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Web User Guide for Metrics Management provides information about how to
implement and best use the features of this performance management software. It
provides the user with options regarding the navigation and presentation of
information derived from the compiled database in Metrics Management.

Web User Guide for Metrics Management is a document for end users of Metrics
Management. In the typical organization, the Metrics Management system
specialist creates a preliminary database before the end users begin to work with
Metrics Management. There are companion documents that cover installing and
configuring the product and working as a system specialist.

Web User Guide for Metrics Management includes the following chapters:

About Web User Guide for Metrics Management. This chapter provides an
overview of this guide.

Chapter 1. Introducing Metrics Management. This chapter introduces Metrics
Management and the value of a performance management system. The
chapter provides an overview of Metrics Management and shows how the
basic Metrics Management elements interact to produce performance results.

Chapter 2. Using Metrics Management. This chapter introduces Navigation Pane
and the home page, and shows you how to use views, books, maps,
dashboards, initiatives, and links. It also explains how to change your
preferences.

Chapter 3. Working with data. This chapter describes how to manually enter
data and performance commentaries into the system.

Chapter 4. Presenting your data. This chapter describes how to edit and work
with initiatives and maps.

Glossary. This chapter consists of a list of terms that relate to Metrics
Management.

About Web User Guide for Metrics Management Vv
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Introducing Metrics
Management

This chapter discusses the following topics:

About using Metrics Management as a performance management tool
About Metrics Management

About views

About briefing books

About maps

About dashboards

About initiatives
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About using Metrics Management as a performance
management tool

Metrics Management is a management tool designed for organizations that want
a comprehensive view of their performance, whether that performance be
financial indicators, strategic objectives, customer satisfaction, or other business
objectives. A successful Metrics Management implementation is one that
measures activities that contribute to achieving organizational objectives.

Metrics Management does more than simply measure the number of sales or calls
to customer service. Metrics Management can categorize the types of sales or calls
to customer service to provide visibility into what is succeeding and what issues
need to be addressed. An effective management team wants to know more than
what percentage of customers are calling. Managers cannot take the time to
inspect the individual call tracking files. Instead, they need to know how these
calls can be categorized and analyzed.

For example, suppose a government agency, such as the National Park Service,
implements Metrics Management to track the number of general inquiries and
complaints. During implementation, the system specialist can set up the program
to go beyond reporting the number of general inquiries or complaints. Metrics
Management can be set up to track how many people call to ask about available
amenities, fees, schedules, and reservations. In addition, Metrics Management
can track the number of customers and details about those customers who lodge
complaints about fees being too high, trail accessibility, and park hours. These
inquires can then be grouped and compared, providing managers with detailed
information that empowers them to make decisions based on data about which
problems are most critical, which problems affect the largest number of
customers, which problems need to be addressed urgently, and which ones fall
into the nice-to-have category.

A performance management system focuses on measuring activities that
contribute to achieving organizational objectives, not just things that are easy to
measure. Remember that “What gets measured gets done.” An effective and
properly implemented system can help to promote focus and alignment within
the organization, increase communication, and help redefine a forward-looking
vision.

About Metrics Management

Metrics Management displays information in various formats such as the view
hierarchical structure, the briefing book format, maps, dashboards, initiatives,
and performance dashboards. Metrics Management uses these different formats
to maximize the flexibility of how users can access information they need. The
following sections discuss these display options.
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About views

A view is a hierarchical structure that displays the relationship between strategic
objectives and performance measures. A view usually reflects an organization’s
vision, values, mission statement, and strategic plans. The view structure consists
of the following primary components: measures, locations, and data. These three
components provide a meaningful, hierarchical, customizable view of your data.
In Metrics Management there are three types of measures: data, formula, and
group. Later in this chapter, we discuss measure types.

Figure 1-1 shows a view where Overall Performance is at the top of the hierarchy,
and key strategic elements are at the next level down. The structure cascades
downward to include the key performance areas and elements that contribute to
your organization’s success.

Overall performance
of the organization

ACTUAL
TARGET
Index

LE

Key
strategic
elements

I
Gross Margin %

Profit v

Total Company = Total Company _v

ACTUAL  §41,482,78: ACTUAL ACTUAL 20.4%
TARGET  §1,395,41¢ TARGET TARGET 55.6%
Indax 104.2% In; Indesx 100.0%

P ||| —
£ o

iy

 Sales v —— Measures

i Total Company dvh

ACTUAL  $2.219.8m
TARGET  %2,187.5m

ACTUAL

$234.482
TARGET b

Index 101.5%
PR | ]|
2

Figure 1-1

View hierarchy
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Of course, you can tailor your performance framework to your organizational
needs. Within your view hierarchy, you align the measures that track
performance of various activities with your overall corporate strategy.

Typically, the view reflects the main concepts behind an organization’s vision,
values, mission statement, and strategic plans. During the implementation phase,
match these overall goals with supporting key performance areas and measures.
Additional views then focus on specific or unique aspects of your organization’s
performance.

After the main view structure is built, a variety of features can enhance the
information within the view. These additional features include sorting data
measures using elements, such as locations and weights, to garner specific

information.

About measures and measure owners

Metrics Management uses measures as performance components that collect
quantifiable data. Measures should be linked to your organization’s strategic
objectives. It is important that someone be accountable for each measure.
Ownership should be assigned to the individual or group directly responsible for
a measure’s performance and data accuracy. Measure owners should then enter
commentary that explains the performance of that measure. In the example
shown in Figure 1-2, the VP MKTG user is the owner of the Business
Development measure.

Inde:x 119.5% o Index 106.7%
Index Ran: Good ' Index Rany
O Prasident =

Indesx 112.2%
Index Rany Good
Owuner WP CEER
> N N NN

LE @ Bl Lfea

Owner

Figure 1-2 Measure owners
In Metrics Management, there are three types of measures:

m Data measures always appear at the lowest level of the view structure. They
are submeasures within a view. A data measure is information that is entered
either manually or imported into Metrics Management. You aggregate data
measures at higher levels to make up formula measures or group measures.

m Formula measures are mathematically comprised of data measures or other
formula measures in the system. They are always parent measures and
provide information, such as index results.

m  Group measures associate disparate measures. Formulas are not always
appropriate. For instance, net income and customer survey cannot easily be
associated by using a formula. Using grouping, these measures can be
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associated. Creating a group measure includes the submeasures that must be
weighted according to their importance.

About locations

Locations apply a measure hierarchy to geographical or operational structures in
your organization. You use locations to see the overall performance of a single
location or division, and to compare one location to another. For example,
locations do not necessarily represent geographical locations. They can represent
operational units, divisions, projects, or any other element that is meaningful to
your organization. In our current global corporate environment, it is often
important to reflect data about a specific group that operates across multiple
countries. For example, your engineering division can include groups in San
Francisco, Kansas City, Toronto, Fribourg, and Shanghai. Measure structures can
contain multiple location hierarchies.

Figure 1-3 shows Total Company composed of the North America, UK, EMEA,
and AsiaPac locations. Lower in the structure, the United States contains the
Western US, Central US, and Eastern US locations.

Indesx
Index Ran:

. Owerall
Performance

UK

Index 105.0%
Index Rany Caution

Index Index
Index Rany Index Rany

Index Index
Index Ran: Index R

Index
Index Ran:

Performance
~ Eastern US

Index | Index 104.4%
Index Ran ~ |Index Ran: Caution

G B 28]

Figure 1-3 Performance by location
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About performance weights

When performance is based on a group of measures, some measures can be more
important than others. Use weights to assign relative importance to measures. For
example, to show that Customer Complaints has more of an impact than Positive
Contacts on the performance of the Consumer Contacts measure, assign
Customer Complaints a weight of 60%, and Positive Contacts a weight of 40%, as
shown in Figure 1-4.

Consumer v
Contacts
Total Company w Total Company

Indesx a7 5% Index 110.4%
Indes Rany Caution Index Ram Good

Wieight 33.33% S Taen Performance weight
3 >
72 |

Customer Positive Contacts
Complaints

Total Company ==+ Total Company W

Index Q4.7% Index 102.5%
Index Rany FPoor Index Ran; Caution
Wieight B60.00% ieight 40.00%

LE i s | A

Figure 1-4 Performance weights

About performance calculations for measures

A performance management system succeeds when it provides relevant facts and
data about current performance, and highlights what needs to be improved.
Management’s challenge is to turn raw data into useful information.

To calculate the performance of a measure, Metrics Management uses
comparatives, indexing, and performance ranges and colors.

About comparatives

Without comparative data, it is difficult to determine how a measure performs.
Metrics Management uses comparative data to calculate an index value for every
measure. Index values standardize the measurement of performance across
different types of measures, so that you can compare them.

For measures to be meaningful, compare them to some kind of target or
benchmark, which is called a comparative. Common comparatives are budgets,
targets, previous year results, and internal or external benchmarks.

For example, the On-time delivery measure has an actual value of 640. To give
this value meaning, compare the actual data to the target comparative of 800. The
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following comparison shows that on-time delivery is not performing as expected
and gives you a relative idea of how far off target the performance is:

Actual = 640
800

Target

About indexing

Metrics Management uses an indexing system to evaluate a measure’s actual
performance instead of comparative data, so that an index over 100% is always
positive, and below 100% is always negative.

On-time delivery = 640
Target on-time delivery = 800
Index = 80%

In this simple example, the performance is poor, as compared against the target.
Specifically, the On-time delivery measure is performing at 20% below the
performance goal compared with the target.

For some measures, such as sales figures, a high value is good. For others, such as
the number of complaints you receive, high values are bad. When you set up
measures in Metrics Management, you specify the measure’s polarity. That is, you
specify whether high values are positive or negative. Metrics Management uses
this polarity setting when it computes a measure’s index.

If high values are positive, the formula for an index is:
100 + (Base - Comparative)/|Comparative| * 100
If high values are negative, the formula for an index is:
100 - (Base - Comparative)/|Comparative| * 100
In each formula:

| Comparative|

is the absolute value of Comparative.

Index charts can show trends in index values over time. In Figure 1-5, compared
with the target, on-time delivery has deteriorated from being better than target, to
the current level, which is well below target. You can view an index chart in the
dashboard in briefing books, maps, and views.

About performance colors and performance ranges

Performance colors provide a visual cue that clearly identifies variances in
performance. A measure displays a performance color depending on how it is
performing. Typically, a manager sees that red indicates poor performance,
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yellow indicates caution, and green indicates good performance. Gray indicates
that there is missing or invalid data for that time period.

To determine a measure’s performance color, a measure’s index value is matched
against one of five performance ranges. Each range has an upper and lower index
value. The range of index values is 0% through 200%. Each range has a
performance color and performance indicator, such as good. Performance ranges
are defined for your entire database or for individual measures.

Actual 640, Target 800
Index = 80%

— 200

— Above target

At target

rPaenr(‘;c(;rmance — 100 . Index 80%
— Below target
L 0 —
Figure 1-5 Index chart showing performance trends

For example, in Figure 1-6 the Customer Complaints measure displays a red
performance color and an index value of 94.7%. By default, a measure with an
index value between 50 and 95 displays a red performance color.

About trend indicators

By default, a measure displays a trend indicator. The trend indicator is an arrow
that contains color-coded bars. Each bar indicates the measure’s performance for
a previous period. The bar at the tip of the arrow displays the most recent period.
The number of periods displaying depends on the view’s selected period and
period range settings. The indicator displays a maximum of 14 periods. In
Figure 1-6, the indicator shows performance for the first eight months of the year.

Customer
Complaints
Total Company 7

—— Trend indicator

Figure 1-6 Trend indicator showing measure performance
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About briefing books

Briefing books provide an alternative way of viewing measure and location
information. In a view, measures display in a hierarchical measure structure that
aligns measures to their respective areas of strategic focus. Briefing books display
measures regardless of the measure structure.

Measures in a briefing book share some characteristics with measures in a view. If
a measure has submeasures, you can drill down the measure structure as you can
in a view. Like a view, the briefing book is dynamic and updates whenever new
information is entered into the system.

A briefing book contains sections. Sections are pages or chapters within a briefing
book. Figure 1-7 shows the Balanced Metrics Management book opened to the
Objectives section. Sections contain measures that are individually selected or
returned from a filter. For example, a briefing book can have a section that shows
all red measures. Separate briefing books can be created for individual users,
departments, or for an entire organization.

Book section Dashboard
f T

IIIII 1 Objectives =Y 1 Sumrnaty | Inifistives | Index Chart  Data Chart | Data b
- . C1. Customer Loyalty (Total Company) =
@ inti E] ., £ 7
% CA1. Customer Total Company De.scn[mDﬁ = gwner fﬂ M A
2 Loyalty This grouping - ommentary - May
L summarizes the positive 201
i C2. Customer Total Company and negative contact The Eastern US office is

¥ Service ¥ received from looking at MIS suppoart
o consumers to measure d izzues as a possible d
= C3. Customer Total Company
g Survey Index chart - This Year by Month =={%]
e F1. ROCE Total Company 107
§ 104.4
E 9 F2. Profit Total Company 9 .
= §

= F3.Return on Total Companmy 4| #9.2

6.6
Links B2
a4 .
Jan 2011 Apr 2011 Jul 2011 Oct 2011%
= s, Target us, Last Year|
[ Display perind anly data
*Indicates projected performance for future periods
Figure 1-7 Balanced Metrics Management Book

A section displays multiple measures and locations on one side of the briefing
book. The opposite side of the book displays the measure’s dashboard. Sections
can contain links to related information such as maps, document links, internet
links, and e-mail links. Link tooltips display the link type, link, or map, followed
by the link name. For example, the tooltip for a link to the Performance
Highlights map displays Map: Performance Highlights.
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About maps

Maps graphically represent measure performance in an alternative format to the
hierarchy found in the view. Maps contain diagrams that display performance
information and that can link to other Metrics Management objects, such as a
book or view. Typical examples of maps include strategy maps, process maps,
geographical maps, and cause and effect diagrams. Figure 1-8 shows a map that
contains Sales and Advertising performance measures by month and location.

Measure and location box

20711 Montlyy Costs: Sales & Advertising

eb Mar Apr May Jun Jul  Aug Sep

Siodar M OO0 10100008 0

Achvertising . . . . . . . . .

Sales R E DR BN E N E
Quadtrac

Advertising O O O O O . . O O

sl ! Sales . . . . . . . . .
uinse

Advertising . . . . . . . . .

_ EEOOOOEEIREE

rrertisingl @ | @D 1O @ @O | OO | O

. EeEEL LB B A IS

Achvertising . . . . . . . . .

Figure 1-8 Map with performance measures

About dashboards

The dashboard displays measure performance graphically in index and data
charts and numerically in table format. The dashboard displays additional
information about a measure, for example, a dashboard contains owner
commentary, or the initiatives associated with the measure. Optionally, a
dashboard contains an embedded internal or external web site. The dashboard
displays on the opposite side of a briefing book, map, or view.

A dashboard contains tabs that display measure and location information in
different ways. The Summary tab displays by default when the dashboard is
open. Dashboards can have different layouts for the Summary tab. The system
specialist specifies the information that appears on the Summary tab. Figure 1-9
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shows a data chart and data table in the dashboard.

This Year by Month | Data chart | Sub-locstions | Sub-messures E R
290,000
232,000 Ny
174,000
o ——— Data chart
H
-
116,000
58,000
o
Jan 2011 Apr 2011 Jul zo11 Oct 2011%
Actual W Target Last Year |
This Year by Quarter | Data chart | Sub-locstions | Sub-measures |JJ_| A
Actual Target Last Year
Q12011 $67,990 483,661 $58,543
022011 $149,954 $167,736 s1zsa0  ——— Data table
Q32011 $234,482 $248,462 $207,073
04 2011* $272,440 $275,063
Figure 1-9 Data Chart tab in the dashboard

About initiatives

An initiative is a task associated with a measure and location pair. An initiative
belongs to the measure in which it is created. Typically, a measure owner creates
an initiative to address a problem with a measure’s performance, or to define
goals related to the organization’s performance management strategy. Then, the
measure owner creates subinitiatives as needed. For example, the Survey
Customers subinitiative, as shown in Figure 1-10, represents a task that supports
the Customer Service Improvement initiative.

To assess the performance of an initiative, the initiative’s owner typically specifies
start and end dates, budget values, or selects a rating. The owner enters planned,
forecast, and actual data for date and budget values. A rating is a qualitative
assessment of the initiative’s performance. The owner updates the status of the
date, budget, and rating values as work progresses on the task defined by the
initiative. Metrics Management displays start and end date, budget, and rating
performance indicators for an initiative, as shown in Figure 1-10.
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Customers (Total Company) Performance
Comparison: | Actual vs. Planned 'l data
overt ————Performance
view I 1 NRES indicators
Start Date  End Date Budget & W~
w Customer Service Improvement Plan 2011-04-04 2011-10-05  $40836 a7
w Preliminary Investigation 2011-04-04 2011-05-10 $0 100
Collect data 2011-04-04 2011-04-21 30 100
Repor initial findings 2011-04-21 2011-05-10 $0 100
Get approvals 2011-058-10 2011-05-10 30 100
w Survey Customers 2011-058-16 2011-07-14  $9246 98
Mail surveys to existing customers 2011-058-16 2011-05-18 5146 | 100
Ernail sumeys toweh users 2011-058-16 2011-05-16 $0 100
Conduct focus arouns 2011-05-17 2011-06-23  §7900 100 Group initiative
+ Interpret Results 2011-06-24 2011-07-14  §1200 93 indicator
Analyze surveys, focus group data 2011-06-24 2011-06-26  §$1200 [0 100 P
Compile Findings 2011-08-28 2011-07-07 §0 100 E]g'i:gal{]ol?atlve
Preliminary Reparting 2011-07-07 2011-07-14 30 g0 LI

Figure 1-10 The Customer Service Improvement Plan initiative tree

There are two types of initiatives:

[=] = Datainitiatives are children of group initiatives. A data initiative can contain
start date, end date, budget values, rating, and percentage complete values. A
user inputs data for a data initiative. An inward pointing arrow indicates a
data initiative, as shown in Figure 1-10.

=] = Group initiatives are parents of data initiatives or other group initiatives. A
group initiative obtains performance data from the data subinitiatives at the
next lowest level in the tree. Metrics Management supports assigning weights
to the subinitiatives of a group initiative. A downward pointing arrow
indicates a group initiative, as shown in Figure 1-10.

About performance calculations for initiatives

To display date performance colors for initiatives, Metrics Management compares
planned, forecast, and actual start and end dates. Similarly, to display budget
performance colors, Metrics Management compares planned, forecast, and actual
budget values. The values that Metrics Management uses to calculate these
performance colors depend on the comparison series selected for an initiative.
Metrics Management supports selecting the Actual vs. Planned, Actual vs.
Forecast, or Forecast vs. Planned comparison series. An initiative must contain
date or budget values to calculate and display performance colors. An initiative
must have a rating selected to display a rating performance color.

About start and end date performance indicators

Metrics Management calculates start and end date performance values by
comparing dates specified for an initiative. Metrics Management supports five
date ranges: week, two-week, month, quarter, and long-term. Metrics
Management chooses which date range to apply to an initiative based on two
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criteria: the selected comparison series and the difference in days between end
and start dates. Table 1-1 shows the formula, which Metrics Management uses to
determine which date range to apply to an initiative.

Table 1-1 Performance date range formulas by comparison series

Selected comparison series Performance date range formula

Actual vs. Planned # Days = Planned end date - Planned start date
Actual vs. Forecast # Days = Forecast end date - Forecast start date
Forecast vs. Planned # Days = Planned end date - Planned start date

Table 1-2 shows the date ranges that Metrics Management applies to an initiative,
depending on the difference in end and start dates. For example, if the difference
between an initiative’s planned end and start dates is 25 days, Metrics
Management applies the month range.

Table 1-2 Performance date range criteria by date range

Date range Number of days between end and start date
Week 0 to 7 days

Two-week 8 to 14 days

Month 15 to 28 days

Quarter 29 to 84 days

Long-term More than 84 days

Metrics Management applies a performance indicator to an initiative’s start or
end date based on the variance between the initiative’s planned, forecast, or
actual dates. Table 1-3 shows the formula that Metrics Management uses to
calculate an initiative’s start or end date performance. Metrics Management
applies a formula, depending on the comparison series selected for the initiative.

Table 1-3 Performance range formulas by comparison series

Comparison series Date Performance range formula

Actual vs. Planned Start date # Days = Actual - Planned start date
Actual vs. Planned End date # Days = Actual - Planned end date
Actual vs. Forecast Start date # Days = Actual - Forecast start date
Actual vs. Forecast End date # Days = Actual - Forecast end date
Forecast vs. Planned  Start date # Days = Forecast - Planned start date
Forecast vs. Planned = End date # Days = Forecast - Planned end date
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Table 1-4 shows the lower and upper limits supported for each range. For a date
range, high values are considered bad, as a high value indicates that an initiative

is late.

Table 1-4 Performance date range criteria and range limits

Date range Lower limit Upper limit
Week -7 days 7 days
Two-week -14 days 14 days
Month -28 days 28 days
Quarter -84 days 84 days
Long-term -168 days 168 days

About the budget performance indicator

The budget performance range specifies the colors and labels for the budget
performance indicator. Metrics Management calculates budget performance
values by comparing two budget values in an initiative, for example, the actual
vs. planned budget values. The budget values used in the calculation depend on
the comparison series selected for the initiative. Table 1-5 shows the formulas that
Metrics Management uses to calculate the budget value for each comparison
series.

Table 1-5 Budget performance range formulas

Selected comparison series Budget performance range formula

Actual vs. Planned Actual budget / Planned budget
Actual vs. Forecast Actual budget / Forecast budget
Forecast vs. Planned Forecast budget / Planned budget

The budget index has a range of 0-200%. The default label for an index range of
160-200% is very poor, for 105-160% is poor, for 95-105% is caution, for 50-95% is
good, and for 0-50% is excellent. Ranges cannot overlap. An initiative must
specify a budget value to display a budget performance indicator.

About the rating performance indicator

The rating indicator represents a qualitative ranking of an initiative by the
initiative’s owner. A user specifies a ranking by selecting a ranking value for an
initiative. The rating limit values are not configurable. The default labels for a
rating range of 4-5 is excellent, for 3-4 is good, for 2-3 is caution, for 1-2 is poor,
and for 0-1 is very poor.
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About group initiative performance values

Group initiatives obtain performance values from the data and group
subinitiatives at the next level in the tree. Metrics Management uses the same
formulas to calculate both data and group initiative date and budget performance
indicators. Table 1-6 shows the date values that Metrics Management uses in
group start and end date performance indicator calculations.

Table 1-6 Values used in group initiative date performance formulas
Date type Date value used in initiative performance calculation
Actual start date Earliest subinitiative actual start date

Forecast start date  Earliest subinitiative forecast start date
Planned start date  Earliest subinitiative planned start date
Actual end date Latest subinitiative actual end date
Forecast end date Latest subinitiative forecast end date

Planned end date Latest subinitiative planned end date

Table 1-7 shows the budget values that Metrics Management uses in group
budget performance indicator calculations.

Table 1-7 Values used in group initiative budget performance formulas

Date type Budget value used in initiative performance calculation
Actual budget Unweighted sum of subinitiative actual budgets

Forecast budget Unweighted sum of subinitiative forecast budgets
Planned budget Unweighted sum of subinitiative planned budgets

For group initiative rating and percentage complete indicators, Metrics
Management performs the following calculations:

m For a group initiative’s rating indicator, Metrics Management sums the
weighted ratings of the group’s subinitiatives.

m For a group initiative’s percent complete indicator, Metrics Management sums
the weighted percent complete values of the group’s subinitiatives.
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Using Metrics
Management

This chapter discusses the following topics:

Opening and navigating Metrics Management
Personalizing Metrics Management

Using a view

Using a book

Using a map

Using a dashboard

Using an initiative

Using a link

Chapter 2, Using Metrics Management
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Opening and navigating Metrics Management

The following sections show how to log in to Metrics Management and how to
navigate in Metrics Management using Navigation Pane and the Metrics
Management toolbar.

Logging in

To access Metrics Management, log in using the URL provided by your system
specialist.For convenience, save the URL as a favorite in the web browser. From
the URL, you can log in any to the following components:

m  Metrics Manager Web. Metrics Manager Web runs Metrics Management in
Google Chrome, Microsoft Internet Explorer, or Mozilla Firefox. You use
Metrics Manager Web to access and update performance information and
create certain Metrics Management objects, such as maps.

m  Metrics Manager. Metrics Manager runs the Metrics Management as an
application launched from a web browser. The system specialist typically uses
Metrics Manager to create and administer Metrics Management objects.

The system specialist sets up users to have access to different parts of Metrics
Manager Web and Metrics Manager and has the authority to impersonate any
user.

How to log in to Metrics Manager Web or Metrics Manager

1 Provide your login name and password, as shown in Figure 2-1.

©

@D ACTUATE. BIRT Performance Scorecard

Login Mame: |Ml-clg Canada

Passwold: [eesssssassssses

Module: | Scorecard Weh Client

L]

advanced

Semer: I Scorecard Server

Database: I Sample Corporate

Authentication Method: | Standard

L Ll L

| Login | Refresh

Figure 2-1 Login window
2 From Module, perform one of the following tasks:
m To log in to Metrics Manager Web, select Metrics Manager Web.

m To log in to Metrics Manager, select Metrics Manager.
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3 From Server, select a server name.
From Database, select a database.
From Authentication method, select an authentication method.

The authentication method indicates which application validates your login
name and password.

6 Choose Login. The Metrics Management home page appears by default for
Metrics Manager Web. If you choose to launch Metrics Manager, choose Close
in the confirmation message. Metrics Manager launches in a separate window.

How to download Metrics Manager

The first time that you access Metrics Manager, Metrics Management downloads
files that Metrics Manager uses each time the client launches. Metrics
Management also creates shortcuts on your Start menu that you can use to launch
Metrics Manager.

1 In Internet Explorer, enter the URL provided by your system specialist, for
example, http:/ /MetricsManagementServer/MetricsManager.

2 In Application Run - Security Warning, as shown in Figure 2-2, choose Run.

Do you want to run this application? . El’
o

Name:
Scorecard

From [Hover over the string below to zee the full domain):
ScorecardServer

Publisher:
ACTUATE CAMADA CORPORATION

Run | Don't Run I

While applications fram the Internet can be ugeful. thep can patentially harm your
computer. If you do not tust the source, do not run this software. More Infoimation...

Figure 2-2 Choosing to run Metrics Manager
Metrics Manager downloads, as shown in Figure 2-3.

=10

Downloading Scorecard ﬁ”

This may take several minutes. You can use your computer to do other tasks during the | 3
installation. @

Name: Scorecard
From:  ScorecardServer

]

Downloading: 40.9 MBE of 68.3 MB

Cancel

Figure 2-3 Downloading Metrics Manager

Metrics Manager launches.
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Navigating Metrics Management

The following sections show to how navigate Metrics Management using
Navigation Pane and how to open objects from the Metrics Management toolbar.

Using Navigation Pane

You can open objects such as books, maps, initiatives, and views from Navigation
Pane, which is located at the side of Metrics Management, as shown in Figure 2-4.
In Navigation Pane, objects appear in two lists, all objects and My Favorite
objects. For example, choose Views to show the All Views and My Favorite Views
lists. Choose a view from either list to open that view in the main window. To edit
your list of favorites, see “Changing home page and Navigation Pane favorites,”
later in this chapter.

Showing or hiding Navigation Pane

Navigation Pane appears at the side of Metrics Management by default. Lock
Navigation Pane to display it at all times. Optionally, show or hide Navigation
Pane using one of the following options.

How to show Navigation Pane

(2] Toshow Navigation Pane, choose Show Navigation Pane at the left edge of the
screen.

How to hide Navigation Pane

To hide Navigation Pane, choose Hide Navigation Pane at the left edge of the
screen.

Hawvigation Pane

v iews

b Allviews

= My Favorite Views
An Overall Yiew of Perfarm
Overall Wiew of Performanc
Balanced Scorecard
Corporate Governance Ca
HR Perfarmance Wiew

RN i
Maps

Books
Links

Initiatives

Figure 2-4 Navigation Pane
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Using the Metrics Management toolbar

Figure 2-5 shows the toolbar. You can use the toolbar to navigate to areas of
Metrics Management that you use frequently, for example, to open your home
page or favorite book. The toolbar also contains information about the Metrics
Management session that you are logged into, for example, the name of the
current database.

My Home Page

My Book

Hide toolbar Database name
Help User name

About Change Password

| |
e Covorae QU e <[ MR — Log out

Figure 2-5 Metrics Management toolbar

The toolbar contains the following elements:

m My Home Page
Opens the home page

= My Book
Opens the favorite briefing book

m Hide toolbar
Hides the toolbar in books, maps, and views

= Help
Opens Metrics Management help

m  About Metrics Management

Opens a page displaying the Metrics Management version, and the name of
the server and database to which you are logged in

m Database name
Displays the name of the database to which you currently have access

m  User name
Displays the name of the user that you are logged in as

= Logout
Logs out the current user
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Personalizing Metrics Management

The following sections show how to personalize the Metrics Management home
page and define preferences, such as your startup page, preferred location,
default e-mail address, dashboard display defaults, and the language displayed
in Metrics Management. The following sections also show how to change your
password, home page and Navigation Pane favorites, and add a book section to
your home page.

Using the home page

m The home page, shown in Figure 2-6, provides a personalized perspective of the
entire Metrics Management environment. The home page provides easy access to
the books, initiatives, links, maps, and views that you define as favorites. To open
the home page, choose My Home Page on the toolbar. To edit favorites, see
“Changing home page and Navigation Pane favorites,” later in this chapter.

Links contain a user’s favorite links and the information links defined by the
system specialist. Information links provide a convenient way to access other
performance management content, news about your performance management
initiative, and other related applications. A link is unavailable from the Web
when the link contains a path that is inaccessible from the Web Client.

Views A Maps S Links Bk
An Overall View of Perforrance Homepage Map Mewrsll - Attend Yieb Serninars
Cwerall View of Performance (4l Guarterly Review Meeting Agenda Search the Internet

Comparatives) Stratagy Map BIRT Report Studio
Balancenlcaretan Critical Measures Performance Matri Actuate Wehsite

Copors CoemerEs Complues Wy Critical Measures Performance Matrix Custormer Service Yeh Site

HR Performance View with Comparatives

Books Initiatives e

3l [ =2
Corporate Managerment Book - Custorner Service Improverment Plan =
A Sample Book Comprehensive review of customer
Individual Scorecard Book serivelualllvandling

=

Administrator Book

CEQ's Book LI

All Critical problems  actual vs. Target, Sep 2011 By
r
|
——————————————————— ——

Figure 2-6 Home page
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Defining your preferences

Your system specialist defines preference settings. To change or define these
settings, complete any of the following tasks:

m Change your Metrics Management authentication password.
m Change home page and Navigation Pane favorites.
m  Add a book section to your home page.

The system specialist must allow you to change your Metrics Management
password before you can change it. Otherwise, this option is unavailable. Your
new password must be at least eight characters, is case sensitive, and can contain
special characters. The Metrics Management database that you are connecting to
must use Metrics Management authentication.

How to change your Metrics Management authentication password
1 On the toolbar, choose Change Password.
2 In Metrics Management - Change Password, provide your current password,

provide your new password, and confirm your new password by providing it
a second time, as shown in Figure 2-7. Then, choose OK.

Scorecard - Change Password

Login Name: |

Current Password: [seessssss

New Password: [sesesssses

Confirm Mew Passwaord: |---------.

oK

Figure 2-7 Changing your password

A message confirming that your password changed appears.

Changing home page and Navigation Pane favorites

You can personalize the list of objects that appear as favorites. Your favorites
appear in Navigation Pane in My Favorite <item name>, as well as on the home
page. Books, initiatives, links, maps, and views all have a favorites list.

Initiatives support defining an initiative as a favorite in Initiatives. Performing
this task also defines the initiative as a favorite on the home page and in the My
Favorite Initiatives list.

How to add an object as a favorite

1 On the home page, choose Edit <Object type> beside an object type. For
example, beside Maps, choose Edit Maps.
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2 In Edit Favorite <Object type>, to filter the available list, in Type here to Filter
Available List, type one or more characters. In the example shown in
Figure 2-8, Available is filtered to show maps that begin with C.

Edit Favorite Maps
Available Selected
c Add =
Cause and Effect hap (All Periods) Add Al ==
Cause and Effect Map (Current Period
= Remove
== Remave All
Sort

This map displays the critical —_
measures far multiple locations in Move Up
rmatrix farmat

Move Down

(0114 | Cancel |
Figure 2-8 Filtering the list of favorites in Available

3 To add the object to the Selected list, choose Add. Figure 2-9 shows the Critical
Measures Performance Matrix in the Selected list.

Edit Favorite Maps
Choose Add
Available Selected
c Add = Homepage Map
Cause and Effect Map (All Periods) Add Al ==
Cause and Effect Map (Current Period —_—
= Remove
== Remove All
Sort
= This map displays the critical
hove Up measures for multiple locations in
rmatrix farmat.
Mave Down
Ok | Cancel
Figure 2-9 Choosing favorites

4 Choose OK. The object appears in the My favorite list in Navigation Pane and
on the home page.

How to define an initiative as a favorite

|:| In Initiatives, select Add to Favorites beside an initiative. The Add to Favorites
icon appears colored, as shown for the Survey Customers initiative in Figure 2-10.

w Survey Custamers Customers Total Company 2011-05-162011-07-14 9248 48 “
Mail surveys to existing customers Customers Total Company 2011-058-16 2011-05-18  §146 | ] 1000,
Email surveys toweb users Customers Total Company 2011-08-162011-05-16 0 1DDQ‘

Figure 2-10 Adding an initiative as a favorite
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Section.

Adding a book section to the home page

You can add a book section to the home page, as a home page alert. For example,
add a section that contains measures you watch to your home page.

How to add a book section to the home page

1 At the bottom of the home page, beside All Critical problems, choose Edit

2 In Edit Section, to filter the available list, in Type here to Filter Available List,

type one or more characters. In the example shown in Figure 2-11, Available is
filtered by sections that begin with M.

Edit Favorite Section

Available
It

harketing

hissing Cammentary

Missing Data

Multirmeasure Selection

Ity Alers

hity Critical Measures

Nty Critical Measures - Period Only

ity Highlights

iy Key Measures
hity Missing Data
My Problems

My Serious 15sues

Thiz section highlights the measures
that the current user is responsihble for
populating.

Ok | Cancel

Figure 2-11 Filtering the available book sections

Edit Favorite Section

Ayailable

Pl Problems
PMI Projects
QTR

Sales

Sales By Location

SalesMarketing = 95%
Stakeholders

Containg all the issues to be presented
by the WP of Sales & Marketing.

(0114 | Cancel

Phil Highlights |

Sales By Product
Sales Performance J

Strategic |

3 Select an available book section, as shown in Figure 2-12.

Figure 2-12 Specifying a book section as a home page alert
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4 Choose OK. The book section appears on the home page.

Using a view

A view, shown in Figure 2-13, is a hierarchical structure that displays the
relationship between strategic objectives and performance measures. You can use
the lists at the top of the view to change the comparison series, location, or period
for measure and location boxes in the view.

The following sections describe how to open and navigate through a view, specify
display options for a view, and print or save a view. The section also shows how
to use measure and location boxes in a view.

Comparison list Location list Period list

Comparisan: |Actua\vs. Target j Location: |Tma| Campany ;I Period: 4 ISep 2011 'l 12
2 actions = # Links~ | E-mail~ | =100 % »® S SNe 2] View toolbar

Measure and
location box

Figure 2-13 Overall view of performance
The view contains the following elements:

m  Comparison list
Defines the base and comparison series for measure and location boxes.

m  Location list
Defines the top location for measure and location boxes.

m Period list
Defines the display period for measure and location boxes.

m View toolbar

Defines display options for the view. For more information about the view
toolbar, see “Using the view toolbar,” later in this chapter.
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m  Measure and location box

Displays a measure and location pair. For more information about measure
and location boxes, see “Using a measure and location box,” later in this
chapter.

Opening a view

You can open a view from Navigation Pane or from the home page. From a home
page section, you can open a view with the selected measure and location as the
view’s top measure and location.

How to open a view from Navigation Pane

1 In Navigation Pane, choose Views>All Views.

2 In the main window, choose a view. The view opens in the main window.

How to open a favorite view from the home page
1 Open the home page.

2 In Views, choose a view. The view opens in the main window.

How to open a view from a home page section

1 In the home page section, place the cursor over a measure and location box.
2 Choose the arrow beside the measure and location box.

3 In the menu, choose Show View. The view opens in the main window.

Drilling down the measure or location hierarchy

A view is a visual representation of both the measure and location structure. A
measure box in a view can have two drill-down arrows, a measure arrow, and a
location arrow. Use these arrows to drill down the view by measure or location.
The measure arrow only appears for formula or group measures with
submeasures. The lowest measure in the measure or location structure does not
show an arrow.

How to drill down by measure

Choose anywhere on a measure and location box, other than on an arrow, to drill
down the view by measure. The measure arrow indicates that there are measures
below and that you can drill down further. The color of the measure arrow
indicates the performance color of the worst-performing submeasure. Figure 2-14
shows submeasures of the Consumers measure.
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Consumers g—

Total Company 5’

ACTUAL
TARGET =
Indesx 104 8%

— Measure arrow

FZ 4

Consumer @

Contacts
Total Company =

ACTUAL
TARGET -
Indesx a7 8%

v

ACTUAL 28.1%
TARGET 25.4%

Index 110.4%
p | | e |
FZ 5 snﬁ E ‘

Figure 2-14 Drilling down by measure
How to drill down by location

Choose the location arrow in a measure and location box to drill down the
location structure of the view. This arrow indicates that there are locations below
and that you can drill down further. The color of the location arrow indicates the
performance color of the worst-performing sublocation. Figure 2-15 shows the
sublocations of the Overall Performance measure at the North America location.

Owerall v
Performance
= — Location arrow
ACTUAL - ACTUAL
TARGET TARGET -
Index Indesx 105.0%
IS
[ ~ &
& @ # 2 5

ACTUAL ACTUAL

TARGET

TARGET
Index

£ @

Figure 2-15 Drilling down by location

Expanding or collapsing the view structure

You can expand or collapse the entire measure or location structure, and show
more than one branch in the structure at a time.

How to expand the entire measure or location structure
1 Choose Actions>Show for Tree>Show many Branches.

2 Perform one of the following tasks:
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» To expand the entire measure structure, choose Actions>Expand All
Measures.

» To expand the entire location structure, choose Actions>Expand All
Locations.

How to collapse the entire measure or location structure
Perform one of the following tasks:

m In Actions>Show for Tree, deselect Show many Branches.
m  Choose the top measure or location in the view structure.

How to show more than one branch at atime

Choose Actions>Show for Tree>Show many Branches. This choice supports
opening another area of the view without collapsing a branch that is already
open.

Changing the orientation of the view structure

You can change the orientation of the view structure. Choose to have the view
appear vertically, horizontally, or in an outline form. By default, a view displays
vertically. Figure 2-16 shows the horizontal view structure and outline form.

Horizontal view structure Outline form

Consumers 5.~

Total Company - =

Indesx 104.8% Indesx 111.8%
Index Rany Good

Index Rany Caution

Index 113.3%
Index Ra Food
e

Index Rany

Index —
Index Ran Consumers

Total Company 6

Indes 1048 %
Index Rany Caution

Indesx
Index Rany

LE il ; 2 5

Index Ra

Indes
Index Rany

Figure 2-16 Displaying the horizontal view structure and outline form

Chapter 2, Using Metrics Management 29



How to change the orientation of the view structure

Perform one of the following tasks:
m To show the tree vertically, choose Actions>Show for Tree->Show Vertical.

m To show the tree horizontally, choose Actions>Show for Tree>Show
Horizontal.

m To show the tree as an outline, choose Actions>Show for Tree>Show Outline.

Using the view toolbar

Figure 2-17 shows the view toolbar. This toolbar shows all display options
available for the view. Metrics Management supports changing display options
for the view and for measure and location boxes, and opening and resizing the
dashboard. The dashboard displays additional information for the selected
measure and location pair. The dashboard contains data tables, charts, initiatives,
and commentary. For more information on using dashboards, see “Using a
dashboard,” later in this chapter. For more information about setting measure
and location box display options, see “Specifying measure and location box
contents,” later in this chapter.

Actions menu Save view as image
Links menu Print
E-mail links Configure view tree display menu
menu Change box width
Show dashboard
Zoom Toggle dashboard size

R actions ~ £ Links ~| - E-mail~ E[T00% v@ | 5 S 8 e ;_5“— Share
Figure 2-17 View toolbar

The view toolbar contains the following elements:

= Actions menu
Contains options to open the dashboard, change the orientation of the view,
expand or collapse the view structure, navigate the view, open an associated
map, save the view as an image, export the view, or show the accessible view.
s Links menu
Contains links to database information, and measure and location
information.
m  E-mail links menu
Contains e-mail links associated with the selected measure and location pair.

s Zoom
Changes the view magnification level.

m Save view as image
Saves the view as the image type specified by the system specialist.
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m Print
Prints the view.

m Configure view tree display menu

Contains options to specify the information that appears in measure and
location boxes, for example, the index, target, weight, variance, and owner.

m Change box width
Specifies one of three sizes for measure and location boxes.
m Show dashboard
Displays the dashboard for the selected measure and location pair.

m Toggle dashboard size
Toggles the dashboard size between 25%, 50%, 75%, and 100% of the view
pane.

m Share

Opens Share, which displays links specific to the selected measure and
location pair.

Opening an associated map

From the Actions menu, you can open an associated map. An associated map is a
map that is based on the view that is open.

How to open an associated map

Choose Actions>Open Associated Map, and select a map to open.

Printing a view

Before printing a view, expand or collapse the view to show the measures and
locations to print. For a large view, Metrics Management splits the print job into
rows and columns and a message indicates the number of rows and columns that
print. For example, the message shown in Figure 2-18 indicates that the view
prints on 2 rows and 3 columns. In this case, the first row prints on pages 1-3, and
the second on pages 4-6.

Windows Internet Explorer x|

! E The view has been printed on 2 rows and 3 columns.

Figure 2-18 The number of rows and columns printed

How to print the view

To print the view, from the view toolbar, choose Print.
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Saving a view as an image

Metrics Management supports saving a view as an image. The view saves in the
file format defined by the system specialist.

How to save a view as an image
1 Inaview, from the toolbar, choose Save view as image.
2 In Save Image, navigate to a location to save the image.
3 Type afile name.
4

Choose Save.

Using a measure and location box

Figure 2-19 shows a measure and location box. Each box represents a measure or
location in the view structure.

Measure arrow

Total Organizatio »——— |_ocation arrow
ACTUAL 2045 nan Links menu
246,740
Share
E-mail links menu
——— Show dashboard in a new window

Figure 2-19 Measure and location box

A measure and location box can contain the following elements:

m  Measure arrow
Opens the next measure branch in the view structure.

m  Location arrow
Opens the next location branch in the view structure.

m Links menu
Contains links to database, location, and measure information.

m Share

Opens Share, which displays links specific to the selected measure and
location pair.

m  E-mail links menu
Contains e-mail links associated with the selected measure and location pair.

m  Show dashboard in a new window
Opens the dashboard for the measure and location pair in a new window.
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Specifying measure and location box contents

You specify the information that appears in measure and location boxes by
choosing options from the Configure view tree display menu. For example, you
can show the measure and location’s index value, weight, variance, and owner
for all boxes in a view. Figure 2-20 shows the Solvent Reduction measure with all
available display options enabled. A measure arrow and submeasure index range
identifier do not appear because Solvent Reduction is the lowest measure in the
branch.

— Location name
— Color-coded location arrow

Sub-meazures -
Sub-locations Excellent [
ACTUAL 132.00kg — Base data
TARGET 5,420.00kg | +— Comparison data
Index 197 2% — Index

Index Fange Excellent | |—— Index range
ieight 33.24% | — Measure weight
Wariance 5,242 00kg | +— Variance

% Wariance a7 .a% — % Variance
Clwarner WP OPS | |.— Measure owner
Tuwpe ata | — Measure type
— Trend indicator

Submeasure and sublocation
index range identifiers

Figure 2-20 Measure and location information for the Solvent Reduction measure

You can select the following display options for measure and location boxes:

m  Show Base Data
Displays a measure’s base data value.

m Show Comparison Data
Displays a measure’s comparison data value for the selected comparison.

= Show Hints
Displays measure and location information as a tooltip when a user moves the
mouse pointer over a measure and location box.

= Show Index
Displays a measure’s index value.

m  Show Index Range Identifier
Displays a text representation of a measure’s index value.
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m  Show Location
Displays the location name below the measure name.

m Show Location Arrow Colors
Displays color-coding in location arrows. Color-coding indicates the
performance of the worst-performing sublocation in a view branch.
m Show Measure Arrow Colors

Displays color-coding in measure arrows. Color-coding indicates the
performance of the worst-performing submeasure in a view branch.

m  Show Owner
Displays a measure’s owner.

m Show Submeasure and Sublocation Index Range Identifiers

Displays a text representation of the worst-performing submeasure and
sublocation in a view branch.

m Show Summary Bar
Displays measure and location information in a bar at the bottom of the view
for the selected measure and location box.

m Show Trend Indicator
Displays previous performance information in bars in a color-coded trend
indicator arrow.

m Show Trend Indicator Hints
Displays tooltips for a period in the trend indicator when a user moves the
mouse pointer over a measure and location box. The tooltip displays the
period date, index value, and index range identifier.

m  Show Type
Displays the measure type.

m Show Variance
Displays a data or formula measure’s variance, which is the difference
between the measure’s actual and comparative values.

m  Show % Variance
Displays a data or formula measure’s percentage variance, which is the
variance as a percentage of the comparative.

m  Show Weight
Displays a measure’s weight.
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Using a book

A book is a collection of measures and locations, organized by individual
sections, which are tabs in the book. This section describes how to open and
navigate through a book. Figure 2-21 shows a book.

Book toolbar Comparison list Period list
[ |
B actions = | # Links > E-mail~ | [objectves = | = 5 2 FH  comparison] Actualve T 7] Period: 4 [Mayz011 ¥ p
1 Objectives 3 :_ o Summary | Initiatives  Index Chart  Data Chart  Data ™/
2 . C1. Customer Loyalty (Total Company)
@
% C1.C Total C Description Owner's # [l
2 Loyalty This grauping x|  Commentary - May
2 - summarizes the positive 2011
=y C2.C Total C 1y v and negative contact The Eastern US office is a
Service received from looking at MIS support
§ C3. Cust Total C cohsumers to measure j issues as a possible j
E Survey B
2 Index chart - This Year by Month |
° F1. ROCE Total Company 1oe i . B
@ | | —Book section
= y F2.Promt Total Company 0.4 | and dashboard
= 1018 i
= F3.Return on Total Company | g - :
. |
1
Links A 6.6 E
]
24 y :
Jan 2011 Apr 2011 Jul 2011 Ock 2011%
|- vs, Target vs Last Year ‘
- Display period only data
*Indicates projected performance for future periods ||
Figure 2-21 Briefing book

The following components support the use of book sections:

Book toolbar
Defines display and edit options for the book.

Comparison list

Contains a selection which defines the base and comparison series for
measures and locations in the section.

Period list

Contains a selection which defines the display period for measures and
locations in the section.
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Opening a briefing book

Metrics Management supports opening a briefing book from Navigation Pane,
the Metrics Management toolbar, or the home page. Opening a book from a home
page section opens a book containing only that section.

Metrics Management supports opening My Book from the Metrics Management
toolbar. My Book is a briefing book that the system specialist defines for your
organization. My Book typically contains a strategic objective section, as well as
sections showing your measures. A book opens to the book cover page. The
example in Figure 2-22 shows the Balanced Metrics Management Book cover

page.
Section tab Book title

CompayiyLogo

Perspectivas

A Balanced Scorecard Book

Objectives

Frovides a section for each ofthe Balanced scorecard elements:
Perpsectives, Initiatives and Objectives

Initiatives

Publisher: Administrator

Figure 2-22 Opening the briefing book cover page

How to open a briefing book

1 In Navigation Pane, choose Books>All Books. A list of all the briefing books
opens in the main window.

2 Choose a briefing book. The briefing book opens in the main window.
How to open a favorite book from the home page

1 Open the home page.

2 In Books, choose a book. The book opens in the main window.

How to open a home page section as a separate book

To open the home page section as a book that contains only that section, in the
home page section, select the home page section name. The section opens in the
main window.
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How to open My Book
To open My Book, choose My Book in the Metrics Management toolbar.

How to open a book section

Choose a section tab to open that section of the book. Figure 2-22 shows a section
tab.

Using a section

Figure 2-23 shows a book section. A briefing book contains sections. Sections are
pages or chapters within a briefing book. Sections can contain measures, links to
documents, and performance commentary. A section can be used in more than
one book.

Unlock section filter
Refresh section filter or list
Sales/Marketing 2 = @ [7]—— Maximize

——— Switch to properties view

o

<

I [Product Returns Total Company ] v

=

% New Products Total Company L 4

b

g ¥ Advertising & Promotion Total Company

. ¥ Sales Total Company v

0

E Selling Overhead Total Company

W

3 Marketing Overhead Total Company

= ¥ Suppliers Total Company L 4

=

o . .
= Links A—— Maximize

Performance Highlights

Cause and Effect Map (4l Periods)
Stacked Bar Chart - by Location Links pane
Sales Tracker

Human Resaurces

Gauge

Figure 2-23 Using a briefing book section

Metrics Management supports locking or unlocking a section that is created from
a filter. Changing the lock setting is unavailable when drilling down into
measures or locations in a section. Changing the comparison series or period, or
refreshing the section, produces the following results:

m  When a section is locked, measure and location data update.

m  When a section is unlocked, the filter returns measure and locations using the
most recent data in the system, or the new comparison series or period.

The book section contains the following elements:

m Lock or unlock section filter
Toggles the lock on the section filter.
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m Refresh section filter or list

Refreshes measure data in the section. When a section is based on a filter that
is unlocked, refreshing returns new filter results.

m Switch to properties view
Toggles to display measures and locations, or section and filter properties.

m  Maximize
Expands the measure and location section in the book.

Drilling down in a section

Choose a measure arrow to drill down through a measure structure, as shown in
Figure 2-24. Choose a location arrow to drill down through the location structure.

Arrows only appear beside measures that have submeasures, and locations that
have sublocations. The color of the arrows indicates performance levels at lower
levels of the structure.

Measure arrow

Perspecides 8%0H
¥ Zustomer Perspective Total Company v
v [Financial Perspective Total Company ] ¥ — Location
E . arrow
¥ Business Perspective Total Company ¥
¥ Learning & Growth Perspective  Total Company

Figure 2-24 Drilling down through a measure

Using the book toolbar
Figure 2-25 shows the book toolbar. This toolbar shows all the display options

available for the book.
Actions menu
Links menu Print
E-mail links menu Toggle measure and
Sections location two-line style
menu Share
2 Actions +| # Links v || E-mail v | [Objectives ~| & Ty 2 }— Toggle dashboard size

Figure 2-25 Book toolbar
The book toolbar contains the following elements:

m Actions menu
Contains options to show or hide measure and location arrows, or show
measure and location pairs on two lines.
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Links menu
Contains links to database, measure, and location information.

E-mail links menu
Contains e-mail links associated with the selected measure and location pair.

Sections menu

Contains links to the sections in the book.
Print

Prints the book.

Toggle measure and location two-line style
Shows measure and location pairs on either one or two lines in a book section.

Toggle dashboard size

Toggles the dashboard size between 25%, 50%, 75%, and 100% of the view
pane.

Share

Opens Share, which displays links specific to the selected measure and
location pair.

Using the measure and location two-line style

Use measure and location two-line style if your measure or location names are
long and you cannot read them in books. In Figure 2-26, measure and location
names show on one line in the first image and on two lines in the second image.

Names on a single line: Names on two lines:
v [C1.Customer Loyalty Total Company ] v C1. Customer Total Company
¥ Loyalty v
¥ C2. Customer Servic: Total Company v
C2. Customer Total Company
C3. Customer Survey Total Company ¥ Service ¥
C3. Customer Total Company
Survey
Figure 2-26 Measure and location names on one and two lines

How to display the measure and location two-line style

1
2

Open a book and open a section.

Choose Toggle measure and location two-line style to toggle between the two
display settings, measure and location names appearing on a single line or on
two lines.

Printing a briefing book

You can print an individual section from a briefing book.
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How to print a briefing book section

1 Open your briefing book and select the section that you want to print.
2 Choose Print.

3 Specify a different printer from your default printer, if necessary.

4

Choose Print. The image you see on your screen is printed.

Using a map

A map, shown in Figure 2-27, is an interactive, visual representation of
performance measures. The following sections describe how to open and use
measures and locations in a map.

Comparison list Location list Period list
Compatison: |Actua|vs.Target j Location: |T0ta\ Company j Periad: nlBep 2011 j 4
12 Actions = # Links = S IR = [=Y 7 Map toolbar
2011 Monthly Costs: Sales & Advertising
R - 0000 0/0|0(0]|0
Advertising . . . . . . . . .
Sales H BN NN EE NS
Quadtrac
avertising| O | O 1O O O1@ 1@ OO
ouneer H BBl BB R BN
uinse
Advertising . . . . . . . . .
NN
avertisingl @ 1@ 1O 1O 1O Q| © | OO
. EEEEL AL A B AC A e
Advertising . . . . . . . . .

Figure 2-27 Sales and Advertising map
A map contains the following elements:

m  Comparison list

Contains a selection which defines the base and comparison series for measure
and location boxes

m Location list
Contains a selection which defines the location for measure and location boxes
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m Period list

Contains a selection which defines the display period for measure and
location boxes

If your map boxes are based on measures, you can use the Location list to change
the location for all measures in the map. If your map boxes are based on locations,
use the Measure list to change the measure for all locations in the map. If your
map boxes are based on measures and locations, the Map window displays only
the Comparison and Period lists.

Opening a map
You can open a map from Navigation Pane or from the home page.

How to open a map

1 In Navigation Pane, choose Maps>All Maps. A list of all the maps opens in
the main window.

2 Choose a map. The map opens in the main window.

Using measures and location boxes in a map
In a map, you can perform the following actions:

m  Hover over a measure and location box to display a hint.

m Ctrl-click a measure and location box to display the dashboard.

m Double-click a measure and location box to open a view based on the selected
measure.

m Right-click a measure and location box and select Launch link to open a link
attached to the map. A link name can be hidden in the measure and location
box. Launch link does not appear if the measure and location box has no
attachment.

Using the map toolbar

Figure 2-28 shows the map toolbar. This toolbar shows all the display options
available for the map.

The map toolbar contains the following elements:

m  Actions menu
Contains options to show the dashboard or configure the map display

m Links menu
Contains links to database, measure, and location information
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E-mail links menu
Contains e-mail links associated with the selected measure and location pair

Zoom

Changes the map magnification level

Save map as image

Saves the map as the image type specified by the system specialist
Print

Prints the map

Design map

Opens the map for editing in Map Designer

Show dashboard

Displays the dashboard for the selected measure and location pair

Actions menu

Links menu

E-mail links .

menu Save map as image
Print

Zoom Design map

|iiAcnons v #lnks~ | Emailr  Eioos s 5 S 26 % Show dashboard

Figure 2-28 Map toolbar

You can perform any of the following tasks from the Actions menu:

To display the dashboard for the selected measure or location box, choose
Actions>Show Dashboard. The dashboard appears on the opposite side of the
map.

To display a dashboard in a separate window, choose Actions>Show
Dashboard in a Window. Alternatively, Ctrl-click a measure or location box to
open the dashboard in a separate window.

To access summary data for a measure or location, turn on hints by choosing
Actions>Configure Map Display->Show Hints, and mouse over any object.

To display summary data of the selected measure or location, turn on the
status bar at the bottom of the window by choosing Actions>Configure Map
Display>Show Summary Bar, and choose any object.

To save the map as an image, choose Actions>Save Map As Image.

Saving a map as an image

Metrics Management supports saving a map as an image. The map saves in the
file format defined by the system specialist.
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How to save a map as an image

1 Inamap, from the toolbar, choose Save Map As Image.
2 In Save Image, navigate to a location to save the map.
3 Type afile name.
4

Choose Save.

Printing a map

You can print a map from the map toolbar.

How to print a map

1 Open the map that you want to print.
Choose Print.

2
3 Specify a different printer from your default printer, if necessary.
4 Choose OK.

Using a dashboard

LENES

[

A dashboard is an information pane that shows detailed information about a
specific measure or location in a briefing book, map, or view. This section
describes how to open the dashboard, and use dashboard tabs, tables, and charts.

Opening a dashboard

You can choose to display a dashboard in a view or map. In a briefing book, the
dashboard associated with the selected measure always appears on the opposite
page. You can open a dashboard in a separate window from a book or view, or
from a home page section.

You can also open a dashboard containing initiative performance information
from an initiative.

How to show the dashboard in a view or map

m To show the dashboard in a view or map, choose Show Dashboard. The
dashboard appears next to the view or map.

m To close the dashboard, choose Hide Dashboard.

How to open the dashboard in a separate window from a view

To open a dashboard in a separate window from a view, choose Show Dashboard
in a Window in any measure and location box.
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How to open the initiative dashboard in a separate window

1 In Navigation Pane, choose Initiatives>My Favorite Initiatives. A list of
favorite initiatives opens in the main window.

2 Choose Open Initiative Detail from a specific initiative. The dashboard opens
in a separate window containing the initiative and subinitiatives.

How to open the dashboard in a separate window from a book or home page section

1 Place the cursor over a measure and location pair.

|E| 2 Choose the Measure and location actions arrow beside the measure and
location pair.

3 From the menu, choose Show Dashboard.

Using the Summary tab

The dashboard Summary tab is configurable by your system specialist. The
Summary tab often contains the elements shown in Figure 2-29.

Summary | Inifiatives IndexChart  DataChart DataTable | DirectDat b [— Dashboard tabs

Product Returns (Total Company) # 17— Open link

Description =7 Owner's Commentary - Sep rd ICa e — Show pI’EViOUS period
The level of product retums indicates 2011 commentary

the guality of our products and how We've heen able to keep product .

well wee help our customers manage returns low, let's keep up the good L Edit commentary

their inventory. Returns add costto wwark!

our business for handling and
potential write-off costs.

Data Chart - This Year by Month B —T—— Maximize
ELRLD N N\———— Show chart as table
8,380
6,360
=
=
=
-~
4,240
2,220
300
Jan 2011 Apr 2011 Jul 2011 Cick 2011%
Actual W Target Last Year

I™ Display period only data
*Indicates projected perfarmance for future periods

Figure 2-29 Summary tab of a dashboard

Display period only data

Your system specialist defines the layout of the Summary tab. The following list
describes all available elements in the Summary tab:
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Open link

Opens the link associated with the selected measure. The link only appears if a

dashboard link is specified for the measure.

Show previous period commentary

Expands the commentary boxes to show the current and prior period
commentary.

Edit commentary

Opens commentary for editing in the dashboard. You must have commentary

entry privileges for the selected measure and location pair.

Maximize
Expands the chart size.

Show chart as table
Shows the data in the chart as a table.

Show table as chart
Shows the data in the table as a chart.

Display period only data

Shows only the data from the current period. Deselect to show consolidated
data.

In addition to the Summary tab, the dashboard can contain the following tabs:

Initiatives tab
Displays initiatives associated with the measure.

Index Chart tab
Displays the performance of the measure over time in index chart format.

Data Chart tab
Displays the performance of the measure over time in data chart format.

Data Table tab
Displays the data for the measure in table format.

Direct Data Entry tab

Enables data input for the measure. This tab only appears if you have data
entry privileges for the selected measure and location pair. For more
information about direct data entry, see “Entering data for measures and
initiatives” in Chapter 3, “Working with data.”

Commentary tab

Displays commentary for the measure. If you have commentary entry
privileges for the measure, you can enter commentary for the measure here.
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m  Web Content tab

Displays a web page. The tab only appears if the system specialist has enabled
the tab. The system specialist personalizes the name of the Web Content tab.

m Info tab

Displays additional information for the measure, such as measure type,
owner, and submeasures.

Using the Index Chart, Data Chart, and Data Table tabs

In the Index Chart, Data Chart, and Data Table tabs, you can perform the
following tasks:

m Show data in a chart or table.

m Expand and collapse a chart or table.

m Show sublocations or submeasures for a measure and location pair.
m Restore the contents of a dashboard tab.

How to show data in a chart or table in the dashboard

m To display data in chart format, choose Show table as chart.

HE]

m To display data in table format, choose Show chart as table.

How to expand a chart or table size in the dashboard

m To expand a chart or table, choose Maximize.

m To collapse a chart or table, choose Restore down.

5] &

How to show sublocations or submeasures for a measure and location pair

To show data for the measures and locations lower in the hierarchy, choose
Sublocations or Submeasures.

How to restore the dashboard layout for a dashboard tab

Metrics Management preserves changes to a dashboard tab when you navigate
from one measure and location pair to another in a book, map, or view. Metrics
Management preserves changing the size of a chart or table, changing a chart to a
table or a table to a chart, and showing a measure’s sublocations or submeasures.
Metrics Management does not preserve changes to the dashboard font size.

To restore the default layout of charts and tables in a dashboard tab, choose
Restore default dashboard layout.
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Changing the dashboard size

In a view or map, you can change the dashboard size to 50%, 75%, and 100% of
the main window. In a book, you can change the dashboard size to 50% or 100%
of the main window.

How to change the dashboard size in a view or map

To change the dashboard size in a view or map, perform one of the following
tasks:

m To increase the dashboard size, choose Toggle Dashboard Size. Choosing
Toggle Dashboard Size expands the dashboard size to 25%, 50%, 75%, and
100% of the main window, and then to the original dashboard size.
Alternatively, double-click the dashboard edge to toggle the dashboard size.

m To manually resize the dashboard, select the edge of the dashboard, then drag
and resize the dashboard.

How to change the dashboard size in a book

To expand the dashboard to the full width of the main window, choose Toggle
Dashboard Size. Choose Toggle Dashboard Size again to resize the dashboard to
50% of the main window.

Changing the text size in the dashboard

Metrics Management supports changing the text size for presentation purposes in
the dashboard, for example, to increase the text size when projecting a dashboard
chart in a meeting. Changing the text size affects all expanded dashboard cells.
Logging out of Metrics Management resets the text size.

How to change the text size in a dashboard tab
1 Inadashboard tab, choose Maximize to expand a dashboard cell.
2 To change the text size, perform one of the following tasks:

m To increase the text size, choose Increase font size.

m To decrease the text size, choose Decrease font size.

Saving or printing a chart

Open a chart in a separate window to view a larger version of the chart and to
save the chart as an image, or to print the chart.

How to save or print a chart
1 In the dashboard, right-click and choose Preview Chart.

2 In Preview Chart, shown in Figure 2-30, perform one of the following tasks:
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m To save the chart as an image, choose Save As Image. In the web browser
dialog box, download and save the file.

m To print the chart, choose Print Chart. In the print dialog box, specify print
settings specific to your system and choose Print.

£ =10]x]

Width: 620 Height: 400

Overall Perfy e (Total Company)

This Year by Month (Index)
113

-
110,68

108,36
&

106,04

103,72

o LIRS [ i |

Jan 2011 Mar 2011 May 2011 Ju\ 2011 Sep 2011 Maouw 2011%

]

‘I ws, Target W vs, Last Year
Save As Image | print Chart |
Figure 2-30 Opening an index chart in Preview Chart
3 Close Preview Chart.

Copying dashboard data

Metrics Management supports copying and pasting dashboard information into
other Windows applications. Data from a Data table pasted into Excel appears in
columns rather than as a pasted object.

How to copy dashboard elements
1 In the dashboard, display the dashboard information to copy.
2 Perform one of the following tasks:
= To copy text or a table:
Choose and drag to select the text or table to copy.
Right-click and choose Copy.

m To copy the data on which a chart is based, right-click and choose Copy
Data to Clipboard.

3 Open the Windows application in which to paste the dashboard information.
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4 Choose Edit>Paste Special, and then choose which format to use to paste.

Using an initiative

An initiative is a task assigned to a measure. A measure can contain multiple
initiatives, which are organized into one or more hierarchical structures. The top
initiative in a structure is always a group initiative. A group initiative is an
initiative that contains subinitiatives. Initiatives at the lowest level in the
hierarchy are data initiatives.

This section describes how to open an initiative, view and interpret initiative
performance data, and search for initiatives.

Opening an initiative
Opening an initiative opens the initiative and its subinitiatives. You view

initiatives in the following locations:

m In the initiatives dashboard

Open initiatives assigned to the selected measure in the dashboard in a book,
map, or view. Open a separate dashboard from Initiatives in the main window.

m In Initiatives in the main window

Open Initiatives from the home page or Navigation Pane. Consider opening
initiatives in the main window instead of navigating to a specific measure and
location pair in a book, map, or view.

How to open an initiative from a book, map, or view
1 Inabook, map, or view, select a measure and location pair.

2 In the dashboard, select Initiatives. The initiatives that belong to the measure
and location pair appear in the dashboard.

How to open initiatives from the home page
1 Open the home page.

2 In Initiatives, choose an initiative. For example, the Customer Service
Improvement Plan initiative opens, as shown in Figure 2-31.

F Search

Comparisgn;lActua\vs.P\anned vl

Search Results A

Measure Location Start Date  End Date Budget &) o Y
» Customer Service Improvement Plan - Custorners  Total Company 2011-04-04 2011-10-05 $40836 97 3

Figure 2-31 Opening initiatives from the home page

[}] 3 To show the next level of initiatives, choose Expand, as shown in Figure 2-32.
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F Search
cgmparisgn;lActua\vs. Planned 'l
Search Results Bl
Measure Location Start Date End Date  Budget =& o %
w Customer Service ImprovementPlan - Custormers  Total Cornpany 2011-04-04 2011-10-05 $40826 a7
p Preliminary Investigation Customers  Total Company 2011-04-04 2011-05-10 &0 100 2
p Survey Customers Custormers  Total Company 2011-05-16 2011-07-14  §9246 ag .‘
p Propose Improvements Customers  Total Company 2011-07-02 2011-07-22 &0 100
p Develop training program Custormers  Total Company 2011-08-01 2011-10-06 $315490 a0 @

Figure 2-32 Expanding the initiatives tree

How to open initiatives from Navigation Pane

In Navigation Pane, choose Initiatives>My Favorite Initiatives. Favorite
initiatives appear in a list in the main window.

How to open an initiative in a separate dashboard window

In Initiatives in the main window, choose Open Initiative Detail for an initiative.
The dashboard opens in a separate window containing the initiative and
subinitiatives.

Viewing initiative performance data

Metrics Management displays start date, end date, budget performance, and
rating performance indicators. Metrics Management also displays the progress of
an initiative as a percentage. Figure 2-33 shows the Overview section of the
Initiatives dashboard tab for the Customers measure. An initiative displays
performance information depending on the selected comparison series.

Start date
. . End date
Comparison list
Budget
Customers (Total Comyany) #— Edit measure
Comparison: | Actual vs. Planned 'l — Edit
Overview # |7 - Maximize
Start Date End Date Budget ™| 5« % =]
w Customer Service Improvement Plan 2011-04-04 2011-10-05 §40836 a7
 Preliminary Investigation 2011-04-042011-08-10  §0 — Percent complete
Collect data 2011-04-04 2011-04-21  §0 Rating
Report initial findings 2011-04-21 20110510 50 Budget performance
Get approvals 2011-05-102011-05-10  §0 End date performance
- Survey Customers 2011-05-162011-07-14 §9246 | date performance
Mail surveys to existing customers 2011-05-162011-05-18  §146 Start da p
Email surveys toweb users 2011-08-162011-05-16  §0
Caonduct focus arouns 2011-05-17 3011-06-23 §7900 Group initiative arrow
« Interpret Results 2011-06-24 2011-07-14 §1200 93
Analyze surveys, focus group data 2011-06-24 2011-08-28 $1200 100 Data initiative arrow
Campile Findings 2011-06-282011-07-07  §0 1DDL|

Figure 2-33 Overview section in the Initiatives tab of a dashboard
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The Overview section contains the following values and performance indicators
for initiatives:

Comparison list

Defines the base and comparison series used to calculate data for the start
date, end date, and budget performance indicators. Select from the Actual vs.
Planned, Actual vs. Forecast, and Forecast vs. Planned comparison series.

Start date
Displays the initiative start date for the base series.

End date
Displays the initiative end date for the base series.

Budget

Displays the budget value for the base series.

Start date performance

Indicates the performance of the start date.

End date performance

Indicates the performance of the end date.

Budget performance

Indicates the performance of the budget value.

Rating

Represents a qualitative evaluation of the initiative by the initiative owner.
Percentage complete

Represents an evaluation of initiative’s progress by the initiative owner.
Group initiative arrow

Indicates that the initiative is a group initiative.

Data initiative arrow
Indicates that the initiative is a data initiative.

How to view a text representation of a performance indicator

To view a text representation of an initiative’s performance indicator, hover the
mouse over a performance indicator for an initiative. Performance data appears
as a tooltip, as shown in Figure 2-34.

Overview & 7
Start Date  End Date Budget & ] of W~
w Customer Service Improvement Plan 2011-04-04 2011-10-05 $40836 a7
w Preliminary Investigation 2011-04-04 2011-08-10 §0 100
Collect data 2011-04-04 2011-04-21 §0 100
Repart initial findings 2011-04-21 2011-08-10 §0 k 100
Get approvals 2011-05-102011-05-10 §0 100

Figure 2-34 Showing the text representation of start date performance
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How to change the comparison series

From the comparison list, select Actual vs. Planned, Actual vs. Forecast, or

Forecast vs. Planned.

Viewing initiative detail information

Figure 2-35 shows the Details section of the Initiatives dashboard tab. Details
contains additional performance information for the selected initiative. The
Subinitiatives and Gantt Chart tabs only display for group initiatives. The

Measure Data tab only displays for a data initiative.

Summary tab

Details

Summary | Sub-Initiatives  Ganit Chat = Commentary

Summary

= — Maximize

# —— Edit

Name |CustomerService Improvement Plan

—— Initiative name

Description |Customer complaints are on the rise. This improvement plan will take a
preliminary look at complaint reports and survey data. This discovery

process will lead to a more targetted survey, and proposal for

—— Initiative description

Initiative creation date

Created 2011-07-11
Last Modified 2011-07-11

Last modified date

Hide Initiative [

Include hidden Initistives:

Hide initiative check
box

Figure 2-35
The Details section contains the following elements:

=  Summary tab

Details section in the Initiatives tab of a dashboard

Contains information on the selected initiative, including the initiative’s name
and description, created date, modified date, and hide initiative check box.

m Sub-Initiatives tab

Displays the weight of subinitiatives for the selected initiative. Sub-Initiatives
only appears when a group initiative is selected in Overview.

m  Gantt Chart tab

Displays a Gantt chart showing the performance of all initiatives belonging to
the selected measure and location pair. You can also choose to display data in
table format. Gantt Chart only appears when the top initiative is selected in

Overview.

m Measure Data tab

Displays data for planned, forecast, and actual start date, end date, and budget
values. Also displays percentage complete and rating data. Measure Data only
appears when a data subinitiative is selected in Overview.
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m Commentary tab
Displays commentary entered for the selected initiative.

Viewing initiative data in a Gantt chart

A Gantt chart is a bar chart that displays the progress of a series of initiatives
plotted against time. This type of chart is useful for project planning,
benchmarking, and providing a summary of a project’s status. A Gantt chart
shows all initiatives in a tree, regardless of which initiative is selected in the
dashboard.

Initiatives and subinitiatives display along the y-axis. The x-axis displays the total
time allotted to initiatives for the selected comparison series, separated by month.
Initiatives are represented as horizontal lines. The top initiative represents the
earliest start date and latest end date of the subinitiatives in the branch. A vertical
line indicates today’s date, if today’s date occurs between the earliest start date
and latest end date range.

Subinitiatives display a start and end date performance-colored icon, either a
diamond, square, or triangle. A square icon represents an actual date, a diamond
represents a forecast date, and a triangle represents a planned date. The color of
each icon represents the performance of that start or end date. Performance for a
start or end date is calculated using actual date values. If a start or end date
contains no actual dates, forecast values are used, then planned values. A gray
color displays for initiatives that do not contain dates.

The Gantt chart in Figure 2-36 shows the Comprehensive review of customer
service call handling initiative tree comparing actual vs. planned dates.

Gantt Chart B
2011 2012
Oct Moy Dec Jan

Comprehensive review of customer service
Review call handling process
Run latest call center reports
Meetings with team leaders
Incarpaorate team leader feedback |
Pilat new call handling process
Review call center KPIs during/after pilot

<] [ [=]

|D Actual ¢ Forecast A Planned|

Figure 2-36 Gantt chart for an initiative tree

To show the data for initiatives in the Gantt chart in table format, choose Show
chart as table. Figure 2-37 shows the Comprehensive review of customer service
call handling initiative tree in table format.
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Gantt Chart
Planned
Comprs ve review of service call handling
Review call handling process 2011-10-03
Run latest call center reports 2011-10-11
Meetings with team leaders 2011-10-20
Incorporate team leader feedback 2011-11-02
Pilot new call handling process 2011-11-16
Review call center KPIs during/after pilot 2011-11-16

Start Date

Actual

2011-10-03
2011-10-13
2011-10-18
2011-11-02
2011-11-16
2011-11-16

-

(= — N — R TR ]

Planned

2011-10-11
2011-10-20
2011-11-02
2011-11-16
2011-12-16
2011-12-31

End Date
Actual

2011-10-14
2011-10-18
2011-11-01
2011-11-20
2011-12-16
2012-01-04

Figure 2-37 Showing a Gantt chart as a table

Saving or printing a Gantt chart

Open a Gantt chart in a separate window to view a larger version of the chart and

to save the chart as an image, or to print the chart.

How to save or print a Gantt chart

1 Ona Gantt chart, right-click and choose Preview Chart. The chart appearsin a

separate window in Preview Chart.

2 In Preview Chart, perform one of the following tasks:

m To save the chart as an image, choose Save As Image. In File Download,
choose Save. In Save As, specify a location and choose Save. In Download

complete, choose Close.

» To print the chart, choose Print Chart. In the print dialog box, specify print
settings specific to your system and choose Print.

3 Close Preview Chart.

Searching initiatives

Metrics Management supports creating search conditions to search on all

initiatives in the database. To create simple searches, for example, search on
initiatives with a specific planned end date, or create more complex searches that

contain multiple search conditions. In a search with multiple conditions, Metrics
Management searches for initiatives that satisfy all search conditions. For
example, a search on initiatives with a forecast end date of the quarter end and a
percentage complete of less than 50% returns initiatives that meet both

conditions.

Construct a search condition by specifying initiative criteria, a search operator,

and a text or date value. For example, create a search condition that searches on

initiatives containing a budget forecast value that is greater than or equal to

$50,000.
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Metrics Management supports creating a search from the following criteria:

Budget

Compares an initiative’s actual, forecast, or planned budget value against the
value specified in the search.

Commentary

Searches on commentary text or by user who entered commentary.

Created date
Compares an initiative’s creation date against the date specified in the search.

Description
Searches on the text in an initiative’s description.

End date

Compares an initiative’s actual, forecast, or planned end date against the date
specified in the search.

Initiative name

Searches on the text in an initiative name.

Last modified date

Compares an initiative’s last modified date against the date specified in the
search.

Location name

Searches on the text in a location name.

Measure name
Searches on the text in a measure name.

Percent complete

Compares an initiative’s percent complete value against the percentage
specified in the search.

Performance of

Compares an initiative’s actual, forecast, or planned start or end date, or
budget value against the performance value specified in the search.

Rating

Compares an initiative’s rating value against the value specified in the search.

Security permissions

Searches initiatives on a specific user’s security permissions, such as whether
the user is the initiative owner, or can add or edit data for the initiative.

Start date

Compares an initiative’s actual, forecast, or planned start date against the date
specified in the search.
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How to search on initiatives

1 In Navigation Pane, choose Initiatives>Search Initiatives. Search appears in
the main window.

2 To specify search criteria, choose Add Search Condition. From the drop-down
lists, select an initiative property, an operator, and then provide a search value.

3 To specify a date value for search criteria based on date, choose Select Date,
then select a date from the calendar, as shown in Figure 2-38.

Su WMo Tu We Th Fr Sa

1 2
& 7 8 9 10 11 12
13 14| 15| 16
20 21| 22| 23| 24| 25| 26
27 28 29 30

Figure 2-38 Selecting a date from the calendar

For example, Figure 2-39 shows criteria selected that define a search for end
dates that have a forecast value after November 15, 2011.

- Search

Remove |En|:I date j |furecastvaluej |\s after j 2011-11-148 j

Add Search Condition

[T Include hidden Initiatives
™ Favarites Only

[T Expand Results

Searchl Clear Search |

Figure 2-39 Specifying search criteria
4 In Search, perform any of the following optional tasks:
m To search on hidden initiatives, select Include hidden initiatives.
m To search on initiatives specified as favorites only, select Favorites Only.

m To show subinitiative branches expanded in the search results, choose
Expand Results.

5 Choose Search. The example in Figure 2-40 shows expanded search results of
initiatives with a forecast end date after November 15, 2011.

Search Results R
Measure Location Start Date  End Date Budget ™ 7 o W

w Comprehensive review of custamer service Customer Complaints Eastern US 2011-11-02 2012-01-04  §0 48 L

Incorporate team leader feedhack Custormer Complaints Eastern US 2011-11-02 2011-11-20 §0 || an “

Filat new call handling process Customer Complaints Eastern U5 2011-11-16 2011-12-16  §0 100 ‘,

Review call center kKPIs duringfafter pilot - Customer Complaints Eastern US 2011-11-16 2012-01-04  §0 100 “

Figure 2-40 Viewing initiative search results
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Using a link

You can open links from the following locations:

The toolbar in a book section, map, or view

m From the Links menu
Point to either Database Info Links, Measure Links, or Location Info Links,
and choose to open a specific link.

m  From the E-mail menu
Choose to open an e-mail link.

A measure and location pair in a view

Choose the e-mail icon in a measure and location pair to open a menu of e-
mail links.

The home page

Choose My Home Page, and in the Links section choose to open a link.

Navigation Pane
Choose Links and choose to open a link.

From a briefing book section
From the Link section, choose to open a link.

From a dashboard

Choose Open Link to open the link associated with a dashboard. If no icon
appears, no link has been defined.

From the Share page

Access links that are organized by measure, location, category, or application

type.

In Share, you can view and open the information links associated with a specific
measure and location pair from a view or book. Share is context-sensitive. The
links that open depend on the measure and location pair that you select. In Share,
links are organized by category, measure, location, or application.

Information links are either document or web links. Links to maps, for example,
cannot be opened in Share. These links appear as unavailable.

How to use Share

1
2

Open a view or briefing book and select a measure and location pair.

Choose Share. Share opens. The example in Figure 2-41 displays measure links
for the Customers measure.
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Measure: Customers
Location: Total Company

w Links by Measure Scorecard Exchange FPerformance Management

Measure Links
Customer Satisfaction Newsletter
Customer Service Forum @ FastCompany
Customer Senvice Web Site

Figure 2-41 Opening the Share window

3 To change the links that display in Share, choose the arrow beside Links by
Measure, and perform one of the following tasks:

» To display the links defined for the measure selected in the view or book,
choose Links by Measure.

m To display the links defined for the location selected in a view or book,
choose Links by Location.

m To display the links defined for the measure, location, and database, sorted
by category, choose Links by Category.

» To display the links defined for the measure, location, and database, sorted
by application type, for example, Excel or PDF, choose Links by
Application Type.

4 To access performance management content from the Actuate web site, choose
BIRT Performance Analytics. The content you see varies, depending on your
license.

5 To open additional performance management resources, choose Wiki. Your
system specialist can personalize this page for your organization.
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Working with data

This chapter discusses the following topics:
m Entering data for measures and initiatives

m Entering performance commentaries for measures and initiatives
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Entering data for measures and initiatives

Metrics Management supports entering data for measures in the dashboard in
any client. Entering measure data for multiple measures and locations at one time
requires the Smart or Windows client. You enter measure data for multiple
measures and locations in a table format in Data Entry. In Data Entry, you choose
the views, measures, and locations for which to enter data. For more information
on entering data for multiple measures, see User Guide for Metrics Management.
You can enter actual and comparative measure data for any measures that you
own or for which you have authority to enter data.

You enter initiative data in the dashboard and in Setup Initiatives. For all measure
types, an administrator, measure owner, or measure owner assistant always has
the right to enter initiative data for a measure and location. For a group measure,
no other user may enter initiative data. For a data measure, a location data entry
user for the measure can enter data. For a formula measure, a user who is allowed
direct data entry to the measure can enter data for initiatives belonging to the
measure.

If you navigate to another tab before saving changes in the dashboard, an asterisk
appears beside the tab name to indicate that the dashboard contains unsaved
changes.

Entering measure data in the dashboard

You can enter data manually in the dashboard for a measure or location selected
in a book or view. The polarity indicator arrow in the top row of the data table
indicates whether to consider high values good or bad.

How to enter datain the dashboard

IE 1 Open a view or briefing book. If opening a view, choose Show dashboard in
the toolbar.

Select a measure and location by drilling down.

3 Use the Period box arrows in the top-right corner of the view or briefing book
to select the period for the data.

In the dashboard, choose Direct Data Entry.

Enter data into the Actual and Target boxes for the appropriate periods, as
shown in the example in Figure 3-1.

6 Choose Save.
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This Year by Month
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Figure 3-1

Direct data entry tab

Entering initiative data
Metrics Management supports specifying the following types of data for a data

initiative:

m Planned, forecast, and actual start and end dates

m Planned, forecast, and actual budget values

m A percentage complete value

m A qualitative owner-assessed initiative rating

For a planned, forecast, or actual date, the end date must be greater than or equal
to the start date. In an initiative with no dates specified, Metrics Management also
enters the planned value as the forecast value for start and date and budget. For
example, if you enter 10,000 as the planned budget, Metrics Management also
enters 10,000 as the forecast budget.

How to enter initiative data

1 In Overview, select a data initiative.

2 In Details, in Measure Data, choose Edit. Measure Data becomes editable, as
shown in Figure 3-2.
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Details [l
Summary | Measure Data | Commentary
Measure Data BE
Start Date End Date Budget
Planned | [2011-04-04 7 | [z011-04-28 2 | g 0
Forecast | [2011-04-04 0 | 2011-04-26 2 | g 0
Actual Jao11-04-04 5 [zo1-04-20 | g 0
Percentage Complete 100
Rating IExceIIent 'l

Figure 3-2 Choosing to edit measure data

3 To specify a start or end date, perform the following tasks:

1 Choose Select Date beside the appropriate planned, forecast, or actual date

to open the calendar. For example, Figure 3-3 shows the calendar for the
planned start date.

Measure Data

B#
Start Date End Date Budget
Planned | [2011-04-04 7 | [2011-04-26 7 | g 0
Forecast | | $| 1]
Actual Su Mo Tu We Th Fr Sa $| 1]

1 2

3 4 5 [ 7 B 9

10 11 12 13 14 15 16
u

17 18 19 20 21| 22 23

24| 25| 26| 27| 28| 29 30

Figure 3-3 Opening the calendar

2 In the calendar, navigate to a date. Then, select the date. The new date
appears, as shown in the example in Figure 3-4.

Start Date End Date Budget
Planned | [2011-04-04 1 | 2011-04-26 7 | g 0
Forscast | [2011-04-04 7 | [2011-04-26 7 | g i
Actual [2o11-0404 5 | [zovt-0a-20 | g 0
Figure 3-4 Applying a new date value

4 To specify a budget value, type a budget value for the appropriate planned,
forecast, or actual date.

5 To specify the percent complete value, in Percentage Complete, type a value
between 0 and 100.

6 To specify a qualitative rating, choose a rating from the Rating list.

7

Choose Save.
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Entering performance commentaries for measures and
Initiatives
Performance commentaries provide measure owners with an opportunity to
explain the reasons behind a measure or initiative’s performance or to comment

about performance. You enter performance commentaries through the
dashboard.

You must have commentary entry rights for a measure and location pair to enter
measure commentary. With these rights, you can also add commentary to
initiatives which belong to the measure and location. In addition, an
administrator, measure owner, or measure owner assistant can always add
commentary for initiatives which belong to the measure and location pair.

Metrics Management 10 introduces percentage-based font sizes in commentary
text. Percentage-based font sizes increase when the font size is increased for a
dashboard cell maximized for display purposes. Commentary formatted in
previous versions of Metrics Management using point-based font sizes remains
static when dashboard fonts are increased. Metrics Management supports
defining the commentary text font size as 80%, 100%, or 120%.

Entering measure performance commentaries

You can enter performance commentaries in the dashboard for a measure or
location selected in a book or view.

How to enter performance commentaries

IE 1 Open a view or briefing book. If opening a view, choose Show dashboard in
the toolbar.

Drill down to select a measure and location.
Use the Period box to select the period for the commentary.

In the dashboard, choose Commentary, as shown in Figure 3-5.

{Chart DataChart DataTable  Commentary p
Sales (Total Company)
Owner's Commentary - Sep 2011 & A
This is a disappeinting result. With the exception of
Cuadtrac, none of our product lines are meeting
expectations. However, we have met budgetin
each ofthe last 6 months.
fction Plan - Sep 2011 & 7
The action plan section can be used to define and
track actions that need to be addressed or have
been completed.

Figure 3-5 Accessing commentary

5 Choose Edit commentary beside the period for which to enter commentary.
The commentary box becomes editable.
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6 Type commentary in the commentary box, as shown in Figure 3-6.

If you navigate to another tab before saving, an asterisk appears beside the
dashboard name to indicate that the dashboard contains unsaved changes.

Action Plan - Sep 2011 B &R
| Y] =

|B|lf|L “ =

11— _' =1
| rial =] [100% =]
We are planning a relaunch of the Quinset
product line and believe that this will remedy
the shortfall on this line. Our Winter
advertising campaign starts in 6 weeks and
should boost sales of the other products. _ILI
1 | »

Figure 3-6 Adding commentary to a measure
7 Choose Save commentary.

The saved commentary displays the user who created the commentary, and
the date and time the commentary was saved, as shown in Figure 3-7.

Action Plan - Sep 2011 £

Last Posted By: CFC Asst
Date: 2011-09-21 | Time: §:51:08 P

We are planning a relaunch of the Quinset
product line and believe that this will remedy the
shortfall on this line. Our Winter

advertising campaign starts in 6 weeks and
should boost sales of the other products.

Figure 3-7 Saved commentary

Entering initiative performance commentaries

You can enter performance commentaries in the dashboard for initiatives which
belong to a measure and location pair. Entering performance commentary in an
initiative requires the appropriate privileges.

How to enter performance commentary in an initiative
1 In Overview, select an initiative for which to enter commentary.

2 In Details, in Summary, choose Add new commentary. The commentary box
becomes editable.

3 Type commentary in the commentary box, as shown in Figure 3-8.
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Details

]

Summary  Sub-Initiatives  Gantt Chat | Commentary
Commentary B #l
B|L|U| L EIEEIE 2] [ria |
100% 'I

Actual, forecast and budget dates remain attainable for this task

Figure 3-8 Choosing to add commentary

Choose Save. The commentary appears with a time stamp, as shown in
Figure 3-9.

Details Bl
Summary  Measure Data = Commentary
Commentary ke 5
Sy5adrmin 2011-08-25 3:43:58 P &%

Actual, forecast and budget dates remain attainahle for this task.

Show more..,

Figure 3-9 Commentary displaying a time stamp

Changing the display of initiative commentary

By default, Metrics Management displays five commentary entries for an
initiative. To display the next five commentary entries, choose Show more.

How to change the display order of initiative commentary

To change the display order of initiative commentary, choose Reverse comment
order. The upward pointing arrow indicates that the oldest commentary displays
first. A downward pointing arrow indicates that the latest commentary displays
first.

Editing a commentary entry

If Edit this commentary icon is not available, then you do not have sufficient
privileges to enter commentary for the initiative.

How to edit a commentary entry

In Details>Commentary, select Edit this comment for the commentary entry to
edit.

Deleting a commentary entry

If Delete this comment is not available, then you do not have sufficient privileges
to delete a commentary entry.
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How to delete a commentary entry

In Details>-Commentary, select Delete this comment for the commentary entry to
delete.

Formatting commentary text

Metrics Management supports formatting commentary text for measure or
initiatives. For example, you can change the font text and size, specify text
alignment, change the text color, create a link, and apply a date stamp to
commentary.

How to format commentary text
1 Inthe dashboard, choose Commentary.
2 Choose Edit commentary beside the period for which to enter commentary.

3 Using the commentary toolbar, as shown in Figure 3-10, perform any of the
following tasks:

Foreground color

Justify left
Bold Center
Italic Justify right
Underline Justify
Insert URL link
: = l=l=|=| (Hdg)|H=
B|Jf H L' == = = .:f‘l. T I—Datestamp

Figure 3-10 Formatting commentary text in the dashboard
m To apply formatting to the selected text, choose Bold, Italic, or Underline.

m To change the color of the selected text, choose Foreground color. In the
color palette, as shown in Figure 3-11, choose a color.

Figure 3-11 Choosing commentary text color
m To align text to the left or right margin, choose Justify Left or Justify Right.
= To align text to both the left and right margins, choose Justify.
= To center text, choose Center.

» Toinsert a link, choose Insert URL Link. In URL, as shown in Figure 3-12,
type the URL address. Then, choose OK.
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URL [nitp:/i

Figure 3-12 Adding a link to a commentary entry
m Toinsert your user name and today’s date, choose Datestamp.

m To change the font of the selected text, in the font toolbar, as shown in
Figure 3-13, choose Arial, Times New Roman, or Verdana.

||Aria| | |1nu%j|
Figure 3-13 Changing the commentary entry font

= To change the font size of the selected text, in the font toolbar, choose 80%,
100%, or 120%.

4 Choose Save commentary.
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Presenting your data

This chapter discusses the following topics:
m  Working with initiatives

m  Working with maps
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Working with initiatives

Metrics Management supports creating multiple initiatives for a measure and
location pair. Initiatives in a hierarchical initiative tree show relationships
between initiatives. The initiative that appears at the highest level in an initiative
tree is a root initiative. The root initiative for an initiative tree is always a group
measure. A root initiative containing no subinitiatives is a data initiative.

Creating a subinitiative converts the parent initiative to a group initiative. A data
initiative converted to a group initiative no longer contains initiative data.

Using the initiative editing toolbar

Figure 4-1 shows the initiative editing toolbar. This toolbar shows all display
options available for editing an initiative tree.

Add initiative Decrease indent
Delete Increase indent
Move Cut
up Copy
Move Copy as template
down Paste

CEIR T ARE N SR EC P B[] | |5 Move initiative
b err—wrl =

Figure 4-1 Initiative toolbar

The initiative toolbar contains the following elements:

m Add initiative
Creates a new initiative at the next level below the selected initiative.

m Delete
Deletes the selected initiative tree.

= Move up
Moves the selected initiative branch up within the current level of the
initiative tree.

s Move down
Moves the selected initiative branch down within the current level of the
initiative tree.

m Decrease indent
Demotes an initiative branch to the level below that of the selected initiative.

m Increase indent
Promotes an initiative branch to the level above that of the selected initiative.
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m Cut

Copies the selected initiative branch. When the branch is pasted, the original

branch deletes.

m Copy
Copies the selected initiative branch.

m Copy as template

Copies the structure of the selected initiative branch.

m Daste
Pastes the copied initiative branch.

m  Move initiative

Moves the selected initiative branch to another measure and location pair.

Creating an initiative

An initiative belongs to a specific measure and location pair. You must create the
first initiative for a measure and location pair in the dashboard in a book, map, or
view. Then, you can create additional initiatives in the dashboard or in

Setup~Initiatives. After creating an initiative or initiative tree, consider using

Copy or Copy as template to create new initiatives.

How to create an initiative for a measure and location pair

1 To choose the measure and location pair in which to create a new initiative,

perform one of the following tasks:

» In abook, map, or view, select a measure and location pair and open the

dashboard. Then, select Initiatives.

= In Navigation Pane, select Initiatives. Then, use Search or Edit Favorites to

display initiatives. In the main window;, select an initiative and choose

Open Initiative Detail.

2 In Overview, choose Edit. Figure 4-2 shows initiatives for the Customer

Complaints measure at the Eastern US location.

Customer Complaints (Eastern US)
Cumparisgn;lActualvs.Planned vl
Overview £ 7
StartDate  End Date  Budget of Y
- Comprehensive review of customer service call handling 2011-10-03 2012-01-04 1104 ag
Review call handling process 2011-10-03 2011-10-14 478 100
Run latest call center reports 2011-10-13 2011-10-18 $0 100
heetings with team leaders 2011-10-18 2011-11-01 §126 100
Incorporate team leader feedback 2011-11-02 2011-11-20 $0 a0
Filot new call handling process 2011-11-16 2011-12-16 50 100
Figure 4-2 Initiatives for the Customer Complaints measure
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The initiative toolbar appears, as shown in Figure 4-3.

Customer Complaints (Eastern US)
Comparisgn;lActual\rS.Planned vl
Overview ¥
(X ||+ EE & =[S IRES
Customer Complaints (Eastern US) Weight
w» Comprehensive review of custormer service call handling
Review call handling process 16.66
Run latest call center reports 16.66
hleetings with tearn leaders 16.67
Incorporate team leader feedhack 16.67
Filat news call handling process 16.67
Review call center KPIs duringfafter pilot 16.67
Figure 4-3 The initiatives editing toolbar
3 To create a new initiative, perform one of the following tasks:
m To create a root initiative, select the measure and location name below the

toolbar, and choose Add initiative. The new initiative appears at the top
level, as shown in Figure 4-4.

Customer Complaints (Eastern US)
ogmparisgn;lActualvs.Planned 'l
Overview Bx
(XK |+ |+ |EE & =|El|
Customer Complaints (Eastern US) Weight
- Comprehensive review of customer service call handling
Review call handling process 16.66
Run latest call center reports 16.66
Meetings with team leaders 16.67
Incorporate team leader feedhack 16.67
Pilat nevr call handling process 16.67
Review call center KPIs during/after pilot 16.67
Figure 4-4 Creating a root initiative
m To create a subinitiative, select an existing initiative, and choose Add

initiative. In Figure 4-5, the new initiative is created as a subinitiative of the
Review call handling process initiative.

Customer Complaints (Eastern US)

Cgmpangnn-lActual\rS.Planned vl

Overview ]

(X |+ |+ fa) = E1HES

Customer Complaints (Eastern US) Weight

w Comprehensive review of customer service eall handling

+ Review call handling process 16.66
100

Run latest call center reports 16.66
Meetings with tearmn leaders 16.67

Figure 4-5 Creating a subinitiative
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4 Type aname for the new initiative.

5 Choose Save.

Using Copy to create an initiative

Copy or Cut copies all initiatives and initiative data from the selected branch.
Initiative data includes the initiative name, description, data, and commentary.

Pasting an initiative below a data initiative converts the parent initiative to a
group initiative.

How to cut, copy and paste an initiative
1 In Overview, choose Edit. Then, select an initiative.
2 Perform one of the following tasks:
m To copy the selected initiative, choose Copy.
= To copy and delete the selected initiative, choose Cut.

3 To create a copy of the initiative, choose Paste. The copied initiative or
initiative branch is created as a subinitiative of the selected initiative.

4 Choose Save.

Using Copy as template to create an initiative

Copy as template copies all initiatives in the selected branch. For each initiative,
Copy as template copies the initiative name, description, subinitiatives, and
subinitiative weightings.

Pasting an initiative below a data initiative converts the parent initiative to a
group initiative.

How to copy an initiative as a template
1 In Overview, choose Edit. Then, select an initiative.
2 Choose Copy as template.

3 To create a copy of the initiative, choose Paste. The initiative or initiative
branch is created as a subinitiative of the selected initiative.

4 Choose Save.

Moving an initiative in an initiative tree
You can move an initiative or initiative branch in the tree in the following ways:
m  Up or down within one level in the hierarchy

m  Up or down to another branch in the tree
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Moving an initiative under a data initiative converts the parent initiative to a
group initiative.

How to move an initiative up or down within one level in the hierarchy

1 In Overview, choose Edit. Then, select an initiative.

B

2 Perform one of the following tasks:

= To move the selected initiative higher within the selected branch, choose
Move Up.

To move the selected initiative lower within the selected branch, choose
Move Down.

3 Choose Save.

@ [« B
|

How to promote or demote a initiative branch in an initiative tree

B

1 In Overview, choose Edit. Then, select an initiative.

2 Perform one of the following tasks:

m  To move the selected initiative branch up to the next highest level in the
tree hierarchy, choose Decrease indent.

m  To move the selected initiative branch down to the next lowest level in the
tree hierarchy, choose Increase indent.

In the example shown in Figure 4-6, the Pilot new call handling process
initiative is demoted to a subinitiative of the Incorporate team feedback

initiative.
Customer Complaints (Eastern US) &
Compatison: | Actual vs. Planned hd
Overview B&
(% |4+ == |sEEE [E
Customer Complaints (Eastern US) Weight
w Comprehensive review of customer service call handling
Review call handling process 20
Run latest call center reporis 20
heetings with team leaders 20
- Incorparate team leader feedback 20
|Pi|mnew call handling process 100
Review call center KPls duringiafter pilot 20
Figure 4-6 Demoting an initiative

3 Choose Save.

How to move an initiative or initiative branch to another measure

Moving an initiative to another measure and location pair deletes the initiative
from the original measure and location pair.
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1 In Overview, choose Edit. Then, select an initiative or initiative branch.

2 In Select measure and location, in Measure, choose Edit. Select a measure, as
shown in Figure 4-7. Then, choose Save.

Select MeasurefLocation: Customer Service Improvement Plan

[ &=

Cost of Goods

Credit Rating
Customer Complaints
Cusztomer Perspective

Customer Survey
Custamers

Praject J
Project £

Total CGE

Figure 4-7 Selecting a measure

3 In Location, choose Edit. Select a location, as shown in Figure 4-8. Then,
choose Save.

Select Measure/Location: Customer Service Improvement Plan

Corparate Image
Corparate Survey Fating
Cost of Goods

Credit Rating

Custamer Complaintz
Customer Perspective

Admir
2l Projects
AziaPac
| Routing Standardization [Fone 1 & 2
B

Laf
Central US
Completed Projects

Figure 4-8 Selecting a location
4 Choose OK.
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5 Choose Save. The branch moves to the new measure and location pair.
How to delete a initiative

Deleting an initiative also deletes all of the initiative’s subinitiatives.

1 In Overview, choose Edit. Then, select an initiative.

2 Select an initiative.

3 From the initiative toolbar, choose Delete.

4

Choose Save.

Modifying an initiative name and description

Metrics Management supports modifying an initiative name and description.

How to modify an initiative name and description

1 In Overview, select an initiative to edit.

2 In Details, in Summary, choose Edit, as shown in Figure 4-9.

Details EA

Summary | Measure Data  Commentary

Summary &

Name |callect data

Description |Collect existing survey data from all call centers, both internal and CRM. ;[

B
Created 2011-07-11
Last
Modified 2011-07-11
Figure 4-9 Choosing to edit an initiative

3 Modify the name and description, as shown in Figure 4-10.

Details

fa

Summary | Measure Data  Commentary

Summary B#
Hame |CUIIecldata from call cemers[

Description |Collect existing survey data frar all call centers, bath internal and CRM. ;[

B
Created 2011-07-11
Last
Modified 2011-07-11
Figure 4-10 Editing an initiative name

4 Choose Save. The last modified date updates in Summary.
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Changing subinitiative weights

For a group initiative, assign weights to the subinitiatives. The weights must
equal 100%. By default, subinitiatives are equally weighted. If a subinitiative is
deleted from a measure, the remaining subinitiatives become equally weighted,
regardless of previous weightings.

How to change subinitiative weights

1 In Overview, select an initiative to edit.

2 In Details, in Subinitiative, choose Edit, as shown in Figure 4-11.

Details Bl

Summary | Sub-Initiatives | Gantt Chat  Commentary

Sub-Initiatives BE
Initiative Weight ()

Preliminary Investigation Iﬁ
Survey Customers lﬁ
Propose Improvements lﬁ
Develop training program lﬁ

Distribute Weights Eventy |

Figure 4-11 Choosing to edit subinitiative weights
3 Assign weights in one of the following ways:

» Enter values for the subinitiatives, ensuring that the total weight equals
100%, as shown in Figure 4-12.

m To equally weight the subinitiatives, choose Distribute Weights Evenly.

Details EA
Summary | Sub-Initiatives | Gantt Chat = Commentary

Sub-nitiatives B&
Initiative Waight (%)

Preliminary Investigation lm
Survey Customers lﬁ
Propose Improvements Iﬁ
Cevelop training program lﬁ

Distribute Weights Evenly |

Figure 4-12 Specifying subinitiative weights

4 Choose Save.
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Hiding an initiative

Hiding an initiative makes the initiative hidden in the dashboard. Consider
hiding initiatives when the task which the initiative relates to is no longer
relevant. For example, hide an initiative that applies to a project that has

completed. Only a root initiative can be hidden. Hiding a root initiative hides the
entire branch.

A hidden initiative is not hidden on the home page or in Navigation Pane in My
Favorite Initiatives.

How to hide an initiative
1 Select a root initiative.
2 In Details, in Summary, choose Edit.

3 Select Hide initiative, as shown in Figure 4-13.

Details
Summary | Sub-Initiatives  GanttChart | Comrmentary

fa

Summary 8

B

Mame |Customer Serice Impravement Plan

Description |Customer complaints are on the rise. This improverment plan will take a ;[
preliminary look at complaint reports and survey data. This discovery =
process will lead to a moare targetted survey, and proposal for L‘

Created 2011-07-11

Last

Modified 2011-08-24

Hide
Initiative

Figure 4-13 Hiding an initiative

4 Choose Save.

Working with maps

You can use maps to create graphical representations of performance beyond the
causal hierarchy of a view display. When you create a map, you can place links to
performance information onto the diagram of your choice. Typical examples
include strategy maps, process maps, geographical maps, and cause and effect
diagrams. However, these represent only a fraction of what you do with maps.

From the measures on the diagram, you can drill into underlying performance
information in a personalized hierarchical view display. To display in-depth
performance information regarding the currently selected item, open the
dashboard.
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For each map node, you can link to other Metrics Management objects, such as
books or views, or to external content such as web pages or documents, as shown

in Figure 4-14.

Initiative Tracking Map

Process Measures

These are measures thar show hovw well
the initiative is being executed.

it
—

Result Measures

These are the measures that this initiative should
positively impact.

Customer Service Projects

Watchlist Measures

These are the measures that could be

negatively impacted.

on Time Bl

Ouerhiead Expansas
Actual  $34.665

Resource Links Related Maps

These resource finks contain further information

about this initiative. Other related Performance Maps.

Actuate Website Cause and Eftect Map (A1 Periods)

Annual Reports
Project Management “iew

Figure 4-14 Map with diagrams

About creating a map

Creating a map requires the Windows Client or Metrics Manager. In these clients,
the map owner creates a map and specifies map properties. For example, the map
owner provides a map name, specifies the view from which to add measures and
locations to the map, and defines default map shapes and colors for the Map
Designer. The Map Designer is available from any client. Use the Map Designer to
add visual elements to the map. For example, add a geographic map as a map
background image and place measure and location pairs on the image.

Editing a map in the Map Designer

Map Designer, as shown in Figure 4-15, is the visual tool you use to create maps.
In Map Designer, you can add measure and location boxes and text boxes, and
use lines and arrows to create a relationship between the boxes. You can also add
a background image to the map, change the map size, and specify the default
measure and location or text box selection.
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Leading Indicators Tracking Measures Impact Measures

R &0 Spending New Praducts
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COG - Factory OH

COG - Direct Costs

| save || cancel || Apply |

Figure 4-15 Map Designer
Figure 4-16 shows the Map Designer toolbar.

lﬂ] —Select Q —Cut

14] —Add measure and location box J —Copy

lgl —Add text box @J —Paste

lé] —Add straight line @ —Snap to grid

lﬁ] —Add curved line @ —Set map size

7|} —Add joint 4l —set map background
lé] —Remove joint

Figure 4-16 Map Designer toolbar

How to undo or redo a map action in the Map Designer

Maps support undoing or redoing a change made to a map in the Map Designer.
To undo a change, right-click and choose Undo action, as shown in Figure 4-17. To
reverse an undo action, right-click and choose Redo action.
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Add Measure/Location Box
Add Text Box

Add Straight Line

Add Curved Line

Paste elements

Delete all
Delete all bokes

Delete all lines

Undo action
Fedo action

Figure 4-17 Choosing to undo a map action
How to open a map in the Map Designer
1 In Navigation Pane, choose Maps>My Favorite Maps.
2 Select a map. The map opens in the main window.
3 In the main window, choose Design Map. The map opens in the Map
Designer.
Defining a map background

You can add a background image and a background color to a map. A
background image can give context to measure and location boxes. For example,
use a strategy map image containing rows that you can add specific measures
and locations to when you design the map.

You can also define a color as a map background. If you use both a background
image and color, the image displays on top of the background color.

How to add a background image to a map
|;| 1 In the Map Designer toolbar, choose Set Map Background.

2 In Map background, select an image from the list. A preview of the image
appears, as shown in Figure 4-18.

Map background
Irmage

L3RDW YJ

Color...

]

Width: 200 Height: 560

| ok | | cancel | |_apply |

Figure 4-18 Choosing a background image
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3 To define a background color, perform the following tasks, then choose OK:
1 Choose Color.

2 In Select color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

3 Choose the color box and select a color from the palette.
4 Choose OK.

Changing the size of amap

In the Map Designer, the dashed red line indicates the size of map. You can
provide pixel values to manually increase or decrease the size of the map.
Alternatively, you can permit Metrics Management to resize the map area.
Metrics Management adjusts the map area to accommodate either the maximum
size of the image in the map background, or map objects that are outside of the
background area.

How to change the size of a map
1 Choose Set Map Size.
2 In Map size, perform one of the following tasks:

= To manually change the map size, deselect Automatic in Width and Height,
and change the pixel values in Pixels.

m To allow Metrics Management to adjust the size of the map area, select
Automatic in both Width and Height, as shown in Figure 4-19.

Map size
Width

|V| Autarnatic

Pixels

Height
|| Autornatic

Pixels

| ok | | tancel | | apply |

Figure 4-19 Choosing to permit Metrics Management to adjust the map
size

3 Choose OK.

Creating a measure and location box

You can add a measure and location box to a map, and specify settings for the
box. Measures or locations can be unavailable to measure and location boxes,
depending on the choices made in Map Contents in Setup>Maps in the Windows
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client. Depending on Map Contents settings, you can choose to define the
following items for a measure and location box:

m The top measure and location, or a specific measure and location
m The selected period, a computed period, or a specific period

m The selected comparison series, or a specific comparison series

m The font, color, and shape of the box

m The display contents of the box

By default, a measure and location box displays text and performance indicator
colors that are defined for the database. Before specifying a personalized font or
background color for a measure and location box, override the database settings
by deselecting Show measure and location performance colors in View Options.

Additionally, you can hide measure and location information to create a
performance dot, which resembles a traffic light, to the map to align performance
with background images. For example, use a country map as a map background,
and add performance dots to the map to represent the performance of cities.

How to add a measure and location box to a map

You can choose a measure and location for an individual measure and location
box. The Measure or Location list can be unavailable depending on the choices
made by the user who created the map in the Windows Client. You can also create
a box attachment, such as a briefing book or view.

1 Choose Add Measure and Location Box.

2 Click on the map to add the measure and location box.
3 Double-click the measure and location box.
4

In Measure and location box properties, choose a top measure and top
location, as shown in Figure 4-20.
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Measure /location box properties
Propertias Font Colors an... View opti...
Measure
Cost of Goods + ——— Measure
Location
i +~ —— Location
Pariod
< selected period = L4 o :
Compatison
= 5elected comparison> -
Attachment type
< NoneZ *
Attachrnent
< NoneZ *
v Show attachrent
oK Cancel Apply

Figure 4-20 Choosing a measure and a location

5 To add a link to an object such as a briefing book or view:
1 Select a type of object from the Attachment type list.
2 Select an object from the Attachment list.

3 Select Show attachment to show the link in the box. If the link is longer
than the measure and location box, deselect Show attachment to hide the
link. A map user opens a hidden link by right-clicking to open the menu.

6 Choose Apply.

How to define a comparison series or period for a measure and location box

You can create a specific period or a computed period for a measure and location
box. A specific period is static and does not change when a user changes the
period in a map. A computed period is the selected period in the map plus or
minus a value that you specify. For example, if the computed period is defined as
-1, and the selected period is February 2011, the computed period is January 2011.

You can use specific or computed periods to show trends from one period to
another on one map. For example, create multiple measure and location boxes
with the same measure, but with differing periods to show trends in sales.

You can also define a specific comparison series for a measure and location box.
The comparison series does not change when a user changes the comparison
series in a map. Choose a specific comparison series to show measures and
locations with different comparatives, for example Actual vs. Target and Actual
vs. Last Year for the same measure, on one map.

1 To assign a specific period to this measure and location, select a period from
the Period list, as shown in Figure 4-21.
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Measure /location box properties

Properties Font Colors an...

Measure
Cost of Goods
[
UK
Pariod
Feb 2011
\Cumparison
<Selected comparison >
e — type
<None
e —
| <None

v Show attachment

oK Cancel

View opti...

__feply

—— Period list

—— Comparison list

Figure 4-21

Choosing February 2011 as the selected period

2 To assign a computed period to this measure and location, select a period from

4

the Period list, and provide a numeric value, as shown in Figure 4-22.

Measure /location box properties

Properties Font Colors an...

Measure
| tostof Goods

Location

L

Period

| Febzo11

Comparizan

| <Selected comparison>
Attachrnent type

| <None>

Attachrnent

< None

v Show attachment

[1].4 Cancel

View opti...

__Apply

Figure 4-22

To assign a specific comparison series for a measure and location, select a
comparison series from the Comparison list.

Choose Apply.

Choosing a computed period of the selected period minus one

How to specify font settings for a measure and location box

1 In Measure and location box properties, choose View options. Deselect Show

measure and location performance colors.
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2 In Measure and location box properties, choose Font.

3 Select a font, font style, and font size, as shown in Figure 4-23.

=

Measure /location box properties

Properties Font Colors an... View opti...
Fant Font style

Aharani « | Regular

Andalus || Italic

Angsana New Bald

AngsanalPC Bald Italic

Arabic Transparent m

Size

a

=]

Color capr ba changed only IF Show measurediocation
verformance colors is unselected in VWew Options

oK Cancel Apply
Figure 4-23

L Color box

Specifying the font for a measure and location box

4 To choose a font color, choose the color box and select a color from the palette.

5 Choose Apply.

How to specify color and shape of a measure and location box

You can define the color, shape, border, relative positioning, and size of a measure
and location box.

1 In Measure and location box properties, choose Colors and Shapes, as shown

in Figure 4-24.

Measure /location box properties ‘

Properties Font Colord an... View opti...

|| Use color gradient

|| Show glow around bax

|| Tramsparent box
Fill...

|| Transparent border

Shape
| Rectangle \J|
Barder width

Y
! =
Left Top

a Y
127 =T =
i dth Height

a Y
150 = 100 =
Color can ba changed only if Show measureflocation
performance colors is unselected in Wiew Options

oK Cancel Apply
Figure 4-24
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To apply a drop shadow to the box, select Show glow around box.

To make the box background transparent, select Transparent box. To make the

box border transparent, select Transparent border.
To define a background color for the box, perform the following tasks:

1 Choose View options. Deselect Show measure and location performance
colors.

Choose Fill.

In Select color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

w N

S

Choose the color box, and select a color from the palette, as shown in
Figure 4-25. Then, choose OK.

Select color

) Al colors
\_J) Shades of gray

\») Standard Scorecard index range ...

Green cancel
T 1T %:EEI

Figure 4-25 Specifying the color of a measure and location box
5 To apply a gradient to the color, select Use color gradient.
6 Choose OK.
To define a border color for the box, perform the following tasks:
1 Choose Border.

2 In Select color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

3 Choose the color box and select a color from the palette.

4 Choose OK.

To change the box shape, select a shape from the Shape list.

To change the width of the box border, change the value in Border width.

To adjust the position of the box relative to the top left of the map, provide
values in Left and Top.

To adjust the size of the box, provide values in Width and Height.

10 Choose Apply.
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How to specify the display contents of a measure and location box

You can specify what to display in a measure and location box, such as the
measure name, and the base and comparison series.

1 In Measure and location box properties, choose View options, as shown in
Figure 4-26.

2 To specify display options for the measure and location box, perform any of
the following tasks:

m To display the measure’s name, select Show measure name.
m To display the location’s name, select Show location name.
» To display the period, select Show period name.

To display the measure and location’s performance color as the box
background color, select Show measure and location performance colors.

To display colored arrows that indicate the performance of the worst
performing submeasure and sublocation in the view structure, select Show
measure and location performance indicators. Performance indicators do
not display in generated maps if the measure or location is the lowest in the
view branch.

Measure /location box properties

Properties Font Colors an... View opti...

Show meazure name

Show location name

Show period name

Shaw measuraflacation perfarmance colars
Show measureflocation performance indicatar

Show information

ROKRLOIR R

Show basze data

Show compatizon data
Show index

Show index range identifier
Show variance

Show percent variance

Show awner

LR NN RN

]

Cancel

Figure 4-26 Selecting information to appear in a measure and location box

3 To show measure and location information in the box, select Show
information, and then perform any of the following tasks:

m To display the measure’s base data value, select Show base data.

m To display the measure’s comparison data value, select Show comparison
data.
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m To display the measure’s index value, select Show index.

m To display a text representation of the measure’s index value, select Show
index range identifier.

m To display the variance for a data or formula measure, select Show
variance.

» To display the percentage variance for a data or formula measure, select
Show variance.

m To display the measure owner, select Show owner.
Choose OK.

How to create a performance dot

1
2
3

Add a measure and location box to the map.
Double-click the measure and location box.

In Measure and location box properties, choose Colors and Shapes, and select
Circle from the Shape list.

Choose View options, and deselect all check boxes, except Show measure and
location performance colors.

Choose OK.

Resize the measure and location box.

Creating a text box

Add the text box to the map, and define the text box properties, such as font and
font size, and text box background color.

Optionally, create a link to a Metrics Management object, for example a book or
view. Consider creating a hidden link if the attached object’s name is longer than
the text box. A map user opens a hidden link by right-clicking and selecting
Launch link from the shortcut menu.

How to add a text box to a map

1

a A WODN

Choose Add Text Box.

Click a location on a map where you want a text box to appear.
Double-click the box.

In Text box properties, type text that will appear in the text box.

To define text alignment, in Text Alignment, choose Left, Center, or Right, as
shown in Figure 4-27.
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Textbox propertias

Properties Font Colors and Shapes

Taxt

Text alignment

LLeH: A

Attachment type

L < None hd J

Attachrnent

L < None hd J

¥ Show attachment

oK Cancel

Figure 4-27 Specifying text appearance in a text box

6 To add a link to a Metrics Management object, perform the following tasks:
1 Select a type of object from the Attachment type list.
2 Select an object from the Attachment list.

3 To show attachment as a link, select Show attachment. The link displays

the object’s name in the map. To create a hidden link, deselect Show
attachment.

How to specify font settings for a text box
1 To specify font settings for a text box, choose Font.

2 Select a font, font style, and font size, as shown in Figure 4-28.

Textbox properties
Properties Font Colors and Shapes
Faont Font style
Freestyle Script s+ Regular
French Script MT Italic
Gararnond Bold
Gautarni Bald Italic
Georgia [+]
Size
12 & —— Color box
oK Cancel Apply

Figure 4-28 Specifying the font for a text box
3 To choose a font color, choose the color box and select a color from the palette.

4 Choose Apply.

How to specify color and shape of a text box

1 To define the color and shape properties of the text box, choose Colors and
shapes, as shown in Figure 4-29.
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Textbox properties

Propertias Font Colors and Shapes
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Figure 4-29 Specifying the appearance of a text box
To apply a drop shadow to the box, select Show glow around box.

To make the box background transparent, select Transparent box. To make the
box border transparent, select Transparent border.

To define a background color for the box, perform the following tasks:

1 Choose Fill.

2 In Select color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

3 Choose the color box, and select a color from the palette, as shown in
Figure 4-30. Then, choose OK.

Select color

) Al colars
\_J) ghades of gray
\#) Standard Scorecard index range ...

i Color box

Green cancel
I [%:EEI

Figure 4-30 Specifying the color of a text box
4 To apply a gradient to the color, select Use color gradient.
5 Choose OK.
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5 To define a border color for the box, perform the following tasks:
1 Choose Border.

2 In Select color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

3 Choose the color box, and select a color from the palette.
4 Choose OK.
6 To change the box shape, select a shape from the Shape list.
To change the width of the box border, change the value in Border width.

To adjust the position of the box relative to the top left of the map, provide
values in Left and Top.

9 To adjust the size of the box, provide values in Width and Height.
10 Choose Apply, then choose OK.

Specifying the default measure and location or text box
selection

Metrics Management supports specifying which measure and location or text box
is selected when a map opens. Consider specifying a default measure and
location box to ensure that the map does not show a blank dashboard when
opened.

How to specify the default measure and location or text box

Right-click a measure and location or text box and select Set as default node, as
shown in Figure 4-31.

Bring to Frant
Send to Back

Edit...

Cut element(s]
Copy element(z]
Delete elements]

Shay hint

Set as default node

Figure 4-31 Choosing to define the default measure and location box

How to locate the default measure and location or text box

To locate the default measure and location or text box, right-click the map and
select Go to default node, as shown in Figure 4-32. To specify no default node,
choose Clear default node.
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Add Measure/Location Box
Add Text Box

Add Straight Line

Add Curved Line

Paste elements

Delete all
Delete all bokes
Delete all lines

Unda action
Fedo action

Show snap arid

Clear default nade

Go to default node

Figure 4-32 Locating the default measure and location box

Adding aline to a map

You can add a line to a map and define properties for it. You can change the
position of a line on the map, change the line width, style, and color, and add or
remove arrows from a line.

How to add aline to a map
1 Select one of the following line shapes:
m To create a straight line segment, choose Add straight line.
m To create a curved line segment, choose Add curved line.
2 Click the map to add the line.
3 To set properties of a line segment, double-click the selected line segment.

4 In Line properties, shown in Figure 4-33, perform any of the following tasks:

Line properties
Properties Points

Left Top
.
329 ) 232 =
Line width
-
L=/

|| Arrow at start

1

|| Arraw st and
Line style

L Dot 'J
| ok | | cancel | | Apply |

Figure 4-33 The line properties dialog box

m To adjust the position of the line relative to the top left of the map, provide
values in Left and Top.
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m To change the width of the line, provide a value in Line width.
» To add an arrow to the line, select Arrow at start or Arrow at end.

m To change the style of the line, select a style from the Line style list. Line
styles are not available for curved lines.

m To change the color of the line:
Choose Color.

In Select Color, select All colors, Shades of gray, or Standard Metrics
Management index range colors.

Choose the color box, and select a color from the palette.
Choose OK.

5 Choose OK.

How to connect a line to a map object

You can precisely connect a line to a map object.

1 Select the line to connect to a map object.

2 Move the mouse cursor over one end of the line until the cursor turns into
cross hairs, as shown in Figure 4-34.

Customer Survey L
Custamer Service
Base data 0
Customer Complaints L

Figure 4-34 Selecting a line

3 Click and drag the end of the line toward the box until a purple outline
appears around the box, as shown in Figure 4-35.

Custormer Survey .
& = =
. N -
fuBaze da -
< = <
=
Customer Complaints L

Figure 4-35 Dragging a line towards a box
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4 Release the line. The end of the line connects to the edge of the box.

How to change point coordinates in a line

To change the position of the line on the map by adjusting each point
individually, choose Points and change the X and Y value for each point you want
to change.

At the bottom of the Map Designer, the X and Y values show the position of the
cursor, where X=0 at the left of the page and Y=0 at the top of the page. As you
move the cursor to the right, the value of X increases, and as you move down, the
value of Y increases.

How to add ajoint to aline

You can use a joint to angle a straight line or to add another curve to a curve line.
1 Choose Add Joint.

2 Move the cursor over the place on the line on which to add the joint.

When the cursor turns red, select the line, as shown in Figure 4-36. The joint is
added to the line.

TN

Figure 4-36 Adding a joint to a line

3 To change the angle between two joint-line segments, select the joint and drag
it to a new location, as shown in Figure 4-37.

N

Figure 4-37 Creating an angle in a line
How to remove a joint in aline
1 Choose Remove Joint.
2 Select the line from which to remove a joint.
3 Move the cursor over the joint to remove.
4

When the cursor turns red, choose the joint, as shown in Figure 4-38.
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Figure 4-38 Removing a joint

The joint is removed from the line.

Aligning map objects to the grid

You can use snap to grid to align measure and location boxes, text boxes, and
lines to a grid on the map. You can show or hide the grid and change the grid size.
Boxes and lines snap to the grid as follows:

m The top-left corner of a box snaps to the closest grid-line intersection.
m  The left end-point of a straight line snaps to the closest grid-line intersection.

m  The top-left corner of a rectangle that would enclose an entire curved line
snaps to the closest grid-line intersection.

= New map objects do not align to the grid until you choose Snap to Grid.

You can also show the X and Y coordinates, width, and height for an object on the
map, such as a measure and location box or a line.

How to show or hide the grid

Right-click the map and choose Show snap grid, as shown in Figure 4-39, or Hide
snap grid.

Add Measure/Location Box
Add Text Box

Add Straight Line

Add Curved Line

Paste elements

Delete al
Delete all bokes
Delete alllines

Unda action
Redn action

Show snap grid

Clear default node
Gio to default node

Settings...
Global Settings...
About Adobe Flash Player 10

Figure 4-39 Choosing to show the map grid
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How to change the size of the grid

In the bottom toolbar, provide a value in Snap distance to increase or decrease the
pixel size between lines in the grid. You can enter a pixel value between 0 and 99.
Decrease the pixel value to align boxes and lines with a high degree of precision.

How to align map objects to the grid

Choose Snap to Grid. All objects on the map align to the grid. To align a new map
object to the grid, choose Snap to Grid again.

How to show an object’s X and Y coordinates on a map
1 In the Map Designer, select an object, for example a measure and location box.

2 Right-click and choose Show hints, as shown in Figure 4-40.

Ering to Front
Send to Back

Edit...

Cut element(s]
Copy element(z]
Delete elements]

Set as default node

Settings...
Global Settings. ..
About Adobe Flash Player 10...

Figure 4-40 Choosing to show map hints

3 In Figure 4-41, the hint box displays the X and Y coordinates, width, and
height for a measure and location box.

Key Measures

%raﬁt - ; x=183 n % | ‘Employ\ees |

|Sa|es width= 185 7
height= 20

|Responslueness | l_‘...._,...‘._..t | ‘Charilable Donations |

| ‘ Business Developrment |

Figure 4-41 Showing hints for a measure location pair
4 Click outside the object to turn hints off.
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Act as an Administrator

action

actual series

A privilege which grants a user full administrator status. This privilege allows the
user to make any change in Metrics Management, except modifying sysadmin
settings.

Related terms

Metrics Management system specialist, user privilege

An object security or user privilege setting that allows or denies a user from
performing an activity on an object. For example, a Metrics Management system
specialist allows a user the Edit action on a book. Actions vary depending on
object type. An undefined action is denied.

Related terms

object-level security, user privilege

A type of comparative data. Metrics Management typically compares actual data
against target data for a specific period to produce an index value.

Related terms

Metrics Management, comparative, comparison series, index value, target

Contrast with
base series

Actuate BIRT data object

A collection of BIRT cube and data set definitions created from one or more data

sources using BIRT Designer Professional. Dashboards supports displaying BIRT
data objects in charts, cross tabs, Flash gadgets, and tables. Interactive Crosstabs

supports analyzing cube data in a BIRT data object.

Related terms

Dashboards, Actuate Interactive Crosstabs
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Actuate BIRT iHub

A stand-alone server or a cluster of servers that stores report documents in an
Encyclopedia volume, manages user information, handles report requests, and
analyzes and delivers report documents. BIRT iHub supports BIRT reports.
Several options providing additional functionality for BIRT iHub require separate
purchase. Actuate BIRT iHub Integration Technology extends BIRT iHub
functionality
Related terms
Business Intelligence and Reporting Tools (BIRT), Encyclopedia volume, report
Contrast with
Configuration Console, Information Console, Management Console

Actuate Interactive Crosstabs

A tool that provides interactivity to a BIRT cross tab and supports data analysis.
Data analysis tasks include filtering, formatting, organizing, sorting, and viewing
data, and performing calculations in a cross tab. Actuate Dashboards, Actuate
BIRT Interactive Viewer, and Actuate Report Studio support using Interactive
Crosstabs.

Related terms

Dashboards, Actuate Report Studio, data, Encyclopedia volume, filter
Contrast with

Actuate BIRT data object

Actuate BIRT Interactive Viewer

A component that supports viewing a BIRT report and changing the appearance
and layout of report items after the report has run. For example, the user can
update the sorting and grouping options, modify the data formatting, and revise
the filtering options.

Related terms

Business Intelligence and Reporting Tools (BIRT), data, filter, group, report
Contrast with

Actuate Report Studio

Actuate Metrics Management (Metrics Management)

A performance management application used to display organizational
performance from multiple perspectives. For example, Metrics Management can
display performance data from a customer or financial perspective. Metrics
Management can be used with any performance management methodology,
including Balanced Metrics Management and Six Sigma. Metrics Management
uses increments called measures to quantify various aspects of an organization,
and consolidates the information in a way that is meaningful to the organization.
There are multiple versions of Metrics Management, supporting workgroup
deployments to enterprise implementations.
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Related terms
Balanced Metrics Management, measure, performance management, Six Sigma

Actuate Report Studio

Actuate SQL

A tool that supports designing Actuate BIRT reports without requiring
knowledge of SQL (Structured Query Language) or a programming language.
Related terms

Business Intelligence and Reporting Tools (BIRT), SQL (Structured Query
Language)

A query language based on the ANSI SQL-92 standard. Information objects
encapsulate Actuate SQL queries.

Related terms
information object, query, SQL (Structured Query Language)

administrator

audit log

audit query

A user who is able to perform administrative tasks on a system or application.
1 A member of the Windows Administrators group.
2 In BIRT iHub System, a member of the Administrator security role.

3 In Metrics Management, the system specialist user.

Related term
security role

A log that contains information about changes to objects in a Metrics
Management database.

Related term
Actuate Metrics Management (Metrics Management)

Contrast with
audit query

The set of criteria that Metrics Management uses to produce an audit log.

Related terms
Actuate Metrics Management (Metrics Management), audit log

authentication

A mechanism that validates a user’s login information.

Contrast with
authentication method
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authentication method

The method used to authenticate users who want to log in to Metrics
Management. The available authentication methods include the Standard and
Metrics Management authentication methods. Each method references a security
list when the system validates a user’s login information.

Related terms

Actuate Metrics Management (Metrics Management), authentication

Balanced Metrics Management

A performance management concept that measures whether the activities of a
company are meeting its objectives in terms of vision and strategy. Balanced
Metrics Management provides a comprehensive view of financial outcomes and
human issues in a business. This data supports taking actions that further the
organization’s ability to act in its long-term interests.

Related terms

Actuate Metrics Management (Metrics Management), performance management
Contrast with

Six Sigma

base series

A series that Metrics Management compares against a comparison series to
calculate index values for a measure. A view contains one base series and can
contain multiple comparison series.

Related terms
Actuate Metrics Management (Metrics Management), index value, measure, view

Contrast with
actual series, comparison series, target

beyond completed period

A period, which is after the completed period, for which users can enter
estimated or incomplete data. This period is defined by a system specialist and is
marked with an asterisk (*) on reports and in data tables.

Related terms
completed period, direct data entry, period range

Contrast with
current period, locked period

briefing book

A collection of measures and locations, organized by individual sections, which
are tabs in the book.

Related terms
location, measure, section
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Business Intelligence and Reporting Tools (BIRT)

An analytics and reporting platform built on Eclipse, the industry standard for
open source software development. BIRT provides a complete solution for
extracting data and presenting the results in a formatted document.

category 1 In Metrics Management, a label that can be used to administer and manage
large groups of objects. For example, a briefing book section can use a filter
that gets all measures that contain a specific category, such as the Finance
category.

2 In Dashboards, one of the discrete values that organizes the data on an area,
bar, bubble, column, line, step, or stock chart axis. A category axis does not use
a numeric scale. Typically, category values appear on the x-axis of a chart. In a
pie chart, category values define which sectors appear in a pie, as shown in

Figure 5-1.
Revenue by Product Line
823,927 - Category data
M Classic Cars gory
B0 Matorcycles
— 1,562,980 B Planes
448,702 — ghire
Trains
_ Trucks and Buses
86,897 Yintage Cars
292 595 —
438,285 7 527 243
Figure 5-1 Category data

Related terms
briefing book, filter, measure, object, section

commentary

An explanation that appears in the dashboard. Typically, the measure owner uses
commentary to communicate information that pertains to the performance of a
measure or initiative.

Related terms
commentary type, dashboard, measure, measure owner, performance

commentary type

There are four default commentary types: action plan, customer quotes,
discussion forum, and owner’s commentary. Additional commentary types can
be created. You select a commentary type when creating a dashboard.

Related terms
commentary, dashboard

comparative

A reference point that is measured against another reference point to produce
meaningful data. A system specialist uses a comparative to create a comparative
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series. Comparative series are added to measures, either as a base or comparison
series. Metrics Management calculates a measure’s index value from the base and
comparison series. Default comparatives include actual, budget, benchmark,
target, and previous year.

Related terms

Actuate Metrics Management (Metrics Management), base series, comparison
series, index value, series

comparison series

Used to calculate index values for measures. A base series and a comparison
series are used to do the calculation. Examples of comparison series include
actual, budget, and target.

Related terms

actual series, base series, comparative, index value, measure, target

completed period

A period of time, defined by a system specialist, for which data is considered
complete. Briefing books and views display data for the completed period by
default.

Related terms

briefing book, period range, view

Contrast with

beyond completed period, current period, locked period, period range

Configuration Console

A tool used to configure Actuate BIRT iServer System. For example, you can
configure logging and e-mail notification. In Actuate BIRT iHub, the advanced
view provides more options, such as adding or removing servers in a cluster and
taking an Encyclopedia volume offline.

Related terms

Actuate BIRT iHub, Encyclopedia volume

Contrast with

Management Console

consolidation

A way of combining data across periods and locations. Metrics Management
supports the following types of consolidations: sum, average, and take last
known value.

Related terms

Actuate Metrics Management (Metrics Management), location

Contrast with

consolidation range, location consolidation, period consolidation

104 Web User Guide for Metrics Management



consolidation range

The time period that Metrics Management uses in the consolidation of measure
data. Year to date and moving year are typical consolidation ranges.

Related terms

Actuate Metrics Management (Metrics Management), consolidation, measure

current period

dashboard

A period of time, defined by a system specialist, against which a user can enter

data.
Contrast with

beyond completed period, completed period, locked period, period range

1 InDashboards, a self-contained application that displays business information
as content-rich gadgets on a web page. A dashboard supports creating new
gadgets and displaying real-time or static data as interactive charts, cross tabs,
Flash visualizations, formatted text, and Reportlets. A dashboard contains one
or more gadgets that display information or accept user input to change the
content of a linked gadget. Dashboards supports the creation and use of
dashboards on a BIRT iHub System, as shown in Figure 5-2. Actuate
JavaScript API (JSAPI) supports the presentation and linking of Actuate

gadgets on a dashboard.
Dashboard
title
My Documents Products £ ) Add Cortert
Product Line v Crosstab - Data Cube v ]
Al 111

Classic Cars

Motorcycles 2004 2005 Grand Total

Flanes Product Line Ordered Ordered QTY Ordered

Ships Classic Cars 5,017 2,135 F,152

Trains planes 2,224 604 2,828

T.rucks and Buses Trains az6 177 503—

s Grand Total 7,567 2,916 10,483 —‘
Gadgets

Year v Bar Chart - Data Cube v 9

g .
Mzo0s [ zo0s Profit by Territory, by Year =
V] zoo4
[Ny
A 2005 114,918.93 ® 2004

Territory v ® S005

) apac (L Japan

@ 200,000.00 400,000.00

= EHE 100,000.00 300,000.00

Figure 5-2 A dashboard appearing in Dashboards

2 In Metrics Management, an information pane that shows detailed information
about a specific measure or location in a view, briefing book, or map. A
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dashboard can contain data charts, index charts, data tables, and commentary
about measure performance.
Related terms
Dashboards, briefing book, commentary, data chart, index chart, location, map,
measure, Reportlet, view

Dashboards

A tool that supports building BIRT dashboards and mashups, and viewing and
graphically analyzing data in BIRT dashboards, as shown in Figure 5-3. This tool
is an additional license option on an BIRT iHub System. Using BIRT content in a
dashboard additionally requires Actuate BIRT option.

Related terms

dashboard, data, mashup

Contrast with

Metrics Management
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data
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Figure 5-3 Displaying an analytic dashboard using Dashboards

Information stored in databases, flat files, or other data sources.

Related term
data source

A type of chart that shows data for a given measure. Data charts are found in
dashboards and can contain consolidated or unconsolidated data.

Related terms
dashboard, measure

Contrast with
index chart
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data connection definition (.dcd) file

LEH|

data export

data import

A file created using BIRT Information Designer that contains connection
properties and security settings for a data source.

Related term
data source

A process that transfers information from a Metrics Management database to an
external location. Data can be exported to XML, as a comma-separated values
(.csv) file, or to another database using an ODBC connection.

Related terms

database, link, Metrics Management database, Metrics Management system
specialist

A process that transfers information from an external source to a Metrics
Management database. In Metrics Management, data can be imported from XML,
a comma-separated values (.csv) file, and from another database or application
using an ODBC connection.

Related terms

Actuate Metrics Management (Metrics Management), database, Metrics
Management database

data measure

data source

A measure type that contains data. Measure data can be imported or manually
entered into Metrics Management. Data measures are always at the lowest level
of a view structure, and their data is aggregated at higher levels, such as a
formula measure or a group measure.

Related terms

Actuate Metrics Management (Metrics Management), data import, direct data
entry, formula measure, group measure, measure, submeasure, view

1 A relational database or other data repository. For example, an Extensible
Markup Language (XML) file, a flat file, an information object, or a Java
application can be a data source. A report can include any of these types of
data. This data source provides data rows to a report or a gadget on a
dashboard through a data source element.

2 A design construct that retrieves data rows from a relational database or other
data repository.

Related terms
database, information object, report
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database  An integrated collection of logically related records that provides data for
information application platforms, such as BIRT. The database model most
commonly used is the relational model. Other typical models are
entity-relationship, hierarchical, network, object, and object-relational.

Contrast with
Metrics Management database

DataMart A specialized version of a data warehouse. DataMarts contain a snapshot of
Metrics Management data for export to a Microsoft SQL Server or Oracle
relational database format for external reporting and analysis purposes.

Related terms
Actuate Metrics Management (Metrics Management), data export, database

direct data entry
The ability to enter actual or comparative data into Metrics Management using
the Data Entry tab in the main window or in a dashboard.

Related terms
Actuate Metrics Management (Metrics Management), comparative, dashboard

Contrast with
actual series, comparison series

display range

The time period for which Metrics Management displays data and information.

Related terms
Actuate Metrics Management (Metrics Management), view

DMAIC A Six Sigma performance management methodology. DMAIC is an acronym for
Define, Measure, Analyze, Improve, and Control.

Related terms
performance management, Six Sigma

drill down  The ability to choose a measure or location box in a view or section to reveal the
submeasures and sublocations below it in the hierarchy.

Related terms
section, sublocation, submeasure, view

effective security

Effective security represents the actions that a user can perform on a specific
object after considering the user’s group membership, object security, related
action, publisher hierarchy, and user privilege settings.

Related terms

object-level security, publisher, user privilege

e-mail link A link in Metrics Management that launches a user’s default e-mail application
and creates an e-mail to the address specified in the link.
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Related terms
Actuate Metrics Management (Metrics Management), link

Contrast with
information link

Encyclopedia volume

Everyone

filter

A BIRT iHub System repository for managing data and metadata. Encyclopedia
volume data includes objects such as designs, documents, and information
objects, stored as files in partitions. Metadata consists of information about
Encyclopedia volume channels, data objects, groups, roles, users, and other
configuration elements, stored in a third-party relational database management
system (RDBMS) such as PostgreSQL or Oracle.

Related terms

Actuate BIRT iHub, report, user privilege

A group of users in Metrics Management that contains all users in the database. A
user cannot modify the membership list for this group.

Related terms

Actuate Metrics Management (Metrics Management), database, group

Contrast with
user privilege

1 In Metrics Management, a set of criteria by which measures are collected to
create a section.

2 In Dashboards, a mechanism that enables a user to reduce the number of items
in a list.

Related terms
measure, section

formula measure

group

A type of measure that applies a mathematical formula to data measures to
calculate a value. A formula measure must be a parent measure.

Related terms

measure, parent measure

Contrast with

data measure, group measure, submeasure

1 In Metrics Management, a collection of users for which security can be defined
on objects. Most objects have delete, edit, and view security actions.

2 In Dashboards, a set of data rows organized by one or more common values.
For example, in a sales report, a group consists of all the orders placed by a
single customer.

Related terms

object, object-level security
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Contrast with
Everyone, user privilege

group measure

iHub

A type of measure that consists of a weighted average of the values of its
submeasures. A group measure must be a parent measure.

Related terms
measure, parent measure, submeasure

Contrast with
data measure, formula measure

See Actuate BIRT iHub.

impersonation

index chart

The ability to allow one user to impersonate another. This functionality is
primarily used by a system specialist. Impersonation enables the system specialist
to test the privileges and security that are defined for a user.

Related terms

Metrics Management system specialist, user privilege

A type of chart that shows index values for a given measure in a specific period of
time.

Related terms

index value, measure

Contrast with
data chart

index mapping

index range

Functionality that allows users to map the default index range values to
customized index values. For example, measure staff turnover using a bipolar
index mapping, which maps both high and low index values to Poor. Here a high
index value can indicate that the organization has trouble retaining staff, and a
low value may indicate that the organization cannot attract new employees.
Related terms

index range, index value

A feature that assigns a color and a label to range of index values that describe
performance. For example, the color red and the label Poor can describe the range
of index values between 0 and 95%.

Related term

performance

Contrast with

index value
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index value

A percentage between 0% and 200% that reflects the performance of a measure.
Metrics Management calculates this figure using a base series and a comparison
series. An index value of 100% or greater indicates that the measure is performing
well, regardless of the polarity of the measure.

Related terms

Actuate Metrics Management (Metrics Management), base series, measure,
polarity

Contrast with
comparative, comparison series

Information Console

An Actuate BIRT iHub component that supports running and viewing reports
stored in an Encyclopedia volume.

Related terms

Actuate BIRT iHub, Encyclopedia volume

information link

A link from Metrics Management to a specific document, URL, or other source of
information to which a user has shared access, such as a company web site. There
are three types of information links: database information links, location
information links, and measure information links.

Related terms

Actuate Metrics Management (Metrics Management), database, link, location,
measure

Contrast with

e-mail link

information object

A named SQL (Structured Query Language) query that simplifies access to one or
more heterogeneous data sources. An information object retrieves data using
database tables and views, stored procedures, and ODA data source queries as
well as other information objects. A data modeler writes the query in Actuate
SQL. The integration service generates a native query for each data source and
retrieves the data. A report developer or business user who uses the information
object as a data source in BIRT Designer Professional or Report Studio does not
require detailed knowledge of the underlying data sources.

Related terms

Actuate SQL, data source, database, query, SQL (Structured Query Language),
view

Contrast with

object
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initiative A task belonging to a measure and location pair that typically addresses a
problem with a measure’s performance, or defines goals related to the
organization’s performance management strategy.

Related term
location, measure, performance, performance management
Contrast with
subinitiative

link A feature that enables a user to access information outside of Metrics
Management, such as documents or web sites.
Related terms

Actuate Metrics Management (Metrics Management), information link, e-mail
link

location A geographic or operational unit within an organization that supports the
application of hierarchical measures.

Related term
measure

location consolidation

The mathematical method that Metrics Management uses to combine data across
locations. Metrics Management supports sum and average consolidations across
locations.

Related terms

Actuate Metrics Management (Metrics Management), consolidation, location
Contrast with

consolidation range

location hierarchy

The relationship between locations in Metrics Management. For example, an
organization might have several offices in different geographical locations and
several divisions within these offices. The location structure would have the
separate divisions at the bottom of the structure, the different geographical
locations at the level above, and then the Total organization location at the top.
Related terms

Actuate Metrics Management (Metrics Management), location

location owner

An individual who is accountable for performance of measures for a specific
location.

Related terms
location, measure, performance
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locked period

A period, defined by a system specialist, against which users cannot enter data.
Typically, the locked period is one that was previously completed.

Related term

period range

Contrast with

beyond completed period, completed period, current period

Management Console

map

mashup

measure

A set of web pages that provide volume management functions, such as creating
channels, roles, security, and users for Encyclopedia volumes.

Related term

Encyclopedia volume

Contrast with

Configuration Console

An interactive, visual representation of performance information. Examples of
types of maps include cause-and-effect, geographical, process, and strategy. A
map can contain links to other objects, such as briefing books. A user also can drill
down through a map to the underlying data.

Related terms

briefing book, drill down, link, measure, object, performance

A web application that combines data and functionality from multiple sources
into a single presentation. For example, the Google Maps® mashup combines
maps and directions to assist a user in locating and traveling to a destination.
Related term

data

A performance component that collects quantifiable data about a function or
process. In Metrics Management, there are three types of measures: data, formula,
and group.

Related terms

Actuate Metrics Management (Metrics Management), data measure, formula
measure, group measure, performance

measure detail export

A detailed summary of the characteristics and attributes of all measures in a
Metrics Management database that is exported from Metrics Management to an
XLS file. The measure detail export can be used to perform a quality assessment
on a database.

Related terms

Actuate Metrics Management (Metrics Management), database, measure, Metrics
Management database
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measure owner

Each measure in Metrics Management requires an owner. The owner needs to be
an individual or group who is directly responsible for the results that the measure
tracks. A measure owner also ensures that commentary is entered to explain
measure performance.

Related terms

Actuate Metrics Management (Metrics Management), commentary, group,
measure, performance

Contrast with

object owner

measure hierarchy

The relationship between measures in Metrics Management. Data measures are at
the bottom of the hierarchy, with formula and group measures above them. For
example, the Customer Complaints and Customer Satisfaction data measures
determine the value of the Customer Service measure, which is above them in the
measure hierarchy.

Related terms
Actuate Metrics Management (Metrics Management), data measure, formula
measure, group measure, measure

Contrast with
location hierarchy

Metrics Management

A web application used to create and display performance management
information a dashboard. For example, a user can create a personalized
dashboard containing performance books, maps, or views using Metrics
Management.

Related terms
Actuate Metrics Management (Metrics Management), Balanced Metrics
Management, data, performance, performance management, Six Sigma

Metrics Management database

A structured collection of records and data that is stored on a server. Metrics
Management accesses these records to answer queries and to save objects.

Related terms
Actuate Metrics Management (Metrics Management), query, object

Metrics Management object
See object.

114 Web User Guide for Metrics Management



Metrics Management system specialist

named path

note

notification

object

The individual responsible for setting up and maintaining the Metrics
Management database. This person has unlimited access to the database and can
limit what other users see by changing security and privilege settings.

Related terms

object-level security, Metrics Management database, user privilege

Contrast with

location owner, measure owner, publisher

A shortcut to an application, file, or folder on a network. Using named paths can
help save time when creating alerts and links or when importing and exporting
data. A system specialist creates and maintains named paths in the Metrics
Management database configuration.

Related terms

link, Metrics Management database, Metrics Management system specialist

Additional information about a measure that appears on the Info tab in a
dashboard. A note can be defined for a measure in the measure’s setup form
Related terms

dashboard, measure

1 A message sent by e-mail or listed on the Channels page in Information
Console or Management Console.

2 A message from Actuate BIRT iHub regarding the status of a scheduled report
or query. A requested report is available for viewing if the report or query has
been successfully run.

Related terms

Actuate BIRT iHub, Management Console, query, report

An item that has a defined set of properties. For example, briefing books, filters,
locations, maps, and users are all objects.

Related terms

briefing book, filter, location, map

Contrast with

information object, object owner, object-level security

object-level security

A set of security permissions defined at the object level. A system specialist or
object owner defines object-level security. Acting on an object requires both the
appropriate privileges and security settings.

Related terms

object, object owner, Metrics Management system specialist, user privilege
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object owner

The user assigned as the owner of an object. By default, the object owner is the
user or group who created the object. The object has security settings specific to
the object owner.

Related terms
group, object
Contrast with
object-level security

object type

The structure of an object that constrains its characteristics, such as properties and
permitted operations. For example, location is an object type, and UK and South
America are specific location objects.

Related terms
location, object

Contrast with
object-level security, object owner

order of calculation
The mathematical order of operation used to calculate performance across
measures, locations, and periods.

Related terms
measure, location, performance

Contrast with
period consolidation

owner See object owner.

parent measure
A measure that has submeasures. A formula or group measure can be a parent
measure.

Related terms
formula measure, group measure, submeasure

Contrast with
data measure

partition A disk location storing Encyclopedia volume data. The logical name for a
partition points to the path or physical location on disk. By default, the logical
name for the default partition points to the following path on Windows:
\Actuate\iHub\data\encyc\

Related term
Encyclopedia volume
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performance
Progress in strategies, goals, and other activities that may contribute to achieving
organizational objectives.

Contrast with
commentary, performance calculation, performance management

performance calculation
A calculation that combines data to show performance. Typically, this calculation
is the aggregate of measure data over a period of time.

Related terms
measure, performance

performance commentary

See commentary.

performance management

The sum of methodologies, metrics, processes, and technology used to carry out
the goals of a company, such as clear communication of strategy and goals,
fostering accountability, meeting all data access and information delivery
requirements, and involving as many people as possible in a closed-loop
performance management process.

Related term
performance

performance map

See map.

performance range

A set of five index ranges. The five index ranges are percentage values that total
200%. Each index range has a color and label that indicate a measure’s
performance.

Related terms
index range, measure, performance

period consolidation

The mathematical method used to combine data across time periods, such as
sum, average, and take last known value.

period range

A defined period of time for which data is consolidated and displayed in Metrics
Management and reports.

Related terms
Actuate Metrics Management (Metrics Management), report
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polarity

A property of a measure that indicates how a high or low data value is
interpreted in terms of performance. For example, High values are good is a
polarity that is suitable for a sales measure. On the contrary, High values are bad
is suitable for a measure of customer complaints.

Related terms

measure, performance

Contrast with

index value

preferred location

privilege

published

publisher

query

report

The default location for a user when opening a view or briefing book.

Related terms
briefing book, location, view

See user privilege.

An attribute assigned to an object by a system specialist or object owner. If an
object is published, it can be viewed by the users who have viewing rights for the
object. If an object is not published, it can only be viewed by the object’s publisher
and a system specialist.

Related terms

object, object owner, publisher, Metrics Management system specialist

The user who makes an object available to other users. The object’s owner is the
object’s publisher, by default, but the owner can assign another user as the
publisher.

Related terms

object, object owner

Related terms
published

A statement that specifies which data rows to retrieve from a data source. For
example, a query that retrieves data from a database typically is a SQL SELECT
statement.

Related terms
data source, database, SQL (Structured Query Language)

A category of documents that presents formatted and structured content using
data from the measures and locations in a view. Typically, a report uses a filter or
section to specify how to select measures from an existing or customized view.
Related terms

category, filter, location, measure, section, view

Contrast with

Actuate Metrics Management (Metrics Management), briefing book, data source,
database
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Reportlet  In Actuate BIRT technology, a portion of a report that can be embedded in a web
page.
Related terms
report

restriction A security setting which allows a user to only enter measure commentary or data
for specific commentary types, comparatives, or locations.
Related terms
object-level security, user privilege

section A Metrics Management object that contains a selected list of measures and
locations, dashboards, and links to documents and maps. A briefing book can
contain multiple sections.
Related terms
Metrics Management, briefing book, dashboard, link, location, map, measure,
object, report, section

security role

A name for a set of privilege levels. Assigning a security role to a user defines the
user’s privileges.

Related term

privilege

series 1 In Metrics Management, a set of data that is compared against another set of
data to produce performance information. Specifically, Metrics Management
compares base series data against comparison series data to calculate the index
for each measure.

2 In Dashboards, a sequence of related values. In a chart, for example, a series is
a set of related points. Figure 5-4 shows a bar chart that displays a series of
quarterly sales revenue figures over four years.

2004 Quarterly Sales for Planes, Ships, and Trains
200,000
150,000 4 |
@ Flanes
100,000 -t @ Ships
@ Traing
50,000 l | I l N
A48 e W W
1 2 3 ]

Figure 5-4 Series in a chart
Related terms
Actuate Metrics Management (Metrics Management), base series, comparison
series, index value, measure, performance
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Share

Six Sigma

Contrast with
category

An organized collection of links, online resources, and other resources that are
accessed from a view or briefing book. The links that appear in Share are context
sensitive, depending on the selected measure. They are organized by measure,
location, category, and application.

Related terms

briefing book, category, link, location, measure, view

A methodology for minimizing mistakes and maximizing organizational
performance. The methodology works on two fundamental levels: managerial
and technical.

Contrast with

Balanced Metrics Management

SQL (Structured Query Language)

subinitiative

sublocation

submeasure

A language used to access and process data in a relational database.

Related term
database

Any initiative with a parent initiative. A subinitiative can be a data initiative or
group initiative. Date, budget, and rating values of subinitiatives are consolidated
or otherwise processed to provide performance indicator values to initiatives
above.

Related term

initiative, measure, performance

A location that is nested within another location. For example, if Metrics
Management is set up to monitor performance for a region, the sublocations
could be the district offices within the region.

Related terms

Actuate Metrics Management (Metrics Management), location, performance
Contrast with

submeasure

Any measure with a parent measure. A submeasure can be a data measure,
formula measure, or group measure. The indexes of these measures are
consolidated or otherwise processed to provide index values to the measure
above.

Related terms
data measure, formula measure, group measure, index value, measure, parent
measure
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target

translators

Contrast with
sublocation

A comparison series of data that often represents an aspiration or goal.
Related terms
comparison series

Contrast with
actual series, base series

Associate labels and names used to effectively import and export information
external to Metrics Management while using the Metrics Management name for
the item.

Related terms
Actuate Metrics Management (Metrics Management), data export, data import

two-line style

unit type

user group

An option in sections that allows longer measure names to appear on two lines
instead of one.

Related terms

measure, section

A descriptive label for data in Metrics Management. Examples of unit types
include number, percent, days, and dollars. A unit type determines how data
appears, for example, the number of decimal places that a numerical value
displays.

Related term

Actuate Metrics Management (Metrics Management)

See group.

user privilege

A security permission, granted by a system specialist, that defines the actions that
a user can perform on a specific object. Acting on an object requires both the
appropriate privileges and object-level security settings.

Related terms

object, object-level security, Metrics Management system specialist

user template

A standard user setup page that has specific settings defined, such as user
privileges. Metrics Management comes with six default user templates:
Administrator, Location administrator, Regular user or measure owner,
Restricted administrator, Restricted location administrator, and View only user.
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view

Related terms
Actuate Metrics Management (Metrics Management), measure owner, Metrics
Management system specialist, user privilege, view only user

A hierarchical structure that displays the relationships between strategic
objectives, locations, and measure performance in an organization.

Related terms
location, measure, performance

view only user

volume

weight

A Metrics Management user for which specific user privileges are defined. These
users can view objects, but they cannot create, edit, or delete objects.

Related terms
Actuate Metrics Management (Metrics Management), object, user privilege

Contrast with
object-level security, user template

See Encyclopedia volume.

The relative importance of submeasures in a group measure. The sum of the
weights for all the submeasures in a group measure must be 100.

Related terms
group measure, submeasure
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Index

Symbols

* (asterisk) character (dashboard names) 60

A

About Metrics Management button 21
absolute values 7
access rights. See privileges
accessing
briefing book sections 35
favorites 20, 22
home pages 21, 22
initiatives 49, 50
Map Designer 81
Metrics Management Client applications
18
Metrics Management databases 19
Metrics Management objects 20
Navigation Pane 20
performance information 2
summary data 42
Act as Administrator privilege 99
actions 99
See also effective security
Actions menu 30, 38, 41, 42
actual series 99
See also comparison series
Actuate SQL 101
See also queries
Actuate web site 58
Add initiative button 70, 72
Add Measure and Location Box button 83
Add new commentary button 64
Add Text Box button 89
Add to Favorites button 24
adding
briefing book sections 25, 37
briefing books 9
commentaries 45, 63, 64
favorites 23, 24
home page alerts 25
images 81
initiatives 11, 49, 71-73

lines to maps 93—96
links 66, 84, 90
maps 79
measure and location boxes 82,
search conditions 54, 56
subinitiatives 72
text boxes 89
URLs 66
administrators 101
aggregation 4
alerts 25
aligning
lines in maps 94, 95
measure and location boxes 87
objects in maps 96—97
text 66, 89
text boxes 92
All Books list 36
All Maps list 41
application links 58
applications 48
arrows 88, 94
See also drill arrows
asterisk (*) in dashboard names 60
attachments 84, 90
audit logs 101
audit queries 101
authentication 101
authentication methods 19, 102

B

background colors 81, 87, 88, 91
background images 81

84

Balanced Metrics Management methodology

102

bars (trend indicators) 8
base series 51, 102

See also comparison series
base values 33, 88
benchmarks 6

See also comparative data
beyond completed periods 102

Index
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BIRT data repository. See Encyclopedia
volumes
BIRT iHub 100
BIRT Interactive Viewer 100
BIRT Performance Scorecard. See Metrics
Management
BIRT reporting platform 103
BIRT reports 118
blank dashboards 92
books. See briefing books
border colors 87, 92
borders
measure and location boxes 87
text boxes 91
boxes. See measure and location boxes
briefing book cover page 36
briefing book section buttons 37
briefing book section tabs 35
briefing book sections
See also briefing books
adding 25, 37
defined 119
drilling down in 38
filtering 25, 37
generating home page alerts and 25
opening 37
printing 39
resizing 38
selecting links in 57, 58
viewing data in 9, 35, 37
briefing book toolbar 21, 35, 38
briefing books
See also briefing book sections
accessing initiatives from 49
creating 9
defined 102
displaying dashboards in 43, 44, 47
displaying names in 39
linking to 84
monitoring performance and 9
opening 21, 36
printing 39
selecting 36
specifying as favorite 23
updating data in 9, 38
viewing specific sections of 35
browsers. See web browsers

budget performance colors (initiatives) 12

budget performance indicators (initiatives)
14,15

budget values 14, 15, 51, 62

Business Intelligence and Reporting Tools 103

buttons. See toolbar buttons

C

calculation order 116
calculations 6, 117
See also formulas
calendar 56, 62
categories 103
category values 103
centering text 66, 89
Change box width button 31
Change Password dialog 23
changing
commentaries 45, 63, 65
comparison series 52
data 60
fonts 67
initiatives 76
links 58
locations 41
lock settings 37
maps 41, 42, 80
measure and location box size 31
measures 41
passwords 23
preference settings 23
text size 47, 67
view orientation 30
charts
displaying 45, 46, 47, 52
expanding or collapsing 45, 46
previewing 47, 54
printing 47, 54
restoring defaults 46
saving as image 47, 54
showing trends over time 7, 53
viewing as tables 45, 46, 53
viewing initiatives for 53
clients. See Scorecard Client applications
collapsing view structures 29
color gradients 87, 91
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color palette 66, 87, 91
color settings

fonts 86, 90

maps 81, 94

measure and location boxes 86, 88

text boxes 90
color-coded bars 8
color-coded drill arrows 27, 28, 34
color-coded performance arrows 88
color-coded performance icons 53
color-coded performance indicators. See

performance colors

commentaries 45, 63—67, 103
commentary boxes 45
commentary periods 45, 63
Commentary tab 45, 53, 66
commentary toolbar 66
commentary types 103
comparative 103
comparative data 6, 7, 33, 88
comparative types 6
Comparison list 26, 35, 40, 51, 85
comparison series

changing 52

defined 104

initiatives 12, 51

measure and location boxes 84, 85
comparisons 6
completed periods 104
computed periods 84, 85
Configuration Console 104
Configure view tree display menu 33
Configure view tree display menu button 31
connection definition files 107
consolidated data 45
consolidation 45, 104, 112, 117
consolidation ranges 105
Copy as template button 71, 73
Copy button 71
copying

initiatives 73

tables 48
creating

briefing books 9

commentaries 45, 63, 64

favorites 23, 24

home page alerts 25

initiatives 11, 49, 71-73

links 66, 84, 90

maps 79

measure and location boxes 82, 84
performance dots 89

search conditions 54, 56
subinitiatives 72

text boxes 89

URL addresses 66

cross tabs 100
current period 45, 105
Cut button 71

D

dashboard gadgets 105
dashboard tabs 10, 45, 46
Dashboards 106
dashboards

accessing initiatives from 49, 50
changing text size in 47
closing 43

copying data in 48
defined 105

entering data in 45, 60
hiding initiatives for 78
opening 31, 32, 41, 42, 43
resizing 31, 39, 47
restoring defaults for 46
saving changes to 60
selecting links in 57

viewing performance information and 10,

30, 43, 46

viewing specific location or measure in 42,

data

aggregating 4
changing 60

defined 106
displaying 2, 7, 10
entering 45, 60—62
exporting 107
grouping disparate 4
importing 107
measuring 2, 4, 5
missing or invalid 8
setting period ranges for 60
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data (continued)
standardizing 6
updating 9, 37, 38
viewing consolidated 45
viewing for current period 45
viewing relationships among 3
viewing summary 42
viewing trends in 7, 53, 84
Data Chart tab 45, 46
data charts 106
See also charts
data connection definition files 107
data entry tables 60
data exports. See export operations
data files 109
data filters. See filters
data imports. See import operations
data initiative arrow 51
data initiative performance indicators 15
data initiatives 12, 61, 70
See also initiatives
data measures 4, 60, 107
See also measures
data objects 99
data ranges. See performance ranges
data repositories. See Encyclopedia volumes
data series 119
See also base series; comparison series
data sets. See data series
data sources 107
Data Table tab 45, 46, 48
data tables. See tables
database links 58
Database name button 21
databases 108
See also Metrics Management databases
DataMarts 108
date performance colors (initiatives) 12, 53
date performance indicators (initiatives) 15
date ranges 12, 51, 61
date stamps 67
date values 15, 53, 56, 62
See also period data
Decrease indent button 70
default location. See preferred locations
default settings, restoring 46
Delete button 70

Delete this comment button 65
deleting
commentaries 65
initiatives 76
Design Map icon 81
detail exports 113
diagrams 10
See also maps
direct data entry 108
See also data entry tables
Direct Data Entry tab 45, 60
display options
briefing books 38
commentaries 65
maps 41
measure and location boxes 33, 88
views 30
Display period only data option 45
display ranges 108
displaying
briefing book sections 37
briefing books 21, 36
charts 7, 45, 46, 47, 52
commentaries 45
dashboards 31, 32, 41, 42, 43
database names 21
index values 33, 89
initiatives 49, 71
link types 9
links 22, 58, 84
locations 9, 10, 34
maps 31, 41, 81
measure and location boxes 27, 32
measure types 34
measures 9, 10
performance indicators 51, 88
performance information 2, 7, 10
relationships 3
server names 21
sublocations 28, 34, 46
submeasures 27, 34, 46
summary data 42
tables 45, 46, 53
trend indicators 8, 34
trends 7, 53, 84
view structures 28, 29
Distribute Weights Evenly option 77
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DMAIC methodology 108
document links 57
documentation v
documents 79

See also reports

downloading Metrics Manager application 19

drill arrow colors 27, 28, 34
drill arrows 27, 32, 34, 38
drill down 108

drop shadows 87, 91

E

Edit commentary button 45, 63, 65, 66
Edit Favorite button 25
Edit Favorite dialog 24
editing. See changing
effective security 108
e-mail 108

See also notifications
e-mail applications 108
e-mail icon 57
e-mail links 57, 108

See also links
E-mail links menu 30, 32, 39, 42
E-mail menu 57
Encyclopedia volumes 109
Everyone user group 109
Excel spreadsheets 48
Expand All Locations command 29
Expand All Measures command 29
expanding subinitiatives 56
expanding view structures 28
export operations 107, 113

See also translators
expressions. See formulas
external documents 79

F

favorite links 22

favorites 20, 22, 23, 24, 56

favorites lists 20, 23, 24, 50, 81

features 4

file types 42

files 109

fill colors (measure and location boxes) 87
fill colors (text boxes) 91

filter locks 37

filtering
briefing book sections 25, 37
favorite lists 24

filters 109

font colors 86

font properties 86, 90

font size 47, 63, 67

font toolbar 67

fonts 46

formatting commentary text 66

formula measures 4, 60, 109
See also measures

formulas 4, 7
See also calculations

G

gadgets 105

Gantt Chart tab 52

Gantt charts 53, 54

geographical structures 5, 10

graphics. See images

graphs. See charts

grid (maps) 96, 97

group initiative arrow 51

group initiative performance indicators 15

group initiatives 12, 49, 70, 77
See also initiatives

group measures 4, 60, 70, 110
See also measures

groups 109

H

Help button 21
help topics. See online documentation
hidden initiatives 56
hidden links 84, 89
Hide Dashboard button 43
Hide snap grid command 96
Hide toolbar button 21
hiding
dashboards 43
initiatives 78
measure and location arrows 38
measure and location information 83
Metrics Management toolbars 21
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hiding (continued)
Navigation Pane 20

high values 7, 14

hints 33, 41, 42, 97
See also tooltips

home page
accessing briefing books from 36
accessing dashboards from 44
accessing views from 27
adding book sections to 25
displaying data and 22
displaying initiatives and 49
opening Metrics Management 19
opening personal 21, 22
selecting links on 57
specifying as favorite 23

home page alerts 25
See also notifications

home page sections 36

icons. See toolbar buttons
iHub servers 100
image files 42
images
creating background 81
creating maps and 81
saving charts as 47, 54
saving maps as 42
saving views as 30, 32
impersonation 110
import operations 107
See also translators
Increase indent button 70
Index Chart tab 45, 46
index charts 7, 110
See also charts
index mapping 110
index range identifiers 33, 89
index ranges 14, 110
index values
comparing budget values and 14
defined 111
displaying 33, 89
measuring performance and 6, 8
indexing system 7

Info tab (dashboards) 46
information. See performance information;
data

Information Console 111

information links 22, 57, 111
See also links

information objects 111

initiative data 73

initiative editing toolbar 70

initiative names 76

initiative trees 70, 71, 73

initiative types 12

initiatives
adding multiple 70
changing comparison series for 52
copying 73
creating 11, 49, 71-73
defined 112
deleting 76
determining performance of 11, 15
determining ranking of 14, 15
displaying 49, 71
editing 76
entering commentaries for 63, 64, 65, 66
entering data for 60, 61—62
hiding 78
moving 73, 74
opening 49, 50
searching 54—56
selecting budget values for 14
selecting comparison series for 12
setting date ranges for 12—14, 61, 62
setting performance weights for 77
showing relationships between 70
specifying as favorite 23, 24
viewing date performance colors for 12,

15, 53

viewing details about 52
viewing measures associated with 10
viewing performance indicators for 51
viewing progress of 43, 50, 53

initiatives dashboards 44, 49

Initiatives tab 45, 51, 52

Initiatives view 49

Interactive Crosstabs 100

Interactive Viewer 100

invalid data 8
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J

joints (map lines) 95

L

labels 103
large views 31
Launch link command 41
Line properties dialog 93, 95
line shapes 93
line styles 94
Line width property 94
lines in maps 93—96
link names 41
link tooltips 9
link types 9
links
adding 66, 84, 90
changing 58
defined 112
displaying external content and 79
displaying performance information and
7
hiding 84, 89, 90
opening 41, 45, 57, 89
selecting 57
specifying as favorite 23
viewing 22, 58, 84
Links menu 30, 32, 39, 41, 57
location boxes. See measure and location
boxes
location consolidation 112
location drill arrows 28, 32, 34
location hierarchies 5, 112
See also location structures
Location list 26, 40, 83
location names 39, 88
location owners 112
location structures 27, 28, 29
locations
adding to measure and location boxes 83
changing 41
creating initiatives for 71
defined 112
displaying 9, 10, 34
drilling down through 27, 28, 38
entering commentaries for 63

entering data for 60
monitoring performance and 5, 84
opening links to 57, 58
updating 37
viewing associated initiatives for 50
viewing information about 88
viewing summary data for 42
lock settings (book sections) 37
locked periods 113
locking Navigation Pane 20
logging in to Metrics Management 18
logging in to Metrics Management Clients 18
login names 19, 21
Logout button (Metrics Management) 21

M

magnification levels 30, 42
Management Console 113
Map Designer 79, 80, 81, 97
Map Designer toolbar 80
map toolbar 21, 41
mapping index range values. See index
mapping
maps
accessing initiatives from 49
accessing links in 57
adding images to 81
adding lines to 93—96
adding measure and location boxes to 82,
83, 87
adding text boxes to 89—92
aligning lines in 94, 95
aligning objects in 96—97
aligning text boxes in 92
changing 41, 42, 80
creating 79
defined 113
displaying dashboards in 43, 47
displaying performance dots in 83, 89
hiding grid in 96
hiding links in 89, 90
measuring performance and 10, 40, 78
opening 31, 41, 81
printing 42, 43
resizing 82
saving 42
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maps (continued)
selecting 41, 81
setting defaults for 92
specifying as favorite 23
Maps list 41
mashups 113
Maximize button (dashboards) 45, 46
measure and location box properties 83, 85,
86, 88, 89
measure and location boxes
adding to maps 83, 87
changing data in 26
creating 82, 84
drilling through 27
hiding information in 83
hiding links in 84
locating default 92
opening dashboards from 41
opening links in 41
opening views from 27
personalizing 83
resizing 31, 87
selecting data for 33, 83
setting background colors for 87, 88
setting borders for 87
setting color and shape of 86
setting display options for 88
setting fonts for 85
specifying default 92
viewing 27, 32
measure and location summary bars 34
Measure Data tab 52, 61
measure detail export 113
measure drill arrows 27, 32, 34
measure hierarchies 5, 114
See also measure structures
Measure list 83
measure names 39, 88
measure owners 4, 34, 89, 114
measure structures 5, 27, 28, 29
measure types 4, 34
See also specific type
measures
adding to measure and location boxes 83
assigning relative importance to 6
calculating index values for 6, 7
changing 41

creating initiatives for 11, 49, 71
defined 113
determining performance of 6, 7
displaying 9, 10
drilling down through 27, 38
entering commentaries for 45, 63, 66
entering data for 45, 60, 61
exporting attributes of 113
grouping disparate 4
opening links to 45, 57, 58
setting polarity of 7
standardizing performance across 6
tracking performance and 4, 6, 84
updating 37, 38
viewing associated initiatives for 50
viewing base value for 33
viewing index values for 33, 89
viewing information about 34, 46, 88
viewing summary data for 42
viewing trend indicators for 8§, 34
messages. See e-mail; notifications
metadata 109
Metrics Management 114
defined 100
getting help with 21
indexing system for 7
logging in to 18
measuring performance and 2, 4
navigating through 20, 21
opening 18
personalizing 22
setting preferences for 23—26
Metrics Management Client applications 18,
60
Metrics Management databases 19, 114
Metrics Management home page 19
Metrics Management objects. See objects
Metrics Management toolbar 21
Metrics Manager application 18, 19, 60
Metrics Manager Web application 18
missing data 8
Move down button 70
Move initiative button 71
Move up button 70
multi-line text. See two-line style
My Book 36, 37
My Book button 21
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My Favorite Initiatives command 50
My Favorite Initiatives list 44

My Favorite lists 20, 23, 50, 81

My Home Page button 21, 22

N

named paths 115
Navigation Pane 20, 50
negative values 7
network administrators. See administrators
notes 115
notifications 115
See also e-mail

O

object-level security 115
object lists 20, 23
object owners 116
See also location owners; measure owners
object type 116
objects 20, 115
See also data objects
online documentation v
online help 21
See also online documentation
Open Initiative Detail button 44, 50
Open link button 45
opening
briefing book sections 37
briefing books 21, 36
charts 47, 54
dashboards 31, 32, 41, 42, 43
home page sections 36
home pages 21, 22
initiatives 49, 50
links 41, 45, 57, 89
Map Designer 81
maps 31, 41, 81
Metrics Management 18
Metrics Management Client applications
18, 19
Navigation Pane 20
Share utility 31, 32, 39, 57
views 20, 27, 41
operational structures 5
order of calculation 116

organizational strategies, tracking 2, 4, 5
outline form (views) 30

overlapping index ranges 14

owners. See object owners

P

parent measures 4, 116

partitions (Encyclopedia) 116

passwords 19, 23

Paste button 71

Paste Special command 49

paths. See named paths

percent variances 34, 89

percentage complete indicators (initiatives)
15

percentage complete values (initiatives) 51,

percentages 50
performance 117
performance calculations 6, 117
performance color icons (Gantt charts) 53
performance colors 7, 27, 28, 53, 88
performance commentaries. See
commentaries

performance dots 83, 89
performance indicators 13, 51, 88
performance information 2, 18, 119

See also data
performance management 117
performance management resources 58
performance management systems 2, 6
performance maps. See maps
performance ranges 8, 117

See also index ranges
performance weights 6, 34, 77, 122
period commentaries 45, 63

See also commentaries
period consolidation 45, 117
period data 45, 84
Period list 26, 35, 41, 84
period locks 113
period names 88
period ranges 60, 117
periods (trend indicators) 8
permissions. See privileges
polarity 7, 118
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positive values 7
preferences 2326
preferred locations 118
previewing charts 47, 54
Print button 31
printing
briefing book sections 39
briefing books 39
charts 47, 54
maps 42, 43
views 31
privileges 121
properties view (briefing books) 38
published 118
publishers 118

Q

queries 101, 118
query languages. See Actuate SQL; SQL

R

ranking 14
rating (initiatives) 11, 12, 51, 62
Rating list 62
rating performance colors (initiatives) 12
rating performance indicators (initiatives) 14,
15
relational databases. See databases
Report Encyclopedia. See Encyclopedia
volumes
report files 109
Report Studio 101
report viewer. See Interactive Viewer
Reportlets 119
reports 118
repositories. See Encyclopedia volumes
resizing
briefing book sections 38
dashboards 31, 39, 47
maps 82
measure and location boxes 31, 87
text boxes 92
text in dashboards 47
resources 58
Restore default dashboard layout button 46
Restore down button (dashboards) 46

restriction 119
See also privileges
Reverse comment order button 65
roles 119
root initiative 70, 72, 78

S

Save Image dialog 32, 43
Save view as image button 30, 32
saving

charts 47, 54

commentaries 64, 65, 67

maps 42

Metrics Management URL 18

views 30, 32
Scorecard Client applications

See also specific application
Scorecard toolbar

See also toolbar buttons
search conditions 54, 56
Search dialog 56
Search Initiatives command 56
searching initiatives 54—56
sections. See briefing book sections
Sections menu 39
security 19, 108, 115
security permissions. See privileges
security roles 119
sending mail. See e-mail; notifications
series 119

See also base series; comparison series
servers 19, 21

See also iHub servers
session information 21
Set Map Background button 81
Set Map Size button 82
shape properties (measure and location

boxes) 87

shape properties (text boxes) 90, 92
Share button 31, 32
Share utility 31, 32, 39, 57, 120
Show chart as table button 45, 46, 53
Show dashboard button 31, 43
Show Dashboard command 44
Show dashboard in a new window button 32
Show Dashboard in a Window button 43
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Show for Tree command 30

Show many Branches command 28, 29

Show measure and location performance
colors option 83, 88

Show Outline command 30

Show previous period commentary button 45

Show snap grid command 96
Show table as chart button 45, 46
Six Sigma methodology 120
Snap to Grid button 97
snap-to-grid options 96
spreadsheets 48
SQL (defined) 120

See also Actuate SQL; queries
starting Metrics Management 18
status bars 42
Structured Query Language. See SQL
subinitiative branches 56
subinitiative performance icons 53
subinitiative weights 77
subinitiatives 49, 70, 72, 120
Sub-Initiatives tab 52
sublocation indicator 28
sublocations 34, 46, 88, 120
submeasures

defined 120

displaying 27, 34, 46

showing performance of 88

view structures and 4
summary bars 42
summary data 42
Summary tab (dashboard) 10, 44
Summary tab (initiatives) 52
system specialists 18, 115

See also administrators

T

table layouts 46
tables 45, 46, 48, 53
tabs 35, 45
targets 6, 121
See also comparative data
tasks 49, 78
See also initiatives
templates 73, 121
text 48, 89

text alignment options 66, 89
text box alignment options 92
text box color and shape properties 90
text box font properties 90
text box properties 89
text boxes 89, 92
text color settings 66
text formats 66
text size 47, 63, 67
time periods 8, 105, 108
Toggle dashboard size button 31, 47
Toggle measure and location two-line style
button 39
toolbar buttons
briefing book sections 37
briefing books 38
commentaries 66
initiatives 70
Map Designer 80
maps 41
Metrics Management 21
views 30
toolbars, hiding 21
tooltips 9, 34, 51
See also hints
translators 121
transparent borders 87
transparent boxes 87, 91
trend indicator hints 34
trend indicators 8, 34
two-line style (briefing books) 39, 121

U

unavailable links 22, 57
unit types 121
updating data 9, 37, 38
URLs 18, 66
See also links
user authentication 101
user groups. See groups
user impersonation 110
User name button 21
user names 21, 67
See also login names
user preferences. See preferences
user setup pages. See user templates
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user templates 121
users 122

Vv

values
See also data
calculating budget performance 14
calculating index 6, 7
creating computed periods and 84
creating initiatives and 12, 15
displaying base 33, 88
entering subinitiative 77
ranking 14
selecting period 60, 84
setting percentage complete 51, 62
setting polarity 7

variance 7, 34, 89

view
accessing initiatives from 49
accessing maps associated with 31
defined 122
displaying dashboards in 43, 47
displaying data and 3—4, 26, 88
drilling down in 27-28
expanding or collapsing 28—29
linking to 84
opening 20, 27, 41
printing 31
saving as image 30, 32
selecting links in 57, 58
setting display options for 30, 34
setting orientation of 30
specifying as favorite 23
updating data for 9

view hierarchies 3
See also view structures

view only user 122

view structures 3, 28, 29
See also locations; measures

view toolbar 21, 26, 30

viewer (reports). See Interactive Viewer

viewing
briefing book sections 37
briefing books 21, 36
charts 7, 45, 46, 47, 52
commentaries 45

dashboards 31, 32, 41, 42, 43
database names 21
index values 33, 89
initiatives 49, 71
link types 9
links 22, 58, 84
locations 9, 10, 34
maps 31, 41, 81
measure and location boxes 27, 32
measure types 34
measures 9, 10
performance indicators 51, 88
performance information 2, 7, 10
relationships 3
server names 21
sublocations 28, 34, 46
submeasures 27, 34, 46
summary data 42
tables 45, 46, 53
trend indicators 8, 34
trends 7, 53, 84
view structures 28, 29

volume partitions 116

volumes. See Encyclopedia volumes

wW

web browsers 18

Web Content tab 46

web links 22, 57

web pages 46, 79

web sites 58

weights 6, 34, 77, 122

Windows applications 48
Windows Client application 60, 83

X

X coordinates (maps) 95, 97
x-axis values 53

Y

Y coordinates (maps) 95, 97
y-axis values 53

Z

zoom options 30, 42
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