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Introduction
I

Thisis a user guide designed to provide guidance while becoming familiar with the
Performance Analytics reporting tool. It contains the step by step instructions for
many functions and features available within the Performance Analytics reporting
tool. This guide can be referenced at any time for many frequently asked questions.

We recommend that a copy be kept available during any live training sessions at-
tended so that notes can be made where appropriate.

Additional Resources
In addition to this guide, SPS Commerce offers many other additional training re-
sources.

« Regularly scheduled live webinars with members of our training team
« The calendar can be accessed at Training tab > Attend a Webinar
+ Videos
+ Additional written guides
« Custom training sessions for your company

Please contact the training team at POSTraining@spscommerce.com or visit
http://analytics.spscommerce.com/training if you need further assistance.
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Logging In

Once your account is set up, you will receive an email confirming this and including your user-
name and introductory password.

1.

w

Navigate to https://analytics.spsocommerce.com/

Customer Sign In

Enter your username.
Enter your password.
Click Sign In.

Changing your password

Once logged in, you'll be brought to the homepage of the portal. Passwords can be changed
through the administration gear in the upper right.

s wN e

Click on the gear.

Select Change My Password.

Enter in your Current Password.
Enterin your Desired Password.
Confirm your password and click Save.

Password Requirements

My PrOf] 16 1. Must contain at least one letter
2. Must contain at least one number
3. Must be at least 8 characters and no longer than 32 characters

Change Password

Current Password

Desired Password

Change Security Question

Confirm Password
Sign out
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The Portal Homepage

Logging in opens the homepage of the Portal. You are presented with a series of icons centered in
the page as well as a blue navigation bar running across the top.

HOME PERFORMANCE COLLABORATION MY REPORTS

Home

My Reports

Gain weekly retail insight through

Performance Analytics

Access our world class reporting

..
&=
Collaboration Analytics

Collaborate with your partners to

i

Training

Browse through our library of

ko

User Administration

Add or remove users in your

organization and adjust their access
to reports based on a multitude of
criteria.

create rich and  meaningful
analytics.

training modules and videos, or
sign up for a free or personalized

pre-designed Excel pivot table
report views. Understand the
health of your business instantly
through graphically rich dashboard
views each week.

system where you can customize,

save, schedule, and share reports.
training session for you and your
company.

Administration

Administration is not an area that every user is guaranteed to see. Only those with adminis-
tration rights will be presented with this tab. The administration tab is the area where security
preferences can be updated. Passwords and security questions can be changed by clicking on
the gear in the upper right and choosing either Change My Password or Change My Security
Question.

My Profile

Change Password

Change Security Question

Sign out
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My Reports - Portal

The My Reports area in the portal is very different than the area within Performance Analytics. My
Reports in the portal is an area that allows for access to several pre-designed Excel pivot table
report views and dashboards. Users will only see the reports and dashboards to which they have
been given access by their administrator. Therefore, it’s possible that different users have differ-
ent shortcuts within this area.

Dashboards

The Dashboards available through the portal are the Shared View dashboards. There are six in
total that provide a snapshot of information. The time frame can be adjusted to provide week to
date, month to date, season to date or year to date information based on the retailer’s calendar.
These dashboard reports can also be exported into pdf format to be printed or emailed.

« Total Retail Sales: Provides a glimpse into the total sales volume TY to LY, accounting for
store closings.

« Key Performance Indicators: Information for several key metrics are provided with a com-
parison of TY to LY and the variance calculated.

« Class % to Total Vendor (Retail Sales $): Breaks down the total vendor sales by merchan-
dise class.

« Retail Sales by Week: A week by week comparison of TY sales to LY sales.

o Top 10 Styles: A list of the top 10 styles as determined by sales volume for the chosen time
period with other key metrics provided.

« Top 10 Stores: A list of the top 10 stores as determined by sales volume for the chosen time
period with other key metrics provided.
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My Reports - Portal

Creating a Folder Structure

Creating a folder structure assists in organizing information and reports so that whatever is
needed is easy to find. Performance Analytics offers this functionality within the My Reports area.
Before reports can be organized, a folder structure must be in place. The icons in the tool bar
across the top of the left hand navigation include the commands for creating, moving, editing,
and deleting a folder.

» 9 HOME PERFORMANCE COLLABORATION MY REPORTS

All Reports

08/29/2015
Creating a New Folder

1. Click the +sign.
2. In the blue box that appears, type the name of the folder and tap enter.

3. The reports have check boxes next to them. Select the reports to be moved.

H All Reports

09/05/2015

Report
Shared View: Academy Sports - Summary Dashboard

Shared View: Academy Sports - Weekly Performance Dashboard

4. Click the double sided arrow icon to open the Move Reports dialogue box.
5. From the drop down, select the folder to which the report is being moved to. Click Move.
6. A green success notification appears across the top of the All Reports section that identi

fies the folder the reports were moved to.

Move Reports

o Your reports have been moved.
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My Reports - Portal
.

Creating a Folder within a Folder

1. Select the main folder the new one will be under.
2. Select the + sign.

3. In the new box that appears, type the name of the new folder and click enter.

Note: Itis possible to create as many folders and levels of folders as desired.

Editing a Folder Name

Once a folder structure is created, it may need to be altered as the needs of the user change over
time. Edits can be done by clicking the pencil icon in the toolbar.

1. Select the folder to be edited.
2. Click the pencil icon in the toolbar.
3. The blue box seen when creating the folder appears and allows for the name to be edited.

Deleting a Folder

Occasionally, there is a need to delete a folder. The command for this is the trash can, also locat-
ed in the tool bar. All reports sorted into the folder are returned to the general All Reports area.

1. Select the folder to be deleted.
2. Navigate up to the toolbar and click the trash can.
3. The folder is now deleted.

15
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Performance Analytics Home Page
L

Once the Performance Analytics area is accessed, either through the navigation bar
or the icon on the Portal homepage, a variety of options are presented reflective of
the different capabilities Performance Analytics offers.

«

& *

: I

NNNNN shboard Shared Reports Dashboards Shared Dashboards My Reports History List My Subscriptions
B o [ e |
Py shared Reports * *
: b 4
EY My Reports I
U History

New Dashboard New Report New Filter

L) My Subsa
/o Preferen

+ Shared Reports: Contains public reports and objects that are shared with other
users.

+ Dashboards: Provides a snapshot of the business as a graph.

+ Shared Dashboard: Contains public store summary & style summary dash-
boards.

« My Reports: Allows for access to saved reports, only accessible to the individual
user.

« History List: Archives all reports run within the last 7 days. Subscribed reports
are available here.

« My Subscriptions: Lists all subscriptions and allows for editing of report sub-
scriptions.

« New Dashboard: Creates dashboards from the reports executed to better cap-
ture the high level insights.

« New Report: Links to the report wizard, allowing for the creation of a new re-
port.

« New Filter: Create filters to be used to define conditions that data must meet in
order to be included in the report.

+ Preferences: Sets a variety of options such as report display, printing and ex-
porting properties.

17



Dashboards - Performance Analystics
- |

The dashboards are available to all Performance users and are designed to provide
a snapshot of the business. There are four dashboards available.

Business Overview: Monitors business performance through components such as Sales Trends,
Category, Retailer and State performance.

Retailer Overview: Tracks key performance indicators year over year for sales, inventory, margin
and more. Also, weekly sales trends are monitored and top performing stores are identified.

Business Details: Performs thorough analysis by Category, Retailer, State and Week. Also allows
for switching between time periods and drilling down across values to a more grid level view.

Retailer Availability: Identifies which Retailers have submitted data for each week and allows
users to determine the amount of historical data available per retailer.

By default, all dashboards are set to reflect data from a 52 Rolling Week time period. It’s possible
to adjust the time frame of the dashboards by clicking the drop down in the upper right hand
corner. It offers, as selections, Year to Date, Season to Date, and Quarter to Date. Click one to
update the information within the dashboards reflective of the new timeframe.

RTL 52 Rolling Weeks
52 Rolling Weeks

7,877K

It’s possible to jump between dashboards by clicking the icon with three lines in the upper right
hand corner. It will generate a menu with the three other dashboards listed. Click one to jump to
it.

RTL  52Rolling Weeks [

O | Perfor  Retailer Availability
RTL SL¢ Retailer Overview

Details

UNITS §
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Dashboards - Performance Analystics
e

Subscribing to Dashboards

Once you are in the dashboard, there is a tool bar in the upper left hand corner that offers access
to many of the commands available and navigation back into Performance Analytics.

eee k@ SPS Commerce x| S SPS Commerce % | (%) Business - Details Dashboa...

€ | @ SPS Commerce, Inc{US) https://analyticsapp.spscommerce.com/asp/Main.aspx?evt=50058: c Q, Search

Re-=-RO0EHRBOASI®EBHm- e Ha@D

Business Details - Dashboard

Note: Mousing over each command will provide the name of that command.

Setting Up an Emailed Dashboard Subscription

From the toolbar, click on Send Now...

This opens the Send Now Dialogue box.

Click To: to select recipients receiving the emailed Dashboards.
From the dropdown, select the delivery format.

Create an email subject.

Optional Create an email message.

Click OK.

No ok W=

Setting Up a History List Dashboard Subscription

From the toolbar, click on Schedule Delivery to History List.
When prompted to save, click OK.

Select a calendar.

Select retailers and move them over.

Click OK.

Click OK again.

Click Close.

=N O P WO [y

You will then be returned to the dashboard.
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My Reports - Performance Analytics

This is the area in which personal reports can be saved and accessed. As reports
are built and saved, many will be saved here instead of Shared Reports due to per-
missions and access levels, as well as individual roles and responsibilities. Reports
can be organized into folders, exported, and subscribed to, and shared via email.

Creating Folders

1. From the left hand navigation, select Create.
i* Create... > . h* New Dashboard
»TY Shared Reports @ New Folder
»Eq My Reports S New Report
B My Objects T* New Filter
2. Select New Folder.
3. Name the folder.
4, Enter a description if desired.
5. Click OK.
Create Folder | x
Name: ‘ ‘

To create a folder within a folder, navigate into the parent folder and follow the same process
used to create the original folder. As the folder levels are accessed, a hierarchy is built out in the
left hand navigation. All parent folders with additional levels of organization are indicated by the

triangle next to them.
¥
i Create... >

» 0§ Shared Reports

My Reports

v[@8 Al Demos
P Training 1
P Training 2

20



My Reports - Performance Analytics
L

Deleting a Folder

Folders can be deleted as an organization’s needs change. When deleting a folder, all reports
contained within the folder are returned to the parent or root folder.

1. Select the folder from the left hand navigation.
2. Right click on the folder,
3. Select Delete.
Open folder
Copy...
Move...
New [ 4

Create Shortcut...

I Delete... d

Rename...
Properties...
4. Click OK.
Moving a Folder
1. Select the folder to be moved from the left hand navigation.
2. Select Move.
3. From the center box, click the area to which the folder will be moved.

Move Folder: Training 2
From: My Reports > All Demos
To the folder:

All Demos Bch &5

[") Training 1
) Training 2

Name: Training 2

Description:

21



My Reports - Performance Analytics
|

Note: The default area is the same as where the folder currently resides. Based on permission
levels, options within the center selection area may be limited.

4. If desired, rename the folder.
5. If desired, edit the folder description.
6. Click OK.

Renaming a Folder

Renaming a folder is quick. Select the folder from the left hand navigation and right click on it.
Select Rename. The name of the folder than becomes a live text box that can be typed in. Type
the name of the folder and tap Enter.

22



History List

The History Listis a listing of all reports processed within the last seven calendar
days. Anything older than seven days is automatically deleted. If a report is sub-
scribed to, it will be available here once it’s available. Reports accessed through
the History List can be saved to either My Reports or Shared Reports, exported, or
emailed.

Anything bolded and marked as Ready is available to be opened and read. If it’s been read and
needs to be marked as unread, click [mark as “unread”].

Name - Status -
>zl Monthly Trend Analysis Ready
Monthly Trend Analysis Ready [mark as "unread"]

To export a report, click the icon representative of the file type desired, pdf or excel, located

under Actions.
Actions

([#g™ abl

Adding Reports to the History List

In order to be accessible through the history list, a report must be manually added. There are two
different ways to add reports to the History List.

The firstis to select Add to my History List from the report processing screen.

Processing request.

Report name: Monthly Trend Analysis
Current status: Running Report

Report description: 3. This wizard allows you to build a new monthly trend report using
a time range that you define.

Please wait or choose one of the following actions:

Check status again Add to my History List Cancel

The second method can be accomplished from within the report itself. From the Home tab,
select Add to History List.

Home ¥ Tools ~ Data ~ Grid

H save
I B savehs..

Design
v Grid
Graph

Grid and Graph
Add to History List

Send Now.

Subscribe to »

Export »
Pprint

Full Screen Mode
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My Subscriptions

My Subscriptions is the area in which all reports subscribed to are listed. Subscrip-
tions can be either History List subscriptions or Email subscriptions. History List
subscriptions are available through the History List upon execution. Email sub-
scriptions generate an email with an exported copy of the executed report. Any
alerts created will also be shown under the Email Subscriptions listing. Subscrip-
tions can be managed, edited, or removed from this area.

History List Subscriptions

History List Subscriptions

Subscription Name & Report/Document ¢ Owner ¢ | Schedule ¢ Recipient ¢ Personalized « | Action Unsubscribe
&= Monthly Trend Analysis Monthly Trend Analysis SPS Admin  All Retailers SPS Admin @ B3

To run the report, click the name of the report.
To re-prompt the report, click Personalize.

To unsubscribe from the report, select Unsubscribe.

Editing the Subscription

1. Click the Edit button. Action

<}

This opens the Subscription dialogue box.

Optional Edit the Name of the report.

Optional Edit the recipients of the subscription by clicking To:
Optional To re-prompt the report, select Personalization.
Click OK.

R A i

Email Subscriptions

E-mail Subscriptions

Subscription Name 4 Report/Document ¢ Owner - Schedule ¢ ipient ¢ ¢ ized . Action Unsubscribe

SPS Alert (Multiple

m Alertl To-Date Analysis Admin Retailers)

SPS Admin  Rob Davis 7] @

The Recipient and Address columns indicate the name and email address of the recipient. If
there are multiple recipients, the Recipient column will indicate Multiple. To see who is includ-

ed, expand out the plus sign.
kRecipient ¢ Address -

Multiple

SPS Admin  Rob Davis

24



Prompts
e

Running a report is the process of selecting attributes, metrics, dates and filters appropriately so
that the information returned meets the needs of the business.

When clicking New Report, a new page is opened that asks for a report wizard selection to be
made. Each wizard offers slightly different prompts, metrics, and other selections.

fe s m )

View report in Design Mode

£5= To-Date Analysis
Time-Range Analysis
Once a report wizard has been selected, the next page prompts for specific information. Using

the Index on the left, it’s possible to jump between prompts, see which are required prior to run-
ning the report, and track which ones are completed as indicated by the green flag. Whichever

prompt being worked in will be highlighted blue.

P g Summary of your selections

1 Calendars h:
2 Date (Required) L o

3 Retailers

4 Attributes

5 Metrics (Required)

6 My Filters

7 Shared Filters

8 Attributes Qualification

Calendars

This is a required prompt. There are usually four selections to choose from. The NRF Restated
prompt is the National Retailers Federation accepted calendar, without the inclusion of the 53rd
week in Fiscal Year 2012. NRF Non Restated does include the 53rd week in Fiscal Year 2012. Sup-
plier allows for the selection of a specific supplier’s calendar, as does Retailer.

This prompt allows only one selection.
@ & NRF Restated

& NRF Non Restated

' & supplier

T & Retailer

25



Prompts
|

Dates or Time Filters

The second prompt will differ based on the wizard selected, but will be related to the dates or
time range the data in the report will be drawn from. A To-Date wizard will ask the start date, so
the report would cover from that starting point to the current date. A Time Range wizard might
ask for rolling weeks or a specific start and stop date. The way to access the full three years of

data, when available, is through the use of the Time Range wizards.

Example of a To-Date Wizard Prompt:

Enter a value (Date).
Your selection:

lospo1s [

© The default selection is:
Saturday of the week of (Today minus 7 day(s) minus 0 month(s))(9/5/2015)

Example of a Time Range Wizard Prompt:

2. Time Filters

This prompt allows only one selection.
L] & Date Range

O & Rolling Weeks

@ & Rolling Months

' & New Date Filter

These are also required prompts, but they vary in what they are asking for and the options avail-
able within the prompt itself.

Retailer

In this prompt, select the retailer or retailers to be included in the report. It’s possible to drill
down to specific divisions within the company by expanding the plus sign. Several retailers may
separate out their ecommerce divisions.

Available:
o

B¢ GANDER MOUNTAIN
MACYS

5 (@ RetailerDivision
¥ macrs H
@ MID-ATLANTIC

@ MIDWEST
@ NORTH

- @ NORTHEAST
@ NORTHWEST
& SOUTH CENTRAL
@ SOUTHEAST
@ SOUTHWEST

B @ MACYS.COM

Once a retailer is selected, move it to the Selected box on the right by clicking the arrow between
the boxes. Remove a selected retailer by clicking it in the Selected box and clicking the bottom
arrow between the boxes.

Note: Retailers are also searchable by keyword.
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Prompts

Attributes

Attributes are best described as the way in which the information of the report is organized. They
are usually classified into either a location hierarchy or a merchandise hierarchy. Performance
Analytics offers two merchandise hierarchies, that of the retailer and the supplier.

If working with a specific retailer and selecting retailer Item Attributes, the attributes specific to
that retailer will be available and should be selected for best results.

Note: The order in which attributes are selected is the order in which they will appear in the
report.

4. Attributes

Available:
B search resutt: |
23 1tem
600 Retailer Item Attributes
s Supplier Item Attributes
23 Location
(@ Addressi
(@ Address2
(# BuyingGroup
(@ City
(@ CloseDate
(@ LocationReporting
@ Mall
(@ OpenDate
(@ Region
(# Retailer
(@ RetailerDivision
(g RetailerStoreNumber
(@ State

Metrics

Metrics are the information being examined in the report. These vary significantly from report
wizard to report wizard. A best practice tip is to choose the metrics prior to choosing the wizard.
There is a glossary in the appendix that lists out the metrics and which wizard they are part of.

Metrics fall into categories such as inventory, sell through percentage, unit sales, and dollar sales.
They are arranged into folders and are searchable by keyword.

Note: The order in which attributes are selected is the order in which they will appear in the
report.

Example of a To-Date Wizard Prompt:

This prompt requires at least one selection.
Search for:

Y
Available:
=3 Search results:

IS ek To e |
& 3 2. Month To Date
kR Quarter To Date
#E3 4. Season To Date
] 5. Year To Date
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Filters
.

There are three options for filtering a report prior to executing one. All three are
applied during the process of building the report and are presented as prompts.
Thefirst one is to use a filter selected from My Filter. The second is to use a Shared
Filter. The third is to apply an Attribute Qualification.

My Filters

Any filters available through My Filters were built prior to accessing the wizard. The icon to begin
the process of building the filter is available on the home page.

Building a Filter (Example: UPC Codes):

1. Select New Filter from the home page.

BestSupplier B =

S —

[ Public Obiects

e Data Explorer
My Personal Objects
A Attributes

B Metrics

% Hierarchies

2. From the drop down, select the first level home of the item to be filtered.
In this example, Attributes.

Attributes [ e Nis|
Search for | ]

[ Report Bulder Attributes
[ Time

3. From the drop down, select the second level home of the item to be filtered.
Example: Report Builder Attributes.

Report Builder Attributes BeF
Search for:[ |
[ Item
[ Location
4, From the drop down, select the third level home of the item to be filtered.
Example: Item.
5. Continue to navigate down to the individual objects to be selected.
6. Double click the object to be filtered.
Example: UPC.
7. Select either Qualify or Select.

28



Filters

Note: Select prompts for the specific examples of the object. In this example, specific UPC codes.

UPC ¢~ Qualify
(% Select R wust

Search for:: Q Match case

Apply Cancel

Available: Sehected:
435787809198 160932200637
272422118087 635758838519
362003135512 233358573631
245219922013 141233137863
343063701255
515492836717
627364096021
543658838511
433497675075
524488087739
106512156123

) 4

231504795928
521156420608

8. If Select, move over the specific examples.
9. Choose either In List or Not In List.

10. Click Apply.

Note: Qualify sets up qualified conditions using logic statements.

upc & Qualify [ upc [ Equals il
" Select

@  Apply  Cancel
) Select Attribute...

11. If Qualify, select the qualifier from the dropdown.
12. Enterin avalue or Select Attribute.

13. Click Apply.

14.  Click Save.

15.  Choose folder to save to.

16. Optional Name the filter.

17. Optional Write a description.

18. Click OK.
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Filters
.

Shared Filters

Shared Filters are built in the same manner as My Filters. However, at the time they are saved,
they should be saved to Shared Filters and named if it's something built for a team or group of

users.
To the folder:
Shared Reports | < ]

Shared Reports ‘

(=] SPS Commerce Support
(1 SPS Releases

Name: |New Filter

Description:

0K Cancel

Attribute Qualifications

Attribute Qualifications are a third method of filtering the report prior to executing it. Attribute
Qualifications can only be selected from within the prompts page prior to executing the report.

1. Select either Item or Location.
2. If selecting Item, choose either Retailer Item Attributes or Supplier Item
Attributes.
3. Move over the attributes to the selected box.
4. If the desire is to filter these attributes out, click In List.
5. Choose Not In List.
WP ESES
Selected:

Color In List Empty

AND
Sea
AND Mot In List

Style In List Empty
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Filters

6. To further specify the attribute, click Empty.

7. Click the selections and move them over.

Q=EE

Selected:

UPC In List Empty

Search for: 5
Q] | Match case

Available: Selected:
* 160932200637 (none)

@ 435787809198
& 635758838519
@ 272422118087
@ 233358573631
& 362003135512
W 245219922013

El]B]+]

£3 243022701958
M4 1-600f85 b M

OK Cancel

8. Click OK.

After every prompt is selected, the next step is to Run Report. It is optional to name the report
prior to execution and is recommended if the report will be saved. Once Run Report is clicked,

the Processing Request screen appears and the report can be added to the History List, which is
recommended.
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Report Menu Options

There are five menus available once the report has been executed and is available.
Each menu hosts many different commands and updates the tool bar with related
commands. Clicking the name of the menu updates the tool bar, while accessing
the triangle opens the menu itself. Some commands are repeated through the tool
bar and the menu, but most are unique.

Home Menu

Home ¥ Tools = Data = Grid Format ~

R D SEabd D a A

The Home menu is what the report opens to. It offers the commands for exporting, saving, Undo
and Redo, subscribing to reports and exporting reports.

Home * Tools = Data = Grid

A save

E Save As...

Design
v Grid
Graph
Grid and Graph

Add to History List

Create Personal View

Send Now...
Subscribe to 3
Export 3

Print...

Full Screen Mode
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Report Menu Options
e

Saving Reports

If the report has never been previously saved, it’s best to Save As the first time. After that, the
icon in the tool bar can be used or it can be saved by clicking Save in the Home tab.

To Save As
1. Click arrow to the right of Home.
2. Select Save As.
3. From the Save In: drop down menu, choose the folder in which to to save the report.
4. Name the report..
5. Choose folder to save to.
6. Optional create a brief description of the report..
7. Click OK.

Note: By default, Keep report prompted will be checked. Keeping it as such will ensure that the
report doesn’t require input from the user to execute.

.Report: :Fllter| :Ternplatel

Save in:  Shared Reports |~ s

] BestSupplier Shared Dashboards

m SPS Commerce Reports
[ SPS Commerce Filters
[5-] SPS Commerce Support
() SPS Releases

7 item(s) found
Name: |Weekly Trend Analysis

OK

Description:
¥ Cancel

I Keep report prompted. I
I# Advanced Options...
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Report Menu Options

Graph

Selecting Graph switches the view of the report from a grid, with rows, columns, and cells to a

graph.

Grid and Graph

Selecting Grid and Graph displays the report in both graph view, first, as well as grid view,

second.

Subscribing to Reports

Reports that are saved to either My Reports or Shared reports can be subscribed to after they’ve
been executed. Additionally reports can be subscribed to from within the report itself.

Subscribing to Reports from My Reports or Shared Reports:

© N o b

10.
11.
12.

Click on the icon for either My Reports or Shared Reports.
Locate the report being subscribed to.

In the Actions column, locate the Subscriptions icon.

E] --_T_E.L:j '-?-' g

Click the Subscriptions icon.

If adding a History List Subscription, select Add history list subscription.
If adding an Email Subscription, select Add email subscription.

Optional Enter a name of the subscription.

Optional Click To: so as to access the list of users who can also receive the sub
scribed report.

If creating an email subscription, select Delivery Format.
If creating an email subscription, create an email subject.
If creating an email subscription, create a message.

Click OK.
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e

Subscribing to Reports from the Report:

1. Open the Home menu.
2. Select Subscribe to.
3. Choose either History List or E-mail.

e <Y e~ owa < 0ot -

H save D 2RB3EB @

g [ sevess...
I PROMPT DETAILS

Prompt 1: Calendars
NRF Restated

Prompt 2: Date
7/13/2013 12:00:00 AM

Design Prompt 3: Retailers

Retailer = ACADEMY SPORTS, C?

v Grid Prompt 4: Attributes

Retailer, Region, Color, Season, U
Graph Prompt 5: Metrics

TY WTD ST%, TY WTD RTL SLS,
Grid and Graph Prompt 6: My Filters

Prompt not answered
Add to History List Prompt 7: Shared Filters

Prompt not answered
Create Personal View Prompt B: Attributes Qualificatior

Prompt not answered

II Subscribe to @ History List...

Export ) E-mail...
Print...
Full Screen Mode
4. Optional Enter a name of the subscription.
5. Optional Click Te: so as to access the list of users who can also receive the sub

scribed report.

If creating an email subscription, select Delivery Format.
If creating an email subscription, create an email subject.
If creating an email subscription, create a message.

Click OK.

L »® N o
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Report Menu Options
|

Tools Menu

The Tools menu offers many options for working with the report. It is a menu designed to offer
commands that increase flexibility as a report is analyzed as well as the most basic functions. To
add an item from this menu, select it so that a checkmark appears next to the name of the item.
To remove the item from the report or deselect the item, click it again to remove the checkmark.
Tools E:LU Data * Grid Format
New...

1 Create Dashboard |

v Report Objects
Notes

£ Related Reports

Page-by Axis
View Filter

Prompt Details

<

Pivot Buttons
Sort Buttons

v Report Bar

Report Options...

Create Dashboards

Create Dashboards is the command to select if choosing to use the executed report as the foun-
dation for a User Created Dashboard.

Report Objects

Report Objects are an item that most users will see turned on by default. It lists each of the
attributes and metrics chosen for that report. It’s a tool used to help refine the results by moving
attributes and metrics in and out of the report. If an item is moved out of the report and back into
Report Objects, that information is still available until the report is re-prompted. However, it will
be withheld in totals and all other functions, including exportation of the report.

An item thatis being held in the Report Objects area is bolded while all items included are grayed

out.

(@ ProductCategory

(@ Region

(@ Retailer

(@ Season

(@ upC

Elh LY WTD RTL 5LS A
Elh Ly WTD ST%

Ely Ty WTD RTL 5LS

Elh Y WTD ST%
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Report Menu Options

Page-by Axis

The Page-by Axis offers functionality similar to that of a pivot table. It toggles the display based
on the items included within the Page-by field. Once the Page-by Axis has been enabled in the
Tools menu, drag and drop an attribute or a series of attributes into the field. They are con-
densed into dropdowns, from which one can be selected to examine only the data related to that
specific attribute.

View Filter
View Filter is another option available through the Tools menu that allows conditions to be add-
ed that further limit the information displayed in the original report.

Enable the option from the Tools menu.

Click Add Condition.

Select the attribute or metric to be filtered on.

1.

2.

3

4. Select either Qualify or Select. The default setting is Select.

5 Select Only Choose In List or Not in List from the dropdown next to Select.
6

Select Only A selector box allowing for every attribute within that category to be
selected or not is opened.

7. Select Only Move over the attributes to be filtered on.
8. If choosing Qualify, select the qualifier.

Ex: Greater Than
9. If choosing Qualify, select the comparison value.

Ex: a word, number, or another attribute.

10. Click Apply.

Prompt Details

Prompt Details lists out all of the prompts selected so that they are available for review within the
report itself. By default, most users will see Prompt Details when they generate their first report. It
is turned on for many. However, it is possible to remove it and re-add it later if it's needed.
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Report Menu Options

Pivot Buttons

Pivot Buttons are occasionally turned on as a default setting. They work as simple one click func-
tions. The arrows move the column one over in the direction in which they point. The arc shaped
arrow moves that item into the columns if it’s a row, or a row if it’'s column. The overlapping
squares move that column into the Page-by Axis and will enable the page-by if it hasn’t yet been
enabled. The X moves that column into Report Objects.

[+ &) =)

Sort Buttons

Sort Buttons are also occasionally turned on as a default setting. They are the small triangles visi-
ble in the column headers. They will point up if the column is sorted in an ascending order, down
if the column is sorted in descending order. The most recently clicked Sort Button will always be
white with others gray.

Hegiur@!’md uctCategory 2

Data Menu

The Data menu offers commands and functions that are more directly related to working with
the information generated by the report. The commands housed within this menu offer flexibility
when manipulating the data for analysis.

Data & Grid Format ~

Add View Filter Condition...

Sort...

Hide Nulls/Zeros

Reset Data
Re-run report
Refresh

Re-prompt

Swap Rows and Columns
Insert New Metric...
Rename/Edit Objects

v Show Totals

Edit Totals...
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View Filter

View Filter toggles the display of the report through the creation and application of conditions
that further limit the information displayed in the original report.

1. From the Data menu drop down, select Add View Filter Condition.

2. AView Filter area appears across the top of the screen.

VIEW FILTER The filter isempty.  Add Condition [ Auto-Apply changes

4, From the dropdown that appears, select the attribute or metric to be filtered on.

VIEW FILTER The filter is empty.  Add Condition HE Auto-Apply changes

Filter On: Cancel

_ ProductCategory
Region
Retailer
Py Season
N UPC
Py LY WTD RTL SLS
7 LY WTD ST%
P TY WTD RTL SLS
R_TY WTD ST% RTS, CABELAS, DICKS SPORTING GOODS

5. Select either Qualify or Select.

Note: Select prompts for the specific examples of the object. In this example, specific UPC.

VIEW FILTER Add Condition Clear All [ Auto-Apply changes

UPC (¢ Qualify
@ Select must |

Search ror:|:| Q Match case

Apply | Cancel

Available: Selected:

106512156123 - none —-
135470469693
141233137863
142364519164
154610808436
166024014342
195853020450
216554012395
225579402716
231504795928
234068659547
245219922013
246512333485
246605784729

BEEE

1-600f77- b W

6. If choosing Select, move over the specific examples.

7. Choose either In List or Not In List.

Note: Qualify sets up qualified conditions using logic statements.

VIEW FILTER Add Condition [EJ Clear All [l Auto-Apply changes
upc & Qualify uwpc || Equals <] Apply | Cancel
¢ Select >») Select Attribute...
8. If choosing Qualify, select the qualifier from the dropdown.
9. Enterin a value or Select Attribute.

10. Click Apply.
11. To add a second filter, select Add Condition.
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Report Menu Options

Sort

Selecting Sort displays a multi-column sort option. This provides the ability to sort using three
columns and choosing each column as ascending or descending.

SORT X
Row | Co\umn‘
1. Sort by: [ ©ascending (' Descending
2. Then by: © Ascending Descending
1)
3. Then by: © Ascending Descending
1<)
Apply oK Cancel

Click Apply to preview the sorting changes and OK to confirm them.

Re-Prompt

Selecting Re-Prompt returns the user to the Prompts page so that new selections can be made.
It doesn’t allow for the selection of a new wizard, only new selections to the prompts included in
the wizard originally chosen. Re-Prompt is best used to solidify the changes tested using Report
Objects.

Edit Totals

If Show Totals is selected, totals are included in the report. These totals can then be edited
through a second command, Edit Totals, located within the Data menu. Within the Definitions
tab, ensure that Grand Total is checked off for Total.

Definitinns_ Advancedi [ Display
Select Subitotal Functions:
All Subtotals Grand Total
Total r I~

Click the Advanced tab. This places the totals at a specific level within the report as determined
by the attributes chosen. Totals can be placed at the level of Sub department, or State or any
other attribute included within the report. Placing the totals at a level is also how they will be
calculated.

The Display tab determines how the totals are displayed in relation to other components, such
as under the attributes or to the left. It is purely related to location and visual display and doesn’t
impact how the totals are calculated.
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Grid Menu

The menu doesn’t offer additional functionality within a dropdown. All functions are available
through the associated toolbar. The most commonly used command within the menu is the
command to Merge Row Headers. This command fills in the cells for easier export into Excel.

Home ™ Tools ¥ Data ~ Grir.lk Format ~

B @ kDS cmee-| @ 2 3[MB O <2 =

Inserting New Metrics

The most common metric to be inserted is the Percent to Total metric, which indicates what
percentage of each category within an attribute contributes to the overall total of that particular
attribute. However, it’s possible to also include a ranking metric that ranks by attribute in either
ascending or descending order. It’s also possible to create a brand new metric if the calculations
are known.

To Insert Percent to Total:

Confirm all sorting and totaling has been completed.
Go to the metric for which a Percent to Total metric will be inserted and right click.

Select Insert Metric.

1

2

3

4. Select Percent to Total.
5 Select Total for Each.

6

Select the attribute for which the percentage is being calculated.

- > WTD ST% <7
Insert Metric » Percent To Total B Over Rows
Move » Rank » Page Total
Filter On... » New... Grand Total
Keep on grid 12.3: I Total for each ﬂ UPC

X Remove from Grid 5:5% i :
Advanced formatting... 7.8% Re{é-mer
Thresholds » 2??: ::;i:tcé:tegow
Nerts 4 0.0%
Rename/Edit... gg: .

- n noz.
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Saving Reports

Once a report has been run, it can be saved. If it’s the first time that particular set of

attributes and metrics have been saved, it’s best to utilize Save As instead of Save.
Save As is found in the Home dropdown.

Report | Filter| | Template ‘

Evein: Nicole's Reports n 2 |;JI

[ Nicole's Tests
2L 13 Month Trend ($)
dl Gender Comp Graph Updated

g2z Market Report

Market Report. All retailers

NC 1. Basic Retailer Summary Report
£2E NC 1. Retailer Summary Report
il NC 1.Sales by Category/Retailer

17 item(s) found
Name: IWeek To Date Analysis

KIC 43 Manth Teand 74

OK

Description:
b Cancel

Keep report prompted.

# Advanced Options...

Select the folder in which it will be saved.
Name the report.
Create a description.

Click OK.

oWy e

Note: Keep report prompted should always be checked off. This ensures that the report, when
selected, will execute automatically without requiring the prompts to be re-entered.

Afolder structure can be built out as reports are saved by clicking the Create New Folder icon
from within the Save As box.

Save in: Nicole's Reports > Bh £

Once a report has been saved the first time, it can be saved by selecting Save from the toolbar,
without accessing the Home dropdown.
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Exporting Reports
-

Reports can be exported to share with other team members who are not Perfor-
mance users. They can be exported into either a PDF, HTML, or one of several Excel
file formats.

The two icons that allow for exporting a report can be found in several locations
throughout the application. The icons can be found:

In the report itself, in the Home toolbar

In the Actions column in Shared Reports

In the Actions column in My Reports

In the Actions column in the History List

Additionally, the report can be executed from the Home dropdown.

Exporting to PDF

From the PDF Icon:

1. Select the PDF icon.
2. Make selections for the export.

a. Choose Landscape View
b.  Check off Print cover page
c. Edit Report Header

3. Click Export.
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Exporting Reports

From the Home Menu:

Select Home.
Select Export.
Select PDF.

oW

Make selections for the export.

a. Choose Landscape View
b.  Check off Print cover page
c. Edit Report Header

5. Click Export.

To-Date Analysis

Export:  Whole report 2] Page Header and Footer:  Edit Custom Settings...
Scaling: Report Header: = Edit Custom Settings...
© Adjust font to 100 b of original size
Fitto: [ | page(s) wide by tall Print cover page
Orientation: © with Filter Detalls_
- With Report Details
© Landscape Cover page location:
© Before report
Expand all page-by fields After report

Show advanced options

Exporting to Excel

Exporting from the Export Icon:
i Click the Export icon.
2. Make selections for the export.
a. Choose the file format.
If choosing excel, select either with plain text or with formatting.

c. Ifthere’s a page by, select to export it, expand it, and place each page on a
separate sheet.

5. Click Export.
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Exporting Reports
|

Exporting from the Home Menu:

WMo

Select Home.
Select Export.
Select file type .

Make selections for the export.

a. Ifthere’s a page by, select to export it, expand it, and place each page on a

separate sheet

b. Edit Header and Footer

Click Export.

Monthly Trend Analysis

Export:  Whole report &

Excel with plain text
CsV file format
© Excel with formatting
HTML
Plain text Delimiter: Comma H

Export Report Title

Export Page-By Information

Export filter details

Remove extra column:  Automatic H

Expand all page-by fields

Export Header and Footer:  Edit Custom Settings...
Excel options:
Export metric values as text

Export headers as text

Excel with formatting options:

Place each page on a separate sheet

Embed all images
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Setting Up Alerts

Setting up alerts is done directly from within the report itself. It will generate an
email notification with the report exported and attached. The copy of the report
can also include conditional formatting to highlight what exactly triggered the alert
so that appropriate actions can be taken. Setting up an alert uses conditional state-
ments. It is possible to set up multiple conditions within one alert to refine exactly
what triggers it.

Setting Up a Condition on an Attribute

Conditions on attributes usually require multiple conditions in order to be most effective, often
combining a condition on an attribute with a condition on a metric.

Click into the metrics.
Right click.

Choose Alerts > Email Notifications.

WM e

From the dropdown, select the metric utilized within the alert.
Ex: TYYTD ST%.

5. Make a selection from the Filter On: drop down.
Ex: Class Name

Alerts Editor | %

TY WTD 5T% il

1234.567
Filter On: | <] Cancel

Delivery Settings

OK Cancel

Choose either Qualify or Select.
If choosing Select, choose either In List or Not In List.

Select specific objects within that category and move them over.

L »® N o

Click Apply.
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Setting Up Alerts

Setting Up a Condition on a Metric

1.

1
2
3
4.
5
6

Click into the metrics.

Right click.

Choose Alerts > Email Notifications.

From the dropdown, select the metric utilized within the alert. Ex: TY YTD ST%.

Make a selection from the Filter On: drop down. Ex: TY YTD ST%

Choose the logic condition.

Ex: Greater than

Enterin the value.

Note: If choosing a percentage metric, the numerical value should be a decimal. Ex: 15% =0.15

8.

9.

Setting Up a Second Condition

1.

3.

You may also select another metric instead of entering a value by clicking

Select Metric.

Click Apply.

Click on Add Condition.

TY WID 5T%

&

& & EhZEk

Make a selection from the Filter On: dropdown.

Proceed as with a primary condition.

Adding Formatting to Reports with Alerts

Double click the number located above Cancel.

This opens the Format dialogue box.

Choose the font, style, size, and color of the numbers that will highlight them when
reviewing the report that generated the alert.

Click OK.
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Setting Up Alerts

Setting Up an Email Notification of the Alert

1. Click the + next to Delivery Settings.

[mwmss -] @@ & (@)=

1234.567
X TY WTD ST% Greater than or equal to .05

[Z] pelivery Settings

— Alerts
Name: Sell Thru % - Alert
Report: To-Date Analysis

voi Rob Davis [
Delivery Format: Excel %)
Subject: Alert on To-Date Analysis
Message:

© Send all data. Format cells that meet condition

Send different report or ducumenli To-Date Analysis | ...

OK Cancel
2. Optional Name the alert.
3. Click To: to open a selector for recipients.
Shared List B
Seachfor] Q
| |
Avallable: To:
§ Avalytics Demo ¥ |S|CeizccrManzger@szstsuppl encom
) Anzivtics Demo User :
), Aneiytics Operations -
O
L3
Be:
L3

Once recipients have been selected, click OK.

Optional Select a Delivery Format, such as Excel or PDF.
Optional Create a Subject.

Optional Compose a message.

Click OK.

© N o 0 &
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Modifying Reports

Reports can be modified at any time. You can modify columns and rows within
reports, preferences as they pertain to reports, and after they have been saved.

Modifying Preferences

Preferences can be set so as to impact many aspects of the Performance Analytics applica-
tion. Preferences is located in the left hand navigation on the Home page. There are General
preferences that cover things like the language and time zone, fonts, saving and copying
options. Grid Display impacts things like the maximum rows and columns included in the
report upon execution as well as the default settings for pivot and sort buttons, as well as
the page by axis. Export Reports sets preferences for file types, inclusion of the page by axis
when present, and even which excel version. At any time, the default settings can be rein-
stated by clicking Load Default Values.

Modifying a Saved Report

Once a report is saved, it is still possible to modify it. Access the report from either Shared
Reports or My Reports. It opens to the Prompts page. Make any necessary changes and
rename the report. Click Run Report and then once in the report, Save As. This creates a
second, updated version of the report reflecting any modifications made.
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Building User Created Dashboards
L

Itis possible to build a User Created Dashboard based on an existing report or re-
ports. User Created Dashboards provide a compelling way to assemble a collection
of information for analysis to provide for a quick summary assess performance and
identify opportunities.

To build a User Created Dashboard, the report or reports it’'s based on must already
exist. A User Created Dashboard can be created directly from the executed report,
from reports saved to either Shared Reports or My Reports, or from the Perfor-
mance home page.

Creating Dashboards from the Home Page

1. Select New Dashboard icon.
*
34 |1
New Dashboard

2. Select report that will be the foundation of the dashboard.
3. Click Next.
4. Confirm selections within report prompts.
5. Click Run Dashboard.
6. Click Select a Visualization.

Select a Visualization

7. Click graph category desired.
8. If an option, click the specific type of graph desired.

\\\\\\\\\\\\\\\\\\\\ D ®

oEsa
DO

onl = =
b e ala = =
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Building User Created Dashboards

Once a graph type is selected, the dashboard should appear.
geBPl-nEERL2AEE 7?0

E -~ [ "% [J showTools

Dataset Objects B4 | Graph a Best Supplier Retail Sales
1.6M+

1.4M+

1.2M4

M=

PEPFPPF L
T k<22

Rov
Y 800K
A oSt v OPTIONS

LY YTD RTL SLS

Bl 7Y YTO UNITS SLS
i vaR YTD RTL SLS 600K+
B var vTo sTO% Toaltlp

Bl VAR YT UNITS

200K~

Dataset Objects are the items within the report that can be utilized to build the dashboard. It
contains all attributes and metrics, which can be dragged and dropped into the Edit
Visualization pane. There may be some objects within the zones of the Edit Visualization
pane by default. However, they can be rearranged by dragging and dropping. Moving them
to the Dataset Objects removes them from the visual depiction.

) et LU 1 LU

Dataset Objects ﬂl Graph [ x |

Creating a Dashboard from a Saved Report

To create a dashboard from a saved report, navigate to the report in either Shared or My
Reports. Right click on the name of the report and select Create Dashboard from the
menu.

Wee b SPS Admin 5/29/15 5:49:50 PM

Move...

New »
Create Shortcut...
Delete...

fEnams
I Create Dashboard

Properties...
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Building User Created Dashboards

Creating a Dashboard from within an Executed Report

Once the report has been run and has pulled back data, navigate up to the Tools menu and
click the triangle to open the dropdown. Then select Create Dashboard.

Tools = Data * Grid

New...

| Create Dashboard

+ Report Objects
Notes

Related Reports

Page-by Axis
View Filter

Prompt Details

Pivot Buttons
+ Sort Buttons

+ Report Bar

Report Options...

Adding a Second Visualization to the Dashboard

Adding a second visualization opens a second display of the data that can focus on a differ-
entinsight of the report. They can be completely customized, using different templates and
use different components of the Dataset Objects.

1. Click the + sign in the upper right of the screen to Add Layout.

4
Layout 1

Click Select Visualization.

Click graph category desired.
If an option, click the specific type of graph desired.

ok W N

The new dashboard should appear.
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Building User Created Dashboards
|

Copying or Moving Visualizations

It’s possible to copy any visualization you create or arrange them all in one layout for easier
viewing. Once you’ve created your individual visualizations, navigate to the one you would

like to move.
1.
2. Select Copy to.
3. Select Layout 1.

From the upper left hand corner, deploy the dropdown.

Layout 1

Change Visualization...

w Edit Visualization...

Clear Visualization
Export 4
Show Data
Hide Title Bar
# Rename
New Panel | Copy to J

Layout 2

New Layout

Show Properties

X Delete

Once all the visualizations have been added to a single layout, it’s possible to maximize
them for easier viewing as well as restore them to the new, smaller, default size.

Saving a Visualization

GEE|

Once the dashboard has been created, it’s possible to save it. It will then be available in the
folder to which it was saved and denoted by the Dashboard icon.

ok W Ny =

Click Save As.

LE N J

LA N J

Monthly Trend Analysis
Owner:

SPS Admin

Modified: 8/21/15 9:46:49 AM

Select the folder in which it will be saved.

Name the dashboard.

Optional Create a description.

Click OK.
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Editing a Visualization

All edits for a visualization are done within the Edit Visualization Pane. This
pane can be removed by clicking the Xin the upper right hand corner, but can
also be restored by selecting Edit Visualization from the dropdown of the
upper right hand corner of the visualization itself.

%

Change Visualization...

« Edit Visualization...
_lear visualhization
Export ]
Show Data
Hice Title Bar

# Rename
Duplicate
Copy to ]
Maove to 4
Show Properties

> Delete

However, there are some edits and changes that are done through different commands.

Add Dataset

In the tool bar, locate the Add Dataset command by hovering over each to reveal its name.
This command prompts for the selection of a new report and incorporates its attributes and
metrics for selection.

e aEBER2BEHL 7O

) S/~ - M "2 L] show Tools

Click Add Dataset.
Search for the new report.

If prompted, confirm selections.

Click Run Dashboard.

A e e

Drag new selections into the drop zones within the Edit Visualization pane.

If there are any overlapping attributes, they will link automatically so that there is no redun-
dancy within the data. This will be designated by a chain link icon within the attribute list in
the Dataset Objects.

Dataset Objects E

[ Monthly Trend Analy | - ]

‘Ea]-_':-L'lpZ on

N Month
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Editing a Visualization
-

Filtering Dataset Objects

Even after the Dashboard is created, it’s still possible to apply filters to further refine the

dashboard.
1. Click Show in the tool bar.
Age-F-loEBERD2MELE ? 0
Sz =) | O 5 | & ools
2. Click Filters.
3. Mouse over the Filters pane to display a triangle icon.
4. Click the triangle to open the dropdown menu.
5. Select Add Filters.
6. Check off any attributes or metrics required to build the filter.
7. Click OK.

The details of the filter can then be further refined by selecting the drop down in the
category zone of the selected filter criteria.

Filters [ x|
w TY UNITS SLS v |
+ [nclude
G Exclude
(1) 13,4
- Q,.<!I|r'_.f on value
Rank Highest
Rank Lowest

Rank % Highest

Rank % Lowest
Display Style 13
7 Delete

Note: Display Style changes the filter from a slider to a qualification selector for easier use.
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Editing a Visualization
-

sorting

Not every dashboard template offers the ability to sort. However, if the option exists, it will
be located within the Edit Visualization pane.

Heat Map [ |
Grouping

W ProductCategory

Size By
Hi v uniTs sLs B
A
Color By 8] Sort Ascending
2| sort Descendin
& Row Count i E
Advanced Sort...
Tooltip
Number Format #
Add to Filters
# Rename
X Remove

Hover over the metric or attribute that the dashboard will be sorted by. A triangle will ap-
pear. Click it to access the dropdown menu and choose the selection reflective how the
dashboard will be sorted.

Page By Pane

Every dashboard template offers the ability to use the Page By axis, which in Dashboards is
a Page By Pane instead of an axis. The option may be accessed through the Show command
in the tool bar. However, it can also be accessed within the Edit Visualization pane from the
specific attribute the dashboard will be paged by.

Horizontal Axis

e Month n

Number Format »

Color By Add to Filters

Add to Page-by

Break By # Rename

X Remove

1Y Style

=
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Editing a Visualization
-

Once the Page By Pane has been added, it’s located above the visualization and defaults to
buttons to click instead of the dropdown as seen in the reports. However, opening the drop-
down next to the attribute used to create the Page By allows for switching its display back to
a dropdown.

Page-by o Month K3 i 201

Graph + Button Bar
Slider
> GRAPH
Vartieal Axis Drop-down
B Metric Names Replace With »
B Tv uNITS SLs X Delete
M Close

"

Also, it’s not possible to Page By using multiple attributes. If one is added, it replaces the
current selection. Itis possible to replace the current selection through the dropdown next
to the attribute name.
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Subscribing to Dashboards

Once a dashboard has been created and saved, it can be subscribed to. The
User Created Dashboards can be subscribed to the History List and are not
available for email subscriptions.

Setting up History List Subscriptions

1.

ok W N

o

Select Schedule Delivery to History List from the tool bar.
Qe [-[=]-] o o hHo|? o
) —RES RN RE m - "% | [ show Tools

Click Save.
Select which folder to save the dashboard to and name it.
Click OK.

From the Subscription details, click To: in order to assign the dashboard to another
user.

Click OK.
If multiple pages of prompts, it will be necessary to click OK for each.

Click OK on the confirmation box.

History List

Subscription Name Owner

Hf IM.O.nthl.v. Trend Analysis SPS Admin

The subscription will be identified as a Dashboard by the icon to the left of it. You can then
edit the subscription as you would any other.

Setting up Email Subscriptions

1.

2
3
4.
5

Ensure the dashboard is saved.

Close the Dashboard.

Navigate to where the dashboard is saved.

Hover over the name of it to reveal the options for subscription.

Click Subscriptions.

Monthly Trend Analysis
P Owner:
27 lug|  sesadmin

/15 10:05:55 AM
Subscriptions #5end Now

Click Add email subscriptions.
Edit E-mail Subscription and click OK.

Continue to click OK until confirmation of subscription is received.
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Exporting Dashboards

The Dashboards can be exported into either a PDF format or a PNG Image
format. Additionally They can be exported as one entity or individually.

1. Select Tools from the tool bar.
Ae-B-oEBERLRMH0 »@ 2O
El-llhl=]| M & "8 | shol Toolsl

2. Select Export.
3. Select file type.

Tools

Add Text Field :_

Add Panel

Theme ¥

Export

4, If choosing Image, the system prompts for a file name and location to save to.

5. If choosing PDF, it opens a PDF in a new tab which can be saved or printed.
Note: When exporting to Image, the default file type is PNG. There are no other options.

To Export One Visualization:

1. Navigate to the visualization.

2 From the upper right hand corner, depoly the dropdown by clicking the triangle.
3. Select Export.
4

Select eithter Image.

Change Visualization...
« Edit Visualization...

Clear Visualization

el Export N »
Image Show Data

Hide Title Bar
# Rename
Duplicate
Copy to ]
Move to 4

Show Properties

X Delete
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Template Dashboards

Template Dashboards is a folder within the Dashboards folder. Within this
folder are two additional dashboards. The Store Summary Dashboard and the
Style Summary Dashboard. These dashboards allow for some changes to be
made to the data pulled in. When they are clicked, the user is prompted for
confirmation of the default selections, which present other options available.

Store Summary Dashboard

The Store Summary Dashboard displays some of the most common metrics and insights
aligned with the location hierarchy. The default tab is the Top Stores - All Retailers, but other
tabs provide geographical data, top stores by retail or units, and bottom stores by retail or
units.

The Store Summary Dashboard prompts for confirmation of the correct calendar, retailer(s),
and date range the dashboard will reflect.

Once these selections are made, click Run Dashboard. This will execute the dashboard for
display.

S g
ge[P oRER 20D +2 2 0
S~ - | M 5% L show Tools Map C Top Stores - All ... T E < P
e OEject) B riters *x B Top Stores - All Retailers in Dashboard
Store Dashboard - Grid | v v.Rank (Bashh. W
Gai [ Top Stores - All Retailers - Units Retailers by Top Stores - Units
RetailerStoreNumber Rank Rank TY Retailer
(Dashboard) | (Dashboard) | UNITS
ghaite SEStAlLL SIS ACADEMY SPORTS D D |:| m
000000821 DICKS !
SPORTING
CABELAS
GOODS "
nt (StareName) 000000054 ACADEMY 2 3| ss1 543 L5% 10
. SPORTS DICKS SPORTING GOODS T -
B Lv cocs 000000139 MACYS.COM 3 4 513 507 1.2% 1 ) L
ALy eopcsTon 000000010 CABELAS 4 2 482 477 10% 1 ) ]
000000049 ACADEMY s 7 432 427 12w MACYS ]
Bl LY EOP RTL 4WK AV. SPORTS =
000000029 ACADEMY 6 5 415 412 07%
LY EOP RTL OH - INT r
a Acoen woscon [
BiLy EoP ST 000000033 ACADEMY 7 6 397 395 05% T T T T T
N - SPORTS 1,000 2,000 3,000 4,000 5,000
BB Lv EOP UNITS 4w
T¥ UNITS SLS
[l LY EOP UNITS OH
R Ly £08 UnITS 00 Top Stores Ranking by Week - Units
) RetailerStoreNumber | Week 2013-06-15 2013-06-22 2013-06-29 2013-07-06 2013-07-13
LY EOP UNITS TURN 2013 19 2013 20 2013 21 2013 22 2013 23
Bl LY E0P WOS - 4 WKS RetailerStoreNumber ank (by Week) - Rank (by Week) - Rank (by Week) - Rank (by Week) - Rank (by Week) -
Units. Units Units Units Units
By M- e 000000019 ACADEMY SPORTS 14 13 42 7 31
B RILSs - 000000023 ACADEMY SPORTS 4 13 7 5 8
000000033 ACADEMY SPORTS 5 5 9 11 31
000000049 ACADEMY SPORTS 7 3 6 14 11
000000051 ACADEMY SPORTS 21 31 108 34 18
000000053 ACADEMY SPORTS 9 9 32 44 39
000000054 ACADEMY SPORTS 2 4 2 3 3
000000070 ACADEMY SPORTS 10 22 21 12 45
000000074 ACADEMY SPORTS 21 38 29 38 13
000000085 ACADEMY SPORTS 6 10 19 66 21
000000093 ACADEMY SPORTS 3 17 21 50 21

The rankings within the grids on the Top Stores - All Retailers are based on this year unit
sales by store.
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Template Dashboards

Filtering Visual Insights

Fach tab, except for the Map Overview, has a filter applied that can be adjusted or cleared.
Click the downward facing arrow next to the filter name to open a dropdown that displays
options to adjust the filter.
e Qualify on Value
Rank Highest
Rank Lowest
Rank % Highest

Rank % Lowest

Display Style 3

> Delete

Clicking Display Style in this dropdown changes how the filter is displayed. It defaults to
Qualification, which prompts for the creation of a logic statement based on an absolute
number. Switching to Slider changes the view and allows for a specified range to be
selected.

Filters = B

w TY UNITS SLS "3

< 7,590

| — 1

(1) 13,288

Each tab in the dashboard offers the same options to adjust the filter.

Itis also possible to adjust the number of results displayed by adjusting the number less
than within the filter area.

Sorting Visual Insights

Many of the grids have the ability to be sorted. Hover over each heading within the grid to re-
veal a downward facing arrow. Click this arrow to reveal a dropdown with multiple options.
If the grid is includes key performance indicators, there is the option to sort by any of those
metrics.

Sort Ascending
i L Sort Descending

Advanced Sort...

551 543 1.5% 10,
Move Right
513 507 1.2% 10,
482 477 1.0% 11,

Move to Rows
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Template Dashboards
e

Map Overview

This is the only geo-spatial dashboard that can be edited. It is limited to the state level and
color coded by threshold.

VAR Unit Sales by State

&) =)
Sirake - i -3
L AT : & S;i?i Detroit w/Buﬂalo YORK \\ omhany ‘Eo,m
N i 7 3 - 10WA ] Chicago / -
= o g Projidence
Great Sal — = A Cleveland = o [ 8
| 4 NEBRASKA - e bt B
syl Lake ] = 4 =
e o ! ['ENHEYL\-AN’[A
ILLINOIS OHIO . g
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3 Oty /
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Loulswlle -]
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T Norfalk
LY

'Kr_rn'ucx\r i A%
Qi et

S /RAT
0 s o

Las. 7 .
a8 “woLonnuo
8 PLATEAU
ARIZONA

Phuemx o

NEW MEXICO

'-%rownste

. Nassau
S el

Culfof Movica

Ly cuiocan ‘&mm BT AT

The tool tip can be updated to reflect new metrics by dragging and dropping the desired
metrics into the field labeled Tooltip in the edit visualization pane labeled Map.
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Template Dashboards

Style Summary Dashboard

The Style Summary Dashboard is aligned with the merchandise hierarchy. Style attributes
are looked at in terms of the most common metrics. There are grids that rank the styles by
this year unit sales by style and retailer.

The Style Summary Dashboard prompts for confirmation of the correct calendar, retailer(s),
and date range the dashboard will reflect. Once the selections are made, click Run

Dashboard.

pe-BP-loEBERDEE0E »8 20

Dataset Objects

Style Dashboard - Gid___| v

£, Description
£, Retailer

BiLr coss

v EopCSTOM

LY EOP RTL 4wk AVG S,
LY EOPRTL O - INT
RLveopsTy

R ey
B eoru

S 4WK AVG.

Ly 0P uNITS 00

B LY EOP UNITS TURN

LY EOP WOS - 4 WKS
BLrGH - INT

LY RTL SLS - INT

LY UNITS SHIPMENTS
R unrs sis

JRank (Dashboard) - Retail
FaRank (Da:

ard) - Units

P Rank(by Retaler) - Bot -

PaRan
A Rankiby Retaler) - Retail
P Rankiby Retaier) - Units
P2 Row Count

[T e

[ Show Tools

;/»in

Al styles
4] All Styles
AT Style KR~ Units
Rank | TY v VAR | TYEOP | LvEOP
(Dashboard) - UNITS UNITS UNITS UNITS
Units SLS SLS. Sl ol
o
1+ carat vl 47 a8 18 00% 1192 Lis2 0%
- -
1 inch seed 9 5242 5240  0.0% 16,654 16,647 0.0% 1 inch seed
stit stil
1/2 inch ape: 2 11,371 11,362 0.1% 23,246 23,221 0.1% 1/2 inch op
. we
1/3 carat a6 25 25 0.0% 86 86 0.0% 1/3 carat
2 oo

ACADEMY | CABELAS DICKS

SPORTS. SPORTING

Rank(by 1 carat oval

Retailer) - cut

Units

Rank(by 1 inch seed 9 9

Retailer) - stitch

Units

Rank(by /2 inch open 4 2
Description

r———
tinch seed stitch | [N
172 inh open toe

T T T
o 2,000 4,000

6,000

DILLARDS GANDER
MOUNTAIN
21

B 20 H

2 3 2

Styles by Rertailer - Units

T T
8,000 10,000
TY UNITS SLS

Rank
(Dashboard) -
Retail

MACYS.COM

12,000

1 carat oval cut 47
9
2
5 5 46
49
2 3
10K enaraved all 36
Retailer
B NORDSTROM
W MACYS.COM
W MACYS
g T B GANDER MOUNTAIN
14,000 16,000 =iEes

All Style KPI - Retail
TYRTL | LYRTL
SLS - SLS -
INT T

8 05,084 94,600 36,725 32,285
2 214,833 204,996 4.8% 87,206 77,488  12.5%
a7 300 300 0.0% 30 0 0.0%

The additional tabs within the Style Summary Dashboard break down into the Tops Styles
by both Units and Retail Dollars. We also have the Bottom Styles by Units and Retail Dollars.

Finally, there is the Retailer Performance KPI’s.

Retailer Performance KPI’s

This tab breaks down the top five metrics by retailer by fiscal week, encapsulating a five
week time period so that trends can easily and quickly be identified and remediated.

Retailer Performance KPIs .
e
R:(a\\er s ACADEMY SPORTS CABELAS DICKS SPORTING G. DILLARDS GANDER MOUNTAIN MACYS MACYS.COM NORDSTROM
o
2,000+ e -

£ 200 [ S
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Appendix A: Metrics Glossary

Abbreviation

Metric Category

% CHG Percent variance between This Year and Last Year metrics
13 WEEKS AUR 13 Week Average Unit Retail Sales

2 WEEKS AGO EXT MSRP Extended MSRP Sales Dollars Two Weeks Ago

2 WEEKS AGO GM Gross Margin Dollars 2 Weeks Ago

2 WEEKS AGO GM - INT

Gross Margin Dollars 2 Weeks Ago - INT

2 WEEKS AGO RTL SLS

Retail Sales Dollars Two Weeks Ago

2 WEEKS AGO RTL SLS - INT

Retail Sales Dollars Two Weeks Ago - INT

2 WEEKS AGO ST%

Sell-Thru Percent 2 Weeks Ago

2 WEEKS AGO UNIT SLS

Net Unit Sales 2 Weeks Ago

2 WEEKS AGO UNIT SLS

Unit Sales Two Weeks Ago

2 WEEKS AGO UNITS OH

On-Hand Units Two Weeks Ago

3 WEEKS AGO EXT MSRP

Extended MSRP Sales Dollars Three Weeks Ago

3 WEEKS AGO GM

Gross Margin Dollars 3 Weeks Ago

3 WEEKS AGO GM - INT

Gross Margin Dollars 3 Weeks Ago - INT

3WEEKS AGO RTL SLS

Retail Sales Dollars Three Weeks Ago

3WEEKS AGO RTL SLS - INT

Retail Sales Dollars Three Weeks Ago - INT

3 WEEKS AGO ST%

Sell-Thru Percent 3 Weeks Ago

3 WEEKS AGO UNIT SLS

Net Unit Sales 3 Weeks Ago

3 WEEKS AGO UNIT SLS

Unit Sales Three Weeks Ago

3 WEEKS AGO UNITS OH

On-Hand Units Three Weeks Ago

4 WEEKS AGO EXT MSRP

Extended MSRP Sales Dollars Four Weeks Ago

4 WEEKS AGO GM

Gross Margin Dollars 4 Weeks Ago

4 WEEKS AGO GM - INT

Gross Margin Dollars 4 Weeks Ago - INT

4 WEEKS AGO RTL SLS

Retail Sales Dollars Four Weeks Ago

4 WEEKS AGO RTL SLS-INT

Retail Sales Dollars Four Weeks Ago - INT

4 WEEKS AGO ST%

Sell-Thru Percent 4 Weeks Ago

4 WEEKS AGO UNIT SLS

Net Unit Sales 4 Weeks Ago

4 WEEKS AGO UNIT SLS

Unit Sales Four Weeks Ago

4 WEEKS AGO UNITS OH

On-Hand Units Four Weeks Ago

4 WEEKS AUR Unit Sales 4 Week Average

4WEEK AVG ST% Four Week Average Sell-Thru Percent
AUR S Average Unit Retail Dollars

AVG OH Cost S Average On-Hand Cost Dollars

AVG OHRTL S Average On-Hand Retail Dollars
COGS Cost of Goods Sold Dollars
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Appendix A: Metrics Glossary

CST SHIPMENTS Cost Shipments

CSTTURN Cost Turn Dollars

EOW UNITS OH End of Retail Week Units On Hand
EOW UNITS OO End of Retail Week Units On Order
EOW WOS OH - 4 WEEKS End of Retail Week Supply On Hand Based on 4 Week Average Sales
EXT MSRP SLS § Extended MSRP Sales Dollars

GM S Gross Margin Dollars

GMINT § Gross Margin Dollars - INT

GM% Gross Margin Percent

GM% - INT Gross Margin Percent - INT

LY CST $ Last Year Cost Receipt Dollars

LY GM $ Last Year Gross Margin Dollars

LY GM % Last Year Gross Margin %

LYOH S Last Year On Hand Dollars
LYRTL S Last Year Retail Receipt Dollars

LY SLS $ Last Year Net Dollar Sales

LY SO % Last Year Sell-Off %

LY STD TURN Last Year Season Financial Turn
LY UNIT SLS Last Year Net Unit Sales

LYYTD TURN Last Year Financial Turn

OHCSTS On-Hand Cost Dollars

OHRTLS On-Hand Retail Dollars
OHRTLS-INT On-Hand Retail Dollars - INT

OH UNITS On-Hand Units

OOCST S On-Order Cost Dollars

OORTLS On-Order Retail Dollars

OO UNITS On-Order Units

RCPTCST $ Receipt Cost Dollars

RCPTRTLS Receipt Retail Dollars

RTL IN TRANSIT In-Transit Retail Dollars

RTL SHIPMENTS Retail Shipments

RTLSLS S Retail Sales Dollars
RTLSLSS-INT Retail Sales Dollars - INT
RTLTURNS Retail Turn Dollars

SSTORE - OH CST S Same Store On-Hand Cost Dollars
SSTORE -OHRTL S Same Store On-Hand Retail Dollars
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Appendix A: Metrics Glossary

SSTORE - RTLSLS S

Same Store Retail Sales Dollars

SSTORE - RTLSLS SINT

Same Store Retail Sales Dollars - Integrated

SSTORE - UNIT SLS

Same Store Unit Sales

ST%

Sell-Thru Percent

TY CST RCPT § This Year Cost Receipt Dollars
TYGM S This Year Gross Margin Dollars
TY GM % This Year Gross Margin %
TYOH S This Year On Hand Dollars
TYRTLRCPT $ This Year Retail Receipt Dollars
TYSLS $§ This Year Net Dollar Sales

TY SO % This Year Sell-Off %

TY STD TURN This Year Season financial turn
TY UNIT SLS This Year Net Unit Sales
TYYTD TURN This Year financial turn

UNIT SHIPMENTS Units Shipments

UNIT SLS Net Unit Sales Last Week

UNIT SLS Unit Sales

UNIT TURN Unit Turn

UNITS 2 WEEK AVG S

Average Unit Retail Dollars Two Weeks Ago

UNITS 3WEEKAVG S

Average Unit Retail Dollars Three Weeks Ago

UNITS 4 WEEK AVG $

Average Unit Retail Dollars Four Weeks Ago

UNITS 4WEEK AVG SLS

Four Week Average Sales Units

UNITS AVG OH Average On-Hand Units
UNITS IN TRANSIT In-Transit Units

UNITS RCPT Receipt Units

VAR Variance; % Change
WOS Weeks-of-Supply
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