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Adaptive Planning is an on-demand budgeting, forecasting, and reporting application.
Companies use this application to develop a plan, which is a hierarchical structure that models
the operations of the business, for planning future income and expenses, balance sheet, and
cash flow.
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The Implementer is the person or team responsible for creating the company plan with the
Adaptive Planning application.

The Plan Administrator is the person or team who has the ongoing responsibility of maintaining
and modifying the company plan and its data. The administrator may also be part of the
implementation team.

The responsibilities of the implementation team and the administrators include determining:

How the plan is structured, including such things as the subplans and how they roll up into
the corporate plan, and which accounts are to be used for planning.

Who participates in planning and what their responsibilities will be.

What are the plan versions, and which plan will be the working version for all planners.
Examples of plan versions include the 2008 budget; or a reforecast for the second half of the
current year; or a what-if plan for evaluating the effects of a of a business transaction.

When the plan is due.

Plan users , or budget managers, have authority to login to Adaptive Planning, to enter planning
data for those parts of the business for which they are responsible. Some users are responsible
for individual departments, or cost centers, or projects, etc. Other planning managers roll up data
from planners who report to them, in addition to being responsible for their own planning.

This training guide is intended for plan users.

-

A plan is typically composed of a corporate plan and subplans.

Subplans are lower-level plans, representing, for example, functions, business units, or
departments. Subplans can include their own lower-level plans. For example, the Sales plan
may have subplans for each sales region, or the Marketing plan may have subplans for Public
Relations, Advertising, and other departments.

® Note: Throughout this guide, the term “department” will be used interchangeably with
“subplan.”

The corporate plan is the top-level plan. It is a roll-up of all the subplans.

Sheets are the tools planners use to enter planning information. Sheets are organized to hold
logical groups of planning data. For example, an expense sheet is used to enter planning
information for various expense accounts, such as travel or office supply expenses. A personnel
sheet can be used to plan headcount detail.




Planning accounts are in large part the same as those found in the general ledger chart of
accounts; these accounts share the GL names and codes. Only the accounts meaningful to
planners need be used as planning accounts. Accounts in Adaptive Planning are also used in
ways beyond the traditional use of account in a General Ledger. Accounts can be used to display
the results of modeling calculations, as described in Using Modeled Sheets, below. Accounts can
also be used to hold assumptions or key metrics.

When configuring the corporate plan, the administrator defines user access and permissions.
Following are the different ways that user security is created in Adaptive Planning:

Plan Access: Users are granted access to specific departments. For example,
Marketing users would not need access to the Engineering departments.

Sheet and Account Access : Departments are granted access to specific sheets, and to
view or modify specific accounts on those sheets. For example, only the departments
responsible for generating revenue, such as Sales or Professional Services, require
access to the Sales sheet and its associated accounts. However, all departments may
need access to the Expenses sheet and its accounts.

Access to the type of sheet called a “Plan-Independent” is granted to users rather than
departments. Users can then view or modify specific accounts on those plan-
independent sheets, even if they would not otherwise have access to these accounts.

Functionality Access: Users are granted access to specific functionality in the
application by way of the roles they are assigned. For example, some users may not be
involved in planning but would need access to reports. Or, a user might need access to
planning in certain departments, but would not need access to salary-level detail.

What a user will be able to do in the application is determined by the combination of these three
kinds of access granted to that user.
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Following is a list of supported browser versions and platforms for the hosted version of Adaptive
Planning:

1. Internet Explorer version 6.0 Service Pack 2 and above
2. Firefox 3.0.1 on Windows XP Service Pack 3
3. Firefox 3.0.1 on Red Hat Enterprise Linux 5.2 Desktop

To login to a plan, open one of these browsers, go to www.adaptiveplanning.com, and select
Customer Login. Select an edition by clicking on Enterprise, Corporate or Express, as directed
by the administrator.

Adaptive

P anﬂlng Budgeting, Forecasting & Reporting Made Easy

Express p Corporate b Enterprise p

Products Services Community Customers Partners Company

Login with the email address and password provided by the administrator. The administrator may
have created password rules and policies. For example, passwords can be set to expire after a
set number of days, or a user account can become locked after a set number of incorrect entries.

daptive
Planning"
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Password: |

i A i o e A e B e

é Email Address: [

The next screen will be the Home page of the company plan. What is displayed on the Home
page can be chosen by the user (please see the section below, called Default Start Page.)

Adaptive Planning

Home Workflow Sheets Aszsumptions
L' .

Dashboard | Mews and Announcements

Now Available

Welcome to Adaptive PIanninQRelease a.01
i i A i i e s i s e A A B B A e A B B b B B bt b BB B e
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The application functionality is divided into key segments, represented by tabs. The two tabs that
most users will see are Home and Sheets . (There are additional tabs that may be seen by some
users, depending on their level of access.)
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On the Home tab, in the upper right corner, the following is displayed:

<
<: Help | Logout
{.
. version: ENTEEEEINN -
('V
Profile This is a clickable link that presents a screen where the user can update the

password, and set the default start page.

My Profile b

“

$

4

+

Old password: 4

4

New password: :

Verify new password: :

3 4

Start page: News and Announcements <

k|

4

4

A A A R A A, B, A b, e A R b B R A A
Help This opens online Help.

Logout This is where the user can logout of the application.

Users can specify which page of the Adaptive Planning application is displayed upon login (the
start page.) Administrators can set the default start page for other users. Users can also set their
own default start page.

Following are the possible choices for start page, depending on the user’s access:

News and Announcements (available to all users)

Reports (if the user has access to Reporting functionality)

Dashboard (if the user has access to Reporting functionality)

Sheets (if the user has access to one or more subplans)

Workflow (if the user has access to one or more subplans which roll up other subplans)
Admin (if the user has administrative access)

Import (if the user has permission to import data)

Export (if the user has permission to export data)




Old pazsword: |

Mew password: | 4

Verify new password |

Start page: News and Announcements .*’.

Reports
Dashboard
Sheets

If the user has designated a default start page, and that page is no longer available to that user
(e.g. the default start page was Reports, but the user no longer has Reports permissions,) then
the start page is reset to News and Announcements.

News and Announcements refers to news and announcements from Adaptive Planning to its
customers. This is the first page all users see after login, under the Home tab, unless the user
has specified a different default start page. This is a start page choice for all users, regardless of
their permissions.

C -.# (

Default pages can be selected from the following areas of the application:

At the bottom of the News and Announcements page, under Set Your Start Page
Preference

EA A A A S A SR T Y A A AT A A A A A AR

4

To =ee a different =tart page, Set Your Start Page Preference 4

£
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On the Profile page (for non-administrative users), in Set Start Page Preference

Help | Logout

Version: [ENEENENEREIN ~ |

My Profile

Old pagsword:
New passwaord:

Werify new password:

Start page: News and Announcements

B A A
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On the Dashboard Edit Page, under Set as Default Start Page

Workflow Sheets :
y Dashboard @  News and Announcements

4
4
L
Welcome Mary Jansen :
[] set as Defautt Start Page :
Dashboard Layout (*¥) 2 rows x 2 columns () 2 rows x 3 columns :
Header Color gray Iﬂ §

A Ay B A A b, b b e B B A A A b,
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Different versions of a plan can be created by the administrator for different purposes. A version

represents a particular planning scenario, such as the 2008 budget, or a reforecast for 2008
following the first six months of the year.

The administrator determines which version is the default current working version . This version
is displayed in the upper right corner of the Home page.

If more than one version has been made available to users, there will be a drop-down menu of all
available versions.

Budget 2009 Active b

Actuale: Reference
Budget 2007 Locked
Forecast 2007; Locked
Budget 2008: Hidden
Budget 2008 (2): Active

Version:

LY

Users can switch to a different version directly from here.

Next to each version name is shown the version status. The status possibilities are Active and
Locked. Active means that the user can switch to this version and make changes to it. Locked

means that the version is closed and cannot be edited, but it can be used in reports, for variance
analysis, for example.

The word Version is also a link, in the case of multiple versions. Clicking it displays a popup
listing all of the available versions and their descriptions.

ersions

Description

Budget 2007 Locked

Forecast 2007 Locked Re-forecast for 2007 after importing 6 months of
actuals

Budget 2008 Hidden Budget 2008

Budget 2008 (2) Active

Budget 2009 Active

\AAAAAAAAAAAAAAAAAAAAAAAAAAAAMAAAAAAAAAAAAAAA& P .




Go to the Sheets Tab

Adaptive Planning

e —
Home: Workflow Sheets Reports

Overview | Expense | Personnel | Capital | Sake
B e e e N R R A R R

b

Sheets are where users enter planning data. Sheets are similar to spreadsheets in look and feel,
and they follow familiar formats such as revenue, expenses, and the balance sheet. Sheets are
created by administrators, who specify which accounts are included in which sheets.

The Sheets Overview page is open when the Sheets tab is selected, as shown here. The sheet
names are listed down the left side of the Overview page. They are also listed across the top of
every sheet, in the dark blue bar. A sheet can be accessed by clicking on its name, in either
place.

Home Sheets

Workflow Reportz

Overview | Expense | Personnel | Capital | Sales | Locals

Perzonnel
Capital
Sales

Locals
T, e A, e, Ay, A o e, e e, A, e, B e B e A e e e e e e R A R A

A typical user will likely see sheets such as these, which are all explained in sections below:

Overview

Expenses

Personnel

Capital

Sales (if the user is responsible for revenue planning)
Locals

(The Plan Submission section of the Overview page is discussed below, in the Workflow

section.)
”

Plan: Worldwide Sales
Status: & Locked

Note:
.,




At the top right of every sheet (except the Overview sheet,) there is a drop-down menu called the
Plan Selector .

Profile | Help | Logout

EARANAV

Budget 2008 (2): Active

Versiom:

Mktg Communications

¢

< S A A B B B B A e o e A

Here, users can view their subset of the plan structure. This is a hierarchical structure composed
of a top-level corporate plan, and subplans — typically representing the corporate organizational
structure. For the purposes of this document, department is the key organizational unit.

If a user has responsibility for planning only one department, then that department will be
displayed in the plan selector, and there will be no drop-down menu, as shown here:

5
“ ( Plan: Worldwide Sales
S b s

A planner might have responsibility for one or more departments. For example, a Marketing
manager might be responsible for planning both the Advertising and the Public Relations
departments. Both of these departments would be listed in his plan selector, as shown here:

Advertisin [V]

Pu

A different planner might have responsibility for a parent plan, containing child plans (also called
subplans.) For example, the VP of Marketing is responsible for managing and rolling up the plans
of all of the marketing departments. This VP would see something like this in his Plan Selector:

Marketing Comrmunications
Advertising
Public Relations

Product Marketing
Product Marketing, Hand Tools
Product Marketing, Power Tools
Product Documentation

Product Managernent
Praduct Management, Hand Tools
Product Managerment, Power Tools




The entire plan structure, visible to the administrator and any other user who needs to see the
plan for the entire corporation, might look like this:

harketing
harketing Communications
Advertising
Public Relations
Product Marketing
Product Marketing, Hand Tools
Product Marketing, Power Tools
Product Documentation
Product Management
Product Management, Hand Tools
Praduct Management, Power Tools
Warld Wide Operations
World Wide Shipping
Facilities
Corporate Finance
Corporate Planning
Finance
Accounts Payable
Accounts Receivable

\M@u\fa\cwrmg\\\xx««««««a\&&n\n\n\«‘

Planners can use the plan selector to change the plan they are working in. Plans can be
switched from any sheet. The working plan is defined as the plan the planner is currently
working in. When a planner is editing sheets, the name of the working plan always appears in top
right corner.

5"
A plan rollup is the collection of planning information from subplans (e.g. Marketing, as shown

above). As discussed above, the rollup structure is established and maintained by the
administrator.

The Adaptive Planning application automatically rolls up values according to the planning tree.
The values in cells of each account for each time period in the plan are automatically summed as
the values roll up the plan structure, resulting in subtotals and grand totals on the corporate plan.

Any plan with subplans operates in two modes:

View Rollups mode for viewing plan rollups
Edit Plan mode for entering or editing values in the plan itself

The choice between these two modes is presented in the upper left corner of every sheet (when
the chosen plan is a parent plan.) If the chosen plan is not a parent plan, this choice will not be
seen.

Overview | Perzonnel | Crossover Pers.




Continuing the example above:

The VP of Marketing is responsible for overseeing the planning of all expenses for the entire
Marketing organization. The VP has delegated most planning responsibility to other managers.
However, the VP is responsible for planning his own business travel and other expenses. The
Marketing plan is therefore both a rollup of the plans underneath it, and a planning center of its
own. To enter travel expenses at the marketing plan level, the VP must switch the Marketing plan
to Edit Plan mode to enter the estimated travel and expenses for the planning period.

The Marketing parent plan is therefore a rollup of all the subplans, plus expenses planned in
Marketing by the VP.

Planners can switch modes by clicking the View Rollups or Edit Plan radio button top left of any
sheet.

In View Rollups mode, cells cannot be edited. Buttons become inactive and the color of the cell
changes, indicating that cells cannot be edited. However, there are some exceptions to this rule.
Some sheets may be edited at a rollup plan level. Please see the section below, called “Using
Modeled Sheets.”

+ L7 #'7& (-

Most of the time, all data shown, entered, or modified on a sheet will be for the specific
department chosen in the plan selector (the working plan.) For example, if the plan selector says
Marketing, then all data displayed will be for the Marketing department.

However, there are exceptions to this rule, as follows:

1. In some sheets, it may be possible to enter data for all plans that roll up under a parent
plan. For more information on this topic, please see the section below, called “Using
Modeled Sheets.”

2. A sheet can be changed so that it is displays data for one account. In this case,
departments are listed down the left side, and data can be entered in an account for more
than one department. For more information on this topic, please see the section below
called “Entering Data on Sheets/View by Plan Mode.”

Standard sheets display a grid, showing accounts or plans down the side and time periods across
the top. The cells are used for entering numeric values or formulas into accounts.

i Personnel | Capital | Sales !

Accounts Jan-2008 Feb-2008 Mar-2008 Q1-FY03 4
[=1-PL Expense

E%}--Operating Expense p

513300 Payroll & Related r

--8310 Salaries 16,110 16,110 16,110 48,331
8315 Contractors' Wages 4,700 4,700 4,700 14,100 4
--B320 Bonus 4,700 4,700
--8330 Benefits 3,222 3,222 3,222 9,666/ 4
8350 Other Payroll

-8360 Consultants 4
- Total 28,732 24,032 24,032 76,798
[=-8400 Cutside Services 4

i i o B A B aral T EAITITIG, o o i d b d A b b e e b e A




Following are some examples of standard sheets:

Expenses sheets for planning monthly expenses
Business metrics sheets for tracking customer satisfaction, call center response, etc.
Balance sheets and cash flow statements

Modeled sheets are designed to accept inputs from planners, and contain underlying logic for
automatically modeling the results of those inputs.

The most common uses of modeled sheets are:
Personnel sheet: for planning headcount details, and calculating resulting monthly

salaries and related benefits expenses

Capital sheet: for planning capital purchases, and calculating resulting monthly
depreciation expense

Sales sheet: for planning projected sales, and calculating resulting revenue, COGS,
invoicing, and accounts receivable

® For more information on this topic, please see the section below, called Using Modeled
Sheets.

Go to the Assumptions Tab

Adaptive Planning

Plan-independent sheets reside in the Assumptions tab. Plan-independent sheets are standard
or modeled sheets with unique characteristics. Plan-independent sheets are different from other
standard and modeled sheets, because they are assigned to individual users, not to plans.
These sheets, however, display the same data that can be seen on other sheets. The data is just
organized and made available to users differently.

Plan-independent sheets provide a way for users to see and modify data to which they would not
normally have access. These sheets can be particularly useful for allocations. For example,
expenses from the IT department are allocated to all other departments, based on the number of
computers in each department. The IT manager does not have access to enter data in
departments outside of IT. However, using a plan-independent sheet, the IT manager could enter
the number of computers in all departments, and this data could be used to drive the IT
allocation.

Users who are given access to one or more plan-independent sheets see the Assumptions tab. If
a user has no access to any plan-independent sheets, the Assumptions tab will not be visible.

® For more information on this topic, please see the User Guide on Allocations and Plan-
Independent Sheets.




Go to Sheets, Expenses

Home Workflow Sheets % ;
4 |

Overview | EXpenses @ Personnel | Capital

Most accounts on sheets contain data that is entered by a user. There are several ways that
users can enter or edit data on sheets. They include:

Entering values

Entering formulas

Editing rollup values

Copying and pasting from within or outside the application
Splitting one account into many rows of detail

Tagging data with custom dimensions, such as Project

This section covers the way that users view all pages under the Sheets tab, including standard
sheets, modeled sheets, and plan-independent sheets.

In all sheets, groups of accounts or departments (whichever is displayed in rows on the left side
of the sheet) can be opened and closed by clicking on the plus and minus signs next to rollups.

.

Accounts

[=-Cperational Expenses

- ----- Telephone
- ----- Internet

~ A.AAAOLhif H% .

+ "

Adaptive Planning is built on a relational database. The key elements that each database record
must contain are plan (department), account, and time period.

Each standard and plan-independent sheet displays rows, representing accounts. Planners see
only the accounts they have been given permission to edit or view (in the case of read-only
accounts.) Many of the planning accounts are the same as those found in the general ledger
chart of accounts. Some accounts may have sub-accounts. For example, the Utilities account
may have Phone, Internet, and Electric sub-accounts. The accounts and sub-accounts are
managed by the administrator.




Within sheets, planning data is entered in a specific time period, in an account. Each piece of
data is also associated with a department and a version, as shown in the upper right corner of the
sheet.

Version: | Budget 2008 (2): Active

<
<
l . = z > Plan: Advertising A
XV fr | Time Period 4 CIﬁL‘
Accounts \‘(Jan-ZDDB Feb-2005 Mar-Z0uis LJL-F T ‘ -
[=-PL Expense
fi}-Operating Expense E
[=J-B300 Payral & Related
16,110 16,110 16,110 48,331§
8315 Contractars' Wages 4,700 4,700 4,700 14,100
@320 Banus 4,700 4,?DDE
@330 Benefits R R 3,222 9,666
:--8350 Other Payroll
%----8360 Consultants Account = oas E
AAAA\A:‘XE’:}JMAAAA‘\AAAAAAAMMZB'TSZ T s P 25 7 AT‘B.IQAE

Multiple lines, called splits, can be created within an account. A split provides a useful way for
planners to enter additional detail or supporting calculations within accounts.

Split Example:
B--Utilities
: é]---Telepthe b,
;----Landlines 50 =0
%----Cell Phones 23 04
'\‘\AA Tk ““*444432 -\-ﬁéiéq -

In another example, a marketing manager may have many different factors that affect Travel
expense. These might include travel related to trade shows, seminars, speaking opportunities,
training, etc. Using splits, this manager can create as many lines as necessary within the travel
account, detailing all of these different travel spending plans. These splits will add up to the total
travel budget for his department. This makes it easy for planners to document their planning
assumptions within the plan itself.

Splits roll up to a specific account. A user can enter any number of splits within an account, but
splits cannot be added to splits. Splits can be deleted and renamed, but not reordered. Splits
can be viewed by any user with access to this plan, but will not appear in the rolled-up corporate
plan. (So, for example, the manager’'s VP who has access to this plan will be able to see these
splits, but they will not be seen in the total corporate rollup.)

Splits can be added, deleted, or modified using buttons in the tool bar, or right-click commands,
as described below, in the section called “Sheet Tool Bar, Menus, Formatting, and Messages.”
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The default view of a sheet, as described above, has accounts down the left side. This is called
View by Account mode. All data entered on the sheet resides in one department, the one
displayed in the plan selector. A sheet can be changed so that it has a plan tree down the side,
and an account selector in the upper right corner. This is called View by Plan mode.

!

In any standard sheet or plan-independent sheet in View by Account mode, right-click anywhere
on the left-most column, the account tree, to access the View by Plan choice.

KV fx | 4
Accounts Jan-2005 4
=-PL Expense

i<

= 16,110
: ctors' W@ 4, 7004
~-8320 Bonus 4,700

8330 Benefits 3,222/4
© . 1.8350 Other Payroll
A L ACACA The e B A, A A A A A A

The option is available whenever the plan selector is shown in the upper right corner.

Plam; | Engineering Vl i

If selected, the View by Plan option changes the sheet so it has a plan tree down the side and an
account selector in the upper right corner, where the plan selector used to be.

@:Dunt:w Salary b
Benefits 1
Rent
|tilities
PiRE W
Flans Jan-Z00a Fet: Telephone
T %) Internet
|E|--M!<tg Communications - Garbage W
S-Mkhg Communicabions (Only) 11,750/  TTAAARAs
is----.f\dvertising 4,700 4,700 ;
;----Public Relations
© Total 16,450 16,4502
R e R e T T i, A e A 0 0 A A A

The account shown in the account selector is the account selected when the user
right-clicked and chose View by Plan. The plan tree down the side lists the plans
originally visible in the plan selector dropdown. Any plan from which the current account
has been explicitly hidden will not be included in this view.




If the currently selected account is read-only on this sheet, then it will be shown as read-
only in View by Plan mode, but only for those plans where the account is read-only. That
is, if the account is read-only on this sheet for all plans, then a View by Plan mode of the
sheet will render the entire sheet as grey and read-only. However, if this account is read-
only for only some plans, then only those plans' rows on the View by Plan mode sheet
will be grayed out and read-only; the others will be editable.

Dimension columns appear on a View by Plan sheet if they appear on the account view
of the sheet. For more information on this topic, please see the section below, called
Dimensions.

Any standard or plan-independent sheet may be configured (by the administrator) so that
it always opens in View by Plan mode.

@® Note: When viewing a sheet with only one account in View By Plan mode, the View By

(

Account option will not appear on the right-click menu.

Notes for advanced users or administrators:

If the currently selected account is a rollup account, a modeled account, or a metric
account , the View by Plan mode of the sheet will be completely grey and read-only.
Grayed-out cells on a View by Plan sheet do not allow splits to be created or deleted.
The only functionality allowed on a View by Plan sheet which is entirely grayed-out are
Cell Explorer, copy a value or formula, and switch back to View by Account mode.

If the currently selected account is an assumption , it is shown as read-only for all rows
of the View by Plan mode sheet, except for the corporate plan row (if present). If the
corporate plan row is shown, the assumption is editable on that row, and the values are
the same for all rows.

A View by Plan mode sheet is not generally intended for use in multicurrency situations
(that is, in situations where the plans being shown on the sheet are in different currencies
and the account is a currency account.) However, a sheet in View by Plan mode can be
used in this situation. For more information on this topic, please see the User Guide for
International Users and Planning in Multiple Currencies.

8 'l "

Splits appear on a sheet in View by Plan mode, under the plan to which the splits belong.

Plans Jan-2003 Feb-2003
—-fkkg Communications
MkJ:g Communications {Cnly) L Splits
%---.ﬁ.dvertising / L,
 |-cell Phares 25 25@
~Landlines 50 50
- Total 75 75 :
§>----F'ul:|li|: Relations r
\Akj&lﬂlk-&AAAAa\A&A ENE N LT-LS CAE— Ji!

Users with edit access to a sheet in View by Plan mode can add or delete splits; the splits will be
modified or added on the account being edited, on the plan to which the user made changes.




When a sheet is in View by Plan mode, right-click anywhere on the left-most column, the plan
tree, to access the View by Account choice.

Flans Jan-2008

[=J-1kkg Com
Mkl:g ;] Right Click L‘Ih’]‘
;----P.dvertising ‘b
%----F‘ublic Felations

“Total
LAAAAAAAALAALALASSSLLSAS

Choosing this option returns the sheet to View by Account mode, with accounts down the left side
and plans in a plan selector in the corner.

The plan shown in the plan selector is the plan selected when the user right-clicked and chose
View by Account. When the sheet changes views back to View by Account, it will look as though
the user had selected this plan from the plan-selector dropdown.

Once a sheet is saved and closed, when it is reopened it will be in the view mode it was in when
saved. However, if a sheet is closed without saving, it will always reopen in View by Account
mode, even if it was last in View by Plan mode.

® Note: When viewing a sheet with only one plan in View By Account mode, the View By Plan
option will not appear on the right-click menu.
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Not all cells can be edited. The cells are color coded to indicate whether data can be added to a
particular cell.

Accounks Jan-2009 Feb-2009 Mar-2009 Q1-Fy09
—-3300 Payroll & Related
E ?----8310 Salaries 30,431 30,431 30,431 Q1,293
?----8315 Caonkrackars' Wages 6,250 6,230 6,250 18,750/%
8320 Bonus :
¢ +-B330 Benefits f, 0E6 6,056 6,036 18,259
AAAAL:NNWHSA&4.4.4;4.&k&&.ﬁkk-\thkth&.t&.tttt#

White: Cellis in a specific time period, and can be edited
Green: Cellis in a rollup time period, and can be edited
Grey: Cell cannot be edited

A cell may be grey for the following reasons:

The account is read-only on this sheet for this user
The account is a rollup of accounts or plans

Users can enter data directly into an editable cell, in the following ways:
Enter values: Numeric values can be entered directly into a cell

Enter formulas: Formulas allow the calculation of numeric values in cells. Formulas
can be entered in editable cells except those containing dates, text, and list boxes. A
formula can be entered directly into the selected cell, from the cell edit box at the top of
the sheet, or by using the Formula Assistant.

P R L Y Y Y NN PNy

¥ W fx |=ACCT.Total_Salary 3

R

The Formula Assistant helps planners construct syntactically correct formulas. It is
used primarily for inserting valid accounts, assumptions, qualifiers, and functions into a
formula. It can be accessed by clicking on the icon to the left of the cell edit box, or via

the right-click menu.
\ * v@|=ACCT.Tntal_5alary;

@® For more information on this topic, please see the User Guide on Formulas.

Copy Forward : The Copy Forward command, accessible by a mouse right-click,
provides the opportunity to copy the contents of the selected cell into future periods of
time. Numeric values or formulas can be copied forward from any cell that can be edited.
Copy Forward is not a choice for cells that roll up data or time periods.

This command copies to the right the value or formula in the rightmost-selected cell, into
all cells of equivalent time granularity (e.g. months or quarters.) If there are multiple rows
in the selection, copy forward is performed on all editable rows in the selection (ignoring
any read-only or blank rows.)




Copy Forward has a sub-menu, with the choices of Copy Value to End, or Advanced.
Copy Value to End means that the values will be copied into all appropriate cells through
the end of the version’s time periods. Advanced Copy Forward provides the opportunity
to enter a different value than what is in the rightmost-selected cell. It also allows the
user to choose to copy through the end of the version’s time periods (plan,) or through
the end of the quarter or year. There is a choice to increment or decrement by a value or
a percentage, and then to stop when the incremented or decremented value is zero.

B L Y R R LR R

Clear

Copy Forward Copy Yalue To End
N o Adwvanced. ..

Advanced Copy Forward

Yalue: |D

Copy Until: |Plan |+ || |Increment  » | By: | | |Pct v| Stop at 0: [[]

5
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Editing a time period rollup (e.g. Q1) is quick way to update totals and redistribute the new total
among time periods (e.g. Jan, Feb, Mar.) A time period rollup can be edited if the user has edit
access to the account.

Accounts Jan-2003 Feb-2005 Mar-2003 | Q1-FYo3 Apr-2003 May-2008 | 4
[=I-PL Expense
. =-Operating Expense 4
28300 Payroll & Related *
16,110 16,110 48,331 16,110 16,110
4,700 4,700 (_14,100D i
4,700 Time Period Rollup
3,222 3,222 3,666 3,222 3,222 &
o, o, B e T e, e e, o, e, A, e, e e, o, o A, 2

A value can be keyed into a cell in a time period rollup. Hitting Enter (or clicking on the green
check mark in the upper right corner of the sheet) will cause the following dialogue box to be
presented:

Breakback Time Rollup ¥alue rz|

How ko breakback the value S0007
(%) Breakback propartionally

() Breakback propartionally using prior vear

() Breakback evenly

() 445 () 454 () 544

[ Apply H Cancel ]




Breakback refers to spreading a value entered in a time rollup back to the months that make up
that time rollup. E.g. a value entered into Q1 can be spread evenly or proportionally into the three
months of that quarter, or evenly across the months, or in a pattern such as 4-4-5. 4-4-5 pattern
refers to the number of weeks in the months within a quarter. The first month of the quarter has
four weeks, the second month has four weeks, and the third month has five weeks. Other
choices include 4-5-4, and 5-4-4.

The option to “breakback proportionally using prior year” is available except in the first quarter or
the year of the plan year.

A similar dialogue box can be accessed by right-clicking on a cell in the rollup time period, and
choosing Adjust. This opens the Adjust Values dialogue box. Here, the selected value can be
spread into the months in proportion to the existing values, or can be spread evenly, can be
increased or decreased by an amount or a percentage. Adjust can be performed on a single cell,

or on a time period rollup.
Adjust Yalues @

Howw dio o wish bo adjusk
(%) Change proportionally by
() Change ewenly by

O |Iner v | by Pt

[ Apply H Cancel ]
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Users can copy (or cut) and paste arbitrary blocks of cells into, out of, or within the application.
The Copy, Cut, and Paste functions can be accessed from the Tool Bar, the right-click menu, or
the standard Ctrl-C, Ctrl-X, and Ctrl-V commands.

1. Users can copy one or more rows of data at once, for pasting into Excel or other
applications. (If a formula is copied, it will be the formula, not the result of the formula,
that is pasted. Use the right-click Copy Value function to copy the value from the cell
instead of the formula.)

2. One or more rows of data or formulas can be copied from Excel and pasted into Adaptive
Planning.

3. Blocks of data can be copied from Adaptive Planning and pasted elsewhere in Adaptive
Planning.

( ""#, "I$

Users can select a block of cells by using the mouse while holding the button down, thereby
selecting a rectangle of cells. A single click on a cell will select only that cell.

For purposes of the explanations below, the live cell is the one cell in a selection which is live for
keyboard entry purposes. If a user selects a large block of cells and types a number (e.g. "2"),
the number typed is placed only in the live cell. The rest of the selection is not affected, and

remalns SeleCted' TIL,790 LETR L T30 L1, 100 T I0n .
i . 4
Selected Cells ¢
. [=-Telephane / 4
- Cell Phones 4 25 L/ 25

 Landines V" 50 gj 150 se)

- Total 7 75 50 50 175 5
- dnkernet Live Cell <

\AA»QQ?{%IQAAA e R R R e R L L R E L LY NN




Column headers or row headers cannot be selected

$ll
To trigger the copy function, the CTRL-C key combination can be used, as well as the Copy icon
in the Tool Bar, or the right-click Copy or Copy Values options.

When columns or rows are collapsed , CTRL-C (or the other copy commands) copies the
underlying columns and/or rows, and acts as though the area being copied was fully expanded
both vertically and horizontally, even if it is not.

For example, a user is in a standard sheet and collapses all the months and quarters so that only
the year rollups are visible as columns. He then copies a block of cells. The clipboard will
include the data from all the months that are inside the selected years, and will not contain
columns for the year rollups themselves.

In another example, the user has collapsed the dimension columns on a sales sheet. He then
selects a block covering that area. The hidden dimension values are included in the copy, and
the visible "..." column is not. (The Printable View feature shows the data collapsed in the way
that it is currently displayed on the screen.)

Similarly, the paste command inserts data into all cells in the range, regardless of whether they
are visible or collapsed.

To trigger the paste function, the CTRL-V key combination can be used, as well as the Paste icon
in the Tool Bar, or the right-click Paste option.

Pasting into Adaptive Planning does different things depending on the area currently selected to
receive the paste:

1. When a single cell is selected, CTRL-V (or the other paste commands) pastes the entire
contents of the clipboard starting at that cell, overwriting downward and/or rightward as
needed. If a particular clipboard entry is numeric, it is pasted as a number; if it is text, it is
pasted as a formula. Pasting when a single cell is selected also behaves differently
depending on what sheet a user is in:

® If pasting would extend into a rollup row or a read-only row, or would extend
beyond the bottom of the sheet, then CTRL-V pastes only where it is possible to
do so, and discards remaining data. Paste does not extend into the rollup or
read-only row. For example, a user copies four rows of data in Excel and tries to
paste it into a three-row standard sheet. Only the first three rows of the sheet are
replaced with the first three rows of Excel data; the fourth row of Excel data is
ignored.

® If the user is currently in a sales or personnel sheet, and the clipboard contents
would extend beyond the bottom of the sheet, then rows are added with the
additional content.

2. When a range is selected, CTRL-V pastes the top left rectangle of the clipboard data into
the selected range, overwriting the selected range.

® Pasting into a read-only row is not possible.

In general, paste skips time rollup columns (time rollup columns on a sales sheet are treated as
though they were fully expanded, even if they are not.)




When pasting into a cell that has a dropdown menu of possible values, the paste must be a valid
selection for the menu.

If the clipboard contents are too small to fill the current grid selection, the clipboard contents will
be pasted as far as they will go, and the rest of the selection will be left unchanged.

9"7

~—~
1

"%

A toolbar is displayed at the top of sheet, for fast access to sheet functions. Toolbar buttons are
listed below.

Clear All Edits Erases all edits since the last Save.

Save Saves the sheet.

Printable View Generates an Excel view of the sheet (more on this,
below.)

Refresh Sheet Reloads the sheet as last saved from the server. Similar

to Clear All Edits.

Copy Copies currently selected cell(s) contents to clipboard,
copying any formulas as a formula (not as a value.)

k.
H B OO

Cut Copies currently selected cell(s) contents to clipboard,
copying any formulas as a formula (not as a value);
erases current contents of cell if possible.

Paste Pastes current clipboard value(s) over currently selected
cell(s).
Add Split/Row Add new split (standard sheets); or add new row (all

other sheets.)

Delete Split/Row Deletes selected split (standard sheets); or deletes
selected row (all other sheets.)

Rename Split Opens Rename Split dialogue box.




Cell Explorer Opens Cell Explorer browser window for selected cell.

Preferences Opens sheet preferences dialogue box.
1 8"
Every sheet has a Printable View icon in the Tool Bar.
3

This can be used to send the contents of the entire sheet, as it is shown on the screen, to Excel.
This can be useful for formatting the sheet contents in different ways, or including the data in
monthly reports outside of Adaptive Planning, etc.

@ Note: All data will be values. Formulas are not sent to Excel.

XV fx | 4
Accounts Jan-2005 Feb-2005 Mar-2003 4
[=1-PL Expense 4
é}--Operating Expense
8300 Payroll & Related p
. -B310 Salaries 35,243 35,243 35,243 €
3315 Contractors' Wages 16,450 16,450 16,450
3320 Bonus 4,700 4
8330 Benefits 7,049 7,049 7,049
3350 Other Payroll 4
8360 Consultants 4
Total 5 Meredith Bay at SmithCo3
P WP PN
6 |Sheet:
7 Plan:
8 Accounts Jan-2008 Feb-2008 Mar-2008
9 PL Expense
10 Operating Expense
1 8300 Payroll & Related
12 8310 Salaries 35,243 35,243 35,243
13 8315 Contractors’ Wages 16,450 16,450 16,450
14 8320 Bonus 4,700
15 8330 Benefits 7,049 7.049 7,049
16 8350 Other Payroll
17 8360 Consultants 0 0 0
18 Total 63,441 58.741 58,741
St et o s e e e i e b
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In standard and plan-independent sheets, clicking on the Preferences icon in the Tool Bar opens
a dialogue box called Edit Preferences.

Here, users can configure which time periods are displayed on the sheet.
Edit Preferences g|

2004
Manths Qkrs ‘ears
2005

Months Gtrs Years
2006

Months Qkrs ‘ears
2007

Months GQtrs Years
2008

Months Gtrs Years

[ Apply H Cancel ]

Any combination of months, quarters, and years can be displayed on a sheet. The choice made
here applies to this sheet only, but will apply regardless of which plan is viewed from this sheet.

The settings also apply to every version, even if some version has a different set of years than
the others.

For example, a user is viewing the Budget 2005 version, which runs from 2004 to 2006, then
switches to the Budget 2008 version, which runs from 2006 to 2008. The column settings chosen
in the first version for 2006 would be in place for 2006 in the second version. In the second
version, years 2007 and 2008 would be viewed using the default sheet settings. Then, if column
settings are changed while in Budget 2008, column preferences can be set for 2007 and 2008,
but these are ignored if the user switches back to Budget 2005.

17



$ &

Several functions available on sheets apply to the currently selected cell or range of cells. These
functions are available via right-click. Some of these functions are also available as toolbar

buttons.

The right-click menu contains the following items. Some of these items may or may not be
included, depending on the type of sheet and the cell that was selected. For example, selecting a
cell that is a rollup of accounts will result in a more limited menu.

Cut

Copy

Copy Values

Paste

Clear

Copy Forward

Formula Assistant

Zutk Chrl+3

Copy Chrl+iC | Add Row
Copy Yalues | Copy Row
Paste Chrl+y | Delete Fow
Clear . Split Riow
Copy Forward d Row Details
Formula Assistant

Preferences
add Split
Adjust
Explare Cel
Add Mote
Preferences

Copies currently selected cell(s) contents to clipboard, copying any formulas
as a formula (not a value); erases current contents of cell if possible

Copies currently selected cell(s) contents to clipboard, copying any formulas
as a formula (not a value)

Copies currently selected cell(s) contents to clipboard, copying any formulas
as their values (not a formula)

Pastes current clipboard value(s) over currently selected cell(s)

Same as Cut, without the copy part; erases currently selected cell(s) content
if possible

Provides the opportunity to copy the contents of the selected cell into future
periods of time. For more information, please see the section above, called
“Editing a Cell.”

Opens the Formula Assistant. Same as clicking on Formula Assistant icon

next to the cell edit bar. For more information on this topic, please see the
User Guide on Formulas.

E O




Add Split/Row

Edit/Rename Split

Copy Split/Row

Adjust

Explore Cell

Add Note

Preferences

Row Details

Explain Choices

Add a split (standard sheets) or a row (all other sheets) to the account.
Shown on menu only if selected cell is in an account that can be edited.
Newly-added rows are added in the location of the current selection (moving
the current selection rows down.)

Edit or rename a split (standard sheets). Shown on menu only if selected
cell is in a split in an account that can be edited. Opens a Rename dialogue
box.

Copies splits (standard sheets) or rows (all other sheets) contained in the
selection. A confirmation dialogue will be presented.

Opens the Adjust Values dialogue box. Adjust can be performed on a
single cell, or on a time period rollup, or on an account rollup. For more
information, please see the section above, called “Editing a Cell.”

Opens Cell Explorer browser window for selected cell. For more
information, please see the section below, called “Cell Explorer.”

Add a note to the selected cell. For more information, please see the
section below, called “Cell Notes.”

Opens the sheet Preferences dialogue. Same as clicking on the
Preferences icon in the tool bar.

Available only on modeled sheets that contain calculated accounts. Results
in the opening of a separate popup window, which displays calculated
details for the selected row. For more information, please see the section
below, called “Using Modeled Sheets.”

Available only on modeled sheets that contain at least one lookup table.
Contains a submenu, which contains the name of each lookup table
associated with the column. Choosing a lookup table from this submenu
results in the opening of a separate popup window, displaying the contents
of that lookup table. For more information, please see the section below,
called “Using Modeled Sheets.”
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When working in sheets, the following keyboard shortcut keys are available.

If the function to

which the shortcut refers (e.g. Paste) is not available for the selected cell(s) for some reason (e.g.
the cell is read-only,) then the keyboard shortcut is ignored.

Keyboard

Shortcut Action

For More Information

Ctrl-C
Ctrl-C
Ctrl-X

$

Begin a formula

Copy

Paste

Cut

See the User Guide on Formulas

Copy and Paste, above

Copy and Paste, above

Copy and Paste, above

On all sheets, cell decorations and highlights provide additional information about each cell.
Following is a list of these cell decorations.

B N T

Information Type of Decoration
1. Read-only cells Grey background
2. Cell contains formula Blue triangle in lower right corner
3. Cell has been modified since last save Blue foreground
4. Actuals cells Green font
5. Rollup row totals Bold text
6. Cell refers to invalid cell Red font
7. Cellis invalid Red background
8. Cellincludes a note Red triangle in upper right corner
Accounts Dec-2007 Q4-FY07 Fi2007 Jan-2008 Feb-2003 Mar-2005 QL-FY0E |4
=-8400 Outside Services @_:*
@410 External Training 7 3\' 0§
3450 Okher Outside Services 300 400 FO0S
~Tokal 300 400 1‘\ 700
[=-8500 Supplies & Office Equipment \.../ B
--B520 Misc Office Equip 2,000 2,000
--8510 Supplies Emie) 7,805 4,734 229 225 225 G735
- Takal 2,519 7,505 8,734 2,225 225 225‘, "\2,575
E—}-BSDD COverhead 4\ k5} ke
LiJ--BBID Equip Maintenance k,_/ —~
+-8810_01 Maink from Ppds Current 3,000 22,166 83,913 (Z) |
- 8810_02 Maint From Ppds Prior — [
o Takal 8,000 22,166 85913
i, s b, o, ot i, e, iy oty o, o, i, e, o, i, e A, i, A, A, g, Ay, i e, Ny, A, A, Sy, Ay, A A, Ay Ay ol Al A A A A A A e e S b b

=}-5900 Allacations

Sttt e e e e e )

i-G001 IT Allocation Qut
BI02 IT Allocation In
G903 GRA Alloc Out
5904 Gad Alloc Tn

Ay

Ay ( 81‘|

Ay o1 e0e) 4
any -97,770
Ay z
AR R R RN .
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Hovering over a cell will cause a tip to appear, if any of the following conditions are true in that
cell:

Cell is invalid; reason is displayed in tip, e.g. this formula contains an invalid account.

Cell is locked due to a row-based lock reason; reason is displayed in tip, e.g. the account
has been marked as locked on this sheet.

If more than one of these conditions is present, the tip will contain all applicable messages.

=} Lltilities
; - ----- Telephone

----- Internet
- Other Utils

P PPN

Irevalid Farmula synkax

$ "

Notes can be added, edited, and removed in cells on sheets.

( $

One note can be added to a cell in an editable account. If the account is editable, notes can be
added to splits, time period rollup cells, and plan rollup cells. Notes cannot be added to cells in
columns displaying dimensions, or plan names (in modeled sheets.)

To add a note, go to a sheet and choose a cell in an editable account. Right-click on the cell, and
select Add Note from the popup menu.

Expenses -
4
4
4
® ¥ fr [15000 . 4 _
Cuk Chrl+
Accounts Mar-2009 Apr-20 ]
(S Copy Chrl+iZ )
E]"Plj Expense | CopyValues
[=+-Operating Expense |
[+-8300 Payrall & Related E  Cloar
=-8400 Outside Services | I
8410 External Training 15 Copy Formard ’

450 Other Oukside Services 75| Formula Assistant
..... Tokal gl],_
[=1-3500 Supplies & Cffice Equipment Add Splt
8520 Misc Office Equip I adjust

Cell

\AAA&AM&AAAMAAQ‘»&A%A&AWW: [
|

l Preferences

The note can be entered in the box, which can be resized. Notes are limited to approximately
4,000 characters.

H T | I i i ;
@--8‘_}00 Outside Services | | | |

-8410 External Training 15,000(Unusually high expense due tu....|
- 8450 Other Outside Services 75,000
“Tokal 90,000

é--SSDD Supplies & Office Equipment:

S..8520 Misc Office Equip
v o A, B, o, b, g, Ay o, My, e, oy, Ay, A, Ao, B, A, A B, e A e e e R, R e R A A e b R b A
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Clicking away from the box attaches the note to the cell. The cell will now display a red triangle in
the upper right corner, indicating that a note has been attached.

é 6,115 6,1
{ N
§ ( 15000 ) 15
{ S50 7,
% 90,000 ap,

The note is saved when the sheet is saved. Only the last saved copy of a note is stored
(although changes to the note are stored in Audit Trail.)

!

g
Hover the mouse over a red triangle to view (but not edit) the note, along with information

regarding who wrote it and when it was written. When the mouse moves away, the note
disappears.

B, IS B IS B, TS 5,115 TP 8] &, .

15,000] Hote was last updated by Adaptive Planning on Dec 4, 2008:
75,000 nusually hinh expense due to..

90,000

T
Cell Explorer displays the contents of a note when the cell is explored.

Explore Cell

Account: 8410 External Training
Code; 2410_Ext_Training
Type: Expenze
Rolls up to:2400 Qutside Services

HR
Rollz up to:US G&A

Month: 4 Jan 2009 |

Note: Unuzually high expense due to...

I P o B A e
"

To edit a note, right click on a cell with a red triangle, and select Edit Note from the popup menu.
The header information (who wrote it and when) is not changeable. The body of the note can be

modified if the background color is yellow. If the note is not editable, the background color will be
the same gray as the note’s header.

| | | | <
15,000| Hote was last updated by Adaptive Planning on Dec 4, 2008: b
75,o00{Unusually high expense due 10...|

90,000

Body of this note can be edited

ottt ot bt e b b b b e
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Clicking away from the box attaches the note to the cell. The note is saved when the sheet is
saved.

2-"$ 8' + "

If a user has access to a cell, the user also has access to view the corresponding cell notes.
(When a cell is read-only, the cell note can be viewed but not edited.) If a user can edit a cell, the
note can also be edited. The cell notes are similar to the account data, in that users can see their
entries as well as the entries made by others.

" $ll :ll
When an account is split for the first time, the note and the value in the account are moved to the
split.

When right-clicking on a cell and choosing Copy Forward , Copy Value to End will copy the value
or formula to the end, but not the note. However, choosing Copy Forward, Advanced provides an
opportunity to include the note in the copy forward. (This option is not presented if the cell has no
note.)

Advanced Copy Forward fg|
Yalue: |15 |
Copy Until: |Plan v| |Increment vl By: | | |Pct v| Stop at 0: []

57 "

There are two ways to delete a note from a cell. Right-click on the cell and select Remove Note.
Or, right-click on the cell and select Edit Note. Then, clear the body of the note and click away to
update the note. When a note is removed from a cell, the red note indicator is also removed.

(

On the Sheets Overview page, there is a clickable link in the upper right corner, called Search
Cell Notes.

Version: | Rebudget 2008: Active % |

i  Sales Summary =

Plan: | Corperate Plan

Search Cell Notes
b b

Clicking on this link takes the user to the Search Cell Notes page.

Search Cell Notes

Find cellz with notes that match the following criteria:

Note:

|
Account: | ~ | Search: | |O."
Last Edited By:

Time Range: | v|m| v|

%AAAAAAAA«A«A«A«A«A»A4444444‘4.4.4;444
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This search page, like sheets, has a version selector in the upper right corner. Changing the

version here also changes the version elsewhere in the model — on sheets, on the Formulas tab,
etc. Note Search returns notes matching the search criteria only in the version selected here.

( - & n
Text and/or values can be entered in the input box, and are not case-sensitive. An account
selector, plan selector, user selector, and time range selectors can be used to narrow the search

criteria. The account and plan selectors behave in the same fashion as these selectors in the
Formula Assistant, including the ability to search for an account or plan.

The account selector lists all accounts in the company, and the plan selector includes all plans
to which the user has access (including plans available to the user on shared global sheets.) The
user selector includes all users in the company, sorted alphabetically.

The date range selectors include every month, quarter and year from the start of plan to the end
of plan of the selected version. Leaving one of the date entries blank implies the start or end of
the version.

If all search options are left blank, then all cell notes in the selected version are displayed.

( -5
After the search criteria are entered and the Search button clicked, search results are displayed

on the same page. The results of the search are shown in a table with the following columns:
Account, Account Split, Plan, Time and Note. There is also a clickable link to Cell Explorer.

Search Cell Notes

Find cellz with notes that match the following criteria:

Mote: |unu5uaHy |

Account: | v | search:| |
Plan: | | Search: | |
Last Edited By:

Time Range: | ¥|to] v

Account

Account Split

G‘ 8410 External Training (8410_Ext_Training}

S e b b e b b i o b e e ol A ol e ol A A A A s A o A A e e

Each note is displayed as a row in the table. Each column header is a clickable link, which can
be used to sort the search result in alphabetical order.

The Cell explorer Clickable icon is displayed if the note is in a cell that can be explored (not a
time period rollup.) Clicking on the icon opens Cell Explorer for the cell where the note resides.
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Cell notes are available in both View By Plan and View By Account sheet modes.
Printable view does not contain notes.

Notes are version specific. One note can be added to a cell per version.

When the end-date of a version is pushed forward, notes are not copied forward.

If a cell is displayed on multiple sheets, the same cell value and note is displayed on all
those sheets.

Notes cannot be imported, but any existing cell notes will not be changed due to an
import. Cell notes can be changed only on sheets.

-

Sheet Notes allow a user to add a note to a sheet and save it with that sheet for later viewing.
Sheet notes can be used, for example, to provide explanations for unusual numbers (e.g.
“Advertising expense in August is high due to the Chicago trade show. “)

Each sheet may have multiple notes, but notes are associated with the sheet, not with the user.
Therefore, the notes are not private, in the sense that multiple users can see the same notes.
After a user makes notes on a sheet, any other user who has access to that sheet (at that plan
level or at a plan rollup level) will see and be able to edit the same notes. For example, a note
that the Advertising manager adds to the Expenses sheet will be seen by his manager, by the VP
of Marketing, and by any user with access to the total company plan.

Each note is stamped with the last updated date and user name.

Managers responsible for many departments rolling up together will be able to see all notes for a
sheet from all subplans, in one place. An example of how this would be useful: one manager
notes “Assuming the merger.” Another notes “Assuming no merger.” The manager viewing the
rollup of both will see both these conflicting notes in one convenient place.

The Notes section can be found at the bottom left of any sheet, as shown here:

‘-.-"iew All Notes z
4

\kAk‘x&A&kﬁkk&th

1. Notes are unique to a sheet within a plan.
2. One note is available per sheet.

3. Notes on a sheet can be edited by any user with edit access to that sheet (at that plan
level or at a plan rollup level.) To edit, a user can delete or add free-form text to the
notes box.

4. Length of note is long, approximately 4,000 characters.

5. Three lines of text are visible at one time. Scroll 4]

capability for the text box is available if text character ExpandfCollapse_
length is longer than the three lines. Notes

6. The note box can be shown or hidden (expanded or -&——-""_f‘-_
collapsed). Nutes View All Motes




7. A new note can be added to a sheet that previously had none.

8. Each note, when saved, will be stamped with the last updated date and user name. (The
stamp is in the time zone of the server.)

9. Notes are version-specific.

10. When a version is copied (e.g. create a Forecast from a Budget), the notes will copy with
it.

11. Notes can be printed.
12. Notes can be viewed and printed at the rollup level.
13. In the Printable View of a sheet, the note is included at the bottom.

8" " #"T(!
Clicking on View All Notes opens a popup window, where a rollup of all subplan notes can be

viewed and printed.

ol il e ol ol ol o, o

If the user is currently viewing a subplan that does not rollup other subplans, this View All Notes
link will not be available. Only if the user is viewing a plan with subplans will this link be shown.

View Notes

E XY 2

1 (mEm o Er—

Plan Note
Corporate Plan Expenses Sheet Mote ForBudget 2005 Yersion-Carporate Plan p
+
Marketing Expenses Sheet Mote ForBudget 2005 Yersion-Marketing Plan ;
L
Marketing - $
Communicatians P
advertising Expenses Sheet Note ForBudget 2005 Yersion-adwvertising Plan f

R N N N W W N N N W N N W W N N A S W N N N W A AR W NP AP WP WP P A AP A A P P

In the upper left corner of the View Notes window is a Sheet Selector drop-down list. The drop-
down will default to the sheet the user was in when the View All Notes link was clicked. The
drop-down will also include the names of other sheets available to this user in this plan (except
for Assumptions or Locals.)

View Notes

VYV YW:

Marketing

Plan Note
Marketing Expenses Sheet Note ForBudget 2005 Version-Mag
<4
. «
Marketing = P
Communications f

Advertising  Expenses Sheet Mote ForBudget 2005 Version-Ady
B N N N N S N A N N N
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The Plan Selector drop-down list is located on the top right in of the View Notes window. The
drop-down default is to the plan that was selected on the sheet when the View All Notes link was
clicked. The plan drop-down also includes the names of the other plans to which the user has
access.

; - =
Plan-independent sheets have sheet notes, just as other standard sheets do. Unlike other
standard sheets, however, there is not a different note for each plan's instance of the sheet. In
other words, there is only one sheet note per plan-independent sheet. Any user who can view a
plan-independent sheet can view its sheet note. Any user who can edit a plan-independent sheet
can edit its sheet note.

17 "

Dimensions are optional identifiers that can be used to tag and sort data on sheets, in ways
beyond department and account. They are established by the administrator, who also
determines where they will be used. Examples of using dimensions include tagging personnel by
job title, or sales by product, or expenses by project. Please see the section below, called “Using
Modeled Sheets,” for examples of dimensions on modeled sheets.

#

On standard and plan-independent sheets, dimension values can be assigned to splits (multiple
lines created within any given account on the same sheet.) Dimensions cannot be assigned to
un-split sheet rows.

Since splits cannot be viewed in View Rollup mode, be sure the sheet is in Edit Plan mode. Any
plan that is not a parent plan will automatically be in the Edit Plan mode. If the user is in a parent
plan, click on the Edit Plan radio button in the upper left corner.

|
@ View Rollups € Edik Plan |
|

The dimension columns available to this sheet (if any) will appear only when the sheet is in Edit
mode.

A standard or plan-independent sheet may contain one or more columns for the dimensions
associated with that sheet. These columns can be collapsed and hidden if desired.

KV e | Dimension
Accounts ( ProjecD Jan-2003 Feﬁ
=-PL Expense Any <
é--Operating Expense Any
l_‘ij--SSDD Payroll & Related Any r
310 Salaries Ay 16,110
?----8315 Contractaors' Wages Any 4,700 4
3320 Bonus Ay 4,700
3330 Benefits Ay 5,222
8350 Other Payral By 4
8360 Consultants Ay
RE Y AA%:JRE?LAAAAAAAAAAAAAA oAb JEIRE ;;‘
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Dimensions can be assigned to the split when the split is created. Clicking on the New Split

button in the tool bar opens the Add New Split dialogue box.

Here will be displayed any

dimensions which are included on the current sheet, along with a drop-down menu for each.

X

Add New Split

Split Label: |

Geography: Project:

[ 0] 4 H Cancel ]

Dimensions can also be assigned to an existing split row within an account, as shown in this
example. Clicking in a cell in a dimension column, in a split row, will display a drop-down menu,
as shown here. The appropriate dimension values can be chosen from this drop-down menu.

#ccounts

EL:I--BSIZIIZI Supplies & Office Equiprment
8520 Misc Office Equip

= 8510 Supplies

: E----Misc Supplies

_ i Total

“oTokal

[=)-8600 Marketing

8610 Collateral

Ay

2008 | 4

-
4

Ay

Ary w

Project &

x

Project B

Project C

4
4

4
75
75

4

AAAAREZURICR LN A A A ALt sessssss s

If an expected dimension is not displayed on the sheet, check the following:

1. If the plan selector is pointing to a rollup department (parent plan), is the sheet in Edit

Plan mode?

2. Has the dimension been made available to standard sheets, and to this sheet in

particular? Check with the administrator.

( (55"

If a split has a unique combination of account/dimension, it will be displayed as shown in this
example. This split, called Course A, has a unique combination of account/dimensions

(Courses/Europe/Project A).

B N N Y

: -8410 External Training

LR

PRI

Europe

Project A

100

i -




If two or more splits of a single account are tagged with the same dimension(s), they are
automatically grouped beneath a sub-rollup of this account/dimension(s) combination, as shown
in this example. This sub-rollup has no label; it is expandable and collapsible. The sheet will
reconfigure itself as necessary to create or modify these sub-rollups when the sheet is saved

%’i’.ig";{u’i;;“t,;r’,.j;|’T’r’ai’,.,’i,.’,.i’”"””””” AARAAARAARE RAARAAREM RARAARAARR
- Eurcpe Project & ;
g E fr----Cu:uurse 5] Europe Project & 50|
;----Cnurse i} Europe Project & 100, 3
%  |-Total 150
i----CDurse iZ Europe Project B 75|
;L " E--;--Ig@:jl “““““““““““““ 225

If a dimension is later removed from a sheet, the sheet may then display split sub-rollups
differently, if the removal of the dimension affects the uniqueness of the
account/dimension combination associated with splits.

Just as splits do not appear in View Rollups mode, neither do split sub-rollups.

7

Users may see their plans populated with calculations driven by assumptions, set up ahead of
time by the administrator, to establish uniformity in certain accounts across the company.

For example, in the Supplies expense, the administrator may have created a formula such as
this:
=ACCT.Total.Headcount*ASSUM.Supplies_per_Hd[plan=Corporate Plan]

K v fy |=.ﬂ.CCT.Tu:utal_Headcu:uunt*.ﬁ.SSLIM.Supplies;uer_Hd[plan=Cu:urpu:urate Plan]

Accounks Geography ojeck Jan-2008
L L Total 225
é--BSDIII Supplies & Office Equipment Ay Any
. ..3520 Misc OFfice Equip Any Any

8510 Supplies N
E----Hdct-Driven Supplies Ay Ay 250

i i iDther Supplies Ay Any
i, B T i e e 0 e e i i i, i, b b b b b

This means that Supplies expense equals headcount for this department in this month (pulled
from the Personnel Sheet), multiplied by an assumption called Supplies per Employee. Typically,
assumption-driven accounts such as these are not editable by users.

However, users can include assumptions in formulas. Assumptions created by the administrator
cannot be modified by users, but they are available to formulas via the Formula Assistant.

@® Hint: Users can also create formulas driven by the headcount in their departments.
Headcount resides in a modeled account, which is available to formulas via the Formula
Assistant. For more information on this topic, please see the section below, called “Using
Modeled Sheets.”

7n



Individual planners can also create their own assumptions, using the Locals sheet. These
assumptions are then available only in that plan. (Any user who has access to this plan can see
the Local.)

Personnel Capital Sales Locals

-

£idd Rowsi

NI

B
Local Mame Code Jan-2008 Fehﬁﬂk IMar-2008 Q1-FY0E
T
Click Add Row to|create a local assumption
< | il T,
A e A A

$ +/"

Cell Explorer is a drill-down sheet tool designed to help users answer questions such as “Where
did this number come from?” For example, a sheet may contain a cell with an error in its formula.
Cell Explorer provides a way to discover the origin of the error, and then correct it.

Or, a user may believe a number to be incorrect, or may want to search for reasons for unusual
numbers (e.g., “why is Engineering spending so much on office supplies?”) Cell Explorer gives
users a way to analyze numbers on sheets by finding their origins. Underlying data can be
modified without leaving Cell Explorer.

O

Users will never be able to drill into or modify data, sheets, plans, accounts, or tabs to which they
do not have access. For example, users will not be able to drill into underlying salary detail
without the appropriate permission.

6" $ 4"

The tool bar of each sheet contains the Cell Explorer button. This button is available for use on
all standard and plan-independent sheets.

Following are some examples of how to use Cell Explorer.

Go to Sheets, Expenses

Home Workflow Sheets

Overview Expenses Perzonnel

T#



# )

A user can determine if a value in a cell was the result of typed data entry, or if it is the result of a
rollup or a formula.

For this example, use the plan selector to choose a subplan that does not roll up other plans.
Click on a cell in the Salary account.

Accounts Jan-2005
[=-PL Expense
: é}--Operating Expense
- =830 Payroll & Related

3310 Salaries E 9,577

%----8315 Conkrackors' Wages
F A, Ay, A, A, A, A, A, A, Ao A, A, A, A,

“

Click on the Cell Explorer icon in the Tool Bar.

Cell Explorer will open in a new browser window, as shown here:

Explore Cell

Account: 8310 Salaries Value:
Code: 8310 9,577 USD
Type: Expenze
Rolls up to:3300 Payrol & Related Formula:
ACCT.Personnel.Salary+ACCT.Contractors. Salany
Public Relations

Rollz up to:Mktg Communicationzs CEER IR T T SRR

Expense

(4) Jan 2008 (»)

Formula

Formula: ACCT.Personnel.Salarv+ACCT. Contractors. Salary

Evaluated Formula: 9577+0

The account name, code and type are displayed in the upper left corner.
The Cell Explorer window contains several clickable links.

The Account Rolls Up To link shows the parent account of the selected account. Clicking on
this link takes the user to a screen showing all of the accounts included in that rollup, as well as
their values for this same time period. (This will not show accounts to which the user has no
access.)

7$



The Plan Rolls Up To link shows the parent plan of the selected plan. Clicking on this link takes
the user to a screen showing all of the plans included in that rollup, as well as their Salary values
for this same time period. (This will not show plans to which the user has no access.)

The time period of the explored cell can be changed by clicking on the forward and backward
arrows.

P R RN

§HGMh: L) Jan 2008 | »)

LN

® Note: More than one Cell Explorer window can be opened at a time. Each Cell Explorer
window remains open until closed by the user.

# - $ $II 9" 7
If the cell contains a formula, the user can see and explore each piece of the formula.
For this example, use the plan selector to choose a subplan that does not roll up other plans.

Click on a cell in any account that holds a formula (e.g. Supplies.) Click on the Cell Explorer
button.

Accounts
L Iél--BSEIEI Supplies & Office Equipment
. 8520 Misc Office Equip

Jan-2003

Here, the Supplies account contains this formula: ACCT.Personnel.Headcount*ASSUM.Supplies
per Hd. Each of the two pieces of this formula can be drilled into.

Explore Cell

Account: 3510 Supplies Value:
Code: 8510 75 USD
Type: Expense
Rolls up to:3500 Supplies & Office Equipment Formula:
(ACCT.Personnel.Headcount+ACCT. Contractors.He

Public Relations

Rollz up to:Mktg Communications Visible on the following shests:

Expense

Month: (1) Jan 2008 | »

Formula

Formula: (ACCT.Personnel.Headcount+ACCT. Contracters Headcount*ASSUM. Supplies per Hd

Evaluated Formula: (2+1)25
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Clicking on the link to ACCT.Personnel.Headcount shows the detail in this account, from the
personnel sheet. Cell Explorer displays all of the headcount for this department. This provides
the answer to the question, “Which headcount is included in this salary number?”

Explore Cell

Account: Headcount
Code: Perzonnel Headcount
Type: Modeled

Public Relations
Rolls up to:Mktg Communications

(4) Jan 2008 (»)

Row Rollup:
Contributing Row

Richardson Amy

Poletto Vera

The second piece of the formula, to ASSUM.Supplies per Employee, will be a clickable link only if
the user has access to modify assumptions.

The evaluated formula is also displayed, in this example, (2+1) * 25. This means that the
headcount in this department in this time period is 3, and the assumption called Supplies per
Employee has a value of $25 for this time period. Each of the components can be drilled into.
Clicking on the 2 or the 1 takes the user to a list of those employees. Clicking on the 25 takes the
user to a link to the Assumptions tab. (Again, if the user does not have access to the
Assumptions tab, this will not be a clickable link.)

Formula: [ACCT Personnel.Headcount+ACCT Contractors. Head count*ASSUM. Supplies per Hd

Evaluated Formula: (2+1¥25

#-3% ¢ + 8
If a cell contains an entered value, the Cell Explorer window will have no Formula links at the
bottom, as shown here.

Courses Value:

Code: Courses s D

Type: Expense

Rolls up to: Training and Seminars Visible on the following sheets:
Plan: Quality Expenses

A e

Rolis up to: Manufacturing

%) oct 2004 &

A A A, A A e A e i, e A e A
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A user can explore the components of a value that is the result of a rollup. A cell location may be
a simultaneous combination of different types of rollups (e.g., it might be an account rollup within
a plan rollup, within a split rollup.)

® Hint: Cell Explorer will not be active if the selected cell is in a time period rollup column (e.qg.
Q1.) Open the time period, and select a cell in a month, instead.

For this example, choose a cell that is an account rollup within a plan rollup. Use the plan
selector to choose a parent plan that rolls up other plans. Select a cell in a rollup account, e.g.
Total Payroll. Click on the Cell Explorer icon.

7

© View Rollups

@ Edit Plan

® ¥ fx |ses7e.Ts

fAccounts Jan-2004 Feb-2004 [Mar-2004
[=-Operational Expenses
é}-F‘ayrDII
Salary 76,225 B, 225
Benefits 10,654 10,654
“-Takal 86,579 86,8579

The Cell Explorer window will first display the contributing subplans’ values in this rollup account.

Plan Rollup: Engineering ﬂ

Contributing Plan

Engineering(Onhy) 0

Development 71,396

Documentation 7,816

Qa4 7667
N N N N N N Y Y Y Y P Y Y FY P Yy vVveww o ws

Clicking on any one of the subplans’ names will display all of the accounts that roll up into this
parent account, for this subplan, and the account values. Further drilldown is possible by clicking
on the account names. This will result in a display either of the formula or the value for that
account, as described above in Determine the Origin of a Value on a Sheet.

Account Rollup: Payroll ﬂ

30110 (Salary)

30120 (Benefitz)




I'$

When a user reaches a particular cell in a Cell Explorer window, the sheet that contains that
underlying cell can be accessed from here. This facilitates editing that cell.

For this example, use the Plan Selector to choose a plan that does not roll up other plans. Click
on a cell in the Salary account. Click on the Cell Explorer icon.

Accounts Jan-2005
=I-PL Expense [
: é}--Operating Expense
. 28300 Payroll & Related
8310 Salaries

--8315 Corlractors' Wages
W W WY

Click on the Formula link to ACCT.Personnel.Salary. This will open a window displaying all of the
headcount for this plan.

Formula: ACCT.Personnel.Salarv3ACCT. Contractors. Sala
"--...,_________,.,.--"‘

Evaluated Formula: 9. 577+8 667

Notice in the upper right section of this window, “Visible on the following sheets: Personnel.”
Click on Personnel.

Explore Cell

Account: Modeled Salary
Code: Perzonnel.Salary
Type: Modeled
Visible on the following sheets:
Public Relations Personnel

Rolls up to:Mktg Cemmunications

(4) Jan 2008 (>
Ay, Ay, Ay, My, Ay, Ay, g Ay A Ay A A A A A A N

This will take the user to the Personnel sheet (still within the Cell Explorer browser window,)
where the headcount underlying the salary number can be modified. (If the user does not have
access to the salary detail, a message will be displayed, saying, “You do not have permission to
view this page.”)

Save the changes. Then, use the Refresh button to update the sheet containing the selected cell.
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When using Cell Explorer to modify underlying data, if the Internet Explorer browser crashes,
there is probably a browser add-on interfering with the Adaptive Planning application.
In case of a browser crash while editing data in Cell Explorer:
Go to the browser Tools menu. Choose Manage Add-ons, then Enable or Disable Add-ons.

A-8 & -EreedG )

Delete Browsing Hiskory, ..

Pop-up Blocker 3
Phishing Filker »

A B

Enable or Disable Add-ons
Find More Add-ons

wark Ofline
S e, o ] RGNS WDEANS b b b b

Some experimentation with disabling add-ons may be necessary to find the problem. Start with
add-ons such as Google Desktop, or Yahoo add-ons, or Windows Messenger. Disable an add-
on, then try the data modification again.

*#

If a formula is written in improper syntax, for example, using a circular reference, the cell
containing the formula will display a red box as shown here:

B N RN R L r ey

§ . eTokal

g %----8315 Contrackors' Wages
3

$

w3320 Bonus

T bt e T g L SRR

Hovering the mouse over the red cell will open a tip, with a description of the error, as shown here

12,781 12,781 12,781 38,344
4,700 4,700 9,400
4,700 4,700

This formula contains a circular reference, For example;

LN

Clicking on the cell, and then on the Cell Explorer button will open the browser window, as shown
here:

Explore Cell

Account: 8315 Contractors' Wages Value:

Code: 8315 0 UsD

Type: Expense
Rollz up to:2300 Payroll & Related

ErronThis formula contains a circuf}

Advertising Formula:
Rollz up to:Mktg Communications ACCT.8315

Visible on the fo
Expense

Month: (4 Jan 2008 [ »)

Formula

Formula: ACCT.B315
Evaluated Formula:




Notice that the formula links are in red, indicating a formula error. Placing the mouse over these
links will bring up a tip, with a description of the error.

To correct the error, either click on the Expenses link from the Cell Explorer window, or close the
Cell Explorer window and return to the Expenses sheet. The formula can be re-written on the
Expenses sheet.

Cell Explorer can be used to view all audits relevant to the cell being viewed. There is a clickable
link in the upper right corner, called View Audit Trail.

cxplore Cell

Account: 8315 Contractors' Wages

Value:
Code:  831Z_Contr_Wages 13,250 USD view avoit rai
Type: Expenze

Rolls up to:8300 Payroll & Related Visible on the following sheets:
Expenses

Plan: Corporate Plan P&L

Month: (4 Mar 2009 | »)

Plan Rollup: Corporate Plan
Contributing Plan Currency
Corporate Plan{Onhy} 0 uso

Clicking on this link presents a section at the bottom of the window, called Audit Trail Search
Results. This displays audits specific to the cell being viewed, if there are any.

No Records

Printable View

St b o, B, o i, o, S i B, i, i, S, iy S, A o, A, A, A A g, g, A, My A, A A, A A, A A A Ay A Al A A A A e A e e A e e

If the cell is a rollup value, this link is not shown. The link is available only when exploring a cell
that is not a rollup value.

2-
In general, audit trail includes all data a user can enter on sheets, except rollup data values,

which are not included. Also excluded are administrative structural changes such as the plan and
account trees.

Whenever data in a cell is changed, an audit record captures the previous value, the new value,
the date/timestamp, and the user who made the change. Changes to this data are tracked
regardless of whether the change resulted from a user editing a cell, or via manual or automatic
data import.

Users will never see audit trail for cells to which they do not have read access.




Following is a specific list of what is included in audit trail:

All data entered on standard sheets, modeled sheets, and plan-independent sheets

All sheet cells in which the user can enter values (time periods, dimensions, and initial
balances)

Formulas created on the Formulas tab (by Administrators)

Values or formulas entered by administrators in assumptions, both global and modeled
sheet assumptions

Values or formulas entered in Local assumptions
Cell notes

Monthly and spread lookup tables in modeled sheet builders (managed by
administrators)

Formulas in calculated accounts in modeled sheet builders (managed by administrators)
Currency exchange rates (managed by administrators)

Following is a specific list of what is excluded from audit trail:

Rollup data values

Creation of splits

Workflow status

Sheet notes

All data updated on Plan, Account, and Dimension and User Admin pages (managed by
administrators)

Currency (managed by administrators)
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Modeled sheets are created and configured by administrators. Planners use the sheets to enter
forecasted revenue and expense drivers, such as headcount, capital spending, and sales. These
drivers can be tagged with dimensions such as job code, product line, benefits choice, revenue
recognition method, or invoicing timing.

Behind the scenes, these inputs and the associated dimensions are used to automatically
calculate revenue, expenses, and balance sheet activity, which can be spread out over future
time periods (e.g. revenue recognition, depreciation, invoicing.) These values can be calculated
based on lookup tables. For example, headcount can be tagged with benefits choices. Each
benefits choice is associated with a percentage of salaries. Benefits expense is calculated based
on the choices, the lookup table of percentages, and salary values.

The automatically calculated values are placed in modeled accounts. At this point, these
calculated values are stored in the database but are not yet included in the P&L or Balance
Sheet. Administrators link these modeled accounts to the appropriate financial planning (GL)
accounts, e.g. Salaries, which roll up to the forecasted financial statements.

Please see the supporting diagram, below.




Modeled Sheets, e.g. Personnel, Capital and Sales

6lll [1]
- 2'3

Planners Enter Data

Input Drivers , e.g.
Headcount
Capital Spending
Sales Orders

Tag entered data with Dimensions, e.g.

Job Code
Benefits Category

Product

Depreciation Method
Revenue Recognition Method
Invoicing Method

P& L Accounts
Balance Sheet Accounts

Administrators link modeled
accounts to the appropriate GL
accounts, which roll up onto P&L and
Balance Sheet, e.g.

Inputs are used to automatically
calculate revenue, expenses,

and balance sheet activity; e.g. Revenue
recognized revenue,
depreciation, invoicing
May be spread out over time
These calculations are placed in
modeled accounts | / Sheets and Reports
/ GL Accounts Shown Here

o

| 4
Sheets and reports which show departmental expenses
will include automatically calculated payroll and benefits,
and depreciation

Sheets and reports which show gross margin will include
automatically calculated revenue and CGS

Sheets and reports which show balance sheet items
will include automatically fixed assets, accumulated
depreciation, accounts receivable, etc.




Go to Sheets, Personnel

Workflow Sheets
|

Overview | Personnel | Expenses
A ol A, A, e, A, A A,

ot B B

Personnel sheets are used to plan headcount and drive related expenses, such as salaries and
benefits. The associated expense is seen elsewhere, e.g. on the Expenses sheet.

+

Behind the scenes, and setup by the administrator, personnel sheets may include
one or more lookup tables . These tables can translate a choice from a drop-down
list into calculated values. For example, benefits choices (yes, no, part-time, etc.)
can be associated with appropriate percentages. These percentages can then be
multiplied by salaries to calculate benefits expense.

Also behind the scenes, the administrator may have specified some assumptions
regarding salary increases (raises.) Possibilities include all headcount raised by a
percentage in a specified month, or all headcount raised by a percentage in the
month of hire (anniversary month.) These assumptions will not be seen by budget
managers on personnel sheets, but increased salaries can be seen on the
Expenses sheet.

Existing personnel records are typically entered or imported by the administrator when setting up
the corporate plan, and can be modified by users with the appropriate access. When users
receive their plans for the first time, they may be already populated with existing headcount.

®V A

Last Mame First Mame I
Muirhiead Clarence 4353567
Enger Richard noo4
Engerles Darren o1l
Engerbead Richard ooz i
\ERORI SO, o ot AMIEHE o o o ol D003 o
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Users can plan for future new hires by inserting new rows in the personnel sheet.

Click on the Add Row icon in the Tool Bar to add a new headcount.

A blank new headcount line is automatically created with some field defaults, which can be
modified. The new row appears at the bottom of the personnel sheet.

[T APy e ¥ PP R b I ' P g R Y. T P A AT I T
Engeronn Erynna onlea & CEO El z
Engersky Gregory oo1z W-15 Engr E3
Engeroza Gonzalo oo1s MA CED El

M CED El
¢ 3

*
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Whether maintaining existing headcount or adding new headcount, there are fields that may be
edited or selected by the user. These fields are created and customized by the administrator; the
following is an example of what users can see and edit:

Last and first name. These fields are blank in a new row.

Benefits: Various benefit rules can be established by the administrator, and are then
available from a drop-down list. Examples include Yes, No, Part-Time. This enables
planning managers to select the appropriate tax or benefit scenario for each employee.

Other dimensions as set up by the administrator, such as ID, Title, Worker's Comp Code, Job
Code. These are available as drop-down lists. The administrator chooses which dimension
value is the default for each dimension. For more information on this topic, please see the
section above, called Dimensions.

Start and end date: The end date can be useful if an existing employee is planning to leave.
The start date is important if the administrator has chosen to plan salary raises on
employees’ anniversary dates. The dates can be entered in these fields, or the drop-down
menu can be used to open a calendar.

Hours per week, if the employee is hourly.

Pay Rate and Per: Users can enter either an annual salary or an hourly wage, e.g. $50,000
per year, or $15 per hour.

@® Note: Since these sheets can be entirely customized by administrators, there may be other
columns instead of or in addition to these.
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To view these same payroll expenses related to headcount, the user can go to the Expenses
sheet, where payroll expense numbers can be seen included with other expenses.

Click on Sheets, Expenses

Workflow Sheets Reports
L L

Overview | Expenses @ Personnel | Capital

The administrator determines how salary and benefit expenses are shown in the GL accounts
displayed on the Expenses sheet. (For more information on this topic, please see the section
above, called “How Modeled Sheets Work.”)

® v oS I=ACCT.PersonneI.Salary|

Accounts Jan-2008 Feb-2003
E|PL Expense 4
| &-Opetating Expense

28300 Payrol & Related ~
- 8310 Salaries 16,110 16,110 &
e Ttk ——,7T00| 4,700

A B, e B o e, e e B e RO i e B e

Users can see the headcount drivers by returning to the personnel sheet.

Adaptive Planning allows a headcount to be split (allocated) among multiple departments or
across multiple aspects of a dimension (e.g. project,) possibly differently over time, and differently
for different accounts related to the person.

@® Note: This functionality is enabled and customized by the administrator. It may not be
present on all personnel sheets.

The following example will illustrate how a modeled personnel sheet can allow users to split
(allocate) headcount.




On a personnel sheet with this functionality enabled, a user can right-click on an existing
headcount, and choose Split Row. A headcount row can be split as many times as necessary.
Each split can be assigned a different project, or a different department, etc. as described below.
The salary and/or benefits associated with the headcount will be split accordingly.

*
X v i |
Plan anmne First Marm
Development | Right Click gz Ronnine
GEA Add Row
B | Gaa Lagres
gV Copry Row
FlGaa Hayes | :
[ Engineering Haves oM © viewRolups @ EditFlan | B
QA Connaly
. . . _ X v fre |
= | Professional Services | Smith Row Details
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The first headcount split, and every split thereafter, contains all the same information as in the
original row. But certain fields (e.g. plan) can then be changed to something different on every
split. The rest of the information is the same for all splits. The fields that can be changed on
each split are determined by the administrator.
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Click on Sheets, Capital

Reportz

Overview | Expenses | Perzonnel | Capital | Locak

Capital sheets provide a place to enter planned capital expenditures, such as furniture or
software purchases. Behind the scenes, capital sheets calculate the depreciation expense
associated with the capital purchases. This depreciation expense is shown on the Expenses
sheet.

Behind the scenes, and setup by the administrator, capital sheets typically include a
spread lookup table . This kind of table takes the value in one account (in this
case, a capital spending account) and spreads it out over time into another account
(in this case, into the depreciation expense account.) Different asset classes (e.qg.
computers, office furniture) may be associated with different depreciation methods.
This is part of the behind-the-scenes spread lookup table; users do not need to be
concerned with asset lives and depreciation.

($

Users can plan for future capital acquisitions by inserting new rows in the capital sheet.

Click on the Add Row icon in the Tool Bar to add a new capital spending item.

A blank new capital line is automatically created with some field defaults, which can be modified.
The new row appears at the bottom of the capital sheet.
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A capital sheet has fields that may be edited or selected by the user. These fields are created
and customized by the administrator; the following is an example of what users can see and edit:

Asset class: Choose this from a drop-down menu. E.g. Computers, Furniture, Office
Equipment.

Label: An optional identifier used to describe the row, e.g. “New Laptops.”
Price: Enter the asset price, if units are to be used, or enter a price of 1.

Time periods: Enter or calculate the capital spending in the appropriate month (with a price
of 1); or enter or calculate the number of units to be purchased in the appropriate month (and
enter the appropriate price in the Price field.)

® Note: Since these sheets can be entirely customized by administrators, there may be other
columns instead of or in addition to these.

+

To view the depreciation expenses related to capital spending, the user can go to the Expenses
sheet, where depreciation expense can be seen included with other expenses.

® Note: The administrator decides which departments hold the resulting depreciation expense
plan. This may not be the same department where the capital purchase is being planned.




Click on Sheets, Sales

Workflow Sheets Reports

Overview | FExpenses | Perzonnel Sales | Capital

Sales sheets are used to plan for the future sales of products and services. Sales sheets model
the financial events associated with generating revenue — from the initial booking to revenue
recognition — based on the sales entered into each month of the plan.

(

Behind the scenes, and setup by the administrator, sales sheets may include one
or more lookup tables as described above for personnel and capital sheets.
Following are some examples of how lookup tables are frequently used in sales
sheets:

Prices Each sales row is tagged with a price; in the lookup table,
values are associated with each price; these values are
multiplied by units to calculate sales.

CGS Each sales row is tagged with a standard cost; in the
lookup table, values are associated with each standard
cost; these values are multiplied by units to calculate CGS.

Revenue Recognition Each sales row is associated with a revenue recognition
method, which determines how a sales value entered in
the current time period will be spread into revenue in future
time period(s).

Invoicing Each sales row is associated with an invoicing method,
which determines how a sales value entered in the current
time period will be spread into accounts receivable in
future time period(s).

Users can plan for sales by inserting new rows in the sales sheet.

Click on the Add Row icon in the Tool Bar to add a new sales item.

A blank new sales line is automatically created with some field defaults, which can be modified.
The new row appears at the bottom of the sales sheet.
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A sales sheet has fields that may be edited or selected by the user. These fields are created and
customized by the administrator; the following is an example of what users can see and edit:

Row Label: Enter a description of the sale.

Other dimensions as set up by the administrator, such as Product, Region or Type. These
are available as drop-down lists. (For more information, please see the section above, called
Dimensions.)

Revenue Recognition choice (e.g. One Year Spread); Invoicing (e.g. Upfront); Price (e.g.
Product 1); COGS (e.g. Product 1).

Other fields where values can be entered, such as Discount %.

A numeric value or formula is entered in each time period to specify the estimated planned
units plan to be sold during each of those periods. (A formula may drive the units from an
assumption, such as a planner’s quota.) Note: the units x price methodology does not have
to be used; instead, a price of one can be entered, with the total dollar forecast entered into
the units field.

@® Note: Since these sheets can be entirely customized by administrators, there may be other
columns instead of or in addition to these.

$-

To view revenue and cost of goods sold expense related to sales, the user can go to sheets or
reports set up by the administrator, such as Revenue & CGS.

Following are some examples of accounts which administrators may make available on these
sheets:

Units: Planned units sold during each month.
Bookings: Calculated bookings generated during each month.

Invoicing: Calculated input to accounts receivable generated during each month. This may
have different timing than booking and revenue.

COGS account: Calculated cost of goods sold for each unit sold during each month.

Revenue account: Calculated revenue generated during each month. This may have
different timing than booking and invoicing.

If dimensions such as Region or Product are used on the sales sheet, these accounts can be
subdivided by those dimensions.
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Following is a description of functionality available in all modeled sheets.

Modeled sheets may be edited in a rollup department, if the administrator has configured the
sheet this way.

For example, the personnel sheet may be configured so that it can be edited in a rollup
department. In this case, a user responsible for a rollup department (e.g. Engineering) can
modify headcount for all the departments that roll up under Engineering, from one sheet. A
subplan can be chosen from the drop-down menu in the Plan column, as shown here:
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As described above, some of columns on modeled sheets may be associated with lookup tables,
which drive calculations. For example, the personnel sheet Benefits column may have a drop-
down menu with the different benefits choices. Behind the scenes, each benefit choice may be
associated with a percentage, which is multiplied by an employee’s salary to calculate benefits
expense. Another example is depreciation. Each capital spending row can be tagged with an
asset class. Then, behind the scenes, each asset class may be linked to depreciation spread.

A lookup table can be viewed on a modeled sheet by right-clicking on a cell in a column that is
associated with the lookup table. The menu item Explain Choices contains a submenu. The
name of each lookup table associated with the column appears as a choice on the submenu.




Choosing a lookup table from this submenu opens a separate popup window, displaying the
contents of that lookup table.

In this example, the Benefits lookup table reveals that benefits expense is calculated as either
20% or 10% of salaries, depending on which benefit is chosen.

A user can click anywhere on a modeled sheet row to see the calculated expenses related to that
row. Right-clicking on a cell in the row and then choosing Row Details opens a separate browser

window, displaying the calculated row details.

For example, right-clicking on a cell in a personnel sheet, and then selecting Row Details, opens
a window with this information:

Each row in this window displays an underlying calculated value for the selected headcount.
Some of the values, such as in accounts called isEndMonth, are used to drive other calculated
values, such as salaries (which can include a built-in raise calculation.) Other rows will show the
calculated values that can also be seen on the Expenses sheet, such as Salary and Benefits.

To close the popup, click on the X in the upper right corner.

@® Note: If the selected row is a split, then the values displayed are the values for that split only.




Administrators can define any modeled sheet so that one row can be split into multiple rows, and
the splits can be assigned different plans and/or dimensions. This functionality is not limited to
headcount splitting. But users should not assume that a modeled sheet includes this
functionality, unless so instructed by the administrator.

Within a modeled sheet, select any cell and right-click. If the right-click menu does not include
the Split Row command, then this modeled sheet has not been designed to allow this.

If the right-click menu includes the Split Row command, then this functionality has been enabled
on this sheet. For more information on this topic, please see the section above, called Splitting
Headcount.
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As users complete their portions of the plan, they can submit them for approval to their managers,
who can then submit them further up the hierarchy, until the entire version is approved by the
appropriate user.

There are two screens where users can go to manage Workflow: a Sheets Overview page
(accessed via the Sheets tab,) and a Workflow page (accessed via its own tab).

For illustrative purposes, this explanation of Workflow functionality will present examples using
the following simple plan tree and user responsibility:

Notice that the Advertising plan, managed by Glenn Walton, rolls up under Marketing
Communications, managed by Meredith Bay. Marketing Communications, in turn, rolls up under
the entire Marketing function, owned by Mary Jansen.

- & °

Click on the Sheets Tab, then on Overview

The Sheets Overview page (available to all standard users) lists all of the existing sheets
available to this plan.
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Below the list of sheets is a Plan Submission area, which displays the current workflow status
for the selected plan.

Here, the current plan name is displayed; this is the same plan that is selected in the plan drop-
down in the top right corner.

The Plan Submission area shows the status of the current plan. The user can enter a note,
which is saved by clicking the Save Note button, or by clicking any of the possible action buttons.
The actions available to a subplan owner are Submit and Recall. The actions available to a
parent plan owner are Submit, Recall, Approve, and Reject (more on this, below.)

The possible plan statuses are:

(17

This is the normal state of a plan. In this state, plans are fully editable by users with
rights to edit the plan, if the version is still marked as In Progress.

This plan can be edited by the owner or anyone above the owner on the rollup tree.

Example : Glenn Walton is still working on his Advertising plan, which is
His manager, Meredith Bay, can also make changes to it.

#' 5
This plan has been submitted by the owner or to the parent plan owner. Once submitted,

the plan cannot be edited by the owner, but it can be edited by the parent or anyone
above the owner on the rollup tree.

The owner of a parent plan cannot submit his plan unless all subplans are approved.

A plan owner can recall a submitted plan (“un-submit” it, so they can continue editing it,)
but only if the parent plan is still In Progress or is Rejected.

Example: Glenn Walton has submitted his Advertising plan to his manager, Meredith
Bay, for review. The Advertising plan status is now




This plan was previously submitted, and an owner of a parent plan has approved this
plan.

This plan can no longer be edited (unless the plan is subsequently un-submitted).

A plan owner can recall an Approved plan (so they can continue editing it,) but only if the
parent plan is still In Progress or is Rejected.

Example: Meredith Bay has approved the Advertising plan. The status is now
Glenn cannot make any changes to the plan unless he first recalls it.

This plan was previously submitted, and an owner of a parent plan has rejected this plan.
This plan can still be edited.

In all ways, the Rejected state acts as though the plan were in the In Progress state.
Plan owners can still submit rejected plans, at which point the state returns to Submitted.

Example : Meredith Bay did not approve the Advertising plan; it still needs some work.
Instead of Approved, the status is

This plan was previously approved, and an owner of the parent has subsequently
submitted the plan.

This plan can no longer be edited at all, unless it is moved back to Approved state by the
parent plan owner; the current plan owner cannot take any action to unlock this plan. A
plan can only become unlocked if the parent plan owner recalls the plan, at which point
the plan switches back to Approved state.

A plan owner cannot recall a Locked plan.

Example: After further revisions, Glenn Walton resubmits his Advertising plan to his
manager, Meredith Bay. Meredith approves it and submits it along with the rest of
Marketing Communications to the VP of Marketing. Since it has been approved two
steps up the planning tree, the status of the Advertising plan is now

#

The application stores the date of and the user responsible for the most recent status change.
The date stamp is rendered in the server time zone. The name stamp is clickable; clicking on it
creates a new email to this user.
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On the Sheets Overview page, the plan owner has the ability to enter notes, save those notes,
and perform the following actions:

1. Submit the plan.

The Submit Plan for Review button is available if the
plan is in the In Progress state.

Once the plan is submitted, the plan status will change
from In Progress to Submitted.

Once the plan is submitted, the Submit Plan button
changes to Recall Plan Submission. At this point, the
plan is read-only.

Example: Glenn Walton has been working on the Advertising plan, which is In
Progress. He finishes his planning, and submits it for review by the Meredith, his
manager and owner of Marketing Communications.

2. Recall the plan submission.

The plan status will change from Submitted to In
Progress.

Once the plan is recalled, the Recall button reverts to
Submit Plan for Review. At this point, the plan can be
edited.

® Note: The plan owner can recall a submitted plan
only if that plan has not already been submitted
by the parent plan owner. If the parent plan has
been submitted, the current plan switches to the
Locked state and cannot be recalled.

Example: Glenn remembers something he forgot to include. Since his manager has
not yet submitted the overall Marketing Communications plan to the Marketing VP for
review, Glenn can Recall Plan Submission and make the changes to the Advertising
plan.

Also, if the current plan has been approved by a parent owner
and the parent owner has not yet submitted this plan,

The current plan status will be Approved.
The Recall Plan Submission button will be available.

Example : Glenn submitted the Advertising plan to the
Marketing Communications manager, who approved it
(but has not yet submitted the entire Communications
rollup to the VP of Marketing.) Glenn can still Recall
Plan Submission to make additional changes.




If the current plan is approved and the parent owner has submitted the plan,
The current plan status will be Locked.
No action button will be available.

Example : Glenn has resubmitted the
Advertising plan to Meredith, who has
approved it and has submitted the entire
Marketing Communications plan to her
manager, the VP of Marketing. Meanwhile,
Glenn, the Advertising manager, checks to
see if he can make changes to the Advertising
plan. He cannot; the Advertising plan is
Locked.

If the current plan is rejected by a parent plan owner,
The current plan status will be Rejected.

The Submit Plan for Review button will be
available, and the plan can be edited.

Example: The VP of Marketing has reviewed
the Marketing Communications plan, and has
decided it needs work. The plan was rejected.
Now Meredith, the manager of Marketing
Communications, can rework the plan and re-
submit it.
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As above, the following details are illustrated using the Advertising plan, owned by Glenn Walton.
His manager, Meredith Bay, is the owner of the parent plan of this plan, Marketing
Communications.

A user who is also the owner of a parent plan of subplans is able to change the status of
subplans which roll up underneath his plan. This parent may also edit the contents of a a
subplan, even when it is in the Submitted state. The subplan’s contents may not be edited once it
has been Approved or Locked, but it may be edited if in Rejected, In Progress, or Submitted
states.

Example : Meredith can make changes to the Advertising plan as long as she has not approved
that plan, and has not submitted her Marketing Communications rollup to her manager.

The parent can also recall all of the plans that roll up to his parent plan, thereby sending them all
back to In Progress.

#/



Using the Sheets Overview page, a user who is also the owner of a parent plan of subplans
may perform the following actions:

1. If asubplan is currently in the In Progress state,
The Submit Plan for Review button is active.

Example: Glenn is still working on the Advertising
plan, and has not yet submitted it for review. His
manager, Meredith, can make changes to the
Advertising plan at this point, and she can also submit it
to herself.

2. If asubplan is currently in the Submitted state,
An Approve Plan and Reject buttons are active.

Clicking the Approve button approves this plan and
moves it to state Approved, and stores a record of the
date and person who did the approving.

Clicking the Reject button moves the plan to the state
Rejected, and stores a record of the date and person
who did the rejecting.

Example: Glenn has submitted the Advertising plan for Meredith’s approval. She
can either approve it, or reject it.

3. If asubplan is currently in an Approved state,
A Reject Plan button is active.

Clicking that button rejects this plan and moves it to
Rejected state, and stores a record of the date and
person who did the rejecting.

Example: Meredith has approved the Advertising
plan. She can now change her mind, and reject it.

4. |If the parent plan is in the In Progress state,

No additional buttons are available other than the Submit
button.

Example : All of Meredith’s subplans have been submitted to
her, and approved by her. Her parent plan, Marketing
Communications, is now In Progress. The only button
available for the parent plan is Submit.

5. Ifasubplanisin alLocked state,

No buttons are available.
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Example : The Advertising plan has been submitted by Glenn and approved by his
manager, Meredith.  Meredith has submitted her parent plan for Marketing
Communications to her manager. The status of the Advertising plan is now locked,
since it has been submitted up two levels of the plan tree.

With these added capabilities, the owner of a parent plan may combine actions to achieve many
effects. For instance, a parent can move a subplan directly from In Progress to Approved, by first
clicking the Submit Plan for Review button and then clicking the Approve Plan button.

Except for the ability of a parent to edit a subplan in the Submitted state (described above,) even
owners of parent plans are restricted in the same ways as plan owners, as described above in the
section called What a Plan Owner Can Do. For example, if a plan is locked, it cannot be recalled.
However, owners of parent plans may be able to use their greater powers to work around these
restrictions. For example, a parent plan user could recall his own parent plan. At that point, the
subplan is no longer locked, and can be recalled itself.
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Login, and stay in the Adaptive Planning Home Page

In addition to the Sheets Overview page, there is a Workflow tab, which provides access to the
same functionality in a slightly different format.

The Workflow tab is available to all users who have access to parent plans that roll up subplans.
Users who are not responsible for rolling up plans will not see the Workflow tab.

Continuing the example above, Glenn Walton, owner of the subplan Advertising, does not see the
Workflow tab.

But Meredith Bay, owner of the parent plan Marketing Communications, does see the Workflow
tab.

The Workflow tab provides parent users a place, beyond the Sheet Overview page, to view and
change plan status. A parent user responsible for many subplans will find the Workflow tab a
convenient place to manage the status of multiple plans.




Go to the Workflow Tab

On the top left is a list, in tree form, of all the plans and subplans to which the user has access.

This list is similar to the Plans list shown under Admin, Manage Plans, except that here, the plan
owner is not shown.

A standard plan search box appears above the plan tree, just as in the Admin/Manage Plans
page.

When a user selects a plan in the tree, the plan status and submission data are displayed in the
plan submission area on the right side of the page.

The plan status data includes:

The name and date of the last user who changed the plan status
The plan name

The plan status

A text field for entering notes

A Save Note button for saving the note text

Action buttons, if applicable

This plan status box contains everything that would be found on the bottom half of the Sheets
Overview page for that plan.

The action buttons act as though the user were on the Sheets Overview page for that plan: the
buttons appear here if they would appear there, and they perform the same actions.

Clicking the Save Note button, or any of the action buttons, performs that action immediately and
refreshes this page.
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Since plan-independent sheets are assigned to users, not to plans, their workflow is managed
separately.
Go to the Assumptions Tab Overview Sheet

Plan-independent sheet workflow is managed from the Overview sheet on the Assumptions tab.

Plan-Independent sheet workflow is different from normal workflow elsewhere in Adaptive
Planning. The norm is for users to submit plans, which are then approved by their parent plan
owners, until the plan reaches the top of the company for approval. A plan-independent sheet
submitted for approval can be approved only by an owner of the Corporate Plan.

Users who have access to parent plans that roll up subplans will see the Workflow tab. Plan-
Independent sheet workflow can also be managed from here.

Go to the Workflow Tab

Plan-Independent sheets can be seen at the bottom of the screen, underneath the plan tree.

Any owner of the corporate plan can submit, recall, approve, or reject a plan-independent sheet
submitted by another user. Other users, who do not have access to the corporate plan, but who
do have access to one or more plan-independent sheets, can submit or recall those sheets from
here.

##
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Please see the separate User Guides on the following topics:

Formulas
Reports
Allocations and Plan-Independent Sheets

International Users and Planning in Multiple Currencies
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Recorded training sessions are available online at the Adaptive Planning website. They can be
accessed by going here:

http://www.adaptiveplanning.com/

Choose Services, Training.

Go to Pre-Recorded Video Training Programs.
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Other user documentation is also available via links on the Adaptive Planning login page. Click
on Customer Documentation.
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