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Chapter 1: About PivotXL

What is PivotXL?

PivotXL is an Excel-based unified software platform for finance, delivering a complete,
fully-integrated solution dedicated to meeting business requirements that commonly require
multiple, uncontrolled spreadsheets and time-consuming manual processes.



Getting Started

Browser Requirement for Web-app

PivotXL is Web-based Application so it allows the users to log in through web browsers,

e Chrome

e Firefox

e Internet Explorer 10+
e Microsoft Edge

e Safari

Logging into PivotXL. Web-app

To Login into PivotXL, follow these steps

® O ® 5 welcome to PivotXL X +

0 D e

PivotXL

& C @& app.pivotxl.com

User-Friendly Financial Plannning Platform

Password \9

Forgot your password?

Signup for PivotXL Account

PivotXL helps organizations connect Excel data
from multiple users into a multi dimensional
database for better financial planning and
operations management.

) Navigate to your PivotXL Url (app.pivotxl.com)
@ Enter your username

@ Enter your password

@ Click Login

Introduction To Dashboard




PivotXL | Company Dashboard X +

&« C & app.pivotxl.com/employers#/14/task

a A

Company Admin ~ °

G PivotXL

@ silverspot
= Tasks

Alerts Task Due

o

Task Status Action

No result found
Data

Settings
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Company Name - Name of your Company will be displayed here.

Tasks - You can create and assign task to other users of your company, you can also

create alerts.

Data - You can create / edit / Update your cubes, cubes dimensions, cubes

measures and templates here

Settings - As admin you can add/delete user and also update their information’s.

You can access your account details and logout option here. By clicking account you

can change your password



TASK

The Tasks app combines lean scheduling principles with general task management
functionality to provide a lightweight work management solution for the projects in
your organization. Using the Tasks app, break down project responsibilities into tasks
to manage work more effectively.

Cp PivotxL = Demo Company Admin °
Demo Company
+  AddTask Y  Filterv Q
Tasks
i Due Task Status Action
il - Data 06/29/2019 @ NotStarted ] &
Settings
11/30/2019 @® Not Started (3 i

01/31/2020 Completed @ &
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In the Task dashboard you are having the following options,
1. View all the created tasks
2. Delete created tasks
3. Update create tasks
4. Add a new task

Note:




Edit task. And create tasks share the same view, to edit task please refer to create

task.

Creating Task

Task Nama
Due Task Status
9 e Not Started
Instructions

NO tags assigned

Team

Templates @

No emplates attached.

Decuments
@ Ipkoad Fle

No documents uploadod

Comments

. nput

@

POST




Task Name - Type you task name

Due - Select task due date in the calendar

Task Status - Creating the task it will be set to default option not started.
Instructions - Type task related instructions here.

Tags - Select tags for the task from the dialog box and click save

Teams > Assign to - You can assign the task for a user here.

Teams > Approver - You can add approver for the task here.

Templates - Select template for the task in pop up and click save. Templates are

linked Excel files that are added in the template library. (Data -> Templates)

Documents - You can upload supplemental documents related to the task here.

Type your comments and click update button to save the task.



Alerts

Creating Alerts

This chapter describes how to create and use alerts in PivotXL webapp. It describes how to
specify the events and conditions under which an alert fires, includes setting up email for
alerts.

Once you click alerts in left side panel you will see the following screen.

QP PivotxL

Demo Company Admin ~ °_

User status Type

Demo Company
Demo Company Admin o B has e sentdatato/from  Template 9 B

Tasks
Template

Alerts
Consolidated.xlsx

Dt Checking Frequency
Settings Certain day of week N 6
Day of Week

Email subject

Email note

Send alert mail to
Demo Company Admin
Demo Company Admin2
Ragul

John Smith
Jane Doe
Demo User

€D User - Please select the user you want to set alert trigger

@ status - Click the drop down box to set your status. The options are,

» Has - Data updated to database
» Hasnot - Data not Updated to database.



Type - Selects the type of alert trigger in dropdown, The options are,
* Cube - Select cube from dropdown

» Template - Select template from dropdown

Checking Frequency - Select the trigger frequency using the drop down box, The
options are,
» Daily - The trigger will be checked on daily basis.
» (Certain day of week - Select the day of week in the dropdown box.
» Nth day of the month - Select the date of month in the dropdown box)

Email Subject - Type alert email subject here
Email Note - Type alert email body here
Send alert mail to - Select the user you want to send alert email. (You can select

multiple user by clicking users while pressing Ctrl Button )

Once you set up all the alert event triggers, Click on save button to save the alert.

View / Delete Alerts

To View/Delete created alerts click on alerts in the left side panel, scroll down to
the bottom you can see the all created alerts.

If you want delete alerts, click on the delete icon - alert will be deleted.



Demo Company Admin o

Qp PivotxL

Demo Company
Created Alerts

Tasks

User Status Cube/Template Frequency Subject Note Action
Alerts

ot entered data i

Hi - we noticed

t you h

Workforce Daily John Smith has not entered

Data Kindly contact Anniel if you are having trouble.

Settings Hi - we noticed that you have entered data to m

Jane Doe has Workforce

Workforce Cube

entered data m

Hi-

template to templ

d that you h
ate. Kindly contact ad

John Smith has not en

n Smith Consolidated.xlsx

n if you are

ing trouble

ted.xls Daily e doe has entered data to template  Hi - we noticed that you have enter i
template
n Smith Workforce Certain day of John Smith has not entered workforce  Hi - we noticed that you have not entered data

week - Monday data on Monday on Mond. Kindly contact admin if you are having
trouble
Jane Doe Workforce Certain day Jane Doe has entered workforce data Hi - we noticed that you have entered data to [i]
ek - Tuesday Tuesday Workforce Cube on tues
John Smith Workforce John Smith has not entered workforce  Hi - we noticed that you have not entered data
data on 21st on 21st of this mpnth . Kindly contact admin if

you are having trouble

@

e entered data to

Jane doe has entered workforce data Hi- ticed that you ha

Workforce

on 21st orkforce Cube on 21st of this Month

Users
As PivotXL admin you can add / delete - user / admin.

Creating Users

Demo Company Admin ~ °

Qp PivotxL

B DemoCompany

Admin
Tasks
Name Title Email ) Action
Data
X Demo Company Admin Mr demopivotxladmin@yopmail.com (]
Setting
Demo Company Admin2 Mr demopivotxladmin2@yopmail.com @
User
Ragul Mr ragul@live (2
Notification
Tags
User
Name Title Email Action
John Smith demopivotxluserl@yopmail.com Z (i)
Jane Doe demopivotxluse Z i ]
Mary K demopivotxlusei () i
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Click settings on the left side menu

Click user under settings menu



©) You can see the list of users/ admin created for your company. You can also edit /
delete users here.

@ Click add user button to add new user / admin

@ Name - Type the user name
© Title - Title of the user (Mr / Ms / Dr)

€) Email - Type email of the user
@ Isadmin - Check the box to set this user as admin

@ Click the add user button to add the user.

Note:

The User will receive an Email to their registered Email - ID. By clicking the confirm
button they can able to create their password using that they can login with PivotXL

Web-app.




Cubes

Follow the below steps to create Cube, Dimensions and Dimension Members.

Creating Cube

Qp PivotxL

pemoompany amin - (@)
Demo Company

:  Tasks

Data P&L
Caae Workforce

Templates

Q

Q

Development

Q

Settings L
Support

Q

SupportTeam

Q

C-Suite

Q

Implementation Team

L
Q
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Click data on the left side menu
Click cubes under data menu
You can see the list created cubes here

Click add cube button to add a new cube.



Create Cube

Cube Name*

€D Cube Name : Enter cube name

@ Add Cube: Click button to create a new cube

Creating Dimension

After creating cube, follow the steps for creating dimensions for the cube.

Q.D PivotXL = Demo Company Admin °
B Demo Company
CUBE +  Add Cube
Tasks
/1) .
Cubes
Locations [}
Templates
Month ]
Settings
Year (3
Scenario [
Measure
+ AddDimension | + Add Shared Dimension e
Workforce [}
Development [}
Support @
SupportTeam @
C-Suite @
Implementation Team @

€ Click on the cube you want to add dimension
@ Click Add Dimension to create a new dimension

@) Click Add Shared Dimension to create a new dimension form Existing cube

dimension



Add Dimension :

Create Dimension

Dimension Name*

€D Dimension Name : Enter Dimension name

@ Add Dimension : Click button to create a new dimension for cube.

Add Shared Dimension :

Create Shared Dimension

Select Cube

Workforce

Select Dimension

——0
Cancel Add Shared Dimension e




€D Select cube you want to add dimension from
@ Select dimension you want to add

@) Click Add Shared Dimension to create shared dimension.

Adding Dimension members:

Qi PivotxL

Demo Company Admin + 0
B DemocCompany

CUBE

al Data el

Cubes
Locations

Templates

Boiling Springs

Q

Settings

Pelham

Q

Tags

+  AddDimension Member | +  Add Dimension Tag

Month

Q

Year

Scenario

Q

Measure

+  Add Shared Dimension

Workforce

Q

Development

Q

) Select cube you want to add dimension member .
@ Select dimension you want to add dimension member.

@) Click on Add Dimension Member button to create dimension member.



Create Dimension Member

Dimension Name*

Cancel

D Dimension Name : Enter Dimension member name

@ Add Dimension : Click button to create a new dimension member for cube.

Adding Measures to Cube :

Follow the steps to add measures to the cube.

Cp PivotxL

lil

Demo Company Admin + o.
B DpemoCompany

cuse
= Tasks

Cubes

Locations

Q

Templates
Month

Q

Settings

Year

Q

Scenario

Food Revenue

Q

Beverages Revenue

Ancillary Products Revenue (2]

Workforce

Q

Development

Q

Support

Q



€D Select the cube to add measures
@ Click on measures under the cube

@) Click on Add Measure will open a pop up to create measure

Create Measure

€D Measure Name : Enter Measure name
@ Measure Type: Select the measure type form dropdown (Text / Number)

@) Click on Add Measure button to create a new measure

Creating Tags :

Tags let you group Dimensions members together, manually. They’re great for
highlighting common characteristics.

Create Tag

Tag Name*

Cancel m 9




Select the cube and dimension you want to add tag, Click on add Add Dimension Tag
Button

) Tag Name : Type tag name

@ Add Tag: Click to add tag

Assigning Tags :

Once you added tags you have assign it to dimension members to group together

for analysis.

Assign Tag

Select the cube, dimension and dimension member - Click on Assign Tag Button
member in dimension member.
€D Select Tag: Check the tag name / names to add to dimension member

@ Assign Tag: Click on assign tag



Excel Add-in User Manual

Once you have created cubes and dimensions in web-app, Now it’s time to jump into

PivotXL - add-in.

This tutorial explains you complete functionalities of add-in and teaches you how to use

add-in for financial purposes.

Installing Add-in

Open Microsoft Excel and do the following steps to install
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€D Click on the insert tab on Excel ribbon
@ Click on Get add-ins button
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Search for PivotXL add-in store and click on the add button
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After you installed add-in from store,
) Click on Home tab in excel ribbon

@ In the right to corner you can see the PivotXL addin , Click on that add-in to deploy.



Logging Into Add-in :

@v
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) Enter your Email



@ Enter your password
@ Click on login button

Add in — Dashboard:
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Add-in dashboard includes three sections,



D Data : Once you mapped your template with cube you can send / Get data, also you
can view the edited history by clicking show version and you can download the cube

data by clicking download data

@ Map Data: You can map single cell, Bulk mapping, add/ delete rows and columns in

mapped templates and creating filters for the templates.

©) Template: You create new template from existing template using duplicate
template. (Ex: you mapped a template for January month, from that you can able create
one for February without linking again.) and reporting template it allows only viewing

of data.

Mapping Data

Cell Mapping — One to One Mapping:

s - ©v
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) Click on cell you want to map
@ Select map data tab as shown in picture

@ Click on Cell map button. It will show cell map in the bottom of plugin.



@ Select cube, dimension, dimension members and measures you want to map.
@ After selected all properties of the cube click on link data, you will see a toaster

saying link created successfully.

Cell Mapping —Bulk Mapping:

You can map range of cells using our bulk mapping feature.
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€D Select range of cells you want to map

@ Click on the bulk map button a pop will open
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In the Popup window
) Select the cube you want to map
@ Select the dimension for row

@ Select the dimension for columns



@ Select the order of row you want to map (Ctrl + Click will select multiple dimension,
The order will be based on clicking wise)

@ Select the order of Column you want to map (Ctrl + Click will select multiple
dimension, The order will be based on clicking wise)

(@ Select rest of the dimension for mapping

@ Click on link data to create the links

Creating Filters :
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) Select the cell you want to create filter

@ Click on Map Data

@) Click on Filters

@ Click on New filter

@ Enter Filter name, Select cube and dimension you want to set it as filter, finally
select default value for the filter.

( Click Save filter button , A success toaster will show up with message filter created

successfully



Rows and Columns:

After you created your template and mapped your cells with cube , you might have to
add /delete - row / column based on financial requirements of your company without

altering the existing mappings.

PivotXL provide options to Add/ Delete Rows and columns
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) Click on Map Data

@ Click on rows and columns

©) You can select entire row / column or a cell in row/ column where you want to
insert a new row/column.

@ Click on the button based on your requirement.



Templates

The Templates in PivotXL have two sections,
1. Report Template
2. Duplicate Template

Report Template :

When you set a excel template as a report template, you can’t edit or send data
through that template, but you can view that data based on the filter selections. This one

helps in prepare reporting for multiple branch / departments.
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) Click on Template in top-menu
@ Click on reporting template check box to change the sheet to reporting template.



Duplicate Template :

You can create new template for a new dimension member using duplicate template
functionality. For example if you mapped. A template for a year 2019 and month
January and created year and month as a filter, now you can able to create a new

template for February 2019 by easily selecting the filters and clicking duplicate
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€D Click on Templates in the top menu
@ In the duplicate template section select your filter values for duplicate template
@) Click on duplicate template a new sheet will be created with filters values as sheet

name.



