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SecureSheet
END USER INSTRUCTIONS
A practical guide to the planning process, key dates, entering recommendations, reviewing your work, and completing your compensation planning in SecureSheet.
	Purpose of this guide  This template is designed for end users participating in a compensation or other planning process in SecureSheet. Your organization's terminology, fields, workflow, and approval steps may differ.


[ORGANIZATION NAME]   •   [PLANNING CYCLE / YEAR]
1  Understanding the Process
SecureSheet provides a web-based application where managers or planners can review information, enter recommendations, and complete the steps assigned to them during a planning cycle. 
	Stage
	What happens
	Your role

	1. Prepare
	The organization loads employee data, guidelines, budgets, eligibility, and planning rules into SecureSheet.
	Review communications and training materials before the cycle opens.

	2. Plan
	SecureSheet opens to planners. Managers review assigned employees and enter recommendations or selections.
	Complete the fields assigned to you and monitor any guidelines, warnings, or budget information.

	3. Review
	Recommendations may be reviewed by a manager, HR, or another approval level.
	Respond to questions or make changes if the process allows.

	4. Finalize
	Planning closes and final recommendations are prepared for downstream processing or communication.
	Make sure your work is complete before the deadline and follow the required completion/submission step.


	Remember  SecureSheet supports the process defined by your organization. Questions about compensation philosophy, employee eligibility, recommended amounts, deadlines, or approvals should be directed to your organization's designated support team.


2  Example Planning Calendar
The dates below are examples only. Replace them with the dates for your actual planning cycle. Providing end users with a simple calendar helps them understand when they can enter recommendations, when reviews occur, and when changes must be complete.
	Example Date
	Milestone
	What it means
	Action for end users

	September 8
	Training available
	Training recording and user materials are distributed.
	Review training and confirm you can access the materials.

	September 14
	Planning opens
	SecureSheet becomes available for manager/planner entry.
	Log in, review your population, and begin entering recommendations.

	September 18
	Mid-cycle check
	Planning is underway and managers should be making progress.
	Review incomplete items, warnings, and available budget information.

	September 23
	Manager planning due
	Initial recommendations should be complete.
	Finish entries and complete the required submission or completion step.

	September 24–28
	Review / approval
	Recommendations move through the organization's review process.
	Be available to answer questions or make requested updates, if permitted.

	September 30
	Final changes due
	All approved changes must be finalized.
	Complete any requested revisions by the communicated deadline.

	October 2
	Planning closes
	The cycle is closed for end-user changes.
	No further action unless contacted by your organization.


	Client customization idea Add the actual planning dates, approval deadlines, office hours, and final close date.


3  Before You Begin
Before the planning window opens, take a few minutes to prepare. This can prevent access issues and reduce the chance of missing a required step.
· Locate the SecureSheet link provided by your organization.
· Review any planning guidelines, eligibility rules, budget guidance, or manager communications.
· Confirm the deadline for completing your recommendations.
· Know who to contact with process, data, or access questions.
· Use a supported web browser and stable internet connection.
4  Accessing SecureSheet
Open the SecureSheet link provided for your planning cycle. 
	Screenshot placeholder  Insert a screenshot of the SecureSheet login or landing page here.


Once you are signed in, open the SecureSheet or view assigned to you. If you cannot access SecureSheet or do not see the expected SecureSheet, contact the support contact listed at the end of this guide.
5  Understanding Your SecureSheet
Your SecureSheet looks similar to a spreadsheet, and has been setup to support your planning process.
	Spreadsheet element
	How to use it

	Employee / reference information
	Review information provided for context. Some fields may be read-only.

	Editable fields
	Enter recommendations, selections, comments, or other requested information.

	Dropdown fields
	Select from the available choices rather than typing a different value.

	Calculated fields
	These update based on configured formulas and cannot be edited.

	Guidelines / ranges
	Use these as a reference when entering recommendations.

	Warnings / validation messages
	Review and correct the related entry when required.

	Budget / summary information
	Monitor available totals or budget information as you plan.

	Tabs / views
	Use these to move between sections when multiple areas are available.


	Screenshot placeholder  Insert an annotated screenshot showing key columns: employee information, editable fields, calculated fields, and budget/summary information.


6  Entering Recommendations
Work through the employees or items assigned to you and complete the fields required.
Step 1 — Review the employee
Review the available employee, job, compensation, performance, eligibility, or other reference information.
Step 2 — Enter your recommendation
Click an editable cell and type a value or select from a dropdown. Click Save Changes to save your work. Save Changes will calculate any formula-driven cells while you are working in SecureSheet.
Step 3 — Review the result
Check any calculated values that update based on your recommendation.
Step 4 — Address warnings
If the sheet displays a warning or validation message, review the entry and make any required correction.
Step 5 — Add comments when needed
Enter supporting comments when required by your organization's process.
Step 6 — Continue through your population
Repeat the process until all assigned employees or items have been reviewed.
7  Using Filters and Navigating SecureSheet
SecureSheet includes several navigation tools to help you work efficiently, especially when your view in SecureSheet contains multiple views or more rows than can be displayed on one page.
Multiple Views
If you have access to more than one view, a View dropdown will appear near the top of the SecureSheet. Select the dropdown to move between the alternate views available to you. If you only have access to one view, the dropdown may not appear.
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Moving Through Pages
If your assigned population contains more rows than can be displayed on one page, use the page navigation arrows to move forward or backward. You can also use the Select a Page dropdown to jump directly to another page.
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Filters
When a filter is available for a column, a dropdown appears below the column ID. Use the dropdown to display only the rows that meet the selected criteria.
Tip: Clear active filters before your final review so you can confirm that your full assigned population is complete.
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Sorting
When sorting is available, the Column ID is underlined in blue. Select the Column ID to sort the SecureSheet by that column.
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Top-Right Navigation
Use the navigation options within SecureSheet rather than your browser controls:
· Go Back - returns you to the previous window within SecureSheet. Do not use your browser's Back button while working in SecureSheet.
· Refresh - to reset filters and sorting, or to clear data you have entered but do not want to save.
· Help – access to SecureSheet online Help
· Log Out – to exit SecureSheet
· Zoom -  increases the font size displayed in the SecureSheet window.
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Exporting a View
If Export View is available to you, select it to export the current view. 
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8  Saving Your Work
You must click Save Changes to save your work in SecureSheet. 
· Click Save Changes to save your work in SecureSheet. Save Changes will calculate any formula-driven cells while you are working in SecureSheet (i.e., calculated cells that are dependent on your data entry will not calculate until you click Save Changes).
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· Before leaving the sheet, confirm your recent entries appear as expected.
· Avoid closing the browser while an update is still processing.
9  Reviewing Your Work
Before completing or submitting your planning, perform a final review. A few minutes spent checking the sheet can prevent missing recommendations or follow-up questions.
☐  All employees or items assigned to you have been reviewed.
☐  All required fields are complete.
☐  Recommendations are within applicable guidelines or ranges, or exceptions are explained.
☐  Warnings and validation messages have been addressed.
☐  Budget or summary totals have been reviewed.
☐  Comments have been entered where required.
☐  Any filters have been cleared so you can confirm the full population is complete.
10  Completing, Submitting, or Approving
The final step depends on your organization's workflow. You may be asked to select a Submit, Complete, Approve, or similar action once your recommendations are ready.
· Complete the final review checklist before taking the completion action.
· Select the applicable completion or submission action.
· Read and confirm any message that appears.
· Verify that the sheet reflects the expected completed or submitted status, when applicable.
· After submission, your ability to make changes may be limited.
	Need to make a change?  If you discover an issue after completing or submitting your work, contact your organization's support team. Whether the sheet can be reopened depends on the configured workflow.


	Screenshot placeholder  Insert a screenshot of the Submit / Complete / Approve action and the confirmation users should expect.


11  What Happens After You Submit?
Submitting your work generally means your recommendations are ready for the next step in the organization's process. Depending on the workflow, they may move to another manager, HR, compensation, or another approval level.
	Manager Planning
	→
	Review / Approval
	→
	Finalization


You may be contacted during the review period if a recommendation needs clarification or adjustment. Watch for communications from your organization until the planning cycle is finalized.
12  Common Questions & Troubleshooting
I cannot edit a cell.
The field may be calculated, protected, outside your responsibility, or unavailable at the current stage of the process.
A value is not being accepted.
Review the field requirements and any validation message. The entry may need to use a specific format or fall within an allowed range.
I do not see an employee I expected.
Your access may be limited to a specific population. Contact your organization's support contact if the assignment appears incorrect.
I see an employee who should not be assigned to me.
Do not make assumptions about reassignment. Contact the designated support team for guidance.
My total or budget changed.
Some totals update automatically based on the recommendations entered. Review your inputs and any budget instructions provided.
I used a filter and now rows are missing.
Clear the active filter(s) to return to the full population.
I submitted but need to change something.
Contact your organization's support contact to determine whether the sheet can be reopened.
The sheet is not loading as expected.
Refresh only if instructed, confirm your internet connection, and contact support if the issue continues.
13  Best Practices for End Users
· Begin planning early rather than waiting until the deadline.
· Review guidance before entering recommendations.
· Work through your entire assigned population systematically.
· Monitor warnings and budget information as you go instead of waiting until the end.
· Use comments to provide context when your organization requires explanations.
· Complete a final review with filters cleared.
· Do not share SecureSheet access or confidential planning information outside the authorized process.
14  Support & Key Information
	SecureSheet Link
	[Insert Link]

	Planning Opens
	[Date]

	Manager / Planner Deadline
	[Date]

	Final Close
	[Date]

	Support Contact / Team
	[Name / Team]

	Support Email
	[Email Address]

	Training / Office Hours
	[Date, Time, or Link]



End User Checklist
☐  I reviewed the planning calendar and know my deadline.
☐  I can access my SecureSheet.
☐  I reviewed my full assigned population.
☐  I completed all required recommendations and comments.
☐  I addressed warnings and reviewed totals/budget information.
☐  I cleared filters and completed a final review.
☐  I completed the required submission / approval step.
Generic client template — customize dates, roles, terminology, support contacts, and screenshots for your organization.

