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Getting Started

Once you have logged into the application you will be presented with the Getting Started screen.

This entry point can be changed later once you are familiar with the system, but for now it will

enable you to quickly create a balanced scorecard.

@ Getting Started -

Ounread alerts | Search | New User | Log Off

| @y orgarizaton |

d Welcome to QuickScore!

| My Progress: 096

Let's get started! Do you already have a balanced scorecard?

Yes, I have a balanced scorecard.

Let's get your data inte QuickScore and automate your strateay
ASAP!

o Perspectives

o Objectives

o Strategy Map

o Measures and Targets

(about 10 minutes)

No, help me build a balanced scorecard.

Well walk you thraugh al of the steps of defining your strategy and
building your balanced scorecard:
o swoT
o Mission Statement
o Vision Statement
o Core Values
o Customers and Stakeholders
o Customer Value Proposition
o Perspectives
o Themes
o Objectives
o Strategy Map
o Measures and Targets

o Strategic Initiatives

(about 60 minutes)

On this screen are two options, the first to build a scorecard from some existing data the second to

build a scorecard from scratch. Depending on how much time you have, select either option.

Important Note: you can come back to Getting Started at any time to complete the process.

For the purpose of this Quick Start tutorial we suggest you take the first option Yes, | have a

Balanced Scorecard. You will then be presented with the following screen:

@ Getting Started -

Ounread alerts | Sech | MewUser | Log Off

| @ my organization |

J Welcome to QuickScore!

| My Progress: 0%

Perspectives
Objectives
Strategy Map

Measures and Targets

Edit |

*@

Quickscore is all about automating your strategy. We'll sart out at-a high level, and get more specific as we go. This
page shows your progress, and you can come back here any time by choosing "My Progress” on the left.

To continue, please visit the Perspectives section.

& show the Getting Started section when I log in

Help is here when you need it.

If you have any questions about how to use the software, please let us know. We have short training videos that are
very popular with our customers. You can watch the first one below, and then head over to our website to watch

the rest for free.

The four major elements of the Balanced Scorecard have been added to the left hand pane;
Perspectives, Objectives, Strategy Map and Measures and Targets. Click on Perspectives to define
the top-level areas of your scorecard.
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QuickScore has pre-built the four perspectives (and given you an option to add further
perspectives). You do not need to use these names, just delete and add your own names if
applicable. These Perspectives will be the major categories for you first scorecard. Next click on

Objectives:

Ounread alerts | Search | Mew User | Log Off

@ Getting Started -

e ‘' Objectives

‘ My progn{ss: 25% ‘

ine the value proposition and m
Objex ould be actions th:
ast one Objective supporting each P

specific continuous improvement activities, balan
ction involving all employees in operational anization's go
understand and represent opportunities for continuous improvement. You should have

7 Pperspectives

‘: | Objectives ‘

Strategy Map Financial

Measures and Targets

Ve Objective
| it |
Customer
g Objective
Internal Processes
Ve Objective

Learning and Growth

¢ Objective

Next, click on Objectives in the left hand pane. QuickScore has added an Objective to each
Perspective. Fill in the details in each box. Once you have saved an Objective, you will be given the
option to add another under the same Perspective. You can add as many objectives as you wish.

Important Note: It is best practice to have three or less Objectives per Perspective.

We are going to skip Strategy Maps, they are dealt with in another Quick Start guide (Quick Start —
Strategy Maps) so for now click on Measures and targets:

Ounread alerts | Search | NewUser | Log Off

@ Getting Started -

|© vy orgnizaton | o] Measures and Targets

]

‘MyProgrss:sa% |

Measures are the numbers you use to determine how well your organization is meeting its Objectives. Targets are the numeric goals you set

default arget

- for your Measure. When you setup your Measures, you can ente
& perspectives ! ! ot !

@ Objectives

To add new Performance Measures: | Show mel

Strategy Map
3 L. Switch to the Ralsncad Scorecardssection.
| Measures and Targets 2. Swiitch to the Suiler subsaction.

J 3. Expand the scorecard tree LNt you see an 5'p Objective, then cick on the obiective,
4, Enter the nfarmatan for 2 Perfarmance Measure and dick Save,

The tutorial will ask you to switch to a new section in the application called Balanced Scorecards.
Hit the Show Me! button and you will be guided to the correct place as shown below:
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Ounread alerts | Search | MewUser | Log Off

@ Balanced Scorecards - Buider - m August 2013 -

| @ my Orgarization | « Balanced Scorecard Buildl  ENter the information for a Performance Measure and click Save. ‘—e‘
(stop tutorial)
(expand all | collapse all)
~I = My Organization Balanced Scorecard
=) A\ Financial
A Finanda (® Performance Measure
_¢ Ta reduce the sales overhead / profit ratio
+| /\ Customer
% /\ Internal Processes = ontly standard
1 /\ Learning and Gromth ¢ ’ gasic =

Once you have entered the name and the description of the Performance Measure, you will need
to provide the following information:

e Scoring Type — QuickScore has a range of measures, the most common is red/amber/green.
Experiment with the other types.

e (Calendar —the frequency data is collected for the Performance Measure, this is usually monthly
but can be based on any default or customer defined calendar.

e Data Type — QuickScore has three data types, standard numeric, percentages and currency
(currency type can be defined in Administration)

e Red Flag and Goal — These are the targets associated with the performance measure. This is an
important bit: You need to determine what is considered ‘good’ for this metric and what is
considered ‘bad’. For the metric type ‘Goal/Red Flag’ there are two targets, for other metric
types there are more or less.

This process should be repeated for each performance measure. For more detailed information on
Performance Measures (often referred to as Metrics or KPIs) take a look at the Quick Start Guides
Creating Metrics or The Builder.




