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About this Guide

This guide describes how to perform Accolade’s initial setup and configuration tasks, and
explains how to maintain Accolade to provide the continually changing data needed for
excellent product innovation and development.

You must have the Administrator user role in Accolade to perform most of the tasks in this
guide.

Sopheon Accolade Version 16.2
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Who Should Read This Guide

You should read this guide if you are setting up, configuring, or administering Accolade. This
guide assumes you are familiar with:

Accolade, its concepts and general navigation
Microsoft Windows procedures and user interface (Ul)
Web site administration

Database administration

Security administration

Contents of This Guide

This guide describes how to configure and administer Accolade. It is divided into the following
chapters:

Chapter 1 - Describes how to create user accounts for access to Accolade and the
various user roles, how to design access groups for project accessibility, and how to
use security lists and security profiles to further refine user access.

Chapter 2 - Describes how to define the components used to enter and gather data for
Accolade projects including metrics, matrices, quick grids, document templates,
reports, and taking portfolio snap shots.

Chapter 3 - Describes how to setup additional components for the process flows in your
organization including classes, workflows, and reference tables. These components are
part of process models that Process Designers within your organization define.

Chapter 4 - Describes how to setup reports and charts for viewing Accolade data.

Chapter 5 - Describes how to configure the Accolade web site including replacing logos
and other graphics, replacing and translating terminology, creating resource pools,
adding menus, defining currencies, and setting up Time Tracking.

Chapter 6 - Describes how to integrate Accolade with other applications, such as MS
Office applications.

Chapter 7 - Provides information about how to import project, metric, and resource data
into Accolade using specially formatted reference table.

Chapter 8 - Provides information about backing up the databases associated with
Accolade.

Appendix A - Provides a list of the standard database views and their fields available for
reports based on queries, and describes how to create custom reporting views.

Appendix B - Provides a list of the columns available for creating reports using Accolade
Online Reporting and Accolade Office Extensions.

Administrator's Guide


OVW_DesignChartsAndReports.htm

Administrator's Guide

e Appendix C - Provides a list of the Accolade system-level parameters that are managed
using the Accolade Administration Console.

¢ Appendix D - Provides details about the XML structure and elements used to create
online forms.

¢ Appendix E - Provides details about adding database queries to Accolade for use in
reports and query-based metrics, and provides a list of query field codes.

¢ Appendix F - Provides a list of the Accolade field codes available for use in Smart
templates.

Font Conventions

¢ This bold font is used for important words and the names of the items you need to
identify.

Create a SQL account named “Geneva”, and give this account the VS_Write database
role.

e This fixed-width font is used for examples of code, paths, and URLS.
https//:your-server-name:port-number/
» This italic font is used for document names.

¢ Anitalic font enclosed in brackets shows what information is displayed in this location
when the information is changeable, rather than fixed.

¢ Process Document - Online Form Example<version>.xml

» Blue text indicates a cross-reference link that you can click to take you to that location.

Icon Conventions

-

" -Indicates a section with Sopheon best practices for system setup.

. -Indicates a tip to assist with Accolade configuration or management.

Al
ExaMPLE . . . . .
"o - Indicates an example use case to assist with Accolade component configuration.

Important! This is an important statement. Read it carefully before proceeding with
an action.

Contacting Technical Publications

To send comments and suggestions regarding this document, send email to
techpubs@sopheon.com.

Sopheon Accolade Version 16.2 19
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Chapter 1

Managing Access to Accolade

This project describes how to setup project security using access groups, security lists, and
security profiles and how to define user accounts for user who require access to the
application. See the following sections:

¢ Before You Begin

e Access Groups

e Security Lists

e Security Profiles

¢ Accolade Users and User Accounts

e Company Functions

Sopheon Accolade Version 16.2
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Before You Begin

Prior to setting up access to Accolade, ensure that you have the following items:

e The initial Accolade administrator login created during the installation, or the login of
any Accolade user with the Administrator user role, for example your own login name
and password.

» The access groups hierarchy your company plans to use.

Important! The design of the access groups hierarchy is a critical process. The
structure of the hierarchy greatly determines information access and security and
plays a major role in how much time it takes to administer Accolade.

Design and create the access groups hierarchy early in the implementation.
Changing the hierarchy after a large number of users and projects have been

entered into the system can be a time-consuming process.

For more information, see "Designing the Access Group Hierarchy" on page 25.

» The structure of the security lists your company plans to use if you decide to enable
security lists.

« Thelogin name, email address (optional), online conferencing tool address (optional),
and role(s) for each Accolade user.

Depending on how Accolade was installed, an Accolade user’s login name could be the
same as the login in their Windows domain account, or local machine account.

Familiarize yourself with Accolade roles and the authority granted to those roles. Roles
are key to workflow and security in Accolade. For more information about Accolade
roles, see "Users and User Accounts Overview" on page 54.

Access Groups Overview

An access group is a container that determines what information users can access. Access
groups can be assigned to all areas of a project, including classes, process models, projects,
reference tables, layouts, metrics, templates, quick grids, and planning elements in Accolade
Innovation Planning. Access groups operate in combination with security lists and security
profiles. If your company uses security lists, then users must have access to both access
groups and security lists to have access to project information.

Access groups restrict project and information access in the following areas:

» Reporting in Accolade Office Extensions and Accolade Online Reporting
e Upcoming Gates

* Reference Tables
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¢ Planning Elements in Accolade Innovation Planning
« Portfolio Optimizer Scenarios
¢ Classes

* Process Models

e Layouts

¢ Deliverables and Activities

¢ Metrics

¢ Matrices

e Templates

* Quick Grids

¢ Workflows

* Functions

¢ Search

Note: A user still has access to a project through search if the user is a member of
the project team, even if the user does not have access group access.

These areas only display project data for access groups to which a user belongs. The access
group settings in a user's account must match the settings for a project, reference table, or
planning element for information access. However, an access group assignment does not
restrict who can be added a project team, unless the Enforce Project Security for Add
Team Member system parameters is enabled

-

* Access Group Best Practices

Keep the following set of best practice recommendations in mind when designing the access
groups structure:

« Design Early - The access groups hierarchy design is a critical process and should
happen early in the Accolade implementation. Changing the hierarchy after a large
number of users and projects are entered into the system can be a time-consuming
process.

« Keep it Simple - Keeping the structure simple makes it easier to assign users and
projects correctly and efficiently. It minimizes unintended denials of information, and is
easier for other administrators to understand the system.

¢ Limited Use of Root Access Group - Assign few or no users to the Root access
group. Keeping the Root group sparsely populated reduces maintenance in case you
decide to redesign the groups structure or to add restricted groups high in the hierarchy.

« Restricted Users - Create a special group for Restricted Team Members and do not
add any projects to it. All users must be assigned to at least one access group. Because

Sopheon Accolade Version 16.2 23
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users still have access to projects to which they are assigned, assign users with the
Restricted Team Members role to this access group.

Idea Project - Create a special group for the initial assignment of all idea projects. Idea
Managers can re-assign promising ideas to other groups after the initial evaluation.

Automate the Access Group Assighment - Create a calculated metric that
automates a project's access group classification. Using a metric at the model level
allows you to make a project more or less secure based on a metric's value.

Restrict Access Group Assignment at the Process Model Level - To help ensure
that portfolios and other projects are created in the correct access group, set restrictions
on where projects created using a model can exist. Without restrictions, Process
Managers and Idea Managers can create and move projects to the access groups that
are assigned to their user. With access group restrictions, they can only create and
move projects to the access groups that are assigned to their user that are also part of
the restricted list.

Tests and Training - Create a special group for test projects and training new
employees. This allows users to learn and experiment in Accolade without mixing
practice and training projects in with real, ongoing company projects.

Project Assignments - Whenever possible, assign users to projects within their
access group assignments. Users can still participate in projects outside those access
group when assigned on the project. For example, as a Document Reviewer.

Information Security Examples

Consider the following information security examples as you are planning the security
framework at your company.

« Using the Restricted Team Member role and the access groups tree, you can set up

several different levels of information security in your projects. For example, use the
access groups hierarchy to restrict the information in some projects to project members
only while making the information from other projects available to everyone.

Using the Restricted Team Member role to prevent users from seeing any information
other than the deliverable and activity pages that they own. They cannot see other
projects, other team member assignments in their own projects, or other project
information available.

Assigning Project Team Members and Project Managers to an access group that
contains no projects and has no children that contain projects, restricts those users to
accessing only the project pages of projects to which they are assigned. They cannot
search for any projects or documents. They can see all the deliverables and activities in
their own projects, but none in other projects.

Assigning Project Team Members and Project Managers to an access group that
contains their own project but that has no children, allows them to search for documents
in their own projects only. They can access deliverables in their own project both
through Search and through the Project pages, but they cannot see other projects.
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¢ Creating all access groups as children of the Root access group and assigning Project
Team Members and Project Managers only to projects in their own group allows these
users to see and search for information in all of the projects in their group but prevents
them from seeing any information from projects in any other groups.

¢ Assigning users to an access group that contains multiple projects or one with children
that contain multiple projects, allows the users to search for and access many projects
and their documents. These users can access the projects that they can see both
through the Project pages and through Search.

¢ Assigning Process Managers, Executives, and other users who cannot be members of
a project to a group that is part way down the access groups tree completely hides
project information in the portions of the tree above where they are assigned. For
example, a Process Manager assigned in this manner only sees a portion of the total
number of projects when viewing projects through the Upcoming Gates page. Making
this kind of assignment can cause unexpected problems. For example, a Resource
Planner would not see all of the projects that might be pulling resources from one of her
pools.

¢ To give users access to all projects in Accolade, assign them to the Root access group.

Designing the Access Group Hierarchy

Access groups are arranged in a hierarchical tree structure. The tree determines ease of
maintenance and openness of information flow. Simpler trees make it easier to provide
adequate information access. Complex trees are more time consuming to maintain but offer
more specific information control. The access group tree and information control is specific to
your company. Use the information below to guide you in building your access group structure.

Accolade installs with a default access group called Root, which is always at the top of the
tree. You cannot delete this group; however, you can rename it. All additional groups are either
a child of Root, or a child of another access group in the tree. Thus, a user who is a member of
Root has access to every project and document in the system.

Users can search for documents, projects, see links to projects, and see chart and report
information about projects and reference tables that are assigned to the same access group to
which the user is assigned, or an access group that is in the same branch. In the hierarchy
above, a user assigned to Group A is able to access projects and information in Group A, but
not access to projects and information in Groups B, C, or D.

Sopheon Accolade Version 16.2 25



Chapter 1 Managing Access to Accolade

Assigned Here n
—-

A user assigned to access Group B is able to see information in Groups B, C, and D (because
Groups C and D are children of Group B), but cannot see information in Group A.

Assigned Here
-—
n

Pl
EXAMPLE
e Example

A consumer goods company has business units named for the general categories of the
product types they develop, such as:

¢ Beverages & Snacks

¢ Healthy Living

¢ Restaurant Supplies

The company has created access groups named for each business unit. Optionally, a
company could create access groups under each business unit representing brands within
each unit. For example, in the Beverages & Snacks business unit, there are brands for Drinks,
Fun and Convenience, and On the Go products.
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7 (Root) ~—
- - | E"x
; Restaurant

Supplies

Jll Healthy
Living
Organic and
Green

Depending on security needs, users can be assigned at the brand level (Drinks) or at the
business unit level (Beverages & Snacks). A user added to the Beverages & Snacks access
group can see everything in Drinks, Fun and Convenience, and On the Go, but cannot access
any projects in the Healthy Living or Restaurant Supplies business unit.

Assigned Here
Beverages &

Snacks

If a user is assigned at the Drinks brand level, they can access all the projects in the Drinks
brand but not in the Fun and Convenience or On the Go brand.
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Assigned Here

Note: If Accolade Innovation Planning is enabled, a second default group,
[Innovation Planner Default] is added as a child of Root. It is the group to
which all planning elements are added when they are created. You cannot
delete this default group; however, you can rename it, and you can assign
planning elements to a different access group once they are created.

In the most open tree, everyone is assigned to Root and has access to all information. Or,
perhaps only a few users are assigned to Root and a few others are in groups part way down
the tree. In the later of the structure, team members can access only the information in projects
to which they belong. Only a few users, such as Executives, can see project information from
more than one group.

Creating Access Groups

Access groups are arranged in a hierarchical tree that Administrators and Process Designers
create in Accolade by adding groups in a nested structure.

To create an access group:
1. From the System menu, select Security & Groups > Access Groups.
The current access group tree displays.
2. Inthe Access Groups list, select the group to which you want to add a child group.

To create the first group in a new hierarchy, select the top most group (Root).

Based on your company's configuration, the top level group may have
been named something other than Root.

3. Inthe upper right corner of the Access Groups list, click + to add a new access
group.
4. Inthe Name field, enter a unique name for the new group.
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5. Inthe System Name field, enter a unique system name for the new group.
6. Click Create to create the new group.
The new group displays in the hierarchy.

To rename an existing group, select the group to rename in the hierarchy,
update the name in the Name field, and click Apply.

Deleting Access Groups

You can delete an access group if it does not contain any configuration items (process model,
layout, metric, ...) in the access group hierarchy. As an Administrator, you can move users and
reference tables to a different access group and delete empty child access groups. However, a
Process Manager must move projects to a different access group. A Process Designer or
someone with Root access group permission must move process models to a different access

group.

An access group may be deleted while referenced in a snapshot; however, when the access
group is deleted it is also deleted from the snapshot.

To determine what is currently assigned to an access group, see "Reporting on Access Group
Contents" on page 29.

To delete an empty access group:
1. From the System menu, select Security & Groups > Access Groups.
The current access group tree displays.

2. Inthe Access Groups list, select the group to delete.

Select the lowest child of the access group, or the group itself if it has no children.

The name of the selected group displays in the Name field in the Access Group editor.

3. Click Delete to remove the access group.

Reporting on Access Group Contents

An access group is assigned to users, projects, reference tables, and planning elements in
Accolade Innovation Planning. Use a report to determine if an access group currently contains
any of the items listed above.

Knowing an access group's contents can help you better understand an existing access group
structure, or to identify items that need moving prior to deleting an access group.

Reports created using the Accolade Office Extensions add-in and
Accolade Online Reports

Using the Access Groups subject, add the following columns:
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e Access Group Name

Project Name
e UserName

e Table Display Name

Select Columns @ & X

Access Groups w

Find: U+ 4 | Selected Columns | Selected Filters  Advanced Matrix Settings

Access Group Details

) Dezails Columns Sort Is Link Properties Data Format Show
Derails By Group

Reference Table Details | Access Group Name * o

| Project Name - (] 0
-

| user Name = [x)
| Table Display Mame | ¥ o
0 Add Count Columr O Add Calculated Column

Query in an HTML Report

Create SQL queries that select columns from the following reporting views:

* RVP_ProjectsByGroup - Select the ProjectName and AccessGroupName columns to
return information about the projects assigned to an access group.

 RV_ReferenceTables - Select the RTableName and RTableAccessGroup columns to
return information about the reference tables assigned to an access group.

* RV_UsersByGroup - Select the UserlD and AccessGroupName columns to return
information about the users assigned to an access group.

Include the ParentGroupName column in any of the above reporting views to also select the
parent group's name.

See "Creating Excel Report Templates Using Queries" on page 369 for more information
about how to define a query and create a report.
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Restricting Configuration via Access Groups Overview

Use access groups to restrict reporting and configuration components within Accolade.
Defining who can view and edit components in the system allows your company to establish
corporate guardrails and mitigate risk of Process Designers accidentally making changes to
items outside of their business group or division. Establishing an access group hierarchy and
restricting edit rights within that hierarchy allows for configuration flexibility while still ensuring
corporate standards for configuration are met.

A Process Designer might be able to view a corporate-level process model but not be able to
edit it. They would, however, be able to edit components within the process model such as
deliverables specific to their business unit or division. By segmenting configuration and
restricting configuration edit permissions, you can ensure business units across your company
follow corporate guidelines such as processes for process models while still granting
autonomy at the lower division levels. When designing access group hierarchies, consider the
corporate use of configuration and the local autonomy of employees that need to view and/or
edit items within their business unit or division.

For example, Process Designer Sandy has access group view and edit permissions at the
corporate level. She can view and edit configuration for the all the business groups and
divisions in the organizational hierarchy. She might set corporate standards that apply across
the organization.

Process Designer Jeff can only edit requirements for his business group and the divisions
below. However, he has view access group permissions for the Electronics business group
and corporate configurations so he can view configurations and collaborate across the
organization.

Restricting configuration components is driven by the access group assignment of the
configuration component and the access group assignment of the user. When assigning users
to access groups, assign them additional view and edit permissions within the access group.

Configuration components that respect access group restrictions include all levels of process
model and reporting setup, to include classes, process models, gate documents, layouts,
deliverables and activities, metrics, matrices, templates, quick grids, workflows, functional
areas and functions, online charts and reports, and Accolade Office Extensions reports.

Restricting Configuration for Classes

Restrict who can view and edit classes by assigning the class to one or more access groups.
Process Designers with matching access group permissions set in their user profile will be
able to view or edit the class.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group

Sopheon Accolade Version 16.2 31



Chapter 1 Managing Access to Accolade

settings for the class must match the user permissions of other Process
Designers in order to display for them.

To restrict class configuration:

1. From the System menu, select Process > Classes.
To narrow the class list, search by the class name, system name, or category.
2. Either select the class to edit.
3. Click the Security tab to display the configuration access group settings.
4. Selectthe access group(s) to which this class belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The class is selected to the highest level access group listed by default. Note that the
class is only added to access groups that are checked. It does not propagate to child
access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the class, depending on their individual access group permissions.

5. Click Apply to save your changes.

Restricting Configuration for Process Models

Restrict who can view and edit process models by assigning the process model to one or more
access groups. Process Designers with matching access group permissions set in their user
profile will be able to view or edit process model components.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile and the access groups assigned
to the class the model is being attached to. Additionally, access group
settings on the process model must match the user permissions of other
Process Designers in order to display for them.

To restrict process model configuration:
1. From the System menu, select Process > All Models and select the model to edit.
2. Click the Security tab to display the configuration access group settings.
3. Select the access group(s) to which this process model belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.
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The process model is selected to the highest level access group listed by default. Note
that the process model is only added to access groups that are checked. It does not
propagate to child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the process model, depending on their individual access group permissions.

4. Click Apply to save your changes.

Restricting Configuration for Gate Documents

Restrict who can view and edit gate documents by assigning the gate document to one or
more access groups. Process Designers with matching access group permissions set in their
user profile will be able to view or edit the gate document.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the gate document must match the user permissions of other
Process Designers in order to display for them.

Gate documents inherit the access group visibility assigned for the model. All deliverables and
activities on the model display regardless of their individual access group assignments.

To restrict gate document configuration:

1. From the System menu, select Process > All Models and select the model to edit.

2. Do one of the following:

* To add a new gate document - In the Component Tree tab, click 5 next to the
gate to add the gate document.

¢ To edit an existing gate document - Expand the gate within the component tree
and select the gate document.

4. Select the access group(s) to which the gate document belongs.

The access groups displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The gate document is selected to the highest level access group listed by default. Note
that the gate document is only added to access groups that are checked. It does not
propagate to child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the gate document, depending on their individual access group permissions.

5. Click Apply to save your changes.
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Restricting Configuration for Layouts

Restrict who can view and edit layouts by assigning the layout to one or more access groups.
Process Designers with matching access group permissions set in their user profile will be able
to view or edit the layout.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the layout must match the user permissions of other Process
Designers in order to display for them.

To restrict layout configuration:
1. From the System menu, select Page Design > Layouts.
2. Do one of the following:

* To add a new page layout - Click Add New in the upper right corner of the page
and create the layout.

« To edit an existing page layout - Click the name of the layout to open it for editing.

3. Inthe Layout section under Configuration Access Groups, click m to select the
access group(s) to which this layout belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The layout is selected to the highest level access group listed by default. Note that the
layout is only added to access groups that are checked. It does not propagate to child
access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the layout, depending on their individual access group permissions.

4. Click Apply to save your changes.

5. Click Save or Save and Close to save the layout to Accolade.
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Restricting Configuration for Deliverables and Activities

Restrict who can view and edit deliverables and activities by assigning the deliverable or
activity to one or more access groups. Process Designers with matching access group
permissions set in their user profile will be able to view or edit the deliverable or activity.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the deliverable or activity must match the user permissions of
other Process Designers in order to display for them.

Deliverables and activities inherit the access group visibility assigned for the model. All
deliverables and activities on the model display regardless of their individual access group
assignments.

To restrict deliverable and activity configuration:
1. From the System menu, select Process > All Models and select the model to edit.

2. Do one of the following:

* To add a new deliverable - In the Model tree, click @ next to the stage to add the
deliverable to.

* To add a new activity - In the Model tree, click @ next to the deliverable to which
the activity applies.

¢ To edit an existing deliverable or activity - Expand the stage or deliverable within
the Model tree and select the deliverable or activity.

3. Select the access group(s) to which the deliverable or activity belongs.

The access groups displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
Parent access group information is visible for access groups to which you have View
permission.

The deliverable/activity is selected to the highest level access group listed by default.
Note that the deliverable/activity is only added to access groups that are checked. It
does not propagate to child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the deliverable and activity, depending on their individual access group
permissions.

4. Click Apply to save your changes.
Restricting Configuration for Metrics

Restrict who can view and edit metrics by assigning the metric to one or more access groups.
Process Designers with matching access group permissions set in their user profile will be
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able to view or edit the metric.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the metric must match the user permissions of other Process
Designers in order to display for them.

To restrict metric configuration:

1.
2.

From the System menu, select Content Sources> Metrics.
Do one of the following:

e To add a new metric - Click Add New in the upper right corner of the page and
create the metric.

« To edit an existing metric - Click the name of the metric to open it for editing.
Click the Security tab to display the configuration access group settings.
Select the access group(s) to which this metric belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The metric is selected to the highest level access group listed by default. Note that the
metric is only added to access groups that are checked. It does not propagate to child
access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the metric, depending on their individual access group permissions.

Click Apply to save your changes.

Restricting Configuration for Matrices

Restrict who can view and edit matrices by assigning the matrix to one or more access groups.
Process Designers with matching access group permissions set in their user profile will be able
to view or edit the matrix.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the matrix must match the user permissions of other Process
Designers in order to display for them.

To restrict matrix configuration:

1.

From the System menu, select Content Sources > Matrices.

2. Do one of the following:
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¢ To add a new matrix - Click Add New in the upper right corner of the page and
create the matrix.

* To edit an existing matrix - Click the name of the matrix to open it for editing.
3. Click the Security tab to display the configuration access group settings.
4. Select the access group(s) to which this matrix belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The matrix is selected to the highest level access group listed by default. Note that the
matrix is only added to access groups that are checked. It does not propagate to child
access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the matrix, depending on their individual access group permissions.

5. Click Apply to save your changes.

Restricting Configuration for Templates

Restrict who can view and edit templates by assigning the template to one or more access
groups. Process Designers with matching access group permissions set in their user profile
will be able to view or edit the template.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the template must match the user permissions of other Process
Designers in order to display for them.

To restrict template configuration:
1. From the System menu, select Page Design > Template Library.
2. Do one of the following:

¢ To add a new template - Click Add New in the upper right corner of the page and
create the template.

¢ To edit an existing template - Click the name of the template to open it for editing.
3. Select the access group(s) to which this template belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.
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4.

The template is selected to the highest level access group listed by default. Note that
the template is only added to access groups that are checked. It does not propagate to
child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the template, depending on their individual access group permissions.

Click Apply to save your changes.

Restricting Configuration for Quick Grids

Restrict who can view and edit quick grids by assigning the quick grid to one or more access
groups. Process Designers with matching access group permissions set in their user profile
will be able to view or edit the quick grid.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the quick grid must match the user permissions of other Process
Designers in order to display for them.

To restrict quick grid configuration:

1.
2.

From the System menu, select Page Design > Quick Grids.
Do one of the following:

« To add a new quick grid - Click Add New in the upper right corner of the page and
create the quick grid.

» To edit an existing quick grid - Click the name of the quick grid to open it for
editing.

In the Quick Grid Design section under Configuration Access Groups, click E to
select the access group(s) to select the access group(s) to which this quick grid
belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The quick grid is selected to the highest level access group listed by default. Note that
the quick grid is only added to access groups that are checked. It does not propagate to
child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the quick grid, depending on their individual access group permissions.

Click Apply to save your changes.

Click Save or Save and Close to save the quick grid to Accolade.
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Restricting Configuration for Workflows

Restrict who can view and edit workflows by assigning the workflow to one or more access
groups. Process Designers with matching access group permissions set in their user profile
will be able to view or edit the workflow.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the workflow must match the user permissions of other Process
Designers in order to display for them.

To restrict workflow configuration:
1. From the System menu, select Process > Workflows.
2. Do one of the following:

¢ To add a new workflow - Click Add New in the upper right corner of the page and
create the workflow.

¢ To edit an existing workflow - Click the name of the workflow to open it for editing.
3. Click the Security tab to display the configuration access group settings.
4. Selectthe access group(s) to which this workflow belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The workflow is selected to the highest level access group listed by default. Note that
the workflow is only added to access groups that are checked. It does not propagate to
child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the workflow, depending on their individual access group permissions.

5. Click Apply to save your changes.

Restricting Configuration for Functions

Restrict who can view and edit functions by assigning the function to one or more access
groups. Process Designers with matching access group permissions set in their user profile
will be able to view or edit the function.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the function must match the user permissions of other Process
Designers in order to display for them.
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To restrict function configuration:
1. From the System menu, select Security & Groups > Functions.
2. Do one of the following:
* To add a new function - Click & in the lower left corner of any functional area and
create the function.
* To edit an existing function - Click on the function field you want to edit.

3. To configure access groups, click on the function's access group cell to open a dialog
where the function's access group(s) may be edited.

4. Selectthe access group(s) to which this function belongs.

The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The function is selected to the highest level access group listed by default. Note that the
function is only added to access groups that are checked. It does not propagate to child
access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the function, depending on their individual access group permissions.

5. Click Apply to save your changes.

Restricting Configuration for Charts and Reports

Restrict who can view and edit configurable Accolade charts and reports by assigning the chart
or report to one or more access groups. Process Designers with matching access group
permissions set in their user profile will be able to view or edit the chart or report.

Note: The access groups that display for selection are based on your access group
permissions as defined in your user profile. Additionally, access group
settings for the chart or report must match the user permissions of other
Process Designers in order to display for them.

To restrict online charts and reports configuration:
1. From the System menu, select Content Sources > Charts & Reports Manager.
2. Do one of the following:

» To add a new chart or report - Click Add New in the upper right corner of the page
and create the chart or report.

* To edit an existing chart or report - Click the name of the chart or report to open it
for editing.
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You must either be an owner of the existing chart or report, or it must be
set as Available to Configuration in the Shared Charts & Reports
section.

3. Under Configuration Access Groups, click Q] to select the access group(s) to which
this chart or report belongs.
The access group(s) displayed are based on the current user's access group
permissions. Only access group(s) to which you have Edit permissions are selectable.
However, parent access group information is visible for access groups to which you
have View permission.

The chart or report is selected to the highest level access group listed by default. Note
that the chart or report is only added to access groups that are checked. It does not
propagate to child access groups unless those child groups are checked.

Process Designers with matching access group permissions will be able to navigate to
and edit the chart or report, depending on their individual access group permissions.

4. Click Save to save your changes.

Process Model Component Tree

A component tree has been added to the process model configuration definition, displaying all
Accolade objects associated with the process model, including stages, gates, deliverables,
activities, custom layouts, metrics, matrices, charts, reports, queries, quick grids, templates,
and workflows. With a quick view, Process Designers can determine which Accolade
components have been correctly configured based on access group security restrictions.

To view a process model's related components:
1. From the System menu, select Process > All Models and select the model to edit.
2. Click the Component Tree tab to display the process components.

The components are grouped by type and can be expanded for additional review.
Clicking on the component name will display the process model's parent access group
on the left, and the component's access group on the right.

Misaligned components will be highlighted in the component tree with a

Ooa

3. Review and align the configuration access groups using the following guidelines:

Field Description
In Trouble This error states that the access group configuration of this item is
0 inconsistent with one or more items that use it.

To resolve, do one of the following:

¢ Ifthe mismatch is on the parent side, the issue can be
resolved by aligning the process model's access group on
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4.

Field Description

the Security tab.

« Ifthe mismatch is on the component side, the issue can be
resolved by aligning the component's access group in the
component tree panel.

Warning This warning states that the access group configuration of an
ancestor is inconsistent with one or more items that use it.
a

This is usually resolved when the error at the parent level is
addressed, If there is still a mismatch, do one of the following:

 [fthe mismatch is on the parent side, the issue can be
resolved by aligning the process model's access group on
the Security tab.

« If the mismatch is on the component side, the issue can be
resolved by aligning the component's access group in the
component tree panel.

Click Apply to save your changes.

Security Lists Overview

Secuirity lists are hierarchical lists of different object types that control access to projects and
unowned resource pools. Security lists grant access based on matches between security list
selections in a user account and security list selections in projects and resource pools.
Security lists manage access based on a combination of factors rather than just on the
structure of the access groups tree. Accolade supports the definition of up to five security lists,
with a maximum of 10 levels in each list.

Secuirity lists prevent the following:

Users without access from seeing or navigating to project data in Upcoming Gates,
Charts and Reports, or in optional components such as Accolade Portfolio Optimizer,
Dashboards for Accolade, Accolade Innovation Planning, and the Accolade Office
Extensions add-ins

Users without access from linking to a related project to which they do not have access.

Process Managers without access from managing projects to which they have Manage
Process rights.

Resource Pool Administrators from seeing or creating pools that are outside their scope
of access.

Resource Planners without access from seeing and modifying demand on resource
pools they do not own.

Resource Planners without access from modifying capacity.
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Users can still access projects of which they are a member of the project team through All My
Work, My Project, and through Search, regardless of their security list settings. Project
members not assigned to the project cannot search for project data or refresh Accolade Office
Extensions reports on their projects.

If security lists are enabled, the combination of both access groups and security lists controls
access to projects. User settings for both access groups and security lists must match those
set for a project for users to have access to that project. To base access primarily on security
lists, you can give most users high level access or even access at the Root level within the
access groups. However, because security lists do not affect the management rights of
Process Managers and Idea Managers or access to data in Reference Tables, the access
groups must be developed at least to the level at which you want to define these rights.

Note: Security lists do not control access to reference tables, and they do not affect
the management rights of Process Managers and Idea Managers. Access
groups control access for these roles.

Once defined, security lists are assigned to user accounts, projects, and resource pools.

s
EXAMPLE
e Example

A user with Paris selected in the hierarchy below could see reports on projects that also had
Paris selected as long as the user and project also had the same check boxes selected in the
other security lists in the system.

Regions

] gerlin

But this user could not search for projects in Dijon, Asia, or in projects that only had France
selected. Note also that check boxes that are filled in [2] do not provide access. They indicate
that one or more of their child items are selected.

Combine the settings from multiple security lists to create a more intricate security framework.
For example, one security list could define sales territory as in the example above. A second
security list could define products by division, product type, and brand. Access to project
information would be based on a combination of location and product responsibilities.
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Secuirity list selections are available throughout the system to grant access to projects,

resource pools, or planning elements in Accolade Innovation Planning.

Building Security Lists Manually

Administrators can create security lists manually or using reference tables. How you choose to
create security lists is up to you. The procedure below provides instructions to manually build
security lists. See "Building Security Lists Using Reference Tables" on page 47 if you prefer to

use reference tables.

Each security list contains a Default level, which provides access to the entire list. The
additional levels that you define within the list are its primary categories. For example, in a list

based on geography, the levels might be Country, Region, and City.

As you add security lists to your system, consider the following:

» User accounts have no security list options selected. Administrators must set security

access for all users.

» Existing projects have all security list options selected. Process Managers and Project

Managers must clear check boxes to limit access appropriately.

» Resource Pools have no check boxes selected. Resource Pool Administrators and
Administrators must select security list options to grant Resource Planners, Resource
Planners, and other users the appropriate access.

Accolade supports the definition of up to five security lists, with a maximum of 10 levels in each

list.

To build a security list manually:

1. From the System menu, select Security & Groups > Security Lists.

2. Click f. to activate the security list you want to define.

By default, all security lists are inactive.

3. Enter the following information to identify the security list:

Field

Description

Name

Enter a name, up to 64 characters long, which identifies the

security list.

System Name

(Read Only) Displays the system name of the list selected.

Active Select the check box when the security list is ready to use.
If list is inactive, the levels information will not be displayed in
the security list tree.

Levels Level 1: Enter the description name of the first level in the

security list. This will be the highest level of access within the
security list. Displays Default Access as a default.
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Field Description

Once the first level is created, Click €3 to add additional

level description names to the security list.

Note: All security lists must contain a minimum of
one level, and have a maximum of 10 levels
on one security list.

4. Click Done to save changes to the security list details.
5. Toenterlevels and categories:

¢ Under the security list just created, click the Default Access to open the list editor. In
the Name field, enter the name to define this parent node.

* To enter additional levels or entries in the security list tree, click L+ to the right of the
node. This will add a new entry to the level below it.

* To add children levels, click on the Children field and enter the name of the child.
Press Enter to continue add additional child levels to this node.

Note: Children categories can only be deleted prior to clicking Apply. Once saved,
they are considered "in use" and cannot be deleted.

6. Click Apply to save your changes.
o
S Example
A user wants to manage their Accolade projects by managing their business units access
within a security list. The business is within North America, in the states of California,
Colorado, and Michigan. There are different operations areas in California and Colorado that

will need to have separate access.
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Add New Security List X

Name

Business Units Security List

System Name
SGM_SecurityList_1

Active

Level 1
Region

Level 2 Sacramente
State

Level 3
City

0 Add Level

l Restore to Default m | Cancel

._ﬂ E Security Lists

Business Units Security List /
North America

California

San Francisco

Colorado

0000000

NN

In the example above:

There are 3 distinct levels defined in the business - Level 1 (Region), Level 2 (State),
and Level 3 (City).

Level 1 is the highest access level. It is defined as the Regional level, and in the system
it is named North America.

Level 2 is the next access level down. It is defined as the State level, and in the system it
contains the entries California, Colorado, and Michigan.

Level 3 is the lowest access level in the example. It is defined as the City level, and in
the system it contains the entries Sacramento, San Francisco and Denver.

Remember that additional levels and/or entries can be added by clicking [ +] on the security list
tree, and entries are added beneath the level clicked. So for example, if the user wanted to add

Detroit to the City level under Michigan, they would click L+ to the right of the Michigan entry.

Notes:

¢ Tomove and item up or down in the list, click an item and drag it to the new

location.

To remove a security list, click i". next to the list and click Restore to Default.
This will deactivate the list and clear all levels and nodes.

To remove an entire heading row or an item, click O next to the heading row or
item to delete. You must remove all child items before removing its parent, and
entries that are already in use cannot be deleted.
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 If you create Resource Editor filters that match pools to projects, a user with
access to many pools and projects could experience significant wait times while
the filters try to calculate matching pools and projects. To reduce the wait time,
ensure the security lists you define for resource pools and projects have as few
redundant selections as possible. .

Resource Planning is an optional Accolade component that you may not have
access to. To implement this solution, contact Sopheon Customer Support.

Building Security Lists Using Reference Tables

Administrators and Process Designers can create security lists manually or by using a
reference table for each list.

To build a security list using a reference table, complete the following tasks:

» Create a spreadsheet file containing the security list information.
¢ Add the file to Accolade as a reference table.

See "Building Security Lists Manually" on page 44 if you are an Administrator and prefer to
build security lists manually.

Creating the Spreadsheet File

Each reference table can contain one security list. Accolade supports up to five security lists,
with a maximum of 10 levels in each list.

Create a spreadsheet file titted SGM_SecurityList_<number> that includes a worksheet
named SGM_RefTableSheet which contains the security list data and meets the
requirements and specifications. Column headings are in the first row of the worksheet.

Important! The columns in the spreadsheet must be present and in the order
listed for the security list to upload successfully.

Component Requirements

ID Enter a unique ID that identifies the item in the security list.

IDs can include letters (English alphabet), numbers, and the
underscore.

ParentID Enter the ID number of this item's parent item. The parent is
the item in the list hierarchy that this item appears to be
contained in.

¢ The top item in the security list, which is the root item
of the list, must have an empty cell in this column.
If you were to create a second item with an empty cell
in the ParentID column, you would create two
separate lists.
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Component

Requirements

e Forevery value that exists in the Parent ID column,
there must exist an item that has that value in its ID
column.

Name

Enter this item's name as it should appear in the displayed
list hierarchy. This is the item's label within Accolade.

Level

Enter an integer specifying this item's level in the list
hierarchy. The level numbers specify the parent-child
relationship in the hierarchy.

e There should be one item at the top level that is
equivalent to the root level. This item should have level
1, and when this top level is selected, all levels are
selected.

e Each level should only have one associated level
name.

Level Name

Enter the name of the type of items that should be in this
level.

The level name is not displayed in the security hierarchy. It is
used by the table owner who maintains the reference table
as a reminder to enter consistent and appropriate items in
each level.
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mAy
EXAMPLE
el Example
I ] [ D E
| :lD ParentID Name Level LevelName
|Geography Geography 1 Geographical Location
3 |Asia Geography Asia 2 Continent Name
4 |Europe Geography Europe 2 Continent Name
5 |France Europe France 3 Country Name
6 |Dijon France Dijon 4 City Name
7 |Paris France Paris 4 City Name
8 {
SGM_RefTableSheet ®

Note the following in the example above:

* This example builds the list under a root list of Geography as follows:

[#[S) Security Lists

¥ Regions Vd
¥ Geography

Asia
¥ Europe
¥ France
Dijon
Paris

000000

¢ The column headings in order from left to right, on the first row of the worksheet. The
worksheet is named SGM_RefTableSheet and is loaded to Accolade as SGM_
SecurityList_1.

Adding the Reference Table to Accolade

After creating the worksheet with the security listinformation, save the file and add it to
Accolade as a reference table.

Keep the following in mind when uploading the reference table to Accolade:

« Security list reference tables must have a System Name of SGM_SecurityList_
<number> where <number>is 1to 5. For example, "SGM_SecurityList 2", "SGM _
SecurityList_3", and so on.

¢ The reference table display name is used as the list's name where the list is displayed
within Accolade.

Enable automatic uploading to upload new versions automatically.
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After a reference table is added to Accolade, its table owner can then upload later versions to
maintain the contents of the table.

Notes:

« |f projects already exist and you change the access value to a value other
than the default, after uploading the security list reference table, also run a
project import for the existing projects, specifying the values to set in the
Security List data columns for those projects.

Assigning Users to Security Lists

When security lists are first added to Accolade, they are configured with no users assigned to
the list. Administrators must configure the security for all existing users.

To assign a user to a security list:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

« Selecting a Function in the drop-down will display available users that are
assigned to the function.

« Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

« Click More options check box displays or hides the additional filter options.

« Inthe Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

« Active Users Only - excludes inactive users.
» Show All Users - displays active and inactive users.

* Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey jtalics.

* Inthe Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, click the name of the user to open the user details for editing .
3. Select the Security Lists tab.

4. Selectthe check boxes for each security list to assign to the user, noting the tree
structure.

Selecting a top level of a tree selects all the lists below it. A check box filled with (=]
indicates that some of its child items are selected, but does not provide access to the
corresponding list.
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Regions
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5. Click Save to save your changes.

Security Profiles Overview

Selecting a top level
tree selects all of the

HEE == s below such Dijon

E Indicates that some
child items in the tree

Security profiles define project access based on classes and metric values associated with a
project and a user. The class and metric value settings assigned to a project must match those
assigned in the profile that is assigned to a user for the user to have access to the project
information. Two users in the same access group can have access to separate sets of projects

in that group using two different security profiles.

User Account

Assigned
Security Profile

Security Profile
Settings
Class & Metrics

Project Values
Class & Metrics

Important! A profile can distinguish user access within an access group, but
cannot grant access to projects or reference tables that the access group hierarchy

denies.

Security profiles restrict project and information access in the following areas:
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» Reporting in Accolade Office Extensions and Accolade Online Reporting
e Upcoming Gates

» Reference Tables

¢ Planning Elements in Accolade Innovation Planning

» Portfolio Optimizer Scenarios

A security profile does not prevent users assigned to a project from navigating to it through All
My Work or through Search. If a Process Manager is assigned as the project manager to a
project that is restricted based on a security profile, the Process Manager only has the rights
and permissions on the project that an assigned project manager has. The Process Manager
loses all management rights for that project, except for Manage Team rights.

Security Profiles Best Practices
Keep the following set of best practice recommendations in mind when designing security
profiles for your organization:
» Use security profiles only when necessary. They can introduce additional risk that

unintentionally blocks project information that your users need.

» Carefully analyze the class and metric structure before implementing security profiles.
Can you accomplish the same security set up with access groups?

» Metrics used in security profiles must be a List, Multi-Select List, or String type metric.
Number, Date, and Long String metric types are not available for use in security
profiles.

* Metrics whose value is initialized from another metric, and calculated metrics are not
available for use in security profiles.

» Accolade allows the definition of up to 250 profiles. However, keep it simple!

Creating Security Profiles

Security profiles define project access based on classes and metric values associated with a
project and a user. Associating a metric with a security profile further refines the access based
on the values assigned to the metrics. The available metrics are those associated with models
in the selected classes, so the metrics in a profile can distinguish access only within the
selected classes.

Note: Prior to creating a security profile, ensure that the classes and metrics exist
within Accolade.

To create a security profile:
1. From the System menu, select Security & Groups > Security Profiles.
To narrow the list, search by the category.

2. Do one of the following:
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¢ To add a new security profile - Click Add New in the top right corner of the page.

¢ To edit an existing security profile - Click the name of the security profile to open

it for editing.

3. Enter the following information to identify the security profile:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a name, up to 64 characters long, which identifies the
security profile.

System Name

Enter a unique, shorter name that identifies the security
profile in queries, reporting views, field codes, and other
places in Accolade.

The name must be unique among security profiles, and can
only contain letters (English alphabet), numbers, and the
underscore.

Description

Enter a description of the purpose or nature of the security
profile. This description helps other users identify the profile
throughout the system.

Category

Enter or select the group to which this security profile
belongs.

Use categories to organize like profiles together.
¢ Leave this field blank to add to the Default category.

¢ To define a new category, select New Category and
enter the category name.

¢ To delete a category, remove every item from the
category. Empty categories are deleted automatically.

Order

Enter a number to specify the security profile's place in the
list of profiles on the Security Profiles page. A smaller
number places the profile higher in the list.

Visible

Select this check box when this security profile is ready for
use.

Classes

Select which classes to include in this security profile.

Note: A security profile must have at least one
class.

4. Inthe Metrics section, click Add Metrics and select one or more metrics to add from
the Available Metrics list. Use the Category, Name or System Name options to filter

the list of available metrics. Click Select to select the metrics, and then click Done when

finished.
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A metric must be a List, Multi-Select List, or String type and be associated with at least
one model in a class selected in the profile to add it to a security profile. Additionally,
security lists cannot include initialized or calculated metrics.

5. For each profile metric, click the Value column to specify the values.

» For List type metrics - Select the values the metric must have to allow access to
the project.

« For String type metrics - Enter the exact string of characters that this metric must
have to allow access to the project.

6. (Optional) To allow access to projects whose assigned process model does not include
this metric, select the Extended Access check box. Extended access allows access to
projects that do not contain the metric itself, not to projects that contain a different value
for the metric.

7. Click Create to create the new security profile or Apply to save changes to an existing
security profile.

Notes:

« To delete a security profile, ensure the profile is not in use, select the profile, and
click Delete.

Select '@ to print the list of security profiles.

Users and User Accounts Overview

Each employee who uses Accolade has an Accolade user account that contains information
that defines who the employee is and what he or she can do and see within Accolade.

Administrators create user accounts that identify a user by login, name, email address, and
chat address. Administrators also assign each user a set of attributes that determines what the
user can see and do, email notifications they receive about system activity, and the default
language in which the application displays. See "User Attributes Overview" on page 74 for
details about attributes you can assign after an account is created.

See "User Roles Reference" on page 80 for information about user roles
and their permissions within Accolade.

To help streamline user creation in your system, consider the following:

« Template Users - Create template users that represent various employee
responsibilities in your organization. For example, to configure all your Project
Managers in your Europe office the same, create a template user account called
ProjectManager-Europe. Configure that user with the roles, access group, security
settings, and so on that you want to assign to your Europe-based Project Managers.
When you create a user account for a new Project Manager in Europe, you can select to
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copy the account's attributes into the new account.

¢ Importing and Updating User Accounts - You can import multiple users using a
specially formatted spreadsheet file. Importing users in this manner is useful when you
are first setting up your system.

¢ Synchronizing with Active Directory - If your company uses Microsoft's Active
Directory for user authentication and administration, you can synchronize the user
accounts defined in Accolade to those defined in your Active Directory server.
Synchronizing the user data between your Active Directory and Accolade allows you to
maintain user data such as email addresses and user names in the Active Directory
without having to maintain the information in multiple locations.

Creating Accolade User Accounts

Create an Accolade user account for each employee that accesses Accolade. The user
account contains the attributes the employee needs to do their job and to log in to Accolade.

The procedure below details how to create an individual account. See the additional topics in
the Learn More section for information about defining attributes to the user account. To create
multiple users at the same time, see "Importing and Updating Accolade User Accounts" on
page 58. If your company uses Microsoft’s Active Directory for user authentication and
administration, you can synchronize the user accounts in Accolade to those defined in your
Active Directory.

To create a user account:

1. From the System menu, select Security & Groups > User Admin.

2. Click L+ to display the Add New User dialog box.

3. Complete the following information about the user:

Required fields display with red text and an asterisk * if the field is empty.

Field Description

User Name Enter the user's name as you want it to display in
Accolade.

(Optional) If the Enable User Profile Images
system parameter is enabled, add a user profile
image that displays with the user's name in various
locations within aoccgolades click - - nextto the user

name, click Choose Image, navigate to and select
the image to add, and click Upload File. To remove
a profile image, click the image next to the user
name and click Remove.

Note: To display as an image within
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Field Description

Accolade, an image file must be one
of the following file types: .bmp, .dib,

.gif, .jpg, .jpeg, .jpe, jfif, or .png.

Login Enter the login the user uses to access Accolade.

You may consider keeping logins consistent, such
as first initial and last name (jdoe) or first name.last
name (jane.doe).

Depending on how Accolade is installed, a user’s
login name could be the same as the login in their
Windows domain account, or local machine account.
For Windows Authentication, logins are
<domain>\<login name> where <domain> is the
network domain and <login name> is the login
assigned to the user.

Email Address (Optional) Enter the user's corporate email address.
Accolade uses this address for email notifications
and for email links throughout the system.

Chat Address (Optional) Enter the user's address for your
company's selected chat tool.
Resource Pool (Optional) Select the resource pool to which the

user belongs. Users are grouped into resource pools
for resource planning purposes for assignments to
projects.

Note: This field is only available if your
company uses the resource
planning components within
Accolade and at least one resource
pool is defined.

Copy From (Optional) Click [None] and select the user whose
configuration details you want to copy to this user.

To filter the list of users, enter one or more search
criteria to filter by name, login name, email address,
function, or extended field.

¢ Clicking Select current user will assign the role
to the current user (if they have the appropriate
rights).

¢ Selecting a Function in the drop-down will
display available users that are assigned to the
function. The current selection defaults to the
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Field

Description

function to which you are assigning a user,
however depending on the project configuration,
you can assign any user.

« Clicking the Show advanced filters check box
displays or hides the additional filter options.

« Clicking Clear removes the current user
assignment and displays [None] to indicate that
no user is assigned.

Copying configuration details from existing users
ensures that users that you want to have the same
permissions are set up identically. It allows you to
assign most of the details automatically, including
the initial All My Work page and Stages page
column configurations, and only make a few
changes to the user.

For example, you may have a set of Process
Managers in your organizations that all receive the
same configuration. Create one, and then copy the
configuration to all others.

Create a group of template users that have
the appropriate functions, roles, extended
fields, and other details that apply to all
users in a group. Associating a template
with each user applies details
automatically as part of the create process.

4. Click Create to create the user account.

5. Complete the user setup by adding or updating the following:

¢ Assign general user details.

¢ Add userroles and rights.

* Grant access group permissions.

+ Add custom details and extended fields, if set as active for the user.

¢ Define security list and/or security profiles, if in use by your company.

* Define user functions.

¢ Set up user-specific menu items and links.

¢ Set up project email notifications.

e Setup HTML report notifications.
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Importing and Updating Accolade User Accounts

Accolade provides Administrators and Process Designers the ability to export user accounts to
update information, and to move configuration between environments. For example, if you are
first setting up your system or opening a new office and have multiple user accounts to create
at once, or if you need to update accounts such as renewing a user's access on a periodic
basis, you can do so in two ways. Either execute all changes directly from the User Admin
dashboard (See Updating User Accounts) or use a spreadsheet file with worksheet tabs to
create and update the user accounts within Accolade. Below are details on how to update by
spreadsheet.

Current user accounts can be downloaded from an Accolade environment, changes made to
the data, and then uploaded either into the same environment, or moved into a new
environment.

Administrators who wish to make bulk updates to user logins by spreadsheet can do so with
the User Importer feature.

Create a group of template users that have the appropriate functions,
roles, extended fields, and other details that apply to all users in a group.
Associating a template with each user applies details automatically as
part of the import process. Using filters allows you to assign details to a
variety of sub-groups or combinations of groups.

Important! In very large implementations we recommend running user imports in
batches. The size of the batches will depend on the server performance and the
number of updates per user, so that, for example, no more than a few thousand
users are imported at a time.

A download of current user accounts exports the user account configuration information into a
spreadsheet file with the parts grouped into tabs.
To download user accounts:

1. From the System menu, select Security & Groups > User Admin.

2. Select the users that you want to download.

To narrow the list by function or user name, add the criteria to filter by in the appropriate
filter text box. These filters are case insensitive. To download all users, clear all search
filters.

3. Click = in the users panel to view details of selected users.

4. Click il in the users panel.

By default, the file exports automatically to a temporary internet files directory. Save it to
a more accessible location.
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To import user accounts into Accolade:

1.
2.

Ensure the data within the spreadsheet meets the requirements for a successful import.

Remove any user account information that you do not want to include in the upload from
the spreadsheet and save the file.

From the System menu, select Security & Groups > User Admin.

Click 1: in the users panel.
Click Load File and select the spreadsheet file to load.
Click Upload File.

Accolade uploads the changes to the user accounts in the spreadsheet and adds any
new user accounts with unique user logins.

To update user logins en masse:

1.

2.
3.

After downloading the spreadsheet file, navigate to the UpdateUserLogins tab. This is
the last tab on the downloaded spreadsheet file.

Note: The UpdateUserLogins tab will be pre-filled with the existing user
login data from your selection.

Fill in the New User Login column with updated user logins.

Follow the previous steps to import updated spreadsheet file into Accolade.

Applying Template User Settings to Existing Users

In Accolade versions 16.0 and later, Administrators can apply the settings of an existing user
(hereby referred to as a "template user") to other existing users. This can be done via the
Accolade User Interface (Ul), the application programming interface (API), or by using the
User Importer feature. The instructions below discuss how to use the User Importer feature to
apply the settings of a template user to an existing user. See Updating User Accounts for
instructions on how to use the Accolade User Interface instead.

To apply template user settings to existing users:

1.
2.

From the System menu, select Security & Groups > User Admin.
Select the users that you want to download.

To narrow the list by function or user name, add the criteria to filter by in the appropriate
filter text box. These filters are case insensitive. To download all users, clear all search
filters.

Click -.: in the users panel to view details of selected users.

Click I!l in the users panel.
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10.
11.

12.
13.
14.

By default, the file exports automatically to a temporary internet files directory. Save it to
a more accessible location.

From the User Admin dashboard, search for the template user you wish to copy.
Select the appropriate template user from the search results list.

In the General Details tab of the User Admin dashboard, copy the template user's
login.

In the downloaded spreadsheet, navigate to ImportUsers tab, which is the first tab and
displayed by default.

In the Copy From User column, paste the copied template user's login for each existing
user whose settings you wish to update.

Save the file.

From the System menu, select Security & Groups > User Admin.
Click 1- in the users panel.

Click Load File and select the spreadsheet file to load.

Click Upload File.

Accolade uploads the changes to the user accounts in the spreadsheet and adds any
new user accounts with unique user logins.

User Account Settings Included in the Spreadsheet File

The columns in the downloaded spreadsheet include the settings for each user account in the
order listed below. For a description of each user account setting, see the Creating Accolade
User Accounts or User Attributes Overview topics in the online Help.

Important! Using the import and export tools to update configuration can result in
unintended changes if information is missing or creates an error during the import
process. Sopheon recommends reviewing Importing and Exporting Configuration
Best Practices in the online help before making changes in a production
environment.

e Import Users

Column Name | (‘ccePted Vallies on Additional Notes
Upload*
User Name Alphanumeric If blank, the user account does not upload.
characters,
underscore**
User Login Any Use the format with which the user accessed
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Column Name

Accepted Values on
Upload*

Additional Notes

Accolade, such as domain\username or
username@domain.com.

Used for matching for upload.

If a user account exists, its settings are
changed with the values in the uploaded file.

If a new, unique system name exists in the
file when uploaded, a new user account is
created.

If blank, the user account does not upload.

Email Valid email address | Can be blank.
Address
Chat Valid chat address Can be blank.
Address
Resource Valid resource pool | Can be blank.
Pool display name
Copy From User login of user Use the format (username) without the
User account to copy parentheses.
from If the import creates a new user account, the
copy from user account settings will be used
for the new user setup, and all other tabs in
the import worksheet will be ignored.
Can be blank.
Language An active language | If blank, defaults to English.
Date Format | Avalid date format | If blank, defaults to MMM dd, yyyy (Feb 28,
enum 2020).
Expiration Valid date Use the format MM/DD/YYYY.
Date Can be blank.
Active Yes, Y, True, 1, X* All other values are treated as No on upload.
Show Yes, Y, True, 1, X* All other values are treated as No on upload.
Messages
Enable Auto | Yes,Y, True, 1, X* All other values are treated as No on upload.
Search
Reporting None If blank, defaults to None.
Rights Refresh
AlIRights
My Project Yes, Y, True, 1, X* All other values are treated as No on upload.
Page
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Column Name Accepted Values on Additional Notes
Upload*

Updates

Email HTML If blank, defaults to Plain Text.

Format Plain Text

Send Email | Valid number If blank, defaults to 7.

Number of

Days before

Defined

Date

Delete Yes, Y, True, 1, X* All other values are treated as No on upload.

* For any column that accepts Yes, Y, True, 1, or X, you can also enter No, N, False, or 0 if it helps you when
entering data in the spreadsheet. All values other than Yes, Y, True, 1, or X are treated as No when you
upload the spreadsheet.

** Limited to characters between a-z, A-Z, and 0 - 9, and the underscore (_).

» Security Lists

Security lists are optional when importing user accounts. The worksheet must be
included in the spreadsheet file, but can be left blank if the users do not have security

list assignments.

Column Name Accepted Values on Additional Notes
Upload
User Login | Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Security Valid security list Can be blank.
List Name system name
Security Valid security list For each security list field above, include the
List Value value system name | value for that field to assign to each user. For
multi-select extended fields, include a
separate row for each value.
On import, if a security list value is not
included in the sheet, the existing settings for
that user are preserved for that field. If a value
currently assigned to a user is not included in
the sheet, the value is removed from the user.
* Functions
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Column Name Accepted Values on Additional Notes
Upload
User Login Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Function Valid function Include a separate row for each function.
system name
* Roles
Column Accepted Values on Additional Notes
Name Upload
User Login | Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Role Valid Accolade Include a separate row for each role.
user role
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 Portfolio Optimizer Rights

Portfolio Optimizer is an optional Accolade component that may not be used by your
company. The worksheet must be included in the spreadsheet file, but can be left blank
if you do not use Portfolio Optimizer.

Column Accepted Values on Additional Notes
Name Upload
User Login | Valid Accolade user | Used for matching for upload. Must match a
login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Right PortfolioLoad Include a separate row for each right to be
PortfolioSave assigned.
ScenarioLoad
ScenarioSave

e Pools Rights

Resource Planning is an optional Accolade component that may not be used by your
company. The worksheet must be included in the spreadsheet file, but can be left blank
if you do not use Resource Planning.

Column Accepted Values on Additional Notes
Name Upload
User Login | Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Pool Name | Valid resource pool | Include a separate row for each pool.
display name Can be blank.

¢ Extended Fields

Column Name Accepted Values on Additional Notes
Upload
User Login Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Extended Valid extended Enter ExtendedField_ and the field ID of the
Field 1...10 field name field being updated.
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Column Name

Accepted Values on

Additional Notes

Upload
This entry, in combination with the data type
field in the next column, identify the field being
updated. For example, use the following
format: ExtendedField_1 or ExtendedField_
24,
Extended Date Enter the data type of the field being updated.
Field Data List This entry, in combination with the Extended
Type Long String Field value in the previous column, identify the
Multi-Select field being updated.
Number
String
Value Valid extended For each extended field above, include the
field value value for that field to assign to each user.

For multi-select extended fields, separate
values using a pipe (| ) character.

On import, if an extended field value is not
included in the sheet, the existing settings for
that user are preserved for that field. If a value
currently assigned to a user is not included in
the sheet, the value is removed from the user.

If an extended field that is defined as required
is not included or does not include a value, the
user is set to inactive.

¢ Access Groups

Column Name

Accepted Values

Additional Notes

on Upload
User Login Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users

worksheet.

If a user account exists, its settings are
changed with the values in the uploaded file.

Access Group

Valid access
group system
name

Include a separate row for each access
group.

If users are assigned a root level or parent
access group, they will be automatically
assigned to the child groups of that access
group.
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Column Name

Accepted Values

Additional Notes

on Upload
Important! Access group
permissions are not always
additive to what is already defined
in the Accolade environment.
The Administrator doing the
import can only make changes to
access groups that they can
manage. With matching access,
the import will add or replace
access groups according to what
is specified in the file.
Do not leave the column blank
unless you intend to clear out the
settings for the specified user.
Access Yes, Y, True, 1, All other values are treated as No on upload.
X*
Manage Team | Yes,Y, True, 1, All other values are treated as No on upload.
X*
Manage Yes, Y, True, 1, All other values are treated as No on upload.
Process X*
Add Project Yes, Y, True, 1, All other values are treated as No on upload.
X*
Migrate Yes, Y, True, 1, All other values are treated as No on upload.
Project X*
Delete Project | Yes, Y, True, 1, All other values are treated as No on upload.
X*
Delete Activity | Yes, Y, True, 1, All other values are treated as No on upload.
X*
View Yes, Y, True, 1, All other values are treated as No on upload.
Configuration X*
Edit Yes, Y, True, 1, All other values are treated as No on upload.
Configuration | X* If Edit Configuration is selected as Yes,
View Configuration will automatically
defaultto Yes.
Member Of Yes, Y, True, 1, All other values are treated as No on upload.
X*

MemberOf access does not
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Column Name

Accepted Values
on Upload

Additional Notes

propagate down to child groups.

Admin Of

Yes, Y, True, 1,
X*

All other values are treated as No on upload.

AdminOf access does propagate
down to child groups.

* For any column that accepts Yes, Y, True, 1, or X, you can also enter No, N, False, or 0 if it helps you when
entering data in the spreadsheet. All values other than Yes, Y, True, 1, or X are treated as No when you
upload the spreadsheet.

¢ Security Profiles

Security profiles are optional when importing user accounts. The worksheet must be
included in the spreadsheet file, but can be left blank if the users do not have security
profile assignments.

Column Name

Accepted Values on

Additional Notes

Upload
User Login Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Security Valid security If system name is entered, then the value is
Profile profile system TRUE for that system name.

name

¢ UserLinks

Column Accepted Values on Additional Notes
Name Upload
User Login | Valid Accolade user | Used for matching for upload. Must match a
login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Title Alphanumeric If blank, the link does not upload.
characters,
underscore**
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Column Accepted Values on Additional Notes
Name Upload
Link http:// If blank, the link does not upload.
https://
ftp://
file://
qvp://
mailto:
callto:
URL Valid link URL If blank, the link does not upload.
Link Any number 1-5 If blank, the link does not upload.
Number

** Limited to characters betweena-z, A-Z,and 0 - 9, and the underscore ( _ ).

* Email Notifications

Column Name Accepted Values on Additional Notes
Upload*
User Login Valid Accolade user | Used for matching for upload. Must match a
login user login from the Import Users
worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Notification Valid email Can be blank.
notification option
See the Email
Notification
Distribution
Reference topicin
the online Help for
options.
On Selected Yes, Y, True, 1, X* If YES is entered, select at least one of the
Days day options on the Email Days worksheet.
All other values are treated as No on upload.
Immediately | Yes, Y, True, 1, X* | Allothervalues are treated as No on upload.
Notification Valid notification If blank, the notification does not upload.
System system name
Name

* For any column that accepts Yes, Y, True, 1, or X, you can also enter No, N, False, or 0 if it helps you when
entering data in the spreadsheet. All values other than Yes, Y, True, 1, or X are treated as No when you

upload the spreadsheet.
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¢ Email Days

Column Name Accepted Values on Additional Notes
Upload*
User Login Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.
If a user account exists, its settings are
changed with the values in the uploaded file.
Monday Yes, Y, True, 1, X* | All other values are treated as No on upload.
Tuesday Yes, Y, True, 1, X* | All other values are treated as No on upload.
Wednesday Yes, Y, True, 1, X* | All other values are treated as No on upload.
Thursday Yes, Y, True, 1, X* | All other values are treated as No on upload.
Friday Yes, Y, True, 1, X* | All other values are treated as No on upload.
Saturday Yes, Y, True, 1, X* | Allother values are treated as No on upload.
Sunday Yes, Y, True, 1, X* | All other values are treated as No on upload.

* For any column that accepts Yes, Y, True, 1, or X, you can also enter No, N, False, or 0 if it helps you when

entering data in the spreadsheet. All values other than Yes, Y, True, 1, or X are treated as No when you
upload the spreadsheet.

¢ Assignment Notifications

C;L”':e" Accepltjep'”:g;a;fes on Additional Notes
User Login | Valid Accolade Used for matching for upload. Must match a
user login user login from the Import Users worksheet.

If a user account exists, its settings are
changed with the values in the uploaded file.

Past Stages | Yes, Y, True, 1, X* | All other values are treated as No on upload.

Current Yes, Y, True, 1, X* | All other values are treated as No on upload.

Stages

Future Yes, Y, True, 1, X* | All other values are treated as No on upload.

Stages

* For any column that accepts Yes, Y, True, 1, or X, you can also enter No, N, False, or 0 if it helps you when

entering data in the spreadsheet. All values other than Yes, Y, True, 1, or X are treated as No when you
upload the spreadsheet.

Notes:

» Accolade Portfolio Optimizer is an optional Accolade component that you may
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not have access to. To implement this solution, contact Sopheon Customer
Support.

¢ Resource Planning is an optional Accolade component that you may not have
access to. To implement this solution, contact Sopheon Customer Support.

Deactivating and Removing User Accounts

As employees change roles or leave your company, you can choose to remove their Accolade
user all together, or disable their access by deactivating the user account.

» Deactivating User Accounts - Deactivating a user account removes the access for
that user, allowing Administrators to save the account information, but ensuring the user
cannot access Accolade. Reactivation reinstates assignments and email notification
settings as they were set prior to deactivation. Deactivate accounts for situations such
as a leave of absence, or a time period when an employee does not require Accolade
access. If you use Active Directory to maintain user information in Accolade, you can
disable users in Active Directory to deactivate them in Accolade; however, you cannot
reactivate an Accolade user account using Active Directory.

« Removing User Accounts - Removing a user account removes the user from any
default assignments within process models, and removes the user from any project
teams. However, the user is not removed as the owner of deliverable or activities in
either completed or currently in progress documents. Create reports identifying the
deleted user's assignments to identify what needs reassignment.

Removing a user does not delete the user name from the system. For historical record
and auditability purposes, projects and other areas of the system will still reference the
original user name even when that user is removed. To mask the user name, change
the user's name to a generic placeholder like Bob M###H##HHE. A name with a strike-
through indicates a deleted user (i.e., Bob-M#HHHHE) throughout the system.

Removing a user deletes the following user data:
¢ UserImage
¢ User Email
¢ Chat Address
¢ User extended field values

Additionally, when a user is deleted, the system maintains the state of the user account
at the time of deletion for historical and auditability purposes. For example, if a user is
active at the time of deletion, the user account will still be marked as active in the
database.
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To deactivate a user account:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

» Selecting a Function in the drop-down will display available users that are
assigned to the function.

» Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

» Click More options check box displays or hides the additional filter options.

¢ In the Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

¢ Active Users Only - excludes inactive users.
¢ Show All Users - displays active and inactive users.

¢ Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

« In the Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, select the user(s) to modify.

3. Inthe General Details section, clear the Active check box to indicate the useris
deactivated.

4. Click Save to save your changes.

To remove a user account:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

¢ Selecting a Function in the drop-down will display available users that are
assigned to the function.

¢ Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

¢ Click More options check box displays or hides the additional filter options.

« In the Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

¢ Active Users Only - excludes inactive users.

¢ Show All Users - displays active and inactive users.
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» Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

» Inthe Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, select the user(s) to modify.

3. Click Delete User(s) and click OK at the prompt.

Notes:

¢ Remove user accounts when employees are no longer with your company or if a
user withdraws consent in accordance with GDRP regulations. If you remove a
user, inform the Process Designers in your organization to update default
assignments on process models, as necessary. Understand that deleting a user
is a permanent action and cannot be restored. If a user might be reactivated in
the future, consider deactivating the user account instead of deleting it.

Locating Records of User Changes

You can find the history of changes to Accolade users in the history tables in the Accolade
database. Each separate change to a user record is identified by a HistorylD column in each
table.

The following tables record user history:

» HIS_Users - Records who made the change and when as well as user details such as
name, user login, email address, custom links, Home page assignment, Table Wizard
rights, and other details on the Details tab of the User page.

» HIS_UserRoles - Contains the list of roles assigned to each user.

This data is only available in database tables; therefore, a familiarity with SQL Server
Management Studio is necessary for accessing the data. Contact Sopheon Customer Support
for additional information.

Auditing System Access

Accolade maintains a record of every user attempt to log on to Accolade. Using the information
in the user access logs, Administrators can determine which users are actively accessing
Accolade and conduct general system security audits. The user access logs contain the
following information and are saved according to the Number of Days to Maintain User
Access Logs parameter setting:

» The date and time of the login attempt.

e The Windows ID of the user logging in.

* Whether each login attempt was successful.

e The Accolade user name and system ID of the user who successfully logged in.
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¢ The IP address, the browser version, and operating system of the client machine.
¢ The client machine's language setting as accepted by the Accolade server.

To access the data about user log in history, design reports using the RV_UserAccessLog
and RV_UserAccessLastLogin reporting views. See Design Charts and Reports Overview.

SQL Query Examples

The following are example SQL queries that you can use to create reports regarding user
access to Accolade.

SQL query to gather all user access log information:

SELECT * FROM RV_UserAccesslLog

This query generates an HTML report similar to the following:

LoginDate  UserlLogin UserlD | Name LoginResult | IPAddress Language |UserAgent
2013 05 16 Mazilla’s.0 (compatible;
a3 | DEM3Y 3 e D = - MSIE 5.0; Windows NT 6.1;
07:117:43 DEMOVane doe 36 Jane Doe Succeeded 192.168,101.99 en-U3s MSIE H 5 M H
WOWS4; Trident/5.0)
2013 05 16 Mezillals.0 (compatible;
07 1,3__;9 DEMO\jane doe 36 Jane Doe Succeeded 192,168.101.99 an-Us MSIE 9.0; Windows NT &.1;
T WOWE4: Trident/5.0)
2013 05 16 Maozilla/5.0 (compabible;
GB'1-='£9 DEMOjane doe 36 lane Dos Succesded 192.16B8.10L.99 en-Uus MSIE 2.0; Windows NT 8.1;
T WOWE4; Trident/5.0)
2013 05 16 . Magzilla/s.0 (compatible;
0B:18:41 | PEMOVjane doe 36 lane Dos Succesded | 192.168.101.99 en-us MSIE 5.0; Windows NT 6.1;
T WONGE4; Trident/5.0)

SQL query to gather the date of last attempted log in for each user:

SELECT UserLogin as Login, LastLoginDate as "Login Date" FROM RV_
UserAccessLastLogin order by LastLoginDate desc

This query generates an HTML report similar to the following:

by Most Recent Login
Login Login Date
DEMOVbrenda majors 2014 03 26 11:42:17
| DEMO\Administrator 2014 03 25 09:25:38
DEMZ'jane doe [Mone]

SQL query to gather the users that have not attempted access in 6 months or more:

SELECT Name, UserlLogin as Login, LastLoginDate as "Login Date"
FROM RV_UserAccessLastLogin
WHERE (LastLoginDate IS NULL OR CONVERT(DATETIME, REPLACE
(SUBSTRING

(LastLoginDate, 1, 10),'",")) < dateadd(month,-6,GetDate())
)

order by LastLoginDate desc
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This query generates an HTML report similar to the following:

L S Mok ko €l n Tor b months or mon

i
Name Login Login
Date
Demao Administrator . DEMOVAdministratar [Nene]
Brenda Majors DEMOVbrenda majors [Nane]
Jane Doe DEMOYyane doe [None]

User Attributes Overview

After creating a user account, administrators also assign each user a set of attributes that
defines the following:

» Active Status - Determines if the user account is active or deactivated.
» Default Language - Determines the language in which text within Accolade displays.

» Date Format - Determines the format, such as MM/dd/yyyy or dd/MM/yyyy in which
dates display and are entered in Accolade.

» User Roles - Determines the portions of the application the user can see and what
types of tasks he or she can complete in Accolade. The user role, like their login name
and email address, belongs to the user regardless of which projects or access groups
the user is assigned.

* Rights to Additional Accolade Features - Determines what permissions the user has
when using Accolade Office Extensions for creating reports and spreadsheets, and for
portfolio analysis using Accolade Portfolio Optimizer.

« Access Groups and Security Settings - Determines which projects, documents, and
process models the user can view and/or edit.

¢ Project Management Rights - For the Process Manager and Idea Manager roles,
determines the projects that the user has project management rights, such as the ability
to delete a project, based on access group.

« Email Notifications - Identifies which events generate and send an automated email
notification to the user.

* Links to Additional Sites and Content - Provides access to websites, FTP sites,
email, or local intranet sites through additional menu options. Links defined here are
user-specific. To define this type of link that is available for all users, or users assigned
a specific role, see "Adding Menu ltems for Multiple Users (Global Links)" on page 386.

Individual users can modify and add some details within their user profile, such as email
notifications and subscribing to reports.

Important! Prior to assigning attributes to user accounts, ensure that your
company's access groups and security lists are defined.
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Note: You can also select multiple users and update them at once. To do this,
select one, and press and hold your Shift key to select multiple in a row, or
press and hold your Ctrl key and select multiple users from separate
locations on the list. Then, click on the View Details icon, and all attributes
related to the selected users will load.

If there is a tick in attribute check-boxes, all users share this attribute. If there
is a blue box in attribute check-boxes, one or more users share this attribute,
but not all. Updates done to any attributes here will apply to all users.
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Assigning General User Details

For each user account you create, assign general settings including whether the user account
is active, receives confirmation messages for successful actions within Accolade, expires after
a specific date, and the default display language and date format for the user.

Users can change settings for all general details except their user name, login, and active
status within their own user profile.

To assign general user settings:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

« Selecting a Function in the drop-down will display available users that are
assigned to the function.

« Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

« Click More options check box displays or hides the additional filter options.

« Inthe Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

« Active Users Only - excludes inactive users.
« Show All Users - displays active and inactive users.

* Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey jtalics.

* Inthe Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, click the name of the user to open the user details for editing .

3. Ensure the General Details tab is selected and specify the following information for the

user:
Field Description

Language Select the language in which the application text
displays. The default language is English.

Date Format Select the display and entry format for dates.
The default date format is MMM dd, yyyy (Feb 28,
2016).

Expiration Date Enter the last date on which the user's account is
active.
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Field

Description

After this date, the user's account is automatically
deactivated. Deactivated users are not removed from
Accolade; however, they do not have access to any
Accolade information.

For example, you may set an expiration date if you
require users to submit access requests on a yearly or
more frequent basis, or if a user only requires
temporary access to Accolade information.

Use a spreadsheet file to import the
expiration date for multiple users at once.

User Name

Update the user's name as you want it to display in
Accolade.

(Optional) If the Enable User Profile Images system
parameter is enabled, add a user profile image that
displays with the user's name in various locations
within Accolade, click next to the user name, click

Choose Image, navigate to and select the image to
add, and click Upload File. To remove a profile image,
click the image next to the user name and click
Remove.

Note: To display as an image within
Accolade, an image file must be one of
the following file types: .bmp, .dib, .gif,
Jjpg, .jpeg, .jpe, jfif, or .png.

Login

Update the login the user uses to access Accolade.

Depending on how Accolade is installed, a user’s login
name could be the same as the login in their Windows
domain account, or local machine account. For
Windows Authentication, logins are <domain>\<login
name> where <domain> is the network domain and
<login name> is the login assigned to the user.

Note: You may consider keeping logins
consistent, such as first initial and last
name (jdoe) or first name.last name
(jane.doe).

Email Address

(Optional) Enter the user's corporate email address.

Accolade uses this address for email notifications and
for email links throughout the system.
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Field Description
Chat Address (Optional) Enter the user's address for your company's
selected chat tool.
Resource Pool (Optional) Select the resource pool to which the user
belongs.

Users are grouped into resource pools for resource
planning purposes for assignments to projects.

Note: This field is only available if your
company uses the resource planning
components within Accolade and at
least one resource pool is defined.

Show confirmation Select this check box to enable or disable the display of
messages confirmation messages as the user successfully
completes actions within the system.

Disabling this option does not disable the display of

error messages.
Enable Auto Search Select this check box to enable or disable an automatic
on Project Creation search for projects with the same or similar names or

descriptions when creating new projects.

When enabled, Quick Search finds and displays
existing projects that match the new project name or
description. Use this feature to help discover if like-
projects exist so Process Managers do not duplicate
efforts when creating projects.

4. Selectthe Active check box to activate or deactivate the user.

5. Click Save to save your changes.

Notes:

¢ User details, such as name, login, email, and chat, show for each user when
editing multiple users.

Assigning User Roles and Rights

User roles determine the portions of the application the user can see and what types of tasks
the user can complete in Accolade. The user role belongs to the user regardless of which
projects or access groups the user is assigned.

Rights determine what permissions the user has when creating Accolade online reports or
reports with the Accolade Office Extensions add-in, and for portfolio analysis using Accolade
Portfolio Optimizer.
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Use a spreadsheet file to import or update the roles and rights for multiple
users at once.

To assign roles and rights to one or more users:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

» Selecting a Function in the drop-down will display available users that are
assigned to the function.

» Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

» Click More options check box displays or hides the additional filter options.

¢ In the Active/lnactive drop-down, select to filter users by active and inactive

status from the following options:
* Active Users Only - excludes inactive users.
¢ Show All Users - displays active and inactive users.

¢ Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

¢ Inthe Roles drop-down, select a specific role to apply to filter the user list.
In the Users list, click the name of the user to open the user details for editing.
Select the Roles and Rights tab.

Select the check boxes next to the roles to assign.

o & 0D

In the Reporting Rights section, select the permissions to grant to this user when
creating and viewing reports containing Accolade data in the Accolade Office
Extensions add-in or Accolade online reports.

¢ None - The user cannot create or refresh reports created using the add-in or online
reports.

* Refresh Workbook Data - The user can refresh to view the most current data in
reports, but cannot create or modify the reports. This is the only option for users
assigned only the Read Only role.

¢ All Rights - The user has full permissions to create and refresh reports.

6. Inthe Portfolio Optimizer Rights section, select the permissions to grant to this user
in Portfolio Optimizer.

If a user has Load Portfolio rights, projects load as follows in Portfolio Optimizer:

 |f a user has the Process Manager user role, all projects in access groups to which
they have Manage Process rights are loaded when they select to load a portfolio.
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They can choose to select the Include All Projects | Can Access option to load all
projects that they have security access to, which may include projects they do not
have Manage Process rights to.

» If auser does not have the Process Manager user role, or has the role without
Manage Process rights, they must select the Include All Projects | Can Access
option within Portfolio Optimizer when loading portfolio data. They can work with the
data within Portfolio Optimizer; however, they cannot commit changes to projects in
Accolade.

« If a Process Manager cannot load all the projects that have demand on a given
resource pool, demand data for that pool is incomplete, preventing resource
availability from being calculated accurately. To give managers complete demand
data in Portfolio Optimizer, you can allow them to load all the projects that have
demand on those pools using the check box and selecting all the pools. However,
allowing managers to load projects over which they do not have Manage Process
rights also enables them to reschedule resource demand and gate meeting dates in
those projects using Portfolio Optimizer.

Users must have Save Portfolio rights, the Process Manager user role, and Manage
Process rights in all projects that have changed to save changes made in Portfolio
Optimizer back to Accolade.

See the Portfolio Optimizer Online Help, available within the Portfolio Optimizer
application, for additional information.

7. Inthe Additional Rights section, select the Allow Updates from My Work page
option to allow the user to update multiple projects at once using the download and
upload feature for projects from the My Work page.

This setting applies only to Project Managers, Idea Managers, and Project Team
Members.

8. Click Save to save your changes.

Notes:

¢ Accolade Portfolio Management and Portfolio Optimization are optional
Accolade components that you may not have access to. To implement these
solutions, contact Sopheon Customer Support.

User Roles Reference

A user role is an attribute assigned within a user account that determines what pages the user
can see and what tasks the user can complete within Accolade. A user role determines:

» The default Home page displayed when first entering Accolade. The default home
pages listed in the descriptions below are the Home pages that display if only that role is
assigned. Administrators and Process Designers have the ability to set different home
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pages for different user roles using Global Links.

* The menus available in the menu bar.

¢ Tasks the user can complete.

Note: Role names within Accolade are configurable. The roles referred to
throughout this documentation use the default role names provided in

Accolade.

A user role does not determine which projects and documents users can see. That visibility
depends on the user’s place in the access groups hierarchy and on the user’s security profile,

if any.

Process Execution Roles

Several different types of managers have control over various objects such as projects, project

gates, and reference tables, while other roles are necessary to participate in projects. Process

execution roles include:

Role

Description

Document Reviewer *

Document Reviewers review and edit deliverable documents
through a structured process defined in a workflow. This role
is required to assign someone as an action ownerin a
workflow process. This role is typically combined with other
roles to allow users to review documents in addition to their
other tasks.

Document Reviewers can:

« Be assigned to an action in a workflow.

» Complete an action in a workflow.

» Enter decisions in the details of a deliverable's workflow.

Access groups control a Document Reviewer's access to
deliverables.

The Document Reviewer role exists only if your company has
purchased the Collaborative Workflow features.

Default Home Page: All My Work

Executive

Executives monitor projects and serve as gatekeepers at
gate meetings, and are typically upper-level management
employees. Executives are people in the organization that
make Go or No Go decisions throughout the Phase Gate
process.

Executives can:
« Be assigned as a gatekeeper on a project.

» View dates for upcoming gate meetings and view project
information through Upcoming Gates.
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Role Description

¢ Search for and view published documents.

¢ Use discussions and email to communicate with other
gatekeepers on a project.

¢ View summaries and comparisons of project information
using charts and reports.

Executives cannot modify data in the system unless they are
assigned a role that allows them to do so.

Default Home Page: Charts & Reports

Gate Manager Gate Managers oversee gate details and the creation and
completion of gate documents. A user with the Gate Manager
role receives the management rights over the datain a
specific gate when assigned as the gate owner of that gate.

Gate Managers can:

¢ Be assigned as gate owners.

¢ Manage gate details, upload gate documents, and change
gatekeepers on gates they own.

Default Home Page: Upcoming Gates

Idea Manager * Idea Managers filter submitted ideas and guide idea projects

through the evaluation process. Idea Managers throughout

your company may have different responsibilities depending

on their management rights.

Idea Managers with sufficient rights can:

¢ Review new ideas and either begin work on the project,
migrate, close, or delete the idea project.

¢ Request that the idea submitter resubmit the idea, if
necessary, and cancel resubmissions.

¢ Update idea project details such as project name, project
manager, and description.

¢ Upload versions of unowned deliverables, activities, and
gate documents.

¢ Delete deliverables and activities that do not apply.

« Update gate meeting details, change a gatekeeper for a
gate meeting, enter gate meeting decisions, and upload
gate documents for gates with no owner.

¢ Act as the project manager or gate owner when an idea
project or gate has no assigned owner.

The Idea Manager role exists only if your company has

purchased the Idea Submission or Accolade Idea Lab.

Default Home Page: All My Work
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Role

Description

Process Manager

Process Managers guide projects through the Phase Gate
process from project creation to staffing to deleting the
project when it is complete. Process Managers throughout
your company may have different responsibilities depending
on their management rights.

Process Managers with sufficient management rights can:
« Create, edit, migrate, close, and delete projects.

¢ Add and remove team members, including the project
manager.

e Update project details such as project name, description,
and group.

» Upload versions of unowned deliverables, activities, and
gate documents.

¢ Delete activities that do not apply.
e Enter project status.

« Set gate dates, enter gate meeting decision, and change a
gatekeeper for a gate meeting.

« Act as the project manager or gate owner when a project
or gate has no assigned owner.

Default Home Page: Upcoming Gates

Project Manager

Project Managers oversee the completion of one or more
projects. Process Managers assign Project Managers to
projects when the project is created. Users assigned the
Project Manager role can be assigned as a Project Manager
to a project.

When assigned to a project, Project Managers can do the
following within that project:

e Add team members (if the Project Manager has Manage
Team rights)

» Assign ownership of deliverables and activities.
» Upload versions of unowned deliverables and activities.

« Change the project name, description, and enter project
status and metrics.

e Maintain related documents.

* Requestresources.

Project managers cannot:

» Change the project manager or gate owners.
» Enter gate details and results.

» Create, close, or delete projects.
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Role Description

Some members of a project team may have both the Project
Team Member and Project Manager roles. However, if they
are added to the project as a Project Team Member, they
only have Team Member rights in that project.

Default Home Page: All My Work

Project Team Project Team Members research and complete work on one
Member more assigned projects.

Team Members can:
¢ Locate projects and assignments through All My Work.

¢ View project information and communicate with other
project members through the project pages.

¢ Create and publish deliverable and activity versions for
documents they own.

¢ Assign activities for deliverables that they own to other
members of the team.

¢ Add related documents to the project.
¢ Refresh charts and reports based on assigned rights.

¢ View any project that is visible to them or to which they are
assigned using Search.

Default Home Page: All My Work

* These roles are available with purchase of their respective features.

Reduced Access Roles

Assign reduced access roles to users that need only visibility or limited rights to edit into one or
more projects within your organization. Reduced access roles include:

Role Description
Restricted Team Restricted Team Members work on deliverables or activities
Member in projects. They are not able to see any project information

other than the deliverables and activities they own, nor do
they have permission to use reporting mechanisms. Assign
this role to consultants or other outside experts (either outside
the company or outside the project team) to produce a
deliverable in a project without being given access to any
other project information.

Restricted Team Members can:

¢ Locate and edit deliverables and activities assigned to
them through All My Work.

¢ Create and publish deliverable and activity versions for
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Role

Description

documents they own.

Enter time on timesheets if the company has purchased
Time Tracking features. Restricted Team Members can
only enter time on projects that contain the activities and
deliverables they own.

Default Home Page: All My Work

Read Only

The Read Only role provides access for company staff who

need to search for documents and information throughout the

company, but do not have a need to update information.

Read Only users can:

This role does not have any editing or reporting functions, and

Browse, search for and view existing projects, activities,
deliverables and published documents to which they have
access group or security list access.

View charts and reports.

is restricted from adding or editing projects, related data and
documents, creating or printing reports, or viewing
dashboards.

Important! If a user who was previously not set to
Read Only is assigned as the owner of any
deliverables or activities, removing their other
assigned roles and assigning them the Read Only
role does not remove their access from the project
or the ability to update project information by
uploading new versions of the assigned
documents. To ensure a user is truly Read Only,
the assigned Project Manager must remove the
user as the document owner from any assigned
documents in the project.

Default Home Page: Search

Administrative Roles

Assign administrative roles to users that configure security, define how Accolade is configured,

and design and maintain the development process for your company. Depending on your
organization, you may have one or more people in these roles. In order to assign a user to an

Administrative role, you must have Admin Of the root access group. Administrative roles

include:
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Role

Description

Administrator

Administrators maintains Accolade users, access groups,
templates, and configuration. Process Designers throughout
your company may have different configuration rights.

Administrators with sufficient rights can:

» Create, modify, deactivate, and remove Accolade user
accounts.

« Create, modify, and delete access groups.

e Create queries, charts, reports, classes, link types,
spreadsheet workbooks, reference tables, global links,
workflows, quick grids, functional areas, functions, and
configure Accolade parameters.

» Create resource pools and assign resource pool owners.
« Edit existing metric definitions.
* Download, edit, delete, and add templates to the Template

Library, when combined with the Template Access user
role.

Administrators cannot access projects unless they are
assigned a role that allows them to do so. In order to be
assigned Admin Of an access group, you must have the
Administrator role. See "Granting Access Group Permissions
to Users" on page 91

Default Home Page: User Administration

Process Designer

Process Designers manage the overall Phase Gate process
of a company or division. Process Designers throughout your
company may have different configuration rights.

Process Designers with sufficient rights can:
¢ Create, modify, and delete models and migration maps.
¢ Create, modify, and delete reference tables.

» Create, modify, download, and delete templates in the
Template Library, when combined with the Template
Access userrole.

« Create queries, charts, reports, metrics, classes, link
types, spreadsheet workbooks, reference tables, global
links, workflows, quick grids, functional areas, functions,
and configure Accolade parameters.

Process Designers cannot access projects unless they are
assigned a role that allows them to do so. See "Granting
Access Group Permissions to Users" on page 91.

Default Home Page: Models
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Role

Description

Reference Table
Manager

Reference Table Managers update reference table values
using new versions of existing reference tables that they own.
This role is assigned with other user roles.

Reference Table Managers can:
» Upload a new version of a reference table that they own.
* Modify reference table details in tables that they own.

Only Administrators and Process Designers can create and
upload new reference tables. Users assigned the Reference
Table Manager user role can be assigned as the table's
owner and can update new versions of the tables they own.

Default Home Page: Reference Tables

Project Importer

Project Importers import data into Accolade from external
files. Project Importers can import multiple projects, project
links, matrices and related documents. Paired with the
Process Designer role, the Project Importer can also import
resource data including demands, pools, curves, and others.

A user who imports projects may also need the Reference
Table Manager role to edit the reference tables used in the
import, and the Process Manager role, to confirm the results
of the import.

Default Home Page: Imports

Service Account

The Service Account role is not intended for assignment to an
actual Accolade user. Assign this role to the user account for
the Accolade Autoloader Service, which uploads reference
tables and related documents automatically from a
designated drop box at a scheduled time. If Accolade is
configured with Windows Authentication, this user account
must also be a user account on the domain, although it does
not have to be the account of an actual person.

To ensure that reference tables assigned to a specific access
group are uploaded successfully when enabled for automatic
upload, assign the user with the System Service user role
access to all access groups defined in the system. See
"Granting Access Group Permissions to Users" on page 91.

Data Analyst The Data Analyst own the creation and maintenance of API
keys that can access Accolade data to be used for queries
and reporting.

IT Manager The IT Manager has access to Advanced Administration. This

role is generally given to IT or Administrative roles within a
company.
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Planner Roles

Assign one or more planner roles to update objects and views within Innovation Planning.
These roles exist only if your company has purchased the Innovation Planning features. Plan-
ner roles include:

Role Description

Planner * Planners develop and maintain innovation plans in Accolade
Innovation Planning. Users with the Planner role can see the
Planning menu and access the Innovation Planning
application.

The Planner role can be assigned with the Process Manager
role to allow Planners to create planning elements. In
addition, a Planner can also be a Project Team Member to
allow assignment to planning element teams, and the
Process Manager role that grants administrative privileges
based on assigned management rights.

A Planner's additional rights within Innovation Planning are
defined through Accolade security lists and access group
rights.

If your company does not run Innovation Planning, but uses
Accolade's integration with Microsoft Project, assign this role
to users for access to the My Project Gantt view.

Default Home Page: Planning Board

Planning View Planning View Designers can share the planning views they
Designer * create with other Planners by making the views public, and
they can also update the settings in other public views to
which they have access.

Planning View Designers must also have the Planner role to
access the Planning menu, and cannot change values within
planning elements in a view unless they have the other user
roles that allows them to do so.

* These roles are available with purchase of their respective features.

Resource Planning Roles

Assign one or more resource planning roles to users that manage resource capacity and
demand within your company. Combine these roles with other roles if a user has more than
one role within your company. These roles exist only if your company has purchased the
Resource Planning features. Resource planning roles include:
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Role

Description

Resource Planner *

Resource Planners maintain resource capacity levels for
resources (both employee and material) throughout the
company, and plan and assign the resources, personnel and
material, that each project needs. They adjust resource
assignments from stage to stage and balance resource
requests against resource availability.

Resource Planners can:
« Enter resource demands for projects.
« Apply demand curves to projects.

» Add resources to an individual project and modify
resource demand.

» Adjust demand values in demand curves for resources in
pools they own on the Demand Curve page.

» Transfer a resource from pools they own pool to a different
pool on the Edit Resource page.

Default Home Page: Resource Planning

Resource Pool
Administrator *

Resource Pool Administrators create and maintain resource
pools. Resource pools group your resources by geographical
region, job function, or any other grouping that fits into your
organization.

Resource Pool Administrators can:

» Create resource pools, add or remove members from a
pool, and delete pools.

» Assign pool owners.

e Link pools together.

» Create and edit demand curves.
Default Home Page: Pools

* These roles are available with purchase of their respective features.

Time Tracking Roles

Assign time tracking roles to users participating in projects and managers needing to approve
project time entries. These roles exist only if your company has purchased the Time Tracking

feature. Time tracking roles include:
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Role

Description

Timesheet User *

Timesheet Users can access timesheets, which is where
users can track their time against various projects within
Accolade. This role can be the only role available to users
who are required to log their time, but do not require access to
additional information within Accolade.

The Time Sheet Approver role exists only if your company
has purchased the Time Tracking features.

Default Home Page: Timesheet Entry

Timesheet Approver

*

Timesheet Approvers can access the Timesheet Approval
page, where they can review timesheets for all employees
who report to them. This role can be the only role assigned to
users who are required to approve time worked, but do not
require access to additional information within Accolade, or
combined with any other role. Users with the Timesheet
Approver role can be assigned as the timesheet approver for
a resource pool. If combined with the Resource Pool
Administrator user role, the timesheet approver can define
and configure resource pools for time tracking purposes.

Note: Project Managers have access to approve
time for projects they manage, without
having the Timesheet Approver role.

Default Home Page: Timesheet Approval

* These roles are available with purchase of their respective features.

General Roles

Assign general roles to enhance the ability of other user roles within Accolade. For example,
allow managers to delegate responsibilities when they are on leave, or give the template
access role to users configuring or designing processes to easily add or update templates.

General roles include:

Role

Description

Template Access

Template Access users can access the Template Library,
which is where templates for documents created in your
company are stored. This role is combined with other user
roles, and the role combination determines what type of
access the user has:

¢ Administrators and Process Designers with this role can
view existing templates and add templates to the library. In
addition, Administrators and Process Designers can
create and modify Quick Grid and Workflow templates.
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Role Description

e Process Managers, Idea Managers, Project Managers,
and Project Team Members with this role can view
templates that are labeled as Other. These are typically
templates that are not formatted or populated with any

data types.
Default Home Page: N/A
Can Delegate Users with this role are able to delegate their assignments to
Assignments another user for a specific time period; for example, while

they are out of the office. Delegating assignments helps to
ensure that project work, including workflows, continues while
a team member is unavailable.

This role does not determine who is available to delegate
assignments to. Assignments can be delegated to any user
with the Project Manager, Idea Manager, Project Team
Member, or Document Reviewer role.

Default Home Page: N/A

Granting Access Group Permissions to Users

An access group is a container of projects, users, reference tables, and/or planning elements
(in Accolade Innovation Planning) that enforces information security. Access groups restrict
which process models, projects, reference tables, or planning elements users can see or find
using search. See "Designing the Access Group Hierarchy" on page 25 for more information
about planning the access groups for your company.

Assign each user account within your system to one or more access groups to grant access to
the data available within that group.

Note: Selecting the top-level access group (i.e. Root) grants permission to all
access groups in the tree. Additionally, selecting a parent within the tree
structure grants permissions to all access groups within that tree.

To assign permissions to an access group:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.
« Selecting a Function in the drop-down will display available users that are
assigned to the function.
« Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.
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» Click More options check box displays or hides the additional filter options.

« Inthe Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

« Active Users Only - excludes inactive users.
» Show All Users - displays active and inactive users.

* Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey jtalics.

« Inthe Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, click the name of the user to open the user details for editing.
3. Click the Access Groups tab.
The access groups display in the tree on the left. Use the check boxes to grant the user

certain permissions within selected access groups.

Note: Selecting a parent access group in the tree structure automatically includes
the child access groups, except for the Member Of column.

4. Define user admin rights for users with the Administrator role:

User Admin Right Description

Member Of When checked, the user becomes a member of that
particular access group.

Users must be a Member Of at least one
access group.

Admin Of Only enabled if the user has the Administrator role
checked on the Roles and Rights tab.

Administrators are granted create/edit ability only within
the access groups for which they have Admin Of
checked. All other rows will be disabled.

Users with the Administrator role must be the Admin Of
atleast 1 Access Group. Only a root level administrator
can grant a user Admin Of rights if they are not already
an Administrator (roles and rights).

If multiple users are selected and the editor does not
select Admin Of for ALL users, they will appear to be
read only.

5. Check the access group that the user belongs to for project access in the Access
column.

6. Define project management rights for users with the Process Manager, Project
Manager or Idea Manager user roles:
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¢ The Project Manager role will be disabled if the user being edited has Manage Team
checked in their Access Groups tab.

* The Process Manager and Idea Manager roles will be disabled if the user being
edited has any of the following components checked in their Access Groups tab
outside of the editors Admin Of groups.

¢ Manage Team
¢ Manage Process
¢ Migrate Project
¢ Add Project

¢ Delete Project

¢ Delete Activity

¢ Only Administrators at the highest level of the Access Group hierarchy (Root) can
Create/Edit/Remove the following roles on the Roles and Rights tab:

¢ Administrator
¢ Process Designer
¢ Service Account

Note: When creating a new user through Copy From, the same access group
logic applies. Access group permissions will apply based on the
administration permissions of the user creating the user profile.

Administrator, Process Designer, and Service Account roles will not be
copied over unless the editor is a root level Administrator.

Management Right Description

Manage Team The ability to edit the members of a team. Your
company may have highly sensitive data and projects
that require restriction around who can be assigned to
the project. Use this option to define which Project
Managers and Process Managers within your
organization have the ability to add team members to
their projects and change project team leaders.

For example, if you are developing products in other
countries, or developing products or services that
require specific security clearance, it becomes
increasingly important to manage the team based on
location or specific security credentials. You want to
ensure that once a team is set for the product, team
members who do not meet the criteria for working on the
project are not added.

¢ Users with the Project Manager user role do not
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Management Right Description

require Manage Team rights at the access group
level to manage a team:

¢ Use the Project Manager can manage team
option when assigning a Project Manager to
indicate that the user assigned as the Project
Manager can add, remove, or replace members
on the project's team. If a Project Manager user
does have Manage Team rights at the access
group level, you can override their Manage
Team rights for a single project on project
creation, migration, import, and when changing
the Project Manager on the team.

¢ Users with a Process Designer role can only
select a class for the model that is within the same
Access Group branch.
Manage Process The ability to assign gate owners and project managers,
add team members to upload documents without a
document owner and to enter metric values. As a best
practice, only one user should have Manage Process
rights for a project. Keeping Manage Process rights
separate helps to prevent accidentally overwriting
another user's changes.

Add The ability to add a new project using an existing class
and model.

Migrate The ability to migrate or copy a project to a different
process model.

Delete The ability to delete a closed project from the system.

Delete Activity The ability to delete activities that do not apply from

within projects.

7. Define configuration permissions for users with the Administrator or Process Designer

user role:
Configuration Rights Description
Edit The ability to edit configuration components. Your

organization may be structured to have multiple
Administrators or Process Designers in different
branches. Restrict users to edit only the configuration
components relevant to their branch of the organization.

View is automatically checked when Edit is
selected.
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Configuration Rights Description

View The ability to view configuration components. Your
organization may be structured to have multiple
Administrators or Process Designers in different
branches. When you grant users View access only,
configuration components such as process models,
gate documents, and deliverables and activities will
display as read-only.

8. (Optional) Define the Security permissions via the Security Lists or Security Profiles
tabs.

¢ Security Lists provide a regional list.

» Security Profiles provide a list of access for Class and Metrics to choose from for a
user account.

9. Click Save to save your changes.

Adding User-Specific Menu Items

User links provide access to websites, FTP sites, email, local intranet sites, or files available
on your network through an additional Accolade menu available to individual users.
Administrators can define up to five links for each user.

To define a link that is available for all users, or users assigned a specific
role, see "Adding Menu Items for Multiple Users (Global Links)" on page
386.

User-specific links display under the My Links menu, which is only available if the user
account has a user-specific link defined, or if a global link is defined to display in that menu.

To create a user link for one or more users:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

¢ Selecting a Function in the drop-down will display available users that are
assigned to the function.

¢ Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

¢ Click More options check box displays or hides the additional filter options.

¢ Inthe Activel/lnactive drop-down, select to filter users by active and inactive
status from the following options:

¢ Active Users Only - excludes inactive users.

¢ Show All Users - displays active and inactive users.
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» Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

» Inthe Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, click the name of the user to open the user details for editing.
3. Selectthe User Links tab.

4. Inthe Title field, click None and enter the name of the link, up to 64 characters in length,
as you want it to display.

5. Inthe Link field, select the link type to create:

e http or https - A URL to a Web page or secure Web page. The Disable Link to
Website system parameter settings determines if you can link to Web page.

e ftp - Alink to an FTP download site.

« file - Alink to a file or executable on your company's intranet. The Disable Link to
File system parameter setting determines if you can link to a file.

» qvp - Alink to a Qlik application file. The Disable Link to File system parameter
setting determines if you can link to a file.

» mailto - Opens the user's email application and displays a blank email addressed to
this email address.

« callto - Opens your selected chat and collaboration tool, which invites the person at
the address you define to a chat.

6. Isthe adjacent field, enter the path to complete the link address.

For example, if you select http:// from the Link field, enter the remainder of the web site
address, www.google.com.

7. Click Save to save your changes.

Notes:

¢ To delete a user-specific link, clear the information entered in all the fields for the
link and click Save.

Assigning Custom Details to Users

If extended fields are set as active for users, an Extended Fields section displays for each
user record defined within Accolade. Use these fields to assign custom details, such as
department information, to each user. How extended fields are used, and whether they are
required for users, is specific to your company.

The Extended Fields section is disabled if multiple users are selected to
modify. To assign extended fields to multiple users at once, use a
spreadsheet file to import the extended field settings.
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To assign an extended field values to a user:

1. From the System menu, select Security & Groups > User Admin.

To filter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

¢ Selecting a Function in the drop-down will display available users that are
assigned to the function.

¢ Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

¢ Click More options check box displays or hides the additional filter options.

« Inthe Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

¢ Active Users Only - excludes inactive users.
¢ Show All Users - displays active and inactive users.

¢ Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

¢ Inthe Roles drop-down, select a specific role to apply to filter the user list.
In the Users list, click the name of the user to open the user details for editing .
Select the Extended Fields tab.

Enter the custom information as needed for each user.

o > oD

Click Save to save your changes.

Notes:

« Use the User Details column set in the Users subject within Accolade Office
Extensions and Accolade Online Reporting to report on extended fields assigned
to users.
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Setting User Email Notifications for System Events

You can configure most users to receive an email notification when Accolade events occur,
such as activity and deliverable deadlines. Email notifications about system events allow users
to receive notification of changes in the system or upcoming events, without having to login to
Accolade to check the status of their projects. You can select to notify users about events
immediately or on specific days each week.

Notifications are not distributed to all users. See "Email Notification Distribution Reference" on
page 99.

To set email notifications for one or more user:

1. From the System menu, select Security & Groups > User Admin.

Tofilter the list of users, enter one or more search criteria to filter by name, login
name, email address, function, or extended field by selecting one or more of the
following options and clicking Search.

» Selecting a Function in the drop-down will display available users that are
assigned to the function.

» Select a Group By option to arrange the user list by roles, functions,
resource pools, or access groups.

» Click More options check box displays or hides the additional filter options.

« Inthe Active/lnactive drop-down, select to filter users by active and inactive
status from the following options:

» Active Users Only - excludes inactive users.
« Show All Users - displays active and inactive users.

* Inactive Users - displays only users marked as inactive. Inactive
status is indicated with grey italics.

In the Roles drop-down, select a specific role to apply to filter the user list.
2. Inthe Users list, click the name of the user to open the user details for editing .

3. Select the Email Notifications tab.

4. Selectwhen to send emails to the users:

« To provide the users with scheduled emails - Select one or more days of the
week in the Send me emails every row and one or more events in the On Selected
Days column. Emails are sent at midnight before the selected days and include a
report about the selected events. You must select at least one day of the week and at
least one event in the On Selected Days column for the report to send.

e To provide the users with immediate notifications - Select one or more check
boxes in the Immediately column.

Itis possible to send both an immediate notification and a scheduled notification about
the same event.
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If you are modifying settings for multiple users, some settings may be
different for different users in the group. Check boxes with different
values display with a blue filled in center @, Click the check box once to
clear it for all users and a second time to select it for all users.

5. Tolimit the stages for which assignment notifications are sent, select one or more stage
selections in the Send notifications for assignments in options.

For example, if your deliverable and activity owners only want to receive notifications for
their assignments in the current stage of a project, select Current Stage and ensure
the Past Stages and Future Stages options are cleared.

6. Atthe bottom of the event list, select whether to send emails in either plain text or HTML
format.

7. Click Save to save your changes.

Notes:

¢ The Number of days before...is due events occur at midnight before the
relevant day, and any immediate notifications for them are sent out then. The
events for the late notifications, such as Deliverable is late, occur at midnight
after the relevant day, and any “immediate” notifications are sent out then.

+ Set users with the Document Reviewer user role to receive a notification that a
deliverable is ready for their review, as that notification alerts them that their
workflow action has started.

¢ Emails to users set as Restricted Team Members do not contain any project links
that emails to other roles or assignments because of a Restricted Team
Member's limited navigation ability within Accolade.

Emalil Notification Distribution Reference

The following table shows which assignment types and roles receive notifications for Accolade
events that generate an automated email. To receive a notification, you must be subscribed to
an event.

In general, notifications about events are sent to members of the project in which the event
occurred. However, the "Project created" notification is sent to all users who can see the
project. Process Managers and Process Designers receive emails regarding all projects within
their access group visibility.

Accolade Event Email Recipients

Days Before Defined Date

# days before activity deadline Activity Owner, Deliverable Owner
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Accolade Event

Email Recipients

# days before activity dependent finish
date

Activity Owner, Deliverable Owner

# days before activity dependent start
date

Activity Owner, Deliverable Owner

# days before activity finish date

Activity Owner, Deliverable Owner

# days before deliverable deadline

Deliverable Owner, Project Manager

# days before deliverable dependent fin-
ish date

Deliverable Owner, Project Manager

# days before deliverable dependent start
date

Deliverable Owner, Project Manager

# days before deliverable finish date

Deliverable Owner, Project Manager

# days before MS Project task deadline

MS Project Task Owner

Activity Events

Activity deadline changes

Activity Owner, Deliverable Owner

Activity finish date changes

Activity Owner, Deliverable Owner

Activity finish date is past the gate date

Activity Owner, Project Manager

Activity is completed

Deliverable Owner

Activity is in trouble

Deliverable Owner

Activity is late

Activity Owner, Deliverable Owner

Activity is ready to finish

Activity Owner

Activity is ready to start

Activity Owner

Activity is past finish date

Activity Owner, Deliverable Owner

Activity is ready for your review

Document Reviewer

Activity is approved by a reviewer

Activity Owner, Deliverable Owner, Project
Manager

Activity is rejected by a reviewer

Activity Owner, Deliverable Owner, Project
Manager

Activity review is declined by a reviewer

Activity Owner, Deliverable Owner, Project
Manager

Another reviewer creates a new activity
version

Reviewers assigned to the workflow step
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Accolade Event

Email Recipients

Activity review is late

Activity Owner, Deliverable Owner, Project
Manager, Reviewer

Activity owner changes

New Activity Owner, Deliverable Owner

Deliverable Events

Deliverable deadline changes

Deliverable Owner, Project Manager

Deliverable finish date changes

Deliverable Owner, Project Manager

Deliverable finish date is past the gate
date

Deliverable Owner, Project Manager

Deliverable is completed

Project Manager

Deliverable is in trouble

Project Manager

Deliverable is late

Deliverable Owner, Project Manager

Deliverable is ready to finish

Deliverable Owner

Deliverable is ready to start

Deliverable Owner

Deliverable is past finish date

Deliverable Owner, Project Manager

Deliverable is ready for your review

Document Reviewer

Deliverable is approved by a review

Deliverable Owner, Project Manager

Deliverable is rejected by reviewer

Deliverable Owner, Project Manager

Deliverable review is declined by a
reviewer

Deliverable Owner, Project Manager

Another reviewer creates a new deliv-
erable version

Reviewers assigned to the workflow step

Deliverable review is late

Deliverable Owner, Project Manager,
Reviewer

Deliverable owner changes

New Deliverable Owner, Project Manager

Gate and Gate Decision Events

All deliverables are ready for gate meeting

Gatekeepers for the gate, Gate Owners,
Project Manager, Process Managers.

Gate changes

Gatekeeper, Gate Owner, Project Manager

Gate decision awaits approval

Gatekeeper, Gate Owner, Project Manager

Gate decision occurs

Project Gatekeepers, Gate Owner, Idea
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Accolade Event

Email Recipients

Submitter, Project Manager, Idea Manager,
and Team Members assigned to the pro-
ject,

Gate decision has been approved

Gatekeeper, Gate Owner, Project Manager

Gate decision has been rejected

Gatekeeper, Gate Owner, Project Manager

Gate owner changes

New Gate Owner, Project Gate Owners,
current Project Gatekeepers, Project Man-
ager, l[dea Manager, and Team Members
assigned to the project

Gatekeeper approves a decision

Gatekeeper, Gate Owner, Project Manager

Gatekeeper rejects a decision

Gatekeeper, Gate Owner, Project Manager

Gatekeeper decision has been skipped

Gatekeeper that was skipped, Gate Owner,
Project Manager

Gatekeeper changes

New Gatekeeper, Project Gatekeepers,
Gatekeeper, Project Manager, Idea Man-
ager, and Team Members assigned to the
project

Project Status Events

Project is created

Any Executive, Gate Owner (of first gate),
Idea Manager, Project Manager, Process
Manager, Resource Planner, and Team
Members who can see the project

Project is created through copy or migra-
tion

Any Executive, Gate Owner (of first gate),
Idea Manager, Project Manager, Process
Manager, Resource Planner, and Team
Members who can see the project.

Project Manager Changes

New Project Manager, Project Gate-
keepers, Gate Owner, Process Manager,
Project Manager, Idea Manager, and Team
Members assigned to the project

Project status report is added to one of my
projects

Project Gatekeepers, Process Managers,
Project Manager, Idea Manager, and Team
Members assigned to the project

Project status report is added to any pro-
ject

All Executives, Idea Managers, Project
Managers, Process Managers, and Team
Members and who can see the project
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Accolade Event

Email Recipients

Project discussion is started or a com-
ment added

Team Members, Project Manager, Idea
Managers assigned to the project

One of my projects is in trouble

Project Gatekeepers, Gate Owners, Pro-
cess Managers, Project Manager, |dea
Manager, and Team Members assigned to
the project

Any project is in trouble

All Executives, |Idea Managers, Project
Managers, Team Members, and Process
Managers who can see the project

Team Member Events

Team member is added

Team Members, Project Manager, Idea
Managers assigned to the project

Team member is removed

Team Members, Project Manager, Idea
Managers assigned to the project

Workflow Events

Workflow is canceled for an activity

Activity Owner, Deliverable Owner, Project
Manager, Reviewer

Workflow is complete and activity is
approved

Activity Owner, Deliverable Owner, Project
Manager

Workflow is complete and activity is rejec-
ted

Activity Owner, Deliverable Owner, Project
Manager

Workflow is canceled for a deliverable

Deliverable Owner, Project Manager,
Reviewer

Workflow is complete and deliverable is
approved

Deliverable Owner, Project Manager

Workflow is completed and deliverable is
rejected

Deliverable Owner, Project Manager

MS Project Events

MS Project task deadline changes

MS Project Task Owner

MS Project task is completed

MS Project Task Owner, Project Manager

MS Project task is in trouble

MS Project Task Owner, Project Manager

MS Project task is late

MS Project Task Owner, Project Manager
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Accolade Event Email Recipients

MS Project task owner changes New MS Project Task Owner

Resource Demand Events

Aresource is assigned to a project | own | Project Manager

An assigned resource is removed froma | Project Manager
project | own

Arequested resource is removed froma | Project Manager
project | own

| am assigned as a resource demand User resource

| am removed as a resource demand User resource

A resource is requested Resource Pool Owner
A resource request is removed Resource Pool Owner
Resource demands change for a pool | Resource Pool Owner
own

Reporting Events

Report scheduled to export fails Report Owner

Notes:

* |dea Submitters can subscribe to Gate Decision Occurs events by selecting the
Notify Me check box when submitting an idea.

e HTML reports are sent to users subscribed to the report

Synchronizing Users with Active Directory Overview

Note: The information in this section assumes that you have a working knowledge
of Active Directory and how it is setup and defined at your company.

If your company uses Microsoft's Active Directory for user authentication and administration,
you can synchronize the user accounts defined in Accolade to those defined in your Active
Directory server. Synchronizing the user data between your Active Directory and Accolade
allows you to maintain user data such as email addresses and user names in the Active
Directory without having to maintain the information in multiple locations. If you disable users in
the Active Directory those users are deactivated within Accolade when the synchronization
runs. However, you cannot activate users in Accolade using Active Directory.

104 Administrator's Guide



Administrator's Guide

Synchronize additional data from your Active Directory users to user
accounts in Accolade using extended fields. See "Adding Custom Details
Throughout Accolade" on page 402

A service runs once an hour to synchronize the data from Active Directory to Accolade.

Al
ExaMPLE
"o Example

If an employee changes their name or their login information changes, if you synchronize user
data with Active Directory, you need only to make the changes within Active directory. An
Accolade service runs in the background that keeps the information synchronized with the
user information mapped in Accolade.

In addition, when you create user accounts in Accolade, you can search Active Directory for
users and pull the user information directly from Active Directory into the user profile within
Accolade.

After the Active Directory Enabled parameter is set in the Administration Console, continue
with the following sections to map the server and create accounts.

Mapping the Active Directory Server

To synchronize users with Active Directory, you must first tell Accolade where to find the Active
Directory instance, and then map attributes available within Active Directory used to identify
users.

To sync users between Accolade and the Active Directory at any time,
click Sync on the Active Directory page. A synchronization service runs in
the background once an hour.

To add an Active Directory and define the server information:

1. Ensure that the Active Directory Enabled system parameter is setto 1 in the
Administration Console.

The functionality is disabled by default.
2. Within Accolade, from the System menu, select System > Active Directory.

3. Do one of the following:

* To add a new Active Directory - Click L+ in the lower left corner of the page.

¢ To edit an existing Active Directory - Click inside the field that you want to edit.

4. Enter the following information:

Field Description

Display Name Enter the name of the server, as it displays in the Active
Directory page.
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Field Description

System Name Enter a unique identifier for the Active Directory for within
Accolade, for example, companyNameAD.

The system name is not displayed to users and can be
abbreviated to make it easy to use in queries.

The system name must be unique and can include only
letters (English alphabet), numbers, and the underscore.

URL Enter the path to the Active Directory in your network using
LDAP syntax.

LDAP is case sensitive, and the URL must contain a
forward slash after the port to be valid. For example:
LDAP://server1.sopheon.com:389/.

Search Enter the attributes separated by commas that make up
Distinguished Name | the distinguished name in Active Directory that defines
users.

For example: OU=Sopheon Users, DC=Sopheon,
DC=com. This example includes the
organizationUnitName and domainComponent attributes.
The distinguished name is set of attributes you have
chosen to identify users.

5. Click Apply to save your changes.

6. Continue with the next procedure to complete the required mapping to active directory
attributes.

To map Accolade fields to objects in the Active Directory structure:

1. Ensure that the Active Directory Enabled parameter is set to 1 in the Administration
Console.

2. Within Accolade, from the System menu, select System > Active Directory.
3. Click the plus next to the Active Directory server you want to map.

4. Inthe Row Value column, enter the attribute name from Active Directory that
corresponds to each Row Label. The mapping created using these fields determines
which attributes are matched to map users between Accolade and the Active Directory.

Note: The Domain option is an actual value that is used to create the user login
and is not a mapping option. It is concatenated with the Row Value for Login
to create the user login.

5. Any extended field that has the AD Sync check box selected is also available to map
data to from Active Directory. Map those fields, as necessary.

6. Click Apply to save your changes.
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Notes:

¢ To sync Active Directory with Accolade, the user must have at least read-only
rights to the configured domains on the server and be an Accolade user with the
Service Accountrole.

Sopheon Accolade Version 16.2 107



Chapter 1 Managing Access to Accolade

108

Creating User Accounts from Active Directory

When you add a user using Active Directory, Accolade imports the user information such as
the user's name and email address from the Active Directory objects you indicated when you
mapped the Active Directory server to fields within Accolade.

Prior to creating users in Accolade using Active Directory:

« Define the users within the Active Directory. After Active Directory is enabled in

Accolade, you can only add user accounts that are defined within Active Directory.

» Create and map the Active Directory server within Accolade.

To add a user account from Active Directory:

1.

From the System menu, select Security & Groups > User Admin.

The current list of users displays.

Click + to display the Add New User dialog box.
In the Server field, select the Active Directory in which you want to search for the user.
To search all servers you have defined, select All.

Enter any or all of the following as it exists in the Active Directory and click Search to
search the domain for the user:

Field Description
User Email Contacts Enter any part of the user's corporate email address.
User Login Name Enter any part of the name the user uses to log on to
Contains your network.
User Name Contains Enter any part of the user's user name.

Users matching the information you entered display in the Select a User list.
Select the user in the list to add.

In the Chat Address field, enter the user's address for your selected chat tool.
This can be the same or different than the user's standard email address.

(Optional) If the Enable User Profile Images system parameter is enabled, add a user
profile image that displays along with the user's name in various locations within

Accolade, click i ' next to the user name, click Choose Image, navigate to and select
the image to add, and click Upload Image. To remove a profile image, click the image
next to the user name and click Remove.

To display as an image within Accolade, an image file must be one of the following file
types: .bmp, .dib, .gif, .jpg, .jpeg, .jpe, jfif, or .png.

(Optional) Inthe Copy From User field, select the user whose configuration details
you want to copy to this user.
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9.

Copying configuration details from existing users allows you to assign most of the
details automatically, and only make a few changes to the user, and helps to ensure
that users that you want to have the same permissions are set up identically. For
example, you may have a set of Process Managers in your organizations that all
receive the same configuration. Create one, and then copy the configuration to all
others.

Click Create to create the user account.

Notes:

« The users that exist in Accolade prior to enabling Active Directory and running a
sync are not removed from Accolade if they do not exist in the Active Directory
when a sync runs.

« After Active Directory is enabled, you cannot change the values in the fields for any
user within Accolade, such as the users email address.

e Toimport users, disable Active Directory, run the import, and then re-enable the
Active Directory functionality.

Synchronizing Users with Slack Integration

To synchronize users with Slack, you must first have configurations set in Slack and a valid
token provided by Slack. The Slack bot token is needed when setting the Slack integration in
Accolade. If a Slack user identification changes, you can resynchronize a user.

When configuring the Slack integration in Accolade, note the following:

The token field is required.

If the Slack token is changed, the integration will not work and needs to be updated in
Accolade.

When populating the chat address in Accolade, use the Slack prefix with user ID. All
Slack user IDs need to have the Slack prefix. For example: SLACK:A1B2

Accolade and Slack email addresses need to be the same.

To resynchronize a user:

1.

2
3.
4

In Accolade, from the System menu, select Security & Groups > User Admin.

. Select the user from the list.

In the General Details tab, add the email address and the chat address.

. Click Save.
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Company Functions Overview

A function is a label that helps identify the type of specialist within your company who should
own a deliverable, activity, workflow action, or gatekeeper position in a project. Within process
models, Process Designers can select a function to identify the default functional owner of
deliverables, activities, workflow actions, or gatekeeper positions that make up the model.
When defining a project team within a project, the Project Manager or a Process Manager can
select which user assigned to the function is a member of the project. That user is
automatically assigned to all the documents that have that function assigned in the project,
streamlining the assignment creation process.

Functional areas serve as categories to sort functions into logical groups and typically reflect
departments within your company: Engineering, Marketing, Manufacturing, and so on.
Functional areas can be as large or as granular as what fits your company's needs. Functions
typically reflect job titles or positions that fall within a functional area. For example, a functional
area of Engineering could have functions defined for Electrical Engineer, Mechanical
Engineer, and Chemical Engineer.

Note: Although functional areas and functions typically reflect departments and job
titles or positions within your company, you can use them to identify users in
other classifications.

AMPLE
S Example
Company A has a functional area defined for Operations, which includes members of its
purchasing department. Within the Operations functional area, there is a function defined
called Purchasing Leader.

Functions

Name
¥ Operations

Name

Purchasing Leader

Add Function

Company A requires Purchasing Leaders to gather Non-Disclosure Agreements (NDAs) from
parts vendors during the first phase of any project that requires manufacturing. A Process
Designer defines a process model to use for manufacturing projects that contains a deliverable
in the first stage called Vendor-NDA. The Vendor-NDA deliverable indicates the Purchasing
Leader as the function assigned.
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Within a project based on the process model, the Process Manager or Project Manager
assigned to the project can select the employee assigned to the Purchasing Leader function to
add to the project team. Within the deliverable assignments for the Vendor-NDAs with the
project, the user list now includes the team member selected for the Purchasing Leader
function as owner of that deliverable.

Creating Functional Areas and Functions

Functions and functional areas help identify the type of specialist within your company that
owns a deliverable, activity, workflow action, or gatekeeper position in a project. A function
typically identifies users by the user’s job title or position within a functional area; however, you
can use them to categorize users as you see fit for your company.

To create a functional area:

1. From the System menu, select Security & Groups > Functions.

2. Do one of the following:

¢ To add a new functional area - Click Add Functional Area in the lower right

corner of the page.

+ To edit an existing functional area - Click the field within the area that you want to

edit.

3. Complete the following information:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a name, up to 64 characters long, which identifies the
functional area.

System Name

Enter a unique, shorter name that identifies the functional
area in queries, reporting views, field codes, and other
places in Accolade.

The name must be unique among functional areas and can
contain only letters (English alphabet), numbers, and the
underscore.

Order

Click on the arrows near the area's name to adjust its order.

The areas will display in other locations in the same order
that you arrange them on this page.

4. Click Apply to save your changes.
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To create a function within a functional area:

1. From the System menu, select Security & Groups > Functions.

2. Click Add Function in the lower left corner of any functional area and complete the
following information:

Field Description
Name Enter a name that identifies the function.
System Name Enter a unique, shorter name that identifies the function in
queries, reporting views, field codes, and other places in
Accolade.

The name must be unique among functions and can
contain only letters (English alphabet), numbers, and the
underscore.

Functional Area Select the functional area in which this function is
categorized.

For example, if you are creating a function for Mechanical
Engineer, the functional area might be Engineering.
Order Enter a number to specify the function's place when it
displays within a list of functions.

Lower numbered functions display higher in the list. This
also determines the order of functions listed for a project
team on the project's Team page.

If no order is specified, the function is added to the top of
the list within the assigned functional area.

Members Click m to select the user(s) to assign to this function.

To filter the list of users, enter one or more search criteria to
filter by name, login name, email address, function, or
extended field.

¢ Clicking Select current user will assign the role to the
current user (if they have the appropriate rights).

¢ Selecting a Function in the drop-down will display
available users that are assigned to the function. The
current selection defaults to the function to which you are
assigning a user, however depending on the project
configuration, you can assign any user.

¢ Clicking the Show advanced filters check box displays
or hides the additional filter options.

¢ Clicking Clear removes the current user assignment and
displays [None] to indicate that no user is assigned.

Highlight the user name(s) in the Available Users window
and click Select, or double-click each user's name to move
them from the Available list to the Selected list.

112 Administrator's Guide



Administrator's Guide

3. Select the Active check box when the function is ready to use in projects.

4. Click Apply to save your changes.

Notes:

* To delete a function, click the X at the end of the function's row, and click Apply
to save your change. If the function is in use, you can select the function that
replaces the one you are deleting when prompted to move the users into the
selected function. Select None to manually move users to a different function
and manually modify document assignments, as necessary.

e Todelete a functional area, click Delete Functional Area on the upper right
corner of a functional area. Any functions within the functional area are moved to
the Default functional area when you confirm the deletion.
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Merging Functions Together

If you find that you have duplicate or unnecessary job functions, merge the users from one
function into another function. After the users are merged into one function, the system deletes
the original function.

To merge a function into another function:
1. From the System menu, select Security & Groups > Functions.
The current list of functions displays both by display name and system name.

2. Select the check boxes in the Merge column next to one or more functions that you
want to merge.

3. Select one check box in the Merge To column to identify the function that you want to
merge the other functions into.

4. Click Apply to merge the users in the merge from function to the merge to function.

The functions selected to merge from are removed from Accolade.
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Chapter 2

Defining Data Points and Gathering
Methods

Accolade offers several methods to gather data about projects and current progress towards
completion. Use the information in this chapter to define the components used to gather
information from Accolade.

* Metrics

* Matrices

* Quick Grids
e Templates

e Portfolio Snapshots
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Metrics to Collect Project Data Overview

A metric is a measure of an aspect of a project, or product, and is unique to each company that
implements Accolade. Metrics provide data and status and are available for inclusion in online
forms, charts, reports, documents, and other places within Accolade. Use metrics to capture
data, such as dates relative to project start and end dates, level of risk, or financial data such
as project costs. Each company has their own set of data points that are important to their
particular process flow. Use the various metric types to define and capture data points about all
projects in your system.

Process Designers create and define metrics and assign metrics to process models, which
then are available to projects based on those models. From there, Project Managers can
assign values within their projects, and document owners can update deliverables, or activities
within the project. A metric must be active and assigned to a model to be available for use
within projects based on that model.

Important! Administrators can view existing metric definitions, but cannot add or
modify metrics.

Accolade offers metric data types for entering text strings, dates, numbers, and single or
multiple selection lists. The type of data captured in each metric determines the data type
required for the metric, and the settings available to the metric.

In addition, increase the power and flexibility of metrics using the following:

» Calculated Metrics - The value of a calculated metric is defined using an expression
within the metric definition. Typically, this metric type is based on the values of one or
more metrics, which can themselves be calculated metrics. Valid expressions are
comprised of field codes and valid operators and functions.

e Cascading List Metrics - Cascading list metrics display different groups of list items
depending on a value selected in a different metric or in other project data. Use queries
within the metric definition to define the list constraints.

* Inherited Metrics - Inherited metrics display metric values that are defined in linked
projects, typically in a collection of projects called a portfolio. Inherited metrics are
defined using the Inherited Metric check box when creating the metric.

 Filter Metrics - Filter metrics describe attributes of a project, such as the project type,
and are used in searches and on various project access pages to narrow the project list.
Filter metrics are defined using the Filter Metric check box when creating a metric.

» Matrix Metrics - Matrix metrics are metrics that are grouped together in a matrix, which
is intended to model complex relationships between different data types. Matrix metrics
are defined using the Available to Matrix check box when creating a metric.

» Searchable Metrics - Searchability is available for metrics and matrix metrics.

Each of the above is defined as part of the basic metric setup.
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Creating Metrics

Metrics vary widely based on the type of information required at your company. The procedure below
discusses how to create the basis for any metric.

Planners can also create metrics when defining a planning element in Accolade Innovation Planning.
Metrics created in Innovation Planning contain a subset of options that are applicable to metric usage in
Innovation Planning.

To create a metric:
1. From the System menu, select Content Sources > Metrics.
To narrow the metric list, search by the metric name, system name, or category.
2. Do one of the following:
¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - CIick in the Copy column to create a
copy that can be used as a base to build a new metric.

To copy a metric, the user must have "Can Edit" for at least one access group in
the system and "Can View" for at least one access group on the metric. If you "Can
Edit" any of the access groups the metric belongs to, the copy will have those
groups. If you do not have "Can Edit" on any of the metric's access groups, the
copy inherits your highest access group you can edit.

3. Complete the following information to identify and describe the metric:

Required fields display with red text and an asterisk * if the field is empty.

Field Description
Display Name Enter a name, up to 64 characters long, which identifies the
metric.
System Name Enter a unique, shorter name that identifies the metric in

queries, reporting views, Accolade Office Extensions add-in,
Accolade online reports, and field codes, and other areas in
Accolade.

The name must be unique among metrics and can contain only
letters (English alphabet), numbers, and the underscore.

Note: Modifying system names of existing metrics is
not recommended. If you modify an existing
system name, you must also update the name
in each query, report, template, and so on that
references the metric.

Description Enter a description of the purpose or nature of the metric.




Field Description

This description helps other users identify the metric throughout
the system.

Category Enter or select the group to which this metric belongs.

Use categories to organize like metrics together. For example, if
there is a large number of metrics assigned to a process model,
a Project Manager can use a category selection to locate
metrics within their projects.

» Leave this field blank to add to the Default category.

e Todefine a new category, select New Category and enter
the category name.

« Todelete a category, remove every item from the category.
Empty categories are deleted automatically.

Order Enter a number to specify the metric's place when it displays in

a list of metrics. Lower numbered metrics display higher in the

list.

4. Selectone or more of the "Available to" options to make the metric available in other portions of
Accolade.

Option Description

Available to Business | Select this check box to enable the metric for use in your
Intelligence Tools organization's business intelligence application.

Note: If the Available to Planning check box is
selected, the Available to Business
Intelligence Tools and Available to
Reporting options will be automatically
added to the metric settings when the metric
is created.

If the metric is selected for inclusion in a portfolio
snapshot, you cannot clear this option.

Available to Matrix Select this check box to enable the metric for use in matrices.

Important! A metric that is available to matrices
can only be used in matrices, and is not available
as a standard metric. This setting cannot be
changed after the metric is created.




Option

Description

Metrics available to a matrix cannot be displayed individually
on project pages or in a standard quick grid. They can only be
displayed in a project document based on the matrix Excel
template or in a matrix grid within a quick grid.

This option is not available for metrics created
within Innovation Planning

Available to Phases

Select this check box to allow the metric to be defined as a
phase metric for use with element types in Accolade
Innovation Planning.

This option is only available to select or modify from
within Innovation Planning.

Available to Planning

Select this check box to allow the metric to be added to
element types in Innovation Planning.

If the Available to Planning check box is selected AND the
metric is defined as a date type, select a shape from the drop-
down list to represent a milestone date when included in a
planning view.

Note: If the Available to Planning check box is
selected, the Available to Business
Intelligence Tools and Available to
Reporting options will be automatically
added to the metric settings when the metric
is created.

If the metric is used as a setting for a public
planning view, you cannot clear this option.

Available to Portfolio
Optimizer

Select one of the following to indicate the metric availability
within Portfolio Optimizer:

* Not Available - Not available in Portfolio Optimizer.

¢ Reporting Only - Included in reports and in calculations,
but is not visible or editable in Portfolio Optimizer. This
option allows you to create metrics for reporting or
calculations that are available to other metrics in Portfolio
Optimizer without including the metric in the list of
available columns in Portfolio Optimizer.

« Edit - Visible and fully available in Portfolio Optimizer.

Metrics that display on a project’s Portfolio page should be
selected for Portfolio Optimizer for users to see the same




Option

Description

metric data in Portfolio Optimizer as seen in the project.

Available to Reporting

Select this check box to allow the metric in reports created
using the Accolade Office Extensions add-in, Accolade
Online Reporting, or reporting view, and within snapshots.

Note: If the Available to Planning check box is
selected, the Available to Business
Intelligence Tools and Available to
Reporting options will be automatically
added to the metric settings when the metric
is created.

If the metric is selected for inclusion in a portfolio
snapshot, you cannot clear this option.

Available to Resource
Editor

Select this check box to make the metric displayable in the
project details within Resource Editor, when associated with
a project's model.

Available to Workflow
Line-up

Select this check box to make the metric displayable in the
Workflow Line-up page.

Important! The number of metrics selected as
available to the workflow line-up has the potential
to exponentially slow down the Workflow Line-up
page load and navigation. Consider which metrics
require visibility on this page.

5. (Optional) If the Available to Planning check box is selected AND the metric is defined as a

date type, select a list metric with defined colors to set the color of a milestone date icon when
included in a planning view.

6. Select the Active check box when the metric is ready to use in projects.

To deactivate a metric that is not in use, clear the Active check box. Note that you can only
deactivate metrics that are not included on a model.

7. Check the metric options to determine how and where a metric displays throughout the system.

Option

Description

Allow Updates from
All My Work page

Select this check box to include the metric as part of updating
projects from the All My Work page.

Users must have Allow Updates from All My Work page
rights to update projects from the All My Work page.




Option

Description

This option is not available for calculated metrics.

Filter Metric

Select this check box to make this metric available as a filter
in Search and various other locations throughout Accolade.

A filter metric should contain values that clearly distinguish
different project types or project groups. By default, you can
create three filter metrics in Accolade, however the
Maximum Filter Metrics Allowed parameter can be
updated to allow for a maximum of 10. Although any type of
metric other than long string can be designated as a filter
metric, list metrics may be most usable for this purpose
because of the ease of selecting the exact value needed.
Using string metrics as filter metrics requires entering the
exact string when filtering projects using filter metrics.

]
S " Example

When a project contains descriptive metric data, such as
project type, select the same filter values Search and similar
pages to find the project. The pages list only those projects

with matching filter values.

Inherited Metric

Select this check box to have this metric inherit its value from
an instance of the same metric in a project higherin a
portfolio structure.

Finish creating the base metric and continue with creating a
metric that inherits its value.

Track History

Select this check box to save information such as when a
metric value changed, who made the change, when the
change was made, and the original value before the change
for historical reporting purposes.

Important! Tracking metric history has the
potential to create a large amount of history
information. Carefully consider which metrics
require history tracking, and track only those
needed for historical purposes.

Searchable Metric

Select this check box to make the contents of the metric
searchable.

This applies to:
» String

e List

¢ Long String
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10.

Option

Description

¢ Multi-Select List

In the Restrict to These Roles field, select one or more user roles to restrict the metric
availability to users with one of those roles.

In the Initialize From field, select the metric whose value you want to display in this metric before

another value is entered. This list contains other metrics of the same data type.

In the Data Type field, select the type of data this metric represents.

The Data Type selection determines what other options are available when configuring the

metric.
Data Type Description

String Creates a text box that accepts up to 500 characters.

Number Creates a text box that accepts only numerals, a decimal
point, and a dash.
Number metrics have a 15 character limit (including decimal
points and dashes).

Date Creates a calendar control that enables a date selection.
Date metrics can also be defined as milestone dates.

List Creates a drop-down list of items for a single selection.
The complete list has a 2500 character limit, and each entry
in the list has a 500 character limit for the list item display
name. If the list source is a query or reference table, the list
character limit does not apply.

Long String Creates a text box where the options and character limit

depends on if the Rich Text check box is enabled:

+ If Rich Text is enabled - Allows users to format the text
using buttons in the toolbar of the text box. There is a 2
GB limit to data that can be entered.

» If Rich Text is not enabled - Allows users to enter plain
text that can be formatted using markdown formatting.
There is a 2000 character limit.

Long String metrics cannot be flagged as filter metrics.

If you require more than 2000 characters, enable
the Rich Text check box or enable one or more
Extended Project Data fields in the metadata in
the process model.

Multi-Select List

Creates a drop-down list of items for multiple selections.

Data limits are the same as for an ordinary list. The complete
list has a 2500 character limit.
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Complete the appropriate options for the metric type you are defining.

Number

Field

Description

Number Format

Enter a custom number format to specify how the value
displays in a Word or PowerPoint document, or in quick grids
when added to an Accolade field.

If you do not enter a number format, numbers display without
formatting.

Decimal Places

Enter an integer from 0 to 14 to specify the number of decimal
places allowed in values for this metric.

This is also the number of places to which the value is
rounded in Accolade and in metric field codes. If you did not
create a number format for Microsoft Office documents, this
value also determines the value's decimal places when
displayed in Microsoft Word and PowerPoint.

iy
EXAMPLE
o Example

To display the metric value as an integer, enter 0. To display
its values with two decimal places, such as 3.14, enter 2.

Metrics do not show trailing zeroes except in Portfolio
Optimizer, project history, and Smart documents. For
example, metrics set to 3.20 will show as 3.2.

Date

Field

Description

Relative Date

Select this check box to specify a time period before or after
another date that serves as the metric reference date, such
as a project start date or another date metric.

The actual date is calculated and is displayed in reports in a
column named <metric name> Calculated.

Pl
EXAMPLE
"o Example

If Period is set to Monthly, Relative To is set Project End
Date, and the Project End Date is June 1, then a metric value
of 1 equals July 1, a metric value of 2 equals August 1, and so
on. You can also enter negative numbers to specify periods
before the Relative To date.

List




Field

Description

List Source

Select how to enter the list items, by entering a list manually,
by query, or by reference table column selection.

Finish creating the base metric and then continue with
creating the list for single and multi-select list metrics or
creating a cascading list metric.

Long String

Field

Description

Rich Text

Select this check box to enable rich text editing. When Rich
Text is selected, the following options are disabled:

< Business Intelligence Tools
¢ Planning

 Portfolio Optimizer

¢ Reporting

¢ Resource Editor

* Workflow Line-up

» Allow updates from All My Work page
 Filter Metric

¢ Inherited Metrics

e Track History

* Initialize From

e Snapshots

In addition to the above, all options on the Calculated
Formula and Events tab are disabled as rich text metrics
cannot be used in calculations. Additionally, long string
metrics and matrix metrics configured as rich text cannot
contain HTML script tags.

Note: Rich text metrics are available for use in the
following areas: PowerPoint field codes,
quick grids, advanced pods, and Web API.

Multi-Select List

Field

Description

List Source

Select how to enter the list items, by entering a list manually,
by query, or by reference table column selection.

Finish creating the base metric and then continue with
creating the list for single and multi-select list metrics or
creating a cascading list metric.
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13.

14.
15.

Associate the metric to multiple models.
On the Security tab, configure access group restrictions for the metric.

Click Process Model Usage on the Security tab to see the list of process models that the metric
is associated with. The list includes all process models the metric is included in, as well as links to
the process model's component tree pages that you have Edit access to.

Click Create to create the new metric or Apply to save changes to an existing metric.

(Optional) Continue with creating and scheduling metric calculations by selecting the
Calculated Formula and Events tab to calculate the metric value from an expression of one or
more metrics or Accolade fields and assign when the metric will calculate by based on a specific
event or designated time.

Notes:

* Administrators can view existing metric definitions, but cannot add or modify metrics.

¢ Accolade is installed with limits to the number of metrics available to reporting via the

Accolade Office Extensions add-in.
¢ Number - 900

¢ Date-900

e List-450

¢ Multi-Select List - 250

e String - 200

¢ Long String - 50

Accolade Portfolio Optimizer, Innovation Planning and Roadmapping are optional
Accolade components that you may not have access to. To implement these solutions,
contact Sopheon Customer Support.

Creating Single and Multi-Select List Metrics

Create a metric that displays a list of drop-down items for selection, such as a metric used to define the

difficulty of a project using a defined list with the values Easy, Average, and Difficult. Define list metrics

for single or multiple selection of static list options that builds from selections in previous lists. To build a
list with dynamic list options, see the Creating Cascading List Metrics topic in the online Help.

List metrics can also be defined to select a value based on a calculated expression. For example, you
may have a cost metric that has list values of Under Cost, Actual Cost, and Over Cost. Instead of
allowing users to select the value of that metric within a project, define the metric to use an expression
that determines if a project is under, over, or at cost, and that sets the selection for the list metric. If the
calculated value is not available in the list, it is added and set for that project only. The value is always
set based on the calculation and is always read-only.



To create a list metric:

1.

From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.
Do one of the following:

¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - CIick in the Copy column to create a
copy that can be used as a base to build a new metric.

Create the basic metric, selecting one of the following options in the Data Type field:
¢ List - Creates a list of options for a single selection.
¢ Multi-Select List - Creates a list of options for multiple selections.

In the List Source field, select the method to use to define the list:

Method Description

Defined List | Select this option to define the list manually, creating a static list of items.
Enter each list item's data and click Add New to create a new item. Enter
the following for each item in the list:

« Name - The item's display name, up to 500 characters long. A
manually defined list can contain up to 2500 characters for the total of
all the item display names.

List item names cannot contain the pipe (| ) character.

« System Name - (Optional) The item's unique ID, up to 64 characters
long. The system name must be unique within metrics, not within all of
Accolade. A system name may be required if this metric is integrated
with a 3rd party system.

e Order - The item's display order in the list.

» Color - If you are creating a list metric in Innovation Planning, assign a
color for use in legends within a Gantt view.
Reference Select this option to use columns within a reference table to populate the
Table list of items. Only reference tables set as Available to Metrics are
available for selection. Select the table and the column within the table
that contains the list item selections, noting that list item names cannot
contain the pipe ( | ) character. Only columns set as strings are available
for selection.

The items in a list generated from a reference table column display in the
same order as listed in the column within the reference table.

To create a cascading metric using a reference table, see the Creating
Cascading List Metrics topic in the online Help.




Method Description

Query Select this option to use queries and query codes to populate the list of
items. ltems in the list change as the data that the query references
change in Accolade, creating a dynamic list. Each item in a list derived
from a query has a 500 character limit.

ol
S Example
To create a list that contain projects that are part of a class called

Marketing, use the following query:

SELECT ProjectName
FROM RVP_ Projects WHERE (ClassName) = ('Marketing')

Select an existing query from the list or select Add New Query to create a
new query. Use the Edit and Preview options to modify and test the
query. See the Queries Overview topic in the online Help for information
about building queries.

5. To create a metric whose value is determined by a calculation, select the Calculated Formula
and Events tab and enter the expression in the Calculated Formula field. See the Calculated
Metric Expressions Reference topic in the online Help for guidelines when creating calculated
expressions, and the Scheduling Metric Calculations topic in the online Help to define when the
metric calculates.

6. Click Create to create the new metric or Apply to save changes to an existing metric.

Notes:

« If you modify the list items in the definition of a List or Multi-Select metrics, open and
closed projects retain the currently selected list value, even if that value has been
removed. However, if a list item is removed from the metric definition, that item is no
longer available for selection in new and open projects.

Creating Cascading List Metrics

Using the List data type, Process Designers can create a cascading metric, or constrained metric, that
displays different groups of list items depending on a data value. Creating the cascade requires a
combination metrics: a "reference" metric, whose list options are all available, and a "restricted" metric,
whose list options are limited to the values related to the reference metric's value.

For example, you could create the cascading metrics Business Unit, Brand, and Product Line, such that
the Business Unit selection limits the Brand list options to the brands that are appropriate to for the
currently selected Business Unit, and so on. In this way you can create a cascade, or series, of metrics
that will present the appropriate set of choices at each level of the cascade.



Metric: Business Unit Metric: Business Unit

Beveragesand Snacks Beveragesand Snacks
Healthy Living Healthy Living
Market Needs/Trends Market Needs/Trends
Metric: Brand Metric: Brand
Drinks Active Nutrition
Funand Convenient Organicand Green
On the Go Metric: Product Line
Metric: Product Line Kale-Based Snacks
Juice Real Fruit Bars
Cola

Flavored Water
Selections in the cascade determine

whatis available in other metrics

Creating a cascading list metric is the same as creating a normal List metric; however, instead of
creating a predefined list, either select columns from a reference table or write a query that constrains
the returned values using a query field code in a WHERE clause.

Using a reference table to constrain the list allows you to create the constrained list
without a custom reporting view and without needing knowledge of SQL.

To create a cascading list metric using a reference table:

Note: This process assumes that you have already created the "reference" metric, and its
values are also defined in a column within a reference table.

From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.

Do one of the following:

¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - Click in the Copy column to create a
copy that can be used as a base to build a new metric.
Create the list metric using the Reference Table option in the List Source field.

Only reference tables set as Available to Metrics are available for selection.

Create or select a reference table and indicate the column within the table that contains this
metric's list selections.

Only reference table columns with the data type set as String are available for selection.



5.

A,
EXAMPLE
ol

In the Filter fields, select the reference table column that is used by the "reference" metric and
will be used to restrict the list, and enter a query code that defines the value used for the
restriction.

The value entered for the field can be one of the following:

¢ A query code that references another metric or a matrix metric within the project. Query codes
that reference a metric or matrix metric use the {*QME:<metricsystemName>*} format.

¢ A query code that references project metadata, such as {*QMD:ProjectAccessGroup*}. Query
codes that reference metadata use the {*QMD:<metadataName>*}. See "Query Field Codes
Reference" on page 762 for a list of valid metadata query codes.

Additional filters can be applied as necessary.

Example

For example, a user wants to categorize all of their Accolade projects by region and country that
they have business assets in. The user has created a reference table called Region List, which
contains a column list of regions and a corresponding column list of countries, and has created
the list metrics Region and Country to use in Accolade projects. Both metrics use the Region
List reference table as a list source, and use the corresponding table columns to define the list
options that can be selected when creating projects. Additionally, to minimize setup errors, the
user wants the list of countries available for selection to be restricted by the value selected for the
region.

To set up the reference table, the user has included the following rows for each metric
combination available for selection.

Reference Tables » Reference Table

Name

Region List

County
Canada
USA
Mexico
Bl South America  Argentina
[ South America  Brazil

74 South America  Chile

8 South America  Colombia

System Name

The reference table includes rows for each metric
€ (ombination that, when the value for "reference” metric is
selected, limits the options available for the "restricted"
metric.

RegionList

Description

In this example, if the user selects North America as their
Region value. the only options available for the Country
value will be Canada, USA, and Mexico.

Category
[Default] ~

Owner

Japan
[ None] ?
China
Access Group
Korea
[None] - Accessible by all use v R
Singapore
inon:?:;a(ionAc:essGrcups Germany
4N Europe France
File * :
[ Nore A& Europe Spain
4[:8 Europe Netherlands

For this example, the user wants Region to be the "reference" metric. To set up the Region
metric, the user selects Region List as the List Source and Region as the Column to use as the
metric's list value options.



Reference Tables » Reference Table ‘ Metrics » Region
Name Definition | Calculated Formula and Events  Security
Region List
i i Display Name
Systom Name 1| Region A County City e
ReglonList PB North America Canada o
. yatem Nam
Description Ell North America  USA EX_Region ol etric
L8 North America Mexico Description T
M South America  Argentina Restrict to These Roles
4 N R No Restrictions -
(W South America  Brazil
Category 78 south America  Chile
[Default] v N . v
{8 South America  Colombia .
Quiner L APAC Japan . .
¥ inone) 10 I China Searchable Metric
A G
cons TR Sil APAC Korea st Source
[None] - Accessible by all use v Reference Table v
W APAC Singapore
Configuration Access Groups =~ Reference Table
[ oot MREJ Europe Germany Region List v
4ES Europe France O portfolio Optimizer Cotumn
File * .
Region v
[ [Nore 3 Europe Spain O reporting
42N Europe Netherlands () Resource Edtor Filter
17 O Warkflow Line-up v
Milestone Shape Color Metric

For this example, the user wants the Country metric to be the "restricted" metric. To set up the
Country metric, the user selects Region List as the List Source and Country as the Column to
use as the metric's list value options, but must add an additional filter in order to restrict the
available list selections based on the Region value. In the Filter fields, the user selects Region
as the column to be used as the filter to restrict the list, and enter {*QME:EX_Region*} as the
value of this filter.

As entered, the filter and query expression combination states that Country values that have a
matching Region value should be included in the list of options available for selection.

Reference Tables » Reference Table Metrics > Country
Name Unique values in first - .
— Definition | Calculated Formula and Events  Security
Region List
System Name Display Name @ active
RegionList A Country Allow updates from the My Projects page
{0 Region County City SyseamName O Fiter Metric
Description 73 North America  Canada B Inherited Wetric
EN North America  USA Deseripion e stoy
y Ll North America Mexico Restrict to These Roles
W South America  Argentina NoResirictions
Category (M south America  Brazil Category Initialize From
[Defaut] v 22 south America  Chile [oefout] v Bivene)
Owner (-8 South America  Colombia Order DataType
[ none) L ApAC Japan 1

Access Group D APAC China Avilable To
[None] - Accessible by all use v LAl APAC Korea s Intlligence Tools
12 XS Singapore watrix
Configuration Access Groups AEN Europe Germany Planning
EY Root v v
AE3 Europe France [
o Op
File ® A& Europe Spain Column
[None] Country v
EYiNone {0 curope Netherlands
17 Filter
Region ¥ = {*QMEEX Region*}
Milestone Shape Color Matric

To further illustrate this: in the example below, the user has selected North America as the
Region value. Based on the applied filtering, the available country selections are restricted to
Country values that have corresponding North America Region values (which are Canada,
USA, and Mexico, based on the table setup).



6.

Add New @ < X
Similar Projects & Documents
Class Project Manager
Example Class ~ B iNone] ] Projects (0)
[ Project Manager can manage team

Model

W8 North America Canada Example Project ~

8 North America  USA
B North America Mexico

Name Project ID

Example Project Example

75 South America  Argentina

South America  Brazil
7 South America  Chile
i South America

Description

Colombia

Japan
China \ A;;:sﬁmup ;
Korea Related Documents &
Singapore Region o

LEJ Europe Germany North America

=3 Europe France

L8 Europe Spain

Europe Netherlands

Note that in the example above, the user could have created and applied additional list metrics,
for example creating a City metric in the reference table whose list options can be restricted both
by applying filters both to the Region value {*QME:EX_Region*} and to the Country value
{*QME:EX_Country*}.

Click Create to create the new metric or Apply to save changes to an existing metric.

To create a cascading list metric using a query:

1.

From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.
Do one of the following:

¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - Click in the Copy column to create a
copy that can be used as a base to build a new metric.

Create a list metric using the Query option in the List Source field.

Create or select a query that uses a query field code included in a WHERE clause to restrict the
list.

At the highest level, a SQL query for a cascading list looks like:
SELECT Child Column
FROM View
WHERE Parent Column = {*QME:<metric system name>*}
EXAMPLE
4 Example
Consider the following SQL query that uses the GlobalRegions reference table, and
refines the city selections based on the selections made for the region, country, and state.
The city list only displays cities that are within the region/country/state area:



SELECT Distinct City

FROM CRV_Ref GlobalRegions

Where Region = '{*QME:gblRegion*}' AND Country
= '"{*QME:gblCountry*}' AND State
'"{*QME:gblState*}"

The top level of the cascade can be a list metric that is either populated by a query or defined
manually.

5. Click Create to create the new metric or Apply to save changes to an existing metric.

Notes:

¢ Administrators can view existing metric definitions, but cannot add or modify metrics.

¢ ltis not necessary for the parent metric in a cascade to appear on the same page as the
child metric. The constraint is based on the selected value of the parent metric as found in
the database.

* You can create a constrained metric that is not part of a cascade. The query is
constrained by metadata rather than by another metric.

« |f a cascading metric is selected as a filter metric, it does not cascade on the page where it
is used as a filter. All of its list items display as if it were an ordinary list.

 If a query contains a reference to a RVP_ or CRVP_ reporting view, the result displays
[Unavailable] when used on an external Idea Submission form. External users do not
have the security rights to see the data contained within those views.

¢ In Innovation Planning and Roadmapping, a cascading list metric included in a matrix
does not enforce the cascade. For example, if there is a state selection that restricts the
cities available for selection, the city list shows all cities and does not filter to the selected
state.

¢ Idea Submission (as a part of Accolade Ideation), Innovation Planning and Roadmapping
are optional Accolade components that you may not have access to. To implement these
solutions, contact Sopheon Customer Support.

Creating Metrics that Inherit Their Value

Inherited metrics display metric values that are defined in linked projects, typically in a collection of
projects called a portfolio. Within a portfolio, when information is entered in the metric in the parent
project, it displays in any instance of the same metric in the child projects within the portfolio. If those
projects also contain child projects, the same data is displayed in the metric in those projects as well,
and so on down through the portfolio structure.

If someone enters a different value in an inherited metric on a child project, that metric on that child
project and any project below it in the portfolio structure no longer inherit changes made to the metric
above it in the structure. Change the value in the metric in the child project to be the same value as the
metric in the parent project to restore the inheritance.



Administrators and Process Designers create the inherited metrics, and Process Designers associate
them with models. Process Managers and Project Managers create links between projects using the
Contains project link and Member Of Project links to create a portfolio structure where the metrics
inherit their values.

Parent Project

Metric A inherits its value

from the parent project
inthe portfolio.

Child Project 1 Child Project 1

To create a metric that inherits its value:

1.

From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.
Do one of the following:

¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - Click @ in the Copy column to create a
copy that can be used as a base to build a new metric.

Create any metric type and select the Inherited Metric check box to indicate the metric inherits
its value.

Associate the metric with the models of both the top container project in the portfolio structure
and the projects in the portfolio that display the value.

Itis not necessary for every project in a portfolio structure to have the same model.

Click Create to create the new metric or Apply to save changes to an existing metric.

Notes:

Administrators can view existing metric definitions, but cannot add or modify metrics.

You can also use inherited metrics outside of portfolios.

Accolade Portfolio Management and Portfolio Optimization are optional Accolade
components that you may not have access to. To implement these solutions, contact
Sopheon Customer Support.



Initializing Metrics with Default Display Values

You can set up a metric so it displays a default value before a user enters data into the metric, rather
than initially displaying blank. After a user modifies the data in the metric, the link with the source metric
is broken, and the modified metric contains the data entered.

Important! Initializing a metric with a default value only displays the value in the target
metric within Accolade. The value does not transfer to Smart Excel documents or reports.

Metrics that pull a default display value from another metric cannot be on the same page within
Accolade as the metric from which they get their value. Therefore, a metric that is set to contain an initial
value from another metric should conform to the following rules:

¢ The metric should not be in the same category as its initializing metric.

¢ The metric should not be editable or appear together with its editable initializing metric on the
project creation page, Home, or Details pages within a project.

¢ The metric should not be in the same Smart Excel document or online form with its initializing
metric.

To initialize a metric with a default display value:
1. From the System menu, select Content Sources > Metrics.
To narrow the metric list, search by the metric name, system name, or category.
2. Do one of the following:
¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - CIick in the Copy column to create a
copy that can be used as a base to build a new metric.
3. Create any metric type.

4. Inthe Initialize From field, select the metric value to use in this metric until another value is
entered or selected.

If you are creating or modifying a metric that uses the List or Multi-Select List data type, select an
initializing metric that has an identical set of list items. If either metric is query based, ensure that
the initializing metric contains all the list items that could occur if both metrics are based on the
same query.

5. Click Apply to save your changes.

Notes:

+ Ifthe metric selected in the Initialize From field is deleted or made inactive, new
instances of the metrics that use it for their default value are blank.

¢ Metric initialization is affected by the Default Online Form Fields to Dirty parameter



available in the Administration Console.

If the parameter is enabled, metrics that are set for initialization behave in an online form
as if the initializing value is entered manually when the form is first opened. That is, the
initializing link is broken and no further automatic updates of the value occur. If the
parameter is disabled, the initialized metric continues to change when the source metric is
changed until the initialized metric is changed manually.

Creating Metrics Using Expressions (Calculated Metrics)

The value of a calculated metric is defined using an expression within the metric definition.

Typically, this metric type is based on the values of one or more metrics, which can themselves be
calculated metrics. Valid expressions are comprised of other metrics, metadata (field codes), valid
operators, and functions. Calculated metrics display as read-only values when displayed in a project,
and can be recalculated on scheduled events. See "Scheduling Metric Calculations" on page 163.

Security profiles cannot contain metrics with calculated values.

The procedure below describes how to define the expression within the metric definition. For
information about writing the expressions themselves, the components available, and considerations
for Portfolio Optimizer, see the calculated metrics information in the Accolade online Help.

To create a metric using an expression:

1.

From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.

2. Do one of the following:
¢ To add a new metric - Click Add New in the upper right corner of the page.
¢ To edit an existing metric - Click the name of the metric to open it for editing.
* To create a metric based on an existing metric - Click in the Copy column to create a

copy that can be used as a base to build a new metric.

3. Create the basic metric and select the Calculated Formula and Events tab.

4. Inthe Calculated Formula field, enter the expression following the guidelines in the Calculated
Metric Expressions Reference topic in the Accolade online Help.

5. Click Create to create the new metric or Apply to save changes to an existing metric.

Notes:

¢ If a metric's calculated value extends beyond the allowable characters for the metric type,
the data stored and displayed for that metric is truncated as follows:

e String - 500 characters
¢ Long String - 2000 characters



¢ Number - 15 characters

* Multi-Select List - 2500 characters

¢ List-2500 characters

Calculated Metric Expressions Reference

Calculated metrics can contain references to other metrics, metadata in the form of field codes,
operators, and functions. The tables in the sections below contain the operators and the functions
available when writing expressions. See "Accolade Field Codes and Substitution Tokens" on page 771
for information about the metadata available within Accolade. Note that certain project data field codes
are not available for use in calculations. Use the equivalent function listed below instead.

Operators

Operators are process or mathematical parts of expressions, such as addition and multiplication, and
relationships such as greater than or less than. Use the operators below within your calculated metric

expressions.

Operator

Example

Additive and Subtractive Operators

+ (plus, plus sign)

{*METRIC:NPV*}+{*"METRIC:fut*}

- (minus, dash)

{*"METRIC:NPV*}-{*METRIC:Cost*}

Multiplicative Operators

* (multiplied by, asterisk)

10*{*METRIC:NPV*}

/ (divided by, slash)

{*METRIC:NPV*}/{*METRIC:fut*}

% (mod, percent sign)

{*METRIC:NPV*}%10

Primary Operators

value (integers, text strings,
dates, functions)

('this is a text string')

While single quotes work for dates,
we recommend wrapping dates in
pound or hash signs instead to
ensure consistency of data types.
For example, (#2021-10-19#).

() (parentheses)

1000-(6*{*METRIC:NPV*})

Relational Operators

= (equals)

{*"METRIC:NPV*}=250




Operator Example

<> (does not equal) {*METRIC:NPV*}<>{*METRIC:fut*}

> (greater than, angle bracket) | {*METRIC:NPV*}>250

>= (greater than or equal to) {*METRIC:NPV*}>=250

< (less than, angle bracket) {*METRIC:Cost*}<500

<= (less than or equal to) {*METRIC:Cost*}<=100

Logical Operators

or, || (double pipe) {*METRIC:Cost*}<{*"METRIC:NPV*}||
{*METRIC:Cost*}<500

and, && {*METRIC:Cost*}<{*METRIC:NPV*}&&
{*METRIC:Cost*}<1000

Functions

The functions included in the calculated metric determine in part what is returned in the metric. Use the
functions described below within your calculated expressions to return data within a calculated metric.

Note: All functions are supported in calculated metrics in Accolade Portfolio Optimizer
unless otherwise noted.

Function Description Example Result
Abs Returns the absolute | Abs(-1) 1
value of a specified
number.
Acos Returns the angle Acos(1) 0

whose cosine is the
specified number.

Asin Returns the angle Asin(0) 0
whose sine is the spe-
cified number.

Atan Returns the angle Atan(45) 1
whose tangent is the
specified number.

Avg Returns the average | Avg(1, 5, 6) 4
of a set of values.

Ceiling Returns the smallest | Ceiling(1.5) 2
integer greater than or




Function

Description

Example

Result

equal to the specified
number.

CellValue

Returns a value in the
matrix column spe-
cified by a defined met-
ric.

CellValue('Year")

The value in the
matrix column
with the matrix
metric 'Year'.

CellValue Format: CellValue('MatrixMetricsystemName')

CellValue Parameters:

¢ MatrixMetricSystemName - the system name of the matrix metric to reference. This must
be the system name, and cannot be a substitution token.

This function is valid for use in the filter expression argument of the GetMatrixColumn function,
and will return values from the same row as the metric that uses the function.

CellValue can only be used in matrix metrics, and can only reference matrix metrics.

Concatenate

Joins text strings into
a single string in the
specified order.

To include a delimiter
between values in the
concatenated string,
use the Join function
instead. You can
concatenate as many
strings together as
you need.

If a metric's calculated
value extends beyond
the allowable
characters for the
metric type, the data
stored and displayed
for that metric is
truncated as follows:

e String - 500
characters

* Long String -
2000
characters

¢ Number-15
characters

Concatenate('text1’,
{*METRIC:MyString*},
'text2', 'textN')

If the value of MyString =
abc, the concatenated
value would be
text1abctext2textN.

A continuous
text string




Function Description Example Result

¢ Multi-Select
List - 2500
characters

e List-2500
characters

Contains Returns whether one | Contains('Blue’, 'My Blue | True
string is contained in Heaven', 2, 7)
another.

Contains Format: Contains('findString’, 'withinString', [startindex, length])
Contains Parameters:

 findString - The string to find.

» withinString - The string in which to search for the find.

e String startindex - (Optional) Number of characters from the beginning of within.
Minimum value is 1.

¢ length - (Optional) Number of characters from the startindex to search.

Con- Returns the value of Con- The Pro-
vertToCorporateCurrency | the specified metrics | vertToCorporateCurrency | jectACurrency
in the defined cor- ({*METRIC:Pro- metric value
porate currency. jectACurrency*}) converted to
the corporate
currency

ConvertToCorporateCurrency Format: ConvertToCorporateCurrency
({*METRIC:systemName*})

ConvertToCorporateCurrency Parameters:

¢ Field code orinteger value - The value being converted to the corporate currency. This
typically includes the metric system name or metadata field code assigned to the values
to convert and return as the corporate currency. It can also be an integer to convert.

¢ Valid currency code - (Optional) A valid currency code other than the corporate currency
to convert the specified values to. This can also be a metadata field code for a project
currency.

Additional ConvertToCorporateCurrency Examples:
¢ ConvertToCorporateCurrency(CellValue('"MatrixMetricsystemName'))
* ConvertToCorporateCurrency(1000)
¢ ConvertToCorporateCurrency({*METRIC:systemName*}, 'EUR’)
¢ ConvertToCorporateCurrency(1000, {*MD:ProjectCurrencyCode*})

Note that if using this formula, changes to the project currency code or the currency reference
table containing exchange rates and conversion factors will result in a recalculation of all
calculations using this formula.




Function Description Example Result

Cos Returns the cosine of | Cos(0) 1
the specified angle.

Count Returns the number of | Count(GetMatrixColumn | A list of ele-
elements in an expres- | ('mxFinancials', 'Cost', ments returned
sion. Region ="'USA"), true) by the GetMat-
'true' includes null nxCqumn
values of the specified .expre§3|on
expression. including null

values.

'false' excludes null
values.

Count Format: Count(<function returning an array>, <true/false>)

Count Parameters:

¢ Function returning an array - A function that returns a list of values. Use

LinkedProjectValue and GetMatrixColumn as a best practice.

« true or false - Determines whether to include null values or not. The true or false value
must be lower case and not include quotes around it.

CurrentMatrixValue

Returns the current
value of a metric. This
function is the same
as CurrentValue, but
used in a matrix.

The
CurrentMatrixValue
function does not
support nesting
calculations in
Accolade Portfolio
Optimizer.

This is a self-
referencing function
where the system
name must be the
system name of the
metric calling the
function.

CurrentMatrixValue
('Today")

The current
value of the
Today metric in
a matrix cell

CurrentMatrixValue Format: CurrentMatrixValue('systemName')

CurrentMatrixValue Parameters:

« systemName - The system name assigned to the metric calling the function to return the

current value.




Function Description Example Result

Combine with other functions. For example:
If({*METRIC:A*}='"Current’, Concatenate('Today', Now()), CurrentMatrixValue('Today"))

If metric A is set to Current, the value in the matrix cell is set to Today, concatenated with
today's date. For example, Today is 5/20/17. If metric A is set to anything other than Current,
the value remains the same.

Note that if using CurrentMatrixValue as a function in a matrix and updating the matrix in MS
Excel, you must uniquely identify the row by flagging matrix metrics as unique. If matrix
columns are not unique or the MS Excel workbook contains duplicate columns, the
CurrentMatrixValue function value cannot be updated. The Smart Excel template does not
update, upload, or publish back to Accolade.

CurrentValue Returns the current CurrentValue('Con- The current
value of a metric. fidence') value of the
Confidence met-

The CurrentValue
function does not
support nesting
calculations in
Accolade Portfolio
Optimizer.

ric

This is a self-
referencing function
where the system
name must be the
system name of the
metric calling the
function.

CurrentValue Format: CurrentValue('systemName')
CurrentValue Parameters:

» systemName - The system name assigned to the metric calling the function to return the
current value.

Combine with other functions. For example:
if((*METRIC:NPV*}<500, 'At Risk', CurrentValue('Confidence"))

If NPV is less than 500, the metric that contains this calculation is set to At Risk. If NPV is
greater than 500, it is set to the current value in the Confidence metric.

DateAdd Adds a number of time | DateAdd('D’, 5, Now()) 5 days added to
periods to a date. current date

DateAdd Format: DateAdd('type', number, #date#)
DateAdd Parameters:
 type - D: Day, H: Hour, MN: Minute, S:Second, M: Month, Y: Year.




Function Description Example Result

e number - An integer.
« date - The date to adjust, can be a date metric or the Now function.

DateDiff Returns the selected | DateDiff Days between
difference between ('D',ProjectNextGateDate | project start
two dates. (), ProjectStartDate()) and next gate

DateDiff Format: DateDiff('type', #endDate#, #startDate#)

DateDiff Parameters:
» type - D: Day, H: Hour, MN: Minute, S: Second, M: Month, Y: Year.
¢ endDate - The ending date.
 startDate - The starting date.

DateFormat Returns a date inthe | DateFormat(Pro- Date the project
specified date format | jectCreationDate(), was created in
as a string. 'M/dlyyyy") M/dlyyyy

format.

DateFormat Format: DateFormat(#date#, 'dateFormat’)
DateFormat Parameters:
» date - A specified date or function indicating a date.

« dateFormat - Date format in which to return the value. The inputs allowed for this
parameter are strings using string-type metrics.

Supported date formats are those set in the Accolade user profile, included the following:
M/d/lyyyy, MMM dd, yyyy, d/M/yyyy, dd/MM/yyyy, d.M.yyyy, d-M.yyyy, yyyy-MM-dd, yyyy/M/d,
yyyy.M.d.

Combine with other functions. For example:

DateFormat(Now(),'M/d/yyyy') returns today's date such as 10/15/2018.

DatePart Returns the selected | DatePart('M', 5
part of a date. #5/15/2013#)

DatePart Format: DatePart('type', #date#)

DatePart Parameters:
 type: D - Day, H: Hour, MN: Minute, S: Second, M: Month, Y: Year.
¢ date - The date containing the part you want.

Exp Returns e raised to the | Exp(0) 1
specified power

Find Returns how far from | Find('Blue’, 'My Blue 4
the start of a string a Heaven', 2, 20)
contained string was

found. Case sensitive.
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Function

Description

Example

Result

Find Format: Find('findString', 'withinString', [startindex, length])

Find Parameters:

 findString - The string to find.

¢ withinString - The string in which to search for the findString.

¢ startindex - (Optional) Number of characters from the beginning of withinString to start

searching. Minimum

¢ length - (Optional) Number of characters from the startindex to search.

value is 1.

First

Returns the first value
thatis returned in a list
of values.

First(1, 5, 6)

Floor

Returns the largest
integer less than or
equal to the specified
number.

Floor(1.5)

GateDecision

Returns the decision
for the specified gate.

GateDecision(2)

A string of the
decision for the
second gate in
the project

GateDecision Format: GateDecision('1-20") or GateDecision({*"METRIC:systemName*})

Gate Decision Parameters:

« 1-20 - An integer value correlating to the gate on the project. 1 indicates the first gate on

the project.

» Metric field code system name - The referenced field code must return an integer value 1-

20.

GetMatrixColumn

Returns an array from
a matrix.

This function must be
used with the Join,
Concatenate, Count,
Avg, First, Min, Max,
or Sum function to
perform a calculation
on the values returned
from the matrix
column.

Sum(GetMatrixColumn
('mxSales', 'Profit', (Mar-
ket ='US'|| Market =
'Europe') && Profit >
10000))

In the 'mxSales'
matrix, the func-
tion returns the
sum of profit for
the US and
Europe markets
greater than
10,000 USD.

GetMatrixColumn Format:

GetMatrixColumn('matrixSystemName',
'targetColumnSystemName', filterExpression)

GetMatrixColumn Parameters:




Function

Description

Example

Result

* matrixSystemName - The system name of the matrix. This must be the system name, and
cannot be a substitution token or nested function.

» targetColumnSystemName- The system name of the column to return values.

« filterExpression - (Optional) Inputs used to filter columns in the matrix. Elements that
meet the search criteria are returned as an array. Valid inputs include column system
names, metric and metadata tokens, IsNull, and hard-coded values. The expression must
equate to true or false. Use operators to join filter expressions for more complex filtering.

Additional GetMatrixColumn Examples:
¢ Count(GetMatrixColumn('mxSales', 'Profit', SalesYear >= 2010 && Profit < 0), true) -

Returns the number of sales years since 2010 that had a negative profit.

¢ Join(GetMatrixColumn('mxSales', 'Market', Profit > 0), ', ) - Returns all markets in the
'mxSales' matrix that made a profit.

¢ Sum(GetMatrixColumn('mxSales', 'Profit’, IsNull(Costs, 0) > 1000)) - Returns the sum of
profit where the costs exceeded 1000.

¢ Sum(GetMatrixColumn(('mxSales', 'Cost’, Year = CellValue(#Year#))) - Returns the total

costs by year.

IEEERemainder

Returns the remainder
resulting from the divi-
sion of a specified
number by another
specified number.

IEEERemainder(13, 5)

Returns a specified
string or value based
on a condition.

If((*METRIC:NPV*}>500,
'Go ahead', 'Stop")

Go ahead

Returns whether an
elementis in a set of
values.

In(1+1, 1, 2, 3)

True

IRR

Returns the Internal
Rate of Return value
for a series of cash
flows.

IRR(GetMatrixColumn
('mxFinancials', 'Cost',
Region ='USA"))

Returns the
internal rate of
return value for
the cash flows
returned by the
GetMat-
rixColumn func-
tion.

IRR Format: IRR(value array, [guess])

IRR Parameters:

¢ Value Array - An array passed in as an object specifying cash flow values. The array must
contain at least one positive value (a receipt) and one negative value (a payment).




Function Description Example Result

GetMatrixColumn is currently the only function that can be passed in as an object and
return an array. If the data is not valid, the calculation will be skipped. Invalid data is
defined as the following:

No values

Array of strings or date values
Only positive values

Only negative values

Only zeros

Guess - (Optional) A value you estimate will be returned by IRR. If omitted, guess is 0.1
(10 percent). If the data is not valid, the calculation will be skipped. Invalid data is defined
as the following:

Guess value of -1 or lower

IsNull Checks if the first para- | IsNull(ProjectEndDate(), | Finance start
meter is an empty {*METRIC:Fin- date if the pro-
value. anceStartDate*}) jectend date is
If the parameter value not defined
is null, returns the
second parameter
value; otherwise,
returns the first
parameter value.

IsNull Format: isNull({parameter1},{parameter2})
IsNull Parameters:
e parameter1 - The parameter to check for no value.
¢ parameter2 - If no value in parameter1, sets this parameter.
Join Joins text strings Join(LinkedProjectValues | A list of values

together into a single | (‘children’, 'to', 'Code'),'|') | separated by |.
string in the specified
order, separated by a
delimiter.

For example, create a
metric using this
function to create a list
of the child projects for
a particular project,
sendingin’|' as the
delimiter. Then create
a multi-select list that
uses the resulting




Function

Description

Example

Result

project names to
select from.

To join text strings
with other provided
values, use the
Concatenate function.

Join Format: Join(<function returning an array>, '<delimiter>")

Join Parameters:

« Function returning an array - A function that returns a list of values from the same object.
The LinkedProjectValues function and GetMatrixColumn are the only functions that return

an array.

¢ Delimiter - Any character to separate returned values, such as a pipe (| ).

Length

Returns the length of a
string.

Length
({*METRIC:myString*})

An integer

LinkedProjectValues

Returns the values of
the specified metrics
for linked projects.

This function must be
used with the Join,
Concatenate, Count,
Avg, First, Min, Max,
or Sum function to
perform a calculation
on the values returned
from the linked
projects. Use this
function to calculate
roll up valuesin
projects that contain
one or more related
projects.

Metrics that contain
this calculation cannot
be used when creating
automatic project
linking rules. When
applying a metric that
uses this formula,
consider where

Sum(LinkedPro-
jectValues
('ABToCSG','To',/NPV',-
5))

(see below for additional
examples)

Totals the val-
ues in the NPV
metric in pro-
jects that are
linked to the pro-
ject using the
ABToCSG link
type. This
example totals
values in pro-
jects up to five
levels deep.




Function Description Example Result

calculations take
place. For example, if
a parent project and
its child projects use
the same model that
contains a metric with
this calculation, the
calculated metric
recalculates for all
projects in the chain.

The
LinkedProjectValues
function is not
supported in Accolade
Portfolio Optimizer.
Metrics that contain
this function cannot be
set as matrix metrics.

LinkedProjectValues Format: LinkedProjectValues
('linkTypeSystemName','direction’,'returnMetricSystemName',traverseLevel)

LinkedProjectValues Parameters:

linkTypeSystemName - The system name of the link type used to create the project links.
To specify the hierarchy link type, use HierarchyLinkDefault as the system name. This
must be the system name, and cannot be a substitution token.

direction - The direction to or from the project that contains the calculation to gather and
return values. To traverses down the hierarchy; From traverses up the hierarchy. If your
values do not calculate correctly, ensure that the project links were created in the
appropriate direction.

returnMetricSystemName - The system name of the metric value to return. This must be
the metric system name, and cannot be a substitution token.

traverselLevel - (Optional) The number of levels from the project that contains the
calculation to gather and return values. If no value is included, values are returned for all
levels in the hierarchy.

Additional LinkedProjectValues Examples:

Sum(LinkedProjectValues('/ABToCSG','To','NPV")) - Returns the total of all values
entered in the NPV metric in projects that are linked to the parent project using the
ABToCSG link type.

Avg(LinkedProjectValues('ABToCSG','To','NPV',3)) - Returns the average of the NPV
metric in projects that are linked up to three levels deep in the hierarchy to the parent
project using the ABToCSG link type.




Function Description Example Result
Log Returns the logarithm | Log(1, 10) 0
of a specified number
for a specified base.
Log10 Returns the logarithm | Log10(1) 0
of a specified number
to base 10.
Lower Returns a text string Lower('Hello") hello
with all lower case.
LTrim Removes leading LTrim A string without
spaces from a string. | ({(*METRIC:myString*}) aleading space
Max Returns the largest of | Max(1, 5, 6) 6
the specified values.
Min Returns the smallest Min(1, 5, 6) 1
of the specified val-
ues.
ModelName Returns the name of | ModelName()
the model.
MostRecentGateDecision | Returns the gate MostRecentGateDecision
decision from the most | ()
recent phase change.
Now Returns the current Now()
date and timestamp.
NPV Returns the net NPV(.12,10, 12, 8, 16) 34.4

present value of a
series of cash flows
based on a specified
discount rate.

NPV Format: NPV(rate, <series of cash flow values>)

NPV Parameters:

* Rate - The discount rate.

« Series of cash flow values - Series of values separated by a comma delimiter. Can also
be an array passed in as an object or a series of metric values.

Additional NPV Examples:

¢ NPV(.12, GetMatrixColumn('mxFinancials', 'Cost', Region = 'USA'")) - Returns the net
present value of the cash flows returned by GetMatrixColumn based on a 12% discount

rate.

* NPV(.12, {*"METRIC:Year1Financials*}, {*METRIC:Year2Financials*} - Returns net




Function

Description

Example

Result

present value of Year1Financials and Year2Financials based on a 12% discount rate.

PaybackPeriod

Returns the payback
period.

PaybackPeriod('cash_
flow', '~Net_Cash_Flow',
'~Cash_Flow_Relative
Date')

A decimal
number
displaying the
payback period
in years.

If the payback
period cannot
be calculated,
the function
returns 0.

Payback Period Parameters:

< Financial matrix - Captures costs and revenue.

* Cash Flow - The difference between total revenue and total costs.

» Relative Date - The relative period of time in which costs and revenue are recorded.

Pow Returns the value ofa | Pow(3, 2) 9
number raised to the
specified power.

ProjectAccessGroup Returns the name of ProjectAccessGroup()

the project's access
group.

ProjectClass

Returns the name of
the project's class.

ProjectClass()

ProjectClosed

Returns the project's
closure status.

ProjectClosed()

ProjectCreatedByID

Returns the ID of the
user that created the
project.

ProjectCreatedBylD()

ProjectCreatedByName

Returns the name of
the user that created
the project.

ProjectCreatedByName()

ProjectCreationDate

Returns the date when
the referenced project
was created.

ProjectCreationDate()

ProjectCurrentPhase

Returns the system ID
of the cur-
rent/stage/gate pair in

ProjectCurrentPhase()




Function

Description

Example

Result

the referenced project.

The project current
phase is set to 0 if the
project ends in a gate,
and the gate's
decision is set to Go.

Pro-
jectCurrentStageName

Returns the name of
the current project
stage.

Pro-
jectCurrentStageName()

ProjectDescription

Returns the descrip-
tion of the project from
the model.

ProjectDescription()

ProjectEndDate

Returns the date the
project ended.

ProjectEndDate()

ProjectGateDate

Returns the date of
the gate meeting of a
specific gate.

ProjectGateDate(1)

The date for the
first gate meet-
ing in the pro-
ject

ProjectGateDate Format: ProjectGateDate('1-20") or ProjectGateDate
({*METRIC:systemName*})

ProjectGateDate Parameters:

« 1-20 - An integer value correlating to the gate on the project. 1 indicates the first gate on

the project.

» Metric field code system name - The referenced field code must return an integer value 1-
20. For example, ProjectGateDate('{*METRIC:NumberMetric*}') would return an integer

value between 1-20.

ProjectHealthScore

Returns the project's
health score from the
connected Acclaim
Projects project.

ProjectHealthScore()

The project
health score
from Acclaim
Projects.

ProjectID

Returns the user-cre-
ated ID of the ref-
erenced project.

ProjectID()

ProjectMostRecentStatus

Returns the text of the
most recent status
report on the ref-
erenced project.

ProjectMostRecentStatus

()




Function Description Example Result
Pro- Returns name of the Pro-
jectMostRe- person who created jectMostRe-
centStatusAuthor the project's most centStatusAuthor()
recent status report.
Pro- Returns the date the Pro-
jectMostRe- project's mostrecent | jectMostRe-
centStatusDate status report was cre- | centStatusDate()
ated.
ProjectName Returns the name of ProjectName()
the project.
ProjectNextGateDate Returns the date of ProjectNextGateDate()
the next gate meeting
in the project.
ProjectNextGateName Returns the name of ProjectNextGateName()
the next gate in the
project.
Pro- Returns the name of Pro-
jectNex- the gate owner of the | jectNex-
tGateOwnerName project's next gate. tGateOwnerName()

ProjectPreviousGateDate

Returns the date of
the gate meeting
before the current
stage.

ProjectPreviousGateDate

()

ProjectStartDate Returns the date when | ProjectStartDate()
the project started.
ProjectTeamLeaderEmail | Returns the email ProjectTeamLeaderEmail
address of this pro- O
ject's Project Man-
ager.
Pro- Returns the name of Pro-
jectTeamLeaderName this project's Project jectTeamLeaderName()

Manager.

ReferenceTable

Returns the value
from the specified cell
of a reference table.

If a calculated metric
uses the
ReferenceTable

ReferenceTable('Cur-
rency', 'CurrencyCode’,
'USD', 'Value2015')

The value from
the Value2015
column for the
given filter




Function

Description

Example

Result

function, the reference
table must be marked
as Available to
Portfolio Optimizer
for the metric
calculation to work in
Portfolio Optimizer.

ReferenceTable Format: ReferenceTable('RefTableSystemName', 'sourceColumn1’,
'sourceColumnValue1', 'sourceColumn2', 'sourceColumnValue?2'..."targetColumn')

ReferenceTable Parameters:

* RefTableSystemName - The system name of the reference table. This must be the
system name, and cannot be a substitution token or nested function.

* sourceColumn1 - The system name of the column from which to find values.

¢ sourceColumnValue1 - The value within the column being pointed to. Must be added with
the sourceColumn1 parameter.

¢ sourceColumn2 - (Optional) The system name of the second column from which to find

values.

¢ sourceColumnValue2 - (Optional) The value within the second column being pointed to.

¢ targetColumn - The system name of the column to return values.

The formula returns back the first matching value ordered by row id.

The ReferenceTable function can include an infinite amount of column/value pairs in the
expression. Note that they must exist as a pair containing the column system name and the
associated value expression.

Replace

Replaces every
instance of a text
found in a larger string
with a new text and
returns the string.
Case sensitive.

Replace('My Blue
Heaven', 'Blue', 'red")

My red heaven

Replace Format: Replace(‘originalString', 'oldMatch’, 'newText')

Replace Parameters:

 originalString - The string that is searched.

¢ oldMatch - The string that is replaced.

¢ newText - The string that replaces the oldMatch.

ResourceDemands

Returns all the
resource demands on
a project or all
demands between two
dates.

ResourceDemands(Pro-
jectGateDate (2), Pro-
jectGateDate (3))

Sum of all
demands
between these
dates, ignoring
units of meas-




Function Description Example Result
The ure
ResourceDemands
function is not
supported in Accolade
Portfolio Optimizer.
ResourceDemands Format: ResourceDemands([#startDate#], [#endDate#])
ResourceDemands Parameters:
e startDate - (Optional) The date on which to begin counting demands.
¢ endDate - (Optional) The date on which to stop counting demands.
ResourceDe- Returns all of a pro- ResourceDe- Sum of
mandsForPool ject's resource mandsForPool(5, demands on
demands for a spe- #4/1/2014#, #7/1/2014#) | the specified
cified pool. pool between
If dates are included, the specified
dates

the sum is for demand
between the start and
end dates.

The
ResourceDemandsFo
rPool function is not
supported in Accolade
Portfolio Optimizer.

ResourceDemandsForPool Format: ResourceDemandsForPool(poolID, [#startDate#,

#endDate#])

ResourceDemandsForPool Parameters:

¢ poollD - The ID of the pool to calculate demands on. You can view the ID in a report on the
RV_ResourcePools view.

¢ startDate - (Optional) The date on which to begin counting demands.

¢ endDate - (Optional) The date on which to stop counting demands.

ResourceDe-
mandsForUOM

Returns all of this pro-
ject's demands that
have the specified unit
of measure.

The
ResourceDemandsFo
rUOM function is not
supported in Accolade
Portfolio Optimizer.

ResourceDe-
mandsForUOM('FTE',
#4/1/2014#, #7/1/2014#)

Sum of
demands on
the pools with
the specified
UOM




Function

Description

Example

Result

ResourceDemandsForUOM Format: ResourceDemandsForUOM('Unit of Measure',

[#startDate#, #endDate#])

ResourceDemandsForUOM Parameters:

« Unit of Measure - The unit of measure of the pools to include.

» startDate - (Optional) The date on which to begin counting demands.

¢ endDate - (Optional) The date on which to stop counting demands.

Round Rounds a value to the | Round(3.257, 2) 3.26
nearest integer or spe-
cified number of
decimal places.
RTrim Removes trailing RTrim A string without
spaces from a string. | ({*METRIC:myString*}) trailing spaces
RowValue Returns a value in the | RowValue(- The value in the

matrix column spe-
cified by the defined
offset parameter.

This function allows
you to prorate across
a matrix to identify
values in certain cells.

This is a self-
referencing function
that can only be used
in matrices.

1,'mxYear2financials')

cell prior to the
'mxYear2fin-
ancials' column
to which the
metric is
applied.

RowValue Format: RowValue('Offset’, 'ColumnSystemName')

RowValue Parameters:

¢ Offset - Aninteger less than 0. Any negative value indicates the number of rows above
the current row to retrieve a value from. For example, if the formula is being evaluated for
row 4, and you need the value in row 3, use -1 as the offset value. Used to propagate
down a matrix column or across a row in inter-row dependencies. To reference the
current row, use a matrix metric token.

¢ Column System Name - The system name of the matrix column containing the cell to

reference.

These parameters cannot be nested functions or use substitution tokens.

Search

Returns how far from
the start of a string a
contained string was
found. Case insens-

Search('blue’, 'An attract-
ive Aqua Blue dye', 5,
30).

20




Function Description Example Result

itive.

Search Format: Search('findString', 'withinString', [startindex, length])

Search Parameters:

findString - The string to find.
withinString - The string in which to search for the findString.

startindex - (Optional) Number of characters from the beginning of withinString to start
searching. Minimum value is 1.

length - (Optional) Number of characters from the startindex to search.

SecurityList Returns either the SecurityList(1,3,2,2) Returns the first
security list value dis- two security list
play name or the display names
security list value sys- in the second
tem name at a spe- level of security
cified level in the list. list three.

SecurityList Format: SecurityList(returnValueType,listNumber listLevel,maxReturnCount)

SecurityList Parameters:

returnValueType - Either 1 to return the security list display name, or 2 to return the
security list system name.

listNumber - The security list to use. Acceptable values are 1, 2, 3, 4, or 5. The number
entered must correspond to an existing security list. For example, if your system
configuration only uses three security lists, acceptable values are 1, 2, or 3.

listLevel - The level in the security list tree to return values from. If the returned value
exceeds 500 characters, the returned value includes as many complete security list level
names that fit within 500 characters. This cannot be a substitution token.

maxReturnCount - The number of values to return in a delimited string, if more than one
value is found in the security list and level specified. A maximum of 500 characters is
returned. Only full security list level names are returned.

Additional SecurityList Examples:




Function Description Example

Result

ALL Locations
Europe
France
Paris
Lille
England
London
Birmingham
North America
Canada
Montreal
Calgary
USA
Denver
Houston

Using the security list defined above, for a project that is assigned Europe, Paris, and USA:

¢ SecurityList(1,1,2,2) - Returns Europe|North America
e SecurityList(1,1,3,2) - Returns France|USA

Sign Returns a value indic- | Sign(-13) -1
ating the sign of a num-
ber.
Sin Returns the sine of the | Sin(0) 0
specified angle.
Sqrt Returns the square Sqrt(4) 2
root of a specified num-
ber.
SubString Returns a string begin- | SubString('My Blue Blue Heaven
ning a specified dis- Heaven', 4, 10)

tance from the start of
the string that contains
it.

SubString Format: SubString(withinString, startindex, [length])
SubString Parameters:

¢ withinString - The string that contains the substring.

« startindex - Number of characters from the beginning of withinString that the substring

begins. Minimum value is 1.

¢ length - (Optional) Number of characters to include in the returned substring. If not

present, returns all characters after start index.

Sum Totals the returned val-| Sum(1, 5, 6)

12




Function

Description

Example

Result

ues.

SysProjectID

Returns the system ID
of the reference pro-
ject.

SysProjectID()

Tan

Returns the tangent of
the specified angle.

Tan(0)

TeamMember

Returns a team mem-
ber's name, function,
email address, or user
login.

TeamMember
(2,'FinancelLeader",3)

The team mem-
ber's name that
is assigned to
the Finance
Leader function
in the project.

TeamMember Format: TeamMember(lookupMethod,'lookupValue',returnValue Type)

TeamMember Parameters:

¢ lookupMethod - The method used to match a team member to return. 1: row Index, 2:
function system name.

¢ lookupValue - The value of the index or function you want to use to find the team member.
If the lookupMethod is set to 1, enter an integer number representing the row in a list of
team members arranged in alphabetic order by team member first name. Any functions
without a team member assigned are sorted to the top of the list, and assigned team
members follow in alphabetical order. Therefore, the returned team member could be

None, indicating no team member is assigned at that row. If the lookupMethod is set to 2,
enter the function system name to return the value for the primary team member for that
function. If no primary user is associated to the function, no value is returned.

¢ returnValueType - The information to return for the matched team member. 1: Function
Name, 2: Email, 3: Name, 4: User Login.

Additional TeamMember Examples:

e TeamMember(1,3,3) - Returns the name of the team member that is listed in the third
from of an alphabetical list of team members. If the third row is a function with no leader,
no name is returned. Note that the lookupValue does not have to be in enclosed in single
quotes when looking up by row index.

Trim Removes all spaces Trim A string without
from a string except ({*METRIC:myString*}) leading or trail-
for single spaces ing spaces
between words.

Truncate Returns the integral Truncate(1.7) 1
part of a number.

Upper Returns a text string Upper('Hello") HELLO
with all upper case.




Custom Format for Number Metrics

A custom number format specifies how a number metric displays in an Accolade field code in a Word or
PowerPoint document, or in quick grids.

Metric values in Accolade or in Excel documents are not affected. Excel has its own number formatting
capabilities. Set the number format of the cell in which a field code applies to format numbers in
Accolade fields in Excel. For information about formatting numbers in an Excel document, see the Excel
online Help.

A metric with a custom number format that is attached to a quick grid will only use that format if the grid
cellis read only.

A custom number format creates masks or patterns that show how numbers display. If a user enters a
number in Accolade that differs from the pattern, the value displays according to the pattern. For
example, if a user enters 89.453 in a metric with the custom number format ##.##, the number displays
in Word as 89.45. The actual value, as entered and stored in Accolade remains the same.

To create a custom number format, use the guidelines and examples in the table below and enter the
format in the Number Format field when defining a number metric. Number metrics without a custom
format display exactly as they are stored in Accolade.

Use the following rules and guidelines to build a custom number format.

Characters, Notes, and Examples

To display significant digits Character: #
but not insignificant zeroes. | ror example: #.## displays the following:

6.357 as 6.36
125.3 as 125.3
125.300 as 125.3
0.678 as .68

To display insignificant Character: 0

zeroes if a number has fewer | For example: 00.000 displays the following:
digits than there are zeroes
.62 as 00.620

in the format.
6.03 as 06.030
125.72000 as 125.720

Trailing zero formatting is only applicable to Portfolio Optimizer,
project history, and smart documents.

To mark the location of the Character: . (period)

decimal placeholder. Enter a period for the decimal placeholder even if you are
working in a region that uses a different symbol. Each user's
computer displays the symbol appropriate to their selected
region.

To place the location of the Character: , (comma)
thousands separator For example: # ### displays the following:




Characters, Notes, and Examples

1234 as 1,234
1234.56 as 1,235
1,234 as 1,234

Enter a comma as the thousands separator even if you are
working in a region that uses a different symbol. Each user's
computer displays the symbol appropriate to their selected
region.

To add standard text to the Character: 'text"

number format Enclose the text in single quotation marks. Precede the
currency value with a variety of currency symbols or add text.
For example: #.00 'dollars' displays 17 as 17.00 dollars.

To add supported single Characters: $+ ():2'{}<>=-/1&~ (and the space
characters character)

Add these characters before or after the number format without
using double quotes.

For example: $# #H ## displays 1234.56 as $1,234.56
To add a single characters Character: \

Insert single characters, with some exceptions, preceding the
character with a backslash (\). Excluded characters include date
and time formatting characters (d, t, h, m, etc.), numeric
formatting characters described above (#, 0, comma, period,
etc.) and string formatting characters (@, &, <, >, and!).

To display a percentage Character: %
Enter % as the final character in the format. The value is

multiplied by 100, and then the formatting rules (for # and 0,
etc.) are applied.

For example: #.0% displays the following:

0.4567 as 45.6%
0.45as45.0%
1.453 as 145.3%

#.##% displays the following:

0.45678 as 45.68%
0.45 as 45%
0.456 as 45.6%

Building a Number Format with Multiple Sections

A number format can have up to three sections, separated by semi-colons.

» A one section format applies to all values. For example, $#,###.#5 displays positive and negative
values the same way.



¢ In atwo-section format, the first section is for positive values and zeroes, and the second section
is for negative values. For example, $#,##H ##; (S#,#HHE ##) displays 16.50 as $16.50 and -16.50
as ($16.50).

¢ In athree-section format, the first section applies to positive values, the second to negative
values, and the third to zeros. For example: $# ##Ht.#Ht; ($# #HE.#4#);0.00 displays zero as 0.00. In
order to prevent a zero from appearing, place a single # in the third section.

Financial Data Metrics

Financial data metrics display metric values corresponding to a project's financial information, and are
typically used to assess the financial state of a project. To view the financial data metrics, navigate to
the System > Content Sources > Metrics page, click on the Category drop-down and select Core
Cash Flow.

In Accolade, financial data metrics are system generated, and hence, do not need to be created anew
and cannot be deleted. However, if required, these metrics' field information can be edited, with the
exception of the System Name and Data Type fields.

Note: All system generated metrics begin with a tilde (~).

Additionally, when a project is integrated with Acclaim Projects, actual and planned costs are sent back
and forth between the two applications. This allows the volumes of financial information stored in
Acclaim Projects to be subtotaled and sent to Accolade daily, where it can be rolled up into a single line
to make it easy to see monthly totals.

Note: Acclaim Projects is an optional Accolade component that you may not have access to.
To implement this solution, contact Sopheon Customer Support.

Tracking Metric Change History

For historical and tracking purposes, select metrics to track their history including when a metric value
changed, who made the change, where the change was made, and the value of the metric before and
after the change. Metric history is available for reporting purposes.

Important! Tracking metric history has the potential to create a large amount of history
information. Consider carefully which metrics require history tracking, and track only those
you need for historical purposes.

To set a metric for tracking history:
1. Create a metric.
2. Select the Track History check box.
3. Click Apply to save your changes.



Metric History Reporting

Metric history is available for reporting using the Metric Change History column set available in the
Projects subject in Accolade Online Reporting and in the functionality available in the Accolade Office
Extensions add-in. Use the columns available in the Trended Metric History column set available in
the Projects subject to trend metric values as gate decisions and project migration events occur. To
trend metric history for other system events, contact Sopheon Customer Support.

The columns available in the Trended Metric History column set provide the ID of the stage within a
project where the update was made. Stage IDs correspond to the placement of the stage in the Phase
Gate sequence in the project. For example, a Stage ID 1 indicates the first stage; 2 indicates the stage
pair that follows the first gate, and so on. Using a Stage ID column in the report provides insight into a
metric value at a particular stage in the project without having to map a date to a stage duration.

See "Creating Online Reports within Accolade" on page 272 and "Projects Subject" on page 672 for
information about creating a report and the columns available within the Projects subject to create a
trended view.

Capturing Large Data Strings in Accolade

Accolade provides the following ways to capture large pieces of data as free-form text within a project.

Long String Metrics

Long string metrics act the same as String metrics, but have a 2 GB data limit if Rich Text is enabled or a
2000 character limit if Rich Text is not enabled. Long String metrics can provide data and status and are
available for inclusion in forms, reports, templates, matrices, quick grids, and other places within the
application.

These metrics can contain rich text formatting to format text with elements such as bold, italics, and into
lists. Like other metrics, these metrics can be associated with a process model for display and updating
within a project, and be included in quick grids added to deliverables and activities.

Extended Project Data Fields

To capture data strings that exceed 2000 characters in length, enable one or more Extended Project
Data fields within the metadata in a process model. These fields are available to add to forms, reports,
templates, quick grids, and other places within the application. However, they are not available to a
matrix, matrix grid, or reference table. Use these fields for areas where you require additional
characters, such as an extended description or as part of a layout for an idea campaign.

Process Designers enable and name the Extended Project Data fields in each process model. Each
process model can have up to ten fields enabled, and each has a configurable display name and the
ability to set where the field is available and editable in a project.

As you implement Extended Project Data fields in templates and other places, understand that a large
number of fields with a large amount of data in a project can affect system performance when loading
and saving information. In addition, external applications (such as Word or Excel) and network
configurations may have their own size limits as well.

Securing Metrics by User Role



Your company may have confidential metrics, such as those that contain financial data, which you want
to keep secure, and ensure are only available to authorized users. Securing metrics allows you to
create metrics that are only visible to a specific set of user roles.

Consider the following when assigning user role visibility settings to metrics:

¢ |f multiple roles are assigned to a metric, a user only needs one of the assigned roles to access
the metric.

¢ |f a user does not have one of the assigned roles, the metric is hidden from any place it displays
within Accolade. For example project pages, status reports, quick grids, Planning views, and
Portfolio Optimizer. Consider using a combination of metrics restricted by user role and
deliverables restricted by user role to achieve the correct level of security within a project.

¢ |f a user does not have one of the assigned roles and the metric is included in a report created
with the Accolade Office Extensions add-in or in Accolade Online Reporting, the metric value in
the report is blank. However, the metric value is available in reports created using Dashboards
for Accolade.

¢ |fametricis set as required on project creation, ensure that Process Managers are granted
visibility to the metric. Without visibility, the Process Manager is unable to create projects using
features that contain the required metric.

¢ Ensure metrics that are set to edit within a project are visible to the user roles that needs to
update those values.

To secure a metric by user role:
1. From the System menu, select Content Sources > Metrics.
To narrow the metric list, search by the metric name, system name, or category.
2. Do one of the following:
¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - Click in the Copy column to create a
copy that can be used as a base to build a new metric.

3. Create any metric type.
4. Inthe Restrict to These Roles field, select the user roles that have visibility to the metric.

To leave the metric open to all user rules, leave all user roles unchecked or check all the user
roles.

5. Click Apply to save your changes.

Notes:

¢ If a quick grid is set to create and publish PDF versions and also contains secured
metrics, the PDF versions display the metrics regardless of the security settings. That s,



the generated PDFs do not respect metric security and can be viewed by users who may
not have the user roles to view specific metrics. Do not select Publish PDF in the quick
grid configuration if you want to ensure the security of certain metrics. See "Creating
Quick Grids" on page 173 for more information.

Scheduling Metric Calculations

To ensure metrics calculate and to prevent unnecessary recalculations, Process Designers have the
ability to assign events to define when and how often a metric will calculate. Assigning a metric to
calculate at a scheduled occurrence or a project event limits disruption to the system and minimizes
data buildup of metrics recalculated during other Accolade actions. While metrics may be assigned to
multiple events or occurrences be cautious when configuring metrics to prevent duplicating
calculations. Additionally, if metrics are assigned to calculate on any associated change, the metrics will
recalculate on specific actions or linked updates.

The procedure below describes how to assign metrics to calculate at a specific time or event. For
information about calculated metrics see "Creating Metrics Using Expressions (Calculated Metrics)" on
page 135.

To assign a metric calculation event:

1. From the System menu, select Content Sources > Metrics.

To narrow the metric list, search by the metric name, system name, or category.
2. Do one of the following:

¢ To add a new metric - Click Add New in the upper right corner of the page.

¢ To edit an existing metric - Click the name of the metric to open it for editing.

* To create a metric based on an existing metric - Click in the Copy column to create a
copy that can be used as a base to build a new metric.

3. Create the basic metric and click the Calculated Formula and Events tab.
4. Select any of the following to set when calculations occur:
¢ Calculate on any associated change.

¢ On project events.

Event Description

Create Set a metric to calculate when a project is created in
Innovation Planning, a layout, from the Workspace menu
Add New, WebAPI, and Idea Submission.

Ensure metrics scheduled to calculate only on project
create do not reference team leader metadata if the default
project manager metric is set.




Event

Description

Migrate Set a metric to calculate when a project migrates.
The calculation occurs on the original project at the time of
migration before the project is closed.

Re-Open Set a metric to calculate when a project that was previously
closed is reopened.
If a model has changed while the project was closed, a
metric may not calculate correctly when the project is active
again.

Close Set a metric to calculate when a project closes to ensure

metric values are finalized.

Once a project is closed metrics will not calculate again.

Phase Change

Set a metric to calculate when a project moves forward or
backwards in phases. Project phases move forward when a
gate decision is set to Go or Conditional Go.

Project create does not constitute a phase change for
scheduled metric calculations.

Project complete constitutes a phase change for scheduled
metric calculations. When the final gate has been set to Go,
the scheduled phase change metric will recalculate.

All dates and times are configured and based on the local time of the application server.

¢ Schedule date and time events.

Event Description
Daily Schedule a metric to calculate at a specified time each day.
Consider the quantity of metrics selected to calculate daily.
Monthly Schedule a metric to calculate at the same time of day, on

the same day of each month.

End of Month

Schedule a metric to calculate at the same time each
month.

The end of month date dynamically changes based on the
date each month falls on. For example, a metric will
calculate on March 31st and April 30th, as April 31st would
be invalid.

Quarterly Schedule a metric to calculate at the same time every three
months from a specified month.
Yearly Schedule a metric to calculate annually on the same date

and time.

5. Click Create to create the new metric or Apply to save changes to an existing metric.




Notes:
¢ More than one occurrence or event may be assigned to a single metric.

¢ Due to the disruption calculations may have to the system, schedule time intervals to
occur when traffic on the server is minimal.

» |f a metricis assigned to calculate on project migrate and project close, the metric will only
calculate once.

Removing and Deactivating Metrics

As your company's needs for metrics change over time, Process Designers and Administrators can
remove or deactivate metrics that are no longer required for projects at your company. You can remove
metrics from projects while retaining their history, deactivate a metric, or remove a metric completely
from Accolade, which also removes any data associated with the metric.

For more information, see How Changing Process Models Affects Open and
Closed Projects to understand what changes are applied to open and closed
projects.

Removing Metrics from Projects While Retaining History

If you have a metric that is no longer in use but whose value and project history is important to retain,
hide the metric from displaying anywhere in the project where it could be confused as still being in use.

Important! If you want to retain the value and project history, do not deactivate the metric by
deleting it from the process model or by deleting the metric from Accolade.

To remove a metric from a project while retaining its value and project history:
1. From the System menu, select Content Sources > Metrics.
To narrow the process model list, search by the process model name, system name, or class.
2. Click the name of the metric to open it for editing.

3. For each process model in the Models section, clear the drop-downs for each area of the project
so neither Edit nor Show display.

4. Click Apply to save your changes.

Deactivating Metrics

If you have a metric that is not ready for use in configuration or is not currently in use, you can deactivate
the metric. Deactivating the metric keeps the metric in Accolade and also maintains project history.

Important! You can only deactivate metrics that are not in use on any process model,
including deleted models that still have projects associated with it. If you remove a metric
from a process model, its value and project history are removed from open projects, and the
metric is removed from any location where it displays in both open and closed projects.
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Metric values that were set in closed projects remain in Accolade and are available for
reporting purposes.

Do one of the following to determine if a metric is in use on a model:

¢ For active and inactive models - From the System menu, select Content Sources > Metrics.

Click the name of the metric you want to deactivate and view the Models list. The models that
contain the metric display.

¢ For deleted models with associated projects - From the Workspace menu, select Charts &

Reports. Click Add New and create an online report that contains the following configuration:

¢ Columns - From the Models subject, add the Model Name, Model Deleted, Metric
Display Name, and Metric System Name columns. You can add additional columns to the
report, as necessary.

 Filters - Create a filter on the Metric Display Name or Metric System Name columns.

For example, to search for the Comments - R&D metric, create a filter that contains the
word "comments" or "R&D" to return a list of models that contain that specific metric. You
can also create a filter on the Model Deleted column to return only information about
metrics on deleted models.

To deactivate a metric:

1.

2.
3.
4.

From the System menu, select Content Sources > Metrics.

To narrow the process model list, search by the process model name, system name, or class.
Click the name of the metric to open it for editing.

Clear the Active check box.

Click Apply to save your changes.

Removing Metrics Completely from Accolade

If a metric is no longer in use and the project history is no longer required, you can remove the metric
completely from Accolade.

Important! When a metric is deleted from Accolade, any project data associated with the
metric is also deleted.

To remove a metric from Accolade:

1.

From the System menu, select Content Sources > Metrics.
To narrow the process model list, search by the process model name, system name, or class.
Click the name of the metric to open it for editing.

Click Delete.



Notes:
¢ You cannot delete a system-generated metric or matrix metric.

 If deactivated and removed metrics are part of deliverables and activity conditions,
disable the condition and remove the condition assignment.

¢ Removing a metric that is included in reports prevents the data from refreshing. A report
with a deleted metric cannot be updated until the invalid metric is removed.

Matrices for Project Data Analysis Overview

A matrix is a collection of metrics intended to model complex relationships between different data types.
For example, a matrix could show how several aspects of project performance change over time.
Matrices show how one or more metrics changes or is expected to change in relationship to changes in
critical factors such as time or location. A matrix can also be a project management tool. For example, to
assign action items to members of a project.

Administrators or Process Designers create metrics, flag them as being available to a matrix, and define
matrices. Process Designers assign matrices to deliverables or activities in process models. Project
Managers and document owners have access to matrices within projects through an MS Excel template
or on a grid within a deliverable or activity.

Combination Matrices

A matrix added with a Smart Excel template is available to any quick grid that is associated with that
matrix in the project. That is, a Smart Excel template on one deliverable could be used to populate a set
of rows in the matrix in a quick grid in a different deliverable.

Filterable Matrices

You can create filterable matrices that are associated with multiple documents in the same project,
allowing multiple users to work on the same matrix without overwriting each other's entries. Using matrix
metric filters in deliverables and activities within a model, you can:

¢ Delegate the completion of a matrix to multiple team members through separate deliverables
and activities within a model.

¢ Set only portions of a matrix for viewing or editing.

¢ Provide additional safeguards against unintended matrix data updates.

Creating Matrices

Create a collection of metrics that allows users to track one project's metrics values through time or to
create other types of complex comparisons of a project's metrics.

To create a matrix:

1. From the System menu, select Content Sources > Matrices.

To narrow the matrix list, search by the matrix name, system name, or category.



2. Do one of the following:

¢ To add a new matrix - Click Add New in the upper right corner of the page.

¢ To edit an existing matrix - Click the name of the matrix to open it for editing.

3. Complete the following to identify and describe the matrix:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Display Name

Enter a name, up to 64 characters long, which identifies the
matrix.

System Name

Enter a unique, shorter name that identifies the matrix in
queries, reporting views, field codes, and other places in
Accolade.

The name must be unique among reference tables and can
contain only letters (English alphabet), numbers, and the
underscore.

Category

Enter or select the group to which this matrix belongs.

Use categories to organize like matrices together. For
example, you may choose to group all the matrices used for
financials into the same category, in order to separate them
from matrices used for other purposes.

Leave this field blank to add to the Default category.

To define a new category, select New Category and enter
the category name.

To delete a category, remove every item from the category.
Empty categories are deleted automatically.

Description

Enter a description of the purpose or nature of the matrix. This
description helps other users identify the matrix throughout the
system.

Order

Enter a number to specify the matrix's place when it displays in
a list of matrices. Lower numbered matrices display higher in
the list.

Active

Select the check box when the matrix is ready to use in
projects.

Available to
Business Intelligence
Tools

Select this check box to enable the matrix for use in your
organization's business intelligence application.

If the matrix is selected for inclusion in a portfolio
snapshot, you cannot clear this option.

Rich text matrix metrics cannot be made available to Business
Intelligence Tools.




4.

Field

Description

Available to Reporting

Select this check box to enable the matrix for use in reports
created using the Accolade Office Extensions add-in,
Accolade online reports, and within snapshots.

If the matrix is selected for inclusion in a portfolio
snapshot, you cannot clear this option.

If a matrix is made available to reporting, refer to the Included
in Reporting column in the Associated Metrics section to
see the included metrics. Rich text matrix metrics cannot be
made available to reporting.

Portfolio Optimizer

Select one of the following to indicate the matrix availability
within Portfolio Optimizer. The selections in this field are
available only if one of the metrics in the matrix is set as
unique.

* Not Available - Not available in Portfolio Optimizer.

¢ Reporting Only - Can be included in reports but is not
visible in Portfolio Optimizer. This option allows you to
create matrices for reporting without having to add them to
the list of available columns in Portfolio Optimizer.

« Edit - Visible and fully available in Portfolio Optimizer.

In the Associated Metrics section, select the metrics to include in the matrix.

Click Add New to search for metrics to add to the matrix. Only metrics set to be available in a
matrix are available in the Metrics field. To filter the metric list, select a name in the Name field
and category in the Category field.

To define a new metric while building a matrix, select Add New Metric in the
Metric field. To reorder metrics after you have added them to the matrix, click a
row in the Associated Metrics section and drag it up or down to its new location.

5. Repeat step 4 as necessary to add additional metrics to the matrix.

6. Do the following for each metric, as appropriate for the matrix:

¢ To indicate that a metric should have a unique value in each row - Select the Unique

check box to enforce unique values for each metric contained in the matrix. Metrics correlate
to columns in Excel templates, and unique metrics ensure columns are not duplicated in the
workbook. If a matrix is set to edit in Portfolio Optimizer or Innovation Planning, only one
relative date metric can be set as unique. For Portfolio Optimizer matrices, also indicate the
order in which the unique metrics display from left to right in the Portfolio Column Header

field.

Multi-select lists and calculated metrics within the matrix cannot be set as unique.

If using the calculated metric expression CurrentMatrixValue in a matrix and updating the
matrix in Excel, you must uniquely identify other matrix rows by flagging metrics as unique. If



matrix columns are not unique or the Excel workbook contains duplicate columns, the Smart
Excel template does not update, upload, or publish back to Accolade.

¢ To indicate a metric as a filter for the matrix within a model - Select the Filterable check
box if the metric is a filter for a matrix to specify which rows of the matrix are editable or
displayed in a deliverable or activity. Making a metric filterable in a matrix makes it possible for
different document owners to edit different parts of the matrix based on the content of the filter
metric. Multiple metrics in the matrix can be filterable. This option is only available for List type
metrics.

7. Click Apply to save your changes.

8. (Optional) Follow the instructions listed in "Restricting Configuration for Matrices" on page 36 to
configure access group restrictions.

9. (Optional) Click Process Model Usage on the Security tab to see the list of process models
that the matrix is associated with. The list includes all process models the matrix is included in, as
well as links to the process model's component tree pages you have Edit access to.

Notes:

¢ To delete a matrix, display the matrix and click Delete. Take caution when deleting
matrices, as the data saved within those matrices, such as the system-generated Voting
Matrix or data in existing portfolio snapshots, is deleted with it.

* To delete a metric from a matrix, display the matrix and click 0 next to the metric in the
Associated Metrics section.
» Accolade Portfolio Optimizer is an optional Accolade component that you may not have

access to. To implement this solution, contact Sopheon Customer Support.

¢ The Included in Reporting and Included in Snapshots columns in the Associated
Metrics section are read only.

Creating Matrices for Multiple Owners

Create a matrix that more than one person can work on without overwriting changes from other users.
The matrix is assigned as the template of more than one deliverable or activity, and each document is
filtered so that its owner can only upload edits on part of the matrix.

This process can also be used to create a matrix for a single owner in multiple stages.

To create a matrix for multiple owners:

1. Create a matrix with one or more filter metrics along with the metrics that contain the data to be
updated.

The filter metrics specify which parts of the matrix a given user can modify. Filter metrics can be
either list type or multi-select list type, and the list can be either entered manually or selected by
query. Select at least one Filterable check box on the Matrix page to enable that metric to filter
the matrix itis in.



2. Setup a Smart Excel document template to update a matrix.
3. Associate the matrix with the models that contain the deliverables or activities to update.
Select the same matrix template for all the documents that are used to update the matrix.
4. Inthe deliverable and activity definitions within the model, assign the metric filters for the matrix.

The filtering options allow document owners to update only the rows that contain a specific value
in the filter metric. One of the filtering options allows the owner to see all of the matrix while the
other allows the owner to see only the rows they can update.

Since each document is intended for a different member of the project team, it
would can be helpful to indicate in the document name or description what content
is editable within the matrix.

Notes:

¢ The Project Manager and Process Managers with Manage Process rights can change the
filtering options for deliverables and activities within in the project, and the deliverable
owner can change them for a deliverable's activities.

Creating Matrices for Use in Portfolio Optimizer

Create a collection of metrics to track a project's metrics values through time or to create other types of
complex comparisons of a project's metrics. For example, create a matrix to track the sales and costs of
a project across quarters or years. Portfolio Managers can then use Accolade Portfolio Optimizer to
view, filter, and chart matrix information across multiple projects at once. The matrix values are viewable
as columns (similar to metric values) in Portfolio Optimizer, for projects in a portfolio or in a scenario.

Verify your matrices as you create them, and existing matrices prior to enabling them for Portfolio
Optimizer, to ensure that a manageable number of columns are available within Portfolio Optimizer.

Important! Deleting metrics from a matrix that is in use in Portfolio Optimizer causes the
loss of scenario data based within that matrix. Use careful consideration prior to deleting
metrics from matrices, and matrices that are set as Available to Portfolio Optimizer.

To create a matrix for use in Portfolio Optimizer:

1. Create a matrix and ensure that the configuration meets following requirements:

¢ Atleast one metric within the matrix is set as Unique. If more than one metric is set as unique,
also indicate the order in which the unique metrics display from left to right in the Portfolio
Header Column field.

¢ The Available to Portfolio Optimizer option in the Portfolio Optimizer section is set to Edit.
This field is only enabled if a metric is marked as unique.

2. (Optional) To limit the metrics based on the matrix that are available in Portfolio Optimizer, select
the Filterable option for one or more list metrics. In the Only Include Rows That Match field in
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the Portfolio Optimizer section, select which list item values to include when the matrix is
converted to metrics in Portfolio Optimizer.

3. Save the matrix and apply it to a deliverables as necessary using a Smart Excel template or a
quick grid.

Notes:
¢ A matrix available to Portfolio Optimizer can have only one unique relative date metric.
¢ Multi-select list metrics cannot be set as unique.
¢ Rich text metrics are not available in Portfolio Optimizer.

¢ Accolade Portfolio Optimizer is an optional Accolade component that you may not have
access to. To implement this solution, contact Sopheon Customer Support.
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Quick Grids for Data Collection Overview

A quick grid is a collection of one or more customizable grids that is associated with a
deliverable or activity that provides another location to enter information during a project.
Quick grids are added to deliverables and activities in a process model, in much the same way
as a template.

Adding the appropriate metrics and other data collection points to a grid allows the assigned
deliverable or activity owner to conveniently manage the metrics and data collection directly on
the screen, without having to download a template, update the document and save the results
to Accolade. Quick grids also allow other members of the project to view the specific metrics
and data associated with each deliverable or activity in a read-only version of the grid.

A quick grid can contain one or more of the following grid types:

« Standard Grid - Standard grid that includes metrics to update and other components
such as buttons and fields to enter text.

¢ Matrix Grid - Matrix grids include columns of an existing matrix, rather than a cell-by-
cell grid definition and allow deliverable and activity owners to add additional rows to the
grid as necessary.

Process Designers associate quick grids to deliverables and activities in a process model. Any
metrics referenced within the quick grid, and the matrices in matrix grids, are associated
automatically with the model when the grid is added to a deliverable or activity. Quick grids are
only editable during the current project stage. It may require detailed planning to ensure the
necessary metrics can continue to be managed in quick grids throughout the project.

Creating Quick Grids

Administrators and Process Designers with the Template Access role can create quick grids
that Process Designers can add to deliverables and activities within a model. From there,
deliverable and activity owners can enter and track information directly within a deliverable or
activity in a project.

To create a quick grid:
1. From the System menu, select Page Design > Quick Grids.
To narrow the quick grid list, search by the quick grid name, system name, or category.
2. Do one of the following:
¢ To add a new quick grid - Click Add New in the upper right corner of the page.
* To edit an existing quick grid - Click the name of the quick grid to open it for

editing.

To create a quick grid based on an existing quick grid - Click in the Copy
column to create a copy that can be used as a base to build a new quick grid.
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¢ The access groups of the copied quick grid depend on the access groups of the
user and the access groups of the quick grid being copied.

 |fthe user has edit permission to one or more of the access groups of the quick
grid being copied, the result of that copy will have the access groups that both the
user can edit and the quick grid is a member of.

¢ Ifthe user does not have edit permission for any access groups of the quick grid
being copied, the new quick grid will have the highest access group for which the
user has edit access. For more information, see "Designing the Access Group
Hierarchy" on page 25.

(Optional) - Select the Protected Quick Grid check box to prevent grid designers from
being able to open and modify the grid in Accolade when grid protection is turned on.

The Enable Quick Grids Protected Mode parameter must be set at 1 and the check
box for the appropriate quick grid must be selected for the quick grid to be protected. To
edit a protected quick grid, Accolade Administrators must set the parameter back to 0.

(Optional) - Select the Create PDF check box to generate a PDF of the quick grid
contents associated to deliverables, activities, or layouts.

The quick grid automatically creates new, separate PDF versions every time a user
modifies and saves the quick grid. PDF versions of quick grids associated to
deliverables or activities automatically save as a deliverable or activity version. When a
quick grid is embedded in a page layout pod and displays as a project page, the PDF
version saves in the project's Related Docs page.

(Optional) - Select the Publish PDF check box to have PDFs of quick grids associated
with deliverables, activities, and layouts published throughout Accolade. This check box
is only available if you selected to create PDF versions above.

Publishing the PDF versions of quick grids allows project team members to search for
the PDF in Accolade. Unpublished versions do not display to users outside of the
project to which the quick grid is associated. This check box might already be checked if
the Default to New Versions system parameter is enabled. Deselecting the check box
overrides the parameter setting for the grid.

Important! If a quick grid is set to create and publish PDF versions and also
contains secured metrics, the PDF versions display the metrics regardless of the
security settings. That is, the generated PDFs do not respect metric security and
can be viewed by users who may not have the user roles to view specific metrics.
Do not select Publish PDF in the quick grid configuration if you want to ensure the
security of certain metrics.

. Select the Active check box when the grid is ready to use in projects.

Leave this check box clear until you have completed the design of the grid.

Administrator's Guide
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7. Complete the following information to identify and describe the grid:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a name, up to 64 characters long, which
identifies the quick grid.

System Name

Enter a unique, shorter name that identifies the quick
grid in queries, reporting views, Accolade Office

Extensions, field codes, and other places in Accolade.

The name must be unique among quick grids and can
contain only letters (English alphabet), numbers, and
the underscore.

Description

Enter a description of the purpose or nature of the
quick grid.

This description helps other users identify the grid
throughout the system.

Click and drag the lower left corner of the
Description field to view text appropriately.

Category

Enter or select the category to which this quick grid
belongs.

Leave this field blank to add the quick grid to the
Default category. Use categories to organize like
grids together. For example, if there are a large
number of grids assigned to add to a deliverable that
collects financial analysis, a Process Designer can
use a category selection to locate the finance grids
when designing and creating models.

Configuration Access
Groups

Select the access groups to which the quick grid
belongs. Process Designers with matching
permissions will be able to edit and view quick grid or
the data within its grids. The access groups displayed
are based on the current user's access group
permissions and the access groups the quick grid
belongs to.

Process Model Usage

Click the Process Model Usage button to see the list
of process models that the quick grid is associated
with. The list includes all process models the quick
grid is included in, as well as links to the process
model's component tree pages you have Edit access
to.
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8. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

9. Continue with the following tasks, as necessary, to design the grid:
» "Designing Standard Grids" on page 176
e "Designing Matrix Grids" on page 177
e "Adding Software Controls and Metrics to Quick Grids" on page 177
» "Adding and Editing Quick Grid JavaScript Files" on page 180
» "Changing Grid and Cell Display Properties in Quick Grids" on page 181

Notes:

* Todelete a quick grid, click 0 in the Delete column. The grid is removed from
any process model and any deliverable or activity that uses the grid within a
project.

Designing Standard Grids

Add and configure one or more grids that combined make up a quick grid when added to a
deliverable or activity. Add multiple grids and matrix grids to a single quick grid. Standard grids
are built on a cell-by-cell basis and do not reference a matrix.

To create a new quick grid or to copy an existing grid, see "Creating Quick Grids" on page 173.

To design a standard grid:
1. From the System menu, select Page Design > Quick Grids.
. Create a new quick grid or open an existing quick grid.

2

3. Click the Drag to Design tab in the left panel of the Quick Grid Design dialog box.
4. Drag and drop [Grid] B in the canvas.
5

. Complete all required fields in the pop up dialog to set the initial grid design:

¢ Name - Enter the text that displays in the title bar when the quick grid displays in a
deliverable or activity. The title should provide enough information so deliverable and
activity owners can identify the grid.

* Rows - Enter the initial number of rows in the grid
e Columns - Enter the initial number of columns in the grid.
6. Click OK to set the initial grid design.

7. (Optional) Drag and drop additional quick grids from the Drag to Design tab onto the
center canvas. Drag existing grids around the canvas to sort.
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8. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

Designing Matrix Grids

Note: Users with the user roles listed to the right must also have the Template
Access user role.

Add a matrix grid in the quick grid design that contains some or all the columns of an existing
matrix. Matrix grids contain only two or three rows (depending on whether you choose to add a
totals row). Deliverable and activity owners can add additional rows to the grid, as necessary.

The right-most column in a matrix grid is added automatically and
contains a check box to allow deliverable and activity owners the option to
delete a row. Do not modify the control in these cells. You can add a
heading label and modify the shading of this column, as necessary.

To design a matrix grid:
1. From the System menu, select Page Design > Quick Grids.
Create a new quick grid or open an existing quick grid.

. Click the Drag to Design tab in the left panel of the Quick Grid Design dialog box.

2

3

4. Drag and drop [Matrix] o3 in the canvas.

5. Complete all required fields in the pop up dialog to set the initial matrix grid design:

¢ Name - Enter the text that displays in the title bar when the quick grid displays in a
deliverable or activity. The name should provide enough information so deliverable
and activity owners can identify the grid.

¢ Category - Select the data category that populates the matrix grid.
¢ Matrix - Select the matrix this grid contains.
6. Click OK to set the initial matrix grid design.

7. (Optional) Drag and drop additional quick grids from the Drag to Design tab onto the
center canvas. Drag existing grids around the canvas to sort.

8. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

Adding Software Controls and Metrics to Quick Grids

Note: Users with the user roles listed to the right must also have the Template
Access user role.

To create a new quick grid or to copy an existing grid, see "Creating Quick Grids" on page 173.
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To add software controls and metrics to a quick grid:

1.

From the System menu, select Security & Groups > Quick Grids.

2. Click the name of the quick grid to open it for editing.
3.
4

Click the Drag to Design tab in the left panel to display the data source options.

Indicate the data type to populate the grid cell by selecting either Metric or Metadata in
the Source Type field.

If you selected Metric as the Source Type, select the appropriate metric category.
Metrics appear in the list if the user has "Can Edit" access to the metric,
the metric belongs to a child access group of the quick grid, or the metric
is already attached to the quick grid.

To add metrics and metadata to the grid, do any of the following.

e Drag and Drop - Drag a metric or metadata from the list in the left panel and drop it
into a grid cell. A control defaults based on the metric and metadata type.

Data Type Default Control

Metric String: Text Input

Number: Text Input

Long String: Multi-line Text Input
Multi-Select List: Paired List
List: Drop Down

Date: Date Selector

Metadata Project Name: Text Input, Text Label, or Multi-line Text Input
Project Description: Multi-line Text Box or Text Label

Idea Submitter Name: Text Input, Text Label, or Multi-line Text
Input

Idea Submitter Email: Text Input, Text Label, or Multi-line Text
Input

Extended Project Data 1-10: Multi-line Text Box

» Type Ahead - Type metric and metadata field codes directly into the grid cell. A
control defaults based on the metric or metadata. If the fast-entry input does not
match a valid metadata or metric field code, the control defaults to formatted text. For
a list of valid field codes, see "Accolade Field Codes and Substitution Tokens" on
page 771.

» Select a Control - Select a control type in the Properties tab on the right panel from
the Type field. Data type details populate and vary based on the selected control

type.
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7. Navigate to the Properties tab in the right panel and enter the following information to
further define or modify the data or control in the selected cell. Only certain fields
populate based on the control type selected.

For all control types, you must enter a unique system name, up to 64 characters long,
which identifies the cell across all grids in the Quick Grid editor.

Additionally, you can change the control for the selected cell from the Type field which
includes both the supported and unsupported controls associated with the metric or
metadata selected.

Note: Use custom number formats to specify how a number metric displays in an
Accolade field code in quick grid cells. Custom number formats only display
for Text Box (number) controls.

For more information on control types and necessary properties, see the online Help.

Note: Calculated metrics display as read-only within a quick grid. You cannot add
matrix metrics to non-matrix grids and the number format for matrix metrics is
not supported in Microsoft 365 applications.

8. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

To add a new metric while designing a new quick grid:

1. Click New Metric located at the bottom of the Drag to Design tab.

2. Fillin the necessary information to create a new metric. Click ©) in the right corner of
the dialog to learn more about "Creating Metrics" on page 117.

3. Click Create to add the new metric to the system. The new metric displays in the list of
metrics available to add to the grid.

4. Reference the table in Step 6 above to add the new metric to a quick grid.

5. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

Notes:

* Todelete cell contents, click the cell and click r‘O in the drop-down menu or
click the cell and press Delete.

¢ Metrics added to a quick grid do not need to be individually associated with
the grid's model. They are automatically added to the model when the
Process Designer adds the grid to a deliverable or activity within the model.
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¢ Controls within quick grids must have unique control system names when
using multiple quick grids and JavaScript functions. If a quick grid contains
duplicate control system names, the JavaScript function calls one at
random and may not operate as intended.

¢ The Enable Quick Grids Protected Mode parameter turns on and off grid
protection. To modify a protected grid, an Administrator must set the
parameter to 0.

Adding and Editing Quick Grid JavaScript Files

Using JavaScript, associate functions with cell events, such as on mouse over, within a quick
grid cell. Save the JavaScript functions used in quick grids in a JavaScript library file that is
saved for an individual grid if only one grid uses those functions, or at a global level if multiple
grids use the functions.

It may improve performance to put some functions only in the local file,
because if the global library file is large, it can affect the time it takes for
the deliverable in the project to load.

To add or edit a JavaScript library file for all grids:

1. From the System menu, select Page Design > Quick Grids.

2. Do one of the following:
* To add an existing file - Click 1- select the JavaScript library file, and click Open.

* To edit an existing file or create a new file - Click /. to open the JavaScript
editor, write or update the code for the file directly in the editor, and click Save or
Save and Close.

To add or edit a JavaScript library file for an individual grid:

1. From the System menu, select Page Design > Quick Grids.

2. Click the name of the quick grid to open it for editing.

The Enable Quick Grids Protected Mode parameter turns on and off
grid protection. To modify a protected grid, an Administrator must set the
parameter to 0.

3. Inthe JavaScript File field, do one of the following:

* To add an existing file - Click 1- select the JavaScript library file, and click Open.

* To edit an existing file or create a new file - Click f. to open the JavaScript
editor, write or update the code for the file directly in the editor, and click Save or
Save and Close.
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4. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

Notes:

« To delete a JavaScript file associated with an individual quick grid, select the

quick grid to display its details. In the JavaScript File field, click 0 and OKto
save changes.

* Todelete a global JavaScript file, click 0 at the top of the Quick Grids page.

Changing Grid and Cell Display Properties in Quick Grids

Note: Users with the user roles listed to the right must also have the Template
Access userrole.

Once you have created the quick grid and populated it with data, alter the grid and cell
properties and appearance to help make them easier to navigate. For example, you may
choose a bold font for a totals row in a matrix grid.

Changing Grid Settings and Properties
Altering the appearance and layout of a quick grid allows you control of data and information
presentation. Quick grids are viewable in project deliverables and activities that various
Accolade users have access to view and edit, based on specific user roles. The procedure
below discusses options and functions for modifying a grid's structure and appearance.
To refine a grid structure, appearance, and functionality:

1. From the System menu, select Page Design > Quick Grids.

2. Create a new quick grid or open an existing quick grid.

3. To add, delete, or move rows or columns click the number of the column or row header
to select the row or column and click the appropriate icon in the field.

L [8]. Add row above or below.
(] (9. Move row up or down.
e
@] - Delete grid row.

@ @ - Add column left or right.
(ﬂ E) - Move column left or right.

[©] . Delete grid column.
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Matrix grids do not allow row functionality, meaning you cannot add,
delete, or move rows in a matrix grid. Additionally, merged cells disable
row functionality.

4. (Optional) To move a grid on the canvas, do one of the following:

ClickE to the left of the grid header and drag it in the canvas.
* Click the grid header to select the entire grid and click either or in the drop-
down menu to move the grid.
5. Setthe minimum or fixed height and width for grid rows and columns.

Click the corresponding column or row number to select it and navigate to the
Appearance tab in the right panel to modify. You cannot enable both minimum width
and fixed width for grid columns.

Field Description
Minimum Enter the minimum width of the column in pixels. The grid
Width column width adjusts according to the controls in the

cells; however it displays with a width no less than the
minimum set.

Fixed Width Enter the width of the column in pixels to have the
column display with a forced width, regardless of what
populates the cells.

Minimum Enter the minimum height of the row in pixels. The grid
Height row adjusts according to the controls and data that
populate the cells.

Fixed Height Enter the height of the row in pixels to have the row
display with a forced height, regardless of what
populates the cells.

6. Change what displays in the structure of the grid as necessary.

Click the grid header to select the grid and navigate to the Properties tab in the right
panel to modify.

Field Description

Name Edit the grid name.
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Field Description

System Name Edit the system name making it unique among quick
grids and identifiable in queries, reporting views, and
field codes. The name can contain only letters (English
alphabet), numbers, and the underscore, and defaults to
the grid name. On upgrade the system name defaults to
"Grid" plus a number, making it unique throughout the
system.

Tooltip Enter a description of the grid or brief instructions for
using the grid. The tooltip text is available for anyone
interacting with the grid throughout the system.

Tooltip Select the alignment of the tooltip icon within the cell.

Alignment

Show Grid Select whether the title displays on the grid in

Title deliverables, activities, and layouts.

Show Footer Select to add a row to the bottom of the matrix that can

Row contain numeric totals and other buttons to perform
actions within the grid.

Hide Grid Select the check box to disable grids from displaying in
deliverables, activities, and layouts.

Collapsible Select the check box to allow deliverable and activity

owners to collapse the grid, and select how the grid
displays when a deliverable or activity is first displayed.

Default to Select whether the grid displays as expanded or
Expand or collapsed in deliverables, activities, and layouts.
Collapse

7. Modify appearance aspects for the grid as necessary.

To change grid background and border appearance, click the grid header to select the
grid and navigate to the Appearance tab in the right panel to modify.

Field Description
Background Select a background color, enter its hexadecimal color
code, or enter its RGB or HSV value in the Background
Color field.
Borders Select a border style in the Style field and enter a

border width. Select a border color, enter its
hexadecimal color code, or enter its RGB or HSV value
in the Border Color field.

8. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.
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Changing Cell Settings and Properties

Altering the appearance and layout of quick grid cell allows you control of data and information
presentation. Quick grids are viewable in project deliverables and activities that various
Accolade users have access to view and edit, based on specific user roles. The procedure
below discusses options and functions for modifying a grid cell's structure and appearance.

To refine a grid cell structure, appearance, and functionality:

1. From the System menu, select Page Design > Quick Grids.

2. Click the name of the quick grid to open it for editing.
Use Tab to navigate between cells in a grid.

3. To merge or split merged cells click the cells you want to alter and click the appropriate
icon in the field.

T
o - Merge cells. You cannot merge cells in a matrix grid.

I_'_‘ .
i - Split merged cells.

4. To alter the appearance of grid cells, select a single cell or multiple cells to edit at once
and navigate to the Appearance tab in the right panel to modify any of the following:

Appearance A
J— Description
Text Select a text font such as Arial or Times New Roman in the
Font field and a text size in the Size field. Choose to bold,
italicize, or underline the text by selecting the appropriate
icons. Select a text color, enter its hexadecimal color code, or
enter its RGB or HSV value in the Text Color field. Cell text
defaults to 13pt Noto Sans font.
If a cell is editable, its text color is always black, regardless of
the color set here.
You can apply rich text elements to cells with
formatted text controls and long string metric values
by using markdown formatting.
Alignment Click one or multiple alignment icons to position text within the
cell. Cell text defaults left align and top align.
[Z] - Left Align
(=] - Center Align
[Z] - Right Align
[=] - Top Align
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Apze;:aa(:ce Description
(=] - Middle Align
=] - Bottom Align
Background Select a background color, enter its hexadecimal color code,

or enter its RGB or HSV value in the Background Color field.

If a cell is editable and contains a control, the control's
background is always white, while the cell background color
displays as set here.

Borders Select a border style in the Style field and enter a border
width. Select a border color, enter its hexadecimal color code,
or enter its RGB or HSV value in the Border Color field.

5. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.
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Notes:

If the Control Type is set to Rich Text, the Text and Alignment sections are
unavailable as users can customize the text directly from the rich text box.

You cannot add matrix metrics to non-matrix grids and the number format for
matrix metrics is not supported in Microsoft 365 applications.

To delete a quick grid from the canvas, click the quick grid header and click @ in
the drop-down menu.

To delete cell contents, click the cell and click % in the drop-down menu or click
the cell and press Delete.

The Enable Quick Grids Protected Mode parameter turns on and off grid
protection. To modify a protected grid, an Administrator must set the parameter
to 0.

Adding Color Conditions to Quick Grid Cells

Use color to condition grid elements based on predefined metric values. This allows you to
visually represent metric values and ranges without using JavaScript. Additionally, cells
update live with selected color properties as users update and modify metrics and cell values
that meet conditions. For example, you may choose to condition cells with risk metrics greater
than 5 to display as red. Grid cells with risk values greater than 5 display as red in the project,
deliverable, or activity to which they are associated.

To add color-conditional formatting:

1.
2.
3.

From the System menu, select Page Design > Quick Grids.
Create a new quick grid or open an existing quick grid.

Select the cell containing the metrics and values you want to condition. Condition
values are evaluated against the selected cell's value in a case insensitive manner.

Navigate to the Appearance tab on the right panel and select the color picker for text,
background, or border color.

Click the Conditions tab and click o to add a condition.

Select the color, enter its hexadecimal color code, or enter its RGB or HSV value in the
color field.

Select the condition operator and enter the criteria that sets the condition.

Enter a specific condition value matching the metric in the selected cell or enter a field
code.

Enter dates using the YYYY-MM-DD format.
Click away from the box to set the condition.

Repeat steps 5-8 to add additional conditions.
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If multiple conditions are entered, each condition is treated individually and respected
on a per-condition basis.

The cell displays the color of the first condition met and you can use the same color in
different conditions for the same element property. For example, a cell selected to
display as red if the value is greater than 0 can also be conditioned to display as red if
the cell value is less than 10.

If conditioned cells do not meet any conditions, the default background, text, or border
color displays.

10. Click Save in the lower right corner of the page to save changes, Save and Close to
save the configuration and close the editor, or Cancel to close the editor without saving
changes.

Notes:

» To delete a condition, open the color picker where the condition is set and

click the Conditions tab. Click 0 for the specific condition.

Templates Overview

In Accolade, templates are the starting point for creating process documents for deliverables
and activities, Excel reports, Project schedules, and other documents. Using templates
provides consistency across similar documents across all the projects within your
organization. Templates can exist for the following:

» Deliverables and activities

¢ Gate documents

¢ Online forms

¢ Ideaforms

¢ Microsoft Project plans)

¢ Display images (currently supported for page layouts)

¢ Any document that your company uses as a template outside of Accolade

Template Access

Anyone in your organization can create a document that you decide to use as a template.
However, only Administrators and Process Designers with the Template Access user role can
add templates to the Template Library, which is the repository for templates available within
Accolade. Anyone with Template Access can view the templates that align with their access
groups. Administrators and Process Designers that have Template Access have the ability to
add, remove, edit, or view templates that they share access groups with and have edit rights in
those access groups.
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Other roles have no access to the Template Library; however, they can download template
files when they start to work on their documents within a project.

Smart Templates

A "smart" template is an Excel, Word, or PowerPoint file that includes Accolade data in the
document, pulled from the Accolade database each time the template (or document version) is
downloaded. Rich text metrics do not display in Excel or Word smart templates but they do
display in PowerPoint.

Smart templates allow users to:

¢ Include the most up-to-date metric and project metadata values from the Accolade
database.

» Maintain project metrics in deliverables by uploading values from the document to the
database (Word files with specific-metric types only and specific Excel documents).

* Include the most up-to-date values from reference tables.

Accolade data is added to the document using Accolade field codes, which map data in the
Accolade database to a place within the document, or named ranges to add Accolade online
reports and other tables to Excel. Smart documents only work for documents that are uploaded
into Accolade. Data does not refresh if the document is created as a link to an external
document.

A document can be "smart" and not be added to Accolade as a template
in the Template Library.

The following document types can include field codes to become "smart" documents or
templates:

e Excel -.xlsx, .xIsm, .xltx, .xltm
e Word -.docx, .docm, .dotx, .dotm

* PowerPoint- .pptx, .pptm, .potx, .potm, .ppsx, .ppsm

" Template Best Practices

Keep the following set of best practice recommendations in mind when creating templates:

* Use the Base Templates Provided from Sopheon - Each Accolade release contains
a group of base templates on the Base Templates Reference Page. Use these base
templates as starting points for templates specific to your organization.

e Use Descriptive and Unique Template Names - Users need to be able to clearly
distinguish the different template types and their uses. For example, Process Designers
building models need to distinguish between templates used for files and those for
online forms, and the difference between a Master Template such as the Excel Master
template and other Excel templates available.
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« Use Categories to Help Identify Templates - In addition to descriptive and unique
template names, place templates of similar usage in categories to help users identify
the correct template to use. For example, you may consider grouping templates by their
base functions such as reporting or marketing analysis. Create and assign templates to
categories when adding the template to the Template Library.

+ Use Template File Name Extensions - Users who download a file deliverable from a
project can easily save it by mistake to a temporary folder where it may be difficult to
find again. If you ensure that file templates have the file extension of a template of the
related application (such as .dotx for Word documents or .xltx for Excel documents),
then users are prompted to save the file to an accessible location when they save the
downloaded template locally.

« Verify Field Codes in Templates Prior to Adding Templates to the Library - When
you upload a template containing field codes to the library, mistakes in the name, such
as {*MD:PorjectNam™} generate errors. However, mistakes in the pattern or source,
such as {*ProjectName*} or [*"MD:ProjectName} simply display the field code itself in the
template rather than displaying the relevant data when opened in a project.

« Specify Which Worksheets in an Excel File Contain Field Codes - Accolade keeps
track of documents using custom document properties that are created automatically
when the template is first downloaded in an Accolade project. To improve the refresh
speed of some Excel templates, use the SGM_RefreshFieldsOnWorksheet custom
document property to specify which worksheets within the file contain Accolade field
codes. Refer to Microsoft's online Help for information about adding custom properties
tofiles.

* Use the Template Library for Templates Beyond Accolade - Use the Template
Library to store not just templates used within Accolade, but also for templates used for
documents not associated with the work you complete using Accolade. Add these types
of documents to the library using the Other type.

« Use Access Groups to restrict templates to subsets of Accolade users - Using
access groups, templates can be configured to only be accessible to a subset of users.

Sopheon recommends that you store the master Excel template (Report
- Excel <version>.xltx) in a separate category in the Template Library.

Adding Templates to the Template Library

The Template Library is the repository for templates available for use throughout Accolade.
Images added to the Template Library are available to image pods in page layouts.
Administrators and Process Designers can also use the Template Library as a repository for
templates that are useful across your organization, but that may not have a use as a
deliverable, activity, gate document, form, or report within Accolade.

To add a template to the Template Library:

1. From the System menu, select Page Design > Template Library.

To narrow the list, search by the template name, system name, or category.
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2. Do one of the following:

* To add a new template to the library - Click Add New in the top right corner of the

page.

* To edit an existing template - Click the name of the template to display its details

page for editing.

3. Complete the following information to identify the template file:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a unique name, up to 64 characters long, which
identifies the template.

Template names and file names within the library must be
unique. The name entered here can be the same as the file
name, but each name and file name must be unique
across all templates.

System Name

Enter a name that will uniquely identify this template.

This name must be unique from other template system
names, and can only contain letters (English alphabet),
numbers, and the underscore.

Type

Select the type of template you are creating:

¢ Online Form - The basis for online forms for
deliverables, idea forms, and activity documents. These
templates are XML files that display text and software
controls in the client browsers, allowing users to work
with documents without uploading or downloading files.

* Process Document - The basis for creating file-based
deliverables, activities, or gate documents. These
templates can be any Microsoft Windows compliant file,
including Smart Excel templates. All gate document
templates must use this file type.

» Spreadsheet Report - The basis for reports viewable in
the Charts & Reports page or on the Reports page
within a project. These templates are spreadsheet files,
including those created using the Accolade Office
Extensions add-in.

* Presentation - The basis for creating a portfolio
presentations. These templates are Microsoft
PowerPoint files.

* Project Plan - The basis for creating Microsoft Project
plans for projects using Accolade integration with
Microsoft Project. Each model can have one or more
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Field

Description

documents with an Microsoft Project template in which
gates, stages, deliverables, and activities are
represented as tasks. These templates must have a
.mpp.file extension.

Note: Accolade's integration with Microsoft
Project is an optional Accolade
component that you may not have access
to. To implement this solution, contact
Sopheon Customer Support. If you do not
have access, this template type will not be
an available option.

¢ Image - The basis for saving images for use in places

such as page layouts. To display as an image, an image

file must be one of the following file types: .bmp, .dib,
.gif, .jpg, .jpeg, .jpe, jfif, or .png. Project images that are
added as related documents do not need to be stored in
the Template Library.

« PDF, Email, Other - Use this type for template files
stored in the library for templates that may be useful
throughout your organization, but are not associated to
a deliverable, activity, or gate document.

Category

Enter or select the group to which this template belongs.

Use categories to organize similar templates together. For
example, create a category for deliverables and one for
reports, or create categories based on document type,
such as requirements and design.

¢ Leave this field blank to add to the Default category.
¢ To define a new category, select New Category and
enter the category name.

¢ To delete a category, remove every item from the
category. Empty categories are deleted automatically.

Description

Enter a description of the purpose or nature of the
template. This description helps other users identify the
template throughout the system.

Configuration
Access Groups

Select the access groups to which the template belongs.
Process Designers with matching permissions will be able
to edit and view templates. The access groups displayed
are based on the current user's access group permissions
and the access groups the template belongs to.
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Field Description
Process Model Click the Process Model Usage button to see the list of
Usage process models that the template is associated with. The

listincludes all process models the templates is included
in, as well as links to the process model's component tree
pages you have Edit access to.

4. If you are adding a new template or replacing an existing template, click Q] in the File
field, and select the template file to upload.

If you are editing an existing template, click the file icon next to the template name to
download the current template version for review and edits.

5. Click Create to add the new template or Apply to save changes to an existing template.

Notes:

* To delete a template from the Template Library, display the template in the
Template Library and click Delete. You cannot delete a template if it is used as
the idea deliverable in a model. Replace the template in the model or delete the
model prior to deleting the template from the library. You cannot delete an MS
Excel report template that is in use. Replace the template in all Excel reports that
use it or delete the Excel reports themselves (Process > Configuration >
Charts & Reports).

¢ To change the file name of a template, you must change the name of the file and
then upload the file as a new template.

* Accolade's integration with Microsoft Project is an optional Accolade component
that you may not have access to. To implement this solution, contact Sopheon
Customer Support.

Enabling Events for Microsoft Documents

Note: The information below assumes you have knowledge of programming in C#
and .NET, and in using Microsoft Visual Studio.

Accolade can perform various actions on documents with Microsoft file extensions in response
to the following events in Accolade:

¢ BeforeDocumentRefresh
+ AfterDocumentRefresh
* BeforeDocumentSave

o AfterDocumentSave
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¢ BeforeDocumentDownload
¢ AfterDocumentDownload
To specify what action is taken in response to each event, create an assembly to respond to

the events and then edit the CustomEvents.config file to enable the assembly.

To create the assembly:

Important! The assembly must be created using a .NET language such as C# or
VB.NET.

1. Create a new class library project in Visual Studio with any assembly name and
namespace.

2. Create references to the following components:

* Sopheon.Accolade.Models.Domain

¢ Sopheon.Global.Utilities

¢ (Optional) Sopheon Global Utilities Logging (if logging)
3. Create public, non-static classes with default constructors.

You can create a single class to implement any or all of the following interfaces, or
create a class for each interface described below:

* Sopheon.Sgm.Accolade.Models.Domain.Interfaces.CustomEventing.
IDocumentRefresh - Contains signatures for methods for BeforeDocumentRefresh
and AfterDocumentRefresh events

¢ Sopheon.Accolade.Models.Domain.Interfaces.CustomEventing.
IDocumentSave - Contains signatures for methods for BeforeDocumentSave and
AfterDocumentSave events.

¢ Sopheon.Accolade.Models.Domain.Interfaces.CustomEventing.IDocumentDo
whnload - Contains signatures for methods for BeforeDocumentDownload and
AfterDocumentDownload events.

You can implement interfaces either implicitly or explicitly.

BLL classes can be instantiated from the Sopheon.Sgm.BusinessLayer namespace to
retrieve additional data as needed.

Find the data types for the interfaces in the following namespaces:

Data Type Namespace
SgmiD Sopheon.Global.Utilities.IDs
EventDocument Sopheon.Accolade.Models.Domain.Entities.

CustomEventing

CustomEvent Sopheon.Accolade.Models.Domain.Entities.
Response CustomEventing
CustomEvent Sopheon.Accolade.Models.Domain.Entities.
Properties CustomEventing
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4. Compile the assembly and copy it to the following location on the application server:
C:\Program Files\Sopheon\Accolade\Website\Bin.

To enable the assembly:

1. On the application server, open the CustomEvents.config file located in C:\Program
Files\Sopheon\Accolade\Configuration.

2. Uncomment the customEvents element.

3. Foreach custom event that you want to be handled, ensure that the enabled attribute is
set to True. Change the attribute value to False for events that you do not want to
enable.

4. For each enabled event, enter the fully qualified class name into the event's Type
attribute.

The fully qualified class name uses the format <namespace.class name>, <assembly
name>

Notes:

« If you write code to save a PowerPoint presentation to the stream using
Aspose.Slides, you must call stream.SetLength(0) before saving to avoid file
corruption.

Writing Macros to Respond to Save Events in the Accolade Office
Extensions Add-In

You can write macros to respond to the Before Save and After Save events when saving
documents from the Accolade Office Extensions add-in to Accolade.

¢ Document Module - In the Visual Basic Editor, create a document module named
SGMEvents.

e Events and Signatures - In the module, create your macros using the following names
and signatures.

« SGMBeforeSave - This event occurs before the document is saved to Accolade.

The method that is called by this event has the signature:
Public Sub SGMBeforeSave()

« SGMAfterSave -This event occurs after the document is saved to Accolade.

The method that is called by this event has the signature:
Public Sub SGMAfterSave()

Smart Templates Overview

A "smart" template is an Excel, Word, or PowerPoint file that includes Accolade data in the
document, pulled from the Accolade database each time the template (or document version) is
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downloaded. Rich text metrics do not display in Excel or Word smart templates but they do
display in PowerPoint.

Smart templates allow users to:

¢ Include the most up-to-date metric and project metadata values from the Accolade
database.

¢ Maintain project metrics in deliverables by uploading values from the document to the
database (Word files with specific-metric types only and specific Excel documents).

¢ Include the most up-to-date values from reference tables.

Accolade data is added to the document using Accolade field codes, which map data in the
Accolade database to a place within the document, or named ranges to add Accolade online
reports and other tables to Excel. Smart documents only work for documents that are
uploaded into Accolade. Data does not refresh if the document is created as a link to an
external document.

A document can be "smart" and not be added to Accolade as a template
in the Template Library.

Updating Metrics in Accolade From Documents (Long String Metrics)
Note: Accolade Office Extensions is not required to use Accolade field codes.

You can add a metric field code to Microsoft Word documents that allows both the display of a
metric's current value and updates to the value. This feature is available only for metrics
whose data type is Long String without Rich Text enabled. Word changes these updating
codes into form fields when the document is refreshed.

Important! This feature does not apply to related documents.

The pattern for this special metric code is {*Metric:(system name) #Updateable*}.
"#Updateable" is an option to the basic metric pattern that allows this code to update the metric
value in Accolade. If the code contains all three of its options, its pattern would be {*Metric:
(system name) (option) (option) (option)*}. The pattern does not include the parentheses.

See "Metric Field Codes with Options" on page 794 for a list of all the available options.

mAy
EXAMPLE
"o Example

For a Long String type metric named BusiCase:

* The code {*Metric:BusiCase #Updateable*} allows the metric to be updated.

¢ The code {*Metric:BusiCase #Updateable #MaxLen=500 #DefaultValue=Enter the
business case*}:

¢ Would allow the metric to be updated.

* Would allow the user to enter up to 500 characters in the field.
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» Would display the text "Enter the business case" if the metric was empty when the
document was opened.

To allow users to enter data in the fields without deleting the codes, enter the codes in
protected sections. Other text, which authors can edit normally, and other field codes, which
are not editable, can be left in unprotected sections.

To add a long string metric to a Microsoft Word document:

1.

Open the document to modify.

2. Enter all of the codes and other text in the document, using section breaks to separate
the updating long string metric codes from other content.

3. To protect the document, on the Review tab, in the Protect group, select Restrict
Editing.

4. Inthe Restrict Formatting and Editing options pane, under the Editing Restrictions
section, select the Allow only this type of editing check box and select Filling in
forms from the list.

5. Click the Select sections link and clear the check boxes for all sections that do not
contain updating metric codes, and click OK.

6. Inthe Restrict Formatting and Editing options pane, click Yes, Start Enforcing
Protection to enable the protection features for the document.

Do not enter a password unless you want the document to be password protected.

7. Save your changes and save the document to Accolade.

Notes:

¢ Any user with access to a document can add Accolade field codes; however,
only Process Designers and Administrators with the Template Access role can
upload templates to the Accolade template library.

¢ If you type in an unprotected form field, the field and underlying code is deleted.

* Long string metrics can contain formatting to make text bold, italic, and so on.
You can enter the formatting notations from within Word and have it render
correctly if the metric is contained within a layout. See the main Accolade help for
more information about the notations.

¢ Administrators and Process Designers can remove protection from the
document and change content, if needed. The sections become locked again if
the document is refreshed.

Adding Images to Documents Using Accolade Field Codes
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You can add project-related images to documents, spreadsheets, and presentations using
Accolade fields. Use image field codes to displays the images that are associated with the
codes for each project. Accolade contains the following standard image field codes. Your
company may have defined addition codes specific to your site.

{*image:ProjectMain*} - Displays the image intended to represent the projectin
documents.

{*image:ProjectThumbnail*} - Displays the project’s thumbnail image.

¢ {*image:ProjectProcessGraphic*} - Displays the model graphic that shows the stages

and gates in the project.

To add an image to a document using an Accolade field code:

1.
2.
3.

8.

Open the document to modify.

On the Insert tab, click Object in the Text Category.

In the Create New tab, select Bitmap Image and click OK.
You can also insert a picture from a file rather than an Object.

In the document, click the space where the empty object was inserted, right-click the
object outline, and select Format Object.

Display the Alt Text options for the object.
This may be a tab in a dialog box, or in the Size & Properties options in a panel.

Enter the appropriate image field code in the Alternative Text box (in a document or
spreadsheet), or in the Description field (presentation).

Set the height, width, and rotation for the image.

If you do not know what size the image should be, you can set an approximate size, and
the document owner can set the exact size after the image has been selected in the
project.

To make the object window the same size as the image after it is inserted,
open the Format Picture dialog box. On the Size tab, clear the Lock
aspect ratio check box, then make sure that Height and Width (under
Scale) equal 100% and that the Relative to original picture size check
box is selected. After the distortion is removed, select the Lock aspect
ratio check box again.

Save the version to Accolade and then download the new version to ensure the image
displays correctly.

Notes:

« The images initially display in a size that completely fills the object window in the
document, not in the dimensions shown in Accolade. Images may appear

Sopheon Accolade Version 16.2 197



Chapter 2 Defining Data Points and Gathering Methods

distorted.

¢ Images do not display in project documents until images are associated with the
appropriate field codes in the project.

Adding Reference Table Values to Documents

You can create templates for deliverables, activities, gate documents, and reports that contain
values or the entire table from reference tables available within Accolade. Embedding
references to reference tables allows you to pull additional data into templates, while updating
the values in only the reference table. The values in the template update with the current
reference table value when users download the template or document version and refresh the
data.

You can add reference table values using the Accolade Office Extensions add-in, or using
Accolade field codes. You can also add a reference table in its entirety using a specially named
worksheet within a spreadsheet file.

Note: Anyone in your organization can create a template that includes an
embedded reference table, if they have access to the reference table itself.
However, only Administrators and Process Designers with the Template
Access user role can add templates to the Template Library, which is the
repository for templates available within Accolade.

To add entire reference tables using specially named worksheets:

To include an entire reference table, you need to know the reference
table's system name as set in Accolade.

1. Open the spreadsheet and save the file to a convenient location on your computer using
a file name that clearly identifies the purpose of the document.

2. Rename the worksheet containing the reference table as SGM_RT_<system name>,
where <system name> is the system name of the reference table to display.

You can either hide the worksheet containing the reference table, or show it and add
other content to it. Note that the reference table's top left cell starts in cell A1. If you add
content outside the table's cell range, that content could be overwritten if later versions
of the table are larger. Accolade fields added to the worksheet are also refreshed.

3. Save the file to Accolade or add the file to the Template Library as a Process
Document type.

To add a reference table cell value using Accolade field codes:

1. Open the document and save the file to a convenient location on your computer using a
file name that clearly identifies the purpose of the document.
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2. Where needed, add the Accolade field code that points to the reference table and
column you want to include:

{*REFTABLE:<TableSystemName> #RowID=(row ID)
#ColumnlID=<ColumnSystemName>*}

Pl
EXAMPLE
"o Example

{*REFTABLE:sgm_currency #RowlID=USD #ColumnID=CurrencyName*}

Displays the value in the USD row of the CurrencyName column of the Currency
reference table.

Adding Workflow History to Excel Templates

Create an Excel template that contains workflow history for the associated deliverable or
activity. The workflow history is added as a separate worksheet in an Excel document,
containing refreshed data and completion history for audit purposes.

To add workflow history to Excel templates:
1. Create the Excel template with the display worksheets for the template.
2. Add a blank worksheet to the file and name it SGM_WF_History.

3. Save the file and add the template to the Template Library with the type Process
Document.

4. Addthe template to a deliverable, activity, or gate document in a process model that
contains a workflow with an auto-generate PDF step.

Notes:

« If atemplate used in a deliverable or activity whose workflow contains a step to
auto-generate a PDF does not contain the SGM_WF_History worksheet, the
PDF generates without workflow history. Workflow history is also viewable in the
Deliverable details within the project.

¢ Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.

Templates to Update Project Data Overview (Smart Excel)

Smart Excel templates are special template files that deliverable and activity owners can use
to update project data. Rich text metrics do not display in Smart Excel templates.

Use a Smart Excel template with Accolade field codes representing Accolade data to do the
following:
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» Display metrics, matrices, and metadata in deliverable, activity, and gate documents.

» Update project metrics, matrices, and/or metadata when a version of a document is
published to Accolade.

» Use formulas to manipulate metric values and perform data validation checks.
« Edit deliverable or activity details, such as start dates and status notes.
» Add or remove activities attached to deliverables.

« Display a project's resource plan in a deliverable or activity document and request
project resources (if running the resource planning functionality in Accolade).

» Work offline and upload information to Accolade later.

Base Templates

Each Accolade release contains a set of base templates you can use to build templates for
your business.

The Process Document - Smart Excel <version>.xltx file is available or on the Base
Templates Reference Page. The template contains the basic worksheet structure required to
create Smart Excel templates to update project metric, matrix, and metadata values. The
worksheets you use in each template depends on the project data the template updates.

» Sheet1 - Contains the data that displays to the deliverable or activity owner and
eventual readers of documents based on the template. This is the only worksheet that
someone who is not building the Smart Template components interacts with. You can
add more display worksheets to the template, if necessary.

» SGM_MetricTransfer - Manages the display or update of metric data in a single
project.

« SGM_Metadata - Manages the display or update of project metadata.

« SGM_RelatedProjectMetrics - Manages the display or update of metric data in
projects related to the project the template is included in.

» SGM_DeliverablesActivities - Manages the addition or removal of activities, or the
edit of a deliverable or activity.

* SGM_Notes - Contains Sopheon recommendations and suggestions for using the file
to create Smart Excel templates.

The Resource Plan Template - Basic <version>.xlsx file, also available on the Base
Templates Reference Page, applies if you are running the resource planning functionality in
Accolade, and contains the worksheet required for a deliverable or activity owner to create a
resource plan request. A deliverable or activity owner with enough information can enter pool
names, resources, and so on, for each resource request. See "Creating Excel Templates to
Request Resources" on page 218.

Administrators and Process Designers use the worksheets in the template to build the display
and map the Accolade data. Deliverable and activity owners interact only with the display
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sheets to view and update project information and save it back to Accolade. Depending on the
template design, it is possible that deliverable and activity owners can update project data
using a Smart Excel template that they cannot update through the project pages within
Accolade.

Creating Excel Templates to Update Metrics in a Single Project

Create a Smart Excel template using the Process Document - Smart Excel <version>.xltx
base template and Accolade field codes to create a template that allows deliverable and activ-
ity owners to update metrics within their projects. Creating the template involves designing and
laying out the display worksheets that users of the template interact with, as well as creating
the appropriate mappings for any information that is pulled from Accolade.

Administrators and Process Designers create the templates, Process Designers add the
templates to models, and team members on projects use the template to complete and update
project data within Accolade.

Base Smart Excel templates on the Process Document - Smart Excel <version>.xltx file
available on the Base Templates Reference Page. See "Templates to Update Project Data
Overview (Smart Excel)" on page 199 for more information about the template.

The procedure below describes how to add metric fields to an Excel template that display and
update values when published to Accolade for a single project. A single template can also
contain project metadata, matrices, and metrics in related projects.

To setup an Excel template that updates metrics in a single project:

Note: The following procedure assumes you are familiar with basic Excel
functionality.

1. Openthe Process Document - Smart Excel <version>.xltx file and save a copy to
your computer, using a file name that clearly identifies the purpose of the template.

Ensure that the master Process Document - Smart Excel
<version>.xltx file is kept in a safe place, such as the template library,
with no modifications to it.

2. (Optional) Hide the SGM_Metadata, SGM_RelatedProjectMetrics, SGM_
DeliverablesActivities, and SGM_Notes worksheets, as none are required for metrics
updates in a single project; however, do not delete them.

3. On Sheet1, create the display worksheet that users of the template interact with,
identifying and noting the purpose of the cells throughout the layout.

» Cells that only display data from Accolade. This can be metric data or project
metadata from Accolade.

¢ Cells that only upload metric values to Accolade.

¢ Cells that display a metric value when the document is first opened, and upload any
changes to the value to Accolade.
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» Cells that contain information and data that is not sent to or received from Accolade.
For example, label cells.

Enter all the labels, column headings, background color, formulas, and so on, into the
cells that do not receive or send data to Accolade to verify that the worksheet looks as
you intend it to for users.

It can be useful as you are laying out the display worksheet to name the
upload and download cells to more clearly identify them in the layout prior
to entering the field codes to establish the data connection with Accolade.

You can add additional display worksheets, as necessary.

4. Add a new worksheet and enter the Accolade field codes that represent the data to
display within the display worksheet.

Do not leave blank rows in the list of codes.

5. (Optional) Rename Sheet1 to an appropriate, meaningful name for the display
worksheet for users completing the template. For example, Post-Launch Review
Scorecard.

6. Create cell references between the display worksheet (originally Sheet1) and the
worksheet added in step 4.

Cell Purpose on Display Instructions

Worksheet
Cells that only display On the display worksheet, create a cell reference
downloaded data from for each cell that displays data to the appropriate
Accolade cell on the worksheet that contains the field codes.

Protect and lock the cells on the display worksheet
that contain references to the field codes
worksheet.

Cells that display a metric For each cell in the display worksheet that

value when the document | displays a value when the document is first

is first opened, and opened, and uploads any changes to the value,

uploads any changes to enter a metric field code that includes the

the value to Accolade #0nceOnly option. For example, {*METRIC:NPV
#0nceOnly*}.

7. Foreach cellin the display worksheet that uploads a new metric value to Accolade,
complete the columns in the SGM_MetricTransfer worksheet.

* Metric System Name - Enter the system name of each metric that is updated using
the template.

« Metric Display Name - Enter the display name of the metric that is updated using
the template.

e Current Value String - The current value if the metric is a String or Long String
type.
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¢ Current Value Number - The current value if the metric is a Number type.

¢ Current Value Date - The current value if the metric is a Date type.

« Data Type - The metric data type. Acceptable values include String, Long String,
Number, List, Multi-Select List, and Date.

 List Values - The acceptable values if the metric is a List or Multi-Select List type.

¢ Publish will use New Value column - Enter Y in a metric row if the value entered

for this metric in the display worksheet uploads to Accolade or enter N if the value is
only displayed in the worksheet.

* New Value - Enter cell references to the cells in the display worksheet that users
use to enter new metric values. Do not type anything into this column after entering
the cell reference.

Do not place any intermediate formulas in the SGM_MetricTransfer worksheet, do not
delete the first two rows, and do not rename the worksheet.

8. Protect the display worksheet.

Protecting the display worksheet keeps users from overwriting cells that contain
references or formulas.

Important! Do not protect the entire workbook. The SGM_ worksheets must
remain unprotected for the download and upload between Accolade to work
correctly.

9. Inthe display worksheet, remove the lock on the cells that users use to update metric
values.

10. Hide the SGM_MetricTransfer worksheet and the worksheet you added that contains
the list of field codes, as these are worksheets that users interacting with the template
do not need to see.

Prior to saving, select the cell in the display worksheet where a template
user typically starts typing in the template to default the cursor to that cell
when the template is opened.

11. Save the file and add the template to the Template Library.

Notes:

» Sopheon recommends that all SGM_ worksheets should be hidden prior to
publishing for use in a process model, to prevent users from making inadvertent
changes. Do not rename these worksheets, and do not delete them from the file.

Creating Excel Templates to Update Metrics in Related Projects

Create a Smart Excel template using the Process Document - Smart Excel <version>.xltx
base template and Accolade field codes to create a template that allows deliverable and activ-
ity owners to update metrics in projects related to the project the template is included in.

Sopheon Accolade Version 16.2 203



Chapter 2 Defining Data Points and Gathering Methods

204

Updates are only made in projects to which the owner has access. Creating the template
involves designing and laying out the display worksheets that users of the template interact
with, as well as creating the appropriate mappings for any information that is pulled from Accol-
ade.

Administrators and Process Designers create the templates, Process Designers add the
templates to models, and team members on projects use the template to complete and update
related project data within Accolade.

Base Smart Excel templates on the Process Document - Smart Excel <version>.xltx file
available on the Base Templates Reference Page. See "Templates to Update Project Data
Overview (Smart Excel)" on page 199 for more information about the template.

The procedure below describes how to add metric fields to an Excel template that display and
update values in related projects when published to Accolade. A single template can also
contain project metadata, matrices, and metrics in a single project.

To setup an Excel template that updates metrics in related projects:

Note: The following procedure assumes you are familiar with basic Excel
functionality.

1. Open the Process Document - Smart Excel <version>.xltx file and save a copy to
your computer, using a file name that clearly identifies the purpose of the template.

Ensure that the master Process Document - Smart Excel
<version>.xltx file is kept in a safe place, such as the template library,
with no modifications to it.

2. (Optional) Hide the SGM_MetricTransfer, SGM_Metadata, SGM_
DeliverablesActivities, and SGM_Notes worksheets, as none are required for metrics
updates in related projects; however, do not delete them.

3. On Sheet1, create the display worksheet that users of the template interact with,
identifying and noting the purpose of the cells throughout the layout.

 Cells that only display data from Accolade. This can be metric data or project
metadata from Accolade.

 Cells that only upload metric values to Accolade.

» Cells that display a metric value when the document is first opened, and upload any
changes to the value to Accolade.

* Cells that contain information and data that is not sent to or received from Accolade.
For example, label cells.

Enter all the labels, column headings, background color, formulas, and so on, into the
cells that do not receive or send data to Accolade to verify that the worksheet looks as
you intend it to for users.
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It can be useful as you are laying out the display worksheet to name the
upload and download cells to more clearly identify them in the layout prior
to entering the field codes to establish the data connection with Accolade.

You can add additional display worksheets, as necessary.

4. Add a new worksheet and enter the Accolade field codes that represent the data to
display within the display worksheet.

Do not leave blank rows in the list of codes.

5. (Optional) Rename Sheet1 to an appropriate, meaningful name for the display
worksheet for users completing the template.

6. Create cell references between the display worksheet (originally Sheet1) and the
worksheet added in step 4.

Cell Purpose on Display Instructions

Worksheet
Cells that only display On the display worksheet, create a cell reference
downloaded data from for each cell that displays data to the appropriate
Accolade cell on the worksheet that contains the field codes.

Protect and lock the cells on the display worksheet
that contain references to the field codes
worksheet.

Cells that display a metric For each cell in the display sheet that displays a
value when the document | value when the document is first opened, and

is first opened, and uploads any changes to the value, enter a metric
uploads any changes to field code that includes the #0nceOnly option.
the value to Accolade For example, {*METRIC:NPV #0OnceOnly*}.

7. For each cell in the display worksheet that uploads a new metric value to Accolade,
complete the columns in the SGM_RelatedProjectMetrics worksheet.

« System Project ID - Enter the project ID of the project to update using the
template. This is the project ID, not the project name. When the file that uses the
template is uploaded, Accolade searches for the project IDs and determines if the
projects are related to the project in which the template is used, up to five levels
deep.

¢ Metric System Name - Enter the system name of each metric that is updated
using the template.

¢ Metric Display Name - Enter the display name of the metric that is updated using
the template.

¢ Current Value String - The current value if the metric is a String or Long String
type.
¢ Current Value Number - The current value if the metric is a Number type.

¢ Current Value Date - The current value if the metric is a Date type.
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« Data Type - The metric data type. Acceptable values include String, Long String,
Number, List, Multi-Select List, and Date.

« List Values - The acceptable values if the metric is a List or Multi-Select List type.

¢ Publish will use New Value column - Enter Y in a metric row if the value entered
for this metric uploads to Accolade or enter N if the value is only displayed in the
worksheet.

« New Value - Enter cell references to the cells in the display worksheet that users
use to enter new metric values. Do not type anything into this column after entering
the cell reference.

Do not place any intermediate formulas in the SGM_RelatedProjectMetrics
worksheet, do not delete the first two rows, and do not rename the worksheet.
8. Protect the display worksheet.

Protecting the display worksheet keeps users from overwriting cells that contain
references or formulas.

Important! Do not protect the entire workbook. The SGM_ worksheets must
remain unprotected for the download and upload between Accolade to work
correctly.

9. Inthe display worksheet, remove the lock on the cells that users use to update metric
values.

10. Hide the SGM_RelatedProjectMetrics worksheet and the worksheet you added that
contains the list of field codes, as these are worksheets that users interacting with the
template do not need to see.

Prior to saving, select the cell in the display worksheet where a template
user typically starts typing in the template to default the cursor to that cell
when the template is opened.

11. Save the file and add the template to the Template Library.

Notes:

¢ Sopheon recommends that all SGM_ worksheets should be hidden prior to
publishing for use in a process model, to prevent users from making inadvertent
changes. Do not rename these worksheets, and do not delete them from the file.

206 Administrator's Guide



Administrator's Guide

Creating Excel Templates to Update Project Matrices

Create a Smart Excel template using the Process Document - Smart Excel <version>.xltx
base template and Accolade field codes to create a template that allows deliverable and activ-
ity owners to update a project matrix. Creating the template involves designing and laying out
the display worksheets that users of the template interact with, as well as creating the appro-
priate mappings for any information that is pulled from Accolade.

Administrators and Process Designers create the templates, Process Designers add the
templates to models, and team members on projects use the template to complete and update
project data within Accolade.

Base Smart Excel templates on the Process Document - Smart Excel <version>.xltx file
available on the Base Templates Reference Page. See "Templates to Update Project Data
Overview (Smart Excel)" on page 199 for more information about the template.

A matrix template can contain more than one matrix, but each matrix is typically managed by
the following two worksheets:

« Display worksheet - A worksheet within the template that template users use to enter
values on and that is formatted to make data entry obvious. This is typically Sheet1 in
the template. There can be more than one display worksheet.

¢ Matrix worksheet - A worksheet within the template that contains two copies of a
single matrix arranged side by side. The copy on the left contains the current,
downloaded metrics values. The copy on the right contains the values that the template
users enter to upload to Accolade. There can be more than one matrix in the template;
however, there can only be one matrix per matrix worksheet, and each matrix in the
template must be unique.

The procedure below describes how to add a matrix to an Excel template that displays and
updates values when published to Accolade. A single template can also contain metrics,
project metadata, and metrics in related projects.

Important! If using the calculated metric expression CurrentMatrixValue in a
matrix and updating the matrix in Excel, you must uniquely identify other matrix
rows by flagging metrics as unique. If matrix columns are not unique or the Excel
workbook contains duplicate columns, the Smart Excel template does not update,
upload, or publish back to Accolade.

To set up an Excel template to update a project matrix:

Note: The following procedure assumes that you have created the matrix within
Accolade, added its metrics, and associated it with the appropriate models.
The following procedure also assumes you are familiar with basic Excel
functionality.

1. Openthe Process Document - Smart Excel <version>.xltx file and save a copy to
your computer, using a file name that clearly identifies the purpose of the template.
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Ensure that the master Process Document - Smart Excel
<version>.xltx file is kept in a safe place, such as the template library,
with no modifications to it.

(Optional) Hide the SGM_MetricTransfer, SGM_Metadata, SGM_
RelatedProjectMetrics, SGM_DeliverablesActivities, and SGM_Notes worksheets,
as none are required for a matrix update; however, do not delete them.

. Add a new worksheet and name it SGM_MX_<matrix system name>.

This sheet is the matrix sheet. The matrix system name must match the system name
assigned to the matrix in Accolade exactly. Add additional sheets for each matrix, as
necessary.

. Save the file, add it to the Template Library as a Process Document type, and add the

template to a deliverable or activity in a model that has the matrices associated to it.

. Open a test project that uses the matrices for which you created worksheets for in step

3, navigate to the deliverable or activity it is assigned to, and download the template.

Downloading the template from a project populates the matrix worksheet with two
copies of the matrix.

. On Sheet1, create the display worksheet that users of the template interact with,

identifying and noting the purpose of the cells throughout the layout.
» Cells that only display downloaded data from Accolade.
e Cells that only upload changed values to Accolade.
» Cells that contain information and data that is not sent to or received from Accolade.
For example, label cells.

Enter all the labels, column headings, background color, formulas, and so on, into the
cells that do not receive or send data to Accolade to verify that the worksheet looks as
you intend it to for users.

It can be useful as you are laying out the display worksheet to name the
upload and download cells to more clearly identify them in the layout prior
to entering the field codes to establish the data connection with Accolade.

You can add additional display worksheets, as necessary.

(Optional) Rename Sheet1 to an appropriate, meaningful name for the display
worksheet for users completing the template.

. Create cell references between the display worksheet (originally Sheet1) and the matrix

worksheet(s) created in step 3, adding references to only cells in the right copy of the
matrix where values are loaded to Accolade.
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Cell Purpose on Display
Worksheet

Instructions

Cells that only display
downloaded data from
Accolade

On the display worksheet, in the cells that display
the current metric value when the document is
downloaded and opened, create cell references to
the corresponding "current value" cells on the left
side of appropriate matrix worksheet.

Cells that document
owners change to upload
back to Accolade

On each matrix worksheet, in the "new value" cells
in right side of the worksheet, enter cell references
to the cells on the display worksheet where the
document owner enters new values to upload
back to Accolade.

Only add cell references to cells in the right copy
of the matrix where values are uploaded to
Accolade. Cell references or formulas added
below the cell references that make up the table in
the right copy cause NULL rows or invalid data to
be added to Accolade.

9. Protect the display worksheet.

Protecting the display worksheet keeps users from overwriting cells that contain

references or formulas.

Important! Do not protect the entire workbook. The SGM_ worksheets must
remain unprotected for the download and upload between Accolade to work

correctly.

10. Inthe display worksheet, remove the lock on the cells that users use to update metric

values.

11. Hide the SGM_MX_<matrix system name> worksheet created in step 3, as thisis a

worksheet that users interacting with the template do not need to see.

Prior to saving, select the cell in the display worksheet where a template
user typically starts typing in the template, to default the cursor to that cell
when the template is opened.

12. Save the file and upload the new version to the template to the Template Library.

Matrix Sheet Layout

When you open the template from a test project, the matrix sheet is populated with two copies

of the matrix that manage the upload and download in the worksheet that matches the matrix

system name. The copy on the left contains "current" values that are downloaded to the
worksheet from Accolade. The copy on the right contains "new" values to update to Accolade.
The metric names are prefixed with New in the headers in the copy on the right.
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Each copy contains the following:

Column Description

Row ID The leftmost column of each matrix copy. The other columns
contain the metrics. The workbook does not use the numbers in
the RowlID column to identify the rows. Rows are identified by
their position below the headings in the sixth row. You can enter
whatever row ID numbers or names are most useful to you to
orient yourself on the sheet.

Metrics The metrics contained in the matrix. Each metric contains the
following information.

¢ Row 1 - Display names of relative date metrics.

* Row 2 - Periods (month, quarter, or year) of relative date
metrics.

* Row 3 - Current relative to dates of relative date metrics.

* Row 4 - Indicates whether a metric is set to be unique within
the matrix. "Y" or "N" for all metrics. The template does not
enforce the uniqueness of a metric. The indicator is only a
reminder of which columns, or combinations of columns,
should contain unique values.

e Row 5 - List items for list metrics. The cell contains all of the
list values for the list metric in the column, including cascading
(filtered) lists.

* Row 6 - The system names for each metric.

* Row 7 - Column headings are the display names for each
metric.

* Row 8 and below - Metric values from the display sheet in the
left copy of the matrix. In the right copy, cell references to the
display worksheet.

Important! Do not edit or delete the "current” values in the copy on the left.
Removing these values will cause errors with your worksheet upload.

Notes:

« Sopheon recommends that all SGM_ worksheets should be hidden prior to
publishing for use in a process model, to prevent users from making inadvertent
changes. Do not rename these worksheets, and do not delete them from the file.

¢ The Process Document - Smart Excel <version>.xltx Smart Excel template
contains a necessary custom document property and five worksheets that are
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not used for matrices. If you use an ordinary Excel workbook rather than the
Smart Excel template, you must add the custom document property SGM_
SmartExcelVersion, whose value is the Accolade version number.

» The Database Reference Tables Command Timeout system parameter
governs the timeout, in seconds, for uploading each matrix from Excel to
Accolade.

Creating Excel Templates to Update Project Metadata

Create a Smart Excel template using the Process Document - Smart Excel <version>.xltx
base template and Accolade field codes to create a template that allows deliverable and activ-
ity owners to update project metadata, such as gate dates and project start and end dates,
within their projects. Creating the template involves designing and laying out the display work-
sheets that users of the template interact with, as well as creating the appropriate mappings for
any information that is pulled from Accolade.

Administrators and Process Designers create the templates, Process Designers add the
templates to models, and team members on projects use the template to complete and update
project data within Accolade.

Base Smart Excel templates on the Process Document - Smart Excel <version>.xltx file
available on the Base Templates Reference Page. See "Templates to Update Project Data
Overview (Smart Excel)" on page 199 for more information about the template.

The procedure below describes how to add project metadata to an Excel template that
displays and updates values when published to Accolade. A single template can also contain
metrics, matrices, and metrics in related projects.

To setup an Excel template that updates metadata:

1. Open the Process Document - Smart Excel <version>.xltx file and save a copy to
your computer, using a file name that clearly identifies the purpose of the template.

Ensure that the master Process Document - Smart Excel
<version>.xltx file is kept in a safe place, such as the template library,
with no modifications to it.

2. (Optional) Hide the SGM_MetricTransfer, SGM_RelatedProjectsMetrics, SGM_
DeliverablesActivities, and SGM_Notes worksheets, as none are required for a
metadata update; however, do not delete them.

3. On Sheet1, create the display worksheet that users of the template interact with,
identifying and noting the purpose of the cells throughout the layout.
¢ Cells that only display downloaded data from Accolade.

¢ Cells that only upload changed values to Accolade.
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» Cells that contain information and data that is not sent to or received from Accolade.
For example, label cells.

Enter all the labels, column headings, background color, formulas, and so on, into the
cells that do not receive or send data to Accolade to verify that the worksheet looks as
you intend it to for users.

It can be useful as you are laying out the display worksheet to name the
upload and download cells to more clearly identify them in the layout prior
to entering the field codes to establish the data connection with Accolade.

You can add additional display worksheets, as necessary.

In the SGM_Metadata worksheet, enter one or more of the following metadata field
names into the Name column. These metadata names represent project metadata that
users can update using the spreadsheet.

« ActivityDeadline

e ActivityPlannedFinishDate

e ActivityStart
 ActivityStatusID

» DeliverableDeadline

» DeliverablePlannedFinishDate
» DeliverableStart

e DeliverableStatusID

» ProjectStartDate

e ProjectEndDate

» ProjectGateDate-(gate number) **Enter a dash and the gate number (no spaces)
after the name.

e ProjectName
« ProjectID **This is the displayable project ID, not the SysProjectID
» ProjectDescription
You can add other metadata names to the Name column for display on the display

worksheet; however, only the metadata names listed above can be updated using the
template. For the complete list of metadata names, see Accolade field codes.

(Optional) Rename Sheet1 to an appropriate, meaningful name for the display
worksheet for users completing the template.

In the SGM_Metadata worksheet, enter Y or Yes in the Publish will use New Value
column to update the project with values in the New Value column when a new version
of the file that uses the template is published in Accolade.

. Create cell references between the display worksheet (originally Sheet1) and the

SGM_Metadata worksheet.
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Cell Purpose on Display
Worksheet

Instructions

Cells that only display
downloaded data from
Accolade

On the display worksheet, in the cells that display
the current metric value when the document is
downloaded and opened, create cell references to
the corresponding "current value" cells in the
SGM_Metadata worksheet.

Cells that document
owners change to upload
back to Accolade

On the SGM_Metadata worksheet, in the "new
value" cells, enter cell references to the cells on
the display worksheet where the document owner
enters new values to upload back to Accolade.

8. Protect the display worksheet.

Protecting the display worksheet keeps users from overwriting cells that contain

references or formulas.

Important! Do not protect the entire workbook. The SGM_ worksheets must
remain unprotected for the download and upload between Accolade to work

correctly.

9. Inthe display worksheet, remove the lock on the cells that users use to update metric

values.

10. Hide the SGM_Metadata worksheet, as this is a worksheet that users interacting with

the template do not need to see.

Prior to saving, select the cell in the display worksheet where a template
user typically starts typing in the template to default the cursor to that cell
when the template is opened.

11. Save the file and add the template to the Template Library.

Notes:

» Sopheon recommends that all SGM_ worksheets should be hidden prior to
publishing for use in a process model, to prevent users from making inadvertent
changes. Do not rename these worksheets, and do not delete them from the file.

¢ You can add the SGM_Metadata worksheet to any version of a Smart Excel
template. It is not necessary to update the template to the latest version to
update the listed types of metadata. Add columns headings in the first row of
the sheet from left to right: Name, Current Value String, Current Value Number,
Current Value Date, Publish will use New Value, New Value.
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Creating Excel Templates to Update Deliverables and Activities

Create a Smart Excel template using the Process Document - Smart Excel <version>.xltx
base template and Accolade field codes to create a template that allows deliverable and activ-
ity owners to complete deliverable and activity information such as adding or deleting activities,
and editing deliverable or activity details such as status and status notes, owners and func-
tions, or start and deadline dates. Creating the template involves designing and laying out the
display worksheets that users of the template interact with, as well as creating the appropriate
mappings for any information that is pulled from Accolade.

Administrators and Process Designers create the templates, Process Designers add the
templates to models, and team members on projects use the template to complete and update
project data within Accolade.

Base Smart Excel templates on the Process Document - Smart Excel <version>.xltx file
available on the Base Templates Reference Page. See "Templates to Update Project Data
Overview (Smart Excel)" on page 199 for more information about the template.

A template that updates activities and deliverable details must contain at least the following
worksheets:

» Display worksheet - A worksheet within the template that document owners use to
enter values and that is formatted to make data entry obvious. This is typically Sheet1 in
the template. There can be more than one display worksheet.

» SGM_DeliverablesActivities worksheet - A worksheet within the template that
contains two copies of the deliverable or activity details, arranged side by side. The
copy on the left contains the current values that are downloaded when the template is
downloaded from a project within Accolade. The copy on the right contains the values
that are added, edited, or deleted when the deliverable or activity is uploaded and
published.

Note that team members cannot update deliverables and activities that are conditioned to hide.
Additionally, activities cannot be added to hidden deliverables and hidden activities cannot be
deleted. Refreshed templates respect deliverable and activity conditions. See Conditioning
Deliverable and Activities Overview.

The following procedure provides basic information about how to setup the template. The
specific document and its function dictate the formulas and other operations to populate the
template. A single template can also contain project metadata and metrics. A single template
can also contain metrics, project metadata, and metrics in related projects.

Important! The template cannot add or delete deliverables.

To setup an Excel template that modifies deliverable or activity details:

Note: The following procedure assumes you are familiar with basic Excel
functionality.
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1. Open the Process Document - Smart Excel <version>.xltx file and save a copy to
your computer, using a file name that clearly identifies the purpose of the template.

Ensure that the master Process Document - Smart Excel
<version>.xltx file is kept in a safe place, such as the template library,
with no modifications to it.

2. (Optional) Hide the SGM_MetricTransfer, SGM_Metadata, SGM_
RelatedProjectMetrics, and SGM_Notes worksheets, as none are required for
deliverable or activity updates; however, do not delete them.

3. Save thefile, add it to the Template Library as a Process Document type, and add the
template to a deliverable or activity in a model that uses the template.

4. Open atest project that uses the model and download the template to populate for the
deliverable or activity in the SGM_DeliverablesActivities worksheet for the specific
deliverable.

5. On Sheet1, create the display worksheet that users of the template interact with,
identifying and noting the purpose of the cells throughout the layout.
¢ Cells that only display downloaded data from Accolade.
¢ Cells that only upload changed values to Accolade.
¢ Cells that contain information and data that is not sent to or received from
Accolade. For example, label cells.

Enter all the labels, column headings, background color, formulas, and so on, into the
cells that do not receive or send data to Accolade to verify that the worksheet looks as
you intend it to for users.

It can be useful as you are laying out the display worksheet to name the
upload and download cells to more clearly identify them in the layout prior
to entering the field codes to establish the data connection with Accolade.

You can add additional display worksheets, as necessary.

6. (Optional) Rename Sheet1 to an appropriate, meaningful name for the display
worksheet for users completing the template.

7. Create cell references between the display worksheet (originally Sheet1) and the
SGM_DeliverableActivities worksheet.
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Cell Purpose on Display Instructions

Worksheet

Cells that only display On the display worksheet, in the cells that display

downloaded data from the current metric value when the document is

Accolade downloaded and opened, create cell references to
the corresponding "current value" cells on the left
side of the SGM_DeliverableActivities
worksheet. You can also use field codes to pull
metadata and metrics into the document.

Cells that document On the SGM_DeliverablesActivities worksheet,

owners change to upload in the "new value" cells on the right side of the

back to Accolade worksheet, enter cell references to the cells on the

display worksheet where the document owner
enters information that determines what
information is added, updated, or removed for the
deliverable and activities to which this template is
associated.

See step 8 for the columns on the right
side of the SGM_
DeliverablesActivities worksheet that
can update data.

8. Inthe Action column on the right side of the SGM_DeliverablesActivities worksheet,
ensure that a formula or mapped cell enters one of the following values:

» ADD - Adds a new activity to the deliverable identified in the Deliverable ID column.
The template can only add activities; it cannot add deliverables. If the Action column
is set to Add, the ID entered in the Activity ID column is ignored. You do not need to
enter a value for the template to add the activity.

e DELETE - Deletes the activity from the deliverable. The template can only delete
activities; it cannot delete deliverables. The document must be set in the process
model to allow deletions of versions.

« UPDATE - Updates the deliverable or activity information to match what is in the
columns on the right side of the worksheet when the document based on the
template is uploaded and published.

To update an existing deliverable or activity, the Deliverable ID and Activity ID must
match the original ID in column A and B for the corresponding deliverable or activity.
The template can update data contained in the following columns on the right side of
the SGM_DeliverablesActivities worksheet:

* Name
* OwnerLogin (see notes section below)
o Start
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¢ Deadline
¢ Function System Name (see notes section below)
« Status ID (see notes section below)
¢ Status Notes
If the Action field is blank or contains any other value, no action is taken on the

deliverable or activity identified in that row when the document is saved and published
to Accolade.

9. Protect the display worksheet.

Protecting the display worksheet keeps users from overwriting cells that contain
references or formulas.

Important! Do not protect the entire workbook. The SGM_ worksheets must
remain unprotected for the download and upload between Accolade to work
correctly.

10. In the display worksheet, remove the lock on the cells that users use to update metric
values.

11. Hide the SGM_DeliverablesActivities worksheet, as this is a worksheet that users
interacting with the template do not need to see.

Prior to saving, select the cell in the display worksheet where a template
user typically starts typing in the template to default the cursor to that cell
when the template is opened.

12. Save the file and add the template to the Template Library.

Notes:
¢ Valid status IDs are as follows:
¢ 1-Completed.
e 2-InProgress
* 3 - Not Started
¢ 5-Not Required

« If the Enforce function on user selection option is selected for a deliverable or
activity within the process model the project follows, you cannot change the
function using this template. The owner in the OwnerLogin column must be
assigned the function in the Function System Name column when the enforce
option is set.

e The Workflow in Progress status can only be set through the Accolade website
or in Microsoft Project plans.
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¢ Enter all dates in dd-mmm-yy format. Dates that do not use this format are not
updated when the file is uploaded to Accolade.

¢ Sopheon recommends that all SGM_ worksheets should be hidden prior to
publishing for use in a process model, to prevent users from making inadvertent
changes. Do not rename these worksheets, and do not delete them from the file.

Creating Excel Templates to Request Resources

The resource planning template in Excel can be assigned to a deliverable or activity, allowing
the document owner to request project resources and manage the project's resource plan.

To set up an Excel template to request resources:

Note: The following procedure assumes you are familiar with basic Excel
functionality.

1. Save the Resource Plan Template - Basic <version>.xlIsx file to your computer
using a file name that clearly identifies the purpose of the template.

Ensure that the master Resource Plan Template - Basic
<version>.xlsx file is kept in a safe place, such as the template library,
with no modifications to it.

The file contains one worksheet, SGM_ResourcePlan. You can add additional
worksheets to the resource plan template; however, the SGM_ResourcePlan
worksheet must exist.

2. Enter one or more custom properties in the template to define the template's behavior:

Property Description and Notes

SGM_RP_AutofitColumns Controls whether column widths of columns
containing data are automatically set wide
enough to display all of the data in the
column.

Type: Yes or No

Default Value: Yes

SGM_RP_PromptForPeriods Controls whether the Refresh Project Data
dialog box displays to a user downloading the
document.

The dialog box prompts the user to specify
which time periods in the document are
refreshed.
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Property

Description and Notes

If this property is set to No, the user cannot
choose to refresh the document and you
should add the Date Range and End Period
Padding properties to the template to
configure automatic time period refreshing.

Type Yes or No

Default Value: Yes

SGM_RP_DateRange

Controls how date ranges are refreshed.

If this property is set to Yes, this determines
which date range displays by defaultin the
Refresh Project Data dialog box, otherwise
this property determines which time period
window displays in the refreshed document.

Type: Text

Accepted Values: COMPLETE, FUTURE,
FIXED

Default Value: COMPLETE

e Complete is from the first day to the last
day of the projects current resource plan.
The last period can be modified.

e Future is from the current time period to
the last day of the project's resource plan.
The last period can be modified.

» Fixed is from the first day to the last day of
the project's current resource plan. The
first and last periods can be modified.

SGM_RP_EndPeriodPadding

Specifies how many time periods are
automatically added to the end of the default
time period window.

This property is ignored if SGM_RP_
PromptForPeriods is set to Yes.

Type: numbers

Default value: 0

SGM_RP_Stages

Identifies the project stages for which
resource data is imported or exported.

If the property is not defined, all resource plan
datais retrieved.

Type: Text
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Property Description and Notes

Accepted Values: The possible values
include a comma separated string of the
following:

¢ The string "[Project]"” - Retrieves the
resource plan for the project as a whole.

¢ Whole numbers - Retrieve the resource
plan for each stage whose absolute
number is listed. For example, the number
3 retrieves the plan for the third stage in
the project.

« Positive or negative numbers - Number
such as +1 or -2 retrieve the resource plan
for each stage whose relative relationship
with the deliverable's stage is specified.
For example, "+1" would specify the stage
following the deliverable's stage.

SGM_RP_StartCell Controls where on the spreadsheet the data

is displayed.

The value specifies the top, leftmost
spreadsheet cell in which resource data
displays. The data includes the header row.

Type: Text

Accepted Values: The value must specify
the valid address of a single cell in Excel.

Default value: A1

SGM_RP_ Controls whether assigned demands are
GetRequestedResourcesOnly | excluded from the document on refresh, and
ignored on demand update as a result of
document publish.

If the property is not defined, both assigned
and requested resources are included and
updated on document publish.

Type: Yes or No
Default Value: No

For information about adding custom properties to an Excel document, see the Excel
online Help.

3. Save the file and add the template to the Template Library.

4. Add the plan to a deliverable or activity within a model.
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Adding Reference Table Values to Documents

You can create templates for deliverables, activities, gate documents, and reports that contain
values or the entire table from reference tables available within Accolade. Embedding
references to reference tables allows you to pull additional data into templates, while updating
the values in only the reference table. The values in the template update with the current
reference table value when users download the template or document version and refresh the
data.

You can add reference table values using the Accolade Office Extensions add-in, or using
Accolade field codes. You can also add a reference table in its entirety using a specially
named worksheet within a spreadsheet file.

Note: Anyone in your organization can create a template that includes an
embedded reference table, if they have access to the reference table itself.
However, only Administrators and Process Designers with the Template
Access user role can add templates to the Template Library, which is the
repository for templates available within Accolade.

To add entire reference tables using specially named worksheets:

To include an entire reference table, you need to know the reference
table's system name as set in Accolade.

1. Open the spreadsheet and save the file to a convenient location on your computer
using a file name that clearly identifies the purpose of the document.

2. Rename the worksheet containing the reference table as SGM_RT_<system name>,
where <system name> is the system name of the reference table to display.

You can either hide the worksheet containing the reference table, or show it and add
other content to it. Note that the reference table's top left cell starts in cell A1. If you add
content outside the table's cell range, that content could be overwritten if later versions
of the table are larger. Accolade fields added to the worksheet are also refreshed.

3. Save the file to Accolade or add the file to the Template Library as a Process
Document type.

To add a reference table cell value using Accolade field codes:

1. Open the document and save the file to a convenient location on your computer using a
file name that clearly identifies the purpose of the document.

2. Where needed, add the Accolade field code that points to the reference table and
column you want to include:

{*REFTABLE:<TableSystemName> #RowID=(row ID)
#ColumnlD=<ColumnSystemName>*}

mAy
EXAMPLE
"o Example
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{*REFTABLE:sgm_currency #RowID=USD #ColumnID=CurrencyName*}

Displays the value in the USD row of the CurrencyName column of the Currency
reference table.

Creating Microsoft Project Plans as Templates

Insert a process model into a blank Microsoft Project plan to create the initial version of an
Microsoft Project template. You can modify the project plan to reflect only a part of the model,
such as a single stage, and use multiple project plans across a project.

Attaching the Microsoft Project plan to the process model allows the template to be available in
each project that uses this model, allowing the document owner to create an Microsoft Project
plan for the project, or portion of a project as reflected in the plan.

A model can contain as many deliverables or activities with Microsoft Project plans as needed.
To create an Microsoft Project plan as a template:

Note: The following procedure assumes you are familiar with basic Microsoft
Project functionality, and that a process model exists, including all its stages,
gates, deliverables, and activities.

1. Open a new file in Microsoft Project.

2. Inthe Microsoft Project ribbon, navigate to the Accolade menu and select @ Insert
Model.

3. Inthe Accolade Server URL field, select or enter the path to the Accolade server and
click Go to connect to the server.

A list of active models displays in the Select Model list. To include inactive models in
the list, select the Show inactive models option.

To search for a model by model name, enter the name in the Search for Model field
and click Search.

4. Selectthe model to add to the project plan and click OK.
All the stages, gates, deliverables, activities, and gate documents are added to the
project plan.

5. Modify the project plan, as necessary.

To tailor a template to reflect only part of the model, delete the stage and
gate summary tasks and any subtask that you do not want to include. If
you delete the summary task for a stage, the subtask deliverables and
activities will not be recreated when the plan is refreshed. However, if you
delete deliverables and activities, and the stage summary task remains in
the plan, the deleted subtasks are recreated when the plan is refreshed.

For information about working on the template in Microsoft Project, refer to the online
help in the Accolade menu in Microsoft Project or to Microsoft Project's own online Help.
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6. Save the file and add the project plan to the Template Library as a Project Plan
template.

7. Inthe model, select the Microsoft Project plan from the Template Library as the
template for the appropriate deliverable or activity.

When you select the template, only the Microsoft Project plans uploaded to the
Template Library that contain the model you are working in display for selection.

8. Save the changes to the model.

Notes:

* When a model that contains Microsoft Project templates is deleted, the template
is also deleted from the library.

e The Accolade menu in the add-in uses the custom name defined for Accolade.
See "Replacing Accolade Terminology" on page 397 for more information on
customizing terminology displayed in the application.

Online Form Templates Overview

Online forms are intended to allow users to work on their documents or submit new ideas
without having to download templates and upload document versions. Online forms are ideal
for documents that are brief and contain no graphics, such as executive summaries of
research, or for documents with a fixed structure, such as scorecards or idea forms.

An online form contains one more section with rows containing text boxes or list boxes that
users use to update metrics, to record user ideas, and to record and display information in
online deliverables or activity documents. Administrators build the structure of the online form
template. After the template is added to the Template Library, Process Designers can assign
the online form as a template to deliverables and activities within a model. Users open the
online form to complete information for projects based on the model.

Base Templates

Online form templates are written using XML. Create your own XML forms if you are
comfortable and knowledgeable in writing XML code. Each Accolade release contains a set of
base templates that you can use to build templates for your business, including the following
files specific to online forms:

* Process Document - Online Form Example<version>.xml - A base template that
Administrators unfamiliar with XML can use to copy and paste into a text editor.
Creating an online form by copying and pasting from this template file is appropriate in
most cases. The information in this section describes how to create an XML template
using this file as the base.
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e Process Document - Online Form Schema<version>.xsd - The Accolade online
form schema for Administrators who are familiar and comfortable using XML, and who
prefer to create online form templates using an XML editor.

See "Creating Online Form Templates" on page 224 for information about using the examples
to build your own templates.

Idea Forms

An idea form is an online form, and is created using XML and added to the Template Library as
an online form template. An idea form is different from other online forms in content and use.
Its content includes data controls designed to record new product ideas and is the template for
the idea deliverable in an idea model. The selection as the template of the idea deliverable
activates the idea form and makes it available through the Idea menu's Submit Idea option
with using Idea Submission and makes the idea model available for selection in a campaign
model when using Ideation.

-

" Online Form Templates Best Practices

Keep the following set of best practice recommendations in mind when creating templates for
online forms:

* Use the Base Templates Provided from Sopheon - Each Accolade release contains
a group of base templates on the Base Templates Reference Page. Use these base
templates as starting points for templates specific to your organization.

* Design Online Form Content and Layout Before Building the XML File -
Determine what fields to include and how to group them with the form. Gather the
display and system names of any metrics to include with in the form.

* Create Well-Formed XML, following XML Code Practices - Use standard XML
coding practices when creating the XML files for online forms.

« Capitalization - Names of elements and attributes are case-sensitive.

e Angle Brackets - Ensure elements and their attributes are properly enclosed in
angle (< >) brackets.

* Make Your XML Easy to Read - Use indentation and levels to make the code within an
XML file easier to read.

» Test As You Go - Upload and test the form with Accolade as you build the form. XML
files that contain errors in the XML code do not upload to the Template Library
successfully. It is easier to catch errors and troubleshoot the file if you add a small
amount of code to the file and upload then if you create an entire form and upload at the
end.

» Verify the Form in Accolade - Load the file, assign it to a deliverable, and create a test
project that uses the form. Verify that the layout and entry fields have come through as
you intended, prior to adding it to models that your organization currently uses.

Creating Online Form Templates
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Online form templates are written and saved as XML files. You can create online forms using
an XML editor pointing to the Process Document - Online Form Schema<version>.xsd file
provided on the Base Templates Reference Page. Also, you can use the information on the
Base Templates Reference Page to build templates manually.

Each online form uses the following basic structure:

<?xml version="1.0" encoding="UTF-8"?>
<wd:web-document>
<wd:group>
<wd:metric-entry>
<wd:type/>
</wd:metric-entry>
</wd:group>
</wd:web-document>

Design the flow of the online form, such as the metrics to include, in what order, and how to
group the items on the page. Metrics with rich text display as unavailable if included in online
forms. Create the form, save it as XML, upload it to the Template Library, and test it using a
test project in Accolade.

See XML for Online Forms for information about each element allowed in the XML file, values,
and acceptable attributes.

To create a template for an online form:

1. Save the Process Document - Online Form Example<version>.xml file to your
computer and open it in a text editor, such as Notepad.

Ensure that the master Process Document - Online Form Example<version>.xml
file is kept in a save place, such as the Template Library, with no modification to it.

2. Open anew, blank file in the text editor to use to create the new template, and save it
with a name that clearly identifies the purpose of the template, using an .xml extension.

Online form templates saved to the Template Library must have an .xml extension.

3. Copy the following elements from the example file into the new template file. These are
the basic building blocks to create the form.

XML Component Description
XML Copy the first line from the example file to the template:
Declaration <?xml version="1.0" encoding="UTF-8"?2>

The XML declaration is required and should not be modified.

web-document | Copy the web-document element start tag from the example
(start tag) file and paste it in the template file below the XML Declaration:
<wd:web-document

title="Document Title Text"

xmlns:wd="urn:sopheon-com:sgm:webdoc:1"
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XML Component Description

xmlns="urn:sopheon-com:sgm:webdoc:1">

The web-document element is the primary (root) element of
the online forms and contains all the other elements in the
form.

Change the text inside the quotes in the title attribute to reflect
the online form you are creating. In addition to entering text in
the titles of the web-document and other elements, you can
use codes that display data from Accolade projects, such as
the project name and description.

The two lines after the title in the web-document start tag
declare the document’s namespaces. The namespace
attributes are required and should not be modified.
web-document | Copy the web-document element end tag from the example
file (the last line in the file) and paste it as the last line in your
template:

(end tag)

</wd:web-document>

This line is always the last line in an online form. Insert all
additional elements between the web-document start and end
tags.

L.1_I_
t"ff-:'r - Your XML file should look similar to this.

<7xml varsion="1.0" encoding="UTF-8"7>

<wd :web-document title="Example online Template” xmlns:wd="urn:sopheon-com:sgm:webdoc:1"
xmins="wrn:sopheon-com:sgm:webdoc:1">

</wd :web-document

4. Copy the following components from the example file and paste them into your template
file between the web-document start and end tags to create the layout and content
entry points within the form:

XML Component Description
group Copy the group element start tag from the example file and
(start tag) paste it after the web-document start tag in the template file:

<wd:group
title="Grid Title Text"
isCollapsible="true"
isCollapsed="false">
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XML Component

Description

The group element creates a group of rows (inserted using
the metric-entry element) in which users can enter data in the
form. Your online form can have multiple groups.

Change the text inside the quotes in the title attribute to reflect
the title of the group within the form. In addition to entering text
in the titles of the group and other elements, you can use
codes that display data from Accolade projects, such as the
project name and description.

group
(end tag)

Copy the group element end tag from the example file and
paste it as the last line of the group in the template file:

</wd:group>

The last line of a group indicates the end of that group of rows
in the form.

metric-entry
(start tag)

Copy the metric-entry element start tag from the example file
and paste it after the group start tag in the template file:

<wd:metric-entry
title="Display Title"
name="template ID1"
metricName="Acc Sys Name 1"
isRequired="false"
isEditable="true"
inputControl="single-line-text-box">
<wd:type base="string"/>

The metric-entry element creates a row in a group in which
users can enter data in the form. Each group can have
multiple metric-entry elements.

Change the text inside the quotes in the title attribute to reflect
the title of the field within the form. In addition to entering text in
the titles of the metric-entry and other elements, you can use
codes that display data from Accolade projects, such as the
project name and description.

metric-entry

(end-tag)

Copy the metric-entry end tag from the example file and paste
it after the last line in the metric-entry:

</wd:metric-entry>

The last line of a metric-entry indicates the end of that entry
field in the form.

type
(start and end
tag)

Copy the type element start and end tag from the example file
and paste them before the metric-entry end tag:
<wd:type base="number">

<wd:leftDigits value="6"/>
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XML Component Description

<wd:rightDigits value="2"/>
</wd:type>

e
S E v our XML file should look similar to this.

<?xml version="1.0" encoding="uUTF-§"7>
|ewd :web-document title="Example online Templare” xmlns:wd="urn:sopheon-com:sgm:webdoc:1” xmlns="urn:sopheon-
com:sgm:webdoc:1">
<wd:group title="Example Grid Title" isCollapsible="true" iscollapsed="false"=>
awd imetric-entry title="Example string Metric” name="ExamplestringMetric” metricname="ExamplestringMetric”
isRequired="false" isEditable="true" inputControl="single-line-text-box"=
<wd:type base="string"/=
</wd:metric-entry>
<wd:metric-entry title="Example Number Metric” name="ExampleNumbermMetric” metricName="ExampleNumbermMetric”
isrequired="false” iseditable="true" inputcControl="number-box">
<wd:type base="number'>
<wd:lefroigits wvalue="6"/>
<wd:rightDigits value="2"/>
</wd: Type>
< /wd imetric-entry>
</wd : group>
</wd :web-document >

5. Add comments to explain the purpose of portions of the XML code.

The second line in the example form file contains comments used to explain and identify
the elements in the document. Copy the comments line from the example file to your

template file, anywhere you would like to add comments about the purpose of portions
of the XML code.

<!-=-This line contains a comment.-->

Comments begin with <! -- and end with -—>. This pattern identifies the text in
between as a comment and not part of the actual XML code that is rendered to display
the form. To void misinterpretation, do not include “--” or “-” in your comments.

e
S E v our XML file should look similar to this.

?xml version="1.0" encoding="uUTF-8"7>
<!l--This Tine contains a comment.-->
<wd:web-document title="Example online Template"” xmins:wd="urn:sopheon-com:sgm:webdoc:1" xmins="urn:sopheon-
com:sgm:webdoc:1™>
<wd:gruu$ title="example Grid Title” iscollapsible="true" iscollapsed="false">
<!--The following element is_a string-type metric entry.--=
<wdimetric-entry title="Example String Metric” name="ExamplestringMetric” metricname="ExamplestringMerric”
isrequired="false"” iseditable="true” inputcontrol="single-line-text-bhox">
<wd:type base="string”/>
</wd imetric-entry:>
<!--The following element is a number-type metric entry,--=
<wd:metric-entry title="Example Number Metric" name="ExampleNumberMetric” metricName="ExampleNumbermerric”
isrequired="false" iseditable="true" inputcontrol="number-baox">
<wd:type base="number">
=wd:lefroigits value="6",>
<wd:rightDigits value="2"/=
</wd: typex
</wd imetric-entrys
</wd:group>
</ wd :web-document>

6. Save the template file.

To test the template in Accolade:

1. After you have added all the groups and metric entries to the form, save the file and add
it to the Template Library.

If there are errors in the XML structure, the template fails to upload. Look for the
following common XML structure errors:
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« Missing angle brackets, especially at the end of a start tag.
¢ Missing end tags.
¢ Missing slash in an end tag.
¢ Errorsin spelling and capitalization.
2. Assign the template to a deliverable or activity in a model and create a test project.

3. Open the template from a test project and verify the online form's format and entry
within the form.

The template example from the previous procedure creates an online form that looks

like this:
Example String Metric String 123
Example Number Metric 12.32

¥l Publish this version ]
Save and Create Naw Version || Save | | Clese | Expart to Microsoft Ward |

Notes:

* Names of elements and attributes are case-sensitive. For example, Web-
Document is not the same as web-document.

Portfolio Snapshots Overview

Portfolio snapshots are saved records of project data at a specific point in time, creating a
history of metric and resource changes across projects.

A portfolio snapshot includes the following information:

¢ Project metadata, such as dates, descriptions, and names.
* Resource data.

* Matrix data

¢ Select metric data.

Metrics and matrices are the only type of snapshot data that is selected for inclusion or
exclusion from snapshots. All other content is included in each snapshot.

When you have a sufficient history of project metric values, reports can be created to show
how metric values and resources have changed over time.

Snapshot Database

Snapshots are saved in a separate database, usually named Accolade_Snapshots.
Snapshots create multiple records of each selected metric; therefore the snapshots database
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may need to be larger than what would be needed to store only the current metric values, and
the rate at which the database is filled will increase as well. Saving the snapshots in a separate
database helps to minimize the effect of saving and accessing this data on Accolade. Itis
important to ensure that the snapshots database has enough storage capacity to handle the
needed data and to ensure that the number of saved snapshots, and the number of metrics
included in each snapshot, does not overwhelm the available space.

Selecting Metrics and Matrices to Include in Portfolio Snapshots

Each metric or matrix that is available to reporting can be selected for inclusion or exclusion in
a snapshot. All other content is included with no need to select the content.

Important! Every metric and matrix included in snapshots is saved to the
snapshots database each time a snapshot is taken. Select only the items that are
required for portfolio history purposes.

Process Designers select the metrics and matrices that are included in portfolio snapshots.

To select a metric for inclusion in a snapshot:
1. From the System menu, select Content Sources > Metrics.
Click the name of the metric to edit.
Ensure the Available to Reporting option is selected.
From the System menu, select Content Sources > Portfolio Snapshots.

Click Configure Snapshots and select Metrics.

o o A wDd

In Select Metric(s), select the metrics in the left list that you want to include in
snapshots and move them to the Selected list on the right.

Select a category to refine the list of displayed metrics.

7. Click Done to save your changes.

To select a matrix for inclusion in a snapshot:
1. From the System menu, select Content Sources > Matrices.
Click the name of the matrix to edit.
Ensure the Available to Reporting option is selected.
From the System menu, select Content Sources > Portfolio Snapshots.

Click Configure Snapshots and select Matrices.

o o M v Db

In Select Matrice(s), select the matrices in the left list that you want to include in
snapshots and move them to the Selected list on the right.

Select a category to refine the list of displayed matrices.

7. Click Done to save your changes.
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Notes:

¢ Rich text metrics cannot be added to snapshots. If a matrix containing a rich text
metric is added to a snapshot, the rich text metric is automatically excluded from
the matrix's snapshot data.

» Metric and matrix data is removed from saved snapshots if the metric or matrix is
deleted, made unavailable to reporting, or removed as a selected option in the
snapshot configuration. If a project is deleted, the project and all its data are
removed from saved snapshots.

» Adding metrics and matrices adds the values to all future snapshots. Existing
shapshots contain a placeholder for the metric or matrix with no value.

Creating Scheduled Snapshots

Use the Task Scheduler on the Accolade server to create a scheduled, timed snapshot.

To create scheduled snapshots you must have the following permissions and rights on the
Accolade and snapshots servers:

¢ Administrators with administrator rights to the Accolade server.

¢ Auser account with SGM_Write or db_owner role on the Accolade and snapshots
databases.

The procedure below assumes that you are familiar with server and database management.
To start a snapshot series:

Note: You cannot start a series while another series is running.

1. Onthe Accolade server, in Administrative Tools, open Task Scheduler and create a
new task.
The Create Task dialog box displays.

2. Onthe General tab, name the task, enter a description, and select the security options.

You can select an option to run the series whether the user account you select is logged
on or not.

3. Onthe Triggers tab, click New and select the frequency and time that the snapshots for
this series are taken.

4. Inthe list next to the Days option, select the last day of the month to create monthly and
quarterly snapshots.

Set the task to start during off hours when Accolade is not heavily used.

5. Onthe Actions tab, click New, leave Start a program selected in the Action list, and
select TakeSnapshot.exe in the following default location:

C:\Program Files\Sopheon\Accolade\Bin\TakeSnapshot.exe.
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The user running Task Scheduler must have administrative rights on the application
server to use TakeSnapshot.exe.

6. Inthe Add arguments field, enter the snapshot series' name.

Add optional arguments to display the series type and description within Accolade.

Enter the name and arguments in the following format: (snapshot name) /type:"(type
name)" /desc:"(description)" [without parentheses].

For example: Evening Snapshot /type:"Daily" /desc:"Records final data for the day."
7. Configure the task further on the Conditions tab and the Settings tabs, as necessary.

8. Click OK to save the task.

Notes:

¢ To stop a scheduled snapshot, double-click the task in the Task Scheduler and
click Delete. To stop a series temporarily, create conditions that cannot be met.

¢ Toremove individual snapshots taken in the series, display the snapshots in
Accolade (Process > Portfolio Snapshots), select the check box in the X
column and click Delete.

Taking Individual Portfolio Snapshots

Administrators and Process Managers can take an individual portfolio snapshot to save a
record of portfolio data at a specific point in time.

To ensure that the server that stores the snapshot data maintains enough space, review the
snapshots currently saved and delete any, as necessary.
To take an individual portfolio snapshot:

1. From the System menu, select Content Sources > Portfolio Snapshots.

2. Click Take Snapshot and enter the following information to identify the snapshot:

Field Description
Name Enter a name, up to 64 characters long, which identifies the
snapshot. For example, Q2 2015 Portfolio Summary.
Type Enter or select the type of snapshot. The type is a label to identify

a group of snapshots for reporting purposes.

Important! The SYS_Current type is considered a
reoccurring snapshot of the current set of portfolio data
at any given time. Snapshots of this selected type are
overwritten and not saved, as there can only be one
snapshot using the SYS_Current type.
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Field

Description

Description Enter a description of the purpose or nature of snapshot. This
description helps other users identify the snapshot.

3. Click OK to start the snapshot.

Notes:

* Todelete snapshots, select the check box in the Ed column of the shapshots to

delete and click Delete.

e Deleting one snapshot of a series has no effect on any other snapshot in a series

or on the series itself.

* Only one snapshot can be taken and saved at a time. To cancel a snapshot that
is in process, click Cancel Snapshot after the snapshot starts.

¢ The SYS_Current snapshot type cannot be renamed as it has dependencies
that use that name. These may include custom events scheduled to take

snhapshots and reporting.
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Chapter 3

Defining Process Flow Components

The goal when defining process flows and the components that make up those flows is to
create a repeatable, dependable process for company's needs. The components discussed in
this chapter, along with those in the previous chapter, are the building blocks for created a
repeatable product or service development process.

¢ Classes
* Workflows
¢ Reference Tables

Process Designers use the components described here and in the previous chapter when
defining process models, the starting point for projects in Accolade. For more information about
building process models and how each component fits into a model, see the Accolade online
Help.
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Classes to Group Process Models Overview

-

Classes help ensure that a group of process models have consistent characteristics and
categorize a selection of process models that share a similar process type. The class
designation allows Process Designers to create groups of models that share similar visibility
on Accolade pages, similar event reporting, and other similarities.

Classes set some features of projects based on process models that use the class, such as
whether the project is available on the All My Work page. Each project's basic framework at
creation is a combination of the class characteristics and the process model that uses the
class.

The primary difference between classes is the process model type:
» Gated - A model that follows the Phase Gate process, including one or more sets of

stages and gates.

* Non-Gated - A model that includes one stage but no gates. Non-gated models are
useful as static place-holders and information storage locations in larger systems.

* Idea - A model used for idea submissions. Idea models, like Gated models, can contain
one or more sets of stages and gates.

The accessibility of models can be affected by the access groups of the class it was created
from in the following ways:

 If auser does not have view access to a class, they do not have view access for models
created from that class.

* Models cannot be copied in Ul if the class is read only for the user.

« In the model editor page, only classes that the user has edit access and have equal or
higher access groups to the model will be displayed.

" Classes Best Practices

Keep the following set of best practice recommendations in mind when creating classes:

« Copy Existing Classes to Create New Classes - If you have a class with a large
number of reasons for events, and you need to create a class that is similar, copy a
class and modify its reason lists rather than creating new reasons manually.

* Use the Same Reason Codes for Event Reasons Across Classes - For reporting
purposes, define a set of reasons for events that may occur in projects that use models
based on each class, and ensure reasons for similar events are the same across
classes. For example, ensure the event reason code for the gate decision to kill a
project is the same for all classes. If the reason codes are different across classes, you
also need to create separate gate decision reports for each class.
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¢ Create Unique Event Reason Codes without Reusing Deleted Codes - If you
delete a reason that has not been selected in a project, the reason is deleted, and you
can reuse its code. However, if you delete a reason that has been associated with an
eventin a project, the code is removed as an option from future projects, but remains
assigned to events in existing projects for reporting purposes. If you re-use the deleted
code, Accolade associates events previously linked to the deleted reason code with the
new reason code. For this reason, Sopheon recommends using only unique codes and
to avoid re-using deleted codes.

¢ Manage Classes for Accolade Innovation Planning Projects Appropriately -
Accolade creates classes and associated models for planning projects as Planners
create element types for planning and roadmapping. Changes to the class, such as
changing the name or deleting the class, are reflected in the element type. Ensure that
users with the Planner user role that are allowed to create element types and Process
Designers within your organization understand that the changes to a class also change
the element type.

Modifying Existing Classes

Consider how modifying an existing class changes projects and models based on that class.

Changes made to the following class details are reflected in models using the class and in
current and future projects that use those models. All class changes apply to projects created
after the class changes are saved.

» Display name

¢ System name

e Description

¢ Email notifications

¢ Projectincluded on All My Work page

¢ Assignments included on All My Work page

¢ Include in Save to Accolade from Microsoft 365 applications.

¢ Changing Gate Line-up setting or the Reporting setting a default selection to an
'always' selection. Note that changing these settings enables the field in open
projects, but the setting is not automatically changed.

¢ Changing the Reporting flag from a default selection to an 'always' selection
¢ Class icon selection
¢ Class-specific terminology changes

¢ Adding, deleting, or modifying event reason lists change the lists in current and
future projects.
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Creating Classes

A class categorizes a selection of process models that share a similar process type, and
serves as a template for the models and projects created that are based on them.

To create a class:

1. From the System menu, select Process > Classes.
To narrow the class list, search by the class name, system name, or category.
2. Do one of the following:
* To add a new class - Click Add New in the upper right corner of the page.
* To create a class based on an existing class - Click |£| in the Copy column to
create a copy that can be used as a base to build a new class.
» To edit an existing class - Click the name of the class to open it for editing.
To copy a class to use as a base for a new class you must have "Can
Edit" for any access group in the system and "Can View" for at least one
access group on the class. If you "Can Edit" any of the access groups the
class belongs to, the copy will have those groups. If you do not have "Can

Edit" on any of the class' access groups, the copy will inherit your highest
access group you can edit.

3. Complete the following information to identify and describe the class:

Required fields display with red text and an asterisk * if the field is empty.

Field Description

Name Enter a name, up to 64 characters long, which identifies the
class.

System Name Enter a unique, shorter name that identifies the class in queries,
reporting views, field codes, and other places in Accolade.

The name must be unique among classes and can contain only
letters (English alphabet), numbers, and the underscore.

Process Type Select the type of process that models created using this class
follow:

» Gated - A model that follows the Phase Gate process,
including one or more sets of stages and gates.

* Non-Gated - A model that includes one stage but no gates.
Non-gated models are useful as static placeholders and
information storage locations in larger systems.

¢ Idea - The model used for idea submissions. Idea models,
like gated models, can contain one or more sets of stages
and gates.
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Field

Description

The Idea option is only available if your company uses
the optional Idea Submission or Ideation components.

Note that this selection cannot be changed once the class is
created.

Icon

Select the icon that projects based on this class use.

Icons help provide a visual indication of the class type where
projects are listed, including the All My Work and other similar
pages.

Description

Enter a description of the purpose or nature of the class. This
description helps others identify the class throughout the
system.

Order

Enter a number to specify the class’s place when it displays in a
list of classes.

Lower numbered classes display higher in the list.

4. Complete the additional class options as appropriate for the class you are defining.

Field

Description

Gate Line-Up

Select whether the projects based on this class display in the
Gate-Lineup pages:

¢ Default to included - The Excluded from Line-up
check box within the project is initially set to include the
project in the line-up pages. Process Managers and
Project Managers can change the value within projects,
as necessary.

¢ Default to excluded - The Excluded from Line-up
check box within the project is initially set to exclude the
project from the line-up pages. Process Managers and
Project Managers can change the value within projects,
as necessary.

¢ Always included - The Excluded from Line-up check
box is set to include the project in the line-up pages and is
view only within the project.

¢ Always excluded - The Excluded from Line-up check
box is set to exclude the project from the line-up pages
and is view only within the project.

Reporting

Select whether data from projects based on this class is
included in reports:
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Field Description

e Default to included - The Excluded from Reports
check box within the project is initially set to include the
project data in reports. Process Managers and Project
Managers can change the value within projects, if
necessary.

¢ Default to excluded - The Excluded from Reports
check box is initially set to exclude the project data from
reports. Process Managers and Project Managers can
change the value within products, if necessary.

¢ Always included - The Excluded from Reports check
box is set to include the project data in reports and is view
only within the project.

* Always excluded - The Excluded from Reports check
box is set to exclude the project data from reports and is
view-only within the project.

5. Select the Active check box when the class is ready to use in process models.

6. Select the Is portfolio check box to allow projects that use this model to be a parent
project in a collection of projects, called a portfolio.

Selecting this option displays the Portfolio page within projects, which lists projects that
are linked using the Member Of link type. See "Creating Project Link Types" on page
407 for more information on using project links.

7. Select the Enable email notifications check box to send notifications by default via
email about events in projects that use models that are based in this class.

8. Select one or more of the "Include in" options to make projects based on models that
use this class available throughout Accolade.

Field Description
Include in Select this check box to allow projects as well as deliverables
Work Pod and activities to display in the Work pod.
Include In Select this check box to include projects in Accolade Portfolio
Portfolio Optimizer.
Optimizer

Typically, projects that do not include resources, for example
projects that are only grouping mechanisms for other
projects, are excluded from Portfolio Optimizer.

This selection is only available if your company
uses the optional Portfolio Optimizer component.

Include In Select this check box to include projects in Resource Editor.
Resource
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Field

Description

Editor

Typically, projects that do not include resources, for example
projects that are only grouping mechanisms for other
projects, are excluded from Resource Editor.

This selection is only available if your company
uses the optional Resource Planning component.

Include in
Save to
Accolade

Select this check box if you want users to be able to use Save
to Accolade functionality to save documents and project
plans to projects that use models that are based in this class.

Include in
Time Tracking

Clear this check box if projects created using this class do not
require time to be tracked against them.

Leave the check box selected if timesheet users can add
projects created in this class to their timesheets to record time
worked on that project.

This selection is only available if your company
uses the optional Time Tracking component.

Show in
Planning

Select this check box to display projects created using this
class as planning elements in planning and roadmapping.

This option only controls the display of projects as elements
and is available to all class types in Innovation Planning. See
"Creating Classes for Planning Element Types" on page 242
for more information.

This selection is only available if your company
uses the optional Innovation Planning and/or
Roadmapping components.

Create in
Planning

Select this check box and select a process model associated
with this class to make the class available as a planning
element type.

The Include in Planning option is selected by default when
you select this option, so elements created using this type in
Innovation Planning are also available to view within
Innovation Planning.

Note that this option is not available until after a gated or non-
gated class is created and at least one model is associated to
the class.

This selection is only available if your company
uses the optional Innovation Planning and/or
Roadmapping components.
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9. Click Create to create the new class or Apply to save changes to an existing class.

10. (Optional) After you create the class, continue with one or more of the following steps to
complete the class setup:

» Define reason codes for project events to log why certain events in these projects
occurred.

« Configure access group restrictions for the class.

» Set customized terminology to be applied to projects that use a model based in this
class.

Notes:

¢ To delete a class, display the class and ensure the Active check box is cleared.
Click Delete. If you delete a class that is used by one or more security profiles,
users with those profiles no longer have access rights to projects that use models
assigned to that class.

¢ Newly created classes are automatically added to the classes available in the
Child Relationship link type if all classes are set as available for that link type.
However, if other link types include all classes, a newly created class is not
automatically added. Update the link type to include the class, as needed.

¢ If you delete a class used in Accolade Innovation Planning and Roadmapping,
any planning element type based on that class is also deleted and planning
elements that use that type are removed from the planning board and all
planning views. However, models and projects based on that class are not
deleted.

¢ Resource Planning, Time Tracking, Portfolio Optimizer, Innovation Planning and
Roadmapping are optional Accolade components that you may not have access
to. To implement these solutions, contact Sopheon Customer Support.

Creating Classes for Planning Element Types

Classes can also correspond to planning element types in Accolade Innovation Planning.
When you create a planning class and its associated model with the appropriate options set, a
planning element type with the class name is added to Innovation Planning. The projects that
correspond to planning elements using the element type follow the model that is associated
with the class. If Accolade Innovation Planning is enabled, a default class and model (both
named [Innovation Planning Default] are included in Accolade, but you can create custom
classes for the projects that correspond to planning elements.

Only Gated and Non-gated classes can be element types in Innovation Planning. You can set
Idea classes to show projects associated with the class in Innovation Planning; however, you
cannot set an Idea class to be used as a planning element type to create planning elements
within Innovation Planning.
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To create a class that becomes a planning element type:

1. Create a class.
2. Create the model based on this class, selecting the class in the model.

The model must have at least one stage or gate defined within it. It cannot be an empty
placeholder model.

3. Re-openthe class.
4. Inthe Planning section, select the Create check box.

The Create check box is not visible until after the class is created.

The Show option is selected by default when you select this option so elements created
using this type are also available to view within Innovation Planning.

5. Inthe Create drop-down list, select the process model created in step 2 to associate it
with the class.

6. Click Apply to save your changes.

Notes:

¢ The class with the default name of [Innovation Planning Default] is the default
class for projects created when planning elements are added to the planning
board. You cannot delete this class; however, you can rename it and update
some of its details.

¢ Innovation Planning and Roadmapping are optional Accolade components that
you may not have access to. To implement these solutions, contact Sopheon
Customer Support.

Defining Event Reason Codes in Classes

Reason codes allow detailed history of certain project events, such as changing a project
manager on a project or changing a gate date. For reporting purposes, define a set of reasons
for events that may occur in projects that use models based on each class, and ensure
reasons for similar events are the same across classes. For example, ensure the event reason
code for the gate decision to cancel a project is the same for all classes. If the reason codes
are different across classes, you also need to create separate gate decision reports for each
class.

Note: Eventreason codes are not used for automated gate decisions set for gates
in the process model or through an automated workflow step.

To define an event reason code in a class:

1. From the System menu, select Process > Classes. To narrow the class list, search by
the class name, system name, or category.
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2. Either select the class to edit.

3. Click the Event Reason List tab and select a project event type from the Event Type
field.

4. Ifnecessary, click Add New to display a new line for the event code and complete the
following information:

Field Description

Order Enter a number to specify the reason's place when it displays
in a list of reasons.

Lower numbered reasons display higher in the list.

Code Enter a unique, shorter name that identifies the reason in
queries, reporting views, and in Accolade Office Extensions.

Codes help to maintain project history if changes are made to
the reason name.

Name Enter a name, up to 64 characters long, which identifies the
reason to users who assign it to events within projects.

5. Select the Active check box when the reason code is ready to use in projects.

6. Click Apply to save your changes.

Notes:

* To delete a reason code, click the at the end of the reason code's row, and
click Apply to save your change.

Workflows to Complete Documents Overview

Collaborative workflows, provided as an optional Accolade feature, provide a means to define
the sequence of steps and actions needed to create a complex deliverable or activity.
Workflows are useful for deliverables and activities that need to be coordinated in a specific
sequence. Workflows are primarily intended for the creation and review of documents, but they
can be used to manage the creation of other things as well, such as prototypes.

Administrators and Process Designers create workflows and add them to the Template Library
and to models, as necessary. Workflows added to the Template Library are available to add to
a deliverable or activity at the process model level and at the project level. Workflows added to
a model are required before a deliverable or activity's status can be set to Completed.
Workflows added at the project level are considered optional and do not require completion
prior the deliverable or activity's status being set to Completed.

Workflow Steps and Actions

Each step in a workflow is a single part of producing a document, such as creating a draft or
having a portion of a document reviewed. Each step contains one or more actions needed to
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complete the step, or is an automated action that is run after the previous step completes.
Each manual action has an owner who performs the action and a specified number of days
that the action is scheduled to take. When a project is started, the document owner, Project
Manager, or Process Manager starts the workflow. The owners of an action within a workflow
are assigned permissions that determine if they can edit, publish, or approve deliverables or
activities associated with the workflow.

Action owners can either approve a step, which moves the workflow to the action, or reject a
step and move it back to a previous action in the workflow.

After all the steps in a workflow are approved, the deliverable or activity status is set to
Completed.

-

" Workflow Best Practices

Keep the following set of best practice recommendations in mind when designing and building
workflows:

« Communicate Workflow Changes to Project Teams - If changes are required to a
workflow that is saved in the Template Library, communicate those changes to the
project teams. Changes made to a workflow are not reflected in workflows that are in
process within a project. The workflow must be stopped for the changes to take effect.

¢ Project Level Changes Sometimes Take Precedence - Changes to the numbers of
days for an action completion and the owner assigned to an action within a step are not
overridden at the project level if changes have been made there.

¢ Use Workflows for Document Review Cycles - Workflows are an excellent method
to track a document through a review cycle. For example, if the document needs to go
through a series of peer reviews prior to the senior manager on a project reviewing it.

* Create Smart Workflows - Smart workflows contain separate sets of metric conditions
that determine the following for the workflow:

« If the actions within a workflow step are included or excluded with the project. See
"Adding Conditions That Determine Workflow Actions Availability" on page 252.

* When a workflow can start. See "Creating Workflows" on page 245.

 |f a project is migrated to one or more other models after the workflow is completed.
See "Migrating Projects After Workflow Completion™" on page 256.

¢ Create Master Workflows - Using Smart workflows that contain rules that determine
whether workflow actions are included in the workflow, you can create one or more
master workflows for use across multiple projects.

« Automate Your Workflows - Use automated steps within your workflow configurations
to save your project teams time and manual entry, and to ensure artifacts are recorded
and saved for audit purposes.

Creating Workflows
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Administrators and Process Designers can create workflows to design how several people can
cooperate to create and review a deliverable or activity. Steps and actions within steps can be
added to the workflow for each primary part of the workflow process.

To create a workflow:

1. From the System menu, select Process > Workflows.

To narrow the workflow list, search by the workflow name or system name.

2. Do one of the following:

e To add a new workflow - Click Add New in the upper right corner of the page.

« To edit an existing workflow - Click the name of the workflow to open it for editing.

Edits made to an existing workflow are applied to the workflow in a project if the
workflow has not started, or when a workflow in progress is stopped.

3. Complete the following information to identify and describe the workflow:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a name, up to 64 characters long, which identifies
the workflow.

System Name

Enter a unique, shorter name that identifies the workflow in
queries, reporting views, field codes, and other places in
Accolade.

The name must be unique among workflows and can
contain only letters (English alphabet), numbers, and the
underscore.

Description Enter a description of the purpose or nature of the
workflow.
This description helps other users identify the workflow
throughout the system.

Category Enter or select the group to which this workflow belongs.

Use categories to organize like workflows together. For
example, you may choose to group all the workflows used
for financial approvals, in order to separate them from
workflows that are used for different purposes.

e Leave this field blank to add to the Default category.

« Todefine a new category, select New Category and
enter the category name.

e Todelete a category, remove every item from the
category. Empty categories are deleted automatically.
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Field Description
Active Select the check box when the workflow is ready to use in
projects.
Users cannot own Select the check box to ensure that a single user cannot be
multiple actions manually assigned to multiple actions in a workflow.

If a user is assigned to an action, their name is not
available for selection as an owner for other actions within
the workflow.

Note: Existing repeated workflow action
assignments are not affected if you select
this setting after a workflow is created.
Assignments for workflow actions on the
Team page of a project supersede this
setting.

Start Conditions Click to add metric conditions that determine when a
workflow can start.

Using start conditions helps to ensure that an approval flow
does not start before the defined conditions within a project
are met. The Start Workflow option within the project is
disabled until the project's metric settings meet the defined
conditions.

Click €, select a metric to include as a condition, and
click Select. Use the Category and Search options to
refine the list of metrics.

For the added metric, select or enter the value the metric
must meet within the project before the workflow can start.
Add additional metrics, as necessary.

Migration Map Rules | Click €3 to add metric conditions that determine if a

project migration occurs using the selected map when the
workflow is completed.

4. Click Create to create the new workflow or Apply to save changes to an existing
workflow.

5. Onthe Steps tab, add manual or automated steps to the workflow process, for
example, to create PDFs or to set gate dates automatically.

You can also add conditions to determine workflow actions availability or set up
automatic project migration after a workflow is completed.

6. (Optional) Onthe Security tab, follow the instructions listed in "Restricting
Configuration for Workflows" on page 39 to configure access group restrictions.

Sopheon Accolade Version 16.2 247



Chapter 3 Defining Process Flow Components

7. (Optional) On the Security tab, click Process Model Usage to see the list of process
models that the workflow is associated with. The list includes all process models the
workflow is included in, as well as links to the process model's component tree pages
you have Edit access to.

Notes:

¢ See the Adding Steps to Workflows topic in the online Help for information about
adding conditions to actions within workflow steps for Smart workflows.

¢ Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.

Adding Steps to Workflows

Workflows consist of a series of steps that mark each primary part of the workflow process. For
example, a step can represent a single person's review and approval within a chain of reviews
that must happen in order (peer review, team leader approval, and department or higher level
approval). Each step contains one or more actions that indicate something that an action
owners needs to complete to accomplish the step. Each action includes an owner and a time
frame, and can contain other details.

Add multiple actions to a step to enable several people to work on the deliverable at the same
time.

Workflow actions can also include conditions that determine if they are
included within the workflow in a project based on metric values with the
project.

To add manual steps to a workflow:

1. After creating the workflow, click the Steps tab, click Add Step in the lower right corner
of the page, and complete the following information to identify the manual step:

Field Description

Step Name Enter a name that identifies the workflow step.

This name displays to users in the project.

Step System Enter a unique, internal name the system uses to identify the
Name workflow step.

The system name must be unique across all workflows.
Proceed after Select this check box if the first approval or "reject but continue"
1 Decision decision in a multi-action step moves the workflow forward to the
next step without waiting for other reviews.
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Field

Description

If this check box is not selected, the workflow does not move to
the next step until all reviewers in a multi-action step have
responded.

The first decision to reject and send the workflow back sends the
workflow back to the step that the reviewer selects whether this
check box is selected or not.

2. Add action details necessary to complete the step:

Field

Description

Action Name

Enter the name of the action performed during this step.

Workflow steps must have at least one action.

To add additional actions to a step, click + Add
Action.

Action System
Name

Enter a unique, internal name the system uses to identify the
workflow action.

The system name must be unique within the step.

Description

To add additional details about the action in a step, enter any
additional notes.

Function

(Optional) Select the job function that the owner of this action
should have.

To enforce user selection based on function for all deliverables,
activities, workflow actions, and gatekeeper selections, use the
Enforce on user selection option for the model available on
the Pages & Layouts tab within the model editor.

have the function defined. Selecting this option disables the
ability to change the function for the workflow action and is
enforced even if the function is inactive.

Select this check box to limit the selection of users to those who

Owner

(Optional) Click E to select the user who owns this action.

To filter the list of users, enter one or more search criteria to

field.

¢ Clicking Select current user will assign the role to the
current user (if they have the appropriate rights).

¢ Selecting a Function in the drop-down will display available

defaults to the function to which you are assigning a user,
however depending on the project configuration, you can

filter by name, login name, email address, function, or extended

users that are assigned to the function. The current selection
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Field Description

assign any user.

« Clicking the Show advanced filters check box displays or
hides the additional filter options.

» Clicking Clear removes the current user assignment and
displays [None] to indicate that no user is assigned.

If an action has no owner, no replacement owner can be
selected for the action in the project after the workflow has
reached the step containing that action. However, if an action
does have an owner selected, a different owner can be selected
for the action even after the step has started.

Changes to the Owner field are not propagated into existing
projects and can only be made by the deliverable owner,
Project Manager, and Process Manager at the project level for
workflows in existing projects.

Only users assigned the Document Reviewer role are available
for selection as an action owner.

Permissions Select what the owner can do in this workflow step:

e Can Edit and Publish - The owner can upload and publish
a version of a deliverable or activity associated with the
workflow for other Accolade users.

e Can Edit - The owner can upload, but not publish, a version
of a deliverable or activity associated with the workflow.

e Can Approve - The owner can approve the action in the
step for the workflow to move forward, but cannot upload or
publish a deliverable or activity.

Select the Can Skip check box if the action can be skipped
when there is no owner assigned.

If the step contains a single action with no owner, the step is
skipped as soon as the step is reached in the workflow process.
If the step contains multiple actions, some of which contain
owners, the step is not skipped immediately, and the
deliverable owner is able to select an action owner during the
step.

Auth Req* Select this check box if the owner of this action must enter
authorization credentials to enter a decision on the action.

# Days Enter the number of days from the start of the step until a
decision is due. A notification email is sent to the action owner
after this time has elapsed. Document owners, Project
Managers, and Process Managers can update the number of
days within the workflow in a project.
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Field

Description

In the project, a step lasts until the required decisions have
either sent the workflow to the next step or returneditto a
previous action, step, or the deliverable owner.

Changes to the # Days field are not propagated into existing
projects and can only be made by the deliverable owner,
Project Manager, and Process Manager at the project level for
workflows in existing projects.

Conditions

Click to add metric conditions that determine if an action is
included within the workflow in a project.

* If your workflow settings require re-authentication, and your Accolade implementation runs in a Windows
Authentication environment (not Single Sign-On), consider changing the Authentication Provider on
Accolade.Asp under the RemoteAuth directory in the main website to NTLM only. Redirect all hostname
traffic to the fully qualified domain name of your server in IIS. This ensures consistency in the workflow
behavior across all supported browsers.

3. Repeat steps to add additional steps to the workflow.

4. Click Apply to save your changes.

To add automated steps to a workflow:

Note: Automated workflow steps should follow the step that activates the
automation upon completion. If an automated step is the first step within a
workflow, it activates when the workflow starts. If an automated step is the
last step within a workflow, the step completes the workflow.

1. After creating a workflow, click the Steps tab, click Add Automated Step in the lower
right corner of the page, and complete the following information to identify the

automated step:

Field

Description

Automated
Step Name

Enter a name that identifies the automated workflow step.

Automated
Step System
Name

Enter a unique, internal name the system uses to identify the
workflow step. The system name must be unique across all
workflows.

2. Add action details necessary to complete the step:

Field

Description

Automated
Action Type

From the drop-down list, select the automated action that occurs
during this step:

» Set Gate to Today's Date - Select this option to
automatically set the gate date to the current date when the
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Field

Description

previous step within the workflow is completed. If the
workflow is in a stage that does not have a gate, the
automated step is skipped.

« Generate PDF from Template - Select this option to
automatically generate a PDF that is published as a
deliverable or activity version. A deliverable or activity can
contain a template assigned to the deliverable or activity, or a
template that is assigned specifically to use for generating a
PDF from a workflow step. Select which template to use for
the PDF generation.

» Set Gate Decisions - Select this option to automatically set
the gate decision for the upcoming gate based on the
calculation of metrics set in the project.

¢ Publish Latest Document Version - Select this option to
automatically publish the latest version of the deliverable or
activity, thus updating metric values on the project, which
provides gatekeepers visibility into the approved metrics. The
automated action updates metrics based on the update rights
of the previous workflow action owner. If there is no version
available, the workflow history indicates no action was taken.

Automated
Action System
Name

Enter a unique, internal name the system uses to identify the
workflow action. The system name must be unique within the
step.

Conditions

Click to add metric conditions that determine if an action is
included within the workflow in a project.

3. Click Apply to save your changes.

Notes:

¢ Toreorder steps in the workflow, click on the arrows next to the name to move

the step up or down.

* To delete a workflow step, delete all the actions within the step using the 0 next
to each action. To delete an entire workflow, display the workflow, ensure that is
currently inactive, and click Delete.

¢ Updates to a workflow such as adding steps and actions and making changes to
Permissions and Can Skip fields are not copied into the project if a workflow is
in progress, but are added when the workflow is stopped and restarted.

¢ Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.

Adding Conditions That Determine Workflow Actions Availability
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Workflow actions can include a set of conditions that determine if they are included within the
workflow in a project based on the metric values set within that project. Use "smart" workflows
if you want to define one or master workflows for use across multiple projects.

Process Designers can add the "smart" workflow to one or more models, and the metrics
within the conditions in the workflow are automatically associated to the model. Document
owners can select a "smart" workflow to add to a deliverable or activity within a project. If the
metrics within the workflow are not part of the project, the workflow ignores the conditions and
the actions are included in the workflow. Workflow actions with no conditions defined are
always included with the workflow.

my
EXAMPLE
o Example

Your company may have a workflow for budget proposals for projects or portions of projects.
You may choose to show or hide an action requiring someone's review and approval
depending on the total amount in the budget proposal. Smaller amounts may not require a
higher level of management or corporate approval, and the reviewers of a proposal across
regions may vary.

In this example, define metrics that reflect the budget proposal amount and the region set for
the project. Depending on your setup, these may be calculated metrics based on other values.
Within the workflow action configuration, define conditions that include the region and budget
proposal metrics and the values required for the action to be part of the workflow.

To add a condition that determines a workflow action's availability within a project:

Note: Prior to adding a workflow condition, determine the metric names and values
to use to create the conditions that show a workflow action.

1. From the System menu, select Process > Workflows and select the workflow, or
create a new workflow.
2. Ensure the Is Smart option is selected, and create workflow steps as described above.

3. Ifnecessary, click the Steps tab to display the steps and actions defined for the
workflow.

4. Inthe Conditions field for a manual or automated action, click o Add New.

5. Click o select a metric to include as a condition, and click Select.
Use the Category and Search options to refine the list of metrics.

6. Forthe added metric, select or enter the value the metric must meet within the project
for the action to be included within the workflow.

If the project's metric setting does not meet this value, or the project does not include
the metric, the action is not included in the workflow within the project.

7. Repeat step 4 to add additional conditions that must be met for the workflow action to
show.
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If multiple conditions are entered, all conditions must be met for the action to be
included in the workflow within the project. If conditions dictate that no actions are
needed to complete the workflow, the workflow automatically runs to completion and
displays in the associated deliverable and workflow history as Completed.

To edit a condition, click 0 to delete it and repeat step 4.
8. Click OK to return to the workflow steps.
9. Click Apply to save your changes.

Notes:

¢ Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.
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Setting Gate Decisions Using Workflows

Workflows can include an automated step that sets the decision for the upcoming gate based
on metric values set within the project. The decision for the gate is automatically set according
to the metric conditions set within an automated step for each decision type, removing the
need for manual entry of gate decisions or gatekeeper voting.

Note: Process models can also be configured to automatically set a gate decision
based on a set of metric conditions. Sopheon recommends using the
Automated Gate Decision Rules settings within the process model or a
workflow automated step to automate gate decisions, but not both.

When a workflow reaches the automated step to set the gate decision, Accolade processes
the decisions in the following order and sets the decision to the first one that matches the
metrics assigned:

« Go

 Kill

e Hold

¢ Recycle

¢ Pending Decision

Gate decision names, such as Go and Hold are fully customizable and may differ for your
Accolade installation. See your company's Process Designer for the names your company
uses for these decisions.

A Conditional Go decision cannot be set using an automated gate decision and event reasons
are not captured for automated gate decisions.

Setting gate decisions to set automatically does not prevent a gate owner
from entering a decision manually and updating gate details. To ensure
that gate details are not modified after setting the gate decision, consider
setting the gate data to read-only using the Set Gates Page to read-
only option in the process model.

Each workflow can have only one automated step that sets the gate decision. An automated
gate decision step does not prevent steps after it from running. Additionally, if a project is set to
require gatekeeper approval to pass a gate, the gate decision is set to Proposed.

To set a gate decision using an automated step in a workflow:

Note: Priorto adding a gate decision automated step, determine the metric names
and values to use to create the conditions that set each decision type.

1. From the System menu, select Process > Workflows and select the workflow, or
create a new workflow.
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2. If necessary, click the Steps tab to display the steps and actions defined for the
workflow.

3. Click Add Automated Step and select Set Gate Decision as the automated action.

4. For each gate decision listed, click the gate decision link and complete steps 5to 7.

5. Click O select a metric to include as a condition, and click Select.
Use the Category and Search options to refine the list of metrics.

6. Forthe added metric, select or enter the value the metric must meet within the project
for the gate decision to be set, and click OK.

7. Repeat step 5 to add additional conditions that must be met for the decision to be set.

If multiple conditions are entered, all conditions must be met to set the gate decision.

To edit a condition, click 0 to delete it and repeat step 5.
8. Click OK to return to the workflow steps.
9. Click Apply to save your changes.

Notes:

¢ Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.

Migrating Projects After Workflow Completion

Workflows can include rules that migrate a project to a different model after the workflow has
been completed and approved. When the workflow is completed, Accolade uses the metric
settings and the workflow migration rules set in the workflow configuration to determine which
migration maps to use and automatically migrates the project. Automating project migrations
using workflow migration rules removes the need to manually migrate a project after a
workflow has been completed.

Consider the following when configuring a workflow to start a project migration:

* Only approved workflows can start a project migration. Workflows that are completed
but rejected do not start the migration.

« A single workflow can contain multiple rules that result in a single project being migrated
multiple times.

» All other workflows in the project are stopped when the project migration starts. Ensure
that your configure is set correctly so that workflows that contain finish conditions, such
as setting gate decisions, are not stopped before those events take place.

 If a migration map is set to close the original project after the migration, all migrations
complete before the original project is set to Closed.
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« If a migration map does not contain the correct model setup, the migration does not
complete.

To migrate a project after a workflow has completed:

1. From the System menu, select Process > Workflows and select the workflow, or
create a new workflow.

2. Inthe Migration Map Rules table, click 0 enter a unique name and system name to
identify the rule, and select the migration map that Accolade uses for the automatic
migration.

3. Click on the Conditions to define the metric conditions that must be met to migrate
using the selected map.

4. Click o select a metric to include as a condition, and click Select.
Use the Category and Search options to refine the list of metrics.

5. For the added metric, select or enter the value the metric must meet within the project
for the workflow approval to trigger the migration, and click OK.

Repeat as necessary to add additional conditions that must be met for the workflow to
start the project migration. If multiple conditions are entered, all conditions must be met
for the project to migrate.

6. Repeat steps 2-5 to add migration rules for other migration maps.
You can define multiple rules for the same migration map.
7. Click OK to return to the workflow configuration.

8. Click Apply to save your changes.

Notes:

* To delete a migration rule, click 0 next to the rule in the Migration Map Rules
field.

» Collaborative Workflow is an optional Accolade component that you may not
have access to. To implement this solution, contact Sopheon Customer Support.

¢ When workflow migration starts the Project Leader and WF Action Owner will
receive notifications that migration has begun, and when it completes these
users will receive a notification that migration has completed with information
about the migrated project.

Additional Reference Information Overview

Reference tables make a variety of reference information available to users through reports
and in documents for use as deliverables and activities. Reference tables are also used to

Sopheon Accolade Version 16.2 257



Chapter 3 Defining Process Flow Components

258

import data, such as resources and project links into Accolade. Reference tables not only
contain standard reference information, such as cost tables and specification sheets, but can
contain currency conversion rates, strategic corporate targets or limits, and even custom terms
that you might want to expose in documents using the REFTABLE field code.

Administrators and Process Designers upload the initial version of a table to Accolade and
assign an owner to the table. The owner maintains the table and updates it as necessary. Later
versions of tables can be uploaded manually or automatically. Most reference tables are
spreadsheet files either created manually using the Accolade Office Extensions add-in, or
using online reports. Accolade also supports uploading reference tables in CSV and XML files,
both manually and automatically.

Using reference tables, you can:

» Import data into Accolade - Use a set of paired reference tables to import large
amounts of data into Accolade. Specifically, you can use named pairs of reference
tables to import resources, pools, capacities, and demands; projects and project links;
matrices; metric security; and security list information. See "Importing Project Data and
Configuration" on page 431 for more information.

* Maintain currency conversions - Create a reference table that contains the date-
specific exchange rates for the currencies your company uses. As exchange rates
change, the reference table manager can add additional rows to subsequent versions of
the table while still preserving the exchange rates for prior dates. See "Defining the
Currencies Used in Your Company" on page 416 for more information.

 Include data in deliverables and activities - Display individual reference table values
in deliverables or activities using Accolade field codes with the REFTABLE source. To
display correctly, these tables must have unique values in each row of the first column
of the table so that the row can be identified in the code. In addition, it is possible to
display an entire reference table in a deliverable or activity.

Reference Table Security

Each reference table is added to an access group so it uses that access group's security. Like
security for projects, security for reference tables affects the data that displays in reports and
what displays in Search results:

» Users can only refresh a report containing a reference table if they have the rights to the
table.

» Users can only see the content of reference table field code if they have access rights to
the table.

The access group security does not extend to the creation and ownership of a reference table.
Itis possible for a Reference Table Managers to be assigned to tables that they do not have
access rights to, although this would usually be poor practice as the manager could not view
table contents in reports.
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If automatic uploading of reference table versions is enabled, the security of the ultimate

source of the new versions must be configured outside of Accolade, by controlling which users
have access to the local and remote file locations used for upload.

Requirements and Considerations for Reference Tables

Anyone in your organization can create a reference table. Users with full Reporting Rights can
use the Accolade Office Extensions add-in and online reports to create the table automatically
with the correct placement in a worksheet. You can also create tables manually. After a table is

created, Administrators and Process Designers add the table definition to Accolade and

upload the file.

Accolade supports reference tables as spreadsheet, CSV, and XML files through the
Reference Tables page, and through an auto-loader service. The information and examples

provided are in spreadsheet format.

Reference Table Requirements

A table within a workbook must meet the following requirements to be used as a reference

table in Accolade:

Component

Requirements and Considerations

Size and Location

Have at least one column and two rows.
Must start in cell A1 in the worksheet.

The first blank cell in the top row determines the
right edge of the table.

The first blank cell in the left most column
determines the bottom of the table.

Column Headings

Must be in the first row in the worksheet; therefore,
the first column heading is in cell A1.

Can be named anything, and the name is used as
the column's display name within Accolade. Any
characters other than letters, numbers, and
underscore, and any numbers before the first letter
are removed to create the column's system name.

Must be unique within the table, and are case
insensitive.

Data

Starts in the second row in the worksheet, directly
under the column headings.

Is either a number, date, or string. Accolade
recognizes three types of data in table columns:
number, date, and string.

Accolade determines the data type of each column
using the initial contents of the column when the
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Component Requirements and Considerations

table is uploaded for the first time. To force a
column containing only numbers or only dates to be
defined as string type, add a letter in at least one
row of the column in the initial upload. You can
delete the letter from the next version, but the data
type remains "string".

¢ All dates are in mm/dd/yyyy format.
¢ The decimal separator in numbers must be a period

().

Accolade Field Codes | To make the table's values display using Accolade
field codes, for example in documents or calculated
metrics, every value in the table's leftmost column
must meet the following criteria:

« Be unique (case insensitive) in the column.
¢ Begin with a letter.

¢ Contain only letters and numbers.

e Contain no more than 16 characters.

In addition, the Unique values in first column check
box must be selected on the Reference Table page
when the table is added in Accolade.

Reference Table Limitations

Reference tables contain the following limitations:

e There can be only one reference table per workbook. You can create templates and
documents using the Accolade Office Extensions add-in. However, when building a
reference table, the spreadsheet file can have only one table that is considered a
reference table.

* Versions after the first can have more columns than the first version, but cannot contain
fewer columns.

e Each cell in the table has a 500 character limit.

« The broken bar (| ) character is prohibited. Use the pipe (| ) characters instead. Many
keyboards contain a key that displays a broken bar but that actually inserts a pipe.

Identifying the Worksheet that Contains the Reference Table

The reference table must exist on what is considered to be the first worksheet. In a file where
the worksheets have been renamed, rearranged, or hidden, and it is no longer which
worksheet is the first, create a custom document property called SGM_RefTableSheet and
enter the name of the worksheet that contains the reference table as the custom property's
value. Refer to Microsoft's online Help for information about adding custom properties to files.
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Adding Reference Tables

Anyone in your organization can create a reference table. However, only Administrators or

Process Designers can add the first version of a reference table to Accolade. After a reference
table is added to Accolade, its table owner can then upload later versions and set it for
automatic upload to maintain the contents of the table.

To add a reference table to Accolade:

1. From the System menu, select Content Sources > Reference Tables.

To narrow the reference table list, search by the table name, system name, or category.

2. Do one of the following:

¢ To add a new reference table - Click Add New in the upper right corner of the

page.

¢ To edit the details of an existing reference table - Click the name of the
reference table to open it for editing.

3. Complete the following information to identify and describe the content of the reference

table:

Important! Reference tables used for project data or resources imports have
unique naming requirements.

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a unique name, up to 80 characters long, which
identifies the reference table.

System Name

Enter a unique name that identifies the table in reporting
views, reports created using the Accolade Office Extensions
add-in, field codes, and other places in Accolade.

The name must be unique among reference tables and can
contain only letters (English alphabet), numbers, and the
underscore.

Description Enter a description of the purpose or nature of the reference
table.
This description helps other users identify the reference table
throughout the system.

Category Enter or select the group to which this reference table

belongs.
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Field Description

Use categories to organize like tables together. For example,
you may choose to group all the reference tables used to
import data into the same category, in order to separate them
from tables that provide additional reference information for
users.

* Leave this field blank to add to the Default category.

» To define a new category, select New Category and enter
the category name.

» To delete a category, remove every item from the category.
Empty categories are deleted automatically.

Owner(s) Click m and enter users that can own updating the details

and versions of this table.

To filter the list of users, enter one or more search criteria to
filter by name, login name, email address, function, or
extended field.

» Clicking Select current user will assign the role to the
current user (if they have the appropriate rights).

» Selecting a Function in the drop-down will display
available users that are assigned to the function. The
current selection defaults to the function to which you are
assigning a user, however depending on the project
configuration, you can assign any user.

e Clicking the Show advanced filters check box displays or
hides the additional filter options.

 Clicking Clear removes the current user assignment and
displays [None] to indicate that no user is assigned.

Table owners maintain the content of the reference table after
its initial upload.

Note: Only users with the Reference Table
Manager user role are available to select as
table owners.

Configuration Select the access group to which the reference table setup
Access Groups | belongs. A user must be assigned to the same access group
as the reference table to edit details such as the name,
system name, etc.

Note: Only Owners are able to upload new
versions of files.
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Field Description

Access Group Select the access group to which the reference table content

is available to. A user must be assigned to the same access

group as the reference table to see the table and use the data

within it.

¢ To make the table and its contents available to all users,
select [None] - Accessible by all users.

¢ Select [None] - Accessible by all users when adding the
currency reference table.

Note: Administrators and Process Designers can
create reference tables that are outside their
access group rights; however they cannot
see or modify the tables after creation.

4. Inthe File field, click EJ and select the spreadsheet, CSV, or XML file that contains the

reference table.

The columns from the table in the uploaded file are loaded and display in the Column
Definitions section of the page.

Column data types are automatically determined based on the reference
table information included in the initial upload, either when adding a new
reference table or when adding a new version with new columns to an
existing table. If desired, Number and Date data types for new columns
can be changed by clicking on the Data Type drop-down and selecting
String. Once the columns have been added and you click Create or
Apply, existing data types are not able to be changed in later versions of
the table.

5. Select the Unique Values in First Column check box if the table contains unique
values in each row of the table's leftmost column. Selecting this option allows cell
values to display using Accolade field codes and to reference a cell in the table in
calculated metrics.

Note: If selected, you cannot change this setting in later versions of the
table.

6. Complete the information about version limits and how the file is updated to Accolade.
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Field Description

Versioning Select how many versions of the table to save in the
database. If you enter a maximum number instead of
selecting Unlimited, older versions of the table are
discarded as newer versions are added.

Sopheon recommends adding no more than
250 versions of a single reference table.

Loading If you want to enable automatic loading of new versions

Schedule of the document through either a directory on the

application server or an FTP website, select an option to

upload a version immediately or at a scheduled time each

day.

» Load immediately - Loads any files placed in the drop
box folder on the application server immediately.

» Daily at - Loads any files placed in the drop box folder
on the application server at the time you specify. Note
that this field is in 24-hour time. To upload all files at
10:00 pm, enter 22:00. The time entered is the time in
the application server's time zone, which may be
different than the time zone you are in when entering
the time in Accolade.

If the reference table is assigned to an access group, the
user assigned the Service Account user role must be
assigned the same access group for the reference table
to automatically upload.

If you are creating reference tables for data
import and the imports are large, schedule them
to run overnight. Reference tables for
information such as currency exchanges are
smaller and can load immediately.

If you do not want to enable automatic loading for the
reference table, select Off.

7. Select one or more of the "Available to" options to make the contents of the table
available to other portions of Accolade.
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Field Description

Available to Select this check box to make the content within the table

Metrics available for use in metrics, for example, when defining
list values or to use in creating cascading list or calculated
metrics.

Available to Select this check box to make the content within the table

Portfolio available to Accolade Portfolio Optimizer, for example, for

Optimizer strategic bucket charts or calculated metrics tables.

Reporting

Available to

Select this check box to allow the reference table to be
used in reports created in Accolade Online Reporting or
reports created using the Accolade Office Extensions
add-in. For example, select this check box for reference
tables that contain information that is valuable to report
and track for historical purposes, such as those used for
currencies or target information.

A reference table must also be added to
Accolade as an online report in order to be
available to use in reporting. The reference
table information is included by selecting the
Reference Tables option when selecting
columns to be included in the report. See
"Creating Online Reports within Accolade" on
page 272.

Clear this check box for reference tables used for
importing data into Accolade or for tables that hold values
for configuration, such as cascading list metric values.

. Click Create to create the new reference table or Apply to save your changes to an

existing table.

Review and update the column definitions to provide additional information about the

columns in the reference table.

Field Description

Display Read-only The display name, based on the column

Name headings from the uploaded file.

System Confirm or modify the system name for each column.

Name Column system names must begin with a letter and
contain only letters, numbers, and the underscore
character. They can be abbreviated to make them easier
to use in queries, reports, and Accolade fields.

Data Type Read-only The data type for the column.
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Field Description
Number For columns that contain number metrics, enter a custom
Format number format to use when data in Number type columns

is displayed in Smart documents. See "Custom Format for
Number Metrics" on page 158 for more information.

10. Click Apply to save your changes.

Notes:

¢ To add version notes to a reference table, display the reference table details. In
the Versions of the Reference Table section of the table, click in the reference
table's Comments section to add comments, and click Apply to save your

changes.

¢ To delete a version of a reference table, display the reference table details. In the

Versions of this Reference Table section of the table, click 0 for the version
that you wish to delete and click Apply to save your changes. You cannot delete
all versions of a reference table.

¢ To delete areference table, display the reference table details and click Delete in
the lower left corner of the page. Reference tables that are used in list metric
definitions cannot be deleted until the metric no longer references the table.
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Designing Charts and Reports

Reporting in Accolade provides a means to summarize and analyze project and other data
within your database, in a format and manner that is most applicable to your organization and
data needs. Reports can range from user login attempts to much more complicated reports
used to analyze projects and completion efficiency or financial information.

Reports can include:

* Metrics

¢ Project metadata

e System data, such as user information
¢ Accolade field codes

* Reference table fields

Creating and adding reports within Accolade requires that you complete the following:

1. Determine what report type to create.

2. Define the basis for the report. This is a shell or template structure. When reports are
viewed they are populated with data from Accolade.

3. For MS Excel and HTML Reports, add the report to Accolade. Online reports created
within Accolade are added automatically.

4. Assign who has access and where the report displays.

Sopheon Accolade Version 16.2 267



Chapter 4 Designing Charts and Reports

268

Report Formats

Reports in Accolade can exist in the following formats:

» Accolade Online Reports - Online reports created within Accolade are built and
viewable directly within the application without having to write a SQL query. These
reports provide an on-demand reporting experience and can be used for the creation of
Accolade charts. The ability to create and modify online reports is available to any
Accolade user assigned All Reporting Rights, and anyone with Refresh Workbook Data
rights can view these reports. These reports can be added to the Charts & Reports
page within Accolade, and can be added to a pod within a layout in order to view them in
projects.

« HTML Reports - HTML reports can be built using a single SQL query to gather data
from the database, and display as a table in a secondary browser window. This format
has no additional formatting available, so can be useful for simplistic reports, for
example, to determine where process models are being used or to review user access
history. HTML reports are also available for users to send or receive via email. These
reports can be added to the Configuration > Charts & Reports tab within Accolade
and can be added to a process model for availability in a project.

* MS Excel Reports - MS Excel reports are built and viewable in Excel, provide flexibility
in formatting, and are created using the Accolade Office Extensions add-in application.
The add-in provides an interface to create a data report based on Accolade data. You
can also create MS Excel reports using a template and the Accolade query
infrastructure, creating reports based on data pulled into the spreadsheet using queries.
These reports can be added to the Configuration > Charts & Reports tab within
Accolade and can be added to a process model for availability within a project.

Each report type can contain the same data. The report type you choose to build depends on
where the report needs to display within Accolade, the means you want to use to build the
report, and the amount of formatting required to make the data within the report useful when
viewing.

Report Access

Anyone in your organization can design a report, and anyone with All Reporting Rights can
create and save an online report. However, only Administrators and Process Designers can
create MS Excel or HTML reports, or set online reports as available for all users to view within
Accolade. Only Process Designers can associate a report with a process model to display
within a project.

Users must have either Refresh Workbook Data or All Reporting Rights for access to view
shared reports in the Charts & Reports page and through the projects to which they have
access. If the report is restricted by role and/or by access group, users must have a system
user role that matches the report and/or be assigned to an access group that matches the
report.
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Additional rights are required to create and refresh report data using the Accolade Office
Extensions add-in.

Chart Formats

Charts in Accolade can be created using an Accolade online report as a source, and can exist
in the following formats:

* |_I - Bar charts

. “_ - Grouped bar charts

* |E_ - Stacked bar charts

« |2® - Bubble charts

° |ﬂ - Line Chart by Columns charts
* b‘ - Line Chart Trends charts

& - Pic charts

.

¥ - Radar charts

. E - Unknown or custom charts

The chart type you choose to build depends on the data to be displayed, so it is important to
select appropriate data types to render a meaningful chart.

Charts Access

Using Accolade online report data, users with All Reporting Rights can create charts on the
Charts & Reports page. Administrators and Process Designers can set charts as available
for sharing with other users, and can add a chart to a pod within a layout to display on a project
page or as a global link.

Users must have either Refresh Workbook Data or All Reporting Rights for access to view
shared charts in the Charts & Reports page and through the projects to which they have
access. If the chart is restricted by role and/or by access group, users must have a system
user role that matches the chart and/or be assigned to an access group that matches the chart.

-
“

Reports Best Practices

Keep the following set of best practice recommendations in mind when creating and planning
charts and reports:

« Consider Project and Data Security - Remember, reports respect the security
features such as access groups and security lists that Administrators have defined
within the system. For example, users who select to receive an HTML report through
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email receive a report that contains only information for projects to which they have
access. However, reports contained in emails, including those added as attachments,
can contain private information that should not be shared internally or externally. Use
the Report Privacy Warning Text system parameter to add a line of warning text to
Accolade Online reports, HTML reports, and reports created using Accolade Office
Extensions, to indicate the private or confidential nature of the report contents. The
parameter provides 500 characters for the message.

In addition, all reports created using Accolade Online Reporting and Accolade Office
Extensions contain a custom property that identifies the generated file as a file with
Accolade data. To help ensure sensitive data is not forwarded, use the filter options on
your email server to prevent files that contain the custom property from being forwarded
using email.

e Choose the Best Report Format and Creation Method - The report type you choose
to build depends on where the report needs to display within Accolade, the means you
want to use to build the report, and the amount of formatting required to make the data
within the report useful when viewing.

Method Advantages

Accolade Online | Accolade Online reports use a reporting interface similar to
Reporting that provided with the Accolade Office Extensions, but
without having to leave Accolade and without having to
access Excel.

Accolade Online reports provide an on-demand, in-
application way to generate a report and ensure that the
report always displays the real-time data from Accolade.

Accolade Office Accolade supports .xIsx, .xIsm, .xltx, and. xItm file types for
Extensions MS Excel reports. Accolade Office Extensions provides an
interface to create a data report. Creating reports in Excel
also allows for Excel formatting, as necessary.

You can use reports created with Accolade Office
Extensions in your process documents, add them to related
documents, email them, use them for your own research, or
(if you are an Administrator or Process Designer) you can
activate them on the Configuration > Charts & Reports
tab or on the Reports List pod in projects.

SQL Queries Complicated tables may require the use of SQL queries, for
example, tables that require aggregations other than sum,
average, minimum, maximum, or standard deviation, or in
tables with filters joined with "or".
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Method Advantages

SQL queries leverage the reporting views to gather data
from the Accolade database and require some knowledge
about writing a successful query to gather the information
you want. You can also write your own custom reporting
views to retrieve information from the database.

When you create charts and reports based on SQL queries,
you can include them on the Charts & Reports page oron
the Reports List pod in projects, but you cannot add these
reports to documents or use them in the other ways that are
available to Excel reports.

Accolade Online Reporting Overview

Accolade Online Reporting provides an on-demand reporting option and can be added to the
Charts & Reports page within Accolade. Any Accolade user assigned All Reporting Rights
can create online reports within Accolade.

An online report consists of the following components:
« Data columns - Determines the area of the database, for example Projects or Access
Groups, that are available to retrieve information from.

« Filters - Specifies the criteria to match to include data in the report from specified
columns.

¢ Users - Indicates which Accolade users have access to view and edit the report. Each
selected user must have report refresh rights to see the report. Users with all Reporting
Rights also have access to change the selected columns and filters within the report
definition.
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Creating Online Reports within Accolade

Online reports provide an on-demand reporting option and can be added to the Charts &
Reports page within Accolade. Any Accolade user assigned All Reporting Rights can create
online reports. Generated content can be added as a report in a project by adding a Report pod
to a layout, and then adding the layout to a process model.

Use the Report Privacy Warning Text system parameter to add a
notification within the report to indicate the content is private or
confidential, and should not be forwarded to others.

To create an online report within Accolade:

1. Fromthe Workspace menu, select Charts & Reports.

To narrow the list, search by the report name or category.

Note: Process Designers can also create or edit charts, reports, and related
configuration by navigating to the System menu and selecting Content
Sources > Charts & Reports Manager.

2. Do one of the following:

e To add a new report - Click Add New and select Online Report from the drop-
down list.

« To copy an existing report - Locate the report you wish to copy on the Charts &
Reports page.

Click in the Copy column. Select, add, or rearrange the columns you
wish to keep. You can also add filters and advanced matrix settings. Click

OK to save changes and progress to the next step. Give your newly copied
report a name, a system name, a category, and a description. Decide if you
wish to transpose the column and row data. Click Save to create the report.

« To edit an existing report - Click the name of the report on the Charts & Reports

page to open it for editing, Click < to edit the report columns, or click i". to edit the
report details.

Only users assigned as report owners and Process Designers with All
Reporting Rights can edit report columns and details.

3. Select a subject from the drop-down list, such as Projects or Users, to display the
column sets available within that subject.

4. Double-click or drag and drop the column names from the left side of the dialog to any
area in the Selected Columns tab to include the column in the report.
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To search for a column, enter search criteria in the Find field after selecting the
subject.

Use the and [=] options to expand or collapse the subject data sets in order to
select specific column options.

To include an entire column set, drag and drop the column set to the Selected
Columns tab.

To change the column order of selected columns, drag and drop a column into a new
location within the list.

To display the totals for number columns, check the Show Totals option to indicate
that you would like to sum up a number column into a Totals row at the bottom of the
report.

To remove a column, click 0 in the corresponding row.

5. (Optional) Refine the content of the report as necessary using one or more of the
following options.

Rename columns - Click in one or more selected columns and enter a new column
name that is more appropriate for the report you are creating.

Set column sorting - Click - next to one or more selected columns to indicate
whether the column is sorted in ascending or descending order. If you select more
than one column to sort by, indicate the order in which the columns sort; 1 being the
primary sort, 2 the secondary sort, and so on.

Create project links - If the Project Name report column is selected for inclusion
in the report, select the Is Link check box to make the project name in a report
linkable to the project's home page.

Define column properties - In the Properties area, define the column display and
behavior including grouping items together to aggregate them and Excel date
intervals. Aggregate selections are only available for number metric columns.

For example, to summarize the total costs for all projects within a brand, select
Sum as the aggregate value in a column that represents the total costs for a
project. The aggregation displays automatically when the report is selected to
display in a chart.

Data Format - If the column contains a date or a number, select how the data
should be displayed. The currency symbol that displays for numbers is defined in
the Currency Symbol system parameter.

Hide columns - Make a selection in the Show check box to show or hide columns
within the displayed report.

Add Count Column - If you select to summarize values within the report, click L+
Add Count Column to add a column that shows how many rows of source data
are combined in the summary row.
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You can order and rename the added column as you can other columns;
however, you can add only one Count column to the report.

* Add Calculated Column - Click +] Add Calculated Column to add a column to
the report that displays a calculation based on other column data.

6. (Optional) On the Selected Filters tab, double-click or drag and drop the column name
from the left side of the dialog to any area in the Selected Filters tab to use it as filter
criteria that data must match to be included in the report.

7. Onthe Advanced Matrix Settings tab, if more than one matrix was selected in the
report columns, click +] Add to add the matrix join definitions.

8. Click OK to exit the dialog and return to the report settings.

9. Enter the following information to identify the report:

Required fields display with red text and an asterisk * if the field is empty.

Field Description
Name Enter a name, up to 64 characters long, which identifies
the report.
System Name Enter a unique, shorter name that identifies the report in
queries, reporting views, field codes, and other places in
Accolade.

The name must be unique among online reports and
can contain only letters (English alphabet), numbers,
and the underscore.

Category Enter or select the group to which this report belongs.

Use categories to organize like reports together. For
example, if there are a large number of reports that the
IT department uses to track user logins, use a category
to group those reports together.

» Leave this field blank to add to the Default category.
« To define a new category, select New Category and
enter the category name.

» Todelete a category, remove every item from the
category. Empty categories are deleted
automatically.

Description Enter a description of the purpose or nature of the

report.

This description helps other users identify the report
throughout the system.
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Field Description
Transpose Select this check box to transpose the column and row
data when the report is rendered.
Owners Click [£] and select the additional users who can edit

the report configuration.

To filter the list of users, enter one or more search
criteria to filter by name, login name, email address,
function, or extended field.

¢ Clicking Select current user will assign the role to

the current user (if they have the appropriate rights).

¢ Selecting a Function in the drop-down will display

available users that are assigned to the function. The
current selection defaults to the function to which you

are assigning a user, however depending on the
project configuration, you can assign any user.

¢ Clicking the Show advanced filters check box
displays or hides the additional filter options.

¢ Clicking Clear removes the current user assignment

and displays [None] to indicate that no user is
assigned.

An assigned owner with All Reporting Rights
can view, update, delete, or add additional
owners to the report. An assigned owner who
has Refresh Workbook Data rights will only be
able to view the report. To make the report
available for all users or for configuration
setup, you must have a Process Designers
with All Reporting Rights as an assigned
owner.

10. (All optional, available in configuration only) Enter the following information to make the

chart publicly available.

Field

Description

Override project
filtering

Select this check box to include the entire report set
from within a project.

The report will not filter to project-specific data when
viewed from within a project, and will display all
projects in a portfolio regardless of security.
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Field Description

*Note* This check box will not be available for
selection if the Filter to Portfolio check box is
selected.

Filter to Portfolio Select this check box to display the Portfolio Levels To
Display slider.

*Note* This check box will not be available for
selection if Override Project Filtering check box is
selected. This check box is optional and is not

mandatory.
Portfolio Levels To Select this toggle as well as the Filter to Portfolio check
Display box so that the report will filter to that project Portfolio
Hierarchy instead of the default of filtering down to just
that project.

*Note* This toggle is optional and is not mandatory.

Available to Charts & | Select this check box to make the report publicly
Reports available for users to access and view the report.

Users with one or more matching user roles and
either Refresh Workbook Data or All Reporting
Rights will be able to view the report in the Shared
Charts & Reports section on the Charts & Reports

page.

Available to Select this check box to make the report available for

Configuration use in configuration.

Roles Select the user roles that have access to view the
report.

Users with one or more matching user roles and
either Refresh Workbook Data or All Reporting
Rights will be able to view the report on the Charts &

Reports page.
Configuration When either Available to check box is selected,
Access Groups access groups must be defined for the report.

The access groups displayed are based on the
current user's access group permissions and the
access groups the report belongs to. Additionally,
Process Designers with matching permissions will be
able to edit and view the report.

Process Model Click the Process Model Usage button to see a list
Usage of process models that the online report is associated
with.
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Field Description

The listincludes all process models the report is
included in, as well as links to the process model's
component tree pages you have Edit access to.

Note: Clicking either Available to check box will place the report in the
Shared Charts & Reports section of the Charts & Reports page. If
neither check box is selected, the report will only be available to the
assigned owners in their My Charts & Reports section.

11. (Optional, available in configuration only) Set up the report for export.

12. (Optional) Click Q in the upper right corner to display a preview of the report contents
prior to saving, or click E'J to download the report to a spreadsheset file.

13. Click Save to create a new report, or to save changes to an existing report.
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Conditional Formatting in Reports

Accolade users need an easy way to focus users on the most critical information in the report.
Users can easily use conditional formatting on report columns such as date, number, or text to
focus attention on the key data to drive decisions on projects. Users can specify a formula that
tells the report how to color the background of the cells in a given column. For example, while
setting up the report, one can choose to highlight the project duration column which will show
the long-running projects as risks. The user would be specifying the criteria such as a project
running greater than 500 days will have the color red, projects running between 200 and 500
days will be yellow, and projects running less than 200 days will be green. This will effectively

highlight projects that have been running for a very long time.

1. Access the report you wish to configure.

2. Click the Settings icon
Columns screen will appear.

at the top right of the report page. The Selected

Selected Columns | Selected Filters  Advanced Matrix Settings

Columns Sort Islink Properties  Data Format
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3. Select the Settings icon in the Conditional Formatting column. The Conditional
Formatting modal will appear.

Conditional Formatting X
Value color @
(Newproduct Development | 0] @
(Rt ) [0 ©

\ ) [ ©

4. Configure the fields. Click the OK button when finished.

5. Click the OK button on the Select Columns page to finalize preferences.
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How Do I Know the Feature is Working?

Users have the ability to input formulas into the Value fields of the Conditional Formatting
modal. Use Rational and Logical Operators to express what actions should take place when
the desired criteria is met. Follow the steps below to guide you through this feature. IF help is
needed, use the Valid Operators as a reference.

Relational Operators Logical Operators

= (Equals) Or, || (Double Pipe)
<> (Does Not Equal) And, &&

>= (Greater Than or Equal To)
<= (Less Than or Equal To)

> (Greater Than)

<(Less Than)

+ To make a valid formula, you need at least one of the relational operators from the table
above, and at least one value.

¢ j.e.=Red
e j.e.>=0

 If you’re using any logical operators (i.e. &&) then you’ll need at least 2 relational
operators and at least 2 values per logical operator.

e ie.>1]|<0
* Comparisons to Dates need to be specified in the YYYY-MM-DD format.

e i.e.<2025-03-25, if you want all dates less than March 25th 2025 to be
formatted.

Notes:

» Todelete a saved online report, click the name of the report on the Charts &
Reports page and click Delete at the bottom of the page. Only the report owner,
users assigned as owners with All Reporting Rights, and Process Designers with
All Reporting Rights can delete the report.

¢ Toinclude a project's thumbnail image in the report, add the Project Thumbnail
column available in the Project Details column set.

» Areference table must also be added to Accolade as an online report in order to
be available to use in reporting. The reference table information is included by
selecting the Reference Tables option when selecting columns to be included in
the report.

¢ The process model determines whether the report is available at the project
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level. When viewed through a project, only data that pertains to that project
displays in the report, unless Override project filtering is set in the report
configuration. Non-project related information displays identically in both

locations. Click “=" on the Reports page of the project to print the list of charts
and reports that display.

¢ Usingfilters that reference data with square brackets may not return correct
results. Itis not recommended to use square brackets in naming projects or
other Accolade data, as these characters are not supported in filtering and
calculation functionality.

¢ Use the Currency Symbol system parameter to specify the currency symbol
that displays in the Data Format field when creating charts and reports.

¢ Users can now access the "Null or Empty" format when utilizing Conditional
Formatting.

Adding Calculated Columns to Online Reports

Reporting details can be contained in multiple sources within Accolade. To combined related
data values to be used for reporting or the creation of charts or presentations, users can create
reports that include calculated columns that calculate and/or display combined data, allowing
users to manipulate and analyze Accolade data values.

For example, a user may have several different project metrics that represent categories of
project costs such as Administrative, Operating, Marketing, etc. In order to calculate and
display the sum of these project costs within an Accolade report or chart, the user can include
a calculated column in their report setup.

Ay
ExXaMPLE
oy Example

Writing a calculated column formula in Accolade is slightly different than writing an equation in
math class, or using formulas in Excel. The most notable difference is the use of the equal sign

(=).
For example, if you want to add the numbers 3 and 2:

» In math class, the equation would read 3+2=, with a calculated value of 5.

 In Excel, formulas start with the equal sign, so it would look like =3+2. When entered,
the value in the selected cell would return as 5. If you wanted to add two cell values, it
would look something like =A1+B1 or =SUM(A1:B1). Assuming the values in A1 and
B1 were 3 and 2 respectively, it would return the value 5.
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Bookl - Excel

File Home nsert Draw Page Layout Formulas Data Review View [
[ | - s =A1+B1
A B C ] E F G H I
1 | 3 2 | 5 .l <- this could also be entered as the formula =SUM{A1:B1)
2

¢ In Accolade online reporting, the equal sign is assumed, so it does not need to be
included in the formula field. If you wanted to add the values of Column A and Column
B, it would look like [Column A] + [Column B] or Sum([Column A], [Column B]).
Assuming the first row values of Column A and Column B were 3 and 2 respectively, it
would return the value 5.

WARNING: Do not share confidential information. Violators will be prosecuted!

Project Name Column A Column B sum of Columns A& B
Project Example 1 3 Z 5

Project Example 2 4 9 13

Project Example 3 z 7 3

To add a calculated column to an online report:

Note: See below for a list of calculations that are currently supported for reporting.

1. Create a new report or open an existing report for editing.

2. Onthe Selected Columns tab, ensure the columns to be used in the calculation are
included in the report.

Report calculations are executed from left to right. In order for selected
columns to be used in a calculated column, they must a) be selected as a
column for the report, and b) be included before they are referenced by a
calculated column (this means they must appear to the left of the
calculated column when displayed, or above the calculated column when
selecting columns in the report setup).

3. Make a selection in the Show check box to show or hide columns within the displayed
report.

If you want to use the columns as a reference for calculated column formulas but do not
wish to display them in the report, clear the Show check box. Hidden columns can still
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be used as a reference for calculated columns, but will not appear in the report when
displayed.
4. click & Add Calculated Column.

The column is added with two fields - one for the display name for the column, and one
for the formula to be calculated.

5. Inthe top field, enter the column name to be displayed when the report is generated.

6. Inthe )( field, enter the formula to be calculated within the report.

When entering your formula, the columns are referenced by enclosing the column
display name inside of square brackets. In the example above, Column A is entered as
[Column A].

7. Select the appropriate datatype for the calculated column.

« Date - Select this option when you want the column data to display as a Date
datatype, for example when using the DateAdd function to project a future project
date.

« Number - Select this option when you want the column data to display as a Number
datatype, for example when using the Sum function to combine the values of two or
more columns of expense values.

» String - Select this option when you want the column data to display as a String
datatype, for example when using the Concatenate function to display user name
and functions combined in one column.

7. (Optional) Drag and drop the calculated column to a new location within the list.

Note that while the calculated column cannot be displayed in the report until after its
reference columns are displayed, you can have calculated columns that are displayed
between data columns as necessary. Using the example above, after the Sum column
we could add Column C and Column D to the report and then add another calculated
column, and so forth.

8. Click OK to exit the dialog and return to the report settings.

9. Finish setting up the report, as necessary.

10. (Optional) Click & in the upper right corner to display a preview of the report contents
prior to saving, or click E:; to download the report to a spreadsheet file.

11. Click Save to create a new report, or to save changes to an existing report.

Available Formulas for Calculated Columns in Reporting

The following section details the operators and functions that are available for use when
creating your calculated column formulas.
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Important! Note that the examples use "Column A", "Column B", and "Column C"
to generically refer to the display names of different columns that are included in

the report data.

Operators

Operators are process or mathematical parts of expressions, such as addition and
multiplication, and relationships such as greater than or less than. Use the operators below
within your calculated column expressions.

Operator

Example

Additive and Subtractive Operators

+ (plus, plus sign)

[Column A]+[Column B]

- (minus, dash)

[Column A]-[Column B]

Multiplicative Operators

* (multiplied by, asterisk)

[Column A]*5

/ (divided by, slash)

[Column A)/[Column B]

% (mod, percent sign)

[Column A]%10

Primary Operators

value (integers, text strings,
dates, functions)

('this is a text string')

While single quotes work for
dates, we recommend wrapping
dates in pound or hash signs
instead to ensure consistency of
data types. For example,
(#2021-10-19#).

() (parentheses)

1000-(6*[Column A])

Relational Operators

= (equals)

[Column A]=250

<> (does not equal)

[Column A]<>[Column B]

> (greater than, angle
bracket)

[Column A]>250

>= (greater than or equal to)

[Column A]>=250
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Operator

Example

< (less than, angle bracket)

[Column A]<500

<= (less than or equal to)

[Column A]<=100

Logical Operators

or, || (double pipe)

[Column A]<[Column B]||[Column A]<500

and, &&

[Column A]<[Column B]&&[Column
A]<1000

Functions

The functions included in the calculated column formula determine in part what is returned in
the column. Use the functions described below within your calculated expressions to return

data within a calculated column.

For more information on the description or formatting for the calculations below, see

"Calculated Metric Expressions Reference" on page 136.

Function Example Formula

Abs Abs([Column A])

Acos Acos([Column A])

Asin Asin([Column A])

Atan Atan([Column A])

Avg Avg([Column A], [Column B], [Column C])

Ceiling Ceiling([Column A])

Concatenate Concatenate('text1',[Column A], 'text2',
"textN')

Contains Contains([Column A], 'My Blue Heaven',
2,7)

Cos Cos([Column A])

DateAdd DateAdd('D', 5, [Column A])

DateDiff DateDiff('D',[Column A], [Column B])

DatePart DatePart('M', [Column A])

Exp Exp([Column A])

Find Find([Column A], 'My Blue Heaven', 2, 20)
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Function Example Formula
First First([Column A], [Column B], [Column C])
Floor Floor([Column A])
IEEERemainder IEEERemainder([Column A], [Column B])
If If([Column A]>500, 'Go ahead', 'Stop")
In In([Column A], 1, 2, 3)
IsNull IsNull([Column A], [Column B])
Join Join([Column A], [Column B], [Column C]),
1)
Length Length([Column A])
Log Log([Column A], 10)
Log10 Log10([Column A])
Lower Lower([Column A])
LTrim LTrim([Column A])
Max Max([Column A], [Column B], [Column C])
Min Min([Column A], [Column B], [Column C])
Now Now()
Pow Pow([Column A], 2)
Replace Replace([Column A], 'Blue’, 'red")
Round Round([Column A], 2)
RTrim RTrim([Column A])
Search Search('blue’, [Column A], 5, 30).
Sign Sign([Column A])
Sin Sin([Column A])
Sqrt Sqrt([Column A])
SubString SubString([Column A], 4, 10)
Sum Sum([Column A], [Column B], [Column C])
Tan Tan([Column A])
Trim Trim([Column A])
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Function Example Formula
Truncate Truncate([Column A])
Upper Upper([Column A])
Notes:

¢ To delete a calculated column from a report, click the name of the report on the

Charts & Reports page and click 7 to display the report columns. Click the

Selected Columns tab, and click 0 in the corresponding calculated column
row to delete it. Click OK to close the dialog and click Save to save the changes

to the report.

Adding Dynamic Filters to Online Reports

Capture and filter report data using relative metric and metadata field codes to create dynamic
reports that display data according to the project it is viewed within. Filtering reports based on
relative metrics and metadata field codes allows you to narrow the returned data set while still
generating a higher-level view. Dynamic filters allow you to view a subset of data from within

different projects.

Important! Ensure the Override project filtering check box is selected on the
report settings. This enables the report to include data across a subset of projects.

To add dynamic filters to an online report:

1. Create a new report, or open an existing report for editing.

2. Click # inthe upper right corner to view the report details, and click the Selected

Filters tab.

3. To add filters, double-click or drag and drop the column names from the left side of the
dialog to any area in the Selected Filters tab.

e To search for a column to add as a filter, enter search criteria in the Find field after

selecting the subject.

e Toinclude an entire column set, drag and drop the column set to any area in the

Selected Filters tab.

If multiple filters are added to the report, data must meet ALL filter criteria
to be included in the report.

4. Foreach added filter, select the operator and filter criteria that report data must match to

be included.
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The filter operators are dependent on the column selected to filter by, and generally
include options such as =, is empty, is one of, does not contain, and more.

The filter type must be selected from one of the following, and the following field
identifies the criteria to be met:

¢ Metadata - Enter the field code display name and select from the returned list.
Ensure you enter a valid query field code. While some operators may work in global
level reports, this filter type is designed to only work in reports pulled into project
layouts via the Report pod (project level reports).

* Metric - Enter the metric display name and select from the returned list. While some
operators may work in global level reports, this filter type is designed to only work in
reports pulled into project layouts via the Report pod (project level reports).

¢ Text - Enter or select a static string or numeric value such as a date.

e Current User - Filters the report to data only applicable to the user logged in and
viewing the report. Current User is only available for numeric or ID data type
columns.

Type ahead to search for metrics and field codes when defining the filter
criteria. Only metrics and field codes that match the data type of the filter
display for selection. For example, if you select a date filter, you can only
select date metrics or field codes to define the relative filter.

For example, to create a report that returns a list of deactivated users, filter on the User
Active column to return only users where the active flag is set to No. To set up this filter,
the operator selected is =, the type selected is Text, and the criteria is No.

Selected Columns | Selected Filters | Advanced Matrix Settings

Project ID _ Runtime Filter

5. (Optional) Selectthe Runtime Filter check box to determine what filters are available
for users to apply when refreshing the data in the report.

6. Click OK to exit the dialog and return to the report settings.
7. Finish setting up the report, as necessary.

8. (Optional) Click Q in the upper right corner to display a preview of the report contents
prior to saving, or click E'; to download the report to a spreadsheet file.

9. Click Save to create a new report, or to save changes to an existing report.

Notes:
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¢ To delete afilter from a report, click the name of the report on the Charts &
Reports page and click 7 to display the report columns. Click the Selected
Filters tab, and click 0 in the corresponding filter row to delete it. Click OK to
close the dialog and click Save to save the changes to the report.

 Filter icon will not appear if there are no filters available for users to apply.

¢ Long string and multi-select list metrics are currently not supported for use as
metric filters.

Adding Multiple Matrices to Online Reports

Reporting details can be contained in multiple sources within Accolade. To consolidate data
into a single source to be used for reporting or the creation of charts or presentations, users
can create reports to combine the data. Information from more than one project matrix can be
pulled into a report by including a common value that is included in the sources, for example,
using a Department or Region metric or a common Row ID.

In addition to selecting the matrix and metric columns to be included in the report, users must
create join statements that define how the matrix information is related.

Common
Value

Matrix B

Matrix A

To add multiple matrices to an Accolade online report:
1. Create a new report or open an existing report for editing.
2. Onthe Selected Columns tab, select the matrices and metrics to be included in the
report.
3. Onthe Advanced Matrix Settings tab, click (+) Add to add the matrix join statements.

4. In each side of the dialog, select one of the matrices from the drop-down list, and select
an option to use as the common value to join the matrices.

The two selected matrices must be different, but the matrix/metric combination can be
any combination of metrics or row IDs, as long as the selected metrics share a common
value and are of the same data type.

Selecting a metric will define it as the common value between the two matrices. Note
that it can be the same metric if it is used in both matrices, or it can be different metrics
that will have the same value in both matrices. In addition, a metric used as a common
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value does not need to be added as a reporting column in order to be used to create the
join statement.

Selecting Row ID will compare matrices by rows, for example Row 1 in Matrix A will be
compared with Row 1 in Matrix B, and so on. This can be used when there are no
additional common values in the two matrices, and the matrices have a direct line-by-
line comparison.

/3 Caution! Selecting Row ID as a common value can cause
inconsistencies in reporting. Since assigned Row IDs are not visible
within a matrix, report results can be incorrect if rows have been deleted
from a matrix or if there is a mismatch.

Select Columns @ & X
| Projects v/
Find: |BE Selected Columns  Selected Filters | Advanced Matrix Settings
Matrix - Matrix 1
Merric A1 — I\ Matrix - Matrix 1 | [metric A1 v| = [Matrix- Matrix 2 |[Metric -1 v I [x]
3 © add
Metric B-1
Metric B-2
Metric B-3
wore
Categorization
oTIc On each side of the dialog, select one matrixand a

DTIC Funding related matrix that defines the relationship between

the matrices in order to generate the report.

Financisls

Gea
nitalized
nnovation Planning
LineChart

NPD Merics
Pattern Coverage
Post Launch

Post Launch

Ranking Data

Scorecards

5. Repeat steps 3-4 to add additional matrix join statements as necessary.

All included matrices must have at least one related join statement, but a matrix can be
referenced in more than one statement. For example, if you choose to include metrics
from Matrix A, Matrix B, and Matrix C, you would need to create two statements to join
the information. You could create a statement that relates A to B, and one that relates B
to C, or you could have a statement that relates A to B, and one that relates A to C.

6. Click OK to exit the dialog and return to the report settings.

7. Finish setting up the report, as necessary.

8. (Optional) Click Q in the upper right corner to display a preview of the report contents
prior to saving, or click E'J to download the report to a spreadsheset file.

9. Click Save to create a new report, or to save changes to an existing report.
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Note: [EMPTY] or blank cells in your report may indicate a mismatch in the
common value linking the matrices. If the project value referenced in the join
statement is not defined in one of the matrices, for example if there is not a
matching value in both matrices, or a matrix contains empty rows, the report
will return partial or full rows that contain [EMPTY] values.

oy
EXAMPLE
g

Example

For example, a user has two different matrices that contain information related to vendor
contracts for their projects, and needs to create a report containing relevant information from
both matrices. They have a matrix named Contract Information, which contains the start date
and duration of the specific contracts, and a second matrix named Contract Cost, which

contains the costs related to the specific contracts.

To pull this information into one report, the user has added the related columns to the
Columns tab, and created a join statement in the Advanced Matrix Settings tab that links the
two matrices using the Contract ID metric that is a member of both matrices.

[Projects

Find: |

Select Columns

BB

Selected Columns  Selected Filters | Ad:

_}I\ Matrix - Contract Information v |[ contract 1D

v = [Matrix - Contract Cost

][ contract 10

V| (]

© Add

(o) (o)

Once the user enters the remaining report details and clicks OK, the following report is

generated:
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Contract Information Matrix Contract Cost Matrix

] \
=

Contract Start Date Contract Duration Contract ID One-Time Costs Contract Costs.

2019-06-01 12 Mor

A100 2100 12500
2020-06-01 12 Month Term [EMPTY] 0 (]

1900-01-01 A110 1400 12500
2019-06-01 28501 8400 10125
2019-06-01 34886 850 12750

2019-10-21 001684-0197 1840

2018-04-01 AC1217

ACME Company AC1924 2019-04-01 AC1924 5300

ACME Company AC2101 2020-04-01 12 Month Term AC2101 6150

Fred's Grocery [EMPTY] 1900-01-01 [EMPTY] [EMPTY]

©c o uopy o

Fred's Grocery [EMPTY] 1900-01-01 [EMPTY] [EMPTY]

Note the following:

The Contract ID field is the common identifier included in both matrices, and used to connect
the relevant information.

The left three columns contain information that is from the Contract Information matrix in the
related projects.

The right three columns contain information that is from the Contract Cost matrix in the
related projects.

The highlighted sections below show two different scenarios that may indicate missing or
incomplete data.

¢ Rows 2 & 3 of the report display [EMPTY] in some of the data cells, which indicates
Contract IDs values that are not found in both matrices. In row 2, the information for
contract A101 is only included in the Contract Information matrix, so the related
Contract Cost matrix fields are [EMPTY]. In row 3, the information for contract A110 is
only included in the Contract Cost matrix, so the related Contract Information matrix
fields are [EMPTY].

¢ Rows 10 & 11 display [EMPTY] cells in all of the data cells, which indicates that one or
more of the included matrices either does not have any rows added, or contains empty
rows.

Note: Although the [EMPTY] returned values are an indicator of potential issues,
the mismatched values reported are dependent on the datatype. String and
list metrics will display as [EMPTY]. As shown in the example below, a
number metric will display 0, and a date metric will represent the default
1/1/1900 date.
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Project Name Contract ID Contract Start Date Contract Duration Contract ID One-Tima Costs Contract Costs
Emotion Electronics A100 2019-05-01 12 Month Term A100 2100 12500
Emotion Electronics A101 2020-06-01 12 Month Term [EMPTY] 0 0
Emation Electronics [empTy] 1900-01-01 [EmPTY] A0 1400 12500
Smith Marketing 28501 2019-06-01 12 Month Term 28501 8400 10125
Smith Marketing 34886 2019-05-01 12 Month Term 34886 1850 12750
Express Services 001684-0197 2019-10-21 24 Month Term 001684-0197 0 1840
ACME Company AC1217 2018-04-01 12 Month Term AC1217 2500 5000
ACME Company AC1924 2019-04-01 12 Month Term AC1924 0 5300
ACME Company AC2101 2020-04-01 12 Month Term AC2101 500 6150
Fred's Grocery [EmPTY] 1900-01-01 [EMPTY] [EMPTY] 0 0

[EMPTY] 1900-01-01 [EMPTY] [EMPTY] 0 0

Fred's Grocery

Notes:

¢ To delete a matrix join statement from a report, click the name of the report on

Downloading and Exporting Online Report Data

the Charts & Reports page and click 7/ to display the report columns. Click the

Advanced Matrix Settings tab, and click 0 in the corresponding definition row
to delete it. Click OK to close the dialog and click Save to save the changes to

the report.

Users with access to a report can download the content of a saved online report directly from
Accolade. Report creators can also set a report to export to a network location on a scheduled
basis. Schedule a report for repeated exports if you save archive information on your network,

or to provide access to a report to someone who is not an Accolade user.

. Todownload report configuration and settings for the purpose of
exporting reports between Accolade instances, see "Importing and

Exporting Accolade Online Reports" on page 598.

To download a saved online report:

1.

From the Workspace menu, select My Workspace > Charts & Reports.

2. Click the name of the report you want to view.

E identifies reports created using Accolade Office Extensions. To refine the list of
reports displayed, select a category from the Category field or use the Search field to
search on report names and descriptions. If the Category field is unavailable, all reports
are grouped within a single category.

Click El in the top right corner of the report display page.

Accolade downloads the report contents to spreadsheet file and saves it to a temporary
internet files directory, using the report's system name as the file name. Save the file to

a more accessible location.
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4. Ifthe document is a template, Administrators and Process Designers with the Template
Access role can save the file and add it to the Template Library as a process document.

If the document is a deliverable, activity, or gate document, the assigned document
owners can save a version of the file to project.

To schedule a report to export to a network location:
1. From the System menu, select Content Sources > Charts & Reports Manager.

2. Do one of the following:

¢ To create a new report - Click Add New, select Online Report from the drop-down
list and create a new report.

¢ To edit the export settings of an existing report - Click the name of the report on
the Charts & Reports Manager page and click # inthe upper right corner of the
title in the displayed report.

3. Inthe Export Days field and the Export Time field, select the days of the week on
which Accolade should export and enter the time the export should take place.

You must select at least one day to schedule the export. The export takes place based
on the Accolade server's time, not your local time settings. If the Accolade server is
located in a different time zone, ensure you are scheduling the time accurately for the
export.

4. Complete the following to identify the export location and report name:

Field Description

Export File Path Enter the directory location where the exported file is
saved.

The Accolade timed task service must have access to
the network drive. Work with your system administrators
to understand what network shares are available for
use.

Filename Enter the file name for the report. To append a
timestamp to the file name, select the Include
timestamp check box.

Timestamps can be helpful to identify exactly when a
report was exported and saved to the network directory.

5. Inthe File Type field, select whether to download the file as a spreadsheet file, or as a
file with a .csv extension which can be opened in other spreadsheet programs.

If you select to download to CSV and have text set in the Report Privacy Warning
Text system parameter, the text is not included in the CSV file.

6. Click Save to save the report and the export settings.
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Notes:

¢ The Timed Task Service must be enabled and running on the Accolade server
for a scheduled export to save successfully. Contact your Accolade system
administrator to ensure the service is running.

 |f a scheduled export fails to save, the report creator receives a notification email
about the failure.

¢ The colors defined in the Excel Header Background Color, Excel Header
Font Color, and Excel Header Is Bold system parameters determine the
formatting of the header rows within the spreadsheet file.

Adding Accolade Online Reporting Content to Templates

Add the content of a report created within Accolade to an existing document or template using
a specific named range. When downloading the report, template, or a document version with
the report content, the up-to-date Accolade data is included in the file.

A spreadsheet template containing content created within Accolade can
also be used as the template for a deliverable or activity. Administrators
and Process Designers with the Template Access role can save the file
and add it to the Template Library as a Process Document type template
instead of as a Report type.

To add content from an online report to an existing spreadsheet file:
1. Note the system name of the report in Accolade.
2. Select the cell within the spreadsheet where the report content should begin.

When the file is downloaded from Accolade, the report contents start at the cell with the
named range, and expands to the right and below for the required number of columns
and rows to accommodate the data.

Important! Any information in cells to the right of the one with named range could
be deleted based on the report's content. Any information below the cell with the
named range is pushed to below the report's content.

3. Inthe Name field for the cell, enter SGM_RG_<RGReportName> and press Enter.
B2 - X

Name field

For example, to include a report with the system name ModelsinUse, enter SGM_RG_
ModelsInUse as the cell name.
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Notes:

¢ Using this function to associate a spreadsheet workbook with report contentto a
project does not display project level data.

Creating Charts from Report Data Overview

Online reports created within Accolade can be used to create new or copy existing charts that
represent all or a portion of the data that is returned in the report. Charting options vary, and a
wide variety of charts are included so you can create the best visual representation of the data
in your system as possible.

Creating Bar Charts Based on Report Data

Users can create charts to visually represent the data within Accolade. Bar charts use bars to
represent and compare categories of data in a format that can be displayed horizontally or
vertically. One axis will generally have numerical values, and the other will describe the types
of categories being compared. In bar charts, the user can cycle through different views, that s,
different categories of data to get a more comprehensive view of a portfolio's performance

using the cycle icon C] .

Using Accolade online report data, users with All Reporting Rights can create charts on the
Charts & Reports page. Administrators and Process Designers can set charts as available
for sharing with other users, and can add a chart to a pod within a layout to display on a project
page or as a global link.

Important! Select appropriate data types to render a meaningful chart. Numeric
data types will chart bars successfully. The system will not prevent you from
selecting different data types and will plot selected data as best as possible without
error.

To create a bar chart based on report data:
1. From the Workspace menu, select Charts & Reports.
To narrow the list, search by the chart name or category.
Note: Process Designers can also create or edit charts, reports, and related
configuration by navigating to the System menu and selecting Content
Sources > Charts & Reports Manager.
2. Do one of the following:

¢ To add a new chart - Click Add New, select Chart from the drop-down list, and
click the Bar Chart |_| icon.

¢ To edit the details of an existing report - Click the name of the chart on the
Charts & Reports page and click # to editthe report details. Only users assigned
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as chart owners and Process Designers with All Reporting Rights can edit chart

details.

3. Enter the following information to identify the chart:

Required fields display with red text and an asterisk * if the field is empty.

Field

Description

Name

Enter a name, up to 64 characters long, which identifies
the chart.

To display this name as the chart's title, select
the Display as title option.

System Name

Enter a unique, shorter name that identifies the chart in
queries, reporting views, field codes, and other plac