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SAS Marketing Operations Management — Introduction

Overview
SAS Marketing Operations Management solution provides a comprehensive framework to manage all aspects of
marketing, from planning to creative services management. It consists of solutions such as Dashboard, Strategic
Planner, Marketing Workbench, Digital Library, Claims Management, Marketing Knowledge Manager and Site
Builder, which can be used individually or together as an Integrated Enterprise Solution. In addition, the solution
comes with pre-defined reports related to planning, resource allocations, project status, budgets, content, usage

audits and much more.

Dashboard
The aggregated and summarized information on strategy, plans, budgets, workbench and digital content can be

displayed on the dashboard. It represents a single point of access to the rich functionality of the SAS Marketing
Operations Management solution and can be personalized to satisfy each user’s preferences. The dashboard is also

used to post the latest news, upcoming events and bookmark relevant websites.

Calendars
Helps publish the marketing activities, events, offers in a graphical manner improving visibility into Marketing

Operations. It allows for better preparedness, planning and efficient collaboration.

Strategic Planner
Enables the product managers, segment managers and campaign managers to define marketing plans consisting

of campaigns (a set of related marketing activities) and associated marketing activities (specific to each channel —
advertising, direct marketing, telemarketing, event, PR, etc.). Each campaign and activity has associated schedules,
budgets, sources of funds and various other attributes.

The committed and spent budgets can be tracked during the execution of a campaign.

Marketing operations and the control teams can be authorized to forecast spends for each marketing activity,

manage the commitments to vendors and track the spending, invoices and status of payments of each invoice.

Offer Management
Provides a searchable centralised repository for creating, storing and maintaining Marketing Offers along with

relevant information. It also allows offer information to be shared with key stakeholders in the Marketing and

Promotions process.

Marketing Workbench
Enables the marketing services & the creative design team to capture design briefs, define artworks, allocate tasks

to in-house designers, copywriters and external vendors & track the overall progress of artwork design projects &
product launch. It facilitates marketing teams to build workflow templates based on marketing best practices
related to product launches, collateral design, advertising, direct marketing, sponsorship and event management.
It generates schedules & timelines based on these templates & sends automatic e-mail notifications and reminders

to internal and external participants as well as contributors.
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Resource Planner
Allows for better planning and ensures execution of Marketing Activities and Projects through better planning of

marketing resource allocations. It gives visibility of resource availability and allows easy allocation and reallocation

of resources across Marketing Activities and Projects.

Approvals
Provides a collaborative tool to manage and track approval of documents, artwork and videos etc. that are key to

business processes. It enables routing of these documents, artwork etc. to multiple stakeholders in the marketing

organization and facilitates consolidation of comments received. This helps to effect action based on feedback.

Digital Library
Qualifies marketing teams and external partners to organize, share and distribute marketing content, creative
artwork, photo libraries, brand identity elements (logos), print, TV & radio ads, market research documents,
competitive intelligence and much more. The digital library automatically generates low-resolution representations

of artwork for access via web browser & manages multiple versions of artwork.

Claims Management
Helps create an easy to maintain, easily searchable database of regulatory claims in the system. It stores detailed

information on claims, validity of claims, what claims are currently in the market etc. This facilitates packaging

label creation by providing accurate claim information for print.

Knowledge Manager
Enables market teams to set up interactive discussion forums on topics for collaboration among marketing teams.

The marketing knowledge manager can also be integrated with the strategic planner as well as the marketing

workbench to provide informal reviews and approval functionality.

Site Builder
Permits marketing managers to build and publish product related sites with sophisticated site navigation, custom

page layouts, rich media and interactive discussion forums without requiring any knowledge of HTML or Internet
technologies. Site builder greatly enhances collaboration between marketing, sales and customer service. In

addition, brand managers can use site builder to create and publish brand sites with brand and creative guidelines.

Artwork Producer
Enables marketing teams to employ standard templates, so that brand image/identity is preserved, look-and-feel

consistency is maintained and existing marketing assets are utilized well. Artwork can be easily converted into a
template for future use with the help of graphical tools that allow the user to identify the textual and graphical
elements that can be modified. The users can customize a template by simply supplying textual information and

selecting predefined images.

Timesheets
Provides an online daily time tracking for Resources in a Marketing Organization. It allows for better accounting

of actual hours spent by Resources on Marketing Activities and Projects and helps ease in cost calculation based on

time spent by various Resources.
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Reports

Includes pre-canned crystal reports related to planning, resource allocations, project status, budgets, content,

usage audits and much more. An ad-hoc reporting tool allows for user defined reports to be created on the fly. The
reports can be then exported for print or pivoting as per need.

Browser settings for using the Application
1. Internet Explorer setting for File Download:

a. There is a setting in IE under Tools -> Internet Options-> Security Tab.

b. Click on custom level.
c. For Internet and Local intranet zone configure the following setting:

Under Downloads setting, select enable option for both File Download and Automatic prompting for
file downloads.

2. Internet Explorer setting for popup blocker:
a. There is a setting in IE under Tools -> Internet Options-> Privacy Tab.

b. On the Pop-up Blocker section turn off the pop-up blocker for the SAS Marketing Operations
Management site.

Logging in SAS Marketing Operations Management

To access the SAS Marketing Operations Management application the user has to enter the site address in the

internet browser. A login screen is displayed where the user can enter username and password. Click on the ‘Sign
In’ button to log into the application (Figure 1).

Note: Only the registered user can access the application.
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Log On - SAS® Marketing Operations Management

L i .
;a % | U UserMame:

Passwaord:

Log On

Dﬂememterme

Forgot Password?

Register Now
Contact Us.

Figure No.1

Remember Me

If this option on the login screen is checked the first time then the system remembers the user’s credentials. The

user does not need to enter the user credentials the next time to access the system.

Forgot Password

To retrieve a forgotten password click on the ‘Forgot Password?’ link, on the login page (Figure 1). A forgot
password screen is displayed (Figure 2).

SAS® Marketing Operations Management

Forgot Password
*fou will receive the login name and password by email. Please provide your email address below.

Email Address:

Figure No.2

The user needs to enter the email address and click on the ‘Submit’ button to submit the request. A notification

will be sent to the system and the password will be notified to the user by email.

Register Now! - Registering as a new user

User Guide

Page 13
Version: 6.0 R14



A new user can register by clicking on the ‘Register Now’ link (Figure 1). A user registration screen is displayed
(Figure 3).

SAS® Marketing Operations Management

User Registration
Please enter the information below. vou will receive an email notification when your registration is completed.
Create Profile
* Login Name: ||
* Password:

* Confirm Password:

First Name:
Middle Initial:
Last Name:

Job Title:
Company NHame:
Department:

Address:

City:
State/Province:
Zip/Postal Code:
Country:
* Email Address:
Phone:
Fan:

Languagde:  Engligh (US)
Referred By:

Purpose of Registration:

| Submit || Cancel |

Figure No.3
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The user can fill in the details and click on the ‘Submit’ button to submit the registration request. A notification
will be sent to the system administrator who will register the user. The user will be notified by email once the

administrator accepts/rejects the registration.

Note: The email should have a “@”. The only validations are for a @ and for one dot after the @. The number of

dots that follow the @ are not checked.

Contact Us

Click on ‘Contact Us’ link, on the login page (Figure 1) to contact SAS. The addresses and contact information of

our various offices are displayed.

What you see on the Screen?
On successful login, the dashboard is displayed to the right of your screen.
The left pane consists of three menus:
o0 MOM (Marketing Operations Management) - Solutions such as the dashboard, strategic
planner, marketing workbench, approvals, digital library, marketing knowledge manager, site
builder, artwork producer and reports are listed under this menu. Based on the access control

the user can access the solutions by clicking on the relevant link (Figure 4).
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Figure No.4

The following sections are visible only to the administrator:

e Administration - The utilities such as user management, user registration dashboard admin, strategic

planner admin, workbench admin, settings, digital asset finder, reports configuration and leftbar

configuration are listed under this menu.

e Configuration - The configuration utilities such as schema designer, process designer and Ul framework

can be accessed from this menu.

Profile - User profile or password

To edit the profile, click on the ‘Profile’ button on the top right corner of the dashboard screen (Figure 4). A user

profile screen is displayed (Figure 5).

My Profile
First Hame: | jgpp
Middle Initial: [
Last Hame: || ewis
Job Title:  |Director-Marketing Services
Company Hame:  |ahead Communications
Department:  Marketing Services
“Email Address:  |JLewis@ahead.com
Address:
City: |San Francisco
State/Province:  |california
Country: |us
Zip/Postal Code:  |ca40067
Fax: |1-83-210-0010
Phone:
Language: English (US)
Default Solution Page:
Change Password
Old Password: |ae
New Password: Confirm Hew Password:
Figure No.5

The necessary changes can be made in the profile or password can be changed and saved by clicking the ‘Save’

button.

Sign Out

Click on the ‘Sign Out’ on the top right corner of the dashboard screen (Figure 4) to safely log out of the system.

The system displays a logout message.

Note: It is advisable to logout of the system using the ‘Sign Out’ link at all times instead of closing the browser

window.
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Dashboard

Overview

Channels

Dashboards ages ‘

I—y Channels

SAS Marketing Operations Management’s marketing dashboard enables implementation of dashboards that show
summarized information on strategy, plans, budgets, workflow and digital content.

The marketing dashboard represents a single point of access to the rich functionality of the SAS Marketing
Operations Management solution and can be personalized to satisfy each user’s preferences. It is also used to post
the latest news, upcoming events and provide links to relevant websites.

The information on the dashboard could be displayed in a single default page known as ‘My Page’ or distributed
over multiple pages. Related information could be clubbed under a single page. The pages on the dashboard can

be configured by the administrator only.

Glossary of terms
On Figure 1:

1 channels - Channels are ways of distributing and receiving information in the SAS Marketing Operations

Management system. When any information is published on a channel, all the groups who have access to the

channel will be able to view the information.

2 Pages - Pages are logical grouping of channels. They allow the user to categorize channels based on the

content. E.g. a workflow page can be configured to display channels providing information about the user projects,

pending tasks, pending briefs and other related process.

3 My Page: ‘My Page’ can be customized by the user by adding any channels to which the user has access to.

The user has restricted access to other pages. This is basically a feature that allows the end user to get all its

relevant data on one single page instead of traversing to multiple pages.
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Figure No.1

Getting Started

After signing in, the dashboard is displayed by default as shown in (Figure 2).

SAS" Marketing Operations Management

£ MOM by Dashboard

Dasnboary |1 | My Page
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Figure No.2
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1 Top Bar has the company logo and links such as:

e Profile - Allows the user to change the profile.

e Sign out — The user can log out of the solution.
2 Left Pane (MOM) has links to different applications such as dashboard, strategic planner, marketing
workbench, approvals, digital library, knowledge manager, site builder, artwork producer and reports.
3 content Frame displays a configured dashboard with configured pages. ‘My Page’ is the default page and has

a list of channels selected by the user. At the top right corner of each page there are two buttons (Figure 3):

Personalize — Selects the channels for the Refresh - Refreshes the page content

pages.

s Management §Sas

Profile | Sign Out

My Dashboard

My Page ® 2
List of Assets @l [=] [edit] (%]
Channel definiion s not proper.

My Projects as Reader 2] [=] [=dit] (%]

HNo information to display.

Latest assets catalogued in the Images section in DAM

- o

i 35 @®

Name : 10140827 jpg CreatedOn : 05 September 2012
W@ @ @ m o

Projects Calendar Z][=] 3|

HNo information to display.

Marketing Budgets

Ho information to display.

Figure No.3

Channel Selection and Layout
The channels are laid out on a page in a sequence desired by the user. The user can add additional configured
channels or remove the channels from the page. The user can also select the sequence of display for each channel
on the page.

Selecting channels for the page

To select channels click on the button on the top right corner of the page. A channel layout screen is
displayed. The popup has a tabbed display of the pages with the current selected page. Each page lists the

channels selected (Figure 4).
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Channel Layout

My Page | Flans | Executive Dashboards

#: Channels Selected on the Page

Iy Fage | Digital Content

|:| Channel Hame Channel Type Set MaYimize Prk

eview
o List of Assets Other Entities @0
& Wy Projects as Reader Marketing Workbench %}f
& Section Nav Digital Library ]
& Projects Calendar Marketing Werkbench @0
& Warketing Budgets Strategic Planner %‘_}f
e— ™ Hide this page [] Make thigmy default page.

Note: Use drag drop facilty to change selected Page order.

| setect || save || Done |

Figure No.4 ‘

1 Set Maximize — Shows each channel in the

maximized state. )
by clicking on the D"‘

2 Preview — Shows the preview of the channel

button.

. . ) Make this my default page — The selected
3 Hide this page — Hides the page on the 4

page will be shown as the default page when
dashboard.

the user logs in.

Done - Closes the popup.
5 Save — Saves the changes made by the user. 6

On the same popup the user can order the pages displayed on the dashboard by the ‘Drag and Drop’ method.

Sequencing the channel layout on My Dashboard screen
To sequence the channels on the page, the user can use the ‘Drag and Drop’ feature to position the channels at

the appropriate location. Select a channel by clicking on the channel title. When a four arrow icon @ appears,
the channel can be dragged to the desired location by keeping the left mouse key pressed and when the dotted

lines appear, release the mouse button. This will position the channel in the desired sequence (Figure 5).
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My Dashboard

User Guide

My Page K3
Latest assets catalogued in the Images section in DAM [F1[=] [edit] [¢]]
, 1 il g & ; ~y
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@ 35 &
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My Projects as Reader [2] (=] [adit] [x]
Me information to display.
Projects Calendar [&][=] [%]
Ne information to display.
Marketing Budgets (] (=] [edit] (%]
Ne information to display.
Figure No.5
Operations on a channel
A channel appears as a window on the page. A channel consists of a header with the channel title and the content
area as shown in (Figure 6).
Latest assets catalogued in the Images section in DAM 3] =] ledit] [%]
% E
i) 3/s @
Name : 10140827.jpg CreatedOn : 05 September 2012
W@,
Figure No.6
Minimize -Minimizes a channel, when in the
Refresh - Refreshes the channel o B ) )
maximized state. Visible only if the channel is
content.
in the maximized state.
Edit - T lize the ch | Maximize - Maximizes the channel when in
it - To personalize the channe
: [C1]  the minimized state. Visible only if the
content.
channel is in the minimized state.
Close — Deletes the channel from
the page.
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Channel Personalization
When the user clicks on the button, a channel personalization popup is displayed. The user can personalize
the channel according to the user’s requirements provided the administrator has allowed personalization.
For example:
1. On a Marketing Plan channel the user could select which plans should appear on the Dashboard (Figure
12):

Channel Personalization x

Channel Details

Name: Warketing Budgets

Description: The Marketing Budgets channel is an interactive analytical channel that displays the selected Plan information in a
tabular as well a= graphical format.

Channel Type: Strategic Planner

#: Channel Personalization

Plan:  Copy of Do Not Break the Sandbox__ BM -

Save Cancel Reset

Figure No.7

2. On a Digital Library channel where assets from a certain section are displayed, the user can select the
subsection within the specified section from where the assets should be displayed

Note: The channel personalization feature is not applicable for static and links channels.

Settings to be done for Static channels
For a static channel if a Microsoft Office file has been uploaded and the user tries to view it, the file may not be

viewed in the browser but the user will be asked if the file needs to be downloaded or saved. This happens if the
registry key ‘BrowserFlags’ is absent or the value for it is wrong. Follow the steps below to check the registry key:
1. Go to Start | Run and type ‘regedit’ and click ‘Ok’.
2. The registry editor screen is displayed. Go to HKEY_LOCAL_MACHINE\SOFTWARE\Classes\Excel.Sheet.12.
3. Click on the ‘Excel.Sheet.12’ and check if the ‘BrowserFlags’ key is present and the value is ‘0'.
4. If not present then right click on the right side of the screen and click on ‘New’ and select ‘DWORD Value’
and name the key as ‘BrowserFlags’.
5. Double click on the key and check the value data. It should be 0 for Windows 7 and Vista and for the rest
it should be 8.

This ensures that the Microsoft Office files in a static channel will be viewed in the browser.

Operation on the Analytical Channels
A marketing plan channel, a breakup of planned and spent amounts channel and a marketing calendar channel are
system channels created by the administrator for strategic planner. These channels display the plan information in

a tabular as well as graphical format.

The following information can be viewed for the analytical channels:
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Breakup of Planned and Spent Amounts (Financial Summary): This channel displays the following
information in a graphical format:

e Cost center wise breakup of the planned amount for the selected plan.

e Activity type wise breakup of the spent amount for the selected plan.

e  Cost category wise breakup of the spent amount for the selected plan.

Marketing Calendar: The marketing executives can see their marketing calendar on the dashboard as soon as
they log in without having to go into the strategic planner module. The user has the flexibility to explore deeper via
the interactive clicking facility in this channel.

In this channel the following information is displayed:

e The Plan Name - The user can click on the plan title to view the plan/program/activity details.

e A Gantt chart view of the activity types in the plan/programs/activities is displayed with the activity type
name on the Gantt chart bar. When the user drags his mouse over the Gantt chart bar summary
information of the activity type such as start date, end date, budgeted, committed, spent and the unspent
amounts can be viewed.

e Aslider below the Gantt chart to adjust the time period of the display.

Marketing Plans: In this channel, the following information will be displayed in a graphical format:

e The content frame will display the plan name and the business unit for the plan.

e A pie chart representation of the unspent, committed and the spent amounts for the plan will also be
displayed. Click on the committed amount section for a list of all the commitments for the plan and all
levels below it. Click on the spent amount section for a list of all the invoices for the plan and all the levels
below it. Click on the unspent amount section for a list of the entire unallocated amount for the plan and
all the levels below it.

e The user will view the list of programs/campaigns associated with the selected plan in tabular format. The
program title, budgeted, committed, spent and unspent amounts are displayed for the list of
programs/campaigns of the plan.

The user can view the information in the form of a pie chart, bar chart or in the list view by clicking on the relevant
button.
The user can traverse to a particular plan by clicking on the info icon and drill down to view the activities

associated with it. Similarly the information at the program/campaign level is also displayed in a similar format.

A projects calendar displays all the projects that are currently ‘Active’ for the user who is a ‘Project Manager’ or for
the user who has a ‘Read’ or ‘Author’ access to the project.
Projects Calendar: In this channel the following information will be displayed in a graphical format:

e When the mouse is dragged over the Gantt chart bar the summary information of the project such as
start date, end date and priority is shown to the user. For the part of the bar that is completed, there
could be summary information such as the % complete that is displayed on the bar.

e The user can drag the slider for a monthly, weekly and a daily representation of the projects Gantt chart

bar.
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e Click on the project to see list of deliverables with Gantt chart view. Breadcrumbs get updated. Click on
the ‘Info’ icon to navigate to the project details screen on the marketing workbench.

e Click on the deliverables to see the list of tasks. Breadcrumbs get updated. Click on the ‘Info’ icon to
navigate to the deliverables details screen on the marketing workbench.

e  Click on the task or the ‘Info’ icon to navigate to the task details screen on the marketing workbench.

e The user can navigate through the channel and go to the marketing workbench for the detailed work.

Projects Calendar

Title Info August 12
we 28

Summer Advertising Program_Advertis | §

29 August 2012 29 August 2012

Figure No.8

Operations on Digital Library channels with the carousel view

The carousel view asset viewer enables the users to view the digital assets in a carousel view. The users can see

their digital assets on the dashboard as soon as they log in without having to go to the digital library module. The
users have the flexibility to explore deeper via the interactive clicking facility in this channel achieved through the
‘Flex’ technology.

The following information can be viewed for the digital Channels with the carousel view:

Section navigation (Figure 9): In this channel the following operations can be performed:
1 cClick on this button to get a drop down list of the subsections, which the user can click on to traverse the
section.

2 The asset information of the highlighted asset is displayed in an information bar.
3 Clicking on this icon the user can view the asset information.

4 The asset count is displayed.

5 Clicking on this button the user can download the preview.

6 An action bar to allow the user to view next/previous/first/last asset etc.
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Marketing Orientation
Digital Images\Marketing Orientation
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Asset navigation (Figure 10): In this channel the following operations can be performed:

1 A tool tip is displayed on a mouse over to display additional information of the asset.

2 This is an option to navigate to the asset of choice directly.

Rest all the functions are the same as the section navigation.
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Figure No.10

Note: In case expired assets are displayed the asset operations are limited.

Operations on the Artwork Producer channel with the carousel view

The artwork generators can now see their formats on the dashboard as soon as they log in without having to go to

the artwork producer module. The formats viewer channel enables the users to view the formats that are released

in the artwork producer module in a carousel view or a list view.

The channel enables the users to not only to navigate and view the formats in these modes but also allows the

user to click and select a format and go to the customization screen.

Rest of the operations is similar to the digital library carousel view channel.
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Operations on the Task Calendar
The Dashboard displays a calendar view channel of the tasks and the approvals jobs assigned to the logged in user

for the current month. The task appears as a bar stretching from the start to end date of the task.

Clicking on the task bar takes the contributor to the response screen of the task. The task links appear on the start
date of the task against the appropriate date. All the tasks assigned to the user are seen on the dashboard channel.
It shows the tasks of different statuses such as the tasks that are scheduled (not started), in progress, delayed

and completed in different colors (See Legend on the task calendar). E.g. Green indicates in progress tasks, red
indicates delayed tasks. A mouse over the task links displays details of the task such as start date, due date and
instructions. The user can click on the link of the task to go to the task details screen. This channel cannot be

personalized.

Operations on the Executive Dashboards
All the users in an Executive User group have access to these dashboards; the users who have access to the Plans
will have access to the appropriate dashboards.
Note: Since the data calculations will be time consuming, the chart and the drill-downs will show the data as of

previous day (or as the frequency of running the stored procedure is configured).

The Executive Dashboard is displayed with first level of charts. The following operations can be performed on the
Dashboard:

e Filters — The Executive user can select the Fiscal Year and Business Units for which the dashboard is to
be displayed. Once the filters are selected, the corresponding dashboard is generated. The user can
change the filters to get different dashboards.

e Dashboard — Four individual charts are displayed on the Dashboard using the filters specified by the user.
The charts are explained in detail below. In addition to the selected Fiscal Year and the Business Units,
the date and time when this dashboard was generated, also indicating the last time the data used in this

dashboard was refreshed is displayed.
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My Dashboard
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Seminars
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Figure No.11
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The following charts are displayed:

1. Marketing Budgets: This chart (Figure 12) displays the budget for the selected business unit(s)/plans.
This channel provides a summarized view of the Annual Plan amount, Current Forecast, Committed
Budgets and Actuals (for approved budgets) for a selected set of Business Units/Line of Business/Plans for
a specific year. It is a roll up for the Business Unit with its associated hierarchy or individual Line Of
Business Plans, as per the filters selected by the user. On a mouse over the bar graph, the amount will be
displayed.

The increments in the chart will depend upon the lowest and the highest values to be displayed. If the
highest value is in millions, then the Y-Axis will display Dollars (Millions) else will display Dollars
(Thousands).

Note: If a hand tool is displayed on a mouse over, it means the user can drill down further into the
spends by clicking on the graph. The details will be displayed in a popup. If the selected fiscal year is the
current fiscal year, then the quarterly breakup is shown only till the current quarter. For e.g. if the current

quarter is Q1, the other quarters Q2, Q3 and Q4 will not be shown.

Dollars {Millions)

2010 Marketing Budgets

£240
5220
200
%180

5160

Current Forecast: $121,700,000.00

Flanned Amount Current Forecast Allocated To Spend Spent

=140

5120
=100
580
=60
=40

520

=0

Figure No.12

User Guide

2. Current Forecast vs YTD Spends: This channel (Figure 13) provides a cumulative view of the
Business Unit/Line Of Business/Plan’s current forecasts and spends over time. The increments in the chart
will depend upon the lowest and the highest values to be displayed. If the highest value is in millions,
then the Y-Axis will display Dollars (Millions) else will display Dollars (Thousands). The Current Forecast
amount displayed here is summarized at the level selected for the Executive Dashboard and displays the
Year-to-Quarter (YTQ) Current Forecast amounts, cumulated from the beginning of the year. Similarly, it
displays cumulative Actuals as the YTQ Spends. This is summarized across all the applicable Plans. The

data for the actual will be counted in the quarter in which the data entry falls. If the entry corresponds to
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Dec 20, 2011, it will be counted in 2012 Q1.

Note: No drill down shall be supported for this channel.

Current Forecast vs. YTD Spent

5140

%120

100

580

%60

Callars (Millions)

£40

520

=0

Q1 Q2 Q3 Q4
@ Current Forecast @ YTD Spent

Figure No.13

3. Channel Budgets: This channel (Figure 14) provides a summary of the Current Planned channel
budgets for the selected Business Unit and associated hierarchy or Line Of Business(s) for the selected
year or for a single Plan selected by the user. It gives a view into the funds available for a channel that
can be further divided across various Programs and Campaigns. If the user selects a Business Unit at a
higher level, a sum of all Activity type from all lower level Business Unit hierarchies and Plans will be
displayed. The information displayed here is an aggregation of the Current Planned amounts for all the
activity types across all the selected set of BU/LOB/Plans of the selected fiscal year. By clicking on the
@) _ .

™ jcon the user can view a magnified view of the chart.

Note: No drill down shall be supported for this dashboard channel.
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360 Campaigns
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Sponsorship
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£60,000.00 (8.46%)

Exclusivities

@
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Figure No.14
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Channel Spent: This channel (Figure 15) provides a summary of the channel Spends (Actuals) for the
selected Business Unit and associated hierarchy or Line of Business for the selected year or for a single
Plan selected by the user. It is an aggregation of Actuals (Spent for approved budget) for all the activity
types below the Plan or Line of Business. If the user selects a Business Unit at a higher level, a sum of
Actuals for all Activity type from all lower level Business Unit hierarchies and Plans will be displayed.
Negative numbered Activity types are excluded from the pie chart. The information displayed here is a roll
up of the Spends (Actuals i.e. invoiced amount) for all the channels (the activity type and associated

activity sub-types) related activities across all the programs, for the selected set of Business Units/Line Of

Business/Plans of the selected fiscal year. By clicking on the d)\ icon the user can view a magnified view
of the chart.

Note: If a hand tool is displayed on a mouse over, it means the user can drill down further into the
spends by clicking on the graph. The details will be displayed in a popup.

A first level drill down will display the aggregated Actuals (i.e. spent amount) per activity sub-type when a
user clicks on the activity type on the channel. Negative numbered Activity types are excluded from the
pie chart. Further drill down from the sub-activity type will provide cost-category breakdown of the
actuals.

Note: In the case of Direct Marketing, which does not have any sub-activities, first level drill down will

directly show the Cost Category break down.
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2010 Channel Spent

Advertising
£1,020,000.00 (88.70%)

DNirect Marketing
£20,000.00
-
£100,000,00 (8.70%)

Direct Marketing
$30,000.00 (2.61%)

(+)
)

Figure No.15

5. Monthly Resource Allocation : As a senior executive of the marketing organization, you would like to view
the monthly allocations of resources by category allowing you to understand the utilization of resources
through the year.

The Monthly Resource Allocation per Category graph (Figure 16) is shown on the Executive

Dashboard. The following details are shown:

e  Monthly Resource Allocation per Category graph is a line graph and is displayed in the Marketing Budgets
channel

e By default the graph will be displayed in this channel and can be turned off based on the channel
personalization

e The monthly allocation graph will be displayed for the selected Plan in the channel personalization

e The graph will show the sum of the allocations that are done at that level. For e.g.: At the plan level the
graph will show the sum of all the allocations that are done for all the programs and all the activities
under it

e If the user drill downs to any specific program then the graph will show the sum of all the allocations that
are done for that program and all the activities under it

e Legend is displayed beside the graph and it displays the resource categories and the colors used to

represent them on the graph.
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My Calendars

Overview

Marketing calendars are tools that help publish the marketing plans, programs, activities, events, offers, holidays
etc. to all concerned in a graphical manner. These calendars can be viewed by the users who belong to the
permitted groups for the respective channels. The calendars can be configured using the Dashboard admin tool,
through the predefined channel configuration. The following calendars can be viewed:

e My Activity Calendar

e Events Calendar

e Holidays Calendar

e  Offer Calendar

Getting Started

Click on the ‘My Calendars’ link on the left pane. If the user logs into the system for the first time, the user can
select the calendars to be displayed from a list of calendars that have been configured by the admin. The links to

the calendars which are selected appear on the left pane.

A Calendars Calendar Settings
Humber of rows selected: 4
My Calendar >
Tt [] calendar Name Description
My Tasks >
Market BI Marketing Activity Types_jd The Marketing Activity Types calendar displays marketing activities to the user with grouping by marketing activity types in gantt view
Marketing Plan >
Marketing Activity Types_jd > Marketing Plan The Marketing Plan Calendar channel displays marketing activities to the user.
Select Calendars > Iy Calendar
My Tasks The My Tasks Calendar channel displays the Tasks for which you have been assigned as a contributor.
Note: The seiected calendars will be available as link in the left pane.

Figure No.1

Depending on the calendars selected by the user links will be displayed on the left pane (Figure 1). By default the

calendars configured by the administrator can be selected by the user to appear on the user’s calendar dashboard.

For example:

Marketing Plan Calendar
The marketing calendar shows the marketing activities based on the In Market Start date and End date. The

activities for which the logged in user has access can be viewed. If the logged in user has write access to the
activity then on clicking on the activity bar on the calendar the activity details are displayed in an editable format
and the user can edit the details or even delete the activity from the calendar itself. If the logged in user has only
read access on the activity then by clicking on the activity bar the activity details are displayed in read only mode.
The Complete Access groups for Plans get complete access on all Plans in the system and hence are allowed to

access all Plans from the Calendars as well.
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Figure No.2

The following actions can be performed on the Activities calendar (Figure 2):

3 The Gantt chart view — A hierarchical view is displayed of the Plan/Activities in the Gantt view.

1 The calendar month view.

2 The weekly view.

4 More activities can be added to the calendar. Click on the button and the activity details popup is displayed

(Figure 4) where the details can be entered and by clicking on the ‘More Info’ button takes the user to view the

activity details into Strategic Planner. Double click on a particular date to add more activities.
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The Add Activity button on the Marketing Plan calendar (see top left of the screen shot above) is visible if the
logged in user has access to at least one Plan in Strategic planner. If the user does not have access to any plans,

the button is hidden for that user as no activities can be added.

Activity Details
* parent for Activity:  Plan 3 == JD_Advertising
| Select || Remove |
* Activity Title:  |New Product Launch

Activity Type: Advertising-Print
| Select || Remove |

Activity #:
* Planned In-Market 28 September 2012 BEEE
Start Date:
* Planned In-Market End |30 Movember 2012 “lE
Date:
[ save [ cancel|

Figure No.3

5 The calendar can be exported to:

1. Excel — The range of months can be specified and it can be grouped by month.

2. PDF - The range of months can be specified, the legends can be included/excluded in the pdf, the
orientation, range details, page size and page scaling can be specified. The positions/margins can be
specified.

Note: While saving the exported files on your desktop, if you change the default flename make sure to give

the extension of the file as .xIs or .pdf depending on the file you are exporting.

6 Activities for different months or years can be viewed.

7 A channel personalization screen is displayed (Figure 4) where the user defined settings can be done. The

user can select the filters such as the business units, fiscal year, activity type and status.

The activity level to be displayed on the calendar can be selected.

Holidays also can be displayed on the calendar.

The display mode can be set such as to show start to end date bar, to show only start date, to show only end date
or to show start and end date only.

The setting for showing all the items for a day instead of showing the ‘+ more’ link can be set.
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Channel Details

Mame: Marketing Plan
Description: The Marketing Plan Calendar channel displays marketing activities to the user.
Channel Type: Calendar

#  Channel Personalization

Business Unit:
Fiscal Year:
Activity Type:
Status:

Activity Level: All Levels -
Show Holidays: Yes -
Dizplay Mode: Show Start to End Date Bar -

Show all items for a day: Mo

| Save || Cancel || Reset |

Figure No.4

8 The '+ sign is displayed if there are more activities for that particular date. By clicking on the link the list of
activities for that particular date will be displayed.
9 The legend can be viewed. Different colors can be configured for different event types so that it is easy to

differentiate the events.

Marketing Activity Type Calendar
A hierarchical view is displayed of the Plan/Activities in the Gantt view. You can view the Calendar (Gantt view)

with a grouping of Activities of the same type. These will be shown on the same line in the Calendar based on the
Start and End Date. If there is a time overlap for Activities, the Activity bar will be displayed on a new line. A
sample is shown below. Activities belonging to an ‘Activity Type’ will be sorted on ‘Start Dates’ and Activity Types

will be listed on the left hand side on the calendar (Figure 5).
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Figure No.5

Navigation and View
When the user clicks on the activity bar in a marketing plan calendar an activity details popup is displayed (Figure
6). If the user navigates into the solution from the ‘More Info’ button in the popup, the ‘Back to Calendar’ link
is displayed on the view activity screen, making the navigation from the details screen back to the Calendars easy.

Clicking on this link takes the user back to the Calendar.
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Figure No.6
The ‘Back to Calendar’ link is available for the other calendars as well.
The Calendar also personalizes the state in which the user leaves it when last viewed. This means that the user
can log out and log in again and the view will remain the same.
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Strategic Planner

Overview

Marketing Plan

Marketing
Program/ Campaign

Expense Tracking
Budgets

Activities
Workflow Automation
(Workbench)

Sub Activities

Using the Strategic Planner, the marketing team and managers can create Plans, Campaigns and associated
Activities. They can define the Activity type, plan the amount for the activity, define objective and select target

groups for that particular activity and select the product to which the Activity is applied.

Strategic Planner is also closely integrated with the Marketing Workbench and the Budget Manager, making it
much easier for the organization to track the various aspects of a campaign, including workflow and finance. It
enables the marketing managers and financial controllers to forecast spends on various marketing programs,
manage commitments to vendors and track spending and invoices. It eliminates the need for marketing managers

to manually track their budgets in spreadsheets.

Glossary of terms
e Business Units - An organization can have more than one business units corresponding to lines of
business.
e Marketing Plan - A marketing plan is a unit that holds all the marketing programs and campaigns.

Each of the business units can have one marketing plan per year.
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e Marketing Program/Campaign - A marketing program/campaign is a marketing initiative for
conducting marketing activities. Each marketing plan can have several programs/campaigns.

e Activities - An activity is a unit of work to be carried out for executing marketing program/campaign.
Each program/campaign could have several activities associated with it.

e Sub-Activities - A sub-activity is a further classification of activities.

e Vendors - Vendors are the sellers/suppliers appointed to provide services for executing
campaigns/activities/sub-activities.

¢ Commitments - Commitments are amounts committed to vendors for services rendered to the
organization. Each campaign/activity/sub-activity could have several commitments against it.

e Invoices - Vendors raise invoices for services rendered to the organization. Each commitment could have
several invoices raised against it. Each campaign/activity/sub-activity could have several invoices raised
against it. Invoices may or may not be related to commitments.

e Budgets - Budgets are amounts allocated for expenditure on marketing activities for a specific period.
Budget managers are assigned to manage the budgets.

¢ Marketing Objectives - Marketing objectives are specific, measurable outcomes or results that an
organization plans to achieve in a given period.

e Products - Products are a bundle of need-satisfying tangible and intangible attributes offered to a buyer
by a seller.

e Segments/Target Groups - Segments are a group or sector within a heterogeneous market consisting
of consumers or organizations with relatively homogeneous needs and wants; those within a market who
will respond to a given set of marketing stimuli in a particular way.

e Activity Type/Sub Type - Activity types and sub types are classifications of activities. For example: If
we have an activity called advertising, we can have activity types — television advertising or radio
advertising.

e Forecasting - Forecasting is predicting future variables, such as the amount of spends or level of sales in
a given period, the environmental factors that will influence the firm's performance, etc.

e Cost Centers - Cost centers are units in the organization to which budget allocations are made. The
money spent on different campaigns/activities is charged against these cost centers.

e Cost Categories - Cost categories are items of expenditure. For example: In an invoice there may be
several items such as agency fees or service charges or tax. These items are classified into cost
categories.

¢ Financial Accounts - Financial accounts are items of expenditure in the financial accounts of the
organization. Therefore cost categories in the system can be linked to the financial accounts in the
organization.

e Activity Templates - Activity templates are standard templates that can be created to define new
campaigns/activities. These are created for the purpose of standardization.

e Allocated to Spend - Allocated to spend is the amount of money that is set aside to spend at the
campaign/activity level from the total allocated amount for that level. allocated to spend amount may be
calculated at all levels.

¢ Unallocated - Unallocated is the balance amount of money that is remaining after all allocations are

made to campaigns/activities. Unallocated amount may be calculated at all levels.
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¢ Unspent - Unspent is the balance amount of money that is remaining from the allocated to spend
amount after all expenses are made at a certain level.

¢ Reviews - A review is a process conducted to invite comments from different key personnel in the
organization on a certain issue. For example: Once a plan is created, review comments can be invited
from certain persons based on which the plan can be modified.

¢ Sandbox - An area within a plan in which bulk changes can be applied to the plan and entire hierarchy
below it. Changes are not affecting the actual information in the plan until they are in a consistent state
and are saved. When all the information is in consistent state the budgeting information follows the

budget constraints in strategic planner. These changes will be applied in a single step.

User Roles

e Plan Owner: The Head of Marketing, who owns the plan, reviews the planned marketing activities and
tracks marketing effectiveness. Plan owner/creator has complete access(read/write/delete) on the plan
and read access on all the levels below — unless s/he is added into any role that has complete access at
lower levels.

e Budget Managers: Product managers who manage the funds released for campaigns. They have access
to view the list of estimates/commitments/invoices in the expenses tab from the budget manager view. A
budget manager having access at a higher level can view the details of the lower level also from the
budget manager view..

e Authors: The users who have access to edit the plan and create programs, campaigns and activities.
They can either have complete access or partial access based on a configuration setting. They have read
access on all the levels below — unless s/he is added into any role that has complete access at lower
levels.

e Marketing Coordinator: The marketing coordinator is responsible for the marketing
activity(program/campaign/activity) and its execution. S/he has complete access (read/write/delete) on
the marketing activity and read access on all the levels below — unless s/he is added into any role that
has complete access at lower levels.

e Readers: Stakeholders of the plan who get access to view the plan. Readers are also present on the
activities. A reader at a higher level as read access to all the lower levels — unless she/he is added into
any role that has complete access at lower levels.

+ Reviewers: Stakeholders who review the plan and give their comments. Reviewers are also present at
the activity level. Reviewers can see all the data in read only and give the comments on them.

e Budget Delegate: The person who works on the sandbox with the marketing head. The budget
delegate has access to the sandbox only and may not have access to the plan. The budget delegate can
reallocate the money in a plan and can align activities to the next fiscal year.

e Estimate Coordinator - The Estimate Creator or the Estimate Coordinator can add or delete users who
are Estimate Coordinators. The Estimate Coordinator has equal rights as the Estimate Creator who can

edit, change, approve the estimate etc.

Getting Started
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After signing in, the user can click on ‘Strategic Planner’ link provided on the dashboard screen on the left menu

(MOM) to launch strategic planner solution. The application launches with the following screen layout (Figure 1).

£ Strategic Planser Vi Pl

Fans 7] | 1A Soorshy

Budgets

e

Search

Business Vol Eincal Yemr Plarvome

Figure No.1

Left navigation bar - It has applications related to strategic planner. The links are:

e Strategic Planner — Contains links to plans, budgets, reviews and bulk changes.

e Plans - Contain links to view plans, view activities, view estimates, view commitments and view invoices.
Content Frame — The default page displays a list of existing plans under the plans section. The user can search

for a particular plan by giving the filters and clicking on the search button (Figure 1).

Navigation Tips: Each screen, which describes details of the plan/program/campaigns/ activities in the strategic
planner solution, has breadcrumbs on the header of the content page. These breadcrumbs displayed describe the
hierarchical path of the planner component in context. Each node in the breadcrumb has a URL to navigate to the

particular component.

Organizing and Setting up Plans

When user launches strategic planner solution, ‘View Plans’ screen is shown by default. The user is shown the list
of plans where user plays a role of a plan owner, reader or an author. By default, the screen lists all the plans
accessible to the user; the user can also search for plans by providing search criteria on this screen. Plans fulfilling

the criteria are then listed on the plan list.

The screen has two parts (Figure 1 - Content Frame)
Search: Here the user can search for the plans by selecting details such as business unit, fiscal year and status

and giving the plan title. Then click on the ‘Search’ button to view the Plan(s).

Plans: Here the searched plan(s) will be displayed with details such as title, business unit, status, fiscal year and
planned amount (expenditure). The following operations can be performed on this screen:

e Delete — The selected plan can be deleted.

e Copy — The selected plan can be copied.

e New — A new plan can be created.

Making a Copy of an existing Plan

Select the plan(s) to be copied and click on the ‘Copy’ button (Figure 1). A copy plans screen is displayed
(Figure 2). The following details can be edited/changed:
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e Title: The plan name can be changed.

e Business Unit: Can be selected from the drop down list.

e Fiscal Year: If the fiscal year setting is set to true by the admin then this can be changed. If the fiscal
year setting is set to false then the ‘Advance dates by year’ option is given to the user.

e Currency: Can be selected from the drop down list.

e Copy Options: The options such as whether all the levels, only the programs, only the activities or only

the sub activities need to be copied can be specified.

A Copy Plans

Title" Business Unit" Fiscal Year Currency Copy Options More Options

Copy of 2012 Personal Financing Plan Financial Services 2012 - EUR ~ Copy All Levels - i
Copy of 2013 Gold Linked Insurance Scheme Financial Services = 013 ELR = Copy All Levels ~ i

Done

Figure No.2

. f : For more options click on the icon. A select more options popup is displayed (Figure 3) from where

the plans/programs/activities/sub activities to be copied while making a copy of the plan can be selected.

Select More Options | %]

# Plan Level

Attachments

Cost Centers
Forecasts
Scorecard

Uzer Roles/Groups

# Marketing Activity

Planned In-Market Start/End Date
Actual In-Market StartEnd Cate
Attachments

Cost Centers

Forecasts

Scorecard

Uzer Roles

Commitments

Estimates

Figure No.3

While making a copy of a plan the following details get copied:

Field Explanation

Objectives Objectives selected for the plan
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Attachments
Cost Centers (Budget

Allocation)

Forecast

Scorecard —

Measurements and KPI's

User Roles / Groups

Additional Facets

Field

Activity Type
Planned In-Market
Start/End Date
Actual In-Market
Start/End Date
Activity Number
Currency

Products

Target Segments
Distribution Channels
Objectives
Attachments

Cost Centers
Forecasts

Scorecard —

Measurements and Kpi's

Attachments of the plan e.g. reference documents

If the setting for ‘Business Unit specific cost centers’ is set to true and the
Business Unit is changed, then the cost centers will only be copied if they
are present in the selected Business Unit else nothing will be copied.
Forecasts are copied only if the Cost centers are copied.

Only the expected values will get copied and not the actual ones. The dates
that get copied will be advanced by a year of the original plans.

All user roles including Plan Universe will get copied. If the Business Unit is
changed then the default authors and readers of the new Business Unit
would be copied

Any additional facets associated with the plan

Explanation
The channel for which the activity is created.

The dates will be advanced by a year of the original activity.

The dates will be advanced by a year of the original activity.

The number will be auto generated

The currency selected at the plan level will be copied.

Products selected for the marketing activity

Target Segments selected for the marketing activity

Distribution channels selected for the marketing activity

Objectives selected for the marketing activity

Attachments of the marketing activity e.g. reference documents

Cost centers selected for the marketing activity

Forecasts are copied only if the Cost centers are copied.

Only the expected values will get copied and not the actual ones. The dates

that get copied will be advanced by a year of the original plans.

To create a new marketing plan click on the ‘New’ button, on the view plans screen (Figure 1). This displays a

create plan screen (Figure 4) where details such as plan title and description can be entered. Business unit,

currency, fiscal year and plan status can be selected. Relevant documents can be uploaded and added by clicking

on the ‘Add’ button in the attachments section.

To save the newly created plan click on the ‘Save’ Button or to cancel the operation click on the ‘Cancel’ button.
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Edit Plan

*Plan:  [p012 Plan for Investments and Trust

Description:

*Business Unit:  Financial Services

Select || Remove
Currency: EUR Plan Status:  praft -

Fiscal Year: 2p12 » |2 Last Updated On: 28 August 2012

# | Attachments

Journel.pdf
158.00 KB - Download
8
e

Upload Remove

Save || Cancel

Figure No.4

Once the newly created plan is saved the user is taken to a view plans screen which displays plan details in a

tabbed view as described below.

Viewing existing Plans
The view plan screen with the following tabs:

e Info: Here the information such as plan title, description, business unit, currency, fiscal year, plan status
and last updated on are displayed. These details can be edited by clicking on the ‘Edit’ button and
clicking on the ‘Save Version'’ button the user can save the version of the plan. The plan creator is able
to create plan versions from the plan info tab. When a version is created, only information relevant to the
plan is maintained. The hierarchy of programs and campaigns are not maintained as part of the version
information.

The plan creator is allowed to create a version for the plan. Authors are not allowed to save versions.
There is a setting for giving authors edit access to the plan. This setting will determine if authors can edit
the plan and create a version.

The user can also specify the plan objectives by selecting from predefined objective list, which is
displayed when user clicks on the ‘Add’ button in the objective section. The user is restricted to select
only from the objectives selected at the plan level for the lower levels. To delete the selected objectives
click on the ‘Delete’ button. If the objectives are deleted at this level the objectives are automatically
deleted at all the lower levels.

List of attachments for the plan is also list in attachments section with provision to delete a selected
attachment or add more attachments by clicking on the ‘Delete’ button or by clicking on the ‘Add’ button
respectively (Figure 5).

A ‘View Audit History’ link is displayed which when clicked displays the details of the changes made in

the plan information.
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info |

View Plan
Financial Services > 2012 Plan for Investments and Trust

Programs | Budgets Scorecard Reviews | User Roles Resources | Versions

#| Plan

View Audit History
Plan: 2012 Plan for Investments and Trust
Description:
Business Unit:  Financial Services

Currency: EUR

Plan Status: Draft
Fiscal Year: 2012

Last Updated On: 28 August 2012

| Save Version H Muli YearActmtles|

Objectives |
[[] name
[l Acquisition

[] Revenue

Description

# | Attachments

No Files attached.

Figure No.5

Programs: Here the user can search for existing programs under this plan by giving details like status,
planned start date (from and to) and the program title and then clicking on the ‘Search’ button. The
searched programs are displayed with details such as program title, program# (number), status, planned
start and end date and the planned amount. By default all the programs are listed here.

New programs can be added by clicking on the ‘Add’ button and the selected existing programs can be

deleted by clicking on the ‘Delete’ button (Figure 6). The activities under this program can be viewed
by clicking on the program title link.

View Plan

4| Search

#| Programs

Financial Services > 2012 Plan for Investments and Trust

info || Programs | Budgets | Scorecard | Reviews | UserRoles | Resources | Versions

[7] Program Title

Planned Start Date Planned End Date Planned
[F] | 10% eSAVINGS SCHEME Oniine PHSO18 Draft 01 October 2012 22 December 2012 785,000.00
[ | Integrated Markefing Program Advertising PESD1S Draft 02 October 2012 23 December 2012 250,000.00
[F] | Promotional Events for new eSavings scheme Events PG20 Draft 01 January 2012 31 December 2012 £5,000.00
[F] | Summer Advertising Program Advertising GHBTS Draft 23 February 2012 26 March 2012 95,000.00
[F] | Winter Direct Marketing Program for new eSavings scheme Promotions GTY874 Draft 24 Sepiember 2012 22 December 2012 £0,000.00

Status:  None -

Program Type:
Program #:

Program Title:

Program Type Program # Status

Figure No.6

User Guide

Budgets: Here the financial information such as the currency (the currency of the cost center is
displayed) finance planned, allocated, committed, spent and unallocated amounts are displayed. The cost
center information such as the name, planned amount and the unallocated amount are also displayed.
New cost centers can be added by clicking on the ‘Add/Edit’ button and selecting it and clicking on the
‘Delete’ button can delete existing cost centers. The forecast information on the planned expenditure is

displayed. The forecast can be edited by clicking on the ‘Edit Forecast’ button (Figure 7).
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To go into the sandbox or bulk changes mode to do the budget reallocation click on the * '

button.

View Plan
Financial Services > 2012 Plan for Investments and Trust

info | Programs | Budgets | Scorscard | Reviews | UserRoles  Resources = Versions
% | Financial Information

Currency: EUR

Planned Allocated
1,350,000.00 1,255,000.00

Committed Spent Unallocated

0.00 0.00 95,000.00

Edit Bottom Up

A Cost Centers

Hame Planned Amount Unallocated Amount
Corporate Events

100,000.00 15,000.00

250,000.00 55,000.00
Public Relations 300,000.00 5,000.00
Sales

[
L]
[C] | Global Marketing
a
L]

700,000.00 20,000.00
Total

Delete | [ Add/Edit

A Forecast

1,350,000.00 95,000.00

Forecast Attribute Total
Total

0.00
Edt Forecast

Figure No.7

Scorecard: This section gives the information such as measurements and KPI lists. The measurements
have the expected and actual values, start and end dates for the program and the frequency. New
measurements can be added by clicking on the ‘Add’ button and selected measurements can be deleted
by clicking on the ‘Delete’ button. All the measurements with the frequency as one time and having only
one Actual value slot can be edited by clicking on the ‘Edit’ button. The measurements with the
frequency more than one time have to be edited individually by clicking on the measurement name link.
The KPI list is displayed with the key performance indicator, expected and the actual values and can be
recalculated by clicking on the ‘Recalculate’ button (Figure 8). If any changes are made to the
measurements (add/edit/delete), on the view plan/program/activity screen on the scorecard tab, the
system will automatically recalculate KPI's and give an explicit message to the user.

Note: Click on the Recalculate button for the system to recalculate any KPI's that are based on budgetary values.

View Plan

Financial Services = 2012 Plan for Investments and Trust

Info | Programs = Budgets | Scorecard | Reviews UserRoles = Resources  Versions

A Measurements

[[] Hame Expected Values Actual Values
[ | Number of Visit

A Key Performance Indicators (KPis)

Measurement Start Date Measurement End Date Frequency

People Atiended Peaple Attended 01 January 2012 31 December 2012 One Time

Key Performance indicator

Expected Values Actual Values
Mo key performance indicators present,

To see updated data, cick Recalculate

Recalculate

Figure No.8

o Reviews: This section displays the title and status and allows the user to view the reviews for the
program/campaign selected. Here the user can delete a selected review by clicking on the ‘Delete’ button
or the user can initiate a review by clicking on the ‘Initiate Review’ button, which displays a new screen
to create a review and invite user/groups for the review.

User Roles: This section displays the details such as created by and last updated by. The authors/budget

managers/readers are displayed here. New authors/budget managers/readers can be added (Figure 9).
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If the plan universe setting is set to true by the admin then the user can select the groups and the users
in the plan universe. The authors and the readers can be selected from the plan universe. A groups of
users as authors and readers can be added. While adding a user in the author/ budget managers/reader
role at the plan level, if the hierarchy of programs/campaigns/activities already exists under the plan then
during the add author/reader interaction the system gives 3 options:

0 To add the user as author/reader only at the plan level.

0 To add the user as author/reader at the plan level and as coordinator at all the lower levels.

o0 To add the user as author/reader at the plan level and as a coordinator in the selected levels

under the plan.

Selected authors/readers can be deleted by clicking on the ‘Delete’ button. When a user is deleted from a
user role at a particular level in the plan options are given to either delete the user from the user role at
the current level only or from all the levels below also. Depending on the option selected by the user the
operation will be performed. This display of options is based on a setting in the planner settings.
A budget manager can be added at the plan level. If the setting for the user role propagation is set to true
then during program/ campaign/ activity creation under the plan the user is propagated from the parent
level.
The access level of each user can be viewed by selecting the user and clicking on the ‘View Access’
button.
In case the Plan Universe Access is set to ‘True’ then the Plan Universe users can be added as
authors/readers in one simple easy interaction.
When a plan is created and a business unit is selected, the users selected as default Authors and Readers
in the planner admin while creating the business unit are automatically populated as Authors and readers
respectively. These groups and users are also added to the Plan Universe Groups and Users, if the Plan
Universe setting is true. The default Groups and Users as Authors and Readers are grouped together for
display in the Authors and Readers List. This helps to distinguish them from the Authors and Readers
added for the Plan.
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View Plan
Financial Services = 2012 Plan for Investments and Trust
Info | Programs | Budgets | Scorecard | Reviews J User Roles [ Resources | Versions
Created by: System Administrator
Last Updated by: System Administrator
# Author - Groups
D Group Name
Mo Groups selected.
Manage Groups X
# Author - Users
[] user Name Group Name Add Group as | Add Group as Author at Plan and | Add Group as Author at Plan and
. Author at Plan its users as Coordinators at all its users as Coordinators at
Mo Authors selected for this Plan. [T— selected levels
| Delete || View Access | | Add Authors N L
Marketing
# Budget Managers
D e Select Group
Mo Budget Managers selected for this Plan. Select Group
| Delete || View Access | | Add Budget Managers | Select Group
# Reader - Groups Select Group
D Group Name
Mo Groups selected.
# Reader - Users i
[[] user Name 4| i | »
Mo Readers selected for this Plan.
| Delete || View Access | | Add Readers AddRows  ~
Figure No.9
e Resources: The allocated resources for the plan will be displayed in this tab in the form of a calendar.
The resources can be requested and allocated using the ‘Resource Planner’ module. A Resource Forecast
can be configured to be included as a part of the Strategic Planning process. The Forecast per Category of
resources can be entered for each Activity in the Plan. These can be entered per Forecast Duration as
defined in the system. For example, a monthly requirement of Designers for a particular Activity can be
entered.
e Version: This section displays the version list with details such as created date, creator and comments.
Existing versions can be selected and deleted by clicking on the ‘Delete’ button (Figure 10).
View Plan
Financial Services = 2012 Plan for Investments and Trust
Info | Programs | Budgets | Scorecard | Reviews | User Roles | Resources J Versions 1
£ Version List
[[] Creation Date Creator Comments
D 28 August 2012 23:48:18 System Administrator (Admin) Changed the Business Unit
Figure No.10
Note: After the Plan has been created with all the details such as Programs, budgets, scorecards, user roles and
resources it can be viewed in another currency if required. The currency selected during the creation of the plan
will remain the standard currency throughout the plan. If a user needs to view the plan in another currency, it can
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be done clicking on the ‘Select Currency’ on the left pane. The plan will appear in a read-only mode in the currency

selected. The system will take care of the exchange rates depending on the rates entered in the system.

Clone and Replace Users

£

View

View

View

View

Clone

Plans

View Activities

Select Currency

Replace User

Plans

Estimates

Commitments

Invoices

User

Figure

No.11

Clone User — In case another user needs to be added in a particular user role in a plan and the new user
needs to get the same rights as an existing user in the user role then the ‘Clone User’ feature can be
used. The cloned user will have the same access permissions to a plan and all the programs/ campaigns/
activities under it as that of the selected a user.

Cloning of a user cannot be done for the ‘Marketing Owners’ role as it is a role associated with a single
user. For the ‘Budget Managers' role cloning will be based on the setting whether it is a single user
selection or group of budget managers. Cloning of a user is possible for author, reader, and activity
coordinator user roles.

Click on the ‘Clone User’ link (Figure 11), a clone user screen (Figure 12) where the plan title,
description, business unit and the status of the plan is displayed in a read-only form. A new user can be
selected from a list of users. If the plan universe is set to ‘True’ then the user list which is displayed will
contain the users from the plan universe or else the user list will contain all the users from the system.
The new user (Give the user) will get the same access rights as the selected user (the same access as).

Save the cloning by clicking on the ‘Save’ button.

Clone User

Save

Plan Details

Plan: 2012 Plan for Investments and Trust

Description:
Business Unit:

Financial Services Status: Draft

User to Clone

Al Tom

Give the user: the same access as: |Ben Ten|

Cancel

Figure
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e Replace User — In case a user with a specific user role in the plan and all the programs/ campaigns/
activities has left the organization or is on leave and has to be replaced with another user with the same
access rights then the ‘Replace User’ feature can be used.

Click on the ‘Replace User’ link (Figure 11), a replace user screen (Figure 13) where the plan title,
description, business and the status of the plan is displayed in a read-only form. The user to be replaced
and the with which user can be selected. If the plan universe is set to ‘True’ then the user list which is
displayed will contain the users from the plan universe or else the user list will contain all the users from
the system. The access rights of the user to be replaced (Replace the user) will be transferred to the

replaced user (with). Save the replacement by clicking on the ‘Save’ button.

Replace User

Plan Details

Plan: 2012 Plan for Investments and Trust
Description:

Business Unit: Financial Services Status: Craft

User to Replace

Replace the user: |[Allen Sol (6] with: |bob Sharma [6]

Save || Cancel

Figure No.13

Managing Programs/Campaigns/Activities
For a given plan, list of programs can be found under ‘Programs’ tab on the view plan screen. Alternately to view
existing activities across all the plans click on the ‘View Activities’ link on the left menu under ‘Plans’. The screen
is divided into two parts (Figure 14):
Search: Here the user can search for the activities by giving details such as business unit, fiscal year, status,
program/acivity type, program/activity # (can be given in multiples separated by comma. A contains search is
done for each of the number given) and program/activity campaign title and then clicking on the ‘Search’ button.
Programs/Campaigns: Here the searched programs/campaigns will be displayed with details such as title,
program/campaign type, program/campaign #(number), program/campaign status, planned start date, planned
end date, planned (expenditure). The selected program/campaign can be deleted by clicking on the ‘Delete’

button.
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View Activities
£ Search
Business Unit: [Select |
2012

Fiscal Year:

Select | [ Remove.

Status:  None -
Program! Activity Type: [ Select
Program Activity #
Programi Activity Title:
Search
A Programs/ Activities

2012 Plan for Investments and Trust

[ Titte Programi Activity Type Program! Activity # ;;;ti?m‘ Activity Planned Start Date Planned End Date Planned
[F] | Integrated Warketing Frogram Advertising PH9012 Draft 02 October 2012 23 December 2012 EUR 250,000.00
D 10% eSAVINGS SCHEME Online Draft 01 October 2012 22 December 2012 EUR 785,000.00
[F] | Winter Direct Marketing Program for new eSavings scheme Promotions Draft 24 September 2012 22 December 2012 EUR 60,000.00
[F] | Summer Advertising Frogram Advertising Draft 23 February 2012 26 March 2012 EUR 95,000.00
[ | Promotional Events for new eSavings scheme Events PG20 Draft 01 January 2012 31 December 2012 EUR 65,000.00

2042 Plan for Investments and Trust >> 10% e SAVINGS SCHEME
[ Title Programi Activity Type Program Activity # z&’iﬁ:m‘ Actnaty Planned Start Date Planned End Date Planned
[ | Summer Print Campaign Draft 01 October 2012 22 December 2012 EUR 53,000.00
[F] | SUMNER OLYMPICS TV ADVERTISNG Draft 01 October 2012 22 December 2012 EUR 404,000.00
[F] | Web Fresence Promotion Campaign Draft 01 October 2012 22 December 2012 EUR 40,000.00
[F] | Product Launch Campaign Draft 09 July 2012 05 September 2012 EUR 70,000.00

2012 Plan for Investments and Trust >> 10% eSAVINGS SCHEME >> SUMMER OLYMPICS TV ADVERTISING

, Program/ Activity

O Titie Programi Activity Type Program/ Activity# gyt Planned Start Date Planned End Date Planned
[ | Car Loans Promotions Draft 01 October 2012 22 December 2012 EUR 142,000.00
[F] | Promotional Event for Loans Draft 01 October 2012 31 October 2012 EUR 64,000.00
[F] | Colateral Production and Distrioution Draft 17 September 2012 22 December 2012 EUR 37,000.00
Delete

Figure No.14

Each programs/campaigns/activities title has a link. When clicked it traverses to view program/campaign screen

that gives detailed information about the programs/campaigns/activities, described later in the document.

Adding New Programs/Campaigns/Activities
To add new program/campaign/activity traverse into a Plan/Program and select ‘Programs’ / ‘Activities’ tab on

view plan/program screen (Figure 6). List of programs are displayed for the plan with details such as program
title, program/campaign/activity type, program/campaign/activity # (number), status, planned start date, planned
end date and planned (expenditure). The selected program/campaign can be deleted by clicking on the ‘Delete’
button.

Note: When creating a program/campaign/activity, there is a step where the user must select a template, if there
is only one ‘Blank’ template then the template section is not displayed. If more templates are configured, then this

section is displayed to the user.

To add a new program click on the ‘Add’ button, a create program screen is displayed (after template selection, if
templates are present) where the user can provide information such as program title, description, program type,
program status, planned in-market start and end date and actual in market start and end date can be entered. The
program# (number is auto generated or it can be entered by the user depending on the configuration done by the
administrator) and the currency used for this program is displayed. The marketing owner can be selected by typing
the first letter of the user name and selecting from the displayed list. If the setting for propagation of the
marketing owner is set to ‘True’, then the user selected as the marketing owner at the program/campaign level is
propagated to the campaign/activity created under it. Attachments can be added or selected from the digital

library under the attachment section (Figure 15).
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Create Program
Financial Services = 2012 Plan for Investments and Trust =

* Program Title:

Description:

Program #:

Planned In-Market Start Date:
Actual In-Market Start Date:

Currency:

# Marketing Owner

User Name

bob Sharma o

# Attachments

Mo Files attached.

[Select From Digital Library | [Remove |

Save || Cancel

Pragram Type:

Exclude Program From Calendar:

Summer Advertising Program

Advertising

GHE?S

23 February 2012 CEER

@ ves @ no 2

Program Status:

Planned In-Market End Date:

Actual In-Market End Date:

Draft -

26 March 2012

Figure No.15

For saving the program click on the ‘Save’ button or to cancel the operation click on the ‘Cancel’ button. Clicking

on save button will create the new program/campaign and will display a view program screen which displays the

program information.

View Program information

The view program screen has a tabbed layout with information for the program grouped under various tabs as

described below:

Info Tab

Here the information such as program title, description, program#(number), program status, planned in-market
start and end date, actual in-market start and end date, currency and last updated on are displayed. These details
can be edited by clicking on the ‘Edit’ button.

The users are able to create versions of programs by clicking on the ‘Save Version’ button. This is applicable for
all level of campaigns — programs, campaigns, and activities etc. The versions tab lists all the versions created for
the activity.

The activity creator and marketing owner have access to create versions.

Other information related to affected objectives, products, target groups and distribution channels are grouped
under tabs with similar name. Each of this information can be viewed and updated by traversing to the relevant
tab.

Attachments if any can be added or deleted in the attachments section (Figure 16).

A ‘View Audit History’ link is displayed which when clicked displays the details of the changes made in the

program information.
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View Program

Financial Services > 2012 Plan for Investments and Trust » Summer Advertising Program

Info l Activities = Budgets Expenses Scorecard Reviews | UserRoles = Resources  Workflows = Versions

A Program

View Audit History
Program Title: Summer Advertising Program
Description:
Program Type: Advertising
Program # GH67S
Planned In-Market Start Date: 23 February 2012
Actual In-Market Start Date:
Currency: EUR

Program Status: Draft
Planned In-Market End Date: 26 March 2012
Actual In-Market End Date:
Last Updated On: 29 August 2012

Exclude Program From Calendar:  No

Objectives \l Products  Target Groups | Distribution Channels | Offers

[[] name

Description
Acquisition

[l

[] Brand Awareness
D Impressions
[l

Revenue

# Marketing Owner

[[] user Name
[ bob Sharma
[ View Access | [ Add Marketing Owner

% Attachmentis

No Files attached.

\ Upload | \ Select From Digital L\brary| \ Remwa|

Figure No.16

Activities/Campaigns Tab
Existing campaigns/activities can be searched under this program by giving details such as status,
campaign/activity type, planned start date (from and to) and the title and then clicking on the ‘Search’ button.
The searched campaigns/activities are displayed with details such as title, type, #(number), status, planned start
and end date and the planned amount. New Campaigns/activities can be added by clicking on the ‘Add’ button
and the selected existing Campaigns/Activities can be deleted by clicking on the ‘Delete’ button (Figure 17). The

activity can be moved to another Program by selecting the Activity and clicking on the ‘Move’ button.

[View Program

Financial Services > 2012 Plan for Investments and Trust > Summer Adverfising Program

nfo [ Activities | Budgets | Expenses | Scorecard | Reviews | User Roles | Resources | Workflows | Versions
A Search
Status:  None -
Activity Type:
Activity #
Activity Title:

A Activities

[F]  Activity Title Activity Type Activity # Status Planned Start Date Planned End Date Planned
[F] | Direct Marketing Direct Marketing Draft 23 February 2012 26 March 2012 0.00
[F] | Television Spots Advertising Draft 23 February 2012 26 March 2012 0.00

Figure No.17

Budgets Tab

The following information is displayed here (Figure 18):
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[View Program
Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program

info | Actities [ Budgets | Expenses | Scorecard

Reviews | UserRoles | Resources  Workfows | Versions
# Financial Information
Currency: EUR
Planned Allocated
95,000.00 0.00
Release Noney
4 Cost Centers
[F] Hame
[E] | Global Marketing
[C]  Public Relations.
Allocated to spend breakup
Total
The amount available to be allocated is EUR: 95,000.00
AddfEdit
] mame
A Forecast
[F] Global Marketing
Forecast Attribute
Total ]  Public Relations.

Edit Forecast

# Program Level Allocations

Save || Cancel

Allo

Committed
0.00

Planned Amount
80,000.00
0
!
n
Available amount Amount
80,000.00

15,000.00

Total

o m

Edit allocated to spend
# Budget Details

The budget has not been inftiated.
Comment Date

Comments By Comments

No budget comments present

Inttiate Budget

Spent
0.00

Unallocated

95,000.00

Unallocated Amount
80,000.00
15,000.00

95,000.00

Total
0.00

Unspent
0.00

Figure No.18

e Financial Information - Information such as the finance planned, allocated, committed, spent and

unallocated amounts are displayed (Figure 18). A budget manager can be added if the setting for user

role propagation is set to true then during program/ campaign/ activity creation under the plan the user is

propagated from the parent level plan, program/ campaign in the program/ campaign/ activity being

created. Money can be released by clicking on the ‘Release Money’ button. The unallocated/unspent

amount of this program will be released to the plan. The money can be released completely or partially to

any level of the program (Figure 19).

Release Money

) Complete Release
Type of Release _
@ Partial Release

4 Allocations for: Summer Advertising Program

A Release of Unallocated Amounts

Planned
Current Values 95,000.00
After Release 95,000.00

# Cost center breakup for unallocated amount

The amount to be released to the selected parent has been given in the required totals row. Please enter the amount that is to be released. The amount to be released should be less than or equal to the amount given in the required totals row

Name Current Allocated

Global Marketing 80,000.00
Public Relations 1%5,000.00
Total 95,000.00
Required Total —_
4 Impact on Plan: 2012 Plan for Investments and Trust
Planned

Current Values 1,350,000.00

After Release 1,350,000.00

Release Cancel

Allocated
0.00

0.00

Available to release

80,000.00

0.00
15,000.00 0.00
95,000.00 0.00
= 95,000

Allocated
1,255,000.00

1,255,000.00

Amount to release

Unallocated
5,000.00

95,000.00

After Release

80,000.00

15,000.00

95,000.00

.00 0.00

Unallocated
95,000.00

95,000.00

Figure No.19
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e Cost Centers - Information such as the name, planned amount and the unallocated amount are
displayed. Click on the ‘Add’ button to select the new cost centers and add the planned amount to the
selected cost center. To delete any cost center select it and click on the ‘Delete’ button.

e Forecast — If the forecast feature is set to ‘Yes’ by the admin, it will be available for the end-user. The
forecast duration can be set to Monthly — calendar months, Quarterly- quarters starting with the fiscal
month and Annual- fiscal year. Flexible forecast durations per fiscal year as per your business needs can
also be set. Information on the planned expenditure for the fiscal year is displayed. The forecast can be

edited by clicking on the ‘Edit Forecast’ button.

View Filan

Faanned Amaunt

ARD0R00

Unabiocated Amcunt

£00000

Figure No.20

e Program Level Allocations - Activity level allocations are displayed here with details like allocated to
spend, committed, spent and the unspent amounts. Click on the ‘Edit Allocated to Spend’ button to
edit the allocated amounts cost center wise.

e Budget Details — To initiate the Budget first select the Budget Manager by going to the ‘User Roles’
tab (if not already present) and then click on the ‘Initiate Budget’ button. Once the budget is initiated
then the budget detail such as the budget initiated on and by is displayed here. The Budget Manager’s
comment date, name and the comments are displayed here. The budgeting process can be initiated by
clicking on the ‘Initiate Budget’' button, which can be initiated by two methods either by the approval
process by budget manager or self-approving the budget as the budget is pre-approved (if the logged in

user is also the budget manager) (Figure 18).

This tab will not be visible if the setting for displaying commitments/invoices and estimates is set to false.

The estimates, commitments and the invoices will be displayed on this tab if selected to be shown.

The estimates are displayed with details such as title, estimate# (number), vendor, creation date, status and the
estimated amount.

The commitments are displayed with details such as the title, commitment# (number), vendor, due date, status,
committed and the balance amount.

The invoices are displayed with details such as title, invoice# (number), vendor, paid on date, status, amount and
the reconciled amount.

New estimates/commitments/invoices can be added by clicking on the ‘Add’ button or the selected
estimates/commitments/invoices can be deleted by clicking on the ‘Delete’ button. Each

estimates/commitment/invoice title has a link to edit them.
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The invoice amount can be reconciled with the actual paid amount for the program through the batch

reconciliation process, which can be initiated by clicking on the ‘Batch Reconciliation’ button (Figure 21).

iew Program
Financial Services > 2012 Pian for nvestments and Trust > Summer Advertising Program
Info || Activities || Budgets || Expenses | Scorecard | Reviews | UserRoles | Resources | Workflows | Versions
A Estimates
[ Title Estimate # Vendor Expiration Date Status Estimated Amount

[F] | Estimate for Campaign Execution 1000 Wedia Plus Advertising Company Ltd. 28 August 2012 In Review EUR 10,000.00 | Edit

[F] | Estimate for Creative Ads 1001 Wedia Plus Advertising Company Ltd 31 October 2012 Draft EUR 10,000.00 [ Edit

Delete | [Copy | [Add | [Refresh | [Revise

# Commitments

[ Title Commitment # Vendor Due Date Status Committed Balance
[ Com#111 1001 Media Plus Advertising Company Lid 28 September 2012 New EUR 59,000.00 EUR 59,000.00
Delete | [Copy | [Add

A Invoices

[ Titie Invoice # Vendor Paid On Date Status Amount Reconciled Amount

[F DM-1267-01 1000 Media Plus Advertising Company Lid New EUR 3,200.00 EUR 0.00

Delete | [ Batch Reconcilation | [ Add

Figure No.21

e Estimates: Based on the setting in the Strategic Planner admin ‘Display Estimates’ is true or false, the
estimates section is displayed and the list of estimate approvals jobs in review screen is also displayed or
hidden respectively. The following operations can be done for estimates (Figure 21):

Note: While copying or deleting an estimate a check is made to see if the Plan for this estimate is in the
bulk update mode i.e. it is locked in the sandbox. If it is locked, the copy and delete operations are not
allowed on the estimate. Once the Plan is released from the sandbox, the estimates can be copied and/or
deleted.

o Delete — The selected estimate can be deleted. When an estimate is deleted and email
notification is sent out all the coordinators.

0 Copy — A user can select multiple Estimates from the list of estimates to make copies of the
selected ones. Copy Estimates is an offline process. Once the ‘Copy Estimates’ transaction is
completed, a notification is sent to the user. It informs the user of the status of the copied
Estimates (either Success or Failure). The status of the newly copied Estimates is always ‘Draft’.
The Estimate#(number) is auto generated. The user can then update the Estimate Title, Type,
Effective and Expiration Dates.

0 Add - Add new estimates. An estimate details screen is displayed. Refer to for
details.

0 Refresh — Refreshes the section with the changed values.

0 Revise — Select the estimate to be revised. Only the expired estimates can be revised. Refer to

section for more details.

e Commitments: Click on the ‘Add’ button to add new commitments (Figure 21). A create commitment
screen is displayed; refer to for details.

An existing commitment can be copied across activities by clicking on the ‘Copy’ button. See
for more details.
By clicking on the ‘View Commitments’ link on the left pane, a list of all the commitments for which the

logged in user is the creator. From here the copy commitment interaction is also available.
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e Invoices: Invoices can be added either against a commitment or against the Program/Campaign.
Invoices can be added to closed activities in the system depending on the configuration in the system.
The default setting does not allow invoices to be added to closed activities.

To add an invoice against an existing commitment the user should traverse to the view commitment
Screen by clicking on the commitment name link. Under the invoices section of the screen the user can
add invoices by clicking on the ‘Add’ button to add invoices, which are generated against the commitment.
To add invoices for expenses for the program click on the ‘Add’ button in the invoices section under the
expenses tab of the view program/activity screen (Figure 21). A create invoice screen is displayed where
the invoice details can be entered (Figure 22). After the invoice has been created it can be reconciled if
it has been paid.

By clicking on the ‘View Invoices’ link on the left pane, a list of all the invoices for which the logged in

user is the creator. Here the batch reconciliation operation is also available.

Create Invoice
Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program > New Invoice
Invoice
Invoice # 1000

*Title:  DM-1267-01

Description:

*Vendor: Media Plus Advertising Company Ltd Status: New

Select | [ Remove
*Invoice Date: (28 August 2012 " Due Date: (31 August 2012
Invaice Received On: g auouct 2012 Invoice Paid On:

Currency:  ER w

£ Invoice ltems
Cost Category Description Rate Units Quantity Amount

Creative Agency Fees  ~ Copy Creation for Offer Plus ~ ~ 3200.00 100 3200.00

MNone -

Total:

Delete | [Add |

A Listof attachments

Mo Files attached

Upioad | | Remove

Save || Cancel

Figure No.22

When the user views this section for the first time, the Default Metrics need to be set by clicking on the ‘Set
Default Metrics’.

This section gives the information like measurements and performance indicators. The measurements have details
such as the name, expected and actual values, measurement start and end dates for the Campaigns and the
frequency. New measurements can be added by clicking on the ‘Add’ button and selected measurements can be
deleted by clicking on the ‘Delete’ button. The measurements with the frequency as one time and having only one
Actual value slot can be edited by clicking on the ‘Edit’ button. The measurements with the frequency more than
one time have to be edited individually by clicking on the measurement name link. The performance indicators are
displayed with information like expected and the actual values and can be recalculated by clicking on the
‘Recalculate’ button (Figure 23). If the user makes any changes to the measurements (Add/Edit/Delete), on the
View Plan/Program/Activity screen on the Scorecard Tab, and Saves it, the system will automatically recalculate

KPI's and give an explicit message to the user.
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Note: The Recalculate button will still have to be clicked for the system to recalculate any KPI's that are based on
budgetary values.

[View Program
Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program

nfo | Actvites | Budgets | Expenses | Scorecard | Reviews | UserRoles | Resources | Workfows | Versions

% | Measurements

[C] Hame Expected Values Actual Values Measurement Start Date Measurement End Date

Frequency
[F] | Number of pecple who attended the event

£/ Key Performance Indicators (KPis)

People Attended People Attended 23 February 2012 26 March 2012 One Time

Key Performance Indicator

Expected Values Actual Values
No key performance indicators present.

0 see updated data, ciick Recalculate.

Recalculate

Figure No.23

Reviews Tab

This section displays the title and status and allows the user to view the reviews for the programs/activities/sub-
activities selected. Here the user can delete a selected review by clicking on the ‘Delete’ button or the user can

initiate a review by clicking on the ‘Initiate Review’ button, which displays a new screen to create a review and
invite user/groups.

User Roles Tab

User Guide

This section displays the details such as created and last updated by. The coordinators, budget managers and
readers are displayed here. If the setting for propagation of authors and readers at the plan level to the lower level
is set to ‘True’, then the users in the author and the reader roles at the plan level are added as activity

coordinators in the program.

Existing users can be selected and deleted by clicking on the ‘Delete’ button or new users can be added by
clicking on the ‘Add User’ button (Figure 24).

The access level of each user can be viewed by selecting the user and clicking on the ‘View Access’ button.

View Program
Financial Services = 2012 Plan for Investments and Trust > Summer Advertising Program

Info | Activities | Budgets = Expenses  Scorecard | Reviews JUserRolas 1 Resources | Workflows | Versions

Created by: System Administrator
Last Updated by: System Administrator

# Coordinators
Manage User Roles ||
[[] user Name
Mo Activity Coordinator selected at this level User Name Add user ag Coordinator to this Add user as Coordinator to this | Add user as Coordinator to this
level level and all lower levels level and to the selected levels
\ Delete || View Access | | Add Coordinators. |
Cathy Anand 6] ® ® ©
# Budget Managers
[F] user Name o @
Mo Budget Managers selected at this level D @
[ Delete | [ View Access | [ Add Budget Managers |

| Readers AddRows -

[[] user Hame

Ho Readers selected at this level.

\ Delete || View Access | | Add Readers \

Figure No.24
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Resources Tab
The allocated resources for the plan will be displayed in this tab in the form of a calendar. The resources can be

requested and allocated using the ‘Resource Planner’ module.

Forecasting the resources required to participate in the execution of the Activities planned for the year can be done.
This helps in planning for the resource requirements for the year and early anticipation of shortfalls in manpower
and mitigation plans. The Forecast per Category of resources can be entered for each Activity in the Plan. These
can be entered per Forecast Duration as defined in the system. For example, a monthly requirement of Designers
for a particular Activity can be entered. This number then rolls up at the Plan level providing the Marketing

Managers and Executives visibility into the total Resource requirements in terms of Designers for all activities for

each month.
View Plan
Financial Services > 2012 Plan for Investments and Trust
Info  Programs = Budgets Scorecard | Reviews  User Roles | Resources Versions
Resource Category Forecast in Hours
Rolled Up Rolled Up Rolled Up Rolled Up Rolled Up
Account Manager 20.0 70.00 70.00 0
Architects 70.0 0.00 50.00 40, 170.00)
Creative 0.0 5000 70.00 0 260.00
Designer 0.0 2000 &0 220.00
Draughtsman 60.00 70.00 10.0 150.00
Figure No.25

Workflow Tab
To Initiate and associate a Brief/Project for an Activity/Program. The ‘Workflows Tab’ for an Activity will have the

Projects and Briefs list that are associated with the selected Activity (depending on the configuration settings done
by the administrator). A selected project/brief can be deleted by clicking on the ‘Delete’ button (depending on the

configuration settings done by the administrator the deletion of briefs/projects can be restricted or authorized).

View Program

Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program

Info | Activiies | Budgets | Expenses | Scorecard | Reviews | UserRoles | Resources | Workflows | Versions

A/ Briefs

=

Brief I Title Status Start Date Due Date Project Title
No bries present

Delete | SelectBrief Type = [ Initiate Brief | [ Associate Brief | [ Di Brief | [ Copy Brief | [ Search & Copy Brief

A Projects

s

Project ID Title Status Priority Start Date Due Date % Complete
@ 1000 Summer Advertising Program_Advertising_29 August 2012 New Normal 29 August 2012 29 August 2012  —

Delete | Advertising ~ [nitiate Project | [ Associate Project | [ Disassociate Project

Figure No.26

The following operations can be done on this screen (Figure 26):
e Initiate Project/Brief — A new brief/project can be initiated.
e Associate Brief/Associate Project — A brief/project can be associated to an existing project/brief
respectively.

e Disassociate Brief/Disassociate Brief — Disassociate a project/brief respectively.

For Briefs:

e Copy Brief — A selected brief can be copied.
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e Search & Copy Brief — Existing Briefs can be searched and copied into the activity. A search &copy brief

popup is displayed where the user can enter filters to search for a brief. A brief can be copied only if:

o Complete access required is "True' and user having complete access.

Complete access required is 'False’ or user does not have this access then the user has to be

either the creator, coordinator or marketing owner.

0 Activity status is not Closed, Pending or Under Review.

Allow a workflow operation in case of budget rejection is ‘No’ and activity status is not budget

rejected.

Versions Tab

This section displays the Version list with details such as Creation Date, Creator and Comments. Existing Versions

can be selected and deleted by clicking on the ‘Delete’ button.

Moving Activities across Programs/Activities
Activities can be moved from one Program to another within the same Plan. The whole hierarchy will be moved.

Activities of any level can be moved to a different program/activity but at the same level within the Plan. Activities

cannot be moved from one Plan to another.

After selecting the activity and clicking on the ‘Move’ button the user has to select the Program where the activity

is to be moved (Figure 27) and click on the ‘Select’ button.

Destination Program Selection

A Search

Search

#| Programs

Program Path

2012 Plan for Investments and Trust
2012 Plan for Investments and Trust
2012 Plan for Investments and Trust

2012 Plan for Investments and Trust

Select || Cancel

Status:

Program Type:

Planned Start Date:

Planned End Date:

Program Title:

MNone -

[Select |
From: To:
From: To
Title Program #

10% eSAVINGS SCHEME #3018
Integrated Marketing Program #3018
Fromotional Events for new eSavings scheme FG20

Winter Direct Marketing Program for new eSavings scheme GTYE74

Program Type

Oniine
Advertising
Events

Promotions

Planned

EUR 785,000.00

EUR 250,000.00

EUR 65,000.00

EUR 60,000.00

Figure No.27

After the Program is selected following screen appears with the amounts that are affected because of the move

(Figure 28). The user can click on the ‘Move’ button or can cancel the operation by clicking on the ‘Cancel’

button.
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Impact of Move Activity
The Activity Direct is being moved From 2012 Program To 2012 Plan for % eSAVINGS SCHEME. Following are the changes in the source and destination Program:
Source : Summer Advertising Program Destination : 10% eSAVINGS SCHEME
Impact On Allocations Impact On Allocations
Planned Amount Allocated Amount Unallocated Amount Planned Amount Allocated Amount Unallocated Amount
Current Values 95,000.00 0.00 95,000.00 | Current Values 785,000.00 657,000.00 88,000.00
Activity Values — 0.00 0.00 Activity Values — 0.00 0.00
Values after move 95,000.00 0.00 95,000.00 | Values after move 725,000.00 697,000.00 88,000.00
Impact on Expenditure Impact on Expenditure
Total Allocated to Total Committed Total Spent Total Unspent Total Allocated to Total Committed Total Spent Total Unspent
Spend Spend
Current Values 0.00 59,000.00 3,200.00 -62,200.00 | Current Values 295,000.00 0.00 0.00 295,000.00
Activity Values 0.00 0.00 0.00 0.00 | Activity Values 0.00 0.00 0.00 0.00
Values after move 0.00 59,000.00 3.200.00 -62,200.00 | | Values after move 295,000.00 0.00 0.00 295,000.00
Impact on Cost Center Allocations
Impact on Cost Center Allocations
" Cost center name Planned Amount  CUrTent Unallocated Activity Amount|  Unaliocated Amount
mount er Move
Cost center name Planned Amount,  CUTTeNt Unaliocated Activity Amount|  Unaliocated Amount
mount er Move || Corporate Events 70,000.00 10,000.00 0.00 10,000.00
Global Marketing 80,000.00 80,000.00 0.00 80,000.00 | Global Marketing 15,000.00 5,000.00 0.00 5,000.00
Public Relations 15,000.00 15,000.00 0.00 15,000.00 | | Public Relations 200,000.00 13,000.00 0.00 13,000.00
Sakes 500,000.00 60,000.00 0.00 £0,000.00
Impact on Forecast Totals Impact on Forecast Totals
Forecast Attribute Planned Amount Planned Amount Activity Amount|  Unaliocated s{’““::‘:‘: Forecast Attribute Planned Amount Planned Amount Activity Amount|  Unaliocated :{’““::‘:‘:
Ho Forecast Afiributes present Ho Forecast Afiributes present
Move || Cancel

Figure No.28

To move an Activity the following checks should be done:

e Cost Centers and Financial summary — The cost centers at any level are selected from the ones

selected at a higher level. While moving an activity, if the new parent does not have one of the cost

centers selected at the activity level selected, then this activity cannot be moved to the new parent

program. In order to move the activity the user will have to add the cost center manually to the

destination parent, or delete the cost center from the entire sub-hierarchy of the activity being moved.

e The total Planned amount of the moved activity should be available at the new parent

program — In order to move the activity in this case, the user will have to increase the planned amount
at the destination. Even if the cost center is present at the destination parent, the amount unallocated for

the cost center at that parent should be more than or equal to the amount allocated for the cost center at

the moved activity. If the cost center at the parent does not have enough amounts, the activity will not

be moved. To move the activity user has to increase the cost center allocation.

e Forecasting — To move the activity, the user will have to remove the forecast attribute from the activity

being moved and its sub-hierarchy or add it to the destination parent.

If the forecast attribute is present at the destination parent, then the amount of the moved activity will be

deducted from the destination parent’s forecast from the appropriate bucket. If sufficient amount is not

present in the bucket, then the activity will not be moved.

In order to move the activity the forecast allocation will have to be increased at the destination parent,

for that forecast attribute.

Changes Changes at source Changes at the Changes in the Changes to the
for: destination moved activity sub-hierarchy
Cost centers | The amount for each of the = The amount for each of | No change No change
cost centers should be the cost centers in the
added to the unallocated activity should be
amount of the parent for subtracted for the cost
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that cost center

Financial The rollups for allocations
summary will be added to the parent’s
values roll up values.

The expenditure rollups will
be subtracted.

These changes will be
propagated right to the
level 1 in the parent
hierarchy

Activity Path | No change

Forecast Remaining totals will
change.

The totals for the attribute
will increase by the amount
of the attribute.

The total forecasted will

decrease.

Estimate Management

centers.

The allocation rollup No change No change
values will be subtracted
from the parent roll up
values.

The expenditure roll up
will be added.

These changes will be
propagated right to the
levell in the parent
hierarchy

No change

Changes to reflect = Changes to reflect

the new parent. the new parent.

Remaining totals will No Change No Change
change.

The totals for the

attribute will decrease

by the amount of the

attribute.

The total forecasted will

increase.

The framework to create estimates projects, resources, out-of-pocket expenses, etc. required by the vendor to

complete a specific ad-hoc project or the annual projects. This enables fulfillment of all Financial Management-

related steps of the Agency Management process in the most efficient and cost effective manner with regards to:

e  Annual SOW/Staffing Plan creation and corresponding online approval(s)

e Ongoing SOW modifications and corresponding approvals, if applicable

e  Tracking of monthly agency actuals.

e Report generation

Adding Estimates

To add estimates click on the ‘Add’ button (Figure 21) in the estimates section (from expenses tab). The

estimate details screen is displayed (Figure 29). The following details need to be entered:

e Title — The Estimate name.

e Estimate # - Estimate number (if it is set to auto-generated then system generates this number and it is

in read-only mode).

e Estimate Type — The type can be either annual or project.
e Effective Date — The date the estimate is effective from.
e Expiration Date — The expiry date of the estimate.
The vendors belonging to the logged in user’s Business Unit only can be viewed. The following vendor details need

to be entered:
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e Vendor — Select the vendor this estimate needs to be sent to.

e Vendor Resource — Select a resource from the above selected vendor who will be part of the project.

e Vendor Contact — Select the contact for the vendor.

\View Estimate

% Estimate Details

* Title:

*Estimate #
Estimate Type:

* Effective Date:

*Vendor:

*Vendor Resource:

Vendor Contact:

Attachments:

Save | Submit to Vendor | Cancel

Financial Services = 2012 Plan for Investments and Trust = Summer Advertising Program = Estimate for Campaign Execution

Estimate for Campaign Execution
1000

Annual -

29 August 2012
Media Plus Advertising Company Lid.
Select | [ Remove

[ aaron Dias

Select || Remove

Select

Ho Files attached
Upload

Status: Draft

* Expiration Date:  [31 October 2012

Currency: EUR

Figure No.29

The estimate can be submitted to the vendor but for adding the work items to the estimates save the estimate by

clicking on the ‘Save’ button, a view estimate details screen is displayed (Figure 30). The estimate details can be

edited by clicking on the ‘Edit’ button.

The Estimate Coordinators can be added. This user has the same rights as the Estimate Creator. This user can edit,

change, approve the estimate etc.

Work ltems:

The work items can be added to the estimates by clicking on the ‘Add’ button.

A copy of the selected work items can be made by selecting the work items from the list and clicking on
the ‘Copy’ button. Copy work items is an online process, which means that once all the selected work
items are copied, the list of work items is refreshed immediately. The user can then update work item title,
category, type and the strategic value. Work item# can be auto-generated.

Two users cannot work on the same Work Item for the Estimate simultaneously. When the first user is
editing the Work Item, the second user cannot select the same Work Item for Edit/Delete operations untill
the first user signs out of the system or saves the Work Item details. The work item gets locked for the
second user and a ‘Unlock’ button is displayed next to the work item. If the second user clicks on the
‘Unlock’ button while the first user is working on it then a message is displayed saying that the work item
is being edited by another user and the work item is displayed in a read only screen. The second user can

unlock it after the first user has saved/canceled the work item details.

The estimate can be submitted to the vendor by clicking on the ‘Submit to Vendor’ button.
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View Estimate

Financial Services = 2012 Plan for Investments and Trust > Summer Advertising Program = Estimate for Campaign Execution

# Estimate Details

Title:  Estimate for Campaign Execution
Estimate # 1000

Estimate Type: Annual

Effective Date: 28 August 2012

Vendor:  Media Plus Advertising Company Lid
Vendor Resource:  Aaron Dias
Vendor Contact:
Attachments: o Files aftached

# Coordinators

[C] user Hame
[F | AlTom
[[] Amelia Stone

A Work ltems

H . B -
New High -

Status: Draft
Expiration Date: 31 October 2012
Currency:  EUR

D 1000 Photographer 10,000.00 |Edit|
D 1001 Creative Ads New High 0.00 |Edit]
O] m

= =

Quantity Amount
Total Estimated:

Figure No0.30

While viewing the estimate the vendor details can be viewed by clicking on the vendor name link wherever it

appears in the system.

Once the estimate is submitted to the vendor, the vendor can log into the PCM solution to view the estimate.

Expired Estimates
An estimate is marked expired if:
1. The estimate end date is less that the current date.

2. Estimate status is not ‘Submitted to Vendor'.

|View Program

Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program

Info | Activiies | Budgets | Expenses | Scorecard | Reviews | User Roles | Resources | Workfows | Versions

A Estimates

[ | Title Estimate # Vendor

[ | Estimate for Campaign Execution 1000 Hedia Plus Advertising Company Ltd

[] | Estimate for Creative Ads 1001

(o] o] [2

Wedia Plus Advertising Company Ltd

Expiration Date Status Estimated Amount
28 August 2012 Submitted to Wendor EUR 10,000.00
31 October 2012 Draft

EUR 10,000.00

Figure No.31

The user can view the expired estimate in a read only format. To revise these estimates, select it and click on the

‘Revise’ button. The reason for the revision is asked. The estimate status is then changed to ‘Revised’. Only the

expired estimates can be revised.
The estimate creator/coordinator can do following operations:

1. Submit such Estimate to the vendor.
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2. Estimate review (either approves or rejects Estimate).

3. Edit Work Item or Estimate details.

Additional details regarding Estimates revision:

e When an Estimate expires, the approval jobs for such Estimate (if exists) are Cancelled. Reviewers of

such job cannot review the Estimate.

e When the Estimate is revised, notification sent to the creator, coordinator(s) and vendor resource(s).

e Aversion is created when an Estimate is revised. The revised reason is added as comment for the version

when Estimate is revised.

This allows the agency to make necessary changes to the initial statement of work.

The vendor resources can access the estimate assigned to them by logging into the PCM solution. Click on the

‘Estimates’ link on the left pane (PCM solution). All estimates which are submitted to vendor to define new work-

items or to modify the existing ones will be displayed. The vendor resource can update an estimate by defining the

work-items and re-submit it to the initiator of an estimate for the review process.

The initiator reviews it and either approves or rejects it. If rejected then the estimate is resubmitted to vendor for

the required modifications. If the estimate is approved by the initiator then it is submitted for further review

process by the agency seniors and marketing seniors.

If the estimate is rejected by any of the reviewers then it is resubmitted to the vendor for further modifications. If

the estimate is approved by all reviewers then the initiator can mark it is as completed.

The system captures the original SOW that is submitted by the agency to the organization, as well as the final

negotiated SOW. Final negotiated SOW will serve as the baseline SOW for the full year.

The vendor can import the actual item details against an estimate through the PCM solution. Click on the ‘Import

Actuals’ link on the left pane. The following file type can be selected for downloading a sample template:

1. Agency Hours Template — In this template the plan name, work item number, resource category

path, resource category name and the quantity are to filled in for a particular month.

2. OOP Template - In this template the plan name, work item number, resource category path,

resource category name and the total cost are to filled in for a particular month.

After filling in the required excel sheet for the month, the vendor uploads it by browsing and then importing it.

# Estimates

Import Actuals

View Import Jobs >

View Reviews >

£ Import Actuals

File:

Import

View Estimates Select File Type: @ Agency Hours Agency Hours Template ?
oop 00P Template ?

Browse

Figure No.32

Based on a configuration setting, vendors will be allowed to import unbudgeted actuals (A resource category not

present in the system). The unbudgeted items are displayed as ‘Unbudgeted Items’ in the Actuals list.
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Once the file has been imported the status of the job can be viewed by clicking on the ‘View Import Jobs’ link. A
list of jobs with their status is displayed.
A notification is sent to the owner/creator of the actuals job, once the actuals are imported into the system. This

happens for both successful and failed imports.

Reviewing Estimates and Creating Workflows
Once the status of the estimate is ‘Submitted to Vendor, click on the estimate name link to view the estimate. A

review estimate screen is displayed with the following tabs:
e Estimate — The estimate details, work items and the reviews are displayed (Figure 33). The estimate
can be marked as complete by clicking on the ‘Mark as Completed’ button.
Note: Even if the estimate is marked as complete the vendor resource is allowed to revise it. If the

estimate is revised it needs to go through the approval process again.

Review Estimate

View Estimates = Estimate for Campaign Execution
Estimate Workflow = Previous Versions = Rate Updates
A Estimate Details

Title: Estimate for Campaign Execution
Estimate # 1000
Estimate Type:  Annual Status:
Effective Date: 27 August 2012 Expiration Date: 28 August 2012
Vendor:  Media Plus Advertising Company Ltd Currency:  EUR
Vendor Resource:  Aaron Dias
Vendor Contact:
Attachments:  No Files attached.

In Review

Vendor Assumption:

# Coordinators
User Hame
AlTom

Amelia Stone

A Work ltems

1000 Photographer New High 10,000.00 -
1001 Creative Ads News High 0.00

Quantity Amount
Total Estimated:

¥ Review Comments

Figure N0.33

o Workflow — The initiator of the estimate can initiate a workflow by selecting a job type.
e Previous versions — The versions for the estimates will be displayed here. Versions are created in the
following scenarios:
o0 When the vendor submits the estimate for review.
0 When the AMT approves the estimate.
0 When a revision of an estimate is created.
o]

When an estimate is marked as complete.
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Commitments/Purchase Order (PO)

Making a copy of existing Commitments
A commitment can be copied from the Plan (Expenses tab) or from the Budgets.

Select the commitments to be copied and click on the ‘Copy’ button. The marketing activity can be selected from

the ‘Select marketing activity to copy the commitment to’ popup. The radio buttons for activities to which the user

has no access to will be disabled.

View Program
Financial Services = 2012 Plan for nvestments and Trust > Summer Advertising Program
Info | Activiies | Budgets | Expenses | Scorecard | Reviews | UserRoles | Resources | Workflows | Versions

# Estimates
x

Select activity to copy th to
[ Title Estim us Estimated Amount
Note: Only he plans and marketing aciivilies where you have access are selectable
Estimate for Campaign Execution 1000 sview EUR 10,000.00 [ Edit
m Eao . Select Parent 4
[E] Estimate for Creative Ads 1001 || ¢ [ 2012 Plan for Investments and Trust - t EUR 10,000.00 | [ Edit
Delete | [ Copy | [2ad | [Refresh | [Revise C 10% eSAVINGS SCHEWE
@ Integrated Marketing Program
4| Commitments =
7] | Titte Commitment # Promotional Events for new eSavings scheme Committed e
Com#111 1001 o) Summer Advertising Program EUR 59,000.00 EUR 59,000.00
Delete || Copy | | Add @ Winter Direct Marketing Program for new eSavings scheme
£/ Invoices
[[] Title Invoice # Amount Reconciled Amount
[ |pr-1267-01 1000 EUR 3,200.00 EUR 0.00
Delete | [ Batch Reconciliation | [ Add
»
Done

Figure No.34

A commitment with any status can be copied to an activity provided the user has access to the activity or the user
is a Creator, Owner, Coordinator or Budget manager.
Commitments cannot be copied to another activity in the following case:

e Activity status is Closed, Pending or Under Review.

e Activity status is '‘Budget Rejected’ and the setting in the Planner admin for
‘AllowOperationInBudgetRejection’ is ‘No'. If the setting ‘AllowOperationlnBudgetRejection’ is 'Yes’ then
the commitment can be copied even if the budget is rejected.

e |f the activity level is 1 and the setting in the Planner admin for ‘AllowBudgetingInFirstLevel’ is 'False'.

e  While copying the commitment the activities for which the user has no access will appear disabled. The
invoices in a commitment are not copied but the amounts get copied to the new commitment and the
amounts are calculated till the plan level. The new commitment number needs to be entered or is auto
generated based on the configuration settings.

e Setting ExpenseTrackingRequired is 'False'.
The newly created commitment can then be saved with the necessary changes in the system.

Adding Commitments
To add commitments click on the ‘Add’ button (Figure 21) in the commitments section. The create commitments

screen is displayed (Figure 35). The following details need to be entered:
¢ Commitment — Details such as commitment # (number which could be auto generated depending on

the setting), title, description, committed on, payment due on, the vendor, the currency and the vendor
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resource need to be added. The created on date, requisitioner (creator of the commitment) and the
status are displayed.

¢ Commitment Items — The details for each commitment item such as cost category, description, rate,
units and quantity are added here. The amount and the total is automatically calculated. More
commitment items could be added by clicking on the ‘Add’ button. A selected commitment item can be
deleted by clicking on the ‘Delete’ button.

e Payment Schedule — By clicking on the ‘Add’ button new payment schedules may be added. The user
gives details such as date, amounts, notes and the status for each payment schedule. A selected payment
schedule can be deleted by clicking on the ‘Delete’ button.

e Attachments — The user can add attachments for the commitments by clicking on the ‘Add’ button.

Create Commitment

Commitment

i (31 August 2012 ] *Papment Due O 28 September 2012 | (1

Cumency: BB

Stmtaw:  Hew

Cont Categury Doscription Rate Units Guantity Kok
Agency Producton Fee = - 0.00 1 0.00 10000.00
Creatve Agency Fees - 0.00 5 .00 46500000

otat
2 Payment Schedule

Date Amoant Notes Hamn

03 Septrmbace 2012 10 2500000 - MotPad =

28 Septembe 2012 I 34000 - MotPad v

Save || Concel

Figure No.35

Save the commitment by clicking on the ‘Save’ button.
Note: Based on the configuration certain checks are made such that if the activity budget does not have sufficient

funds for the commitment, then the system will not allow the commitment to be saved.

Once the commitment is saved a view commitment screen is displayed (Figure 36) with all the commitment
details in the info tab. Invoices can be added. If the approval is set on then invoices can be added only after the
internal and vendor approval is done. The following operations can be performed on this screen:
e Edit Commitment — The commitment can be edited.
¢ Close Commitment — The commitment can be closed. When a commitment is closed the outstanding
amount gets released to the plan level. After all the invoices have come in and nothing more needs to be
added to the commitment then the commitment can be closed.
e Commitment Approval — If commitment approvals is set to ‘True’ in the planner admin then a

commitment needs to be sent for a review or else the review part can be skipped.
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¢ Void Commitment - At any point of time, before invoices are raised against the PO, a commitment can

be made void. The outstanding amounts get released till the plan level. The necessary calculations are

managed in the system for changes in the budgets as a result of the voiding of the PO. The amounts in

the commitment will be displayed for history purpose even if the commitment is voided. The necessary

notifications are also sent to the relevant parties involved. Once the commitment is voided no operations

can be performed on it.

View Commitment

Info Approvals

Commitment

A Commitment tems
Cost Category
Agency Production Fee
Creative Agency Fees
A Payment Schedule
Date

03 September 2012

28 September 2012

A Invoices
Title

No invoices present.
# Listof attachments

No Files attached.

Edit Commitment

Close Commitment

Financial Services » 2012 Plan for Investments and Trust > Summer Ad

Commitment #
Title:
Description:

Committed On:
Vendor:

Vendor Resource:
Created On:

Initial Amount:
Requisitioner:

Invoice #

Commitment Approval

vertising Program > Com #111

1001
Com#111

21 August 2012

edia Plus Advertising Company Ltd

System Administrator

Description

Amount Notes
25,000.00
34,000.00

Vendor

Void Commitment

Paid On Date

0.00
0.00

Payment Due On:
Currency:
Status:

Last Updated On:

Outstanding Amount:

Units

Status

26 September 2012
EUR

New

289 August 2012

59,000.00

Quantity Amount
0.00 10,000.00
0.00 43,000.00

Status
Not Paid
Not Paid

Amount Reconciled Amount

Figure No.36

Approvals tab on the view commitment screen displays the internal and the vendor reviews with details such as

the job name, job status, review status, start and due date and the % complete.

Routing a Commitment for Approval

Based on a configuration setting, the commitments can be routed out for approval to a selected set of users within

the organization. This is similar to an approval job. The system manages the status of the approval job and also

has the ability to decide if the route should terminate on rejection by specific reviewers. A user having edit access

can edit the job even after it has been submitted.

The approver needs to go to the approvals module and click on the ‘My Reviews' link to view the commitment sent

for review. The commitment can be approved or rejected by the approver.

If the commitment is rejected then the approvals cycle needs to be started again till the commitment is approved

internally.

Once the commitment has been approved internally then the ‘Commitment Approval’ button on the view

commitment screen (Figure 36) in the info tab changes to the ‘Generate PO’ button. A PO can be generated by

clicking the button. The PO can then be routed to the vendor’s resources for acknowledgement. The review cycle

will go on till the vendor approves the commitment.
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Creating and Managing Activities
Under the activities tab in the ‘View Program’ screen list of activities are displayed (Figure 17). Each
programs/campaigns title has a link. When clicked it traverses to view activity screen that gives detailed
information about the activity. The selected program/campaign can be deleted by clicking on the ‘X’ button.
To add a new activity click on the ‘Add’ button, creating an activity is similar to creating a program/campaign.
Clicking on ‘Save’ button on a create activity screen will create a new activity and will display a ‘View Activity’

screen, which displays the activity information.

View Activity information
A view activity screen has a tabbed layout with information for the program/campaign grouped under various tabs

similar to program/campaign information screen (Figure 37). Instead of a ‘Activities’ tab there is ‘Sub-Activity’ tab,
which allows the user to list, add and update sub-activities for the selected activity. Clicking on the ‘Save Version’
button can save the Version.

A ‘View Audit History’ link is displayed which when clicked displays the details of the changes made in the
activity information.

View Activity

Financial Services > 2012 Plan for Investments and Trust > Summer Advertising Program > Direct Marketing

Info l Sub Activities =~ Budgets Expenses Scorecard Reviews | User Roles  Resources  Workflows — Versions

A | Activity
View Audit History
Activity Title: Direct Marketing
Description:
Activity Type: Direct Marketing

Activity # Activity Status: Draft
Planned In-Market Start Date: 23 February 2012 Planned In-Market End Date: 26 March 2012
Actual In-Market Start Date: Actual In-Market End Date:
Currency: EUR Last Updated On: 29 August 2012
Planned Volume: Actual Volume:

Notes:

Exclude Activity From Calendar: Mo

[t | [ove | [ Save verson |

Objectives 1 Products | Target Groups | Distribution Channels | Offers

[[] Hame Description
D Acqguisition

|:| Brand Awareness

|:| Impressions

|:| Revenue

# | Marketing Owner

[C] User Hame

Mo Marketing Owner selected at this level.
\ View Access | \ Add Marketing Owner |

A Attachments

No Files attached

| Upload | | Select From Digital Library| | Remnve|

Figure No.37

Best Practices Builder

If the setting for ‘Best Practices Builder’ is set to yes in the planner admin then this feature will be active. Best

practices per activity type or communication channel are configured in the system.
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Best Practices can be applied at any level such as Program, Campaign or Activity depending on the activity type

selected by the admin while configuring it.

In the following example (Figure 38) it is applied at the Campaign level so there will another tab with the

configuration name ‘Print’ where all the additional information of the Campaign configured by the admin will be

displayed.

Note: The information in the ‘<Best Practices>’ , Scorecard and workflows tab, is visible only if the admin has

populated all the fields in the best practices builder in the Strategic Planner admin.

View

2003

Fa

Buginess Markets Commerncial

Info

Campaign
Type:

Distribution Details

Campaign

Print

Direct Marketng -Print

Markebs:

In Market Date{Actual Mail
Dabe):

In Market Dabel 0fer Bxpiry
Dake):
Targeted Persons:
Person Type:
Hail Type{s):
Print Type:

Cost Details
Creation and Production Costs:

per Printing Costs and Postage
Costs:

Vertical List Rental/Processing
Costs:

Activities Budgets BEwperses Sconecard

Renews

Hatonal
01 April 2009

29 July 2009

2000, 0000, 00
Busness
Direct Mad, Inserts, Messaging

Flysr

MR 5,000,000, 00
I 2,000,000,00

MR, 1,000,000,00

o Business Markets - Marketing Plan for the year 2009~
2010

User Roles

- Integrated Marieting

Frogram

Workflows

Vergons

,, Direct Marketing - Print
Campegn

Lazering or Ink Costs:  [M2L 50,000.00
Call To Action Details
1800 Numbers:  1500-5826-4535
URLE:  woww . athnk.comfcz
URLL:  woew it com - Chek on the logs
Any other details:  Go o the nearest offios
Ad Details
Product Foous:  &vion
Supporting Focus:  Advice, Olympics
Edit
Figure No.38

In the ‘Scorecard’ tab (Figure 39) the measurements displayed are one’s selected by the admin while creating

the best practices.
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View Campaign

Business Markets Commercial 5 Business Markets - Marketing Plan for the year 2009- s Integrated Marketing > Direct Marketing - Print
2009 2010 Program Campaign

Info  Print  Activiies Budgets Expenses @ Scorecard | Reviews User Roles  Workflows — Versions

—| Measurements
Measurement Measurement End

T Name Expected Values  Actual Values Start Date Date Freguency
|l Responses 2000 a 01 January 2009 31 December 2009 One Time
O Touches 5000 1] 01 January 2009 31 December 2003 One Time

Delete  Add Edit
— | Key Performance Indicators (KPIs)
Key Performance Indicator Expected Values Actual Values
Contact Rate 0.4000 % 0.0000 %

To see updated data, dick Recalculate.
Recalculate

Figure No0.39

In the ‘Workflows’ tab (Figure 40) the briefs and the projects displayed are one’s selected by the admin while

creating the best practices.

View Campaign
Business Markets Commercial , Business Markets - Marketing Plan for the year 2003- - Integrated Marketing ., Direct Marketing - Print
2009 2010 Program Carnpaign
Info  Print  Activites Budgets Expenses Scorecard Reviews User Roles | Workflows | Versions
—|Briefs ]
Brief ID Title Status Start Date Due Date Project Title
Direct Marketing - Print Campaign_Direct
1000 Marketing_03 November 2008 Draft 03 Movember 2009 30 Movember 2009
Delete ISelect Brief Type 'I Initiate Brief = Associate Brief = Disassociate Brief  Copy Brief
— | Projects b3
ProjectID Title Status Priority Start Date Due Date % Complete
Direct Marketing - Print Campaign_Direct - ]
1000 Marketing - Print_03 November 2009 Mew Mormal 03 Movember 2005 03 Movember 2003 (0%%)
Delete |Select Project Type LI Initiate Project | Associate Project | Disassociate Project
Figure No.40

Budgets

Business Rules for Budgeting
Scenario 1: Cost Center wise budget allocations for Plan, Campaigns or Activities:

Stepl- We have a Plan 1 with two cost centers whose planned amounts are:
Cost Center 1 — Planned Amount $100
Cost Center 2 — Planned Amount $100.

Therefore now the amounts for the Planl are as follows:

Cost Center 1:Planned amount: $100 (-) Allocated amount: 0$ = Unallocated: $100
Cost Center 2: Planned amount: $100 (-) Allocated amount: 0$= Unallocated: $100
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Step 2-We create a Campaign 1 for Plan 1. We select Cost Center 1 for this campaign. We allocate $50 to this

campaign from cost centerl.

Therefore now the amounts for the Planl are as following:
Cost Center 1:Planned amount: $100 (-) Allocated: $ 50 = Unallocated: $50
Cost Center 2: Planned amount: $100 (-) Allocated:0$= Unallocated: $100

The amounts for the Campaignl are as following:
Cost Center 1:Planned amount: $50 (-) Allocated: $ 0 = Unallocated: $50

Step 3 - We create an Activity 1 for Campaign 1. We select Cost Center 1 for this activity. We allocate $50 to this

activity from cost centerl.

Therefore now the amounts for the Campaignl are as following:
Cost Center 1: Planned amount: $50 (-) Allocated: $ 50 = Unallocated: $0

The amounts for the Activityl are as following:
Cost Center 1: Planned amount: $50 (-) Allocated: 0$ = Unallocated: $50

Step 4 — We try to create an Activity 2 for Campaignl.However the system does not let us create it as there is

only one Cost Centerl for Campaign 1 and the Unallocated amount for it is $0.

Step 5 — We can however create a Campaign 2 for Plan 1 with Cost Center 2 as the selected cost center since the
unallocated amount for the Cost Center 2 is $100. The Planned amount for Campaign 2 can be up to $100 from

Cost Center 2 says $75.

Scenario 2: Cost Center wise allocation for spending for Campaigns or Activities:
Activity level allocation for spends — For Activityl:

The budgeted amounts for the Activityl are as follows:

Cost Center 1: Planned amount: $50 (-) Allocated: 0$ =Unallocated: $50

Step 6 - If $30 is the spending planned for this Activity, that amount is called the Allocated to Spend for Activity 1.

So now the amounts for Activityl are:

Cost Center 1: Planned amount: $50 (-) Allocated to Spend: $30 = Unallocated: $20

Campaign level allocation for spends — For Campaign1:

The budgeted amounts for the Campaign 1 are as follows:

Cost Center 1: Planned amount: $50 (-) Allocated: $ 50 = Unallocated: $0

There was no allocated to spend at Campaign 1 level. Therefore the entire Planned amount was allocated to

Activityl below it.
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Campaign level allocation for spends — For Campaign?2:
The budgeted amounts for the Campaign2 are as follows:

Cost Center 2: Planned amount: $75 (-) Allocated: 0% =Unallocated: $75

Step 7 - If $75 is the spending planned for this Campaign, that amount is called the Allocated to Spend for
Campaign2.

So now the amounts for Campaign?2 are:

Cost Center 2: Planned amount: $75 (-) Allocated to Spend: $75 = Unallocated: $0

In this case, no allocations can be made beyond this, as the unallocated amount is $0.

Scenario 3: Cost Center wise spending for Campaigns or Activities:
Activity level commitment for spends — For Activityl:
Cost Center 1: Planned amount: $50 (-) Allocated to Spend: $30 = Unallocated: $20

Step 8 - If the committed amount (for spending) for Activityl is $20.

Then, the amounts for Activity 1 are now as follows:

Allocated to Spend: $30 (-) Committed amount: $20 = Unspent amount: $10

Activity level spends — For Activity 1:
Step 9 -If we now spend $10 on Activityl,

Then, the amounts for Activity 1 are now as follows:
Allocated to Spend: $30 (-) {Committed amount: $20 (+) Spent amount: $10} = Unspent amount: $0

Click on the ‘Budgets’ link on the left pane (Figure 1). There are three links on the left pane:

A View Budgets screen is displayed with the following sections:

Search Budgets: The user can search for Budget by giving information like the Business Unit, Fiscal Year, Activity
Title and Activity #(number) then clicking on the ‘Search’ button.

Budgets: All the Budgets reviewed by the logged in user are displayed with details such as Title,
Activity#(number), Activity Type, Status, Planned, Committed and the Spent amounts and the Budget Manager.
Pending Budgets: The pending budgets, which the logged in user is the Budget Manager for are displayed with
details such as Title, Activity# (number), Activity Type, Status, Planned Start and End Dates, Planned Amount and
the Budget Manager. By clicking on the Budget title link the user is taken to the Budget Manager: View Budget
screen. The Program information, financial information and the user roles are displayed in a tabbed view. The
Budget Manager can put in the comments for the budget and approve/reject the budget by clicking on the

‘Approve’/'Reject’ buttons respectively.
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Tab Operations Allowed

Info Editing the activity information.
Moving an activity.
Save version for an activity.
Add/delete objectives.
Add/delete of Products.
Add/delete of Target Groups.
Add/delete of Distribution Channels.
Add/delete of attachments.

Activities/Sub Add/delete of activities at the lower level.
Activities Move activity.
Budget Add/Delete of cost centers.

Editing of forecasts.
Edit allocated to spend.
Re-initiate budget.
Release of money.
Expenses If the configuration setting is ‘True’ then the following operations are allowed:
Add/delete of commitments.
Add/delete of invoices.
If the configuration setting is ‘False’ then the above operations are not allowed.
Scorecard Set default metrics.
Add/delete of measurements.
Recalculate of KPI's.
Reviews Add/Delete of reviews.
User Roles Adding/Change of marketing owner.
Add/Delete of coordinators.
Add/Delete of budget manager.
Add/Delete of readers.
Workflows Add/ Delete of briefs.
Add/ Delete of projects.

Versions Delete of versions.

View Commitments
A view commitments screen is displayed with the following sections:

e Search: Here the user can search for commitments by giving information such as the vendors,
commitment # (number), payment due date (from and to), status and the cost center then clicking on
the ‘Search’ button.

e Commitments: The commitments which are to be reviewed by the logged in user are displayed with
details such as title, commitment# (number), vendor, due date, status, committed and the balance
amounts.

By clicking on the commitment title link the user is taken to the view commitment screen where the user
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can edit or close the commitment. The commitment items and the payment schedule can be viewed. The
invoices can be added or the existing invoices can be deleted.

Batch reconciliation can be done.

View Invoices
A view invoices screen is displayed with the following sections:

Search: The user can search for invoices by giving information like the vendors, invoice # (number), payment due
date (from and to), paid on date (from and to), invoice date, status and the cost center then clicking on the
‘Search’ button.

Invoices: The invoices to be reconciled by the logged in user are displayed with details such as the title, invoice #
(number), vendor, paid date, status, amount and the reconciled amount. By selecting multiple invoices batch
reconciliation can be done.

By clicking on the invoice title link the user is taken to the view invoice screen where the user can edit or reconcile

the invoice.

Reviews

The list of plans/programs/campaigns that have to be reviewed by the logged in user. By clicking on the
plan/program/campaigns title link the user can view the detail of plan/program/campaign/activity and provide

comments and upload documents.

Bulk Changes

To view the existing sandboxes click on the ‘Bulk Changes’ on the left pane. The following users can access all
the plans which are in the sandbox:

1. The Budget Delegate.

2. The initiator of the plan.

3. The users of the complete access group can access all the sandboxes along with their respective budget

delegates.

As multiple users have access to the sandbox, it gets locked when a user is accessing the sandbox to avoid access
by multiple users at the same time. It does not get unlocked unless the plan is released from the sandbox either
by applying the changes to the plan, cancelling the changes or aborting the changes.
If the user locks a sandbox but does not unlock it, the admin, has the special access to unlock the sandbox.

To initiate the sandbox:

Budget and Forecast Re-allocation
Only the plan creator/complete access group user can go into the sandbox mode by going into the plan. On the

view plan screen on the budgets tab click on the ‘Edit Bottom Up’ button to do the bulk updates.
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View Plan

Financial Services = 2012 Plan for Investments and Trust

info | Programs | Budgets | Scorecard | Reviews | UserRoles | Resources | Versions

# Financial Information

Currency: EUR

Planned Allocated Committed Spent Unallocated

1,350,000.00 1,255,000.00 0.00 0.00 95,000.00

Edi Bottom Up.

A Cost Centers
[[] Name

[E1 | corporate Events

Planned Amount Unallocated Amount

100,000.00 15,000.00

[] | Global Marketing 250,000.00 55,000.00

[C1 | Public Relations 300,000.00 5,000.00

[[] sales 700,000.00 20,000.00
Total 1,350,000.00 95,000.00
# Forecast
Forecast Attribute Total
Total 0.00
Figure No.41

The budget delegate needs to be selected (Figure 42), if not selected then the plan creator/complete access
group user is assumed to be the budget delegate. The user selected as the budget delegate will receive a

notification. Once this is done the plan goes into the bulk changes mode and gets locked.

Select Budget Delegate

You are assigned as the budget delegate, if you want to assign another user then click on the link below.
Click here for 2electing budget delegate
Selected budget delegate: System Administrator

MOTE: Once the plan ig in bulk changes mode, it will be locked. The sandbox will be accessible only to the budget
delegate.

| Save || Cancel |

Figure No.42

There are two tabs on the ‘View Plan — Bottom Up’ screen:

1. Budget Re-Allocation: The bulk changes for budget re-allocation can be performed without any
budgeting constraints that are applicable in the regular mode of operation within a plan.
Note: The cost centers which are available at the plan level only are available at the lower levels.
The user can view the budgeting information such as the planned, allocated to spend, committed, spent,
unspent and the unallocated amounts for a plan and all the programs/ campaigns/ activities under it and
make changes to it within the sandbox.
In the sandbox, budget reallocation changes can be applied in a ‘batch’ as an online process once the

changes for the entire plan and all the programs/campaigns/ activities under it have been finalized.
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" Oran £0.00000 Lo 0.0 000 (5] 000

Legend
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Save As Dran Apply Changes 1o Plan Cancef Chamgus AbOIt Bulk Changes
Figure No.43

2. Forecast Re-Allocation: The bulk changes for the forecast re-allocation can be performed without any
constraints that are applicable in the regular mode of operation within a plan.
Within the sandbox the user can view the budgeting information such as the planned and the forecasted
amounts for a discipline per quarter/month/year/period in a plan and all the
programs/campaigns/activities under it. Adding disciplines: Authorized users have the ability to add a
discipline for a plan/program/campaign/activity in the sandbox for forecast re-allocation:

0 The user can add a discipline for a program/campaign/activity if it is already added at the parent
level.

o If the setting to allow the adding of disciplines at the plan level in the sandbox is set to true then
at the plan level when the user is selecting a discipline from the list, all the forecasting disciplines
configured in the system are shown. If the setting to add discipline at the plan level is set to
false then user cannot add new disciplines at the plan level in the sandbox.

0 The user can select and add disciplines in the sandbox at the program/campaign/ activity level

only if it is already added at the parent plan/program/campaign level.

Deleting disciplines: Authorized users also have the ability to remove a discipline for a plan/program/
campaign/activity:

o0 The user can remove a discipline from a plan/program/campaign/activity if it is not selected at
lower levels.

o If the user tries to remove a discipline from a plan/program/campaign which is selected at the
lower levels then the user is shown an alert informing the user that the discipline cannot be
deleted as it is selected in the lower level program/ campaign/activity.

In the sandbox, forecast reallocation changes can be applied in a ‘batch’ as an online process once the

changes for the entire plan and all the programs/ campaigns/activities under it have been finalized.
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On this screen details such as the plan title, description, business unit, currency, fiscal year, plan status and last
updated on is displayed. The following operations can be done:

e Save as Draft: The sandbox is saved as a draft only.

o Apply Changes to Plan: The plan gets unlocked and the changes are applied to the plan.

e Cancel Changes: The changes get canceled.

e Abort Bulk Changes: The sandbox mode is aborted and the user is taken back to the plan screen.
Click on the underlined amounts to change them. Once the changes are made in the amounts a change log is
entered next to the plan/activity/sub activity in the last column.

A single notification will be sent to the activity coordinators for the programs/campaigns/ activities informing them
about the sandbox changes after they are applied to the actual plan and all the programs/campaigns/activities
under it. There is a configuration setting which will determine if the system should send notification to the activity

coordinators or not.

Multi-year Activities
If an Activity is to be continued beyond the current fiscal year and its commitments to be moved to the following

year, then the user can split the Unspent Amount and the Commitment Amount so that it is allocated as Budgeted
and Committed amount in the next fiscal year’s activity. User defined amounts from the Unspent and Committed
Amount of the Current Years Activity can be moved to the Activity continuing in the next Fiscal Year. In this case
the Plan for the next Fiscal Year should already be created in the system and budget should be allocated to the

Plan.
Bulk Changes for closing activities as well as continuing activities and commitments in the next fiscal year can be

performed in the Sandbox.

On the Info tab click on the ‘Multi Year Activities’ button to do the bulk changes (Figure 45).
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User Guide

View Plan

Financial Services > 2012 Plan for Investments and Trust

Info Programs | Budgets | Scorecard Reviews | User Roles  Resources | Versions

A Plan

View Audit History
Plan: 2012 Plan for Investments and Trust

Description:
Business Unit:  Financial Services

Currency: EUR

Plan Status: Draft
Fiscal Year: 2012

Last Updated On: 28 August 2012

| Save Version H Mutti YearAciiwtias|

Objectives |

[[] Hame Description
D Acguisition

D Revenue

# | Attachments

No Files attached

Figure No.45

The Budget Delegate needs to be selected (Figure 42), if not selected then the plan creator/complete access
group user s assumed to be the Budget Delegate. The user selected as the Budget Delegate will receive a

notification. Once this is done the plan goes into the bulk changes mode and gets locked. The Sandbox can be
created and accessed by the Budget Delegate.

[iam Sandhox far Maifi-Year Acthotion

Cotrency:  EUR

Plan Satus: Draft
Fiscal Year: 2012

Mext Fiscal Ywas's Plan:

Paanned | Allocated To Spend |

Umspent|  Unaiocated

Change Log
Uran 135000000 Ll L Ll oo #5.00000

Oraft RS 00008 13000000 oo a00 133,000 00 82,000 00

Oraft 95,000.00 000 55,000.00 320000 2 30.00 ¥4.000.00

Deatl 50.000 00 000 .00 a00 800 258,000.60

oruft 60.000.00 000 000 200 .00 6000000

Oran 6500000 o e Ll o0 500000

Save 35 Drft || Apply Changes to Plan || Cancel Changes || Abor Duik Changes

Figure No.46

A Plan’s Sandbox for Multiyear Activities screen is displayed. Details such as the plan title, description, business

unit, currency and fiscal year is displayed. While aligning an activity the Next Fiscal Year's Plan name is not
displayed till the activity has been aligned.
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Clicking on the marketing activity name link, an activity details screen is displayed where the user can go the
commitments and add the payment schedule for the next fiscal year to split the commitment. Once the

commitment is split the activity can be aligned and closed (Figure 47).

£ Program Details
Program Path: 2012 Plan for Investments and Trust
Program #  GHE7S
Program Title:  Summer Advertising Program

Program Type: Advertising Program Status: Draft
Planned In-Market Start Date: 23 February 2012 Planned In-Market End Date: 26 March 2012
Actual In-Market Start Date: Actual In-Market End Date:

Currency: EUR

Financial Summary

Planned: 95 000.00 Allocated to Spend:  0.00
Unallocated:  95,000.00 Committed: 59,000.00
Unspent: -52200.00 Spent:  3,200.00
# Cost Center Breakup
Name Planned Unallocated
Global Marketing 80,000.00 80,000.00
Public Relations 15,000.00 15,000.00

# | Allocated to spend breakup

Name Amount

Mo ATS breakup present.
# Commitments

Initial Commitment Commitment Split Commitment Split

Commitments Rame glatu= pendon Amount Current Fiscal Year Next Fiscal Year

Wedia Plus Advertising

&
1001 Com#111 New Company Ltd,

58,000.00 58,000.00 0.00

| Close || Align & Close || Done |

Figure No.47

The following operations can be done on this screen:
e Close - Closes the activity for the current fiscal year without aligning for the next fiscal year.

e Align & Close — To align the activity to the next fiscal year and close the activity for the current
fiscal year.
e Done - Takes the user back to the previous screen.
Click on the Commitments name link to split the commitment. A Commitment details screen (Figure 48) is
displayed where payment schedule(s) for the next fiscal year can be added. Save the changes made by clicking on

the ‘Save’ button.

Note: If any payment schedule is added for the next fiscal year then ensure that the activity is aligned.
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' Commitment Details

# Commitment tems

Cost Category
Creative Agency Fees

Agency Production Fee

year.

# Payment Schedule

[ Hotes

O
(|

s

£ Invoices
Tithe

No inveices present.

Save Cancel

Commitment #:
Title:
Description:
Committed On:
Vendor:

Currency:

Initial Amount:

Invaice #

1001
Com#111

21 August 2012

Media Plus Advertizing Company Ltd.

EUR
55,000.00

Description

Wendaor

Payment Due On:

Cutstanding Amount:

MOTE: To split the commitment, add payment schedule(s) for the next fiscal year. Please ensure that you align the program, if any payment schedule is added for the next fiscal

Date

28 September 2012 BEEE
03 September 2012 BEEE
Paid On Date Status

28 September 2012

Status: New
55,000.00
Rate Quantity Amount
0.00 0.00 45 000.00
0.00 0.00 10,000.00
Total: 55,000.00

Status Amount
Mot Paid 34000.00
Mot Paid 25000.00

Total: |52000.00

Amount Reconciled Amount

Figure No.48

To apply the changes to the plan click on the ‘Apply Changes to Plan’ button (Figure 46). The changes are

applied and the plan gets unlocked.

The users having access to the sandbox can navigate into the sandbox and generate reports for ‘Budget

Reallocation’ and ‘Forecast Reallocation’.

Embedded Reports

There are 5 embedded reports in Strategic Planner. They can be generated from the Strategic Planner screen and

are available for each level of the plan. On the left pane the links to the reports are displayed:
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Marketing Calendar: The marketing calendar report can be generated to
view the complete Gantt chart. The calendar for the plan as well all its
activities is shown. When generated at any level of activity, it shows the
calendar from that level of activity and the levels below it. This shows the
calendar for both the Planned and Actual dates for the activities also for
activities having different activity types, there are colors displayed to
differentiate these. This marketing calendar report is only a yearly report.
While generating this report a user selected activity can be excluded from
the report.

Forecast Variance: This link can be seen only if the ‘Forecasting Required’

option is set to True. The users having read/write access to the plan can

# Reports generate the report.
Marketing Calendar .||l The forecast amounts for the months in each quarter are added to show the
Forecast Variance ||| forecast amounts for each quarter. The actuals per quarter and the variance

Activity Actuals -Monthly >/} hetween the forecasts and the actuals are displayed. In case the actuals
Activity Actuals - rterl . . . .

ity Actusls ~Quarterly * | eyceed the forecast amount the amount is displayed in red and if the
Activity Budget Report > L. ) .
actuals are less than or equal to the forecast amount, it is displayed in
Activity Summary - Monthly >

green.
Activity Summary - Quarterly »

Activity Actuals — Monthly/Quarterly: This report is generated at all
levels within the plan. This report displays the rollup amounts at each level
for allocated to spend, committed and spends per quarter/month, total
spend, available and unspent. The invoice paid date is considered for the
guarter/month calculation.

There is a facility to export the report to Excel and PDF.

Activity Budget Report: This report displays the planned and unallocated
amounts at that level and the rollup amounts at each level for the allocated
to spend, committed, total spend and available. This report is an equivalent
of the activity budgets and spends report in the Strategic Planner reports
category.

Activity Summary — Monthly/Quarterly: This report displays the same
information as the activity actuals report but is generated only for the plan
and program Level. This report is an equivalent of the activity actuals report

in the Strategic Planner Reports category.

Strategic Planner Reports
In order to maintain the confidentiality of the reports, the business unit filter is mandatory, wherever it appears as
a filter. If ‘ALL’ is selected in any filter, it denotes the values for the user. For e.g. if ‘ALL’ is selected for the
business unit filter, then only the business units to which the user belongs to will be considered and not all

business units of the system.

User Guide

Page 84
Version: 6.0 R14



Strategic Planner reports display a list of configured reports. To launch the reports click on ‘Reports’ link on the
left pane of the dashboard under MOM. By default the Startegic Planner reports will be displayed (Figure 49).
Any reports which are scheduled by the logged in user will be displayed (Figure 48) in the top part of the screen
with the following details:

e Name and Description: The name and description of the report.

e Run cycle: How many times the report needs to be generated.

e Next Run Time: If the report is generated multiple times then when it is going to be generated next.

e Last Run Time: If the report is generated multiple times then when it was generated last.

e Status: Whether the report was generated and sent successfully or if there were any errors. If there

were errors then it can be resubmitted by making changes in the schedule for the reports. The errors can

be viewed by clicking on the ‘ERROR’ link.

# Repons Strategec Flanner

My Scheduled A r

A Reports Ny Lcheduled Reporis
g T ’ e ki) Hun Cycle Mext Run Time Last Run Time Status

Marketing Workhanch 3 Mo reponts scheduled

Approvals || R

Hepart Templates

Digrtal Library
fleport Name Daseription
Site Busder »
User Managerment

User Actiitiés

& Ad boc Reports

Ad hus Reports

Figure No.49

The following reports can be scheduled in Strategic Planner:
In Strategic Planner — Overspent Report, Activity Budgets and Spends Reports.

Note: To schedule a report see Section 11 for more details.

The following reports can be generated in Strategic Planner:
e  Activity Actuals Report
e Activity Budget and Spends Report
e  Activity Budget List
e  Activity Budget Report
e  Activity Summary Report
e Actuals Resource Utilization by Vendor and Plan Workitem
e Actuals Spend by Vendor and Plan
e Actuals Spend by Vendor, Plan and Workitem
e  Financial Account Spend Report
e  Forecast Variance Report
e Imported Invoice List

e Invoice Reconciliation Report
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Once the reports are generated the user can export the reports in PDF or Excel.

User Guide

List of Commitments
List of Invoices
Marketing Calendar
Marketing Plans List
Over Spent
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Offer Management

Announcing Offer Management as a solution in SAS Marketing Operations Management that allows marketing
organizations to create and manage Marketing Offers. These offers can be published via Offer Calendars and
including while planning Campaigns and Activities in Strategic Planner.

Key Benefits:

1. Allows central management and tracking of Marketing Offers

2. Allows marketing organization to publish the offers via an Offer Calendars

User Roles:

e Creator — User who creates the Offer.

e Owner - A user can be selected as an Owner. By Default, the creator will be set as owner.

e Author - List of Users / groups who will have edit access on the Offer.

e Reader - List of Users / groups who will get only a read access on the Offer.

e Offer Managers (group) - This role will be used to send emails when offers are changed. Only Members of
this group will have access to lock or unlock offers. Members of this group will have edit access on all the

offers.

Creating Offers
After signing in click on the ‘Offer Management’ link on the left pane to launch the solution. The following screen
is displayed by default (Figure 1).
A list of recently updated offers are displayed (Figure 1) with details such as offer name, folder path, offer code,
offer type, offer valid from and till dates, status, locked and last updated on. Offers can be searched for by
providing filters such as offer name, offer code, offer valid from and till dates and the status of the offer (draft,
published, in-market and expired).
The offers can be edited by clicking on the offer name link.
Folders need to be created for storing the offers. By clicking on the ‘Menu’ link on the left pane the following
options are available (Figure 1):
e Create: Click on this option to create a new folder.
e Rename: Click on this option to rename the selected folder.

e Delete: Click on this option to delete the selected folder.
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Odfer Management

Offers

Offer Hame:

Offer Cose:

Status: oraft Mleubised Flin-Macet Fespred
Search

atfers

Mame Dffer Code ffes Type Offer Valid From Offer Valid Til Sales  Leched  Lastepdstedon

Create Offer

Figure No.1

The following operations can be performed on the offers screen (Figure 1):

e Copy — A copy can be made of a selected offer. A user with edit access can make a copy of an offer. When
the user selects multiple offers and clicks on the ‘Copy’ button, the system will create the offers with ‘Copy of’
string appended to the name. A popup will be displayed where the user will be able to change the names of
the offers. During the copy operation, for each offer, an audit record will be maintained. This will track the
user who is copying and the date and time when the offer was copied. All the facets, roles, attachments will
be copied. Notification will be sent to the Authors and Readers when the copy is created.

e Delete — A selected offer can be deleted.

e Lock — A selected offer can be locked in case it is being edited. An offer can be locked by the members of the
Offer Managers group only. Once the offer is locked, users will be able to see the offer details in a read only
screen.

e Unlock — A locked offer can be unlocked.

Note: A configured group (Offer Managers), offer creator, authors and readers will be notified every time an
offer is created, copied, edited, locked or deleted.

Select the folder in which the offer needs to be stored in and click on the ‘Create Offer’ button. An offer
details screen is displayed (Figure 2) where details such as offer name, description, offer code (could be auto
generated depending on the setting), offer type, valid from and till dates and any supporting documents can

be uploaded.

Marketing Offers > Banking Products > New Offer

A Offer Details

“ Offer Name:  [1% Off on Standard Loan Rate
Description:

Offer Code: Offer Type:  none ~
Valid From: 1 geptember 2012 T Status:  Draft
Valid Untit: 50 september 2012 | [T} Locked: No

Supporting Documents:  No Files aftached.

save & Continue

Figure No.2

Click on the ‘Save & Continue’ button (Figure 2). An offers details screen is displayed where the details filled in
by the user can be edited or published.
In the user roles section (Figure 3), roles such as offer owner, authors and readers can be assigned to different

users.
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The owners and authors have a right access and they can edit the offer details whereas the reader has only read
access on the offer.

Once all the information has been provided the offer can be published by clicking on the ‘Publish’ button (Figure
3).

Marketing Offers = Banking Products = 1% Off on Standard Loan Rate

# Offer Details

1% Off on Standard Loan Rate

Offer Code: 1000 Offer Type: None
Valid From: 01 September 2012 Status: Draft
Valid Until: 30 September 2012 Locked: No
Supporting Documents: Mo Files attached.
User Roles
User Roles

£ | Offer Owner
Hame

System Administrator
Add User

# | Author - User
[F] Mame

[ | Amelia Stone
Delete | | Add User
% | Author - Groups
[F] Mame

Ho author groups selected.
Delete | | Add Group
£ Reader - User
[] Name

No readers selected.
Delete | | Add User
# | Reader - Groups
[F] Group Hame

Mo reader groups selected.

Delete || Add Group

Figure No.3

Offers will have the following status values:

e Draft — The offer will be in draft mode if the creator has just saved the offer and not published it.

e Published — When the status is published, then only the offer can be selected in Strategic Planner. If the
offer has any other status, then it cannot be selected.

e In—Market — There will be a back end process which will run every day. This process will check if the start
date of the offer is less than or equal to today’s date. If yes, then the status of the offer will be changed to
“In-Market”. In Market offers will be read only.

e Expired - If the End date for an offer is less that today’s date then the status will be changed to Expired.
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Offers in Strategic Planner

From the second level onwards i.e. Program level the offers created in Offer Management can be selected for a

particular activity in Strategic Planner. In the ‘Info’ tab of an Activity there is an ‘Offers’ tab where offers can be

added by clicking on the ‘Add’ button.

iew Program

BU1 > Plan 3 > jd_test2

Info l Aclivities | Budgets = Expenses | Scorecard | Reviews | User Roles

Resources | Workflows

| £ Program
Program Title: jd_test?
Description:
Program Type: Direct Marketing
Program #:
Planned In-Market Start Date: 23 August 2012
Actual In-Market Start Date:
Currency: EUR
Exclude Program From Calendar: Mo
Objectives | Products | Target Groups | Distribution Chsnnsl
[  Hame
Mo Offers present.

£ Marketing Owner
[] user Name

[ | System Administrator

[Delete | [ View Access | [ Add Marketing Owner |

A Aftachments

o Files attached.

| Upload | \ Select From Digital Library \ | Remuve|

Select Offers

View Audit History

Program Status:

Planned In-Market End Date:
Actual In-Market End Date:
Last Updated On:

= [l Marketing Offers
+| [5] Banking Products
+ [ Brand

Draft
21 September 2012

23 August 2012

Figure No.4
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Offer Calendars

The offers made for one or more marketing activities will be displayed on the Offers Calendars. The Offer

Managers group is allowed to access all offers from the offers calendar.

4 _Annual Birthday Discount
4 PRE APPROVED VISA PLATINUM

18 19 20 21 22 23
4 _Annual Birthday Discount
4 PBE APPROVED VISA PLATINUM

25 26 27 28 20 30
4 _Annual Birthday Discount
4 PRE APPROVED VISA PLATINUM

v

|

Vigw Legends

=] Bl Q) April v oan v 9
Sunday Monday Tuesday Wednesday Thursday Friday
1 2
4 _Annual Birthday Discount
4 PRE APP| MISA PLATINUM »
4 5 6 7 ] 9
4 _Annual Birthday Discount
4 PRE APPROVED VISA PLATINUM »
1 12 13 14 15 16 7

|

b4

|

Figure No.5
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Marketing Workbench

Overview
Marketing workbench brings discipline and consistency to the various marketing workflow processes running in an
organization. The application implements workflow, related to the submission of project requirements, assignment
of projects, development of layouts and artworks, allocation of various tasks required for completion of the project

and reminders for delivery of assigned tasks.

[E Assign Task

In-House
Contributors

Project Requestor 2]

(Marketing) Project Manager

Review Commeant

Glossary of Terms used
Brief - A brief is a written explanation given to a project manager outlining the goals and objectives of a
campaign/activity. A detailed brief is a critical part of the planning and workflow process. It helps to establish an
understanding between the brief initiator and the project manager ultimately serving as an essential reference tool
to start and execute the project.
Brief Types - The briefs can be classified in the system into brief types. E.g. a packaging brief for a packaging
activity or a promotions brief for a promotions campaign.
Project - A project is a planned program of work for execution of a campaign/activity. It may require several
deliverables, tasks and steps for its completion. Each of the tasks and deliverables may be assigned to one or more
persons.
Project Types - The projects can be classified in the system into project types. E.g. a packaging project or a
promotions project.
Deliverable - A deliverable is a tangible piece of work that is part of a project, often contractually identified

both in time and content. A project may have several deliverables.
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Deliverable Types - The deliverables can be classified in the system into deliverable types such as a packaging
deliverable or a promotions deliverable depending on the project type.

Task — A task is a piece of work that a user is given to do, usually short in duration or with a deadline. A
deliverable may require several tasks to be done for it to be delivered. A task may contain multiple steps for its
execution.

Task Types - The tasks can be classified in the system into task types such as assignment, discussion, gather
information, routing, tracking task etc. depending on the type of project and the steps required for its execution.
Review - A review is a process conducted to invite comments from different key personnel in the organization on
different aspects of a certain issue. E.g. the brief is sent for review before it is translated into a project for

execution. A deliverable such as an artwork that is received needs to be reviewed before it is approved for use.

User Roles
Project Managers - In charge of project execution.
Acting Project Manager — The project manager assigns the acting project manager.
Deliverable Manager — Is responsible for the deliverable and has the authority to add, delete, modify, submit
and cancel tasks.
Readers - Stakeholders who get access to view the briefs/projects/tasks.
Reviewers - Stakeholders who review the briefs/requests/tasks and give their comments.
Contributors - Personnel who are assigned tasks for execution.

Task Initiator — The user who initiates the task.

Marketing Workbench Process
In general the marketing workbench process is as follows:
The project requestor creates a brief and sends it to the project manager. The project manager creates a project
from the brief and then assigns tasks to the various contributors and vendors.
The contributors respond to these tasks with comments, documents, files etc. that is sent back to the task initiator.
The project manager can route the documents/files sent by the contributors among the reviewers.

The reviewers in turn give their comments and approval in response.

Operation Modes
Request Mode - In this mode the user (like product/marketing managers) can initiate new briefs, view inactive
briefs and delete the existing briefs.
Manage Mode - In this mode, the user (like project manager, acting project manager) can create new projects,
view inactive projects, if required delete the existing projects and view pending briefs. The user can also create
deliverables for a project and define the creation/submission of tasks for a deliverable.
Perform Mode — The users (like contributors/ reviewers, pre-press/separators, legal/regulatory and designers)

can view the active task list, inactive task list and briefs to be reviewed in this mode.

Getting Started
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After signing in click on the ‘Marketing Workbench’ link on the left pane to launch the solution. The following

screen is displayed (Figure 1):

# Marketing Workbeach View Projocts
Request Search
Manage irogoct Type: Al -
Parform Status: e v
& Manage ] m [t
View Projeets » T From To:
View Deliveratles , m [ [
Wiew Tasks » Project 3
Vidwe Paning Boafs
Search
Projects
Proigct 10 Statun Brigtity % Complete
™ i ] (o%
z - - E——
I ] ¥
Dedote | Select Project Tyoe = Create Project
Figure No.1

Left Pane - It has applications related to marketing workbench. The links are request, manage and perform. By
default, the application launches in the manage mode and there are four additional links on the left pane to view
projects, view deliverables, view tasks and view pending briefs.

Content Frame - It displays a list of existing projects under the projects section (Figure 1).

Request

This mode is used to search existing briefs, initiate new briefs and delete an existing brief if required. Click on the
‘Request’ link on the left pane (Marketing Workbench). A screen with the following sections is displayed:

Search — The user may search for a particular brief by giving details such as brief type, status, start and due date
of the brief and brief title contains (a keyword). Then click on the ‘Search’ button.

Briefs — The searched briefs are displayed here with details such as brief ID (if configured), title, status, start date,
due date and project title. To view details of a particular brief click on the title link of the brief (Figure 2). If a
brief has been initiated from a strategic planner activity then while viewing the brief a link is provided to view the
marketing activity.

Click on the ‘Delete’ button to delete the selected brief. Based on the configuration, which can be set by the
system administrator the user can either delete briefs with any status or can delete briefs, which are in the

new/draft state.
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View Briefs
Search
Brief Type:  all -

Status:  Active

From: Tor
Start Date: ME M
From: To:
Due Date: I"E %
Brief Title Contains:
Search
Briefs
Brief 1D Title Status Start Date Due Date Project Title
= (1000 Request for creating a Prometions Ad Submitted 29 August 2012 28 September 2012
o 1001 Promotional Brief Draft 29 August 2012 28 September 2012

Delete | SelectBrief Type « | Create Brief Copy Brief

Figure No.2

Creating Briefs
To create a new brief, select a brief type from the pre-defined list and click on the ‘Create Brief’ button on the

brief list screen. It displays a tabbed view of the brief creation screen (Figure 3) having the following tabs:
Info: Has the following sections:

e Brief — The brief ID is displayed (auto populated, configured using Object ID series). Enter details such
as the brief title, description, due date, project manager (if configured then can select only from the
restricted group) and the project type. The brief initiator is displayed and by clicking on the link the brief
initiator’s details can be viewed. If a facet has been associated with the brief then the fields in the facet
are also displayed here.

A section is displayed where the facet fields are displayed. The facet is selected in process designer while
configuring the brief types and is associated with the brief.

e Deliverables for Brief — Select the deliverable type from the drop down list and click on the ‘Add
Deliverable’ button. The brief needs to be saved while adding the deliverable. Component also can be
added.

e Attachments — Upload attachments by clicking on the ‘Upload’ button. A brief attachments screen is
displayed where the user can select the necessary file by browsing to upload and provide some
description (optional) for the attached file then click on the ‘OK’ button. The user can select attachments
from the digital library by clicking on the ‘Select From Digital Library’ button.

e Template Documents — In this section the brief template is displayed which can be downloaded and
filled by the user for any additional information for the brief and can be attached in the attachment
section. This is available only if has been enabled by the administrator.

Click on the ‘Save’ button to save the brief as a draft to be modified later for submission or ‘Save and Close’ to
save and close the screen and go back to the view briefs screen or the ‘Submit’ button to submit the brief to a

project manager. By clicking on the ‘Cancel’ button the operation is cancelled.
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Create Brief

Info Reviews = User Roles

BriefID: 1001
*Brief Title:  |Promotional Brief

Description: b

* Due Date: [og September 2012 EEEE

* Project Type:  Packaging Process
* Project Manager: Allen Sol Select Project Manager
Brief Initiator:  System Administrator
#: | Deliverables for Brief

[] Deliverable Title Description

[7] | Packaging Material

Select Deliverable Type ~ | Add Deliverable

# Attachments

No Files attached.

| Upload | | Select From Digital Library | | Remove |

| Save || Save And Close || Submit || Cancel |

Figure No.3

Reviews: Reviews can be initiated by clicking on the ‘Initiate Review’ button. A review details screen is

displayed where the review title, review instructions and the end date for review can be entered and the reviewers

can be added (Figure 4).
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Create Brief

Info JReviews ) User Roles

#: Reviews

Title i
-
Mo reviews found] & Review Details - Windows Internet Explorer provided by SAS IT

Initiate Review Review Details

Note: Before you ¢

* Review Title: ||

Review Instructions:

* End Date for Review: EEEE

2 | Reviewers
[[] user Hame

No reviewers selected.

Figure No.4
User Roles: Select the readers by clicking on the ‘Add User’/’Add Group’ buttons.

Copying Briefs
Select a brief and click on the ‘Copy Brief’ button (Figure 2). The copied brief will be opened in an editable
mode. The start date will be the current date. The project manager and the assistant project manager need to be

selected as they do not get copied. In this mode the brief can be printed.

Submitting a Brief
When the user clicks on the ‘Submit’ button the brief is submitted to the project manager. If the brief is submitted
for execution to the selected project manager the brief initiator cannot modify it. The system sends an email
notification to the selected project manager indicating that a new brief has been assigned. The project manager

can view the pending briefs by clicking on the ‘View Pending Briefs’ link in the manage mode.

Managing Projects
This is the default mode. This mode is used to create and modify projects and view pending briefs.
Click on the ‘Manage’ link on the left menu (Marketing Workbench). A screen with the following sections is
displayed (Figure 5):
Search — The user may search for a particular project by giving details such as Project ID, Project Type, status,
start or due date of the project and the Project Title Contains (a keyword). Then click on the ‘Search’ button.
Projects — The searched projects are displayed here with details such as project ID (if configured) project title,

status, priority, start date, due date and %complete. Click on the project title link to view the details of a particular
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project. If a project has been initiated from a strategic planner activity then while viewing the project a link is

provided to view the marketing activity. Activity path is displayed in the list based on the configuration setting

done in Workbench Admin.

To delete the selected projects click on the ‘Delete’ button. Based on the configuration which can be set by the

system administrator the user can either delete projects with any status or just can delete projects which are in the

new/draft state.

4 Marketing Workbench View Projcts
e Search
o Project Type: A -

FEPE Statss:  Active =

# Manage Sanry Daee: m

v e Fr w
Viswe Prjecis s o
Viewe Delivevables

View Tasks 3

View Pending Briefs »

Satus Priority

Dedete  SelectPmiect Type « | Croale Project

Figure No.5

Creating New Projects

There are two ways of creating a new project:

1. On the view projects screen select a project type from the pre-defined list and click on the ‘Create

Project’ button. It displays a create project screen (Figure 6) where the project ID is auto generated.

The user can enter details such as:
e Project Title — The title for the project.

e Description — The description for the project.

e Project Manager — The project manager for the project is the logged-in user and is displayed in

read-only format here.

User Guide

Acting Project Manager — The project manager can select an acting project manager by clicking on
the ‘Select Acting Project Manager’ link. A user selection screen is displayed and the acting
project manager can be selected from an existing list of users.

Start Date — Select the start date of the project by clicking on the calendar.

Status - The status is displayed as new in a read-only format here.

Priority — The user can select the priority for the project as high, normal or low. The default is
‘Normal'.

Attachments — The user can upload attachments for the project. The attachments could be any
file(s) from the user’s desktop or any asset(s) from the digital library can be attached to the project

for reference.

If a facet has been associated with the brief type then the fields in the facet can be viewed here.

Save the project by clicking on the ‘Save’ button or cancel the operation by clicking on the ‘Cancel’

button.
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Create Project

Packaging Precess

Info

Start Date:

# | Attachments
No Files attached

Uplead Select Frem Digital Library Remeve

Save Cancel

Project IC:
" Project Title:

Description:

Project Manager:
Acting Project Manager:

1010

Creating Promotional Material

Select Acting Preject Manager

29 August 2012 BEEE

Status: MNew

Priority:

Normal

Figure No.6

2. By clicking on the ‘View Pending Briefs' link on the left pane, a view pending briefs screen is displayed

with a list of briefs assigned to the user. Each row in the list displays details such as the bried ID, brief

title, start and due date and status. Each brief title has a link, which when clicked on displays a view brief

screen. Details such as the brief title, description, due date, status, project manager and the project type

are displayed. The user roles, deliverables for the brief, reviews and the attachments are also displayed.

The user can perform the following operations on this screen (Figure 7):

e Create Project — The user can create a new project by clicking on this button. A create project

screen is displayed and the user can enter the details mentioned in the above section and save the

project (Figure 6).

e Assign to Project — Clicking on this button displays a list of projects which are the same project

type as the one selected in the brief, for which the logged in user is a project manager or acting

project manager. Select a project to which this brief can be assigned and click on the ‘Done’ button.

e Reject — The brief can be rejected by clicking on this button and the reason for the rejection can be

given.

e  Print Brief — The brief can be printed.

e Done - The user is taken back to the view project screen.

User Guide
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View Brief

Info Reviews | User Roles

Brief
Brief ID: 1001
Brief Title: Promotional Brief
Description:
Due Date: 2 September 2012

2
Status: Submited
Submitted On: 2

[f=]
[{=]

August 2012 07:59 AN

Project Type: Packaging Process
Project Manager: Allen Sol

Brief Initiator:  System Administrator

Deliverables for Brief

Deliverable Title Description

Packaging Material
£ | Attachments

Mo Files attached.

Create Project || Assign to Project || Reject || Print Brief || Done |

Figure No.7

Viewing the Project Information
When the user creates and saves a project a view project screen is displayed where the project information is

displayed in a tabbed layout. The project detail screen has three tabs as follows:

o Info - The information related to the project is displayed with details such as the project ID, project title,
description, % complete, start and due date, status and priority is displayed here. The project details can
be edited by clicking on the ‘Edit Project’ button.

The brief related to this project with all the details will be displayed.

The attachments if any are displayed here. If the attachments are references from the Digital Library then
the ‘Download Original’, ‘Download Preview' and ‘Asset Information’ links are present for the
asset else only the ‘Download’ link is present. The user can add new attachments either from the
desktop or from the digital library. The user is taken back to the project list screen by clicking on the

‘Done’ button (Figure 8).
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View Project

Creating Material for Promotions

Info Deliverables | Components = Discussions | User Roles
Project

ProjectiD: 1011
Project Title:  Creating Material for Promotions
Description:

%Complete: [ ] (0%)

Start Date: 29 August 2012 Due Date: 02 October 2012
Status: New Priority: Normal
Edit Project
Briefs
Brief ID Title Start Date Due Date
1001 Promotional Brief 29 August 2012 28 September 2012
# | Attachments
Journel.pdf
W 159.00 KB - Download
o L:
il
niceday.asf
|:| & 1.30 M5 - Download Original Download Preview  Asset Information

Upload Select From Digital Library Remove

Done

Figure No.8

e Deliverables - The deliverables related to the project are displayed with details such as title, status,

contributor, deliverable manager/initiator, start and due date, % complete, completed on and instructions.

The grid displays the deliverable, tasks, steps and the contributor when assigned. By clicking on the 1=
icon next to the deliverable title, the following options are displayed (Figure 9):
o0 Info — The user is taken the info tab of the deliverable where the deliverable details are
displayed.
o Digital Assets — The user is taken the digital asset tab of the deliverable where the digital
assets for the deliverable can be viewed/cataloged.
o0 Modify Contributors — The user is taken to the assign contributor screen where the
contributors for the tasks can be added/deleted.
o0 Copy Deliverable — Creates a copy of the deliverable and takes the user to the tasks tab of the
deliverable.

o Delete Deliverable — The deliverable can be deleted.

For the tasks, clicking on 1= icon, the user can add contributors for the task or delete the task.
The following options are present on this screen (Figure 9):
o0 Delete — Multiple deliverables can be selected and deleted.
0 Add Deliverable: The user can add deliverables by selecting the deliverable type.
o Search and Copy Deliverable: The users can search and copy deliverables for which the user
has access to in a specific project. The user creating the copy is appointed as the Deliverable
Manager by default. The information associated with the deliverable also gets copied. This
includes the basic deliverable information, facet information, facet series associated with the
deliverable, components not including the assets, all tasks, task facets, steps, step facets,
contributors etc. The facet files/binders and digital assets associated with the tasks and

deliverable are not copied.
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View Project

Creating Material for Promotions

info || Deliverables | Components | Discussions | User Roles

\nm 1|r r

O @ Packaging Material

O @ posters

Allen Sol
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29 August 2012 02 October 2012 | I— )

—IF nfo
=Ll Digital Assets Allen Sol
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T Delste Deliverable

<

m

Done

Delete | Select Deliverable Type + | Add Deiiverable | | Search and Copy Deliverable

Figure No.9
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Components — Depending on the configuration this tab is visible (Figure 10). Components are parts of
a deliverable that are managed through a single workflow. There will be one workflow process to manage
the components of the deliverable.

At the project level the entire components list in the project across all the deliverables will be visible. This
list will allow the Project Manager/Acting project manager to edit all the components which are not locked
but a new component cannot be added. This list is shown only if any of the deliverable type have
components associated. If a component at the deliverable level is being edited it is locked till the
operation is completed. A component cannot be edited if it is completed, onhold or cancelled.

Selected components can be edited or exported to an excel sheet.
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View Project
Creating Material for Promotions
Info || Deliverables J Components ] Discussions | User Roles
Components
SKEU Details
Number of rows selected: 0
m—mm SKU BRAND UPC Code Art Complete Supplier lame Comments
Packaging 1236 asian UP-3456-abc | Yes ABC
Material International
Packaging 1235 enani UP-34556-abc | Yes ABC
Material International
Packaging 1237 afro UP-3456-abc | Yes ABC
Material International
Packaging 1234 Va UP-34556-abc | Yes ABC
Material Internaticnal
Figure No.10

e Discussions — The Project manager can have a collaborative forum, where the stakeholders of the

project can discuss the related topics by using discussion forums. A topic can be initiated within a project

and the invitees (users and groups) can be selected. These invitees will receive a notification. All the

discussions for a project are shown in the Discussions tab.

User Guide
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View Project
Creating Material for Promotions
Info = Deliverables = Components | Discussions User Roles

#| Topics

[ Title Status

Click on News Topic to create a new topic.

Created On Last Comment Posted On

Delete New Topic

Done

Figure No.11

Click on the ‘New Topic’ button (Figure 11) to initiate a new topic. A topic details screen (Figure 12) is
displayed where the details such as title, description, start date and valid until (date) can be entered. The
user can select whether the initiator needs to be reminded about the topic closure and before how many
days. Other details such as whether to close the topic on the due date or whether to notify the initiator on

closure and reopen the topic, and whether to post details can be specified. Attachments can be uploaded
for the topic.

# Create Topic

Creating Material for Promotions = New Topic
Topic Details

* Title:

Description:

* Start Date: 39 august 2012

*Valid Until: 29 September 2012

Remind me on Topic Closure: ves @ No

Remind me before(Days): 1 -

Closure Details: Close on Due Date
Motify on Closure and Reopen

Post Details: ] Notify on Post

Attachments:  No Files attached.

Upload

Invitees : | a pyitees

Invitee Name Invitee Type
No Invitee Selected

Delete || Add Group || Add User

Save

Figure No.12

All the invitees can view the photo of the person who posted responses along with the post. As a
participant in the discussion, a notification on the posts made by other responders will be sent
and the participant has a choice to unsubscribe i.e. the participant will not receive any
notifications regarding the topic.

User Roles - The user roles such as the project manager and the acting project manager for the project
are displayed and can be changed by clicking on the ‘Select Project Manager’ or ‘Select Acting
Project Manager’ links respectively. The admin user can create one or many Restricted Groups per
Project Type and add users from the system to the group. The selection of Project manager/Acting

Project Manager will then be restricted to this group. Also while configuring a Brief Type, the admin user

can configure whether the entire list of users should be displayed for selection or only the users from the
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Restricted Groups should be displayed.
The default readers are displayed here. Default readers can be set by the administrator for the
brief/project/task type. Additional readers can be added by clicking on the ‘Add User’ button. A complete
access users and groups can be added. These users get visibility and write access to the projects in case
the Project Manager or Acting Project Manager is not available and the Project is in progress. The users of
the Complete Access Group (set by the administrator in process designer) have the same access as the
Project Manager. Notifications will be sent to all the users/groups in the Complete Access Group on the
following events:

0 Aninstance of a Project is created for which the user is a part of the Complete Access Group.

o For an instance of a Project, the user is removed from the Complete Access Group.

o0 When the user is added to the Complete access User/Group for an instance of a Project

Click on the ‘Done’ button (Figure 13) to go back on the project list screen.

View Project
Creating Material for Promotions

Info  Deliverables = Components | Discussions | User Roles

Project Manager: Allen Sol Select Project Manager
Acting Project Manager: Allen Scl Select Acting Project Manager

# Readers : Users & Groups

[F] | Name
[E] | Amelia Stone
Delete || Add Group | | Add User
# Complete Access: Users & Groups

[C] Name

No UsersiGroups selected.

Delete || Add Group | | Add User

UseriGroup

User

UseriGroup

Done

Figure No.13

Managing Deliverables

Traverse to Manage > View Deliverables. A list of deliverables is displayed for which the user is a deliverable
manager or all the deliverables of the projects on which the user has write access (Project Manager, Acting Project
Manager, member of complete access group which is set by the admin in Process designer for the project). The

following can be viewed on this screen:
The status of each deliverable with respect to the due date and how many tasks for the deliverable is
complete.

1. The status of the deliverables and also the active tasks within the deliverable.

2. The delayed deliverables/tasks are highlighted.

3. The currently active tasks.

The deliverable tab on the project information screen displays a list of deliverables for the project and allows the
user to add new deliverables by clicking on ‘Add Deliverable’ button. The creation of a Deliverable happens in

three steps:

e Selection of the deliverable type - The user can select the deliverable type for the project from a drop

down list defined by the administrator.
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e Selection of contributors for the deliverable — This screen is displayed based on the configuration
done by the administrator. Once the deliverable type is selected click on the ‘Done’ button. This brings
the user to an assign contributor screen where the user roles are displayed. The user can select
contributors who will participate in the creation of the deliverable. Click on the ‘Done’ button.

e Details of the deliverable - The user can provide details such as deliverable title, description and start
date. The Due Date can be specified instead of the start date by clicking on the ‘Edit Due Date’ button
and the system will set the start date for the deliverable accordingly. To save the new deliverable click on

the ‘Save’ button. A view deliverable screen is displayed.

Viewing Deliverable Information
A view deliverable screen is a tabbed view with information related to the deliverable shown organized under the

following tabs:

Info tab
The information related to the deliverable such as the deliverable ID (if configured), deliverable title, description,
start and due date, status and % complete is displayed here. Other deliverable information which is transferred
from the project/task or any search information is also displayed here. The user can edit the details by clicking on
the ‘Edit Deliverable’ button.
The attachments if any are also displayed here. If the attachments are references from the Digital Library then the
‘Download Original’, ‘Download Preview' and ‘Asset Information’ links are present for the asset else only
the ‘Download’ link is present. The user can add new attachments either from the desktop or from the digital

library. The user is taken back to the project list screen by clicking on the ‘Done’ button (Figure 14).

View Deliverable

Creating Material for Promotions > Packaging Material

Info Components = Tasks = Dependencies = Digital Assets | User Roles

Deliverable

Deliverable ID: 1002
Deliverable Title:  Packaging Material
Description:

Start Date: 29 August 2012 Due Date: 02 October 2012

Status:  New % Complete: [ ] 0%
Edit Deliverable
4 Attachments

MNo Files attached.

Upload | [ Select From Digital Library | | Remove

Done

Figure No.14

Components tab
Depending on the configuration this tab is visible (Figure 15). Components are parts of a deliverable that are
managed through a single workflow. Components are a package within which there are multiple deliverables.
The assets can be viewed by clicking on the ‘View Assets’ button. Depending on the tasks assigned to the
contributors, the components can be added/modified/deleted from the Workflows. When a contributor edits the
components, the components can be exported or a batch download can be done.
The Deliverable manager can do an initial lock (can edit the components but cannot add new components) or can
do final lock (cannot edit or add components). When a final lock is done the assets are ready to be cataloged into
DAM (In the Digital Assets tab).
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Tasks t

User Guide

Depending on the tasks assigned the following buttons are either visible or hidden to the contributor:

Edit, Export, Initial Lock, Final Lock and Batch Download.

The Components list can link files that are routed for approval with rows in the Components list. This is useful for
generating SKU status reports and being able to visually identify the component (row) to which the approved file
belongs and reporting on the status of each component in the list.

Download an excel sheet to import data by clicking on the link on the screen above the ‘Done’ button.

View Deliverable
Creating Material for Promotions = Packaging Material
Info | Components Tasks | Dependencies | Digital Assets | User Roles
Component Status: Active
SKU Details
Mumber of rows selected: 0
[ skw BRAND UPC Code Art Complete Supplier Name Comments
D 1236 asian UP-3456-abc res ABC International
|:| 1235 enani UP-3456-abc Yes ABC International
] 1237 afro UP-3456-abc Yes ABC International
|:| 1234 Vi UP-3455-abc Yes ABC International
Edit || Export
Click here to download Excel template to import data into the list
Done
Figure No.15
ab

List of tasks related to the deliverable are displayed here (Figure 16). Details such as title, status, initiator,
contributor, instructions, start and due date, completed on and the % complete (all these fields are visible by

scrolling horizontally) can be seen. These can be seen in the list view:

When |i= icon, which is next to each task is clicked :
e In case of route or discussion task, the task can be deleted or a contributor can be added.

e In case of assignment, gather info or web services task and active task can be cancelled or new task can
be deleted.

e In case of tracking task, the task can be completed or the task can be cancelled/completed.
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The following actions can be performed on this screen:

e Add Task — New tasks can be created by selecting the task type and clicking on the ‘Add Task’ button.

¢ Modify Contributors — The user can select contributors who will participate in the execution of the task.

¢ Modify Timeline — Clicking on this button a modify timeline screen is displayed. The user can view the
list of tasks for the deliverable with the start and due dates for the task. The number of days required to
complete the task can be modified by providing a numeric value in the duration edit box next to each task.
Many a times there is a requirement that a deliverable has to end by a fixed date so that the next things
can be scheduled accordingly. The users know the fixed due date of the deliverable and they want to
know when they should start the deliverable so that it gets completed by the decided due date. To edit
the due date click on the ‘Edit Due Date’ button. The system will create the deliverable with the given
due date and will set the start date for the deliverable accordingly. After the deliverable is created the
user can still modify the Due date of the deliverable by using the Modify Timeline functionality and can
adjust the timeline.
Validations such as the start date of the deliverable should not be less than the project start date, etc are
done.

e Save as Baseline — The dates that the initiator enters while creating the deliverable and initiating the
task can be saved as the baseline dates i.e. the actual dates, when the task is started and completed will
be compared to these dates. If the baseline dates and the actual dates do not match then the task is
marked in red showing that it is delayed.

The task details can be edited by clicking on the task title.

If any of the tasks are auto initiated then the ‘Auto’ sign will be displayed next to the task.

Note: In case of auto-initiated tasks the prerequisites are not setup the task cannot be started. In such a case,
the Deliverable Manager is notified and then the task can be submitted manually after setting up the required
prerequisites.

A task can be set to be auto initiated by the system without any dependency on an earlier task. The task starts on
a preset start date and a Back Office Service ensures that the task is started automatically at the scheduled Back
office service time.

Notifications and Reminders are sent to the project manager, deliverable manager to inform them about the

successful/unsuccessful start of these tasks.

There are two modes in which the tasks can be viewed, the default view can be set by the admin:

1. — A list view icon. The tasks will be displayed in a list view (Figure 16). In this view, the tasks can

be viewed and all the actions mentioned above can be performed.
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View Deliverable

Creating Material for Promotions > Packaging Material

Info | Components || Tasks | Dependencies | Digtal Assets | User Roles
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Done

Figure No.16

2. = _ A visual Workflow view (Figure 17):

a. The tasks can be viewed in a flow chart with the boxes representing the tasks with the start and the
end dates.

b. New tasks can be added for a deliverable by just dragging a new box onto the canvas, naming it
appropriately , connecting it at the right place, selecting the contributors and submitting it

c. The user can provide task titles for the newly added tasks

d. The dependencies between tasks can be changed.

e. Contributors for the tasks can be seen in the Visual Editor and on a mouse over the system displays
the contributor name along with the step title assigned to him/her.

f.  The current status of a task can be viewed from the status bar above each task box — blue indicates
completed tasks, red indicates delays and green indicates in progress tasks.

g. The workflow can be exported as an image or a PDF for reporting purposes.
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View Deliverable
Creating Material for Promotions > Packaging Material
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Dependencies tab
Here the user can specify the deliverable dependencies on other deliverables. Selecting deliverables within the

project by clicking on the ‘Select Deliverables’ can do this. The user can also remove the dependency by

selecting the dependent deliverable and clicking on the ‘Delete’ button.

Digital Assets tab
Multiple digital assets can be cataloged for a deliverable. The user can catalog an item by clicking on the ‘Catalog

Assets’ button. Assets cataloged in the components can be cataloged into DAM using the ‘Catalog from

Components’ option.

View Deliverable

Creating Material for Promotions = Packaging Material

Info | Components | Tazsks | Dependencies J Digital Assets | User Roles

# Assets Cataloged for Deliverable
No Asseis have been uploaded.

| Catalog Assets || Refresh

Figure No.18

A catalog assets for deliverable screen is displayed (Figure 19). Select whether the asset is to be cataloged from
an external media, from a task (shows the list of tasks for the deliverable from where the asset can be cataloged)
or from the components (if the component status is in final lock). Select the section where the assets are to be

cataloged in DAM by clicking on the ‘Select Target Section’ link. A select target sections screen is displayed
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where the user can navigate the section hierarchy and select a section. If the target section has been predefined

then it will be displayed. Confirm by clicking on the ‘Done’ button.

Catalog Assets for Deliverable

Creating Material for Promotions = Packaging Material = Catalog Digital Asset

Select Media

_J) From External Media

_J) From Task

* Mote: Component status is not Final Lock.
Select Target Section

Select Section: Select Target Section

Cancel

Figure No.19

After selecting the section click on the ‘Next’ button to browse and select the original, preview and thumbnail files
(if the media selected is external) and click on the ‘Upload Files’ button. The files are transferred for cataloging and
the names appear next to the browse button. Add the business information by selecting the appropriate business
information facet and clicking on the ‘Add’ button in the ‘Business Information’ section. Click on the ‘Save’ button
to catalog the item.
Notes:
1. If the task initiator selects the Assets uploaded in response to the Assignment Task and clicks on the
‘Catalog for Deliverable’ button, the digital asset gets transferred to the deliverable and cataloged into
DAM. The configured data to be transferred from the Workflow to DAM is also moved.
2. When a contributor of a task uploads an asset in response to the task if configured in Process Designer,
the Digital Asset automatically catalogs the Asset into a predefined section path for the deliverable. Any
data that is configured to be transferred from the Workflow to DAM is also moved by the system. The

configuration for the data to be moved is done through a Data Transfer configuration utility.

User Roles tab
In workbench we have a project manager and an acting project manager who are responsible for the launch of

deliverables and tasks in the project. There are cases where the project manager (or the acting project manager)
might want to delegate a certain deliverable to another user who is | be the deliverable manager. This user will be
responsible for the deliverable and will have the authority to add, delete, modify, submit, and cancel the tasks.
The user role tab displays the deliverable manager. From here the project manager, acting project manager or the
deliverable manager can change the deliverable manager as well as add the user who should not have access to

the deliverable (Figure 20).
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View Deliverable
Creating Material for Promotions = Packaging Waterial
info | Components | Tasks | Dependencies | Digital Assets | User Roles
Deliverable Manager: Allen Sol Select Deliverable Manager

#/| Deny Access to UsersiGroups

[] Name

No Users/Groups selected

Delete || Add Group || Add User

UseriGroup

Done

Figure No.20

Marking the Project/Deliverable as Complete
Once all the tasks for a deliverable are completed, the deliverable can be marked as completed by going to the
info tab of the view deliverable screen and changing the status. When all the deliverables in the project are

delivered, the % done for the project is 100%.

In the info tab change edit the project and change the status of the project to completed and click on the ‘Save’
button, to mark the project as complete.

The project could be put on hold and resumed later. When the status of the project is changed the concerned
users will get notifications.

Reopening Project/Deliverable
A closed or cancelled Project and/or Deliverable can be reopened. A Project can be re-opened by the Project
Manager, Acting Project Manager or any member of the Complete Access group. A closed or cancelled deliverable,
which is within an active Project can be re-opened by the Deliverable Manager.
Projects and Deliverables whose statuses are completed or cancelled can be re-opened.

Impact of reopening a deliverable/project:

1. If a Deliverable is to be reopened and its Project is closed, the Project is reopened.
2. Any dependency between the Deliverables of the Project is removed at the time of re-opening because a
dependent Deliverable’s timeline is affected by re-opening a Deliverable. If the status of the successor
deliverable is New/Draft then the dependencies are not removed from the predecessor deliverable that is
getting re-opened.

3. The Deliverable end date changes based on the newly added tasks to the re-opened Deliverable.

4. The Project end Date changes based on the newly added tasks to the re-opened Deliverable.

Managing Tasks for a Deliverable Using the List View
There can be multiple tasks required for a deliverable. The task tab on the view deliverable screen (Figure 12)
displays a list of tasks for the deliverable. Click on the task name link to edit the task. A task edit screen is
displayed where the user can either submit the task if it is in ‘New’ or ‘Draft’ state or cancel the task if it is in
progress.

A new task for the deliverable can be added by selecting the task type and clicking on the ‘Add Task’ button
(Figure 13). An edit task screen is displayed with the following tabs:

Info — Details such as the task Id (if configured), task title, instructions and the start date for the task
can be entered. The due date, status and % complete are displayed here. The task initiator can select the
checkbox ‘Notify if task is delayed’ for being notified if the task is delayed
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The associated facets if any are displayed and the user can fill in additional information for the task.
Depending on the type of task either the steps if any are displayed for which the resource type and the
contributor can be selected (for assignment, gather information and route task). The duration and the
instructions can be entered for each step.
For the route task the file to be approved can be uploaded, the approvers can be selected and the
duration can be entered. Attachments can be added by clicking on the ‘Add’ button. The task duration
depends on the type of task:

0 Step duration in case of Assignment, Gather Information and Route task types.

o0 Task duration in case of Tracking and Discussion task type.
Template documents are displayed which can be downloaded and filled by the user with additional
information for the task and can be attached in the attachment section.

e Dependencies — The task gets saved when the user clicks on this tab. The tasks which the current task
is dependent on are displayed with details such as task title, status, start and due date, completed on
and % complete. The user can add more tasks by clicking on the ‘Select Task’ button.

e User Roles — Readers can be added by clicking on the ‘Add User’ button, which displays a user selection
screen. Here the readers can be selected from an existing list of users. Once the reader is selected click

on the ‘Done’ button.

Click on the ‘Save’ button to save the task, ‘Save And Close’ button to save the task and close the screen, the
‘Submit’ button to submit the task to the user selected to execute the task. By clicking on the ‘Cancel’ button the
operation is cancelled.
When the user submits the task an email notification is sent to all the contributors/approvers of the task depending
on how the task is routed. If the task is routed sequentially then the first contributor/approver of the task receives
an e-mail notification. If it is routed simultaneously then all the contributors/approvers receive an e-mail
notification at the same time.
After a task is submitted the due date of an active task can be changed if required. The following happens:

1. As atask initiator, the ‘Active’ steps can be changed using the Modify Timeline screen.

2. The Timeline is recalculated if there is change in the duration for task/step.

3. Contributors will be notified if duration for the steps assigned to them gets changed.

4

Validations are done before updating the changed duration for the task/step.

The details screen will vary depending on the task type. The tasks can be of one of the following types:

A task can be assigned to a contributor to perform a particular function for which the response can be given. E.g.
Create Artwork Task is assigned to a designer who then responds with the artwork file.

An assignment task is sent to the contributors sequentially. After the first contributor responds a notification is sent
to the second contributor. The task initiator can change the contributor of the active step. Both the old and the
new contributors get an e-mail notification for the same. The contributor of the first step can select/change the
contributor of the next step.

The initiator can choose to get a notification if the task is delayed and get a notification before the due date.
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A task initiator can re-route the task without having to add the task multiple times. The information such as Entity
and Facet Information, Step information - Entity and Facet Information, user roles for the tasks, contributors and
attachments are carried forward. The earlier contributor's name, email id and response will also get forwarded for
reference.
The task is completed after all the contributors have submitted their responses.
The screen has the following layout with three tabs as follows:
¢ Info — Here the task information is displayed. The user can also select the contributors and provide
necessary instructions to complete the task (Figure 21).
The task initiator can decide whether the contributors can view the project and deliverable information by

checking the checkbox ‘View Project & Deliverable Info’ for each contributor.

Edit Task

Creating Material for Promotions = Packaging Material= Create Artwork

.\nfo l Dependencies | User Roles

Task
TaskID: 1017
“Task Title: [Create Artwork

Instructions:  This is an assignment Task Process. L
Start Date: 05 September 2012 EEEE Due Date: 11 September 2012
Status: New % Complete: [ (0%}

[ notify me if task is delayed

[l Remind me[1__| doys before the due date

#  Create Artwork Mechanical

Seloct Resource Type: | [ conributor

Select Contributor:  ContributorFN1 ContributorlN1
Email ID:  abhishek kamble@sas com

Duration {days}:

Clview Project & Deliverable Info

Instructions:  (These are common instructions for contributors for create -
mechanical task.

# Create Artwork Design
Select Resource Type: |:| Legal
Select Contributor: | egalFNZ LegallN2
Email ID:
Duration (days):
[Flview Project & Deliverable Info

Instructions:  [These are common instructions for create artwark . -

# Attachments

HNo Files attached

[ Select From Digtal Library | [ Remove |

| save || saveand close || submit || cancel |

Figure No.21

e Dependencies — Here the tasks on which the current task is dependent on are displayed (Figure 22).

The user can select more tasks or delete the existing ones.
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Edit Task

Creating Material for Promotions > Packaging Material= Create Artwork
info [ Dependencies | User Rokes
4 Dependant On
D Task Title Status Start Date Due Date Completed On % Complete
[T | Collect Label Information New 31 August 2012 05 September 2012 | — S
Delete | [ Select Task

Figure No.22

e User Roles — Here the default readers which are configured by the admin in process designer are
displayed and new readers can be added. The groups/users to which the notifications need to be sent on

the task completion can be added from here (Figure 23).

Edit Task

__BM_project_Promotions_ > Promotions » Create Artwark

Info | Dependencies | User Roles

# Readers:Users & Groups
Name User/Group
wendra Yad User

# Send Notifications on Task Completion to: Users & Groups

Name UseriGroup

User

Figure No.23

Gather Information
This is similar to an assignment task and is used to gather information from multiple sources. This is a
simultaneous task i.e. Multiple contributors can submit the information at the same time. Each contributor can
respond to a specific functional area. E.g. To create an artwork, the project manager will need branding
information from the brand manager, product information from the product manager, legal information from the
legal department etc.
The initiator can choose to get a natification if the task is delayed and get a notification before the due date.
The task initiator can change the contributor of the active step. Both the old and the new contributors get an e-
mail notification for the same. All the steps for which the contributors are not selected are marked as cancelled. At
least one contributor should be selected before submitting the task.
The task initiator can decide whether the contributors can view the project and deliverable information by checking
the checkbox ‘View Project & Deliverable Info’ for each contributor.
When the gather information task is completed, the task initiator can re-route the task if required. All the task
details/contributors/instructions/responses are carried forward or the task initiator can modify this and submit the

task again. The earlier contributor's name, email id and response will also get forwarded for reference.
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Edit Task

Creating Waterial for Promotions = Packaging Material= Create Arbwaork

Info ) Dependencies | User Roles

Task

TaskID: 1017
“Task Title:  [Create Arbwork

Instructions:  [This is an assignment Task Process, i

Start Date: 06 September 2012 EEEE Due Date: 11 September 2012
Status: New % Complete: [ ] (0%)

D Notify me if task is delayed

[E Remind mell__| days before the due date

# | Create Artwoerk Mechanical

Select Resource Type: [ contributer

Select Contributor:  ContributorFN1 ContributorlN1 +
Email ID: abhish@sas.com

Duration {days):

D View Project & Deliverable Info

Instructions:  |[These are common instructions for contributors for create -
mechanical task,

# | Create Artwork Design
Select Resource Type: DLega\

Select Contributor: | agalFN2 LegallNZ »

Email ID:  abhish@sas.com
Duration {days):

[E] Wiew Project & Deliverable Info

Instructions:  These are common instructions for create artwork . -

2| Attachments

No Files attached

[ select From Digital Library | [ Remove |

| save |[ save And Close || Submit || Cancel |

Figure No.24

Discussion
This type is used to initiate discussions between multiple contributors. Each contributor can put in multiple

responses to the same discussion. A discussion task is a simultaneous task so at a given time multiple contributors
can contribute. The task has to be marked as complete by the project manager/acting project manager/deliverable
manager. In a discussion type of task there is a notification sent out to all the contributors when the task initiator
submits the task.
The following notifications will be sent out if the task initiator wants to:
o Notify me if task is delayed: If the task is delayed i.e. the response haven’t been posted then the task
initiator will be notified.
o Notify task initiator when response is posted: Whenever a response is posted the task initiator gets
a notification.
e Notify contributors when response is posted: Whenever a response is posted all the contributors
receive a notification.
e View Project & Deliverable Info: If this checkbox is selected the contributors can view the project and

deliverable information on their task response screen.

User Guide

Page 116
Version: 6.0 R14



The initiator can choose to get a notification if the task is delayed and get a notification before the due date.

When the task is marked as complete by the task initiator notifications are sent out to the contributors if the task

initiator wants them to be notified.

Edit Task
Cresting Material for Promeotions = Packaging Material> Agency Brisfing
User Roles

Dependencies

Info

Task
Task ID:
" Task Title:

Instructions:

Start Date:

Status:

” Duration:

# Aftachments

Mo Files attached.

Upload Select From Digital Library | Remove \
Save Save And Close Submit | Cancel

1015
Agency Briefing
Description for Agency Briefing Process.

30 August 2012 CLEE Due Date:
New % Complete:
1 (Days,

Motify me if task is delayed
Notify task initiatar when responss is posted
Motify contributors when response is posted

Views Project & Deliverable Info

Remind me|1 days befors the dus dats

Contributors: | Delete | _BM_SAHIL ..., | Delete | _BMDevendr.. [ agd User

30 Auqust 2012

Cow

Figure No.25

Tracking

This type is used to track the project manager’s tasks and is completed by the project manager. This type of tack

can be completed even before it has been submitted by clicking on the ‘Complete Task’ button. No contributors

need to added but in the user roles tab the readers can be added.
The initiator can choose to get a notification if the task is delayed and get a notification before the due date.

Edit Task

Info Dependencies  User Roles

Task

Creating Material for Promotions = Packaging Material= Tracking Task

TaskID:
* Task Title:
Instructions:

Start Date:

“ Duration: |1

1020
Mracking Task
[This is a tracking task.

Due Date:

18 September 2012

Status: MNew % Complete:

(5]
&

Notify me if task is delayed

View Project & Deliverable Info

Remind me|l | days before the due date
4 Attachments
No Files attached
Upload Select From Digital Library | Remove |
Save Save And Close Submit Complete Task Cancel

18 September 2012

| E—

Figure No.26
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Route

This task is used to route files which could be documents (typically PDF's and DOC) or video files to multiple

reviewers for their approval, for e.g. approval of an artwork created by an agency. The project manager can set

the route as sequential or simultaneous. The task is completed after all the reviewers respond.

Depending on the configuration, the predefined steps are displayed for an instance of the route task. These steps

can be deleted if required or new steps added. The user can edit the name of the route step, if required. The

selection of approvers for the predefined steps will be restricted to the performers selected in the Process Designer.

If the ‘Cancel Approval if rejected’ checkbox is selected for a reviewer then if this reviewer rejects the task then

this task gets cancelled even before any other reviewer can put in their comments.

The initiator can choose to get a natification if the task is delayed and get a notification before the due date.

The task initiator can decide which reviewer can view the project and deliverable information by checking the

checkbox ‘View Project & Deliverable Info’ for each reviewer.

Edit Task

Info | Dependencies | User Roles

Task

Task ID:
*Task Title:

Instructions:

Start Date:

Status:

A File for Approval
File for Approval:

#| Approvers

SelectRoute ~ Route Method: @ Simutaneous

(=] Steps in Approval

appraval by author

Approval by business user

Save || Save And Close || Submit || Cancel

slled if the selected user rejects it

Creating Material for Promotions » Packaging Material=Approve Artwork

1018
[Approve Artwork

[rhis is a route process.

14 September 2012 CEEE
New

[E] Notify me if task is delayed
Notify task initiator when response is posted

[F] Remind me|t | days before the due date

Joumelpdf [ Change

(© Sequential 7
Approver

[AuthorFN1 AuthorLN1 (AuthorlG1) |
_BMDevendra Yadayv Yadav (AUSERNAN ()

Save Route

Cancel Approval if
rejected *

lal]

lal]

Duration (days)

2

2

Due Date: 17 September 2012

% Complete: [ (0%

View
Project &
Deliverable
info

[l

Instructions

[al]

Status

New

New

Figure No.27

Once the task is completed the task initiator can re-route the task without having to add the task multiple times.

The information such as Entity and Facet Information, Step information - Entity and Facet Information, user roles

for the tasks, contributors and attachments are carried forward.

If the data transfer is configured in Process Designer then the file for approval can be brought down from a

deliverable and the consolidated file can be moved out to the deliverable.

The task initiator can also view a consolidated file of with comments given by the all the reviewers.

Note: In case WebDAV is enablelf ‘~’ character is present in the filename of the uploaded file, then ‘Send and

Receive’ and ‘Save and Work Offline’ buttons are not seen by default in the browser when the PDF file is

opened by the approver. To enable these buttons, click on the Acrobat icon in the toolbar.
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Multi-File Route task
Multiple files of different formats — for example: A PDF, a DOC and a video file can be routed in a single route task.

The task can be tracked per file and per approver. There are options to skip a file or a reviewer after the task is
routed and is Active.

The approvers can view all the files routed to them and they can comment on each file separately. PDF files can be
viewed and commented online via the WebDAV technology. Word documents can be downloaded and commented

on while videos can be annotated on directly using the video annotations tool online.

Edit Task

Creating Material for Promotions > Packaging Material>Approve Artwork

Info | Dependencies | User Roles.

Task

TaskID: 1019
*Task Title:  [Approve Artwork

Instructions:  This is a route process. -

Start Date:  [;4 September 2012 EEEE Due Date: 17 September 2012

Status: New % Complete: [ ] (0%)

[ otity me if task is delayed

Nolify task initiater when response is posted

[Clremind me|l | days before the due date

A| Files For Approval

bplte_compa.pdf
97.68 KB - Download

]

Cool Bananas - FNUKY 2009 Christmas Card.fiv

& (j 388 M8 - Download
L Hydrangeas.jog
a 561.33 KB - Download
e

T
| Approvers
Select Route Route Method: 0 Simultaneous : Sequential ?

View
Cancel Approval if

Project &
] Steps in Approval Approver reiT Duration (days) | (LWe0 Instructions
Info
& [approval by suthor AuthorFN1 AuthorLN1 (AuthorLG1} [s] ] B B 1
B ‘Approval by business user ivendra Yad o ] 2 B B
Add Approvers | | Delete Approvers

* Note: This spproval will be cancallsd if the sslectsd user rejects it

‘ Save And Close H Submit H Cancel ‘
Figure No.28

Note: In case WebDAV is enablelf ‘~’ character is present in the filename of the uploaded file, then ‘Send and
Receive’ and ‘Save and Work Offline’ buttons are not seen by default in the browser when the PDF file is

opened by the approver. To enable these buttons, click on the Acrobat icon in the toolbar.

Web Process task
A workflow can be initiated with a web process task in it. The task initiator can manage the execution of the task
with minimum/no manual intervention. This kind of task can be auto initiated. On completion of the earlier task in
the workflow, the web service task will be automatically initiated depending on the configuration. No contributors

need to be selected for this type of task.
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View Task
Creating Material for Promotions > Packaging Material > NewTaskProcess
Info 1 Dependencies = User Roles
Task
TaskID: 1018
“Task Title: | NewTaskProcess
Instructions: | 3 NewTaskType L,
Start Date: 12 September 2012 EEEE Due Date: 13 September 2012
Status: New % Complete: [ ] (0%)
A _3_ NewTaskActivity
WSDL Name:  MathWebService
Web Method Name:  Muttiply
Location:  hitpi/pi ice/Math iCe.asmx
Status:  New
% Completer [ (o)
| Save ‘ | Save And Close ‘ ‘ Submit | ‘ Cancel ‘

Figure No.29

Managing Tasks for a Deliverable Using the Visual View

View Deliverable

Creating Material for Prometions > Packaging Material

nfo | Components || Tasks 1 Dependencies | Digtal Assets | UserRoles

HModes

(=Em

o e 2Nz - i + 100%
Stat  End | New Task]
L&
i
=] "
29 Aug '12 204 02 21 Aug '12 32 Sep '12 4Sep'12 7 sep 12 10 Sep '12 14 Sep '12
Create Concepe— Get Quote for Creative Approve Budget Gather Product
Information
- — —
= @ =
17 Sep '12 18 Sep '12 19 Sep '12 25 Sep '12 26 Sep '12 27 Sep '12 28 Sep 12 2 Oct '12
Create Artwork Review & Approve Modify Artwork Release to Printer
Artwork
—  — |

Figure No.30

A Visual Workflow view is displayed (Figure 30):

User Guide

e The tasks can be viewed in a flow chart with the boxes representing the tasks with the start and the end
dates.

e New tasks can be added for a deliverable by just dragging a new box onto the canvas, naming it
appropriately, connecting it at the right place, selecting the contributors and submitting it.

e The user can provide task titles for the newly added tasks by clicking on the pencil icon and add
contributors.

e The dependencies between tasks can be changed by clicking on the arrow icon.
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e By clicking on the icon of a contributor, instructions for the contributors can be added as well as the
duration of the task for the contributor can be changed.

e The current status of a task can be viewed from the status bar above each task box — blue indicates
completed tasks, red indicates delays and green indicates in progress tasks.

e The canvas can resized and exported as an image or a PDF for reporting purposes.

Perform
Contributors can perform the Task assigned to them in two ways:

o Email Notification — Email notifications are sent to the contributors when a project manager/initiator
submits a task and to the project manager/initiator when a contributor submits a response. Delay
reminders for a project and task are sent via emails to the Contributor. The notifications are sent to the
brief initiator, when the status of the project is changed and to the contributors on the completion of

tasks. The email notification contains a link to the perform task screen.

SAS MOM

You have been assigned the following task.

Create Artwork For Printing

This is an assignment Task Process.

Figure No.31

e Perform mode of the Marketing Workbench application — Contributors can view the tasks assigned
to them by clicking on the ‘Perform’ link (Figure 1). The list of tasks assigned to the logged in user can

be viewed here (Figure 32). The predefined search can be personalized by the user.
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View Tasks
Search
Project Type: Al -
Status:  Active -
From: To:
Start Date:
o e EEEE (L [crear
From: To:
Due Date:
ae b BEEE (L] [clear
Task Title Contains:
Search
Tasks
TaskID Task Title Project Title Step Status Task Initiator Start Date Due Date
1033 Design Brief Wass media communication project Active System Administrator 30 August 2012 31 August 2012

Figure No.32

This screen shows a list of tasks with their step status being completed or active. Each row has a task tile
link, which when clicked takes the user to a task response screen. The user can provide comments here
and attach documents if required. The user can also upload digital assets in response to the task i.e. by
providing final artwork for the deliverable (Figure 33).

Based on the settings done by the admin the contributors are allowed or not allowed to click on the
breadcrumb links provided on the task response screen and traverse to the deliverable, project and brief
screens. As the contributor is traversing from the perform mode, all information is shown in the read-only

format, irrespective of the user role of the logged in user.

Task Response

Mass media communication project > Print Ads = Design Brief

Info || User Roles.
¥ Project
Task

TaskID: 1033
Task Title:  Design Brief
Instructions:

Start Date: 30 August 2012 Due Date: 31 August 2012

Status: Active % Complete: [ ] (0%)

4 | Create Brief
Instructions:

*Response: |Uploaded the design for the Ad -

Attachments:  No Files attached
Upload

A Assets to be Cataloged

[ Select Al

B Blue+hills_pdf ||
Name: Blue+hills.pdf

li Asset Created On: 30 August 2012
Z ol

[ select Al

Upload | | Refresh

If the uploaded assets are not displayed in the list, click on the Refresh button

# | Attachments

No Files attached

Save And Close Submit Forward Task Cancel

Figure N0.33
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The contributor of the task can attach files and put in their response. The project and deliverable details can be
viewed depending on the settings done by the task initiator. The task contributor can forward the task to another
contributor if required.

After a route task has been completed the initiator can view a consolidated document with the comments of all the
reviewers. The system consolidates the comments from all the documents uploaded by the reviewers and saves it

as a ‘Consolidated Word document’.

View Task

Design Brief

Info | Dependencies | User Roles

¥ Project
Task
TaskID: 1033

Task Title:  Design Brief
Instructions:

Start Date: 30 August 2012 Due Date: 30 August 2012
Status: Active % Complete: |G (100%)
]

# | Create Brief

Contributor:  Allen Sol
Email ID:  Allen@abc.com
Status: Completed
% Complete: [N (100%)

Instructions:
Responded On: 30 August 2012 02:23 AM
Response: Uploaded the design for the Ad
Attachments:  No Files attached

#  Hems Cataloged for Create Brief

[ selectan

] Blue+hills.pdf
Name: Blue+hills.pdf
Asset Created On: 30 August 2012

[ Select Al

A Attachments
No Files attached.

Figure No.34

While performing an Assignment Task (Figure 34), the contributor for the assignment tasks needs to enter all the
details, upload any file if required by clicking on the ‘Upload’ button to upload the artwork.

An upload digital asset screen is displayed where the contributor can upload the original, preview and the
thumbnail. The expiry date and the business information for the asset can also be provided. Save the uploaded
asset.

After uploading the artwork the thumbnail will be displayed on the task response screen. Submit the task by
clicking on the ‘Submit’ button.

Note: The assets uploaded here can be cataloged into the Digital Library through the ‘Digital Assets’ tab on the

Deliverable screen. See

After all the tasks are completed the Deliverable Manage can mark the Deliverable as complete by going to the

Deliverable info tab and changing the status to complete. Similarly the project can be marked as completed by
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changing the status of the project as complete on the project info tab. Once the deliverable/project is marked as

complete, they cannot be opened again.

Marketing Workbench Reports

Marketing Workbench Reports display a list of configured reports. To launch the reports click on ‘Reports’ on the

Dashboard screen under MOM. By default the Strategic Planner reports are displayed. To view the Marketing

Workbench reports select ‘Marketing Workbench’ from the left pane. The following reports are displayed

(Figure 34):

All Reports

# Reports

Strutogic Plannar

Masknting Wor ktwach

Uer Management

Eeer Activities

& hoe Reparts

Markeding Workbench
My Schedubed Reports.
Mame Description RBun Cycle Mext Bun Time
Mo reperts azhesduied
Repon Templates

feport Neme Deseription

2 Ad hoc Repodts

Last foun Time Status

Figure No.35
1. Contributor Information
2. Marketing Process Efficiency Analysis
3. Project Details
4. Project List

Once the reports are generated the user can export the reports in Word, PDF or Excel.
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Resource Planner

As a Marketing Manager who plans marketing programs and activities, it's imperative to be able to request for and
book Resources both to ensure that the Activities are carried through successfully. The Resource Planner product
in SAS Marketing Operations Management allows the Marketing Manager, to plan resource requirements in
advance for the marketing activities scheduled for the year.

You may send resource requests per activity to the Resource Manager who manages the resources. The Resource
Manager or Category Head can assign resources as per your requirements taking into consideration current
allocations of resources.

As a Resource Manager, you can view the allocations and availability of your resources through the year and

assign them optimally to marketing activities as required.

User Roles

¢ Marketing Manager — Responsible for the planning and execution of Projects.

e Resource Category Head — Responsible for the Allocation and Monitoring of Resources.
e Resource Category — A group of resources having similar skils.

e Resources — Team Members involved in the execution of Projects.

e Admin — Responsible for the Configuration of the Application

Getting Started
To launch Resource Planner click on the ‘Resource Planner’ link provided on the Dashboard screen on the left
task pane (MOM).
Depending on your access rights i.e. whether you are a Marketing Manager or a Resource Category Head, the
Resource Request and/or Resource Allocation view is displayed by default.
1. Resource Request — This tab is visible only to the Marketing Managers who request for resources for a
particular plan/program/activity.
2. Resource Allocation — This tab is visible to the Resource category Head who allocates the resources

requested by the Marketing Manager.
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Resource Request | Resource Alocation

January | v | 2010 v IRCHS Decamber v 2011 v N Go

ear: PEOVURY LIS 2011 Commercial .| ¥ select Activity Type | » LY January v [2011 v R0 December v 2011 v B Go

Hide Filters 2010 2011
Blan | Program Activity | SubMctivity

WiiCommerckiMarkets @000 | 0000 e emscessssccsaccamme e - - - - = = = == e e e -

2011 Commeraial Markets | Commersial Advice .
g ment Finan ing Event in

Fia et & Equipment Finance Leasing Event in a box

2011 Commercial Markets | Commercial Advice

Strategy | BFS Hosted Evants | Alberts and

Territories Hosted Events

g Practics Financial Management Seminar, Calgary.
Sep/Oct thd

2011 o 2l Markets | Commercial Advice
Strategy Hosted Events | Alberta and ® Retsil Seminsr, Edmenten, CefNov thd
Tarmiteriaz Hostad Evants

G011 Tranral Tnaurarce 0k = e e e o e e -
2011 Travel Insurance | Tr 9  THP Brochures - Annual Rate Launch

@ THP Inges

® THP Stat:
® THP Stat
® Tradeshow Beoth/Zap Banner

& Statement Inserts

AmmiPanE | hesssssssssssssssssssssmssssEsssssssssSssssEEsmssEssEmsEEmEE=:

Annual Bian EU | p1 er

Sava Clse |

Figure No.1

Resource Request

Users of the SAS Marketing Operations Management system can be named as Resources and assigned to various
Activities or Projects. Resource Management allows Resources to be created, managed and assigned by a Resource
Category Head, who is in charge of a group of Resources. Resources may also be marked as obsolete if they are
no longer required as a resource in the system. For example, if individuals leave the organization or move out of
certain named roles, you likely want to mark them as obsolete resources. This means that the resource will
continue to be seen in the system as an obsolete resource for past assignments, but will no longer be selectable as
a named resource for any future assignments. The Resource Category Head can choose to mark an obsolete

resource as an active resource on a later day, if needed.

Search and Select Activities to Book Resource Requests

Resource Request

Timescale Date Range

L} - L)

InMarket Start Date

Figure No.2

The top bar (Figure 2) contains the filters using which the Marketing Manager can request for a resource for a
particular plan/program/activity:

1. The time scale date range can be changed by selecting the months and clicking ‘Go’.

2. The slider allows you to view the activities in a particular date range.

3. Select a Fiscal Year based on which the Business Unit/Plans are populated in the list box. One or more

Business Units/Plans can be selected. You may filter based on Activity Type and In Market Start dates.
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S50 2011 Commercial ... | 'J

¥ W RBCFG- Frzo11
L | E 2011 Canadian Banking
B I W 2011 Corporate Marketing
P 10 W 2011 Insuranca

|| W Annual Plan EU

l Selact ” Cancel J

Figure No.3

4. The Activity Type can be selected.

1

Salect Activity Type | -J

¥ [] Advertising
[ online
[ Print
[] Radio
[ Television

[:] Brand

l Select “ Cancel J

Figure No.4

After selecting the above filters click on the ‘Go’ button. Based on your selections and filters, the

Plans/Programs/Activities are displayed in the view below.
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Book Resource Categories

Hide Filters
Path Activity

2011 Commercial Markets

2011 Commercial Markets | Commercial Advice

Equipment Finance Leasing Event in a box
Strategy | BFS Hosted Events e .

2011 Commercial Markets | Commercial Advice
Strategy | BFS Hosted Events | Alberta and
Territories Hosted Events

Practice Financial Management Seminar, Calgary,
Sep/Oct thd

2011 Commercial Markets | Commercial Advice

Strategy | BFS Hosted Events | Alberta and Retail Seminar, Edmonton, Oct/MNov tbd
Territories Hosted Events

2011 Travel Insurance

2011 Travel Insurance | Travel Health Protector =] THP Brochures - Annual Rate Launch
| Select Category | - |
2011 Travel Insurance | Travel Health Protector =] THP InBranch Standea

Senior Managers (1)

| Select Category | L |
2011 Travel Insurance | Travel Health Protector THF Statement Inserts - March 2011
2011 Travel Insurance | Travel Health Protector THF Statments Inserts - June 2011
2011 Travel Insurance | Travel Health Protector Tradeshow Booth/Zap Banner
2011 Travel Insurance | Travel U.S. Statement Inserts

Annual Plan EU

Annual Plan EU | pl cl

Figure No.5

The Activity Path is displayed in the first column and the Activities are displayed in the second column. (Figure 5).
For Activities/Sub Activities where Resources are already assigned, they can be expanded to view the selected
resource categories (Figure 6). The Gantt like view on the right indicates the allocation of the resource. The
following colors and symbols indicate:

e Grey — Resources requested, not allocated yet

e Green — Resources requested and complete allocation

e Orange — Partial allocation of requested resources — some pending allocations

e Star — In Market start date of the Activity
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Activity

B Equipment Finance Leasing Event in a box

Country Heads (5)
Country Heads (1)
Senior Managers (2)
Managers (5)

Marketing Operations (1)
Marksting Operations (5)
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Figure No.6

To Request for a new Resource Category for an Activity, drop down, ‘Select Category’ for a Program/Activity and

select a Resource Category from the configured set of Categories in the system.

Note: For configuring Resource Categories and Resources in the system, refer to the admin guide for SAS

Marketing Operations Management 6.0 release 14, Resource Management in the ‘Tools’ section.

After a resource category is selected, a blue line appears in the column on the right.

2 Equi

E

R

prmsnt Finsncs Leasing Event in = box

Country Heads (5)

Country Heads (1)

enior Managers (2)

Managers (5)
Marketing Operations (1)

Marketing Operations (5)

=gional Heads (1)

Marketing Operations 17 |

Figure No.7

Click on the blue line from the required start date of that resource category and drag the mouse to the end date to

choose to request the resource category for that Activity for the selected date range. This selection is seen in grey

within the blue line.

An allocation Popup is displayed with Start and End Dates marked by the grey line. The number of resources

requested for that category needs to be entered (Figure 8).
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Request details x

Start Date: 22 September 2011 E’ﬂ
End Date: 1 October 2011 |

No of Hours : 1

I

Notes :
Ok J l Cancel
Figure No.8

Click on the ‘Ok’ button. A resource request is sent to the resource category head.

Resource Allocation

Once a resource request is received from the Marketing Manager, as a Resource Category head you can allocate

the required resources through ‘Resource Planner — Resource Allocation tab’. If a certain resource has been

marked as obsolete they cannot be allocated for any activity.
[ 0 e T, ;A TTSSSEEEERTTE —

.
Resource Vs Activity (LS 1 April 2010

14 ’lbﬂ:l"l 2011
Allocation Start Date

Resurcscongr: (D) oo SCTRED

Hide Filters 2010 2011

Figure No.9

Search unassigned activities
The top bar (Figure 9) contains the filters using which you, the Resource Category Head can allocate a resource
for the request sent by the Marketing Manager for a particular plan/program/activity:
1. The time scale date range can be changed using the slider to view the activities in a particular date range.
2. The Resource Category can be selected, if you are the Resource Category Head for several categories.
3. You may also filter by Allocation Start Date range — From and To dates
4. By default you can view Resources by Activities i.e. which activities are the resources belonging to this
category working on. A switch view allows you to view an Activity by Resources view i.e. who are the

resources working on an activity.
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Figure No.10

The unassigned tasks appear in the list on the top half of the screen and the request appears as a grey bar in the

Gantt like view. The lower half of the screen shows the current allocations and availability of the resources

belonging to the selected Category.

Assign Resources

Click on the grey bar to select and assign resources from the available set of resources. An resource allocation

popup is displayed where the resources can be selected. One or more resource can be selected and the allocation

can be entered in hours per week.

Resource Allocation *
INTEGRATED MARKETING CAMPAIGN Requested Hours : 50
4 February 2013 19 July 2013 Allocated Hours : 22
1) Select Week 2) Allocate To
|4] September 2012 | | ¥ (CopywrterCom v [ | [ | [z | [z | [z [ [z |0 | [ |
= = =} 3 a 117
S M T W T F 58
: \Greativedirector v | [ | | | [s | [z [ [z ||z | [o | [+ |

|2 2 4 5 8 7 E| 3 5 5 5 ] 117

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

=0

(]

[Selectaﬂewllﬁm.lme vJ
l ok J l Cancel J
Figure No.11
After allocating the resources for the request click on the ‘Ok’ button.
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Once the resources are assigned to the Activity, the Activity name appears against the name of the resource
selected for the duration of the allocation. The following colors indicate:

e Grey — Unassigned

e Orange - Indicates the resource is partially assigned — less than 100%

e Blue - Indicates that the resource is completely booked — 100% assigned

e Red - Indicates the resource is overbooked — more than 100% allocation
Note: As a Resource Category Head, you may choose to un-assign and/or reassign activities to other resources

depending on the requirements.

Marking a Resource Unavailable
To mark a resource as unavailable, click on the name link of the resource (Figure 10). The resource details are

displayed on the popup. Mark the dates the resource is unavailable and give the reason. Click on ‘Ok’ to save the
details (Figure 12).

Resource Details x

Campaignmgr (Campaignmagr)

Campaign Manager

HOUR

llJ September 2012 lLJ
Enter Reason for unavailability for selected date(s)

Vacation

> =z 4 5 &5 7 B |Markasunauailable |

S 10 /11 12 ‘13 14 15
1 17 18 19 20 21 22
23 24 25 26 2T 28 29

20

| ok | | Cancel |

Figure No.12
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Resource — My Tasks Calendar
As a valuable resource of a marketing organization, you need to be appraised of the Marketing Activities to which
you are allocated through the year and plan your time accordingly. You may view your allocations in a My Tasks

Calendar in SAS Marketing Operations Management.

My Tasks B [=][edit] (]
||:IE From: June ¥ 2000 ¥ To. September ¥ 2010 ¥ Go
06/01/2010 071312010 09/30/2010
‘i.............‘.....‘..‘..‘..‘.....‘...........................‘.....‘..‘..‘..‘.....‘.....‘..................‘.....‘..‘..’._\ @0
Qz Q3
Title
Jun 10 Jul10 Aug 10 Sep 10

Equipment Finance Leasing Event in a
box

Equipment Finance Leasi

Figure No.13
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Approvals

Overview

[E] Assigns Job

A J

Reviewer
El Submits Response
Job El Assigns Job o
= ) " Reviewer
Initiator ‘El Submits Response
[£] Assigns Job
- Reviewer

E submits Response

SAS Marketing Operations Management’s Approvals electronically routes files for review and approval. The
reviewers can examine the file; provide comments and annotations using standard tools such as Adobe's Acrobat,
MS-Word (.doc, .docx), MS-Excel (.xls, .xIsx) and Flash 10.3.183.11. The application displays the status of the
route, automatically reminds reviewers of pending deadlines and tracks the comments of the reviewers across

multiple revision cycles of a file.

Glossary of terms

e Job - Job is a document that passes through a specific route for approval in the organization.

e Routes - Route is the specific path through which the document will be sent for review until it is
approved. Route specifies the reviewers of that job and route method specifies whether the review will be
done sequentially or simultaneously.

e My Routes - My Routes are the routes that the user can save for an approval job. Along with the name
of the reviewer the user can also store the instructions given per reviewer, the step title and the duration

for each step. The saved route can be used in another Approvals Job.

Review Cycle in Approvals

e Document/Video submission: With the help of approvals, the initiator can route a document/video to

a list of reviewers and provide instructions for individual reviewers.
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e Document/video review: The reviewer receives an e-mail notification regarding the availability of the
document/video for review. After the review is done, the user submits the document/video with the
comments.

¢ Automatic reminders: The application tracks the status of route during the course of the review cycle.
If the time specified by the initiator lapses, the application automatically sends an e-mail reminder to the
reviewer. If the reviewer still does not respond, a notification is sent to the initiator, who could skip the
reviewer.

e Multiple revisions: The user can create multiple revisions of document/video. The application tracks

these multiple revisions resulting from the proposed changes made by the reviewers.

Roles in Approvals
The following are the roles involved in an Approval cycle:
e Job Initiator — The user who creates the job and initiates the review.
e Reviewer — The user who is chosen by the initiator to review the document/video and provide comments.
e Reader - The user who is chosen by the initiator to read the reviews but not provide any review

comments.

Getting Started

After signing in, click on the ‘Approvals’ link provided on the Dashboard screen on the left pane (MOM). The

application is launched (Figure 1).

o Mgty Fila | am seoking approvals for_..
My Approval Jobs ]
My Bevaws s we -
My Boutes . A - -
% Aaminssiraton Jot Titke Contains
[ — s/ | Searcn
Joh List
ok Hame Hatux Bevsion  Stast Date Duue Date % Comalate
2 Auguat 201 [ |
I
——Jm
Detel Jobi | Sefect Job Trpe « | Croate Jot

Figure No.1

Left Pane: The left pane is divided into sections providing users with functionality related to approvals. The
sections are:

e Approvals — Has the following links:

e My Approval Jobs — Shows the user the jobs that have been initiated by the user.

e My Reviews — Shows the pending jobs of the user.

e My Routes — The list of routes created by the user can be viewed.
Content Frame: By default it displays the screen where the user can view and search for jobs. The user can also

create/delete jobs.

Creating Approval Jobs
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On clicking ‘My Approval Jobs’ a screen with a search facility is displayed. The user can search for specific jobs
by specifying the search criteria such as status, start and due date and the job title contains (keyword) and clicking
on the ‘Search’ button (Figure 1). The result will be displayed in the job list.

Each row in the job list shows details such as job name, status (new, active, in active, draft, in progress or
completed), revision, start and due date and %complete. Each job name has a link to modify the job details based
on the status of the job. If the job status is in active or completed the job cannot be modified. Based on the
configuration, which can be set by the system administrator the user can either delete jobs with any status/state
or just can delete jobs, which are in the new/draft state.

Creating a New Job
Select the job type and click on the ‘Create Job’ button at the bottom of the screen (Figure 1). Two type of jobs
can be created:

1. Approvals Job — In this kind of job only one file can be routed for approval.

2. Multi-File approvals job — In this kind of job multiple files of different formats can be routed for approval.

The User Interface for both the type of approvals job is similar. The following Figure 2 shows multi-file approval

and Figure 3 shows single file approval.

Approvals Job Details

* Job Hame:  [Approvals Job on Mobile Devices
Description:  |Description for the Multi-File Approvals Job -

2 Files For Approval

bpite_compa.pdf
=) HEB. 5765 kB - Download
P
7 biiad
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] (& 3.88 MB - Download

| Hydrangeas.jpg
B Q.L 381.33 KB - Download

srec
Upload | [Remove

A Approvers

SelectRoute

Cancel Approval if
(=} Approver rejected® Duration (days) Instructions Status
[7]  [Ameia Stane (Ameia) [s] B 1 i New
[ | [bob Sharma (bob) [s] ] 1 i New
[] | /Atlen Sol (Alen) Is] ] 1 i New
Save Route
A Advanced Approvals Job Info
Route Method: @ Simutaneous ) Sequential [Z
* Start Date:  [37 August 2012 [ Due Date: 27 August 2012
Job Status:  Draft %Complete: [ 1 (0%
Revision: 1
[# Hotify me when response is submitted
* Send reminders after: 2 | Day(s
Cectome
Notify if job is delayed
A Readers
[F] user Hame
[F] |System Administrator (Admin) o
Delete | [ Add User
Save As Draft || Submit || Cancel
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Approvals Job Details

* Job Hame: |Approvals Job

Description:  |pescription for the Approvals Job "

File for Approval:  Wiidife wmy [ Change

A Approvers
SelectRoute

Cancel Approval if

&l Approver o Instructions Duration (days) Status
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[ |Amela Stone (Amels) O B i 1 New
] o B i 1 New

Approvers | [ Delete Approvers Save Routs

= Nof

approval will be canc elected user rejects it

A Advanced Approvals Job Info
Route Method: @ Simutaneous @) Sequental[7
* Start Date: (27 August 2012 [ Due Date: 27 August 2012
Job Status:  New % Complete: [ (0%
Revision: 1
[#] Hotify me when response is submitied
* Send reminders after: |2 Day(s)
Elcctome
Notify if iob is delayed
# | Readers
[ user Hame

No readers selected

Delete | [ Add User

Save As Draft Submit || Cancel

Figure No.3

The following sections are displayed on the screens above:

e Approvals Job Details — Details such as job name, description and the file (Document or video) for
approval needs to be uploaded. For a multi-file approval multiple files can be uploaded.

e Approvers — In this section the approvers can be selected. An approvals route goes through several
approvers or steps. There are two ways to add approvers:

0 Click on the ‘Add Approvers’ button and select from a list of users.

o Select previously saved route from ‘Select Route’ list box at the left corner of this section.

For each reviewer, the job initiator can give instructions and specify the number of days for the approval.
If the job initiator wants to use the same set of approvers for future approval, the routes can be saved by
giving a name and then clicking on the ‘Save Route’ button. The selected approver can be deleted by
clicking on the ‘Delete Approvers’ button.

Note: If the approver for whom the checkbox ‘Cancel Approval if rejected’ is selected rejects the job then
that job will get cancelled irrespective of whether the other approvers have approved/rejected the job.

e Advanced Approvals Job Info — The route method can be selected as simultaneous or sequential. In
the sequential route the approvers can review the document in a sequence only i.e. at any given time
only one approver can review the document. In the simultaneous route, all the approvers can review the
document simultaneously. The start date and the number of days after which the reminder has to be sent
is entered. The due date, status and the %complete are also displayed.

Select the following checkboxes to send e-mail notifications:
0 CC to me: Select this checkbox to make the initiator a CC recipient of all the e-mails that go to the

approvers as job delay reminder.

User Guide

Page 137
Version: 6.0 R14



o Notify if job is delayed: Select this checkbox to send notification e-mail to the job initiator, if the
entire job is not completed within the specified time. Please note that this delay is not same as delay
by one reviewer.

e Readers - In this section the readers for this route can be selected by clicking on the ‘Add User’ button.

e Save as Draft - Save the new job as a draft, to be submitted later. In the job list this job is displayed
with the status as ‘Draft’.

e Submit - Submits the job. The job begins and email notifications are sent to the appropriate approvers to
begin their review. In case of a sequential route the email also is sent sequentially to the approvers and in

case of simultaneous all the reviewers in the route get the e-mail at the same time (Figure 4).

SAS MOM notification

Following job has been assigned to you for your approval.
Please submit your approval in next 2 day(s).
Approvals Job (Due on 02 October 2009)

Description for the Approvals Job

This job was initiated by Hemant Kirad.

The Route method is Simultaneous.

*THIS IS A SYSTEM GENERATED E-MAIL. WE REQUEST YOU NOT TO REPLY
TO THIS MESSAGE.

Figure No.4

e Cancel — Cancels the operation.
Note: There is support for associating facets to the job. The facet should be associated to the
‘WORKFLOWPROCESS'’ entity and associated in the approvals package. Facets cannot be associated to the pre-

defined steps for the Approvals Job process.

An approvals job details screen is displayed where the user can upload multiple files of different formats.
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Figure No.5

Editing a submitted Job
After the job has been submitted the job initiator could go back to the job screen by clicking on the job name link

(Figure 1). A view job screen is displayed (Figure 5). The following operations can be performed on this screen:
e Cancel Steps: Select the approver who needs to be deleted from this route and click on the ‘Cancel
Steps’ button.
e Modify Job: This option allows the job initiator to add more approvers for the job.

e Terminate Job: The job initiator can terminate (cancel) the job.
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View Job
Job Name: Approvals Job on Mobile Devices
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Figure No.6

Reviewing an Approval Job

Viewing Pending Jobs

Click on the ‘My Reviews' link provided on the left pane (Approvals). In the first section the user may search for a

specific pending job by selecting the status, the start and due date and the job title contains then click on the

‘Search’ button. In the second section a list of pending jobs are displayed. This is the list of active jobs, which the

approver needs review and approve (Figure 6).

View Pending Jobs

Search
Status:  Active -
Start Date:
Job Title Contains:
Search

Pending Jobs

Job Hame

Approvals Job on Mobile Devices

Job Status

Active

Job Initiator

System Administrator

Start Date

27 August2012

Due Date

27 August 2012

Figure No.7

Approving/Rejecting a Pending Job

The Reviewer can review the Job in the following ways:

1. Click the link received in an email (Figure 3).

2. Click the job name link from the pending job list (Figure 6).

An approve job screen is displayed wherein the details of the job are displayed in a read- only format (Figure 7):
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Approve Job

Job Hame:  Approvals Job on Mobie Devices
Description: Description for the Multi-File Approvals Job
Job Initiated by: System Administrator
% Instructions

Instructions:

A Files For Approval

[ File for Approval Summary Value* Comments® File with Comments Status More Info

[  bpite_compa.pdf Select Summary Value - No Files Uploaded Active !

= Cool Bananas - FNUKY 2009 Christmas Card.fiv Select Summary Value ~ No Files Uploaded. Active !

Select Summary Value w No Files Uploaded Active 4

=) Hydrangeas.jpg

A Approvers
Approver Cancel Approval if rejected*  Status
Ameiia Stone Active
bob Sharma Active
Alen Sol Active
“Note: This approval will be cancelled if the selected user rejects it

Save As Draft Submit || Forward Job || Cancel

Figure No.8

The job information such as job name, description, job initiated by and the instructions are displayed in a read only
format.

The file can be downloaded and reviewed and uploaded back. The summary can be selected as approved or
rejected (if configured) and comments can be added. Then click on the ‘Submit’ button to submit the job. The job
can be forwarded to another user by clicking on the ‘Forward job’ button and selecting the new approver.
Instructions can be provided for the approver.

By clicking on the ‘More Info’ icon on the right, the review can view the comments of other reviewers.

In case WebDAV is enabled:

With the help of WebDAV (Web based Distributed Authoring and Versioning) technology, reviewers can view the
PDF for approval online and put their comments online and submit the approvals job.

As the reviewer clicks on the link of the PDF to be approved, it opens in the browser window, the Adobe Acrobat
toolbar is present within the browser for commenting on the document.

Clicking on the ‘Comment & Markup’ menu opens a new toolbar having two major options (Figure 8):

1 save and Work offline: The approver can work on the PDF offline and later upload the document with the

comments on it by clicking on the ‘Save and Work offline’ button. This allows the user to work on the file offline

and put comments and then send it.

2 Send and Receive comments: After adding the comments click on the ‘Send and Receive comments’

button to send the comments and close the browser. If the route is a simultaneous one and if another reviewer is
working on the same file then the comments put in by one reviewer can be viewed by the other.

Click on the ‘Submit’ button (Figure 8) to submit the job.
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Figure No.9

Note: If ‘~' character is present in the filename of the uploaded file, then ‘Send and Receive’ and ‘Save and
Work Offline’ buttons are not seen by default in the browser when the PDF file is opened by the approver. To

enable these buttons, click on the Acrobat icon in the toolbar.

In case SAS MOM Annotations is enabled:
With the help of the SAS Marketing Operations Management tool, reviewers can view the files for approval online
and put their comments online and submit the approvals job. The following file formats are supported by media
approvals:
e  Video Files:
o FLV, WMV, ASF, MOV, AVI, MPEG, MPG
e Image Files:
o PCX, TIFF, PCD, JPG, TIF, PICT, SGI, BMP, GIF, PNG, PSD, WPG, JPE, JPEG
e Documents:
o PDF
When the reviewer clicks on the link of the files to be approved, the file is opened in a browser for commenting.

The following actions can be performed on this screen (Figure 9):

1 Clicking on this button the approver can put in comments.

2 Clicking on this button the approver can mark an area and put in comments.
3 Using these tools the approver can mark an area and strikeout text.

4 The approver can use the hand mode to scroll, zoom out and zoom in.
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5 The names and photographs of the approvers will be displayed. If there are multiple approvers then the names

and photographs of all the approvers will be displayed here.

6 A reviewer can like a comment made by another reviewer.

7 The initiator of the approval task will be able to see a list of comments with responses and also gather a vote

on the number of approvers who agree with a comment.

8 A reviewer can reply to another's comment.
9 The approver can save the comments and send it later.
10 The approver can close the window.

11 The approver can download the file for reference.

As a reviewer/approver of an Artwork or PDF document, using the Media Approvals tool in SAS Marketing
Operations Management, you can now comment, on whether you like the comment made by another approver.
This could be used as a mechanism to harness votes on a comment. After the comments are entered the
approvers can save the comments and submit the job by clicking on the ‘Submit’ button (Figure 9).

Note: The reviewer/approver can also comment on the previous approvers comments.
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Figure No.10
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The users can initiate approval jobs for video files and submit the job. The reviewer of the video file can view the
video file to be approved and add comments by clicking on the ‘Add Comments’ button 1 using the following

tools (Figure 10):

2 The color of the text can be changed.

3 The size of the text can be increased or decreased.

4 Click on the ‘Text’ button to type a textual comment for the slide.

5 A section can be marked using the pen tool.

6 A section can be marked using the frame tool

/A comment can be erased by using the pointer tool

8 The comments entered by the user can be saved by clicking on the ‘Save’ button.
9 The operations can be cancelled by clicking on the ‘Cancel’ button.

10 The comments entered by the previous approvers can be viewed for a sequential job type by clicking on the

‘View Comments’ tab.
Once all the comments are saved the response can be submitted. On completion of the job the user can view the

consolidated file with all comments.
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Note: Whenever a reviewer submits their reviews, the job initiator receives an email notification.

I

L]

In case of multi-file approval the job is completed only after all the files are approved.

Comparison between Media Annotations Tool and Adobe Acrobat

Media approval has not been designed to replicate Adobe acrobat functionality. This tool can be used by clients

without investing in Adobe licenses. If complicated artworks are sent for approval, then Adobe should be used

instead of Media Approvals.

Clients who are using approvals for legal review for documents, light weight PDF files, etc. can use Media approval.

Some basic commenting tools are provided, so that for a simple use case, clients need not invest in Adobe licenses.

Feature Media Annotations
Tool
Large PDFs more than X

5000 X 5000 pixels

Annotations for Image v
files (eg. Jpeq)

Annotations to flat pdf's v

User Guide
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Annotations to multi X v

layered pdf’s

Text based pdf’'s v v
Edit pdf's online v X
Online collaboration v X

during approval

Ability to Like another’s v X
comment

Ability to have a reply to a v X
comment as a threaded

discussion

Timestamp the comment v v
of a user

Download the PDF with v v
comments

Viewing a completed Job
After the job has been approved/rejected the status of the job changes to ‘Complete’. The initiator can view the

completed job by clicking on the job title link on the ‘File I am seeking approvals for....” screen. A view job screen is
displayed where the job details are displayed. Once the job is complete, the system consolidates the comments
from all the documents uploaded by the approvers and then saves it as a consolidated word document. This
Consolidated document can be then viewed by the Job Initiator (Figure 11). A new revision of the job can be
created by clicking on the 'Create New Revision’ button. While creating a new revision the reviewers are taken
by default, new reviewers can be added or the previous ones can be deleted. The files for approval are not carried
forward but new files can be uploaded. Import notes from the Word document can also transferred while creating

revisions of approval jobs.
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View Job

Job Name: Approvals Job on Mobile Devices

Description:  Description for the Mult-Fie Approvals Job
Job Initiated by: System Administrator
Readers: System Administrator

A Files For Approval

[ File for Approval Review Status Status Consolidated File More Info
bplte_compa.pdf Rejected Completed — ¥
Cool Bananas - FNUKY 2009 Christmas Card.fiv Approved Completed View File I}
Hydrangeas.jpg Approved Completed — ¥

A Approvers

Approver Cancel Approval if rejected *  Status

Amelia Stone: Completed

bob Sharma Completed

Allen Sol Completed

* Note: This approval will be cancelied if the selected user rejects it
£ Reviewer's Attachments

No Files attached.

4 Advanced Approvals Job Info
Route Method:  Simultaneous
StartDate: 27 August 2012 Due Date: 28 August 2012
Actual End Date: 28 August 2012 01:04 AM
Job Status:  Completed % Complete: [N (100%)

Revision:

Figure No.12

My Route

Viewing Routes
These are the pre-defined routes, which can be used to define Reviewer Information at the time of creating a

route. It also helps in reuse of commonly used list of reviewers. Routes are displayed in the Select Route list box.
Click on the ‘My Route’ link provided on the left menu (Approvals). A view my routes screen is displayed with a

list of routes (Figure 12). By clicking on the name link of a particular route the user can edit the route details.

iew My Routes
My Route
Route Hame Description

Product Information Review
Concept Review

Packaging Design Review

| Delete H Create Route

Figure No.13

Creating a New Route
Click on the ‘Create Route’ button at the bottom of the view my routes screen (Figure 12). A create route

screen (Figure 13) is displayed wherein details such as:
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Create Route

*Route Name:  |Product Information Review
Description:

o— i
#| Approvers

[E] | Appraver Can Cr: ’:pzri"‘“‘ i Instructions Duration (days)

e [ [Alen Sol (Allen) e} B 2 2
—_—

[[]  Amelia Stone (Amelia) o B 0 2
[ [bob Sharma o) o B i 2

*Note: This epprovel will be cencelled if the selected user rejects it

Figure No.14

1 Route Name and Description - Route name and description can be entered.

2 Approvers - Select the approvers by clicking on the D icon for this route or by typing in the first letter of the
user. Give instructions for each approver and enter the duration allocated for review for each approver.

3 Save Route — Saves the routes.

4 cancel - Cancels the operation.

If more approvers need to be added click on the ‘Add Approvers’ button (Figure 13).

Approval Reports
This report displays a list of approval jobs initiated by users.
To view approval reports click on the ‘Reports’ link on the left pane of the dashboard screen under MOM.
Lists of existing reports for the Strategic Planner module is displayed by default. To view the approvals reports click

on the ‘Approvals’ link.

# Reports Sirategc Planner

My Sehedualed Reports
A8 Aeports e i

Strategie Planner 5 Name Bescripion fln Cyche Wext Run Tame Last fun Time Sty
Marksoting Workbench 3 We repurts schrdaed

Approvaly Delete
L

Report Templates

Ngatal Libwary
Heport Name Descrgton
Site Buikder ¥

Usmr Managrment

Hser Azsivities »

# AdhoC Reports

A hoc Reports

Figure No.15

The following report is available for Approvals:
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Approval jobs: Here the user can add the filters and generate the reports for the approval jobs (Figure 13).

Approval Jobs
Select Filters
Job Start Date :  rrom 01 August 2012 [ To[31August2012 BEEE

Job Status : DNew DDraﬂ DAc‘li\re Dl:anc:elled DCompIeted

Initiated by :

| Generate || Cancel |

Figure No.16

Once the report is generated the user can export the report in Word, PDF or Excel.
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Digital Library

Overview

Collections Sections Digital Assats

The Digital Library organizes digital assets related to packaging graphics, sales brochures, point-of-purchase,
advertising and various communications resources in a centralized, secure repository called a digital asset manager.
The users can search, browse and retrieve and link these digital assets for use through any web browser. Digital

Library also has a functionality of Publishing DAM content to third party software through Web Service Interface.

Glossary of Terms
Digital Asset - A digital asset is any form of content and/or media that have been formatted into a binary source,
which include the right to use it. Digital assets are categorized in three major groups, which may be defined as
textual content, images and multimedia. For e.g. logos, photos, marketing collateral, documents, and multimedia
files.
Digital assets consist of:
e Original files (raster or vector graphics, video, text, etc.)
e Preview file (optional) - A preview is a low-resolution image of the original digital asset. For example
Acrobat PDF previews of an lllustrator file.
e Thumbnail file (optional) — A very small image of the digital asset that is viewed along with the item
information to help identify the item, in JPEG format.

No special tools such as lllustrator or Corel Draw are needed to view the previews and thumbnails.
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Digital Asset Manager - Digital asset manager allows the process of storing, retrieving and distributing digital
assets in a centralized and systematically organized system, allowing for the quick and efficient storage, retrieval,
and reuse of the digital files that are essential to all businesses.
Digital Library - Digital library contains vaults, sections, collections and assets that are stored in a hierarchy.
Vault - Vaults are secure spaces on the file system where all the digital assets are stored. Digital asset manager
can have multiple vaults. An organization might have a separate vault for each brand, operating company,
business unit, division or department.
Section - A section is equivalent of a file folder within a vault or another section in the digital library. Sections
exist within vaults and allow digital assets stored within a vault to be sub-divided into a logical hierarchy.
Cart - Cart is an area used for collecting items on which a user may want to perform specific operations. The
items in the cart are a compilation of references to sections, collections and/or digital assets that reside in different
sections or vaults in the digital library.
Collection - Collections are a compilation of references to digital assets that reside in different vaults or sections
in the digital library.
Business Information - Business information is the metadata or information with which the digital assets are
stored in the digital library. This metadata helps to uniquely identify each asset and helps in easy search and
retrieval of the asset.
Batch Cataloger/Cataloging - Cataloging is the mechanism by which digital assets are imported into the
database. There are two methods by which assets are imported into the database:

* Interactive Check-in — One asset is cataloged at a time.

 Batch Cataloging — Multiple assets are cataloged at a time.

The cataloger provides the user with a mechanism for setting cataloging preferences, submitting jobs and viewing
the status of the jobs. While cataloging, the user catalogs the original file along with the preview and the
thumbnail.

If the preview and thumbnail files are not cataloged along with the original file, the cataloger generates the
thumbnails and previews (if possible) for easy viewing of items.

The user can specify the hierarchical structure to catalog the assets in the database.

Getting Started

After signing in click on the ‘Digital Library’ link provided on the dashboard screen on the left pane to launch

digital library. The following screen is launched (Figure 1):
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Saarch Section Comlent

Predefined Querns &

Scheel - v B

Degital Library

- Aebomstizaments {0}

sral oeg
tea On 28 August 2017

I’ I8 Augest 7012

Current Section:

Advertisements x Dolate || Downioad || Copy toCan || Geserats Catalogee | [ Asset Metadata

# Tools

Upload Digital Asset
Creste Collection
Preferences

amail

Cataloger Jo& Status

Section Management

Beviee Expied Asseta

Figure No.1

Left Pane -The left pane is divided into sections providing users with functionality related to the digital library
manager. The sections are:

e Search - Allows the user a facility by which the digital assets can be searched based on either a keyword

or by providing more elaborate search criteria through the advance search facility.
Digital Vaults and section navigator — Allows the user to navigate into vaults and sections by

providing a tree like structure and searching for digital assets. It also shows the current selection.
e Tools — Displays links to various digital library tools.

Content Frame - It displays thumbnails of assets and collections from the current selected vaults/sections, assets
in cart or show assets resulted from a search.

Organizing and Retrieving Digital Assets

The digital library organizes digital assets in vaults and section hierarchy and is secured by security policies applied

to vaults and sections. The administrator or the user can either use search or can navigate to a particular section
to retrieve the assets.

Navigation and Search

Similarly the section navigator allows the user to navigate into a vault by expanding the vault hierarchy and drill
down to the required section to view the assets stored under it. The user can click on ‘+" image to expand or ‘-
‘ image to collapse the tree structure (Figure 2).

1 Vault
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Secti
Digital Library 2 | =echon

o—_’- Advertizements (54 9 3 Sub-section
e——»— ABC Agency (0}

+ Newspaper Ads (0)

e——’+ Video Ads (0)

-l Images (3) ? hierarchy irrespective of access.
+/Photos (0)

+ Logos & lcons (0)

= Marketing (1}

4 Asset count in the Section

Current Section:
ABC Agency "4—9

Figure No.2

At the bottom of the navigator, click on the E button B to bring up the menu with links to perform the following

operations:
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Create Section: Allows user to create section in current selected vault.

Modify Section: Allows the user to modify the current selected section.
(The vault name and description cannot be modified but the security policy

can be changed depending on the rights).

Section Information: Additional information can be associated with a
section by associating facets. On the section information screen the

information in the facet field can be edited/ deleted from this screen. Facets

Create Section can be associated with the sections from the create section and the modify
Modify Section section screens.

Section Information

Delete Section Delete Section: Allows the user to delete a section from the current
Copy to Cart selected vault. This link is not available for a vault as a vault cannot be
Paste from Cart deleted.

Move Contents

. . Copy to cart: Copy the section to the cart. This link is not available for a
Azzet Descriptor

vault as a vault cannot be copied. Assets can be linked from the cart

Note: The naming convention for the files which are copied is

<Copy>_<Date Time> e.g. COPY_20091216175324.

Paste From Cart: Select from the cart content and paste into the current
section.

Note: The naming convention for the files which are pasted is
<Copy>_<Date Time> e.g. COPY_20091216175324.

Move Contents: Move content of the cart into the current section.
Note: The naming convention for the files which are moved is
<Move>_<Date Time> e.g. MOVE_20091216175324.

Asset Descriptor: Allows the user to specify additional information to be

displayed next to the assets in a list mode.

Managing Assets

The following operations can be performed on the section content screen (Figure 3):
e The breadcrumbs - To view assets stored under a section, click on the section name in the vault/section
navigator. The section content screen displays the breadcrumbs on the top of the screen, which shows

the current location i.e. section path for the current section. Each section in the breadcrumb has a link

using which the user can navigate to the desired section 1

e Thumbnails - The thumbnails of all assets are displayed, when a mouse over is done the preview of 300

x 300 pixels is displayed S for all the image and video files. For all the other files a popup with a link to

User Guide

Page 154
Version: 6.0 R14



download preview is shown. Click on the E button 2 next to the asset to bring up the asset tools. Asset

tools has links to view/edit the asset information, download original, download preview, copy to cart and

delete. Asset tools also provides the functionality for dynamic rendering.

e Cart - The contents of the cart can be viewed by clicking on the |E| icon 3. Click on the ‘Remove All’

button 4 to clear the contents of the cart.

Section Content _*!ra ftems in Cart | RemxeA\l
[F] selectan 1-30f3 Assets
" Green.jpg (7] B Leaves pg [¥)

{ Hame: Green.jpg
" Asset Craated On: 28 August 2012

Name: Leaves.jpg
Asset Created On: 26 August 2012

[[] Select All

|

L 4 Y
Delete | | Download || Copy to Cart || Generate Catalogue || Asset Metadata
Figure No.3

In case of video files, on mouse over a preview is displayed and the user can play the preview (Figure 4).
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Section Content
Advertisements

[ Select Al

Blue+hills. pdf [*
[ P

Mame: Blug+hils.pdf
Aszset Created On: 28 August 2012

niceday.asf '™

Mame: niceday.asf
Azset Created On: 28 August 2012

Preview x|

[ select &l
| Delete || Download |E N 0:000:35  m])
Figure No.4

The following operations can be performed on the preview screen:

1. The preview can be played or paused.

2. The user could forward or rewind the video.

3. The time for the video.

4. The volume can be controlled.
The section content screen has two layouts — Grid and List view. Based on the user preference thumbnail of each
assets are displayed as a Grid or List. The user can click on the thumbnail to download low-resolution preview of
the asset. The user can also select one or many assets by clicking on the checkbox next to the assets to perform
following operations:

e Delete - Deletes the selected assets and transfers them to the recycle bin.

e Download - Allows batch downloads of the selected assets. The reason for download needs to be

mentioned and if the terms and conditions is enforced then it needs to be accepted. The user can select

multiple assets and download assets in the following manner (Figure 5):
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Note: If the terms and conditions or the reason for download is different for different assets then batch
download is not allowed.

o FTP - Transfer the assets via FTP to configured FTP servers. User can either select Original,
Preview, Thumbnail or all renditions for an asset to be transferred via FTP. Once ‘FTP’ option is
selected and user clicks on ‘OK’ button, a new screen is displayed where the user can select
from a pre-configured list of FTP sites where the assets can be transferred. Email addresses of
individuals who need to be notified on success/failure of transfer of assets can be specified.

o Zip files — Compress them into a single file and download the zipped file. User can either select
Original, Preview, Thumbnail or all renditions for an asset to be compressed into a zip file. Once
‘Zip files’ option is selected and user clicks on ‘Ok’ button, a new screen is displayed where the
user can specify the zip file name in which the assets are to be compressed. By clicking on the
‘Back’ button the user can go back to the previous screen.

0 Send Files to Folder — This link is visible to the user if the configuration setting ‘Support
Network Folder’ is set to yes and the folder name has been specified by the administrator. The
user of the system can then download multiple files on a personal network folder or send them
to another user folder on the same personal network. While entering the user names for

downloading the files the user needs to specify if the files need to downloaded for the logged in

user also.
Download
Files to be downloaded Original [[] preview [F] Thumbnail
Name: Blue=hils. pdf
Version: 1
- File Size: 34.29 KB O O
Approximate Dowenload time: Ssecs
Name: Genuine.htm
Version: 1
g File Size: 47.63 KB NA NA
Approximate Download time: 7secs
Name: niceday.asf
g Version: 1
W File Size: 1.30 MB Bl Bl
— Approximate Download time: 3mins 118ecs.
= Name: Wildlife. wmv
Version: 1
ﬁ File Size: 25.03 MB Ll Ll

Total size of files to be downloaded 26.41 MB
|:| Include metadata as XMP in Original file

A Select processing to be done on downloaded files.

@ fFTP : Transfer files using FTP
@ Zip files : Creates a zip file
A Select destination to transfer files
Site Hame:  None
Description: |
*Host Hame:
* User Hame:
Password:
Destination Directory:
Notify me by email: [T oy, Error [ On Completion
Notify other users:
Note: Separate email addresses with comma
Figure No.5

e Copy to Cart - Copy the selected assets into the cart for further processing.
e Generate Catalog — A catalog is generated of the digital assets from the section contents screen, search
results screen and cart contents screen in PDF format by clicking on the Generate Catalogue button on

these screens. The Catalogue can be then printed out (Figure 6).
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Generated By: System Administrator (Admin),

Name: Bike.jpg
Asset created on: 24 October 2009
File size: 9.71 KB

Name: Test~"1@"&()_+=H]['..irq
Asset created on: 24 October 2009
File size: 19.81 KB

Name: 4 jpg
Asset created on: 24 October 2009
File size: 10.01 KB

Name: 10005_2008 jpg
Asset created on: 24 October 2009
File size: 89.19 KB

Name: 10008_2011 jpg
Asset created on: 24 October 2009
File size: 11.13 KB

Name: Market jpg
Asset created on: 24 October 2009
File size: 11.05 KB

Name: God jpg
Asset created on: 24 October 2009
File size: 45.57 KB

Name: 10006_2009.jpg
Asset created on: 24 October 2009
File size: 61.73 KB

Tuesday, October 27, 2009 10:34 AM

Description: -
Section path: PD_Vault\12String
Deliverable 1

Description: -
Section path: PD_Vault\12\String
Deliverable 1

Description: -
Section path: PD_Vault\12\String
Deliverable 1

Description: -
Section path: PD_Vault\12\String
Deliverable 1

Description: -
Section path: PD_Vault\12String
Deliverable 1

Description: -
Section path: PD_Vault\12\String
Deliverable 1

Description: -
Section path: PD_Vault\12\String
Deliverable 1

Description: -
Section path: PD_Vauli\12String
Deliverable 1

Page 1072

Figure No.6
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Video Files
In the Digital Library video Files of the type WMV, ASF, MOV, AVI, MPEG and audio files of the type MP3 now have

auto-generated previews in FLV format and thumbnails in JPEG format (excluding MP3 files).
The users need only upload Original files of the above-mentioned formats and the FLV preview and thumbnails will

be automatically generated in the system.

Advanced Asset Operations

When the user clicks on E next to the link/name of an asset an individual Asset menu is displayed. It has links to

perform the following operations:

- This displays the Asset information screen (Figure

6).

Download Original - Allows downloading and viewing of the original
Aszset Information asset. The reason for downloading needs to be given depending on the
Download Original setting. While batch downloading the assets from DAM, users can choose to
Download Preview include the XMP information with the assets and view those in applications
Copy to Cart

that support XMP such as Photoshop for image files, Acrobat for PDF files or

Delete
} ; Adobe Bridge for various other file formats. The XMP information will be
Dynamic Rendering

available in the file properties.
Download Preview — Allow user to download the low-resolution preview
of the asset.
Copy to cart - Copy the asset into the cart for further processing. From
here the user can link two assets. See section 6.7.
Delete - Delete the asset and move it into the recycle bin.

— Allows the user to render/download an asset into
different image/document format for example user can download a jpeg as

a BMP.

Asset Information
Asset information such as the asset name, description and the expiry date (An additional facility for users with

appropriate access to forcefully mark an asset as expired instantly) is displayed which can be edited by clicking on

the ‘Edit’ link 3 on the top right corner. The thumbnail and the preview can be uploaded from here. Other

operations such as lock, freeze, download preview and download original can be performed.

Note: Only the Admin, Asset Owner, Current version creator and the user who has locked or frozen the Asset can
unlock or unfreeze the Asset.

The following tabs are displayed on the asset information screen (Figure 7):

e Summary: Asset information such as asset owner, current version, downloads and so on is displayed.
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Asset Information

-Summary ]

Advertizements

Lodk | Freeze | Download Preview | Download Criginal

Business Infermation | Versions

Asset Information

Asszet Owner: System Administrator
Date Created: 28 August 2012
Current Version: 1
Current Verzion Date: 28 August 2012
Last Version Date: 28 August 2012
Downloads: 0
Lock: No
Freeze: No

Comments

Asset Name: Blue+hills. pdf
Description:

Expiry Date: 28 August 2012

Labelz | Claims

Uplzad Thumbnail | Upload Preview | Edit

File Size: 34.29 KB
File Format: PDF
Height (pixels): 144
Width (pixels): 192
DPI: -
Depth: 48

Figure No.7

User Guide

Business Information: The user can attach additional information by selecting the facets from a drop

down box and clicking on the ‘Add’ button. The XMP (Extensible Metadata Platform) information is also

displayed. The assets can be easily searched and retrieve along with the XMP information.

The Business Information forms or Facet forms displayed are tracked for Change Management. The

create asset, create version of an asset, addition or modification of business information associated with

an asset and the rendition uploaded for and asset or sets then the audit history tracks the changed XMP

information as a part of Change Management. Click on the ‘View Audit History’ link to view the history.

This link is available only if the admin sets the Change Management setting to Yes.
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Asset Information

%]

Advertisements

Lock | Freeze | Download Preview | Downlosd Original

Summary J Business Information I Verzionz | Comments

Select: Tag Taxonomy

£ XMP Information

Basic Information

Copyright Information

Document Title:
Description:
Author Title:

Author:
Keywords:
Date Created:
Metadata Date:

- Add

30 December 2010
30 December 2010

Asset Name: Blue+hills pdf
Description:

Expiry Date: 22 August 2012

Labels | Claims

Frevious Asset] Next Asset

Upload Thumbnail | Upload Preview | Edit

m

Description Writer:
Creator Tool:

Date Modified:
Format:

Eait] xJ

View Audit History

Adobe Acrobat 9.0
30 December 2010
application/pdf

Figure No.8

A audit history popup is displayed which contains a history of changes displayed in blocks. Where each
block represents the date on which a change was made. The Change detail is a form that displays data for

the selected block. The Change Detail form displays icon for all fields that have changed since the

beginning.
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Audit History Compare Changes

28 Aug 1228 Aug 12
02:35 AM 05:14 AM

Basic Information

Document Title:  Biue Hils[

Description:
Author Title:
Author: Description Writer:
Keywords: Creator Tool:  Adobe Acrobat 9.0
Date Created: 30 December 2010 Date Modified: 30 December 2010
Metadata Date: 30 December 2010 Format: application/pdf

Copyright Information
Copyright Status: Falze[]]

Change History x|
Changed On Changed By Value
25 August 2012 System False Make:
Administrator Resolution Y:
28 August 2012 System Administrator YCBCR Positioning:
Pixel Dimension Y:
Flash Return:
Flash Function:
IS0 Speed Ratings:
Saturation:
Max Aperture Value:
Shutter Speed:
Exposure Program: Light Source:
Color Space: Metering Mode:
Figure No.9

Click on the Dicon to view all the changes made for the field. Information such as when the changes
were made and who made the changes. Comparison between two changes can be made by selecting the

changes and clicking on the ‘Compare’ button.

Select For Change Comparison

Compare With Changed On Changed By
28 Aug 12 05:14 AR System Administrator

) ) 28 Aug 12 02:35 AM System Administrator

| Compare || Cancel |

Figure No.10

e Version: The user can upload a new version by clicking on ‘Upload Version'. It allows the user to
manage versions of the asset and delete the old version by clicking on ‘Delete’ button. It also allows
updating the current renditions — thumbnail, preview and the original file.

e Comments: Comments for the assets can be posted or the posted comments can be viewed. Documents

can be attached to the comments.

Dynamic Rendering

A dynamic rendering screen (Figure 11) is displayed where the following operations can be done on this screen:
e The user can download the original, preview or the thumbnail in the following formats - BMP, JPEG, PCX,
PICT, PSD, SGI, TIFF, PNG or TGA.
e The DPI can be selected.

e The user can crop, resize, flip and rotate the image.
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e The image can be viewed in full screen.
e The image can be zoomed in or out by moving the slider.

After all the changes have been made the image can be saved by clicking on the ‘Save’ button.

Dynamic Rendering

| »

Rendition Type  Criginal -

File Format JPEG

Target Format BMP

DRl 72 -

e A b iy L5 & s @ zoom: =1 + 30% X

m

L]

Figure No.11

Expired Assets

Once the asset reaches its expiry date, the system marks the asset as expired. The asset is displayed with a
watermark of expiry on it and the assets cannot be utilized and no operations can be performed on the asset.
There is no preview on a mouse over and the asset information is displayed in as a read-only screen. If a catalog is
generated the expired assets are shown with an expired watermark on them. In the asset information screen the
reason for the expiry of the asset is visible if the audits in the setting are set true.

Note: Only the Administrative group users, Asset Owner, Current version creator and the user who has marked

that Asset as Expired can revive the Asset.
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Section Content

Advertisements

[ selctal

B Blue+hils.pdf ¥, o <et Information
Name: Blue+hills.|

Asset Created 0f _PY 10 At

Delete
Asset Expired

& niceday asf ¥

Name: niceday.asf
Asset Crested On: 28 August 2012

B Wiildlife wmv |

Asset Created On: 28 August 2012

[ Select All

‘ Delete || Download H Copy to Cart || Generate Catalogue H Asset Metadata

B Genuine.htm [

Name: Genuine.htm
Asset Created On: 28 August 2012

A proposal_small mpeg (¥

» M

Name: proposal_small.mpeg
i ' Aszset Created On: 28 August 2012

Figure No.12

Linking Assets

Linking of assets can be done in the digital library solution. These assets can be present at different locations in

the digital library but they are logically related and can be linked. All links associated with an asset can be viewed

from the linked asset information screen for that asset.

The following steps are taken to link assets:

e Copy the digital assets to be linked with each other to the cart using copy to cart function.

e Once the assets are copied to the cart, select the cart by clicking on the

The cart contents are displayed (Figure 12).

icon on the top right corner.

e Two items can be linked with each other in the cart by selecting both of them and clicking on the ‘Link

Assets’ button provided on the cart content screen. After the assets are linked the user will get a

confirmation that the assets are linked.

Cart Content o Naviaats o Digtal Lioran
1
] Select Al 1-4 of 4 Assets.
= Genuine him (¥ = e
Hame: Genuine him i e Green.p
Asset Created On: 28 August 2012 i fssel Created On 28 August 2012
= Leaves jpg [¥] = proposal_smallmpeg [¥]
Name: Leaves jpg Name: proposal_small mpeg
Assel Created On' 28 August 2012 [ /st Created On: 26 August 2012
[F] select Al
1
Downioad || Remove from Cart | Link Assets || Generate Catalogue | [ Asset Metadata
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asset menu. By selecting this menu, the user can download all the assets linked with the source.

e If a single asset has to be linked with several assets select the ‘Mark for Linking’ option on the

dropdown asset menu of the asset to be linked with others assets (l.e. the source).

Asset Information
Download Criginal
Cownload Preview
Delete

Dynarmic Rendering
Mark for Linking

Diownload with Linked
fsset

Figure No.14

e The cart contents will be displayed with the ‘Digital Asset Marked for Linking’ asset on the top and

the assets to be linked in the cart below it. Select the assets to be linked with the ‘Source’ asset and click

on the ‘Link with Marked Asset’ button (Figure 15). This will link all the selected assets with the

source asset.

Cart Content

Digital Asset Marked for Linking

D Genuine.htm ¥
Name: Genuine htm
g Asset Created On: 26 August 2012
[ Select Al
B Green jpg [

§ Name: Green jpg
Asset Created On: 28 August 2012

A proposal_small.mpeg ¥/
Name: proposal_small.mpeg
[ ~sset Creatzd On: 28 August 2012

[T Select Al

Delete Download Remove from Cart I Link with marked ASSEII

Leavesjpg [¥)

Harme: Leaves jog
Asset Created On: 28 August 2012

) Mavigate to Digl Linrary|

1

1-30f2 Assets

Figure No.15

To remove the linking mode for the source:

e The user can leave the linking mode simply by clicking on the ‘Unmark Asset for Linking’ link in the

asset menu of the source asset.

e If the user wants to mark other assets as source, click on the ‘Mark Asset for Linking’ link in the asset

menu of the asset. This will change the source asset for linking and take the user back to the cart content

screen

If the asset has linked assets associated then a ‘Download with Link Assets’ option is made available in the

‘®=="icon is shown only if the asset has other assets linked to it. By clicking on the ‘**" icon next to the asset the

user can view the assets which are linked to the selected asset (Figure 16).

The following operations can be done on the linked asset information screen (Figure 16):

User Guide

e Download All: All the assets can be downloaded.
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e Download: The selected assets can be downloaded.
e Remove Link: The linking between the source and other assets can be removed.

e Copy to Cart: The selected asset can be copied to the cart.

Cart Content o1 Navigate to Digial Library
Digital Asset Marked for Linking
] Genuine htm [¥]
Name: Genuine htm
| g Asset Created On: 28 August 2012
1
[ Select Al 1-3 0f 3 Assets.
B Green.jpg ¥ A Leaves jpg [¥)

Name: Green.jog

d M Name: Leaves jpg
" Asset Created On: 28 August 2012

Asset Created On: 28 August 2012

& proposal_small. mpeg [¥]

Name: proposal_small.mpeg
[ #sset Created On: 28 August 2012

[C] select Al

| Download H Remove from Cart || Link with marked Asset
Figure No.16

Searching for Digital assets

The search option provided by the application uses a powerful query engine enabling access of digital data within

the digital library.

There is the quick and easy simple search, predefined search, and advanced search.

Search

L]

Predefined Queries |

—Select— =

Adwanced Search

Last Search Results

Figure No.17

Simple Search
In simple search, the user needs to specify only the keyword and not the search condition. The Simple Search
functionality includes a document search. Document Search means that the keywords or key-phrases entered in
the edit box are searched within the contents of files stored in DAM. All files that contain the keywords/phrases are

displayed in the search results. Document Search can search for a keyword or phrase in files of the following

formats:
e .DOC
o XLS/.XLSX
e PPT

e Textfiles : .TXT
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e  Hypertext files : .HTM/ .HTML
Note: Some limitations of .PDF documents — While generating a PDF, it may be generated as an image or a text
file. If the PDF file is generated as an image file, the Document Search will not retrieve the file even if it contains

the keywords or phrases.

For a simple search, specify search criteria in the search box and click on the button (Figure 17). A search
results screen is displayed. This screen lists all the items related to the search query.
Notes:

1. If‘& is used as a filter then it needs to be enclosed in double quotes.

2. The count of the searched assets depends on the settings for the maximum search results in the ‘Settings’
section in the admin guide. If the searched asset count is more than the set value then the assets after
that count will not be displayed and the search within the search will also be within those assets only

3. The search results are displayed based on the sorting preferences setup by the user from the
Tools/Preferences in Digital Library. If the user has not setup any sorting preferences then the system
wide sorting preferences from Administration/Settings in Digital Library are used to display the sorting
results

The user can search within the search result returned by the simple search by providing another search criteria

and clicking on the ‘Search’ button (Figure 18).

Search within Results

Previous search: jpeg

Search within result for:
Search Result w4 bems in Cart| Remove Al
1
[ selectan 1-20f2 Assets
B Genuine hitm [ & Water JFEG [
CrrEEariaii) elSameds. oM Waler.JPEG
g Asset Created On: 28 August 2012 Asset Created On: 28 August 2012
&
= .
b

[
i
}

[C] selectAn

‘ Download H Copy to Cart H Generate Catalogue || Asset Metadata
Figure No.18

Examples of how Simple Search works:

SAS logo It will return all assets that have the word It works like AND.
SAS as well as logo in either the name or
description or one of the searchable business
info fields. The order in which the words
appear does not matter. i.e. If there is an
asset called logo for SAS it will still appear.
SAS <space> + <space> | It will return all assets that have the word
logo SAS or the logo in either the name or
description or one of the searchable business
info fields.

SAS and logo It will return all assets that have the word
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SAS as well as logo in either the name or
description or one of the searchable business
info fields.

SAS or logo It will return all assets that have the word
SAS or the logo in either the name or
description or one of the searchable business
info fields.

"SAS logo" It will return all assets that have the word It works like AND. This is different
‘SAS logo’ (as a string) in either the name or from the first case SAS logo.
description or one of the searchable business
info fields.

"SAS + logo" It will return only those assets that have the It searches for the plus sign also in
words BMS + logo in the Name or Description | the name/description and so the
or any of the searchable business info fields result is different from that which

you will get if you do a SAS + logo

without the quotes.

Advanced Search
Sometimes a single search criterion may result in the retrieval of many items that match the specified criteria. In

case the user needs to narrow down the search further, a detailed search criteria needs to be specified. For this,
use the advanced search option.

For e.g. In simple search if the user specifies the keyword which is a brand such as ‘Nesnet'. All the items with the
brand ‘Nesnet’ will be retrieved.

In advanced search, to narrow it down, the user may specify the search criteria where the brand is ‘Nesnet’ and
the asset type is ‘Beauty Shots’. This will retrieve only those specific items, which match these combined criteria.
Click on the ‘Advanced Search’ link (Figure 17) provided on left pane in the search section. The advanced

search option is displayed where the user can specify the filters to search for the assets.

Advanced Search

# Search Filter List

Source Attribute Operator Attribute Value

Digital Asset - AssetCreatedOn Equal to - 28 August 2012 BREE
—-Select— - -—Select— - -—Select— -

—Select— - —Select— = —Select— -

Delete || Add Filter || Search Save Query

Figure No.19

The following actions can be performed on this screen (Figure 19):
e Delete — Deletes the selected filter criteria.
e Add Filter — By default there are three blank rows to specify the filters. New filter criteria can be added.
For each row of filter the user can specify information source, field/attribute of the source, operators and

attribute value to search.
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Search — Search’s for the digital assets, which fulfill the filter criteria’s entered by the user. A search

result is displayed. The user can view the results by clicking on the ‘Search’ button (Figure 20).

Advanced Search
A Search Filter List
] Source

[F]  Digital Asset
[]  Digital Asset

[ -—select—

Attribute
- Asset Created On ~
- Name -

= ~Select— -

Delete || AddFilter || Search || Save Query

Search Result

[ SelectAl

) Wiater JPEG ¥

et iame Water P

[ Select All

Delete || Download || Copy toCart

G

Asset Created On: 28 August 2012

Generate Catalogue || Asset Metadata

Operator
Equal to
Contains

--Select-—

Attribute Value
28 August 2012 CEEE

Jpea

w4 ltems in Cart| Remove All
1

1-10f1Assets

Figure No.20

On the search result screen the user can delete, download the digital asset, copy the digital assets to cart,

generate a catalog and generate a asset metadata report by clicking on the ‘Delete’, ‘Download’, ‘Copy

to cart’, ‘Generate Catalogue’ and ‘Asset Metadata’' buttons respectively. Clicking on the E next to

each digital asset brings up the asset menu. The asset tool also provides functionality for Dynamic

rendering. The user can navigate to section by clicking on ‘Navigate to section’ link from asset tools.

Save Query — The user can save the specified filter criteria list for further use. Save the search query by

entering the query name and description (Figure 21). Click on ‘Save’ button to save the query or cancel
the operation by clicking on the ‘Close’ button.

Save Search Query

Query Name: |Jpeg files created on 28/07

Description:

| Save || Close |

Figure No.21
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Integer
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Not equal to
Contains
Equal To
Not equal to
Greater than
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Float

Decimal

DateTime

Boolean
Currency

Multi Select
Text

Name

Description

Lock (If locked the
asset cannot be

downloaded)

Greater than equal to
Less than

Less than equal to
Equal to

Not equal to

Greater than

Greater than equal to
Less than

Less than equal to
Equal to

Not equal to

Greater than

Greater than equal to
Less than

Less than equal to
Equal to

Not equal to

Greater than

Greater than equal to
Less than

Less than equal to
Between

Equal to

Equal to

Not equal to

Greater than

Greater than equal to
Less than

Less than equal to
Between

Contains

Equal to

Contains

Source: Digital Asset

String Equal To
Not equal to
Contains

String Equal To
Not equal to
Contains

Integer Equal To

You can search for DigitalAsset

name with all supported operators.

You can search for Digital Asset
description with all supported

operators.

The locked digital assets can be
searched for. The value is ‘1’ if

locked and ‘0’ if not locked.
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Freeze (If frozen a Integer
new version cannot

be added to the

asset)

DateCreated DateTime
DateCataloged DateTime
Source: Locked By

Name String

Source: Digital Asset Owner

Name String

Source: Digital assets in Section

Name String

Path String

Equal To

Equal to

Greater than

Greater than equal to
Less than

Less than equal to
Between

Date Macros

Equal to

Greater than

Greater than equal to
Less than

Less than equal to
Between

Date Macros

Equal To
Not equal to
Contains

Equal To
Not equal to
Contains

Equal To
Not equal to
Contains

Equal To
Not equal to
Contains

The frozen digital assets can be
searched for. The value is ‘1’ if

frozen and ‘0’ if not frozen.

Digital assets can be searched for
by the date created. The date can

be selected from the calendar.

Digital assets can be searched for
by the date created. The date can

be selected from the calendar.

Digital assets locked be a
particular user can be

searched for.

Digital assets owned by a
particular user can be

searched for.

Digital assets in a
particular section can be
searched for.

Digital assets in a
particular path can be

searched for.
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Predefined Search Queries

Predefined Search Queries are saved from an advanced search. To manage the saved query, click on the

button (Figure 17). To run a saved query, select a query from the drop down list box and click the button.

Last Search Results

By clicking on the ‘Last Search Results’ (Figure 17) the users last search query and the results are displayed.

Tools and configuration

There are different ways of uploading assets:

Interactive check in — That is one asset at a time explained below.
— If the assets are more than 1GB then it is recommended to do batch cataloging.
Multiple assets can be cataloged onto an ftp site.
- Allows the users to upload digital assets from their network personal

drive folder.

The left pane of the digital library provides a tools menu, which has several links such as (Figure 1):

User Guide

Upload Digital Assets — The following information needs to be provided (Figure 22):

0 Section Path — The section where the assets are to be uploaded needs to be specified. The

path can be selected by clicking on . icon.
= Disk Space - The disk space available is displayed .
o Original - The original file needs to be uploaded. This is mandatory as the system can generate
a preview and a thumbnail (See for more information).
Preview — The preview file can be uploaded but can be auto generated if not provided.
Thumbnail - The thumbnail file can be uploaded but can be auto generated if not provided.
Expiry Date - The expiry date for the asset can be provided.

Description — The description for the asset can be provided.

O O O O o

Business Information - Allows the user to provide additional business information or Meta
information for the asset. This additional information describes the asset and helps in retrieval of
assets once checked in the digital library. Multiple business or Meta information can also be
added for an asset. The XMP information gets added for ‘Smart Assets’ that carry information
within themselves such as copyright information, photography information or the information
about the camera on which the image was taken etc. XMP can be applied recursively meaning
that each time the asset is uploaded; it can carry different information with it. While uploading
the asset, the XMP data gets stored in facet fields in DAM. Users can search for assets using the
XMP data.

Click on the ‘Save’ button to check-in the asset.

Note: When a user tries to catalog an asset in Digital Library, the system warns the user if the services
that ensure that the asset are cataloged in the background are not switched on.

While uploading assets remember the following points:
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o Long file names are supported but if the file name with path exceeds 256 characters there is an issue
with Windows OS itself so SAS Marketing Operations Management cannot support that.

o Two or more spaces are supported.

o0 All special characters are supported except the characters that the file systems themselves don't
support such as /, \, :;, *, 2,”, <, >, |.

Note: Batch cataloging is recommended for files greater than 1GB in size.

Tools: Upload Digital Asset
* Section Path: Marketing
Disk Space: [ | Capacity: 10GB Free:9.89G
* Original: X \Water JPEG
Preview: No Files Uploaded.
Thumbnail: No Files Uploaded.

Expiy Dt il

Description: L

Business Information

Select: MNone Job Status

The file(s) have been submitted for Cataloging. The Catalog Job Name is "Water_201282823416".
Job Status: Submited
Save

This screen will refresh every 10 seconds.
Ready for Cataloging
Asset Saved

Business information updated

m

Asset Attributes Updated
Preview Generated
*  Thumbnai Generated

Cataloging Complete

Continue upload || Done |

Figure No.22

e Create Collection -This allows user to add a new collection in the current selected section. It displays a
screen where the user can provide the collection name, description and can upload a thumbnail. Clicking
on the ‘Save’ button saves the new collection or the process can be aborted by clicking on the ‘Cancel’
button.

e Preferences - This allows the user to set up solution behavior. It allows changing the format of the
layout of the content of the digital library to either grid or list view. By default, the digital library solution
displays the list view. It also allows the user to specify the sorting criteria for the assets to be displayed.
The user can specify the asset attribute for sorting and the sort order i.e. ascending or descending. The
maximum results for search can be specified. The cataloging preferences can also be set here.

e E-mail -This allows the user to send e-mails by providing the e-mail addresses. The user can attach
assets from the cart to the e-mail and post it to the sender. Depending on the configuration the email can
be be sent to users who are not registered users of the system. If the admin has set ‘Inherit Sender's
Right in Email’ to Yes then the access right of the user sending the email will be applicable to the receiver
of the email, if No then the user will not be able to open the attached assets depending on the receivers

rights. You can choose to copy yourself on the E-mail sent based on a selection of the choice on the E-
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mail screen. This is a configurable feature and based on the system configuration can be turned on or off.

In DAM emails, you can choose to display additional asset information along with the asset links. This

supplemental information can provide additional context for email recipients. For example, the Asset

Name, Vault and Section Path for example can now be added as additional information along with the list

of Assets in the E-mail (Figure 23).

SAS MOM

Please see the attached assets for printing
There are 4 digital assets associated with this email.

Please click here for more details.

Asset Details:

Section Path
Version

Section Path
Version

Chrysanthemum.jpg

Image Bank\Pictures
1

Current Version Date 12 June 2012

Hydrangeas.jpg

Image Bank\Pictures
1

Current Version Date 12 June 2012

image008.jpg

Section Path Image Bank\Pictures

Version 1

Current Version Date 05 April 2012
Figure No.23

e Cataloger Job Status - You can track the status of the Cataloging by viewing the Cataloger Job Status

in DAM. Any errors in the process of cataloging or Preview or Thumbnail generation get listed along with

detailed information for reference and required action (Figure 24).The user can check the status of the

following jobs:

(0]

O O O o

User Guide

Single file Check in from Ul

Batch Cataloging using excel file
Batch Cataloging using Desktop

Batch Cataloging from Network Folder

DAM Job Copy operation

o Batch Move/Move and Paste from Cart operation.
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TV
1ools: Cataloger Job Status
Job Status: [ Inactive [=]
A Jobs
[] Job Name User Name
[F] |3213_2012612164519 Admin
[] Chrysanthemum 20126126596 Admin
[E] |JD_test1 Admin
[F] 20823_2012611184517 Admin
[F] | test Admin
D TriPed Launch_20126613051 Admin
[E] | ANMTN_D1_201266185951 Admin
[[] KID_30_201266185815 Admin
[£] proposal_small_201266185834 Admin
[F] niceday_201266185745 Admin
Buttern TV -
[ agvertisement_Preview_201266184932 | Admin
Butter TV :
] Advertisement_Preview_201266183912 |Admin
Butter TV
O Advertisement Preview 201266183350 | Admin
[F] @A_DL_11_201266183329 Admin
[F] | Butter_TV_Sharing_201266174218'4218 | Admin
Delete | | Refresh

Job Status Date Submitted (s) Completed Error
Done 12 June 2012 D4:45 PM 1 1 o
Done 12 June 2012 D&:59 AM 1 1 o
Done 12 June 2012 03:18 AM 1 1 0
Done 11 June 2012 D6:45 PM 1 1 o
Done 11 June 2012 D5:14 PM 1 1 o
Done 06 June 2012 07:00 PM 1 1 o
Done 06 June 2012 DE:59 PM 1 1 o
Done (4 Job Errors - Windows Internet Explorer provided by SAS IT [E=RR=R
Done | job Details
Done Job Name:  Butterfinger TV Advertisement_Preview_201266183358
Submit Time: 06 June 2012 06:34 PM
Done )
Job Status:  Erar
Cancel| & Job Processing Details
N Asset
Business - . Thumbnail
Ei
rmor Asset Name Asset Saved information updated G:g;:t:s Preview Generated Generated Processing Status
Done
Butter TV
| | Advertisement_Preview FLV v v v x v Enog
Error
H100% ~

First] Prev] 31-45 of 221 | Next Last

Submitted Asset  Cataloging

Figure No.24

e Checkout Job Status — The user can check the status of the following checkout jobs (downloads):

o0 Batch Download — Zip file
o Batch Download — FTP

o Send files to Network

e Configure Plugin — This link helps to configure FTP sites for downloading assets.

e Section Management — A section management screen is displayed. This where a multiple sections can

be added, modified or deleted and also set the order of display of the sections in the digital library. By

default the sections are sorted alphabetically. Giving specific sections a greater number to place them

lower down or higher up in the section display order in the digital library can modify this sort order

(Figure 25).
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Section Management [x]

Section Hierarchy

- Digital Library
+ Advertizements (5)
+/Images (3)
+ Logos & lcons (0)
+ Marketing [2)

#  Digital Library

m

|:| Section Hame Security Policy # of Assels Sort Order

[ | Advertizements DefaultspP 5 1

[ |images DefaultsP 3 i

[ | Logos & Icons Defaultsp i} 1

[ | Marketing Defaultsp 2 1

| save SortOrder || Close | T
Figure No.25

e Revive Expired Assets — The administrative group or the user who has marked the assets as expired

could revive the expired assets. The user can generate a catalog of the expired assets.

The following naming convention is followed while upload/download of an Asset is done (in the Catalog job status
and Checkout job status screen):

Single file check in <Upload File Name>_<yyyymmddhhmmss> i.e Date time

For e.g. If the uploaded file name is “LOGO.pdf” then job name is
‘LOGO_20091216175324’

Batch cataloging In this case the ‘Job name’ can by the name specified by the user.
Cataloging using MOM Job name is entered by user.

Desktop

Network folder In this case the ‘Job name’ can be the name specified by the user.
DAM Job Copy In this case the ‘Job name’ can by the name specified by the user.
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Copy- Paste
Move

Batch download - Zip

Batch download - FTP

Batch download —

Network folder

File Formats Supported by SAS Marketing Operations Management

COPY_<Date Time> For e.g. COPY_20091216175324
MOVE_<Date Time> For e.g. MOVE_20091216175324

Compression_<Zip filename specified by user>_<Date Time> For e.g If the

zip file name specified by the user is TestZip then the job name is
‘Compression_TestZip_18Dec2009 122018’

FTP_<Host name for FTP>_<Date Time> For e.g. If the host name
(machine name/IP Address) for FTP is ‘sun’ then the job name is
‘FTP_sun_18Dec2009 121954

SendFiles_<Folder name specified by user>_<Date Time> For e.g. If the

folder name specified by the user is TestNetworkFolder then the job name is
‘SendFiles_TestNetworkFolder_18Dec2009 122120'.

The following table provides general guidelines on preferred formats for the autogeneration of the previews and

thumbnails for various artwork originals file formats.

Al
ASF
AVI
BMP
DOC
DOCX
EPS
FLV
JPEG/IPG
MOV
MP4
MPEG
MPG
PCD
PCX
PDF
PICT
PNG
PPT
PPTX
PSD
SGI
TIFF (RGB)

User Guide

PDF
FLV
FLV
JPEG
DOC
DOCX
PDF
FLV
JPEG
FLV
FLV
FLV
FLV
JPEG
JPEG
PDF
JPEG
JPEG
PPT
PPTX
JPEG
JPEG
JPEG

JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG
JPEG

Yes
No
No
Yes
No
No
Yes
No
Yes
No
No
No
No
Yes
Yes
Yes
Yes
No
No
No
Yes
Yes

Yes
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WMA FLV JPEG No

WMV FLV JPEG No
WPG JPEG JPEG Yes
XLS XLS JPEG No
XLSX XLSX JPEG No
Note:
1. TIFF (LZW compressed) files are not supported.
2. Only RGB files are supported. CMYK files are not supported.
3.  On mouse over a preview will be shown for files of format JPG, JPEG, FLV, BMP, PNG and WPG.
4. For the file formats that do not show a preview on a mouse over, a download link will be shown.

Batch Cataloging using FTP

Overview
Cataloging is the mechanism by which digital assets are imported into the SAS Marketing Operations Management
database.
The SAS Marketing Operations Management cataloger provides the user with a mechanism for setting cataloging
preferences, submitting jobs and viewing the status of the jobs submitted for cataloging.
While cataloging, the user catalogs the Original file along with the preview and the thumbnail. If the preview and
thumbnail are not cataloged along with the Original file, the Cataloger generates thumbnails and previews to
enable easy viewing of items using MOM Viewer.
The user specifies the hierarchical structure in which to catalog the Assets in the database.

SAS Marketing Operations Management Cataloger maintains the hierarchical structure while cataloging as specified.

Getting Started
Following is the step-by-step description of how the cataloging is done:

1. The user sets cataloging preferences.

2. Once the user drops the digital assets in the catalog folder i.e. Mount Point for the purpose of
cataloging, the assets to be cataloged are now considered as a Catalog Job.

3. When a catalog job arrives at the mount point the system automatically picks up the job for processing. It
performs certain validations like the hierarchy validation, user validation, file count validation etc. After all
the validations are done the control goes to the Cataloger Service.

4. The Cataloger is responsible for generating the preview and thumbnail:

If the user supplies the original file only, the preview and thumbnail are generated by the system using
the original file.

6. If the user supplies the original and preview files, then the thumbnail is generated from the preview file.
If generation from the preview file fails then the thumbnail is generated using the original file.

7. If the user supplies the original, preview and thumbnail files, then appropriate files are used for preview

and thumbnail.
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8. In the process of generating the thumbnail and preview if the cataloger encounters any problem then the

cataloger logs those errors and transfers the error logs in the error folder so that the user can identify the

problem with the file and resubmit for cataloging.

The users can set/define preferences based on which the digital assets can be cataloged. Click on ‘Preferences’

under the tools menu in the ‘Digital Library’ solution. A cataloging preferences screen is displayed (Figure 24).

#  Cataloging Preferences

| Save || Cancel |

E-mail notification:
E-mail address:

* Preview height:
* Preview width:

Preview depth:

* Thumbnail height:

* Thumbnail width:

Thumbnail depth:
Thumbnail DPL:

Always -
aladmin@sas. com
768
1024

72 -
125
125
24 -
72 -

Figure No.26

This screen allows the user to set preferences for cataloging a job in the following manner:

e The user can change the set of preferences for each job or can always use the same set of preferences

for cataloging of job.

e The user can get details on the status of the job through the ‘E-Mail Notification’ option. Specify the

email address for receiving the notification on various events.

e The cataloger provides the user with the option to indicate the preferences for thumbnail and preview

generation. The user can specify details such as the height, width, depth and the DPI for preview and

thumbnail generation.

Click on the ‘Save’ button to save the preferences set by the user.

Preparing and Submitting a Job

The user has to first organize the data to be in a particular format. The hierarchy of the digital asset folders is as

follows (Figure 25):
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@ D:\9. Catalog Job Folder\Product Photos - E450 M=1E3
File Edit View Favorites Tools Help -'4:

v @ Folder Sync

eBack > lﬁ /.j\l Search ‘[E‘ Folders

Address |[ﬁ D:13. Catalog Job Folder\Product Photos - E450 b | =
Folders ® Mame Size  Type Date Modified
@ Desktop ~ | IC)originals File Folder 8/9/2007 8:07 AM
£} My Documents — | IC)Previews File Folder 8/3/2007 8:07 AM
= j My Computer Thumbnails File Folder 8/9/2007 8:07 AM
< Local Disk (C:) AssetInfo 400 KB File 4/10f2007 4:17PM

(=) =e» Local Disk (D:)
[ 1. Projects
() 2. Cataloging Contents and other trivia items
[C3) 3. Assetlink Software
[C3) 4. Backups of Assetlink
[C3) 5. Client Content —
() 6. software Downloads
() 7. Personal
[C3) 8. Client vaults
= () 9. Catalog Job Folder
= |3 Product Photos - E450
[C3) Originals
[EJ Previews
I3 Thumbnails

<

Figure No.27

Mount Point
- <Login name>
-Job Name
- Originals (Folder)
- Previews (Optional Folder)
- Thumbnails (Optional Folder)
- AssetInfo (File)

e The user has to create a folder, which specifies the cataloging job name below the mount point under the
username folder. The original, preview and thumbnail folder should be created under that folder.

e The original files to be cataloged need to be present in the original folder. The original folder is
mandatory but the preview and thumbnail folders are optional.

e If the user wants to have a different preview or thumbnail for a particular file then that needs to go into
the previews and thumbnails folders respectively. If the preview and thumbnail is not supplied then they
are generated using the original file.

e  For the system to relate to the originals and their corresponding previews and thumbnails, the files have
to follow a naming convention as illustrated by the example below:

0 Let us assume that the original file is named “File3.eps.sit”.
0 The PDF preview file should be named “File3.eps.sit.pdf”
0 The JPEG thumbnail (if supplied) should be named “File3.eps.sit.jpg”

Additional Rules:
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e Long file names are supported but if the file name with path exceeds 256 characters there is an issue with
Windows OS itself so SAS Marketing Operations Management cannot support that.

e  Two or more spaces are supported.

e All special characters are supported except the characters that the file systems themselves don’t support

suchas/,\, :, *, 2,7, <, >, |. See the figure below.

_JPrograms File Folder 412212009 3:37 PM
) Shorkouk to Skart Menu Folder 416/2009 11:40 AM

ol ] File: Folder 12/9/2009 4:09 PM

A File name cannot contain any of the Following charackers:
[

e The files should be given an appropriate extensions.

Note: See section 9.10.1 for more information on auto creation of Preview and Thumbnails.

AssetlInfo file contains information related to the files to be cataloged into SAS Marketing Operations Management.
Assetlnfo file is generated by an excel macro. Three excel files are provided for batch cataloging. These files are
present in the ‘<installation Dir>\Binaries’ folder on the machine where SAS Marketing Operations

Management is installed in case of single machine installation and on the Application server in case of

multi-machine installation.
Two are for windows platform and one is for the Macintosh platform. These files reside in the SAS Marketing
Operations Management installation folder under the binaries folder. They are as follows:

e Template_AlMacro_WDLG_WIN.xls - This template file is for a windows platform. It prompts the
user for the location of the Assetinfo file will be saved. Running of Macros will generate the Assetlnfo file
under the specified location mentioned in the template worksheet.

e Template_AlMacro_WODLG_WIN.xIs - This template file is for Windows. It does not prompt the
location of the AssetInfo instead allows the user to specify the location in the excel sheet. The location for
the AssetlInfo file can be specified on the first row second column of the template file. Running of Macros

will generate the Assetlnfo file under the location specified by the user in the template worksheet.

For the MAC machines the templates do not prompt the location of the Assetinfo instead allows the user to specify
the location in the excel sheet. The location for the AssetInfo file can be specified on the first row second column
of the template file. Running of Macros will generate the AssetInfo file under the location specified by the user in
the template worksheet. There are two templates available:
e Template_AlMacro_WODLG_MAC_Office2008_with AssetExpiry.xls - This template includes the ‘Expiry
Date’ column.
e Template_AlMacro_WODLG_MAC_Office2008_withoutAssetExpiry.xls — This template does not include the
‘Expiry Date’ column.
SAS Marketing Operations Management allows MAC users to batch catalog digital assets into DAM using Excel 2008.
The Batch Cataloging process requires certain VB macros to be run on the excel sheet to generate the Assetlnfo

file before cataloging begins. Since Excel 2008 does not support VB macros, it was required that the macros be
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converted to Apple script. The MAC users can use Excel 2008 to generate the Assetlnfo file that will be utilized for
Batch Cataloging to DAM. Windows users will use Excel 2000/2003/2007.

Note: Excel 2007 users will have to save the excel sheet in 97-2003(.ppt) format.

The excel template file is the map that indicates where each of the files should go in the hierarchy and which

metadata should accompany it. Each row has all the information needed for each asset.

The excel file has the following column headers:
These first 3 columns need to be filled in for the cataloger to pick up the files and locate them in the proper place:

e Target Section: the value to input under this column indicates the path of the file; it indicates where the
file will be located in the hierarchy once it's cataloged. (i.e. “Marketing Collateral\Production\BROKER
DEALER”)

e File Name: under this column the names of the files present in the Originals folder should be copied.

e Table Name: This informs the cataloger which metadata table is associated with this asset. Columns
after the ‘Table’ column lists all the relevant fields from the metadata table. Fill the excel and carry out
the final checks as mentioned below:

o Do a final file count and ensure the numbers of files are the same in the Originals and Previews
folders. If one file is missing in either folder, the program will abort.

o Verify that the names of the files are correct. Ensure that all the file extensions are correct.
Please use the file format chart provided in earlier chapter.

o Verify that Target Section, Filename and metadata table are proper .The metadata table name
should be in uppercase.

o0 Please check if all the values in the Excel spreadsheet exist in the system.

o In case of multi-facet input, fill up the second worksheet using the same Target Section and File
Name as mentioned in the first worksheet. The Table Name and the Metadata fields will be
different in this worksheet. The program will check the combination of Target Section and File

Name and will associate multi-facet to the same asset.
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Figure No.28

To generate the Assetinfo file:

e  Click on Tools option from the menu bar and select macros.

e  Click on the Macros option. The macro dialog box is displayed.

e Click on the ‘Run’ button. A Save As dialog box is displayed. Save the Assetinfo file at a desired location
on your machine. Note: Once the AssetInfo file is in the relevant location, the actual process of cataloging
begins.

e  Copy the AssetlInfo file to the relevant Job Folder or use FTP client application to transfer the file from
your machine to the relevant Job folder on a FTP site hosting the SAS Marketing Operations Management

application.

Job created by the user can be submitted to a catalog job folder called a mountpoint hosted on a server. Each
user has a folder for submitting the catalog job; the folder name is the login name of the user. Following are 2
ways of submitting the catalog job:
Using Copy: The User can submit the job for cataloging by copying the job under the hierarchy Mount
Point / Username folder.
Using FTP: Using FTP client application the user can transfer the job for cataloging under the hierarchy
MountPoint / Username folder which is the FTP location for that particular user. For PC Users: Go to the
ftp listed below using your web browser. Mac Users: Open the FTP Client you use to upload files to a

FTP server (i.e.: Transmit, Cyber Duck).
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Monitoring a Job

After submitting the job for cataloging the user can check the status of the job in the Active Jobs screen.
Traverse the link Click on ‘Cataloger Job Status’ under the Tools Tab in the Digital Library’solution. A
Cataloger job Status screen is displayed (Figure 27). Active Jobs screen allows the user to view job related details.

Active Jobs are those jobs, which have the status as New Job, Released or In- Progress.

Tools: Cataloger Job Status

Job Status: Inactive

A Jobs

[C] Job Hame User Hame Job Status Date Submitted Submitted Asset(s)  Cataloging Completed Error

[E] | Biue=hils_201282851157 Admin Done 28 August 2012 02:42 P

[C] | water_201282823418 Admin Done 28 August 2012 12:08 PM

[ | Place_2012 Admin Cancelled 28 August 2012 12:07 PM
[C] | Roses_2012: Admin Done 28 August 2012 12:06 P

[C] | Leaves_201282823326 Admin Done 28 August 2012 12:06 P

[E] | Green_2012:

[ | niceday_201 Admin Done 28 August 2012 12:05 PM

[C] | Genuine_20 Admin Done 28 August 2012 12:05 PM

[C] | Biue=hills_20128: Admin Done 28 August 2012 12:05 PM

[E] | proposal_small

1
1
1
1
1
Admin Done 28 August 2012 12:06 P 1
1
1
1
Admin Done 28 August 2012 12:04 PM 1

1

1 0
1 0
0 0
1 0
1 0
1 0
1 0
1 0
1 0
1 0
1 0

[E] | wildiife_201282823115 Admin Done 28 August 2012 12:04 PM

Delete Refresh

Figure No.29

The details shown for the jobs are:
e Job Name: The name of the job being cataloged.
e User Name: The name of the user who has submitted the job for cataloging.
e Job Status: The current status of the job being cataloged.
e Date Submitted: The date at which the job was submitted.
The User can also cancel the jobs having status as Released which means that the processing of that job will not

precede further.

Inactive jobs are those jobs, which have the status as Done, Cancelled or Error. The details shown for the jobs are
same as that of Active Jobs. The user can traverse the Error URL for jobs having status as error for finding the

error.

Viewing Cataloging Errors
The errors that have occurred during the process of cataloging can be viewed in the Job Errors screen. The details

shown on this screen are —
e Job Name: The name of the job having errors.
e Username: The name of the user who has submitted the job for cataloging.
e Time Submitted: The time at which the job was submitted.
e File Name: The name of the file for which the error occurred.

e Error Description: The description of the error.

Recovering Files with Errors
Whenever the cataloging of a particular job fails, all the files for which cataloging failed are moved to Error folder

on the NTFS. The Error folder is present under the following hierarchy:
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Mount Point
- Username
- Errors
The hierarchy of the Job Name and the Originals is maintained inside the Errors folder also so that the user can

rectify the error and resubmit the job for cataloging.

Deleting Old Jobs
The Inactive Jobs screen shows all the Inactive jobs having status as Done, Cancelled or Error. The User can select

the checkboxes of the jobs for deletion and Click on the button Delete Jobs’, all the selected jobs will be deleted.

Steps for Job Submission based on the File Format of the Digital Asset.
The steps for submission of a job for cataloging vary based on the file format of the Original Digital Asset. The

following cases explain how various formats should be handled:
Case 1: Vector Graphics created in lllustrator, Quark etc. related to Packaging graphics (Artwork Mechanicals),
Promotional brochures, etc.
e Create a job folder with two sub folders “Originals” and “Previews”
e Create PDF of the artwork as the Preview.
e Compress the artwork mechanical with linked images using Stuff-1t (“.sit” format), for example,
“Artl.eps.sit”
e Rename the PDF created in Step 2 using the naming convention described above (“Artl.eps.sit.pdf”).
e  Move the Stuff-1t file into the “Originals” folder.
e Move the PDF file into “Previews” folder.
e  Fill in the Excel worksheet provided by SAS Marketing Operations Management with the required
information and move it under the Job folder.

e  Transmit the job folder either by FTP or on CDs/DVDs.

Case 2: Raster graphics in EPS format created in Photoshop (or other tools) for Product Photos, Logos, etc.
e Create a job folder with two sub folders “Originals”, “Previews”.
e Create low-resolution 72 dpi JPEG of the artwork as Preview.
e Compress the graphics file using Stuff-1t (“.sit”) for example, “Artl.eps.sit”
e Rename the PDF created in Step 2 using the naming convention described above (“Artl.eps.sit.jpg”).
e  Move the Stuff-It file into the “Originals” folder.
e Move the PDF file into “Previews” folder.
e Fill in the Excel worksheet provided by SAS Marketing Operations Management with the required
information and move it under the Job folder.

e Transmit the job folder either by FTP or on CDs/DVDs.

Case 3: Raster graphics in JPEG, TIFF, etc. for Product Photos, Beauty Shots, high-resolution graphics, Logos, etc.
e Create a job folder with two sub folders “Originals” and “Previews”.
e Create low-resolution 72 dpi JPEG of the artwork as Preview.
e Rename the JPEG created in Step 2 using the naming convention described above.

e Move the graphics file into the “Originals” folder.
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e  Move the JPEG file into the “Previews” folder.
e  Fill in the Excel worksheet provided by SAS Marketing Operations Management with the required
information and move it under the Job folder.

e  Transmit the job folder either by FTP or on CDs/DVDs.

Case 4: Digital Videos prepared for TV Advertisements etc.

e Create a job folder with two sub folders “Originals”, “Thumbnails”.

e  Create low-resolution JPEG screen shot of the video as thumbnail. The size of the thumbnail should be
around 150x150 pixel.

e Rename the JPEG created in Step 2 using the naming convention described above, for example,
“Ad1.mov.jpg”.

e  Move the video file into “Originals” folder.

e  Move the JPEG file into “Thumbnails” folder.

e  Fill in the Excel worksheet supplied by SAS Marketing Operations Management with the required
information and move it under the Job folder.

e  Transmit the job folder either by FTP or on CDs/DVDs disks.

Case 5: Microsoft Word, Excel or other Office documents prepared for product information etc.
e Create a job folder with only “Originals” sub folder.
e  Move Office documents into “Originals” folder.
e  Fill in the Excel worksheet provided by SAS Marketing Operations Management with the required
information and move it under the Job folder.

e Transmit the job folder either by FTP or on CDs/DVDs.

Following are some of the errors that users may encounter while cataloging digital assets. The steps that may be
taken to eliminate the errors are also mentioned.
e  FileCount Not Found In Assetinfo File - This error is encountered when the FileCount tag in Assetinfo
might be missing. This error can also occur if the end tag for FileCount is not given. Checks for filecount
tag in the Assetlnfo file also check for end tag for file count. If either of them is not present put the tag

and submit the file for cataloging.

e Failed to catalog asset because asset is frozen - If an item is frozen then trying to catalog the same item

gives this error. Unfreeze the item, which was frozen.

e User does not have create permission in this section - If the user does not have the privileges to create
an item and the user tries to catalog an item then this error is logged. The user should be granted

privileges to create an item.

e Unable To Create Target Section - The user specifies the Target Section in the AssetInfo file. If the Target
Section does not exist then the cataloger attempts to create one for the user. If the Target Section cannot

be created or if the user does not have rights to access the section in which he is trying to catalog the
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item then this error is logged. The target section specified in the Assetinfo file needs to be present before
cataloging an item. If the vault is not present, create the vault and submit the job for cataloging. Also,

ensure that the user has rights to access that vault/section.

e  Error in generating preview - If the preview generation fails then this error is logged.

e  Error in generating thumbnail -If the thumbnail generation fails then this error is logged.

o Failed to load AssetInfo File - If the AssetInfo file is not a well-formed xml, trying to load the AssetInfo file
gives this error. Check the generated Assetinfo file. If it is not well formed, make changes in the file.
Make it a valid XML i.e. every node in the AssetInfo file needs to have an end tag. Check for all the end

tags and resubmit the job for cataloging.

e Invalid User found under the Mount Point - If a user folder present under the mount point does not exist
in the system then this error is logged. Check if the user for which the folder is created is present or not,

if not, then create the user in the system.

e  Number of Files specified by the File Count in AssetInfo not arrived in time - If the number of files in
Originals folder is less than the number of files specified in the Assetinfo file then the cataloger waits for
a specific amount of time for the files to arrive. If the files do not arrive in specified amount of time then
this error is logged. Transfer the remaining files in the Originals folder before the specified amount of
time has elapsed. If the time has elapsed then resubmit the job with all the files specified in Assetinfo file

in the Originals folder.

e Unable to open Assetinfo file - If the Assetlnfo file is not present then this error is logged. The system
waits for the Assetinfo file to arrive. 10 attempts are made to open the file. If after 10 attempts the
Assetinfo does not arrive then this error is logged. Try submitting the job again for cataloging with proper

AssetlInfo file.

e Disk Full - If the file, which is being cataloged, has size more than the available disk space, then this error

is logged. Contact System Administrator to ensure proper disk space is available.

e Recommendation of the Catalog Job Size — To catalog a job effectively it is recommended that the
maximum limit of the number of the files in a job should be around 300. If the files that are submitted are

of a bigger size then the cumulative size for the job should not exceed 1GB.

Check in Files from Network Folder
This feature in allows the users to upload digital assets from their machine into a network drive folder. Each user
has folder by user login name. Under the login name folder there is separate area/folder for uploads and
downloads. The upload folder is monitored by the application for arrival of a job and when a job is dropped for

cataloging, it will automatically pick up the job and catalog it into the system.
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Prerequisites for checking in files from the network folder:
e In the DAM settings under the settings (See admin guide section 9.13) for ‘Support Network folder’ should
be set to ‘Yes’ and the network folder path should be specified and created.
e Under the network folder specified above, the user folders with their login names should be created.
e Under the user folders there should be two folders each: ‘Upload’ and ‘Download'.
e  While uploading the same concept as the batch cataloging needs to be followed. The job folder should

contain the original, preview and the thumbnail folders with the assetinfo file.

Batch Cataloging using MOM Desktop

Product Info
MOM Desktop is an extended part of the SAS Marketing Operations Management solution, which is built on ‘AIR’

platform from Adobe. The MOM Desktop has a batch cataloging module (default), which helps to catalog digital
assets in a bulk/batch into the Digital Library and associate metadata/business information to it (which is not

possible through the web based solution).

File Sharing:
e Connects to the SAS Marketing Operations Management Cataloger Sever to transfer files selected by the user
to catalog in the Digital Library.

e Connects to the SAS Marketing Operations Management Solution Server to validate the user and retrieve the

Section hierarchy available for the user.

System Requirements for MOM Desktop:
e  Windows XP, Windows Vista, Win2K, Windows 2008, Windows 7 or Mac OS.

e  Minimum 5MB free disk space.

Installing MOM Desktop
On any screen of SAS Marketing Operations Management, click on the SAS logo on the top right corner of any

screen of the SAS Marketing Operations Management application (Figure 30).
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e
@ SAS MOM Information - Windows Intemet Explorer provided by SA...50m] i=is| e Sems|

MOM 6.0

SAS MOMB0_R14_Release_ Dated24Aug2012

Install MOM Deskto

THE Awvailable version : 2.0.2.4

POWER
TO KNOW.

Figure No.30

If the user is installing the MOM Desktop for the first time the click on the ‘Install MOM Desktop’ button and
click on ‘Yes'. If there is an installation already present on the user machine then the ‘Upgrade MOM Desktop’
button with the version installed and the available version will be displayed. If the installation on the user machine
and the server version is the same then the ‘Launch MOM Desktop’ button is displayed.

When upgrading the MOM Desktop (Figure 31) is displayed where the installed version and the version to be
installed will be displayed. By clicking on ‘More Options’ two more buttons are displayed. The ‘Uninstall’ button
removes the application from the user's machine and the ‘Run Now’ button runs the version already installed on

the user's machine.
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Varzion to be Installed: 1.2.1.1

& ' Replace Cancel

More Options -

8 Uninstall

¥ RunNow

Figure No.31

After the installation is completed, fill in the preference details such as login, password, server, tenant and save

the preferences (Figure 31). The user preferences for cataloging on the Desktop can now be cached optionally.

Preference
Login admin
Password =
Server  http | v | ://1108.10.11.10
Tenant sasmom|
Change Hot Folder | C:\Users\sinnru | Browse |

| Remember me on this computer.

Save Cancel

Figure No.32
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Enter the ‘Hot Folder’ details. Hot folder is the location from where the files will be picked up for cataloging from

your local machine. Save the preferences.

After saving the preferences an MOM Desktop screen is displayed. The following operarions can be performed on

this screen (Figure 33):

Preferences: The preferences can be edited. The preferences can be changed according to the server

you are using.

Options: All the jobs and settings can be cleared and the user to create fresh preference settings or

track a fresh list of jobs.

Help: An HTML help file is displayed which gives an in depth information about how to use SAS Desktop.

About: Displays the version number of SAS Desktop currently being used.

Delete: The selected job can be deleted.

Resync: Any newly created sections and facets in DAM are reflected on the Desktop.

Refresh: Refreshes the screen.

New Job: Creating a new job.

5 Assetlink Desktop

Preference

Job Name

Figure No.33

Creating new Jobs
After clicking on the ‘New Job’ button, (Figure 34) is displayed where the original, preview and thumbnail files

can be dragged and dropped.

Dptions

Help

About

| Status

= | Target Location Bl pusiness infarmatian
[¥]  ehoirthills pif Maarketing | Sekect.
[¥]  Greenjpg Markieting | Skt
[¥]  Leavesipg Markeding Seboct
[ | nicedayast Marketing Sehet
0 | Placeppt Marketing | Sekect “Asser Typer | Supperting Document v
[0 | ShipTIFF Advertisements Seledt | *Suppering Documantt | Brand Book -
Ix this azeat tn ba usad in tha U ar Busrs Rim®: Yer w
Blokal Datm Aexusncy Chask Complatedty | A | =
Tle:
b Foeect]
frand: Salact
Indicatian Batest|
| Save Dta
Figure No.34

Multiple original files can be dragged and dropped. By clicking on the ‘Add Preview’ and ‘Add Thumbnail’

buttons multiple files can be selected and dropped for the previews and the thumbnails providing the previews and

thumbnails have the same name as the original files with the extension for the preview and the thumbnail, these

files get associated with the original files automatically. For example, if the original file name is Image.jpeg then

the preview will be Image.pdf and thumbnail will be Image.jpeg.
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The target location can be selected by clicking on the ‘Select’ button. A popup with the existing sections is
displayed. The user can select from the existing sections or create a new section by selecting an existing
vault/section and then clicking on the ‘Create Section’ button (Figure 35). Enter the section name and click on
the done button (Figure 36).

F L |
| 1 chkvault

] chkvaultz
P ] ArvtworkProducer
B[] TestWault2
] ChkWaultl
B ] TestWaultl-modified
P ] MediaStreamingTestWault
B | Brand Material
B[] Test Wault

] Access check vault

Select Cancel Create Secton

4

Figure No.35

Create Section

*Mlarne:

Done Cancel

Figure No.36

(Figure 34) Facets/facet series can be selected for an asset. Save the facets/facet series by clicking on the ‘Save
Data’ button and expiry date can be specified for the asset.

Once all the file are dropped the user can save the job by clicking on the ‘Save’ button and edit it later or by
clicking on the ‘Submit’ button submit the job for cataloging.

The jobs submitted for cataloging from the Desktop application reflects the status of cataloging in sync with the
cataloger job status screen in the DAM application. The job list displays whether the job is released, in progress,

done, cancelled or in error state as the cataloging proceeds.
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FAQ
Q1) Does MOM Desktop download or pass any information from the user’s laptop to the outside world without

informing user. Does it runs any service or routine in the background on the users laptop which might
affect their confidential data store on the network?

Al) There is no service running in the background. The application remains passive on the users laptop until it
is opened by the user. The application invokes the SAS Marketing Operations Management server only
when the user drags and drops assets and requests for cataloging to be done. It does not utilize or pull in
any system information. The user has to drag and drop assets onto it for it to function. MOM Desktop
application comes with an automatic update facility. When any new version of the application is installed
on the server, the Desktop utility will automatically download the update and ask the user whether the
update needs to be installed. If the user chooses to do so, the latest version of the Desktop application

will be installed on the users machine.

Reports
The reports display a list of activities by users on digital assets and related entities such as sections, vaults etc.
To launch the reports click on ‘Reports’ on the dashboard screen under MOM. Lists of existing reports for
Strategic Planner are displayed by default.
Click on the digital Library link on the left pane to launch digital library activity reports (Figure 37).

# Reports Digital Library
e 51|/ My Scheduled Reports
Stratogic Planner S| [F1 name Description Run Cycle Hext Run Time Last Run Time
Marketing Workbench > o ferodeschedued
Approvals , || [Dekete]
Report Templates
Digital Library >
Report Name Description
Site Builder >
Asset Downioad Lists the original assets downloaded by the user(s) along with details of the asset and reason for download.
e > ||| Asset Metadata Report to list digtal along with their meta information
User Activities > ||| DAM Activiies List of all DAM activities by user. & includes activiies on vaults, sections, digtalassets and security-poiicies
DAM Activiies By Group List of all DAN activites by group. It NCiudes activiies on vaults, SEctions, digitalassets and security-polcies
£ Ad hoc Reports DAM Vautts User Access Report Report that displays a user's access to various Vaults in DAM
Ad hos Reports 51| Digital Asset List Report (o list digital assels in the system
Security Poicy List Report to list security policies in the sys
Web Service Audit Log Report This report gives a log of the web service calls

Figure No.37

Click on each report and add the filters and generate the reports.

Once the report is generated user can export the report in Word, PDF or Excel.
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Claims Management

The Claims Management product empowers the Regulatory Departments in Marketing Organizations to create a

common, active, up to date Regulatory Claims Database (RCD) information system for all label claims.

This product will enable Regulatory Department keep an online track record of all approved Claims and their

associated Labels that reside in the SAS Marketing Operations Management Digital Library as digital assets.

Key Benefits:

1. Creates an easy searchable method for determining what claims are currently in the market.

2. Creates consistency across all brands, by creating more label-development visibility between the divisions

3. Allows for the ability to historically track a SKU product label claim change through time.

Glossary of Terms:

Labels: Labels are a part of the packaging of products. For e.g. Food Products bear labels that contain nutrient

content claims and certain health messages to comply with specific requirements. The Nutrition Labelling and

Education Act (NLEA) require most foods to bear nutrition labelling.

Claims: Claims are statements made on the label of products. The Dietary Supplement Health and Education Act

states that dietary supplement may bear certain statements on its label or in its labelling if the claim meets certain

requirements. For e.g. Nutrient Claims - It is a claim on a food product that directly or by implication characterizes

the level of a nutrient in the food (e.g., "low fat,

high in oat bran,"” or "contains 100 calories").

Disclosures: It is a statement that calls the consumer’s attention to one or more nutrients in the food that may

increase the risk of a disease or health-related condition that is diet related. The disclosure statement is required

when a nutrient content claim is made and when a nutrient in that food exceeds certain prescribed levels. The

disclosure statement identifies that nutrient (e.g. "See nutrition information for sodium content").

References: References are links from the Label information or Claim information in the SAS Marketing

Operations Management Claims repository to the Packaging Artwork (Digital Asset) in the Digital Library that

actually contains the Claim. Several digital assets in the Digital Library could be linked or referencing the Claim.

Claims

View Claims

Click on the ‘View Claims’ link on the left pane, a ‘View Claims’ screen is displayed (Figure 1).

Soatus: [Gewel

Claien Catpoory

Satus

Figure No.1

A list of claims present in the system is displayed. You can search for a specific claim by entering the criteria in the

‘Search’ section and clicking on the ‘Search’ button.
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Click on the claim name link on the list screen to view the details of the claim. A ‘View Claims’ screen is displayed

with the claim information and the references attached to the claim in the ‘Info’ tab (Figure 2). You can perform

the following operations on this screen:

e If any changes have been the made to the claim details the system stores the changes made in the audit log.

To view these logs click on the ‘View Audit History’ link.

e The claim details can be emailed by clicking on the ‘Email’ button. The email can be sent to the user of the

system as well as non-system users.

e The references linked to the claim are displayed. The original version of the asset as well as the preview can

be downloaded. The asset information can be viewed.

e You can go back to the label list screen by clicking on the ‘Back to List screen’ button.

Manage Claims

Info Digital Assets

£ References

Journel.pdf
™ 155.00 KB - Download
e
el

[Select From Digtal Library | [ Remove |

#A List of Associated Labels
Label Name

Claim is not associated with any Label(s)

Back to List screen

Claim:
Claim Text:

Claim Disclosure statement:
Claim Category:
Individual's Name that input the Claim:

A boost of whey protein promotes healthy of growth, maitenance
and reproduction

A boost of whey protein promotes healthy of growth, maitenance
and reproduction

Matural
System Administrator

Status

View Audit History
Last Modified:

Claim Approved on:
Claim Status:

Regulations and/or Legal opinion:
If the Claim not approved, Reason why claim not approved:

Obsolete Date

28 August 2012

27 August 2012

Approved

Last Modified

Figure No.2

To view the digital assets to which the label is linked to, go to the ‘Digital Assets’ tab.

Manage Claims

To create new claims click on the ‘Manage Claims' link on the left pane (Figure 3). A ‘Manage Claims’ screen is

displayed on which claims can be searched for by the Regulatory users. The claims created are listed out and

displayed.

% Claims Mansgement Managn Claims

search
View Labels

Manags Latels

Search
List of Clsims

L

ficial Pretarvitivas

L IW

Clsin:

Clsim Categony:

Status,

Figure No.3

Create new claim by clicking on the ‘Create Claim’ button.

A ‘Manage Claims’ screen is displayed (Figure 4). Enter details such as claim, claim text, claim disclosure

statement, claim category, individual’s name that input the claim, last modified (date the claim was last modified),
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the status (draft, approved, did not go to market and obsolete), regulations and/ or legal opinion and if the claim

was not approved with the reason why the claim was not approved. References can be added from the Digital

Library or uploaded.

Manage Claims

Info |

Claim Disclosure statement:

Claim Category:

Individual's Name that input the Claim:

A | References
Journel.pdf
Lror B 159.00 KB - Download
]
Sy
# riaat

[Select From Digital Library | [ Remove

" Claim:

" Claim Text:

pwth, maitenance and reproduction

A boost of whey protein -
promotes healthy of growth,
maitenance and reproduction

Matural -

System Administrator

Claim Approved on:

Claim Status:

Regulations andior Legal opinion:

If the Claim not approved, Reason why claim not approved:

27 August 2012 BEEE

Appraved -

Figure No.4

After entering all the details the Claim can be saved by clicking on the ‘Save’ button. A ‘Manage Claims’ screen

with the claim details in the ‘Info’ tab will be displayed in a read only format (Figure 5).

The claim details can be edited/modified by clicking on the ‘Edit’ button. The claim details can be emailed by

clicking on the ‘Email’ button. The email can be sent to the user of the system as well as non-system users.

Manage Claims

Info { Digital Assets

A | References

Journel.pdf
ks 159.00 KB - Download

oy
()

| Select From Digttal Library | [ Remove:

# List of Associated Labels
Label Name

Claim is not associated with any Label(s).

Back to List screen

Claim:
Claim Text:

Claim Disclosure statement:
Claim Category:
Individual's Hame that input the Claim:

A boost of whey protein promotes healthy of growth, maitenance
and reproduction

A boost of whey protein promotes healthy of growth, maitenance
and reproduction

Natural

System Administrator

Status

| —

Last Modified:
Claim Approved on:

Claim Status:
Regulations andior Legal opinion:
If the Claim not appraved, Reason why claim not approved:

Obsolete Date

28 August 2012

27 August 2012

Approved

Last Modified

Figure No.5

If any changes have been the made to the claim details the system stores the changes made in the audit log. To
view these logs click on the ‘View Audit History’ link.

Claims can be associated with assets from the Digital Library.

Go to the ‘Digital Assets’ tab on the ‘Manage Claims’ screen to associate the claim with assets from the Digital

Library.
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Manage Claims

Info JDlgltaI Assets |

] select Al

]

[ select Al

Genuine.htm ¥

Name: Genuine.htm
Asset Created On: 28 August 2012

1
| Remove Association || Associate Digital Asset H Cownload H Upload || Refresh H Back to List screen I

niceday.asf ¥

Name: niceday.asf
Asgset Created On: 28 August 2012

Figure No.6

The following actions can be performed on the ‘Digital Library’ tab (Figure 6):

e Remove Association — The association between the asset and the claim can be removed by selecting the

asset and clicking on the ‘Remove Association’ button.

e Associate Digital Asset — Associate assets to the claim by clicking on the ‘Associate Digital asset’ button.

A ‘Select Digital Assets’ popup is displayed from where the assets can be selected to be associated to the label.

Select the assets and click on the ‘Select’ button (Figure 7).

User Guide

Select Digital Assets x|
Search Section Content | ol
Advertisements First | Prev] 1 ext | Last
tid
Predefined Queries [32] [ Select Al 1-50f5 Assats
|:| Blue+hills.pdf | ¥ Genuine.htm | ¥
—Select— b | Mame: Blue+hills.pdf Name: Genuine.htm
Advanced Search Asset Created On: 28 August 2012 Azset Created On: 28 August 2012
Last Search Results A t Expired
Digital Library
+ Advertisements (5)
:I[nages&(T} 0 D niceday.asf | proposal_small.mpeg ¥ =
UQUS_ copsil Name: niceday.asf Name: propesal_smal.mpeg
+ Marketing (2) =Asset Created On: 28 August 2012 Asset Created On: 28 August 2012
Wildlife. wmv ¥
0 _Name: ikdlife. wmy
Asset Created On: 28 August 2012
<|_ 1 F
Select Cancel =
Figure No.7
e Download — The selected digital assets can be downloaded.
e Upload - New assets can be uploaded by clicking on the ‘Upload’ button. An ‘Upload Digital Asset’ popup is
displayed (Figure 8). You can select the section the asset needs to be uploaded and upload the original
version of the asset which is mandatory. The preview and thumbnail can be uploaded or it will be generated
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by the system. Enter the expiry date, description and select the business information to be attached from the

drop down box and click on the ‘Add’ button. Click on the ‘Save’ button to upload the asset.

Upload Digital Asset

* Section Path:

* Original: Upload | No Files Uploaded.
Preview: | |pload | No Files Uploaded.
Thumbnail: [ ypjgad | Mo Files Uploaded.

Expiry Date:
Description: )
Business Information
Select: Mone -
Figure No.8

e Refresh — Refreshes the screen.
e Back to the List screen — Takes you back to the ‘View Labels’ list screen.

Note: You can download or upload assets depending on the access rights you have on the assets and the section

in the digital library.

Labels

View Labels
If the ‘Enable Labels’ setting is set to ‘Yes' and if the logged in user has access to labels then by default the ‘View

Labels’ screen is displayed.

Vierw Labuls

[
Search
| 3

Manags Labsls Label Name:

View Claims > Date that label becomes Obsolete: B g 1
T i [c=

Manage Claima = Rl
Status:
Search
List af Labels

Labed tame

Figure No.9

A list of labels present in the system is displayed. You can search for a specific label by entering the criteria in the

‘Search’ section and clicking on the ‘Search’ button.
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Click on the label name link on the list screen to view the details of the label. A ‘View Labels’ screen is displayed

with the label information, the references attached to the label and the associated claims in the ‘Info’ tab (Figure

10). You can perform the following operations on this screen:

e The label details can be emailed by clicking on the ‘Email’ button. The email can be sent to the user of the
system as well as non-system users.

e If any changes have been the made to the label details the system stores the changes made in the audit log.
To view these logs click on the ‘View Audit History’ link.

e The references linked to the label are displayed. They original version of the asset as well as the preview can
be downloaded. The asset information can be viewed.

e By clicking on the Claim name link the details of the claims linked to the label can be viewed.

e You can go back to the label list screen by clicking on the ‘Back to List screen’ button.

View Labels

Info Digital Assets

View Audit History

Label Name: Fat content Date that label becomes Obsalete: 28 August 2013
Label Specific Disclosure: Label Approved on: 23 August 2012

Individual's Name that input the Label:  System Administrator
Product name:

Status: Approved

A/ References

Journel.pdf
HER, 159,00 k8 - Downioad
Pe
|

# /| List of Associated Claims

Claim

Back to List screen

Claim Category Status Last Modified

0% Fat Heath Claim Approved 26 August 2012 0
A boost of whey protein promotes healthy of growth, maitenance and reproduction Natural Approved 28 August 2012 0
No Artificial Preservatives Senstivity 26 August 2012 0

Figure No.10

To view the digital assets to which the label is linked to, go to the ‘Digital Assets’ tab.

Manage Labels

If the ‘Enable Labels’ setting is set to ‘Yes' then the labels link will be visible in ‘Claims Management’ on the left

4 Claims Management Manage Labels
View Labels > S
I Manage Labels N Latiettahe:
pEw,Chins ’ e 2
Manage Claims —
Status: Select

Search
List of Labels
[ Label Name Status Obsolete Date Last Modified
[ 100% safe Approved 25 August 2012 0758 Al
[ | Fat content Approved 28 August 2013 28 August 2012 07:58 Al
[ | Herbal contents Approved 10 September 2013 25 August 2012 08:00 Al

Delete || Cop Create Label

Figure No.11

To create new labels click on the ‘Manage Labels’ link on the left pane. A ‘Manage Labels’ screen is displayed on

which there is a search available. The labels created are listed out and displayed. Click on the ‘Create Label’

button.
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A ‘Manage Labels’ screen is displayed. Enter details such as label name, label specific disclosure, product name,
date that label becomes obsolete (when the label expires), label approved on (the date on which the label was

approved) and the status (draft, approved, did not go to market and obsolete). References can be added (From
the Digital Library) or uploaded.

Manage Labels
Info
" Label Name: |Fat content Date that label becomes Obsolete:  |og aqust 2013 G
Label Specific Disclosure: A Label Approved on: |55 August 2012 CELf
Individual's Name that input the Label: System Administrator Status: -

Product name:

# | References

; Journel.pdf
&l W 159,00 K5 - Downioad
.

A
bl

Upload Select From Digital Library Remove

Save || Cancel

Figure No.12

After entering all the details the Label can be saved by clicking on the ‘Save’ button. A ‘Manage Labels’ screen

with the label details and the associated claims in the ‘Info’ tab will be displayed in a read only format (Figure 13).
The label can be edited/modified by clicking on the ‘Edit’ button. The label details can be emailed by clicking on
the ‘Email’ button. The email can be sent to the user of the system as well as non-system users.

If any changes have been the made to the label details the system stores the changes made in the audit log. To
view these logs click on the ‘View Audit History’ link.

Manage Labels
Info Digital Assets
View Audit History

Date that label becomes Obsolete: 28 August2013
Label Approved on: 23 August 2012

Label Name: Fat content
Label Specific Disclosure:

Individual's Name that input the Label:  System Administrator

Status:  Approved
Product name:
A References
Journel.pdf
B BT 555,00 48 - Download
A

|
Upload | [ Select From Digital Library | [ Remove
4 List of Associated Claims
[ Claim Claim Category Status Last Modified
[ |0% Fat Heath Claim Appraved 28 August 2012 07:56 AN
[ | A boost of whey protein promates healthy of growth, maitenance and reproduction Matural Approved 28 August 2012 0
[F] | No Artificial Preservatives Senstivity 28 August 2012 0

Remove Asscmahcnl Associate Claims | I

Back to List screen

Figure No.13

Claims can be associated to labels by clicking on the ‘Associate Claims’ buttons. A view claims popup is displayed
(Figure 14).
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View Claims

Please enter a search criteria

Claim:
Claim Category:
Status:

List of Claims

|:| Claim Claim Category Status Last Modified

Ne rezultz with your criteria.

| Associate || Create Claim || Cancel |

Figure No.14

Multiple claims can be associated to a single label. Labels can be associated to assets from the Digital Library.

Go to the ‘Digital Assets’ tab on the ‘Manage Labels’ screen to associate the label with assets from the Digital
Library.

Manage Labels

Info J Digital Assets |

[ Select Al

Green.jpg ¥
] . . ; Ira
;:! MName: Green.jpg

g
-

W Asset Created On: 28 August 2012

[ select Al

|[ Remove Association | [ Associate Digital Asset | [ Downioad | [ Upload | [ Refresh | [ Back to List screen |

Figure No.15

The following actions can be performed on the ‘Digital Assets’ tab:

¢ Remove Association — The association between the asset and the label can be removed by selecting the
asset and clicking on the ‘Remove Association’ button.

e Associate Digital Asset — Associate assets to the label by clicking on the ‘Associate Digital asset’ button.

A ‘Select Digital Assets’ popup is displayed from where the assets can be selected to be associated to the label.

Select the assets and click on the ‘Select’ button (Figure 16).
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Select Digital Assets Ed
Search Section Content ‘ml ‘ol
Advertisements Firzt| Prev| 1 | Mext|Last
tid
Predefined Queries (2 [ select A1 1-50f5 Assets
D Blue+hills.pdf [* Genuine.htm | ¥
—Select— bl |1~ Name: Blue+hills.pdf MName: Genuine.htm
Advanced Search Asset Created On: 28 August 2012 Asset Created On: 28 August 2012
Last Search Results A i Expired
Digital Library
+ Advertisements (5)
:ILFHEQES;T} o D niceday.asf ¥ proposal_small. mpeg | ¥ =
UQUS_ cons iy MName: niceday.asf Name: proposal_small. mpeg
+ Marketing (2} =Asset Created On: 28 August 2012 Asset Created On: 28 August 2012
Wildlife.wmv |¥
D _Name: Wildlife. wmv
Asset Created On: 28 August 2012
4|_ i +
Select || Cancel -
Figure No.16
e Download — The selected digital assets can be downloaded.
e Upload - New assets can be uploaded by clicking on the ‘Upload’ button. An ‘Upload Digital Asset’ popup is
displayed (Figure 17). You can select the section the asset needs to be uploaded and upload the original
version of the asset which is mandatory. The preview and thumbnail can be uploaded or it will be generated
by the system. Enter the expiry date, description and select the business information to be attached from the
drop down box and click on the ‘Add’ button. Click on the ‘Save’ button to upload the asset.
Upload Digital Asset
* Section Path:
*Original: | Upload | Mo Files Uploaded.
Preview: [ Uplpad | No Files Uploaded.
Thumbnail:  [Upigad | No Files Uploaded.
S B
Description: B
Business Information
Select: MNone -
Figure No.17
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e Refresh — Refreshes the screen.

e Back to the List screen — Takes you back to the ‘View Labels’ list screen.

Note: You can download or upload assets depending on the access rights you have on the assets and the section
in the digital library.

After the labels are created and associated with claims and digital asset, the user can view the labels by going to

the ‘View Labels’ link on the left pan of the ‘Claims Management’ solution screen.

Claims and Labels in Digital Library
If the Claims and Labels setting are set to ‘Yes’ and the ‘Show Claims Tab in DAM’ and ‘Show Labels Tab in DAM’
settings are set to ‘Yes’ then two extra tabs are visible in the Asset information of an asset in the digital library.
These tabs display the labels/claims details associated with the Digital Asset.

Asset Information x|

Advertizements Previous Asset| Next Asset

Lock | Freeze | Download Preview | Download Original Upload Thumbnail | Upload Preview | Edit

Aszset Hame: niceday.asf

Description:

%

Expiry Date:

Summary | Business Information | Versions | Commentz] Labels | Claims

#: Claim Details: A boost of whey protein promotes he...

Claim: A boest of whey protein promotes Last Modified: 28 August 2012
healthy of growth, maitenance and
reproduction

Claim Text: A boost of whey protein promotes Claim Approved on: 27 August 2012
healthy of growth, matenance and
reproduction
Claim Disclosure statement: Claim Status: Approved
Claim Category: Natural Regulations andior Legal
opinion:
Individual's Name that input System Administrator If the Claim not approved,
the Claim: Reason why claim not
approved:

Figure No.18

Note: Claims and label information can be imported into the system using the Import data utility.
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Site Builder

Overview

ot |

Product Marketing Managers need to keep team members up to date on current information. It is a constant
challenge in a distributed enterprise environment. The most effective solution is to provide a source of organized
information that is easy to access through browser. Site Builder enables the marketing team to build brand,
product or service websites without requiring any knowledge of HTML or Internet technologies. With Site Builder, a
novice user can quickly set up a comprehensive and informative site that is packed with important and relevant

information that can be accessed globally.

Site builder allows the user to create web sites, which is collection of connected site pages. A site page or a page
in simple term represents the contents of the site. Each page has page elements/components like rich/formatted

text, images etc which makes up for the content of the page.

Glossary of Terms
Site - A set of web Pages, usually including a homepage, generally located on the same server, and prepared and
maintained as a collection of information by a person, group, or organization.
Page - A Page is a document that contains text and graphical information that can be accessed through the
Internet through a web browser. A Site can comprise of several Pages.
Review - A review is a process conducted to invite comments from different key personnel in the organization on

different aspects of a certain issue. For example: The Site is published and comments are invited

Roles in Site Builder

e Owner — The user who creates the site.
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e Authors — The users who are authorized to edit the site.

e Allowed users — The users who get access to view the site.

e Allowed groups — The user groups who get access to view the site.

e Site Reviewers — Reviewers are the users/groups added by the site creator while publishing a site for

review. They have a read only access on the site content.

Getting Started

After signing in click on the ‘Site Builder’ link provided on the Dashboard screen on the left pane to launch the

Site Builder solution. The following screen is launched (Figure 1).

£ Sl Bulldar 2 Silo List
sites » saes Updated On Boblabad

Review Sites
Auus! 2012 %08 AN

5 Al 2012 0510 AM o

Brang
* This siter is locked by Al Tom at 79 August 2012 05:48:17

Dedete || Cresie

Figure No.1

Left pane -The left pane has the following links:
Sites — Displays existing Sites and the user can create new Sites.
Review Sites — Displays a list of Sites to be reviewed.

Content Frame - It displays a list of existing Sites.

Managing Sites
When the user logs in the Site Builder application the existing Sites are displayed by default. Details such as the
Site name, Updated On and whether Published are displayed. To view the Site, click on the ‘View’ link (Figure 2).
Click on the ‘Edit’ link (Figure 2) to edit the Site as well as create Pages for the Site.
Edit link is shown only to the Authors or the Owner of the Site. When the Author/Owner edits the Site, the site
gets locked automatically and cannot be edited by any other user. When the Site is locked a message is displayed

in the Site description column specifying the user who is editing the Site along with the date and the time (Figure

A Site List
[ sites Updated On Published
Sales Portal
29 August 2012 05:09 A No View
Centralized portal to empower sales force with all avaiable sales, marketing collateral and product information.
Corporate Brand Portal
B 29 August 2012 05:10 A Ves View
Giobal portal to find information related to corporate brand identty, brand usage, corporate bgos, fonts and guideines.
New Product Launch
B 29 August 2012 05:50 AN Yes View
A portal to expedite the process of publishing product brochures and marketing material for every product launch
Brand V8
29 August 2012 05:52 AN No
* This site is locked by Al Tom at 29 August 2012 05:48:17 I
Figure No.2
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Once the user exits the browser the Site is automatically unlocked. If the user does not come out of the Site by
clicking on the ‘Done’ button (Figure 5) the Site is locked. The Owner or the Author who has locked it can unlock

the Site by clicking on the ‘Unlock’ link (Figure 2).

Click on the ‘Create’ button at bottom of the Site List screen (Figure 2). A Site Configuration screen is displayed
which has the following sections (Figure 3):

e Name - The name of the Site.

e Description — The Site description.

e Login required - Specify if the user who wants to view the Site requires a login. If yes then on accessing
the Url the user will be required to login with a user name and password. If no then the user credentials
are to be entered for anonymous login to the Site. The access privileges for the user need to be checked
before publishing the Site.

e Publish - Select whether to publish the Site.

e Owner — The owner of the Site is displayed here.

e Authors — Authors can be added by clicking on the ‘Add User’ button or the selected Authors can be
deleted by clicking on the ‘Delete’ button.

e Upload Style Sheet — Each Site can have a different look and feel, which can be achieved by applying a
style sheet per Site. By default when a Site is created it inherits the clients look and feel through
AlStyleSheet.css, which can be downloaded by the user. This style sheet can be changed based on the
requirements of the Site and uploaded back. To upload click on the ‘Browse’ button and then click on the
‘Upload’ button.

e Upload Supporting Images — Clicking on the ‘Upload’ button can upload the images referenced by the
style sheet.

e Footer — The user can apply footer for the Site by clicking on the Checkbox and filling in the text.
Alignment for the text can be done.

e Dashboard Channel Configuration for Site - Browsing and then clicking on the ‘Upload’ button can

upload the logo to be displayed on the Site.

To save the new Site click the ‘Save’ button or to cancel click the ‘Cancel’ button (Figure 2).
When the Site is created and saved a screen with the default Home Page for the Site is displayed. The layout for

the default Page can be configured using instructions specified in section on “
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Site Configuration

“Name  |Brand Guidelines

Deseription o, 5 manage Brand V8 i

Login required @) ves @) Mo
If Yes, on acoassing the URL the user will be required to login with a User Name and Password.

It Mo, p prly User Cradentials below for
User Hame:
uRL HTT 103 spacsas i
Parsm=DWASCTKFs1NQ247Y+] KQO+7Q1 sUNTGz]

Publish Check to publish the site.
Owner Al Tom
Authors | o
[[] Login Name
[ cathy

Upload Style Sheet

Download current Style Sheet AIStyleSheet css
Upload new Style Sheet

A Supporting Images

Mo Files attached

Footer [J] Apply faoter for the Site
Text Alignment: @ Left @) Center (@) Right
IBrand Guidelines - Copyrights 2012 L

Dashboard Channel Configuration for Site

Uplcad new logo:

Cancel || Review Site

Browse..

P)USite_UserLogin sspx?
Pp37iHXsqGsDzBLUMHFNmalINwi ZEBRnnMt+nag W ZjGRSfAL=

First Name

Cathy

login to the site. Plesse ensure access privileges for the given User Name before publishing the site

Last Name

Anand

Figure No.3

Editing Sites

On the Site details screen the user can edit the Site details by clicking on the ‘Edit’ button (Figure 5). Click on
the ‘Configure Topbar’ button to configure the top bar for the Site. A popup is displayed where the height for the

topbar can be specified. Documents associated with it can be uploaded as images or as HTML (Figure 4).

Configure Topbar
Specify Height for Topbar: @ Default Height

#  Associated Documents

Hame

No document{s} present.

Upload as Image I Upload a= HTML

i) Change Height to

(pixels)

Select Image:

final logo.jpg

| Save || Cancel |

Figure No.4
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Managing Pages
The Site details screen lists all the Pages created for the Site, the user can add new Pages by clicking on the

‘Create Page’ button or can delete an existing Page by selecting it and clicking on the ‘Delete’ button (Figure 5).

Site Details

Logo for Dashboard channel:

Hame: Brand Guidelines \
Description:  How to manage Brand V5 L ¥4
Published: No L
Login required:  Yes ¢ l

A | Page List

[ |Hame Description Configure Page View Page
B ot et

Edit

[F] | Home This is Home page &
Delete | Page Name I Create Page IDone
Figure No.5

To create new Pages enter the Page name and click on the ‘Create Page’ button (Figure 5). The Page list gets

updated with the new Page. Click on the Page name link to add contents to the page. Click on the Configure Page

button adjoining the Page name to enter the page details as follows (Figure 6):

e Name - The name of the Page

e Description — The Page description can be entered.

e Publish - Select whether to publish the Page.

e Default - Select whether to set this Page as default Page or not.

e Allowed users — The user can select whether all the users can view this Page or only selected users can
view this Page. New users can be added by clicking on the ‘Add User’ button or delete the selected users
by clicking on the ‘X’ button.

e Denied users— The user can select the users who are denied access to this Page. By clicking on the
‘Add User’ button the user can add more users who are denied access.

e Allowed groups — The user can select the groups who have access to this Page. New groups can be
added by clicking on the ‘Add Group’ button or delete the selected groups by clicking on the ‘X' button.

e Denied groups— The user can select the groups who are denied access to this page. By clicking on the
‘Add Group’ button the user can add more groups who are denied access.

To save the new Page, click on the ‘Save’ button or to cancel, click on the ‘Cancel’ button.
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Page Details
“Name

Description

Publish
Default

Allowed users

Denied users

Allowed groups

Denied groups

Brand Guidelines

Check to publish the page.
[F]] Sheck ta set this page as default page.
Allow all users.

&K

[ Login Name
Users are not selected.

A

[[] Login Name
Users are not selected.

3

[F] Group Name
Groups are not selectad

A

[F] Group Hame

First Name

First Name

Last Name

Last Name

Groups are not selected.
Figure No.6

Configuring Page Layout

Clicking on the Page name link on the Site details screen, a configure Page layout screen is displayed. On this

screen the user can specify the Page Hierarchy on the left pane of the Page. The following operations can be

performed on this screen (Figure 7):

Brand Guidelines > Brand Guldeines

Brand

] insw page e in sublane

Guidelines EMM.M. =

Figure No.7

e Page Hierarchy — Click on the button to add the Page hierarchy element. A Page Hierarchy

configuration pop-up is displayed (Figure 8). Add the Title, URL, URL for external link, the target and the

tooltip.
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Page Hierarchy Configuration

=|Brand Guidelines

# Brand Guidelines

itle or external lin arge ooltip

D Titl URL URL f xch I link T t Toolti

al} Heme Home - Same window « | Home

| Brand Guidelines Brand Guidelines Same window w  Brand Guidelines

[ Digital Assets Digital Assets - Same window w | Digital Assets

| Delete || Add || save || close |

Figure No.8
e Add Content — By clicking on this a ‘Add Contents’ popup is displayed. The user can add contents to

the Page by selecting the type of content (page elements) from the Content Control list box. The types of
contents in the Content Control list box are:
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Rich Text Box - Allows entering of formatted text. The user can set the

fonts, size and other formatting options ( )-
Image - Allows uploading images ( ).

Tab Strip - Allows configuring tabs within the Pages (

).
Document Template - Allows adding documents such as HTML, PDF etc.
( )-
—-Select Control-—  »
- Zalact Control— Online Discussion — Allows the user to setup a discussion topic on the
Rich Text Box Page ( ).
Image
Tab Strip Dashboard Channels — Allows the user to select and add a pre-configured
Document Template
Online Discussion Dashboard Channel ( ).
Dashboard Channels — - - .
Digital Asset Query Digital Asset Query — Allows adding of a digital asset query, which
Digital Asset Finder . -
Linked Assets displays assets on the Page fulfilling the query (

).
Digital Asset Finder — Allows user to add a pre-configured “Digital Asset
Finder (DAF)” into the page. The DAF will allow end user to search and
download assets by forming a query ( )-
Linked assets — User can collect assets in the cart in “Digital Library”

solution. These assets can be added to the Page from the cart (

).

. - Configure Page — By clicking on this icon the user can edit the Page details as described in
(Figure 6).

. - View Page — By clicking on this icon the user can view the Page only if the Page is published.

Adding Contents to the Page (Page Element)
Site Builder provides several controls (Page Elements), which can be embedded on the Page. The user can add

these controls by clicking on the ‘Add Content’ button on the Page. A drop down list box is displayed, select the
controls to be added. Enter the title for the content and click on the ‘Add’ button (Figure 9). Each newly added

control forms a section on the Page. These sections can be ordered by drag and drop feature. Each section has a

configure and a delete LT_' button to configure the controls and delete it respectively. Following is the brief

description for configuring each of these controls.
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Add Contents x|
Content Control:  Rich Text Box -
Title: [Mezsage|
| Add || Cancel |
Figure No.9

Text can be entered for the Page. It has several facilities for formatting the text like bold, italics, changing the font
etc. Besides that there are lot of other advanced features like bulleting and numbering text, paragraph indentation

etc.

To configure a Rich Text Box add the control to the Page and click on the button. This will display a window

where the user can enter the text. Once done, click on the ‘Save’ button (Figure 10).

|F.

@ Site Builder: Rich Text Configuration - Windows Internet Explorer provided by S... o = e S|

Message Configuration

: [Z] Source |_'| j,§| P |Mh: &
(Blr U s|x ciis[iE]|E==lE=s== T -

0= &5

ESt_I,IIe * | Format * | Font |Comic Sans M5 | = | Size langer *
Jesdid

The objective that a good brand will achieve include: oL

+ Delivers the message clearly

» Confirms you credibility

+ connects you target prospects emotionally
* Motivates the buyer

» Concretes User Loyalty

m

| Save || Cancel |

Figure No.10

This allows the user to add an image to the Page. To configure the image add the control to the Page and click on

the configure button. This will display a window where the user can upload the image by browsing the file

system and selecting the image. Alignment for the image can be done and a border can be applied. By clicking on
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‘Add Link’ link the user can associate a web link to the image which can be a link to an external website or a page

on the site. Once done, click on the ‘Save’ button (Figure 11).

& Site Builder: File Upload - Windows Internet Explorer provided by SAS IT

—

V& Configuration

* Upload Image: N8-group.jpg
Alignment: E
Apply Border: I% El El
Add Link: http El El El
| Save | | Cancel El I;l El
————————

Figure No.11

By default there is one tab strip for the Site, which can be shared across the Pages. Any configuration changes

done to the default tab strip reflects on each and every Page where it is used. If user wants a tab strip per Page

can be created which is specifically for the Page and cannot be shared across Pages. To configure a Tab strip add

the control to the Page and click on the configure button. This will show up a tab strip configuration window

where the user can specify number of tabs for the tab strip. To add a tab on the tab strip click on the ‘Add’ button,

which will allow the user to specify details for each tab, which are as follows:

e Title - Provide title for the tab.

e Selected — Select whether true if the tab needs to be shown as highlighted/current selected tab.

e Url Type — On each tab user can set a Url when clicked will invoke a Page within the Site or an external

Site.

e Target — The user can specify if the tab Url to be invoked in the same Page or a new Page.

e Enabled — Allows the user to enable or disable a tab on the tab strip.

e URL - The link for the tab, which can either have an external link or a link to a page on the Site. To

select a Page within a Site click on ‘Select Pages’.

e Tool Tip — Allows the user to provide a tool tip for the tab.

The user can delete the selected tabs by clicking on the ‘Delete’ button. To save the tab configuration click on the

‘Save’ button (Figure 12).

User Guide

Tab Configuration
|:| Title Selected URL Type Target Enabled URL Tool tip
[l Business Mode True - Site pagelink + | Same window True = z Select Pages
[l Marketing to Consumer False - Site pagelink »  Same window True £ Select Pages Marketing to Consumer
(Mcte: For URL Type External link please specify a valid URL. e.g. http:/WebsiteURL)
| Delete || Add || save || cancel |
Figure No.12
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This allows the user to upload documents and embed them on the Page. After adding the control to the Page click
on the configure 7 button which displays a window to upload the documents which gives the user two options
(Figure 13):
e Uploading existing Document - The existing uploaded documents can be used. Here the user can
upload a HTML, image or any other document.
e Upload New Document — The user can browse and upload a main document and/or a support
document. If the document is HTML the user can also upload images, which are referenced by the

document.

V8 doc Configuration
# | Associated Documents

Name

Mo document{s) present.

# | Upload Documents
Upload Existing Document i@ Upload new document
i@ Main Document Support Document

#: | Uploaded Documents
Hame

[] | V& Products.jpg =

Mote: (=} Indicates Main Document

| Save || Cancel |

Figure No.13

To save the Document Template Configuration click on the ‘Save’ button (Figure 13).

The user can add a discussion topic on the Page. When the end-user visits the Site and traverses to the Page the

user can post comments against the Topic. To configure an online discussion Topic add the control to the Page

and click on the configure button, it opens up a window where the following details of the Topic can be
entered:

e Title — The title for the discussion.

e Description — The description of the Topic for discussion.

e Start On - The start date of the Topic.

e Valid Upto — The Topic validity date.

e Status — The user can select whether the Topic is active or inactive.

e # Comments per page - Here the user can enter the number of comments to be shown on the Page.
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e Reply Button Text — Here the user can enter the label of the button, which the user will click to post

comments.

To save the discussion, click on the ‘Save’ button (Figure 14).

Feedback Configuration

* Title: |5ite Feedback

Description:
* Start Om: |29 August 2012 BEEE
* Valid Upto: |3 September 2012 BERE

Status:  Active -
# Comments per Page: § -

Reply Button Text: |Post Reply

Save Cancel

Figure No.14

The user can add Dashboard Channels on the Page. After adding the Channel control on the Page click on the

configure button a Channel selection screen is shown. On this screen all the configured Channels in the system

are displayed. The user can select any of the configured Channels to be displayed on the Page and click on the

‘Save’ button (Figure 15).
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Select Channels

- Dashboard Channels
- SA5 MOM Dashboard
-1 System Channels

= c;k My Approval Jobs

- % My Briefs az Reader
- & My Projects

- % Marketing Calendar
- c;k Projects Calendar

':Ek Breakup of Planned and Spent amounts
C;k Analy=is of Estimates and Actuals

% My Read-only Approval Jobs

= c;k Executive Dashboard

- % Overzpent Activities

- C;k Marketing Budgets

= (g
% My Projects as Reader

+ System Calendars
+ 5A5 MOM Calendar Dashboard
+ System Channels

| Save || Close |

The user can add a Digital Asset Query, which displays assets on the Page fulfilling the query. Add the control on

the Page and click on the configure button, Digital Query Definition is displayed with section for query
definition by selecting filters, specify information to be displayed for the assets by selecting attributes/fields, layout
of the assets either grid or list view on the Page and what action to be performed for each assets. Once done, click

on ‘Save’ button (Figure 16).
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DAQ Configuration

Criteria Builder

Drag the field from Target Entity, Related Entities, Related Facets onto the area below

- Digital Asset « |=IRelated Entities « |-IRelated Facets
= Digital AssetiD T + Digital Asset Version |: + DIGITALASSET_TAGTAXONOMY
= Name * DIGITALASSET_CURRENTORIGINALRENDITION ; # DIGITALASSET_XMPINFO
= Description = + DIGITALASSET_CURRENTPREVIEWRENDTION + TREATMENTEMAILCONTENT_DIGTALASSET
= Locked * Digital Asset Current Version
= Frozen + Digital Asset Current Thumbnail Rendition
= Next Version T + DIGITALASSET_EXPIREDBY
= Asset Created On + Digital Asset Frozen By
= Modified On + DigitalAsset_LinkAsset
=/ Locked on + Digital Asset Locked By
= Frnzen Nn h + DIGITAl ASSFT REVRFEDRY -

Define the Query | Define the Fields to Display |

ER Delete [ Clear All
Field Name
+ | [0 | Digital Asset Name
# [T | Digital Asset Description

# [T | Digital Asset Asset Created On

Drop the field here to configure field.

[l Terget Entity Related Entities M Related Facets
4| 3. Define a View for Display

@ List view © Grid View

Rows: |5 Columns: 2

£/ 4. ltem Operations

[#] Asset Information [#] Downioad Original [#] View Praview
View Result Cancel
Figure No.15

The user can add a pre-configured ‘Digital Asset Finder (DAF)’ component on a Site Page. DAF allows end user to

form a search query to search for Digital Assets, which can then be downloaded by the end users from the Site

Page. Add the control on the Page and click on the configure button a DAF selection screen is shown where
the user can either select a DAF from a selection of pre-configured DAF or create a new DAF by clicking on

‘Configure DAF’ button. Once done, click on ‘Save’ button (Figure 17).

DAF Configuration

Name: —Select DAF—

Configure | | Save | | Cancel |

Figure No.16

The user can add assets from Digital Library on the Site Page, to add the users have collect assets from Digital

Library into the cart. Add the control on the Page and click on the configure button an assets selection screen
appears. The user can paste assets from the cart into this screen by clicking on the ‘Paste from cart’ button. This

displays all the assets from the cart and allows user to select the one to show on the Page. Once done, click on the
‘Save’ button (Figure 18).
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w3 tems in Cart

Paste from Cart

Assets Configuration
Select Al
proposal_small.. [

Wildlife wmv | ¥ niceday. asf ™

m

< |

Select Al

Save Cancel

Figure No.17

The user can configure the left pane of the Page by adding a task pane to the left of the Site Page. The Task Pane
can be configured to show list of commands/links, which when clicked can traverse to a Page within the Site. To
add a left pane click on the ‘Add Leftbar Contents’ button which displays a window where the user can add a

task pane or a Page hierarchy. The task pane appears on the Page, the user can configure, select an existing task

pane or delete the newly added task pane. To select an existing task pane click on @I button which displays the
task pane selection screen, it display all task panes configured in the current Site. The user can select the task
pane and click on the ‘Ok’ button. To configure a new task pane click on the configure 1< button. This displays a
task pane configuration screen where user can specify number of links to be shown on the task pane and provide
details for each link. To save click on the ‘Save’ button or ‘Reset’ to reset to original setting (Figure 18). Links

can be added by clicking on the ‘Add Link’ button.

Task Pane Configuration
Vertical Alignment: | top -
Header Present: [
Task Pane Title:  [Ostomy Business Mode
Heading Alignment: | [eft hs
Expand/Collapse image alignment: left - I
Minimize Maximize Required: I
Default display Mode: | Maximized = l
Title Type url Target Selected
I [1.0 welcome [Text = [Home =] [open in Hew window =] &
r E 2007 Global Strategy ITEXt = IWE|EDWE to Ostomy Business model =« IOpen in Same Window | [ad
X || save | Reset | Add Link

Figure No.18

Reviewing a Site

During site creation if the users want to get the Site reviewed by different individuals, a discussion forum can be
set up and the users can be invited to provide feedback and comments. To accomplish this click on ‘Edit’ link for
the Site on the Site list. This displays Site details screen with list of Site Pages. Click on the ‘Edit’ button on the
Site detail section of the screen to edit the Site details. On Site edit screen click on ‘Review Site’ button to setup

a discussion topic for the site. Here the Current Review and the Old reviews are displayed. The user can create a
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review by clicking on the ‘Create Review’ button. A Site Review screen is displayed which allows the user to enter

details such as:

e Title — The title for the Topic.

e Description — Additional information about the Topic can be given.

e Start Date — The day on which the Topic is initiated.

e Valid Until —The date until which the Topic is valid.

e Attachments —Where relevant documents can be uploaded.

e Invitees — The user can choose invitees for a Topic by adding a group or a user.

Click on the ‘Save’ button to save the review and send an email natification to all invitees (Figure 19).

Site Review

Current Review

Old Reviews

Create Site Review

* Title:

Description:

* Start Date:

*Walid Until:

Attachments:

Invitees :

Review the Brand Guidelines Site

29 August 2012

29 September 2012

Mo Files attached.

Invitees
Invitee Hame

Allen Sol

Ben Ten

]
[l
[  Amelia Stone
O
O

bob Sharma

Invitee Type
User
User
User

User

| Delete H Add Group || Add User

Figure No.19

The user can provide their comments on the Site either by clicking on the link in the email (Figure 22) or by

launching Site Builder solution, and selecting ‘Review Sites’ on the left pane of the solution to bring up list of

Sites to be reviewed.

Site Builder Reports
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Site Builder reports displays a list of configured reports. To launch the reports click on ‘Reports’ on the dashboard
screen under MOM. The strategic planner are displayed by default. Click on the ‘Site Builder’ link on the left pane
to view all the reports related to site builder.
To see the list of Site Builder reports select ‘Site Builder’ from the report category. The following Site builder
reports are displayed:

1. Site Asset Download

2. Site Access Summary

Once the reports are generated user can export the reports in Word, PDF or Excel.
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Knowledge Manager

Overview

L.

SAS MOM’s Marketing Knowledge Manager allows the user to create discussion forums and topics. The user can
browse and navigate through these forums, topics and post their comments. Along with their post they can upload
relevant documents. Besides navigation, it also provides a very powerful search mechanism to search for forum,
topic and post based on a keyword. It serves as a growing knowledge base and provides an efficient mechanism to
resolve questions. It is a knowledge repository, which comprises of a range of practices used by organizations to

identify, create, represent and distribute knowledge for reuse, awareness and learning across the organization.

Glossary of terms used
Forum - A Forum is where people can exchange opinions and ideas related to a particular topic. A Forum is the
container for topics of discussion. Permitted Users/Groups can be specified for a Forum. If no permitted user/group
is present then all system users will have access to this forum. A Forum moderator also needs to be specified for a
Forum.
Topic - Each topic indicates a distinct topic for discussion. Permitted Users/Groups can be specified for topic. This
has to be subset of permitted Users/Groups specified for forum.
Post/Replies - There are invitees for each Topic in a Forum who may place their Posts or Replies against a topic.
Each Topic can have multiple posts. Posts can contain rich text (e.g. HTML) or plain text. Attachments can also be

specified with each post.

User Roles
0 Forum Administrator: The Forum Administrator has the ability to create a forum as well as
edit, delete or modify any forum. The Administrator can also open or close the forum and select
the moderator.
0 Forum Moderator: The Forum moderator will moderate the topics under the forum. The
Moderator may edit, delete or modify any topic in the forum. The Moderator also has the

privilege to open or close a topic.
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o0 Topic Owner: The owner of a particular topic can edit topic details and invite users to
participate in the discussion. The owner has the privilege to delete the posts, open and close as
well as reopen the topic.

o Permitted Group Users: These can browse and navigate forums and topics. They can also
view topic details, read posts for a topic as well as download documents attached to a post.
They can post their comments on a topic and edit and delete their own posts.

o0 Invitees Group/Users: These can browse and navigate forums and topics. They can also view
topic details, read posts for a topic as well as download documents attached to a post. They can

post their comments on a topic and edit and delete their own posts.

Getting Started

After signing in, click on the ‘Knowledge Manager’ link provided on the Dashboard screen on the left menu to

launch the solution (Figure 1).

4 Knowledge Manager Knowledge Manager
S 5| [ Eorums Updated On
[E] | Mews from Marketing (2 Topics) Thursday, 30 August 2012 02:53 AW
% Search
[[] Marketing in 2012 (0 Topics) Thursday, 30 August 2012 02:52 AM
Advanced Search
[F] | Digital Content Forum (0 Topics) Thursday, 30 August 2012 02:52 AW
Delete || New Forum
Figure No.1

Left Navigation Bar - It has links related to the Marketing Knowledge Manager. The links are:
Forum - The list of forums accessible to the user are displayed here.
Search - A search application is launched where user can search for a keyword in forum, topics
and posts.

Content Frame - It displays a list of forums created by the administrator.

Discussion Forum

The lists of forums, which have been configured in the Marketing Knowledge Manager, are displayed (Figure 2).
An Administrator can view all the forums. The Moderators can view only those forums to which they have access
rights.

Forum Creation
After launching the Knowledge Manager, lists of forums are displayed. The list gives details such as (Figure 2):
e Forum name - The Forum title is displayed.
e Number of Topics — The number of topics under the forum.
e Description — Description of the forum.
e Updated On — the day, date and time when the forum was last updated is displayed.

To create a new forum click on the ‘New Forum’ button.
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Knowledge Manager

orums pdated On
Fi Updated O
[ | Mews from Marketing (2 Topics) Thursday, 30 August 2012 02:53 AM

[ | Marketingin 2012 (¢ Topics) Thursday, 30 August 2012 02:52 AM

[ | Digital Content Forum (0 Topics)
Figure No.2

Thursday, 30 August 2012 02:52 AM

A forum details screen (Figure 3) is displayed, which allows the user to enter details such as:

e Title — The Forum title.
e Description — The description for the forum.
e Moderator — Enter the first letter and a drop down list is displayed. Select the moderator for the Forum.

e Permitted Groups — Selected groups who can view the forum can be added by clicking on the ‘Add
Group’ button.

To list the New Forum in the forum list, click on the ‘Save’ button.

Knowledge Manager

Forum Details

Title:  |Product Development and Launch
Description:

Moderator:  |Aaron Dias (Aarcn)

Permitted Groups: Permitted Groups

Name

Marketing

2

[El

[ | Administrators
[El

[

Marketing Services

Figure No.3

Creating a Topic

On the Forum details screen each Forum on the list has a link to a page, which displays the forum details and list
of topics under it (Figure 4).

User Guide
Page 223
Version: 6.0 R14




Knowledge Manager
News from Marketing
Forum Details

Title: News from Marketing
Description:
Moderator: System Administrator (Admin)
Status: Open

Edit
# Topics
D Title Status Last Updated On Last Comment Posted On

[F] | Mew Brand Guidelines for 2008 is now avaiable (3 Comments) Active Thursday, 30 August 2012 02:56 Al Thursday, 30 August 2012 02:56 AM

Best video Contest (1 Comments) Active Thursday, 30 August 2012 02:54 AM Thursday, 30 August 2012 02:5

[ | We are starting & contest on identifying the best video on Assetink products
Please visit www sas com/guidedtour htm to view the videos, and cast your
votes

Delete New Topic

Figure No.4

This screen has the following sections:
e Forum Details - This displays forum details such as the title, description, moderator and the status (open or
closed). The user can edit these details by clicking on the ‘Edit’ button.
e Topics — This displays the list of topics under the Forum with the following details:
o0 Name - Title of the topic.
o0 Description — Description of the topic.
o0 Number of Posts — The number of posts under the topic is displayed.
o Updated On — The day, date and time when the topic was last updated is displayed.
e Delete — Deletes the selected topics.
e New Topic - Displays a New Topic screen, which allows the user to enter details such as:
o Title — The title for the topic.
Description — Additional information about the topic can be given.
Start Date — The day on which the topic is initiated.
Valid Until — The date until which the topic is valid.

Remind me on Topic Closure — Select Yes or No.

O O O O O

Remind me before(Days) — The number of days before the topic ends the initiator should be

notified.

0 Closure Details — Select whether the topic should close on the due date, whether the initiator
should be notified on closure and should be reopened and whether the initiator should be notified
when any invitee posts a comment.

0 Attachments — Relevant documents can be uploaded.

o Invitees — The user can choose invitees for a topic by adding a group or a user.

To list the new topic in the Topic list of the relevant Forum, click on the ‘Save’ button (Figure 5).
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Knowledge Manager

Hew Topic

Remind me on Topic Closure:

*Title:  Exploring the Power of Brand

Description:

* start Date:  [3) August 2012 BB
“Valid Until: 30 September 2012 BEEE

@ ves @ No

Remind me before(Days): 1 v

Closure Details: Close on Due Date

Notify on Closure and Reopen
Post Details: Notify on Post

Attachments:  No Files attached.

Invitees : | o | |nvitees

[C] Invitee Hame

[ | Marketing

[ | Marketing Services.

| Delete || Add Group || Add User

Invitee Type
Group

Group

Figure No.5

Posting Comments

All the invited users get an e-mail notification with a link to the topic. The user can click on the link and navigate to

that topic. When the user clicks on the topic name it displays the Topic Details (Figure 6) screen. It has two

parts.

e Topic Details - Details such as title, description, start date, valid until, attachments if any are displayed

and the status (open or closed) of the topic is displayed. The topic owner can edit these details by clicking
on the ‘Edit’ button.

e Posts - The replied posts for the topic are displayed. The post list shows the responder’s name, the date

and the time of post and the post details. Besides that, the list of attachments if any is displayed along

with the post.

Knowledge Manager
News from Marketing > Best video Contest

Topic Details

A Posts

Title:
Description:
Start Date:
Valid unti:
Attachments:

Status:

Best video Contest

Ve are starting a contest on identifying the best video on Assetink products. Please visit www.sas.com/guidedtour.tm to view the videos, and cast your votes
0 August 2012

30 September 2012

No Files attached

Active

This is really good. Here are the reasons why I like it:

Tto10f1

® Makes all of our branding information available in a centralized location

D D e

® Makes the latest versions of the logos and other information available easily
#1 Thursday, 30 August 2012 02:54 AM
1to10f1

Past Reply

Figure No.6
Edit — The post owner can edit the post. El Delete — Delete the post.
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To post comments click on the ‘Post Reply’ button (Figure 6) on the Topic Detail screen. This launches a post
reply screen, which has two sections: (Figure 7)
e Post Message - This section displays a text box, where the user can type comments. The text box has
rich text editing facilities.
e Attachments - The user can upload a list of documents.
Once the user has entered the comments and has uploaded the attachment, the user clicks on the ‘Post Reply’

button. The user is taken back to the Post List screen where the newly added post is displayed.

Post Message
¢ Font ~ | Size e

This is the one of the bestVideos | have seen for a TV Ad. | think the cameraman was very professional and
knowledgeable.

B 7 U #|x < :ilg- dg-:

[
T
b
"
1

ey

Post Reply

Figure No.7

Closing and Reopening a Forum
On the Forum details screen (Figure 4) click on the ‘Edit’ button. Figure 8 is displayed. By clicking on the ‘Mark
as Close’ button the forum can be marked as closed. The reason for closure needs to be given and then click on

the ‘Close’ button.
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Knowledge Manager
News from Marketing

Forum Details

*Title:  |News from Marketing

Description: L
*Maderator:  |System Administrator (Admin) 7
Status:  Open

Permitted Groups: Permitted Groups

Name

Financial Control

Marketing Services

]
O
[E] Marketing
B
O

Third Party Vendors

A Topics
D Title Status Last Updated On Last Comment Posted On
Best video Contest (2 Comments) Active Thursday, 30 August 2012 04:55 AM Thursday, 30 August 2012 04:53 Al

(] ‘We are starting a contest on identifying the best video on Assetlink products.

votes.
[E] | Exploring the Power of Brand (0 Comments) Active Thursday, 30 August 2012 04:51 AM
[E] | New Brand Guidelines for 2009 is now avaiable (3 Comments) Active Thursday, 30 August 2012 02:56 AN Thursday, 30 August 2012 02:56 All

Figure No.8

For reopening forums click on the ‘Edit’ button on the Forum details screen (Figure 4) and click on the ‘Reopen’
button.

Search for Forum, Topic or Post

After launching the Knowledge Manager click on the ‘Advanced Search’ hyperlink on the left navigation bar. It
displays a screen where a user can search for a particular topic or a post by entering the dates on which they were

created and by providing a keyword in the ‘Contains’ edit box (Figure 9).
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Knowledge Manager

Search in : Topic Post

# | Search Details

From: To:
Started / Posted between: |31 July 2012 | |30 August 2012 EEEE
Contains: | |
- Search Results
= Forum : News from Marketing (matching 3/3 topics)
updated on . Thursday, 30 August 2012 04:51 AM

=| Topic : Bestvideo Contest (2 posts)

We are starting a contest on identifying the best video on V8-group products. Please visit www.sas....
updated on . Thursday, 30 August 2012 04:58 AM

=| Topic : Exploring the Power of Brand (0 posts)

updated on : Thursday, 30 August 2012 04:51 AM

= Topic : NHew Brand Guidelines for 2009 is now available (3 postz)

updated on :  Thursday, 30 August 2012 02:56 AM

Figure No.9
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Artwork Producer

Overview

Campaign

Element
| ,_..;. ,__;. Pages —» Groups
Set Set .
Set 1 )
Element 1 Collection 1 Text
Set Set Elements
e
Element2 €T S®t2 € (cgjiection 2
Graphic
Set Set 3 Set Elements
Element 3 Collection 3

Artwork Producer automates generation of artwork mechanicals for product packaging as well as marketing
collateral by using database driven design templates.

It is a tool specially designed to empower marketing organizations to simplify the production, distribution and
customization of artwork. This ensures enterprise wide consistency of corporate and brand identity use.

The Artwork Producer empowers brand and marketing managers to configure artwork templates that reflect the
use of brand elements and designate areas where local teams can place customized graphics and text.

Marketing Service teams and external design agencies will define business rules, build design templates and upload
it in Artwork Producer to automate the production of artwork.

Branch offices, other corporate users and print production houses will use Artwork Producer to produce customized

artwork without needing any design tools.

Glossary of terms

e Artwork - Artwork includes text, graphic and illustrations arranged individually or in any combination for
subsequent printing or for use in or on products or for layout in an advertisement.

e Templates - Templates are pre-existing forms that include standard text and spaces to fill-in-the-blanks
with standard information. Various users may then use the templates in the system and customize them
according their needs. The designers convert the existing artwork into templates by adding tags and
linking images using software such as lllustrator, InDesign etc.

e Campaign - A campaign is a connected series of activities designed to bring about a particular result. For

example: A campaign could be a coordinated program of advertising and promotion. It could involve the
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creation and coordination of a series of advertisements (both broadcast and print) around a particular
theme to promote a product. All artwork related to a campaign should be clubbed together in the system.
For example: In a financial services organization, there could be campaigns such as financial planning or
retirement planning.

e Designs - Designs are a further classification of artwork related to a campaign. For example: An artwork
for an advertising campaign related to promoting financial planning could have different designs for
newspaper and magazine ads. Therefore an artwork for a campaign can have multiple designs.

e Formats - Formats are a further classification of artwork related to a design. Therefore an artwork
design can have multiple formats distinguished based on certain attributes such as size or color etc.

e Elements - Elements are the essential parts of an artwork format that uniquely identify it. It could
include the text and/or graphics contained in the artwork. An artwork format could have several elements.

e Element Groups - Element Groups are the clubbing of elements in an artwork into a common group. An
artwork format could have several elements classified into several element groups.

e Sets - Sets consist of specific combinations of elements in an element group. Sets form a part of the set
collections of an element group.

e Set Elements — Set elements can be either text or graphic entity.

e Set Collection - Set Collection is a grouping of sets. An element group could have several set collections.

o Artwork Page - The artwork that is ready for print production can be organized into pages. A page may

contain associated text, graphics files etc. A page can therefore contain several element groups.

Roles in Artwork Producer

The following are the roles involved in Artwork Producer:
e Administrators/Back Office personnel - Administrators are the users who will store standard
templates in the system in the specified hierarchy for use by the Branch offices.
o Artwork Creators - Artwork creators are the branch offices, other corporate users and print production
houses that will use artwork producer to produce customized artwork without needing any design tools.

They will generate the artwork from the standard templates available in the system.

Prerequisites
A vault is required to store the artwork producer content i.e. template and generated artwork. By default the name
of the artwork producer vault is set to ‘ArtworkProducer’, which along with other artwork producer related
configuration could be changed using the setting application.
The administrator should create the vault required by artwork producer using the digital library application. The
vault has to be a non-system vault and the name should be the same as specified in the artwork producer settings.

‘Everyone’ should have complete access to this vault.

Getting Started

After signing in, click on the ‘Artwork Producer’ link provided on the dashboard screen on the left pane (MOM).

The application is launched (Figure 1).
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2 ATTWOTK ProGUCAT Wiew My Artwork
Viww My Artwork
Stalus: A -

Forman Definion

Bouk Type Definition > Lant Upselalmf O

S|
E|

Search

Uy Artwork
Thumbasi - Titie Dnseription Status Crpated By Last Uipdated On

L4114

Dehite || Copy || Create Hew Artwork

Figure No.1

Left Pane: The left pane is divided into sections providing users with functionality related to artwork producer.
The sections are:
Artwork Producer — Has the following links:
e Artwork Generation — The user can create new artwork.
e Format Definition — The user can create new campaigns.
e Book Type Definition — The user can create new book types.
Content Frame: By default it displays the screen for view my artwork where the user can view and search for my

artwork. The user can also create new artworks.

Artwork Generation
A view my artwork screen (Figure 1) is displayed with a search facility. The user can search for a specific Artwork
by selecting the search criteria such as the status and last updated on (From and to dates) and then clicking on
the ‘Search’ button (Figure 1). The result will be displayed in the my artwork section.
Each row in the my artwork list shows details such as the thumbnail, title, description, status, created on and last
updated on (date). On a mouse-over on the thumbnail the Artwork can be viewed in the PDF format. Click on the
Artwork title to view the artwork.
Selected Artwork can be deleted by clicking on the ‘Delete’ button, a copy can be made of a selected artwork and
a new artwork can be created by clicking on the ‘Create New Artwork’ button.
By clicking on the ‘Create New Artwork’ button on the view my artwork screen, a format/template search
criteria screen is displayed where the user can search for artworks/formats by entering the filter criteria’s such as
title contains, selecting the template type category and last updated on (date). Click on the ‘Search’ button to

search for the artwork (Figure 2).

Select a Format/Template
Search
Title Contains:
From: To
Last Updated On:
’ i G
Search
FormatTemplate List
Thumbnail Title Description Customize
_— Healthinsurance Brochure Health Insurance Page1. 8.5 inches by 11 inches Customize
—
— HTML Newsletter format HTML Newsletter format Customize
Datasheets Customize
T
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Figure No.2

All the formats/templates satisfying the search criteria are displayed. The formats with the status as released are

displayed here. The thumbnail, title and description is displayed. Click on the ‘Customize’ button next to the

format to be customized (Figure 2).

Creating a New Artwork using an Illustrator Format
On clicking on the ‘Cutomize’ button (Figure 2), a create artwork screen is displayed (Figure 3).

Create Artwork

# Format Details
Format Title: Healthinsurance Brochure

Description: Health Insurance Page1. 8.5 inches by 11 inches.
Last Modified On: 29 August 2012

Format Height:  11.00

EEWT
Created On: 2§ August 2012

Em— Format Width: 850
Unit:  INCHES

A Artwork Details
“Hame: |Healthcare for Insurance

Description:

Next || Cancel

Figure No.3

On the create artwork screen (Figure 3) provide the name and description of the new artwork and click on the

‘Next' button. A screen with two tabs is displayed:

The format is displayed with the tagged elements highlighted (Figure 4).
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Summary

care for Insurance

Point And Click SS90

Show tags m OFF Zoom: = i + 100% &M

{Tha chancas of surviving a critical iifess ; 3
:an good. That's why It's so important to
thave a plan Inplace.

Mo ane expects itto happen to them, but facing a aitical Insuranc criical finess insurance not only prosides
illness can be one of the mast diffcult challenges n ffe you with alump sum benefi, it goes one step Further and
There is 5o mueh to consider, from finding proper care to

provides you with valuable assitance services. This unigue-in-
mesting yourfamily’s day-to-day needs, Insurance’ thei

eriical iiness insurance palicy is designed ts helpyou when

aspect of your recowvery.
you and your Family nesd it most,

Like mst artical iliness insurance plans, our policy provides
alump sum benefitto use in any manner you chooss For

instance, you can use the money to:

insight from the
on your canlition.

> Dally living sssistance: Assistancs with finding resources
> Make payments on your morigage, business 0ans ar other

for day-to-day activites that become challenging during
dsbs aniliness. Examples inchucs child car, transpertation andl
i Toutine activiies such a awn care or shopping.
» Make altations to your home or vehide, or other changes
that accommedate your special needs > Healing the whole person: Support for recovery through
the healing journey, a program to assist with the stress
G O IR S associated with a critical finass. Books, videos and accessto

> Supplemant disability insurance coverage

=dto
teach spacific skills to gain more control avar feslings of fear

> Pay for specializ=d medical trestment, private nursing and anxiety that often impede recovery.

o child care

-
5 Payfar out-af-country of non-govermmant
coverad traatmants

J ‘—A

]
| Generate Proof H Generate Artwork |

Figure No.4

By clicking on the ‘Edit’ button the name and description of the artwork can be viewed and edited. The tags can
be hidden, the artwork can be zoomed or panned and it can be viewed in a full screen.

For editing the text element click on the tagged text element. A edit text element popup is shown where the user
can enter the desired text element and save it.

For editing the graphic element click on the tagged graphic element. A edit graphic element popup (Figure 5) is
shown where the user can select from the options given or browse and upload a graphic element depending on
the options given to the user. The image can be cropped, flipped and rotated. Save the changed graphic element.

Note: The format of the replaceable graphic element could be any of the following types: eps, ai, bmp, gif, pct,
pcx, pict, psd, png, tiff, jpg, jpeg.
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Edit Graphic Element [x]

P
Title: Background Image ey x| LS s | 2 | Zoom: = | + 175
Instructions: Select an alternate image

#: Select Options

m

4| 1 3

Save || Cancel N

Figure No.5

4

Once all the desired changes are done the user can generate a proof, generate the artwork or share the artwork

with specified groups/users.

On each page the user has to provide either text (Figure 6) or a graphical element as an input.
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Summary

Healthcare for Insurance

Point And Click Step By Step
Step 1:

HealthInsurance Page1 Page

# Healthinsurance Page1 Group

Headine: @ Health Insurance

() Individual Health Insurance
L Groupl Health Insurance

SubHeadline: fnsurance critical ilness insurance

@ RBC Insurance critical illness insurance
() RBC Individual insurance

Description: (e hances of surviving a critical illness
are good. That'’s why it's so important to

have a plan in place.

@ The chances of surviving a critical ilness
are good. That'’s why it's so important to
have a plan in place.

(D) The chances of surviving a critical ilness
are good. That'’s why it's so important to
have an individual plan in place.

Background Image: A Select Options

Select an altemate image

BNT BNE

| Save As Draft || Generate Proof || Generate Artwork || Share |

(Enter an alternate Headline)

. | (Enter & sub heading)

(Enter & Description)

Figure No.6

Once all the information is provided on all the pages, on the last page (Figure 6) the user can generate the proof,

Generate the artwork and share the artwork with specific users.

After generating the proof the user can view the artwork (The artwork will be displayed with a proof watermark on

the PDF document to indicate that the document is a proof and not a final copy for printing), edit the artwork,

email the proof, share the artwork or finalize the artwork (Figure 7).
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View Proof Options

Artwork Details

=r'FI!
ok Artwork Title: Healthcare for Insurance
[ = s Description:
Options

Please dizable the popup blocker to view your artwork.

> View Proof
Click to view your proof pdf

> Edit Artwork
Click to make changes to your artwork

> Email Proof
Click to email your Proof

> Share Artwork
Click to share your artwork

> Finalize Artwork
Click to generate final artwork

Figure No.7

After generating the artwork the user can view the artwork, edit the artwork, email it, download the zip file of the

artwork, share the artwork or catalog the artwork in DAM (Figure 8).
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View Artwork Options

Artwork Details

EZTT
Artwork Title: Healthcare for Insurance
[ S— Description:
Options

Please dizsable the popup blocker to wview your artwork.

> View Artwork
Click to view your artwork

> Edit Artwork
Click to make changes to your artwork

> Email Artwork
Click to email your artwork

> Download Zip
Click to download zip file of your artwork

> Share Artwork
Click to share your artwork

> (Catalog to DAM
Click to catalog Artwork to DAM

Figure No.8

Note: In Point and Click or Step by Step if any of the Text Elements are skipped by the user while customizing,

the default values for those Text Elements will show up in the final Artwork.

Artwork Producer allows Auto generation of Artwork. lllustrator and InDesign Formats can be configured with
taxonomy based text and graphic elements. The text and graphic elements can be stored as content chunks in the
Digital Library.

You can now generate your Artwork or Marketing Collateral based on taxonomy filters you input in the system. The
system then pulls out the relevant content chunks from the library and generates the Artwork.

For example, your photo can be stored in the Digital Library and if you choose to customize and print marketing
collateral that requires your photo. Artwork Producer will pick your photo from the library based on your logged in
credentials automatically and generate the collateral.

Your sales office address and/or working hours can be stored as metadata in the library and this information can

also be auto populated in the collateral and then printed.

Creating a New Artwork using an InDesign Format
The steps for creation of artwork are the same as the lllustrator. Only option available for InDesign is that the

format can be resized if the option is made available to the user while creating the formats.
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Now Multipage InDesign formats can be uploaded in the system as one single InDesign (.indd) file. The system

uniquely identifies and separates each page of the single file. A spread layout of pages is also supported in the

system.

Note: The format of the replaceable graphic element could be any of the following types: eps, ai, bmp, gif, pct,

pcx, pict, psd, png, tiff, wpg, jpg, jpeg.

Support for PDFs as ready to use formats

Along with lllustrator, InDesign and HTML formats, PDF formats are now available for download and use from the

Artwork Producer system. These formats do not require any generation. They can be downloaded readily used for

printing.

Creating a New Artwork using an HTML Format
The steps for creation of artwork are the same as the lllustrator. After making the changes on the template the

User Guide

user can also save the artwork as a treatment i.e. this artwork can be used in Campaign Manager as a treatment

for the campaigns.

Summary

Tools Artwork
Edit

Point And Click RS

| Done || View preview || Generate Final HTML || share |

If you car't see the page below. dlidk here

Join your host, Lynn Allen
WEBCAST FEATURING
AUTOCAD 2010 ! Lynn Allen, Cadalyst columnist and
: | worldwide Autodesk Technical
Evangelist, speaks o mare than

30,000 users each year. Lynn started
using AuteCADA® software over 20
years ago with Release 1.4 and got
her start by teaching at the comporate
and collegiste level for 12 years

Her latest book is entitled AufoCAD
2002 inside and Out.

03 6271810
benh@compasstoolsinc.com
nenr.compasstoolsine.com

What are you missing if you're still

ous version of

GADA® software? Join

sk Technical Evangelist
Lynn Allen for this engaging.
informative Webcast and
experience the sophisticated new
festures that make AutoGADAS
2010 more powerful and
productive than ever

What have you been missing? See the Difference
for yourself with AutoCAD 2010.

Register now and join your peers for an in-depth look at how AutoCAD 2010 pushes the boundaries of
what's possible.

Now more than ever, the tools you need to rethink what's possible are in your hands — with AutoCADA® 2010,
Register now for this free Webcast with Lynn Alen, Autodesk Technical Evangelist, and see how you can work more |
d H

* Slash revision time with parametric drawing: Keep everything aligned automatically and save your time and energy
for bigger challenges.

——

B2
Y

L

Figure No.9

Multiple artworks can be generated similar to the lllustrator format.

Note: The replaceable graphic elements could be of any type as long as it is supported by the browser.
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Regeneration of Artwork in case of content chunk update
When content chunks are updated in the Digital Library, the user is alerted of changes. The Artwork generated by

the user that uses these content chunks are flagged. The user can choose to regenerate the Artworks and update

them with the changes in the content chunks.

The alert can be viewed on the ‘View My Artwork’ screen (Figure 13). If any changes are made in the content

uploaded in the Digital Library an alert will be displayed in red under the title of the artwork.

View My Artwork

! Content Modified
W new book

O [

—  testhiml

O m

Content Modified

Search
Status: | Al v
From: To:
Last Updated Om | eee: | | clear
Search
My Artwork
Thumbnail Title Description Status
EEEE  Hale and Lux Brochure Draft
O i}
SR Hale Sprinklers Draft
O II
EENEES  New Product Launch Draft
O II
mmsmmm  Demo Artwork Draft
O II
Content Medified
EEmms  Demo Book Regeneration Artwork Generated
O e

Artwork Generated

Draft

Created By
System
Administrator

System
Administrator

System
Administrator

System
Administrator

System
Administrator

System
Administrator

System
Administrator

1-10 of 13| Next | Last

Last Updated On
14 December 2010 02:17 PM

14 December 2010 02:16 PM

14 December 2010 02:15 PM

14 December 2010 02:08 PM

14 December 2010 02:06 PM

13 December 2010 04:44 PM

11December 2010 12:07 PM

Figure No.10

If the user clicks on the title link of the artwork whose content is modified, the regeneration results are displayed

with the update details of each tag that has been modified.

Marketing Operations Management

Welcome System Administrator

Home | Profile | Sign Out

Regeneration Results
—| summary of Artwork Regeneration
—J List of Elements

Tag Name Title
KeyBenefits_1 Select Key Benefits
KeyBenefits_2 Select Key Benefits
LeftBarImage LeftBarImage
Introlmage Introlmage

Update Details

Some Text Content has been modified,

Some Text Content has been modified.

Some Graphic content has been deleted, The artwerk
may be generated incorrectly,

Some Graphic content has been modified.

Previous Value

This is Key Benefit Option 5 value original
This is Key Benefit Cption 4 value,
This is Key Benefit Option 6 value,

This is Key Benefit Option 5 value original
This is Key Benefit Option 2 value,
This is Key Benefit Option 4 value,

Modified Value

This is Key Benefit Cption 5 value modified

This is Key Benefit Option 4 value,

This is Key Benefit Option 6 value added text,
This is Key Benefit Option 5 value modified

This is Key Benefit Optian 2 value.
This is Key Benefit Optian 4 value.

Figure No.11

The artwork gets regenerated and all the changes in the content will be reflected in the generated artwork.
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Note: Once the Artwork or Collateral is submitted for generation, the user does not need to wait for
the generation to complete. The user will be notified about the Artwork being ready for download or

print.

Format Definition

Format definition is the module where the user can upload the template prepared by the design agency into the
system and also configure the template for the end user.

A view campaigns screen is displayed with a search facility. The user can search for specific campaigns by
specifying the search criteria such as campaign title contains and the campaign type and clicking on the ‘Search’
button (Figure 12). The result will be displayed in the campaigns section.

Each row in the campaign list shows details such as title, campaign#(number), type, description and created by.
Each campaign title has a link to modify the campaign details. Selected campaigns can be deleted by clicking on

the ‘Delete’ button and clicking on the ‘Create Campaign’ button can create new campaigns.

View Campaigns

A Search

=

£ Campaigns

Campaign Title Contains:

Campaign Type:

[[] | Title Campaign # Type Description Created
] ‘Ad Campaign C1001 System Administrator
I Create Campaign

Figure No.12

Creating Campaigns

Click on the ‘Create Campaign’ button on the view campaigns screen (Figure 12).

The following ‘Create Campaign’ screen is displayed (Figure 13).

Create Campaign

*Name:  |Print Campaigns
Campaign #:

Description:

Campaign Type: Select

Save || Cancel

Figure No.13

The user can enter the following details:
e Name - The name for the campaign.
e  Campaign# - The campaign number.

e Description — The description for the campaign.
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e Campaign Type — The campaign type can be selected by clicking on the ‘Select’ button.

Click on the ‘Save’ button to save the campaign or to cancel the operation click on the ‘Cancel’ button.

Creating Designs

After saving the campaign the user is taken to view campaign screen where the campaign details are displayed

and the user can edit the campaign details by clicking on the ‘Edit’ button (Figure 14). Clicking on the ‘Create
Design’ button can create new designs (Figure 14).

View Campaign
Print Campaigns

Campaign

Campaign Title :
Campaign #:
Description:

Campaign Type:

Created On:
A Designs
O Title
[ | Poster

Delete Create Design

Print Campaigns

30 August 2012

Category

Description

Last Modified: 20 August 2012

Created On

Created By

20 August 2012

System Administrater

Figure No.14

The following ‘Create Design’ screen is displayed (Figure 15) where the user can enter details:

e Name - The name for the design.

e Description — The description for the design.

e Category — The category of the design can be selected from a predefined list by clicking on the ‘Select’

button.

Click on the ‘Save’ button to save the design or to cancel the operation click on the ‘Cancel’ button.

Create Design

Design Details

Save Cancel

" Hame:

Description:

Category:

Poster

Select

Figure No.15

Formats

After saving the design the user is taken to a create format screen where the design details are displayed and the

user can edit the design details by clicking on the ‘Edit’ button (Figure 16). The format files present in the

system can now be imported.

Select the format type as lllustrator and click on the ‘Create Format’ button to create new Formats (Figure 16).
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View Design

Print Campaigns = Poster

Design

Design Title:  Poster

Description:
Category:
Created On: 30 August 2012 Last Modified: 30 August 2012
Edit
# Formats
Thumbnail Title Description Format Type Status
No Formats.
Delete | |H¥EE s || Create Format Import Format

Figure No.16

The following ‘Create Format’ screen is displayed (Figure 17) with the following sections where the user can

enter the details. There are two steps in format creation:

Create lllustrator Format

Frint Campaigns > Foster = Create llustrator Format Step1of2

Format Details
*Format Title:  |Poster for Summer Ad

Description:

Category:  Artwork Producer v
Reserve ForBook: @ vee () o
Usag8: @) yser Edtable © Auto Generate
Dimension
Format width: |8 * Format Height: 10

Unit:  INCHES «

Format Files

" Original File: C-\Nin\Templates\Sunita\. [_Browse... |
Preview File: C\Niru\Templates\Sunita\ [ Browse.. |
Thumbnail File: C-\Njru\Templates\Sunital [ Browse.. |

Figure No.17

Step 1:
e Format Details:
o Format Title - The title for the format.
o Description — The description for the format.
o0 Category — The category has to be ‘Artwork Producer’.
Reserve for Book — If yes then this format will be reserved for a book and will be displayed in
the list of formats displayed while defining a book type.
e Format Width — The width for the format.
e Format Height — The height for the format.
e Unit — The unit for the height and the width can be selected as inches, cm, mm or points.
e Format Files:
o Original File — The user can browse and upload an original file, which has to be an .EPS file
(Encapsulated Post Script) or a .ai file.
o Preview File — The user can browse and upload a preview file, which has to be a .PDF file.
o Thumbnail File - The user can browse and upload a thumbnail file, which has to be a .JPG file.
Note: The original file (EPS or Al) needs to be uploaded and the preview and the thumbnail will be generated. It

is not mandatory to upload the preview and the thumbnail.
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Click on the ‘Next’ button to go to the next step of the format creation, a view graphic elements screen is
displayed where the graphic elements need to be uploaded. Click on the title link of the graphic element, an edit

graphic element popup is displayed where the element can be uploaded (Figure 18).

View Graphic Elements

Poster = Create Format Step 20f 2

Format
Format Title:  Summer Capmaign - Postar
Format Description:
Status:  Edit Graphic Element x

Format Type:
“Tag Hame: ALTAG_GE_BG
A Graphic Elements .
= - Title: BG

Thumbnail Title T i Status

BG Files Not Uploaded

LOGO Files Not Uploaded

~Original File : C:\Niru\Templates\Demo-t
" Preview File: C:\NirulTemplates\Demo-t
Save " Thumbnail File : C:\NirulTemplates\Demo-t

Belongs to Set
Hide Element
[C Attow Selection of External File
[¥] Allow Selection of Digital Library Item|
[C] Allow Image Editing
[T] Auto Populate

Save || Cancel

Figure No.18

On the popup the tag name is displayed. The title is displayed by default but can be changed (mandatory) and the
instructions for the user. The original, preview and the thumbnail files can be browsed and uploaded.
Note: Uploading the original, preview and thumbnail is mandatory. The supporting or linked graphic images can
be Al, EPS, JPG or GIF for original if the format file is Al but if the format file is EPS then the graphic element has
to be an EPS file, PDF for preview and JPEG for thumbnail.
There will be four options given to the user for the graphic elements:
e Belongs To Set — If this option is selected, the graphical element will be used in a set.
¢ Hide Element — If this option is selected then the graphical elements become static and cannot be
substituted by any other image and will not be shown during artwork generation.
e Allow Selection of External File: - If this option is selected the graphical element can be substituted
by any other image as desired by the user during artwork generation process.
e Allow Selection of Digital Library Item — If this option is selected the graphical element can be
substituted by assets cataloged in Digital Library under the ‘ArtworkProducer’ vault (see section 9.7.3.2).
The optional images can be uploaded into Digital Library from here itself by clicking on the ‘Set Optional
Images’ button. This will be used where the company or the organization has some defined
images/logos, which will be used for artwork generation.
e Allow Image Editing — This option allows the user to edit the image while artwork generation.
e Auto Populate — This option will auto populate the image from Digital Library according to the search
criteria added by the admin. The first graphic element which matches the criteria will be displayed.
Click on ‘Save’ button on the edit graphic element screen (Figure 21) to add the graphical element to the format.
Once all the graphic files are uploaded click on the ‘Save’ button on the view graphics element screen (Figure 21)

to save the format.
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The view format screen (Figure 22) is displayed where even the text elements can be edited. Click on the text
element tag name, a edit text element popup is displayed, the tag name is present by default and the following
information needs to be provided:

e Title — Title is provided but the user can change it.

e Instruction — The instructions for the end user can be provided.

e Tag Data Source — Select the following:

e None - If this option is selected the user can enter any text.

e Database Field — If this option is selected the fields from the database (facet) fields will be selected
which have been defined by the admin.

e Web Service — If this option is selected the text will be called from the web service with which has been
configured in the system.

e Auto Populate — The text will be populated automatically according to the search criteria added by the
admin.

e Belongs to set — If this option is selected the text element will be used in a set.

¢ Hide Element — If this option is selected then the text element become static and cannot be substituted
by any other image and will not be shown during artwork generation.

e Allow Editing — This option allows the user to edit the text while artwork generation.

¢ Allow Multiple Selections — This option allows the user to select multiple text elements while artwork
generation.

e Type of Text Element — In case of lllustrator formats this is disabled.

e Type of data — Select from the drop down.

e Validations - Click on the ‘Configure’ button to configure the text. The maximum length for the text to
be entered for the end user can be configured as well as the display of the character count can be
switched on. The range of the selection can be set (min and max values can be entered).

The format can be then released for artwork generation. The Formats can be published with restricted access to

only certain sets of groups and users in the system.
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View Format

Advt Campaign = Advt Design > Datasheets

= Image
Move Elements

Add Page | Rearrange
Save As Draft || Release

\=| Options

Tag Data Source:
Auto Populate :
Belongs to Set:
Hide Element:
Allow Editing:
Allow Multiple Selections:

Type of Text Element:

Type of data:

Validations:

[~ Display Text

& None  Database Field " Web Service

EUN B

I

IString 'l

Configure

Save

Cancel

wide range of people, incuding

oday in any marketing organization, a ;I
r
vendors, are collaborating in a virtual LI

Delete |1 'I Add | Set as Default

Option Value

oday in any marketing organization, a ;I
wide range of people, induding
vendors, are collaborating in a virtual LI

DEFAULT

Format
Format Title: Datashests
Format Description:
Status: Draft
Format Type: Ilustrator
Reserve For Book: Mo
Format Width: 10.00 Format Height:  17.00
Unit:  INCHES
Edit
\=| Page: Datasheets Page (Default)
\=| Group: Datasheets Group (Default)
|=| Text Elements Edit Text El t Ed
[~ TagMName *Tag Name: SAL_ML_SolutionDetails
@ [ SAL_ML_SolutionDetsils “Title:  [SolutionDetails
Instruction:
4 [T SAL_SL_SolutionMame nstruction ;I
|—| Graphic Elements
[T Thumbnail Title LI

Figure No.19

Select the format type as InDesign and click on the ‘Create Format’ button 2 (Figure 19) to create a new

indesign format.

A create InDesign format screen (Figure 23) is displayed where the format title, description and the category can
be entered. The format can be reserved for a book.
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Create InDesign Format

Poster = Create InDesign Format

Format Details
* Format Title:

Description:

Spread Wise Format:
Category:
Reserve For Book:

Usage:

Format Zip File

Save || Cancel

* Zip File:

Health Insurance

) fes @ No
Artwork Producer
@ ves () No

@ User Editable () Auto Generate

@ Upload a Zip file
_) Upload a Template file

CiMiru\TemplatesiHealthli | Browse...

Figure No.20

The format can be uploaded in 2 ways:

1. Zip File — Upload the format zip files (The zip file contains all the original files related to the format, all

the graphic elements related files, previews, thumbnails and the Sansui specific XML's) by clicking on the

‘Browse’ button and save the format by clicking on the ‘Save’ button (Figure 23)After saving, the

format gets created and a message is displayed (Figure 24).

Create InDesign Format ES
* UnZipping Format Files vy
* Validating Format Files o
* Creating Format 1 Elements o
L] "_'q Format Created SuccessFully
L]
Figure No.21

2. Template File — The format can be uploaded in the same way as an lllustrator file is uploaded.

After the format creation is completed the user is taken to a view format screen which displays the text as well as

the graphic elements. On this screen the elements can be moved, pages can be added and rearranged.

To edit the format click on the ‘Edit’ button. An edit InDesign format screen is displayed where the name,

description, category, format width, format height and the unit of measurement can be edited. The user can be
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given the option of resizing the elements by selecting the option for ‘Resizable’ as Yes. If the option yes is
selected then the minimum and maximum format width and height need to be entered.

The graphical elements can be changed also. Click on the ‘Next’ button to go back to view format screen and click
on the ‘Release’ button to release the format. The Formats can be published with restricted access to only certain

sets of groups and users in the system.

Select the format type as HTML and click on the ‘Create Format’ button to create new formats (Figure 25).

View Design
Poster
Design
Design Title:  Poster
Description:
Category:
Created On: 30 August 2012 Last Modified: 30 August 2012
Edit
# Formats
Thumbnail Title Description Format Type Status
Poster for Summer Ad lustrator Creation In Progress
%é.";!
Delete - || Create Format Import Format
Figure No.22

A create HTML format screen (Figure 23) is displayed where the format title, description and the category need
to be entered. Additional images which are not tagged in the template can be uploaded by clicking on the ‘Upload’
button. Upload the format files by clicking on the ‘Browse’ button. The following files need to be uploaded:

e Original File — The user can browse and upload an original file, which has to be an .HTML/.HTM file.

e Preview File — The user can browse and upload a preview file, which has to be a .PDF/.JPG file.

e Thumbnail File - The user can browse and upload a thumbnail file, which has to be a .JPG file.

Save the format by clicking on the ‘Save’ button.

Create HTML Format

Poster = Create HTML Format

Format Details

* Format Title:  |Summer Capmaign - Poster

Description: JL

Category:  artwork Producer -

Additional Images: MNo Files attached.
Upload

Usage: @ User Editable ) Auto Generate

Format Files

“Original File: C:\Mjru\Templates\Demo-t | Browse...
“ Preview File: C\NirutTemplates\Demo-t [ Browse...

“ Thumbnail File: C-NirutTemplates\Dema-t

Hext Cancel

Figure No.23
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Upload the graphic elements by clicking on the title link (Figure 24) and save the fromat.

View Graphic Elements
Poster » Create Format Step2of 2

Format
Format Titie:  Summer Capmaign - Foster
Format Description:
Status: Edit Graphic Element X

Format Type:
*TagMame: ALTAG_GE_BG
~
2 Graphic Elements S [

Thumbnail Title Instruction: L Status

BG Files Not Uploaded

LOGO Files Not Uploaded

“ Original File : C:\Ninu\Templates\Demo-t [ Browse.. |
*Preview File : C:WNiru\Templates\Demo-t
Save * Thumbnail File : C:\N\ru\Temp\ates\Demu—1

Belongs to Set
Hide Element

[C] Allow Selection of External File

[¥] Allow selection of Digital Library items [ Set Optional images

[F Attow Image Editing

[T Auto Populate

Save || Cancel

Figure No.24

On the popup the tag name is displayed. The title is displayed by default but can be changed (mandatory) and the
instructions for the user. The original, preview and the thumbnail files can be browsed and uploaded. The options
are similar to the ones while uploading the lllustrator or Indesign format.

Click on the ‘Save’ button on the edit graphic element screen (Figure 24) to add the graphical element to the
format.

Once all the graphic files are uploaded click on the ‘Save’ button on the view graphics element screen to save the
format. The user is taken to the view format screen (Figure 28). The format can be then released for artwork
generation by clicking on the ‘Release’ button. Formats can be published with restricted access to only certain

sets of groups and users in the system by clicking on the ‘Share’ button.
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View Format
Poster = Summer Capmaign - Poster
Format
Format Title: Summer Capmaign - Poster
Format Description:
Status: Draft
Format Type: HTML
# Page: Summer Capmaign - Poster Page (Default)
# Group: Summer Capmaign - Poster Group (Default)
#  Text Elements
[[] TagMName Title Instruction
% | [[] ALTAG_TE_DATE DATE
% [ ALTAG_TE_TME TIME
% | [[] ALTAG_TE_DNAME DNAME
4 | [0 ALTAG_TE_NAME NAME
& |:| ALTAG_TE_ADDRESS ADDRESS
% | [ ALTAG_TE_CALL CALL
% | [ ALTAG_TE_FAX FAX
% [ ALTAG_TE_EMAL EMAIL
#:| Graphic Elements
= Thumbnail Title Instruction
BG
@
[ £A Heltom LOGO
Move Elements
AddPage
| Save As Draft || Release || Share |
Figure No.25
Import, Export and Downloading Formats
View Design
Poster
Design
Design Title:  Poster
Description:
Category:
Created On: 30 August 2012 Last Modified: 30 August 2012
Edit
A Formats
] Thumbnail Title. Description Format Type Status
Poster for Summer Ad lustrator Creation In Progress.
sl
Summer Capmaign - Poster HTML Draft Download  Export
D Fogmat Fogmat
ustater  ~ Impert Format
Figure No.26 ‘ ‘
Import Format — The user can import files 2 Download Format — The format files

from the system. The exported zip file can be
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imported to another design or to the Format
Definition module of another installation of
the system by clicking on the ‘Import

Format’ button on the Formats List screen.

Export Format — The format files present in
the system can also be exported from the
Formats list. The users can click on the
‘Export Format’ link in the Formats list to
export the Format Files along with the
Format information (text and graphic) and all
the linked files. This feature can be used if
the Format files have to be uploaded into
another installation without having to
generate the template files again. A zip file is
prepared with all the above-mentioned

contents.

Pages and Groups
A design can have multiple graphical and text element. To organize them in a logically fashion they can grouped

and can be put in pages. A page has multiple groups and each of them hold some of the graphical and text

element, which are logically connected.

downloaded from the Format list. The users
can click on the ‘Download Format’ link in
the Formats list to download the Format Files
along with all the linked files. This feature
can be used if the Format files have to be
edited and then uploaded again. A zip file is
prepared with all the above-mentioned

contents.

By default when a format is created/registered, a single page with a group is created for the design. To add more

pages edit the design by clicking on the Format Title link on the View Design screen (Figure 27). This displays a

View Format screen where the user can add pages and groups to the Format. List of pages for the Format will

appear on the left pane under the Artwork Page List.
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A Artwork Producer View Format
View My Artwork > Poster > Summer Capmaign - Poster
Format Definition
Format
Book Type Definition >
Format Title: Summer Capmaign - Poster
4| Format Definition Format Description:
Status: Draft
View Campaigns > = Format Type: HTML
o ———¥% Artwork Page List =
ST E T e T £ | Page: Summer Capmaign - Poster Page (Default) d——e
e | Group: Summer Capmaign - Poster Group (Default) =
A | Text Elements \e
[[] Tag Name Title Instruction
% | [F] ALTAG_TE_DATE DATE
%/ [F] | ALTAG_TE_TIME TIME
e D ALTAG_TE_DNAME DNAME
4| [F] ALTAG_TE_NAME NAME
& D ALTAG_TE_ADDRESS ADDRESS
& | [F] | ALTAG_TE_CALL CALL
% | [F] | ALTAG_TE_FAX FAX
| [F] | ALTAG_TE_EMAIL EMAIL
2 Graphic Elements
=] Thumbnail Title Instruction
BG
¢\ 8 2
+ | #R Heidomm LoGo
e - fiove Eemers
Add Page | [ Rearrange
A A
| Sgve Ag Draft ‘ Release ”ﬂl‘ﬂ
Figure No.27
1 Artwork Page list — Will show list of Pages 2 Move Elements — Clicking on this can move
for the Format. the elements from one page to another.
3 Add Page — Will add pages to the Format. 4 Rearrange — When clicked a Rearrange

Artwork Pages and Element Groups screen is
displayed where the user can arrange the

pages in order of appearance during Artwork

generation.
5 Save as Draft — Saves as a draft and is not 6 Release — Releases the Artwork for Artwork
available for the end user till it is released. generation and production.

-7 Share — The format can be shared with
different users

By clicking on the E icon on the ‘Page: Header’ bar 8 (Figure 30) the following page menu is displayed:

Add Group: Allows the user to add groups to the page.

aaAdd Group

Edit Page: Allows the user to modify current selected page.
l# Edit Page

X Delete Page|

Delete Page: Allows the user to delete the current page.
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By clicking on the E icon on the ‘Group: Header’ bar 9 (Figure 30) the following group menu is displayed:

.‘4{-. Move Group

l# Edit Group

X Delete Group

Book Type Definition

Move Group: Allows the user to move groups to different

pages. (Default group cannot be moved.)

Edit Group: Allows the user to modify current selected

group.

Delete Group: Allows the user to delete the current group.

Book Type definition is the module where the user can create a book template using the formats uploaded in the

system which can be used by the end user. When the option ‘Reserve for Book’ is set to ‘Yes’ for the formats,

those formats will be available to be used in the book type definition.

Click on the ‘Book Type Definition’ link on the left pane. A view book types screen is displayed (Figure 31). A

search facility is provided to search for specific book types. A list of the book types will be displayed. A selected

book type can be deleted or copied. Click on the ‘Create’ button to create new book types.

View Book Types
—| Artwork Producer E—s
Artwork Generation > Status: | Al -
Format Definition > From: To:
Book Type Definition > Last Updated On: | I [E Clear
— Book Type Definition Search
Book Types > Book Type List
Thumbnail Title Description Status Created By Published LastUpdated On
SN BookType For Meenal Artwork Generated System Yes 08 September 2010
Il B Administrator 04:44PM
? Book Type By Manoj abcd Draft System Yes 08 September 2010
- = [~} Administrator 03:43FPM
o=l test book type for user Artwork Generated System es 09 September 2010
r W sumit Administrator 12:26 PM
I
Delete | Copy @ Create
Figure No.28

A create book type screen is displayed (Figure 32). Enter the title, description, category and the thumbnail file

(image to be displayed for the book type).

Select whether to publish the book type.

Create Book Type

Save | Cancel

*Title: |
Description: ;I
=
Category:  gajact Thumbnail File: Upload

Published: .. &

Ma Files Uploaded,

Figure No.29
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Click on the ‘Save’ button. A summary screen is displayed where the book type information can be edited. The are
two ways of creating the book types:

(4]

1. Point and Click — Pages can be added by click on icon. These pages are the generated artwork

and those which have been specified to be reserved for book type. A page can be deleted and the pages
can be reordered. The tags can be switched on or off, the artwork can be zoomed, panned or it can be

viewed on full screen. The replaceable graphic element can be viewed/edited by clicking on it.

Summary
Brochure

eat

Point And Click =)= =0]

)
0 x & Show tags m OFF Zoom: (= I + 1oo0% &M B

Heading 1

| Done || Generate Proof || Generate Book Type || Share |

Figure No.30

An edit graphic element screen is displayed where it can be edited (Figure 34). The image can be
cropped, flipped or rotated.
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| Edit Graphic Element

Title: HeaderImage Q| Ay .Jl:\ %

Al | Zoom: = i # 100% B

> i<

| =] Select options

- e C S

- R - s

L«]

Figure No.31

2. Step by Step - Pages can be added by click on

(4]

icon. These pages are the generated artwork

and those which have been specified to be reserved for book type. A page can be deleted and the pages

can be reordered. All the page information is displayed on the right of the screen. The replaceable files

are also displayed. The user can select the required images/text for the book type and then save it as a

draft.
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Done

Generate Proof

Point And Click SRS 2]

e x

Step 1

Single Brand General Page 1 Page

\=| Single Brand General Page 1 Group

Headline:

ProductlLongDescription:

KeyBenefits_1:

PestsControlled_1:

HeaderImage:

IntroImage:

Save As Draft

I
test ;I

|
& test

" alt;br/agtForce® C5 is a soil-applied insecticide that offers a high level of corn rootworm and
early-season insect contral with the added convenience of a liquid. It can be applied to full-field
conventional acres, refuge acres or over the top of traited corn acres. Force C5 is designed in a
dosed-package system and is applied through the Central Insecticide System™ manufactured by John
Deere. The integrated delivery system is available as a factory-installed option or a kit for field
conversion.

&lt;br f&gt;
MNumber of rows sslected: 0
Options You can sefect 2 minimum of 3 and
3 maximum of 5 valueis) for
r Limited exposure to the product lessens handling concerns  Product ongDescripgion.

Il Easy refuge acre management

Easier to lift and load compared to 50-pound bags of

N
r granular

& O Saves time — load the whole insecticide cabinet in less than

15 minutes
& Superior control of corn rootworm and other early-season

pests
% [ Treats more acres with less product

Options ,
L Youw can select 3 minimum of 3 and
Mo Options. a maximum of § vales) for

Froduci ongDescripion.

| —| Select Options

1 [N e—

C R - B

| —| Select Options

Generate Book Type || Share

Figure No.32
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Once the book type is ready the user can do the following:
e Generate Proof — A proof of the book type will be generated and it can be viewed, edited, emailed
or finalized.
e Generate Book Type — The book type will be generated and it can viewed, edited and emailed.
e Share — The book type can be shared with a certain set of users/groups i.e. access can be

granted/denied to users/groups.

User Guide

Page 256
Version: 6.0 R14



Timesheets

As a valuable Resource of the organization, you work on various projects. The time spent on these projects needs
to be tracked and accounted. The Timesheet module of SAS Marketing Operations Management enables you to
enter daily hours of work against the projects you are assigned to. Other user roles such as Contributors even if
they are not resources, Project Managers, Acting Project Managers, Deliverable Managers and users who have
complete access on the project can fill in the timesheets. Resources that are marked as ‘Obsolete’ cannot enter the
timesheets as a resource. But if these resources are users of the system they can enter timesheets as a user.

The Timesheet Approval modules help a group of approvers in the organization, view and approve/reject the Daily

Timesheets with comments.

Key Benefits:
1. Online time tracking for Resources

2. Better accounting of actual hours spent by Resources on Projects

User Roles:

e Resource Category Head — A user of the system who is responsible for the allocation and monitoring of a
group of Resources performing specific functions

e Timesheet Approval Group — A group who is responsible for the approval of the timesheet submitted daily
by the Resources

e Resource — Users who are assigned or allocated to Projects. These Resources are expected to fill in

Timesheets daily

Getting Started
Click on the ‘Timesheets’ link provided on the Dashboard screen on the left task pane (MOM). The Timesheets
module is launched
Two links are present on the left pane:
1. My Timesheets: This link is available to the Resource. Using this link the resource fills in the daily
Timesheets and submits it to the Timesheet Approval Group
2. Timesheets for Approval: This link is available to the Timesheet Approval Group. Using this link the

timesheet approvers view the submitted timesheets and approve/reject them

My Timesheets
As a Resource who is expected to fill in a Daily Timesheet, click on the ‘Timesheets’ link on the left pane (Figure

1). A ‘My Timesheets’ screen is displayed (Figure 1) by default. The following details are displayed:

e Project ID - A drop down list is displayed based on the Projects the resource has been assigned to. For time
spent on activities other than Project tasks, select ‘Others’.
Note: Selection of Project ID is mandatory.
The following validations are done by the system while selecting a project while creating a Timesheet:

o0 Project IDs of all the projects with status NEW, DRAFT and ACTIVE will be listed in the dropdown list
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o0 Project IDs of all the projects with status ONHOLD and TIMESHEET DATE <= Due Date <= (TIMESHEET
DATE + 3 months)

o0 Project IDs of all the projects with status COMPLETED, CANCELLED and (TIMESHEET DATE — 1 month)
<= Actual Completed Date <= TIMESHEET DATE

The following validations are done by the system while selecting a project while editing a Timesheet:

0 Project IDs of all the projects with status NEW, DRAFT and ACTIVE will be listed in the dropdown list.

0 Project IDs of all the projects with status ONHOLD and TIMESHEET DATE <= Due Date <= (TIMESHEET
DATE + 3 months) or if the Project ID (with status ONHOLD) was already selected for the timesheet.

o0 Project IDs of all the projects with status COMPLETED, CANCELLED and (TIMESHEET DATE — 1 month)
<= Actual Completed Date <= TIMESHEET DATE or if the Project ID (with status COMPLETED,
CANCELLED) was already selected for the timesheet.

e Project Title - This is a read-only column and will be auto-populated when the Project ID is selected. If

‘Others’ is selected in the Project ID column then this column will be empty and disabled

e Resource Category — The category can be selected from a drop down list. All the resource categories to
which the logged in resource belongs will be listed in the dropdown. Resource category selection is mandatory

e Description — The description related to the task can be entered here by the resource

e Hours — The number of hours the user worked for the selected day and the selected Project. This is a
mandatory column

The current date will be selected by default; it can be changed by clicking on the calendar icon and selecting

the date or by clicking on the ‘Previous day/Next day’ arrows. When the timesheet date is changed, the

timesheets for the corresponding date will be displayed on the screen. Based on the status of the timesheet
the timesheet details will be displayed in either editable or read-only format. The following are the Timesheet

Status values:

o Draft
o0  Submitted
o Approved

0 Rejected
Note: The Timesheets with the status as ‘Draft’ and ‘Rejected’ can be edited. Timesheets with the status as

‘Submitted’ and ‘Approved’ cannot be edited.

To create timesheet select the Date, the Project Id, the Project title (will get automatically populated depending on
the Project Id), the Resource Category (to which the resource belongs), description and the number of hours the

resource has worked for (should not be more than 24 and less than 0.25 hours).
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Iy Timesheets

[ »

H . . e ﬂ

O/ 1002 2013 football event |300

O

Timesheet for { 29 August 2012

v Creative

- = Creative |

D |u.uu
= Creative Designer

= 1000
= 1001
= 1002
= 1003
= 1004
= 1005
= 1008
= 1007
= 1008
= 1009
= OTHER

Daily Total : 8.00

* indicates mandatory fields

Delete | Add Row -

Submit

Save Copy Timesheet

Figure No.1

The following operations can be performed on this screen (Figure 1):

User Guide

Delete — Select the rows and click on this button to delete rows

Add Row - To add another row to the timesheet, select the number of rows and the rows are added in the
grid

Save — Saves the created Timesheet

Submit — After creating the Timesheet the resource can submit it to the User of the Timesheet Approval
Group for approval

Copy Timesheet — A selected Timesheet A resource can be copied by clicking on the ‘Copy Timesheet’
button

If the resource copies a Timesheet, message will be displayed on the screen (Figure 3) stating the Timesheet
for the selected date has been copied. If the resource tries to copy a timesheet that is not saved the system

prompts a Save.
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Ky Timesheets

’l Timeshest for 29 August 2012 is caopied. I

H s N e “

Timesheetfor 4 [23 August 2012

1002 w* | 20132 football event Category1 hd | : 2.00 T
] - Category1 - | /[ 0.00
.00

Craihy Total :

4

Add Row

| Save || Submit || Copy Timesheet

b

- *

indicates mandatory fiekds

Figure No.2

Once the timesheet has been copied, select any other date for which the copy of the timesheet needs to be
created. On that screen a ‘Paste Timesheet’ button (Figure 3). This button is visible only if a timesheet is
copied. Click on the ‘Paste Timesheet’ button, the resource needs to confirm whether the copied timesheet items
have to be appended or overwritten. By default Append option is selected. All the timesheet items will be copied to

the selected timesheet except the number of hours.
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My Timesheets
Timesheet for 30 August 2012 Timesheet for 29 August 2012 is copied
H o = o ﬂ
O - Categor - 0.00
[+ - Categor hd 0.00
D - Categor - 0.00
D - Categony1 hd 0.00
cd - Categor Paste Timesheet [x]
0 N Categor @ Append to current Timesheet
| - Categoryl @ Replace current Timesheet
0 .
Note : Timesheet Line items will be not copied if any of the
D - Category1 following conditions are true: 1) Project is Deleted. 2) Resource
Category is Obsolete. 3) You are not a valid member of a
Resource Category.
Delete | AddRow v
Save Copy Timesheet
Figure No.3

After the resource submits the timesheet, the user of the Timesheet Approval Group will receive a notification
(Figure 4) with a link to the timesheets. The notification will mention the number of timesheets that need to be

approved/rejected. This notification email will be generated at 12 am.

SAS MOM notification

You have 12 Timesheet(s) submitted for approval on 16 October 2011.

Click here to view the timesheets for approval.

*THIS IS5 A SYSTEM GENERATED E-MAIL. WE REQUEST YOU NOT TO REPLY TO THIS MESSAGE

Figure No.4

Timesheets for Approval
After logging into the system as a ‘User of the Timesheet Approval Group’, click on the ‘Timesheets’ link on the

left pane (Figure 1). A ‘Timesheets for Approval’ screen is displayed (Figure 5). By default all the timesheets
submitted by the resources belonging to your category will be displayed. You can search for timesheets using the

filters provided in the search section.
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Timesheets for Approval
Search

Status:  [#]submitted [Z] Approved [C]Rejectsd

From: o
Timesheet Date: | ‘ | |
From: To:
Submitted On:
oomEeen lisiefl |
Resource Category:
# Timesheets
Timesheet submitted by Timesheet Date Status !Importance

System Administrater 29 August 2012 Submitted !'No. of hours exceeded 10

Figure No.5

Each timesheet is displayed with the following information:
e Timesheet Submitted by - Name of the resource/user who has submitted the timesheet
e Timesheet Date - Date for which the resource has filled and submitted the timesheet
e Status - Status of the timesheet
e Illmportance - If there is any anomaly identified in the timesheet then it will be displayed in this column and
highlighted. The anomalies can be one of the following:
o If the number of hours filled in the timesheet for a day are less than the available hours of the
resource for that day
o If the number of hours filled in the timesheet for a day are greater than a specified number of hours.
This number of hours are configured in the Timesheet Admin in the ‘Flag Timesheet for Approval if
( = number of hours per day)’ setting.
Each Resource name has a link, when clicked the details of the timesheet will be displayed. An ‘Approve Timesheet’

screen is displayed (Figure 6).

User Guide

Version: 6.0 R14

Page 262



Approve Timesheet

Resource Name: System Administrator
Timesheet Date: 25 August 2012
Submitted On: 25 August 2012

! Ho. of hours exceeded 10.

1000 Summer Advertising
Program_Advertising_29 August 2012

Other Helped on a Summer campaign project | 7.00

Daity Total ; | 12.00

LS Pl=ase Select a Value R

Comments: L

Save and Close

Figure No.6

The details such as Resource name, Timesheet date, Project Id, Project title, Resource Category and the number
of hours the resource has worked for that particular day. You may approve/reject the timesheet and enter
comments.

If the timesheet is rejected, a mail will be sent to the resource with a link. The Resource needs to click on the link
to view the timesheet and edit as per your comments.

The following buttons are present on this screen:

e Save and Close - After saving the timesheet, the user is redirected to the timesheet approval list screen

e Save & Previous — By clicking on this button the previous timesheet in the list can be viewed

e Save & Next - By clicking on this button the next timesheet in the list can be viewed
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Viewing the Timesheets for Approval Channel
Depending on the access set by the admin, this channel will be visible to certain users/groups.

Timesheets for Approval
Resource Name
Alison Tally (Creative1)
Alison Tally (Creative1)
Alison Tally (Creative1)
Alison Tally (Creative1)
Alison Tally (Creative1)
Chuck Foresman (CreativeZ)

Timesheet Date
07 December 2011
21December 2011
23 November 2011
22 November 2011
08 December 2011
07 December 2011

Submitted On
07 December 2011

23 November 2011
22 November 2011

07 December 2011

5

2] (=] ledit]

Status

Submitted

Draft

Rejected

Rejected

Draft

Submitted

Figure No.7

Configuring the Dashboard Channel for Timesheets
Using the Dashboard Admin link on the left pane under the administration a channel for ‘Timesheets’ can be

configured.

Configuration

Channel Details

Target Entity Selection

Additional Details

Criteria Builder

Navigation Tree

= TMESHEETID
=ITimesheet Date

= Status.

= Comments.

= Created On

= Reviewed On

= Submitted On

=l Contants for Anomaty
=11s Timesheet Daiy

=/ To Timesheet Date

“Hame: Timesheets for Approval

Description:

*Type:

Default:  Yes
Removable: yeg «
Allowed Caching:  yes «

Cache Expiration Intervak: 5 Minutes

TargetEntity: | TIMESHEET

Rows to Display Show Al

Row Count |10

-

TIMESHEET | S

Application to Launch : Timesheets for Approval ~

Drag the field from Target Entity, Related Entities, Related Facets onto the area below.

= |=Related Entities
* Timesheet Created By
+ Timesheet Created By User
+ Timesheet items
+ Timesheet Reviewed by

Group:  pefault Channel Group
Display State:  Maximize «
Status:  pyblish <

Personalize:  ygg -

Navigation Tree

= Related Facets

Define Filters l Define Display Columns | Define Personalization Fields

4 Inset Group = B

ITIMESHEET.Timesheet Date Date Macros TODAY

. Target Entity

. Related Entities

. Related Facets

Figure No.8
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Ad-Hoc Reporting

Overview

The Ad-hoc Reporting tool allows a user to easily define and generate reports based the user’s needs. This tool
takes care of delivery of reports which have been scheduled to a selected set of users and groups in your
organization and works off an Operational Data Store (ODS) defined for the SAS Marketing Operations
Management database. This tool supports all major products of SAS Marketing Operations Management which
include Strategic Planner, Estimates, Marketing Workbench and Digital Library, Resource Planner, Timesheets,

Forecasts and Claims Management. The data shown on the generated reports will be from the previous day.

Getting Started

Click on the ‘Reports’ link on the left pane. A reports screen is displayed, on the left pane there is a link for ‘Ad

hoc Reports’ (Figure 1). Clicking on the link the user can create customized reports.

Configured Ad hoc Reports

# Reports

Description Status Created By Last Modtied By

Uner Managerment -
= petell || sew Repon
User Activties s

& A hoC Rtpons

Ad hee Repars

Figure No.1

After clicking on the ‘Ad hoc Reports’ link, the configured reports are displayed. Details such as the report name,
description, status, created by, last modified by and last modified on date is displayed. The report can be viewed,
exported to excel and printed.

Clicking on the report name allows the user to modify the report details such as the filters used for the report,

scheduling the report and the access to the reports.

Creating and scheduling new Reports

To create new reports click on the ‘New Report’ button. A report details screen (Figure 2) is displayed where

the report name, description and status needs to be entered. Save the details to continue.

#: Create Report

"Mame: Marketing Activity Report

Description: ]

status:  publish v

Save & Continue Cancel

Figure No.2
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A Report Details

Hame: Invoices
Description:
Status: Publish
Edit

(1] &a

Configuration Schedule User Roles
Target Entity:  Invoice Details »  Invoice Details

Drag the field from Target Entity, Related Entities, Related Facets onto the area below.

Navigation Tree Navigation Tree
S S Ll LR ) . TBUsmess UnT Level 110 « | = Related Facets.
=l Invoice Paid Amount = Business Unit Level 2 1D
=l Invoice Reconcile Currency =l Business Unit Lev D |f|
=/ Invoice Reconcile Amount = Business Unit Level 4 1D =
=lInvoice Motes =l Business Unit Level 5 1D
=lInvoice Created On = Business Unit Level 1
=lInvoice Created On - Quarter = Business Unit Level 2

=! Invoice Received On
=l Invoice Received On - Quarter =/ Business Unit Level 4
=l Invoice Due On =/ Business Unit Level 5
*Inveice Due On - Quarter = Activity Level 1 Number hd

= Business Unit Level 3

f

1

Define Filters | Define Display Columns | Define Personalization Fields

[ InsertGroup = B
Ilnv0|ce Details.Fiscal Year Equal to 2013

I AND Invoice Details.Invoice Created On Between 1 August 2012 AND 29 September 2012

[l Target Entity Related Entities [l Related Facets

| save | viewReport || cancel |

Figure No.3

A reports details screen (Figure 3) is displayed with the details which can be edited. Following three tabs are
displayed:

1. Configuration — The filters for the report can be defined here by dragging and dropping the fields into
the ‘Define Filter’ tab below. When the fields are dragged into the filter tab a select filter popup is
displayed where the following can be specified:

a. Filter name: This specified by default.

b. Operator: Select the operator from the drop down box.

c. Filter Value: Enter the filter value. Click on the ‘Add’ button to add the filter

The following actions can be performed in the define filters tab:

a. Group: To group the defined filters, select the filters by holding the ‘Ctrl’ button and click on the

‘Group’ button.

Define Filters | Define Dizplay Columns | Define Personalization Fields

4 InsertGroup P Edit [ Delete & Move Down

I Invoice Details Fiscal Year Equal to 2013

I AND *  Invoice Details Invoice Created On Between 1 August 2012 AND 29 September 2012

Figure No.4
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b. Ungroup: Select the group and click on the ‘Ungroup’ button to ungroup the filter criterion (Figure
5).

Insert Group: Click on the ‘Insert Group’ button to insert a group and then add the filters to it.
Edit: Select the filter criteria and click on the ‘Edit’ button to make changes in the criteria.

Delete: Select the criteria to delete it.

- 0o o o

Move Up: Select the criteria and click on the ‘Move Up' to position it above the other criterion.

Q

Move Down: Select the criteria and click on the ‘Move Down'’ to position it below the other

criterion.Repeat the above steps for more filters.

Select the columns to be displayed on the report by going into the ‘Define Display Columns’ tab and
‘Define Personalization Columns’ tab (Figure 5) and dragging the fields into the section.the column

heading can be entered, grouping can be defined, sort level and the aggregation can be specified.

Define Fiters || Define Display Columns | Define Personalization Fields
[ Delete [ Clear Al
Column Heading Field Hame Group By Group By Level Sort Order Sort Level Agaregation
% | [ |[Plan Tile Invoice Details.Plan Title El None None - Nane Nane
% [ [Fiscal Year Invoice Details Fiscal Year El None None - Nane None
| [C] | |Business Unit name Invoice Details Business Unit name = None None - None None
Figure No.5

Select the fields that the end user can personalize on by going into the ‘Define Personalization Fields’
tab (Figure 6) and dragging the fields into the section.

Define Fiters | Define Display Columns | Define Personalization Fields

Ef Delete g Clear A

Drop the field here to configure field.

Figure No.6

Once the filters, display columns and personalization fields are specified the report can be generated.

Save the report.

2. Schedule — The report can be scheduled by going into the ‘Schedule’ tab (Figure 6). Click on the ‘Add
Schedule’ button.
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A Report Details

o reports scheduled.

Name:

Description:
Status:
Edit
Configuration Schedule User Roles
% Schedule List
[F] Hame Description

Invoices

Publish

Run Cycle

Next Run Time

Last Run Time

Created By

Status

Figure No.7

A create schedule popup is displayed. The details for scheduling the report such as schedule type, start

date and time to send the report. Enter receivers email Id’s.

Create Schedule

Report Receivers

Schedule Cancel

Scheduling Details: Send Excel via email

* Schedule Name:

Description:

Schedule Type:

* Start Date:

*Time to send report:

Boo:

" Subject:

" Messgage:

Invoices1

Run Once -

30 August 2012 BEEd

Sery

1 = AM

Swstem Administrator <aladmin@sas.com>,bok Sharma <bob@abc.coms,

Allen Sol <Allzn@abc.com= Al Tom <Al@abc.come,

Inwvoices 1|

Please find the report attached.

Figure No.8

After the report is scheduled the report will be sent to the concerned individuals.

3. User Roles — The authors and readers (users and groups) for the report can be added. These

users/groups will have access to the report. The authors can edit/modify the report details and the reader

can only view the report.

These Ad hoc reports can be exported to excel or HTML.
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Scheduling a Report

The following reports can be scheduled:
1. In Strategic Planner — The Overspent Report, Activity Budgets and Spends Reports.
2. In Marketing Workbench — The Project Details report

The scheduling details can then be entered by the user (Figure 1). The following details need to be provided for
scheduling the report:
e Report name: By default the report name is displayed. The user can change it.
e Description: User defined.
e Schedule Type: Select ‘Run Once’ or ‘Run Between'.
e Start Date: If the run once option is selected then only the start date needs to be provided, if the run
between option is selected then the start and the end date needs to be provided.

e Run Cycle: The following run cycle can be selected —

Option Explanation

Daily If the option selected is daily then the user can select if the report should
be generated on weekdays only or on all days.

Weekly If the option selected is weekly then the user can select any day in the
week on which the report should be generated.

Fortnightly If the option selected is fortnightly then a note is displayed saying that the
report will be sent in 15 day interval starting from the start date specified.

Monthly If the option selected is monthly then the day, whether the report needs to
be generated on the first or last day (any day in the week) and which
months the report should be generated should be specified.

Quarterly If the option selected is quarterly then a note is displayed saying that the
report will be sent on the first day of every quarter based on the fiscal
month setting.

Yearly If the option selected is yearly then the user should select the month and
the day of the month the report should be generated.

e Time to send report: The time for sending the report to the specified users.
e Report Receivers: The report can be sent as an email attachment to a set of users. The email
addresses should be separated by a comma.

e Option: The delivery option is email by default and the report format can be specified as PDF or Excel.
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Scheduling Details: Send Excel via email

* Schedule Name:  |Activity Budget and Spends Report

Description: L

Schedule Type:  pun Once -

* Start Date:
*Timetosendreport: ;.| am -
Report Receivers
*To: System Administrator <aladmin@sas. com= Ben Ten <Ben@abc.coms, -
Ce: | Al Tom <Al@abc.come,Allen Sol <Allen@abc.come, -
Boc:

| Preview || Schedule || Cancel |

Figure No.1

User Guide

Page 270
Version: 6.0 R14



	SAS Marketing Operations Management – Introduction
	Overview
	Dashboard
	Calendars
	Strategic Planner
	Offer Management
	Marketing Workbench
	Resource Planner
	Approvals
	Digital Library
	Claims Management
	Knowledge Manager
	Site Builder
	Artwork Producer
	Timesheets
	Reports

	Browser settings for using the Application
	Logging in SAS Marketing Operations Management
	Remember Me
	Forgot Password
	Register Now! - Registering as a new user
	Contact Us
	What you see on the Screen?
	Profile - User profile or password
	Sign Out

	Dashboard
	Overview
	Glossary of terms
	Getting Started
	Channel Selection and Layout
	Sequencing the channel layout on My Dashboard screen
	Operations on a channel
	Channel Personalization
	Settings to be done for Static channels
	Operation on the Analytical Channels
	For Strategic Planner
	For Marketing Workbench

	Operations on Digital Library channels with the carousel view
	Operations on the Artwork Producer channel with the carousel view
	Operations on the Task Calendar
	Operations on the Executive Dashboards


	My Calendars
	Overview
	Getting Started
	Marketing Plan Calendar
	Marketing Activity Type Calendar

	Navigation and View

	Strategic Planner
	Overview
	Glossary of terms
	User Roles
	Getting Started
	Organizing and Setting up Plans
	Making a Copy of an existing Plan
	Creating New Plans
	Viewing existing Plans
	Clone and Replace Users

	Managing Programs/Campaigns/Activities
	Adding New Programs/Campaigns/Activities
	View Program information
	Info Tab
	Activities/Campaigns Tab
	Budgets Tab
	Expenses Tab
	Scorecard Tab
	Reviews Tab
	User Roles Tab
	Resources Tab
	Workflow Tab
	Versions Tab
	Moving Activities across Programs/Activities
	Impact of move activity


	Estimate Management
	Adding Estimates
	Expired Estimates
	Viewing Estimates by the Vendor
	Importing/Viewing the Actual Item details

	Reviewing Estimates and Creating Workflows

	Commitments/Purchase Order (PO)
	Making a copy of existing Commitments
	Adding Commitments
	Routing a Commitment for Approval

	Creating and Managing Activities
	View Activity information

	Best Practices Builder
	Budgets
	1.1.1. Business Rules for Budgeting
	1.1.2. View Budgets
	Impact of Budget Rejection

	1.1.3. View Commitments
	1.1.4. View Invoices

	Reviews
	Bulk Changes
	1.1.5. Budget and Forecast Re-allocation
	1.1.6. Multi-year Activities

	Embedded Reports
	Strategic Planner Reports

	Offer Management
	Creating Offers
	Offers in Strategic Planner
	Offer Calendars


	Marketing Workbench
	Overview
	Glossary of Terms used
	User Roles
	Marketing Workbench Process
	Operation Modes
	Getting Started
	Request
	Creating Briefs
	Copying Briefs
	Submitting a Brief

	Managing Projects
	Creating New Projects
	Viewing the Project Information

	Managing Deliverables
	Viewing Deliverable Information
	Info tab
	Components tab
	Tasks tab
	Dependencies tab
	Digital Assets tab
	User Roles tab

	Marking the Project/Deliverable as Complete
	Reopening Project/Deliverable
	Managing Tasks for a Deliverable Using the List View
	Assignment Task
	Gather Information
	Discussion
	Tracking
	Route
	Multi-File Route task
	Web Process task

	Managing Tasks for a Deliverable Using the Visual View
	Perform
	Marketing Workbench Reports

	Resource Planner
	User Roles
	Getting Started
	Resource Request
	Search and Select Activities to Book Resource Requests
	Book Resource Categories

	Resource Allocation
	Search unassigned activities
	Assign Resources
	Marking a Resource Unavailable

	Resource – My Tasks Calendar

	Approvals
	Overview
	Glossary of terms
	Review Cycle in Approvals
	Roles in Approvals
	Getting Started
	Creating Approval Jobs
	Creating a New Job
	Creating a Multi-File Approval Job

	Editing a submitted Job

	Reviewing an Approval Job
	Viewing Pending Jobs
	Approving/Rejecting a Pending Job
	Approving/Rejecting a video file


	Comparison between Media Annotations Tool and Adobe Acrobat
	Viewing a completed Job

	My Route
	Viewing Routes
	Creating a New Route

	Approval Reports

	Digital Library
	Overview
	Glossary of Terms
	Getting Started
	Organizing and Retrieving Digital Assets
	Navigation and Search

	Managing Assets
	Video Files

	Advanced Asset Operations
	Asset Information
	Dynamic Rendering

	Expired Assets
	Linking Assets
	Searching for Digital assets
	Simple Search
	Advanced Search
	Advanced Search “operators”
	Advanced search filters.

	Predefined Search Queries
	Last Search Results

	Tools and configuration
	File Formats Supported by SAS Marketing Operations Management

	Batch Cataloging using FTP
	Overview
	Getting Started
	Setting up Cataloger Preferences

	Preparing and Submitting a Job
	Preparing Folders
	Creating AssetInfo file
	Submitting a Job

	Monitoring a Job
	Active Jobs
	Inactive Jobs

	Viewing Cataloging Errors
	Recovering Files with Errors
	Deleting Old Jobs
	Steps for Job Submission based on the File Format of the Digital Asset.
	Troubleshooting

	Check in Files from Network Folder
	Batch Cataloging using MOM Desktop
	Product Info
	Installing MOM Desktop
	Creating new Jobs
	FAQ

	Reports

	0BPreview Format
	Claims Management
	Claims
	View Claims
	Manage Claims

	Labels
	View Labels
	Manage Labels
	Claims and Labels in Digital Library


	Site Builder
	Overview
	Glossary of Terms
	Roles in Site Builder
	Getting Started
	Managing Sites
	Creating New Sites
	Editing Sites

	Managing Pages
	Configuring Page Layout
	Adding Contents to the Page (Page Element)
	Rich Text Box
	Image
	Tab Strip
	Document Template
	Online Discussion
	Dashboard Channels
	Digital Asset Query
	Digital Asset Finder
	Linked Assets
	Task Pane


	Reviewing a Site
	Site Builder Reports

	Knowledge Manager
	Overview
	Glossary of terms used
	User Roles
	Getting Started
	Discussion Forum
	Forum Creation

	Creating a Topic
	Posting Comments
	Closing and Reopening a Forum
	Search for Forum, Topic or Post

	Artwork Producer
	Overview
	Glossary of terms
	Roles in Artwork Producer
	Prerequisites
	Getting Started
	Artwork Generation
	Creating a New Artwork using an Illustrator Format
	Point and Click
	Step by Step
	Autogenerated Artwork based on Taxonomy

	Creating a New Artwork using an InDesign Format
	Support for PDFs as ready to use formats
	Creating a New Artwork using an HTML Format
	Regeneration of Artwork in case of content chunk update

	Format Definition
	Creating Campaigns
	Creating Designs
	Formats
	Creating Formats in Illustrator
	Creating Formats in InDesign
	Creating HTML Formats

	Import, Export and Downloading Formats
	Pages and Groups

	Book Type Definition

	Timesheets
	Getting Started
	My Timesheets
	Create Timesheets
	Copy Timesheets
	Timesheets for Approval
	Viewing the Timesheets for Approval Channel
	Configuring the Dashboard Channel for Timesheets



	Ad-Hoc Reporting
	Overview
	Getting Started
	Creating and scheduling new Reports

	Scheduling a Report



