Importing Actual Values - 1

If you have a lot Measures that need to be updated on a regular basis, you
may find it easier to import the actual values (and thresholds) either from a
spreadsheet or by connecting to an external system/database.

Both are possible. This guide covers importing Actual Values from a
spreadsheet or csv file. For database linkage, please contact Intrafocus
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A separate, but connected application is used to import actual values.

Copy the url of your system, go to a new browser window, paste the url and
add /connect and hit enter. The result should look like this:

(] ([ ] &b Spider Strategies QuickScore X / {7 https://intrafocus-v3-trial.gs.c X

< C 0 [ https://intrafocus-v3-trial.gs.spiderstrategies.com/connect T f? a

i Apps 74 Base CRM ) QS3 &) QS3 Trial €9 SB3 Trial (D Intrafocus (i) Intrafocus - WP St Strategy Today [1 ST- WP () Fiverr » [5] Other Bookt

Username:
Password:

Database: Intrafocus Demo

Version 1.3.0.0

Submit
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Use the same username and password that you use for the main application
and log into Connect:

P ™ colin | Log Off
"Connect

Home

Imports

Create New

Data Sources

Name Status Last Contacted Actions
[3] My Files - 19 January 2017 13:59:04 GMT | Upload File

Create New

Application Configuration

View Log Files

Connect has a very basic interface as its only purpose is to import data from
other systems or spreadsheets/csv files. The spreadsheet/csv Data Source has
already been defined so we can go straight to Imports.

Click on Create New

The Edit Import screen will appear. All of the lozenges will be grey indicating
nothing has been updated.

o, ™ colin | Log Off
i’Connect

Home >> Edit Import Cancel

Basic Information

Click on Basic Information
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The Basic Information screen will appear. Give the import a name. Try and be
specific, add a date if required.

S ™ colin | Log Off
QConnect

Home >> Edit Import >> Basic Information Ok | Cancel
Name HQ Scorecard Update - Jan 2017|
Data Source Excel or CSV Upload %
Import Type Update Metric Values %
File \—‘ | Browse... |

Overwrite any existing files with same name

At this point you will need to have an import spreadsheet ready. The
application will accept several formats. Rows and columns can be excluded.
However we advise, for best results, you keep the format as simple as
possible.

For this example we are assuming that Actual Values are added Monthly
There are two main formats described in this user guide:

1. Updating using historical data - this is useful when you want to load
several months of data in one go.

2. Updating one month and including thresholds - this is useful as a
standard monthly upload that includes variable thresholds

The format for monthly historical data should look like this:

A B c D E F G H 1
4 |Metric Id/Name 20/01/2017 20/02/2017 20/03/2017 20/04/2017 20/05/2017 20/06/2017 20/07/2017 20/08/2017
, | Net operating profit 19509 19678 19574 19574 19678 19687 19.3 19.1
3 % sales overhead/revenue 5.5 5.3 5.1 5.2 4.8 4.7 4.6 4.7
4 Average time spent resolving a problem 21 31 27 32 22 30 21 28
5 Sales people trained in software 4 4 4 5 5 5 6 6
6 % satisfaction surveys completed 70 75 76 7 76 78 75 73
7 Average satisfaction survey score 95 92 93 94 94 86 84 80
s Accounts with account managers 30 31 32 35 36 40 41 43
9 Number of items in knowledge base 38 38 39 43 47 51 52 52
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The format for single month data with thresholds should look like this:

A B Cc D E F G H I

1 |Metric Id/Name Date Value Threshold Threshold Threshold Threshold Threshold Note

2 Net operating profit 28/01/2017 21254 20000 21000 Net profit is very high this montt
3 % sales overhead/revenue 28/01/2017 55 5.3 5.4 Sales overhead is too high bece
4 Average time spent resolving a problem 28/01/2017 21

5 Sales people trained in software 28/01/2017 4

5 % satisfaction surveys completed 28/01/2017 70

7 Average satisfaction survey score 28/01/2017 95

8 Accounts with account managers 28/01/2017 30

9 Number of items in knowledge base 28/01/2017 38

Things to notice in the the single month version:

* The dates have been added as a row. These can be omitted and the system
will default to the current date.

* Threshold can be added for the measures that have variable monthly
thresholds

* Notes can be added

The following example shows how to import single month data

™ colin | Log Off
Z'Connect

Home >> Edit Import >> Basic Information Ok | Cancel

Name HQ Scorecard Update - Jan 2017

Data Source Excel or CSV Upload %

Import Type Update Metric V;
File [C:\fakepath\Data with Browse ... Cancel

Overwrite any existing files with same name

On the Basic Information screen, click on Browse and select the spreadsheet
from your computer or shared location. It will appear in the File box

Click on OK at the top right of the screen
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The Edit Import screen will appear. The Basic Information has been coloured
blue indicating that part of the process is complete.

colin | Log Off

’,'Connectw

Home >> Edit Import Cancel

Source Data

Destination Metrics

Click on Source Data

- — colin | Log Off
@Connect
Home >> Edit Impol’t >> Source Data Ok ' View Sample Data Set = Cancel
Upload File o . . o
Worksheet @ Use the date specified in each data row for imports Negative Values Missing Values
Directory File Listing Balanced Scorecard Struct... ¥ Use a date header row for imports Allow g Ignore 5
Data Historical - AD10 Use a relative period VaIueIThrfshoId Format Date Format‘
Guide.xls X Use this specific date for each import: - 1,000.00 % 31/12/2009 #
Data with Thresholds -
AD10 Guidexls X Unused
1 ( Metric Id/Name ) 11 ( Value ) 11 ( Threshold ) !
Results
i (Date) i 1 (Value)i i (Threshold)i 1 (Threshold) i 1 (Threshold) 1 1 (Threshold) 1 1 (Threshold)! 1  (Note) 1
ey A | e | ¢ | o . e | _F__| o | W | 1 |JKl
@ B Vetric Ig/Name Date Value Threshold Threshold Threshold Threshold Threshold Note
Net profit is very
Net operating profit 28/01/2017 21,254 20,000 21,000 high this month due
to

9% sales overhead/revenue 28/01/2017 5.5 53 54 ﬁiag‘ﬁsb%\faz\;ad s too
Average time spent resolving a
problem 28/01/2017 21

[E3 sales people trained in software | 28/01/2017 4

% satisfaction surveys
compl 28/01/2017 70

Average satisfaction survey
e 28/01/2017 95
Accounts with account

managers 28/01/2017 30
N

Numberoftems inknowledge 55015017 38

BEHEEEIES
¢

Number of hitson knowledge  og01/5017 28

BN Number of industry templates  28/01/2017 3
B3 Days left to evaluate Quickscore  28/01/2017 8

All staff receive company
E Indiction 28/01/2017  yes
B2 % staff trained in basics 28/01/2017 73

% graduates working with a
E mentor 28/01/2017 95

Your file will appear. Check that the Headers for each column are in the
correct place. The application will match header labels when they are exact.
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There are several options you can use when importing depending on the
spreadsheet/csv file structure you have used:

Worksheet ® Use the date specified in each data row for imports Negative Values Missing Values
Balanced Scorecard Struct... ¥ Use a date header row for imports Allow v Ignore
Use a relative period Value/Threshold Format Date Format

Use this specific date for each import: . 1,000.00 ¥ 31/12/2009 &

For this example we have used dates in rows so have checked the radio
button - Use the date specified in each data row for imports

If you are importing historical data, you would select Use a date header row
for imports

Check each of the options have defaulted correctly and click the OK button

. ™ colin | Log Off
"Connect

Home >> Edit Import Cancel

The Edit Import screen will appear. The Source Data lozenge is now blue
indicating that part of the process is complete.

Click on Destination Metrics
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The Destination Metrics screen will appear:

Home >> Edit Import >> Destination Metrics Ok || Cancel
Organization Tree Scorecard Tree
( expand all | collapse all) ( expand all | collapse all)

E [=) [77]HQ Scorecard
@ International Limited [+] 4 Financial
[+] 4k Customer

@® samples [+] 4 Internal Processes

[+] 4k Organisational Capacity

ID Name Organization
» 55 Net Profit International Limited
x 56 % Net Profit International Limited
x 58 Projects greater than £25k in value International Limited
x 59 Average time spent resolving a problem International Limited
x 61 % sales overhead/revenue International Limited
x 62 Sales people trained in software International Limited
x 65 % satisfaction surveys completed International Limited
x 66 Average satisfaction survey score International Limited
x 67 Accounts with account managers International Limited
x 69 Customer retention rate International Limited
x 70 Customer turnover rate International Limited

Click on the Organisation where you have created the scorecard (under
Organization Tree). In our example, this is International Limited.

The scorecard will appear in the right hand panel. Click on the scorecard (or
on the elements of the scorecard you are interested in) and the Measures will
appear in the bottom part of the screen.

When you are happy all of the Measures are included, click the OK button at
the top right of the screen. The Edit Import screen will re-appear:

PS ™ colin | Log Off
,,'Connect

Home >> Edit Import Cancel

a%=
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Click on Mapping (from the progress screen) and the Mapping screen will appear:

colin | Log Off

Q'Connect”

Home >> Edit Import >> Mapping Ok | Cancel
Source Data Mapped To D Name Organization
Unused 56 = % Net Profit International Limited
______________________________ "1 e |
. % graduates working with a mentor 1 1 % sales overhead/revenue : 61 % sales overhead/revenue International Limited
______________________________ 4 TETssEsEEsEE s
______________________________ 3
__________________ ’
o
' f" CEPCREAMEESS J : ! % satisfaction surveys completed 1 65 9% satisfaction surveys completed International Limited
______________________________ 1 e e
i Iza)_/s_lef_’( to evaluate QuickScore ] 87 % staff trained in product basics International Limited
______________________________ i 79 % staff working with a mentor International Limited
l Net operating profit 1
------------------------------ - 78 % templates used in sales process International Limited
__________________ .
l Accounls with account managers I 67 Accounts with account managers International Limited
__________________ 1
.................. ,
1 AII staff receive company induction I 86 All staff receive company induction International Limited
___________________
__________________ .
l Average satisfaction survey score ' 66 Average satisfaction survey score International Limited
__________________ 1
l Average time spent resolving a problem I 59 = Average time spent resolving a problem International Limited
__________________ 1
76  Conversion rate International Limited
69  Customer retention rate International Limited
70  Customer turnover rate International Limited
84  Days left to evaluate the application International Limited
l Number of hits on knowledge base I 91 Hits on knowledge base International Limited
__________________ 1
__________________ '
l Number of industry templates ' 92 Industry templates International Limited
__________________ 1
__________________ '
l Number of items in knowledge base I 90 Items in knowledge base International Limited
__________________ 1
55  Net Profit International Limited
72 Net Promoter Score (NPS) International Limited
75  Number of calls made International Limited
88  Number of staff trained to advanced International Limited

81  Number of unsolicited requests for informaion = International Limited
58  Projects greater than £25k in value International Limited

l Sales people trained in software ! 62 Sales people trained in software International Limited

Where there are exact matches, the application will match the spreadsheet
names to the measure names in the application’s scorecard.

In our example Net Operating Profit does not match with Net Profit so the
item can be dragged and dropped into the correct place.

Check that all of the Measures you want to map are mapped correctly.

Click the OK button at the top right of the screen.
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The Edit Import screen appears telling you that Mapping is complete. You
have the option to Schedule a regular update if you wish.

Scheduled Updates - Important - these will only work if you put your data in a
place where the application can reach it. The application cannot make calls to
areas behind a firewall. Typically, data can be put temporarily into a DMZ for
the update process.

Click on the Save button at the top right of the screen and the following
screen will appear:

~ i colin | Log Off
'Connect

Home

Imports
Name Status Data Source # of Mappings Schedule Last Run Actions

[] HQ Scorecard Update - Jan 2017 (Unknown) My Files 11 (Not Scheduled) (Unknown) | RunNow | | Edit | Delete

Create New

The import has been created an mapped. This is a one-off process (unless the
scorecard changes). From now, your data file can be uploaded and updated
on a regular basis.

To run the update, click on the Run Now button

colin | Log Off

~ ™
@Connect
Home
Imports
Name Status Data Source # of Mappings Schedule Last Run Actions
%] HQ Scorecard Update - Jan 2017 _ My Files 11 (Not Scheduled) 20 January 2017 10:01:17 GMT  Run Now  Edit | Delete

Create New

If the run is successful a green Success box will appear together with the Last
Run date.

If the run is unsuccessful an amber or red status will appear. Click on the
amber or red box to find out why the run failed.
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Click back to the main application. Click on Scorecards and then select the
scorecard you have just updated to check the update has succeeded.

In our example, you can see that the January data has been loaded. For the
measure Net Profit we also added the Goal/Red Flag thresholds:

International Limited Net Profit
Overview Measures
PERFORMANCE
$21.25K
$20K 7.5 $21K
RED SCORE GOAL

ACTUAL AND THRESHOLD VALUES

January 2017

e B

Edit January 2017 < >

HISTORICAL PERFORMANCE

$21.25K

RELATED ITEMS

$21.25K $20K $21K

If you want to add historical data (or future data e.g. forecasts or targets) the
same process can be used with the historical data spreadsheet/csv. Be sure to
use the right configuration parameters during the Source Data view phase.

A completed measure in a scorecard might look like this:

Samples

Net Profit

Overview Measures

PERFORMANCE

$30.28K

$29.9K 7.5 $30.2K

RED SCORE GOAL
ACTUAL AND THRESHOLD VALUES

January 2017

[ 2 -3
Edit January 2017 <>
HISTORICAL PERFORMANCE @ @
$30K
$29.5K =
/ — /
— /
$29K
Ja Feb Mar Ap May J Jul Aug sep Oct N D Ji
RELATED ITEMS
Marketing Plan
SAMPLES
$30.28K $29.9K $30.2K -
i t |



