additional Settings
The fourth section of the Interface Settings menu is the Additional Settings.ethisrsdisplays general
Planning Window settings.

Input Grid Settings Additional Settings
Comparative Grid Settings Percent Adjustment Range 50
Chart Grid Settings Percent Adjustment Intervals 5

Additional Settings [~ Use 1,000 Separator {,)

Field Description

Percent Adjustment Range The Planning Window has the ability to do percent adjustments
(increases and decreases) on the data displayed. Define the ra
that users may increase or dease 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 1(
for example.

Use 1,000 Separator (,) Enable commas tbe 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 inpudidyeg b

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 admingbrs to:

PwnNhpE

5.

Ensure that budget numbers are submitted on time by defining a deadline for each assignment.
Easy and centralized location for administrators to distribute templates.

Control file access through the Planning Assignments window.

Assign specificgrameters for users to save data to.

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

Additionally, withWeb Porta] after an assignment is submitted it becomes availab\Wéb Portalfor
full collaboration. Pleaseontact a Solver Sales representative for more information
(sales@solverusa.com

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

PwnNpE

Creating an assignment with no options .

Creating an assignment with Assignment Submission.

Creating an assignment with Assignment Submission and Approval.
Creating an assignment with Workflow.
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The Interface

Assignments consist of two menus, the Assignments Wizard accessed from thePeaaiand 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. Thetals of this page will be described below.

Assignments Wizard

Package Configuration = =
1 | Package Configuration 2 | Parameter Selection Q Package Selection
Configure the assignment details below Package Preview
-~
File(s) Search
Choose Templates - Enter search keyword here
Al o] . - R
bl Assignment 1 i rD m
Start Date End Date Template: Planning User Guide Template xisx
Jan 09, 2014 Jan 09, 2014
= = Department: 100
Department User: pforsberg, pforsberg
Choose Department -
Assignment 2 (i IC
Users/Submitter g - ’ =
Template: Planning User Guide Template xIsx
4+ Add Users Deparment: 200
User: pforsberg, pforsberg
Approver(s)
Assignment 3 (1 rD & m
+ Add Approvers Template: Planning User Guide Template xlsx
Department: 300
User: pforsberg, pforsberg
v Assignment 4 (i O & O
'3 Ass| w Template: Planning User Guide Template xlsx w
| Back  JELE ——

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. Usersyc&tdit,op
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

Assignments v
Upcoming | Active Ended

Assignment Status ~

7} Rev Budget
7 Company Budget

P PaL Form
B Planning User Guide... [
(100) B Submitted
(200) Qpen
(300) Open
(400) Qpen
(500) Qpen
(101) Cpen
(102) Qpen

=Y

Assignment Details

Start: Jan 03, 2014 End: Jan 31,2014

Status Submitted

Opened: Jan 09, 2014 Submitted: Jan 09, 2014

The End Usrs 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 emdashat 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, selécimin Panel

Home Insert Page layout Formulas Data  Review  View | EI360FI OneStop Reporting

Data

1

Admin Panel
Assignments
FI Assignmentl

‘mlm““m‘m‘blw‘m‘H

Add Assignment

EIREE!

Canfiguration 16

Access to the Adin 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. SeledAssignments

There is an Assignment that has been created with thé iist G A2y OIF f ft SR a! aaA3
may use this Assignment or they can create their own. This guide will take users through
creating their own Assignment.

2. To begin, clickhdd AssignmentA popup will appear prompting for an Assignment name. For
thisden2 = ¢S gAff dzasS atflyyAy3da 5SY2¢63 odzi Fye ylI
Assignment interface, assignments are displayed in a tree order with four levels. This name is
the top level of the tree.

File Home Insert Pagelayout Formulas  Date  Review View  BI360Planning | Developer OmeStop Reporti

T~ .
?ﬁ‘ A Take offline % @ @ @
Assianments sdmin|  Publish Publishto | Help
A Pane| t rd PowwerPoint A
Data Tasks Configuration Office Publisher Help
1 hd 5
Addrain Panel - x A 8 c o E F ®
Assignments 1
15 assignmentl 2]
=R
4
|
3
|7 A Newassignment
s
3| Enter Name: ||
10
ok JEcance
Add Assignment 14
15
Configuration E
Assignments 17
Interface Settings 13|
Data Settings 13
e
] .
ety Assignment names cannot be more than 255 characte
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ClickOkonce 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.

File Home Insert Page layout Formulas Data  Review Wiew | BI360 Planning | Developer  OneStap Reparting
> ?ﬁ [ Take offline % @ @ @
Highlight
Enter Data Save Data | Assignments Admin Publish  Publish to Help
- Pane| to WMord PowerPoint
Data Tasks Configuration Office Publisher Help
15 - ]
Adrmin Panel v X A B c D 3 F G H
Assignments 1
Assignmentl :
:
4
5]
5
7
8
El
10
11
12
13
Add Assignment 14
......... 15
Configuration 16
Assignments 17
Interface Settings 18
Data Settings 13

3. Right click on the Assignment and seldetw Assignmento open the Assignment Wizard

File Home Insert Pagelayout Formulas  Data  Review View  BI360 Planning | Developer OneStop Reporting
5 ?ﬁ A Take offline % @ @ @
Highlight - -
EnterDats  Sawe Dats | Assignments Admin Publish  Publish ta Help
- Panel o Word PowerPaint
Data Tasks Configuration Office Publisher Help
15 - 1S
Addrnin Panel - % A B c D 3 F G H
Assignments i
T Assignmentl 2
[A Planning Dem 3
Hews Assignment
Delete Assignment
Rename
8
a
10
11
12
13
Add Assignment 14
......... 15
Configuration 1€
Assignments 17
Interface Settings 18
Data Settings 13

New Assignment | Opens the Assignment Wizard to create and modify Assignments

Deletes the Assignment and all assignments associated with it. A confirmati
window will appear asking the user to confirm this dele.

Rename Allows user to rename the assignment.

Delete 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 taplate(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
LI 01138 atftlyyAy3d 5Sy2é5s odzi a2yvyS$S SEFYLX Sa
Temd I 1S&4¢ 2NJ dt3g[ C2NXNXaéd
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et The package title cannot be more than 255 characters.

After providing a Package Title, users can add templates by clickidglth€emplatebutton.
This opens a files browser where users can select file(s) to be added to #egpaddd as
many files as desired. Many file types may be added including, but not limited to:
T .xlIsx
.docx
.ppt
.pdf
.jpeg/.png

=A =4 =4 =4

Package Configuration [= =] =]

\-‘ Package Cenfiguration 2 | Parameter Selection 3 | Package Selection
Select assignment files and enable assignment submission and tracking [ a |
Package Title

Flanning Dema Open @
Files @Uv\ |« Local Disk (G} » EI360_Templates ~ [ 43 |[ Search Bi360 Tempiates 2|
Organize Mew felder = Ol @
L RecentPlaces *  Mame Date rradified Type
L Developrent (
- Budgeting - Forecasting Ternplates 5/24/2013 10:50 &M File folder
5 50-file
= Budgeting - Madeling 5/24/2013 10:42 86 File folder
. Budgeting - Profit and Loss S/24/2013 10042 AR File folder
) Libraries
= Budgeting - Standard T/24/2013 1219 P File folder
[ Documents
™ IFRS - Reports & Templates S/24/2013 10:42 A File folder
C LR Trvoices 5/24/2013 10:42 &M File folder
] Pictures
B v Reporting - Budgeting 632013 207 PM File folder
ideos
Reporting - Consolidating with Eliminati.,  5/24/2013 10:42 M File folder
Reparting - Consolidation 5/24/2013 10:42 &M File folder
#) Homegroup
——— Reparting - Financial & Marrative 5/24/2013 10:42 &M File folder
m Sioyeilemplate ) Reparting - Sub Ledger & Other 6/18/2013 10:00 AW File falder
1M Computer
Instructions &L Local Disk (€3
Flease enter your expense forecasiyith the termpla 5 pforsherg$ (Vs
discussion will occur within the InsigMapplication & I 1L} r
within Insight.
File name: -
options
[ assi issi [ assi — s

e Files should be saved to a location that all users using Assignments have access to.
oe typically a shared drive witn 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.

et
]

gy Instructions are limited to 3,000 characters

6. Users have three options th#tey 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

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

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

This feature is enabled with the purchase/éb Portal Selecting this
option sends the Assignment from ExceMteb Portalapplication for
full collaboration (including comments, email notifications and

documents) and a full approval can take place with multiple approve
and reviewers.

Advanced Workflow

(Web Porta)

7. By clickingview Status the Administrator may view the status off all assignments in this
Assignment Package. $imenu 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.

—

i B2 | package configuration =E=]

ighlig —
admin|| o . . .

Panel @ Package Configuration 2 Parameter Selection 3 | Package Selection

Configurati

f Assignment Status ==

Assignment Status
View and change status of assignments.

Assignment ¥ File ¥ Eniity ¥ Scenao ¥ Status v
“||Assingment 1 Flanning User Guide Templatexisx  SUS BUD Mot Started
Assignment 2 Planning User Guide Templatexisx  5US BUD Submitted
Assignment 3 Planning User Guide Termplatexisx  CHI BUD Submitted
Assignment 4 Planning User Guide Templatedsx  DET BUD Reapen

[ a] ¥

M Assignmentis expired q —
M Assignmentis active H‘

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

Approval Advanced workflow (Insight)

Interface Setti

Data Settings Back ‘
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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

liked2 dz&a8 tfFyyAy3IQs ! 88A3yYSyd TSI G dNB

that are used in the budgeting process.

YR 9EOST

If the user responsible for setting up assignments chooses to leave all options unchecked, they may
proceedto the next page (shown below) of the Assignments wizard where they can assign users to the
GSYLX FGS6avod b2GA0S GKFG at N YSGSNI { St SOGA2yE

enabled, there is no need to configure parameters for thesggasnents.

Package Configuration - 0

1 | Package Configuration 2 | Parameter Selection (U Package Selection
Configure the assignment details below Package Preview

File(s)

Choose Templates

] Always Open After creating assignment, details will be shown here

Start Date End Date

Jan 09,2014 = Jan 09,2014

Users/Submitter

Add Users
e | | —
N

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 deriptions of each feature is described below.

Feature Description

Files

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

Always Open

Selecting this options means that the assignment will always be available
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
RFGS A4 AY (GKS TFdzidzNB=Z (GKS I aaA3y
User inteface.

End Date

Define when the assignment will be closed and no longer available for say
data. If the End Date has passed, then the assignment will appear in the
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Select the users from the list aser that have been added into the repositor
Users/Submitters from BI360 Administration. Click thed Userdutton to open a popup to
display and select users.

Click this button to create the assignment. It will appear on the right hand

Create Assignment| o ' oen

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 bedpdrdéis summary includes
the template, the parameters and the users. Additionally, next to the assignment name is an
AYF2NXYIFGAZ2Y AO2Yy 6aAé0 GKIFG dzaSNR Yle OfAO1 (2 QA

In the top of the right hand side is a selmar 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 coofieach 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 ¢ffitehland side. Add g
new assignment title and change a selection to quickly and easily configure assign
that differ only slightly.

Edity Of AO] 2y (GKA& odzidz2y G2 RAALIX I & &
= edits. After

Delete delete this assignment. A confirmation window will appear asking the user t
= confirming the deletion.

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

1. After clickingNexton the first page of the Assignments Wizard, the us¢aken to the
Gt O113S {StSOGA2yé¢ LI IS 6KSNBE FAfSa NB asStsSo
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® G KS SyR RIFIGS 2F GKS 20t GAYS® { St
assignment always available until closed by the administrator.
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[ Alweays Open

Start Date End Date
Dec 04, 2013 ] h 205201 3 il
Fileis) 14 December, 2013 ]

Sun Mon Tue Wed Thu Fri 5at
24 25 26 27 2B/ 29 30
1 2 3 4 68 7

UsersiSubmi g g9 10 11 12 13 14
15 16 17 18 19 20 21
2 23 M4 25 2% 21 MW
Addusd 2 30 31 1 2 3 4
- [ | Today: 12/5/2013

Choose Te

Click the calendar icon on the right of each dropdown box to select a date or users may
manually type in a calendalate 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).

File{s)
FileLink
[ Flanning User Guide Template xlsx
[ Expenses xlsx
Add Users

Use the checkbox in the column header toesthll available templates. After selecting the
desired files, click out of the dropdown box to close the window.

5. ClickAdd Usergo open a window that displays all currently added users in the BI360
Administration.
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Package Configuration (== |[=]
1 | Package Configuration 2 | Parameater Selection |'%, Package Selection
Configure the assigf User Access =
Assignment for Planni 4 Assignment Access
Check and uncheck users to add of remove access tothis assignment.
Always Open
Start Date Search Users here
Dec 18, 2013
7] Name Email Access
File(s) [ | @ Demosert DermoUser! @campany.cam Full
Planning User Guide T | 7] 3 Demolser2 DemolUser2@company.com Full
2 molser; molser:
Period [} 3 Di 5l tom Full
201301 [0 & DemnUsers DemoUserd@company.com Full
[ & DemoUsers DermoUsers@cormpary.corm Full
Department [ @ DemoUsers DemoUserB@company.com Full
oo [] & DemoUser? DemolUser? @company.com Full
Users/Submitter
Add Users
Approver(s)
Add Apprawers I Open Access - No user restriction
Next

Use the checkboxes next to each uteselect 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.

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

To make assignment access dynamic so that it picks upeali,Leven those added after the
FaaA3AYyYSYyid o1& ONBI¢hb2R UzAENI NBE GNRALOSIW 2lyE@@S &St S
that the assignment will be available to all users currently added in BI360 Administration and

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

' RRAGAZ2YyFEt@s GKS [ RYAYAAUGNI G2NI Oy aSd F dzaSN
Full or Read Only access to a file
1 Full access grants the user full permissions to the file, including theydbisave
data.

1 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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User Access @

M Assignment Access
Check and uncheck users to add or remove access to this assignment.

Search Users ..'g‘ff
[[] Name Email Access

| ; Cemaollzert Demoldserl @campany.cam Full -
[ @ Demolser2 Demolser2eompany.com Full

| ; Cemaollzer Demolser3@eompany.com
[ ; Demollserd Demollserd@company.com Full

[ ; Demollsers Demollsera@company.com Full

The default has been set to Full access. By clicking the dropdown arrow that appears as you
hover over the Access textboXS ! RYAYAAGNI 42N YI @& &a6AG0OK GKS

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, seléntate Asgnment 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, dit and delete the individual assignments

The administrator may configure as many assignments as desired. Once all assignments have been
created, clickEinishedto exit the wizard.

It is important to clickrinishedafter all assignments have been credt Clicking

[ Finishedsaves 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 localftirr

el 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 asstgran

F02@S odzii GKAA GAYS 6AGK a! aaA3IyYSyld {dzoYAaarzysé

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 dinedile has been
submitted. The Assignment must be deleted first.

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

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

users through creating an assignment with Assignment Submission.

1.

w

@ aStSOlAy3 GKS 4! aarayyYSyid {doYAaarzyé 2LIA2
the user has enabled this feature. As mentioned in the steps above, add an assigraticge

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

Users will also notice that upon cling Assignment Submissioa hew column has appeared in
the Files grid. This drop down allows the user to select from the list ofsgdtiags found on the
sheet. The user should select the data setting that corresponds to the parameter they want to

track.

Q', Package Configuration 2 | Parameter Selection 3 | Package Selection

Select assignment files and enable assignment submission and tracking

Package Title

Demo

Files

Files Data Settin
@ C\BI360\CorpDemo'\Budgeting - Standard\B02 - Personnel xlsx | - |

)

M Remove Template View Status

Instructions

Include additional information to be seen by the end user from the Assignments window if desired

Options

Assignment Submission ] Assignment Approval Advanced workflow (BI360 Web Portal)

Back \ |

Package Configuration = =

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 o 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.
dick Nextto move onto the next page

On the second page of the wizardjst 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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Package Configuration

1 ) Package Configuratien :;/ Parameter Selection 3 ) Package Selection

Selectthe global parameters to use for tracking the completed templates.

Name Prompt Dimension
¥| Period Choose Period Period
9] Department Choose Department Dirn
Entity Choose Entlty Entity

Erenario hoose Scenario Scenario

Non similar global parameters.

[E=8{ECE )

For example:

Planning templa¢ 1 has Entity and Department as configured parameters.
Planning template 2 has Entity as a configured parameter.

Ly GKS G2L) aSOilAzy:
the attached reports.

2yt 8

GoyaAriteé oAttt LIS NI

The bottom half 6the wizard displays all nesimilar 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 tvacked in this assignment. After selecting the

parameter(s), clichext

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 ptgame

fields.

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 bad 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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Period

Choose Period

Department

Choose Department

Department Description Alias
100 Dept 100
200 Dept200

7. Click theAdd Usersd dzii G 2 y

Assignment.

8. Once completed, clickreate Assignmenb create the assignment. The assignment will now be

G2 RAALX | &

dza SNRA 6AYR26

available in the Assignments window once the Start Date begins.

9. Continue creating Assignments until all of the assignments have been createdckritinitihed
to save your changes.

It 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
O2Yy FAIAdzNI GA2Yy 2F SIFOK FaaAadayyYSyias GKSNB Aa 2yS

Upon clickingAdd Approverghe below window will appear. On the left hand side Isgof 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 akdhdidight arrowin 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.

Package Configuration

1 | Package Configuration 2 | Parameter Selection 'v‘ Package Selection

Configure the assignment
g g 9 Select Approver
o “  Workflow Approver
Choose Templates % Select the user(s) to be added as approvers of this assignment.
Always Open
Start Date ehat Search Users
Jan 09, 2014 B | an.
g Users Selected Approvers
Period
Choose Period [ nName Email [a] Name Email
[ | DemoUsert
Deratent [ | DemoUser2
Choose Department 1 | DemoUser3
Users/Submitter O | DemoUser4 'I‘ H
() .
Add Users o
Approver(s)
i ] |
Add Approvers “l -l

After the user is selected, cli€Xto return to the Assignments Wizard to complete the configimatof
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 buthguring
configuration of each assignment, there is an additional option called Reviewers.
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Upon clickindAdd Reviewersthe below window will appeain the windowis a list of all users added in
BI360Web Portakexcept for the user(s) assigned to the assigntras a Submitter or an Approver
There are no limits to the number of reviewers.

To make a user a Reviewselect the user from the left hand side amdable the checkmark next to the
name.

Package Configuration -

(1: Package Configuration
Workflow Reviewer

§ . Select the user(s) to be added as reviewers of this assignment.
Configure the assignment ge

[] Aways Open Search Users [Enter name here

Start Date EfdDf| [ name

May 29, 2015 ! ay O 2 DemolUserl
O 2 Demolser

O 2 Demolser3

Email

Workflow End Date

May 29, 2015

| @ DemoUsers
Category

[Choose Category

]
Users/Submitter I
{

[

+ Add Users

Approver(s)

4+ Add Approvers

Reviewer(s)

| ) i

4+ Add Reviewers

W
Create Assignment
=l - —
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Using Assignments with Published Forms

The Assignments feare also allows users to create assignments using Published forms, both online and
offline forms. By following the steps above, users may be assighed a published form with or without
Assignment options enabled.

However, when using the Assignment optiotigre 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
GKS ac¢l 1S h T Hiinkhg Blannirg dbobén2 y T 2 dzy

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 fom 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
RSAANBR® ! L2y @SNATe Ay Putligkfiod the RUNRtH dibKddwnd wdzy ¢

Upon selectinPublistE G KS dawdzyé odzidz2y oAff OKFy3aS G2 atc

]
[35 Run - ek
4
Run $ B Publish -

Publish

2. Click thePublishbutton 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 rilieke the form offline by clicking
GKS ¢ 1S hFFEtAYySE odzit2zy F2dzyR Ay (GKS . Locn t
into the form and allows multiple users to view and edit the Line Item Details entered by other

users.
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOFER BI360 Planning
== | Bekeotine | N/ @ pd @
il = - I—"
Enter Data Assignments Admin Publish  Publish to Help
- Panel to Word PowerPoint -
Data Tasks Configuration Office Publisher Help
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At this point, uses 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 definexit$s important to remember the
parameters the published form was run for and assign those parameters to a specifi
user(s). A published form may not be used for multiple parameters.

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

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 magelickUpdate Assignment

Once all assignments have been updated, ¢liokshedto 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 clickihg Deletebutton (™ ) 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 Adstrator 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 agginment, click theCopy 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 creatioand maintenanceof assignments. Please see tBsd Users Assignment
Interfacefor 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 Exeriplates 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 [eitees

Placing the Excel file on a network server or SharePointsibmministrators 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 througkhe 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 haRkafuling
functionality to save data back to the database.

Distribute Excel Tephates by Email

Administrators may also send an email to argkrs with the Excel template attached. The users may
then save the template locally and open and execute the template. If theusats are not connected

to the network where the BI36Data Wardouseis located, they may send the executed template with
the entered numbers in it to the administrator and the administrator may sheealata back to the
database. This is commonly referred to as an Offliemplate

Using Published/Offline Templates
' RYAYAAGNI G2NR YIe@ OK22aS (2 aSyR GKS (SYLX FdSa
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 wishstmare 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 distributedsers must have thBlanningapplication 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 a8 & G dza SNBA dzyf Saa
mode firstt Asndd R 0SF2NBX GKS a{l @S 54l ¢ |
Offline mode.

(
Vi

The B360PIlanningicense accommodates two types of users (as defined on the license order form)

1. Online uses
2. Distributed users

Distributed users differ from normal (online) users in that a distributed license is used for users who do
not need theReportingcomponent installed (Designer/Players). This simply means that the distributed
user must be provided withn 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 scenas in which the distributed user may receive the published templates:

1. Anonline user publishes tianningd SYLJX I 1S al ¢Sa GKS GSYLX FGiSz :
and emails or places the file in a shared drive for a distributed user(s) to access.

2. ThePlanningtemplate 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
Plannirmg template has been made and is storing back to the database as desired.

1. An administrator or poweuser publishes a form to a shared folder or by email.
2. UserA (who is mapped to the S€drver and is 81360 User) opens the template and enters
dataands@@S & GKS F2NN® ¢KAA dzaSNJ I fa2 OKFry3aSa (GKS
a. OncetheformistakedOF Ff Ay Sé¢ > dzaASNAR Yl & OKFIy3aS GKS FaA
3. Users A/B/C/D all work together to adjust the numbers as desired until the budgeting process is
complete.

4, UserM NAyYy3Ja GKS F2N)Y (G2 a2yftAySé Y2RS [yR a{l @Sa
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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 retriegiand storing data.

2. Avoidthe pitfall of using the’lanningtemplatesasReports. Reports should be designed and
deployed in separate workbooks.

3.LGd Aa NBO2YYSYRSR GKIFG a2NRIAYyLEag 2F Fft GSYL
on a renamedile (i.e. v1, v2 etc)A final version should be implemented into production.

4. ltis required to leave Column A and Row 1 free of data. To Rlezeningto ignore columns or
NEgaz LIXIFTOS Iy WLQ Ay GKS NBg m 2N O2fdzyy ! (2

5. Sheets witHPlanningsettings should never be copied from one workbook to another.

6. Itis recommended to Protect the worksheet and/or workbook to prevent-agers from
making changes to the form. Since parameters located on the sheet are referenced in the
Planningsettings,it is a best practice to prevent users from editing the entries found in these
cells. Please see tt&ecuritysection for more details.

7. To help users identify write back cells, it is recommended &ausll color on the cgl). h the
following screenshots, a light yellow grey color is used to represent write back cells.

8. Assignment fileshould be sav&to a shared folder that uses a universal naming convention
(UNC).

9. When possible, design single tBlanningworkbooks. TH will ensure optimal performance.

10. ThePlanningwrite 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 dnmAccounts down the rows. This forms an intersection for the
storage cells.

11. Worksheet names cannot contain any special characters. Bi@BMingwill only accept alpha
numeric characters in the sheet name.

12. If the worksheet name needs to be changed aftarating thePlanningsettings, then users
must rightclick the worksheet to be renamed and sel®&name This is a required step
because théPlanningsettings need to be updated. Users cannot rename a sheet by double
clicking the sheet.

13. Always use th€ategory field when creating templates intended to use the Line Item Detail
feature. This feature wih 0 2 NS RF GF (2 GKS W[ L5Q OFGS3I2NEBED® ¢K
O2y FAIAdzNBR 6AGK GKS /I 0GS3I2NE adzOK a ®a! LbQ Ay
Planningsettings. 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 t@qmeper storing.

15. There are two storage types. Please reviewgtwage settingsection to determine which
storage method is best for the template.

16. When using Line Item Details, it is recommended to spsbiéyed dimensions as a Sheet
reference type rather than a Row or Column reference type. This is bePéarssingbuildsLID
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gueries based on the global dimensions for performance reasons. As an exarmaptéyit the
only dimension defined as a globairegknsion, then all LIDs from the refererigatitywill be
returned from the database. However, if more dimensions suchcanaripCategory
Departmentand other optional dimensions are specified, the query will be executed more
efficiently.

17. When desigmig a template with monthly periods. It is a best practice to use the Period
dimension. However, when designing a template with daily periodsaibest practice to use
the Datedimension. This is so that the monthly period is in the format YYYYMM, adtre
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 acounts to be brought in, this can result in error.
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Security
1. Protecting the worksheetInput templates may be locked to prevent users from making
OKIl y3Sa dArdtettIVorsshe@ptiommanningcreatesspecial flags in certain cells, it
is impotant 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 e€attmns
to unlock, which is why unlocking the entire first row will ensure thesgelinain unlocked.
Moreover, users may hid row 1 so that changers are less likely to be made to the

flagged cells.
Format Cells
| Mumber | Alignment | Faont | Border | Fill | Protection L
[ Locked
[ Hidden
Locking cells or hiding formulas has no effect until you protect the worksk
group, Protect Sheet button).

The typical settings when locking a sheet are as follows.

Protect Sheet @

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

| Select lodked cells -

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows hd

m

OOEOEEEEE

’ oK l[ Cancel ]

If a worksheet or workbook is protected, it is important to remember tnalet 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 fastored inrow 1 columns 2561, Planningalso
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 opRtanninguses an external file reader toewv
and store the data entered into the Excel workboBlkanningsupports 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 readonly for the user (most common @erver environmentsRlanningwill be able to
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write back to the database properly. In this way, arsgrs cannot make unwanted changes to
the Planningform.

Formats

1. Dimension codes with leading zeroBy default, Excel will cut off leading zeros of cell
AYF2NXYIEGA2Y D LT GKS RAYSYaAh?2y Planimydl séexhshad Aya |
101 and will result in an error. To resolved this issue, simply insert a parentheses before and
FFGSNI GKS h{w FTdzyOiA2yod C2Z2RIRB¥IbDIFI yOST roh{wbote

2. Ignore rows and columnswWhen using totals or other columns and rows in the middle of a Data
DNARZ Al A& AYLRNIIFIYG G2 NBYSYOo SREhningosEp/ G SNJ |y
these columns and rows. Also note that no other data sttt entered in column A and row
1throughout the entire worksheet. The ignore syntax (i) is not case sensitive.

3. Planning reference dimensiondt is always a good practice to create a hidden row section on
the top part of the worksheet to store the dimeins codes referenced in thelanningsettings
These often include thEntity, Department Scenari@y R 2 1 KSNJ W{ KSSi¢é¢ NBFSNBY
used for storing data back to the Data Warehouse. Doing this will avoid the potential of users
inadvertently changinghese important storage parameters, especially if the worksheet is not
protected.

Fiscal Year v&alendar 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 oth#ran January when a database is first created in Data
Warehouse Manager. THaanningsettings 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, thé’lanningend-user usagavill be covered. This section assumes the Data Warehouse
connection has been created in a BIF®€portingnodule and the templates and Assignments have
already been set up.

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

As previously mentioned, there are two ways to acceBtaaningtemplate. 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 featurePlease reference thEndUser Assignment Interfasection for detailed
information on how to view the assignments assigned to the individual end user.

Executinga BI360 Planning Template
When a B360Reportingfile is opened from the Assignments panel, depending on theQifieense, 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 templatill be dynamics so that users mayrom
the report to see the updated values.
2. Publish: Only done if the template is intended to be used in offline mode.

E} Run -

Publish

Entering Data

There are two methods for entering data in to the Excel templates. Data maiydmtlyl entered into

the Excel sheet or data may be inputted through the use oRtamningData Entry Window. If the
administrator decides to disable tHlanningData Entry Window, the Enter Data button will be disabled
in the Planningribbon.

EnteringData 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 designhated a certain color.

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

GKS F2N)dzZ I WI mnanbwmnan Qexécyitdd, thie fon will 3hidr20Gidthexeélll NS R I Yy R
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Entering Data Using the Planning Window

ThePlanningdata Entry Widow assists users with spreading data over 12 months, entering Line Iltem
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 tH&lanningwindow,

1. Select a cell that is within the Data Grid.
2. Clickenter Datawithin the Planningribbon.
3. Depending on the interface settings, tRéanningwindow will open and display the configured

grid(s).

ThePlanningwindow is designed to handle spreading and line items for any number of months (12, 18
and 24 months). Within the input section of tRéanningwindow, there are three primary sections.

1. Action Section: contains a button to enable Line Item D&tapreading 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 dame, ltém Details and comments.

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

3. Footer Section: This secti@ontains navigatioontrols as well as buttons to close tRé&anning

Window and a button to upate the data in Excelith the values from thePlanningwindow.

Any values entered into the input section will be considered as the true vall
masks are not applied when considering the precision. Users may adjust th
modifying the decimal place ojph 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 Totatvenly 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.
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