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1 Welcome to Hive9!

Hive9 is a tool that helps you to create and manage marketing plans and
calendars. It also helps you to communicate your needs to the different
martech tools you use, as well as to the finance and purchasing
departments. Finally, it collects performance and expense data from your
martech stack and ERP systems. This data is then analyzed, predicted, and
visualized to help you to understand your performance in the context of
your plans and in comparison to your goals.

This user guide is designed to get you started and to provide a reference
when exploring new areas. Hive9 is intuitive, and once you have been
exposed to an area, it isn’t likely that you will need to refer to this guide very
often.

Hive9 is also very flexible and extensible and can be customized to meet
your needs at several levels:

e Your organization — You can customize the number of waterfall stages
and their names, as well as the names of the hierarchy levels in the
plan. You’ll control the names of the levels of your finance budget as
well.

e Segmentation — We’ll cover more on this in the guide, but you can
add custom segmentation at all levels of the plan, the purchase
request, the purchase request line and the imported transactions
from your finance and purchasing systems

e Your models — Each model has its set of conversion rates, velocities
and deal sizes, as well as its set of tactic types and integrations.
Each plan is mapped to a model, so if you need it, every plan can
have its model.

e Your plans — Each plan can have its budget and goals, including
custom goals defined by you.

e Your teams — Users belong to one or more teams, which is how they
gain access to specific plans. Certain settings can be defaulted for
each user’s role on each team.

e Your role — System security, set at the role, determines whether you
have access to specific features. Remember, having access to a
feature like budgeting does not mean you have access to every
budget.

e Each User — Users can customize many aspects of their experience,
from the charts that appear in their Heads-Up Display (HUD) to which

Uptempo.io © Uptempo Inc. 2025 | 6
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columns display in the grids and in what order. They can save custom
filtered views and recall them later. They can decide which
notifications they want to receive in the application and which ones
they want as e-mails. They can set up their performance alerts. Users
can also select the timeframe they work in from quarters down to
weeks and which levels of the hierarchy they see in the grids.

With all this customization and configuration available, you should be able
to set up Hive9 to look and feel like a part of your organization’s fabric, using
your terms and language, adapted to your specific needs.

If you need help, contact support.

1.1 Logging In

AMDAdmin@hive9.com|

Navigate to https://plan.hive9.com/. Use the credentials you received via
email.

Uptempo.io © Uptempo Inc. 2025 | 7



https://support.hive9.com/en/
https://plan.hive9.com/

W Uptempo R

1.2 Start Screen

Upon logging in to Hive9, most users will first see the Plan section of the
application. The screen's layout is consistently uniform, and it may resemble
the following:

o Main Navigation — Access to all the modules of Hive9

o Heads Up Display — Shows relevant data on the current plan(s)
that are selected (configurable)

o Recycle Bin — Allows users to retrieve deleted items

o Notifications and Alerts — Set up and view all your notifications
and alerts in the platform

o User Menu - Administrative area of the application for user
functions

o Filter Panel — Ability to filter your plans

o Control Panel — Enables you to view your plan multiple ways
and Search, Import, Export, etc.

o Main Grid — This is where your plans are laid out in one of 3
formats, the plan grid, the calendar, or the plan budget

Uptempo.io © Uptempo Inc. 2025 | 8
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1.2.1 Recycle Bin

Much like a Recycle Bin in other applications, Hive9 allows users with
specific permissions to restore deleted items back to the Plan Grid. The
Recycle Bin is available to all Client and System Administrators. Recycle Bin
may be made available by specific permission and regarding team rules for
viewing and editing content. Teams and Roles are set by your System
Administrators.

Empty the Recycle

Choose your Bin (permanently

Recycle Bin view
cycte delete) .
orientation Un-delete all items
selected
) i w AN
View: | Campaign RN
Name ¢ Parent Hierarchy Entity Id Plan Yeai Deleted On Deleted By Actions
T T T montrdayivear A £ Y
Camp Zodiac 2021 Marketing Plan 19997 2021 07/ 0
» Events 2021 Marketing Operations 778 2021 0
Zodiac 2021 Marketing Plan 2021
Meridian 2021 Healthcare|
Fllter by item Meridian 2021 Healthcare F|l_ter by Fll.ter by Pl.aﬂ Fll.ter by
2021 Marketing Operatio .
name ° item ID Y
r
2021 Marketing Gperatios ea Person
» Mkig Ops G&A_Copy_01082020_055907_1 2021 Marketing Operations 43661 2021 01/08/2020 Stepnen Tuney. J
Mktg Ops Systems 2021 Marketing Operations 43249 2021 12232019 Stephen Turley b}
name Meridian 2021 Healthcare Plan 23571 2021 031812019 Neysa King ho)
lew Campaign Zodiac 2021 Marketing Plan 43195 2021 12/18/2019 Darin Hicks ho)
ampaign name Zodiac 2021 Marketing Plan 48949 2021 06/01/2020 Bruce Brien bl
ica Campaign Zodiac 2021 Marketing Plan 25535 2021 06/25/2019 Darin Hicks bl

Select items to restore or
permanently delete

Attention

You can permanently delete or restore plans, campaigns, and programs—
along with their child items, or without them.

Restored items can be moved to a different parent than where they were
originally deleted.

When permanently deleting an item or items, Hive9 will ask you to confirm
your deletion.

Uptempo.io © Uptempo Inc. 2025 | 10




W Uptempo R

Confirm Delete

All child items will be deleted. Are you sure?

No | Yes |

If you delete something by mistake, please contact your client
admin for assistance.

Other considerations for using the Recycle Bin:

e The parent record you are trying to recover to may have been
deleted, please try another recovery option.

e Your item might have been restored, but not all attributes could be
restored to their original state. You might need to edit the item
before re-submitting.

e The tactic might not be recovered as the tactic type no longer exists
in the plan.

e Recycle to same year only.

e Bulk un-deletes to new parents will initiate a pop-up grid to manage
the assignments.

e Sys-gen balances will not be shown in the recycle bin but will be re-
generated upon recycling.

e Deleted children whose parents are subsequently deleted will remain
independent and must be recycled independently in reverse order to
restore them.

e Children deleted with the parent can be restored with the parent if
needed.

e All recycled items will return to a “created” state and must be re-
submitted for any approvals.

Efficient Bulk Selection

The Recycle Bin also includes a Select All option, allowing for more
efficient management of deleted items. This feature adds a checkbox
column to the Recycle Bin grid:

e Select or deselect all: A checkbox in the column header allows you to
toggle the selection of all visible items.

e Individual Selection: Each row has a separate checkbox for selecting
or deselecting specific items.
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e This improves workflows by enabling quicker selection of multiple
items for bulk restore or permanent deletion, especially when
managing large sets of deleted entries.

Uptempo.io © Uptempo Inc. 2025 | 12




W Uptempo R

1.2.2 Filter Panel

The Filter Panel is split into Saved Filters at the top; Year and Plan in the
lower top; and Attributes for Plans, Campaigns, Programs, Tactics, and Line
[tems in the rest of the column.

Attributes \
I Sl 7 Enables you to hide/unhide
Filter Panel for more room on
I Campaign i the Workspace
Program v
Tactic A
SelectAll | ClearAll
Date Sets (0/5) v
Number selected over total
Audience (5/5 v number available for that attribute
Attributes
available to
be chosen Brand (15/15) v
for Plans,
Campaigns, .
Programs, BU - Solutions (4/4) v Orange denotes that a Filter is
Tactics and active and selections have been
Line Items Buyers Journey v made
Geography (5/5) v
Vertical (6/6) %
Owner (30 /30) 4
Tactic Type (34 /34) N
Status (6 /6) 2
Line Item N
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Next to each dropdown is the number of selected entries over the number
of available entries. By default, all attributes will be selected when a new
plan(s) is loaded.

e Year and Plan

o The Year and the Plans dropdowns act as parents to the
Attribute dropdowns

o When a year(s) is chosen, only the plans associated with the
year will be displayed in the Plan dropdown.

o When a plan(s) is chosen, only the Owner and Tactic Type
Attributes that are associated with the selected plan(s) will be
available.

e Attributes

o Owner and Tactic Type are the only tactics that are dependent
on the chosen plan(s).

o If activated in your instance, you can filter for AOP/Strategic
plans, under the Plan View section:

o All plans

o Strategic/AOP Plans Only

o Exclude Strategic/AOP Plans

You can activate only one of the filters at a time.

o Attributes with more than 10 values will display a search bar in
the list.

o When you have chosen the attribute(s) that you want to
display, press Update.

For all Attributes, Hive9 also allows users to filter by Not Completed,
indicating no pick-list values have been selected for that Attribute. This has
the same meaning as Blank.

@ Geography (414} ~ )

Select All Claar A
APAC (0)
EMEA {18)
ATAM{11)

Morth America{22)
.
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1.2.3 My Saved Views — Managing Filter and Column Settings

Saved views provide you with the ability to create a personalized view of
your grid data that includes both filter selections and column configurations
(including which columns are displayed and their order). You can save these
views for future use and set one as your default. Saving a view also saves
the View By hierarchy selected on the main grid control panel. If you do not
create a saved view and set it as default, then at your next login, your last
used view settings will be displayed.

SS Baseline 21 = SS Baseline 21 - SS Baseline 21 ~

Give your filter a name .
O Na Industry 22 ( Na Industry 22

O NAM Buyer 21 (O NAM Buyer 21

[ Na Industry 22
@ ss Baseline 21 °w © NAM Buyer 21 ® sspBaseline21 ¥y <

O TEST11 (® 55 Baseline 21 = O TEST11
( TEST 11

Save your view settings
o Select your desired filters and press Update

o Configure your columns using Column Management (select
which columns to display)

o Arrange columns in your preferred order by dragging them to
desired positions

o Expand My Saved Views
o Click “Save New View”
o Name your view

o Press “Save”

Your settings are now saved and can be loaded later with the exact same
filters and column arrangement.

Load a saved view
o Expand “My Saved Views”
o Select the radio button next to the saved view to open
o Select the yellow star icon to set as default if applicable

o Press the trash can icon to delete a saved filter

Update a saved view

o Load the saved view you want to modify
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o Adjust filters, column selections, or column order as needed
o Click the “Save” icon
o Select “Yes” from the pop-up prompt to save changes

Your saved view has been updated with the new filter settings and column
configuration.

Supported Grids
The saved views functionality works across these grids:
. Plan Grid
) Budget & Cost (B&C) Grid
) Purchase Request (PR) Grid
. Accrual Request (AR) Grid

Default Behavior

Any new columns added to the system will appear at the end of your grid
when using a saved view. By default, your last used view settings will be
displayed when you log in, unless you've set a default view. Views can be
shared with others. See chapter 1.3.

1.2.4 Reset to Default View

The Set Default View feature allows you to reset to your default view with a
single click. Your default view can be a Saved Preset or another
filtered/unfiltered view which you have not saved as a preset.

This enhancement adds a dedicated reset button in the “My Saved Views”
section that lets you instantly clear applied filters and/or Presets and return
to the default view / default Preset.

Reset to your default view

1. Navigate to any grid view where this feature is supported.
2. Expand the “My Saved Views” dropdown.
3. Click the “Set Default View” button.

Your view will immediately reset to your default state.
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Note

The reset action applies only to your current session. To make this state
persist across sessions, you must make sure the desired Preset has been
marked as Default.

This functionality is available in the following Hive9 grids:

e Plan Grid

e Budget & Cost (B&C) Grid

e Purchase Request (PR) Grid
e Accrual Request (AR) Grid

This streamlines your workflow by eliminating the need to log out and back
in when you want to reset views.

1.3 Sharing Views

You can share views that you own with other Hive9 users, as well as manage
access to previously shared views. When you share a view, you're sharing
your complete grid configuration including all filter selections, column
choices, and column arrangements. Recipients can then load your exact
view setup with a single click, ensuring everyone sees the data from the
same perspective.

Sharing is based on users who have access to the plan or plans selected for
the view. This means you can only share views with users who already have
the required permissions to see the underlying data.

1.3.1 What Is Shared
When you share a view, the following elements are included:
e All your selected filters from the filter panel
e Your column selections from Column Management
e The exact order of your columns as you've arranged them

e Settings from both Plan Grid and Budget & Cost Grid (regardless of
where you initiate the share)
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1.3.2 Steps to share a view

1. Select the saved view you wish to share in the My Saved Views
panel.

2. Click the Share icon next to your view name.

3. In the Share View: [view name]" popup, select the teams and/or
users to share with.

4. Click the Share button to complete the sharing process.

Users will receive an email and/or in-app notification based on their settings
that a view has been shared with them. The shared view will automatically
appear in the recipients' "My Saved Views" panel upon the next login, ready
to be loaded with all your configured settings.

1.3.3 Managing Shared Views

You can review and manage all views you've shared with others:
1. Click User Menu > Settings.
2. Navigate to the Shared Views tab.
3. From here you can:

o Click the Edit icon to manage which teams and users have
access to each shared view

o Click the Delete icon to remove a shared view from all users
who previously had access

1.3.4 Important considerations

Recipients must have appropriate permissions to view the underlying data in
your shared view. If a recipient doesn't have access to certain plans or
budgets included in your view, they won't be able to load the view at all.

Column data visibility depends on each user's permissions. While the
column selection and arrangement will be preserved, the actual data
displayed within those columns will reflect what each user is authorized to
see based on their role and team assignments.

When team members change roles or leave the organization, remember to
review your shared views and update access accordingly to maintain
appropriate data governance.
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1.3.5 Access Points

You can access view sharing functionality from two locations:

e Plan Grid - Access through "My Saved Views" in the filter panel

e Budget & Cost Grid - Access through "My Saved Views" in the filter
panel

Regardless of where you initiate the share, your view captures settings from
both grids, providing a comprehensive sharing experience.

You can share views that you own with other Hive9 users, as well as manage
access of previously shared views. Sharing is based on users who have
access to the plan or plans selected for the view.
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2 Main Navigation

The navigation menu has 4 sections that will be populated based on your
role and permissions. The Plan section contains the components you will
need to build and support your plans. The Finance section provides access
to budgets and the purchase request grid, as well as your imported financial
transactions. The Measure section, if enabled, will house the standard
measure reports, the approvals dashboard and any custom dashboards you
have deployed. Finally, the Settings section provides access to
administrative settings, the budget audit log, and your approvals' signoff grid
if you are an approver.

(1 1]
m&m Settings
1 ]

Click the Navigation
Menu Icon and the
Menu will expand.

The Settings menu is
at the bottom of the
Navigation Menu

Approval
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2.1 My Account: Personal Settings

Users may edit many personal settings to better collaborate with other users
in the system and access personally saved templates. These are found
under My Account in the left navigation column, and the choices are found
along the top of the browser window:

ount

heJ
%)
)

This section allows users to change various contact information, and what is
editable depends on the user’s permissions.

2.1.1 Notifications

You can set up notifications to inform you about various events in your
Hive9 instance. Hive9 offers many standard notifications for different
events, for example, when your tactics or line items are edited or deleted.
Standard notifications are also available for events in finance budget,
transactions, and filters. You will get an overview of the standard
notifications on the Notifications tab.

Notification Rules

Plan Activities )
In App Email
My sctivities are edited/deleted/restored AsAP v or -
Plans
Campaigns ASAP: Receive a notification as soon as the
Programs event occurs.
Tactics ~
Daily: Receive a notification for new events
Line Items
that have

curred, once a day.
Purchase Requests

‘Weekly: Receive a notification for new

My Campaigns/Programs/Tactics/Purchese Requests/Accrual Requests have ASAP - Off - thet d "
= events that have occurred, once & week.

been approved/declined

New activities are assigned to me off - off v

When Plans are shared with me which can be a good destination for my multi | g - off =

year Tactics Need more assistance setling up
notifications?

New comments are added to my activities of - of - O ———
ke & look at the
Contact customer support

When activities are shared with me Off - Off -

When Svs_Gen Ralance is non 7aro e - e -
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How Do | Receive the Notifications?

You activate standard notifications by enabling it in the app. On the
Notification Rules tab, deselect Off in the In-App column for the desired
standard notification.

Motification Rules

Plan Activities

In App Email

My activities are edited/deleted/restored Off - Off -
My Campaigns/Programs/Tactics/Purchase Requests/Accrual Requests have Off - Off -
been approved/declined

Off
MNew activities are assigned to me Off -

ASAP
When Plans are shared with me which can be a good destination for my multi Off | ASAP | Off =

year Tactics

In this case, you will see the message about the occurrence of the event in
your notification list. You can access the notification list by clicking the
globe icon in the app header on the right. This will open an overview of
recent notifications. If you want to see all notifications, click See all below
the overview.

If you additionally want to receive an e-mail, turn on the sending in the
Email column by deselecting the entry Off.

When deselecting Off, you must decide when a notification is sent:

e ASAP: Receive a notification as soon as the event occurs.

e Daily: Receive a notification for new events that have occurred, once
a day.

e Weekly: Receive a notification for new events that have occurred,
once a week.

Note

Not every option is available for every standard notification.

Uptempo.io © Uptempo Inc. 2025 | 22




W Uptempo R

Custom Notifications

You can also set up custom notifications on the Notifications tab. Custom
notifications inform you that a date for an object you own is coming up or
has passed. You can select the following object types:

e Plan

e Campaign

e Program

e Tactic

e Line Item

e Purchase Request
e Accrual Request

For all object types, a notification can be triggered on a custom date
attribute. For all except Plan it is possible to use the default date attributes
Start Date and End Date as trigger.

Sending a custom notification can be triggered either before or after the
selected date. The time unit is days. For example, you can set up sending 10
days before a start date or 5 days after. If you set up a sending before a
date, you can choose to repeat the message, also in days, until the trigger
event has passed.

You want to be informed in the app when the end date of your tactics is
approaching so that you can still check tactic details.

You therefore set up a custom notification that informs you 10 days
before the end date of each tactic in the app. The message should be
repeated every three days.
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The following screenshot shows how to set up a corresponding message.

Custom Nofifications

1. For what object you would like to setup the notification?
Tactic -

type of object attribute would you like to setup the notification?

3. For which date attribute would you like to be notified for?
End Date -
4. Notification to be sent
Before (-) |10
Send notification every | 5 days
5. Enter Notification Message

Tactic End date is coming up.

6. Set Frequency
In App Emai

ASAP = |oOff -

Cancel

With these settings, for each tactic you own, you will receive a message
10 days before its end date. This message will be repeated 7 days, 4 days
and 1 day before the end date.

You will receive the notification only in the app.

2.1.2 Alerts

Alerts are used to notify users about the performance of a specific part of
their Plan activities, including Campaigns, Programs, Tactics or Line Items.
Users may create any number of Alerts, and these Alerts may also be shared

with other Hive9 users.

There is a wizard that walks the user through the creation of the alert to
make it as painless as possible.
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Search Q 20 per page +

Plan SMEB Think Small Twitter Program Inquiry is less than 100% of goal At 50% completion Repeat Weekly

1. What type of alert would you like to set up?
Plan -

2. What item would you like to be alerted for?
My Plans My Campaigns My Programs My Tactics My Line ltems

Custom | SMB Think Small Twitter Program ~ ~
3. What performance indicator should trigger the alert?
Inquiry - | is | less than ~| | 100 ~ % of goal
4. When would you like to be alerted?
Whenis| 50 ~ % completed
5. How often should you be alerted?

Weekly ~ | Monday -

W Delete

2.1.3 Templates and Report Sharing

Shows the list of saved templates and any reports set up to be shared on a
specific schedule, such as weekly or monthly. The entries here are generated
from other parts of the application. Templates are created in the Plan Grid,
and Reports are shared in the Standard Reporting section of Hive9.

2.1.4 User Category

When enabled for your instance, the User Category dropdown appears in
your profile settings. This mandatory field determines:

e Your classification within Hive9

e The inherited category for all content you own

e Available options for dependent attributes in your content
Your User Category automatically applies to:

e Plans you own

e Campaigns you own

Programs you own

Tactics you own

Line Items you own
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Note

Changes to your User Category automatically update all content you own.
This may affect dependent attributes across multiple items.

2.1.5 Change Password

Enables the user to change his or her password at any time. Hive9
recommends changing passwords regularly and never sharing your personal
password with anyone else.
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2.2 Inspection Window

The Inspection Window contains all Attributes that are associated with a
marketing activity:

To open the Inspection Window:

e Grid or Plan Budget View — Single-click the View icon next to the
element name

e Calendar View — Double-click the name or the colored bar associated
with the activity

The Inspection Window will populate the screen, ready for input or edit.

ID: 67375 Status: Created: 10/24/2018 L= 2

. Name
& Digital Banner Ads - Executive Buyer - Q1 _
24
Parent Campaign
= | | Retail Marketing -
e Planned Cost
01/01/2020 7
Custom Attributes B
Audience BU - Solutions Buyers Journey
Economic Buyer, Executive Influencer, Technical Buyer = | Enterprise v Awareness hive9-marketin nir
Crestive Cost Creative Project Number Geography Country
North America ~ | Cenada, United States
Language Vertica WorkFront Project Status
English = | | Manufacturing ~|  cumen
Goals @
Inquiry ToL Revenue
Overide Model 1680 $2,541,840
Custom Goals B
Custom Goal Goal Amount
Brand Awareness < 30,000 w
|+ Performance B
Actuals
View By: | 2020 Monthly ~ | Exchange Rates: | Actusl @ Monthl... ~
Planned Actual Jen-2020  Feb-2020  Mer-2020  Apr-2020  Mey-2020  Jun-2020 Jul-2020  Aug-2020  Sep-2020  Oct-2020  Nov-2020
Inquiry 6k Bk 2100 2100 2100
TaL 2K 2% 588 588 588
Closed Won 286 297
Revenue $2.54M $2.64M $879,648 se79.848 $879,648
Brand Awareness 30k
I Total Cost $77k $53k $17.4k $17.8k $17.8k
Digital Banner Ads - .. @ $6.6k $6.59k 5994 $271k $2.80K
Digital Banner Ads-... @ $9.9k $9.84k $3.28k $3.20k $3.27k
Digitsl Banner Ads - .. @ $59K $351k 1.6k s1.8k S17k
Digital Banner Ads-.. @ $1.5k $1.5k $1.5k
ROI 3.2k% 4.88k%
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Sections

The Inspection Window shows the attributes divided into sections. The
sections can be re-ordered via the settings icon within the window to suit
the user’s needs. Each section can be collapsed as well. Optional sections
only appear when needed.

To quickly switch between sections, click the icon on the left bar:

CZIRDOH
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3 Plans

3.1 Basics

The first step in planning is to record how your marketing activities are
structured. This structure follows the hierarchy Plan—Campaigns—
Programs—Tactics—Line Items. Planning also includes financial planning and
scheduling activities.

Hierarchy

This is a plan hierarchy in Hive9 with the colors you see in the system:

Program

Line
[tem

A plan summarizes all activities with which a specific goal is pursued. The
associated measures are described in subordinate items.

A campaign consists of a theme, focused on an overarching message that
houses related programs and activities and are usually longer than 9
months.

A program is a collection of similar activities like Reputation, Demand
Creation, Sales Enablement, Marketing Intelligence. For example, a Social
Media program is a suite of social media tactics that are executed
supporting a campaign.

Tactics are tactical things that marketers do daily, for example: webinars, e-
books, emails that are created and projects you manage, etc. You will likely
spend most time creating and editing Tactics as they are the main objects in
Hive9, and they have the most attributes and functionality.

A line item is a child object of a tactic. It’s where you define and track how

you’ll spend your budget. You’ll see planned costs and record actual spend

in each line item. You'll learn more about the elements, like their attributes,
your access to them, and your goals, in chapter 3.2.
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3.2 Details on Hierarchy Elements

Name of a hierarchy element

The name of a plan must be unique in the system. For child elements, the
name below the parent element must be unique. For example, under an
Awareness and Reputation campaign, there can be only one Brand
Awareness program.

Access

Access to hierarchy elements depends on your team assignments and role.
When a plan is created, one or more teams are assigned to it. Users
assigned to any of these teams can view the plan and its child elements.
Whether you can create, edit, or delete the plan or other elements depends
on your role in the team. Also note that depending on your organization's
role concept, for example, you may only be able to see a plan, program, or
campaign, and only edit it starting with the tactic level. Contact your
administrator if you have any questions about the role concept and the
assignment of teams to plans.

Time allocation

A plan is always assigned to a fiscal year. You can select the current year or
up to 10 years in the future.

Campaigns and programs have a start and end date. In the settings for the
system, it is decided whether this data is filled manually or automatically.
You can see which option is set in your system as follows:

e Manual: The Start Date and End Date fields in the Inspection Window of
the element are editable. At least the start date must be selected in
the fiscal year.

Automatic: The Start Date and End Date fields in the Inspection Window of
the element are grayed out and not editable. If no tactics exist, the
start and end dates correspond to the first and last days of the fiscal
year. Once tactics are added, these dates update to match the
earliest start and latest end dates across all tactics.

For tactics, you usually enter the start and end dates to set the duration.
With the time span thus defined, a tactic will be displayed in the calendar.
However, it is not realistic to be able to assign a tactic to exactly one year.
Examples include evergreen tactics. Therefore, tactics may have more than
one parent program: for example, Tactic T1 may have parent P1 for year 2022
and P2 for year 2023 and P3 for year 2024.
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Line items can be created outside the time span of the parent tactic. This
allows you to plan costs that occur before or after the actual activity, even
in preceding or subsequent years.

Owner

The creator of an element is the default owner. Subsequently, the element's
ownership can be handed over to any other user who is part of a team that
has access to the planning hierarchy.

Owners are usually the people responsible for the item. It may be agreed in
your organization that the owner takes over process tasks such as triggering
approvals or notifications.

Model

A model is assigned to each plan. A model centrally defines the criteria that
will be used to measure the success of your marketing activities. The model
also specifies which tactic types can be used within the plan. In addition, it
defines with which third-party systems the plan exchanges data.

The models that exist in your system are managed by your
administrator. Contact your administrator if you have any questions.

User Category Dependencies

When enabled, all hierarchy elements inherit their owner's User Category
through a hidden system attribute. This inheritance:

e Updates automatically when changing an item's owner
o Affects dependent attributes within and across hierarchy levels
e Applies to imported content

e Cannot be modified directly (only changes through owner assignment)

Note

You can’t edit the inherited User Category directly in the Inspection
Window. To change it, update the owner’s User Category or assign the
item to a different owner.
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AOP/Strategic Plans

For strategic marketing, it can be helpful to mark plans as strategic. You can
do this by activating the Set plan as Strategic/AOP checkbox in the plan’s
Inspection Window.

Note

This is an optional feature that might not be activated in your system. For
more information, see chapter 10.8.6. or contact your system
administrator.

AOP/Strategic plans are represented by the light gray color in the Plan,
Budget & Cost, and the Calendar views:

2021 Lubes BC PIR Plan (+]::3 01012021 12/31/2022 I
2023 MARKETING PLAN [+ m 01/01/2023 12/312023 I

@ Demo plan (CAG check) [+ 01/01/2023 | 05/29/2023 I

In addition, a user can filter the AOP/Strategic Plans in the filter panel on
the left-hand side.

Relate Plans

In addition to the regular marketing plan, both higher-level strategic plans
and lower-level plans can exist. To be able to map the relationships, you can
relate these plans. Please note that the child entities of related plans will
not be related to each other.

Note

This is an optional feature that might not be activated in your system. For
more information, see chapter 10.8.13 or contact your system
administrator.

When the feature is turned on, a Related Plans grid is shown in a plan’s
Inspection Window.

For more information, see chapter 3.9.2.
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3.3 Plan Creation Workflow

Because of the hierarchy, the elements must be created in the following
order. For example, you can only create a tactic under a program that

already exists.
m e m

+Define Plan +Attributes eAttributes
=Budgets *Cost

*Budget
*Goal sTimeframe eTimeframe
*Goal

Approval &
Comment Workflow

Add Program

=Comment
*Approve or Reject

sAttributes
eBudgets
sTimeframe

Note

Keep in mind that you may not be able to create all elements because
your role in the system does not allow it. Contact your system
administrator if you have any questions.

3.4 New Plan Creation

3.4.1 Create New Plan

o Click > Menu > Plan. Alternatively, use the Action Icon on a plan
row:

‘ @® Mew Plan l
‘ & LLLR Copy Plan I

‘ § @ New Campaign

o Set up the plan:

Choose a model.

o ®

Provide a descriptive name for the plan.

Choose a year for the plan.

a o

Add a team to the plan.

e. Choose the plan owner (if it is not you).

bl

If visible and needed: Activate the Set the plan as Strategic/AOP
checkbox.

g. Complete the goals section of the plan.
h. Add custom goals, if required.

o Complete the Budget section of the plan.
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@ Delete ><
n Zodiac 2018 Marketing Plan @

Plan Definition Plan ID: 1628

Setup
Model® Teams® @ Owner*
Zodiac 2018 Corporate Model 1. D18 - Budget Team, Directors, of Jason Andrade -

2017 Revenue-based plen for Retail and Manufacturing/Logistics solutions to Enterprise markets.

Goals
Waterfall Goal* Goal Amount
revenue - $77,500,000.00

Based on your goal abjective, this plan will generate...

W WO inguie ¥ Average Deal Size

$8,376.00

Brand Awareness 60,000
@ Calculated information based
o on model used
udget
Plan Budget Default Fi e Budget @ Default Line ltem Allocation €@
$12,810.919.00 Globex 2018 NA Marketing Budget - First -

Marketing Activities

Add Campaigns, Programs, and Tactics to enter the initial plan components.
At each level, you may create an item at that level, or one level (child) below
that level. All Items include a Setup Tab and a Review Tab.

e Setup Tab

o Name, Tactic Type, Start Date and End Date are needed to
create a Tactic

o Attributes with red asterisk are required. Required fields will
need a value when tactic is submitted for approval and not
upon creation.

e Review Tab
o Add comments for other users

o Submit campaign for approval. (Note: All Programs and Tactics
that reside under the specific Campaign will be approved if
none have been previously submitted.)

o Share button will send a link to specified users.

o Sync button is for manual synching of items between
integrated system.
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3.4.2 Add Campaigns

There are three ways to add campaigns. Click the plus icon at the right
of a Plan or Campaign, or when in a Campaign screen, click the Add button

Option 1 — Calendar Option 2 — Grid View Option 3 — Inspection
' Manufacturing and Warehouse Mark... © New Campaign i ©Zodiac 2020 Marketing Plan o® “ $10,424,9 Window
MW Awareness/Reputation B0 © New Campaign From Template | B Manufacturing and Warehouse Marketing © New Campaign C
Copy Campaign O MW Awareness/Reputation © New Campaign From Template
[ Copy Campaign o )
[C1Copy To | ® Modex 2020 B Copy To » n Manofad & e paig -
© New Program |  Modex Follow-up Email © New Program b @ tew Campalgn From Templare
© New Program From Template ] | Modex Promational Banner Ads © New Program From Template
© Create Template _
© Create Template 1 | A Mnday Bramatinnal Email w7 <mann Status PR
° e Pl

3.4.3 Add Programs

There are three ways to add programs. Click the plus icon at the right of
a Campaign or Program, or when in a Program screen, click the Add button

Option 1 — Calendar Option 2 — Grid View Option 3 — Inspection
BEM/MW Awareness/Reputation B9 ©New Program © MW Awareness/Reputation © New Program 3 Window
© New Program From Template I Modex 2020 © New Program From Template )
B3 Copy Program O Copy Program b [@ ek
& New Tactic Modex Promotional Banner Ads © New Tactic £ M/W Aw 5 He
© New Tactic From Template Modex Promotional Email © New Tactic From Template ) s
m © Create Template opy Program

© Create Template
MM Nemand Creation - Inhaiind 1M e + v s ramss < s

Programs work the same way as Campaigns. Differences are as follows:

e Programs can have their own set of custom attributes.

e Start and End dates must be within the confines of the respective
Campaign

e Program budget cannot exceed campaign budget.
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3.4.4 Add Tactics

There are three ways to add tactics. Click the caret next to the program
name, click the plus icon at the far right of a highlighted tactic, or when in a
program screen, click the Add button.

Option 1 — Calendar Option 2 — Grid View
B2022 Marketing Plan B © | 2022 Marketing Plan
9 Awareness and Reputation T i Awareness and Reputation 01/01/2022
B Product Promotion (1+) B Product Promotion 05/01/2022
@ Phone Air Series Bo B Phone Air Series 05/01/2022
@Phone Q Series 6o B Phone Q Series 05/01/2022
E)Phone ZX Series B ©NewProgram B Phone ZX Series - 23 )5/01/2022
© New Program From Template @ Summer Special Event_Copy_0721... ) © New Tactic 2
' a
L) Conybiogram B Summer vibes >on<_Copy_072120... © New Tactic From Template 2
[T Copy/Move To [T Copy Tactic
© New Tactic content 4 &7 [0) Copy/Move To
© New Tactic From Template Coordination © New Line ltem
© Create Template © Create Template
Find influencers —

Option 3 - Inspection

ID: 644372 Status: Created: 07/212022 (5] o) B3

New Tactic
New Tactic from template

1] [T] Tactic Attributes

Name *
Summer Special Event_Copy_07212022_022849_1

Parent Campaign * Parent Program #

Product Promotion ~| | Phone ZX Series -

Tactic information rolls up to Programs and Campaigns. Tactic data can be
defined as a default in the Model — Planned Cost, Target Demand Waterfall
Stage and Integration deployment. All default data can be changed at the
time of tactic creation.

3.4.4.1Import Tactics

You can import tactics in bulk using the Import button in the Workspace
Control Panel. The system provides a template for importing tactics and
their attributes.

When User Categories are enabled:

e Imported tactics inherit the User Category from their assigned owner
e The owner must be specified in the import file

e Attribute dependencies based on User Category are automatically
applied

e |If an owner's User Category changes after import, the tactic's
inherited category updates automatically
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3.4.4.2Tactic Settings

The following sections describe the Tactic settings divided into the sections
you will find in the Inspection window.

Tactic Attributes

The attributes section houses most of your setup choices, including an
expandable custom attributes section.

Attribute Description

Point of view Note: Only visible for multi-year tactics that are linked with parent plans in
two or more fiscal years. To learn how to link a tactic to parent plans in
other fiscal years, see chapter 3.4.4.3.

The selection list allows you to view a tactic and its data in different fiscal
years. The fiscal year in which the tactic was created is marked with
[source].

Name Enter the name of the tactic. Be aware that the name below the parent
element must be unique.

Edit External Activate the checkbox if you want to edit the external name of the object.
Name The external name is used in integrations with third-party applications.
Depending on your integration changing this name may update the
integrated object when synced.

Parent Campaign Display of parent campaign
Parent Program Display of parent program
Tactic Type Select the type of tactic. The types available depend on the model assigned

to the parent plan.

Owner The creator of an element is the default owner. Subsequently, the element's
ownership can be handed over to any other user who is part of a team that
has access to the planning hierarchy.
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Attribute Description

Date Settings Tactics need a time specification:

Each tactic has a Start Date. By default, you will also see an End Date. Enter
the start date and the end date of the tactic. Both dates can be in the
parent plan's fiscal year or a subsequent year. Note that start date must be
before the end date. If you enter start and end date in different fiscal years,
then you create a multi-year tactic. Please refer to chapter 3.4.4.3 for more
information.

If you create an ongoing or evergreen tactic, activate the appropriate
checkbox (see following description). Then the tactic will not have an end
date. In this case, you create a multi-year tactic. Please refer to chapter
3.4.4.3 for more information.

Depending on the settings in your system, you may see the following fields:

e Due Date: Enter the due date of the tactic. The date is independent
of the tactic’s start and end date and the parent plan’s fiscal year.

e Build Date and Completion Date: Enter the build date and the
completion date of the tactic. These specifications are independent
of each other and the start and end dates. They also do not depend
on the fiscal year of the parent plan.

e Start Time and End Time: Enter the start and end time of the tactic.
This can be useful for webinars, for example.

Ongoing Tactic / If you create a tactic that lasts indefinitely into the future from a certain
Evergreen Tactic date, activate the checkbox. Then the tactic will not have an end date.

Note: Once a tactic is saved as evergreen or ongoing, this attribute cannot
be edited. To unmark a tactic as evergreen, close the tactic and create a
new tactic, for example, a Multi-Year Tactic with start and end dates.

Planned Cost Enter the costs you plan to incur for the tactic. Planned cost may be
mandatory, optional, or hidden based on your system’s settings.

Multi-Year If the cost of the tactic is incurred over multiple years, this is created using
line items in different fiscal years. Please refer to chapter 3.4.5 for details.

The Multi-Year sub-grid shows in which different years line items are
created for the tactic.

Custom Attributes The Custom Attributes area displays the attributes created for your
instance. Contact your administrator if you have any questions.

Attributes of Multi-Year Tactics

Attributes of multi-year tactics will stay consistent across all years. To
change the attributes of a multi-year tactic, create a new tactic with
changed attributes.

Evergreen tactics are incompatible with plans that use attribute
dependencies. If the dependencies change from year to year, the tactic's
attributes will be based on the first year that the evergreen tactic was
created in.
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10-Year End Date Restriction

To improve system performance, particularly during cost allocation
calculations, a new restriction has been implemented on setting end dates

for tactics.
Area Restriction
General Rule End dates cannot exceed 10 years from the current plan year
Tactic Inspection e Select any date up to 10 years from current plan year
Window (IW) e Error message if date beyond limit is selected
Plan Grid and e Extend End Date up to 10 years from current plan year
Calendar Grid e Attempts to set later dates prevented
) e Set End Dates up to 10 years from current plan year
Bulk Edit ) o
e System prevents setting End Dates beyond this limit
] ) e All End Dates in import file must be within 10-year limit
Importing Tactics . . o . .
e Tactics exceeding limit not imported, error message displayed
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Goals

The goals section will contain both your waterfall and custom goals.

Calculated

© Goals & - oo
Fields
Inquiry Revenue
ity QOverride M 0 $2,541,840
Custom Goals B '\ OVeI'I’Ide.
Calculation

Custom Goal Goal Amount

\ Add Custom

Goal

Brand Awareness

Set the number of inquiries that the tactic should generate. Based on the
model assigned to the parent plan, the TQL and Revenue fields will result. If
you want to override the settings of the model, activate the checkbox. Then
you can directly enter values for TQL and Revenue.

If you want to create your own goals, click Add Custom Goal. Select a
Custom Goal from the drop-down list and enter a target value.

Goal horizon can be set beyond the in-market dates to allow teams to
capture delayed results.

For evergreen tactics, the goal horizon will be the end date of the fiscal year
furthest in the future for that tactic (start date or inserted results date).

Tactic goals are spread across the in-market months, plus the goal horizon,
enabled from the tactic types within the model.

Integrations

The integrations section will show any connections this record has to other
systems.

Performance

The performance section shows the waterfall performance of the tactic, as
well as the costs in a summary grid. The detailed transactions appear in a
collapsible list below the grid.

You can select multiple years when adding performance actuals via the +
Year button.
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Exporting Transactions

You can export transaction details directly from the Tactic Inspection
Window:

1. Locate the Export Transactions button in the Transactions section.

Transactions (8) 8 M Go To Transactions
Export Transactions

Search Q 20 perpage ~
I

Allience_Lineltem 904968 cl.oows7942S  10/04/2024 0007250350 5096498563 SGPRINTING 454 7 6139467942
G012024001 = =

2. Click the button to download an Excel file containing all transactions
for this tactic.

o The export includes all columns shown in the Transaction grid

o The file is named "Transactions_Tactic#[tacticID]_[date-
time].xlsx"

o The date-time stamp follows your local machine settings

Note

If you can view transactions in the Tactic Inspection Window, you can also
export them - no additional permissions are required.

Line Items

The line items section contains the cost element breakouts and the links to
the financial budgets. All purchase requisitions are also stored here.

= Line ltems B

D Name Planned Cost JAM - 2022 FEG - 2022 MAR - 2022 APF
658302 My secondTactic
747909 Sys_Gen_Balance F

For more details, see chapter 3.4.5.

Media Code

The media code section for creating and managing unique media codes and
their segmentation are displayed here when the tactic type requires it. Note
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that media codes are attached to tactics, not line items. Media codes will
also be displayed as sub-grid.
For more details, see chapter 3.4.4.5.

Approval Tracker

The approval tracker appears here when active.
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3.4.4.3Link Multi-Year Tactics to Different Parent Programs

When a tactic spans two or more years, you create a multi-year tactic. This
occurs in two cases:

e You have placed the start and end dates of a tactic in different fiscal
years.

e You have checked the Ongoing/Evergreen Tactic checkbox in the
Inspection Window of the tactic.

For all data mapping to be performed correctly in the system, you must map
the tactic to a new parent program in each required fiscal year:

o Create the multi-year tactic. Make sure that the start date is in
the fiscal year of the original plan. Furthermore, you must either
place the end date in a subsequent year or check the Ongoing
Tactic / Evergreen Tactic checkbox.

o Close the Inspection Window and switch to one of the views in
the Plan module.
The tactic is displayed with the & symbol in front of the name. The

symbol means that it is a multi-year tactic, but it is not yet linked with
all required fiscal years.

o Make sure that a plan is created for each fiscal year to which
you want to link the Tactic. The following conditions apply to
the plan:

e The plan must use a compatible model, ideally the same model.
If it is a different model, the tactic may not be linked or data may
be lost when linking.

e The plan must have at least one program to which the multi-year
tactic can be linked.

o In the multi-year tactic row, click the Action button and
select Link to. Note that in the Calendar View you must first
click on the tactic to reach the Action button.

The Linking - Tactic Name dialog is displayed. If several plans exist for
subsequent fiscal years, they will be displayed in the selection list at
the top.

o Select the desired plan.
o Select the parent program.

o Click Confirm.
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The dialog is closed. The tactic is additionally displayed in the plan
module below the newly selected parent program.

o If necessary, repeat steps 4 to 7 for each fiscal year you need
for the multi-year tactic.

You have assigned the Multi-Year Tactic to a parent program in each required
fiscal year.

For a Multi-Year Tactic, if you have linked each required fiscal year, the icon
in front of the name will change from = to *. Note that this may not be
possible for an ongoing/evergreen tactic because a plan with corresponding
parent programs cannot yet be created for all future fiscal years. If you
hover the icons ™ and * with the mouse cursor you will get details about
the type of linking.

After linking a multi-year tactic to parent programs in other fiscal years, you

will see in the tactic’s Inspection window the Point of View dropdown (above
the tactic’s name at the top). The dropdown offers the possibility to view the
tactic and its data in the corresponding fiscal years. The fiscal year in which

the tactic was created is marked with [source].

3.4.4.4 Relating Tactics

You can relate tactics to map cases where a tactic affects the return of
investment of another tactic. This is the case, for example, when you reuse
an e-book produced in the last fiscal year in a social media campaign in the
current fiscal year.

To map such cases, administrators can create tactic types that are primary
tactics (parent). In the above example, the tactic under which the e-book
will be produced would be the primary tactic.

All other tactics can be related to primary tactics.

Note

Depending on your settings in tactic categories, the system may restrict
you from relating tactics with incompatible start/end dates. It is not
possible to relate tactics that do not occur within the same time period.

Uptempo.io © Uptempo Inc. 2025 | 44




W Uptempo R

How to Recognize a Primary Tactic

You can determine whether a tactic is a primary tactic in the Inspection
Window. Primary tactics have a Related Tactics section:

= Related Tactics O

The comparable section for other tactics is called Related Primary Tactics.

Related Primary Tactics B Relate New Primary Tactic

Name 1 Actions Start Date End Date Status Planned Cost Tactic Type

2

» Summer Special Event 04/05/2023 05/05/2023 Created $75,000 Partner - Advertising

You can quickly navigate to these sections within the Inspection Window via
the icon in the left bar.

ID: 787456 Status: Created: 07/10/202

Related Primary Tactics &

Name *

» Summer Special Event

[@=znxg>eB

Relating Tactics
o Click > Menu > Plan.

o Set your filters to display the plan in which you want to relate
tactics.

o Open the Inspection Window of the tactic and go to Related
Tactics or Related Primary Tactics section.

o Click Relate Tactic or Relate Primary Tactic.

o A dialog is opened.
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o In the Year dropdown, select the year to which you want to
relate.

o In the Plan dropdown, select the parent plan of the tactic to be
related.

o In the first column, select the parent campaign of the tactic to
be related.

o In the second column, select the parent program.
o In the third column, select the tactic to be related.

o In case you want to relate to the tactic including all line items,
click * for the tactic.

o In case you want to include a selected line item, click + for all
line items to be included.

o Click Save.

You have related the tactics.

Other Actions

From the Related (Primary) Tactics section, the user may also:

e Open the Inspection Window of the related (primary) tactic by
clicking

» Break the relationship to the related (primary) tactic by clicking *

e See basic information about the related (primary) tactic

Related Tactics & Relate Tactic
Name Actions Start Date End Date Status Planned Cost Tactic Type
» Barclays Supply Chain Risk Webinar o3 11/08/2021 1/09/2021 Approved $32,000 Webinar v

» Digjql Banner Ads - Executive Buyer - Q4 8 \ 10/01/2021 12/3172021 Approved $66,000 Digital Display Content ¥ l

Related Tactics

Open the o .
Inspection — Break the Basic information
Window of the relationship to the about the Related
Related Tactic Related Tactic Tactic(s)
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3.4.4.5 Media Code Management

The ability to create a unique code(s) per promotion tactic to be used as a
value in a custom URL. Example custom URL —
http:/mywebsite.com/?mediacode=9000036 — Note: Similar to a Google
UTM

The Media Code can have custom attributes to provide reporting flexibility.
Example - Creative Unit, Format, Vendor, Description, etc.

M Media Codes O

)
L

3.4.5 Line Items

A line item is a child object of a Tactic. Line items are where you see your
spend cost. It’s the detail of how you’re going to spend the money for your
tactics. You will track your actual spend in the line item.

Total Time Period

The allocation of line item costs are not tied to the period of the parent
tactic. When creating a tactic, the associated fiscal year is initially displayed
in the Line Items section of the Tactic Inspection Window. However, you can
append preceding or subsequent fiscal years if costs are incurred in the
years before or after the parent tactic fiscal year.

To add additional years, click on the parent tactic’s Inspection Window in
the Line Item section:

e - Year: You add a preceding year.

e + Year: You add a subsequent year.

= Line ltems B
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Time Segments

When creating the line items, you specify a total amount. This total amount
can be allocated either monthly or quarterly. You select the time segments
in the parent tactic’s Inspection Window in the Line /tem section:

= Line ltems B

Year: | 2022 - + Year ([RIHIY

Monthly

D MName

658302 My secondTactic Quarterly
Your selection sets the display of the allocation area:

= Line liems B

Year: 50322 - Monthly -

o] MName Planned Cosif 22 OQCT - 2022 NOW - 2022 DEC - 2022
658302 My secondTactic $5,500 $2166.67 $1,666.67 $1,666.67
747910 My secondTactic_Line ltem1 W E v £5,000 $1,666.67 $1,666.67 $1,666.67
74791 My secondTactic_Line ltem2 W F - $500 $500
747909 Sys_Gen_Balance F -

Mechanisms

For the distribution of the total amount to the time segments, the system
provides you with the following mechanisms to choose from:

e C=Custom; You allocate the total amount manually among the time
segments. This mechanism allows you the most flexibility to allocate
the costs, but it can be hard to use when there are many time
periods.

Note: You can prevent users from leaving an unallocated
amount on a Line Item under “Organizational Setup”.

e F=First Month; In default allocation, all costs will be allocated to the
start month/quarter of the parent tactic. If you customize the default
allocation and enable multiple years, the total cost will be written to
the first month/quarter of the first year.

e [=Last Month; In default allocation, all costs will be allocated to the
last month/quarter of the parent tactic. If you customize the default
allocation and enable multiple years, the total cost will be written to
the last month/quarter of the last year.
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e E=Evenly Distributed; In default allocation, the costs are evenly
allocated by month/quarter equally to the time segments within the
parent tactic’s duration. If multiple years are activated for the line
items, then the costs are evenly allocated by month/quarter to the
time segments within all years.

MName Planned Cost 22 QCT - 2022

My secondTactic £5,500 $£5,500
My secondTactic_Line ltem? W F - $5,000 $5,000
My secondTactic_Line ltem2 i $500 $500

Sys_Gen_Balance F - Even

First Month
Last Manth

The default allocation mechanism is defined at plan level in the Plan
Inspection Window.

Note

If the parent tactic is evergreen/ongoing, you cannot use the Last Month
and Evenly Distributed mechanisms.

If the plan specifies such a default allocation for line items of an
evergreen tactic, the total amount is entered in the first month/quarter. If
this does not match your plan, switch to the custom mechanism and
enter the costs according to your needs.

System Generated Balance

Sys_Gen Balance means System Generated Balance and is there to be used
as a visual cue if your line item amounts equate to tactic planned cost. If
you employ line items, your goal is $0 for Sys_Gen Balance.

Note

A negative “Sys_Gen_Balance” can be prevented in the Model settings,
see chapter 1012.1.

Linking to Finance Budget

Use the Link to Finance Budget section to link the Line Item to the specific
budget.

Uptempo.io © Uptempo Inc. 2025 | 49




W Uptempo R

Note

If you do not link to a specific budget, then the amount of the Line Item
will be shown in the Sys_Gen Balance section of the associated Finance
Budget.

If planned costs are allocated for the line items of a tactic in several fiscal
years, you can also link to finance budgets separately for each year.
Therefore, first select the fiscal year for which you want to create a link and
then the budget as described below.

Link To Finance Budget

Linked Budget ltem

[ 1302 Event - Promotions T
Budget Name Cost Center « GL Account +

2020 EMEA Retail Budget 1000 Advertising 1301 Event - Booth and Signage +

202155 Test Budget 1100 Customer Marketing

Globex 2021 International Budget 1200 Email 1303 Event - Travel

Globex 2021 Marketing Operations Budget 1304 Event — Venue Costs
1400 Agency Fej 1305 Event - Online Events

Uncharted B 12021 1500 Marketing
1600 Video
1700 Websit 3 At the lowest Line Level, a +

sign indicates the lowest

9 Choose Levels Budgejc level. Cllf:k the + sign .
1 Select the Budget to assign your Line Item to this
Budget Line.

When allocating a Line item’s cost to a Budget row that has a Hard Stop
Limit, the user needs to use the Allocation popup and allocate amounts in
the popup window. Click Save when the user has completed the allocation.

= Line ltems @
20:
Lo} Name JAN MAR APR MA JUN JuL AUG SEP

Digitsl Banner

BOaF -
0w e -
ol BOWF -
€ -

Allocation popup

Click Save when complete !>!

6967

Custom Attributes &

Check Date Invoice PO Amount PO Number

PO Ststus Vendor
KPI Analytics -

Link To Finance Budget

Linked Budget ftem

[D | 1001 Advertising - Digital w
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3.4.5.1Add Line Item
o To add a line item, select one of the following options:

e In one of the main views, click the Action Icon of the parent
tactic or a sibling line item. Select New Line Item:

[ odacamshariangrin 00§ oo

I + Corporate Strategic Marketing 01/01,2018 12/31/2018
I Manufacturing and Warehousing Marketing 01/01/2018 12/31/2018

MW ABM 01/01/2018 12/31/2018

M/W Awareness/Reputation 01/01/2018 12/31/2018
I v Modex 2018 05/01/2018 07/31,2018
I # Modex Follow-up Email 05/01/2018 07/31/2018
I 7 Modex Promotional Banner Ads 04,01/2018 05/31/2018
I Modex Fromotional Email @ New Tactic 05/31,2018

Promotional Email_Line ltem

@ Copy Tactic
Sys_Gen_Balance
i @ Copy To
I # Warehouse Roadshow 12/31/2018
— - @ MNew Lineltem —
v M/W Demand Creation - Inbaund o 12/31/2018
# M/W Demand Creation - Outbound 01/01/2018 123172018

* In the parent tactic’s Inspection window and in the Line Item
Section, click Create Line Item.

The Line Item Attributes section is opened in the parent tactic’s
Inspection window.

o Edit the name.
As default name, Parent-Tactic-Name_Line Item is entered.

o Set the currency.

o Enter the planned costs.

o Optional: Change the owner.

o Optional: Edit custom attributes.
o Click Save.

You have added a line item. The planned costs will be allocated according to
the default mechanism.
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3.4.5.2Allocate Costs

The default allocation is always executed based on a rule for the duration of
the parent tactic, and may have to be adjusted to real conditions. This is
especially true if costs are incurred in preceding or subsequent years.

Prerequisite: You have created a line item.

(e]

Open the parent Tactic’s Inspection window and go to the Line
Item section.

If costs are incurred outside the parent tactic’s fiscal year,
select each year needed. Click:

e - Year: You add a preceding year.

e + Year: You add a subsequent year.

Note: Adding a year may convert the parent tactic to a multi-year tactic.
This conversion cannot be reversed.

(o]

To display all years, activate the checkboxes in the Year
selection list.

= Line ltems B

Year: | 5022, 2023 -

2022
2023

O

Decide whether you want to allocate monthly or quarterly.

= Line ltems B

Year: 2022

D
658302

MName

My secondTactic

Select the mechanism you need for line item you want to
adopt.

If you want to edit the planned costs manually, enter the
desired amounts:
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= Line ltems &

Year: | 3022 M Monthly -
|v] Name Planned Co: JAN - 2022 FEG - 2022 MAR -2022 AP
658302 My secondTactic $£5,500 $200 $200 $200 k|
747910 My secondTactic_Line ltem1 Wc $4.800 $200 $200 k|
74791 My secondTactic_Line ltem2 WF - $500
747909 Sys_Gen_Balance F T $200

You have allocated the costs.

3.4.6 Assigning Teams to Plans

In order for users to gain access to Plans content, users must belong to a
team that is assigned to a Plan. Once a team is assigned to a Plan, a user’s
role will further determine the actions that the user can complete inside the
Plan.

Assign team(s) to a Plan

o Open the plan Inspection Window to the plan that you want to
assign a Team to.

o Under the Setup section, use the dropdown to select the
Team(s) that you want to have access to the plan.

o Click Save.

Plans can have multiple teams assigned; however, the owner of the plan
must belong to one of the teams. When multiple teams are added to a plan,
Team collaboration rules and user permissions will further determine the
actions that users can take inside the Plan.
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3.5 Calendar View
e Avisual representation of your plan
o Default view of Plan
e Bar Colors
o Plan = Black
o Campaign = Dark Blue
o Program = Light Blue

o Tactic = Multiple Colors — Client configured in Theme Settings

6 EmmEEEEEEEEE 24 110 EENEEEREEENE §11.7M STM Rl

E @@ r - ity - TR - |

S Retall Demand Creation - Inbound 1@

@ Retail Desmand Creation - Outbound

Users can drag and drop tactics from one place in the calendar to another.

The Tactic Elements to include in the pop-up are configured in Theme
Settings, see chapter 10.9.

3.5.1 Calendar Synchronization

If purchased, your customer success team will turn on calendar
synchronization for you in the system settings. Once enabled, any saved
calendar views that you have created will be available for sharing.

Get Calendar To URL

Plan Budget: Annus Planned Gost: Annual Allocated Planned Cost: Total campaigns bsubscribe to all Tactics In the current vi
$12.2M $11.7M $117M Lh“ 6 1T hitps://plan hived.com/api/Calendsr/GetHiveoCalendarEy
Import to Google Calendar
E @ L. || 2020 cuarterly ~ || Hierarchy ~ | Nemer  ~ || =|| A H 1. Open Google Calendar.

2. Click the pius icon next to “Other calenders™ from the left
3. Choose “From URL”
[e}} Q2 Q3 4. Copy and paste the link from sbove and click “Add Calendsr”

& Meridian 2020 Healthcare Plan Meridian 2020 Healthcare Plan Import to Qutiook Calendar
1. Open Outlook Calendar.
@ Zodiac 2020 Marketing Plan Zodiac 2020 Marketing Plan 2. Choose “Add Calendar”.
3. Enter URL within Subscribe from Web.

4. Copy and paste the link from sbove and click “OK”
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To Export to your Outlook or Google Calendar, m
you must first set up at least one Saved Filter

in the Filter Column. Then select one of the Saved Default - Saved Filters Y
saved filters. Filter  — e

Next, simply click the calendar icon to see the

link to use when subscribing to the calendar in

either google or outlook. Instructions are provided. Published calendars are
synchronized each night with any changes to the plan.

Uptempo.io © Uptempo Inc. 2025 | 55




W Uptempo R

3.6 Grid View

e The default view of your plan
e A more data-centric view of your plan

e Allows you to sort columns by ascending or descending views. Note,
that Campaign structure will be upheld in sorting.

e Numbers roll up in the hierarchy, even for custom and formula
attributes

e Drag and drop columns to where you want them to be

e Some cells can be edited directly: Cells that have a darker gray font
(versus light gray) can be edited.

Note: You cannot make multi-select choices in the grid view and not all
dependencies will be available

T . [ [ Alfocated Planmed Gost:Tot Campaigrs e Tactics o
2.2 ¢ $UTM Rl e 6 EEEEEEEEEEEE 26 y LU LTI TTT L]
:: OB e R S 3 =
Attributes ta Asse
[ mm—m
m_

ouse Marketing

OU012020  0V30/2020

03/0V2020 03312020

05/0¥2020  0S/3Y2020

2 1oL
uaTaL
12 TaL
uzTaL
wataL

sTaL

02102020 02/28/2020

@NRF 2020 Promational Bonner Ads

21000 Digitel Display A = Lee Gamer ~
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3.6.1 Column Management
You can choose which columns are shown to personalize your view.
e Changes are saved between sessions.
e Viewable Attributes are segregated by (scroll to see all Attributes):
o Standard Attributes
o Campaign Custom Attributes
o Program Custom Attributes
o Tactic Custom Attributes

o Line Item Custom Attributes (if applicable)

Hover to reveal

Column

Management —_—

Icon. Click to Start Date End Date Status
open Column

Management P

11/01/2017 | Open Colurmn Management F‘ﬂ‘t

Window.
01/01/2017 12/31/2017 Created

x
Q,  select Alll Clear Al
B Standard Attributes  Select All | Ciear Al
Actual Actual @ Monthly FX Annual Actual Annusl Actual @ Monthly FX
Annual Budget Annual Planned Cost Created Date Description
End Date D Level Ovmer
Pending Accruals Plan Budget Planned Cost Revenue
Start Date Status
B Calculated Columns  Select Alll Clear All
Actual Distribution Annual Actusl Distribution Annual Budget Distribution Annual Planned Distribution
Budget Distribution Planned Distribution Annual Budget - Actusl Annual Budget - Planned
Annual Planned - Actual Budget - Actual Budget - Planned Planned - (Actual + Pending Accruals)
Planned - Actual
B Plan Custom Attributes  Setect ail| Clear All
Plan - Upload Attachment Test
B Campaign Custom Attributes  select ai | Clear a1l
Upload Attachment Test
B Program Custom Attributes  Select All | Clear All
Child Parent A Parent B Upload Attachment Test
B Tactic  setect an | crear an
Standard Attributes  Select a1l | Clear &1 v

Note that the list of attributes can be very extensive and therefore may not
fit on your screen. Scroll down to see all attributes.
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3.6.2 Arrange Columns the Way You Want

The columns selected in Column Management will display in a default order.
However, you may choose to move columns around to suit your needs. To
arrange column order:

In the row above the column headers, click and hold your cursor over the

empty cell.
View By
BB E AN A Plan Hierarchy =~ Goi
Name D Start Date Planned COSR Status
I + Meridian for Healthcare IN Outbound Telesales 40645 01/01/2018 $120,000 In-Progress
I + Meridian ROI Calculator IN 40641 01/01/2018 $54,000 In-Progress

You will notice a set of orange bars will appear at the left and right edges of

the cell.
View By
BB E AN A Plan Hierarchy =~ Goi
Name D Start Date Planned Cost Status
I + Meridian for Healthcare IN Qutbound Telesales 40645 01/01/2018 §120,000 In-Progress
I + Meridian ROI Calculator IN 40641 01/01/2018 $54,000 In-Progress

While holding down the cursor, drag the column to where you want it and
release the cursor.

View By: /\
] @ AR 4 Plan Hierarchy = Go:

| [

Name ID Planned Cost Start Date Status
I + Meridian for Healthcare IN Qutbound Telesales 40645 5$120,000 01/01/2018 In-Progress
I + Meridian ROI Calculator IN 40641 $54,000 01/01/2018 In-Progress

The column will remain in this position until you change the columns viewed
or move it again.

Note

In Budget & Cost view, only custom columns can be rearranged. Standard
columns such as Monthly View, Quarterly View, and other default columns
remain in a fixed order. These standard columns always appear before
the custom attributes’ columns.
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3.6.3 Line Item Selection and Display Options

The Plan Grid now offers enhanced control over line item selection and
display through the “Hierarchy Viewer.” This feature helps you to focus
specifically on line items while managing your plans.

Plan Grid Options
In the Plan Grid, you can now:

e Select and view only line items and exclude all other hierarchy levels
e Choose how system-generated balance entries are displayed
To use these features:
1. Click the “Hierarchy Viewer” option in the control panel.
2. Under “Line Items,” you'll find three mutually exclusive options:
o Show all line items (default)
o Show line items with details

o Hide Sys_Gen_Balance (shows only Non-Sys_Gen_Balance line
items)

o@ 8 L X 20 ¥ Hierarchy v &gﬁ P B G

Search
Plans
Campaigns

Name

ID Sta
@ 2025 avesig g BO®= o | o
Zaren BO&= i | o

Initiatives E

Activities '
Linked to previous year only

Linked to next year only

Unlinked Activities only

o v Line ltems

Unlinked Line ltems only

With a Sys_Gen_Balance only

o'sf Hide Sys_Gen_Balance

Note

These options work like radio buttons. You can only select one at a time.

Budget & Cost Grid Considerations
The Budget & Cost Grid handles line item selection differently:

e You must select a parent object (Plan, Campaign, Initiative, or Activity)
to view the grid.
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e |If you try to access the B&C Grid with “ONLY Line Items” selected in
the Plan Grid, you'll see this message: “In order to view the Budget &
Cost Grid, you must select a Parent Object: e.g., Plans, Campaigns,
Initiatives, Activities.”

Best Practices:

e Use line item-only selection in the Plan Grid when focusing on specific
cost entries.

e Remember to select appropriate parent objects before switching to
the B&C Grid.

e Use the “Hide Sys_Gen_Balance” option when you need to focus on
manually created line items.
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3.7 Workspace Control Panel

Grid View,

Calendar

View and

Export and

Plan Budget Imzort where Select which
o ar.wd Cost applicable / levels of the

View Icons hierarchy to

Plan Budget: Annual Pla A ated Planned Cost: Tota

15']2.2|‘=«"1 $11.7NV $11.7M 6 IIIIEE__EDI_MIHIIII
B @ & ;T, 2020 ~ || Hierarchy v == @ Pl

Planned Cost Ta
Meridian 2020 Healthcare Plan $1,196,500 -
B Zodiac 2020 Marketing Plan $10,475,063 -

B Manufact Changes main *rogress

[ S'elect the ovov2  view to order by  rosress Turn on or off the
timeframe to i bulk edit capability
view specitic for all records

selection -

Note

You may also see the buttons for taking snapshot ( ® ) and accessing
snapshot gallery (@) if your role is eligible to perform the according
actions. In case of questions contact your administrator.

Search

Search functionality can be used to find specific activity based on search
parameters at the beginning of the search field: e.g.., Activity Name, External
Name and Hive9 ID.

A search will also return the upper level portions of the campaign hierarchy
associated with the searched activity to provide the appropriate context.

Export and Import
e The Grid View exports in XSLX format
e The Calendar View exports in PDF format

e The file will be made available via your browser’s normal download
functionality

e Imports will require download and use of a template
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3.8 Honeycomb - Bulk Actions

The Honeycomb enables the user to specifically choose a Campaign,
Program, Tactic and/or Tactic line item from a Plan and perform a bulk
action on that group.

e Click the Honeycomb icon next to the Action Icon in the Calendar and

id
GJ\ Honeycomb off <“———  Honeycomb on

e As soon the Honeycomb icon is pressed, a new, larger honeycomb
icon will display in the lower right-hand corner of the screen.

Honeycomb

o o {
u 4 Hlve@ Demo Client

= FLanNs

Filters

NA SMB N 1
Ihl.‘u.hl, Large

Honeycomb

with a

number of
2Dy selected
activities

Active Attributes

Click the large Honeycomb icon to get to the Honeycomb Inspection Panel
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3.8.1 Honeycomb Panel

Digital Banner Ads - Econo... x
Tactic | Digital Display Content |

James Shuttle

Digital Banner Ads - Executi. .. x

Tactic | Digital Display Content |
James Shuttle

. Digital Banner Ads - Executi... x Honeycomb
Color of Hierarchy T LD gt | Inspection Panel

Digital Banner Ads - Executi... x
Tactic | Digital DisplayCont  Create Purchase Req.
James Shutile Create Template

Change Owner
Digital Banner Ads - By Change Status

Tactic | Digital Display Cont  Link To
James Shuttle Bulk Edit
Package

| Digital Banner Ads - T¢  Unpackage

Honeycomb Control

3.8.2 Export

The Export icon allows you to export the calendar (PDF) or grid (CSV). The
activities selected will stay in the Export Inspection Panel until they are
deleted with the Trash icon in the lower right of the Export Inspection Panel

Note

PDF exports may get blocked by pop-up blockers.

3.8.2.1Copy, Move and Delete

Only like activity can be copied or moved (moves require selected items to
be of the same type). Delete of a Parent item (e.g., Campaign, Program) will
delete all child items.

3.8.2.2 Create Purchase Req.

Enables the user to create a single purchase requisition for a single vendor
with a purchase requisition line for each line item in the Honeycomb
selection. You must select at least one line item to activate this option.

3.8.2.3Create Template

Enables the user to create a template of the selected item or items. This
enables the future creation of similar items or groups of items to be
streamlined using the pre-filled template. Templates may have some or all
of the attributes of the template items completed. Templates are available
only to the user who created them.
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3.8.2.4 Change Owner or Status

This allows for bulk changes of owner or Status, such as moving Tactics
from a status to Approved. User must have permission to Approve Tactics to
bulk approve them.

3.8.2.5 Link to

Allows bulk linking of Tactics across Plans of a different year. All selected
Tactics should be in the same Program in both calendar year Plans.

3.8.2.6 Bulk Edit

Allows bulk editing of Tactic attributes for all Tactics selected in the
Honeycomb. Tactics must be of like Tactic Type and some other conditions
apply. Once selected, an Inspection Window will open, displaying all possible
Attributes that may be changed. First, select the checkbox beside the Tactic.
Then, edit the value to change all the selected Tactic values. For example,
clicking the checkbox next to Start Date allows the user to enter a new
Start Date. Note that all selected Tactics will change to the same chosen
Start Date. Also note that a list of Attributes that may not be Bulk edited is
listed at the bottom of the Inspection Window. Once the value(s) are
selected, click Save to complete the Bulk Edit.

Bulk editing 6 objects

Standard Attributes

Start Date End Date Planned Cost

Description o

Custom Attributes

Creative Cost Creative Project Number WorkFront Project Status
Geography BU - Solutions Audience
Vertical Content Link % Language

Buyers Journey

Cancel

Excluded Attributes

Total Purchase Request Amount, Actual Creative Total Cost, Actual Resource Cost - Step 1, Actual Resource Cost - Step 2, Actual Resource Cost - Step 3, Actual Resource
Cost - Step 4, Actual Resource Use - Step 1, Actual Resource Use - Step 2, Actual Resource Use - Step 3, Actual Resource Use - Step 4, Description - Step 1, Description -
Step 2, Description - Step 3, Description - Step 4, Duration - Step 1, Duration - Step 2, Duration - Step 3, Duration - Step 4, Planned Creative Total Cost, Planned Duration -
Total, Planned Resource Cost - Step 1, Planned Resource Use - Step 1, Planned Resource Use - Step 2, Planned Resource Use - Step 3, Planned Resource Use - Step 4,
Planned Start Date, Resource Cost - Step 2, Resource Cost - Step 3, Resource Cost - Step 4, Resource Rate - Step 1, Resource Rate - Step 2, Resource Rate - Step 3,
Resource Rate - Step 4, Resource Type -Step 1, Resource Type -Step 2, Resource Type -Step 3, Resource Type -Step 4, Risk Level, Status, Task Name - Step 1, Task Name -
Step 2, Task Name - Step 3, Task Name - Step 4
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3.8.2.7R0OI Package or Unpackage

Used to create a specific package of tactics in a Program. Unpackage
reverses the packaging. See your Hive9 Customer Success Manager for more
information.

3.9 Templates

Templates are available to assist users in creating Plans, Campaigns,
Program, and Tactics that are most often created by the user.

Templates reduce the time of creating these items from scratch by allowing
Attributes, links to Finance Budget, Custom Goals, etc., to be saved within
the defined Template.

Currently, templates are created at and saved at a user level.

A template is created by using the Action icon at the level of hierarchy you
want the template to exist. A template created at a parent hierarchy level
will include all children objects within that template and all chosen attribute
values within those objects. A template will require a name for future use.
Templates can only be created from the main Grid View

Start Date End Date Status

woveos | oen |
In-Progress

12/31/2019

Name

B Zodiac 2019 Marketing Plan [+
B Manufacturing and Warehouse Marketing

MW ABM

12/31/2019

B MW Awareness/Reputation © New Program
Modex 2019 © New Program From Template
Modex Follow-up Email [0y Copy Program
2 [0y Copy To
Modex Promotional Banner Ads )
© New Tactic
Modex Promotional Email @ New Tactic From Te
M tactic © Create Template Created
F Warehouse Roadshow 8 01012019 02/01/2019 Complete

3.9.1 Creating Objects from Templates

o Choose the Action icon at the level of hierarchy you want to
create.

o Choose the New XXXX From Template option.

o Choose the template you want to deploy from the template list
and press Create.
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A e a L F Ao s R

x
Template
{ | -
I Global Awareness Program Cance I
Marth America Product Launch Progr...
g L nimn ruyrEas v

3.9.2 Sharing Templates
You can save templates as either personal ("My Templates") or “Shared Templates”,

making them available to other users in your Hive9 instance.

To share a template:
1. Create your tactic structure in the Plan Grid

2. Click the Action icon and select Create Template

3. Inthe Create Template dialog:
o Enter a descriptive name for the template

o Select Save to Shared Templates option (instead of Save to My Templates)

Save Template
Save to My Templates

Test template 2|
Save to Shared Templates

Cancel

o Click Create

To use a shared template:

1. Click the Action icon and select New [ltem] From Template
2. Inthe Create From Template dialog, you'll see two sections:
o My Templates: Your personal templates

o Shared Templates: Templates shared by other users
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Create From Template x

My Templates Shared Templates

) or
No options available. - -

( Test Template 1
Test template 2

3. Select your desired template from either section
4. Click Create to apply the template

Note: You must have appropriate permissions to save Shared Templates.
Contact your administrator if you don't see the sharing option.

3.10 Relate Plans

Related Plans functionality allows users to relate one plan with another. This
way, when a user navigates to the Inspection window of a plan, they can see
in the Inspection window itself which other plans are related to the current
plan. Please note that the child entities of related plans will not be related
to each other.

Note

This is an optional feature that might not be activated in your system. For
more information see chapter 10.8.13 or contact your system
administrator.

When the feature is turned on, a Related Plans grid is shown in a plan’s
Inspection Window.

In case the plan is not yet related to other plans, the grid is empty. The
following screenshot shows a plan that is related to one parent and one

child plan.
Related Plans 3 (Rt Now o)
Plan Name Plan Year Actions
¥ FY21 Manufacturing 2021 X
v My Marketing Plan 2022 2022 This Plan
» 2022 Marketing Plan 2022 X}
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Note

Circular references aren’t allowed. Circular reference means that a plan
cannot be a child of its grandfather. Similarly, a grandfather cannot be
related to any of its grandchild plans.

For example: if there are 3 related plans: Plan A > Plan B > Plan C. In this
case Plan A and Plan C cannot be related to each other.

To quickly understand the relationships between the plans, there is also a
Plan Relationship Visual. In a plan’s Inspection Window in the top-right
corner, the user clicks to open the visual:

Related Plans Hierarchy

FY¥21 Manufacturing

|
| |

2022 Marketing Plan 2023 Acme Marketing Plan

The orange plan is the one in which the visual is opened. By clicking on the
other plans, the user jumps directly to the Inspection Window of the
respective plan.

3.10.1 Relating Plans

Note

By following the action steps, you can link one or more plans to the initial
plan either as children or as parents. To link the source plan in the other
relationship direction, repeat the entire process with the setting changed
accordingly.
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o Click > Menu > Plan.

o Set your filters to display the plan you want to link to in the
main grid.

o Open the Inspection Window of the plan and go to Related
Plans section.

o Click Relate New Plan.
The Relate Plan dialog is shown.

o In the Relate As field, decide whether the plans to which you
want to link to are parents or children of the current plan
whose Inspection Window you opened.

o Select the fiscal year you want to link to.

The plans that are assigned to the fiscal year and to which you have
access are displayed.

o Click ¥ for those plans you want to link.
The plans are displayed in the table in the upper part of the dialog.

o If you want to link plans in other fiscal years: Repeat steps 6
and 7 for every plan you want to link with the same relationship
(child/parent).

o Click Save.

You have related plans, either as children or as parents.

3.10.2 Unrelating Plans
o Click > Menu > Plan.

o Set your filters to display the plan whose relation you want to
unlink.

o Open the Inspection Window of the plan and go to Related
Plans section.

o In the Actions column and inline with the plan you want to
unlink, click =.

A security prompt is displayed.
o Click Yes.

You have unrelated the selected plan from the current plan.
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3.10.3 Navigating Related Plans
o Click > Menu > Plan.

o Set your filters to display the plan from which you want to
navigate to other plans.

o Open the Inspection Window of the plan.
o If you want to navigate starting from a visual overview:
a. In the top-right corner of the Inspection Window, click s |

= Avisual of the related plans is displayed. The orange plan is
the one whose Inspection Window is already open.

b. Click on the plan to which you want to navigate.
» The Inspection Window of the target plan opens.

o If you want to navigate starting in the overview table in the
Related Plans section:

a. In the Actions column and inline with the plan you want to navigate
to, click

* The Inspection Window of the target plan opens.

You have navigated related plans.

3.11 Plan Snapshots

You can take snapshots of the Plan Grid, Budget & Cost Grid or Calendar
View. The icons for taking snapshot ( ® ) and accessing snapshot gallery (
) are now shown in the Plan view:

B @ L | X 2022 ~ || Hierareny - :@ ~
s

Name Start Date End Dat Planned d Cost @ Tactic Type @

6896 01/01/2022 12/31/2022 Published $90,336.35 _ John Admin ~

01/01/2022 12/31/2022 5,000 John Admin ~
01/07/2022 1/05/2022 John Admin ~

) uct Promotion
FrT——— R R = T o

First Campaign 08385 01/01/2022 08/01/2023 Created $10,000 John Admin ~

Note

You can only see the icons for taking snapshot ( ® ) and accessing the
snapshot gallery (2 ) if your role is eligible to perform the according
actions. In case of questions, contact your administrator.
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How Plan Snapshots Work

Snapshots are taken based on only Plan Year and Plans selected in the left
filters. No other filters will be applied.

You have selected 3 plans and each plan has 20 activities. After applying

other filters in the left panel, grid loads only 10 activities under each plan.
Now, you take a snapshot.

When you load that snapshot in the gallery, all 20 activities under each
plan will be displayed.

A snapshot considers the exchange rate based on the date of the snapshot,

and the Heads-Up Display will not be shown when loading a snapshot from
gallery.

For all plan views, a snapshot will be loaded based on the last View By and
Timeframe, as well as with columns that the user had selected under
Column Management before saving the snapshot. As the whole plan is
snapshotted, a user can change the columns and View By and Timeframe
settings when loading the snapshot.
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Note

snapshot is loaded.

A snapshot is no longer loadable if the associated model has been
deleted in the meantime. In case an activity type was changed after
snapshotting, the latest version of the activity type will be used when

Snapshot Gallery

By clicking ' you open the snapshot gallery. The gallery displays a

summary card for each snapshotted plan:

Snapshot_2023 Marketin... Snapshot_Sarah's Test Pl... Snapshot_2023 Marketin... Snapshot_My Document...

by by by by
John Admin John Admin John Admin John Admin
07/11/2023 07/11/2023 07/11/2023 07/11/2023

Snapshot_Devon's Awes... Snapshot_2023 - Campai... Snapshot_2023 Acme Ma... Snapshot_My Document

by by by by
John Admin John Admin John Admin John Admin
07/11/2023 07/11/2023 07/11/2023 07/11/2023

When you hover a summary card, the total numbers of campaigns,
programs, and tactics as well as total planned costs are displayed. You can
also access the functions for editing the snapshot name and for opening
and deleting the snapshot.

Snhapshot_2023 Marketin...
by
John Admin
07/11/2023

Snapshot_Devon's Awes...
by
John Admin
07/11/2023

Snapshot_Sarah's Test PL...
by
John Admin
07/11/2023

Shapshot_2023 Marketin...
by
John Admin
07/11/2023

07/11/2023 Iﬁl
Snapshot_2023 - Campai... Snapshot_2023 Acme Ma... (&
by Campaigns Programs
John Admin 1 3
07/11/2023
Tactics Planned Cost
7 €338k I}

Uptempo.io

Snapshot_My Document...

by
John Admin
07/11/2023

Snapshot_My Document...

by
John Admin
07/11/2023
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3.11.1 Snapshotting Plans
o Click > Menu > Plan.

o In the filter panel on the left, select the fiscal years in which
you want to snapshot plans.

o On the filter panel, select the plans you want to snapshot.
o In your workspace control panel, click @ .

The snapshot is created. A visual shows when the creation is complete.

3.11.20pening a Plan Snapshot
o Click > Menu > Plan.

o In your workspace control panel, click = .

An overview is displayed. The overview shows a summary card for each
snapshotted plan.

o On the summary card of the snapshot you want to open, click

&
The snapshot is opened in the plan view.

The HUD is not available for Snapshots.

B oA L - - =

3.11.3Editing Snapshot Name
o Click > Menu > Plan.
o In your workspace control panel, click = .

An overview is displayed. The overview shows a summary card for each
snapshotted plan.

o On the summary card of the snapshot whose name you want to
edit, click £,

The snapshot name is opened in an editable field.
o Adopt the name as wished.

o Click B.

You have edited the snapshot name.
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3.1.4Deleting Snapshot
o Click > Menu > Plan.

o In your workspace control panel, click ® .

An overview is displayed. The overview shows a summary card for each
snapshotted plan.

o On the summary card of the snapshot you want to delete, click

I
A confirmation prompt is shown.
o Click Yes.

You have deleted the snapshot name.

3.12 Managing Workflow Approvals

To manage approval workflows in Hive9 you can simply enable specific users
on specific teams to approve tactics on those teams. The approval is first
come, first served and is accomplished by pushing a button at the top of the
tactic inspection window.

ID: 67375 Status: Created: 10/24/2018

[ [0 Attributes
Name Edit External Name

&) Digital Banner Ads - Executive Buyer - Q1 Digital Banner Ads - B

In addition to object release workflows, administrators can also set up
workflows for custom attribute groups, provided this feature is enabled in
your instance. If appropriate workflows are set up, you will see an Approval
Workflow dropdown and a Submit button in the Inspection Window in the
Custom Attributes section. Edit the custom attribute (in the screenshot
below Marketing Objectives) and submit it for approval.

Program CAG 2 5

Once submitted, you will see a list of potential approvers for each workflow
step. In case you are an assigned approver, your name is marked yellow in
the list.
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Approvers can process the approval directly in the Inspection Window or on
the My Approval page. Processing on the My Approval page allows bulk
approving of several requests. When an approval request is declined, the
approver must enter a comment.

Status Definitions

The statuses used in Tactic Workflow:

e Created — An item that has been created and has not been
submitted/approved.

e Submitted — A Tactic that has been submitted for approval - all
required fields must be filled.

e Declined — A Tactic that has been declined after it has been
submitted for approval.

e Approved — A Tactic that has been approved, but the start date of the
Tactic is in the future.

e In-Progress — A Tactic that has been approved and the start date of
the Tactic has happened.

e Complete — A Tactic that has been approved and the end date of the
Tactic has occurred.

You can create two custom statuses between the Created status and the

Submit for Approval status. Please see your Customer Success Manager to
employ these stages. If these custom statuses are employed, every Tactic

will need to move through these statuses to get to the next.

Flow for Custom Attribute Group

In case several custom attribute groups are enabled for approval for an
object, only one group is shown at a time; until and unless the approver doesn't
approve the first group the next group won't be visible. Once all the custom
attribute groups are approved, then the user will be able to see the Submit button
enabled at object level (in case object is subject to approval).

If custom attribute groups need to be approved, the status of an object
depends on whether the object is also subject to approval.

e Only custom attribute group approvals: Until all custom attribute
group approvals are completed, object status remains Created.
After that, the status is changed according to the hierarchy
below.
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e Custom attribute group and object approval: The status is
created until the object is approved.

For objects that are already approved when the feature is activated, the
following applies: If custom attribute group approvals become necessary
with the activation, the entire approval process must be run through again.
This means that all custom attribute groups must first be approved for
these objects and then the objects themselves must be approved.

3.13 Audit Log

3.13.1Finance Log

The Finance Log allows users with permissions to view
changes to any Finance Budget. To access the Finance
Log, click > Menu > Finance Log in the Audit Log section.

.
Budget ransactions - pe quest Grid

Measure

o
&

Plan Budget

E4

PR Dashboard Media Codes

il

m I

5 &
83

[

B [

il
Contribution
il

Attribution

Audit Log

Once selected, the Finance Log provides a full Filter Column of options to
select the Year, Budget, User and Type of Edit to allow you to easily find the
Item you are looking for. These are options available for Budget Event Type
and Budget Item Event Type. As with all Filter Column choices, you can
choose any or all of the possible options to filter the results displayed in the
grid.
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Budget Event Type (11/11) £
Select All | Clear All
+ Budget Assigned To Plan
+ Budget Unassigned Fro...
" Created
" Default Permission Edit
v Deleted
+ Monthly Budget Imports
+ MName Changed
+" Owner Changed
" Snapshot Deleted
" Snapshot Name Edited
" Snapshot Taken

Hive9 - User Guide

Budget ltem Event Type (13/13) -~
Select All | Clear All
" Annual Budget Edit
+ Budget Edit
" Created
v Deleted
" Forecast Edit
" Line ltem Linked
" Line ltem Unlinked
+ Name Changed
" Owner Changed
" Permission Edit
" Permission Removed
« Quarterly Budget Edit
" Total Forecast Edit

Once filter selections are made, click the button at the

bottom of the Filter Column.

This will display the Grid containing all possible Budget edits for the
selected filters. Column displayed are:

e Date: Date the edit was made

e User: The user who made the edit

e Budget: The name of the Budget that was edited
e Budget Item ID: Unique system identifier

e Budget Item: Name of the Row that was edited

e Action: The edit made to the Budget row

e Value Prior: The dollar value prior to the edit if the edit was an
amount

e Voalue After: The dollar value after the edit if the edit was an amount

e Difference: The net change to the dollar amount edited if the edit was
an amount
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Date
05/27/202107:18:42 PM
05/27/202107:17.57 PM
05/13/202106:49:48 AM
05/13/202106:48:56 AM
04/26/2021 01:36:52 PM
04/26/2021 01:36:01 PM
04/02/202107:26:07 PM
03/01/202108:59:43 AM
02/26/2021 08:19:34 AM
02/26/2021 08:19:34 AM

02

202109:2717 AM

02/17/202109:27:17 AM

02/17/202109:27:17 AM

02/17/202109:27:17 AM

01/21/202110:21110 PM

01/06/2021 03:09:58 PM

01/06/202103:09:29 PM

01/06/202103:09:24 PM

User
Jason Andr.
Jason Andr..
Nishank Modi
Nishank Modi
Stephen Tur...
Stephen Tur...

Bruce Brien
Jason Andr..
Jason Andr..
Jason Andr.

Bruce Brien

Bruce Brien

Bruce Brien

Bruce Brien
Jason Andr.
Stephen Tur...
Stephen Tur...

Stephen Tur...

Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget
Globex 2021 NA Marketing Budget

Globex 2021 NA Marketing Budget

Bud!

get tem Id
24598

24598

24600
24590
24602
24602
24807
24590
24605

24580
24591

24590

Budget ltem
1301 Event - Booth and Signage

1301 Event - Booth and Signage

1002 Advertising - Search Engine M...

1003 Advertising — SMS

1303 Event - Travel

1001 Advertising - Digital

1401 Marketing — Agency Fees

1401 Marketing — Agency Fees

1701 Website Development - External
1001 Advertising - Digital

1601 Video - Creation

1001 Advertising - Digital
1002 Advertising - Search Engine M...

1001 Advertising - Digital

Action
Jan budget allocation edited
Jan budget allocation edited
fresshh, Snapshot Deleted
fresshh, Snapshot Taken
Dec budget allocation edited
Aug budget allocation edited

Budget assigned as default budget

Warehouse Roadshow_Line Item, Li...

Interstitial Social Ads_Ad Network ...

Interstitial Social Ads_Design & Dev...
Digital Banner Ads - Executive Buye.
Digital Banner Ads - Executive Buye.
Digital Banner Ads - Executive Buye..

Digital Banner Ads - Executive Buye..

Snapshot 1/21/2021 4:21:08 PM, Sna
Oct budget allocation edited
Dec budget allocation edited

Dec budget allocation edited

Value Prior
$100,000

$215,500

$125,000
$3,500

$156,109

There are two additional controls located directly above the Grid:

¢ Allows the user to determine how many grid rows to display.

100 per page ~

50 per page

100 per page

150 per page

200 per page

Hive9 - User Guide

Value After  Difference
$215,500 +$115,500
$100,000 $115,500
$3,500 +$3,500
$17,010 +§2
$125,500 +$500
$0 $3,500
$15710 +$1,001

e Go To Finance Budget - Clicking this takes the user directly to the
Finance Budget section of the application.
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3.13.2 Plan Log

The Plan Log allows users with permissions to view changes to any Plan. To
access the Plan Log, click > Menu > Plan Log in the Audit Log section.

Purchase
Request Grid

Once selected, the Plan Log provides a full Filter Column of options to
select the Date Range, User (who made the edit), Owner (who owns the item
that was edited) and Tactic Type to allow you to easily find the Item you are
looking for. In addition, the grid allows you to filter individual columns. By
simply typing in the column value you want, the grid will begin reducing the
number of rows until a complete match is made. The Column values are as
follows:

e Date: date of the edit
e User: User who made the edit

e Object Type: Plan objects, such as Plan, Campaign, Program, Tactic
Line Item, PR and PR Line

e [D: Unique system ID

e Object Name: The name of the desired object, if known
e Year: Plan Year of the object

e Action Type: Either Create or Edit

o Attribute: The item attribute that was edited

Uptempo.io © Uptempo Inc. 2025 | 79




W Uptempo PR

There are two additional controls located directly above the Grid.

e Allows the user to determine how many Grid rows to display.

100 per page ~

50 per page

100 per page
150 per page
200 per page

e Go To Plan Grid - Clicking this takes the user directly to the Plan Grid
section of the application.

Event Date Range

01/01/2020 - 06/28/2021 100 per page ~
Date User Qpject Type [ Opject Name Year Action Type Attribute
User (187 / 187) v R “ i
Select All | Clear All
monthdayy.. [dl T T T T T T T T
Owners (187 /187) 06/25/2021 18:24:23 PM Stephanle Schultes Tactic 506311 Cafeine-Fueled Sales Training 2021 Edit EndDate
Select All | Clear All
06/25/2021 18:24:23 PM Stephanie Schultes Tactic 506311 Caffeine-Fusled Sales Tralning 20m Edit Startpate
Tactic Type (24 / 24) ~
06/25/2021 18:24:12 M Stephanie Schultes Tactic 503610 Webinar 20m Edit EndDate
Select All | Clear All
06/25/2021 18:2412 M Stephanie Schuites Tactic 503610 Webinar 20m £dit Startoate
06/25/2021 18:20:08 M1 Stepnanie Schuites Tactc 503610 Webinar 20m £dit endoate
06/25/2021 18:20:08 M Stephanie Schuites Ta 503610 Webinar 20m £dit Startoate
06/25/202118:20:00 FM Stepnanie schultes Taciie s12640 Sales Outbound 200 £dit endoate
06/25/202118:24:00 PM Stephanie Schultes Tactie 512640 Sales Outbound 200 edit Startoate
06/25/202118:23:56 PM Stephanie schultes Tactie 12644 Sales Outbound 202 £dit endoate
06/25/202118:23:56 PM Stepnanie Senultes Tactie s12644 Sales Outbound 202 Edn Startoate
06/25/202118:23:56 PM Stepnanie senultes Tactie s12644 Sales Quiboung 202 Ean Description
06/25/202118:23:49 PM Stepnanie Senultes Tactie 512640 Analyst Briefings 202 Ean endDate
06/25/202118:23:49 PM Stepnanie Senultes Tactic 512640 Analyst Briefings 202 Ean Startpate
06/25/202118:23:49 PM Stephanie Senultes Tactic 512640 Analyst Briefings 202 Edit Description
06/25/202118:23:45 PM Stepnanie Schultes Tactic 506306 Instagram Ads 202 Ean EndDate
06/25/202118:23:45 PM Stepnanie Schultes Tactic 506306 Instagram Ads 202 Edn Startpate
202118:2316 PM Stepnanie Schultes Tactic 506311 Cafteine-Fusled Sales Training 202 et Oescription

H: 1-100 of 161 ems
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4 Budget

4.1 Finance Budget

The Finance Budget provides marketers a way to manage the structure
created by the Finance department.

e No limit to the levels of the hierarchy

e Ability to add custom attributes to aid in reporting

e The Finance Budget ties to Plan via the Tactic Line Item

e Ability to export and import

e Customized permissions at the budget row level

e Ability to enforce hard or soft budget limits at the budget row level
e Full audit log for all budget changes

e Budget Snapshot capability to preserve specific points
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411 Columns
e Name - Name of the budget item
e Budget — The amount of budget you have for the item

e fForecast — A budget owner can use this column to enter what they
believe they are going to spend in a time period

e Planned - The amount linked from a plan via a Tactic Line Item
e Actual — The actual amount associated with a Tactic Line Item

e Line [tems — The total number of Tactic Line Items associated with
that item

e Owner — The user who created the item

Hive® | Globex Corporation
Cost: Actual & Monthly FX Cost: Plannec Budget: Annual Budget: Total Ermnrs &
$8.28M _‘_. $11.5M LA‘-.-.- $11IM $n.2m L-“.—. 94.2
lobex 2020 NA Marketing Budgel = | | Quarlerly -0 & L A W
Annua Unallocated Total a
Name Line ftems Budget % Budget Budget % Planned Actual Planned Actual Budget

= Globex 2020 NA Marketing Budget 100.00% | §11,454,834.56 | $8,787,998.84 | $3484320.00 | $3449,681.58 | $3,200,183.72 | 53,698,
+ 1000 Advertising 18 3,313.00 0 | s 3

+ 1100 Customer Marksting
+ 1200 Email
+ 1300 Fvents
1400 Agency Fees
+ 1500 Marketing Data
+ 1600 Video
1700 Website
© Unlinked
© 5ys_Gen_Balance a $798,871.56 §1,500.00
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4.1.2 Snapshot and Snapshot Gallery

This function allows a user to create a snapshot of the Finance Budget at
any time. Snapshots are at a user level and will include complete structure,
all columns and their associated amounts/information, number of Line
Items associated and Unlinked and Sys_Gen Balance rows.

All snapshots created by a user are housed in the Gallery for the users
previewing. They are automatically given a name that includes a date and
time stamp. The name can be edited after creation.

There is not a limit to the number of snapshots created.

Cost: Planned Budget: Annual Budget: Tota
$11M L
Globex 2019 MNA Marketing Budget ™ Monthky ™ 0 -'!'n .‘!; Q M

4.1.3 Create Budget
o Click > Menu > Finance Budget.
o Click Add New Budget button.
o Name the budget.

o Use the Action Icon to add to budget hierarchy — New Child
ltem.

Note

New Item will add a hierarchy to the same level

o After a child is added, you can choose to add another child
item, or you can add a new item on the same hierarchy.
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Note

All branches of hierarchy must have the same number of
levels.

The lowest level is where the Tactic Line Item from the Plan is
tied to.

Typically, the lowest level is associated with General Ledger
(GL Code) from the Finance department.

o After budget hierarchy is entered, you can add Budget $.

o Enter budget amounts to the correct time frame — Monthly,
Quarterly or Annually.

o You can use the Filter Columns drop-down to remove/add
columns to the screen

o The Unallocated column is a calculated field that compares the
Annual Budget Column to Monthly allocated amounts.

4.1.4 Notes on Budget Management

You have the option to permission budgets down to the line level, ensuring
that users can only see or edit the lines that are relevant to their work.
Users that have “edit” permission for a budget line may also edit the
permissions for that line, granting others access as needed. The “owner” of
a budget line is for labeling purposes. Their actual access is “edit” access, as
noted on the permissions screen.

You can further designate any budget line as a “hard limit,” meaning that
instead of a warning message, if the plan exceeds the budget in a specific
period, the user will not be able to link the tactic line item to the budget if it
is not appropriately funded. The setting for this is on the permissions screen
of the budget. You may also select a timeframe for the hard limit from
annual to monthly.

For hard limit lines, we keep a running total of unused budget from prior
periods and store this in an “unused budget” column in the current period.
We add the unused budget to the current budget for calculating the hard
stop for the current period.
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Note

The unused budget is a conservative number based on taking the
cumulative YTD budget and subtracting the actual costs from closed
tactics and the greater of the actual costs or the planned costs on
tactics that are open or have open purchase requests (if you are using
that module).
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4.1.5 Link All Line Items to Finance Budgets in Multi-Year Tactics

Each line item in your multi-year strategy must now be directly linked to a
financial budget. When you are either creating or modifying line items in any
year of a tactic that extends over multiple years, it is important to ensure
that each line item includes a budget link. This will provide complete
financial accountability throughout your tactical planning processes.

Validation Rule Details

This validation is applicable only if the "Finance Budget Link Required on
Line Item creation” setting is turned ON at the Organizational Setup screen
(Section 10.8.5).

How It Works

When you create or edit line items in a multi-year tactic:

e The system verifies that every line item has a finance budget link for
each fiscal year

e If any line item is missing a budget link for any year, you'll see a
validation error:

Error! Finance Budget link cannot be empty for the year(s):
[YEAR] .

You must add all missing finance budget links before you can save your
changes

Where This Validation Applies

This validation is enforced in all Hive9 dialogs and windows where you can
manage line items, including:

e Tactic Inspection Window
e Plan Grid and Calendar Grid
e Bulk Edit functionality

e Import Tactic functionality

Resolving the Validation Error

If you encounter the above error:
1. Navigate to the "Link To Finance Budget" section in the line item view.

2. Select the fiscal year that's missing a budget link in the "Budget Year"
dropdown.
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3. Choose the appropriate budget item using the picker interface.
4. Repeat for any other years that are missing budget links.
5. Save your changes.

This validation ensures:

e Complete financial tracking for all line items across multi-year tactics
e Proper allocation of expenses across fiscal years

e Accurate financial reporting and forecasting

e Alignment between your tactical planning and financial budgeting

For more information on linking line items to finance budgets, see section
3.4.5 of this guide.

4.1.6 Automatic Budget Distribution

Hive9 provides a fast way to evenly distribute an Annual Budget over the
Monthly or Quarterly periods, alleviating the need to manually fill in each
period’s allocation. To automatically distribute you Annual Budget, first make
sure you have the Annual Budget column displayed in column Management.
To turn on Annual Budget, click the pencil icon in any column header to
open the Column Management window.

Q  SelectAll| Clear Al

B Standard Attributes  Select All | Clear Al

e — Actual @ Month
Jan Annual Budget € Forecast
v Planned Owner

Budget lanned Budge

I Column Management m
B Calculated Attributes  select Al | Clear Al

$500.00 $500.0(
Chrw Parran tana I lnnicad Rudnat

In the Budget Grid, enter an amount in the Annual Budget column for the
Budget Row you want to distribute.
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EEE o
m2E Finance Budget Hive® | Globex Corporation

Cost: Planned

Uncharted Budget 2021 ~ | | Menthly - Q A 4 [o] [aa) @
nnual Unallocated To
Name Line Ite Budget Budget Budget Planned
& Uncharted Budget 2021 _ $128,000.00 | §122,000.00 $22,525.00 m
1001 Advertising Expense -$6,000.00 $6,000.00 lDD 00% $6,500.00 £5(

1002 Mg Ops 5123 o000

Next, click the Icon on that row to open the bulk editor. This will display
a larger Honeycomb in the lower, right-have corner of the browser. Click on
that Icon to open the editor.

1

&3

The editor will display the Row you have selected and provide two options at
the bottom of the Editor popup:

Select Budget Distribution
1002 Mktg Ops x

: Stephen Turley !

Budget row selected for edit | I

Budget Distribution

Copy Planned Cost to Budget %

® == %

The Editing Window will provide you with mi

your Annual Budget. Select the distribution you wish to use. When complete,
click Apply to Selected Rows.
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x
Evenly (monthly)
Evenly (quarterly)
Percentage (monthly)
J F: M: A M: i J A S QO N: D: (0%)
Percentage (quarterly)
at: Q2 Q3 Q4: (0%)
Pattern (quarterly / monthly)
[e13 Q2 Q3: Q4: {0%) | M1 M2, M3: (0%)
To distribute evenly across all 12 Months:
All
To distribute evenly across all four quarters:
Ewvenly (quarterly)
All
To distribute monthly as a percentage by month (note the total must =
100%):
Percentage (monthly)
J g F. g M g A g M: g Jog Jg A g S g Qg N | g Di|g (100%)

To distribute quarterly as a percentage by quarter (note the total must =
100%):

Percentage (guarterly)

Q[ 54 Q2 o Q3 5,4 Q4| ¢ (100%)

To establish a monthly or quarterly pattern, first select the distribution % by
quarter, then the distribution % within each quarter. The actual dollars will
be distributed within that pattern.

Pattern (quarterly / monthly)
Q| 20 Q2: 55 Q3 3p Qd: 35 (100%) | M1 33 M2: 33 M3:| 34 {100%)

Once the selection has been made and applied, the total Annual Budget will
be distributed accordingly:
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1002 Mktg Ops. 8,448.00 £8,448.00 $8,704.00 $10,560.00 $10,560.00 $10,880.00 $12,672.00 $12,672.00 $13,056.00 $10,560.0

4.1.7 Make Budget Match Planned Cost

Some organizations create their budget to match the bottoms-up costs
associated with all tactics planned throughout the Plan Year. In this case,
Hive9 offers a quick way to transpose those summed Planned Costs directly
to your budget. In this example, we have $58,029.00 Planned cost allocated
to the 1001 Advertising Expense row of our Budget. To convert those Planned
Costs to Budget Amount by month, click the icon on the 1001 Advertising
Expense row to open the Honeycomb Bulk Editor.

Name dget ¢ | Planned @~ Budget @ Planned == Budget @ Planned |  Budget

Line Items Budget Planned Planned Planned
& Uncharted Budget 2021 “ $128,00000 $8,448.00 $8,300.00 $8,448.00 $8,300.00 $8,704.00
N

1001 Advertising Expense $58,029.00 Y 824600 Y 5785000 R

1002 Mktg Ops $128,000.00  100.00% $8,448.00 $8,448.00 $8,704.00

B linlinkord

Select Copy Planned Cost to Budget:

1001 Advertising Expense x
Stephen Turley ?

Budget row selected for edit

Budget Distribution

Copy Planned Cost to Budget %

® := x

The Editing Window will display options for :
copy Planned Cost to Budget. Select the months you wish to use or select
All for all 12 months. When complete, click Copy.
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Copy planned cost to budget

Select months for which you wish to copy the planned cost to budget.
AII v Jan v Feb v Mar v Apr " May v Jun v Jul v Aug v Sep v Oct v Nov
v Dec

Cancel

Your Planned Costs are now copied into the Budget columns for all selected
months for the selected row(s).

T
mam Fi 9 q
=2 E Finance Budget Hive \ Globex Corporation
Cost: Planned o
745K e,
Uncharted Budget 2021 ~ | | Monthly RN+ & X [ BRE™Y @
eb El
Name Budget Planned Budget Planned Budget Planned Budget Planned Budget
1001 Advertising Expense p46.00 $7,850.00 $7,850.00 $8,440.00 $8,440.00 $1,275.00 $1,275.00 $2,244.00
8844800 SR.704.00 £10.560.00 £10.560.00

1002 Mkts Ons

Jdn

et Planned

Budg

L oamn | some

$8,246.00

A T et
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4.1.8 Transactions

Transactions is where actuals for financial integration are stored.

Grid Features:
= Sort any column by clicking the column header
» Filter data using the filter options in each column

= Select multiple transactions using checkboxes for bulk
operations

= Navigate through pages of transactions using pagination
controls

Finance

®

Finance

TWOV2024 - V2872025 10 oo
T T m-B T T T T T T T T T
§145428505I0012024001 -] o novz024 -8874.65 50 -§874.65 s0 o024 IDONDOAI0 ar
§145428896|0012024001 -] o nWov2024 $294.88 $0 $204.88 s0 012024 1DO1GOO310 AT
61454288971D012024001 -] o 012024 $1074.56 50 $1074.56 so oniz02e 1DO1000310 AT
6145428898ID012024001 -] [ T0V2024 -$691.29 so -36a129 so onizozs Do1000310 AT
61454288951D012024001 -] o 10V2024 $49,054.36 50 $49,05436 50 omz024 100000605 AT
6145420100ID012024001 ] 3 1WoU2024 £1513.03 50 -$1813.03 50 oni2024 ID0K000805 ar
145428101D012024001 -] o Wou2024 -$5.04871 50 35,4074 50 on2024 100000605 ar
H1454201021D012024001 -] o novzo24 -$225119 50 -$2.25119 50 o12024 1001000605 AT
G1454291031D012024001 -] o WoV2024 £38162.29 50 $38162.38 so o202 1D0%000505 AT
61454291041D012024001 -] o 1012024 $2363.64 so +§2,363.64 so onizozs Datoc0sts AT
6145429105I0012024001 ] o W0V2024 -$3.88912 50 -$3.88912 s0 onizozs 1DO1000418 At
E145420106/0012024001 -] 0 1W0V2024 $5,605,63 50 $5,605.63 50 oMiz024 1DO1000418 AT
145429107ID012024001 -] o 10U2024 $6,54455 50 $6.544.55 50 oM2024 ID0K000605 AT
61854 2908ID012024001 -] o 1012024 -§6126.35 so -$6126.35 50 onizo24 1009000605 AT
614542010010012024001 -] 0 10V2024 $9,448.06 50 50.448.06 50 012024 1DOD0041S AT
6145429110ID012024001 -] [ 012024 -5882.80 s0 5892.80 so onizo2s 1Da100041 AT
61454291MID012024001 -] o Wov2024 -$19.83418 so -s19.93478 so onizozs 1001000063 at
61454291121D012024001 -] o WoV2024 1248 50 1248 50 oniz024 1001000507 AT
B145429113ID012024001 ] 0 11012024 5083 50 5083 50 oM2024 1001000063 AT
B145420114ID012024001 -] o 10U2024 58514476 s0 $3614476 50 oni2024 1DO100041E ar
£1454291151D012024001 o [ ou2024 -S7BE36.45 s0 87863645 50 2024 1001000486 ar
M |50 ¥ nemsperpage 1- 50 o1 148664 tems
o S Hives, Inc. Al fiah

The Transactions grid displays:

e Transaction ID — The client’s unique transaction ID from the financial
system

e Date Range — Date of the transaction (typically, the date the
transaction was paid)
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e Action Icon — Use this to Link a transaction to one or more Line
ltems, Edit the amount and/or the Line Item the transaction is linked
to, and/or Delete the link to a transaction.

Note

If you delete or edit an amount linked, it will not update the
financial system.

e Line Items — The number of Line Items linked to that transaction. The
number can be clicked for a sub-grid of all linked Line Items.

e Transaction Amount — The amount of the transaction

e Amount Linked — The amount of the transaction linked in that
transaction

e Amount Unlinked — Any amount that was not linked (balance) on that
specific transaction

4.1.9 Custom Fields

There are 13 fields that can be used as attributes to a transaction to provide
more information about that transaction to users of Hive9. Below are some
sample field names:

e Transaction Description
e Account

e Account Description

e Sub Account

e Department

e Vendor

e Purchase Order

e |nvoice Number
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4110 Edit and

Delete Transaction Link

Hive9 - User Guide

Link to Plan

Transaction ID: 97229
Name

Social Event Promotion - NXP FTF Cennects

Path

Meridian 2017 Healthcare Plan > Meridian vs. World > Meridian Mid-Market Reputation > Meridian vs. Wor...

Planned Cost

516,500

Transaction Amount:

Actual Cost

513,277

Amount Unlinked:
Amount Linked
1237 juj

Select Year

2018

O

(o]

4.1.11 Add

e T T W WP N

Select Plan

Please select

N Y NNy = P W Y

it

Click the Action Icon on the Transaction list
Choose:

Edit Amount Linked. The amount linked can be edited by double-
clicking that field

Delete — Use the Delete Icon W to remove the link between
Transaction and Line Item.

a Transaction Link

Link to Plan

Transaction ID: 34658

Name

Select Year

2017

Campaigns

10T, Big Data and You

Select Plan

v Compliance Managers

Programs
4. Opportunity Acceleration
5. Sales Conversion
1. Reputation
3. Demand Generation Outbound

2. Demand Generation Inbound

Path

Tactics
Press Release
Press Tour
Analyst Briefing
Social Media Linkedin Posts
Social Media Twitter Posts
10T and Big Data Newsletter
Analyst Briefing Q2

New Test

Transaction Amount:

Planned Cost Actual Cost

Line Items
Analysts Tour

Travel Expenses

Amount Unlinked:

Amount Linked

Cost
$15,000
$10,000

e ¥ a aa a  an ¥ A A W W Y s S e

o Click the Action Icon on the Transaction list.

o Dropdowns - Select Year and associated Plan in Select Plan.
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o Choose Campaign, Program, Tactic and Line Item to Link the
transaction. Child hierarchy list will be populated when parent
is chosen

o Click Add to List Icon. When it is the Line Item, information will
be added in highlight in the above section.

o Click Save.

4112 Assigning Teams to Plans and Budgets

In order for users to gain access to Budget content, users must belong to a
team that is assigned to a Budget. Once a team is assigned to a Budget, a
user’s role will further determine the actions that the user can complete
inside the Budget.

Assign a team to a Budget

o Open the Inspection Window for the budget that you want to
assign a Team to.

o Under the Setup section, use the dropdown to select the Team
that you want to have access to the budget.

o Select the default level of permission you would like to grant
row-level access for the members of the team.

o Click Save.

o Only one team can be assigned to a budget at a time; however,
the same team may be assigned to multiple budgets. When
assigning a team to a budget, select the default permissions
that you want to grant the members of the team. Once you
have saved the changes on the Budget Inspection Window, you
may change the permissions at the row level to allow specific
members to have editing permission per row.

4.1.13 Bulk Linking Transactions

You can link multiple transactions to a single line item simultaneously using
the bulk linking feature.

Starting Bulk Linking

o In the transaction grid, select two or more transactions using
the checkboxes.
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Hive? | shell

[pr———"r

012024 - 01/28/2025 X 0 m

Transaction 1D Line ltems Transaction Date Transaciion Amount Aitributed i
Y Y m. B Y Y Y
G14542858951D012024001 [+ Q 1/01/2024 -$874.65 $0
G1454288961D012024001 [+ o} 17/01/2024 -$294.88 $0

o Click the "Map Bulk Transactions" button (appears next to the
Export icon)

o The button is only active when multiple transactions are
selected

o The button remains disabled if one or no transactions are
selected

Using the Bulk Transaction Mapping Window

The mapping window consists of two sections:

a) Upper Section
o Selected Transactions Grid: Shows all transactions you've
selected

Transaction Details

Transaction Id Transaction Amount Remaining Amount Linked ElseWhere Amount Linked
6145428895ID012024001 -$874.65 -$874.65 $0 $0
6145428896ID012024001 -$204.88 -$294.88 $0 $0

o Selected Line Item Grid: Displays the line item you choose for
linking

Linked Line ltem Details

Name Path Planned Cost Additional Actual Cost
Branded shops_Line ltem 2025 Lubes China Consumer - SP&A > Consumer > Consumer_Branded shops > Branded shops $543,319 30 w

b) Lower Section
o Plan Picker: Use this to select the target line item

Uptempo.io © Uptempo Inc. 2025 | 96




W Uptempo R

Mapping Process

Select your desired line item using the Plan Picker. The line item amount or
the Transaction Remaining Amount, whichever is lower, is automatically
populated in the Amount Linked text boxes against each selected
transaction.

For a $1,000 line item and 2 selected transactions, T1 has a remaining
balance of $500 and T2 has a remaining balance of $5000, so for T1 the
Amount linked will be $500 by default and for T2, the Amount linked will
be $1000 by default, which can then be changed by the user.

Note

If any selected transaction is already linked to your chosen line item,
you'll receive a notification to remove that transaction from your
selection. The amount allocated to each transaction cannot exceed the
maximum transaction amount in your selection.
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4.2 Plan Budget

The Plan Budget feature is for customers who need to manage budgets
without the constraints of the Finance department.

4.2.1 Allocation at Plan Level

[ Attributes

Neme *

\

Model # Year* Teams @ * Owner *
Zadiac 2020 Madel 1.0 - 2020 - Budget Team, Directors, GLOBLX NA - J -
Budget &

3 Default Finance Budget & Detault Line ltem Allocation €
- Firs!

Workfront Portfolio

Portfolio ID:

Goals @

Watertall Goal » Goal Amaunt

Based on your goal objective, this Plan will (need to) generate...

Inquiry TaL Average Deal Size
181758 50,892 $8,900

Custom Goals B

Custom Goal

Unique Visitors

Open the Plan Inspection Window and fill in the Plan Budget field. Campaign
and Program inspection windows also have Plan Budget fields. The amount
entered will display in the Annual column in the Plan Cost View. You can
allocate the Annual amount to specific quarters or months

i i 38.8k 64 $11.8M
Zodiac 2017 Marketing Plan ?
Time Frame: View By
=: I N O | X ot 2017 Monthly ™ | | Plan Hierarchy Goals Revenue: $775M Inguiry: 175k TQL: 349k Closed Won: 8,726
Annual JAN-2017 FEB-2017 MAR-2017 APR-2017 MAY-2017

Name Budget Budget Budget Budget Budget Budget

The Unallocated Budget column (below) will show the balance between the
Annual column and the allocated months

; ; 38.8k 64 $11.8M
Zodiac 2017 Marketing Plan , ?
Time Frame: Wiew By
iz ) | R 4 2017 Monthly ¥ | Plan Hierarchy — + Goals Revenue: $77.5M Inquiry: 175k TQL: 349k Closed Won: 8,726
AUG-201T SEP-2017 0CT-2017 NOV-2017 DEC-2017
Name Budget Budget Budget Budget Budget Unallocated Budget
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Allocation down to Campaign and Programs

e The amounts entered for Campaign and Programs budget are
deducted from their Parent

¢ A child budget can be more than the parent budget amount

e A Tactic does not have a budget; it has Planned Costs.

Zodlac 201/ Marketing Flan

Time Frame: View By
B @ & & | 20vmeny~ | PlenHiersrchy ~
Annual JAN-2017 FEB-2017 MAR-2017 APR-2017
Budget Budget Budget Budget Budget
|““““
I Corporate Strategic Marketing $6,975,000
Strategic Awareness/Reputation $1,000,000 h S0 h S0 h S0 h S0
I + Logistics Vision Blog
I # P/R Roadshow
I # Retail Vision Blog
I + Website Development
+ Strategic Demand Creation - Inbound $1,763,713 50 h S0 h S0 b S0
+ Strategic Demand Creation - Qutbound $390,000 50 h 50 h S0 b S0
+ Strategic Lifecycle Marketing §765,000 50 h 50 h S0 h S0

4.3 Creating a New Finance Budget

o To create a new Budget, select Finance Budget from the
Navigation Menu.

Finance Budget

© New Budget M

Globex 2018 International Budget - EA

I+

o Click New Budget.
o Type in a Budget Name.

o Select the Budget Year. You can select the current year or 10
years into the future, as well as into the past.

o Select the Team(s) that will be able to work on the Budget.

o Select the Budget Owner (the system defaults to the person
creating the Budget).

o Select a Default Permission Level:

Uptempo.io © Uptempo Inc. 2025 | 99




W Uptempo R

* None: Only the Owner can view or edit
e View: Everyone can View, but only the Owner can Edit
e View/Edit: Anyone can View and Edit

o Click Save.

Setup ®@

Year* Team* Owner* Default Permissiol S
2018 ~ ~ Stephen Turley > None

o Begin adding rows to your budget by clicking the icon and
Select New Child Item.

o Type a name for the new row:

E 2018 New Marketing Budget [

New item

Fa Halimlead

In this example, we will build out the categories for the APAC division
first. The next set of rows will be child items under the APAC division.

o On the APAC Division row, click the @ Icon and select New Child
Item and type a name for the new row.

o Repeat this process to add additional rows representing
additional categories, as needed.

APAC Division

Events and Trade Shows
Online Advertising

Print Advertising

Social Media

Travel and Expenses

Website Development

Now we will create additional Child Items, representing the GL code
level of the Budget. Note that Hive9 allows any number of levels for
your Budget. However, it is recommended that all sections of your
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Budget maintain the same number of levels to create reporting that
rolls up evenly across all budgets.

o On the Events and Trade Shows Row, click the Icon and
select New Child Item.

o Type a Name for the new Row

APAC Division

Events and Trade Shows

1000.01 Booth Rental

o Repeat this process to add additional Rows representing
additional GL-level categories, as needed.

e |

APAC Division

- Events and Trade Shows
1000.01 Booth Rental
1000.02 Cartage
1000.03 Promotional Expenses
1000.04 Event Space Rental
1000.05 Travel

1000.06 Lodging

o Complete the GL-level categories for the remaining Sections in
your APAC Division.
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Naine Line ltem: An
e S e N N
APAC Division
Events and Trade Shows
1000.01 Booth Rental
1000.02 Cartage
1000.03 Promotional Expenses
1000.04 Event Space Rental
1000.05 Travel
1000.06 Lodging
Online Advertising
2000.01 Agency Fees
2000.02 3rd-Party Publishing Expense¢
2000.03 Internal Publishing Expense
Print Advertising
2001.01 Agency Fees
2001.02 3rd-Party Publishing Expense o=
2001.03 Internal Publishing Expense
Social Media
2002.01 3rd-Party Publishing Expense
2002.02 Internal Publishing Expense
2002.03 Agency Fees
Travel and Expenses
2004.01 Airline Travel
2004.02 Car Rental
2004.03 Lodging
2004.04 Meals
Website Development
2006.01 ISP Hosting

2006.02 Agency Fees

In this example, our EMEA Division uses an exact duplicate of the APAC
structure for its budget. We can leverage the work already done in
creating the APAC Budget by using the Copy function to duplicate the
entire Budget Structure.

o On the APAC Division row, click the Icon and select Copy
[tem

@ MNew ltem
@ New Child Item

@ Copy Item

o Rename the newly created copy.

+ APAC Division_Copy_04242018_143328160

o Click the * Icon next to your newly renamed Row to reveal the
entire Budget Structure that has now been copied.

EMEA Division
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4.3.1 Entering Your Budget Amounts

To enter an amount in any Budget cell, simple click into the cell. Entry
works much the same way as a standard spreadsheet.

Total Jan Feb

Name Unallocated Budget Budget % Planned Budget Planned Budget Planned

= Events and Trade Shows -$22,850 $22,850 100.00% $10,500 $12,350

1000.01 Booth Rental -$22,850 $22,850 100.00% 1,5 $12,350
1000.02 Cartage 0

1000.03 Promoticnal Expenses

Important notes to remember about Budget entry:

You may only enter amounts into the Budget and Forecast columns. Other
columns are calculated by the system and cannot be entered in the Budget.

You may only enter Budget amounts on the GL-level Rows. All sections
above the GL-level rows are rolled up and summed automatically.

From the earlier Section (3.4.5.1, Add Line Item), the Planned column is
populated with those tactic Line Items assigned to this Budget GL Code.
This column may not be edited in the Budget.

The Tab key will operate to move your cursor to the next column to the
right. You may find that you can tab to a non-editable column (such as
'Planned'), but that you may not be able to edit it. Press Tab to jump to the
next editable column.

4.3.2 Budget Column Management

You may select the Columns you wish to display in your Budget. This helps
when editing values because you can turn off columns that are not editable
during the entry process. Your Column Views are saved until you change
them.

To display Column Management, roll over any Column Header to reveal the
orange pencil editing icon

Total Jan Feb

Unallocated Budget Budget % Planned Budget l Planned Budget Planned
-522,850 $22,850 100.00% U0 $12,350
Click on the editing icon to open the Column Management Editor.
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Manage Your Column View

Actual
% Budget
7 Annual Budget
% Show Percentage
Forecast
7 Planned
7 Owner
7 Category
7 Geography

Select any or all of the available checkboxes to choose the columns you
want to display.

Click Save. The Columns will update and remain until you change the
settings in Column Management.
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4.4 Budget Audit Log

The budget audit log contains every change that was made to your budgets,
when the change was made, the name of the user who made the change,
which budget was changed, which budget item and ID were changed, what
action was taken, and what the value was before the change, after the
change, and the difference. Users can filter by date, budget name, user, and
action taken, even looking at deleted budgets if needed.

Settings

Settings Audit Log Approval

-/ 1300 Events 22 $3,213,250.00 | 28.94%
1301 Event - Booth and Signage 5 $855,500.00 7.71%
1302 Event - Promotions BI 4 $220,000.00 1.98%
1303 Event - Travel I $479,250.00 4.32%

The audit log for a single budget line can also be accessed by clicking the
audit log icon on the budget line in question. This will filter the audit log to
that budget and only show changes to that line. See the full budget audit log
below:

Audit Log Hive® Globex Corporation

Date User Budget Budget tem id Budget ltem Action Value Prior Value After Difference
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5 Accruals for Budget or Plan Budget
Line Items

Accruals are used in accounting to charge for work that has been done but
not yet invoiced, for which provision is made at the end of a financial period.
This feature answers the Finance department's question whether a planned
expense is real, and the money must be spent later, or whether the money
is given back to be spent elsewhere.

The function automatically proposes accruals for plan or budget line items
where the planned and actual costs differ by a configurable amount. This
amount is calculated from planned costs minus actual costs. However,
users can also request an accrual for smaller variances.

Note

The Accrual feature is an optional function that is not automatically
enabled in every system. Contact your representative for more
information.

5.1 Process

The accruals requests are managed in the Accrual Request Grid. The user
can edit and request the accruals. Depending on the setup in your system,
this can be done with or without an approval workflow:

e With an approval workflow: Once an accrual request is submitted for
approval, its status is set to Submitted. The accrual request is
processed in the workflow and is either rejected or approved on the
My Approvals page. Once an accrual request is approved, the status
will be changed to Approved & Sent. The accrual request is sent to
the financial recipient for further processing.

e Without an approval workflow: If no approval workflow is applied,
then in the Accrual Request Grid, user sees a Send button. By clicking
this button, the accrual request is directly sent to the financial
recipient and its status is set to Sent.

The financial recipient is configured by the system administrator and
performs the required transactions. Afterwards, these transactions are
imported to Hive9 through the standard financial import.
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Note

To be able to import accrual request data, the import must be updated.
Please inform your Customer Success partner which import field contains
the Accrual Request Line ID.

After the import, the system checks whether it is a budget or plan accrual

and assigns the transaction amount to the appropriate plan item line ID or
budget item line ID. Subsequently, the accrual request status is changed to
Processed.

The user sees the transaction in the relevant places in the system, for
example, in the Finance Budget Grid in the Actuals column in the row of the
budget line item linked to the accrual request.

5.2 Administrator Tasks

5.2.1 Set Up

You set up the function in the settings of the financial budget. You can find
the following fields.

Field Description

Accrual Duration Defines whether the line items or budget items are to be considered for the
previous month, previous quarter, or YTD.

Offset Date Defines the date of the month until when accruals for the previous month
will be allowed. Example: If you select 25, then any accrual entered before
the 25th of a month will be considered for the previous month, while any
accrual entered on or after the 25th will be considered for the current
month.

If no value is selected, the last date of the month is selected as offset date.

Accrual Threshold Defines the minimum accrual amount needed for loading the default line
(USD) items or budget items in the plan picker or budget picker, respectively. Any
line item or budget item having accrual amount (Planned Cost — Actual
Cost) less than the threshold value will not be loaded automatically in the
plan picker or budget picker. However, users can still manually select such
line item or budget items.

If no threshold amount is specified, it will be considered as 0.
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5.2.2 Grant access

Only the users belonging to a group/role that has access to the accrual
request functionality can view and create/edit accrual requests. To be able
to use the function, a user must always see the Accrual Request Grid. To
grant access to the Accrual Request Grid, go to > Settings > Roles and
activate the according view permission for the roles in need:

Finance Budget Snapshot View
Create/Edit/'Delete Snapshots Yes
Finance Budget Audit Log View
Plan Audit Log - Note: Audit Log can contain sensitive information View
Purchase Request Grid View
Accrual Request Grid View
Recycle Bin View
Custom Object Workflow View
Transactions View

The above-mentioned permission does not guarantee users all rights to
create, edit and/or delete accrual requests. These permissions are granted
in Plan section of a role’s permission list:

Plan View
Create Edit Delete

Plans Yes Yes es
Campaigns Yes Yes Yes
Programs Yes Yes Yes
Tactics Yes Yes es
Line ltems Yes Yes es
Purchase Request Yes Yes Yes
Accrual Request Yes Yes Yes
Actuals Yes
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5.2.3 Enable/Disable Accrual Request in the Advanced Approval
Workflow

Administrators can select/deselect the Accrual Request feature at the
Advanced Approval Workflow level. If accrual feature is selected at the
Advanced Approval Workflow level, then accruals are submitted for approval
and one or more designated users must approve/decline the accruals.

Go to > Settings > Custom Object Workflows and activate/deactivate the
Accrual Request checkbox:

Approve all child entities automatically?

Campaign

Initiative

Activity

Purchase Reguest

Accrual Request
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5.2.4 Creating Custom AR Report/Grid for PO and Invoice Details

The AR Invoice Details grid provides a complete view of Accrual Requests
(AR), including associated Purchase Order (PO) and Invoice information.

Note

This feature is not enabled by default. Please contact Hive9 support for
more information.

Accessing the Grid

1. Look for the AR Invoice Details icon in the left-side menu.

2. Click the icon to open the new nested grid.

Grid Structure

o Top level: Accrual Requests and AR Lines (similar to current AR Grid)
e Second level: Nested PO Numbers under each AR Line

e Third level: Nested Invoice details under each PO Number

Using Filters
Access filters on the left side of the grid. Available filters include:

e All existing AR Grid filters

o Plan Name

e Budget Name

e Finance Budget (child level)
e AR Owner

Note: Filtering by Budget Name or Finance Budget will only display AR's and
AR Lines with Line Items connected to budget items.

Viewing Line Item Cost Allocation

1. Locate the "Line Item Cost Allocation” icon at the AR Line level.
2. Click the icon to open a popup showing allocated planned costs.

3. Review the read-only information, displayed as in the Activity/Tactic
information window.

4. Close the popup using the provided button.
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Column Management for AR Invoice Details Grid

Section Attributes

Accrual Month, Accrual Type, Actual Amount (in period), Approval Workflow,
Standard Attributes AR Date, AR line Amount, Budget ID, ID, Level, Line Item ID, Name, Owner,
Planned - Actual Amount (in period), Planned Amount (in period), PO Count

PO Attributes Invoice Count, PO Amount, PO Number

Accruals, GR Date, Invoice Amount, Invoice Date, Invoice Number,

Invoice Attributes
Recommended Accrual, SE Date

Accrual Request

Custom Attributes All Custom attributes from AR level

Accrual Request
Line Item Custom All Custom attributes from AR Line level
Attributes

5.3 User Tasks

To manage accrual requests, go to > Menu > Accrual Request Grid.

5.3.1 Create an Accrual Request
o In the Accrual Request Grid, click the Plus sign.

o In the menu, select whether you want to create a budget or a
plan accrual:

Accrual Request Grid

N

My Saved Filter Views hd .‘!; 4 (+) T =
Budgelt Accrual
Date Range Clear Plan Accrual
Select A Clear Al
Attributes

The dialog Link to Budget or Accrual Line Item is displayed.

The upper part shows a list of eligible budget or line item(s) that you might
want to select for the accrual. You’ll only see items you own. In the lower
section, you can quickly navigate to and select budgets or line items.

Plans and budgets will appear only if you have edit access to them. Select
the budget or line items for which you want to create an accrual request:
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e In the upper part, delete all items that should not be part of the
accrual request. Click the recycle bin in the table header to
delete all items.

* In the picker, navigate to the items you want so select. You can
only choose items with a black plus sign:

Booth Rental

Cartage

“vent Space Rental +
Lodging

Promotions +
Travel

o When the upper list shows all items you want to include, click
Continue.

The inspection window is opened.
o Edit the accruals properties.
o Click Save.

You have created an accrual request.

5.3.2 Edit an Accrual Request

To edit an accrual request, open the inspection window.

na

[ Attributes B

Name Accrual Date Owner

AR_2022072202212 07/22/2022 John Admin

= Accrual Request Lines B

Q 20 perpage ~

Event Space Rental Created

Budget Name Accrual Request Line item ID Status Accrual Cost

Event Space Rental 193 Created £1.500.01

You can change the name, owner, and workflow on the header along with
any custom attributes. On the accrual request line, you can change the
accrual cost and any custom attributes.
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5.3.3 Request Accruals

Request an Accrual

o In the Accrual Request Grid, navigate to the accrual you want to
request.

o Open its inspection window.
o In the inspection window click Submit or Send.

According to the configuration of your system, the accrual request is either
submitted for approval or directly sent to the financial recipient.

Request Several Accruals

o In the Accrual Request Grid, navigate to the accruals you want
to request.

o Click the Honeycomb icon for every accrual to be requested.
o Above the grid, click Submit or Send.

According to the configuration of your system, the accrual requests are
either submitted for approval or sent directly to the financial recipient.
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5.3.4 Approve and Reject Individual Accrual Line Items

This feature allows you to approve or reject individual Accrual Request (AR)
Line Items separately, rather than approving or rejecting an entire Accrual
Request at once.

Submitting an Accrual Request

1. Create your Accrual Request as usual.
2. When ready, click Submit at the AR level.

3. This action will submit both the AR and all its AR Lines.

Approving or Rejecting AR Lines

1. Navigate to the AR Line section within an Accrual Request.

2. For each AR Line, you'll see an approval tracking grid below the
custom attributes section.

In this grid, you'll find Approve and Decline buttons for each AR Line (if
you have the necessary permissions).

3. Review each AR Line individually.
4. Click Approve to approve a specific AR Line, or Decline to reject it.

5. If you decline an AR Line, you can provide comments explaining your
decision.

Checking Approval Status
The Approval tracking grid shows the following information for each AR Line:
e Approval Level
e Approver Name
e Action Date
e Status

e Comments (if any)

Re-Submitting After Changes

e If changes are made to an AR Line after approval:

1. Update the AR Line as needed.
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2. The system will prompt you to re-submit both the AR and the
specific AR Line.

e If changes are made at the AR level after approval:
1. Update the AR as needed.

2. You'll need to re-submit the entire AR and all its AR Lines.

Viewing AR Line Approvals in My Approvals Screen
1. Go to the My Approvals screen.

2. In the View By dropdown, select AR Line Approvals.

3. You'll see a list of AR Lines submitted for your approval.

Note

You can approve or decline these AR Lines directly from the My Approvals
screen. The entire Accrual Request is considered approved only when all
its AR Lines have been approved. You'll receive notifications about AR
Line submissions, approvals, and rejections as per your notification
settings. If you're unsure about using this feature, please contact your
system administrator for assistance.
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5.3.5 Delete Accrual Requests or Their Items

Attention! Data Loss!

The deletion of one or several accrual requests cannot be reverted.

Deleting an accrual request has no effect on line items and budget items.
After deletion, they will be eligible again for the creation of an accrual
request.

Note

If you delete an accrual, then all its accrual line items will be deleted. If
an accrual has one accrual line item and the accrual line item is deleted,
then the accrual request will also be deleted.

Delete an Accrual Request

o In the Accrual Request Grid, navigate to the accrual you want to
request.

o Open its inspection window.

o In the inspection window, click the recycle bin icon.

The accrual request is deleted.

Delete Several Accruals Requests

o In the Accrual Request Grid, navigate to those accrual requests
you want to delete.

o Click the Honeycomb icon for every accrual request or their
items to be deleted.

o Click the recycle bin above the grid.
A confirmation prompt is displayed.
o Click Yes.

The requests are deleted.
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6 Purchase Support

6.1 Settings for Purchase Support

There are several settings that impact the purchase support module. It must
first be turned on by your customer success team in organizational setup,
where you will also need to decide if and how new PR lines can be added to
already approved PRs.

The choices are to:

e Not allow it at all
e Treat new lines as “new”

e Treat them as “updates”

Purchase Request Cn
Enable PR lines to be added to approved PRs

Allow PR lines as created new -

There are role-based security entries for editing purchase requests, access
to the purchase request grid and access to the PR Dashboard in reports.

Edit access can be further restricted by denying edit access to the content
of a specific team under “teams”.

6.2 Creating Purchase Requisitions

There are some general rules for creating purchase requisitions that must
be followed. While you can create PRs for any status of tactic, you can only
submit PRs for approval if their parent tactics are “approved.”

A PR line’s amount cannot exceed the amount of its parent tactic line item
(less any other PR line amounts already in place).

Approved PRs cannot be deleted, but they can be closed out. Closing out a
PR will reduce the amount of its lines to match the invoiced amount posted
to free up any remaining balance.
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6.2.1 From the Tactic Inspection Window

ID: 67378 Status: Created: 10/24/2018 ﬁ x ‘
M =Lineltems®
‘9 2020 Monthly h
u 1D Name Planned Cost JAN FEB MAR APR
- 67378 Digital Banner Ads - Executive Buyer - Q4 be
- 76980 Digital Banner Ads - Executive Buyer - Q4_ BE - 56
76979 Sys_Gen_Balance E -
x |
Attributes
|
Name
I
Digital Banner Ads - Executive Buyer - Q4_Line ltem
Local Currency Planned Cost Owner
$ USC - $66,000 Nishank Modi e

Custom Attributes

Link To Finance Budget

Linked Budget ltem

ED 1001 Advertising - Digital @'

Purchase Requests & Purchase Orders

1

4th purchase against Q4 banners Closed

Users can create purchase requisitions or edit them from the tactic
inspection window within the line item section after selecting the tactic line
item for which they want to add or edit a PR.

All the related PRs will be listed with their status. Clicking on a PR will
expand it for editing or viewing, depending on the user’s access. There is a
“Create Purchase Request” button for creating new purchase requests.

Once you are in the purchase request section, it works like any other area.
You can add a name and a vendor and save the request, but you must fill in
any required fields before submitting for approval.

A single PR line will be automatically created for the balance remaining on
the tactic line item. This amount can be edited down if you need to split the
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PR into more than 1 line. The sum of your PR lines cannot exceed the
amount of your tactic line item.

The screenshot below displays the 4 sections of a Purchase Request, as
follows:

o The Purchase Request (Header) contains the vendor and any
other custom attributes needed at this level

o The PR Lines contain the specific request amounts and delivery
dates that goods or services are needed

o The transaction block will display any related imported
transactions, like good receipts, invoices, and credits

o The approval tracker contains a record of who was asked to
sign off and who actually did sign off, along with any comments
that were provided.
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ID: 67378 Status Created: 10/24/2018 & X
Purchase Request Attributes
Name
~ o
L Banner placement for July
Approval Workflow Approval Workflow for Modification
G Strategy Approval - Globex / Approva -
Ownel Purchase Request ID
Bruce Brien - 53

Purchase Request Custom Attributes &

Payment Terms Suppress Push Emails Push Email Recipients Vendor

none brbrien@gmail.com, bruce@hived.com ~ Hilton -

= PR Line ltems ©

Q 20 per page ¥
Digital Banner Ads - Executive Buyer - @4_Line ltem
o)

Line ltem Purchase Request Line Item ID

Digital Banner Ads - Executive Buyer - Q4_Line ltem 57
Local Currency PR Line Amount Delivery Date

$UsSD hd $1,000 08/02/2020
PO Number PO Line Numbe| PO Line Status

Transactions B
There are no purchase transactions associated with this purchase line item
+ Purchase Request - 53 - Approval Tracking B
Level Approver Action Date Status Comments

A Akeel Khambati
A Alyssa Morrison
A Temporary Guestuser

6.2.2 From the Honeycomb

Purchase Requisitions can also be created from the honeycomb feature on
the plan grid. Simply select the honeycomb on the line items in the plan
from which you would like to generate the PR, and then navigate to the large
honeycomb in the lower-right corner and click on it. Then click on the three
dots to expand the “..additional actions” menu and choose “Purchase
Request” from the list.
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6.3 PR Approvals and Modifications

Basic PR approvals are available, and a reference to how they work can be
found in chapter 10.10.

Advanced Workflow Approvals are also available, and a reference can be
found in chapter 10.101.

Before approving a PR, all required fields or attributes (designated with an
orange asterisk*) must contain a value. When a required field or attribute on
a PR or PR line is modified, it must be re-submitted for approval. Modified
PR approvals can have an alternate approval route designated as a default
at the team and user level that is propagated to the PR.

Purchase Request Attributes

Modified PR approval thresholds are based on the delta or change in the PR
amount from the previous approved state. The amount displayed in your
approvals grid for a PR Update will be the delta as well.

If a modified PR is declined, the user will have the option to “Revert” the PR
to its last “approved” state.

See below for an approval tracker with signoffs:
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+ Approval Tracking &

Level Approver Action Date Status Comments
A Alyssa Morrison
Darin Hicks
Robert Genzalez
SFDCPartner Demo...

Bruce Brien 07/28/2020 Approved

Darin Hicks
Alyssa Morrison

A
A
A
A
E Bruce Brien 07/29/2020 Approved
B
B
B Robert Genzalez

B

SFDCPartner Demo...

6.4 PR Integrations and Transactions

Hive9 Purchase Support can be easily integrated with purchasing systems.
The integration is file-based and may be run as frequently as hourly or as
drawn out as monthly.

Users can configure PRs to be sent as e-mails or via SFTP to be consumed
by their Purchasing system. Users control the mapping and the order that
pushed fields are sent in. Different mappings can be used for new versus
modified PRs. Users can also configure a “Pull” integration to read exported
files from the purchasing platform and mapping that data back to Hive9. The
mapped data can update attributes directly on the PR, such as PO Number,
or can post a transaction if it has one of 3 IDs associated with it: a goods
received ID, a service entry ID or an invoice id.

Mapped transactions have the option to be approved (or accepted), thereby
triggering another “push” to acknowledge the “acceptance.”

Note

When transactions are posted, Hive9 will augment existing transactions
where possible before adding new ones. This enables us to match the
corresponding receipt and invoice IDs to the PO on a single line. We only
record multiple lines if there were multiple receipts or invoices involved.
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Hive9 - User Guide

The PR Grid works similar to the Plan Grid with column management,
column movement, and a configurable heads up display, and support for
custom attribute filters and saved views, as well as an export feature.

(@]

(@]

Saved Views
Filter Panel
Heads Up Display
Export

Main Grid

Column Management

6.6 The PR Dashboard
See the PR Dashboard in Reports.
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7 Performance and Dashboards

7.1 Integration Considerations for Performance

While plan performance can be entered manually, it makes more sense to
deploy Hive9 connectors to populate the performance data needed for
performance reporting to add real value.

Hive9 is supported by 2 database architectures, a traditional relational
structure for plans and budget, and a star schema for performance
reporting. The databases are called “Plan” and “Measure.”

The star schema enables us to collect various data from different systems
and relate it back to a tactic in the plan, which connects us to all the costs
and segmentation needed for full analysis.

Performance data can be mapped and loaded as a “one off” for special
events, or a Hive9 connector can be deployed. We support various
connectors for web analytics, marketing automation, CRM and lead
progression. Contact your customer success manager for an updated list of
specific connectors or to discuss a new connector.

Some connectors drive the standard reports discussed below, while others
drive custom dashboards developed and maintained by the Hive9 Customer
Success team.
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7.2 Advanced Attribution Models

11
B
1l
=]
|
N
711
00

Hive9 Supports the 8 attribution models above, and your customer success
team can help you get them set up.

o First Touch — all credit goes to the first touch
o Last Touch - all credit goes to the last touch
o Equally Distributed — all touches get equal credit

o Interaction Weighted — Your organization can weight each
interaction type, and the weighting is applied to the equal
distribution

o Linear Time Decay - All interactions count, but newer
interactions get more weight

o ¥ life Time Decay — Similar to the linear time decay, but
skewed significantly in favor of more recent activity (good for
shorter demand cycles)

o U-shaped position model — First and last touch get equal
weighting

o W-shaped position model — First touch, last touch and the
“lead” inflection point get equal credit

We also support a custom statistically inferred model that users can work
with our client success team to activate.

Note

Users can choose one of these 9 models as the source for ROI
calculations in the rest of the performance module.
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7.3 Standard Dashboards

7.3.1 Summary

L 11}
258 Summary Hivee | Globex Corporation
ar
Revenue
Plan
Clear A & Actual/Projected Goal
Attributes FY 2020
ojected Vs Goal 200M Tﬂldﬂv
I Plan -
| campaign - 596 oM
.
Program e $84.8M
Tactic -~
b 14.4% AbovePlan
Audience (4/4 e
Brand (14/14 ~
BU- Solutions (3/3 @ Top Revenue by | audience ~ Top Performance by | audience
EanEsy (/8 v Name Revenue Trend Name Proj. vs Goal Trend
Geography (4/4) ~ All $43.8M Ecanomic Buyer +23.9%
Vertical (5 /5 > Technical Buyer $12.0M Al +17%
B Economic Buyer $5.94M Technical Buyer +12 7%
Owner (30 /30 V
Executive Executive
Tactic Type v $951k -41.1%
Influencer Influencer
S8 N Total $62.7M Total +14.4%
Line Item -

The Summary dashboard is broken into 2 sections. The upper section
(above) contains the revenue prediction for the selected plans as well as a
set of charts for the top-performing segments by Revenue, Cost,
Performance to Goal, and ROI based on your designated attribution model.
Users can use the drop-downs to change the segments.

The lower section (below) contains high-level waterfall statistics for volume
at each stage and conversion rate performance compared to plan at each
stage. Clicking “Details” brings up the Waterfall report, see chapter 7.3.3. The
same filtering available on the plan grids is available here as well.

Waterfall - .
. Voumé ) TQL Cleed Won
0, 0,
Inquiry 223k v 284/0 149 /0
6.8% Above Plan 9% Below Plan
TQL 60 . l k . -+ Actual/Projected o Goal & Actual fProjected Goal

ok Today 10k Talday

Closed Won 9 43 k
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7.3.2 Revenue

Revenue Hwee ‘ Globex Corporation
- Tactic Revenue Goal Rollup. L]
. | Tactic Revenue Goal Rollup Asset | o
025 romation
| gom $s25M | $07IM 9251
Year > —_———— -
Plan v h
L
Attributes
25M Today
Iman ~ = |
|
Campaign ~ 100 |
B Actal Revenue
. Goal Rever |
Progra ~
rogram 1 I Prajected Revenue |
Tactic ~ —
on |
) |
Audience (4/4 ~ B
25m |
—— |
Brand (14/14 ~ = H
ou R =— L L L] | EuE sl mim Anl =uE | ] [ ] u
- Jan2020  Feb2020  Mar2020  Apr2020  May2020  Jun2020  Jul2020  Aug2020  Sep2020  Oct2020  Nov2020  Dec2020
~ ActwalTotal 54550 137 s230M 3130 34071 s s587M se27M s627M 56271 se27m sez27M
3 v
erveal - View By Campaign ~| Groupmy| Plan N serumy| ACtual Revenue - Ordar| HIENOLOW | jamiperpags 0 -
owner (30 /30 ~ Compara| AllPians
TacucType ~
status (6 /6 ~
o
Line ltem ~
Projected Revenue Revenue Goal Actual ROI/Planned ROI Revenue Performance
Zodiac 2020 Marketing ... $80.8M D 507 696141 1
Zodiac Strategic Marketing
Projectad Revenue Revenue Goal 1TD Actusl ROIPtannea RO
$401M /$18.8M 979.4%/141.7%
Revenu Performance: 122.4% ROI Performance: 691.4%
Retail Marketing
Projectad Revenue Revenue Goal 1TD Actusl ROI/Planed RO
$31.5M /$16.6M 667.0%/162.8%
Revenue Performance: 127.5% ROI Performance: 409.8%

This Revenue dashboard is one of several flavors of stack ranking
dashboards. It focuses on revenue while one of the others can be configured
for any stage, including revenue, and the last one focuses on the plan
budget.

The upper part of the chart shows your performance versus your goal over
the course of the plan year until today. From today forward, it shows the
model’s prediction of your performance compared to your goal for the
remainder of the year. Any investment change impacts that are made will
immediately be reflected in a “refreshed” dashboard view. The user can
decide how to view and sort the ranking in the middle selection with all the
dropdowns.

The lower section contains the grouped plan elements and their waterfall
performance and predictions stack ranked per the user's selections. There
are always 2 layers shown. Clicking on a lower level layer graduates that
layer to the upper layer and displays the next level down as the lower layer.

On any lower level, users can click on the orange bread crumb trail in the
upper-right corner of the entry to navigate directly to the plan object being
referenced in order to take immediate action.

The same filtering available on the plan grids is available here as well.
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7.3.3 Waterfall

M Actual Inquiry
| camaien v 200 B8 Gol oquiy
M Projected Inquiry

'w
3
o
\ -
I»

Tactic ~ ook /-/—

|
— |
|
= |
L ] | EnE LB | EnE mim mEEm ENE _Em u ] ] ]

Jan 2020 Feb 2020 Mar2020  Apr2020 May 2020 Jun2020  Jui2020 Aug 2020 Sep 2020 0Oct 2020 Nov 2020 Dec 2020

L3

Projected Inauiry hctu
Zodiac 2020 Marketing ... Ingquiry Goal ¥
Y

Zodiac Strategic Merketing

Projectea Inauiry
107k

Retail Marketing

Projectzd Ingquiry QL
58.0k . 147k s

This Waterfall dashboard is the second flavor of stack ranking dashboard. It
can be configured for any stage, including revenue, by using the dropdown
above the chart. This dashboard can be reached from the menu or from the
Summary dashboard, see chapter 7.3.1

The upper part of the chart shows your performance versus your goal over
the course of the plan year up until today. From today forward, it shows the
model’s prediction of your performance compared to your goal for the
remainder of the year. Any investment change impacts that are made will
immediately be reflected in a “refreshed” dashboard view. The user can
decide how to view and sort the ranking in the middle selection with all the
dropdowns.

The lower section contains the grouped plan elements and their waterfall
performance and predictions stack ranked per the user’s selections. There
are always 2 layers shown. Clicking on a lower level layer graduates that
layer to the upper layer and displays the next level down as the lower layer.

On any lower level, users can click on the orange bread crumb trail in the
upper-right corner of the entry to navigate directly to the plan object being
referenced to take immediate action.

The same filtering available on the plan grids is available here as well.
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7.3.4 Plan Budget

Plan Budget

Hive9 - User Guide

Hivee | Globex Corporation

Planned Cost: Annua Allacatad Planned Cost Tots

$11IM
Vear ~
Plan ~ e
Attributes
Ipm v 20m
IC.‘;r‘n:-z\gn 4
15M M Actual @ Monthly FX Cost
Program v W Actual Cost
= Allocated Cost
actic . oM I Plan Budget
Audience (4/4 ~ A
srand (14/14 ~
i - Jan2020  Feb2020
Buyers Journey (3/3 ~ Plan Budget $2.43M s931
Geography (4/4 ~
vertical (5/5 - iew By Campaign | crouny| P
owner (30 /30 v Compere| AlLF1NS
TactcType v
Status (6 /6 @
Line Item ~
Zodiac 2020 Marketing Plan
Zodiac Strategic Marketing
Plan Budget
$417M
Retail Marketing
Plan Buogst
$3.92M

Mar 2020 Apr 2020 May 2020 Jun 2020 Jul 2020 Aug 2020 Sep 2020 Oct 2020 Nov 2020 Dec 2020
-~ — s22m ssomc si2om ssazk — se80k se0sic -
ort B ited Cost Orat 0 ems perpage 7 7
LExpe
Actul @MonthyPXCost ActunlCet ActaltoBucge Atocates
PanBucges
RetolCont st @ Moty P Cost Costertormance
$2.30M $2.30M 70.3%
Aessar 1o Budget Performance: 4475 Alocoted o Budget Performance: 86 5%
e Com et Moy P Cont [—
$277M $2.77M -56.2%

e —— Plan Budget: Torm et Goms o rrr T

$2M Dealhdhane 88 B $883

o

=+

|

Actual 1o Budgst Performanca: -29.3% Allocated to Budgst Performance: 81.4%

The Plan Budget dashboard provides a detailed visual of what is being spent
from a campaign and program point of view over time.

The basis of the chart is to look at budgets, actual costs, currency converted
actual costs, and allocated or planned costs over time with only the budgets
and the allocated (planned) costs projecting into the future.

Users enjoy the full suite of plan filters, a separate heads-up display, control
over the timeframe, the grouping and sorting, and what they want to

compare.

The stack ranking and ability to navigate to the details, as well as to export,

are all still available.
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7.3.5 Finance Budget

nance Budget Hive® | Globex Corporation
20 NA Marketing Budget =
Region (8 /8] ~ o
Bum Rate Annual Budget @ Total Budget @) Budget YTO @ Total Planned Cost Plannzd YTD @) Total Actual
Seiect a1 cie

94.4% $1IM $11.2M $879M $11.5M $8.88M $8.3M

+ 1000 Advert

ol o L
s Il [T | T n [ [ 1]
Budget v, Planned Cost Budget vs. Actual Cost
WHL L L
B Piaes Cos < N o=

Actual Cost vs. Budget Actual Cost vs. Planned Cost

sma s WA
B ~coi Cost [ Sudos I Acti Cost [ Fianes Cost

The Finance Budget dashboard is a simple set of comparisons between your
budgets, planned costs, forecasts, and actuals from the construct of your
financial budget instead of your marketing plan.

It will be cost center- and GL code-focused and has its own heads-up
display at the top of the screen that can, of course, be configured.

The charts can be rendered as bar charts, line charts or tables. They can
also be exported at any time.

The tabs will be automatically generated based on the level depth of your
financial budget and will be named based on what you set up in your
organizational settings.

After the time-based charts on the first tab, you will be presented with a
series of pie charts to explore the distribution of your investments. The pies
are presented as donuts but offer the same capabilities, including exporting.

The filters are based on the elements of your budget.
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7.3.6 Approvals Dashboard

»
Approval Report H,VEG ‘ Globex Corporation

Entity wise Approval | Tectc

Vear

Plan
Average
Approver (16 15) of days taken by user to anprove zn entit

Attributes - - 1

I Plan v
IC;m:a\gn v
Program ~
Tactic - Approval Activities |
- . se. Q Showing1-4of4 | 50 perpage =
and (141 . Item Typ Approver Name 1Sign-Off Da.. Sign-Off Staus  Level Amount. Comment ts

Tac Sruce Brie 07/09/2020 | Approved 5 $80.000
ot ~

Tact Bruce Brie Q7/0%/2020 Approved A $60,000

¥ Tacti Bruce Brie: o 2020 Approved B $75.000

v Tact Bruce Brie 07/012020 A d A £75.000

Status (6 /6) v

Line ftem v

The Approvals dashboard is a simple dashboard with full plan filtering
capability that shows the current status of approvals in the upper left, the
average approval time in days in the upper right, and a configurable and
searchable grid of approvals at the bottom for review purposes.
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7.3.7 Plan Details

Hive™

Filters

tics by Buyers Joumey (] Fienned Coat by Buyers Joumey [ Suyem Journey Completaness

o

i

The Plan Details dashboard is a self-configuring dashboard designed to
showcase the segmentation across your plans at any level. The tactic level is
shown in the screenshot above, but it is also available for the campaign and
program levels.

Each column shows one aspect of how your segmentation is balanced. At
the tactic level, the first column will always show how your tactics are
distributed by that element of your segmentation. The second column will
re-cast the same data, but the chart will be based on the planned cost
distribution and not the count. The final column will show you the
completeness of the data so that you can see whether you have a
compliance issue.

There will be a row for each attribute at that level of your plan. The
individual charts can be exported as well.
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7.3.8 PR Dashboard

RSP Amount P — Purchase Request Line tem °
) - Amount

26 . 18 . 13

PR Total by Vendor by Period (Delivery date) PR Total by Owner by Period (Delivery date)

Vendor Performance Percentage

The Purchase Request dashboard has a configurable heads up display, a set
of PR related filters and 3 charts.

The first chart shows your expected commitment to each vendor bucketed
by the delivery date period on the PR line. The second chart shows the same
data, but instead of by vendor, the chart is grouped by the PR owner listed
on the PR record.

The last chart at the bottom shows delivery performance for each vendor -
provided you are importing receipt transactions.
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7.4 Custom Reports and Dashboards

With all the data available in Hive9 and all the data being imported into
Hive9, there are almost an unlimited number of reports and dashboards one
could conceive of.

Our client success team stands ready to listen to your needs and develop
the specific dashboards you need to drive your organization towards its
goals.

Our custom dashboards are maintained for you and updated to remain
consistent and functional from release to release. They can include heads
up displays, left side panel filters, export features and configurable charts.

Some examples below:

s Revenue =8 wene | ROI ences Reverue
08 $5.42M S176M 492k $2.89M
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8 Support - In application request

In the upper right-hand corner of the application, you can log a support
request. Response times are based on support package commitment.

E

9 i SUPPORT SIGN OUT
Hive ‘ Demo Client I
# HOME £ MODEL T MY PLANS E FINANCE > W BOOST |2 REPORT £+ SETTINGS ~

TaQL Tactics Cost ACU!IiV(VV Distribution
Filters = - Marketing Activities (Ongoing) 2,361 69 $2.19M [
+0%
Active Plans o
Year - All ] ] 4 Q Time Frame: | 2016 ~ | ViewBy: | Tactic

Plan - Enterprise New Logo Plan
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9 FAQs

9.1 Permission, Roles, and Teams

Can | be on multiple teams?

Yes, users may belong to multiple teams. Each team will have its own rules
for collaboration, so if a user can approve for one team, they may not have
the ability to approve for the other team to which they belong.

Can | have multiple roles?

No, users may only have one role.

Can | approve my own Tactics?

It is possible. This is determined by your Approval Workflows. Your system
administrator can edit the Team settings to determine who has approval
permissions on any Team.

| can see Programs and Campaigns within my Plan but cannot edit them. Why
not?

Your Role permissions determine whether you can create, edit or delete
items at Plan, Campaign, Program, and Tactic level. This is set by your
system administrator.

Why can’t | see Tactics assigned to another department in the Plan?

Your Role determines whether you can see content owned by members of
another Team. This is set by your system administrator.
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10 Administration

Note

You must have administrator permissions allowing you to execute the
step-by-step procedures in this chapter. If you cannot execute but need
to, contact your Client Administrator.

10.1 Users

Simpson

10.1.1 Create User
o Click > Menu > Settings > Users.
o Click New User in the top-right corner.

o Edit the settings. You must fill at least the mandatory fields
marked in red.

o Assign the user to at least one team. For more information, see
chapter 10.4.

o Click Save in the top-right corner.

You have created the user.
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10.1.2 Edit User
o Click > Menu > Settings > Users.

o If you do not see the user directly in the list, use the search bar
to find the user.

o Click on the user’s entry.
The user’s profile opens.

o Make any edits as needed.

o Click Save.

You have edited the user.

10.1.3 Delete User

When deleting a user, you can reassign their owned objects to another
active user to maintain data continuity:

o Click > Menu > Settings > Users.

o If you do not see the user directly in the list, use the search
bar to find the user.

o Click on the user’s entry to open their profile.
o Click Delete in the bottom-right corner.
o In the deletion confirmation dialog, you’ll see:

o A list of all objects owned by the user (Initiatives, Activities,
Line Items, Purchase Requests, etc.)

o Two ownership options

o Keep the Ownership of Hive9 objects to same user (Only
editable by Admins

o Reassign Ownership of Hive9 objects to other user. Click Yes to
confirm.

o Select your preferred ownership option.

o Click Continue to proceed or Cancel to leave.

Note

If no reassignment is made, these objects will retain ownership to the
deleted user and will become Admin-editable only.
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What happens next?

e |If “Reassign Ownership of Hive9 objects to other user” option is
selected, then all objects owned by the deleted user are
automatically reassigned to the selected user

e If “Keep the Ownership of Hive9 objects to the same user (Only
editable by Admins” option is selected, then all objects are still
owned by the deleted user, but they become non-editable for all
other users except for Admins.

e The new owner receives notifications (email and/or in-app) about
their newly assigned objects

e The ownership changes are recorded in the audit trail, including:
o Original owner
o New owner
o Timestamp
o Affected objects

You have deleted the user.

10.1.4 Assign a Default Currency to a User
o Click > Menu > Settings > Users.

o Click on the user to whom you want to assign a default
currency.

Settings

: Akeel Khambati System Admin - Old

Arthur Pershing Planner
Barbara Kim Planner
Berta Grand Planner
Bobbie Barrett Director
Brad Gray Planner

Chankyu Soh System Admin

b (e T [y e e e e e o

Darin Hicks Client Admin

o In the Currency field, select the user’s default currency.
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Currency

$ UsD -

A% AUD
€ EUR
£ GBP
$uUsD

o Click Save.

The user’s default currency is now saved.

10.1.5 Assign a Role or Team to a User
Users must be assigned a role in the application.
o Click > Menu > Settings > Users.

o If you do not see the user directly in the list, use the search bar
to find the user.

o Click on the user’s entry.
The user’s profile opens.
o Use the dropdown to select the Role.

o Click Add Team and select the team you would like to assign
the user.

o Click Save.

You have assigned a role or team to the user.

You can also use the Roles and Teams pages to assign users to their
respective roles and teams.
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10.2 Admin User Impersonation

This feature lets administrators log in as regular users to provide better
support and troubleshooting. Administrators can experience exactly what
users see without affecting their user session data or workflow.

10.2.1User Privacy Settings for Regular Users

Account

First Neme * Last Name * Email

Job Title Organization Date Format

Activate Delegated Approver

P
Allow Admins to access my account &

Allow access for: ® 24 Hours Always

Teams

Europe Team Yes

o Access your account settings through My Account in the left
navigation.

o The Allow Admins to access my account toggle controls
administrator access to your account:

o OFF: No administrator can access your account (default
setting).

o ON: Administrators can access your account based on your
time preference.

o Choose one of these options under Allow access for:
» 24 hours (default): Grants temporary access.

= Always: Grants continuous access until turned OFF.
10.2.2 Administrator Access

Accessing User Accounts
o Navigate to the Users page

o Locate the user who has set admin access to ON
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(@)

(@)

Adam L 2

Phone

| ® Delete

Click the Login as user button in their profile

You now see Hive9 exactly as the selected user does

While Using a Regular User's Account

O

(o]

The admin’s session is replaced by the user’s session.

You see exactly the same interface, permissions, and restrictions as
the user.

A banner at the top indicates you're in impersonation mode

All your actions are logged with your admin identity. This includes
admin’s identity, timestamp, and actions.

As an admin, you cannot access:
The user's My Account settings

» Sign-out functionality of the logged-in user

Returning to Admin View

Click Back to Admin View in the header section of the screen which allows
you to return to your administrator account.

The user session ends
The admin’s original session is restored

The admin is redirected to their My Account page

Important Notes and Restrictions

Administrators cannot impersonate other administrators
User permission is required and can be revoked at any time
Regular users cannot access other user accounts

Cross-organization impersonation is not possible
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Quick Start Guide For Users
1. Go to My Account page.

2. Set Allow Admins to access my account toggle to ON.
3. Choose your preferred access duration: 24 hours or Always.

4. Save your settings.

Quick Start Guide For Administrators
1. Navigate to the Users page.

2. Find the user who granted admin access.
3. Click Login as user next to their profile.

You are now viewing the platform as the selected regular user.
4. Complete your tasks.

5. Click Back to Admin View when finished.

10.3 Roles

Roles are a collective set of permissions that are assigned to users that
dictate what features a user can see and use within the application. When a
role’s permissions are edited, those permissions changes are propagated to
all the users who have that role assigned to them.

Admin Roles

Users who are assigned the Client Admin role in the application will have
access to all the features and content inside the application; for this reason,
we advise that you carefully consider any users who are given this role. The
Client Admin role cannot be copied, edited or deleted, and at least one user
must be assigned this role. All clients will have an additional System Admin
(a Hive9 representative) assigned to their instance that will be able to assist
in permissions setup and troubleshooting.

Content Settings in Roles

There are a couple of content settings on roles that are important to
understand.
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Content Visibility
Can only view content assigned to my team(s) Mo

Can only view financials of content owned by my team(s) MNo

The first limits the content that a user can see to the teams that they
belong to, prohibiting them from seeing the content of other teams.

The second limits access to financial information only. This is a good way to
offer agency partners access to plans but not to your financial data.

Integration Settings in Roles

When the setting for the entire Integrations section is set to Restrict, users
with the role will be treated as if both options are set to OFF, as below.

Integrations Restrict

Create/Edit Integrations

Edit Tactic integration options

When the Create/Edit Integrations setting is set to the ON position, users
with the role may see and edit anything in the Settings > Integrations
section.

Integrations View

Create/Edit Integrations

Edit Tactic integration options

When the Edit Tactic Integration Options setting is set to the ON position,
users with the role may edit anything on the Tactic Review Tab regarding
integrations. All buttons will be functional.

Integrations View

Create/Edit Integrations

Edit Tactic integration options
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= Tactic Approval Behavior

i m [ h|
Integration salesforce “ © Create New SFDC Campaign

Yes
Connect to Existing SFDC Campaign
7012L000000xvDQQAY 9 paig

work off

When the Edit Tactic Integration Options setting is set to the OFF position,
users with the role may not edit anything in the Integrations Section of the
Tactic Inspection Window. All functional buttons will be grayed out and non-
functional.

Integrations View

Create/Edit Integrations

Edit Tactic integration options

Tactic Approval Behavior

. forc (on )
Integration salesforce Create New SFDC Campaign

Yes
2012L000000xvDQOAY Connect to Existing SFDC Campaign

&8

&

work off

Snapshots

Taking and opening snapshots is gated by permissions for both plan and
finance budget snapshots.

Snapshots - View User can see the snapshots and open any snapshot from gallery.

Snapshots - Create/Edit/Delete e User can take snapshots.

e User can edit the name of the snapshot.

e User can delete the snapshot.

Uptempo.io © Uptempo Inc. 2025 | 145




W Uptempo R

10.3.1 Create Role
o Click > Menu > Settings > Roles.
o Click New Role in the top-right corner.
The page with the role settings is displayed.
o Edit the role’s name.
o Set the permissions on Plan, Measure, and Notification tabs.
o Click Save in the top-right corner.

You have created the role.

10.3.2 Edit Role
o Click > Menu > Settings > Roles.

o If you do not see the role directly in the list, use the search bar
to find the role.

o Click on the role’s entry.
The role’s profile opens.
o Click the Edit icon ' in the top-right corner.
o Make any edits as needed.
o Click Save.

You have edited the role.
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10.3.3 Delete Role
o Click > Menu > Settings > Roles.

o If you do not see the role directly in the list, use the search bar
to find the role.

o Click on the role’s entry.
The role’s profile opens.
o Click the Delete icon ® in the bottom-right corner.
A security prompt is displayed.
o Click Yes.
If the role is still assigned to at least one user, a dialogue will open.
o Select a different role for these users
o Click Continue.

You have deleted the role.
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10.4 Teams

Teams are groups of users that collaborate on specific content and define
how team members interact with each other’s content. The following team
rules will define who can edit any content owned by the team, and which
users can approve tactics submitted by the team.

Team Collaboration Rules

Users that are marked Yes under Can Edit Team Content will be able to
Can Edit Team Content edit all content owned by the members of that team. If No is marked,
then the user will only be able to edit content that he or she owns.

Users that are marked Yes under Can Approve will be able to approve
tactics for that team. If a user is marked No that user will not be able to
approve any tactics.

At least one member of each team must be marked Yes for this rule.
Can Approve for Team

Note: If approval workflows are turned on, only users with a Can Approve
status of Yes will be eligible to be included in approval workflows.
Eligibility is on a team-by-team basis. For more information on approval
workflows, see chapter 0.

10.4.1Create Team
o Click > Menu > Settings > Teams.
o Click New Team in the top-right corner.

o Edit the settings. You must fill at least the mandatory fields
marked in red.

o Click Save in the top-right corner.

You have created the team.
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10.4.2 Edit Team
o Click > Menu > Settings > Teams.

o If you do not see the team directly in the list, use the search
bar to find the team.

o Click on the team's entry.

The team's profile opens.
o Click the Edit icon £ in the top-right corner.
o Make any edits as needed.
o Click Save.

You have edited the team.

10.4.3 Delete Team

Users who were assigned a team that is being deleted will not be able to
access plans or budgets that the team was assigned to. Users who belonged
to a deleted team will need to be added to a new team or a team that is
already assigned to the plans or budgets they were previously.

o Click > Menu > Settings > Teams.

o If you do not see the team directly in the list, use the search
bar to find the team.

o Click on the team’s entry.
The team’s profile opens.

o Click the Delete icon ® in the bottom-right corner.
A security prompt is displayed

o Click Yes.

You have deleted the user.
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10.5 Customer Attribute Considerations

e Attributes can be created with a dependency to other attribute fields
or field values.

Dependencies allow “child” Attribute values to be limited based on the
selection made on the “Parent” level. In this example, the Region is the
Parent and the Country is the Child.

Geography Country

North America - -

By Selecting North America in the Parent Region attribute, Child Country
values are limited to North American Countries.

Geography Country

North America - -

Canada
Mexico
United States

e Attributes entered at a lower level can be rolled up into the next
layer above in the hierarchy on the grids.

e Attributes can be custom ordered on the screen.

e Attributes can be designated as required, meaning they are required
to “submit for approval” but will not prevent records from being
created. These are designated with an orange asterisk.

e Attributes can be driven by formulas, including lookups, text
manipulation, numeric, and currency formulas and formulas that
drive dependencies. These may be complex. Ask your CSM for details
on the many possibilities here.

e Attributes are set up instance wide.

e Attributes can exist on every Plan object.
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e Attributes can be text boxes, or Single-Select or Multi-Select
dropdowns. Users can enter different allocations for expected
performance and costs for each selected pick-list item on multi-

Multi-Select Attributes allow the user to assign the proportion of the
Attribute’s Cost and Performance (CVR) to be assigned between the
selected values. In the example below, 50% of the Cost and 50% of the
CVR are assigned to each of the two Countries selected. These values are
automatically divided equally by Hive9, but may be manually edited, as
long as the total % adds up to 100%. Cost and CVR may be assigned
independently. For example, the US may be assigned 50% of the Tactic
Cost but receive 75% of the CVR performance credit. The < single-
selection link at the bottom of the window allows the user to revert to
Single-Select mode. A choice will need to be made to determine which of
the values is selected.

Name CWVR (%) Cost (%)
Canada 50% 50%
Mexico
United States 50% 50%

Select attributes.
e Attributes can be mapped to integrated 3rd party systems.

e |If you change a Tactic Type, Tactic Planned Cost and initial stage
(typically Inquiry) will revert to the amounts listed in the Model.

e Talk to your CS team representatives to take advantage of these
capabilities
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10.6 Integrations

# HOME 5 MODEL = MY PLANS CE ~ ¥! BOOST £ SETTINGS ~

Preferences External Service Integrations

Add New Integration

10.6.1Add Integration
o Click > Menu > Settings > Integrations.
o Click Add Integration in the upper-right corner.

o Choose platform:

)

Q

Eloqua

Google Campaign Manager
HubSpot

Jira

Marketo

Marketo V2

OneDrive

PR Pull

PR Push

Salesforce

Salesforce-Sandbox v

o Enter information. The required information depends on your
chosen platform.
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General Settings

o Click test integration credentials and look for success message:

Success. Provided integration service credentials
are authenticated successfully

o Click Save.

o Expand Push and Pull sections to complete integration setup
for each required area.

General Seftings

Push Tactic Data N

Pull Responses
Pull MQL

Pull Closed Deals

Note: Not all information needs to come from one system. One system
may provide Responses and another MQL and Closed Deals.

o Use dropdown to expose field data from integrated system
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Plan Fields - Globa /
Name Name =

Select
Description
ActualCost
Start Date AmountAllOpportunities

AmountWonOpportunities

End Date Audience__c
BudgetedCost
Status
Business_Unit__c
Owner Campaign_Assesment__c
Campaign_Outcome__c
Activity Type CampaignMemberRecordTypeld
CreatedByld
Plan Name
CreatedDate
CurrencvlsoCode T
Plan Figlds . Tartic

Note: Not every field needs to be integrated.

o Click Save.
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10.6.2 Integration Folders — Eloqua and Marketo

If you Push tactics from Hive9 directly into Eloqua or Marketo, then you
need to set up the destination folder.

Destination folders are designated at the Plan level.

Time Frame: 2016 ~
Plan Name Folder Path*
North America Region 2016 Clear
EMEA Region 2016 Clear

Clear

Clear
Global Region 2016 Clear
2016 Clear

*Folder names are case sensitive, Plans with a blank folder path or a wreng folder name will be pushed to root folder in Elogua

Eloqua Folder can be in hierarchy — Example — North America/Pending

Marketo Folder — Folder has to be in root Marketing Activities folder -
Example 2017 New Plan

= @l Marketing Activities

H) 27052016_Marketo
G 28052016 \
# &y Campaign

# ) Data Management

# T Hived Stage Aug
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10.7 Working in Alternate Currencies

Hive9 supports multiple international currencies and can resolve
transactions and budgets in foreign currencies back to US Dollars. Some key
concepts about working in multiple currencies:

e You may select which currencies are valid for your instance from a
currency table.

e Hive9 supports a universal conversion table that may be maintained
only by users with permissions to edit that table.

e Every user can be assigned a default currency, so if a particular user
works in Germany, for example, that user’s default currency might be
set to Euro.

Maintaining Exchange Rates

In the Currency Window, choose the currency that you wish to update and
update the Exchange Rate field for that currency. You can also opt to use
monthly rates for some or all currencies by clicking the checkbox and then
updating the rates throughout the year.

Annual Planned  Use Monthly Actual Exchange Rates
Curren <y Exchange Rate Actual Rates Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

® BB B B ® B

10.7.1Add Currency
o Click > Menu > Settings > Currency.
o Click Add New Currency in the upper-right corner.
o Select a currency you want to add to your list of currencies.
o The currency is added to the Currency list.
o Set the Exchange Rate for the currency.

You have added a currency.
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10.7.2 Delete Currency
o Click > Menu > Settings > Currency.
o Click Trash Can icon
A security prompt is displayed
o Click Yes.

The currency will be removed from the available currencies.

10.8 Organizational Setup

Note

This section is reserved for global instance settings.

10.8.1 Budget Configuration

You can turn off/on the ability to use Plan Budget in your instance.

10.8.2 User Category Attribute Options

The User Category feature allows classification of users and automatic
inheritance of these categories across Hive9 entities. This enables attribute-
based dependencies and filtering across your instance.

Managing User Categories

When enabled, administrators can manage User Categories under User
Profile Configuration:

e Click Add New Option to create a new category.
e Use the Edit icon to modify existing categories.
e Use the Delete icon to remove categories.

e Click Save to confirm changes.

Note

User Categories automatically apply to all Plans, Campaigns, Programs,
Tactics, and Line Items owned by users. This enables category-based
dependencies and filtering across your instance. You can configure
dependencies between User Categories and other custom attributes
through your Hive9 Customer Success team. All changes to User
Categories are tracked in the audit log.
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To assign User Categories:

1. For your profile: Navigate to My Account
2. For other users: Navigate to Users > [User Name]

3. Select a category from the User Category dropdown and click Save.

10.8.3 Use Planned Cost as Actual Cost

If your organization does not have financial integration to pull in Actual
Costs, you may elect to use Planned Cost in standard reporting to reflect
calculations based on Actual Cost, such as ROI.

10.8.4 Custom Goals

Custom Goals enable the user to create Goals for Plans and the Tactics that
reside in those Plans. After a Custom Goal is created, it can be added to a
Plan. If the Custom Goal resides on a Plan, it can be chosen on a Tactic
within the Plan.

Use the Create Custom Goal button and complete the fields.

e Goal Code - A 4-character code that is used to identify the goal.

e Goal Type — This defines the type of entry. Percentage goals are not
totaled or averaged.
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10.8.5

Hive9 - User Guide

Workflow

There are several workflow options available to users.

Campaigns

Programs

Can Edit Team Content?

Can Approve?

Finance Budget Link Required on
Line ltem creation

Allow for unallocated amount in
Line Item

Automatically shrink date
range to fit child activities

User creation default team
permission (In app and
import creation)

Turn on/off the Finance
Budget Link Required on
Line Item creation

Use the toggle below to
allow for unallocated
amount in Line Item

Off

The option enables the Start and End Dates associated with Campaigns
and/or Programs to shrink to fit to the Start and End Date associated
with their child Tactics. If this is set to “on,” the Campaigns and
Programs dates will automatically expand to correspond to their
associated child Tactics.

The option set enables the organization to set some defaults on user
setup for making every user an eligible approver and authorizing them to
edit their team’s content.

The option set determines whether you want to force the linking of
tactic line items to the financial budget.

The option determines whether users may leave unallocated amounts
when creating Line Items using the Custom Allocation option.
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10.8.6 AOP/Strategic Plans

In case your company wants to mark plans as AOP/Strategic Plan, turn the
toggle on:

Strategic/AOP Plans on

When the feature is turned on, the standard attribute Set Plan as
Strategic/AOP is visible in the Inspection Window at plan level.

In addition, a user can filter the AOP/Strategic Plans in the filter panel on
the left-hand side. Three new filters are added in the filters, under the Plan View
section:

e All plans
e Strategic/AOP Plans Only
e Exclude Strategic/AOP Plans

10.8.7 Tactic Category Configuration

Default Tactic Category - This is used to define the default view used on the
Summary, Revenue, and Waterfall reports.

Asset Caption and Promotion Caption — This allows you to change the label
across the instance, where applicable.

10.8.8 Finance Budget Levels

You can create and name the levels of your finance budget as you would like
them to appear in the dashboards.

10.8.9 System Admin Only Options

The Hive9 hierarchy uses a standard naming convention of Plan (highest
level), Campaign, Program, and Tactic (lowest level). Line Items are a part of
a Tactic allowing costs to be allocated to Budgets. In this section, Hive9
allows each organization to re-configure the naming convention to suit
specific nomenclature. Your CS manager can assist with renaming these
levels for you.

When enabled, the optional User Category attribute empowers you to
efficiently categorize users and automatically assign these classifications to
their content.
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10.8.10 Application Timeout

The Application Timeout setting lets you control how long a user's session
remains active during a given period of inactivity. After the specified time
without activity, users are automatically logged out and must authenticate

again to regain access.
To set the Application Timeout:

e Navigate to the App Configurations section at the top of
Organizational Setup

e Enter the desired timeout duration in minutes (10-120)

e Click Save

Note

Only whole numbers between 10 and 120 minutes are accepted.

The default timeout is 60 minutes. Changes to timeout settings are
recorded in the audit log.
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10.8.11 Calendar Export Configuration

This option enables the Calendar View in your Plan Grid to be exported to an
ICS file via a URL for import into calendar applications like Google and
Outlook. This is accessible on the Plan grid only from saved Filters.

1 1]

E&E Plan

1 1
Enterprise NA Filter -

Year (1/3) w

Hive® | Globex Corporation

Planned Cost: Annual Allocated Planned Cost: Total Campaigns

10.5M $105M bl 7

&AL LLL

B [ ] X 2020 Monthly - Hierarchy -

Plan (3 /5) N

10.8.12 Purchase Request Configuration

If you have purchased the “Purchase Support Module,” your CS team will
turn this feature on and work with you to determine if additional lines may
be added to existing purchase requests.

10.8.13 Relate Plans Configuration

In oTo relationships between plans, turn the toggle on:

Turn on/off Relate Plans Configuration

Relate Plans Configuration (:) on

When the feature is turned on, a Related Plans grid is shown in a plan’s
Inspection Window. This gives users the ability to relate plans as parent or
child. Please note that the child entities of related plans will not be related
to each other.
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10.9 Theme

10.9.1 Tactic Type Colors

This option allows your calendar view to be color-coded by tactic type. Your
administrators will be able to set these colors for display across the
instance. The number of choices available depends on how many tactic
types you have available in your instance. To edit a color, click the color box
Bl- and an editing window will pop open. There are various pre-defined
colors, plus the ability to define custom colors. When you are finished, be
sure to click the checkbox in the lower right-hand corner of the popup
window to save your color for that Tactic Type.

=
- .-
0C1556 2 21 86 L
ABM Nurture - - i : & m - Analyst Briefing -
|
Analyst Briefings - - Analyst ,88 - - Analyst Subscription - -
|| oee
Benefits - - Bizo Social Di 7@ - Bizo Taraeted Disolav -

10.9.2 Calendar Popup Custom Attributes

This option allows you to determine which Custom Attributes appear in the
popup Quick View window when you click on a Tactic in the calendar view.
These are in addition to the five standard attributes that always appear:
Name, Start Date, End Date, Planned Cost and Description. Simply click the
attributes you want to appear. Hive9 recommends keeping this number to
the minimum possible, since the ability to open the full Inspection Window
is also available.

Audience BU - Solutions Buyers Journey Content Link
Creative Cost Creative Project Number Geography Country

Language Vertical Brand WorkFront Project Status

We recommend minimalism, since you can always open the full inspection
window from the quick view popup.
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10.10 Approval Workflow

Attention!

Anything that has been submitted before turning on the Approval
workflows should be either approved or declined back to Created status.
Never convert with objects left in the Submitted state.

Do NOT turn on workflow for any object until all workflows are built and
ready. Once created, you will need to go back into workflows and
populate to which object it applies.

The approval system is designed to be flexible so that generic approvals can
work across teams, ignoring roles or attributes that don’t exist in some
cases while still working when needed without having to change the
workflow. For example, one might require the role of “gatekeeper” to sign off
on PRs on any team that has a “gatekeeper”. This requirement is ignored for
PRs on teams with no one in that role.

Note

Once turned on for a plan object like tactics, they are on for everyone in
your organization, so it is important set everything up first and
communicate the cut-over.

Hive9 offers you two types of workflow:

Hive' Globex Corporation

Approval Levels 1
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Basic Approvals

Basic approvals are automatically available in the system for tactics and
purchase requests. Any team member with them approve flag set to Yes can
approve tactics or purchase requests on their team. When they enter
records themselves, they see an “approve” button, instead of a “submit”
button. All other users see a submit button.

Approval Workflows

Approval workflows are specific to teams, can call for serial or parallel
signoffs, can require one or more signoffs, can incorporate limits, and can
have multiple “relative” approver options to make the maintenance easy.
Only users with permission can create these workflows to route specific
plan objects through a more advanced approval. If activated by Uptempo
these users can also create approval workflows for a custom attribute

group.

In case several custom attribute groups are enabled for approval for an
object, only one group is shown at a time; until and unless the approver doesn't
approve the first group, the next group won't be visible. Once all the custom
attribute groups are approved, then the user will be able to see the Submit button
enabled at object level (in case object is subject to approval).

If custom attribute groups need to be approved, the status of an object
depends on whether the object is also subject to approval.

e Only custom attribute group approvals: Until all custom attribute
group approvals are completed, object status remains Created.
Subsequently, the status is changed according to the hierarchy below.

e Custom attribute group and object approval: The status is created
until the object is approved.

Note

For objects that are already approved when the Custom Attribute Group
Approvals feature is activated, the following applies: If custom attribute
group approvals become necessary with the activation, the entire
approval process must be run through again. This means that all custom
attribute groups must first be approved for these objects, and then the
objects themselves must be approved.
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10.10.1 Create Advanced Workflow

1. Click > Menu > Settings > Approval Workflows.
2. Click Create New Approval Workflow.
The workflow settings dialog is displayed.
a. Edit the mandatory fields:
b. Select the teams that the workflow applies to.
c. Select one of the following options

d. Select objects (Tactic, Purchase Request, Modified PR Accrual
Request) for which the workflow applies to.

e. Select custom attribute group.

f. Enter a name. Note: The name must be unique among
workflows.

3. Decide on the Active status: Only turn it on when you are ready to use
it.

a. In case you selected an object: Decide whether to use monetary
limits. If Use Limits are turned on, the workflow will stop once a
level is reached that is higher than the amount on the object
being approved.

b. If you are using limits, decide whether the lower limit levels
need to sign off or if the approval should jump right to the limit
that would allow an exit. If the Include all Limit Levels switch is
turned on, then the lower limit levels need to sign off.

c. If you are using limits, select the Limit Currency.
4. Enter the Level rules:

a. Indicate whether everyone at this level has to sign off, or if a
single signoff moves the approval to the next level. If everyone
at this level has to sign off, then activate the All Sign-Off?
checkbox.

If 2 out of 4 people need to sign off, split it into 2 levels.

b. If you are using limits, enter the limit to allow an exit from the
approval. Limits must be greater than zero, and each level’s
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limit must be higher than the previous level. Note: Be sure to
enter a very high limit for the last level.

5. Enter the approvers. Approvers can be entered as one of 4 different
types:

e User — This refers to a specific individual user in Hive9. The
individual must be a registered Hive9 user. Simply select a
specific user from the drop-down. Only “approver” eligible
members of the associated teams will show up. The user may
assign a delegate, who also needs to be enabled to approve.
Users may assign delegates for each of the Workflows for which
they are an approver. It is designed to turn on like an “O00” in
Outlook.

Note: If a workflow is set up for multiple teams, when that
workflow is applied to an object that an approver does not
have access to, they will be omitted from the approval
automatically. If the omission results in that level not having
any approvers, it will be skipped.

You may also select a delegated approver if the approver is
sometimes unavailable. Approvers can turn their delegates on
or off in their user settings, much like an Out-of-Office setting
in your e-mail system.

e Role — Select a role as an approver. Any team member with the
selected role that also has access to the object in question will
be listed as an approver on the approval tracker. Individuals in
that Role must be on the same Team to which the Workflow is
restricted, and Approvals must be turned on for that Team. The
individuals in that Role for that Team must also have Approval
authority within the Team setup page.

e Record Owner — You may select record owners as approvers. This
refers to the record related to the record being approved. Once
they are selected, you must also select which record level you
are referring to, such as Program, Campaign, etc. This would be a
setting saying the record’s owner can approve it. If the approver
can “see” the record, they can approve it. This method may be
used as a “self-approval” method, by allowing the owner of the
record itself to approve it. Example: to create a “self-approval”
for Purchase requisitions, choose record owner and choose
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“purchase requisition.” When a user creates a purchase
requisition, they are the owner, so they will also be the approver.

e Custom Attribute — To use this option, you must first work with
your Hive9 CS team to ensure that you have a custom attribute
that refers to real user records. They will help you set that up.
The attribute must contain a unique value, such as an email
address. Once set up, these attributes will appear in the list.
Once selected, the workflow will find the related object (or
objects) where the attribute resides, read the entry, and make
that user an approver (if “approver” and “team” and “object”
eligible).

o In case you want a parallel sign-off, click the Plus icon to add

approvers. Then repeat step 5.

o In case you want serial levels, click Add Level. Levels are
automatically generated using an A-Z naming convention.
Repeat steps 4and 5.

o Click Save.

You have created the workflow.

Once you have saved the workflow, you can check its structure by clicking
the icon in the upper-right corner. Then an overview chart is displayed.

Once created, different workflows can be set as the default workflow on
each team for each workflow eligible object. That default cascades to the
team members, where it can be overridden. The defaults show up on the
plan and purchase support objects when created.
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Hive® Globex Corporation

Do

GLOBEX NA

Default Approval Workflow for Tactic
Clabex Strategy Anprova

efautt Approval Workflow for Purchase Request

Zodiae 2017 Markeung Plan

Budgets
Globex 2018 NA Marketing Budge Globex 2020 NA Marketing Budget

Team members

Name Role Can EdtTeam  con Aporove?
Content?

System Admin Yes

Cllent Admin

An alert will be sent to the Client Admin when there is an issue with an
Approval.
Anything you are eligible to approve will is highlighted in yellow.

« Tactic - 4444009 - Approval Tracking &

Level Approver Action Date Status Comments
Hakan Avuncan

Alyssa Morrison

Darin Hicks

SFDCPartner Demo.

Bruce Brien

Stephen Turley Reducing Budget for Q1
Approve
Decline

Darin Hicks

Hakan Avuncan
Alyssa Morrison
SFDCPartner Demo

Bruce Brien

D W ©® @ @ @ P P P P P P

Stephen Turley

You MUST add a comment when declining an approval request, but
comments are optional when approving.

Once the instance has changed to Approval Workflows, retroactive edits to
earlier year plans will force approval through the CURRENT Workflow.

If the workflow on an object is changed before the object reaching an
Approved status, that object will be redirected to the new Approval steps.
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10.10.2 My Approvals Grid

Hlvee Globex Corporation

Litem Type Item Name Start Date End Date Planned Cost Approve / Decline Comments
actic User Groups 61012020 11/30/2020 $10,000

Travel - User Groups 01012020 12/312020 $78,000
08/01/2020 10/03/2020

t
1
Tactic PR
f
t

When you have approvals, which you can set up notifications for, select the
“approvals” icon under settings in the main navigation, and the grid above
will be shown.

Users can see what type of approval they have, the name of the item, the
associated dates, and the amount to be approved.

Clicking the boxed arrow will navigate directly to the item in question if a
detailed review is needed.

Clicking the checkmark will display a pop-up of the current approval history
and comments so that the approver has context if they are deeper in the
workflow.

Finally, the user can approve or decline the request right from this screen.
Comments are required for “decline” and optional for “approve.”

Approvals can also be made from the objects needing approval directly.

10.10.3 Approvals Dashboard
See chapter 7.4 in Reports

Uptempo.io © Uptempo Inc. 2025 | 170




W Uptempo R

10.10.4 Custom Object Workflows

Your organization can choose to use the traditional approval system where
any “approver” on a team can approve any tactic or purchase request that
needs approval from the tactic or purchase request itself by simply not
turning on workflow approvals on any object.

If you would like to use the more advanced approval workflows, once you
have them set up and “active,” you need to turn them on for the objects
where you want to use them:

You can also decide if you want to “auto-approve” all the child records when
a parent is approved. Using approvals at the campaign or program level has
no real impact apart from recording the approval tracker signoffs unless the
“include children” flag is set, at which point, they have the significant impact
of approving all the submitted child records.

Note

When using approval workflows for tactics, Tactic Types can be
designated as requiring approval so that organizations can create tactic
types that may or may not require any approval if needed. This
designation is made in model set-up. See chapter 101211 (Model Screens).
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10.10.5 Managing Workflow Lifecycle

Managing the lifecycle of approval workflows means understanding when
and how to deactivate or delete them. This section explains the system's
protections and guides you through proper workflow transitions.

Workflow States and Restrictions
e Active Workflows with In-Progress Approvals:

o When tactics are actively moving through a workflow's
approval stages, Hive9 prevents you from deactivating or
deleting that workflow. If you attempt either action, the system
blocks it and displays an error message. This protection
ensures tactics under review can complete their approval
journey without interruption.

e Active Workflows without In-Progress Approvals:

o You can deactivate or delete workflows that aren't currently
processing approvals. However, tactics previously assigned to
these workflows retain their assignment, creating a situation
that requires your attention before those tactics can be edited
or approved again.

Working with Inactive or Deleted Workflows
e Viewing Affected Tactics:

o Tactics linked to inactive or deleted workflows continue
displaying their workflow assignment in the inspection window.
This visibility helps you identify which tactics need updating.

e Editing Restrictions:

o When you edit a tactic with an inactive or deleted workflow,
you can make changes but cannot save until you address the
workflow issue. The system displays the following validation
message:

"Selected approval workflow is marked as inactive or deleted
and should be changed.”

To proceed, you must select an active workflow from the dropdown
before saving your changes.
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Approval Restrictions

The system prevents further approvals of tactics linked to inactive or
deleted workflows. Across all approval interfaces, you'll find:

e The Approve button is hidden

e The following notification message appears: "The Approval workflow
associated with this tactic is marked as inactive or deleted, hence
the tactic cannot be approved further."

e This restriction applies in:
o Tactic Inspection Windows
o Approval Tracking Grid
o My Approvals page
o Bulk Actions

Managing Workflow Transitions

Before you deactivate a workflow review all tactics using the workflow by
filtering your plan grid by workflow assignment. This preparation helps you
understand the scope of impact and plan your transition approach.

Recommended Transition Process

Follow these steps for smooth transitions:

1. Create and test your new workflow.

2. Allow in-progress approvals to be completed.

3. Deactivate the old workflow during low-activity periods.
4. Update affected tactics to use the new workflow.
5.

Communicate changes to your team, especially approvers.

Handling Urgent Changes

If you must modify a workflow with active approvals, either wait for current
approvals to be completed or work with approvers to expedite them through
the system.
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Common Scenarios and Solutions

* Discovering tactics with deleted workflows: Open each affected
tactic's inspection window, select a new active workflow, and save.
For multiple tactics, process them systematically as bulk workflow
changes aren't available.

¢ Historical reporting needs: Workflow history remains in audit logs
even after deletion, preserving your approval history for reporting
purposes.

e Team communication: Inform users about workflow changes in
advance, specifying which workflows are changing, when changes
occur, and what actions they need to take.

System Safeguards

Hive9 implements these protections to maintain workflow integrity:

o Deletion Prevention: Blocks deletion of workflows with active
approvals

e Edit Validation: Requires active workflow selection before saving
tactics

e Approval Blocking: Hides approval actions for invalid workflows
e Clear Messaging: Provides consistent guidance across all interfaces

These validations protect your approval processes while allowing controlled
evolution of your workflows as business needs change.
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10.11 Tactic Type Categories

Tactic Type Categories setup allows Admins to configure the allowable Tactic
Type Categories available to Models within the instance. Every instance is
initially configured with two “standard” Tactic Types: Asset and Promotion.

These may be edited within the Tactic Type Categories editor. Existing Tactic
Type Categories are displayed, showing the total number of Model Tactic
Types that use the Category’s definition. From this screen, the user may also
add a new Tactic Category.

Click to Edit Click to add ki
Q existing new Category 20 per page +

Asset / 507

Built Offer 1

Planning Tactics 1

Promotion 1357

To edit an existing category, click on the Category Name, then click the Edit
icon in the upper-right corner. From this screen, the user may also Copy or
Delete this Category.
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10.12 Models

10.12.1 Create Model
o Click > Menu > Model.
o Click New Model.

Note: Duplication of a model will copy all tactics and settings
from the duplicated model. We find this typically works in the
favor of the model creator. Further, duplicated models are
found on the All tab and not the Active tab (which is the
default).

Die Edit dialog for the model is opened on Model Overview tab.
o Enter the name in the I’m creating a model called... field.
o Enter the Average Deal Size (ADS) for the model.
o Enter Conversion Rates:
a. Enter in the corresponding percentages between stages.

b. For the Velocity column, enter the average calendar days between
stages.

c. In the Allowed as Target Stage, choose either True or False,
depending on whether tactics will be deployed that will target the
specific stage.

o Set up general configurations:

a. You can set planned costs on tactics to be required so that if they
are changed, a re-approval can be launched

b. You can prevent tactics from “auto-balancing” by prohibiting a
negative “Sys_Gen_Balance.” This will ensure that the sum of the
line items cannot exceed the planned cost of the tactic.

o Click the “Save Current Version & Continue” button
o Tactic Library — Current lists of tactics

e Target Stage — Waterfall conversion calculations will begin after
this stage.

e Projected Responses — Typical responses generated by this
tactic.

e Projected Cost — Typical cost of this tactic.
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* Deploy to Model — Deploy this tactic.

e Deploy to Integration — Default integration status.

Note: A tactic can be integrated with this unchecked.

o Click the “Save & Continue” button
o Click the “Publish” button and choose a date.

710.12.1.1  Model Screens

Tabs for Active and All

Model Select Screen: (inactive or draft) models

Create a new Model

Hive® | Globex Corporation

Baseline Models

Active Models Al
Model Title Version Status Effective Date Actions
Change Log . —
2018 Marketo Integration s ©® B X

Outdoor Advertising
Tactic Type Added by Stephen Turley. _
e Channels Model /% @ %X
Email ) B
Tactic Tvpe Undated by Enterorise Baseline Model AL NS

Edit, New, Copy and Delete

Model - Create Screen:
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Allows you to Publish model when completed

/

T

cks version of Model

Hive® | Globex Corporation

Model Summary Baseline Model
wa
Q@ weuts
- 1. Model Overview
& INTEGRATIONS
oL marketig plen I'm creating a model called BaSElfSIMSaE]; Enables you to restrict
tactics to a specific
Change Lo,
geoe stage. Recommend —
2. Aver Deal Siz
erage Deal Size Change all stages to
| use marketing to generate leads annually from my website, blogs and True
social media efforts with an average deal size of $@.
Each client instance uses
the same stages throughQut
3. Conversion Rates
Add your waterfall stage conversion rates for each source. Hover over the info icon for additional explanation about a stage.
Allowed as
Stage Convarsion (%) Velocity Oays) Target Stage

Inquiry = AGL False
AQL - TAL Falsq
TAL - TOL False
TOL - SAL False
SAL - SOL False
SQL = Closed Won Falsg
MNote: Save model will trigger projection calculation and in reports updated values might get delayed some time in display,
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10.12.1.2 Model - Integrations

You may assign any available and configured integration to your Model.

However, only one integration per type may be assigned. For example, if you
have configured more than one Salesforce integration in your instance, only
one of those may be assigned to a particular Model.

Hive9 - User Guide

Model Summary

O Inputs

&’ Integrations

I- Tactics

Hive® | Globex Corporation

Zodiac 2022 Model

Instance Selection

Integration Overview
o ' Push Tactic Data - Salesforce

External Name
Push Tactic Data - Eloqua
Push Tactic Data - Jira
Push Tactic Data - Marketo
Pull Responses
Pull Qualified Leads
Pull Closed Deals
Sync Project Management

Push Tactic Data - Google Campaign Manager

Tactic HubSpot

Manage integration instances in Preferences > Integrations.

GLOBEX SFDC TestAdmin

None

Americas SFDC

GLOBEX SFDC TestAdmin
Hive9 SFDC Certification

Salesforce Globex Instance

None.
None
None
Globex WorkFront
None.

None.

Cancel

- You may assign any
- integration listed to
. this Model.

Once added to the Model, you will also need to enable each integration for

each Tactic Type - this is explained in the next section.
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710.12.1.3 External Name

Hive9 allows you to create a custom External Name that may be used
instead of the Tactic Name in your integrations. This allows you to build a
naming convention that conforms to your external, integrated platform. This
real-time tool is a WYSIWYG drag-n-drop editor, allowing you to pull any
standard or custom attribute into the naming convention in any order.
Simply click on the attribute below and drag it into the pink Template to
build your name.

Zodiac 2022 Model

Integration Selection

Integration Overview

Template
[ Flan Name x H Tactic Name x l [ Tactic Type Name %
[ Tactic ID x l
Standard Attributes \
Tactic Start Date Tact Tactic Created Date
Dra
Tactic Type ID Tacu g Program Name
Program ID Campaign Name Campaign ID
Plan ID Plan Year
Plan Custom Attributes
Plan
Campaign Custom Attributes
Objective Strategy Supporting Documents
Campaign
Program Custom Attributes
Program Program Type
Tactic Custom Attributes
Planned Creative Total C... = Actual Creativ~"" ot Planned Duration - Total
Planned Start Date . Status
Click
Task Name - Step 1 Descriptic. Resource Type -Step 1
Resource Rate - Step 1 Duration - Step 1 Planned Resource Use - .
Actual Resource Use - 5t..  Planned Resource Cost-... | Actual Resource Cost - 5.
Task Name - Step 2 Description - Step 2 Resource Type -Step 2
Resource Rate - Step 2 Duration - Step 2 Planned Resource Use - ...
SIETEERE R Actual Resource Use - St Resource Cost - Step 2 Actual Resource Cost - 5.
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Once you have assembled the list of attributes, you can use the tool to
format the name using the configuration editor at the bottom of the screen.
You can customize the separator, set date formats, choose whether to keep
or remove spaces, and more.

Separator
Date Format | YYYYMMDD (20220218) -
Regenerate On Edit
Keep Spaces
Keep Special Characters
Capitalization | All Capitals -

Set As Default

Contacts Cancel

Once you have configured the format of the External Name, click Save to
begin generating External Names on Tactics. The External Name appears
when the Tactic is Approved. If Regenerate On Edit is selected, for Tactics
that are already approved, the name will update to reflect any edits upon
saving the Tactic.

Note

If you change the External Name rules and have Regenerate On Edit
selected, the new rules will apply to any approved tactic you edit
afterward.
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10.12.1.4  Tactic Library
Available Tactics that can be deployed:

Tactic Lists are specific to a model Tracks version of Tactic list

Hive® | Globex Corporation

MR Zodiac 2020 Mode )
Tactics that are

unchecked will
not show up in
Tactic list

PO ®®/
®®
@0 If
®®
o

® © Tactics that need
E i approval are
© g flagged here. (I
. e approval
Tactics that are Kkflows turned
unchecked will © @ = ZV:;
® .
be glefaultgd to ﬂ ° © ©
no integration @ @ @ @ @
at the Tactic ® ©) ® ® ®
® ® ® ® ®
® ® O] ® ®
® ® O] ® ®
® ®@ O] ® ®
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