Quick guide for BMS

Introduction

This Quick guide will show
you how to Add and edit a
traffic light in the dash-
board. The data that needs
to be filled in is; name, KPI's
and filter. In the end you
have setup a traffic light in
dashboard.

Quick guide concept

Through a number of easy
steps you learn how to use
the software.

Each step is numbered
and defines a phase. Each
phase contains a short
description and an illustra-
tion to show how to navi-
gate or operate in the
software.

On the last page it is de-
scribed how to set up the
Security to activate, view
and edit the described
tool.

The guide may contain im-
portant  general  notices.
These will be marked with an
exclamation icon.

Tips and tricks are marked
with an Info-icon.

Questions & Answers note
relevant to the topic at hand.

BMS Version 18.12

Dashboards & Reports

KPIs - Traffic light & gauge

0 Open Add Element

Open “My dashboard” from the navigation ribbon, a new tab opens.
Click “Edit layout” from the navigation ribbon and choose “Add Ele-
ment”.
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Edit Add
Layout Element

From the opening window click to select “Traffic Light” or “Gauge”. Traffic Light Gauge
These function the same way in “My dashboard” as in "Shared dash- [:] a i
board” and any other report. @)

Traffic Lights for your Gauges foryour KPI's
KPI's

NB! It is recommended to start adding elements in “My dashboard”
for practice and when you feel comfortable you can start setting up the
“Shared dashboard”.

o Configure KPIs

You can display KPIs in two different ways:
. Gauges
° Traffic light

The configuration of the two is identical. It is only the display that dif-
fers.

Traffic lights and gauges are build up by comparing two values.

You can add as many KPIs as you need to keep track of your business.

o Placing elements

When you have selected an element you need to find where to place it
on the dashboard.
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The first element you add will automatically fill the working area.

The second will appear in a pop-up window next to the cursor on the
screen.

Click the header of the element and hold to move it. A docking assis-
tant appears on the screen where you can dock the element in the
appropriate position.

Drag the element to one of the five docking areas (highlighted in red)
to dock the window in the middle of the screen. Each docking area
indicates the position of the element after it has been docked. The area
in blue indicates where the element will be docked.

If you place the element in the middle docking area of an existing ele- Ry Chart
ment (second picture), the window will be placed in another tab than -

the first one. This creates different tabs in the bottom of the first tab = = |_|

(third picture). —

The docking area in the outer edges (fourth picture) of the tab places Zl [ | E
the element in the outer edges. If you place the element in the bottom
of the tab, and then remove the first element, the second element will el
remain in the bottom of the tab.

° Configure KPIs o

Click “Close Edit Layout” from the navigation ribbon to save your new

layout. Close Edit

Layout
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View

Header [KPI | | Show header
KPIs

kPl Key Figure Compare to
Name Value Scenario Stream Year Month  Filter Fixed Value Value Scenario Stream Year Month  Filter

Consumer u.. Actual (\TD... Total Curre.. No filter a... Consumer .. Actual (YTD}... Total Curren..

Move up

Move down

‘ 5

Above you see the window that appears when you add a Gauge or
Traffic light.

In KPI's you add your KPIs and configure the values to every KPI.

° KPI:
Name: Enter the name of the gauge.
[ Key figure:

Value: Enter the units/P&L lines of the KPI.

Scenario: Select the scenario you want.

Stream: Select the stream you want.

Year: Select the year the values of the KPI should be measured
in.

Month: Select the month the values of the KPI should be meas-
ured in.

Filter: Click in the filter field to add a filter to the KPI.

Fixed value:

. Compare to:
Value: Enter the units/P&L lines of the KPI you want to com-
pare the first KPI to.
Scenario: Select the scenario you want.
Stream: Select the stream you want.
Year: Select the year the values of the KPI should be measured
in.
Month: Select the month the values of the KPI should be meas-
ured in.
Filter: Click in the filter field to add a filter to the KPI.
Fixed value:
[ Thresholds:
Low limit: Select the lowest limit for the threshold.
High limit: Select the highest limit for the threshold.
Color shema: Here you can select the order of the lights of
either the traffic lights or the gauges.

Gauge specific:
[ Scale:

From: From percent.
To: To percent.

a Add KPI information

-+
Open “My dashboard” from the navigation ribbon, a new tab opens. &l o
Click “Edit layout” from the navigation ribbon and choose “Add Ele- Edit i
ment”. From the opening window click to select “Gauge”. Layout | | Element

Here the following fields for comparison are filled out: Gauge
. Value
. Scenario m
. Stream
Y Year Gauges for your KPI's
Additionally:
o Thresholds:
o Low limit, High limit and Color schema
[ Scale:
o From and to
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KPls

KPl  KeyFigure Compare to Thresholds Scale
Name  Value Scenario Stream  Year Month Filter Fixed Value Value Scenario Stream Year Month Filter Fixed Value Lowlimit Highlimit Colorschema From  To

Consumer units _Actual (D) - ..._Total Current year Mo filter app. Consumer units _Actual (fTD} .. Total _ Current year No filter app.. E 110_Red-Vellow.-..
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In the picture above you can see the information we have entered in

our example. IIDD%

It will turn out to look like the picture to the right. 50% 200%

eate a traffic light

° Add KPI information dy, =+

Open “My dashboard” from the navigation ribbon, a new tab opens.
Click “Edit layout” from the navigation ribbon and choose “Add Ele-
ment”. From the opening window click to select “Traffic Light”.

Edit Add
Layout Element

. . . . Traffic Light
Here the following fields for comparison are filled out:
[ Value: Net sales, Total promotion allowance and Sales margin. [:}
(] Scenario: Actual (YTD) + Forecast (YTG). @)
L] Stream: Total. Traffic Lights for your
KPI's
. Year: Current year.

Additionally:

° Thresholds:
. Low limit: 90
° High limit: 110
o Color schema: Red-yellow-green, Green-yellow-red

and Red-yellow-green.

View

Header [KPI5 ] Shaw header
KPIs

Pl Key Figure Compare to
Name Value Scenario Stream Year Fiter  FixedValue Value Scenario Steam  Year  Filter

. | Remove |

et sales Actual (YD) + Forecast (VTG) Current year Mo filter... Net sales Actual [YTD} + Forecast [YTG) Last year N filter...
Promo Spend vs. LY  Total promotion allowance  Actual [VTD} + Forecast (\TG}  Total  Currentyear No filter. Total promotion allowance  Actual (YD} + Forecast (YIG)  Total Last year No filter... Move up
Morginvs F Soes margin Actual (D) - Forecost (1G] Total  Curentyear No fiter Sates margin Actun D) - Forecast (16) Tatal Lot year N fiter.
unis Consumerunits Actual (D) - Forecst (1G] Total  Cuentyear  No fiter Consumer units Actun D) - Forecst (16) Tatal Lo year N fiter.
In the picture above you can see the information we have entered in Net Sale vs. LY
our example. o) o
o 43%
It will turn out to look like the picture to the right.
P 9 ®) 3202686833

Promo Spend vs. LY

{g} 56%
@1 73,441,640
Margin vs. LY

B

1,424,976,988
Units
{;] 38%
@1 160,447,801
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Security - User Roles

For a user to view and edit the Reports in the system, access needs to
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be granted from Security settings by a super-user/admin.

Security

From “File” select “Security” and the window with all the users in the
system and the roles assigned to each one will open. Select a role to

open the corresponding settings. %

= Roles
Defauk
KAM
Admin
Sales Manager
Cortroller

Login

sm

moh
hh
ac
phi
az

4

Security

I Users

Role Name

KAM sm
Controller <
Admin mon
Sales Manager  hn
Contraller ac
(] phj
] dz

[ Deete user |

[ Copy my settings to selected users

Allow View & Edit Reports
Check mark the boxes to allow the role to view and edit:

Standard reports - mark “System” to allow to work with standard
BMS reports.

Company reports - mark “Access report folder” to allow access to
the corresponding folder with company specific reports.

User reports - mark “Allow user reports” to allow the role to build
his/her private reports.

Edit dashboard - mark “Frontpage”, “User dashboards” and
“Company dashboards” to allow access to the corresponding dash-
boards.

Report Packs - mark “Manage Report Packs” and “ Access Re-
ports Packs” to allow view and edit of the report packs.

Company dashboards - mark the “Report folder X” to allow access
to the corresponding report folders.
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Standard reports

System

Company reports
Access report folder
User reports

Alow user reports
Edit dashboards
Frontpage

Company dashboards
Reports Packs

Manage Report Packs
Compary dashboards
Report folder 1
Report folder 3

Report folder 5

Initials

sm
e
moh
hh
ac
ehi
az

Erp Login Customers

sm All
= A1
moh A
hh Al
ac Al
hj Al
a@ A

User dashboards

Access Report Packs

Report folder 2
Report folder 4

[T] Report folder &
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