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METRIC INSIGHTS

1.1 First Login Options

After the Administrator has set up your Metric Insights account, you will receive information
about your account in one of the following ways:

1. A System-generated e-mail containing your Username, Password, and a link to the
Metric Insights Login page.

2. A communication sent directly to you from your Administrator, (note, call, e-mail),

containing a link to the Metric Insights Login Page, your Username, and your Password
3. Using your corporate Single-Signon option, i.e. LDAP or Active Directory

To view more detailed instructions on how to complete your first Login, see information
below:

1. Login using a system-generated Email

Talent Acquisition Portal - your password has been generated  inbox  x = B
Inbox . . N .

system notification <stg@app.metricinsights.com= 11:36 AM (7 minutes ago) il
Starred t

ome [~
Sent Mail
Drafts
More =

METRIC INSIGHTS
& - '

Search people. ..

Here is your login info for Talent
Acquisition Portal

Login: Julia
Password: LI3Wm3

© ©

* Once an account for you has been generated in Metric Insights, you are going to receive an
email with Username and temporary password.
+ Click Login now to start working with the system

NOTE: You are most likely going to be asked to change your password after the first login.
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METRIC INSIGHTS

1.1. If you have been issued a temporary password, the system
will display the ‘Change Password’ window

Change Password
Password*

Repeat New Password®

Your password must contain:

— Length: at least 6 characters

— At least one numeric character

— At least one upper case character
— At least one lower case character

Enter your ‘New Password’ and the same value in the ‘Repeat New Password’ field.

2. Login using information from Administrator

METRIC INSIGHTS

2 Usemame

- Password
# Remember me
Login

Recover password

Instead of having the system send you a welcoming email, your Metric Insights Administrator
may send you a personal email, provide a written/printed notice or make a phone call to you
for the purpose of providing a link for you to access Metric Insights along with a Username and

a Password that are either:
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METRIC INSIGHTS

« Temporary and to be changed upon login
+ Semi-permanent to be changed in the future at your discretion or according to your
organization's policy

2.1. If you have been issued a temporary password, the system
will display the ‘Change Password’ window

Change Password

Password®
Repeat New Password®

Your password must contain:

— Length: at least 6 characters

— At least one numeric character

— At least one upper case character
— At least one lower case character

caca o (D

Enter your ‘New Password’ and the same value in the ‘Repeat New Password’ field.

3. Login using single-sign-on account credentials

If your Metric Insights instance is configured to connect to your corporate single-sign-on
system, you can use your existing LDAP or Active Directory credentials to access Metric Insights.

When Metric Insights is configured for single-sign on, it does not hold your password in its
database. You are, therefore, not permitted to change or recover your Password using Metric
Insights. You must follow the procedure established by your organization in order to change or
recover your password.

NOTE: If you are logging in for the first time, your Homepage will reflect the content that is
available to the Metric Insights user group that is mapped to your Single-Sign-On group.
Contact your administrator if you need to require access to additional elements.

4. What would you like to do next?

+ Learn what | can do at the Homepage
« Set up My Preferences

Jump Start Guide for Regular Users Page 7
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METRIC INSIGHTS

2. Homepage
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METRIC INSIGHTS

2.1 Homepage Basics

The Homepage is the first page you see after log-in. It holds all elements that have been
made available to you by your Administrator and that are pertinent to the performance of
your organization.

The Homepage is arranged in two blocks, the Left Sidebar, and the Main Panel. The
Homepage only contains those elements and Dimension Values that you have Permission to
access.

There are also four different Main Panel options, as well as filter options that allow you to
restrict the contents of the Main Panel as explained below.

This article covers:

* Homepage Overview

* Where is my Version number

* Main Panel View Modes

+ [5.2.1] Drag and Drop tiles into Favorites and Folders

+ Basic Homepage Filter Options
+ Info on Tiles

* How Preview works
+ Homepage Message
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1. Homepage Overview

(0] [New. v |[Diconene | | @amn~ | & wia = |[2]
TETRIC INSIGHTS n=EE Group by Folders * || NoFilter - | | All Tags - Q
My BI Content Manage ~
\9/ @ show Al ~ 50 P 540 50 40 fedi]

e & My Content
& My Favorites
-,o,- Most Popular.
My Favorites
My Bl Content

Daily Sales from
QlikView for France

Saturday 08/13/2016

v s
A

Daily Sales from
Tableau for France

Saturday 08132016

AT LW
W

Sales Dashboard (QS§)
for France

@ QikSense

Sales Dashboard (Q5)
for Germany

@ Qlik3ense

Colorado Sales Revenue
by Line Filtered

= SAP Busines s Object

° W Folders +10% 0% || = o T = T T , 2
Ry Projected compare to yesterday compare to yesterday — |
¥ marketing update [ i
$1,424,170 $1,424170 | KR . -3
Canada
Europe
&0
e Denmark Dally Price
P/ B categories (sum)
¥ Sales
¥ Tableau Wednesday 12/20/2017 Expired
Sub Categories
Qlik Sense —_—
0.00%
Qlikview 0.00%
Spotfi
potiire 12,000

PowerBl
Business Objects

LEFT SIDEBAR includes a set of options for filtering the Homepage content. Selecting any of the
filters or a Categories listed on the Left Sidebar limits the display of elements on the Main
Panel:

1. Show All: reveals all the content which a user has permission to access and which has been
made visible on the Homepage.

2. My Content: only those elements, where a user is designated as a Business or Technical
Owner are shown. For details refer to: Grant Users Element View and Dimension Access via
Element Ownership

3. Favorite Folders: By holding the tiles that are of interest to you in favorite sections, you can
easily access frequently used information and also receive email digests that provide a daily
summary of all updates to your favorite tiles. For details refer to: Working with Favorites and
Digests

+ Most Popular Folder: This folder allows you to see what elements other Users are
finding useful. This system-generated Folder is populated with the tiles representing
those elements which either have been recently added to the favorite folders of others or
were viewed by others within the last specified number of days. This calculation excludes
the current User. This Folder name should never be changed.

The default number of tiles shown in this folder is 5, but you can increase it at Admin >
Utilities > Config Variables > MOST_POPULAR_FOLDER_TILE_COUNT.

The amount of days to consider while scoring the "Most Popular" folder can be defined at
Admin > Utilities > Config Variables > MOST_POPULAR_FOLDER_VIEW_DAYS.
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METRIC INSIGHTS

4. [5.2] Folders: New in 5.2, these system Folders were added to combine the functions of
Shared Folders and Bursting in one place. For more information, see Understanding Folders
5. Categories: Categories are used to group tiles and grant bulk access to Users or Groups. For

details refer to: Create a Category

MAIN PANEL includes all Metrics, Multi-Metrics, Reports and External Reports that are made
visible on the Homepage and to which you have access.

€ [5.2.1] Allows Users to omit the Category section from their Homepage to reduce
clutter, if desired. This option is set in the My Settings section for each individual User.

See My Settings (aka 'Preferences")

2. Where is my version number?

METRIC INSIGHTS

&= | Group by Folder:

- No Filtes

@ Show All Most Popular
& My Content o0 69
W My Favorites Daily Sales by Channel & Daily Sales Distribution

Most Popular Product Category

My Favorites

Tableau Alerting Sunday 0506/2018 Tuesday D4/03/2018

Canada

Germany test i‘l.

United States .-i@--@
8 Folders »

Canada

Canada (2) My Favorites

Germany 8o 50

Monthly Revenue data
P&L Demo

Q Folder

United States

Day Order Volume by
Channel by something by
whatever with a really
long name

Sunday 05062018

«

Total Hourly User Logins
- New

0210172019 3 AM Expired

|| || ‘ II‘ 0.00%

usp

1

3. Main Panel View Modes

There are 3 distinct views to choose for the Main Panel display but one is only for Favorites
folders.
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| A0 | | New... » | | [C) Content «

METRIC INSIGHTS
B2 | Group by Folders w | | No Filter w | | All Tags A

METRIC InSIGI-ITS T
@ Show All
& My Content m

rce Lea

3.1. [Tile View] thumbnail images, current values, and icons
for various collaborative items

.'Tl ETRIC |05|GHT5 n=E = All Topics ¥ | | NoFilter = | | Favorites & Categories = | | Q, Search HI "‘"@
® Show All e Manage vl,\\,
Favorite Folders / a o a . a -l-\A-déRemove Tiles
£} Folder Setfings
Calegories <] Bursts
-Audlt [f] Dowmload PPT
W Financial 2 Share Folder
B Uncategorized €2 Duplicate Folder
M Operations il l" | !“ ., ‘ W Delete Folder
I Website Visitors
B Customer Satisfaction '] S8R 07N ' ' l l ]

B Customer Acquisition

This is the original display format for Metric Insights, with the following features available for
Favorite folders:

1. Click this icon to Re-order elements
2. Manage Favorites allows you to change Favorite options without leaving the Homepage
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METRIC INSIGHTS

3.2. [List View] scroll through current values, Alerts, and
updates

o
& Yourname ?

METRIC INSIGHTS HH @ ] All Topics * | | No Filter v | | Favorites & Categories = | | Q, Search... HIl
@ Show All My Favorites Manage ~
Favorite Folders #¢ Monthly Completely Satisfied Survey Responses ® 55.4%, down 27% from last month (Expired) o
* My Favorites _
# Monthly Sales o $88.97M, down 52% from last month (Expired) (i}
Categorie
q:d,;i:;; + Monthly Sales by Product Category Report (1]
I Financial 7 Mew Customer Acquisition Analysis Multi-Metric "o
W Uncategorized
e elgorlze +r Total Daily Revenue o $11.04M, up 30% from yesterday (Expired) (i}
I Operations
B \\ebsite Visitors 7 Monthly Sales Pipeline Report o
W Customer Satisfaction . X X X .
e W Total Google Analytics Daily Website Visitors ® 153, up 9.3% from yesterday (Expired) [
M Customer Acquisition
Mm Readmissions # Total Monthly Acquisition Cost Per Customer ® $2.38, down 6.7% from last month (Expirec /Sdnesday 110212016 (i}
M Healthcare Stats ) ) 153, up 9.3% from yesterday
B Tableau Visualizations +¢ Total Monthly Marketing Spend ® $200k, down 1.1% from last month Total Google Analytics Daly Webste (i)
Visitors Metric
Owners

Business: John Frank
Technical: John Frank
€3 Tile not certified

A tabular view of your elements that allows you to quickly scroll through current values, Alerts,
and changes.
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METRIC INSIGHTS

3.3. [Grid View] available only for Favorite Folders (obsolete

In newer versions)

A0 New....

Content »

{8 Admin v

6 Julia

METRIC INSIGHTS = = &

Most Popular

@ Show All '
& My Content

=1

Canada | Sales Dashboard
W My Favorites

Most Popular
My Favorites
My Bl Contnet

Tableau

1

I Folders ]
+ Add Folder

J

e

H categories

b Sales .
Marketing
Finance
HR
T
Jira

Canada | Daily Sales

Saturday 08132016

e P
-20%
compared to yesterday

$521,890

Customer Service
Usage

Help and Tips
Supplier

System

-1

Uncategorized

el

SMS Template

Monday 031052013

=1

Country Total | Daily Sales

Saturday 08132016

A/ 4.2%

compared to yesterday

$8,170,816

Manage ~

o0

Australia Product Category
Total Daily Sales

Sunday 03/04.2018

AP
- +0.06%
compared to yesterday

$332,805

=1

Australia | Daily Sales

Saturday 08132016

A
™ -2.2%
compared to yesterday

$590,607

=0

Spain Product Category
Total Daily Sales

Sunday 03/04.2018

ﬂ\/m‘/\’\ +11%

compared to yesterday

$491,549

Similar to the Tile View, but the Filters and Search options are removed.
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METRIC INSIGHTS

3.4. [Version 5.2.1] Drag and Drop tiles to Folders and

Favorites

B — == :
= m= | Group by Folders b Mo Filter - All Tags
METRIC INSIGHTS ™ '
arketing
@ Show Al %0 #0 %0
& My Content France | Daily Peak Germany | Daily Peak Russia | Daily Peak
Website Visits Website Visits Website Visits
* My Favorites e
Most Popular =
e L ] Satr
( o :LMY Favorites %’ Saturday 08132016 Saturday 08132016 Saturday 08132016
A My Bl Content N P Tavetavs
| +1.9% +1.9% +1.9%
B Folders compared to last month compared to last month compared to last month
turday 08132016

B categories PPN ae PP r

> Sales
o Marketing S JE:E Antry Total | Daily Australia | Daily Peak Canada | Daily Peak
4 T T Peak Website Visits Website Visits Website Visits

Finance 15 7M
HR
T | Saturday 08132016 Saturday 08132016 Saturday 08132016

In image above, we are copying a tile from the Marketing Category to My Favorite Folder.

1. We do this by selecting the Category to display it's Tiles on the Main Panel.

2. Then drag the tile into the Favorite folder.

3. The Folder you are dragging into will be indicated by a dotted square.

€ - To move a tile between Favorites and Folders, simply Drag and Drop the tile to the

right-hand Favorite or Folder

+ To copy a tile from a Favorite to a Folder (or vice versa), hold the Shift button while

performing the Drag and Drop

* You are only able to copy from a Category to a Folder or Favorite. You cannot move
or copy tiles between Categories; Category is set in the element's Editor.

Jump Start Guide for Regular Users
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METRIC INSIGHTS

4. Basic Homepage Filter Options

4.1. [Version 5.1]

Q, search..

&0

n = E Group by Folders v | | No Filter ~ | | AllTags -
Most Popular
o9 &0 o di ]
Canada | Daily Peak Canada | Sales Hourly Peak Website Monthly Marketing
Website Visits Dashboard (Tableau) Visits Spend
Thursday 08/132015 14 Tableau 08132015 12 AM July 2015
A~ =
! +1.9% ‘ | 39%
compared to last month F'"":’" compare to previous hour
-
7.16M o N 14,355

o0

Product Sales By
Category
Tuesday 09222015

1. Grouping options: Homepage content can be group by different criteria: by Folders
(represented by the Favorites and Categories from the Lift Sidebar), by Update Frequency,
by Measurement Interval, etc.

2. Filtering options: by Content Type (Metric, Report, External Report), Report Type, Stoplight
(Performing, Underperforming), Area, etc.

3. Tags: provide a useful way to group related elements by a common characteristic. For more
details refer to: Create a Topic / Tag

4. Search: by keywords in name or description.

4.2. [Versions prior to 5.1]

® vourname = | | 7
& Yourname v | ‘ ?|

H—- All Topics - Mo Filter - Favorites & Categories ~ Q, Search... Hil
My Favorites
L (i} &) L] L [i] o
Monthly Completely Monthly Sales Monthly Sales by New Customer Total Daily Revenue
Satisfied Survey Product Category Acquisition Analysis
Responses
May 2016 Expired May2016 Expired Cctober 2016 Odober2016 Sunday 18262012 Expired
v . - S
25 || 0MMhr, s £30%
Total Responses I I I I } i i | | | uso
55.4% $88.97M I L $11.04M

1. Highest Level filter is Search by name or element description.

Jump Start Guide for Regular Users

Monthly Sales
Pipeline

March 2014

v

Manage ~
(i) 4 (i}
Total Google
Analytics Daily

Website Visitors

‘Wednesday 11022016 Expired
AR o 35,

153
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2. Limit your display or search by Topic (Sales, Orders).

Limit display or search using Filter (by specific items/dimensions/element type).

4. You can Group the display of Homepage elements (Homepage, Stoplight value,
Measurement Interval) - example is by 'Homepage'.

w

5. Quick info on tiles

5.1. A Metric Tile

(Annotation ) ( Alert fired )

= )@\Q ’ Jo==

A ® BA 80
Favorites ) Canada Weekly ( General Info )
Indicatar Sales

10A52016

e _/\-\-.f"\ —
+14%

$339Mﬁ-’( Metric Value )

A Metric is a measure that contains a single value for any point in time and that is measured
over time. An example of a Metric is "Daily Sales"
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5.2. A Multi-Metric Tile

Daily Sales and
Multi-Metric's Website Visitors
MName
Sunday 03082015 : Measurement
Date

Thumbnail ""Hmmﬂuw

A Multi-Metric is a chart containing several trend lines and combining more than one measure
to allow you to compare each Metric's individual trend line. The person whom defines the Multi-
Metric chooses at least two previously defined Metrics to be charted by the system on the same
graph in order to better understand how the various Metric trends related to each other.

&0

5.3. A Report Tile

&0

( Report Name H Monthly Order
Wolume by Country

for website visit

Effective
Movermnber 2016 Date
(o ) ""I I

A Report typically includes tabular data and one or more charts based on data selected by the
person creating the element. The Effective Date of the Report is not the same as the date on
which the report is run. This date represents the report's "As of" date.
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METRIC INSIGHTS

5.4. Dimensioned Element's Tiles

%*n PA %6

Daily Sales for
Canada

Sunday 02072IN6

AT P -1.0%

®» BA =0

Daily Sales for
Australia

Sunday 02072016

B W +39%

$351k

® BA ©0

Daily Sales for
France

Sunday 02072016

R T +44%

$984k

® 8A %0
Daily Sales for Spain

Sunday 02072018

SN N Y] +14%

$407k

® QA =0

Daily Sales for
United Kingdom

Sunday 02/07/2016

g™ T 2%

® BA 0O

Daily Sales for
United States

Sunday 02072016

e i +11%

$1,647k

If the Element is defined as Dimensioned, there is a tile for each Dimension Value. In this
example, Daily Sales is dimensioned by Country.

NOTE: As noted above, you only see tiles for the Dimension Values for which you have
Permission to access.

Jump Start Guide for Regular Users
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6. Anatomy of Preview (Metric example)

4 Previous Next preview »

e
Monthly Sales for Australia :] _e-—i* AF AV YRE-
&m 2y |5y B3 -

Currentvalue 67,684
March 2018

175,000
e % Change Down 11% from Same
S’ Time Last Month

150,000 ., Monthly Sales for GMonthAvg 109,966
. Australia
B Ly 149,521 Minimum ever 54,997
f'“é on December 2017 February 2017
3 125,000
8 Click to view Maximum ever 149521
@ full chart December 2017
™
]

100,000

Business owner John Berg
Technical owner John Berg
Element ID 988

Last updated Apr3 20181722

— Monthly Sales for Australia

Single-clicking on any tile opens a Preview pop-up of, if previewing is not enabled, a Full Chart
view. Double-clicking on the tile or single-clicking on the Preview always opens the larger chart
view (Live view).

1. You can alter the display period on the Preview by selecting a time frame or Range
Selector below the Chart
1. [5.2.1] Previews in newer Versions are completely interactive in the same manner as Full
Viewers

Element can be added to Favorites folder by clicking the Star icon

You can manage Alert Subscription for this element

Data can be Shared, or Downloaded in a variety of formats, such as Excel and PDF files
Statistics summary information

vk wn
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7. Homepage Message

New.. ¥ ‘ | D) content = ‘ ‘ £ Admin

& Alex

a: [E

All Topics

hd No Filter

- Favorites & Categories =

Q, Search..

R Metrics with expired manual data should be updated by the end of the week.

My Favorites

» e i)

% Monthly Projects
On Track for Finance

October 2011

VaX

Expired

% Green

» o0

Daily Units Sold

Friday 07/22/2016 Expired

+4.0%

149,032

o i ]
Daily Order Unit and
US$ Volume

Friday 07/22/2016

e —————

» e

Daily Sales - Enabled

Sunday 03082015 Expired

—

+1.1%
usD

$5.87TM

Manage

o9

Home Price and
Supply

To learn how to add a message displayed either for everyone or for a specific group of users
(Admins, Power Users or Regular Users) at the top of the Homepage, see Creating a Homepage

Message

€ [5.4.01 The Homepage Message has been replaced by the more feature-laden
Announcements function - see Creating an Announcement on Homepage or Element

Viewers
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METRIC INSIGHTS

2.2 Setting a Portal Page as your Start
Location

1. Access "My Settings" in the menu under your Username

§ My Settings N - New... » [C1 content » ﬁ
A& Wy Notifications

_ Homepage Display A Wy Alerts
L

W My Favorites

[ = My Settings ]

@D Show Categories on Homepage

Content Layout  Tile - 0 My Mobile
T User Help
Default Folder = Last Active Category - 8 Knowledge Base
Default Filter Mo Filter v (= Log Out
Default Tag  All Tags -
Default Group ~ Folders -
o Starting Page  Catalog -
Homepage refresh frequency 60 seconds

1. Scroll to the Homepage Display section
2. Starting Page is set to "Catalog" by default
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2. Open drop-down and select a Portal Page

Homepage Display

@D Show Categories on Homepage

Content Layout | Tile v
Default Folder = Last Active Category v
Default Filter = No Filter v
Default Tag =~ All Tags -
Default Group ~ Folders b
Starting Page Catalog b
! a
Catalag
( External sales )|

Marketing Operations

¢ Only those Portal Pages that you are permitted to access will be displayed.

3. Scroll to bottom and Save your changes

Report Viewer

Max data table display lines 20

Data Entry Preferences

@D Wam me when | attempt to leave a page that has pending changes

Always open Editors in Advanced Mode

ﬁ "D Reslore defaulls

Jump Start Guide for Regular Users Page 23



METRIC INSIGHTS

2.3 Setting Home Page to always open to
Same Section

Metric Insights will remember the section that was last opened on the Home Page between
logins, but if you want to always start new sessions in the same section, you can do so with
the 'Default Folder' setting in your My Settings Editor.

Access "My Settings" in the menu under your Username

A My Settings |E‘ ‘ New... v | | £ Content = ‘ ‘

[ o] My notifications are OM for emails, SMS and Phone Alerts - Wednesday - December 12, 2018 System ®o1401

A * = 0

Notifications Alerts Favorites Settings Mobile

Profile picture B Load new picture
Username Anna

Firstname = anna
Lastname = Kennedy

Email address = bk+anna@metricinsights.com

o Homepage Displa
@) Homepage Display
@D show Categories on Homepage
Conient Layout = Tile -
o Default Folder | Last Active Category -
4
Default Filter | Last Active Filter -
Default Tag = All Tags -
Default Group | Last Active Group by -
Starting Page Catalog
Homepage refresh frequency = 600 seconds

Scroll to the Homepage Display section

Default Folder is set to "Last Active Category" by default
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Open drop-down and select any other Category or Folder

‘ﬂ My Settings |E‘ | New.. = | ‘ ] Content w |

Homepage Display
@D Show Categories on Homepage

Content Layout | Tile -

Default Folder | Last Active Category -

Last Active Category 2

Default Filter | Al Categories
Canada
Germany
Maost Popular

Default Tag

- Europe

- monthly data

- North America

- Others

- waekly

Canada Revenue & Profit
My Countries

Default Group

Starting Page

Homepage refresh frequency
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2.4 Homepage search: how it works

On the Homepage, Users can search and find elements by:

* Name (visible or hidden elements)
+ Description (visible or hidden elements)
 Tag (only visible elements)

Search by relevance (no grouping)

If the performed search generates multiple results, they will be displayed according to
keyword relevance in the following order:

1. Exact word match (Display Priority 1)
2. Exact word match as part of a search phrase (Display Priority 2)
3. Matching keywords in any order (Display Priority 3)

@ Catalog A Syntax Guide ||ﬂ " | New.. ¥ | ‘ [ Content v ‘ | {6} Admin v | & Yana
H o No Grouping - No Filter - All Tags °l K Sales & Gross Profit l Clear all

METRIC INSIGHTS - . -

@ Show All -
Sales & Gross Profit Sales & Gross Profit Gross Profit & Sales

& My Content {export from docs) Tableau
% My Favorites Exact match Ma_tching Keywords

vy Favorites in any order

Most Popular 114 Tableau 14 Tableau .v Tableau

My Favorites T

— rmm— g o
8 Folders = e g =0
Australia T -; L-.\é ....... TI:.
Daily Sales

Daily Revenue

Smart Folder Daily Sales
Profit and Sales

Sales Performance

recent aleris

1. No Grouping: choose this option to display Tiles by relevance priority only
2. Enter your search phrase

Jump Start Guide for Regular Users Page 26



METRIC INSIGHTS

Search by Relevance (Folder Grouping example)

The Grouping option affects how search results are rendered on the Homepage.

When search results are displayed:

1. Grouping takes priority

2. Search results are displayed by their level or relevance within arranged Groups

View details in the image below.

|E| | New_. v ‘ | ﬂ:lCnntean ‘ | {8} Admin v | 6 Yana

@ Caialog A Syntax Guide
-1 G by Fold w | | NoFilte v | | AlTag
METRIC INSIGHTS - \9/ e ' =
Daily Revenue

@ Show All -
& My Content

Py

Gross Profit & Sales
W My Favorites (Tableau)
Most Popular
Folders are arranged

alphabetically

My Favorites +-¢ Tableau

B Folders «
Australia

a—
e —

——

Daily Sales
Daily Revenue
Smart Folder Daily Sales

Profit and Sales Sales Performance

e di)

Sales & Gross Profit

Sales Performance

=i

Sales & Gross Profit
(export from docs)

recent alerts

B Categories «

Active Users

\4 Tableau i+ Tableau

¥ Administration

Demo Elements i
»»»»» emre—

Sales
Audit e

! e b AL .
o
o I

Customer Acquisition

Customer Satisfaction

] Clear all

o l X Sales & Gross Profit
&4

1. Group by Folders: if activated, display priority is first given to Folders (arranged

alphabetically) and then to search relevance
2. Enter your search phrase
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2.5 How do | filter Home Page content by
Good news/Bad News?

You can filter your Home Page to only see Elements with Alerts that are green or red; i.e.,
"Good News" or "Bad News". On your Home Page the Filter By: drop down list will show
entries for these options ONLY IF you have current Alerts set to show in your Browser and
results meet the Alert's criteria.

1. Open Filter drop-down
]

METRIC INSIGHTS 2 = | counby rolders ~ | | Mo Filter ~ | | Al Tags -
Q
@ Show All Most Popular .
New Alerts

My Content o

& My Conten s _u9o i
Good News

* My Favorites Daily Order Unit and US$ Daily Sales Distribution Day Orde Bad News Monthly Stafiing

Most Popular Volume Channel

hat

Abby's Favorites rc,magi‘;i; Elements | Own

My Favorites Wednesday 09/05/2018 Expired Tuesday04032018  Expired Sunday0sy Stoplight June 2015

Tableau Alerting Underperforming

Canada a 9sg Perarming y

Germany test o sgEgEd "' -

- \' o\~ . —

United States L '“/\ s z s
I Folders
—_—
!rlETRIC |nS|GHTs 8 = | Group by Folders ° l Bad News x ]

4

@ Show All

& My Content &> 1 other item match your search criteria that is not shown below. Show other item.

* My Favorites P&l Demo

Most Papular ® BLA #6
Abby's Favorites Monthly Sales for wine
My Favorites

Tableau Alerting

Canada November 2018

Germany fest

Unitea states | T TT——-
B Folders «

e $370.28M

P 2y

1. Below New Alerts, select either "Good News" or "Bad News"
2. After selecting "Bad News", only the tile for the "Montlhy Sales for wine " displays
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2.6 When do flags appear and get removed
from tiles on my home page?

The tile images on your Home Page display various icons to notify you of recent changes
and additions to your data. Hovering over these icons display additional information.

Additional, the various icons have different rules for removing these symbols from the
Home Page so that you are only notified on the most recent or unseen data changes. For
the same reason, you will never see icons / hover-overs for commentary that you add, only
those contributed by others.

The Icons - an overview

id JEF 'Y

Hourly Sales

040720151 PM

VAW +3.3%

uspD

$255k
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Gold star icon indicating a Favorite element

9  aE

Feportis included in the Most
Da  popular section of your Home Page. les fo
for  click to Modify Favorites Assignment.  @@ne

Monday 040672015 r Thursday 0402/201%

VWS

$37¢4

Star will remain gold until element is removed from all Favorite folders.

Exception: The 5 most viewed elements are automatically added to 'Most Popular' folder and
Users cannot alter or remove these

Notes and Commentary icons

% Adam Shamouel: Would it make
EXpe! sense to adjust this expected number ~ Aterly

Won 1o be weighted by forecast category? + Closed

Total mers

22015 - Q22015

I ~anll
--. 40

The most recent note is displayed, unless you wrote the most recent one, for as long as the
associated data point(s) displays in the chart measurement interval. The most recent Expert
Commentary will display on hover-over, unless you wrote it, until it is deleted.
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Annotation icons

ﬂ?@@A e

Steve Mock: Is closed Won deals
Daily included in the pipeline? Otherwise,
Forec this should be going down as we
Total close deals.
Monday .

""’"’f‘ +1.9% |
1.06M |

The most recent annotation will be displayed unless you wrote it. The icon will be removed
from the tile when you view this hover-over or view the annotation in the Element Viewer. After
viewing, the annotation icon will remain on the Element Viewer and Collaborative View, but the
icon will be removed from the Tile View

Alert icon

ﬂu@@

Daily Pipelin
Forecast Ca
Total

Maonday 04/06201

“"""’-f—- +1.9%
1.06M

New High
1.06M on Monday 04/06/2015

{previous high: 1.04M on Sunday
04/05/2015)

r

The most recent alert will display on hover-over. After you view this alert detail via this hover-
over or by viewing the element, the icon will be removed from the Tile View: the icon will remain
on the Element Viewer and Collaborative View,

Jump Start Guide for Regular Users Page 31



2.7 Controlling Homepage Display through
the URL

This article describes how to utilize the available options to customize the content filtering
on the Homepage display. NOTE: The format of the Homepage is slightly different in Version
3.

1. Select Display based on Filter(s) by select list(s)

New + Admin « 4 Alex

frl HmTile =List ®=Grid News
.

METRIC INSIGHTS Topics Filter Group

9/ All Topics v Show All v None v ,O

@ Show All T Q
Favorite Folders Show All
* My Favorites Share Content
% Tableau Alerting Metric
 Total Monthly Sales Report

Tableau
Categories

BB Insight System Stats
e Audit

m Uncategorized

B Financial

Qlik Sense
Other -

e olaw R0 e

1. You may limit the tile display at the Homepage by configuring page filters in Category, Topic,
Filter by and Group by drop-down lists.

2. In this example, we filter the content to only show Multi-Metrics for all Topics and no specific
Groups

2. Use Hashtags in URL

Hashtags may be embedded in the URL to filter by Category (name or ID), Element Type (or a
combination of the two) or for Favorite Folders.

NOTE: Currently the options of Topic and Group are not supported.
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2.1. Single Filter for Element Type

[ (e l https:/fdemo.metricinsights.com/ome/#/content/Metric l % ‘Tj\?

New + Admin = & Alex -
ﬁ'l mTile =List ®&=Grid News
METRIC INSIGHTS Topics Filter Group
All Topics v Show All v None v D
@ Show All
Favorite Folders S0 S0 £ &0 &0 &0
% My Favorites Share s _ ) : : ] :
. Monthly Unsatisfied IMonthly Sales for JN Daily Active Daily COGS for wine Virtual Goods Daily
% Tableau Alerting Survey Responses corporate sales Projects in Testing Revenue
W Total Monthly Sales
Categories April 2016 April 2016 Monday 021152016 Expired Sunday 05/29/2016 Sunday 05292016
B Insight System Stats — 1 it
; | WA
W Audit """"""l 31% |||"”"II|| +9.5% +109% A -8.3% repipdneobion 40.06%
- Uncategorlzed Unsatisfied Active Projects usD
S 8.6% $47.34M 11,700.0% | $3,298,866.00 $8.67M

Required URL parameters are:

https://yourMetricInsightsInstance.com/home/#/content/ElementType

+ ElementType = Metric, Multi-Metric, Report, External Report

Example: Filter the Homepage content based upon Elements of a 'Metric' type by modifying the

URL to:

https://demo.metricinsights.com/home/#/content/Metric

2.2. Multiple Filter Selection for Element Type

€« (& l https-//demo.metricinsights com/home/#/content/Report, Metric '

]

METRIC INSIGHTS

@ Show All

Favorite Folders

% My Favorites Share
W Tableau Alerting

W Total Monthly Sales

Categories
M Insight System Stats
B Audit
B8 Uncategorized
B Financial

mTile =List ®EGrid News
Topics Filter Group
All Topics Show All ¥ | | None
* O [ ] &0 [ ] &0
France Monthly Germany Monthly United States
Sales Sales Maonthly Sales
April 2016 April 2016 Apnl 2016
I “'\ T __/'/‘\
-~ \ - A — A
L +7.2% " +6.4% e +4.4%
F31.30M DM15.74M $57.49M

Required URL parameters are:

Jump Start Guide for Regular Users

-
New + Admin + 4| Alex -
v O
&+0 E =X}
Charts not Viewed in Daily Data Collection
Last 90 Days Run Time (Seconds)
Sunday 05292016 Sunday 05292016
A e +TA%
. Seconds
13,388
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https://yourMetricInsightsInstance.com/home/#/content/CommaSeparatedElementTypes

Example: Filter the Homepage content based upon Elements of a 'Metric' and 'Report' types by

modifying the URL to:

https://demo.metricinsights.com/home/#/content/Report,Metric

2.3. Single Filter for Category Name or ID

https://demo. metricinsights.com/home/#/category/Financial

New +

Admin -

4 Alex

rr' Tile =list /ueGrid News
METRIC INSIGHTS Topics Filter Group
All Topics Show All v None v o
@ Show All
Favorite Folders Finapeial
W My Favorites Share 46 B 40 56 40 56
W Tableau Alerting
% Total Montnly Sales Australia Monthly Average Daily Sales Beverages Daily Canada Monthly Cereals Daily
Sales Per Commerce Grocery Sales Sales Grocery Sales
Website Visitor
Categories
M Insight System Stats April 2016 Sunday 052922016 Wednesday 09/1672015 Expired | | Apri 2016 Wednesday 08/1672015 Expired
W Audit .
1 s R )
B Uncategorizeg _lil.u"‘y‘('.:“‘jﬂu-!l‘&ii B 2%
- [ [T
W Active Users $9430
m Operations
M Website Visitors FoYi ) Py ) F.Yi ) oY ) &40
I Customer Satisfaction _ _ ) _ _ _
Composite Daily Composite Daily Condiments Daily Confections Daily Daily Avg. Per-Unit
B8 Revenue Sales and Visitors Sales and Visitors Grocery Sales Grocery Sales Revenue
W Overall Recruiting Stats Analysis
W Project Tracking Sunday 05292016 Sunday 05292016 Salrday 0772822012 Expired | | Wednesday 09162015 Expired | | Sunday(05292016

m Customer Acquisition
W Treasure Data

B Readmissions

B Healthcare Stats

At

Required URL parameters are:

h . B 3&\“@&’"""{%“1 -0.00%
llll.- ll-l' $54.6§3

B Tableau Visualizations

https://yourMetricInsightsInstance.com/home/#/category/CategoryName

Example: You may filter the Homepage content by a specific Category with the name 'Financial’
by modifying the URL to:

https://demo.metricinsights.com/home/#/category/Financial

Alternatively, you can filter the Category by it's ID rather than name by modifying the URL to:

https://uma.metricinsights.com/home/#/category/24

NOTE: Both methods will return the same result set.
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m

METRIC INSIGHTS

@ Show All

Favorite Folders

W My Favorites Share
W Tableau Alerting
 Total Monthly Sales

Categories
m Insight System Stats
i Audit
I Uncategorized
I Financial
W Active Users
m Operations
I Website Visitors
m Customer Satisfaction
I Revenue
W Overall Recruiting Stats
B Project Tracking
I Customer Acquisition
I Treasure Data
I Readmissions
I Healthcare Stats
I Tableau Visualizations

https://demo.metricinsights.com/home/#/content/Metric, Report/category/Financial

HTile =List ®=Grid EBAews
Topics Filte
All Topics how All
Financial
o0 o0
Comydsite Daily Composite Daily

Spfts and Visitors

Sunday 05292016

At

Sales and Visitors
Analysis

Sunday 05292016

=X

Daily Cost of Goods
Sold for bottle

opener
Tuesday 03082016  Expired
. Ay N9
g -3.0%
$256,872

o0
Daily Cost of Goods
Sold for entertain

Tuesday 03082016  Expired

B A
A M A !m"’*
AT e

$178,882

Group

v Mone

o0
Condiments Daily
Grocery Sales
Saturday 07/28/2012 Expired

-Ll-.ihll-

=0

Daily Cost of Goods
Sold for full cabinet

Tuesday 03082016  Expired
(‘I‘I%WWMJMMI -13%
$529,559

New ~ Admin »

¥ | DO Sea i
o0 &0
Confections Daily Daily Avg. Per-Unit
Grocery Sales Revenue
Wednesday 09/16/2015 Expired Sunday 05292016
. A Ao
e WAL h0e
usD
$54.00
o0 &0

Daily Cost of Goods
Sold for half cabinet

Tuesday 030872016  Expired

,,‘%n{.\;;rh’;s;'ni\ﬂ‘.!r‘"ﬁ

¥ VR yary
$44,955

Daily Cost of Goods
Sold for Storage

Tuesday 03082016  Expired

_—
W“#‘v""""'ﬁw‘ﬁ +13%

$117,770

A combination of Element Type and Category Name filters may also be used. Required URL

parameters are:

https://yourMetricInsightsInstance.com/home/#/content/CommaSeparatedElementTypes/

category/CategoryName

OR

https://yourMetricInsightsInstance.com/home/#/content/CommaSeparatedElementTypes/

category/CategoryID

Example: Filter based upon the 'Metric' and 'Report' Element Types as well as the 'Financial'
Category by modifying the URL to:

https://demo.metricinsights.com/home/#/content/Metric,Report/category/Financial
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2.5. Open Favorite Folder via a link

https://{demo_metricinsights.com/home/#favorite/Total Monthly Sales % {\? =

New + Admin + - Alex

ﬂ'l fiTile =Lis == Grid News
METRIC INSIGHTS Topics Filter Group
All Topics v Show All v None v ,O
@ Show All -
Favorite Folders dtal Monthly Sales Manage ~
* My Favorites Share » 50 Py » 80 » Py
* Tableau Alerting
Australia Monthly France Monthly Germany Monthly United States
 P&L Demo Sales Sales Sales Monthly Sales
# Total Monthly Sales
Calegories April 2016 April 2016 April 2016 April 2016
I Insight System Stats - - - -
- —\ - “\ _/__,.f \ —\
B Audit L 2% L~ +7.2% L +6.4% L~ +44%
I Uncategorized
B Financial A$11.28M F31.30M DM15.74M $57.49M

I Active Users
Required URL parameters are:
https://yourMetricInsightsInstance.com/home/#/favorite/Favorite Folder Name

Example: You may open the Favorite Folder named "Total Monthly Sales" by modifying the URL
to:

https://demo.metricinsights.com/home/#/favorite/Total Monthly Sales
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2.6. Open Favorite Folder in a Grid View

]

METRIC INSIGHTS

@ Show All

Favorite Folders

% My Favorites Share
% Tableau Alerting

# Total Monthly Sales

Categories
B Insight System Stats
B Audit
I Uncategorized
W Financial
W Active Users
m Operations
I Website Visitors
I Customer Satisfaction
I Revenue
W Overall Recruiting Stats
I Project Tracking
e Customer Acquisition
W Treasure Data
8 Readmissions
W Healthcare Stats

https://demo.metricinsights.com/home/#/grid/favorite/Total Monthly Sales

New =

Admin =

4| Alex -

MTile =TList == Grid News
Total Monthly Sales Manage ~
» 50 [ JE-Y: %0
Australia Monthly Sales United States France Monthly
Monthly Sales Sales
AS25.00M
May 2016 May2016
7 =\
AS$20.00M —\ —
] A$18.22M L +14% L +13%
on November 2015
AS15.00M == Click to view $6538M F3538M
== full chart
A$10.00M P it » &0
Germany Monthly
A$5.00M Sales
Jul'1s Oct 15 Jan 16 Apr'16
May 2016
=
- " \ .
\ i
012, 4 pprte o ott0a2Vy ey Ty e 205, ~N\ .
" 3 T +6.3%
— Australia Monthly Sales  -- Same Time Last Year DM1 6 73M

Required URL parameters are:

https://yourMetricInsightsInstance.com/home/#/grid/favorite/Favorite Folder Name

Example: You may open the Favorite Folder named "Total Monthly Sales" in the Grid view by
modifying the URL to:

https://demo.metricinsights.com/home/#/grid/favorite/Total Monthly Sales
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2.7. Filter Content to Open in iFrame

<« (e ( https://demo.metricinsights.com/home/embedded/#/content/Metric

Category:

All Categories

jol
&40
Monthly Unsatisfied
Survey Responses
April 2016
i ...
Unsatisfied
8.6%
o0

Brand Advertising
Daily Revenue

Sunday 05292016

ORI 0 1%

$12.46M

Topics

All Topics

i ]

Monthly Sales for
corporate sales

Apiil 2016

|||"|I"|I|| +9.5%
$47.34M

i ]
Performance
Advertising Daily
Revenue

Sunday 05292016

Lo Aot 40 09%

$11.44M

Filter

¥ | | ShowAll

[E1 &0

JN Daily Active
Projects in Testing

Monday 02152016 Expired

+109%
Active Projects

Group

v None

o0

Daily COGS for wine

Sunday 05292018

Ml

| \

A W 53
UsD

= 1]
Virtual Goods Daily
Revenue

Sunday 05292016

it 10 06%

11,700.0% $3,298,866.00 $8.67TM
&0 [ ] o0 =1 ]
Quarterly Sales Australia Monthly France Monthly
Sales Sales
Q12016 April 2016 Apiil 2016
T\ |

nl I I B 0% ’ I L s72%

$474.13M A$11.28M F31.30M

B e »

Should you wish to display the Homepage using an inline Frame (iFrame), this can be
accomplished by using the embedded parameter in the URL.

* Filter for Element Type

https://yourMetricInsightsInstance.com/home/embedded/#/content/ElementType

Example: You can filter the Homepage based upon the 'Metric' Element Type in an iFrame by
changing the URL to:

https://demo.metricinsights.com/home/embedded/#/content/Metric

Note that the difference in this display from previous examples is that it excludes the Menu and
Header sections, i.e., only the Element section is displayed in the frame

+ iFrame filtered by Category Name or ID

Required URL parameters are:

https://yourMetricInsightsInstance.com/home/embedded/#/category/CategoryName OR
https://yourMetricInsightsInstance.com/home/embedded/#/category/CategoryID

Example: You may filter the Homepage content by a specific Category with the name 'Training'
in an iFrame by modifying the URL to:

https://demo.metricinsights.com/home/embedded/#/category/Training

+ iFrame Combining Element Type and Category Filters
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A combination of Element Type and Category filters may also be used:
https://yourMetricInsightsInstance.com/home/embedded/content/CommaSeparatedElementTypes/

category/CategoryName OR https://yourMetricInsightsInstance,com/home/#/content/
CommaSeparatedElementTypes/category/CategoryID

Example: Filter based upon the 'Report' Element Type as well as the 'Training' Category by
modifying the URL to::

https://demo.metricinsights.com/home/embedded/#/content/Report/category/Training
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3. User Preferences
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METRIC INSIGHTS

3.1 My Settings (aka "Preferences")

The Metric Insights system provides a series of parameters that can be set to govern the
major Catalog and Notifications functions in a manner that best suits the way you use
Metric Insights to do your job.

Access Personal Menu > My Settings

User Profile

@D My notifications are OM for emails, SMS and Phone Alerts- Thursday - June 4, 2020 System @ oa:50 UTG{UTC +00:00)

L A * = 0

Motifications Alerts Favorites Settings Mobile

) Use Defaults

Profile picture B Load new picture

IUzermmame irynz

First name | Julia

© @

Last name

Email address @metricinsights.com

This section allows you to:

1. Upload profile picture
2. Update:

* First name

* Last name

« Email address

The system does not allow you to change a username.
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Catalog Display

Catalog Display

o D) show Categories on Homepage
N

e Content Layout | Tile -

Default Folder | Last Active Category -

Default Filter | Mo Fitter N
Default Tag | All Tags N

Default Group | Folders -

o Start Page | Catalog -
ey

o Homepage refresh frequency | G00 seconds

s,

Show inaccessible tiles a5 (&) Locked Tiles Hidden

)

®

.

In Catalog Display, settings allow to:

1. Set to display or hide listing of Categories
2. Select tile or list layout
3. Set default:

*+ Folder

* Filter

+ Tag

« Group

4. Select Start Page to be displayed: Drop-down contains the Portal Pages you are authorized
to view.
5. Set automatic refresh frequency (set higher to reduce refresh frequency, if necessary)
6. Set default display for inaccessible tiles:
+ Locked tiles: Contain locked indicators and/or blurred images
+ Hidden tiles: Can be shown by selecting "Show them" on the banner on Catalog

Q¢  For External Report set as "internal" but "discoverable to users without access", the
system allows to blur their image, set a request to grant access, upload custom review
page, and customize access denied message.
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P Search

METRIC INSIGHTS

@ There are 28 additional items to which you can request o=
Most Popular
o LA L > B0 L] o o

All Countries | Daily Australia | Daly Sales Canada| Dally Sales France | Daily Sales Germany | Dally Sales
Sales

Bl Dashboards
MSTR e
» Top Melrics for Burst

METRIC INSIGHTS 7| orme .

@ There ara 28 tems shown to which you can request sccess. Hide them.

Tableau

a i] a i} a i a 3]
France | Tableau Sales Germany | Tableau Sales Russia | Tableau Sales Spain | Tableau Sales United States | Tableau
Analysis Analysis Analysis Analysis Sales Analysis

. A . y..
B % I..,'f‘? | . f ha b :'{
a L] a L] a Li] a o a (i}

France | Tableau Sales & Germany | Tableau Sales Russia | Tableau Sales & Spain | Tableau Sales & United States | Tableau
Profit & Profit Profit Profit Sales & Profit

For unauthorized users:

1. Some tiles require granting access (locked, but are discoverable), or
2. Inaccessible tiles can be hidden or shown

¢ For more information, see Set Custom Access Requests.
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Catalog Tile Display

Catalog Tile Display

o @D sShow Tile Previews
e

o When grouping tiles by a Dimension show totals first | (&) show totals last omit totals group

o Color scheme | Default 2-color -

\ Cufperforming Value Ferforming Vaiue Undememoming Value
facebook.com Monthly facebook com Monthly facebook com Monthly
Active Users Active Users Active Users
Satunday 28072018 Saturdzy 2072015 Saturday 280072018
+3.5% ol +0.25% ot -1.3%
fing
256.0M 256.0M 256.0M
o Claar fiags from Tiles after | 3 seconds of hovering (applies to flags for Alerts, Annotations and Comments)

Catalog Tile Display allows a user to:

Enable tiles preview

Arrange placement of the total Dimension value

Choose color scheme (examples based on the color scheme selected are shown below)
Set time after which Alert, Annotation or Note icons are removed when hovering over a tile

Eall S

Data Entry Preferences

Data Entry Preferences

@D ‘Warn me when | attempt to lzave a page that has pending changes

LY 4

(-1~

@D validate fetch command variables

@D 2ways open Editors in Advanced Mode

Data Entry Preferences allow a user to:

—

Enable warning about leaving a page

2. Validate fetch command variables when editing Datasets, Metrics, and Dimensions

3. Set Editors to open in either simplified mode (based on a template) or advanced mode (with
all available settings)

Jump Start Guide for Regular Users Page 44



METRIC INSIGHTS

Save changes.
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3.2 My Notifications (Overview, Set up, Turn
on / off)

In the Notifications Editor, you can customize a number of essential features of Metric
Insights, such as Alerts, Favorites, Bursts, Schedules, and your Personal Preferences.

¢ This article describes Notifications management in Version 5.1 and newer.

For the reference on prior Versions see: My Notifications (Overview, Set up, Turn on /
off) (Versions prior to 5.1)

Video Tutorial

Accessing Notifications

L WMy Notifications

A My Alerts
* My Favorites
= My Settings
0 My Mobile

= |og Out

What Notifications am I subscribed to? How to set up
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distribution method/schedule?

Metric Insights offers several kinds of Notifications which give you freedom to choose what you
would like to be informed about either immediately or in an email Digest.

My Notifications screen provides a way to see overall history and maintain email addresses

1. The Notifications table displays all of your subscriptions, their delivery schedule, email
address they are sent to and the last sent date/time. To subscribe/unsubscribe from
receiving notifications toggle, them on or off. These preferences will be automatically
saved.

2. You can configure Notification's behavior / delivery email / template by clicking a Gear icon
in the respective row.

3. Notification History is the list of all notifications previously sent to you.

A To simplify data entry for your subscriptions, you can set Alerts, both Immediate and
Digest, and Expired Elements Digest independently, but changing any of the other
email addresses will cause all of the other notifications to be reset to that email
address.

i My Notifications ‘ Ao | ‘ New_. v ‘ | [1 Content v ‘ | 53 Admin v | & Rob

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System © 14:22 UTC(UTC +00:00)

L A * = 0

Notifications Alerts Favorites Seftings IMobile

Notifications

IMaintain your notifications and Burst subscriptions; use the checkboxes to toggle on/off, and gears to configure. Leamn more about Notifications.

= Notifications @ Disabled Schedule
_ Name Schedule Last sent on Send To -

[ o] Favorite Digest Daily (Every day at 0:00) robert@nomail.com m
[ o] Daily Notification Digest Daily (Every day at 0:00) robert@nomail.com
[ o] Immediate Notification Digest Immediate Distribution Schedule (Every 1 minute) robert@nomail.com &
[ o] Monthly Notification Digest Monthly (On the 1st at 0:00) robert@nomail.com &

Weekly Notification Digest Weekly (On Sun at 0:00) robert@nomail.com &
[ o] Immediate Alerts Immediate Distribution Schedule (Every 1 minute) Email: robert@nomail.com &
[ o] Alert Digest Daily (Every day at 0:00) robert@nomail.com &
[ o] Collaboration Notifications Daily (Every day at 0:00) robert@nomail.com &

Expired Element Digest Daily (Every day at 0:00) Reg@nomail com i

N=Notification History

Send Emails Now

Filter by | all - Display from a 2016-07-11 0000 to % 2017-07-12 00:00

Notification History

Send Time Subscription Delivery Method
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Notifications Description

Favorite
Digest

Daily
Notification
Digest

Immediate
Notification
Digest

Burst
(Optional)

Email Digest:

« one email to

include all
favorite
Folders

* aseparate
email for

each Favorite

Folder

Email Digest

Email Digest

Email Digest

Jump Start Guide for Regular Users

If you open a Homepage and look at the upper section of
the Left Sidebar, there is a list of your Favorite Folders.
Alternatively, access My Notifications > Favorites.

These Favorite Folders were either created by you or
shared with you.

You can choose to send updates per any or all of them on
a specified schedule.

Requesting a Favorite Digest

One of the default options offered for subscribing to a
Report Notification.

Its essence is similar to a Burst: after you subscribe to a
new Report using this Digest option, updates on this
element (together with other ones per this Digest) are
sent to you on a Schedule.

Distribution schedules for these Digests are defined
globally and cannot be changed according to personal
User Preferences. For example, if Daily Notification Digest
is set up to be sent "Daily (Every day at 0:00)" by the
Admin, every User subscribed to it is going to receive it at
the same time. But the content of such Email digest is
going to vary depending on User's subscriptions to
different Reports and his scope of element access.

Same rules apply to: Weekly / Monthly Notification Digest.

One of the default options offered for subscribing to a
Report Notification.

Once subscribed, a user is going to receive an email only
in case the Report includes at least one new row after an
update. If there are no new rows, an email will not be
sent.

Burst is a scheduled email notification with updates per
selected element(s). (In contrast to Favorite Digests, it is
an update sent to multiple users at once. For example, a
weekly "Top Performers" Burst to a sales team.)

Creating a Burst
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Monthly
Notification
Digest

Weekly
Notification
Digest

Immediate
Alerts

Alert Digest

Collaboration
Notifications

Expired
Element
Digest

Email Digest

Email Digest

* Immediate
email

« SMS
message

« Phone alert

(Mobile app

push

notification)

Email Digest

+ Email Digest

* Immediate
email
* Phone alert

(Mobile app

push

notification)

Email Digest

Jump Start Guide for Regular Users

See: Daily Notification Digest above.

See: Daily Notification Digest above.

Alert Rules can be created for Metrics, Reports, and
External Reports.

For example, an Alert Rule can fire when a number of
units sold reach the lower threshold level. All users
subscribed to this Alert are going to get a notification via
their preferred Distribution method.

NOTE: When such Alert Rule is created, a default
distribution method (immediate / email digest or browser
only) is assigned to it, but when a user subscribes to this
Alert Rule, he can choose his preferred method

Setting up Alerts

See: Immediate Alerts above
Alert Digest is sent on schedule and includes updates for
all Alerts fired since the last email.

You can get either digests or immediate notifications for
collaborative items:
+ If you follow certain Discussions or Users: Following
discussions/users
* Inall / owned / favorite Metrics and Reports

Depending on your selection, this Digest can include:
+ All expired Metrics and Reports
+ Expired Metrics and Reports where the User is an
Owner
+ Expired Metrics and Reports which had been added to
a User's Favorite Folder
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How to turn Notifications off (completely / selectively)

If you want to stop Notifications from being sent to you, you can either turn them off

completely or unsubscribe from specific Types of Notifications, which are described above.

All Notifications are off

A My Notifications [ &0 ]| [ New » | [[E1Content » | [ & Adminw |

I My notifications are OFF for emails, SMS and Phone Aleris} Tuesday - July 11, 2017 System @ 14:53 UTC(UTC +00:00)

A = 0
=
Notifications Alerts Favorites Setlings Mobile

Notifications

Maintain your notifications and Burst subscriptions; use the checkboxes to toggle on’Qff. and gears to configure. Learn more about Notifications

Notifications
Name Schedule Send To
[ o] Favorite Digest Daily (Every day at 0:00) robert@nomail.com
[ o] Daily Notification Digest Daily (Every day at 0.00) robert@nemail.com
Hourly Peak Website Visits * 7 & o
All Notifications are off.
1d 7d 4w 30d i Currentvalue 14355
08/13/2015 12 AM
75000 % Change Down 39% from last hour
= Avg 25348.9
=
2 50000 Minimum ever 14,355
é 08/13/2015 12 AM
=
= Maximum ever 48411
& 200 081122015 12 AM
=
¢ ITNHECRRCRRR TRt Ry oo e
- 0

Technical owner  John Berg
6. Jul 13.Jul 20, Jul 27 Jul 3. Aug 10. Aug
Element ID 1
Last updated Jul 11, 2017 0:18

i LE Rl SUNNPEEL b QDO | T ‘----‘10‘!«@9
. m y

@ Hourly Peak Website Visits

At the top of My Notifications screen, you can toggle Notifications OFF, which will stop ALL of

your notifications from being sent to you.

All Notifications are off.

You will still be able to receive emails on elements or collaborative data that others have

shared with you.

NOTE: Even if notifications are off, you can receive notifications related to Favorites and Bursts

upon request by clicking Send now in the corresponding tab.

Jump Start Guide for Regular Users
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Notifications not enabled

ﬂ My Notifications

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System © 15:44 UTC(UTC +00:00)

® Disabled Schedule @ Disabled Emails

A * = 0
Notifications Alerts Favorites Settings Mobile
Notifications
Maintain your notifi and Burst subscriptions; use the checkb to toggle on/eff, and gears to configure. Learn more about Notifications.
Notifications
Name Schedule Last sent on Send To
Favarite Digest Daily (Every day al 0.00) 2017-07-1107.01:39  yuliia nesova@melricinsights.com
[ o] Daily Nofification Digest Daily (Every day at 0:00) 20170711 07:01:53  yuliia nesova@metricinsights.com
[ o] Immediate Nofification Digest Immediate Distribution Schedule (Every 1 minute) yuliia nesova@metricinsights.com
a Menthly Nofification Digest Menthly (On the 1st af 0:00) yuliia nesova@melricinsights.com
a Weekly Nefification Digest Weekly (On Sun at 0:00) yuliia nesova@melricinsights.com
iate Alerts Immediate Distribution Schedule (Every 1 minute) Email: yuliia nesova@metricinsig

-3
&
o
-3
-3
o

Daily Sales - Watch Demo
2m| 12w [y £

58.75M

3 50

58.25M

53.00M

Daily Sales - Watch Demo

S7.75M
Jul 20 Julzm Aug 3

o
ww._m,&—w"‘ May 15

Curentvalus 56191 Prowseronly.
Thursday 08/13/2015

% Changs Dovm 4 8% from yesterday
Avg 55.20M

Minimum ever 2441
Saturday 01/10/2015

Maximum ever  $8.53M
Wednesday 08/12/2015

Business owner  John Berg
Technical owner  Qlik Qlik

Aug 10 Element ID 278
Last updated Jul 11, 2017 15:42

SN el

Alert Nofifications nof enabled, Alerts visible in

If you are unsubscribed from specific Notification types (as shown in the picture above for Alert
notifications), you are not going to receive such Notifications, even if you subscribe to them in

the Element Viewer:

Notifications not enabled

Jump Start Guide for Regular Users

’

Alerts visible in browser only.
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[Alerts tab] What Elements (Alerts) am I subscribed to?

| New...w | | [C1 Content » | | 463 Admin w» | EJuIia

@D WMy notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System @ 15:47 UTC(UTC +00:00)

L A * = u
-_—
Notifications Alerts Favorites Settings Mobile
4
Q Type filter
Elements
(] MName Type Alerts in Last 30 Days -
e 1 Daily Active Users metric 1 ﬂ’
S| # | Daily Sales from Tableau by Country Values metric 0 + B
Daily Profits by Region Values metric 0 ﬂ’ @I
Rgily Sales - Watch Demo metric 0 f+ )|
] Daily Sgapshot Report (QV) internal report 0 L+ B
[} Country andzNGhannels with 10% sales increase Report Row Count metric 0 f+ )|

o == New subscription ]‘[ ] Selected subscriptions ]
\.../[

—

In this tab, you can see all elements with the Alert Rules you are subscribed to.

2. To delete multiple subscriptions, select the elements > Delete Selected subscriptions
button becomes active. Alternatively, you can delete subscriptions one by one by clicking a
Trashbin icon on the respective row.

3. You can set up Alert settings and subscriptions in this tab. To learn how to set up Alert, see

Setting up your Alerts using Alert Editor
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N My Favorites

@D WMy notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System @ 15:58 UTC{UTC +00:00)

L A * = 0

Notifications Alerts Favorites Settings IMobile

IMaintain content, schedule and sharing of your Favorite folders

Favorite Folders

Favorite Folders % Drag & Drop Rows to Re-Order
Display Name Mumber of Elements Include in Digest Actions

Most Popular 5 L 7P

My Favorites 1 v G4 AT

My BI Content 10 BAdECHT

[ == New Favorite Folder ]

[ + Preview Favorites Digest ] [ £4 send now ]

In this tab, you can see all your Favorite folders and any other Favorite folders that other
created and have shared with you.

The functions performed here are explained in detail here: Using Notifications: Favorites Editor
to Maintain Favorites

* Most Popular folder: This folder is a default system folder and cannot be deleted. It is
populated with the elements which either have been recently added to some of your
favorite folders or were viewed by you within th last days. The default number of tiles shown
in this folder is 5, but you can increase it at Admin > Utilities > Config Variables >
MOST_POPULAR_FOLDER_TILE_COUNT.

NOTE: Even if all notifications are disabled, you can receive current information on elements
contained in the Favorite folders by clicking Send now at the bottom of the Favorites tab

¢ To learn how to configure your profile in My Settings tab, go to: My Preferences
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3.3 My Notifications (Overview, Set up, Turn
on / off) (Versions prior to 5.1)

In the Notifications Editor, you can customize a number of essential features of Metric
Insights, such as Alerts, Favorites, Bursts, Schedules, your Personal Preferences.

Video Tutorial

Accessing Notifications

Domen || - & EENNE
L& My Notifications @

A My Alerts

* My Favorites
< My Bursts

22 My Schedules
= My Settings
0 My Mobile

(= Log Out

1. What Notifications am I subscribed to? How to set up
distribution method/schedule?

Metric Insights offers several kinds of Notifications which give you freedom to choose what you
would like to be informed about either immediately or in an email Digest.

My Notifications screen provides a way to see overall history and maintain email addresses

1. The Notifications table displays all of your subscriptions, their delivery schedule, email
address they are sent to and the last sent date/time. To subscribe/unsubscribe from
receiving notifications select/clear check boxes and click Save changes.

2. You can configure notifications behavior by clicking a Gear icon in the respective row.

3. Notification History is the list of all notifications previously sent to you
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New.w | | [C)Contentw | | &Admin~ | & Alex

My Notifications

@D My notifications are ON for emails, SMS and Phone Alerts + Thursday - May 4, 2017 System @ 12:08 UTC(UTC +00:00)

A * <

Notifications Alerts Favorites Bursts

Notifications

ko 0

Schedules Settings Mobile

Maintain your notifications and Burst subscriptions: use the checkboxes to toggle on/off, and gears to configure. Learn more about Notifications.

Notifications

@ Name Type Schedule Send To Last Sent Date/Time
=) Favorite Digest Consolidated Daily (Every day at 0:00) e@yourcompany.com 2017-05-04 08:01:36  &F
Daily Items for Review (Alex Kenn... Burst Daily M-F (On Mon, Tue, Wed, Thu & Friat 0:00) e@yourcompany.com &
Immediate Alerts Email, SMS Immediate Distribution Schedule (Every 3 minut... Email: e@yourcompany.com 2017-05-03 05:05:12 @ @
SMS: vikingi@developex.com
Alert Digest Digest Immediate Distribution Schedule (Every 3 minut... admin@yourcompany.com 2017-05-03 05:05:06 &F
Collaboration Motifications Email Immediate Distribution Schedule (Every 3 minut... e@yourcompany.com 2016-01-25 19:41:11 &
Expired Element Digest Digest Daily (Every day at 0:00) e@yourcompany.com &
\/ﬁo otification History
Filter by | all - Display from @ 2016-05-04 00:00 to ﬂ 2017-05-05 00:00
Motification History
Send Time Subscription Delivery Method
2017-05-04 08:01:36 Daily Favorite Digest xi@no.com
2017-05-03 08:01:55 Daily Favorite Digest xi@no.com
;0512 iate Alerts admin@yourcompal

Notifications Description

Email Digest:
¢ one email to

include all

favorite
Favorite Folders
Digest + aseparate

email for

each Favorite
Folder

Burst

(Optional) Email

Jump Start Guide for Regular Users

If you open a Homepage and look at the upper section of
the Left Sidebar, there is a list of your Favorite Folders.
Alternatively, access My Notifications > Favorites.

These Favorite Folders were either created by you or
shared with you.

You can choose to send updates per any or all of them on
a specified schedule.

Requesting a Favorite Digest

Burst is a scheduled email notification with updates per
selected element(s). (In contrast to Favorite Digests, it is
an update sent to multiple users at once. For example, a
weekly "Top Performers" Burst to a sales team.)

Creating a Burst
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Alert Rules can be created for Metrics, Reports, and
External Reports.

* Immediate

email For example, an Alert Rule can fire when a number of
¢ SMS units sold reach the lower threshold level. All users
immediate message sub;cribed to thi§ Algrt are going to get a notification via
Alerts « Phone alert their preferred Distribution method.
(Mobile app
push NOTE: When such Alert Rule is created, a default

notification)  distribution method (immediate / email digest or browser
only) is assigned to it, but when a user subscribes to this
Alert Rule, he can choose his preferred method

Setting up Alerts

See: Immediate Alerts
Alert Digest Email Digest Alert Digest is sent on schedule and includes updates for
all Alerts fired since the last email.

+ Email Digest
* Immediate You can get either digests or immediate notifications for
email collaborative items:
Collaboration  « phone alert + If you follow certain Discussions or Users: Following
Notifications (Mobile app discussions/users
push * Inall / owned / favorite Metrics and Reports

notification)

Depending on your selection, this Digest can include:
+ All expired Metrics and Reports

Expired « Expired Metrics and Reports where the User is an
Element Email Digest owner
Digest + Expired Metrics and Reports which had been added to

a User's Favorite Folder

2. How to turn Notifications off (completely / selectively)

If you want to stop Notifications from being sent to you, you can either turn them off
completely or unsubscribe from specific Types of Notifications, which are described above.
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All Notifications are off

My Natifications New v | | [[]Conlentw | | & Adminw | & Alex

emails, SMS and Phone Alerts | Thursday - May 4. 2017 System @ 13:44 UTC(UTC +00:00)

L A * 4 sy = u

Notifications Alerts Favorites Bursts Schedules Settings Mobile

QI 1y notifications are OFF for

Notifications

Maintain your notifications and Burst subscriptions; use the checkbtses to toggle on/off, and gears to configure. Learn more about Notifications.

Notifications
Name Type Schedule Send To Last Sent Date/TMime
(] Favorite Digest Consolidated Daily (Every day at 0:00) e@yourcompany.com 2017-05-04 08:01:36 4F

| New... » | | [E] Content |

< Previous Mext preview » )(
Daily Sales <] @ ~ X
All Motifications are off; Alerts are visible in browser.
7d om [12w| 1y 2y |sy| 10y |30y £2 Currentvalue  eoaui s
Tuesday 05/02/2017
30,000,000 % Change Up 31% from Same Time 3
Months Ago
« 20,000,000 h/____\/\/_\»\/—\/ H0ayivg 22496844
]
= Minimum ever 627,103
= Thursday 01/28/2010
Z 10,000,000

Maximum ever 42 473 024

At the top of My Notifications screen, you can toggle Notifications OFF, which will stop ALL of
your notifications from being sent to you.

All Notifications are off.

You will still be able to receive emails on elements or collaborative data that others have
shared with you.

NOTE: Even if notifications are off, you can receive notifications related to Favorites and Bursts
upon request by clicking Send now in the corresponding tab.

Notifications not enabled
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ﬂ My Notifications

@D My notifications are ON for emails, SMS and Phone Alerts - Thursday - May 4, 2017 System @ 14:04 UTC(UTC +00:00)

A * 41 ] = 0

Notifications Alerts Favorites Bursts Schedules Settings Mobile

Notifications

Maintain your notifications and Burst subscriptions; use the checkboxes to toggle on/ofi, and gears to configure. Learn more about Notifications.

Notifications.
Name Type Schedule Send To Last Sent Date/Time
[#  Favorite Digest Consolidated Daily (Every day at 0:00) e@yourcompany.com 2017-05-04 08:01:36 &
@  Daily ltems for Review (Alex Ken . Burst Daily M-F (On Mon, Tue, Wed, Thu & Fri at 0:00)  e@yourcompany.com o
Immediate Alerts Email, SMS Immediate Distribution Schedule (Every 3 min.. Email: e@yourcompany.com 2017-05-03 05:05:12 §#
SMS: viking@developex.com
Alert Digest Digest Immediate Distribution Schedule (Every 3 min... admin@yourcompany.com 2017-05-03 05:05:06 &F
< CoMeeaggtion Notifications Email Immediate Distribution Schedule (Every 3 min... e@yourcompany.com 2016-01-25 19:41:11 $#

4 Previous Next preview » x

Canada Weekly Sales <] @ e &

- Alert Notifications not enabled; Alerts visible in
6m 1y [ Currentvalde” |2l oy
S7.50M % Change Down 5.6% from last week

2 10 Day Avg $2.43M
4
D s5.00M Minimum ever  $0.76M
2 03/26/2016
2
; 2 500 Maximum ever  $6.42
= 1210/2016
5
© Business owner Alex Langton

If you are unsubscribed from specific Notification types (as shown in the picture above for Alert
notifications), you are not going to receive such Notifications, even if you subscribe to them in

the Element Viewer:

Notifications not enabled
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3. [Alerts tab] What Elements (Alerts) am I subscribed to?

My Alerts | New... v | | [ Content v | | {5k Admin + | & Alex - |

@D My notifications are ON for emails, SMS and Phone Alerts - Thursday - May 4, 2017 System @ 14:14 UTC(UTC +00:00)

-—
L | A * 4 i = 0
Notifications H Alerts Favorites Bursts Schedules Settings Mobile

Filter by | all - Q, Type filter
Elements
[ Name Type HAlerts in Last 30 Days ~
| Daily Sales metric 22
| Monthly Unsatisfied Survey Responses metric o

Monthly Sales by Country Values metric o
Average Daily Sales Per Commerce YWebsite Visitor metric o
gekly Sales by Country Values metric o
CanarpJetric for Daily Sales by Product Category Values metric o
Canary Metnidpr Daily COGS by Product Category Values metric o

Total Draily Income metric o

Summary on Daily Sales metric o

g = MNew subscription

T4l Selected subscriptions

1. In this tab, you can see all elements with the Alert Rules you are subscribed to.

2. To delete multiple subscriptions, select the elements > Delete Selected subscriptions
button becomes active. Alternatively, you can delete subscriptions one by one by clicking a
Trashbin icon on the respective row.

3. You can set up Alert settings and subscriptions in this tab. To learn how to set up Alert, see

Setting up your Alerts using Alert Editor
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4. [Favorites tab] How to manage Favorite Folders?

M My Favorites o Alex - |

@D My netifications are ON for emails, SMS and Phone Alerts - Thursday - September 29, 2016 System @ 03:48 PDT(UTC -07:00)

& A * Y| i = 0

Motifications Alerts Favorites Bursts Schedules Settings Mabile

Maintain content, schedule and sharing of your Favorite folders

Favorite Folders

Favorite Folders % Drag & Drop Rows to Re-Order
Diisplay Name Number of Elements Include in Digest Actions

My Favorites ] v - Xl nges i}
Tableau Alerting 3 - 2-iF |

[ < New Favorite Folder ]

[ «" Preview Favorites Digest ] I = Send nowl This wilsznd an emall o

al@gmail.com

In this tab, you can see all your Favorite folder and any Favorite folders that other created and
have shared with you.

The functions performed here are explained in detail here: Using Notifications: Favorites Editor
to Maintain Favorites

NOTE: Even if all notifications are disabled, you can receive current information on elements
contained in the Favorite folders by clicking Send now at the bottom of the Favorites tab

5. [Bursts tab] What is a Burst?

A My Bursts o Alex -

@D My notifications are ON for emails, SMS and Phone Alerts - Thursday - September 29, 2016 System @ 06:01 PDT(UTC -07:00)

L A * 4 & I 0

Notifications Alerts Favorites Bursts Schedules Settings Mobile

Bursts

Maintain your Bursts and subscribe to other Users' distribution of a group of tiles or folders

Q/ Bursts @ Disabled Schedule @ Disabled Bursts

Mame - Schedule Recipients Last Sent on

! Test burst Daity M-F {On Men, Tue, Wed, Thu &Friat... 1 )

o == New Burst
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Burst is a scheduled email notification informing Users about updates for selected element(s).

1. The Bursts table displays all created bursts, along with the associated schedule, number of
recipients and last sent date and time
2. The [+ New Burst] button functions are covered in this article.

NOTE: Even if all notifications are disabled, you can receive Notifications for Burst(s) selected
from the list by clicking Send now.

6. [Schedules tab] What is a Schedule?

4 My Schedules & Alex - |
@D My notifications are ON for emails, SMS and Phone Alerts - Thursday - September 29, 2016 System @& 03:56 PDT(UTC -07:00)
A * 4 = 0
Motifications Alerts Favorites Bursts Schedules Settings Mobile
Schedules

Private Schedules that you have created

Motification Schedules @ Disabled Schedule
Mame = Bursts Last Sent

On Mon, Wed, Thu, Fri, Sat & Sun at 8:00 0 bursts |m)

On Thu, Fri & Sat at 8:00 0 bursts Ty

= New Schedule

When users subscribe to receiving notifications for Alerts, Favorites, Collaborative content,
Bursts or expired elements, they can specify how frequently the system should distribute these
notifications. Along with the predefined frequencies (such as 'Hourly', 'Daily’, etc.) available in
the system, each user can create custom Notification Schedules.

To learn how to create new Notification Schedules, refer to Managing Notification Schedules

¢ Want to learn more?

KPI Alerts: Basics for the Alert Wizards - KPl Rules
Bursts: Create a new Burst

Jump Start Guide for Regular Users Page 61


https://help.metricinsights.com/m/Pushing_Information_to_Users/l/397933-create-a-new-burst-prior-to-version-5-1-2
https://help.metricinsights.com/m/Managing_the_Metric_Insights_Environment/c/48311
https://help.metricinsights.com/m/Alerting_Prior_to_Version_5/l/507995-kpi-alert-rules-basics-for-the-alert-wizards
https://help.metricinsights.com/m/Pushing_Information_to_Users/l/397933-create-a-new-burst-prior-to-version-5-1-2

METRIC INSIGHTS

4. Element Viewers
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4.1 Access, Create, and modify Dataset
Views

A User can create a Private View for those Datasets to which they have been granted
y g
permission to view. For details on Security see Datasets in Controlling Access within

Metric Insights

1. Access Content menu > Views

[C1 Content =
< Bursis
B Foiders

Dataset name  All bl Createdby A b 154 = D@ Views

= FTP Connections

Views
N e Cramar Visibility Repons Medrics Last Updated
Daily Sales Public 2 0 2018-03-26 00:00:00
Daily Sales - removed Product name and summed values Pubdic 1 0 2019-03-19 122547
MNew Dataset Public 0 0 2018-07-30 OT-26.46
Revenue - Sales per Country and Channel Public 1 0 2017-02-20 OT-10:40
(=P, Dykdie i 0 b TR LR ke R LA 0]
Revenue - a private view for Revenue abby Kennedy Private 1] 1] 2019-03-26 19:38:36
Revenue - Sales decreases by Channel and Couniry anna Kennedy Public 2 0 2018-05-08 00:19:28
Rewven a Public i 0 2018-05-04 14:08:29
Rewven lem Public 0 0 2017-02-20 17:31:48
Revenue - Canada Sales Public 0 0 2017-02-20 17-26:13
ales data by Cou i Chanine Public 0 0 2019-03-25 00:00:00
Sales data by Country and Channed - Sales data by Country and Chann. Public 0 0 2018-07-30 OT-26.46

g’, &= New View |

You will be able to View any Public Views defined for Datasets that you have Permission to
Access, plus any Views you have already created. (Only Admin, and Power Users with Edit
Access to the Dataset, may create Public Views)

1. Select [+ New View] to open the pop-up
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2. Setup the new View

nm-| New.. = |E:|Cnnrem-

. X
New Dataset View
Dataset - i
L
Q
Name
Sales data by Country and Channel
Daily Sales
o X
New Dataset View
Datasel  Revenue -

o Name | a private view for Revenue

New Dataset View I cancel

1. Select a Dataset
2. Input a Name for your Dataset View

Selecting [New Dataset View] will transfer you to the Dataset Viewer setup for your new View

Jump Start Guide for Regular Users

Page 64



METRIC INSIGHTS

3. Use your View to uncover anomalies or trends by using
the Filters

M Datasets | Revenue | a private view for Revenue

[ a private view for Revenue

- ] Rename

Select Fields Track Changes

Select text fields
Sales Channal
Country

name

Select numeric & date fields
Date
Units Sold

Sales

= Derived Field

Results
Date

2018-07-29 00:00:00
2018-07-29 00:00:00
2018-07-29 00:00:00
2018-07-29 00:00-00

2018-07-29 00:00:00

Sales Channel
corporate sales
corporate sales
corporate sales
corporate sales

corporate sales

® Single Instance  Saturday 07/28/2018

Define filters

AND OR

Country

Australia
Canada

United Kingdom
Spain

Russia

[E) save as T

- Last Two Instances

Units Sold
7.233
17.960
B.043
9,303

9273

Bo-

Current: Saturday 07/28/2018
Prior: Friday 07/27/2018

Sales

446173

1.02M

432142

517 292

507 244

[ Content » ‘ Abby

& Bl o Greup

Show: Al - ofBrows

name
2008 Spring Hills Merfot
2008 Spring Hills Merlot
2009 Spring Hills Meriat
2008 Spring Hills Meriot

2008 Spring Hills Meriot

The data displayed for the new View will contain "All data" subject to any User Map applied to
the Dataset. For details, see Apply a User Map to a Dataset.

You can now define filters to customize your View of the data. See how in Dataset Viewer (select

fields / define derived fields and filters)
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4. Save the View

Diconen~ | & Aoy

a private view for Revenue o * | Renamg

Select Fields  Track Changes

¥ Select text fields
@ Sales Channel
# Country

¥ name

¥ Select numeric & date fields

@ Date -
@ Units Sold -
¥ Sales Sum * asSum of Sales
+ Derived Fiekd
Results
Country Units Sold
Germany 1417
Canada 17,960

B o= e @

® Single Instance  Saturday 07/28/2018 - Last Two Instances

Current: Saturday 07/28/2018

Prior: Friday 07/27/2018

Define filters
AND OR
Country - is in list -
AND
Units Sold ~ | is greater than o equal t =
¥ Restrict Data with User Map

Sum of Sales name

505 546 2000 Spring Hills Merlot

1.02M 2009 Spring Hills Merlot

canada, [ussia. germany, Australia

10000

Sales Channel
corporale sales

corporate sakes

+ Rule

Show: Al
Date
2018-07-26 00:00:00

2018-07-29 00:00:00

=+ Group

c]

]

» of 2 rows

1. Save the View to access later or

2. Delete the View

3. You will also be allowed to View but not edit any other existing Public Views for this Dataset

via the drop-down
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4.2 Basics of the Element Viewers

This is a very basic overview of the buttons and data displayed on most Metric and Report
Viewers.

1. Basics

( Element Name and Description )

Daily COGS - wine

Daily Sales for a Product Category Mertic

IDaMy ~ | | wine 2 See Related - ] * X A FAE -]
7d 4w 1w 1y 2y sy 10y| |30y R Slnphghl Statistical
Summary
Currentvalue  $17,360,385.00
5$22,000,000.00 v h— V Tuesday 11/29/2016
% Change Dawn 1.27% from yesterdpy

10 Day Avg $16,488,782.00

Minimum ever  $344,752.00
Thursday 01/28/2010

Waximum ever  $20,685,810.00
Monday 1111412016

$20,000,000.00 r‘-/\
Y-axis o Daily COGS - wine *
$18,000,000.00 $18.982,103.00 on Sunday
10/23/2016

$16,188,800
Business owner Alex Langton
$16,000,000.00

S —

Day Detail~ Data steward dan cowvillon

Daily P 2nd L for Product Category Technical owner John Frank
Daily Sales Details for Product
Category Datarefreshed  Tuesday 11/29/2016

. Linked Reports
Annotate ve
Daly Costof Gooss SotorProcuc

W Delete data point Subcategory
i Day Detail
Daily P and L for Praduct Category
Dally Sales Details for Product Category

$14,000,000.00

Daily COGS - wine

512,000,000.00

510,000,000.00

Lastupdated Jan 22,2019 19:43

$8,000,000.00

oct3 act10 Oct17 Oct24 Oct31 Nov 7 Nov 14 Nov 21 Nov 28
2006 |s008 _sot0 02— ——oi—— — 5
4 L]
o o [ — Daily COGS -wine = Last 10 day Moving Average WM Annotations "W Events I
N =
@ Add Expert Analysis @ #: Overlay Metrics W Add Event B Add Annotation Q/ (D)

1. Alternative View Buttons allow you to change the format of data display or to link to
elements with data related to this Chart

2. Buttons that allow you to add the chart to Favorites folder, Share information, check
Alerts and Edit this Chart

3. Data Point displays explicit information on the current value of the data point, its previous
changes and drill-path to linked elements that might be helpful in further data analysis

4, Metric Summary provides an outline of current value, trends, min and max values and links
to the elements necessary for further analysis

5. Range Selector allows quickly determine a time period for the alternative view

Legend for the lines on the Chart

Add Expert Analysis allows adding a permanent note to help users understand the the data

provided on the Chart

8. Overlays can be added to the current Chart to compare it with other different metrics,
analyse the current metric with data at some point in past or define which Event Calendars
should be shown at the Chart

No
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9. Annotations or Events related to data points or data ranges; explanation of these is
included in section below the Chart

To learn more about these Viewer options, refer to the respective sections of the article.

1.1. Alternative View Buttons

4 Metrics / Financial / Daily COGS

Product Category Total Daily COGS

Daily Sales for a Product Category Mertic

Daily v Product CETe/goryTotal v See Relatéa/ v | KeyKPI | Orders 9

7d 2m 12w 1y 2y 5y 10y 30y 9 @ S‘[oplight Statistical

The following buttons offer various alternative options allowing to focus attention on specific
metric aspects.

1. Measurement Interval Options: Switch among elements with the same Measure but with
different Measurement Interval from this drop-down list: Daily, Weekly, Monthly, Quarterly,
Yearly.

2. For dimensioned elements only. Dimension values: Use this drop down list to switch among
different Charts of the pre-filterted data. For details, refer to: Creating Dimensions

3. See Related: button drop-down list is populated with elements with the same Measure of
and Measurement Interval For more detail, see this FAQ

4. Tags (In Version prior to 5.1: Topics): Starting from Version 5.1 all tags assigned to the element
are displayed at the top panel of the Viewer. Upon clicking a specific Tag label, you are
redirected to a Homepage with content filtered down to only those elements which are
tagged with the sama label. For details, refer to: Create a Topic / Tag

5. Date Range: These buttons help to filter the data over a specific time span; i.e., 4 weeks, 2
months, 12 weeks, 1 year, 5 years, 10 years, 30 years. You may also create Custom Date
Ranges to display only those periods which are of interest to you - see Creating Custom
Date Ranges

6. Views that have been activated and to which the user has been granted the Privilege to
access, including:

+ Standard view: default clean view which allows to focus on independent analysis.

+ Stoplight view: A Stoplight is a visual indicator of how well a Metric is doing. A Metric can
have a underperforming, performing, or outperforming Stoplight result that is denoted
by different background shading in the various Metric views over time. For more details
refer to: Define a Metric's Stoplight

+ Statistical view: The chart is designated with the area of acceptable standard deviation.
Those data points that fall outside of this deviation are considered to be anomalies or
what we call statistically significant data.
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+ Target view (not shown at the image above): shows whether data point meet the
expected results. For more details refer to: Targets Overview

* Projection view (not shown at the image above): Projections provide a view of how
results experienced to-date can be used to predict future results based on optional
settings established by the Metric's creator. For more details refer to: Understanding

Projections

1.2. Additional Options

0990 o

® & S o

1. Favorites button is used to to add or remove the element from a Favorites folder. One
element can belong to multiple Favorites folders

2. Share button provides a user with two options: Share right now (as email) or Share via

Burst

Download data button allows to download a file in one of the offered formats

Alert subscription icon provides access to configure your alerts for this element

5. The Quick Edit button allows you to change some of the Chart display options. Only Power
and Admin users have access to Edit option allowing to configure the Chart

W
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1.3. Data Points

Daily COGS - wine

Daily Sales for a Product Category Mertic

Daily - wine

7d 4w [2m] 1

$20,000,000.00

$18,000,000.00

$18,000,000.00

$14,000,000.00

Daily COGS - wine

$12,000,000.00

$10,000,000.00

$8,000,000.00

2w

Aug 1

v See Related

1y 2y S5y 10y 30y 9

Aug B Aug 15

Aug 22

Stoplight  Statistical

Aug 29

v

Sep 5

Daily COGS - wine
$17,652,154.00 on Thursday
09/29/2016

0 day moving $14,495,900
average

Day Detail
Daily P and L for Product Category
Daily Sales Details for Product
Category

B Annotate

W Delete data point

v‘ Evenl

Sep 12 Sep 19 Sep 26

/
L

Oct3

Clicking on a data point reveals its context menu, providing details on the given time period,
linking to elements necessary for drill-down and further data analysis and options for creating
an Annotations or Events (if the Event Calendar is applied to the Metric).
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1.4. Statistics summary information

. [ Content = & Admin =

Infe  Data  Swopights  Aleting  Chariing  Associations  Advanced QP F [ S b e

Chart Settings

o Chan Layout | Metsic Chast Layout

Show Chartas @ lines () bars
Connect data points @ with a siraight ine () in @ smooth curve

Start the Yoas from 260 () yes @ o

&
Stoplight  Statistical \-/\ Costom Yeaxis name

v Summary Sof Statistical view 1 2 ‘standar deviation
Current value  $17,360,385.00 Include 8 moving average of | 10 ey
Tuesday 11/28/2016
Shaw “maxmum aver” ine
% Change Down 1.27% from yesterday [ Show Summary © yet | @ o ]
10 Day Avg $16,485,785.00 chast values smaller than
Minimum ever  $344,752.00 Ly
Thursday 01/28/2010 Quick Edlt *
Maximum ever  $20,685,610.00
Monday 11/14/2016 Name | Daiy COGS
Linked Reports
i k Daily Cost of Goods Sold for Product Description = Daily Sales for a Product Category Mertic
Subcategory
Day Detail

Daily P and L for Product Category
Daily Sales Details for Product Category

Data values are @ integer decimal

Display Mask = §1,234 57 -
Show Chartas @ lines bars
Omit current day & yes no

[Sthumrnar; & yes no]

- ( )

Metric summary information is added to new Metrics by default.

To enable it for previously created elements or hide it from the Viewer, go either to the Quick
Edit or to the Metric Editor:

1. Metric Editor > Charting tab > Show Summary
2. Quick Edit > Show Summary

1.5. Range selector

—— ’ L
2006 2008 2010 e 2012 2014 2.

Range selector allows you to quickly define the required time period to display on the Chart
Viewer
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1.6. Legend for Chart lines or bars

Daily COGS - Product Category Total

Daily Sales for a Product Category Mertic

Daily ~ | | Product Category Tota~ | See Related -

7d 4w 12w 1y 2y S5y 10y 30y [R smmigm Statistical

40,000,000.00
36,000,000.00
32,000,000.00

28,000,000.00

24,000,000.00

Daily COGS - Product Category Total

20,000,000.00

16.000,000.00

— Daily COGS - Product Category Total — Last 10 day Moving Average W Events [7 Daily COGS - wine aecessol’y]

g Add Expert Analysis *= Dverlay Metrics ¥ Add Event B Add Annotation

10,800,000.00

9,600,000.00

8,400,000.00

7,200,000.00

6,000,000.00

4,800,000.00

3,600,000.00

Legends help users to decode the data displayed on the Chart. Legends often include overlaid
Metrics, Compare Lines, Events and Annotations. Each overlaid Metric or Compare line may

have different color and style which is specified in the Legend

Upon single-clicking the Legend item, a user can hide or display the corresponding Metric,
Compare Line, or all Events / Annotations shown at the Chart.

NOTE: If the Legend is dimmed, the overlaid item is hidden from the Chart.
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1.7. Events and Annotations

Daily COGS - wine

Daily Sales for a Product Category Mertic

Daily ~ | wine ~ |  See Related v

7d 4w 12w 1y 2y sy 10y 30y [ smpngm Statistical

$20,000,000.00
$18,000,000.00
$16,000,000.00

$14,000,000.00

Daily COGS - wine

$12,000,000.00

Jul 25 Aug 1 Aug 8 Aug 15 Aug 22 Aug 29 Sep5 Sep 12 Sep 19

$10,000,000.00

$8,000,000.00

2006 2008 2010 ___,ﬁzn..t.r——ﬁ__r—-—ﬁzz.mf——\_.{——wj
.
= Daily COGS - wine = Last 10 day Moving Average ‘Wevents Bl Annotations

9 Add Expert Analysis # Overlay Metrics W Add Event B Add Annotation

Events and Annotation can be added to any Data Point of the element

1. Event is one or more individual occurrences associated with the Event Calendar. To add an
Event, click Add Event below the Chart Legend. Added Events are displayed at the Chart and
below the Chart in the comments section. NOTE: You can only add Events if element is
already associated with at least one Event Calendar.

2. Annotation allows sharing your insights with other users. To add annotation, click Add
Annotation below the Chart Legend. Added Annotations are displayed at the Chart and
below the Chart in the comments section.

2. Element Details

Details

Last measurement time: Tuesday 11/29/2016 Current Value: 30,291,861.00

Category: Financial Min. Value: 608,279.00

Business owner: Alex Langton Min. Value reached on: Thursday 01/28/2010
Data steward: dan couvillon Max. Value: 36,341,0658.00

Technical owner: John Frank Max. Value reached on: Saturday 11/05/2016

At the very bottom of the Viewer Page the element details are displayed

+ Last time period when the element has been updated
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+ People responsible for this element (Business owner, optional Data steward, and Technical
owner)
« Current value, Max and Min values, etc.
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4.3 Setting Personal Bookmarks (External
Reports)

Bookmarks are custom Filter combinations that can be saved. Bookmarks are User-
specific (i.e., only accessible to those Users who configured them) and can function as the
source for Report Notifications (when a Bookmark is selected, its Filter combinations are
delivered via email.)

Q External Filters must be set up by the element creator in order for them to be available to you, the

viewer.

1. Setting Bookmarks for Report Viewer

Personalized Bookmarks can be created from the External Report Viewer. Setup options

available in the Bookmark pop-up enable Users to override naming and display priority
defaults.

M Financial / Sales (Tableau Dashboard) M~ | New.w | | EIconentw | | & adminw | & Anna
Sales (Tableau Dashboard) Filters set by Report P L= on
Sales (Tableau Dashboard) creator

untry Prod Category d uct Subcategory

Austral i x| wine » | Al Values - n- =besoy

& k- B g Fa G View: 0 A Net 4 Edt o s [ D

Sales by Product Categories | Sales by Countr Most Profitable Products | Sales Dashboard | Sales Dashboard 5.3 | Performance Dashbe
Country

Sales by Product Categories Profit &
{Multiple values) M —

Channel 018

- Financial / Sales (Tableau Dashboard)
Reset Filter values to

Sales (Tableau Dashboard) your viewing *

P? L= O
e . . preferences
Sales (Tableau Dashboard)
o France % | | wine x white wine || champagne % O Reset
b
& Und “ B 7] X3 e
ict Cate & try = Most Profitable Pr t e Manage Hookmarks | eard 5.3 srformance Dasht
C:“""Y Sales by Product Categories Profit &
fanes Calendar Date 100K
Channel 18 o
(Al £ 50K
January  February  March April May June July August
Product Category Wine EXCELINN RECTTT) 6,602,645 | 7,007.826 8,203,368 8,402,650 | 9,546,717 [RRCIREN]
Wine v

Product Subcategory
(Multiple values)

1. Set the Filters to the viewing options you want as your personal Viewing defaults
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2. Besure to Apply Filters

3. Open the Bookmark menu dropdown

4. If this is your first bookmark, select "Save Bookmark"; otherwise select Save as new
5. Your Bookmark will be given a default 'name' listing on your Filter settings

You can continue to save multiple Bookmarks based on changed filter values. The most recently
added will become your default bookmark.

¢ [6.1.1 new] Bookmarks can be set even if the Metric Insights have been 'hidden' to
prevent duplicate Filter display.

New External Report with Filters = N n -

New External Report with Filters = N
Manage Bookmarks

& Und [ Revert [ Refrech [ Pause (0] view: Original £\ Alerts & Edil
Country Sales by Product Categories Profit & Sales
(Al -
Calendar Dale -~ -
2018 -
Channel - =

2. Managing your Bookmarks - the options

Sales (Tableau Dashboard) * 7 2

Sales (Tableau Dashboard)

Product Subcategory
x| | Storage |[full cabinet| %

Russia x

< I Revert 63 R 6 Pause t
Sales & Gross Profit | Sales by Product Categories | Sales by Country | Most Profitable Products | Sale gy

Country Sales by Product Categories le
Russia -

Bookmarks
9 1 Drag & drop to so_and set defoutt

Gountry: France Product Category: wine accessory Product Subcategory: git set  [ZM| & ) @

Gountry: France Product Category: wine Product Subcategory: champagne, Chardonnay PR o

Country: Russia Product Category: wine accessory Product Subcategory: Storage, full cabinet Lt 21 @

[ 4 Bookmark |
) v | [ New.v | | EIcontentw
X
Bookmarks
Country Russia %
Product Category wine accessory X
Product Subcategory Storage ®  full cabinet X

¥ Set Custom Bookmark Name

Russian wine storage

B save | or cancel

1. Open Bookmark option
2. Select Manage Bookmarks
3. Using icons on the right, you can Edit, Duplicate, or Delete the Bookmarks
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4. Use drag-and-drop to reorder and set a default Bookmark—the top Bookmark is always the
default.

. m - New... = ﬂ:] Content

(Tableau Dashboard)

Renamed, order reset, and new Default filter

X
Bookmarks
Russian wine storage  Default JiE e "E |
French whites O 7w
French wine gift sets « I
( o Bookmark |

3. Setting Bookmarks for Report Notifications

Users can subscribe to Report Notifications from the External Report Viewer or Tile Preview.

After the Notification runs on Schedule, Users receive an email containing the External Report
with the preselected Bookmark.
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3.1. Select Notifications icon

@ Catalog External Sales A Syntax Guide M~ | New.. w [ Content w 53 Admin v

4 Previous Next preview »
Daily Sales - Tableau A P &

sales by Product Categeries Sales & Profit

et L  Js q Business owny john Frank

o ohn Frank
= Aoy on

Proguct Catgory e

- Aczemner

o1 019 Daily Sales - Tableau

Image Last Jul22, 2019 18:45

Joruan corsary | March Ao My Juve Juy  Augusl  September Dcinber  Wevember Decemier Taken

Last Refreshed  Jan 31, 2019 15:14

1 in Tableau

Report Notifications

Send on a schedule

°  Youare subscribed =
b Email. Immediately when Tableau image snapshot has been refreshed
ra
Wiew for French wine by Store visit -]

o
\.9/ [ 4 Bookmark |

In the Tile Preview (or Report Viewer):

Click the Notification icon

2. You will be subscribed to the Notification. (Optional) Click the envelope on the popup to
reset your Notification options.

Any Bookmarks set on the Viewer previously will display as options

4. To Create a new Bookmark, select [+ Bookmark]

—

w
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3.2. Set and Save your new Bookmark

X
Bookmarks
Channel store visit % | e-mail marketing ¥ | website visit X
\°r Country All Values -
category wine -

@ Set Custom Bookmark Name

All the wines!

Save | or cancel

o ©

\ Report Notifications

Send on a schedule
| You are subscribed
Email. iImmediately when Tableau image snapshot has been refreshed
| View for French wine by Store visit

# All the wines!

[ = Bookmark ]

(]

1. Set your Filter Defaults
2. (Optional) Name your new Bookmark
3. Save

bk cat / Daily Sales

New.., = Content w

{5 Admin »

‘ Anna

Daily Sales - Tableau

Daily Sales - Tableau

Channe Country calegory

store visit x France - wine -

L

n-

Update Bookmark

Save as new

View for French wine by Store visit

All the wines!

Manage Bookmarks

4

Maw nf Calendar Nate

¢  Your Notification Bookmark will also be available via the Viewer, but will not replace
your default Bookmark if one was set in the Viewer.
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4.4 Creating Custom Date Ranges (Metrics)

You have the option to configure your Chart Intervals for Metric to view any range of dates
you wish.

Access Custom Date Range function via the 'Calendar’
button

Monthly COGS for wine

Manthly total sales for a specific product categorny

Daily L wing o ¥ See Related ¥

1y 2y 5y EE= stopight Projection
°' From [2015-07-01 ] to [2016-01-01
A A" July- 2016- p

Sun |Mon Tue Wed| Thu Fri @ Sat
H:

5 & T| & @ 10 11
12) 13| 14| 15| 16 17| 18
19 20| 21| 22| 23 24| 25

M| 27| 2B| 2| 3| N

m:l — - I

1. Click the Calendar icon next to predefined Measurements Intervals
2. The calendar opens
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Select required date range from the calendar

°o . 9
\.._../ From to [2016-01-01
{ H January- 2015- )

Sum | Mon Tue Wed Thu Fri @ Sat

- 2 3

4 5 ] [} ] 9 10

11 12| 13| 14| 15| 16| 17

12| 19| 20 21| 22| 23| 24
25| 26| 27| 28| 29| 30| N

orm

1. Point to the From filed and select the required starting date from the calendar or add it
manually
2. Point to the to filed and select the required ending date from the calendar or add it

manually
3. Click Apply

The selected date range is applied to the Metric Viewer

em 1y 2y sy |

NOTE: To clear the selected date range, select one of the predefined Measurement Intervals
next to the Calendar icon, or use the slider at bottom of the chart.
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4.5 Find Related elements from Viewers

If you want to extend your analysis by looking at other Metrics and Reports that contain the
information that may be relevant to the element being viewed, the See Related button on
the Viewer provides links for immediate access. This drop-down list contains other
elements that contain common or similar information.

Selecting links to other elements, one by one, allows you to open and explore other
elements and analyze trends to gain more insight into the results. The See Related button
provides you with quick navigation to the selected element. The See Related drop-down list
is available on Metrics, Multi-Metrics and Reports.

NOTE: The See Related drop-down list only contains elements that a user has permission
to view

@ Currently, only the "Related elements by 'Measurement Interval™ feature is supported
in Dataset Reporting.

1. Open an Element's Viewer

44 Metrics / Financial / Daily Cost of Goods Sold ‘ New... v | | [[) Content « ‘ ‘ 5 Admin w ‘ A
Daily Cost of Goods Sold - Chardonnay . (2)

Daily Sales for a Product Subcategory Mertic v\

Daily | | wine = | | Chardonnay ~ | SeeRelated ~ | ¥ Orders * .

Q
aw [1m 12w| 3m| 1y 2y| sy 10y 30y [ EEEE) serlight | see Related -

-D ly pales Details T
( Measurement Interval )seinc:t:l;ir:r
0.6M EEA Daily Saleg byICuumry I

l Dimensien ! p——

aily Sales by
= Channel
oo o Element icon b Dally Sales
-4

Daily Grocery Sales

© (oimension value Qi Saiss -
A =)

=
o
=

Daily Sales Vs. Visitors
bl goq

b+~ Daily Sales

=
@
=

Daily Gross Praofit -
b Chardonnay

=
@
=

Daily Cost of Goods Sold - Chardonnay

b~ Daily COGS &
0.5M
0.4M
0.4m
May 23 May 30 Jun & Jun 13 Jun 20 Jun 27 Jul 4 Jul 11
i, N o U Bl Pl P
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1. To open the list of elements that have common or similar information with the element
being viewed, click See Related. The drop-down list with elements opens.

2. Ifyou are searching for a specific element(s), enter its full name or key word into the Search

field.

Each entry contains an icon defining the element's type

4. If your element is Dimensioned, related elements with the same Dimension will only display
the link for the same Dimension Value. In this example, since your Metric has a Dimension
Value of 'Chardonnay’, any element that is dimensioned by same Dimension (Product) will
link directly to the same Dimension Value. Elements dimensioned by a different Dimension
(Channel) will link to the first Dimension Value by default (Australia).

w

1.1. Icons defining element type

lcon | Element Type

L | Metric

kai | Multi-Metric

&5 | Internal Report
= | External Report

2. Related elements by 'Measurement Interval'

Monthly Sales for corporate sales

Provides total sales for all products within a given channel.

corporate sales v See Related v

10y 30y PR Stnplight

Measurement Interval butt:::n]

Monthly v

Daily
Weekly

Yearly

5100.00M

NOTE: Since the elements based on the Daily, Weekly and Yearly Measure Intervals are
directly related to this Monthly element, these elements are displayed in the Measure Interval
drop-down list and are not duplicated in the See Related drop-down list
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Info Data Stoplights Alerting Charting Associations Advanced

Measured | Daily

Dimension it by | Product Subcategory

o [ Collectingis @® enabled = () disabled I
N

|+ Make visible on Homepage

Name | Daily Cost of Goods Sold

Description | Daily Sales for a Product Subcategory Mertic

2500 character maximum

Category | Financial

Certified () yes @ no

e Tags | Orders %
=

Baaes[Zrmw (s

Start typing to find or create Tags, then press the Enter key to save.

Elements are 'Related' based on settings in the element Editor. Elements appear in the See

Related list if both of the following conditions are true:

1. The element's Collecting is enabled (data is current)

2. Elements have at least one Tag in common with your element
3. For Reports only, any 'drill-to’ element will also be included here irrespective of Tag For
further information on setting 'drill-to elements’, see Setup Elements for Further Analysis

for a Report

NOTE: Unlike filtering by Tags on the Homepage, the element does not need to be visible on
Homepage; and elements that are Disabled will display on the Homepage, but not in the

Viewer / See Related drop-down
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4.6 Overview of Metric Overlays

Metric Insights provides the ability to compare a metric to other different metrics in order
to spot any emerging trends and review the results of various events. This differs from the
Multi-Metric elements in that you can manage overlays by adding and deleting them from
the main metric without having to actually author a new element.

This section provides an overview of this feature, with links to provide more detail as
needed.

1. Accessing Metric Overlays

6m 2y 5y 2 Stoplight

$1,200,000,000.00

51,000,000,000.00
$£00,000,000.00 Monthly COGS Product
Category Total
783,240,960
on September 2016
5599.090,000.00 Click on point for details
5$400,000,000.00
$200,000,000.00 I
50.00 . I I I

Feb ™8 Mar 18 Apr-g May "18 Jun "8 Jul"16 Aug "16 Sep '8 Oct 18 MNov "18 Jan "7 Feb "7

[i
an 'l Jul*18 Jan "7
i '

Monthly COGS - Product Category Total

\ @ Monthly COGS - Product Category Total W Events
@ Add Expert Analysis #: Overlay Metrics ¥ Add Event @ Add Annotation D)

To add an overlay Metric to your Chart, click Overlay Metrics below the Legend of this Chart.
The Overlay Metrics pop up opens.
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2. Managing Overlays pop-up example

Overlay Metrics *

There are no overlaid Charts

+ Add Metric

Display Mask of Left Axis

$1,234.57 v

There are no Compare Lines

% Add Compare Line

Event Calendars

Event Calendar

il Sample Holidays

[ ] Make these Overlays the starting point; i.e.. default, for all Users

(] Apply to all dimension values

3. Adding Overlay Metrics

Add Overlay Metrics

Q Fiter resuts / J \

Category | All Categories - Filter by | Product Category ~

Monthly COGS - wine

Monthly COGS - wine accessory

IMonthly COGS - wine furniture

Monthly Gross Margin - Product Category Total
IMonthly Gross Margin - wine

IMonthly Gross Margin - wine accessory
Maonthly Gross Margin - wine furniture

Monthly Gross Profit- Product Category Total

0Doo00000® O

Monthly Gross Profit - wine -

Add Selected pEelgw=Tile=]
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At the Add Overlay Metrics screen you can select one or several Metrics to be added to your
original Metric

NOTE: Only Metrics of the same measurement interval can be added to your original Metric
(Daily, Monthly, etc.)

To add overlay Metrics, perform the following steps:

1. To quickly find the required Metric, limit your choices by adding key words or a name of the
specific Metric in the Search field, selecting a certain Category or specifying other criteria
(such as, Acquisition Channel, Country, Product Category, etc.) in the Filter by field

2. Check the boxes of the required Charts to add them to the original Chart

3. Click Add Selected to overlay the original Metric with selected ones

3.1. Editing Overlay Metrics

Overlay Metrics .
Overlaid Charts @ Just Added or Updated Charts
Chart Line/Bar Type Axis Color
Monthly COGS - wine accessory line right ||
| + Add Metric |
. X
Overlay options
o Color | #63d18f 2
p-—

o Type @ line bar

-y

o Line typ Line v
-

o Axis O left @ right

-

or cancel

To edit the Overlay Chart, click Change Overlay Chart options button for the corresponding
metric as shown in the left picture. The Overlay option screen opens.

You can customize the look of the Overlay Chart by changing the following parameters:

1. Color. If several charts are laid over the original one, every additional metric is going to be of
its own color. To change the color of the metric, click the Eyedropper button to the right of
the Color field and single-click a new color from the palette to select it.

2. Type. Select how you want your chart to be displayed. The available view options are: 'line’
and 'bar".
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3. Line Type. This field is shown only if 'line’ value is selected in the field above. The line of the
Overlay Metric can be dashed, dotted, etc. You can select different line types for different

overlay charts.
4. Axis. It is recommended to place the Axis of the Overlay Chart on the right side of the

original chart.

Click Save to keep the changes made.

3.2. Display Masks of Left and Right Axes

Monthly COGS for wine
Monthly total sales for a specific product category
Monthly v wine v See Related v " X A VAE-;
6m 1y 2y 5y e Stoplight  Projection
5300.0M 5120.0M
5250.0M 5100.0M
5200.0M e e 580.0M
S E ot .
B s1s0.0m " o | seo.om
<1 - .
5 . E
z ; .
c " PR .
5 et . .
= s1000Mm B et B B 540.0M
550.0M I I I I 520.0M
s0.0M [ | 50.0M
Nov 14 Jan*1s Mar 15 May 15 Jults Sep'15 Nov 15
p— — —— —
— N— L — %
2013 2014

_—
2015 NS 2016
i 3

Il Monthly COGS for wine [ + - Monthly COGS for wine accessory ]

@ Add Expert Analysis = Manage Overlays WV Add Event B Add Annotation fD

In the example above we have added Monthly COGS for wine accessory chart to the original
Monthly COGS for wine chart. The Monthly COGS for wine accessory chart is shown as a
dotted line and its Axis is displayed to the right of the chart.

NOTE: To hide the Overlay Chart, single-click its Legend below the chart. When the Overlay
Chart is hidden, its Legend is shaded.
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4. Adding Compare Lines to your Metric

Add Compare Lines

Last Month
Same Time 3 Months Ago

| 12 Months ago

GG - or cancel

Compare Lines can be added to analyze current metric and the same metric at some pointin
the past.

Check the box(es) for one or several time periods in the list.

Click Add Selected to add Compare Lines to the original Chart.

4.1. Editing Compare Lines

Overlay options .
o Col #MOTH33
A/ Qlor J
g Linetype Short dash v

or cancel

The Compare Lines editing options include:

1. Color. If several Compare Lines are laid over the original Chart, they are usually of the same
color. To change the color of the Compare Line, click the Eyedropper button to the right of
the Color field and single-click a new color from the palette to select it.

2. Line Type. Compare Lines can be dashed, dotted, etc. You can select different Line types for
different Compare Lines.
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4.2. Example of Compare Lines

Monthly COGS for wine

Monthly total sales for a specific product category

Monthly v | wine ¥ | SeeRelated v *

a3
e
B
%,
&

em| 1y 2y |5y EEE] stopiignt Projection

5200.0M
S175.0M
-4
L e
sisoom - M - \ g
PP \ -
i \
J— \ !
2 ssom " \ \“ .....
= \ \
& N e
\ p—
B s100.0M \
&
o _--amem .
= -
£
FET'EE I AT B
=
550.0M
525.0M
5004
Nov 14 Jan*1s Mar 15 May ‘15 Jults Sep'15 Now 15
N\ [l [
2013 2014 2015
“ \-/ @/ " 3
B Monthly COGS for wine -~ Same Time Last Year | [~ Same Time 3 Months Aga]
@ Add Expert Analysis #: Manage Overlays W Add Event B Add Annotation (D)

In the example above you can see a Chart with two Compare lines:

1. Same Time Last Year
2. Same Time 3 Months Ago

NOTE: To hide the Compare Line, single-click its Legend below the chart. When the Compare
Line is hidden, its Legend is shaded.

5. Associated Event Calendars

Monthly COGS for bottle opener Monthly COGS for be

Daily COGS for a Product Subcategory Mertic Daiy COGS for a Product Subcategory| - Manage Overlays X

wine accessory v | bottle opener v | | See Related v ? X A & & wineaccessory v | bottl & A &8
1y| [2y| [5y| [10y| [30y| £ (EZTED storiont Statistical 1y| [2y| [5y| [1oy| [30y| &8

JJJJJJJ o/,

nnnnnnn

£ s200.000
i
S100.000 |
. |I||I||I||||||"| "

‘‘‘‘‘‘‘‘‘‘

There are no Compare Lines

+ Add Compare Line

Event Calend:
{7 Make these Overlays the starting point; ie., default, for all User
) Apply to all dimension values
o
. ||||II|I|I|I|I|I|I|II|I|I|I|I|IIIIIIIIIIIIIIIIIII\IIIIIIII

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

=24
<4

EED
aasmamen | W

Monthly CORS for botte opener

z:ma;,_‘,_.‘zu&_wl,

I Nonthly COGS for botte opener  — I Monthly COGS for botte opener  — Last1 year Moving Average W Events

@ Add ExpertAnalysis @ = Wanage Overiays | | ¥ AddEvent | | © Add Annotation @) | @ raesertanaysis (" Manage Overlays | [V AddEvent | [ @ Add Amnotaton | D
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Events from different Event Calendars are usually shown in different colors

If you wish to hide events from a specific calendar from the Chart, click Manage Overlays
below the Metric Navigator. The pop-up screen opens

3. Find an Event Calendars grid and define which of the calendars should be displayed at the
Chart

Save your changes

N —

>

6. Overlay Options

Manage Overlays

Key: Just Added or Updated Charts
QOverlaid Charts
Chart Line/Bar | Type Axis Color
Monthly COGS for wine accessory line right #53a0db | £ W

Page 1 of1 Displaying records 1 -1 of 1

0

=+ Add Metric

Compare Line overlays
Compare Line overlays Type Color

Same Time 3 Months Ago Short dash #7533 | £F W
12 Months ago Short dash

Displaying records 1-2 of 2

[$]

Pagel 1 |of1

| + Add Compare Line

] Make these Overlays the starting point; i.e., default, for all Users

] Apply to all dimension values

(-

Once the necessary Overlays are added to the chart, their displaying options can be configured
as follows:

1. Make these Overlays the starting point - If this box is checked, all users, who open this
chart are going to see added overlays.

2. Apply to all dimension values - If this box is checked, added overlays are going to be
displayed at the charts of all dimension values. If the Metric is not dimensioned, this field is

not shown at the Manage Overlays screen.
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4.7 Adding Annotations to Elements

Annotations allow you to share your insights on a Metric or Report with other users. You
can apply an annotation to a single date point or to a range of dates. You may easily apply
your annotation to a broad set of elements.

A To be able to create Annotations, Power Users must have either View or Edit Access to
element as well as the Add Annotation Privilege.

1. Access Metric Viewer > Add Annotation

Monthly COGS - wine

WMonthly total sales for a specific product category

Monthly | | wine | | See Related - w

o}
e
B
%,

[+

6m 2y 5y 4 Stnphght

700,000,000

600,000,000
Monthly COGS - wine

589,823,680 on December 2016

500,000,000 Same Time Las 168,254,976

Chantle 250.6%
A otate E nt

200000000 \ [wEen]

W Delete data point
300,000,000
200.000,000
100,900,000 I -----

0 l

Monthly COGS - wine

May 16 Jun 18 Jul'1E Aug "8 Sep'16 Oct'18 Nov'18 17 May 17
'||
i — 7—Mam~J Jul'18 Jan 17
m
@ Monthly COGS-wine 4 Alets W Events -- Same Time LastYear @ Australia Monthly Sales  —— France Monthly Sales
— United Kingdom Monthly Sales o
@ Add Expert Analysis #: Overlay Metrics WV Add Event B Add Annotation fg

Access the Add Annotation pop-up by either:
1. Clicking on an existing Datapoint > select Annotate button

2. Clicking on the Add Annotaion button beneath the Chart

2. In the 'Add Annotation' pop-up select either 'Data Point' or
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'Time Period' option

Add Annotation X

Anmotate O data poimt = @ fime period

Annotation start Date | £ 2016-02-18

Annotation finish Date | £ 2016-02-19

Annotation text . . )
Please write your Annotation. ..

1000 characters left
¥ Motify others % Atftach files

Show on other Mefrics ® justthis Mefric | O other Mefrics

3. Provide the information required to create an Annotation

Add Annotation X

Annotate O data point = ® fime period

Annotation start Date | [ 2016-02-18

Annotation finish Date | 8 2016-02-19

An ftion text Please write your Annotation... E D
1000 characters left
% Attach files

o r* Mofify others
-/

.o.Shmon other Mefrics @ just this Mefric = O other Mefrics

©
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In this example, we've selected 'Time Period' in the Annotate field in order to display both the
start date and the finish date

1. Use the Calendar icons to select Annotation start Date and Annotation finish Date

2. Add your text. Note, that if you want to change text formatting or add a link, you need to use
Markdown. To learn the basics of Markdown syntax, click the M| icon at the top right corner
of the text field

3. If you wish to notify others about this Annotation, you may do so here. See The Share
function for more details.

4. You also have the option to attach a file to provide more details to your annotation

You can add this annotation only to the current Metric or to other Metrics as well. For more

information see the following Step

Ul

[NOTE] If other elements are affected, select them to add the
same Annotation

: b 4
Add Annotation
Annotate @ data point fime period
Data on | £ 2016-02-18
Annotation text
1000 characters left
* Notify others % Attach files
I Show on other Mefrics just this Mefric = @ other Mefrics l
o Include all Metrics | In the Financial category
N
e Show on Charts thatare & Daily # Weekly Menthly CQuarterty Yeary
e Month To Date Quarter To Date
o Applied to the elements | ¥ #1761 - 0311 alerts test for wine =
N
#1761 - 0311 alerts test for wine furniture
¥ #1761 - 0311 alerts test for wine accessory -

If in the Show on other Metrics field the 'other Metrics' option is selected, the following
additional fields are displayed:

1. This drop-down allows you to select related metrics based on various criteria (e.g. Measure
of, Topic, Category)

2. You can restrict your element choices based on Measurement Interval

3. Check and un-check elements to add the same annotation to their charts
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4. View your Annotation below chart

Monthly COGS for wine

Monthly total sales for a specific product category

Monthly v | | wine ¥ | | SeeRelated v P A

1y [2v] [5y) 88 EE=) stooiont Projection

$100.0M

Monthly COGS for vine

M Worthly COGS forwine Wl Annotetions -~ Seme Time Last Year — Manthly COGS for wine acoessory

@ Add Expert Ansiysis ® Manage Overlays | | W AddEvent | | B Add Annotation

@ this slement has been verfied
Wednesday 02/17/2018 by AlexGrayson Lastly [History | [New| @ 8

@Everything W Events
anote
E Tuesday 12/01/2015 - Thursday 12/31/2015

AlexGrayson Lastly:

e Annotation text

N/ ! Shere @ @
samation-

Sho

—

Annotation range is indicated on Chart

2. Details on annotation appear below the chart allowing others to comment on your

annotation

Adding Annotations for future dates

Users can easily add Annotations for a Metric's data points for which data has not been
collected yet. This is helpful when a user knows something will be happening during the

current or future period. The annotation will appear on the Chart and at the Homepage > News
View when data is collected for that period; until then, the annotation can be viewed on the

Metric Viewer below the actual chart as show below.

NOTE: Display of Future Annotations is controlled based on the last data point collected,

regardless of how OLD that data is.
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You will receive a warning when adding annotations to dates in
the future

Future Annotation

You added an Annotation for 06/15/2017 at 12:00AM. The current chart is only showing data through
05/01/2017 at 12:00AM.

Your Annotation will appear once we have collected additional data.

m or cancel

Viewing future Annotations below the Chart

200,000,000

..... .
I \"
100,000,000 __ ---I“ ~ B -
0 I

May "16 Jun "18 Jul*1g Aug "8 Sep 16 Oct "16 Mowv "16 Dec 16 Jan "17 Feb "17 Mar 17 Apr17 May "17
[u]
an "6 Jul"6 Jan 17
L
@ Monthly COGS -wine 4\ Alerts "W Events -- Same Time LastYear @ Australia Monthly Sales —— France Monthly Sales

— United Kingdom Monthly Sales I Annotations

Q Add Expert Analysis 2= Overlay Metrics WV Add Event B Add Annotation @

Add a comment ...

There are 2 future annotation{. & Show future annotations

n 589,823,680 on Thursday 12/01/2016
B Alex Kennedy:

Christmas holiday advertisements begin
Insightful * Share & o

As the Chart does not have a data point to which to 'attach' the annotation, information
related to future annotations is displayed in the Event/Annotation/Comment section below
the Chart as shown in the image above. To see the details of future annotations, click Show
future annotations
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Example of future Annotations

“ — — — — — — — — — — — — —
May "16 Jun "18 Jul1g Aug 18 Sep 16 Oct"18 Mov "16 Dec'18 Jan 17 Feb "7 Mar"17 ApriT May "17
[i]
— an "16 Jul'18 Jan"17
‘ i
@ Monthly COGS-wine 4\ Alerts W Events -— Same Time LastYear @ Australia Monthly Sales —— France Monthly Sales

— United Kingdom Monthly Sales B Annotations

Q Add Expert Analysis g Overlay Metrics W Add Event B Add Annotation

Add a comment ...

g Friday 06/16/2017

B Alex Kennedy:
Re-structured system released to customers

& W
g Thursday 06/15/2017

Alex Kennedy:
The =ystem is being re-structured for space requirements
L=}

@ Hide future annotations

n 589,823,680 on Thursday 12/01/2016

B Alex Kennedy:
Christrmas holiday advertisements begin

Insightful ~ Share £ @

NOTE: Future annotations have a different icon
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5. Working with Folders
& Bursts
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5.1 Understanding Folders

Purpose

With Release 5.1, Metric Insights offered Favorites, Shared Favorites, Bursts, and Standard
Notifications (Immediate, Daily, Weekly, Monthly).

The new 5.2 Folders feature is designed to unify these approaches for content and distribution
management into one system of Folder management. It allows users to set a preference to

only display personal Favorites and Shared Folders on their Homepage rather than always
seeing all Categories that contain content to which they have access.

Objectives

+ Simplify mechanism for organizing, sharing, and distributing content
* Remove the confusion between Favorites, Shared favorites, and Bursts

+ Eliminate Shared Favorites and replace with personal favorites and folders concepts

+ Make usage of Bursts more intuitive

« Allow users to burst both folders and collection of elements
+ Make bursting accessible through the notifications pop-up

Impact on Favorites

k

Migrate Favorites to Folders

Metric Insights 5.2 introduces I Folders. Designed to replace

Shared Favorites Folders, they offer 2asier sharing and management.

They also support drag and drop serting, adding are removing via
the Homepage. We strongly recommend migrating all Shared
Favorites Folders to the new MI v5.2 Folders.

Migrate ) All Shared Favorite Folders = ® Only one at a time
User

bk Kennedy -

Source Favorite

Select Favorite -

Migrate Content into New Folder

Name

¥ Remove Favorite Folder after migration

Copy Favorite Content to Folder
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+ Users receive their default “My Favorites”

+ Users can also create additional personal Favorites

« Users can NO LONGER share their personal Favorite Folders

+ Using the path Admin menu > Utilities > Migrate Favorites to Folders, Admins are provided
with a migration utility to convert existing Shared Favorites to Folders:

Key Feature Capabilities

+ Users can manage their own content of interest by creating a Folder and choosing to
display its content in their Homepage and/or distribute the content to others via. a
Bust and selected Notification Schedule

+ Power Users and Admins can create and manage Folders and distribute their content to
Group members or individual users on a Burst and its selected Notification Schedule.

+ Options include either or both of the following:
+ Ability to show a Folder on the Homepage of those with whom it is shared
+ Permission for Power Users to Add/Remove Folder content

+ Power Users and Admins can define Bursts for both Folders and for a collection of elements
and select individual Dimension Values of Dimensioned elements.
« [5.2.1] Admins can sort the Folders for all Users

Folder Editor

Content =

EH Dataset *  [ul Elements
M 3 = | Group by Folders ~ | | NoFilte v | | Al Tags B8 View * [ Datasets
METRIC INSIGHTS
k= Metric b B8 Views
Most Popular _—
@i Multi-Metric % Bursts
@ Show All -
4G40 [ ] (-1 40 a0 ER Report A Aleris »
& My Content
Canada Weekly Sales Dally Sales Dally Sales by Channel & | | Finance / Economic | Home Price an B8l Bxtemal Report " m Folders e
* My Favorites Product Category Indicators B Bulk Add Ext Reports »
Most Popular . . % Favorite Folders
¢ Dimension 3 )
My Favorites 01282017 Expired | | Tuesday 12262017  Expired | | Wednesday 1227/2017 3% Tableau report TR e R B Categories
Shared == Burst W% Dimensions
KPI Elements ) A ol " e - urs| .-
Hourlies S 6 ' B Folder e a9
checkcheckehack check YA NAYYS {'31 -/ = FTP Connections
$2.29M 28.609.456 @« e T =T il External Content
W Folders ’ ’ )
& Slideshows
Weekly Updates Edit £

&

Access via Edit gear on Homepage, or New>Folders, or Content>Folders
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4 Folder / Weekly Updates

Content  Sharing Bursting

Folder Name | Weekly Updates

Description

Bs \Weekly Updates
Daily Sales
Daily Sales by Channel & Product Category
Day Order Volume by Channel
Day Order Volume by Product Category

o [l Add Content @ ~dd Sub-Folder o

o @D visible on Homepage
-/

The new Folder Editor allows Admins and Power Users to modify a Folder’s contents and
sharing settings using three tabs:

Content Tab - allows users to:

1. Add content to the Folder
2. Set option to hide or display on Homepage for all users

3. Add Sub-Folders (child)

ﬂ Folder / Weekly Updates

Content Sharing Bursting

Share with Groups

Users with Folder on Homepage
All Groups -

Users with Folder on Homepage
Name «
abby Kennedy

Alex Kennedy

& Add User

Users who Can Add/Remove Content
All Groups -

Users who Can Add/Remove Content

Name =

Abby Johnes

& Add User

Jump Start Guide for Regular Users

[New_v | [ 1Gomentw | [ @Aaminw | ] Aex

Any changes to content will impact 1 other user. + &AW

No Groups have been added to this Folder

Q
Source
)
o)
Q
Source
o)
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Sharing Tab is used to:

1. Specify Users or Groups that can see the Folder on their Homepage
2. Specify Users or Groups that can Add/Remove its Content (i.e., Edit Access):

| (= =~ . . | [ = 2. . ] L 5
# Folder/ Weekly Updates A 131 | New... v | | [ Content w | ‘ & Admin v | ek Alex
Content Sharing Bursting Any changes to content will impact 1 other user. + AW
Bursts
Name « Recipienis Via Schedule Last sent
Weekly Updates 2 Email Daily M-F {On Mon, Tue, Wed, Thu & Fri at 0:00) ||

== New Burst

Bursting Tab is used to manage (Add or Delete) the burst(s) that deliver the contents of the
Folder as a payload

¢  For details on Adding a New Burst, see Create New Burst

Managing (sorting) Folders on the Homepage (Admins only)

A Folders | Ao | | New.. » | | [C] Content | | & Admin » | 6

Created by Al - Q
Folders o % Drag & Drop Rows to Re-Order
N

Mame Created by

Retail Sales ‘Yana byalkivska [
Marketing i )
Finance \ /GraySon — a
Key KPls Drag to desired location John Berg @
Ops Metricinsights Support @
marketing update me lﬁ[

Access via Content > Folders to get list of existing Folders

1. Use customary Drag and Drop method to change display order
1. In this example, 'Key KPIs' will be dragged to between the 'Marketing' and the 'Finance'
folders

2. New Folders will always to added to the bottom of Folder display
3. This display order is set for all Users
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€ Only the top-most level of Folder can be managed here

+ Sub-folder order can be changed via Drag and Drop on the Folder Editor for a

specific Folder > Contents tab
+ The elements within a Folder are always sorted alphabetically

Dimensioned Elements

M Folder/ Weekly Updates | New. . w | |

Content Sharing Bursting Any changes to content will impact 1 other user.
Folder Name | Weekly Updates
Description

&S Weekly Updates

Daily Sales
Daily Sales {dimensioned by Product Subcategory) ap All Values
Daily Sales by Channel & Product Category
Day Order Volume by Channel

Day Order Volume by Product Category
Weekly Readmission Penalties (dimensioned by Hospital) ag Al Values

Weekly Revenue (dimensioned by Sales Channel) up All Values

[l Add Content @ Add Sub-Folder

@D visible on Homepage

These elements are shown with a Dimension icon that allows a user to select one or more (or
all) Dimension Values to be included in the Folder.

When user clicks the icon, a popup allows Dimension Values to be included or excluded.

Security

+ Groups as well as both Regular and Power Users can be granted one or both of two new
Privileges:
+ Share Folders
+ Add Folders

* For a given Folder, either Regular or Power Users can receive Permission to:
+ See the Folder on the user's Homepage
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+ Add/Remove content from the Folder

€ For more information, see: New 5.2 Security table
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5.2 Create New Burst

Bursts can be set up and managed using a single, consolidated editor. Users can select an
arbitrary set of Elements (Reports, Metrics, etc), designate an arbitrary set of recipients, and
schedule delivery based on a user-defined schedule, all through a single editor.

Note: Other versions of these screens may appear slightly different or have more or fewer
options available. Screenshots below are of Version 5.2.1. For earlier versions see Create a

new Burst (prior to Version 5.1.2)

¢ Newin 5.6: Extended Bursting functionality enables large-scale External Report
distribution. Applying a User Map (with the appropriate mapping of Users to Filters)
allows a single Burst to be the source for hundreds (or thousands) of User-specific
emails. This means that each User (or Group) will receive targeted content based on
their needs. See how to apply these new filters in the Setting Filter Defaults on Burst

Editor section of Pre-filtering Bl tools (External Reports).

1. Access New > Burst

Three options are available for adding content to a Burst:

1. One or more Favorite Folders including all elements contained in them

2. Specific Tiles
3. [5.2.1 version] Folders including all elements contained

¢ For more information on Bursting with Folders, see Understanding Folders
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1.1. Content: Favorite Folders

1 My Notifications / New Burst (6) | &0 || New.

Content ~ Customize  RunHistory  Subscriptions o] Save
o Name | Sample Burst
- o

Content | O Selected Tiles 885 C Foider il ® Favorites ¥ \9/

e Send as @ asingle large email O individual emails
N

Click below to add your first favorite

o == Add Favoerite
-

'ﬂ My Notifications / New Burst (6)

§elect Favorite Folders

Q
Selectall = Selectnone

(7] [Mest Popular
(W |y Favorites
(@ |y BI Content

=4 Add selected [@EHN=)

Select your content by adding elements from your Favorites folders:

1. We recommend providing a meaningful Name to your Burst since it is going to be used as
an email header once notifications are sent.

2. Content: As this is an example for favorite folders, select the corresponding option. The
example for "Selected Tiles" and "Shared Folders" are shown in the steps below.
3. Send folders as: define whether each of the favorite folders that you are going to include in

this Burst should be sent in individual emails or all of them should be sent as one large
email.

4. Click [+ New Folders] and in the opened pop-up choose which of the folders are supposed
to be included into the Burst.

Once done with selection, click [+ Add selected].

€ Elements that are actually seen in each Burst email are subject to the Security Rules for
each recipient
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1.2. Content: Shared Folders [Version 5.2.1]

ﬂ My Notifications / New Burst (8) | New... v | ‘

Content Customize Run History Subscriptions T

Name | New Burst (8)

\9/ Content | O Selected Tiles f20 @ Foider @ O Favorites di

o m select Folder
-4

Schedule | Daily M-F (On Thu at 168:13) - +

Send Burst via % Email  Template: Burgf- Any Image Size (default)

B Frp
& Drive
ﬂ My Notifications / New Burst (8) | New w | ‘
x
Folders
Q

e I Vonthly Revenue data
b4 m Top Movers

—

Select 'Folder' in the Content field

2. Clicking on 'Select Folder' will open a list of Folders that are visible on your Homepage.
Admin Users will have choice of all Shared Folders created, not just the ones that are shared
with the Admin User

Select a single Folder by clicking on the its Name.

4. As seen below, all of the elements from that Folder will be burst

w
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A Wy Notificatio e 1t (8) | New.w |

Content ~ Customize  RunHistory  Subscriptions ]

Name | Mew Burst (8)

-] 18)

Content | O Selected Tiles fan @ Folder i@ O Favorites Y

® Top Movers

ES Top Movers (created by a)
- Daily Peak Website Visits
- Daily Sales from Qlik Sense (dimensioned by Country) W All Values
@ - Daily Sales from QlikView (dimensioned by Country) W All Values
- Daily Sales from Tableau (dimensioned by Country) W All Values
- Daily Sales Units (dimensioned by Country) a7 All Values

- Maonthly Revenue

- Performance by Customer

- Sales Dashboard (dimensioned by Country) W7 All Values
- Sales Dashboard (QS) (dimensioned by Country) W All Values
- Salesforce Lead Report

# Edit Burst Content

1.2.1. How to duplicate a Sub-Folder for Bursts

¢ Beginningin 6.2.0, the ability to duplicate sub-folders has been added to Bursts
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A Folder / Daily Activity L Search

Content Sharing Bursting

Folder Mame | Daily Activity by Country
Folder Owner Anna Kennedy (Anna)

Description | Burst segmented by Country

& Daily Activity by Country

b Activity KPls
| g----Churn by Region (dimensioned by Country) aF 1 Value
Daily Peak Website Visits (dimensioned by Country) ap 1 Value
- Daily Units (dimensioned by Country) oy 1 Value
Sales Analysis Report (dimensioned by Country) ﬁ 1 Value
- Daily Sales (QlikView) (dimensioned by Country) a¥ All Values
Daily Sales (Tableau) (dimensioned by Country) w9 All Values

[l Add Content @ Add Sub-Folder

1. Select the duplicate icon to open a confirmation notification and click "ok" to duplicate the
sub-folder

- docs.metricinsights.com says Mo

Do you want to duplicate this Sub-Folder (and any children)?

Cancel
+ | Daily Activity by Country
r Anna Kennedy (Anna)
1 | Burst segmented by Country
Q Daily Activity by Country
iy~ Activity KPIs K- BC
Ng 1 Value
N 1 Value
w# 1 Value
Analysis Report (dimensioned by Country) wp 1 Value
| B Activity KPIs (2)
-- Churn by Region (dimensioned by Country) Ny 1 Value
-- Daily Peak Website Visits (dimensioned by Country) a# 1 Value
- Daily Units (dimensioned by Country) w# 1 Value
-- Sales Analysis Report (dimensioned by Country) Ny 1 Value
- Daily Sales (QlikView) (dimensioned by Country) ﬁ All Values
Daily Sales (Tableau) (dimensioned by Country) a7 All Values

In this example, the Burst will display Activity KPIs as separate sections for each Country,
simply by varying the Dimension values in each sub-folder.
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1.3. Content; Selected Tiles

@ My Notifications / New Burst (6)

Content Customize Run History Subscriptions ]

Name | Sample Burst

o Conient | @ Selected Tiles 888 =~ O Folder @@ O Favorites Wiy

&
Click below to add your first tile
o < Add Tiles
. / x
Aselect Tiles
Q
Selectall | Selectnone Filter by folder | Finance -

)| == Monthly Revenue

(0| =2 Revenue vs Forecast
[)|E= Human Resources Sample
(0| =2 salary by Revenue Dashboard
[ |E= Financial News

[W|E=2 Revenue Analysis

(| == Financials by State

(| &= Revenue Analysis Portal

[ ]k~ MicroStrategy - Monthly Revenue

== Add selected [Eelgeils=]|

v

1. We recommend providing a meaningful Name to your Burst, since it is going to be used as
an email header once notifications are sent.

2. If you choose to add specific tiles into the Burst email, click [ + Add tiles] and in the opened
pop-up choose which of the elements are supposed to be included into the Burst.

NOTE: You can filter the list of tiles by entering keywords into the Search field or selecting a
specific Folder (or Category) at the top of the Select Tiles pop-up.

Once done with selection, click [+ Add selected].
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2. Your selections will be displayed in the list below

A My Notifications / New Burst () [ &0 || New.v || BIC

Content Customize Run History Subscriptions |

Name | Sample Burst
Content | @ Selected Tiles fas O Folder [l O Favorites g

Selected Tiles

Display Name

Revenue Analysis o
A4

B Financials by State

B B &

E= Revenue Analysis Portal
e == Add Tiles
L2/

g Schedule | Daily M-F (On Fri at 13:22) - - ﬂﬂ

° Send Burst via % Email  Template: Burst - Any Image Size (default)
4
O BFme

O & Drive

1. You can delete selections that may have been added erroneously. To do so, click the
Trashcan icon in the respective row.

2. Click [+ Add tiles] to include more elements

3. Schedule: Choose one of the existing Schedule options from the drop-down. Alternatively,
you can create your own schedule using the [+] Plus button in the same field. For more
instructions on Schedules refer to Creating a new schedule (non-Admin user)

4, Burst are generally sent via Email, but newer versions allow the Burst to be sent also to an

SMS address, FTP file, or a Shared Drive. For these new options, see Delivering a Burst via
SMS or
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3. Define Subscriptions by Groups or individual Users

My Notifications / New Burst (2) New..~ | | [C)Content~ | | & Admin ~

Group Subscriptions
Subscribe groups of users to this Burst (for those who have access). Users can unsubscribe after inital subscription,

When a new user added to a group, they will automatically be subscribed to this Burst.

Click below to add your first recipient

o <+ Add Groups
4

Individual Subscriptions

Subscribe or unsubscribe individual users to this Burst.
o # Send to Burst owner ( ) too

Users = All Users - Groups | All Groups - Q

Subscribed users @ Dizabled Users
Display Name -
Canada Sales
\o/ Cronos
Ellen Willer

France France

Fred Power

1. Group Subscriptions: You may add Groups of users to the distribution list. A group can be
created at Admin > Groups.

2. Send to Burst Owner: Check if you want to send the burst to yourself.

3. Subscribed users: To add users one by one, choose them in this list. You can use a Search
field at the upper right corner above the table to find Users by Name or email.

3.1. Define Subscriptions via a User Map - new in 5.5.1

€ Newin5.5.1, Burst subscriptions can also be controlled by applying a User Map. For
instructions on creating a User Map see Create a User Map.

‘“’ My Notifications | Waekly Stats Burst |=_1 - Mew, - |—_|:| Conlent - :j' Admin - ‘

Content  Customize  Subscriptions  Run History + 3@ oy Save & Enable

@ @D Subscribe everyone who has Weekly Stats on their homepage.

Save pending changes to see subscription.
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If your Subscriptions tab defaults to 'Subscribe everyone who has xx on Homepage:

1. Set the 'Subscribe everyone' toggle to Off - (wording on this option may be slightly different
based on how you selected the content for your Burst)
2. [Save] to view all options for assigning subscriptions

M My Notifications | Weekly Stats Burst M | New. = [ Content = & Adminw | &

Content Customize Subscriptions Run History + € @ | & sendnow Save il ¥ Save&Preview [l wlj Save & Enable

Subscribe everyone who has VWeekly Stats on their homepage.

Sel Subscribers via User Map o

Group Subscriptions

Subscribe groups of users to this Burst (for those who have access). Users can unsubscribe after inital subscription.

When a new user is added to a group, they will automatically be subscribed to this Burst.

Click below to add your first Group

== Add Groups

1. Toggle the 'Set via User Map' to ON

A My Notifications | Weekly Stats Burs v | New.w | | Dicontentw | | @ adminw | &

Content  Customize  Subscriptions ~ Run History +h@E v Save & Preview [l wl Save & Enable

Subscribe everyone who has Weekly Stats on their homepage. @

@D Set Subscribers via User Map | Sales Operations User Map - \0/

M Wy Notifications | We

Content Customize Subscriptions. Run History + (] & | & send now

M e | Hew. = [ Content + & admin v | oy

Subscribe everyone who has Weekly Stats on thelr homepage.

@D Set Subscribers via User Map | Sales Operations User Map

#| Send to Burst owner (anna Kennedy, bk@metricinsights.com) too Q
Users Subscribed via User Map o @ Disabled Users
Name R4 Added Unsubscribed
anna Kennedy 2019-04-15 20:21:01
Elena Davis 2018-04-15 20:21:01

2019-04-15 20:21:01

2019-04-15 20:21:01

1. Select User Map from those available to you via the drop-down
2. [Save]
3. Users Subscribed grid will populate with contents from User Map
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Q¢  For details on how the User Map drop-down is populated, see Security chapter on
Datasets

4. Customize tab: use advanced Burst settings

[ My Notifications / New Burst | New... v ‘ ‘ [ Content
Email Sample

Content Subscriptions Customize o} - a L] | .- - [ P
. Sample Burst for 09/25/2017 ko x LX)
o Email Template | Burst - Any Image Size (default) hd
bt @ 646 PM (D minutes sgo} - -
wiome -
@_ Email Subject Line | [Name] for [Today] METRIC INSIGHTS
e e = e
“minim veniam, quis s exerctatin ulamea labar isiul U ex 8 cemmOd EonsezuR,
\94 Custom Header Text Text mnnal“"gyvswﬁ i
i . il ol sumiTotat
owet . . pomemwm o Prior sumiotsl Ghange
i it n Colendar Dt P00 Counry Cotegory  Groas Profi) v Sales Amour) iy
exercitation yllamco laboris nisi u ex ea commodo con
otntoop Wmwevat France Furture 15090 74,426 Mow

2016-02- o . .
o on s Wine 13,544 312,704 How

Custom Footer Text Text formatting M &
Ruls aute rurg dolor in reprehenderit in voluplate velit esse gillym dolore eu fugiat

il Parketing N -

wrkating ARl
nulla pariatur. Py s — . ,
\ o Coogn  Comormte sales Cansda hccsssory 10408 65311 Now

perau.
Render Overlays on Burst Images Sent
Send only what's been updated since last email

2016:02- .
G2 0 il markatng AU Fumiun 3 1697 6252 Now

from: MI Demo Bats (hitps:/deme-bela.metricins/ghts.com)

£
HH

Thé infarmation i I1is cIgest is company conidentis!
Copyright © 2017 Al Rights Reserved

o Include PPT document @ yes no
b4

e PPT template | Default -
-

1. Email Template: a default Burst's email template is "Burst - Any Image Size"; it was
designed as a standard and flexible solution. You are free to add your custom template to a
Burst by:

* First, adding it to Admin > Email Templates;
+ Secondly, choosing it from this drop-down list.

2. Email Subject Line: In previous versions, Burst's name also serves as an email Subject. In
versions after 5.1.1 you got more freedom to construct the email in the following format:

Name OR Username + Today OR Yesterday

3. Custom header / Custom Footer: You can choose to include arbitrary text into custom

fields and have that shown up as a header, footer, or both in the Burst email as shown in the

picture above.

4. Include PPT document: choose whether an attachment with a PowerPoint Presentation
should be added to an email.

5. Optional, create a new PPT template:

https://yourcompany.metricinsights.com/editor/ppt
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5. Enable your Burst

A My Notifications / New Burst (6) | &0 || New.v | | E1Contentv | | @Adminv | &

Content  Customize | RunHistory |  Subscriptions @ ' Save & Preview [

Email Customizations

o Email Template = Burst - Any Image Size (default -
\ 1/ p y Imag ( ) L

Email Subject Line | [Name] for [Today]

1. Atthe upper right corner of the screen click Save & Enable.
2. Optionally, you can request to [Send now] - see Step 5.1

Once enabled, the Report Burst will run on the schedule you set up.

¢ Note thatin 5.2.1 and later a Run History section is available for Bursts.

5.1. Optional - test Burst for yourself or other Users

- X
Send Now
g\& Send me (aaron@metricinsights.com)
4 Email Burst for| Aaron Cho -
abby kennedy
Your Burst will be added W minutes.

Steven Tall

m or cancel Sleve Sanders

1. [5.6.1] This new options allows you to setup Bursts for others and then verify exactly what
these Users will receive. Open the Burst for dropdown and select a Subscriber other than
yourself. You will receive the Burst immediately, tailored for the selected Viewer - the system
will apply any Usermaps, Security privileges and permissions, as well as any Bookmarks set
for that User. Note that the default is to send Burst based on your personal settings.
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5.3 Setup bursting from the Favorites Editor

Users may setup report bursts directly from their Favorites Editor

1. Access My Preferences (below your Username) > My
Favorites

A My Favorites ¥ [ content + D adminv | & Alex

@D My notifications are ON for emails, SMS and Phone Alerts - Thursday - January 12, 2017 System @ 14:10 UTC(UTC +00:00)

A ) ¢ 4 A = 0

Notifications Alerts Favorites Bursts Schedules Settings Mobile

Maintain content, schedule and sharing of your Favorite folders

Favorite Folders

Favaorite Folders = Drag & Drop Rows to Re-Order
Display NMame Number of Elements Include in Digest Actions
Most Popular 5
My Favorites Share 8 L'
Tableau Alerting 1 v
Total Monthly Sales 4 v - 1 NMiad g
Mobile (Metrics) 3 v - T Mad )|
Mobile (Reports) 7 v - 21 Miad g

In the respective row click Show Bursts in this folder icon.
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2. Pop-up will display any existing bursts that include this
folder

Bursts That Include This Favorite

Bursts that include My Favorites Share

My Bursts
Mame = Recipients Last Sent
Sharing 1 user T

©

+ New Burst This will create a new Burst
/ that includes My Favorites Share

[~

1. You can review any existing bursts by selecting a burst name in the table
2. Or create a new on. Selecting [+ New Burst] will redirect you to the Burst Editor

3. To create a new burst, you will begin in the
Notifications:Bursting section

@ My Bursts / New Burst | New..w | | C)contentv | | i Adminv | & Alex

Name & New Burst

Send... (® favorite folders 1 selected tiles =80

Send folders as @ a single large email = ) individual emails

Favorite Folders # Drag & Drop Rows to Re-Order
Display Name

My Favorites Share Ty

< New Folders

For complete steps, see: Setting up a new Report Burst
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5.4 Bursting from the Report or Metric
Viewers

In addition to creating Report Bursts from the Notifications screen (Setting up a new Report
Burst), you can initiate bursts directly from the element Viewers as shown below.

1. Select 'Share via Burst' from the share icon on Viewer

M Metrics / Financial / Daily Sales s ¥ [ Content & Admin v

Daily Sales

This metric provides the total order volume in US$ for a day across all channels..

Daily ~ | See Related - * 7 X A @ &S O
Share right now
7d 2m 12w 1y 2y Sy 10y 30y fA Stoplight  Statistical Target Emallihis Metrc now
Share via Burst &
Schedule this Metric to Burst regularly
50,000,000 v v \’4

|E |O |2
3] = (-]

2. To add to this element to an existing burst

New or Existing Burst?
Create new, or add to an existing Burst

create new Burst ...

o Include into an Burst
4 exiting Burst

© Management Reports

o Select Burst
(2 )] setectBurst

1. Click on one of your already created bursts
2. Click Select burst

The selected Burst is going to be updated and will include this new element
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3. To set up a new burst

New or Existing Burst?
Create new, or add to an existing Burst

o © create new Burst ...
A4

Burst

Management Reports

LY
N

Selecting New burst will redirect you to the Burst Editor

3.1. Proceed with creating a new Burst

/@A My Bursts / New Burst | New... v | | ] Content + | | 5% Admin w | 6 Alex

Content Schedule Subscriptions o}

Name | New Burst

i ; =E0
Send... favorite folders © selected tiles om0

Selected Tiles

Display Name
|~ Daily Sales mf

=+ Add tiles

For complete steps, see Setting up a new Report Burst
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5.5 Creating a new schedule via Burst Editor

This function allows Users to create their own private schedules to control the timing of any
of their digests and Bursts.

Admin users also have access to more complex options when setting up Schedules; see:
Create or Modify a Notification Schedule via Notification Schedule Editor

1. Users can create their own schedules from as part of
creating new Bursts (Access New menu > Burst)

es 58 O Fouer @ O Favortes de

Cllck below to add your frst tie

You can create a New Schedule from several places depending on how current your Ml
instance is:

1. [5.2] When creating a new Burst using the Content tab
2. [5.0] When creating a new Burst using the Schedule tab
3. [4.x] My Preferences > My Schedules
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2. 'Create new schedule' pop-up appears

A0 Mew... 1 Content

5 / Mew Burst (5)

Create New Schedule
i T
Frequency

Every few minutes *h

Every few minutes

Hourly
on certain days of the week
on certain days of the month

on certain days of the fiscal month

Every 12 minutes
\ J

For more advanced options, create a Schedule
via the Motification Schedule Admin page

Save or cancel
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Select a Frequency from the drop-down and further options
available will depend on the Frequency chosen.

2.1. Daily or 'Certain days of the week' schedule options

5 [ New Burst (5) | A | | New... » | | [C1 content
On certain days of the X
Frequency
°' on certain days of the week -
4
\-/E Mon Tue Wed Thu Fri Sat sun
Select All

All times are in UTC, 0:00 timezone.
8 - /00 ~

-

+ Add another time
Schedule name

On at 8:00

For more advanced options, create a Schedule
via the Notification Schedule Admin page

© ®

Save or cancel

Select to schedule by day of week

Select days of the week by activating the corresponding check boxes

You may schedule one or many times per day

Schedule name will be automatically generated or you may override with name of your
choosing

5. Admin Users can access more scheduling options via this link (see Step 2.4)

Eal S
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2.2. Hourly or 'Every few minutes' schedule options

; { New Burst (5) | A0 ‘ | MNew... = ‘ | [ Content

. X
Create New Schedule Hourly or 'Every few minutes'
option
Frequency
Hourly v
Send every
12 hour(s)

Send O as early as possible @ after specified time

Send After

10 » minute(s)

Schedule name

Every 12 hrs, after 10th min

For more advanced options, create a Schedule
via the Motification Schedule Admin page

©0 ©0©®

Select how many hours apart the Burst will occur

Activate the check box for either [as early as possible] or [after specified time]
Optionally, specify the number of minutes after specified hour the Burst will occur
Schedule name will be automatically generated or you may override with name of your
choosing

5. Admin Users can access more scheduling options via this link (see Step 2.4)

AN =
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2.3. 'Certain days of the Month' schedule options

5 [ New Burst (5) | A0 | | New._.. w | | [C1 Content

X
Create New Schedule On certain days of the
month (fiscal or calendar)

Frequency : ’

on certain days of the fiscal month -

o At date: At time: e UTC, 0:00

1st v (% 10 » |+ 00 =

10th - |x

30th - |x

+ Add another day
Schedule name

o On the 1st, 10th & 30th of the Fiscal Month at 10:00
—

For more advanced options, create a Schedule
°' via the Notification Schedule Admin page

Save or cancel

—

. Select one or multiple days of the Month
2. Select a specific time

3. Schedule name will be automatically generated or you may override with name of your

choosing

4. Admin users can access more scheduling options via this link (see Step 2.4)

2.4. [Admins only] Notification Schedule Editor - advanced

options

In newer versions of MI, Power Users can be granted Privilege(s) to access the Schedule Editor -

see Notification Schedule in Controlling Access within Metric Insights.
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Nofification Schedules [ New v | [ D Contentv | [ Eadmin~ | & Julia

X
Create new schedule
Frequency = Hourly -
Send every | 1 hour({s)
Send & as early as possible | @ after specified time
Send After 15 ~ | minute(s)
f N
Wait for data to be ® yes = no
collected?
Wait for | hourly-metric-refresh -
Must be satisfied during ® yes | O no
current cycle’
Data dependency = TestData -
\ This Schedule is @ public =~ ) private (only visible to me) y

Schedule name | Every 1 hr, after 15th min & after hourly-metric-refresh

E or cancel

Your Administrator can create a more complex schedule for you if required. Full details on
these advanced options can be viewed here: Create or Modify a Notification Schedule via
Notification Schedule Editor
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6. Working with
Favorites and Digests
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6.1 Favorites - Overview

Favorites are sections that you add to your Homepage. By holding the tiles that are of
interest to you in favorite sections, you can easily access frequently used information and
also receive email digests that provide a daily summary of all updates to your favorite tiles.

There are two types of Favorites Folders in Metric Insights:

Personal Favorites: When you first access the system, you will typically have your own
empty personal favorites folder (usually called "My Favorites") that you can populate with
tiles. You are able to create any number of new Favorites folder as long as each is given a
unique name.

Shared Favorites: Elements can be shared by populating a favorites list and then sharing it
with individual users and/or groups of users. For example, you may establish a set of KPIs
that you share with everyone. If you have a "unknown" folder on your Homepage, hovering
over the title will reveal the name of the folder's owner. All updates to Tiles that the owner
makes to this folder will be replicated in your Homepage folder.

NOTE: If you add hidden (non-visible) elements to your Favorites Folders, you will only see
these in Favorites folder sections and not in their corresponding category on

Homepage. This can occur when reports or metrics are provided in Drill-downs but not set
to display on Homepage.
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Personal Favorites

( Typical Default h
] Personal Favorites Mo Filter Favorites & Categories Q, Search il
- N - v & g - S H
METRIC INSIGHTS  # Folder
v Favorites \ Manage ¥
Show All -
® Shos i so|[xm 88| * ge | x® 20 x® 20 [* ae
Favurite FEIFEIE Daily Orders Daily Units So Daily Units Sold in Day Order Volurne by Home Price and Hourly Sales
* My Favorites the World - d3 Brush Channels Supply
W KPI Elements
% France favorites Friday 07222016 Expired Friday 07/22/2016 Expired Friday 11252016 Friday 11252016 Tableau 07232016 1 PM Expired
Categores & A 0l e L e || || mme——— -
g =y e [ |
M 1010data Demo T g, T ao% r 5 T
1067 i o=
m> 8’2275800 1 49,0 32 ——— ][] T $3Dg.73k
W 222 test topics
W Active Users * $0 | #H0 x® o i ]
» WAL RT Grand it
andparen NASDAQ 100 Index Sales by Country - Tableau superstore
M AL RT PU Elements Fusion Charts CFO dashboard
W Alert secondary distribution
W Alerts Migration . . .
Friday 11252016 Sunday 03/08/2015 Expired Tabkau
» mao 2016
M ao Master Folder . S 2 —
| AS ) 7 —_—
» W Audit Aﬂilll ==
W bk

A default personal favorites folder is created for you by the system and is usually entitled "My

Favorites"

Shared Fav

orites

m = == A ic ) i Vori 3 i = i
= m= All Topics hd Mo Filter - Favorites & Categories = Q Search...
METRIC INSIGHTS *
o France favorites
@ Show All ! ~
*® ] 50 || * ] G0 | xe G0 ke ] 20

Favorts Fn:IIr.'ers Daily Sales for Daily Sales Vs. Hourly Units Sold for Monthly Sales for
% My Favorites France Visitors Seg for France France
% KPI Elements France
% France favorite Mondfy 03092015 Expired Monday 03/0%2015 071232016 10 PM Expired July 2016 Expired
Catennre Shared by Abby kennedy
Categories . fwﬁﬁ’\v o . __/_/‘\- - .

e 1010data Demo A +5.5% -0.00% T 18%

> F1,019,168.00 1,105 F29.99M

Bm 777 tect tonirs

1. Hover over the Shared Favorites title to determine the owner of the folder

Other reasons to set up Favorites folders

One of the best reasons to set up Favorites folder is so that you can generate email digests or
Bursts containing only those tiles you are interested in. These Notifications can be sent daily for
all of your favorites tiles when they change or you can set a different time interval to receive the
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digests. See What are Favorite Digests or Setup bursting from the Favorites Editor or Create
New Burst
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6.2 Add (or Delete) Elements to a Favorites
folder

Any tile on your Homepage, or any element that you can view, may be included in one or
more of your Favorite folders. This is controlled by the Star icon on either the Homepage
view, Chart Preview or any of the Chart Viewers.

The Add to Favorites pop-up includes both your Personal Favorite folders and those shared
folders to which you have been granted the ability to maintain (this configurations is set
by the User sharing the Favorite folder)

Tiles can also be added to Favorites via your Favorites Editor, see Using Notifications:
Favorites Editor to Maintain Favorites

1. Click the small Star icon at the top left corner of a tile

O 9

& so|[*8 ® wze
Monthly Sales for Daily Data Collection
wine Run Time (Seconds)
February 2016 Sunday 03062016

il we || L en
Seconds
$85.36M 2,642

1. Example of an element already added to at least one Favorite folder (gold star)
2. Example of an element not yet included in any Favorite folder (grey star)
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1.1. The Star icon on Viewers

Quarterly ~ | See Related - _=B & A & o
2y| |5y |10y |30y £ EZEE] stootiant
51,000.00M
Maximum ever

$800.00M

$E00.00M

$700.00M

$600.00M

2
)
@
2 $500.00M
£
s
a
$400.00M
$300.00M
$200.00M
$100.00M
50.00M
Q32015 Q42015 Q12018 Q22018 Q32018
Q12008 Q1 200! al a1 2012 a1 2014 ol a1 201
l m v
@ Quarterly Sales W Events
9 Add Expert Analysis == Overlay Metrics WV Add Event B Add Annotation f\)

This Chart has not yet been included in any Favorites folder

1.2. Or on the Preview of any Chart

New...w Content & Adminv | & Alex

4 Previous Mext preview » b4
uarterly Sales & ArC
2y| |5y 10y| 30y 3 Currentvalue  S177.73M
Q3 2016
51,000.00M — % Change Down 71% from last quarter
: g $698.81M
B Minimum sver 568.85M
A Q12010
= 5$500.00M
i Maximum ever 3930.71M
- Q4 2012
&
Business owner  Barbara Randlett
50.00M - Element 1D ]

Q3 2015 Q4 2015 Q12016 Q2 20186 Q3 20186

ﬂwﬂ//\/\/\ﬂ—@fsu

@ Quarterly Sales
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Click the Star icon to add the Chart to the Favorite folder(s)

The Add/Remove pop-up opens

2. Add an element to Favorite folder(s)

Add/Remove X

Quarterly Sales
by checking existing folder(s)

o " My Favorites Share
N
»" | Tableau Alerting

P&L Demo /

o Or, create new folder.
e

LEVCRLELLIT or cancel

Select or clear check boxes to add or remove the Chart from the corresponding Favorite
folder(s). Multiple folders can be selected at once

2. Click Save changes
3. Alternatively, you can choose to create a new Favorite folder (see below) based on your

assigned Permissions

2.1. Click 'create new folder’

Add/Remove

Quarterly Sales

by checking existing folder(s)
+ My Favorites Share

+" Tableau Alerting

P&L Demo

Or, create new folder._.

CEWWNELL RN or cancel
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2.2. Enter the name for a new Favorite folder

Add/Remove

Quarterly Sales

by checking existing folder(s)

+ My Favorites Share
+ Tableau Alerting

P&L Demo

Quarterly Sales folder

Mame your new folder, then click Save changes below

save changes

Click Save changes

or cancel

A new folder is created and the selected Chart is automatically added to it and to any other
Favorite folders selected from the list

3. Check whether your Chart has been added to the

required Favorite folder(s)

: I = &um " - P
= g= All Topics - Mo Filter
METRIC INSIGHTS *
i My Favorites
® Show All " e ——
~——apy oo
Favorie Folders Hourly Sales Quarterly Sales
# My Favorites
* KPI Elements
 France favorites 0723201611 PM Expired 032016
Categories
B 1010data Demo W i I . =
m 1067 uso
> $309.73k $177.73M

W 222 test topics
Im Artive | lezrs
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- Favorites & Categories -

o0
Sales by Country -
Fusion Charts
Sunday 03082015 Expired

jﬂlllll_
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Once the element is added to the Favorite folder(s), its Star icon turns golden on all element
displaying options
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6.3 Using Favorites Editor to Maintain
Favorites

Favorites Editor provides a central place to control all the features available for Favorites and
control how these Favorites are displayed in your Digests. This article will provide an over-
view of those functions and links to further details as required.

1. Access My preferences > My favorites

? ‘ﬂ My Favorites

L& My Notifications

% My notifications are ON for emails, SMS and Phone Alerts - Tuesday - October 25, 2016 System @ 07:54 PDT(UTC -07:00)

A My Alerts

* My Favorites h h A * ﬁ ﬁ E ul
Motifications Alerts Favorites Bursts Schedules Settings Maobile

< My Bursts

B2 My Schedules

IMaintain content, schedule and sharing of your Favorite folders

3= My Settings
on T My Mobils Favorite Folders
® Log Out Favorite Folders ¥ Drag & Drop Rows to Re-Order
Display Name Number of Elements Include in Digest Actions
Most Popular 5 A&
My Favorites 8 v -2 & [BfElll‘
‘ Tableau Alerting 2 - 2°1F A
PAL Demo 3 B m
Mobile 3 L+ 278
Sales 10 v &g & e
on v on

o =4 New Favorite Folder
R4

[ +" Preview Favorites Digest ] [ £ send now ] This il zend an el to

1. From My Favorites screen you can manage your folders, preview them, or send a test email
notifying you on any updates on the items included to these folders.

For details, see Requesting a 'Daily' Favorites Digest

2. To add a new Favorites Folder, click [+ New Favorite Folder]
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1.1. Adding a New Favorite Folder

Add Favorite

Qf Display name | My Daily Elements]

o Include updated elements in _ yes o
A/ Favorites Digest?

Include in Digest on @ element update Data Collection Trigger completion
o m or cancel
N

1. Enter a Display name (title) for your new folder. This name must be unique to your
Homepage.
2. Indicate if you would like this folder to be included in the Favorites Digest which you can
have emailed to you. If you select ‘yes’, an additional choice appears below.
3. Optional. You can select to have the Digest generated when one of two situations occurs:
+ Element update: Digest will be generated on a Daily Basis if at least one element has

been changed.
+ Date Collection Trigger Completion: Digest will be generated based on completion of

certain events.

In either case, only those elements which have been ‘updated’ since your last digest was
produced will be included in your digest(s).
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2. Adding or Deleting Elements from an existing Favorites
Folder

Favorite Folders

Favorite Folders ¥ Drag & Drop Rows to Re-Order
Display Name Mumber of Elements Include in Digest Actions
Most Popular 4 'l:l' {"."s
My Favorites G v t « P9 N (et
Tableau Alerting 1 'ﬁ{"."s W
P&L Demo 3 - 277 )
Mobile 2 L+ 2= |
Salgs 7 v A& CEm

View elements
<= New Favorite Folder

This will send an email to

[ V' Preview Favorites Digest ] [ £ send now yuliia.nesova@metricinsights.com

Click on the name of a folder that you have ability to Maintain. This could be either a Personal
Favorite or a Shared Favorite where you have been granted 'Ability to Maintain Contents'.

If you select this option for a folder that you cannot maintain, only a listing of existing elements
will display without the add or delete options

2.1. View List of Elements and optionally add or delete elements

. i %
Manage Tiles: My Favorites
Q, Bearch

Tiles in Grid

] | Name -

L | Daily Sales by Channel & Product Category

I | Monthly Completely Satisfied Survey Responses

L | Monthly Support Experiences

Fage 1 of 1 For Displaying records 1 - 3 of 3

+ Add Tiles or Delete all tiles
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1. Checking any element(s) will un-hide the Delete selected items button to allow multiple

deletions
2. Use Add Tiles to display Add Pop-up

2.2. Use the 'Add Element' pop-up to add additional Element

Add Element

Q Filter results
o

Selectall  Select none Category All Categories v Topic All Topics

Country Sales Distribution-Parameters (Mot Visible on HomePage)
King County Monthly Home Sales from Tableau
Snohomish County Monthly Home Sales from Tableau
+ Pierce County Menthly Home Sales from Tableau
Kitsap County Monthly Home Sales from Tableau
Thurston County Monthly Home Sales from Tableau
Island|lsland County Monthly Home Sales from Tableau

Skagit County Monthly Home Sales from Tableau

Add selected item(s) o
N

1. You can limit pick-list for Elements by Category or Topic or by using the Filter or a

combination of these

v

2. You can Add items by using the check boxes and Add selected item(s) button

3. To Share a folder

Favorite Folders

Favorite Folders

Display Name Mumber of Elements
My Favorites Share 9

Tableau Alerting 1

P&L Demo 12

Total Monthly Sales 4

Test Grid View 1

Click the 'Share' icon and following instructions here
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Include in Digest

A SN NEE S

% Drag & Drop Rows to Re-Order

Actions

GdL IEI/
L« FF Al s A )|
o 2 Nadeyim|

L+ 27 Al A
L+ -1 Al |
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4. To copy all elements from one folder to another
(Duplicate)

Favorite Folders

Favorite Folders ¥ Drag & Drop Rows to Re-Order
Display Mame Mumber of Elements Include in Digest Actions

My Favarites Share 9 ﬁ’%d’e @]

Tableau Alerting 1 v H 413 m

P&L Demo 12 v 1P A adaim|

Total Monthly Sales 4 v - ZIF A v

Test Grid View 1 v  « 271 A afvaim|

Select the 'Duplicate’ icon to display the Pop-up

4.1. Complete the 'Duplicate Favorite' pop-up

Duplicate Favorite x

o New Folder name | Elements for ‘Island’ data

N/
o Duplicate permissions @ yes () no
.\.—/.
Select Dimension Values alterations

Change County from
"Pierce"” to: v

or cancel Island

Island|lsland

1. Assign a unique folder name
2. Choose if you want to duplicate the list of Users and Groups that currently Share the folder
or re-assign manually

For more information on this function, please see Duplicate an entire Shared folder
automatically
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5. To Edit the various display fields for Favorites, select
the Edit icon

Favorite Folders

Favorite Folders ¥ Drag & Drop Rows to Re-Order
Display Mame Mumber of Elements Include in Digest Actions

My Favarites Share 9 \ﬁ'ﬁd’a @]

Tableau Alerting 1 v L3 @ m

P&L Demo 12 v 1P A adaim|

Total Monthly Sales 4 v - ZIF A v

Test Grid View 1 v  « 271 A afvaim|

See instructions here Using Favorites Editor to Maintain Favorites
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6.4 Duplicate an entire Favorite Folder
automatically

This feature allows you to copy the entire contents of one folder to create another. This is
helpful when you have users that typically view a single segment. Optionally, the
Permissions of your existing Favorites folders can be copied in order to put the segments

into separate folders for the same user or groups.

1. Example of Favorite folder for 'Canada Sales'

METRIC INSIGHTS

@ Show All

Favorite Folders
# Most Popular
* My Favorites
 Tableau Alerting
% P&L Demo

* Iobile

* Sales

Categories
Im Active Users
W Audit
W Customer Acquisition
W Customer Satisfaction
¥ W Financial
m IMonetization
I Customer Activity
I Insight System Stats
B Operations
Wm Overall Recruiting Stats

Tuesday 01102017

HE= All Topics ~ | | No Filter
Canada
&40 &40
Canada Affected Canada Daily Profit
Accounts

Tuesday 01102017

rwv\f\’m\w +25% WM% +189%
$2.34M 7,030
L &0 o0

Canada Monthly
Sales Vs Visitors

October2016

Canada Total Daily
Sales

Tuesday 11292016 Expired

P\
B

$5.00M

« | | Favorites & Categories =

&0

Canada Daily Sales
Target

Tuesday 11292016 Expired

-0.00%
1,900,000
&0
Canada Weekly
Sales
11192016 Expired
AT o
+13%
$5.99M

g Q, Search

R #e

Canada Daily Sales
Vs. Visitors Seg

11192016

W/

il
BA ©e6
Canada Monthly
Sales
October2016 Expired

‘\——/ A -59%

$53.77TM

\'ﬁada Monthly

Sales

COctober2016

Manage ~

&0

Expired

Note that folder 'Canada’ contains various elements tracking Sales and Revenue in Canada
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2. Access My Preferences (below your Username) > My
Favorites

A My Favorites New... Content » 463 Admin » -

@D My notifications are ON for emails, SMS and Phone Alerts - Wednesday - January 11, 2017 System @ 13:39 UTC(UTC +00:00)

L A * 4 £ = 0

Notifications Alerts Favorites Bursts Schedules Settings IMobile

Maintain content, schedule and sharing of your Favorite folders

Favorite Folders

Favorite Folders # Drag & Drop Rows to Re-Order
Display Name Mumber of Elements Include in Digest Actions

Most Papular 5 L4

My Favorites 8 v o EIF A advalm)

Tableau Alerting 2 ﬂ{a-‘n jm|

P&L Demo 0 s 2l (agea)m)

Mobile 3 s 211

Sales 10 v & Ch

- 9 v &7 B CFhm

[ <= New Favorite Folder ]

In the respective row click the Duplicate icon.
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3. Complete the 'Duplicate Favorite' pop-up

Duplicate Favorite

o New Folder name = Germany
- D

o Duplicate permissions ® yes () no
N

@ Select Dimension Values alterations
Change Sales Country from "Canada” to

Germany -

Change Country from "Canada" o

Germany -

Duplicate pslgez]al«=]

. Select a New folder Name since two folders cannot have the same name

2. Determine if you want to retain the same 'permissions' for the new folder:i.e.; the same set
of Shared Users or Groups

3. Select the new Dimension value from drop-downs

—

Click Duplicate to complete the process

4. Example of New Favorites Folder in Favorites Editor

Favorite Folders

Favorite Folders ¥ Drag & Drop Rows to Re-Order
Display Mame Mumber of Elements Include in Digest Actions
Most Popular 5 &4 &
My Favorites 8 v = P10 (a4 i)
Tableau Alerting 2 'l:l'"f."-'!'n W
P&L Demo 0 SACm
Mobile 3 = 277 |
Sales 10 v 430 EE
Canada 9 v - R1 N (s d |

©

Gormany 0 v @ adLCon
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1. The newly created folder appears in the Favorites grid

2. Use the displayed icons to Share, Duplicate, Edit or Delete the new folder just as you

would for any other Favorite

Result

METRIC INSIGHTS -

@ Show All

Favorite Folders

HEE— All Topics w | | Mo Filter
* -Xi NN &0
Germany Affected Germany Daily Profit
Accounts

 Most Popular
& My Favorites
# Tableau Alerting

Tuesday 01102017

Tuesday 0110/2017

* P&L Demo
 obile s -
r Sales +22% -36%
* Canada $1.40M 2,619
e Germany |
Categories * » a0 * o0
B Active Users Germany Monthly Germany Total Daily
W Audit Sales Vs Visitors Sales
W Customer Acquisition
I Customer Satisfaction October2016 Tuesday 11292016  Expired
¥ B Financial
B Monetization . o
B Customer Activity Lo e
M Insight System Stats $267M

B Operations
W Overall Recruiting Stats

Jump Start Guide for Regular Users

- Favorites & Categories w

* &0

Germany Daily Sales
Target

Tuesday 11202016 Expired
-0.00%
1,900,000
* RA O
Germany Weekly
Sales
11192016 Expired
- +72%
$3.04M

Q, Search il

* [ ] &0 *

Germany Daily Sales
Vs. Visitors Seg

=i ]

Germany Monthly
Sales

11192018 July 2018 Expired

Loading

* BA %0

Germany Monthly

Sales

Oclober2016

Expired

-60%

$28.62M
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6.5 Adding elements without data to
Favorite folders

Sometimes you will be creating or importing elements that currently do not have data
collected for them, but you may want to set up Favorite folders to display them when data

is collected.

You cannot use the Favorites star to select these as we do not display 'empty' elements in
the Home Page, and dimensions without any values will not display in the Viewers.

There is a simple way to do this by using the Favorites Editor.

1. For example, we can add 'berry wine' as a Product
before any is sold

Dimension Editor

Product Category

Dimension Information Associations Advanced

Dimension Values /

Q

Dimension Values

Key value Display value Show as tile Currency prefi
berry wine berry wine b 5
Product Category Total b
wine wine ki 3
wine accessory wine accessory M 5
wine furniture wine furniture A

Q

Page 1 of 1
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2. Open 'Manage Favorites' pop-up
#  Favorites H
Favorites ¥ Drag & drop rows 1o re-order
Display Mame

KPI Elements Man dage Favorites *

Favorites

[©

Q, Search

Favorites Test
Elements

My Favorites
(] Name -

My F it
new WMy Favorites [ Hourly Active User Count (not Visible)

Instant Insights Page 1 of 1 C Displaying records 1 - 1 of 1

Tableau Alerting

R @ SR e T or Delete all items

1. Click on any Favorites folder name
2. Select 'Add more items'

3. Filter elements by your report name

[
Add Element b4

o Q, Daily Sales by Channel
4

CategoryTopic | All Topics v All Categories v
Selectall  Select none
Daily Sales by Channel for wine
Daily Sales by Channel for wine fumniture

Daily Sales by Channel for wine accessory (Mot Visible on Home Page)

o Daily Sales by Channel for berry wine (Mot Visible on Home Page)
N’
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€ You can now select 'berry wine' and the report will appear in your Favorites folder
when data is collected.
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6.6 How to view a hidden tile in your
Favorites

When you create a Dimension Value and its Show as Tile setting is set to 'No', initially, no
tile will be shown on the Homepage for that Element dimensioned by the associated
Dimension. You must access the hidden Dimension Value's Chart from another Dimension
Value's Viewer and designate it as a Favorite on its Viewer.

At least one Dimension Value's tile should be visible in order to provide easy access to
"Hidden" ones.

Hidden Tiles (set in Dimensions by Admin or Power User)

‘ﬂ' Dimensions [ Revenue Type | MNew.. « | |

Info Associations Advanced

Dimension Values

Dimension Values

| Key Value Dizplay Value Show as Tile
| 1 Brand Advertising A
| 2 Microsoft Advertising Y
| 3 Performance Advertising A
I = Virtual Goods M

Note that 'Virtual Goods' Dimension Value's Show as Tile setting is set to 'N' while others are
configured to be visible on the Homepage.
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1. On the Homepage select one of the visible dimensioned

Elements

n=E All Topics ¥ | | No Filter * | | Favorites & Categories = % daily revenue| I [ Clear all ]
&> 16 other items match your search for daily revenue that are not shown below. Show other items.
Revenue
& o0 30 0 o0
Brand Advertising Brand Advertising Daily Revenue for Daily Revenue for Daily Revenue for
Month To Date Weekly Revenue Australia Brazil Canada
Revenue
Saturday 053112014 Expired 05312014 Expired Thursday 05292014 Expired Thursday 05292014 Expired Thursday 05292014 Expired
S e ——— e I e S ——" —
-0.00% \ -28% +0.39% +2.2% -0.66%
$12.04M $59.53M $4.79M $3.07M $2.35M

The Metric Viewer opens.

2. Open the Dimension drop-down list

'ﬂ' Metrics f Revenue / Month To Dafe Revenue

Brand Advertising Month To Date Revenue

Daily revenue for a revenue type

MTD - Brand Advertising = | | See Related
I q
1m| | 2m| |3 Brand Advertising B !
Microsoft Advertising
530.00M
Performance Advertising
Virtual Goods

525.00M s
g
g
& 520.00M
&
]
[}
I
£ s15.00M
[=]
=
E‘ 'H-'---.‘—v""'-“"-—'—"' _r'_"-."—._""‘ At e
E T "'.'-."'"""--'”LMM::M*‘J‘“—".J"’ -

Select 'Virtual Goods' (the Dimension Value for which no tile is shown on the Homepage) from
the drop-down list.
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The 'Virtual Goods Daily Revenue' Metric Viewer opens.

3. Click on Star to add to a Favorites folder

Contentw | | 5} Admin «

o
- Alex

New...~

—

‘ﬂ' Mefrics / Revenue / Month To Date Revenue

Virtual Goods Month To Date Revenue

Daily revenue for a revenue type

a
be
-

MTD = | | Virtual Goods - | | See Related -

im 2m 3m 1y |2y |5y 10y [ Stoplight Statistical

520.00M
F17.50M
515.00M
512.50M

$10.00M
Virtual Goods Month To Date P a -
Revenue - - -

$7.50M
8.17TM

an Tharedaw N2/4 2720414

| Goods Month To Date Revenue

For more information, see Add (or Delete) Elements to a Favorites folder

4. Return to the Homepage

METRIC INSIGHTS * =

E Show All -

All Topics - Mo Filter - Favorites &

> 26 other items match your search for revenue that are not shown below. Show other items.

Favorite Folders

M}-’ Favorites
* My Favorites
* * *
# KPI Elements 20 20 0
* France favorites Brand Advertising Performance Virtual Goods Month
Month To Date Advertising Weekly To Date Revenue
- . Revenue Revenue
Categories
B 1010data Demo Saurday 05312014 Expired | | 05312014 Expired | | Salurday 05812014  Expired
b 1067
- - 0.00% N 28% - 0.00%
Mm 227 test topics S e ST
i Active Users $12.04M $54.87TM $8.39M
v B AL RT Grandparent
v WAL RT Parent 1
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The 'Virtual Goods' tile now appears on a Show All view with a gold star signifying it has been
included to one or several Favorite Folders. Therefore, this tile is also shown in a
corresponding Favorite Folder.

4.1. Note that the exposed tile is not shown in any of the

Categories

METRIC INSIGHTS

I QA Stats -

W QlikView
B8 Readmissions

B Recruiting Stats by
Recruiter

B Regression 4.1 Report
Alerts

B8 Regression Alexey
B8 Regression _sasha
I Revenue

Roman
B RT JAN CAT
B RT May
B RT Security Mixed

New... v Contentw | | €k Adminv | & Alex
n=E All Topics ¥ | | No Filter ¥ | | Favorites & Categories = l ® daily revenue ] l Clearall ]
@'9 15 other items match your search for daily revenue that are not shown below Show other items.
Revenue
* o2 ] LX) LX) X ] X ]
Brand Advertising Brand Advertising Daily Revenue for Daily Revenue for Daily Revenue for
Month To Date Weekly Revenue Australia Brazil Canada
Revenue
Saturday 05312014 Expired 05312014 Esxpired Thursday 05292014 Expired Thursday 05/292014  Expired Thursday 05292014 Expired
S— - Ty R —————— ——
-0.00% \ -28% +0.39% +2.ﬁ -0.66%
$12.04M $59.53M $4.79M $3.07 $2.35M
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6.7 How to share your Favorites folder

A Beginning with Release 5.2.0, Sharing Favorite Folders has been replaced with a more
sophisticated way of Sharing Folders. See new updated functionality in Understanding
Folders (new in Release 5.2)

This lesson will show how you can share one of your Favorite Folders with either individuals
or groups of individuals. You can specify if the Users may 'maintain' their own versions of
the folder - thus allowing them to delete and add elements on their HomePage.

When you share a folder, all options which you have set including sorting and summary
comparisons will be propagated to folders you have shared. Users are free to alter these
options for their own version to control Digest frequency and contents.

After initial sharing, any tiles added or deleted from your folder will cause the same
elements to be added or deleted from all shared folders.

Changes made to the various display option for the Digest will not be propagated to those
already sharing the Favorites folder. There is also an option, 'Re-Share’, that allows you to
completely replace the shared folder(s) with all new options and elements. Please note: this
will remove any changes that other users have made to their version of the shared folder.

Users are restricted to sharing Favorite Folders with those Groups of which they are
members. There is an additional restriction that only Administrators can share folders with
the 'Default Group'.

1. [Option 1] Via the Homepage

New._ v Contentw | | & Admin~ | 2 Julia

METRIC INSIGHTS nE= All Topics ~ | | NoFilter = | | Favorites & Categories ~ | | Q Search... Hil
o- My Favorites @ Manage ¥

@ Show All * a0 * A o *® G50 * .Y * a0 4 + Add/Remove Tiles
avorite Folder Folder Sett

Faverte Folders Australia Monthly Canada Monthly Canada VWeekly Country Sales Daily Sales & Folder Setings
#r Most Popular Sales Sales Sales Distribution C < Bursts

¢ @ pownioad peT

W Tableau Alerting Odober 2016 Coiober 2016 A28 Expired | | Googe Chart Sunday 121132016 e 2 Share FOW"—"@
* P&L Demo
) - uplicate Folder

:z;:ile — N s —~ -59% T 3% ._ AL R T & Dsiste Folder
$20.76M $53.77M $5.99M N

il
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1. Select one of your favorite folders at the Homepage
2. Atthe top right corner of the screen open the Manage menu
3. Select the Share Folder option

1.1. [Option 2] Via My Preferences > My Favorites

| 83 Admin » | -4 Julia - |T| A& My Favorites New... v | | [ Content = | | 46 Admin | % Julia

L& Wy Notifications

A My Alerts

\ | avorites A * ';v:
@M Nutiﬂc&at\uns Alerts Favorites Bﬁts Sch%u\es Setlings
] My Bursts
n £ My Schedules
Maintain content, schedule and sharing of your Favorite folders
== My Settings
I My Mobile @ Favorite Folders
® Log Out Favorite Folders
Display Name MNumber of Elements Include in Digest
Most Popular 5
‘ ~ My Favorites 8 v
Tableau Alerting 2
P&L Demo 0
" o0 Mabile 3
Sales 10 v
1. In My preferences menu below your username select My Favorites
2. The list of your Favorite Folders opens
3. Select the folder

2. Click the 'Add User or Group' button
Share List for My Favorites

Currently, you do not share this Favorite section with anyone.

== Add
Add User or Group m

Jump Start Guide for Regular Users

@D My notifications are ON for emails. SMS and Phone Alerts - Monday - December 19. 2016 System @ 15:57 UTC(UTC +00:00)

0
Mobile

=+ Drag & Drop Rows to Re-Order

Actions
S
& &
-2 )

- Fiatean

L 2 A0}

- F i Alndv\o)

®
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3. Complete 'Share Favorite' pop-up

i X
Share Favorite
o Share as | Favorites Shared
p ey
o Share with User | @ Group
\ </
o Group | Consultants -
N
.o.rnup members maintain own @ yes no
-y content

.oPresewe Favorite grid layout @ yes no
- e :

m or cancel

1. You must use the 'Share as' field to select a different name for your folder when it appears
on other user's Homepage. This name must be unique across the system. The folder name
will not change on your Homepage

2. Toggle between User and Group to vary the pick-list in next field

3. A Pick-list of either all Users or all Groups of which you are a member will appear for
selection (NOTE: 'Default Group' will only appear in Pick-list for Admin Users)

4. You may allow others to update the contents of this folder on their own Homepage if you
wish. Please see details regarding this at Implications of Sharing a folder that other can
maintain

5. You can also select to copy the format you have created in your Grid view
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4. You will see entries populated in your Share List

Share List for My Favorites x

User and Groups

Users Maintain

Type MName Shared Folder Mame own Content?

Group Default Group Favorites Shared Y 2w
Group Consultants Favorites Shared Y =
ser Ahby Johnes Favarites Shared Y - ]ﬁ[

Add User or Group m Send email Digest

1. You can repeat this process to add more users and groups
2. Exitvia the Done button
3. Or send this Favorite folder via email to all shared accounts

5. Your folder will now appear on their Homepages with a
different name

New... v Content w @ Adminv | & Loggedin as Abby v ?

A = == AN Tomic - Eiltar . or TP P B
= = All Topics - Mo Filter - Favorites & Categories = Search il
METRIC INSIGHTS - Q
Favorites Shared Manage v
Show All
e o 0 o o o x» & o o
avorte Folders Australia Monthly Canada Monthly Country Sales Daily Sales Daily Sales by
W Most Popular Sales Sales Distribution Channel & Product
# Favorites Shared Category
Shared by Julia [ nepherz016 October2016 Google Chart Sunday 12182016 Tuesday 11202016 Expired
W Tableau Alerting
# P&L Demo ‘e ~ / N\ = WY —
—~ -59% . -59% = +2.3% =
# My Daily Elements E— e
$20.76M $53.77M 35,389,732 -

1. When Anna hovers-over the folder name on their Homepages, the system will display that
the folder is owned by Abby.

2. Inthis example, you can see the Grid view that Abby requested to be preserved. Anna can
change now change the Grid view if desired.

Jump Start Guide for Regular Users Page 155



NOTE: All Settings from Abby's folder will be copied to the shared folders; this may cause a
Favorites digest to be generated for the other Users.

What would you like to do next?
Add (or Delete) Elements to a Favorites folder
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6.8 How to Unshare your Favorite folder

A Beginning with Release 5.2.0, Sharing Favorite Folders has been replaced with a more
sophisticated way of Sharing Folders. See new updated functionality in Understanding

Folders (new in Release 5.2)

Once you have shared a folder, clicking on the Share icon will display the list of those
currently sharing the folder. From this grid, you can remove a user or group using the
Delete icon.

1. Access My Preferences > My favorites

My Favorites | New...w | | [ Content = | | & Admin + | '3-, Julia

@D My notifications are ON for ernails. SMS and Phone Alerts - Wednesday - January 4, 2017 System @ 14:20 UTC(UTC +00:00)

A * 4 ) e 0

Matifications Alerts Favorites Bursts Schedules Settings Mabile

Maintain content, schedule and sharing of your Favorite folders
Favorite Folders

Favorite Folders % Drag & Drop Rows to Re-Order

Display Mame Number of Elements Include in Digest Actions

Most Popular 5 o 47 F.A

My Favorites 8 v o Fg A m
Tableau Alerting 2 - E-1F |

P&L Demo 0 B2 AHE
Mobile 3 = X=1F |

Sales 10 v £« F-1lE Wi deghm|

NOTE: You can share only those Favorite Folders that you have created.
In the Favorite Folders table click the Share icon for a respective folder.

The Share List for My Favorites pop-up opens.
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2. Select the Delete icon (Trashcan) for a user or group

Share List for My Favorites *

User and Groups
Users Maintain .@[
Type MHame Shared Folder Mame Own Content? .

Group Default Group Favorites Shared M

a

'
== [E)
J

Group Consultants Favorites Shared A

a

©®©

User Abby Johnes Favorites Shared Y

Add User or Group m Send email Digest

User / Group will be removed from the Share list

1. If the User does not have the ability to 'Maintain own content’ (as Default group in the
example), the folder will be removed completely from the User's Homepage.

2. If the User has the ability to 'Maintain own content' (as Abby Johnes in the example), the
folder can be kept as personal folder or folder can be deleted from the user with whom it

was shared (see next step).

2.1. If the User has the ability to Maintain Content the following
pop-up will appear

Delete this folder

Do you want to delete this folder from the users with whom you have shared it or leave it in place as a
personal favorites folder for those users?

Delete Folder | Keep Folder [el=:lal=]

L) (2]

—

Delete Folder: will completely remove folder from the Homepage of all Users in the Group.
2. Keep Folder: will leave your favorite folder for Abby Johnes but it becomes her 'Personal’
Favorites' folder. Changes you make to this folder will no longer affect her copy of the

folder.
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6.9 What are Favorites Digests?

A Favorites Digest is an email that the system sends you on a regular basis with updates to
those elements that have been included in your Favorites folder(s). Before requesting a
'Favorites Digests', you must first either:

1. Place one or more tiles in your personal favorites folder OR
2. Have access to at least one Shared Favorites folder

For more information on Favorites, see: Favorites - Overview

After defining your Favorites, you can request an email notification be sent to you on a
scheduled basis containing all those elements which have changed. See Change the timing

for receiving Favorites Digests.

Below is an example of the structure and type of information that you'll see in a Favorites
Digests. To request a digest see Requesting a 'Daily' Favorites Digest.

NOTE: your company may have customized Digest templates, so the format may not be
exactly as show below
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Example using the Default template (Favorites with

Headlines)

Daily Favorites Digest inbox «

UMA. <uma@app.metricinsights. com:=>

tome |-

In this template, the most active elements will be highlighted in the Top Mover section

METRIC INSIGHTS

Top Movers

Australia Monthly Sales

February 2016

—\L

$8.73M

Daily COGS for wine

Sunday 03M13/2016

i

2,852,718

Daily COGS for wine
furniture

Sunday 03M13/2016
W

776,469
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Separate sections for each Favorites folder

Abby's Favorites

Australia Monthly Sales

aaaaa

Tableau Alerting ‘9’

Home Price and Supply
Home price change and months of supply Picka countyin Washinglon  Comparison date
Compare to 10/1/2008 o

o
.
i il Il
ST LT

Home Price and Supply Tableau

If you have requested multiple folders in one consolidated digest, each section will be broken
out by Favorites folder. This example shows 2 Favorites Digests: "Abby's Favorites" and
"Tableau Alerting"
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The 'Body’ of the Digest contains a Chart View and links

o Daily COGS for wine furniture
4

200.000

850,000

800.000

g
2 750,000
£
E 700,000
£
0
2
Q
© §50.000
E
2
a

600,000

550,000

500,000

Jan 18 Feb 1 Feb 8 Feb 15 Feb 22 Feb 29 Mar 7 Mar 14
— Daily COGS for wine furniture == Same Time Last vear
Daily Sales fgp# Product Category Mertic

Last megaffred on Sunday 03/123/2016 for 776,469

776,469 on Sunday 03/13/2016: The dip in sales bothers me, can you verify the data is correct?
— Annotated by Anna Kennedy on Monday 03/14/2016 at 09:28

1. Title of Chartis a link to 'live' version
2. Alerts and Annotations will appear as they do on 'live' chart
3. Contents of Annotations will appear below the chart image
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External Reports may contain multiple links

o Sales / Growth of Walmart
oy -

Growth of Walmart in the US (1962 through 2006)

By region and type

Supercenter, Southeast 8 Stove, Midwest | Store,
TT2(24.0%) Central 281 (8T%) 280 (8.7%)

Supercanter, Miwest Supercenter,
MB(10.8%) Hortheast
145 (4.5%)

e hitps:/tableau-prod.metricinsights com/views/Sales/GrowthofWalmart
-

1. Links to image in Metric Insights (will contain alert and annotation information)
2. Links to source dashboard
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Optionally, you may see a link that allows you to
Unsubscribe from this Digest

Digest for bk@metricinsights.com sent from hitpsfuma.metricinsights. The information in this digest is company confidential
comy/ Copyright® 2016 All Rights Reserved
Have questions? Contact: supporti@metricinsights.com

@ Stop sending this digest

BRIDGING THE LASTMILETO »- :
BUSINESS INTELLIGENCE
AND BIG DATA

Result of 'Stop Sending this digest' link

_ Motifications: Favorites Admin -

X

We stopped sending you a favorites digest.

We deselected "include in digest” for all folders that were designated "Include in Favorites Digest?" on your
Favorite Folde Favorites Editor. To start your digest again, edit the favorite folder you would like to include in the digest
and set it to be included in digest.

Favorite Folders m
Display Mame

If you select to Stop sending this digest, you will be transferred to Notifications: Favorites
screen where the included folder(s) will have been unchecked. Note that you can restart your
digest again at any time.
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6.10 Requesting a 'Daily' Favorites Digest

The following steps show how to request a 'daily' email digest to inform you of any changes
to elements in one or more of your Favorites digests.

Hover over your name on the Home Page to display the link to the Favorites Editor.

1. Hover over your name to display the link to My
Notifications

| New... » | | [C] Content + | | & Admin - | ‘ Alex
e My Notifications

v Favorites & Categories Q Search
A Wy Alerts

* My Favorites
% My Bursts
22 My Schedules

- 3= My Settings

|

My Mobile

; ® Log Out
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2. To set options for receiving a Favorites Digest

4 My Notifications | New... » | | [C1 Content » | | £63 Admin » | ‘ Alex

@ @D My notifications are ON for emails, SIS and Phone Alerts - Tuesday - January 3. 2017 System @ 0145 UTC(UTC +00:00)

L A w < iz = u]
Notifications Alerts Favorites Bursts Schedules Settings Mobile
Notifications

Maintain your notifications and Burst subscriptions; use the checkboxes to toggle on/off, and gears to configure. Learn more about Notifications.

——

Notifications
Name Type Schedule Ll e Last Sent Date/Time

o =] Favorite Digest o Consolidated Daily (Every day at 0:00) bk@metricinsights.com 201?-01-0%0?2'5&
N b4

[l Daily ltems for Review (Alex Ke...  Burst Daily M-F {On Mon, Tue, Wed, Thu & Friat 0:00)  bk@metricinsights.com

J Immediate Alerts Email, SMS Immediate Distribution Schedule (Every 3 min...  Email: barbara_e_kennedy@...

SMS: 9072990007 @txt.att.net

[l Alert Digest Digest Daily (Every day at 0:00) barbara_e_kennedy@MSN.COM

J Collaboration Notifications Email bk@metricinsights.com

(] Expired Element Digest Digest Daily (Every day at 0:00} barbara_e_kennedy@msn.com

1. Make certain that My Notifications are 'ON' - if not, adjust with toggle
2. Verify that Favorite Digests is checked (ON)
3. Your options for receiving Digest are displayed

Select the edit icon (gear) to adjust the options
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3. Adjust options in pop-up

4 My Notifications New... » | | [[C1 Content = | | 6% Admin w |

3.

4.

: : X
Favorite Digest

o Send emails to (@metricinsights.com

4
o Send Favorite Digest with | Daily (Every day at 0-00) v
h—4

o Send folders as @ a single large email O individual emails

N

Email template | Favorites with Headlines -

Favorite (default)
N 4 Burst - Any Image Size
Save pglile=) Burst - Fixed Image Size
Favorite

Favorite Simplified
Favorites Top Movers
Favorites with Headlines

Our Custom Fav Template

Send emails to will default to your the email associated with your logon - you may enter any
valid email here

Select a time when you wish to receive the Digest (drop-down will display both a Public and
any Private Schedule you may have)

You can select to receive a separate digest for each folder or single digest containing all
selected folders

If your company has setup multiple Email temples, you make that selection here

See this article for more information on Setting up Private Schedules

Jump Start Guide for Regular Users Page 167



METRIC INSIGHTS

4. Access 'Favorites' from top line of Notifications

@ My Favorites

New... v \ \ [ Content ~ \ \ & Admin v \ & Alex -

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - January 3, 2017 System @ 02:04 UTC(UTC +00:00)

. -—
L A T 4 i = o
Notifications Alerts Favorites Bursts Schedules SE(UHQS Mobile

Maintain content, schedule and sharing of your Favorite folders

Favorite Folders

Favorite Folders. + Drag & Drop Rows to Re-Order

Display Name NumbermE\emenuo Include in Digest Actions

=
Most Popular 5 A2/ - i Y]
KFI Elements 2 v [-21F Y]
My Favorites 0 v - Filedva)ul
Tableau Alerting 1 v [- 2F Wi
Hourlies 1 v - 271 Nadva)ig

=+ New Favorite Folder
y ) N This will send an email to
+ Preview Favorites Digest EA send now bk@metricinsights.com

My Favorites

New... v | | [) Content v | | & Admi

Edit Favorite X

Display name ‘ Most Popular

e Include in Favorites Digest ) yes @ no
4

Embed codes

1. Some or all of your Favorites folders may be already set for inclusion in your digest. There is
an indicator for this on the Favorites grid.

2. To change this value, click the Edit (Gear) icon for a Favorites Folder to display the Edit
Favorite pop-up

3. On the this pop-up, toggle to the correct choice for Include in Favorites Digest?
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4.1. If you select " Yes" to Include in Favorites Digest, further
options are available for customizing each Digests individually

M My Favorites New... » ‘ ‘ [ Content » ‘ | 3 Admin » | & A

Edit Favorite

Display name = Most Popular
Include in Favorites Digest ® yes = ) no
o Include in Digest on @ element update ) Data Collection Trigger completion
=
Include element downloads O yes = @® no

Embed codes

@ Digest Template Settings

Included Settings Values

Name Value

Top movers: Allow calculate metric affinity score N Q )
Top movers: Category affinity weight 1 5
Digest show unsubscribe link Y &
Digest width external report 1200 5
Favorite digest external repart link on Chart_view o
Footer image &
Header image 5
Include alerts ¥ o
Include annotations Y &
Max digest aleris display 3 5

\ |Page 1 |ofz| » M| & Displaying records 1-10 of 18

1. The default is to only Include in Digest when an element is updated. To change this, see
Using Notifications: Favorites Editor to Maintain Favorites

2. The options displayed here will be based on the Digest template chosen in Step 3.

3. Click Edit (Gear) icon to change options

When completed, Save
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5. You can preview on-line or request an 'Immediate’
Favorite Digest to verify settings

My Favorites New... w Content w 0% Admin w ‘ Alex

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - January 3, 2017 System @ 02:29 UTC(UTC +00:00)

L A * 7 iz e 0

Notifications Alerts Favorites Bursts Schedules Settings IMabile

Maintain content. schedule and sharing of your Favorite folders

Favorite Folders

Favorite Folders = Drag & Drop Rows to Re-Order
Display Name Mumber of Elements  Include in Digest  Actions

Most Popular 5 v - F - A dva) |

KPI Elements 2 v &4 & mw

My Favorites 0 v E « Pl a4

Tableau Alerting 1 v - F7F A

Hourlies 1 v - EIF Aadvalo|

[ == New Favorite Folder ]

@[ + Preview Favorites Digest ] [ £4 send now ] This willsend an emailto

bk@metricinsights.com
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6. Example of a on-line preview

Preview favorites

METRIC INSIGHTS

Top Movers
Monthly Completely Daily Sales
Satisfied Survey
Responses
February 2016 Wednesday 03/09/2016

=
% r
“y

¥

1.5%

13%
76.9% $5.67TM

Mv Favorites

Scroll to view entire Digest
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6.11 How do | change the order of elements
in my favorites daily digest emails?

On the Homepage:

m

@ Show All A
& My Content

# My Favorites
Most Popular

AbbyP Favs user maintain grid
no

My Favorites
bk new fav

My Favorites 2

I Folders «

MI Scorecard

B categories »

1

B8 = | Group by Folders

My Favorites

o di ]

Canada | Daily Sales m
Itd

Saturday 08132016

M

AT L)
A ",fﬁ' .
-20%
compared to yesterday

$521,890

- Metric x
o Xi]
KM regress
Country_stgh30 Total |
LTD Sales
J8r2me
B -0.00%

pared to yesterday

$590,607  1,445M

You can reorder the elements belonging to a favorite folder by dragging and dropping them in
the right-hand panel of the Homepage.
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On the Favorites editor:

A vy Favorites | New.w | [ DY Content v | [ BAdmin~ | &

@D My notifications are ON for emails, SMS and Phone Alerts - Wednesday - December 12, 2018 System @ 17:16 UTC(UTC +00:00)

L A * = 0

Notifications Alerts Favorites Settings Mobile

Maintain content, schedule and sharing of your Favonte folders

Favorite Folders

Favorite Folders #+ Drag & Drop Rows to Sort
Display Name Mumber of Elements Include in Digest Actions

bk new fav 4 v S m

Most Popular [ o 4] &

AbbyP Favs user maintain grid no 3 o 4]& ((n EEIIE

My Favorites 7 &4 E N1 EEI]E

My Favarites 2 7 - 21 (s 4]

== New Favorite Folder

€ The order that you specify in the favorites folder will be preserved in favorite digests.
(Note: If you have shared a favorite folder with other users, you will need to re-share it
with them after your changes so they will also see the same order
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6.12 Include PDF, CSV, PPT or Excel file for
element in Digest Emails

Here is how to include an attachment of your element as a PDF, CSV, PPT or Excel file. You
can select the required file type from the dropdown in the Editor. The System defaults to
None.

1. Setting Reports

Info Data Report Content Report Distribution Associations Advanced s Qdw uly Update live Report

Distribution Content

wi:Email Same as shown on Report -

Attach to Email  None v

Attachments will be included with Alert Digests, Favorites Digests, and Bursts but not
Immediate Alerts

Use the "Attach to digest" field in the Report Editor on the "Report Distribution" tab.

2. Setting on Metrics

Other

Expire if latest data is more than | 14 day -
nterval is valid

Short display name | Daily Sales Metric
Show data table in Digest (O yes @® no

Email URL override | WWW.google.com

Test override URL

Attach file to Digest | PPT -

<[> Embed codes

Optionally, include the page URL, to which Recipients are redirected when clicking on a Metric in
an Email Digest.

Use the "Attach file to Digest" field in the Metric Editor on the "Advanced" tab (version 3.2 and
later). Make sure you are in the Advanced Editor mode.
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3. Setting on Favorite Folder Digest

Edit Favorite

Display name | My Favorites

Include in Favorites Digest ® yes (0 no
Include in Digest on @ element update () Data Collection Trigger completion
Include element downloads _® yes (0 no

Embed codes

Make sure to "Include Element Downloads" for the favorite folder. Go to your Favorites page
and click on the gear to the right to see these settings.
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6.13 Why are some of my Favorites folder

elements not included in the Favorites
Digest ?

There are four different sets of rules that control what is displayed in your Favorites Folder
Digest. You can verify these setting using the steps below.

1. The Preference Editor may not be set to include the
Favorites folder in your Favorites Digest

Preferences Editor

Hi (First Name) * | Home | Admin = | Help

+ Favorites

Favorites

+|18
Dizplay Name Number Of Elements Include in Digest
My Favorites v Lo Down = [ (%]
Special Accounts N ull bown i= @Iz‘

Add New Favorite |

Special Accounts folder is set to 'Not be included in your digest'. To change this value, see
lesson on Requesting a Daily Favorites Digest
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2. 'External Content' elements are never included in
Digests

¥r bk External Content o

Element ID: 347

Ehare Commen i ¥
b b @ Who else is watching this?

Digests are designed to inform you of changes in your data. External objects are one-time
snapshots of data, and so are omitted from Digests as they never change

3. Report creator may have set only portions of data to
display in Digest or to not display at all

Report creator may have set only portions of data to display in Digest or to not display at all

The contents of 'Reports' in the Full Report View and the in Daily Favorites Digest are controlled
independently by the Report's creator. A given report may be restricted to display only certain
charts, pivot reports, underlying data. These settings may provide different online and digest
views. For Example: You may be able to see a report using the Viewer but the creator may
exclude it from a printing on a digest, or the digest may be set to only include a subset of the
report values (e.g.: only the first or last <n> number of rows
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4. If an Element is included in either your Alerts or
Annotation digests, it is not duplicated in your Daily

Favorites Digest.

Preferences Editor Hi Betty ~ |

Monthly Metric @ | 1

Display period for new @
comments

10

v E-mail Notification

Send me notifications? @ @Yes (T)No

betty@agmail.com

E-mail Address &
Send Favorites Digest Now

Send a daily Favorites Digest @) .:@;.Yes .::;.ND
Combine All Favorites in one _ o FYes  @No
Digest — =

Send me Alerts @ @vYes  (TNo

o_ Send Alerts g | Daily

Include Alerts for:
Metrics lown @ []

My Favorite Metrics i@
All Metrics @[]

maonths

days

1. These setting are located in your Preference Editor. To change this setting, see lesson on

How can | receive a notification of new Alerts and Annotations
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7. Basics of Alerting
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7.1 Alerting for Regular User

Metric Insights offers 3 main types of Alerts that can be applied to Reports and Metrics. This
article describes how Regular Users can "interact" with each of the Alert types (create/

subscribe, etc.):

« KPI Alerts

+ Report Notifications
* Global Alerts

© Alerting was enhanced and simplified in Release 5.1 and those changes are reflected in
this article. If your company is on a prior Release, see Alerting in Version 4.2 / 5.0.x

KPI Alerts

¢ Permissions: Regular Users can create KPI alerts on any Metrics they can view if they
have the following Privilege assigned to them either individually or via a Group
membership: Create Custom Alert. Admin Users can assigning this Privilege at: Admin
> Users > User Editor > Info tab > Privileges section.

Available at: Metric Viewers.
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4 Metrics / Marketing / Hourly Peak Website Visits | A0 | | New... v | & James - | E|

Alert Rules for

Hourly Peak Website Visits

Alert Conditions are When:

More than or equal 1,000
+* You are subscribed

Email digest. first time only

)

1. Such Alerts are created to catch the specific changes occurring in Metrics. Such Rules can be
represented by comparing a newly collected value:

+ to a fixed value: For example, Alert me if a Value collected today is more or equal to
1.000.

+ to a prior value: compare the latest measurement value to a prior value for the same
Metric.

+ to an average of prior values: compare the latest measurement value to the average of
values recorded recently.

+ to the recent volatility levels: compare the latest measurement value to the standard
deviation of the average of values recorded recently.

+ combination of multiple alerts: Mix and match the previously created Alert Rules.

2. Regular users can subscribe to any public (meaning, available to all system users) Alert Rules
for this Metric. All they have to do is check the box next to the Alert Rule condition and
choose their own preferred distribution method.
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Alternative way for creating a KPI Alert Rule. How to check
what KPI Alerts a Regular user is subscribed to?

| New... » | 6 James -

& My Notifications

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System @ 11:46 UTC(UTC +00:00)
b My Alens@
.& A * E 0 \'/* My Favarites
Notifications Aleris Favorites Settings ] .
3= My Settings
0 My Mobile

Q Type filter ® Log Out

Elements
Type Aleris in Last 30 Days «

(I} Name
metric 0 £ T
0 &0

(] Hourly Peak Website Visits
metric

[ Monthly Marketing Spend by Spend Category Values

o =+ New subscription
@)+ new susscrpron
'S A5 ‘ New . w | 6 James

New KPI Alert

New Metric

® Existing Metric

Hourly Peak Website Visits

=3

To check out the list of KPI Alert Rules a User is subscribed to, go to: My Preferences > My

Alerts.
The list of Metrics to which these KPI rules have been applied is shown. Click a Metric name

to access its Viewer and review all the Alert Rules applied to it.
To create a new Rule from this screen, click [+ New subscription] to begin.

For Regular Users the only valid cjoice is Existing Metric, so from the drop-down list below
choose a Metric to which an Alert Rule should be applied and click Next step. Then, define

the Alert criteria. For details refer to: [KPI Alert Rules] Wizard, types, criteria, user

subscriptions

Report Notifications

Permissions: Regular Users can subscribe to a Report Notification (Immediate / Daily /

Weekly / Monthly Digest) without any Privileges.

%

Metric-based Alert Rules cannot be created by Regular Users.
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Available at: Report Viewers.

ﬂ' Reports / Marketing / Monthly Marketing Spend | New... » ‘ & James

e X
Report Notifications N
Send on a schedule \/
S
You are subscribed -
Email. via Daily Notification Digest =
Daily Motification Digest -

Immediately via email
LOLEN R LRI Daily Notification Digest s

D Weekly Notification Diges
SETDEEND Monthly Notification Digest

Whenever you want to subscribe to Report updates, click the Envelope icon at the upper right
corner of the Report Viewer. Next, just check the subscription box to make this Notification
active and define how often you would like to receive updates by choosing one of the available
distribution options:

+ Immediately via email: a user is going to receive an email only in case the Report consists of
at least one new row after an update. If there are no new rows, an email will not be sent.

+ Daily Notification Digest

+ Weekly Notification Digest

* Monthly Notification Digest

To check what elements are included into Daily / Weekly or Monthly Notification Digest, go to
My Preferences (at the upper right corner of the screen click your Username) > My Notifications. See
the image below:
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ﬂ' My Nofifications | New... » | 6 James

@D My notifications are ON for emails, SMS and Phone Alerts - Tuesday - July 11, 2017 System @ 12:18 UTC(UTC +00:00)

L A * = 0

Notifications Alerts Favorites Settings Mobile

Notifications

Iaintain your notifications and Burst subscriptions; use the checkboxes to toggle on/off, and gears to configure. Learn more about Notifications.

Notifications @ Disabled Schedule
Name Schedule Last sent on Send To
|+ Alert Digest Daily (Every day at 0:00) jmasters@ragmail.com o]
Ld Collaboration Motifications Daily (Every day at 0:00) jmasters@regmail.com &
¥ Daily Notification Digest Daily (Every day at 0:00) jmasters@regmail.com ]
] Daily (Every day at 0:00) jmasters@regmail.com &
| Favorite Digest Daily (Every day at 0:00) jmasters@regmail.com &
| Immediate Alerts Immediate Distribution Schedule (Every 1 minute) Email: jmasters@regmail.com &
] Immediate Motification Digest Immediate Distribution Schedule (Every 1 minute) jmasters@regmail.com &
Ll Monthly Notification Digest Monthly (On the 1st at 0:00) jmasters@regmail.com &
[} Weekly Motification Digest Weekly (On Sun at 0:00) jmasters@regmail.com &

NOTE: Distribution schedules for these Digests are defined globally and cannot be changed
according to personal User Preferences. For example, if a Daily Notification Digest is set up to
be sent "Daily (Every day at 0:00)" by the Admin, every User subscribed to it is going to receive it
at the same time. But the content of such Email digest is going to vary depending on User's
subscriptions to Reports and his scope of element access.

Email address and email Template can be set up by clicking the Gear icon in the respective row.

Global Alerts

¢ Permissions: Can be created by Admin users only, but when created are available for
subscription for any system User (including Regular Users).

Available at: Metric Viewers.
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A Metrics / SQL / Daily Profits | New..w | & James \a |E|

“ O

Alert Rules for
Daily Profits
Alert Conditions are When:

IMore than 0 above the value from yesterday

np 1 Value
Subscribe to receive alerts on Australia &1 bl

Unusual value (Global Alert Rule)
+ You are subscribed to Australia a1 s 1 Value -

Email digest. first time only
=+ New Rule

Save Changes

Global Alert Rules are always labeled in a way so that it is easy to distinguish them from KPI
Alert Rules.

Such Alerts are applied across a broad range of Metrics. For more details refer to: [Global Alert
Rules] How do they work for Metrics?
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7.2 Alerting for Regular User (prior to
Release 5.1)

There are 3 main types of alerts, but only Admin and Power Users are allowed to create the
last two:

1. KPI Alerts are created to show changes occurring in Metrics
2. Report Alerts are created to show changes in Reports
3. Global Alerts are applied across a broad range of Metrics

Regular Users can create KPI alerts on any elements they can view, or from their own
Notifications: Alerts screen: Setting up your Alerts using Alert Editor

@© Alerting was enhanced in Release 5.1 - see the updated articles in Chapter Alerting in
Version 5.1 and beyond

1. My Preferences > My Alerts

A vy Alers Y Julia -

L& Wy Nofifications
@D My notifications are ON for emails, SMS and Phone Alerts - Friday - November 25, 2016 System @ 05:57 PST(UTC -08:00)

A Wy Aleris
A - 4 o = g R
== W Ny Favorites
Motifications Alerts Favorites Bursts Schedules Settings Mobile
< My Bursts
B My Schedules
Filter by | all - Q Type filter 3= My Settings

J Wy Mobile

There are no elements.
™ Log Out
=4 New subscription

Click [+ New subscription] to begin.
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1.1. Only valid choice is 'Existing Metric' for regular Users

My Alerts

b 4
New KPI Alert
New Metric
o ® Existing Metric
N/ | Daily Profits -

o

=

1. Select Existing Metric option and select the required Metric from the drop-down list
2. Select Next step to access KPI Alert Rule wizard. For more information, see: Basics for the
Alert Wizards - KPI Rules

2. From Metric Viewer

Metrics / Financial / Daily Sales

Daily Sales
This metric provides the total order velume in USS for a day acress all channels..
Daily = | | See Related - * = X A
7d 2m | 12w| 1y |2y Sy 10y 30y :' Stoplight Statistical
$12.00M
F10.00M
5B.00M
B
@ se.00M
=
a
sapo T -
I2.00M
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2.1. Subscribe to any existing Alerts or create a New rule

Add Alert rules for X

Daily Sales
Alert rules
Best ever (Global Alert Rule) -1

More than 3% above or below the value from same time last month

]
(Global Alert Rule) =0
Stoplights (Glebal Alert Rule) &0
Unusual value (Global Alert Rule) a0
Worst ever (Global Alert Rule) -0
<+ New rule

Select one of the exisiting rules or click [+ New rule] to access KPI Alert Rule wizard. See more
at Basics for the Alert Wizards - KPI Rules

3. From Alert icon on any Report

@© Note: The Report Alert concept has been improved by Dataset Reporting in Version 5.4

The Alert icon will be removed from Report Viewer in Metric Insights 6.
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Reports / Website Visitors | Daily Web Log Entries Sample

Daily Web LOg Entries Sample Data for Sunday 09/13/2015

Daily Web Log Entries Sample Treasure Data Report

See Related - * 7 X A

Web Log Entries by

Log Count

mnan l

Friday 03/23/2012
Friday 04,/06/2012

Friday 04,/13/2012
Saturday 04,/14/2012 4
Monday 04,/16/2012

3
®
#

Tiamsees N4 117

d
3
-
8
2

Sunday 04,/01/2012
Monday 04,/02/2012
Tuesday 04,/03/2012 4
Thursday 04,/05/2012
Saturday 04,/07/2012 4
Sunday 04,/08/2012 4
Monday 04,/09/2012
Tuesday 04,/10/2012 4

Wednesday 03/21/2012
Thursday 03/22/2012
Saturday 03,/24/2012 4

Sunday 03/25/2012 4
Monday 03,/26/2012 -
Tuesday 03,27/2012 4
Thursday 03,/29/2012 4
Saturdey 03,31/2012 4

Wednesday 04,/04/2012

Wednesday 03/28,2012 4
Wednesday 04,/11/2012 1

4. Basics of KPI Alerts

KPI Alert Rule type x

Fixed Value

This will compare the latest measurement value to a
specific threshold that you set.

® Fixed value
) Prior value
\o/ (0 Average of prior values
(0 Recent volatility levels

_ Combination of multiple Alerts

@ Who can subscribe to this Alert Rule @ Public (users with access to this Metric) | < Private (only you)

520.00M

Maximum ever

o W
50.00M

2006 2008 2010 2012 2014 2016

type criteria method content

o’ [+
4

1. Select the type of comparison you wish to create. To make a right decision you can consult
with the hint description to the right
2. Determine if you want to share your alert or keep it private
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3. Wizard will guide you through the steps required to complete the Alert

For more details, see: Basics for the Alert Wizards - KPl Rules
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