@ Building Charts & Reports - 1

Together with Scorecards, Dashboards and Initiatives, Charts & Reports can
be added into an Organization. First Click on the Briefcase icon and select an
Organization into which you want to add a Charts & Report.

If this is the first Chart & Reportin the

‘bh Organization selected, click on the blue
Create Report button and miss the
This organization has no Reports. next step.
Click on the button below to create one.
~ Create Report
K Iotenatonal Lakad If this is not the first Report in the
Q Organization selected, then click on the
% Vot raert S + New Report button.
& Financial,
New Report: Choose a Type The New Report dialogue will appear.

You can select a standard report from
the left hand side of the window or
create a custom report by clicking on
Report Writer

Click on Report Writer. The item will be
highlighted, click Next
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Report Writer: Choose Columns

The first step in creating a report is to choose which columns you want to see. Every scorecard item field you choose below will be included in

your report as a column header.

BASICS MEASURES ONLY PERFORMANCE

> Name Measure Frequency Color
Id Updaters Score
Description Data Type Period Specific Notes
Scorecard Item Type Aggregation Type Measure Value
Organization Scoring Type Thresholds
Scorecard Update Type Goal
Owners Equations Variance To Goal
Weight % Variance To Goal
Tags % Toward Goal

General Notes YTD

Cancel

The Choose Columns dialogue will appear. (Note, the above example is
from QuickScore, Scoreboard will use the term KPIs for Measures. For this
example we will continue with QuickScore). Name has already been
selected, select Color - to show the color threshold, Measure Value - to
show the actual values and YTD - to show the Year to Date. Click Next

7 =
Report Writer: Choose Calendar Period Columns The Choose Calendar Period Columns

dialogue will appear. Select the desired
o i mareri remscimetssesns. ™ | |  PEriod to display. In this case we have

| selected 12 months up to the current
period. Click Next

CALENDAR Current Calendar ~

FROM 12 Periods Earlier ~ TO Current Period ~

Cancel Back
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Report Writer: Row Filters

Report Writer: Add Row Filter

Fliter On

Filter: Specific Scorecard Items

Show descendants of linked items

The Row Filters dialogue will appear.
The application will allow you to select
just about any set of rows you require
for your report.

For this example we will keep things
simple. Click on + Add

The Add Row Filter dialogue will
appear. Click on the Filter On drop-
down menu and select Specific
Scorecard Items. Click Next

This will reveal the familiar scorecard
tree.

Find the area you in which you are
interested. In this case we have selected
Financial from the Samples
organization. Click Add
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A new Filter for Specific Scorecard Items dialogue will appear. The item you
selected will be at the top as indicated. This ne dialogue will give you the
opportunity to add further information or refine what you have. Click Done.

=
Filter: Specific Scorecard Items
3 Financial Samples
Show descendants of linked items \
@ HQ Scorecard
® s e i
® R
A Inbe
Cancel Back e—o @
[ ]
Report Writer: Row Filters The original Row Filters dialogue will
| re-appear. This time the rows you
Y have selected will be shown in the
Current Filters box
Click Get Report
Cancel e—0—0—90
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The filtered report will appear. The report has not been saved yet. Click on
Save to give the report a name and save it to your Charts and Reports list.

Report Writer
Overview Edit April 2018 L
tabil
t Profit E3L1K £31.3K EILTK 316K £3L.TK £31.BK E32K £31L.9K E31L.7K E3TOK ELTK £31.8K £31.9K E3L1K E3BBK
Hat Profit - Target £31.5K £31.6K £31.TK £31.6K £31.5K E31.TK E3L.TK £31.8K £31.6K £3TIK E31.6K £31.TK £31.8K £32K E368K

E:‘D You haven't saved this repart yet Mass Edit "“"w"’i!.'

Now is the time to experiment building Charts and Reports. Follow the
basic sequence as show above.

If you want to build a Chart like the one below, select + New Report and
then Chart Writer. Tip: be sure to select Actual Values during the dialogue

Overview Edit April 2018 L[>

£32.2K

£32K
£31.BK
£31.6K
E31.4K
E31.2K

£31K
Apr May Jun Jul Aug Sep Oct Now Dec Jan Feb Mar Apr
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