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Welcome to SecureSheet

SecureSheet is an online spreadsheet that has been set up for your business to securely collect data from
multiple users simultaneously, with specific rules and security settings so that every end user can only see
and edit the data in the spreadsheet that is applicable to them.

SecureSheet allows your organization to share one spreadsheet with an entire team and organization and
control who gets to see what data so everyone is working with the latest version real-time - safely and
secured. All you need is a browser.

If you have ever used a spreadsheet, there are many similarities to the look-and-feel of SecureSheet so
data input can easily begin right away.

To view a recorded live demonstration of SecureSheet, click here.

For All Users

If you are just starting to use SecureSheet, login and become familiar with SecureSheet basic navigation.

For End Users

Click here for a quick reference to the most commonly performed end user tasks. Because each
organization is unique, each SecureSheet is also unique. Any organization-specific guidance and
instructions will come from your internal organization.

For SecureSheet administrators

As you work with the administrative processes and their associated tasks, you will become more familiar
with SecureSheet and be able to perform many - if not all - of the tasks independently. Search and read
the help instructions and refer to the Administrator Processes and Tasks for a quick reference to get

started and access the most commonly performed tasks.

Year 1 Process Guide

Each SecureSheet project follows the same basic implementation steps to drive you to a successful launch
of your process that is being supported by a SecureSheet. During project kick-off, the SecureSheet
Customer Success team reviews the SecureSheet Implementation Plan to set milestone dates and initiate
first steps for the project. The Implementation Plan is set up as a SecureSheet itself, found in your
organization's SecureSheet site for on-going reference throughout the project, and is able to be updated

by any SecureSheet administrator in your organization.
Find a PDF of the SecureSheet Year 1 Processhere.
NOTE: You will need a PDF viewer in order to open this file. If you do not have a PDF viewer or

are unsure or unable to download one, please check with your organization's technical support
team for assistance.

Year 1 Process

L. Expected
Step Description .
Timeframe

Te
Respo
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1.0 Kick-off Client reviews their compensation planning business Week 1 B
requirements with the SecureSheet team.
1.1 Planning timeline  Identify milestones including start date, testing start date, Week 1 cl
manager training date, system open date, lockout dates,
statement distribution date, system freeze date.
1.2 Employee Describe employee population including size and geographic Week 1 Cl
population distribution.
1.3 Data update cycle Discuss data management while system is open to managers. Week 1 Cl
1.4 Administrators and ldentify system administrators on client side as well as any Week 1 Cl
key users other key users or contacts.
2.0 Review Excel Structure Client adds 5 columns to the left of the existing Excel file, Week 1 Cl
reserved for SecureSheet processing. Client uploads Excel
file(s) currently used to support compensation process to File
Attachments section of SecureSheet site.
2.1 Validate initial file  SecureSheet loads initial Excel file. Week 1 Secur
load in SecureSheet
3.0 Set Up Working Model SecureSheet team uploads "Users-Views" SecureSheet for Weeks 1 and 2 B
Client to define views and column settings per view, and
identify users and their security permissions.
3.1 Complete Users- Import filled in "Users-Views". Weeks 1 and 2 Cl
Views Input
3.2 Create SecureSheet Create a working model based on "Users-Views" input for Weeks 1and2  Secur
working model Client review.
33 Review working Client does initial testing and provides feedback on working ~ Weeks 1 and 2 B
model model. Client and SecureSheet incorporate changes.
3.4 Review user list Review user list, security and business process roles, and Weeks 1 and 2 cl
impersonators (if applicable).
3.5 Review submission Finalize submission timelines (lock dates on Views). Weeks 1 and 2 Cl
process
3.6 Review summary  Confirm format and calculations for summary totals in header Weeks 1 and 2 B
information rows. Setup Summary views (if applicable).
4.0 Single-Sign On setup (if SecureSheet provides SSO instructions, metadata file, and Weeks 1 and 2 Cl
required) whitelist instructions.
Client provides their metadata file with authentication
certificate. SecureSheet and Client configure respective side
and test.
5.0 Compensation Client provides Compensation Statement(s) that support their Week 1 or 2 Cl
Statement design end-of-cycle communication process.
review Review Statement(s) to ensure all data fields are on the main
SecureSheet.
5.1 Compensation SecureSheet team sets up Statement Template(s) and Views. Weeks 2, 3, and B

Statement(s) set up Client map columns from main planning tab to the
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appropriate locations in the Statement Template(s).

5.2 Review Client reviews Compensation Statement(s) for formatting and Weeks 3 and 4 Cl
Compensation accuracy.
Statement(s)
6.0 On-line Review SecureSheet team hosts review meetings of the working Ongoing B
Meetings model and the Compensation Statement(s), and transfers
knowledge for testing phase.
7.0 Client Testing Client validates user experience by impersonating different  Weeks 2, 3 and 4 Cl
users based on role (e.g., Manager, Director, VP, Executive,
people partner) for the following:
- views
- security
- formulas
- summary totals
- submission/approval process
- statements
7.1 SecureSheet Iterative Client review. SecureSheet team makes necessary Weeks 2, 3and 4 B
updates changes to support business process.
8.0 Identify Data SecureSheet team and client identify process to refresh data Week 4 B
Management in the SecureSheet application.
Requirements
8.1 Knowledge transfer SecureSheet team transfers knowledge on import/export Week 4,5 or 6 B
to client process to manage data and user changes.
9.0 Refresh Data (if Client clears test data and imports the data set in the same Week 4,5 or 6 Cl
required) format as SecureSheet with the "go-live" data.
10.0 Final Review and Sign-  Client verifies that SecureSheet is complete to client Week 4,5 or 6 Cl
Off specifications.
11.0 Training SecureSheet trains client administrators. Typically one to Cl
Client trains end users on SecureSheet. two weeks prior
Client can use all Help content as source to modify for to Go-Live
specific end user instructions.
12.0 Go-Live Final data is loaded, any test data is cleared. Go-Live date Cl
12.1 Final review and Client reviews and approves SecureSheet is ready to be Go-Live date Cl
approval opened to users.
12.2 Activate Client makes the SecureSheet "Active" and notifies users. Go-Live date cl

SecureSheet for




users

13.0 Post Go-Live Support SecureSheet is available to help answer/resolve any issues Typically Go-Live  Secur
after Go-Live. date plus 1 or 2
weeks
14.0 Lock sheet/rows as Lock out different levels as needed through the approval As required cl
required process.
15.0 Reopen Reopen SecureSheet to various levels and generate As required B
SecureSheet/Generate statements (if required).
Statements
16.0 Continuous Client identifies future revisions based on user feedback after  After Go-Live cl
Improvement Process  Go-Live.
16.1 Project debrief SecureSheet supports project debrief as desired to capture  Typically 3 weeks B
insights and lessons learned for future cycles. post Go-Live
Year 2 and Beyond Process Guide
The second year and beyond that you use SecureSheet to support your process(es), the previous year's
SecureSheet is the starting point. In successive years, changes may be made to the structure of your
SecureSheet, e.g., you may decide to add additional columns. Highly likely, you will have changes in your
users. The steps in this process guide you through the updates you will need to make to get ready for
your next cycle. Our goal is to enable administrators to perform as many administrator functions in
SecureSheet as possible by partnering with you for success. Should any additional special security
considerations or process changes need to be considered, the SecureSheet support team will assist with
determining the best approach and making any advanced updates.
Find a PDF of the SecureSheet Year 2 and Beyond Processhere.
NOTE: You will need a PDF viewer in order to open this file. If you do not have a PDF viewer or
are unsure or unable to download one, please check with your organization's technical support
team for assistance.
Year 2 and Beyond Process
.. Expected Te
Step Description i
Timeframe Respo
1.0 Getting Started Client reviews any necessary updates to the structure of their Week 1 B
prior year's compensation planning SecureSheet.
1.1 Export Previous Year Export the previous year's sheet three ways: a full export to Week 1 Cl
to Excel Excel (including Cell History), export the views, and export
sharing.
1.2 Make Copies Make a copy of your previous year's compensation Week 1 Cl
SecureSheet and the Users-Views SecureSheet.
1.3 Hide SecureSheets Move both SecureSheets to the Hidden area of your site. Week 1 Cl
1.4 Rename Current Rename both SecureSheet copies for the current cycle, and Week 1 Cl

Cycle Copies update the Group Name.



mailto:help@securesheet.com
https://www.securesheet.com/help/PDFs/Year2andBeyondProcess.pdf

1.5 Archive Previous Archive the previous year's SecureSheet (both your Week 1 Cl
Year and Delete compensation SecureSheet and the Users-Views SecureSheet).
Unused Delete any unused additional SecureSheet(s).
2.0 Set Up the SecureSheet Ensure the structure of SecureSheet matches any updates you Week 1 B
Structure for the Current plan to make to the column structure for the current cycle. If
Cycle you have security considerations or process changes, consult
the SecureSheet support teamto review any advanced
updates.
2.1 Structure Changes If you are adding to and/or deleting column(s) from your data Week 1 Cl
model, first insert and/or delete the column(s) online in
SecureSheet before importing an excel file with a different
column structure. This preserves the setup that was already
done during the previous cycle.
2.2 Export New Export your compensation SecureSheet with the newly Week 1 Cl
Structure inserted / deleted column(s).
2.3 Refresh Data Refresh data (as much as possible) in Excel. Remember that Week 1 Cl
you may import as often as needed before opening up
SecureSheet to planners.
2.4 Update Note any column mapping changes on the statement tab(s) in Week 1 B
Compensation Column M or beyond. Do not make notes in any other
Statement(s) column as logic is likely built in throughout the cells in the
statement. Make wording updates and highlight any text
changes or additions. The SecureSheet Support Team will
refresh the statement logic as needed.
2.5 Import Updates Import your updated compensation spreadsheet to Week 1 Cl
SecureSheet.
2.6 Adjust Views Adjust the Views by setting any inserted columns to locked, Weeks 1 and 2 B
unlocked, or hidden, and adjust the columns per view to
accommodate being able to see any inserted columns in
addition to those already set to see in the View. Audit the
Add Row(s) view to ensure column changes are accurately
reflected (only value-based columns should be unlocked in
this view - all others hidden).
2.7 Update View Adjust the filters #emailxref and #emailruxref filters (e.g., if Weeks 1 and 2 B
Security Filters and columns shifted, and the Users tab reference number (if there
View Locking is a new Users-Views SecureSheet, not the prior year's just
updated), adjust lock dates on views, take Print Options out
of the Export Options field until ready to communicate this
year. Check Row Locking, if applicable (e.g., if columns were
columns inserted, then ROW-S may be different).
3.0 Refresh Sharing Sharing profiles need to be updated to only current cycle end Week 1 and 2 Cl
users.
3.1 Export Current Export the Users-Views SecureSheet. Week 1 and 2 Cl
Users-Views
3.2 Remove Past User Remove Sharing for all users in the previous cycle (except Week 1 and 2 Cl
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Sharing

Administrators). This ensures sharing is refreshed from
scratch for your next cycle. Use the export of your prior
Users-Views to get the list of users to remove.

3.3 Update Users and  Refresh the Users tab by removing any users who no longer Week 1 and 2 Cl
View Permissions  need access to SecureSheet and adding any new users, and
check view assignments.
3.4 Import User Tab Import the updated Users-Views spreadsheet to SecureSheet. Week 1 and 2 Cl
Updates
3.5 Update Sharing Refresh Sharing based on your refreshed Users tab, sharing Week 1 and 2 Cl
secured views for the start of the cycle and setting the default
view.
3.6 Refresh Refresh the Impersonation List SecureSheet as needed. Most ~ Week 1 and 2 Cl
Impersonation clients refresh their existing impersonation list cycle-over-
cycle. However, if you choose to copy your impersonation list,
tell your SecureSheet Support contact so the impersonation
list setting may be updated on your site (only the SecureSheet
Support Team may do this).
4.0 Clean Up Email (User)  Year-over-year, SecureSheet users will change. These steps Week 1 and 2 B
Administration ensure the most up-to-date user information is in
SecureSheet by removing user emails who no longer need
access to SecureSheet.
5.0 Test Your Updates and Validate the setup for your cycle. Weeks 2,3 and 4 Cl
Prepare for Go-live
5.1 Impersonate End Impersonate all end user roles and validate security set up Weeks 2,3 and 4 cl
Users and view set up (column settings and data entry per view).
5.2 Validate Statements Export each statement variation (cover all logic scenarios as Weeks 2, 3 and 4 Cl
applicable) and validate statement mapping accuracy.
53 Refresh Training Refresh training documents. If you keep the same pdf file Weeks 2, 3 and 4 Cl
name, replace the file in File Attachments; the link(s) to it will
remain the same. If you change the pdf file name, any link to
it will have to be replaced.
Refresh the demo SecureSheet if needed.
5.4 Prepare for Go-live Complete Go-live checklist. Weeks 2,3 and 4 Cl
6.0 Continuous Client identifies future revisions based on user feedback after  After Go-Live cl
Improvement Process  Go-Live.
6.1 Project debrief SecureSheet supports project debrief as desired to capture  Typically 3 weeks B

insights and lessons learned for future cycles.

post Go-Live

End User Tasks

SecureSheet's online help is designed to support the main tasks you will perform in the system. Because

each organization is unique, each SecureSheet is also unique. Any organization-specific guidance and

instructions will come from your internal organization.

Here is a quick reference to the tasks you may perform in SecureSheet as an end user:



SecureSheet Help

Login to SecureSheet

Learn how to navigate in SecureSheet

Impersonate other users (if applicable to your role in your organization)

Export your SecureSheet view to Excel

Import your Excel data back to your SecureSheet view

Print compensation letters for your employees

O O O o o o o

Search for specific data in SecureSheet

Videos:

(@)

Navigate SecureSheet

o

Impersonating a User

O Export Statements

To view a recorded live demonstration of SecureSheet, click here.

Login to SecureSheet

First Time User Login

If your organization is using Single Sign On, you will be directed where to login to SecureSheet internally.

1. Click here to access the SecureSheet login page.

2. Click Forgot your password? or this reset password link.

Customer Login

Please enter your email and password:

Email: ' |

Password: | |

[ Login

Forgot your password?

3. Enter your Email and click Reset Password.

11/180


https://www.securesheet.com/help/PDFs/NavigateSecureSheet.mp4
https://www.securesheet.com/help/PDFs/ImpersonateUsersforEndUsers.mp4
https://www.securesheet.com/help/PDFs/ExportStatements.mp4
https://www.securesheet.com/help/PDFs/SecureSheetDemo.mp4
https://www.securesheet-cloud.com/register/login.aspx
https://www.securesheet-cloud.com/register/frmResetPassword.aspx

Reset Password

We will zend a new temiporary passwond to the email address below. You can use this temporary
password to log in and reget your pagsword.

Email: |

Check your email for your temporary password.
Go back to the SecureSheet login page.

Enter your Email address in the Email field.
Enter the temporary password you received in the Password field.

© N o &

Click Log In. Follow the prompts to set your permanent password.

NOTE: IF you forget your password, you can reset it anytime by clicking this reset password link,

or by clicking ‘Forgot your password?’ on the SecureSheet Login screen.

More information about passwords:

e The system will prompt for a reset password for the first login attempt beyond 90 days.

e Here are the guidelines for passwords (strong passwords must meet the following minimum
standards):
O at least eight (8) characters in length (this is configurable by organization)
contain at least one lowercase character
contain at least one number
contain at least one special character
contain at least one uppercase character
updated every 90 days (though this policy is not necessarily deemed safer by security experts)

O O O O o O

SecureSheet can set a "Strong Psasword" option for your organization with your defined
minimum password length

NOTE: If desired, SecureSheet can set a strong password option for your organizatoin so that the
password expires every 90 days and passwords must include special characters

Navigate in SecureSheet

Video: Navigate SecureSheet

Your Home Screen

When you login, you will default to your SecureSheet home page. Click the SecureSheet link to open your
view of SecureSheet.


https://www.securesheet-cloud.com/register/login.aspx
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-All- v [-an v
1202(! Merit/Bonus Compensation Planninﬁ > A jill.an

1
Number OFf SecureSheets 1

Top Right Navigation

== Go Back | Refresh | | Help | Contact Us |

o O 0 0

Click <<Go Back to navigate to a previous window in SecureSheet. The browser back button
should not be used to navigate when you are working in SecureSheet.
b. Click Refresh to reset filters and sorting, or to clear data you have entered but do not want to
save. You will return to the default view assigned to you.
Click Help to access SecureSheet online help.
Click Contact Us to email your internal support contact.
Click Log Out to exit SecureSheet.

-~ o o o

Click the Zoom drop-down to increase or decrease the font in your SecureSheet window. This is
separate from your browser zoom setting.
Save Changes

Click to save your work in SecureSheet. Save Changes will calculate any formula-
driven cells while you are working in SecureSheet. Other cells that have calculations that depend on your
data entry will not calculate until you click Save Changes. Click Save Changes often.

Multiple Views

Select the “View” drop-down to see alternate views of the SecureSheet. A View drop-down will only
appear if you have access to more than one view.

Giow: [ 257 ==
(o IR =

Moving through Pages

If you have more rows than are able to scroll in the window, use the arrows or the Select a Page drop-
down list to navigate to additional rows of data.

MertBonus | Dashboard OCrgChard | Statement Data CustomChartProperties  Usg
gagehnfﬁ A4 4 = rr[}oﬁéelectﬂ Page: | 1|

Filters

When a filter is applied to a column, there will be a drop-down below the column ID.
e Click the drop-down and select a value from the list.
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e Toremove the filter, select “All” from the filter drop-down or click the Refresh link in the top
right navigation links.

[ H 1

Atlanta
Boston
Chicago
Cleveland
Detroit

Loz Angeles
Mew ork
Philadelphia
Raleigh
Seaitle

Sort

When sort is available on a column, the Column ID (at the top of each column) will be underlined in blue.
e Click the underlined Column ID to sort ascending (a to z).
e Click the underlined Column ID again to sort descending (z to a).

E (Glaz) )
8 -All- " - |

NOTE: Only one column is able to be sorted at a time.

Export View

Click Export View to export the data in your current view to Excel. Follow the prompts that appear.

Scrolling Across Columns

Use the horizontal scroll bar at the bottom of the window to scroll from left to right and back to view
columns.

[ 4 >
Total rows: 213

Viewing Cell Notes

If a cell has notes associated with it, you will see a question mark in the cell.
e Click the question mark to see the notes appear in another browser tab.
e Closing the browser tab with the notes will not impact your main SecureSheet browser tab.

View Cell Comments

Ratin 7

mating —'%*Cellﬂommerrts: Rating Guidelines:
Exceeds - consistent above average contribution
Mzets - average contributicon

Eslow - does not meet expectations




Search Data in SecureSheet

Here are some simple tips to search for specific data in SecureSheet. You may enter search parameters in
the Search box, then click Search to see your results.

| | Search

Examples using Search to return specific rows or values:
e Enter 123 in the search box. All rows where 123 is found will be returned.

e Enter A=123 in the search box. SecureSheet looks in column A for the value 123, so you can limit the
rows by value in a column. This can be an alphanumeric string.

e Enter A=123,456,987. SecureSheet looks in column A for the EXACT values of 123 or 456 or 987
(which may be helpful if searching Employee IDs, for example). This cannot be an alphanumeric string.

e Enter ROWS(5,10,3000). This will return rows 5, 10, and 3000.
e Enter ROWS(55-102). This will return rows 55 through 102.

e Enter CHARACTERS in the search box, where CHARACTERS is the string (alpha or alphanumeric) that
you are looking for. SecureSheet will return all instances where it finds this string in any column in the
SecureSheet (e.g., awonder).

Export Statements

At the end of your Compensation Planning cycle, you can export compensation statements for each of
your employees through SecureSheet. Statements may be exported individually or in a batch. In both
instances, statements are exported to a .PDF file, which you can open and share with your employees.
When you export statements in batch, the batch file exports the individual statements in your view to a
zip file containing each statement.
If you have over 500 statements to export, consider exporting in batches up to 250 rows at a time. If you
choose to export a large batch, it will take several minutes for the export to complete (2 - 3 seconds per
statement as a benchmark).
e |f you have a large group to export, you may filter the rows in your view first (e.g., by using the filter
on the manager or department column).
® You may use the Search box to narrow the rows to a manageable number before exporting the batch.
For example:
O In the Search box, type ROWS(12-250), click Search, click Export View; then type ROWS(251-
500), click Search, click Export View.

Video: Export Statements

Printing/Exporting Statements Individually

1. Login to SecureSheet.

2. Click the SecureSheet listed on your home page.

3. You may default to a view where you see the Print/Export Statement link, or you may need to select
your “Print/Export Statements” view from the View drop-down list.

4. Click the Print/Export Statement hyperlink.


https://www.securesheet.com/help/PDFs/ExportStatements.mp4

5.

8.

6 Print Statement

Print Statement
T —

O Print Statement

4 |Print Statement

10 Print Statement

Click the Click here to export this sheet’s data to PDF link.

Export View

lick here to export this sheet's data to PDF,

You will see the following prompt while the statement is exporting:

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...

Close Window

When the sheet has exported, select options from the pop-up in your browser to save or open the

exported statement.
After you have exported, click Close Window to return to SecureSheet.

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...

To export more statements, repeat steps 4 — 7. If you are done working with SecureSheet, click Log

Out (top right corner).

Printing/Exporting Statements In Batch

1.

Login to SecureSheet.

| | View Acfive SecureSheets W

1

SecureSheet Name Group
T Created By Date Created

support2@securesheet.com | 10/2/2019

Admin Tasks

Choose A Task “Al [ Salary Sheet 2020

1
Number Of SecureSheets 1

Click the SecureSheet listed on your home page.

You may default to a view where you see the Print Statement link (to the left of your data), or follow

instructions from your organization.
Click the Export View link at the top of the page.

| | %Em view | I S

0 If you have over 500 statements to export, consider exporting in batches up to 250 rows at a

time. If you choose to export a large batch, it will take several minutes for the export to
complete (2 - 3 seconds per statement as a benchmark).

= |f you have a large group to export, you may filter the rows in your view first (e.g., by

using the filter on the manager or department column).



"  You may use the Search box to narrow the rows to a manageable number before
exporting the batch. For example:
e Inthe Search box, type ROWS(12-250), click Search, click Export View; then
type ROWS(251-500), click Search, click Export View.
5. Click the Click here to Export Statements to PDF Format link.

Export View

@tn Export Statements to P@DG Combined PDF
Close Window

6. You will see the following prompt while the statement zip file is exporting:

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...

Close Window

7. When the batch has exported to a zip file, select options from the pop-up in your browser to save or
open the exported statement zip file.
NOTE: If you open the zip file, you will see the individual PDF files for each of your employees.

(] Mame " Type
Aaron 5lone_3331 Adobe Acrobat Document
Adam Shrum_20710 Adobe Acrobat Document
Albert Gillen_1347 Adobe Acrobat Document
Alberta Beaver_7960 Adobe Acrobat Document
Alicia Hosey_7026 Adobe Acrobat Document
Allen Huber_2730 Adobe Acrobat Document

NOTE: If you select the Combined PDF checkbox, the statements will export into a single
zipped PDF file, not an individual PDF file for each of your employees.

Export View

Click Here to Export Statements to PDF Format Combined PDF

Close Window

8. After you have exported statements, click Close Window to return to SecureSheet.

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...
W Close Window .

9. When you are done working with SecureSheet, click Log Out (top right corner).

Impersonate Other Users - for End Users

When you have an employee(s) who need to assist with data entry for another team member, you may
set up an Impersonation List to allow an employee to act on behalf of another. An impersonator may be
set up to impersonate more than one user. The employee(s) set up as impersonators will have the same
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permissions as the user(s) they have been given permission to impersonate.

NOTE: When you login as an impersonator, every data value change you make on behalf of
anyone you are impersonating is tracked in the SecureSheet audit trail as you impersonating that
user, with the exact changes you make in each cell on their behalf.

Video: Impersonating a User

Impersonating Another User

1. Login to SecureSheet.
2. When you have been set up as an Impersonator, you will see the Impersonate Other Users check box

on your SecureSheet home page.

My SecureSheets

| | Search
C_ Impersonate Other Users }
1

SecureSheet Name G
| -2l v [
2020 Merit/Bonus Compensation Planning A
1

Number Of SecureSheets 1

3. Check the Impersonate Other Users check box. A drop-down list will appear with your email address

in it.

My SecureSheets

Search
([v] Impersonate Other Users | 2iacmeservices.com '
1 e e
SecureSheet Name Group c R Date C
| -l | [alL v Created By Date Created
2020 Merit/Bonus Compensation Planning A JillLanthony@acmesenvices.com | 9242019
1

Number Of SecureSheets 1

4. Select the user that you want to impersonate from the drop-down list. The drop-down list will
contain the user(s) you have been given permission to impersonate.
NOTE: You can only impersonate one user at a time.
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My SecureSheets

Impersonate Other Users

1 \ --aaron.stonei@acmeservices.com {Aaron Stone)
,,_-_-_bessie.dursett@_anrnesewi:es.u:clm (Bessie Dorsett)

SecureSheet Name o i

-AlL vl [ - Date Created

2020 Merit'Bonus Compensation Planning I jill_anthony@acmeservices.com | 9242019
1
Number Of SecureSheets 1

NOTE: When you are impersonating another user, you will see who you are impersonating in the

upper right of your browser window beneath the SecureSheet navigation.

=< Go Back | Refresh | Print Page | Hel Home | Log Out
ly impersonating:

bob.smith@acmeservices.comPrd Ll TR T

5. Navigate through the user’s Views and enter data on their behalf as needed. You have the exact same
security set up in SecureSheet for the user(s) that you have been set up to impersonate. When you
are impersonating them, you see exactly what they would see when they login.

6. Log out of SecureSheet when you are done impersonating.

NOTE: You do not need to log out of SecureSheet to impersonate another user. Click<<Go Back
or Home in the upper right naviagation of your SecureSheet window to return to your
SecureSheet Home page and select another user to impersonate.

Export a View

SecureSheet has an export feature that makes it simple for end users to work with their data offline; this
is a convenient option for managers with a large organization to review, or traveling where there is
intermittent internet access, for example.
NOTE: Typically, managers who export their data are not given permission to import updates.
Your organization will advise on importing updates to SecureSheet (e.g., as a manager, you may
input updates when you are back online or a designated team member may assist, or you may be

give permission to import values).

Export a View

1. Login to SecureSheet.
2. Click the SecureSheet listed on your home page.

| | View Acfive SecureSheets W

1

SecureSheet Name Group
T Created By Diate Created

support2@securesheet.com | 10/2/2019

Admin Tasks

Choose A Task “Al [ Salary Sheet 2020

1
Number Of SecureSheets 1

3. You will see (one of) the Views you have permission to use in SecureSheet.
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@ Approver 1 V| | Search [[YSRRAVERR] Save Changes{Alt:S)

SalaryPlanning2020-Master

4. Click Export View.

View: | Approver 1 V|| | search @ [ —yT)

SalaryPlanning2020-Master

NOTE: If you want your exported Excel file to be in a specific sort order, sort it before you export
the view. When a file is exported to excel from a view, sort is not enabled. However the data is
sorted when it is exported is the sort order for the exported file and it cannot be modified.
5. On the Export View screen:
O a. EnteraPassword for your exported file if passwords are required on export. Remember
what you entered.

O b. Click the ‘Click here to export this sheet’s data to Excel’ link.

Click here to export this sheet's data to Excel Password:] | “*Required™* This password secures your exported file and will be required to open your file in Excel.

You will see the following prompt while the sheet is exporting:

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...

Close Window

6. When the sheet has exported, if you entered a password when exporting, the password pop-up will
open in Excel. Enter your password to open the file in Excel. If you did not enter a password, your
exported file will open directly in Excel.

After you have exported, click Close Window to return to SecureSheet.

N

Please wait, your sheet is currently being exported... When finished, click the CLOSE WINDOW button. This may take a minute...

L
| Cloze Window .

8. If you are done working with SecureSheet, click Log Out (top right corner):

== Go Back | Refresh | Print Page | Help | Contact Us | Hnme

9. Make changes to the exported Excel file, and follow the process defined by your organization to
import your updates to SecureSheet.

Import Values by View

If you have worked with an Exported SecureSheet file in Excel, and you have permission to import values
into SecureSheet, you may follow these steps to import values using thelImport Values by View import
tool.

Notes about exporting then importing values into SecureSheet:

e SecureSheet validates that the column letters, column order, and column headers line up exactly
between the SecureSheet structure and in the import file; this is why it is recommended toexport
from SecureSheet first to get your starting file for updates.

e If you need other filters in the view to help narrow the export, talk to a SecureSheet administrator
in your organization to make those columns visible.
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e If you happen to unhide the columns in the exported Excel file that are hidden, they are empty,
but they are there for positioning the import, so do not delete them or your import will fail.
e After you import values by view, you may refer to the audit activity to see the details of your value

import(s) at any time.

Video: Import Values by View

Import Values by View

1. Login to SecureSheet.
2. Select Import/Export from the Admin Tasks drop-down.

SecureSheet Name
-All-

Admin Tasks

| Choose A Task || 2021 Merit_Bonus Compensation Pl

' Choose A Task
OR
Click the SecureSheet listed on your home page and click the Import — Values (By View) link.

View: | .HR Admin M EEEN | Exoori viek] Iméurl-\l’alues AUNIE Save Changes{Alt+5)

NOTE: The Admin Tasks menu drop-down and link are only available if you have been given
permission to Import Values by View.

3. Select Import — Values (By View) from the drop-down.

Select The Import/Export Option

Sebect An Oplion
Import - Values (By View)

4. Select the Sheet and the respective view you want to import values to from the Select The Sheet-

View to Import drop-down.

Select The Import/Export Option

|Import - Values (By View)| v |
Select The Sheet-View To Import

Master -- HR Admin - Import
Master -- HR Functional Leader - ImEurt

le

5. Browse for the file you want to import by clicking Choose File, select the file, and click Import.
NOTE: If the file you are importing is password-protected, remove the password protection
before importing the file. You will see an error message telling you to do the same if you try to

import a password-protected file.
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SecureSheet Import/Export Name2022 Merit_Bonus Compensation Planning

Select The Import/Export Option

[ Import - Values (By View) v |

Select The Sheet-View To Import
[ MeritBonus — .15t Level Approver v |

The SecureSheet Import (By View) allows you to import an individual sheet's values for a specific view from an Excel spreadsheetto a
SecureSheel. IMPORTS CANNOT BE UNDONE, so it is recommended to Export the sheet first as a backup, and then Import.
An important note: Impod By Miew) replaces ALL the values for the cells that are editable as defined by the view.

Excel File (.xIsx) { Choose File | Mo file chosen

This may take a minute. Please do not click "Import/Export™ twice!

6. When the import completes successfully, you will receive a confirmation message with the updated

values status.

SecureSheet Import/Export Name2022 Merit_Bonus Compensation Planning

Select The Import/Export Option

[ Import - Values (By View) v |

Select The Sheet-View To Import
[ MeritBonus - Manager v |

The SecureSheet Import (By View) allows you to import an individual sheet's values for a specific view from an Excel spreadshest to a
SecuraSheet IMPORTS CANMOT BE UMDOME, so it is recommended to Export the sheet first as a backup, and then Impaort.

An important note: Import (By View) replaces ALL the values for the cells that are editable as defined by the view.
Excel File {.xlsx): | Choose File | No file chosen

This may take a minute. Please do not click "Import/Export” twice!
Alert: Import View Values was successful.

Total rows imported: 2

Imported rows (1 - 2) ,969,1841

Total cells imported: 3

Imported cells (1 - 3) ,T18,T11,U11

| €==Go Back [Melp | Contact Us | Log Out o
7. Click to return to working in SecureSheet.

Auditing your Import Activity

1. Login to SecureSheet.
2. Select Audit Activity from the Admin Tasks drop-down.
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My SecureSheets

f Audit Activity heets 1

1
SecureSheet Name
Admin Tasks Al — -
| Choose A Task » | 2022 Ment Bonus Compensation Planning
Choosze A Task
" ImportExpaort i

3. Adjust the dates for the activity you want to see as needed and click Go.

SecureSheet Audit Name2022 Merit_Bonus Compensation Planning

From Date: (mmiddiyy) TI62022
To Date: (mm/dd/yy) TH3/2022

\:‘ Include Login History
Number Of Records: 2
Click here to export to Excel
1

1D Type Status Detail

Email Start Date End Date

Meriteonus view: .Manager

Source Spreadsheet: 2822 Merit_Bonus Compensation Planning-2022-7-13-
15@5.x1sx

33226996 | ImportSheelviewValues Complele |1ota) rows imported: 2

Imported rows (1 - 2) ,969,1841

Total cells imported: 3

SecureSheet: 2822 Merit_Bonus Compensation Planning-2822-87-13-1585 Sheet:

todd.falco@acmeservices.com | 7/13/2022 3:06:25 PM | 7/13/2022 3:06:27 PM|

£

33226982 | ExporiViewExce! Complete |Securesheet: 2822 Merit_Bonus Compensation Planning ID: 39 Sheet: 1ID: 1

. | todd falco@acmeservices com | 7/13/2022 3:05:00 PM | 7/13/2022 3:05:01 PM

1

=< Go Back [Jelp | Contact Us | Log Out

Administrator Processes and Tasks

4. Click

to return to working in SecureSheet.

As a SecureSheet administrator, it is helpful to learn the how SecureSheet is set-up and to perform as

many of the tasks as possible so you can effectively support your organization. Quick reference task lists
are provided here for each of the major processes an administrator performs or supports in SecureSheet.

To view a recorded live demonstration of SecureSheet, click here.

Be sure to check out the videos for administrators which cover some common administrator tasks.

Quick Start

This quick start checklist guides you through the help topics so that you can get an overview of

SecureSheet and also get started with the tasks required to create a working model of your spreadsheet
as a SecureSheet, identifying your users, their views of the data, and the security needed to support your

compensation planning process.

® |learn about your organization's SecureSheet site

® Format your Excel File for SecureSheet

® Upload your Excel File to SecureSheet File Attachments

® Design views and identify users for your SecureSheet
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® |learn to export from and import to SecureSheet

Testing

Once your implementation is in process, you can start testing your end user views and making tweaks to
columns that are locked, unlocked, or hidden from end users in each view. This checklist is a quick
reference to the tasks you can perform while testing and tweaking your SecureSheet working model.

® |learn how to navigate in SecureSheet

® |mpersonate users for Admin Testing

® Test Users and Views

® Set up impersonation for end users

® Adjust locked, unlocked and hidden column settings in a view

® Set maximum rows and columns in a view

Manage Users and Sharing

After your users are initially shared to SecureSheet, there may be some adjustments to their views, or
addition of users while testing and during and after go-live. This checklist is a quick reference managing
your users and their sharing permissions in SecureSheet.

® Set up Users-Views
o Adding User(s) for the first time

® Updating the sharing profile for a group of users

® Updating the sharing profile for an individual user

® Adding a new user to the users tab

® |ock views from users

Setting Up Statements

At the end of your cycle, you may produce a compensation statement for each employee in the
organization. This checklist is a quick reference for statement set up and printing.

® Statement column mapping and scenarios

® Design a statement tab and modify the default view

® Set up statement logic on the main SecureSheet tab

® Set up views for end users to export statements

® Test statement scenarios offline

® Printing/Exporting statements

Go-live

When you are close to opening up your sheet for end user input, there are a few steps to make sure your
data is clean from any testing, and that you are ready to audit the activity once your SecureSheet is live.

® Follow these steps for go-live

® Unhide your SecureSheet

® | earn about auditing SecureSheet activity




e Audit cell change history in SecureSheet

Data Maintenance

Data changes as fast as you pull it. There are many tools in SecureSheet that allow you to administer data
changes directly in SecureSheet.

® Maintain a live SecureSheet

® Update data values in a column

® Add new rows to SecureSheet

o Modify a data validation
e Work with Data Validations

® Update Header Row Formulas Online

® |nsertatab
® Change the name of a tab
e Copyatab
® Moveatab

® Delete atab

Formatting Changes

If you have to make changes to cells once your SecureSheet working model is well in progress or your
SecureSheet is live with end users accessing it, use the Administration tools in SecureSheet when you can

versus locking, exporting and importing changes to your entire sheet.

® Adjust a column width

® Change a cell format

® Merge or unmerge cells

® Protect cells

® |nsert a column into a SecureSheet

Working with Views and Filtering

It is helpful to understand how view filters work with user security so that you know what to expect in
each view in your SecureSheet. The initial design is identified in your Users-Views SecureSheet, and
additional views can be created as needed to support your users or your administrative functions.

® Add, edit, copy or delete a view

® The properties of a view

® Special SecureSheet filters for views

Administration Video Instruction Guide

To view a recorded live demonstration of SecureSheet, click here.

Click on a link below to access a video demonstrating a common SecureSheet administrator task:

Navigate in SecureSheet
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Navigate SecureSheet

SecureSheet Setup

Set Up Excel for SecureSheet Considerations Part 1

Set Up Excel for SecureSheet Considerations Part 2

Set Up Excel for SecureSheet Considerations Part 3

Design views and identify users for your SecureSheet

Data Management

Export from SecureSheet

Import to SecureSheet

Add New Row(s) to an Active SecureSheet

Import Values by View

View Management

Standard Administrator Views in a SecureSheet

Adjust Column Settings in Views

Manage Users and Sharing

Run the Verify User Views Report

Add users to sharing for the first time

Update sharing for an individual

Adding new user(s) using the Copy/Add All Sheets tool

Locking Views Using a Lock Date and Time (on a View)
Lock Each User with a Lock Date (on the Users tab)

Set Up Impersonation List

Impersonating a User for End Users

Refresh Sharing

Formatting a SecureSheet Online

Insert or Delete Columns
Adjust Column Width

Format Cells

Protect Cells

Merge and Unmerge Cells

Statements

Export Statements

Set Up Existing Views to Export Statements

Create Views to Export Statements

Audit in SecureSheet

SecureSheet-Specific Audit
SecureSheet Site Audit
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https://www.securesheet.com/help/PDFs/VerifyUserViews.mp4
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https://www.securesheet.com/help/PDFs/AddNewUsersCopyAddAll.mp4
https://www.securesheet.com/help/PDFs/LockingViewsUsingLockDateTime.mp4
https://www.securesheet.com/help/PDFs/LockEachUserwithLockDateUsersTab.mp4
https://www.securesheet.com/help/PDFs/ImpersonationList.mp4
https://www.securesheet.com/help/PDFs/ImpersonateUsersforEndUsers.mp4
https://www.securesheet.com/help/PDFs/RefreshSharing.mp4
https://www.securesheet.com/help/PDFs/InsertorDeleteColumns.mp4
https://www.securesheet.com/help/PDFs/AdjustColumnWidth.mp4
https://www.securesheet.com/help/PDFs/FormatCellsinSecureSheet.mp4
https://www.securesheet.com/help/PDFs/ProtectCells.mp4
https://www.securesheet.com/help/PDFs/MergeandUnMergeCells.mp4
https://www.securesheet.com/help/PDFs/ExportStatements.mp4
https://www.securesheet.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet.com/help/PDFs/CreateViewstoExportStatements.mp4
https://www.securesheet.com/help/PDFs/SecureSheetSpecificAudit.mp4
https://www.securesheet.com/help/PDFs/SecureSheetSiteAudit.mp4

Email the SecureSheet Support Team if you have any questions or need further assistance.

Set Up Excel for SecureSheet

Your Excel file is the source for the structure that becomes your SecureSheet. All the properties in Excel,
like values, formulas, formats, data validations, conditional formats, named ranges, and merged cells, are
decided and maintained by you in your compensation spreadsheet.

To get started, focus on the structure of your main worksheet, meaning that you include all the columns
you need in the sheet. Recognizing the data will be dynamic through the process, you may start working
with last year’s data or a sample set of data.

To download an example spreadsheet modeled in Excel with SecureSheet setup considerations, click here.
To download the corresponding user instructions document for this example spreadsheet, click here.

Video Resources:

o Set Up Excel for SecureSheet Considerations Part 1

e Set Up Excel for SecureSheet Considerations Part 2

e Set Up Excel for SecureSheet Considerations Part 3

Setting Up Excel File for SecureSheet

Before the SecureSheet Support Team creates a SecureSheet from your Excel file, complete a few steps to
prepare your Excel file for SecureSheet.

Complete these steps before uploading your Excel file to File Attachments:

1. Insert 5 columns to the left of your main worksheet.

0 SecureSheet “reserves” these columns for implementing statements and setting up export
links for individual statements, for example.

0 SecureSheet uses Column A for Unique ID. This is used to keep audit history for each row in
the sheet. It is also used in the data management process for importing values only to the
sheet.

=  Column Ais generally set to equal the EEID column. There are rules that apply if
leading zeros exist in the EEIDs:
e Column A should always be formatted as "General".
e Column A should never be formatted "Text".
e Typically, the Unique ID is the EEID column, and Column A is setup as a
formula, e.g., =F11*1 to remove any leading zeros in the EEIDs.
O If removing leading zeros from EEIDs does not make Column A
unique, concatentate columns from your data to make Column A a
unique ID.
O There can be no duplicate values in Column A.


mailto:help@securesheet.com
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Go 25 columns to the right of your last data column and type "End". This sets up additional columns
that may be used for security or statement setup.
O SecureSheet “reserves” these columns for implementing more advanced filtering and locking
logic if needed in the views.
O When your SecureSheet is initially created, the last three columns will be system-generated
columns that audit row changes. They will be at the end of the data set after the last column
in the sheet.

In the first row of any extra column to the right of your data, enter this syntax: vexit/recalc/Recalc.
This will display as a Recalc hyperlink in the cell.
0 When you import to SecureSheet, SecureSheet recalculates based on what you imported.
However, on occasion, the SecureSheet Support Team may ask that you recalc and this is an
easy way to do that.

Excel Set Up Considerations

For security setup and data management:

If not already present in your spreadsheet, add an Employee Status column to track employee status
changes.
O The employee status column allows you to manage status changes after go-live and preserve
the audit trail throughout your process.

Add a column to track employee eligibility for each compensation component you are planning in
your model.

O Add an eligiblity column (yes/no) at the start of each section, e.g., the merit section, the
bonus section, and the equity section. This allows users to easily filter, and logic may be setup
to lock the input column(s) for the section(s) that don't apply to each employee.

=  For example, an employee is eligible for merit and neither bonus nor equity. In your
SecureSheet setup, the merit planning input columns will be unlocked for the
employee and bonus and equity planning input columns will be locked.

Is your organization hierarchy direct between employee and manager from first level to highest level
leader?

0 With a direct hierarchy, SecureSheet can infer the organization hierarchy as long as each
manager also has an employee row in the data (even if at the highest level if you desire, they
are just identified as an employee with a manager with no compensation data included).

= Even if your hierarchy may be inferred, build out the hierarchy by level so your end
users may filter by level in their view(s).

0 With an indirect hierarchy, or a more complicated hierarchical setup in your organization:

= Security may be controlled by a user's EEID being found on a row of data.

®  The hierarchy should include an EEID column next to a name column for each level in
the hierarchy (e.g., Level 2 EEID in one column and Level 2 Name in an adjacent
column). It is a better practice to setup security using EEIDs than names.

0 If the hierarchy skips levels, make it realistic, i.e., do not fill in the same name in levels 1
through 5 (or up to top of chain); where the hierarchy skips, leave the level blank.

How do your total rewards team members access data?



O Security may be set to cross reference a value in a particular column or any combination of
values in any of the columns in your main tab (e.g., by location and functional area).

0 If you identify your people partner team members on each employee row, include a column
with their EEID as well (e.g., HR EEID in one column and HR Name in an adjacent column).

O You may have a hierarchy of total rewards team members or more than one total rewards
(TR) team member who needs access to the same data. If more than one total rewards team
member needs to be identified on each row, add as many sets of TR Team EEID and TR Name
columns as needed.

= |f this is your scenario, also add a column that concatenates all of the TR EEIDs. This
concatenated TR EEID column will be used as the security cross reference to show the
appropriate rows to the human resource team members. (Note: this approach is not
limited to total rewards access; it can be used for any combination of manager/leader
IDs if needed).

For process tracking:

e |f you want managers to acknowledge they have completed their recommendations, consider adding
a "Submitted" column to your Excel file, e.g., "Planner Submitted" with a dropdown value
"Submitted".

e If you want approving managers to acknowledge their approval, consider adding an "Approved"
column to your Excel file for each level of approval in your process, e.g., "First Level Approved",
"Second Level Approved", etc., each column with a dropdown value "Approved".

O SecureSheet Support will add a "Submit All" and "Approve All" link above each column so

planners may submit/approve all at once or by row.

For data entry:
e Do you allow planners to enter a percentage OR an amount?
0 If you allow planners to enter either a percentage or an amount, consider using helper
columns to build out the data validation that allows one or the other, not both. Note that

there are may ways to accomplish this in Excel and this is one approach.
0 If you have range guidelines, you may also build in data validation controls to check if an
entered value is over/under the range.

e Do you have employees in multiple countries?
0 If you show the base pay/amount(s) awarded in local currency, build in the following
columns:
=  Country
=  Currency
®  Payinformation in local currency
= Payinformation in budgeted/planning currency

e If you have a dependent data validation (i.e., the drop down values in one column are based on the
value in another column or series of columns), be sure to set up the dependent data validation
following the SecureSheet instructions for setting up a dependent dropdown.

For summary data:



e Summary calculations should be in the header rows at the top of your sheet (e.g., budget runners or
counters if you want them).

e |f you have more extensive summary information that you would like to include in SecureSheet, note
that SecureSheet does not support pivot tables; however, any pivot table can be translated into
formulas.

O You may build out summary data tables as formulas as needed, either on your main tab in
header rows, or on a supporting tab, and import them into SecureSheet. The SecureSheet
Support Team will help you build views of summary data based on user security as needed.

0 If you have charts, build them in Excel as you would want to see them in SecureSheet.

For less troubleshooting and consistency when your Excel file becomes a SecureSheet, consider the

following:

e Move all summary calculations to header rows at the top of your main sheet. SecureSheet will
dynamically calculate summary totals in a view for each user based on the rows displayed for the user
in the view.

O Header rows can be hidden per view in SecureSheet.

O Place summary calculations that need to be visible to end users above columns that will not
be hidden in the end user views.

0 Extend header formula ranges beyond the last row of data to accommodate adding additional
rows of data through the process (e.g., if the total rows in a sheet is 100 and the last row
referenced in a discrete range is 1000, SecureSheet will automatically ignore rows 101:1000).

e  When building VLOOKUPs that reference a supporting tab, use absolute ranges in your lookup
formula, e.g., C5:E60 vs C:E.

e If you use Named Ranges in your Excel model, give them absolute cell references, e.g., G10:J500, not
relative like G:J.

e Copy formulas all the way down columns in your data.

O As a best practice, use formulas consistently on all data rows; do not have formulas on some
rows and values in other rows in the same column.

e Check column data types to make sure they are consistently applied to the entire column.

NOTE: TEXT formatted columns cannot be used in calculations in SecureSheet.

e SecureSheet does not import any data formatted as a table in excel (pivot or otherwise). Remove or
rearchitect table formatting/references.

e Make fonts consistent (name and size).

e Align number and date columns to the right or left consistently.

e Manage column widths (adjust for length of data values in the column; wrap headers if necessary).

e Shade user input columns for visual cue (e.g., light yellow).

e Unhide all supporting tabs.

e Unhide all columns and rows.

e UnGroup any grouped data.

e Remove cell borders from main data rows.

O If desired, border summary data in the header rows.
O Grid Lines is a property in SecureSheet that can be used to delineate cells.

NOTE: There are 250 maximum columns allowed in a SecureSheet (the last three columns are



reserved as the SecureSheet audit columns).

Action

e  When you have your Excel structure confirmed and have reviewed and applied these considerations,
upload your Excel file to File Attachmentsand email the SecureSheet support teamthat it is there.

Identify Users and Design Views

A Users-Views SecureSheet is set up and managed for each SecureSheet project. This file contains two
tabs, a Users tab and a Views tab. You will fill in the Users-Views information to get an initial view design
set-up for the initial model in SecureSheet, and identify the users who will need access to data in
SecureSheet. The two main tasks you will perform are:

1. Design the Views of the data in your SecureSheet — set the columns that you want to show to your
users and whether they will be able to update data in the columns, or will they be hidden from users.
O For example, you may have a manager view that allows annual merit recommendation
amounts or percentages. We would create a Manager view and share it with your users who
need to enter that data. You may also have a next level approver who approves the
recommendation and who can also enter bonus information that the managers cannot add.
We would create a Next Level Approver view that allows them to override data entered by
the managers and also enter bonus information.
2. ldentify the Users who will be accessing SecureSheet and what view(s) of the data they will need to
see in the SecureSheet.
O For example, you may have a manager who needs to enter data for their employees in an
annual merit cycle. That same manager may also be a next level leader who needs to approve
data across their organization that was entered by their direct reports.

To access an example Users-Views file, click here.
To see a video covering users and views set up,click here.

Views

e Views are often synonymous with roles your users play in the organization. Each View design can
show different columns, and columns can be hidden depending on what is necessary to show the
users in each view. Columns can also be locked or unlocked based on user data entry requirements.

e Standard administration views will be created for on-going data management -All Data (Edit), All
Data (View Only), All Data (Recent and History), and Add New Row(s) - that are for SecureSheet
administrators (unless purposely permissioned to non-administrators). Other views could include
Direct Reports, Rollup, Approver 1, Approver 2, people partner, etc.

e Views, combined with security, set up what rows of data return for Users who allowed to see each
view that you share with them.

Users

e Users are every end user who has permission to access data in the SecureSheet based on their email
address at login and the views they need to access. User data includes: Employee ID, name and email
address.

e Auser group may be identified to make it easy to grab a list of emails for communications through
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your planning cycle, e.g., managers, Approver 1, people partner, etc.

Values from columns in your main data that indicate the data an user should see in a view. For
example, a location value may be used to filter the employees that an people partner sees in their
specific people partner View in SecureSheet. Any combination of values across any columns may be
combined to identify access to data for any of your users.

Views that each user will be given permission to see in SecureSheet.

Before you begin setting up Users-Views:

Have your compensation Excel file column structure close to finalized (i.e., placeholder columns in
sections where you might anticipate adding-in columns if needed).

Ensure your Excel file headers are copied into the Views tab (either you or your SecureSheet Support
contact may do this task).

Export the Users-Views SecureSheet

1.

Login to SecureSheet.

2. Onyour My SecureSheets home page, selectImport/Export from the Admin Tasks drop-down to

export the Users-Views SecureSheet. You do this so that you can work with the file in Excel.

Designing Views

Design the settings for each column in each end user view - view only (locked), editable (unlocked), or

hidden (hidden). Specify columns that you desire to be filtered.

Open the exported Users-Views Excel file. Click the Views tab. The initial list of Views may be
overwritten.

NOTE: The column settings on the standard administration views do not need to be adjusted.

Confirm the name and descriptors for each View (Columns A, B, C).
For each column in each View, select a value from the drop-down indicating the column setting as
UnLocked, Locked, Hidden. These are defined as:

O Locked — column is visible and not able to be updated by users; columns with formulas should
be locked (or if you allow users to override columns, share that with the SecureSheet Supoprt
team)

O UnLocked — column visible and able to be updated by users

O Hidden — column is not be visible to users

Enter an ‘x’ for each column Filter/Sort setting.
NOTE: If you do not identify, sort will be turned on for each column, and the SecureSheet Support
team will set filters on demographic data and any non-calculated columns. You may alter filter
settings in views throughout testing.

Considerations:

e If all users on a particular view will filter the same way, like using the value in the manager ID
column, identify the Manager ID column in Column C on the Views tab.

e If each user needs to filter on different value(s) in a specific column in the same view, like a
specific location name or a combination of location name and department name, identify each
user’s specific value(s) on their row in the yellow column section of the Users tab.

e |F you have dependent dropdown(s) functioning in your Excel model, the dependent column(s)
must be visibe in each end user view where they are expected to work (otherwise SecureSheet



won't know what the list is dependent on).

Identifying Users

Users are anyone in your organization who will access the SecureSheet. Every user must be set up on the

Users tab for User security cross-referencing in SecureSheet at login.

1. Inthe Users-Views Excel file, click the Users tab.

2. InColumns A—-C:
O  Fill-in the Employee information for each end user who will work with the SecureSheet.
O Each user email must be listed only once in the Users tab.
NOTE: Please do not change the order of the columns as you fill-in user information.

3. InColumnD:

O Identify a User Group. User Groups are optional. Identify them according to how you refer to
your end users. For example, HR, Admin, Senior Leader, etc. This may make it easier to work
with SecureSheet sharing and to communicate with groups of users later in the process.

4. In ColumnsJ - L (and additional columns as needed):

O Include data values that may be needed for securing access to the data in SecureSheet.
=  For example, in their people partner view in SecureSheet, your HRBPs may access

data based on location values that are stored in Column K on your main SecureSheet
tab. If this is the case, on the Users tab in Column J, you would label it Location (Col
K), and identify the exact values from Column K - Location on your main data tab for
each user who has Location-level security. Delimit multiple values by three asterisks:
e.g., Chicago***New York***Philadelphia).

5. In Column S —list the end user views you designed on the Views tab:

O List each View Name that you defined on the Views tab (in Column A) starting in Column S,
and across as many columns as needed (i.e., theViews They Need section on the Users tab).

6. For each User, under the Views They Need section, select an ‘x’ from the drop-down if the user will
need to have access to that View.

NOTE: Remember, the View names listed on the Views tab should match the names of the views

in the Views They Need section of this Users tab.

NEXT STEPS:

® When you have completed the Users-Views set-up,import your updates to your Users-Views
SecureSheet.

® Send an email to your SecureSheet Support contact to let them know you have refreshed the Users-

Views file.

Test Users and Views

After the initial model is created in SecureSheet, administrator testing can begin. This is an iterative
process where SecureSheet administrators test the set up byimpersonating users - at least one for each

security profile.

NOTES:
O  Only SecureSheet administrators have the option to impersonate end users directly from the
Admin Tasks drop-down list.



O Non- administrators may be setup to test - entering data on behalf of a user for testing
purposes - by setting up animpersonation list.

* If non-administrators need to participate in testing, the SecureSheet must be
unhidden and in the Active section of the site for non-administrators to access it.

Test SecureSheet Set Up

1. Run the Verify User Views report to use in conjunction with impersonation testing.
2. Impersonate at least one user per security profile, and all unique user security profiles, and verify the
following (as applicable to your SecureSheet setup):

Views: Locked, UnLocked, and Hidden columns are working as expected.

O Security: User data is restricted per View as expected, i.e., only rows based on the user's
security are being shown.

O Logic: Calculations, data validations, conditional formats are working as expected.
Summary Totals: Updating accurately upon data entry.

O Employee Status: Row status is filtering out as expected (e.g., inactive / terminated
employees are not appearing in view(s)).

O Dynamic Row Locking: Cells are being locked when ineligibility logic is applied to the row.
O Multi-level Approvals: Status tracking and row locking is functioning as expected.
O Statements: Pulling column values correctly from the main SecureSheet tab based on all
scenarios built into (each) Statement.
3. Run the Verify Formulas process to confirm results in a calculated SecureSheet match the results in an
Excel file that has been exported from SecureSheet.

Video Resources:

e Verify User Views

Verify User Views

When a SecureSheet is loaded, views are created, and users are shared to their respective views, it is time
to confirm that the security is working as it should by filtering the correct rows in each view for each user.
Use this report to verify resulting rows in each user's view(s) against your organization data/expected
results for each user.

In conjunction with impersonation testing, SecureSheet has a Verify User Views report that contains the
number of rows returning per user per view, as well as the security filter information and column settings

for each view. This report allows you to verify rows returning for each user in each view that you have
given them permission to access without having to impersonate every user.

You may also extend the functionality of the Verify User Views report to include key values from two

columns in your SecureSheet. This will help you validate that the correct data is returning for users.

Video: Verify User Views
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Verify User Views - Basic

1. Select Verify User Views from the Admin Tasks drop-down next to the SecureSheet you want to

verify.

My SecureSheets

| View Active SecureShed)

1

SecureSheet Name

Verify

Copy

Clear

Admin Tasks Al -
| Choose A Task w || 2022 Merit Bonus Compensation Planning
Choose A Task
Share

Impersonate Users
Change Mame
FProperties
Import/Export
Automate Tasks
Audit Activity
Delete Views

Verify User Views
Verify SFunctions k‘

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureShest
Adminstrative Refresh
Feset Cache

Delete

Formulas

Cell History

2. Click Verify. SecureSheet will run the report (this may take some time depending on the number of

users an

d views).

L]

Verify User Views will generate a report to show all users, their permiggion, their views, and how many rows are returned for each view,

3. When the report is ready, the Click here to export the list to Excel link will appear. Click to export

the file.

Verify User Views will generate a report to show all users, their permission, their views,

i §Iick here to export the list @

4. Open the report in Excel. Filter and sort the report as needed.

o
o
o
o

Filter on the main tab in Column A.

Filter out the Permission of "A" (for administrator) in Column C.

Filter to the names of your end user views in Column D (e.g., not "Letter1").

Use Column E contains the number of rows that return for each user in each view.

5. In SecureSheet, click<<Go Back to return to your SecureSheet Home Page.

Verify U

ser Views - Extended

1. To set this up, in your main SecureSheet, goto the Administration view and add the following syntax

to any cell on any tab that is not visible to your end users:



SecureSheet Help

MeritBonus:G,K
O  Where:
* MeritBonus is the tab name of the main tab in your SecureSheet
* GandK are the two columns that contain the key values you want to see for each
user in the report
O Inthis example, for each user in each view they are shared to on the MeritBonus tab, the
values found in columns G and K on the MeritBonus tab will be added to the Key Value
columns on the Verify User Views report.

iew: | Administration e
Sheet RowfColumn |
- Choose - w || = Choose -

MeritBonus | MeritBonusSEQ | Dashi

Page1of23 |44 4 + k| orS

BE

(1 MeritBonus:G,K /
2. Torun the report, select Verify User Views from the Admin Tasks drop-down next to the SecureSheet

you want to verify.

My SecureSheets

| m | View Active SecureSheg]

1

SecureSheet Name

Admin Tasks

| -All- ~
Choose A Task w | 2022 Ment Bonus Compensation Planning
Choose A Task
- Share I

Impersonate Users
Change Mame
FProperties

Import/Export

Automate Tasks

Audit Activity

Delete Views

Verify Formulas

Verify SFunctions k‘
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureShest
Adminstrative Refresh
Feset Cache

Delete
Clear Cell History

3. Inthe text box, enter the syntax that aligns with your tab name and the cell where you put the
detailed instructions for the key value columns:

36 /180



Verify User Views

Verify User Views will generate a report to show all users, their permission, their views, and how many rows are returned for each|

e e,
{MeritBon uslBF1 [IOptionnI Extra Detail Instructions - enter the cell in the SecureSheet where they are found (Sheet1!D5 as example)

4. Click Verify. SecureSheet will run the report (this may take some time depending on the number of

users and views).

@ Verify User Views will generate a report to show all users, their permission, their views, and how many rows are returned for each view,

5. When the report is ready, the Click here to export the list to Excel link will appear. Click to export

the file.
Verify User Views

Verify User Views will generate a report to show all users, their permission, their views, and how many rows are returned for ea
|MBritBonu5!BPl | Optional Extra Detail Instructions - enter the cell in the SecureSheet where they are found (Sheet1!D5 as example)

élicl( here to export the list to Excel)

6. Open the report in Excel. Filter and sort the report as needed.

O Filter on the main tab in Column A.

. . . wan .« . .
O Filter out the Permission of "A" (for administrator) in Column C.
H . H n n
O Filter to the names of your end user views in Column D (e.g., not "Letter1").
O Column E contains the number of rows that return for each user in each view.
O Columns F and G show the key value columns that were reported and the resulting values.
A 8 c D 3 F
1 |SHEET T EMAIL ~ | PERMISSION ¥ | ViEW ~ | NUMBER OF ROWI-T| keyColum = | Keyvalues
2_ MeritBonus allison felton@acme.com Update Direct Reports 19 GK G =Juan Hamann K = East // G = Craig Decarlo K = East // G = Martin Chrisman K = East // G = Ellen Albanese K = Ea:
8 i erik; i Update .Direct Reports 2 GK ‘G =Gina Hernandez K = East // G = Natalie Turner K = East
Update Direct Reports 10 G,k G = Eva Hoch K = West // G = Richard Delong K = West // G = Amber Neel K = West // G = Sheri Countryman K = Wi
25 MeritBonus gina.hernandez@acme.com Update Direct Reports 36K G =Todd Falco K = East // G = Robert Boatwright K = South // G = Eugene Coe K = West
32 MeritBonus jack.falkner@acme.com Update .Direct Reports 16 G,K G =Cindy Brumley K = Midwest // G = Vincent Gallego K = Midwest // G = Juana Albrecht K = Midwest // G = Ralph
35 MeritBonus john jaworski@acme.com Update Direct Reports 34 GK G =Jacob Caruthers K = East // G = Dennis Bowman K = South // G = Wendy Solberg K = South // G = Jane Hendric}
38 MeritBonus jude.portelli@acme.com Update -HRBP 49 GK G =Jimmy Mcmulin K = East // G = Jack Watts K = East // G = Juan Hamann K = East /{ G = Craig Decarlo K = East //
MeritBonus lai i m Update HRBP 64 GK G = Ernest Stauffer K =South // G = Johnny Shay K = South // G = Stella Sherlock K = South // G = Jason Pina K = So

7. InSecureSheet, click <<Go Back to return to your SecureSheet Home Page.

Verify Formulas

When a SecureSheet is initially created and anytime a formula update is loaded, it is a best practice to
verify that the formulas from Excel that have been loaded into SecureSheet are resulting in the same
values in both Excel and SecureSheet. The Verify Formulas tool is available to verify that the results in a
calculated SecureSheet match the results in an Excel file exported from SecureSheet.

1. Recalc the SecureSheet by clicking the Recalc link on the main tab of your SecureSheet. If you do not
have a Recalc link (typically in Row 1 to the right near the SecureSheet audit columns), you may add it
to a "spare" cell that your end users will not see. Use this syntax for adding a Recalc link to any
unused cell (that is hidden from end users): vexit/recalc/Recalc

2. Export your entire SecureSheet using the Export Values/Formulas/Formats tool.

3. Open your exported SecureSheet in Excel. Remove the password from the export file, save it, and

close it.
4. In SecureSheet, select Verify Formulas from the Admin Tasks drop-down next to the SecureSheet

whose formulas you want to verify.



My SecureSheets

| IEEIE [ ViewActive SecureShe

1
Securesheet Name
Admin Tasks Al — -
| Choose A Task v || 2022 Merit Bonus Compensation Planning
Choose A Task
Share

Impersonate Users
Change Mame
FProperties
Import'Export
Automate Tasks
Audit Activity
Delete Views

Verifi User Views h-‘
Verify SFunctions

Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureShest
Adminstrative Refresh
Feset Cache

Delete

Clear Cell History

5. Click Choose File and browse to the exported SecureSheet in your file system, select it, then click
Verify.

Verify Formulas

Verify formulas will check and identify any invalid named ranges or formulas in your SecureSheet.

Your Excel File (xIsx): | Choase File | No file chosen Verify

6. Click Verify. SecureSheet will run the report (this may take some time depending on the number of
users and views).

@ Verify User Views will generate a report to show all users, their permission, their views, and how many rows are returned for each view,

7. If there are no discrepancies between SecureSheet and Excel results in cells, you will get a message
that results match. If there are discrepancies, you will see a listing that you can export. When the
report is ready, the Click here to export the list to Excel link will appear. Click to export the file.

Verify Formulas

Verify formulas will check and identify any invalid named ranges or formulas in your SecureSheet.

Your Excel File {.xIsx): | Choose File | Mo file chosen Verify
Click here to export the list to Excel

Sheet | Cell SecureSheetValue Excel Value Formula
MeritBonus T3 2948357295 205473 58150000003 |SUMT-V482)

MeritBonus|AE3 9859 45449999993 |9216.6024999999208 |T4
MeritBonus|T4 9859 45449999993 |9216.6024999999208 |T2-T3

MeritBonus AE4 2948357295 205475 58150000003 |T3
MeritBonus|AG12 Meets Exceeds T12
MeritBonus W13 500 1142.85199999999%0  (R13*U13)+500
MeritBonus|\W13 |35714 36356.851999995999 | R13%(U13+1)

MeritBonus AG13 Below Iests T3




8. In SecureSheet, click <<Go Back to return to your SecureSheet Home Page.

If you have questions about resolving the discrepancies, contact the SecureSheet Support Team.

Provide End User Instructions

End User Instructions

Every organization approached end user training differently. The content here offers some examples that
you may download and customize for your own purposes, and gives instructions for how to link out to
instructions for your end users from your SecureSheet.

Examples:
O For an administrator guide to creating user training, click here.

O For an example user instruction file that corresponds to the Customer Success excel example,

click here.
O For a generic user instruction guide, click here.

O For an example user quick reference guide,click here.

Options for Providing Instructions

There are multiple approaches available to provide end user instructions. Use or combine any of the
options to meet the needs of the users in your organzation.

® Direct users to SecureSheet Help as their navigation guide.

—

== Go Back | Refresh | {Help } | Home | Log Out

Zo0m | 100% V'

® Provide user instructions in a PDF file that users can access through a link in your SecureSheet.

O Use the SecureSheet Help documentation as a starting point for user-specific instructions -
copy, paste, then modify with screen shots and process steps unique to your organization.
The link can be placed in a header row on your planning tab, for example:

View: [ Manager v || |IEE | Exoort View | i

PerformanceMerit

F G
| -All- ~ || -A- w || -All- v
1

AMerit Guide
e —

O To add a link to a pdf file of end user instructions:

= Upload your user instructions PDF file to the files folder in File Attachments.

* In whatever cell(s) you want the end user instructions link to appear for your end
users, add this syntax to those cell/s:
* sfile/folder name/file name in file attachments/text to display to users
where:


mailto:help@securesheet.com
https://www.securesheet.com/help/PDFs/SecureSheetAdmin_CreatingEndUserTraining.pdf
https://www.securesheet.com/help/PDFs/SecureSheetCustomerSuccessExampleExcel.xlsx
https://www.securesheet.com/help/PDFs/Customer Success Example-ACME User Instructions.docx
https://www.securesheet.com/help/PDFs/SecureSheetAdmin_ExampleEndUserInstructions.doc
https://www.securesheet.com/help/PDFs/SecureSheetAdmin_ExampleEndUserQuickReference.doc

o0 folder name isthe name of the folder in File Attachments where your
user instructions file is stored,

o file name in file attachments is the exact file name of your end user
instructions pdf file that you have uploaded into the folder in file

attachments (note: you may link to different instruction files by view
if needed),
O text to display to users is the text that will appear in the link. The
link text is your choice.
O For example: sfile/files/SecureSheetUserInstructions.pdf/Click for
Guidelines
® This instruction file link will popup the instructions in another browser tab. If
you download the file, it will have an .aspx.pdf file extension (or some other
file type) when it is downloaded, and the file name will be from the file
viewer in the browser (not the name of the file as it is stored in the Files
folder in SecureSheet). You may go to your Downloads folder in the file
system and rename the file to change the extension from .aspx.pdf to
yourfilename.pdf.
O For example: sfile/files/SecureSheetUserInstructions-
Download.pdf/Click to Download Guidelines
® |f you want to give your users an option to download the instruction guide
without having to change the name (and not have it popup in another
browser tab), you may save your instruction file with the word "download" in
it, and the link will then download the instruction file without popping it up
in a browser.
®  You may have two instruction files in the Files folder in File Attachments - one
that is for accessing instructions online, and the other that is to download
the instructions (without having to change the file name or type).
= If you have a different set of instructions based your different groups of users, you
may provide different instructions per view in SecureSheet. If this is the scenario,
instruction links may be added to different header rows (and hidden on views as
needed) or they may be added using the Summary Calcs line in view properties.
Discuss your scenario with the SecureSheet Support Team as needed.

® Link to a portal/internal webpage in your organization.
O In whatever cell(s) you want the link, use this syntax:

*  https://www.ourhrhelpportal/thislocationonline.aspx /DT=Click to access
Compensation Guidance Portal

® where your internal portal address is first

® and the text you want to display to end users is next

® Add an Instructions tab to your main SecureSheet (hamed whatever you would like: e.g., Guidelines,
Process, Instructions) and provide instructions there, for example:
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View: | _Instructions v || |m § Save Changes{Alt+S)

Performanceilerit

A B c D E F

1 |Follow these instructions to complete this year's planning.
2

® Use a few header rows to give targeted end user instructions, and include a link to a pdf file, for

example:
view:  enager v | [ scorcn JERRRRM] Save Changestat

PerformanceMerit

F G
[ -All- w | -Al- w | -2l v :

Enter recommendations in yellow highlighted columns
then click Save Changes.

3 Click Submit All for next level approval.
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Links to the Most Common End User Task Topics

Here are some links to the most common end user help topics that can be copied/pasted/exported to PDF
and converted into word and customized with your own screen shots as needed for your end users:

® |ogin to SecureSheet

® Navigate in SecureSheet

® Search Tips

® Export to Excel

® |mport Values by View

®  FAQs (the first several questions on this list are just a different way of getting at the same information
in the topics above but may be helpful)

Set Up a SecureSheet for Training Demos

If you are planning to roll-out SecureSheet by conducting online webinars for your end users, you may
want to use demo data for this purpose. In order to do this, you can create a copy of your SecureSheet
and import a demo data set to use for training.

Follow these steps after you have tested your SecureSheet set up and are confident that the security
filters are working as you would expect. The SecureSheet Suppport team will only troubleshoot and
support the set up of the SecureSheet that your end users will use in your live compensation cycle, so it is
important that if you choose to make a training SecureSheet, you are at a point where there will be
minimal changes to view set up and security.

Set Up a SecureSheet for Training Demos

1. Pick an option for which users you want to use for training demos and decide if you want to use
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existing or append to your existing Users tab or copy it and have a Users tab specifically for training:
O A. Use Users from your current Users tab in your current Users-Views for training demos.
O B. Add Users to your current Users tab for training demos and share them to appropriate

views your training demo SecureSheet.

Copy your main SecureSheet to a Demo SecureSheet.

Rename your Copied main SecureSheet.

Move your copied SecureSheet to the Hidden section of your site (accessible only by administrators).

Import the demo data into the Demo SecureSheet.

Impersonate your demo users to be sure it is working as you desire.

When you are ready to demo, move your SecureSheet to theActive section of your site.

NOTE: If you decide to copy your Users-Views to create a demo-specific Users-Views SecureSheet,
update the security filters across all of your end user views to the SecureSheet ID for the new
Users tab.

Run Go-live Steps

After SecureSheet testing is complete and you are confident that User security is working as you expect it

to, prepare your final data before opening up SecureSheet to your end users.

NOTE: The formulas in your Excel model must be finalized and loaded into SecureSheet at least
five (5) business days before go-live.

Preparation for Go-Live

1.

Run the Verify User Views report from the Admin Tasks drop-down on your SecureSheet Home Page.

O Verify that the number of rows that result in each view for each user are what is expected.

Impersonate one user from each of the security profiles you have set up for your users.

O Verify that the default view is what you expect.

Confirm sharing permissions are as expected in SecureSheet
O Export Sharing from SecureSheet.
O Review the Users tab in your Users-Views SecureSheet.
O Ensure there are no duplicate emails in column A in your Users tab.

O Update, add, or delete users as necessary.

Review summary calculations in your header rows to ensure that they cover all the data rows in the
sheet.

O You may extend the end range past your last row of data in case you add any employees after
go-live. This way the calculations will already be set up to include added rows, and
SecureSheet will ignore any rows past your last row of data.

Remove test data and clear the audit columns from your exported SecureSheet.

O Asyou tested, if you did not delete values you entered during testing, be sure user-entered
value-based columns are clear of test data and ready for your users' input

=  Export your SecureSheet. Save a copy on your local system or network.

=  QOpen the file in Excel.



* Remove any test data / refresh value-based columns as necessary.

= Be mindful not to overwrite your formula columns - unless you have to update a
formula at this point.

= If you allow users to overwrite formulas in user-entered columns, be sure your
formulas roll all the way down the column and have not been overwritten with test
data.

= (Clear the Last Updated By and Last Update columns all the way to the right of your
data (the SecureSheet audit columns).

O Import the final Excel to SecureSheet.
6. Clear cell history.

O Select this task from the Admin Tasks drop-down on your SecureSheet Home Page.

7. Confirm the number of users you have shared are covered by your licenses(contact SecureSheet
Support if needed).

8. Unhide the SecureSheet. This moves the SecureSheet to the Active section of your site where your

users can access it from their SecureSheet Home Page.

Notes about maintaining SecureSheet once you open it to users:
e If you need to update a value column in your compensation data for any reason, you can use the
Import Values by View tool so that you do not have to export and import the entire SecureSheet.
O First, set up a view with just the value-based data columns that you need to update.
O Then, run the Import Values by View.

0 If you need assistance with this process, contact SecureSheet Support.

e If you do need to perform some maintenance on the SecureSheet after go-live (e.g., formula
change), put the SecureSheet in maintenance lock first so your export/import process does not

contend with your users entering data.
O How you manage data is up to you. We recommend:
= |f you want to add new rows, use the Add Rows view.
= |f you want to delete rows, use the Employee Status column versus deleting rows
mid-cycle.
= If you choose to export and import a different number of rows, make sure you

maintenance lock the SecureSheet first and export your full SecureSheet to store
offline.

O If ascenario arises and you have questions about the best approach to update formulas
or data in a live SecureSheet, contact SecureSheet Support to review beforehand.

FAQs for End Users and Admins

Here are some questions in two sections - one for end users and another for SecureSheet administrators:

End User Questions Quick Tips

How do | login?

How do | reset my password?
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What happened to the changes | made?

You must click the red Save Changes button at the top of the s

Save Changes often.

When [ filter and sort and want to get back to no filter

or sort, how can | do that?

Click the Refresh link on the top right of the screen.

How do | sort my view?

How do | filter my view?

Can | control the font size on the screen?

Yes. Click the Zoom drop-down on the top right of the screen a
decrease the font size in your browser window.

How can | tell where | need to enter information?

The cells where you can enter information are outlined have a

Can | default the Zoom setting to something other than
100%?

No, the Zoom setting is set by user. If a user changes their Zool

setting on successive logins. Users can also use their browser Z

Will the screen time out if a user takes over a certain
amount of to close the page / hit save changes?

If a user leaves the session open, it will timeout after an hour. |

Is there an auto-save option?

There is no auto-save.

Can both an people partner and a manager be in the
SecureSheet making udpates at the same time?

Yes. All users can be working in a SecureSheet at any time. Cha
users until they are saved. If two users are editing similar rows
will not see one anothers changes until they either save chang

Can | download a SecureSheet, make edits and upload
back into SecureSheet?

End user permissions to export from / import into SecureSheet
organization's process owners and internal SecureSheet admin

Administrator Questions

"Quick Tips

How do we change data once our SecureSheet is live?

Data management is based on the scenario. Updating cell valu
at any time while the system is live in the All Data (Edit) view o
[|Data Management topic has many scenarios you may encount

| get a message that licenses have expired. How can we
add licenses?

Contact SecureSheet Support.

Can managers only see and update their data?

Yes. You can set up secured Views that are authorized to speci
address or special filters tied to a column in your master sheet
what data a user is allowed to see and update in SecureSheet.
work on the same sheet accessing only their specific informati

For managers to see their whole organization (roll up),
does it work by Employee ID or by name?

SecureSheet can automatically infer a roll up when thereisa 1
Employee and their Manager. SecureSheet uses the Manager |
rollup. The Manager must also have their own row in the main
info and not salary info if you are including high levels of mana
individuals in the compensation planning).

How do | set up other users to access SecureSheet?

Share the SecureSheet to them.

Does SecureSheet automatically set up an account for
users?

Yes, when a user is shared to a SecureSheet, they are added to
table in SecureSheet. On your IT side, their email address has:
organization's SSO setup (however you manage that internally

How do | remove a user from the system?
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How do | change cell formats?

How do | increase the number of rows that show up on

a page?

Can | freeze rows and columns?

How do | export SecureSheet to Excel?

How do | change permission for a user?

How do | add rows to my sheet?

How do | add columns to my sheet?

How do | add a new tab to SecureSheet?

How do | rename a tab in SecureSheet?

How do | rename my SecureSheet?

How do | import values from Excel into SecureSheet?

How do | paste values from Excel into SecureSheet?

You can copy a range of cells in Excel and paste into SecureShe
upper left cell and using the browser paste function (e.g., right

How do | paste formulas from Excel into SecureSheet?

From an administrator view (All Data or Administration), click
of your SecureSheet. Highlight a formula in the formula bar in
by clicking in the starting upper left cell and using the browser
click and select Paste). If you have an entire column(s) to updz
active, you will have to lock it and export/import to update the

How do | add a drop-down list in SecureSheet?

“Dropdown lists are a type of Data Validation. These can be add
Excel.

| added new drop-down list values but they are not in
the drop-down list. Why can't | see them?

To refresh drop-down lists after adding online, make sure thed

accommodate the extra rows where you entered new drop do

Does conditional formatting in Excel import into
SecureSheet?

Yes, and you may administer conditional formatting online whil

necessary.

How do | lock or protect cells?

How do | blank out all the values (except my header

rows) in SecureSheet?

Export your SecureSheet to Excel and blank out all the values, 1
SecureSheet.

Can | set up auto filters in SecureSheet?

Is there an audit trail to show edit history in
SecureSheet?

Yes. If you see an "H" in a cell, you may click into cell history. If

guestions about cell changes, contact your internal SecureShee
the audit trail in SecureSheet.

Can | set up charts in SecureSheet?

"Contact SecureSheet Support for assistance setting up charts.

Can | set up macros in SecureSheet?

For security reasons, macros are not imported by SecureSheet.
functions to tailor to unique requirements. Contact SecureShee

Can | set up pivot tables in SecureSheet?

Pivot tables are not support by SecureSheet. You can set up Su
SecureSheet or on another tab to provide summary views to y«

How can | tell if managers have printed statements for
their employees?

Export the Audit Activity for the SecureSheet to see the "Expor
which statements were exported and by whom.
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Is there a unique link that we send to managers when ||Yes, the link your IT team gives you to login through Single Sigr

an email with the link to the SecureSheet login page and instru

it's time to go live?

Why do | see a VALUE error in excel on a data validation||Sometimes when users are allowed to enter either a dollar am

column? both, and the user has entered both values, when they clear ot
space in the cell, so the cell is not truly blank. That results in a"
double click in the blank cell in SecureSheet, you'll see the spac
resolve.

User Management

The power of SecureSheet is that it can be used by multiple people around the world, anytime, anywhere.
It is a living, real-time application available to anyone who has a web browser —and who has permission
to useiit.

When considering user access to SecureSheet, there are two keys that control their permission to get in
and what views they see:
1. Maintaining the Users tab in your Users-Views SecureSheet. Without a "row" in the Users tab

with their email address, an end user cannot get into a SecureSheet even if they are shared to
it. The Users tab is the actual security cross reference for a SecureSheet.

2. Setting up their Sharing profile in the SecureSheet(s) they need permission to access. Sharing
identifies what type of permission they are granted (e.g., Administrator, Update, View Only)

and what Views they can see. If they are not shared to any views in a SecureSheet, but are in
the Users tab, they will not see any SecureSheets when they login.

Users may also be set up to act as an impersonator of another user in the organization. For example, a
higher level manager may delegate data entry to a support administrator. SecureSheet administrators
can set up and impersonation list for end usersto accomplish this.

These are the main tasks you perform to manage users:
O Adding User(s) for the First Time
Updating the Sharing Profile for a Group of Users

Updating the Sharing Profile for an Individual User
Adding a New User to the Users Tab
Using the Copy/Add All Sheets Share Tool

Managing User Emails

Lock Views from Users

Troubleshooting User Login Error Messages

c O O O O O O O

Set up an Impersonation List for End Users

Video Resources:
® Run the Verify User Views Report

® Add users to sharing for the first time

® Update sharing for an individual

e Refresh Sharing
o Adding new user(s) using the Copy/Add All Sheets tool
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® |ocking Views Using a Lock Date and Time (on a View)
® |ock Each User with a Lock Date (on the Users tab)

® Set Up Impersonation List for End Users

® |mpersonating a User for End Users

Manage Users and Sharing

Anytime you are adding a new user to SecureSheet, they must be in the Users tab in your Users-Views
SecureSheet, and also shared to their applicable views in your main SecureSheet. These are the main
tasks to manage users:

®  Maintaining Users in the Users-Views SecureSheet

O Adding a New User to the Users tab in the Users-Views SecureSheet

® Sharing a SecureSheet to Users

O Preparing for Sharing - Export and Sort Your Users-Views SecureSheet
Adding User(s) for the First Time
Updating the Sharing Profile for a Group of Users

Updating the Sharing Profile for an Individual User
Using the Copy/Add All Sheets Share Tool

o O O O

Video Resources:

® Add users to sharing for the first time

® Update sharing for an individual

o Adding new user(s) using the Copy/Add All Sheets tool

Maintaining the Users Tab in the Users-Views SecureSheet

You fill out the Users tab with some required fields that SecureSheet uses for security set-up for each user:
O EEID
O Email Address
O First Name

O Last Name
For accurate tracking and ease in managing sharing, also maintain the views a user has permission to on
the Users tab (Setting Up Users-Views).
Only remove a user from the Users tab if they are no longer part of the planning cycle or have left the
organization.

Adding a New User to the Users Tab

When adding a new user to SecureSheet, they have to be on the Users tab in your Users-Views

SecureSheet.

1. Click the Users-Views SecureSheet.
NOTE: The Users-Views SecureSheet will likely be in the Hidden SecureSheets area of your
SecureSheet site.

2. Gotothe Users tab.

3. Select the .Add Users view from the View drop-down.

4. Fill in the user’s information (if you are adding more than one new user, you may enter multiple rows

at the same time).


https://www.securesheet.com/help/PDFs/LockingViewsUsingLockDateTime.mp4
https://www.securesheet.com/help/PDFs/LockEachUserwithLockDateUsersTab.mp4
https://www.securesheet.com/help/PDFs/ImpersonationList.mp4
https://www.securesheet.com/help/PDFs/ImpersonateUsersforEndUsers.mp4
https://www.securesheet.com/help/PDFs/AddingUserstoSharingFirstTime.mp4
https://www.securesheet.com/help/PDFs/UpdateIndividualSharingProfile.mp4
https://www.securesheet.com/help/PDFs/AddNewUsersCopyAddAll.mp4

5. Click Save Changes.
6. Continue with the instructions for Adding User(s) to Sharing for the First Time to share your new user

to the SecureSheet they need to access.

Sharing a SecureSheet

®  You must have administrator permission to manage users and user sharing in SecureSheet.
NOTE: Anyone who is a SecureSheet administrator must be shared with administrator
permissions on each tab in the SecureSheet in order to import/export, impersonate end users,
perform administrator tasks in SecureSheet.
® When you initially add users to a SecureSheet or change sharing settings for a group or groups of
users, it is helpful to have them grouped on your Users tab (from your Users-Views SecureSheet) to
copy/paste them into the Sharing box.
® Follow the steps below to prepare your Users tab for sharing or skip to:
O Adding User(s) to Sharing for the First Time

O Updating the Sharing Profile for a Group of Users

O Updating the Sharing Profile for an Individual User

Preparing for Sharing - Export and Sort Your Users File

Group your users on your Users tab by following these steps:

1. Export your Users-Views SecureSheet and open in Excel.

2. Sort the users by View. This groups users with common Sharing profiles.
O Optionally, highlight each common group with a different color. This may be visually helpful

when copying emails to the Sharing box in the next steps, but it is not required.

NOTE: When working with Sharing for a group of users, their email addresses must be delimited
by a semi-colon. The Emails for Sharing column is set to concatenate a semi-colon to the email
address found in Column A. If you do not see this column in your export or it is not concatenating
properly, add the Emails for Sharing column with this formula: =A2&"”;” and then highlight

common groups.

AAAAA

Allson Feton

Adding User(s) to Sharing for the First Time

NOTE: When adding a new user(s) to SecureSheet, they have to be on the Users tab in your
Users-Views SecureSheet, as well as be given access to secured views through Sharing in your
main SecureSheet. Use the Add Users(s) view on the Users tab to add a new user.

To see a video on sharing users to to a SecureSheet for the first time,click here.

1. Open the SecureSheet that you want to share.
2. Select Share from the Admin Tasks drop-down or click Share from within the SecureSheet.
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My SecureSheets

1

Admin Tasks

Choose A Task

onate Users

hare
Import/Export
Properties
Change Name
Automate Tasks
Audit Activity
Delete Wiews
Copy
Verify Formulas
Werify User Views
Adminstrafive Refresh
Reset Cache
Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete
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3. The Share page appears. Follow these steps to add users for the first time:

Share The SecureSheet Name2022 Merit_Bonus Compensation Planning

Enter Email Addresse(s) Separated By ; Choose A Sharing Action Below:

0 @ pdd O Remove O permission O Default View O Default Sheet O Secured Views ) Copy/Add (All Sheets)

(B (D] LC

O

A. Enter the email address(es) in the Sharing box at the top, separated by a semi-colon.

O NOTE: Refer to your exported and formatted Users tab. Copy the email addresses for a group
of users with a common Sharing profile from the Emails for Sharing column and paste them
into the Sharing box. Remember, when working with a group of email addresses, they need
to be delimited by a semi-colon (e.g., samsnead@acme.com; alicewonder@acme.com).

O B. The system defaults the Sharing Action to Add. Click the Add button below the box with
the email address(es). The email address(es) will appear in the Sharing table.

o C. With the email address(es) still in the box, click Secured Views at the top.

= Select the Views from the drop-down list that you want the user(s) to be able to
access.

= Click the Change Secured Views button below the box with the email address(es).
The Secured Views will now be visible in the Sharing table.

O D. With the email addresses still in the box, click Default Views at the top.

= Select the View from the drop-down list that you want the user to see as their first
view when they login to SecureSheet. If no View is selected, the view order will be
alphabetical.

= Click the Change Default View button below the box with the email addresses. The
Default View you selected will now be visible in the Sharing table.

O Repeat steps 3A — 3D for each group of users with common Sharing profiles.

NOTE: User Permissions are usually set to Update or View Only. If you need to extend other

capabilities to a group of users, contact help@securesheet.com.

Updating the Sharing Profile for a Group of Users

1. Open the SecureSheet that you want to share.
2. Select Share from the Admin Tasks drop-down or click Share from within the SecureSheet.
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My SecureSheets

1

Admin Tasks

Choose A Task

onate Users

hare
Import/Export
Properties
Change Name
Automate Tasks
Audit Activity
Delete Wiews
Copy
Verify Formulas
Werify User Views
Adminstrafive Refresh
Reset Cache
Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

Y

The Share page appears. Follow these steps to update the Sharing profile for a group of users:

Share The SecureSheet Name2022 Merit_Bonus Compensation Planning

Enter Email Addresse(s) Separated By ;

Choose A Sharing Action Below:

o

O add O Remove O Permission O Default View ' Default Sheet @ Secured Views O CopyiAdd (All Sheets)
m] 1st Level Approver
m] 2nd Level Approver

[ Crange secureq views (G

[J Add New Employees -

O A. Enter the email addresses in the Sharing box at the top, separated by a semi-colon.

Refer to your exported and formatted Users tab. Copy the email addresses for
a group of users with a common Sharing profile from the Emails for Sharing
column and paste them into the Sharing box. Remember, they need to be
delimited by a semi-colon.

O B. Click the respective Sharing Action button that you want to update for this group.

Remove — Removes the users from this SecureSheet tab.

O User permissions are setup on each tab in a SecureSheet. If you have

to remove a group of users, check to be sure they are removed from
each tab they may have had permission to access.

Permission — Defines what users can do on the sheet:

O Administrator - allows user to access all administrator and end user

views in a SecureSheet. In order to impersonate an end user as an
Administrator, a user must be shared to all of the tabs in a
SecureSheet. Administrator access is controlled at the SecureSheet
level. This means that you may have different administrator groups
across functional areas/business untis acting as administrators only
on the SecureSheet(s) relevant to their functional area/business unit.
Update - allows user to update unlocked columns in the secured
view(s) they have been given permission to access (most common
permission granted).

Update/Import View Values - allows user to import values into a
view that has been setup for them to do so. Typically granted to
users with a large organization or business partners who are
updating massive amounts of data. For more information about this,



click to import values by view.

O View Only - allows user to only view data in a secured view(s) they
have permission to access in a SecureSheet. Even if columns are
unlocked in a secured view, with View Only permission, a user
cannot update unlocked columns in any view.

O User permissions are most often set to Update or View Only. If you
have questions about permissions for your users, contact
help@securesheet.com.

® Default View — The Secured View that defaults for the users when they
access this tab in SecureSheet. This cannot be set until at least one Secured
View has been saved for the user. If no tab is specified, they will default to
the leftmost tab in the SecureSheet.

® Default Sheet — The tab that the user will default to after selecting the
SecureSheet from their SecureSheet Home Page. If no tab is specified, they
will default to the leftmost tab in the SecureSheet.

e Secured Views — Click the checkbox(es) next to the view names on or off to
control the Views the user can access to see and/or input data.

O C. Clickthe respective sharing action blue button beneath the Sharing box to enable your
change. You will see your Sharing change in the Sharing table.
Repeat steps 3A — 3C for each group of users with common Sharing profiles that you need to update.

Updating the Sharing Profile for an Individual User

To see a video of updating an individual sharing profile, click here.

1. Open the SecureSheet that you want to share.
NOTE: You can also change individual email addresses by clicking the Edit link next to the email
address of the user you want to change. This will unlock the row and allow you to make desired
changes. Press the Update link on the row when done (or Cancel to discard changes).

2. Select Share from the Admin Tasks drop-down or click Share from within the SecureSheet.

My SecureSheets

1

Admin Tasks

onate Users
{ Share
; Import/Export
Properties
Change Name
Automate Tasks
Audit Activity
Delete Wiews
Copy
Werify Formulas
Verify User Views
Adminstrafive Refresh
Reset Cache
Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

3. The Share page appears. Follow these steps to update the Sharing profile for an individual user:

O A. Click the Edit link next to the user’s email address.
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®  Permission — Defines what users can do on the sheet. User permissions are most

often set to Update or View Only. If you have questions about permissions for your

users, contact help@securesheet.com:

O Administrator - allows user to access all administrator and end user views in

a SecureSheet. In order to impersonate an end user as an Administrator, a
user must be shared to all of the tabs in a SecureSheet. Administrator access
is controlled at the SecureSheet level. This means that you may have

different administrator groups across functional areas/business untis acting

as administrators only on the SecureSheet(s) relevant to their functional

area/business unit.

0 Update - allows user to update unlocked columns in the secured view(s) they

have been given permission to access (most common permission granted).

O Update/Import View Values - allows user to import values into a view that

has been setup for them to do so. Typically granted to users with a large

organization or business partners who are updating massive amounts of data.

For more information about this, click to import values by view.

O View Only - allows user to only view data in a secured view(s) they have

permission to access in a SecureSheet. Even if columns are unlocked in a

secured view, with View Only permission, a user cannot update unlocked

columns in any view.

= Default View — The Secured View that defaults for the users when they access this
tab in SecureSheet. This cannot be set until at least one Secured View has been saved
for the user. If no tab is specified, they will default to the leftmost tab in the

SecureSheet.

= Secured Views — Click the checkbox(es) next to the view names on or off to control

the Views the user can access to see and/or input data.

e |f you take off the Secured View that was set as the Default View, you will

have to click Update, select a new Default View, and click Update again.


mailto:help@securesheet.com

= Default Sheet — If you select the checkbox, the user will default to this tab after
selecting the SecureSheet from their SecureSheet Home Page. If no tab is specified,
they will default to the leftmost tab in the SecureSheet.

= Remove — Removes the user from this SecureSheet tab.

O C. Click the Update link next to the user’s email address to save your changes.

NOTE: User permissions are setup on each tab in a SecureSheet. If you have to remove a user,
check to be sure they are removed from each tab they may have had permission to access.

Using the Copy/Add All Sheets Share Tool

On occasion, it is helpful to copy an existing user’s sharing profile to another user or group of users in
need of the exact same profile. The Copy/Add All Sheets share tool makes this process simple. This can be
useful after go-live when you have to add an additional user (s).

To see a video on adding new users using the copy/add all sheets tool, click here.

1. Open the SecureSheet that you want to share.

2. Select Share from the Admin Tasks drop-down or click Share from within the SecureSheet.

My SecureSheets

1

Admin Tasks

Choose A Task

onate Users

(L Share

; Import/Export
Properties

Change Name
Automate Tasks

Audit Activity

Delete Wiews

Copy

Verify Formulas

Verify User Views
Adminstrafive Refresh
Reset Cache

Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

3. The Share page appears. Follow these steps to copy an existing user’s profile to an individual or group

of users in need of the exact same sharing profile:

Share The SecureSheet Name2022 Merit_Bonus Compensation Planning

Enter Email Addresse(s) Separated By ; Choose A Sharing Action Below:

awonder@acmeservices.com O add O Remove O permission O Default View ) Default Sheet ) Secured Views © Copy/Add (All Sheets)

allison felton@acmeservices com hd
allison felton@acmeservices.com
bob_smith@acmeservices.com C
eugene.coe@acmeservices.com A

fran du@acmeservices com
CopylAdd (All Sheets)' D jack falkner@acmeservices.com

O A. Enter the email address(es) in the Sharing box at the top, separated by a semi-colon if

more than one.
B. Click the Copy/Add (All Sheets) Sharing Action button.

O C. Select the email address whose Sharing profile you want to copy to the email address(es)
listed in the Sharing box.

O D. Click the Copy/Add (All Sheets) blue button beneath the Sharing box to enable your
change. You will see your Sharing change in the Sharing table.

O E. Click <<Go Back when you are finished updating Sharing.


https://www.securesheet.com/help/PDFs/AddNewUsersCopyAddAll.mp4

Manage Email (User) Administration

® SecureSheet is a self-registering system. No system administration is required to add users. An email
(user) is automatically added to your SecureSheet main Email (User) Administration file whenever an
email is added through SecureSheet Sharing (i.e., you are sharing at least one view to a user within a

specific SecureSheet).
® A user email may be added manually through the Email (User) Administration tool, though Sharing is
the most common way email addresses are automatically created as a user on the Email (User)
Administration file in SecureSheet.
® A user email may also be granted System administrator permission which allows that specific email
system-wide access to your SecureSheet site.
NOTE: Anyone who is a SecureSheet administrator must be shared with administrator
permissions on each tab in the SecureSheet in order to import/export, impersonate end users,
perform administrator tasks in SecureSheet. Grant those permissions bycopying sharing of an
existing administrator's sharing profile here to another administrator, or through sharing within
the SecureSheet you want to apply the administrator privileges to.
The following tools are available to maintain email (user) addresses individually in Email (User)
Administration:

® Reset Password

® Remove Sharing

® Copy Sharing
® Add Email Address

® Change Email Address

® Delete Email
® SecureSheets Where Used

® Share Admin to All Sheets
Over time using SecureSheet, you may find that you need todelete email addresses from your main Email

(User) Administration file to remove email addresses that are no longer needed by the system.

Maintaining Email (User) Administration

1. Login to SecureSheet.
2. Click System Administration in the upper right navigation on your SecureSheet home page.

Refresh | | | Update ‘our Profile | Buy/View Licenses tem Administration % Log Out

3. Click Email (User) Administration.
ACME

System Administration

You are currently logged in as:

Email (User) Administration

SecureSheet is a self registering system. An email (user) is
automatically added whenever that email is added to a
SecureSheet for "Sharing”. No system administration is required.
Optionally, emails can manually be added and/or granted certain
privileges (such as SecureSheet Creator, and System
Administrator)

:Email EUseré Administration 2

4. You may manage a user’s set up through the tasks in the Admin Tasks drop-down (steps for each task




provided below):

Email (User) Administration Add Email

Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 _ Click here to export the email list to Excel
0 File
@Aﬂiun [ Email ] Last Name | First Name Job Title Employee 1D Seguresheet ini Verified [ormporary| Super
ealor | Administrator
EECISrCE Et | 1@acmesenvices.com User 1 ¥
Reset Password
Assign Password Edit |2@acmeservices.com Y
Remove Sharing
Copy Sharing Edt | 3@acmeservices.com N | 45920282
Change Email Address
Delete Email Edt | d@acmeservices.com User 4 ¥
SecureSheet Where Used
Share Admin To All Sheels | Edit | aaron e N | 74187300

OR

You may Edit an individual user’s row to maintain their user information and administrator privileges:

Email (User) Administration AddEmail Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Mumber Of Records:254 _ Click here to export the email list to Excel

Email F3
] LastName  First Name Job Title Employee 1D SegureSheet inis Verified| [emPOrary | Super
reator  pdministrator

ices.com User 1 N | 41866343
O Click Edit next to the user’s row you want to update. The row will become updatable.

Admin Tasks Action -

O Update the user’s Last Name, First Name, Job Title and/or Employee ID fields.

O Check the File Attachmentadministrator checkbox to allow the user to use File Attachments
in SecureSheet (often reserved for the project team).

O Check the administrator checkbox to allow the user administrator privileges across your
organization’s entire SecureSheet site.

O Click Upd to save your changes.

Email (User) Administration Add Email  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 ___ Click here to export the email list to Excel
File
Admin Tasks Action = @ First Name Job Title @ == sy vor [ =y
Administrator
— ices com [User [ ] [Comp Analyst | [oasea | O N | 41886343 | []

Reset Password

If your organization users are logging in through SecureSheet’s login page, you may create a new

temporary password for a user if needed. If your organization is using Single Sign-On (SSO), you will not

need to reset passwords for users, as their authentication will be managed through SSO.

It is recommended that users logging in through SecureSheet’s login page manage their own passwords. If

a user forgets their password, they may click the “Forgot Your Password?” link on the login page to

receive a temporary password from the system. However, in special scenarios, a user may require a

manual reset.

1. Select Reset Password from the Admin Tasks drop-down for the user whose password you want to
reset. The Temporary Password column will be blank.

Email (User) Administration Add Email

Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 Click here to export the email list to Excel
" " Email . SecureSheet 2 - a Temporary | Super |
Admin Tasks Action | Al v‘ Last Name First Name Job Title Employee ID C = ach Verified User
Administrator
Chrros 1 Took Edit |1@acmesemices.com User 1

(-

Reset Passwiord i
RSP o Y
N 468920282
Y
N

m
2.

2@acmesenices com

Remove Sharing

Copy Sharing Edit 3@acmesernvices.com

Change Email Address

Delete Email Edit A@acmeservices.com User 4
SecureSheet Where Used

Share Admin To All Sheets Edit | aaron. jices.com

74187300

2. The Temporary Password column will fill in with a Temporary Password that you may copy and send to
the user.
NOTE: You will know when the user has logged in and reset their Temporary Password when the
Verified column is Y and the Temporary Password column is blank.

Email (User) Administration Add Email

Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs

Number OF Records:254  Click hiere to export the email list to Excel
Email e
Admin Tasks Action - /] LastMame First Namo Job Title Employee D SeCUre Sheet inis Verified| [=mPorary Super

Administrator

Choose A Task V|| Edit 1fhacmeservices com User 1 c N 41!!55345 )




Remove Sharing

Remove a user from all SecureSheets that they are shared to in your organization. You must complete this

task before you will be able to delete an email from the system.

1. Select Remove Sharing from the Admin Tasks drop-down next to the user whose sharing permissions

you want to remove.

Email (User) Administration AddEmail  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 Click here to export the email list to Excel

Email T2

Admin Tasks Action [, Last Name First Name Job Title Employee ID SRR ini Verified ?Mpnm? BUney
[-an v| Creator . Us
Administrator
Edit |1@acmesemices.com User 1 ¥

Reset Passwiord
A N Edit |2@acmesenices.com ¥

emove Sharin;

5 Edit |3@acmesenices.com N 46920282
Change Email Address
Delete Email Edit 4@acmesernvices.com User 4 Y
SecureSheet Where Used
Share Admin To All Sheets Edit aaron. i com N 74187300

2. You will be automatically returned to the user list. If this user should not be able to access
SecureSheet any longer, be sure to delete them from the system.

Add Email Address

Add an email address for a user. You may use this tool if you are adding a user who will only impersonate
another end userin SecureSheet and not have any other views related to their role. Their email address
needs to be in the system so that they may login and impersonate as an end user (which you would setup

separately.
1. Click Add Email.

- — - o~ ==
Email (User) Admlnlstratlon@j Email ) Edit Your Profile Delete Email(s) Reset Password

Number Of Records:258 Click here to export the email list to Excel

2. Fill out the details on the Add Email screen.

3. Click Submit. The email address is now in the Email (User) Administration file for your site.

Add Email

Email:

Last Name:

|

First Name: | |
|

Job Title: |

Copy Sharing

Copy one user’s sharing profile to another user who requires the same security access.

1. Select Copy Sharing from the Admin Tasks drop-down next to the user whose profile you want to

copy TO another user.



Email (User) Administration AddEmail  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 Click here to export the email list to Excel
Email L2
Admin Tasks Action [ ] Last Name | First Name Job Title Employee ID seg“'es"fe‘ ini Verified | Temporary SL‘";’:['
Administrator
Edit  |1@acmeservices.com User 1 Y

Reset Passwiord

Assign Password Edit |2@acmesenices.com Y

Ry aring
1 Copy Sharing Edit |3@acmesenices.com N | 46920262

ddress

Delete Email Edit |4@acmesenices.com User 4 ¥

SecureSheet Where Used

Share Admin To All Sheels | Edit | garon jices.com N | 74187800

2. The user profile you select to copy will default to the From Email field.

3. Select the user you want to copy the sharing profile to from the To Email drop-down.
4. Click Copy.

Copy Email Sharing

Alert: Copy sharing completed.

From Email: | |

To Email: |amarshall@acmeservices.[ W

Copying the email sharing will remove all prior sharing for the "To Email” and replace it with ALL sharing for
the "From Email".

Change Email Address
Change the email address for a user. Their Sharing security remains the same. The email address you
change from will be deleted.

1. Select Change Email Address from the Admin Tasks drop-down next to the user whose email you
want to change.

Email (User) Administration AddEmail  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 Click here to export the email list to Excel

i § Email § SecureSheet File - - Temporary | Super
Admin Tasks Action| [y 7] Last Name| First Name Job Title Employee 1D *°F, Verified =

" | Administrator

m

di 1@acmeservices com User 1

Reset Password
Assign Password
Remove Sharing

im

di 2({@acmeservices.com

Copy Sharing Edit | 3@acmesenvices.com

FChangs Email AddresE>

DeleE ez Edit | 4@acmeservices com User 4
SecureSheet Where Used

Share Admin To All Sheefs | Eqit | aaron ices com

Y
Y
N 46920282
Y
N

74187300

2. The From Email will default to the user’s existing email.
3. Enter the updated email address in the To Email field.
4. Click Change.

Change Email Address

From Email: ‘ |

To Email: ‘ |

()

Changing the email address will create the "To Email" with all the properties of the "From Email". The "From
Email" will be deleted.

Delete Email
Delete a user from the system. In order to delete a user from SecureSheet, you must firstRemove Sharing
from their email address.

1. Select Delete Email from the Admin Tasks drop-down next to the user you want to delete from
SecureSheet.



Email (User) Administration AddEmail  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 Click here to export the email list to Excel
i File
Admin Tasks Action| [y Pt 7] Last Name| First Name Job Title Employee ID Seg:;gmet ini Verified TmPOrany Super
Al " | Administrator User
Edit | 1@acmeservices.com User 1 Y
Reset Password
Assign Password Edit |2@acmesenices.com Y
Remove Sharing
Copy Sharing Edit |3facmesenices.com N | 46920282
il Address
Delete Email Edit |4facmesenices.com User 4 ¥
€l &t Where Used
Share Admin To All Sheets | Eqit | zaron. ices com N | 74187800

2. You will be automatically returned to the user list and the email address will have been deleted from
the system.
NOTE: If you delete an email from the Email (User) Administration table in SecureSheet, the user
may still be on the Users tab of a Users-Views SecureSheet(s). Even if they remain on the Users

tab, they will not have access to SecureSheet(s) because you removed sharing and deleted their
email address here.

SecureSheets Where Used

Display a list of all the SecureSheets and tabs within each sheet currently shared to a user.

1. Select SecureSheet Where Used from the Admin Tasks drop-down next to the user whose Sharing
you want to see.

Email (User) Administration AddEmail  Edit Your Profile Delete Email(s)

Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 _ Click here to export the email list to Excel
Email e
Admin Tasks Action ] Last Name | First Name Job Title Employee 1D SeCuresheet ini Verified [ernporary| Super
e30r | pdministrator
Edit 1@acmeservices.com User 1

Reset Password

Assign Password
Remove Sharing

Copy Sharing

Change Email Address

m

di 2{@acmeservices com

m
=3

3@acmeservices.com

De

. Edit |4@acmesenvices.com User 4
ecureSheet Where Used
AEFmive oAl STEEE | Edit | aaron ices com

Y
Y
N 48920282
Y
N

74187300

2. You will see a list of all SecureSheets and tabs (Sheet Name) within each SecureSheet shared to this
user.

SecureSheet Where Used For Email todd falco@acmeservices.com

SecureSheet Name Group Sheet Name

Email Groups Created By
2019 Employee Mapping B Employee Mapping supportf@secureshest. com
2019 Employee Mapping B MasterJobCatalog supportif@securesheet com
2020 Mernt/Bonus Compensation Planning il MeriiSconus jill.anthony @acmeservices.com

Share Admin to All Sheets

Grant administrator permission to all SecureSheets and tabs within each sheet to a user.

1. Select Share Admin To All Sheets from the Admin Tasks drop-down next to the user who you want
to grant administrator permission.

Email (User) Administration AddEmail  Edit Your Profile Delete Email(s)

Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 _ Click here to export the email list to Excel
Email 3
Admin Tasks Action /] Last Name | First Name Job Title Employee 1D SeCuresheet ini Verified [inporary| Super
e30r | pdministrator
Edit |1@acmesenvices com User 1

Reset Password
Assign Password
Remove Sharing

m

di 2{@acmeservices com

Y
Y
N 48920282
Y
N

Copy Sharing Edit J@acmesenvices.com
Change Email Address
Delete Email Edit |4@acmesenices.com User 4
Simf
hare Admin To All Sheets. Edit aaron i com

74187300

2. You will be automatically returned to the user list. This user will have administrator access to all
SecureSheets and all tabs within each SecureSheet in your SecureSheet site.

Impersonate Users for Admin Testing

® During a SecureSheet implementation, the core project team needs the ability to fully test the end

user experience prior to go-live.



® |n SecureSheet, administrators can impersonate another user in their organization and see exactly
what that user has been given permission to see based on their security and the views they are
shared to in the SecureSheet. This allows administrators to validate that your security is setup
properly before go-live.

® After go-live, impersonating users is a powerful support tool that allows administrators to
troubleshoot issues without having to access another computer or set up a video conference. You can
impersonate a user even while the user is logged into SecureSheet.

NOTE: SecureSheet’s audit history logs any changes made by an administrator while
impersonating a user.

NOTE: SecureSheet administrators must beshared to every tab in a SecureSheet in order to
impersonate a user.

Impersonating Users for Admin Testing

1. Login to SecureSheet.
2. Select Impersonate Users from the Admin Tasks drop-down next to the SecureSheet Name you are
testing.

My SecureSheets Create A SecureSheet Click Here

View Active SecureShee

Secure Sheet Name
-All- W

Choose A Task 2020 Merit/Bonus Compensafion Planning

Share
mpersonate Users 3

; Changs amTe
Properties
Import/Export
Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

1

Admin Tasks

3. Select the email of the user you want to impersonate from the Impersonate Users list. The
Impersonate Users list contains every user that has been shared to the SecureSheet.

O Use the Search functionality to locate a specific user.

O You can sort on either the Email or Name column, ascending (first time you click on heading)
or descending (second time you click on heading).



SecureSheet Help

Impersonate Users Name 2020 Merit/Bonus Compensation Planning

Click om an email below to impersonate a user for this particular SecureSheet™. When you exit the
SecureSheet™, you will no longer be imperzonating thig user.

-All- W -

todd falco@@acmesernvices.com Todd Falco
roy.anthonyi@acmesenvices.com Roy Anthony
robert boatwrighti@acmesenvices.com Robert Boatwright
mike@acmeservices.com Mike Smith
kreesteri@securesheet.com Fara Reester

jack falknerf@acmesenices. com Jack Falkner
fran.doef@acmeservices.com Fran Doe
bob_smith{@acmesernvices.com Biob Smith

4. The Views for the user that you are impersonating will be available from the Views drop-down. The
name of the user that you are impersonating will be highlighted in red in the upper-right (as a
reminder that you are impersonating).

cME =< Go Back | Refresh | Print Page |
n Log
.

L
View: [IELENES | Export View | Import - Values (By View) | il e i)
Manager Roll-Up

MeritBonus

B E S H ! L Q R 5 I u v

[-All- MEd e v -an- MEE M ETA e v -z v -z MEERI eI

1 WorkFlow Status idelil Available Merit Pool T
Allowance
2 Total Eligible: 8 Exceeds (2 5%-6.0%) Allowance $13,115 Increases
Over/Under
3 Approve Al [Total Approved: 0 Meets (1 0%-2 5%) Increases 514,935 1
-§5.000 55,000

4 Total InProcess: 8 _Uven‘under ($1,871) £0,000 H
5
6 Print Statement Approved Reqion Location Manager Name Hire Date g:laim Title Rating % Increase $ Increase 1

7 |Print Statement East Boston Todd Falco Jimmy Mcmulin 2311997 $33,883 Sr Product Engi Exceeds 5.0 % $2,194 H
15 Print Statement East Philadelphia  |Todd Falco Myrtle Jester 8/30/1999 $34,936 Supv, EH&S Exceeds 6.0 % $2,599 t

5. Toreturn to your user permissions, click << Go Back.

R e ey Zoom | 100% %

Export Sharing

The Import/Export tools in SecureSheet includes an export of sharing. This export shows you the sharing
setup for a SecureSheet. You can see the permission, the default view, and the secured views for each user
that has been shared to the SecureSheet.

1. Select Import/Export from the Admin Tasks drop-down next to the SecureSheet you want to export.

60 /180



SecureSheet Help

My SecureSheets Create A SecureSheet Click Here H

|IEZEM | view Active SecureSheet

1

) SecureSheet Name
Admin Tasks l-.ﬂll-i v

Choose A Task 2020 Merit/Bonus Compensation Planning
Share

Impersonate Users
i Change Name

([ ImportExport ) k

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

2. Click Export - Sharing.

Select The Import/Export Option

Export - Values
Export - Values (.csv)
Export - Values/Formulas/Formats

I NS g af s

Import - Values (By View)

Import - Values/Formulas/Formats
Import - Views

Impaort - Sharing

3. Click Export to export the file to Excel.

Select The Import/Export Option

| Export - Sharing ~ |

The SecureSheet Import/Export Sharing alloves you fo import or export all Sharing fromfto an Excel spreadshest fromito a
SecureSheet. IMPORTS CANMNOT BE UNDOME, so it is recommended o Export the Sharing first as a backup, and then

Import. An imporfant note: Import replaces EVERY sharing entry, EXCEPT for users sef up as administrators. Please see
Help for more detailed instructions.

=D

This may take a minute. Pleaze do not click "Import/Export” twice!

The Sharing export will open in Excel.

5. In SecureSheet, click Reset to continue using Import/Export tools, or click <<Go Back to return to your
SecureSheet Home Page.

Set Up Impersonation for End Users

When you have an employee(s) who need to assist with data entry for another team member, you may
set up an Impersonation List to allow an employee to act on behalf of another. An impersonator may be
set up to impersonate more than one user. The employee(s) set up as impersonators will have the same
permissions as the user(s) they have permission to impersonate.
NOTE: If an end user will only be impersonating other end users and not have any views related
to their role, they will not be shared to the SecureSheet, and they will not need to be added to the
Users tab in the Users-Views SecureSheet. Theiremailaddress will need to be added to the Email

61 /180



(User) Administration file in order for them to access SecureSheet as an impersonator.

Video: Set Up Impersonation List

Setting Up an Impersonation List for End Users

An Impersonation List SecureSheet has been set up for your organization and can be found in the Hidden
SecureSheets area.

1.
2.
3.

Login to SecureSheet.
Go to the Hidden SecureSheets section of your site.
To fill out the list:

O Export the Impersonation List SecureSheet (refer tolmport/Export instructions as needed), fill

it out in Excel, and import.
OR

O  Fill in the Impersonation List on-line in the .Add Impersonator view. Remember to click Save
New Rows periodically as you are entering data.

A B C D
S50 Email of Impersonator $50 Email to Impersonate Name of Person being Impersonated Impersonator’s Name (See Column A Email)

Click << Go Back or log out of SecureSheet when you are done setting up the Impersonation List.
NOTE: End users will have an Impersonate Other Users checkbox on their home page and a

dropdown list to select any of the people they have been permissioned to impersonate based on
the Impersonation List you set up.

My SecureSheets

Impersonate Other Users

1 \

--aaron.stone@acmeservices.com (Aaron Stone)
i_-_bessie.dursett@_at:rneserl.rines.cum (Bessie Dorsett)

Securesheet Name TN Date C
[-al- v | -ai Date Created
2020 Merit/Bonus Compensation Planning A JillLanthony@acmesenvices.com | ‘24/2019

1
Number OFf SecureSheets 1

NOTE: In order for the impersonation list to work for end users, there are two system properties
on your Organization Profile: Impersonation Group ID and Impersonation Grid ID. These
properties are identified in the Sheet Name of your Impersonation List SecureSheet and can only
be set on your Organization Profile by the SecureSheet Support Team. An example of these Sheet
Properties: 5 - 1, where 5 is the Group ID and 1 is the Grid ID.

Delete Unused Email Addresses in Bulk

When you use SecureSheet year over year, changes to your workforce or updates to your IT
infrastructure (e.g., email address changes) may impact your SecureSheet users.

To perform this maintenance of email addresses, you review the email addresses that are in your
SecureSheet main Email (User) Administration file in Excel by taking an export of your main Email
(User) Administration file, note those that are no longer needed, and then delete them from
SecureSheet using the Delete Email(s) tool.


https://www.securesheet.com/help/PDFs/ImpersonationList.mp4
mailto:help@securesheet.com?subject=User License Question

NOTE: If you delete emails from the Email (User) Administration table in SecureSheet, users may
still be on the Users tab of a Users-Views SecureSheet(s). Even if they remain on the Users tab,
they will not have access to SecureSheet(s) because you removed sharing and deleted their email

address here.

Deleting Email Addresses in Bulk

1. Login to SecureSheet.
2. Click System Administration in the upper right navigation on your SecureSheet home page.

Refresh | | | Update Your Profile | Buy/View Licenses tem Administration BLog Out

3. Click Email (User) Administration.

ACME

System Administration

You are currently logged in as:

Email (User) Administration

SecureSheet is a self registering system. An email (user) is
automatically added whenever that email is added to a
SecureSheet for "Sharing”. No system administration is required.
Optionally, emails can manually be added and/or granted certain
privileges (such as SecureSheet Creator, and System
Administrator)

:Email ;Uaer;Adrninisiration >

4. This is your main Email (User) Administration file; it contains all the email addresses for users of
SecureSheet. Click the link to export the email list to Excel.

Email (User) Administration Add Email  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 Click here to export the email list to Excel

S = SecureSheet File A
V‘ Last Name First Name Job Title Employee ID o = Attachment  Administ|

Admin Tasks Action | Al
Administrator

5. Open the exported file in Excel and remove all the rows containing email addresses that you want to
keep. Your goal is to have a list of email addresses that you need to delete from SecureSheet.
6. Once you have the list of email addresses to delete, format them to easily delete in bulk in
SecureSheet:
O Add a column in Excel that concatenates a semi-colon to the end of the email address using a
formula like: =D2&";"
where D2 is the column that contains the email addresses. You will copy this column into the

Delete Email(s) tool in SecureSheet.

7. Go back into SecureSheet to the Email (User) Administration file (see Step 4) and click Delete

Email(s).

Email (User) Administration AddEmail  Edit Your Proﬂle@élele Email(s]) Reset Password Export Where Used To Excel Update Employee IDs

Number Of Records:254 Click here to export the email list to Excel

Email File
V] LastName First Name Job Title Employee 1D SESUTESHESt | ptgachment |Administy
Administrator

Admin Tasks Action | All-

8. Copy the rows from the Excel email address list with the semi-colon concatenated emails that you

want to delete.
9. Paste the list of semi-colon concatenated emails into the Enter Email Address(es) Separated By ;

box.
10. Click Delete.



Delete Emails

Enter Email Addresse(s) Separated By ;

_ﬁ_
|[aifEr gillen@acmeservices com;
dlberia.beaver@acmeservices.com,
alicia. hosey@acmeservices . com;

n.huber@acmeservices.com;

11. You will see an alert that changes are saved successfully.
12. Click << Go Back to return to the Email (User) Administration file.
13. Click << Go Back again to return to the System Administration tools.

Lock Users from Updating Data

During your planning cycle, you may want to prevent a user or a group of users from entering data into

SecureSheet and/or seeing data in SecureSheet for a certain time period. Scenarios may include:

Lower level managers input their data before upper level managers, and you want to lock out upper
level managers until it is their turn.

The deadline for data entry has passed, managers may view data but not make any changes.
Managers cannot see data during the calibration phase.

Managers can only view data during the calibration phase before exporting statements to
communicate compensation changes.

A manager is in transition mid-cycle.

SecureSheet has different approaches to prevent users from making changes to data in SecureSheet; you

may choose to apply one approach or multiple approaches depending on your process:

1.

Set the Lock Date on each end user view. Users can still access their views, but depending on the way
you set the lock date, they will be able to see their rows of data or only see column headings in their
view(s) with no data rows. This supersedes the UnLock settings on the columns in the view. This also
applies to every user who is able to access this view. If you need to be more specific in your locking
approach, consider approach 4 below.

Lock the SecureSheet. Users will be able to see their rows of data but not be able to make any

updates. Locking a SecureSheet supersedes the UnLocked setting on the columns in the view.
Set all UnLocked columns to Locked. (Note: In next year’s cycle, you will have to adjust the column

settings back to UnLocked).
Set a Lock Date on your Users tab for each userto customize locking each user from each view

individually (in your Users-Views SecureSheet).
Lock users by updating their sharing permission. (Note: The other locking options are more commonly

used; this approach is an "extra" admin step for your reference/consideration).
If you do not want end users to see the SecureSheet at all before they are able to export statements,
hide the SecureSheet.

Video Resources:

Locking Views Using a Lock Date and Time (on a View)



https://www.securesheet.com/help/PDFs/LockingViewsUsingLockDateTime.mp4

SecureSheet Help

® |Lock Each User with a Lock Date (on the Users tab)

Locking Views Using a Lock Date/Time

When you apply View locking, the locking rule is set for all Users with access to that View. You can update
the locking rule on any View at any point in your planning cycle.

1. After logging in, click Views.

A s I st (e )}

2. Select the View from the Select a View drop-down list to update its locking rule.
3. Set the Lock Date on the View according to the Lock Date and Time Rules below.

Edit Views: Add Views | Delete Views | Copy Views | Help On Views
Selecta View: | All Data | iew Name: [All Data | view Type: [ Standard-Sheet Layout| v | secured View: [ Lock Date: [/172020 5:0] Web API: [_] Cell Change History
Cell Border: [¥] Hide Col IDs: [_] Save Button: [¥] Search:

Export Link [¥] Export Options: [Emultifornt#{ print Link: [¥] Format Link: [_| Formula Link: [¥] Adv. ImportExport: [¥] Row IDs: [¥] Col IDs: [¥] Grid Lines:

Lock Date Example Result for End User

11/8/20 12:01 PM Locks and hides the rows
11/8/20 12:02 PM Locks the rows
11/8/20 12PM Locks the rows
11/8/20 Sets to 11/8/20 12:00AM — Locks the rows

4. Click Save View.
5. Repeat Steps 2 — 4 for each View that needs a locking update.

Lock Each User with a Lock Date on the Users Tab

1. Onthe Users tab, in each view's respective lock date column, add the lock date you want per user. If
no lock date, the view stays open. If needed, a different lock date can be set per user per view.

User Group (Admin, Manager Lock
Name Mgr, VP, etc..) SVP Lock Date VP Lock Date Date
Tedd Falco WP 6/29/2023 6/29,/2023
Allison Felton WP 6/24/2023 6/24/2023
Maimie Townley Manager 6/23/2023

2. In this example, the SVP Lock Date for Todd Falco will lock the SVP view on 6/29/2023 at 12:00AM ET.
If you don’t want a user to see the data in the view, setup the lock date as 6/29/2023 12:01AM. This
will suppress the detail rows from the view. Either way, the user will see a message that the view is

set to view only.
3. When using this appraoch, the following syntax needs to be added to the View Overrides line in the

View Setup on each end user view:
6;Users;A:ld=F
Where:
6 - is the SecureSheet number of your Users-Views-2023
Users - is the name of the tab where the lock date will be found in column F for the view (in your

Users-Views SecureSheet)
A - is the column with the user’s email on the Users tab

Id - stands for “lock date”
F - is the column where the lock date is located on the users tab for this view
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https://www.securesheet.com/help/PDFs/LockEachUserwithLockDateUsersTab.mp4

Views: Add Views | Delete Views | Cop
—sﬂm aView: [ DirectReports | View Name: [ Direct Reports

| View Type: [Standard-Sheet Layout v Secured View: ~ LockDate:[ ] Web APL: [ Cell Change History & Paste Link: )

Fraszo at Row: [12_|Freeze st Colum: Rows por page: (222 | Columns por page:[27 ] Advanced SortFiter: 3 Lock Call Range (uss ; as ssparator]: Hiddan Hoader Rows (use ; ss ssparator}: (910117 |
| Col|_Doseription | ______Proparties ______AutoSortAutoFilter _Advanced Sert_| Advancad Fil

B Print Letter O Untocked @ Lockes O Hidden| ) O sea:[ v][Ase viseq:[ v][ike v UnLocked v || wl[ike v UnLocked v

C FormViewName | O yooied O Locked @ piggen| [ ) sea:[ v][Asc visea:[ v][ike ~]| |[UnLocked v ][ v][ike v [UnLocked v |

D |PoFFileName | O yntooked O Looked @ Higden| O seq[ v][Asc vjsou[ viike ~|  |[Uniockeaw][ wlike ~][  |Uniockes~]

E |Rosorved O Untocked O Locked @ Hidden| [ O seq[ v][Ase viso[ v v J[unooeav][ vike v unioskav]

F [No O it ket Ot okt @ wietan O soa| v[ase viseq:[ vlike | [[Untockea v ][ w[ike ] [[untacked v |

Label Row: Keep Filters Open: [

y : [A1=THIS,CN7= | ex. At=sum{a3:A100);B1=sum(B3:8100)

[(View Overrides : 6;UsersiAlg=F ) = (shest )

Locking Users through Sharing Permission

When you want a user or a group of users to be able to view their data and not make any updates, you
may change their permission to View Only by updating their Sharing profile. This allows you to leave a

subset of users with Update permissions if you need to, in case they need to make last-minute changes,
for example.

1. Afterlogging in, click Share.

2. The Share page appears. Follow these steps to update Permission to View Only for a group of users:

Share The SecureSheet Name2020 Merit/Bonus Compensation Planning

Enter Email Addresse(s) Separated By ; Choose A Sharing Action Below:

Or Select An Email Group: i ~ ~
P:  [Select an Email Group v Oaga Ore (® permission () Default View () Default Sheet () Secured Views () Copy/Add (All Sheets)
ob amthmesees o
bob smith@acmeservices.com; Administrator
leugene coe@acmeservices.com I‘:I‘i‘;.lv'\tte:d: m;?;:‘t‘;:’lm
Secured Administrator

Update
C Change Permission c Update/Export Formulas

= Update/Export Values/dimport Values

Update/Export Formulas/import Values
MeritBonus | Dasnhoard | OraChart | statement | Data | GustomGhartpro] 1P42IE/ExPOrt Pormulas/import View Values
Email Update/Export Formulas/import View Values - Admin Default Last
i Update/import View Values - Admin au i
Ednl-AII- V| Name wViF;dw Onlva N Sheet LI;;]I:‘ Remove
P il [ ot " n.
O A. Enter the email addresses in the Sharing box at the top, separated by a semi-colon.
B. Click the Permission Sharing Action button.
C. Click Change Permission beneath the Sharing box to enable your update. The permission
for each of the users in the Sharing box changes to View Only in the Sharing table.
Permission
Update
Update

3. When you are finished, click << Go Back or log out of SecureSheet.

Troubleshoot User Login Error Messages

Scenario:

® A User cannot log in, but all other views are okay. Administrators may impersonate, access other

sheets, etc.
Action:

® |f you see that all other views are functioning as expected, it is likely an issue with the View

Properties.

e Export Views in the Import/Export tools and look at the filters and Summary Calc in the view. That is

where you may find the issue.



View Management

Overview of Views

® AView is a slice of the data on a tab in your SecureSheet that is designed with specific columns visible
to the user(s) of that view.

® AView defines the security that controls what data each user has permission to see in the view.

® For each column in a view, you specify whether or not the user(s) can update or just view data in
each column they see.

® Each tab in your SecureSheet may have multiple Views.

You have the flexibility to design as many different views of the columns in the sheet as you need for the
people in your organization who may need to see different slices of the data.

For instance, you may have many columns in your spreadsheet that are for compensation planning
administrative use only and never need to be shown to your planning managers (end users). You may hide
those columns from your end users as needed.

How do you share compensation changes with your payroll team? You may setup a view specifically for
sharing compensation changes with payroll once planning is complete. The payroll view would include
only the columns payroll needs. You can export that view from SecureSheet once changes are final.

Setting Up Views

When you create a SecureSheet for the first time, you follow the process forsetting up Users-Views to

document the design of your Views and identify the security parameters for the users who will have
permission to each view that you design. You have to be an administrator to set up and maintain Views
in SecureSheet.

After your SecureSheet is created, you may set up and manage the Views in it. The main tasks are:

O Column Settings in Views

Setting Maximum Rows for a View

Properties of a View

Add an Approve or Submit All Link to a Column

Adding a new View

Copying an existing View
Editing a View

Deleting a View

Changing the Name of a View
Set Up an Add Rows View

Set Up a View to Import or Paste Values Into

Set Up a View to Export Values

Set Up a View to Export with Formulas

Set Up a Summary View

0 0 o o o o 0O o o o O o o o

Verify User Views




O Export Views (documentation of all views and view properties)

O Using Special SecureSheet Filters in a View
O Find the SecureSheet ID for Advanced Filters

Video Resources:

e Standard Administrator Views in a SecureSheet

® Adjust Column Settings in Views

Add, Edit, Copy, or Delete Views

When you are adding views to your SecureSheet initially, you will follow the design you have laid out in
the Views tab of your Users-Views file.

TIP: If more than one of your views share similar properties, after you add one of them and set up its
properties (e.g., column settings and filters), it may be helpful to use that view as the base for the other
views by copying it to a new view.

Quick links:
e Addanew View

® Copy an existing View

® Edit an existing View

® Change the Name of a View

® Delete a View

o Modify View Properties

Adding a New View

1. Select the SecureSheet from your home page.
2. Click Views. This puts you into View design.

View: [ -All Data hd m |5har' wport View | Advanced Import/Export | ki e

3. Click Add Views to create a new view.

Edit Views; Add Views [Delefe Views | Copy Views
Select a View: | -HREP il | View Name: | HREP |y
Export Link Export Options: |Emultiforn®] Print Link: Format Link: || Formula Link: |

Freeze at Row: EI Freeze at Column: IL ﬂ Rows per page: Columns per pagg
Col| Description | Properties __ AutoSorfAutoFilter] _Advanced Sort

4. Enter a name in the View Name: field and click Add View.

NOTE: If you have more than one view to add, repeat Step 4 for each new view.


https://www.securesheet.com/help/PDFs/AdministratorViews.mp4
https://www.securesheet.com/help/PDFs/ColumnSettingsinViews.mp4

SecureSheet Help

Add Views: Edit Views | Delete Views | Copy Views | Help On Views
iew Type: I Standard-Sheet Layol

Export Link |_| Export Options: | | Print Link: [_| Format Link: [ | F{

Freeze at Row: EI Freeze at Column: Inune ﬂ Rows per page: Colu

Col|  Properties  AutoSorfiAutoFilter
A ® unlocked () Locked O Hidden | [ O
B | ® uUnlocked () Locked ) Hidden| [ ]
C | ® uUnlocked () Locked ) Hidden | [ O]
D | ® uniocked () Locked ) Hidden | [ ]
E | ®uniocked () Locked () Hidden| [ ] ]

| Preview [{ Add View | Close

5. Click Edit Views to open the view properties and edit as needed.

NOTE: Security filters must be added to the new view and tested.

Add Vi : Edit Views [jDelete Views | Copy Views
View Name: | |‘u’iew Type: |Standard-5heel Layout | w |
Export Link |:| Export Options: I:I Print Link: |:| Format Link: |:| Formu

Freeze at Row: EI Freeze at Column: I none | % | Rows per page: Columns

Col  Properties  AutoSortAutoFilter
A ® Unlockes ) Locked () Hidden| [ O]
B | ® uniockes (O Lockes (O Hidden| [ O
C | ® unlocked () Locked () Hidden| [ O]
D | ® uniockes () Lockes () Hidden| [ O]
E | ® uniockes (O Lockes () Hidden| [ O]

Click Close to leave View design mode.

Copying an Existing View

1. Select the SecureSheet from your home page.
2. Click Views. This puts you into View design.

View: [ -All Data hd m |Shar' wport View | Advanced Import/Export | ki e

3. Click Copy Views to copy an existing view and its properties to a new view.
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Edit Views: Add Views | Deleie "u'iewsq Copy Views 3
Select a View: | -HREP V| View Name: | HREP [y
Export Link Export Options: [Emultifornd] Print Link: Format Link: || Formula Link: |

Freeze at Row: EI Freeze at Column: IL ﬂ Rows per page: Columns per pagg
Col| Description |  Properties  AutoSorfAutoFilter  Advanced Sort

4. The "Alert: View added successfully" message will appear.

O Select the view you want to copy from the Select A View to Copy: drop-down.
O Enter the name for your new view in the New View Name: field.

O Click Copy View.
NOTE: If you have more than one view to copy, repeat Step 4A through 4C.

Copy Views: Edit Views | Add Views | Delete Views |
Select A View to Copy: | Director New View Name: | Director 9

Alert: View added successfully.

5. Click Edit Views to open the view properties and edit as needed.
NOTE: Security filters must be updated and tested for the newly copied view.

Copy Vi dif Views d Views | Delete Views |
Select A View to Copy: | -Director h | New View Mame: | Director

Copy View
LAlert: View added successfull

OR
Click Close to leave View design mode.

Editing an Existing View

1. Select the SecureSheet from your home page.
2. Click Views. This puts you into View design in the Edit mode.

View: | All Data v | Search | |5har’ xport View | Advanced import/Export | IS )

3. Select the view you want to work with from the Select a View: drop-down.

Edit Views; A

Select a View: | HREP

Export Link [¥]

Freeze at Row: EI Freeze at Column: I L ﬂ Rows per page: Columns per pag
4. Modify the view properties as needed.

L Wiew Name: |.HRBF"
Print Link: [¥] Format Link: || Formula Link:

NOTE: If you want to change the name of the view, update the View Name: field. When you click
Save View, the view name will be updated everywhere you see it in the SecureSheet.

5. Click Save View to save any changes you make to the view.

6. Click Close to leave View design mode.

Deleting a View

1. Select the SecureSheet from your home page.
2. Click Views. This puts you into View design in the Edit mode.



View: | -All Data hd m |5har®xpor’[ View | Advanced Import/Export |
3. Click Delete Views.

Edit Views: Add Views( Delete Views [JCopy Views
Select a View: | -HREP | View Name: |.HREP |y

Export Link [¥] Export Options: [Emultiform] Print Link: [¥] Format Link: [ | Formula Link: |

Freeze at Row: EI Freeze at Column: IL il Rows per page: Columnz per pags
Col|_Description | Properties  AutoSorfAutoFilter Advanced Sort

4. Select the view you want to delete from the Select a View: drop-down.

Freeze at Row: EI Freeze at Column: IL ﬂ Rows per page: Columns p

: [T
. B
: [~
- 0
: T

Vie s:|

y Override
‘ Delete View 'Elu-se

5. Click Delete View to save any changes you make to the view.
6. Click Close to leave delete view mode.

Set Column Settings in Views

In each View in SecureSheet, columns may be UnLocked, Locked or Hidden from end users who are shared
to the view. Column settings may be adjusted at any time after your initial SecureSheet is created.

To see a video on adjusting column settings, click here.

Column settings are defined as:
® UnlLocked — column is visible and can be updated by user

® lLocked — column is visible and cannot be updated by user
NOTE: Columns with formulas should be locked.

® Hidden — column is not visible to user
Additionally, columns can be set with Filter and/or Sort settings. Filter and Sort is defined as:

®  Filter — puts a drop-down below the Column ID to filter by values in the column.


https://www.securesheet.com/help/PDFs/ColumnSettingsinViews.mp4

SecureSheet Help

[ H 1

Atlanta
Boston
Chicago
Cleveland
Detroit

Los Angeles
Mew ork
Philadelphia
Raleigh
Seaitle

® Sort — puts a link on the Column ID that allows the column to be sorted in ascending or descending

E (Gaz )
& -All- W oy

order.

Setting Up Columns in Views

1. Login to SecureSheet.
2. Select the SecureSheet from your home page.
3. Click Views. This puts you into the view design.

1||'iv.':'|«|':| .Total Rewards (All Data) Vl m | Shareurmulal Export View | Advanced ImportExport

4. Select the View you want to work with from the Select a View drop-down list to work with its

settings.

. . .2nd Level Approver
File Edit V| agd New Employees

Al Data
‘ ‘ M Analytic Report (Location)
| Analytic Report (Manager)

e .HREP
e Amport Net Change Data

Manager
Manager Roll-Up
Statement-Form
Administration
Chart1

Default

Select a View:

Export Link

Freeze at Row

Edit Views: Add Views | Delete Views | Copy Views | Help On Views

Select a View: | Manager “ | view Name: [Manager

Export Link [¥] Export Options: [Emultiform#] Print Link: [¥] Format Link

Freeze at Row: EI Freeze at Column: |L ﬂ Rows per page: (50

Col| Description |  Properties  |AutoSortiAutoFilter|
A |0 () UnLocked ) Locked (®) Hidden| [ O
B |Print Statement | () UnLocked (®) Locked () Hidden | || Ol

5. Scroll through the columns and adjust the settings as you desire for the users of the View you are
working in:
O Set the columns to UnLocked, Locked or Hidden.
O Click the check box to turn on/off Auto Sort / Auto Filter.
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W |New Salary (O UnLocked ® Locked () Hidden

X TargetBonus % | () UnLocked (®) Locked () Hidden

Y |Target Bonus § i:ﬁo (®) Locked () Hidden @

£ Individual Perform| (®) UnLocked () Locked () Hidden

AA Bonus Payout Am| () JnLocked (®) Locked () Hidden

AB Merit Budget (O unLocked ) Locked (® Hidden| [ ] ]

6. Click Save View when you are done working with the column settings.

Al | Show Benus Dunloked ) Locked @ Hiddan | [ ] ]
A Lock Cells () UnLocked () Locked (®) Higden | [ ]
AK 1stLevel Approve| () nLocked () Locked (®) Hiddan

aw | — —a —

Label Row: El Keep Filters Open: |:|
Summary Calcs: |A1=THI5;E!‘1"1 ="ExportViewFomulas”;U1="schart/Chart1/2

View Overrides ;

—
Save View ' Close

7. Click Close to exit the view design.

Preview |

Al | show Bonus () UnLocked ) Locked (®) Higden | || O
A |Lock Cells (Dunlocked ) Locked @ Hiddan | [ ] ]
AK 1stLevel Approve () UnLocked () Locked (®) Hidden

]
]

Label Row: El Keep Filterz Open: |:|
Summary Calcs: |}'-.1=THI5;B‘1"1 ="ExportViewFomulas";U1="schart/Chart1/2

View Overrides : | | —

@ Save View Cloze '

Set Maximum Rows and Columns for a View

Rows and columns can be increased to 10,000 cells as the maximum number of combined rows and
columns allowed in any given view. Most often, users want to be able to scroll horizontally through all the
columns they can see on one page.

These steps show how to find the maximum number of rows per page based on the visible columns (both

locked and unlocked) in a specific view.

® The goal is for the user to be able to scroll horizontally through all the visible columns in the view on
one page without having to navigate to additional columns using Columns Next >> and << Prev
Columns.

® The set-up in the example uses an .people partner view.

Setting Maximum Rows and Columns for a View

1. Click Views to enter View design mode.
2. Select a View from the Select a View drop-down list. In the example, we are in the design mode for
the .people partner view.
NOTE: Rows per page is 50 and columns is 10, and there are 20 total columns set to be visible



(Locked or UnLocked) in this view, which you can see below the tabs in the SecureSheet.
NOTE: To find the Total Columns that are visible (Locked or UnLocked) in this view, set Columns
per page to 1, Click Save View and you will see the Total Columns under the tab(s).

3. Divide the total possible cells (10,000) by the total columns (20) to find the maximum rows per page

setting (500).

4. Update Rows per page to 500 and Columns per page to 20.

5. Click Save View.
NOTE: Setting the Columns per page to 20 also means that users will be able to scroll horizontally
to see all the columns in the view (and not have to use the arrow navigation to get to the next set
of columns).

6. Repeat Steps 2 -5 in any view to set the maximum number of rows based on the visible columns.
NOTE: If it is not priority to have users scroll horizontally through all visible columns on one page,
increase the number of rows and then users will page through the columns.

Edit Views: Add Views | Delete Views | Copy Views

Select a View: | -HREP i | View Name: | HREP | view Type: I3133l'H:lEl":l--“-'r"IE!E=1 Layout| v | secyl

Export Link [¥] Export Options: [Emultifornv{ Print Link: [¥] Format Link: [_| Formula Link: [] Adv. Import/Export: [¥] Row IDs: [¥] Cqf

Freeze at Row: EI Freeze at Column: |L i Rows per page: Columns per page: hdvanced Sort/Filter: Lock Cel

Col| Description | Properfies ______lAutoSort/ AdvancedSort | |
A o O unLocked ) Locked (®) Hidden | [] O seq| [v][ase [v]seq[ [v][ike  [v] r
B |Print statement | () unLocked ® Locked () Hidden | [ | [ [seq| [v]fAsc [v|seq[ [v][iike  [v] [
C O unLocked ) Locked (®) Hidden | [] O seq| [v][ase [v]seq[ [v][ike  [v] r
D Ounlocked () Locked (®) Hidden | [ [ seq| [v|[Ase [v]seq| [v][ike [v] [
E O unLocked ) Locked (®) Hidden | [] [ seq| [v]]asc [v] seq| |V ]|like  [v] r

Label Row: El Keep Filters Open: D

Summary Calcs: |A1=THI5;EW1 ="Exporf\ViewFormulas”;U1="schart/Chart1/250/125:summary" | — ex. Al=sum(A3:A100});H

View Overrides :| |—ex. Sheett;Aet=B;vt=C|
[ preview | Save View |
Meri Chart | Statement  Statement-Views  Payroll Integration  Data CustomChariProperies | Users

q:TcltaI columns: 20 Columns Heﬂ&)l

“‘-'_-B____-_._.:I’ W W W W W W

1 WorkFlow Status Guidelines

2] Total Eligible: 0 Exceeds (2.5%-6.0%) Alloy
3 Total Approved: 0 Meets (1.0%-2.5%) Incrg

4 Total InProcess: 0 _ Ovel
5

G Print Statement Approved Region Location Manager Name Hire Date Eurrent Title

= E— Salary

Set Properties of a View

You have to be a SecureSheet administrator to set up and maintain Views.

Setting Up View Properties

1. Login to SecureSheet.
2. Select the SecureSheet from your home page.
3. Click Views. This puts you into View design.

View: [ -All Data b m |5har®xpor’[ View | Advanced Import/Export | okl Gliegs]

4. Select the View you want to work with from the Select a View: drop-down.




Edit Views:

iew: | Executive
=

Export Link |_| Export Options:

Freeze at Row: EI Freeze at Column: Inone ﬂ Rows per page: Columns per pagd

5. Set or modify the View Properties described below.

ews | Copy Views | Help On Views

ew Name: |Execu|i~.re

Print Link: [_| Format Link: [_| Formula Link:

O Some general guidelines for setting up new views:
* Hide the last three columns from end user views
= Turn on Cell Border on end user views — this puts a beveled edge on UnLocked
columns and can be a helpful visual cue

*  Turned off the Advanced Import/Export checkbox from End User views (keep on in
administrator views unless setting up a view to use for an Import Values by View)

* Adjust each view to show the maximum rows possible based on visible columns

= Set the Administration view to be able to see all columns in the SecureSheet
6. Click Save View to save all the view properties you updated.
Edit Views: Add Views | Delete Views | Copy Views
Select a View: | -All Data V| view
Export Link [¥] Export Options: Print]

Freeze at Row: EI Freeze at Column: IL ﬂ

A D (O UnLocked () Locked (®) Hidd
B |Print Statement | () nlocked (®) Locked () Hidd
C (O UnLocked () Locked (®) Higd
D () UnLocked () Locked (®) Higd
E () UnLocked () Locked (®) Higd

Label Row: El Keep Filterzs Open: |:|
Summary Calcs: |A1=THIS;B‘1"1 ="ExportViewFormul

View Overrides,;

N ™
Preview |{ Save View ([ Close

View Properties

Edit Views: Add Views | Delete Views | Copy Views
Select a View: | HRBP | View Name: [HREP | View Type: | Standaro-Sheet Layout| v | secured View: [¥] Lock Date:[ | Web API: [] Cell Change History
Export Link [4] Export Options: [Emultiformi{ print Link: [¥] Format Link: (] Formula Link: [¥] Adv. Import/Export: [¥] Row IDs: [¥] ColIDs: [¥] Grid Lines: [¥] Cell Border: [¥] Hide Col IDs: (] Save Button: [¥] Search:

Freeze at Row:[E__ | Freeze at Column: [L__[] Rows per page: Columns per page: Advanced SortFilter: [¥] Lock Cell Range (use ; as separator): [ROW-S(AJ) Hidden Header Rows (use ; as separatori[ | Mulfi-Select Filters:

View Design [[Description
Properties

Add Views (link) "Click to create a new view from scratch.

Delete Views | Click to delete an existing view.




View Design
Properties

Description

(link)

Copy Views (link)

Click to copy an existing view and all of its property settings to a new view. Then,
give the newly copied view a new name and edit the view properties as needed.

Select a View
(drop-down)

The currently active view. The drop-down lists all existing views for a sheet in the
SecureSheet. Select a view from the drop-down to work with a different view's

design.

View Name The name of the currently active view. The view name may be updated here at
anytime, and it will be changed everywhere in SecureSheet.

View Type Standard-Sheet Layout is the view type used most often. This layout is a typical

spreadsheet view that displays rows and columns based on the sorting and filter
criteria that are defined in the view. Most view requirements are met by using this
view type. As an administrator, if you need to create additional view and have
questions about your requirements, contactSecureSheet Support.

Secured View

All views are secured. This property cannot be updated.

Lock Date

May be set to control whether the view is either visible with all cells locked, or
visible with only the header row displayed to all users shared to it. Once the current
date is greater than or equal to the lock date, the view will be locked based on the
Lock Date syntax used.

Web API

If a view is used in the Import Values by View process, this setting should turned on

so that the view becomes available in the views to import to when you are
importing values by view through the Import/Export tool.

Cell Change
History

When this setting is on, you may access cell history from the view. And underlined
'H' will appear in any cell that has been changed. Clicking the 'H' shows the history
of every change made, who made the change, when it was made, and the starting
and ending values. History is always tracked even if this is not selected. Changes
made outside SecureSheet are not tracked.

Export Link

Allows user to export the data they see from the view. An "Export View" link will be

made visible at the top of view.

Export Options

Specify which formats are allowed to be exported from the view. The options are
HTML (H), Excel (E), PDF (P). To allow more than one format, list each letter with no
delimiter, for example, EP will provide optionsn to export in Excel and PDF formats.
NOTE: If you need to export a view with formulas, refer to the Set Up a View to

Export with Formulas instructions.

NOTE: If you want to export a chart, you must set up the view to export in HTML
format and then choose HTML format on the export. Charts will not appear in an
export to Excel.

Print Link Allows user to print screen in a new tab, putting a “Print Page” link in the navigation
at the top right of the screen.
Format Link Usually turned on only for views used by administrators. Puts a quick link to the
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View Design
Properties

Description

administrator cell formatting tools.

Formula Link

Usually turned on only for views used by administrators. Puts a quick link to the
administrator "Formula" view where all formulas may be seen and single cell

formula updates may be made.

Advanced Usually turned on only for views used by SecureSheet administrators. Puts a

Import/Export shortcut link at the top of the view to the Import/Export tools that may also be
accessed from the Admin Tasks drop-down on an administrator's home page.

Row IDs "Displays row numbers on the left side.

Column IDs Displays column letters across the top.

Grid Lines Shows grid lines across the data set. It is recommended that borders in the data
rows are turned off when initially creating a SecureSheet from Excel and grid lines
are turned on in SecureSheet views.

Cell Border Shows a beveled edge around the unlocked cells in a view that may be edited by the

end user.

Hide Column IDs

Hides all column letters except those columns with Auto Filter and/or Auto Sort
settings turned on.

Save Button

Puts the red "Save Changes (Alt+S)" button on the view that allows users to save
their changes. Defaults to on setting.

Search

Puts the "Search" button and search input field to its left at the top of the view to
allow search functionality in the view.

Freeze at Row

Freezes the view at this row number when scrolling up or down. All rows above and
including your specified row number are called header rows. Header rows will be
displayed at the top of each page. Header rows are not included in sorts or filters.
Header rows may be hidden per view.

Freeze at Column

Freezes the view at this column when scrolling left or right. The column you specify,
as well as those to the left of this column, will display on the left side as you scroll or
move through pages in the view. See Columns per page.

Rows per page

The number of rows, including header rows, that you want to display on each page
of the view. The maximum number of cells per page is 6,000 (visible combined rows
and columns). If there are more rows than this, a will display page number drop-
down will be available for users to page through results. You may set maximum rows

for a view depending on the visible columns being displayed on one page, or your
users paging through columns.

Columns per page

Number of columns (including frozen columns) that you want shown in each page.
The maximum number of cells per page is 6,000 (visible combined rows and

columns). If you have want more rows displayed, you may need to have columns
break across pages if you cannot get them all on one page. If there are more total
visible columns than the number you enter here, SecureSheet will display left and




View Design [[Description
Properties
right scroll arrows (<< >>) to page left and right.
Advanced Shows the Advanced Sort and Filter options for the view. When you turn this setting
Sort/Filter on, you can see the column descriptions, which are helpful whensetting columns to

locked, unlocked or hidden.

Lock Cell Range

Used in conjunction with advanced row locking. If your business process requires
advanced row locking logic, SecureSheet Support will build the solution.

Hidden Header
Rows

Hides header rows in the view. Hidden header rows may be specified per view. Enter
row numbers delimited by a semicolon with no spaces in between, for example,
1;2;5;7.

Multi Select Filters

Allows multiple levels of sort and filters to be used by the end user in the view.
Works based on the Auto Sort and Auto Filter settings defined in the view. Defaults
to on setting.

F |Approved (@) UnLocked () Locked () Hidden saq: [ [¥][Ase [¥]|seq [ Tw][ike ] |UnLocked|w || [v]|[iike  [wv] |UnLocked| v |
G |Region () UnLocked (®) Locked () Hidden sgq-ElMc L] seq: Elhke v |UnLockedﬂ| v |Iika v |UnLDckedﬂ
H |Lacation ) Unlockes ®) Locked () Hidden seq:| [V][Ase [W]seq[1[v][in [v][FemaibactUsers[unLockea[ v ][ [ [ike || [ UnLocked[ v ]
1 | Manager () UnLocked ® Locked () Hidden seq;l_ﬂl»ﬁsc V] seq m|lwke v |unLocked| s || [ flike  [w] |UnLocked| v |
J |Manager ID (JunLocked () Locked (®) Hidden qu'l_ﬂlAsc [ ]| seq: E'hke v |UnLockedﬂ| v |Iika v |UnLDckedﬂ
K |Employes ID (Vitntnekad () lncken (@) diddan | 1 @ sea [ [w1Tase [V ]can [ T like i ITUnLockeal w1 1 like I I[UnLockeal 1
Label Row: 6| Keep Filters Open: [_|
Summary Calcs: [A1=THIS;BY1="ExportViewFormulas",U1="schart/Chart1/250/1 25:summary" — ex. Al=sum(A3:A100);B1=sum(B3:8100)
View Overrides : - ex. Sheet1;A:et=B;vt=C (sheet > i property )

[ revicw || Save view | Close |

View Description

Column and

Filter

Settings

Col The column letter on the sheet.

Description The column header from the row in your spreadsheet identified as the label row. The
description will not appear until the label row is specified (beneath the filter settings
table) and the view is saved.

Properties Controls the visibility and ability to edit each column on the sheet by setting it to
Locked, UnLocked, or Hidden.

Auto Sort Puts an ascending and descending alphabetical sort on the column.

Auto Filter Puts a drop-down filter on the column.

Advanced Sort [|Defaults the view sorted by the advanced sort settings which may include up to
three columns. Assign a sort priority sequence by selecting 1, 2, or 3 from the Seq
drop-down. Select Asc for ascending sort order or Desc for descending sort order.




NOTE: If advanced sort is set on a view, it will override the ability to auto sort in
ascending or descending alphabetical order on any other columns in the view.

Advanced Filter

Fields used to design advanced security filters for the view. Up to three Advanced
Filters may be set per view using criteria such as: like, =, <>, <, >, <=, >=, In, Not In, not
like, compared to data values. There are additional SecureSheet special filters that

may be applied to enable functionality beyond value comparisons.

Label Row The row number that contains the column header. Once specified, the Description
column in the View Properties will populate with the column headers. It is much easier
to set columns to Locked, UnLocked, or Hidden when you can see the description (or af
least the start of it).

Keep filters When using certain SecureSheet special filters, filter comparison criteria can be

open selected and a real-time query run against the data set with those criteria applied.

When these filters are in use, filter criteria prompts will appear in the view. If you turn
on Keep filters open, the prompts will remain on the screen after the query runs. If
Keep filters open is off, users can select a 'Change Filters' link to return to the filters
and re-run the query.

Summary Calcs

On most views, this will be set to A1=THIS to dynamically calculate all equationsin the
headerrows. Itis also used for setting up dynamic equations, labeling, and additional
custom functionality depending on requirements.

View Overrides

Used for advanced dynamic view set up. If your process requires this type of logic,
SecureSheet Support will build the solution.

Preview

Shows the changes you made tocolumn settings. If you set more columns to Hidden,
this is a good way to see how many columns your users will see in the view and what
the header rows will look like, and may reveal some adjustments you might have to
make to the header rows.

Save View

Click to save any changes you made to the view. Remember to click Save View for your
changes to apply. If you click Close without clicking Save View, your changes will not
be automatically saved.

Close

Closes you out of view design and takes you back to your default view. Any changes

you made without saving will not be automatically saved.

Add an Approve or Submit All Link to a Column

If your process includes you planning managers acknowledging submittal of their input, or approval of

recommendations, at one or many levels, you may have status columns built into your structure. It may be

convenient for your planning managers to have a "Submit All" or "Approve All" option, so that they can

set the status for all rows in their view at the same time. The label can be whatever word(s) you set up in

the link.

The "Submit All" link may be set up per view.

Add a "Submit All" Link to a Column

1. Click Views to enter View design mode.

2. Select the view you want to add the link to from the View drop-down list.



3. Inthe Summary Calcs field, add the following syntax to create the link: A1=THIS;N4="vexit/copy|c|N]|
v|Submitted/Submit All" where:
O N4 and N are the specific cell where you want the link placed and N is the column that will be
filled with the value you specify.
O Submitted is the value that will populate the column when the user clicks the link is clicked.
Submit All is the link label that will appear in the cell you specified.
4. Click Save View.
5. Repeat steps 2 - 4 for each view where you want to add a link. The status column will change from
view to view, so you will modify the syntax accordingly.
Note: To prepare for supporting end users, add the "Submit All" link to your All Data (Edit) view,
and also follow the steps to add a "Un-Submit All" link to your All Data (Edit) view.

Edit Views: Add Views | Delete Views | Copy Views
¢Select a View: |_Manager piew Name: [ Manager | view Type: | Standard-Sheet Layout v | Secured View: Ell Lock Date:[ | web API: [ cell Change History
Export Link & Export Options: Print Link: & Format Link: | Formula Link: _| Adv. importiExport: _| Row 1Ds: B col 1Ds: B8 Grid Lines: B cell Border: [ Hide Col 1Ds: [ Save Button: B Search:
Freeze at Row: Freeze at Column: Rows per page: Cn\umns per page: Advanced Sort/Filter: Lock Cell Range (use ; as separator): Hidden Header Rows (use ; as sep{
D soen| O O |sea:[_w][Asc wlseq:| w][ike ][ |[UnLocked ~ ][ w][ike  ~| | [UnLocked
E (] [ |seq:[ w][Asc w]seq:| w][ike w | |[UnLocked ~ ][ w][ike  ~| | UnLocked w
F  Region seq:[ 1 v |[Asc wseq[ wl[ike v |[UnLocked v ][ w][ike  ~ || | [UnLacked +
G |Location seq:|w[Ase wlseq| wl[ike v |[UnLocked v ][ w][ike  ~ || | [UnLacked +
H Mznsger seq:|w|[Asc w[seq:[1v|[in v |[#emainrer Securi][UnLocked v ][ w|[ike || [ UnLacked
| |Emplayee 1D 40 O |sea:[_w][Asc wlsex:| w][ike ][ |[UnLecked ~ ][ w]fike ~] | [UnLacked +
1 |First Mama. [T [ m M ean [ o ller v ltan | wllim ol ITian arkead a1l [l a—— | 17Tinl ke w1
Lal g ep Filters Open: [
ummary Cales: | A1=THIS;N4="vexilicopy|c|N|v|Submitled/Subrmit A | - ex. A1=sum({A3:A100);B1=sum(B3:8100)
View L | ‘—ex. heet (sheet i property vetc.)
[ reviow [save view | Cioso |
Insiructions | PerformanceMerit | Manager Summary Data = Security
F G H N Q s
-A v -A W | Al ~ ! J K L M -All- v P -All- ~ R All-
1 2 Guidelines Merit Budgets @ 3%
Enter (ecummendallnns in yellow highlighted columns Exceeds 0% - 6% Available 50
then click Save Changes.
3 Click Submit All for next level approval. Meets 0% - 2.5% Used: |50
4Click Here for Instructions Below 0% Remaining: | $0
5Region Location Manager Employee ID First Name Last Name Hire Date Current Manager Title Rating 7 % Increa
— — Salary |Status | — =
Total rows: 0

Add an "Un-Submit All" Link to a Column for administrators

As a preventative step for the time when an end user clicks the "Submit All" column but was not ready

and needs to reverse it, set up an Un-Submit All link on one of your administrator views (e.g., All Data

(Edit)) so that you can take away the status in this scenario.

1. Click Views to enter View design mode.

2. Select the All Data (Edit) view from the View drop-down list.

3. Inthe Summary Calcs field, add the following to the syntax: A1=THIS;N4="vexit/copy|c|N|v|
Submitted/Submit All";N4="vexit/copy|c|N|v|/Un-Submit All"

4. Click Save View.

Set Up Add Rows View

Once a SecureSheet is live, you may need to add rows if a team member(s) need to be included in your
active planning cycle. As part of standard setup, your SecureSheet will have an Add Rows view that you
use may use to easily add team members to SecureSheet online.

Create a data maintenance view called Add Rows. Characteristics of this view include:
O Only value-based columns are set to UnLocked.
0 All columns with formulas must be Hidden.
When you save the new rows, SecureSheet will automatically copy down all the formulas from the



template row to the new row(s) and any calculations in formula columns will take affect at that time.

Once the view is set up, you can:

O Enter values directly into the value-based columns and save the new row(s).
O Copy values from Excel and paste them into the view, then save the new row(s).

Notes on the number of rows in an Add Rows view:

If you are adding rows to a tab where there are no existing data rows beyond the template row that
has your formulas in it, there will only be one row in the Add Rows view. As rows are added, the
number of rows available in the Add Rows view will increase (so you could copy/paste values for
multiple new rows at once).

0 When this is your scenario (no existing data rows), the alternative approach to having
multiple template rows available from the start is to designate several rows as "template" in
your excel structure, and leave their values empty. They would always be in your SecureSheet
exports as "template" rows, but these rows can be filtered out of the main end user views.

If you already have many rows of data on the tab where you are adding new rows, the number of
rows displayed in the view will equal what you have specified in the Add Rows view properties (Rows

per page).

Set Up an Add Rows View

1.

© Nk wDd

Have an exported copy of your SecureSheet available for reference. As you create this view, you will
need to identify all of the value-based columns versus the columns that are driven by formulas.
Add a new view. Name it clearly so that you know what it will be used for, e.g., Add Rows.
Select Add-Sheet Layout from the View Type: drop-down.
Enter the first row of data in the Template Row ID: field.
List any header rows before your column label row in the Hidden Header Rows: field.
Click Add View.
Edit your new view.
Set the columns Properties to UnLocked or Hidden so you end up with only UnLocked value-based
columns in the view accordingly:
O Setevery column that is driven by a formula to Hidden. Use your Excel file to check which
columns are formula-driven.
O Set every column that is extra/blank to Hidden.
O Leave every column that is a value only set to UnLocked.
Click Save View.
O Inthe preview section of the view, you should see the column labels for only value-based
columns.
O You will see the data values from the Template Row you identified for the view on several of
the rows. This is okay.

10. Click Close.



Edit Views: Add Views | Delefe Views | Copy Views

Select a View:| -Add Rows | view Name: [ Add Rows | View Type: [Add-Sheet Layout |~ | Secured View: [7] Lock Date:| | web API: [] Cell Change History []

Row IDs: [¥] Col IDs: [¥] Grid Lines: [¥] Cell Border: [_| Hide Col IDs: ] Exit URL | |

Template Row ID:
Freeze at Row: n Freeze at Column: Inane ﬂ Rows per page: -Culumns per page: Hidden Header Rows (use ; as separator): 1;2‘314

A |Unique ID ® UnLosked () Locked () Hidden seq:| [ ] [Asc Jm| (] fike  [w] [UnLocked[w] | Jllwka (v [unLocked] ]

) tidden seq: [ [ [Ase V] seq:[ [w][ie  [~] [Ontockea[ ][ [<][ike [<] [UnLockea v ]
) Hidden [seq | [ [Ase []seq:[ [w] [ike [~] [UnLockea[ V][ [~][ike  [v] [unLocked] v
) Hidden [seq | [ [Ase []seq:[ [¥] [ie [~] [UnLockea[ V][ [~][ike  [v] [unLocked] v
Hidden seq: [ [ [Ase (] seq:| [¥][ike  [v] [UnLockea[ V][ [~][ike  [v] [unLocked] v

B ® unLocked (O Locked |

(D Locked

L) Locked

C
D
E

® uniocked O Lockea O
Label Row: [5 Keep Filters Open: [_|

Summary Calcs: | - ex. Al=sum{A3:A100);B1=sum{B3:B100)

View Overrides : |—ex‘ Sheet1;A:et=B;vt=C (sheet i property )

[“Preview | save view ] close |

Alert: View saved successfully.

PerformanceMerit | Data = Security

‘Tﬂtal columns: 33 Columns Next>> |

A B C D E F G H 1 J K L
Ilgﬂque Region Location Manager Employee ID First Name Last Name |Hire Date %
497 East Boston Todd Falco 497 Jimmy Mcmulin 2/311997 |
497 East Boston Todd Falco 497 Jimny Mcmulin 231997 %
497 East Boston Todd Falco 497 Jimny Mecmulin 2/31997 |5
497 East Boston Todd Falco 497 Jimny Mecmulin 231997 %

Use SecureSheet Filters for Views
There are special filters in SecureSheet that are used to set up security for and filtering in a view. These
are set up in the Advanced Filter section and may be accessed when youedit a view.
View Filters in SecureSheet
1. Select the SecureSheet from your home page.
2. Click Views. This puts you into View design in the Edit mode.

View: | .All Data v EZEN |5har®xnon View | Advanced Import/Export |
3. Select the view you want to work with from the Select a View: drop-down.

Edit View:

[Wiew Name: | HREP

Export Link 9] T [Emultiform&q Print Link: [ Format Link: [_| Formula Link:

Freeze at Row: EI Freeze at Column: I L ﬂ Rows per page: Columns per pag
4. Modify the advanced filters as needed.

Edit Views: Add Views | Delete Views | Copy Views

Select a View: | -All Data | View Name: [All Data | View Type: [ Standard-Sheet Layout v | Secured View: [¥] Lock Date:| | Web API: ] Cell Change History

Export Link Export Options: Print Link: Format Link: D Formula Link;: Adv. ImportExport: Row IDs: Col IDs: Grid Lines: Cell Border: Hide Col IDs: D Save Button:

Freeze at RDW:EI Freeze at Column:|L || Rows per page:[50__| Columns per page: 50| Advanced Sort/Filter: [/] Lock Cell Range (use ; as ): [ROW-S(AJ) Hidden Header R

[Col| Description | Properfies _____|AutoSortAutoFillerl _Aduanced Sort_|_CA D) Advanced Filter G

A 0 Cluntosked O Locked ® iggen| [ [ |seq[ ¥[Asc V|seq| [W][ike [v][ |[uniocked~] [ml ] [ike [ Jontockea[~]
B |Print statement | () ynlockes ® Locked () Hidden| | [ |seq [ ] [Ase [¥] seq:[ Tv][ike J [UnLockea ] [*=] <] ke [v] [UnLocked[~]
C O untocked () Locked ®) Higden | [ [ sea| ] [Ase [ ]|seq: [ T [ike [v]] |[UnCockea[ V] [V ike [v]] |[UnLockea[ V]
O A. Assign a Seq: to the advanced filter. Up to three (3) columns can have advanced filters in

a view.
O B. Selectthe condition to be used for the comparison, e.g., like,equals (=), not equal to (<>), less
than (<), greater than (>), less than or equal to (<=), greater than or equal to (>=), In, Not In, not like.
= If you have a list, IN or NOT IN. In will return an exact match of your comparison text
only. This logic says something is in the list.
= If you have a partial string, LIKE or NOT LIKE. Like or not like assumes a wildcard
prefix and suffix are assigned to the comparisontext you enter. This logic looks for an



exact match of the string found in the filter.
® Like searches for a match inside the entire string, whereasIn searches for a
match on values separated by commas.
Use Not In to exclude value(s) from a column.

® |f you have a value as your comparison text, use a numeric operator (=, <=,
>=, <>),

O C. Comparison text is the value that you want to compare the column to. In addition to

normal values such as characters, numbers and dates, there are several specialSecureSheet

comparison filters that may be used. They are always bracketed by the number sign (#).

O D. UnLocked/Locked will lock or unlock the cells in this row if it is displayed by this filter

comparison. This allows some rows to be displayed and the cells in the row unlocked for the

user, while other rows may be displayed but all the cells locked for the user.

O E. Connector is used if you are applying more than one filter for the column. Select and/or

to use with the next set of criteria.
O F. SeeStep4B-4D.

SecureSheet
Comparison Filter|

Description

email#t

Displays only those rows where the column contains the email address that matches
the current login email address (as well as any blank rows). This is useful when you
are trying to restrict the rows to a given user by their email address.

#now#

Applies the condition for the comparison against the current date/time. For example
"show me all rows where Column C is less than now".

#today#

Similar to #now#, except the comparison ignores time. Applies the condition for the
comparison against the current date. For example, "show me all rows where column
Cis less than today's date (notime)".

#7#

This is a "dynamic filter" that will dynamically prompt the user for the filter values in
the view. This allows the values of the filters to be chosen at run-time by the user.

H#list#

Similar to #?# with the addition of a drop down list. This will dynamically prompt the
user with a drop-down list to allow the user to select from existing values in the
sheet for that specific column. This allows the value of the filters to be chosen at run-
time by the user

O When you use dynamic filters (#?# or #list#) in the comparison text
field, the system will prompt the user for the filters at run time and use
the label row (i.e., column header) to go get the descriptive text for the
prompt (e.g., “Where Hire Date >???”).

O When you select dynamic filters (#?# or #list#) in the comparison text
field, the system will prompt the user for the filters at run time and then
display the rows that meet that criteria.

O Normally, after the query is run, the filter panel will close and the user
will have to select a “Change Filters” link to re-open the panel. To keep
filters open after a query is run, turn on the Keep filters open setting.

ttcell, cell

Applies the condition for the comparison against the cell value referenced. The cell




address#t

address is used to find the value on the sheet that will be used in the filter. Asan
example, #cell, A5# would use the value in cell A5 for comparisonin the filter.

#emailxref,name,
email column,xref
value column#

A comparison used to filter the rows of this sheet to the values in another sheet that
are cross-referenced by email address. The email address of the person logged in will
be used to find those filter values in the cross-referenced sheet. For example, a user
may only be authorized to certain department codes and you only want to show
rows to that user that have those department codes.
® For example: #emailxref,14;Users,A,B#

O Filter parameters are:

= #emailxref - this is the filter name and should not be changed.

*= 14 - or the SecureSheetID being referenced (only needed when a
separate SecureSheet is being reference, e.g., the Users tab in
the Users-Views SecureSheet).

= name - this is the name of the tab in the SecureSheet (or a
separate SecureSheet) that contains the cross-reference
between email addresses and the corresponding valid values
that they are able to see. NOTE: The sheet name will like be
Users from your Users-Views SecureSheet, and you must enter
the SecureSheet ID (which can be found in Organization
Statistics) followed by a semi-colon, and then the tab name.

= email column - this is the Column ID (e.g., A, B, C ...) in the cross
reference sheet that contains the email address.

= xref value column - this is the Column ID (e.g., A, B, C...) in the
cross reference sheet that contains the value to compare to.
You can designate multiple values to the same email by entering
multiple column numbers separated by a semi-colon (ex.
"B;C;D"). Alternatively, in a security set-up column in your Users
tab in your Users-Views SecureSheet, you can designate multiple
values for a given email for a specific column by separating the
value with 3 asterisks "***" in the same column.

O  Where:

= 14 is the SecureSheetlD of the Users-Views SecureSheet

= Users is the name of the tab in the Users-Views SecureSheet
being referenced

= Aisthe column in the Users tab that contains the user's email
address

= Bisthe column in the Users tab that is being cross referenced to
the main sheet (e.g., EEID to EEID where Column F - EEID in the
main compensation sheet contains this cross reference filter in
the Advanced Filters)

SCENARIO: When employee should not see themselves in a view

® When you are filtering on a column that is not an EEID, like a Business Unit or a

Department, and the user is not supposed to see themselves in the results, add a
second filter to the view (first filter would be on Business Unit or Department)




on the EEID column Seq: x Not In emailxref,2;Users,A,B. This will automatically
exclude them from the list.
NOTE: If they are not supposed to see colleagues, this will not solve for that
scenario. You would need to use another filter to remove a department, for
example, or add a helper column to your main data tab that lists exclusions
and filter on that.

#emailsqlxref#

A comparison used to filter the rows of this sheet to two or more security conditions
that are required.

® The specific security conditions need to be identified in a security column in the
Users tab (in the Users-Views SecureSheet) with a similar syntax to these
examples:

(O In ('Chicago','st. Louis','Detroit'))-cols-O

O (O ="Chicago' And S = 'FINANCE')-cols-0,S

(O In ('Chicago','St.Louis') And S = 'OPS')-O,S

O (H="Active' AND P NOT IN (‘Human','"HR') AND CF <> 'A')-cols-H,P,CF

® And on the view that needs this security, put an advanced filter on Column A

o

o

(typically) with the following syntax: #emailsqlxref,2;Users,A,M#
O  Where:

= 2 isthe SecureSheetlID of the Users-Views SecureSheet

= Users is the name of the tab in the Users-Views SecureSheet
being referenced

= Aisthe column in the Users tab that contains the user's email
address

= Misthe column in the Users tab that contains the SQL with the
security that needs to be applied

SQL can also be used to show a roll-up view of a user's organization. The columns
containing the organization structure in your main sheet will be referenced in the
SQL statement (e.g., Col-AY = Manager Level 1, Col-AZ = Manager Level 2, etc.) in a
security column the Users tab.
® The SQL needs to be identified in a security column in the Users tab (in the
Users-Views SecureSheet) with similar syntax to this example:
o ="(AY="'&E4&'" OR AZ="'&E4&'" OR BA="'&E4&"' OR BB="'&E4&"")-cols-
AY,AZ,BA,BB"
= which will find the user name and return rows where the user
name is found in any of the hierarchy columns (e.g., AY through
BB in this example)
® And on the rollup view, add an advanced filter on Column A (typically) with the
following syntax: #emailsqlxref,2;Users,A,L#
O  Where:
* 2 isthe SecureSheetlID of the Users-Views SecureSheet
= Users is the name of the tab in the Users-Views SecureSheet
being referenced
= Aisthe column in the Users tab that contains the user's email
address




= Listhe column in the Users tab that contains the SQL with the
rollup formula

#emailruxref# An automatic rollup of the organization based on a 1:1 relationship of
Employee:Manager. As long as a manager is also an employee in the main data
sheet, applying an automatic rollup filter is possible.

® Add a rollup view, and on the column with the first line manager, set up an

advanced filter with the following syntax: #emailruxref,2;Users,A,B,G#
O  Where:

= 2 isthe SecureSheetlID of the Users-Views SecureSheet

= Users is the name of the tab in the Users-Views SecureSheet
being referenced

= Aisthe column in the Users tab that contains the user's email
address

= Bisthe Manager ID column in the Users tab

= Gisthe column in the main data sheet with the EEID

DISTINCT Command that can be used in Summary Calcs on a View to pull unique instances
DISTINCT_ROW |[from a column and place them in cells in the header rows, that you can then use in
other header calculations.

® The command only has to be placed in one cell and will then list the unique
values vertically (DISTINCT) or horizontally (DISTINCT_ROW) for every unique
instance.

® On the Summary Calcs: line on the applicable View, use syntax
K3=DISTINCT_ROW(F5:F2000)

O For example: The budget allocation needs to be the sum of all budgets a
budget owner is responsible for, e.g., a manager has multiple
departments that roll up to their total budget.

O Use DISTINCT_ROW to lookup the unique budget owners. Then, through
a formula that references the unique value found, lookup the
department budget. Then, sum each department budget that is a match
to the budget owner in a Total Budget header calculation that is
displayed in their view.

e [f you use DISTINCT, which will display vertically, and you only have 10 header
rows but 20 unique instances, for example, only the first ten unique instances
will be displayed. If you need to list each one, consider DISTINCT_ROW as an
option.

®  The DISTINCT results may be displayed or hidden on a view depending on their
desired use.

Additional Notes on Filters:

®  When a filter cross-references a column on the main sheet to the Users tab in the Users-Views
SecureSheet, the format needs to be consistent between the columns.
O If there are leading zeros in the column on the main sheet that you are filtering on, the
column in the Users-Views sheet also needs leading zeros.



SecureSheet Help

Find the SecureSheet ID for Advanced Filters

When you set up security cross references using theadvanced filtering tools in SecureSheet, the syntax of

some SecureSheet special filters includes the SecureSheet ID of your Users-Views SecureSheet.

® For example, using the #emailruxref advanced filter, the filter syntax would look like this:
t#temailruxref,15;Users,A,B, F#
O  Where:
= 15is the SecureSheetID
= Users is the name of the tab in the Users-Views SecureSheet being referenced
* Aisthe columnin the Users tab that contains the user's email address
=  Bisthe column in the Users tab that is being cross referenced to the main sheet (e.g.,
EEID to EEID where Column F - EEID in the main sheet contains this cross reference
filter)
* Fisthe column that contains the EEID on the main tab of the SecureSheet (used to
infer the hierarchy of an organization for automatic rollup in this example)
| [BT WMEDIATE MG O toeos O tocsee @ ticeen, () () Sew|_v[Asc visew[1v] n__ semaimertsusoml Dnbockea v vie v | | Unlosked v |

Finding the SecureSheet ID

1. Login to SecureSheet.
2. Select Properties from the Admin Tasks drop-down next to the SecureSheet whose ID you need to
use in the filter.

My SecureSheets Create A SecureSheet File A

| Wiew Active SecureSheet

1

Secure Sheet Name

Admin Tasks l_
-&ll- b
Choose A Task 2020 Merit/Bonus Compenzation Planning
Share

Impersonate Users

L Change-Name———_ |
d Properties E :)

Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

3. You will see the SecureSheet ID: on the Properties page. Make note of it.
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Edit SecureSheet Properties

Secures 2020 Merit/Bonus Compensaficn Planning
SecureSheet 1D: _E
Created By:

jillanthony{@acmeservices.com

LA 9/24/2019 1:26-49 PM

4. Click << Go Back to return to your SecureSheet home page.
Set Up a View to Import Values or Paste Values Into

When you are managing data in a live SecureSheet and you need to add or update values in a column or a
range of columns, you may set up a view to export and import into, or copy values from Excel and paste
directly into SecureSheet in this view.

You set up a data maintenance view in your SecureSheet that is a subset of the columns in your entire
SecureSheet. A data maintenance view contains columns that help you filter the data set to a specific
group of rows that you need to update (e.g., for adding Performance Ratings by Region or Department),
or it may be an update to all rows in your sheet (e.g., for adding Performance Ratings, or Market Data for
your entire data set).

NOTE: You cannot use the Import Values by View tool to import formula-driven columns. Formula
updates require using the export/import values/formulas/formats tools

Once the view is set up, you may:

® Use the Export View feature and then the Import Values (by View) tool to import into the specific

columns that you need to update. The Import Values (by View) tool can be accessed in the
Import/Export Tools for administrators.
® Use this maintenance view directly to copy values from Excel and paste values into the cells.

e |f this view will be used by end users, adjust end user permission in the Sharing tools to
Update/Import View Values for end users who need to have the Import Values (by View) capability.

Set Up a View to Import Values Into

1. Addanew view. Name it clearly so that you know what it will be used for, e.g., Import Col-Q - Perf
Rating.
2. Accept the default settings for the view and edit the otherview properties accordingly:
O Turn on the Web API: checkbox. This enables this view as an option in the Import Values (by

View) tool.

O  Turn on the Cell Border: checkbox.

Set Freeze at Row: to the row with your column labels.

O Set Rows per page: to as large a number as allowed (up to 6000 cells can be displayed on a
page).

O Set Columns per page: to include all the columns you have set to Locked or UnLocked in the
view.

Turn on the Advanced Sort/Filter: checkbox.

O List any header rows before your column label row in the Hidden Header Rows: box.



8.
9.

10.
11.

O Set your Label Row to the same as your Freeze at Row: setting.

O Set the Summary Calcs: box to A1=THIS;Z1="ExportViewValues".

NOTE: "Z1" is variable. Use a header cell that is not visible in the view and before the last three

audit columns in SecureSheet. If you put this syntax in a cell that is visible in the view,

"ExportViewValues" will appear in that header column (because Summary Calcs override cell

settings in the view).

O If your exported file refers to a data validation list on another tab, use this syntax instead:
A1=THIS;Z1="ExportViewFormulas: Data" where "Data" is the name of the tab with your
data validation values.

Click Add View.

O You can see the Column Descriptions after the view is saved.

O If you selected too many rows/columns per page, you will see an alert and will have to adjust
to get to the 6000 cell maximum per page.

Click Edit Views
Select your newly created view from the Select a View dropdown.

O Turn on the Export Link checkbox.

O Set Export Options: to E.

O Turn on the Adv. Import/Export: checkbox.

Set any columns to Locked that will help you filter your data set if you need (or may need) to update
a subset of your rows, and, turn on the Auto Filter for the columns that will help you filter the data
set.
Set any columns to UnLocked that you want to import or paste values into.
NOTE: Always set Column A - Unique ID to Locked.
Set all other columns to Hidden.
Click Save View.
Follow the steps to export the view.
After making updates in Excel, you can Import Values (by View) or Copy and Paste Values into a

Column or Range of Columns.

Notes about exporting then importing values by view:

SecureSheet validates that the columns, column order, and headers, line up exactly on the import;
this is why you export first to get your starting point, because it all comes directly from SecureSheet.

If you need other filters in the view to help narrow the export, make those columns visible (locked)in

the view.

If you happen to unhide the columns in the exported Excel file that are hidden, they are empty, but
they are there for positioning the import, so do not delete them.

Your View Properties will look something like this:



Edit Views: Add Views | Delele Views | Copy Views
Select a View: | Import Col-Q - Parf Rating ™| View Name: [mport Gol- - Perf Rating | View Type: [Standard-Sheet Layoul ] secured View: [¥] Lock Date:| | Web API; [7] Cell Change History []
Export Link [] Export Options: [E______| print Link: [_| Format Link: (] Formula Link: (] Adv. importiExport: || Row 1Ds: [¥] Col IDs: [¥] Grid Lines: [¥] Cell Border: [¥] Hide Col IDs: [] save Button: [¥] search:
Freeze at Row: Freeze at Column: [~] Rows per page: [500_] Columns per page: Advanced SortFFilter: [¥] Lock Cell Range (use ; as separator:| | Hidden Header Rows (use ; as separator): Multi-Select Filters:
- 7 UTLOGKED '\ LTEK: wwaen | L [ e MR TR IE - ] LR [ Lx1) LTy T~
F |Region O seq| ][Ase [Mseq[T][ike [~][  [Unloskea[v][ [w[ke [v][ |[Uniocked|w]
G |Locatio O seq[ [W][Ase [W]seq[Tol[ike  [w][ [uniockealw][ [w][ke [v][_|[Uniockealw]
H mnager O [ seq| [v][Ase [v]seq[ T][ike [~] [untockea] v| ] ke ] [untockea] v ]
| Employee D O [ sea v][fse [W]seq[ [W]fle [~][ |[Uniocked[w][ [w][ike [w][ |[Unlockes[v]
J First Name O Unioked @ Losked O Hdgen| [ O seal W[Ass [Mseq[ [@l[ike  [~][  [Unlockea[v][ [w[ke [w][ |[Unlocked[v]
K |Last Hame OVttt ka1 moca () i [l M lseel Ivllase Tvllean T Tl e o1 UnLocked| w1 wllike  TvT UnLocked | v |
Label Row: [5___|Keep Filters Open: [
Summary Calcs; | A1=THIS!Z1="ExportView\alues” \4:. Al=sum(A3:A100);B1=sum(B3:8100)
View Overrides : | ~ex. vt=C (sheet il )
[ Ercton | soveviee [ cone
Allert: View saved successfully.

The View in this example looks like this:

View: |Import Gol-Q -PerfRating V[ | [EEEGIN | Share | Views | Export View | Comments |
PerformanceMerit | Data = Security
Page1of24 |44 4 W+ MWk| or Selecta Page: m
A [ - w | -an- 2 v : J K a

5 }_I!}nique Region Location Employee ID First Name Last Name |Rating 7
6 497 East Boston 497 Jimmy Mecmulin I:I
7593  |East Boston 593 Jack Watts [Exceeds

8 |664 East Boston 664 Juan Hamann lm
9665 East Boston 665 Craig Decarlo lm
10788  East Boston 788 Martin Chrisman  |Exceeds
11 East Boston 969 Ellen Albanese lm
12 East Boston 1041 Grace Henke [Exceeds
13 East Boston 1076 Ronald Holcomb Meets
14 East Philadelphia 1179 Myrtle Jester Meets
Total rows: 213

Set Up a View to Export Values

You can setup any view to export with values only or with formulas. The way this is setup depends on
what you want managers to do offline in the export Excel file.

® Follow these steps if you want to enable an end user to export their view from SecureSheet with
values only (no formulas) in the exported file.

e |f you want to enable a view to export with formulas, follow the steps to setup a view to export with
formulas.

Set Up a View to Export with Values

1. Edit an existing View.

Turn on the Export Link checkbox.
Enter an E in the Export Options: box.
Turn on the Advanced Sort/Filter checkbox (so you can see the Summary Calcs line in the view setup).

ok~ wn

Set the Summary Calcs: line to A1=THIS;Z1="ExportViewValues" (this exports values to Excel) or
A1=THIS;Z1="ExportViewValues*history*" (this exports values and the cell history; useful if a specific
use case for an end user requires the view of history in the exported Excel).
O Note that Z1 is variable. Use a header cell that is not visible in the view and before the last
three audit columns in SecureSheet. If you put this syntax in a cell that is visible in the view,




"ExportViewValues" will appear in that header column (because Summary Calcs override cell
settings in the view).
6. Click Save View.

Edit Views: Add Views | Delele Views | Copy Views
Select a View: [_2nd L evel e | View Name: [-2nd Level Approver ] View Type: [ Standard-Sheet Layout ~ | Secured View: & Lock Date:[ | web API: [ Cell Change History [
KExpart Link & Export Options: [E Byint Link: & Format Link: (] Formula Link: & Adv. Import/Expart: & Row 1Ds: @ ol 1Ds: € Grid Lines: & Cell Border: 4 tide Col 1Ds: [ save Button: @ search:

Freeze at Row: Freeze at Column: [L___ v | Rows per page: [50__] Columns per page: [50__] Advanced sortFitter: € Lock Cell Range (use ; as separator); [ROV-S(A) /] Hidden Header Rows {use ; as separator): Multi-Setect Filters: E2
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Set Up a View to Export with Formulas

You can setup any view to export with values only or with formulas. The way this is setup depends on

what you want managers to do offline in the export Excel file. If you want users to be able to export from

SecureSheet with formulas included in the export file, consider the following when choosing to enable

this functionality:

® When a view exports with formulas from SecureSheet, the tabs that support calculations must also be
exported so the calculations work properly in the exported file.

O You identify which tabs are required for an exported SecureSheet to work offline.
O If there are any columns that you do not want any values to be seen in the exported file,
identify columns to be cleared in the export.
O If there are formulas in columns that you want replaced with values, identify formula-based
columns that need to export as values-only.
® |f you want to enable a view to export with values only - no formulas - follow the steps to setup a
view to export with values.

® |f you want to users to import values back into SecureSheet, setup a view to import values (or paste
values into). This capability needs to be permissioned to each user, which means that you can grant
one or a few or all users permission to export from SecureSheet then import to SecureSheet.

Note: Even though SecureSheet exports with formulas to Excel with passwords and allows
administrators to set a second-layer password, there are ways to hack into an Excel password-
protected file that someone who chooses to hack in can pursue.SecureSheet cannot guarantee
the security of an Excel file. SecureSheet can guarantee security in SecureSheet, but once data
leaves SecureSheet, SecureSheet has no control.

Note: If you allow users to export a view with formulas and you want to stop any manipulation
of columns in the exported excel file (i.e., columns cannot be reordered, additional columns
cannot be added, etc.), set a sheet password that freezes the column structure on a view that
exports with formulas. This can be set per SecureSheet.

Set Up a View to Export with Formulas

1. Edit an existing View.
2. Set the Summary Calcs: box to A1=THIS;Z1="ExportViewFormulas:Data" where "Data" is the name
of the tab with your data validation values or the values being cross-referenced in calculations on

your main tab.
NOTE: If you have more than one supporting tab that needs to export, use a comma in between
tab names, e.g., Data,BudgetMatrix.



3. Turn on the Export Link checkbox.
4. Enter an E in the Export Options: box.
5. Click Save View.

Edit Views: Add Views | Delete Vievs | Copy Views

| View Type: | Standard-Sheet Layout v | Secus

red View: B Lock Date: :|w«.anm\ | Cell Change Hist ‘ry‘ ]
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View Overides - [-ex. i )

Additional Options when Exporting with Formulas

You may have a scenario where you do not want all the formulas or values in the columns to be exported.

You can control the export where formulas are replaced with values and value columns are cleared out,
and you can define these settings by view.

® The standard export with formulas includes all columns, by design, as the hidden columns might

influence the formulas.
® There is an option to remove data from columns as part of the export.
O Provide a list of columns (A,B,C,etc...) and they can be set up such that when they export,
those columns are empty (this applies to both value-only and formula driven columns).

O You have to determine what columns impact the formulas so that it does not mess up
managers as they are trying to export and work offline.

® There is an option to replace the formula with the value in the column on export.

O Provide a list of columns (A,B,C,etc...) and they can be set up such that when they export,
those columns only have values and not the formulas.

® Consider keeping data validations in an export and not clearing them as data validations can be
helpful offline.
Syntax and Examples:

*rcs* - clear the VALUES out of these columns on export with formulas (NOTE: SecureSheet cannot
control the hiding or unhiding of columns in an exported file)

O This would be used for columns that do not impact formulas AT ALL or columns that you do
not want users to see

O Syntax example in Summary Calcs:
DA1="ExportViewValues*rcs*A,B,C,D,E,F,G,J,K,L,M,N,O,P,Q,R,V,W,X,AA,AB,AC,AD,AE,AF,AG,A
H,Al,AJ,AK,AO,AT,AU,AV,AW,AX,AY,BC,BD,BE,BF,BG,BS,BT,BU,BV,BW,BX,BY,BZ,CA,CB,CC,CD,CE
,CF,CG,CH,Cl,CJ,CK,CL,CM,CO,CP,CQ,CR,CS,CT,CU,CV,CW,CX,CY,CZ*rce*"

*rcfs* - replace the FORMULA with VALUE on export with formulas
O Syntax examples in Summary Calcs:
A1=THIS;Z1="ExportViewFormulas*rcfs*AS,CA,DE,DF,DG,DH,DI,DJ,DK,DL,DM,DN,DO,DP,DQ,D
R,DS,DT,DU,DV,DW,DX,DY,DZ,EA,EE,FN,FM,FO,FP*rcfe*"
* Ona Manager view:
A1=THIS;Z1="ExportViewFormulas:Data*rcs*A,B,C,D,E,I,K,M,P,R,T,AK,BD,BF,BG,BH*rc



e*ll
= On an people partner view (different from the manager view):
A1=THIS;Z1="ExportViewFormulas:Data*rcs*A,B,C,D,E,I,K,M,P,R,T,AK,BD,BH*rce*"

Combining clear values and replace formulas with values:
O Summary Calcs: syntax example:
= Al1=THIS;Z1="ExportViewFormulas:*rcfs*A,B*rcfe**rcs*C,D*rce*"
® Where columns A and B are replaced with values and columns C and D are
cleared out

Set Up a Summary View

You may have summary data in the header rows on your main spreadsheet tab or you may have a
summary tab in your main spreadsheet. When the structure of summary data is more detailed, e.g.,
department level data that may be shown/hidden, it may be built on a summary tab. If the structure of
summary data is at a high level, it may make sense to keep it in header rows on the main spreadsheet tab.
Views may be created over summary data on the main spreadsheet tab or on a separate summary tab,

and then shared to the users who need access to summary data.

Set Up a Summary View on a Summary Tab

As long as all of the information on a summary tab is built as formulas (that reference your main data
tab), you can create views of the summary data that assume the security that you designed in the views
for your main tab.

On the Summary tab:
® (Create a view that you want to share with managers on the Summary tab.
View Name: .Budget Summary
Summary Calcs: syntax: A1=THIS;B1="#sheetview:Associate Detail***.My Whole
Org#";G1="#disablescrolling#";H1="#hideheaderrows,E1:E32#"
Where:
O Associate Detail is the exact tab name on the main tab
O .My Whole Org is the exact view name of the view on the main tab that the security
references for this view on the Summary tab
O #disablescrolling# removes scrolling from the view and allows the calculations to be made
across all of the summary rows.
o #hideheaderrows# encompasses the length of the data set and references the column where
Show logic is built (i.e., if you want rows to be hidden based on the values that will return
according to the logic of the view you are referencing on the main tab. For example, if a
Summary row will return a zero value, you may choose to hide that row)
® Set Freeze at Row: to the last row of data on the Summary tab
® Setan Advanced Filter to accommodate the logic built in hideheaderrows, e.g., Column E filter set to
1 = Show UnLocked



Edit Views: Add Views | Delete Views | Copy. Views
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® On the Summary tab, build formula logic into the "Show" column to hideheaderrows as needed.

® Users will need to be shared to the Summary tab as needed.

Set Up a Summary View of Header Rows on the Main Tab

When summary information is at a higher level, sometimes it remains in a table(s) in the header rows in
your main tab. You may create views of the summary data that suppress the detail rows so users see just
the summary information when they access the summary view. Sometimes this summary data is in header
rows to the right of the data set such that they are out of the way of the data; they can be anywhere in
the header rows.

On the Main tab:

® (Create a Summary view that you want to share with managers.
View Name: .Summary
Summary Calcs: syntax: A1=THIS;AM1="#disablescrolling#";AN1="suppressdetailrows"
Where:
* #disablescrolling# removes scrolling from the view
= suppressdetailrows hides the detail rows
= AM1 and AN1 are varialbe; these are cells that are hidden in the view. Use any cell
that will not display to the end user, that does not already contain a value or a
formula, and that is before the last three columns in the SecureSheet (the audit
columns).
O Set Freeze at Row: to your header row (the row with all of your column headings).
O Set all columns that do not contain summary calculations to Hidden.

O Set all columns that do contain summary calculations to Locked.
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® Users need to be shared to the Summary view based on their permissions.

Data Management

Because data changes the minute you pull it, SecureSheet has tools available for you to manage data
before and after go-live — from complete data refreshes and updating specific column values to adding
new employees. Using the various import/export capabilities in SecureSheet, SecureSheet administrators
can accommodate and manage your changing data scenarios. Here are some considerations around



preserving audit history :

Before go-live:

Import/Export refreshes to your data as many times as desired or needed.

The unique ID value in Column A on the main tab in your SecureSheet is how cell history is tracked.
The main consideration for preserving cell historyafter go-live is to accommodate tracking the status
of an employee in the structure of your SecureSheet at go-live.

O For example, an Employee Status column can track "Termed" status. If an employee
terminates during the open planning period, changing the employee status to "Termed"
preserves the history of the data from the time of go-live.

= |f needed, employees with "Termed" status can be filtered out of end user views such
that they do not hit the budget during the process.
If you have minor data adjustments to make, you may update the data values in any value-based
column in the .All Data (Edit) or the Administration views in SecureSheet. When you click Save
Changes, your updates will be effective immediately.

After go-live:

SecureSheet tracks all cell level data changes (before and after go-live). Think of SecureSheet as a big
grid with a lock on each and every cell in the SecureSheet structure. This means that SecureSheet
knows the cell based on its value and the correlated unique ID in Column A.

In the scenario where you have to add additional rows after go-live, adding rows online. The

SecureSheet Support Team will setup an Add New Row(s) view for you to do this. This allows you to
keep the sheet active for end users without having to lock it.
NOTE: If you choose to import additional rows, you must put the SecureSheet on Maintenance
Lock first before importing.
If an employee terms during the planning cycle, change the employee status column and consider not
deleting the row so you have auditability of the entire data set from the time planning began.
If you have minor data adjustments to make, you may update the data values in any value-based
column in the .All Data (Edit) or the Administration views in SecureSheet. When you click Save
Changes, your updates will be effective immediately.

Tools for managing data:

O Import and export changes before and after a SecureSheet is live

Maintain a Live SecureSheet

Set up a view to import or copy/paste values into for a column or a range of columns

Add additional row(s) to an active SecureSheet

Inserting a Column into a SecureSheet

Audit SecureSheet activity

Audit cell change history
Working with Data Validations

Copy and paste values into a column or range of columns

Insert a tab

Change the name of a tab

Copy a tab

c o0 o o o 0 0o o o o o



Move a tab
Delete a tab

Verify Formulas
End of a Cycle Process

o O O O

Video Resources:

® Export from SecureSheet

® |mport to SecureSheet

® |mport Values by View

e Add Rows

® |nsert or Delete Columns
® SecureSheet Site Audit

® SecureSheet-Specific Audit

Import and Export Data in SecureSheet

Follow these instructions to use the Import/Export tool in SecureSheet to export and import updates to
your values, formulas, and formats (e.g., changes to formulas, refreshing the data set).

Import and Export during Setup

During the initial setup of SecureSheet, after the structure of a SecureSheet has been loaded, it is
important to use SecureSheet as the single source of truth for the latest and greatest version of your
compensation sheet and your Users tab in your Users-Views SecureSheet.

e This means that any changes you need to make to the sheets offline always start with anexport
of the SecureSheet to work with the latest and greatest version.

e You update whatever you need to in Excel and thenimport your updates to SecureSheet.
Import and Export when a SecureSheet is Active

After go-live, when a SecureSheet is active - meaning end users are inputting data into SecureSheet -
there are different ways to manage data changes in your live SecureSheet based on the scenarios that

arise. There are additional tools available for data management in addition to the Import/Export tool.

e To update data values that may have changed or may have been missing at go-live (e.g.,
performance ratings for a group of employees greater than 1,000 rows), you mayset up a view
to import or paste values into, then use the Import Values by View tool.

e Scenarios may arise when the SecureSheet is live where a formula changes or a column order
changes, and you must Lock the SecureSheet before you begin maintenance by exporting then

importing your changes.

If you have questions about the best approach or tool to use to update your SecureSheet (while
preserving your audit history and aiming for minimal maintenance time), contact the SecureSheet

Support Team.

Video Resources:

e Export from SecureSheet

e Import to SecureSheet
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SecureSheet Help

e Import Values by View

Exporting a SecureSheet

NOTE: If your SecureSheet is live — meaning end users are entering data into it — refer to the Maintaining

a Live SecureSheet instructions before you begin these steps.

1. Login to SecureSheet.

2. Select Import/Export from the Admin Tasks drop-down list next to the SecureSheet you want to
export on your SecureSheet home page.

My SecureSheets Create A SecureSheet Click Here H

| | View Active SecureShest

1

) SecureSheet Name
Admin Tasks l-.ﬁll-i v

Choose A Task 20:20 Merit/Bonus Compensation Planning
Share

Impersonate Users
i Change Name

( Import/Export 3 k

Audit Activity

Delete Views

Verify User Views

Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache

Delete

Clear Cell History

3. Select Export — Values/Formulas/Formats.

SecureSheet Import/Export

Select The Import/Export Option

Export - Sharing
Import - Values
Impaort - Values (By View)

Import - Values/Formulas/Formats
Impaort - Views

Impaort - Sharing

4. Click the Select All checkbox to export all of the tabs in the workbook.

O Even if you are not planning to update all of the tabs in the workbook, export everything.
You will ensure you have all the reference tabs that are used in VLOOKUPs or drop-down lists,
for example.
5. Click the Include Cell History checkbox to export a tab containing all cell history up to the point of
the export.
6. Secure your exported file by entering a password in the Password field. Remember the password you
enter because it will be required to open your exported file in Excel.
NOTE: Your SecureSheet settings may not require a password on export, so you may see an

Optional message. You may enter a password regardless as a best practice to protect your
exported data.

7. Click Export once.
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8.

9.

NOTE: It may take a few minutes for your file to export. Do not click Export twice.

SecureSheet Import/Export Name2021 Merit/Bonus Compensation Planning

Select The Import/Export Option
Export - ValuesiFormulas/Formats v

Sheet(s) To Import/Export
Select All
ri(Bonus‘ Dashboard Summary OrgChart Statement Payroll | Data CustomChartProperties Users

The SecureSheet Export allows you to export individual sheei(s) property(s) from SecureSheet to an Excel spreadshest.

Include Cell History E4) Run On Secure Sheet Servers (not in the browser) And Send An Email Attachment [_{ Password: NRequired= This password secures your exported file and will be required to open your file in Excel.
Expoii

This may take a minute. Please do not click "Import/Export” twice!

When the export is complete, you will see the password pop-up in Excel where you can enter the
password you entered before exporting from SecureSheet, and your file will open in Excel.
Click Reset to return to the Import/Export Options.

SecureSheet Import/Export Name2020 Merit'Bonus Compensation Planning

spending on the size of the SecureSheet. Please wait for the export to complete...then click

| Reset |

Reset for more optiohs

Thiz may take a few

10. Click <<Go Back on the top right of your screen to return to your SecureSheet home page.

== (30 Bac elp | Contact Us | Log Out

Importing to SecureSheet

NOTE: If your SecureSheet is live — meaning end users are entering data into it — refer to the
scenarios in Maintaining an Active SecureSheet instructions before beginning these steps.

NOTE: Take the password off the Excel file that you want to import and save the file without the

password before selecting it to import into SecureSheet.
Login to SecureSheet.
Select Import/Export from the Admin Tasks drop-down list next to the SecureSheet you want to
import updates to on your SecureSheet home page.

My SecureSheets Create A SecureSheet Click Here H

| | View Active SecureSheet

1

) SecureSheet Name
Admin Tasks | AL v

Choose A Task 2020 Merit/Bonus Compensation Planning
Share

Impersonate Users
Change Mame

Import/Export 3 }

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache

Delete

Clear Cell History

A =

Select Import — Values/Formulas/Formats.




SecureSheet Import/Export

Select The Import/Export Option

Export - Values

Export - Views
Export - Sharing
Import - Values
|

Fay

Import - Sharing

Select An Option

Export - Values (.csv)
Export - Values/Formulas/Formats

mport - Values/Formulas/Formais [‘}

Check the Property(s) to Import from your source Excel file based on the updates you made. You do

not need to import properties that have not changed. If you are importing Formulas, also import

Values. If you need to import values only, consider using thelmport Values by View tool (e.g., if you

have 1,000 or more rows to update).

O Values — Check if you updated value-based columns.

For example, you updated values on a supporting sheet used for VLOOKUPs or drop-
down lists, or you updated value-based columns on your main sheet.

If you only check import values, you will not wipe out formulas.

If, for example, you have 15,000 rows in your SecureSheet and you need to update all
15,000 rows, import with the Values property checked.

O Formulas — Check if you updated any formulas.

Formulas are never touched on Import unless you check the Formulas checkbox.
CAUTION: Formulas come from the Excel file; if there are no formulas in the Excel
file that you import AND you check the Formulas checkbox on the properties to
import, you will overwrite the cells with blanks.

When you import Formulas, this controls the rows that will be replaced in the
existing SecureSheet. The import will have the exact number of rows in your source
Excel file with Formulas checked. For example, if you exported a sheet with 1,000
rows, made changes and import a new sheet with only 300 rows, your SecureSheet
will only have those 300 rows; you will lose 700 rows.

Formulas come from the Excel file; if there are no formulas in the Excel file that you
import and you click the Formulas checkbox on the properties to import, you will
overwrite the formula-based cells with blanks.

Importing formulas will cause a full recalc of your SecureSheet. The initial save after
the import is complete may be noticeably longer than successive saves. As a best
practice, after your import is complete, go to the Administration view, enter an "x" in
a blank cell, click Save Changes, remove the "x", and click Save Changes again.

0 NamedRanges — Check if you updated any Named Ranges used for drop-down lists or
VLOOKUPs.

Named Ranges can be challenging to manage and maintain when troubleshooting
across multiple tabs in a workbook. If used for anything other than drop-down lists
or VLOOKUPS to static data, consider transitioning to discrete cell references (e.g.,
SAS2:5CS500) because these can be easily traced.

O Formats — Check if you updated any formatting properties (e.g., font, color, alignment, text



wrap).

Protection — Check if you updated any protection settings.

Merged Cells — Check if you updated any merged cells (merge or unmerged).
Column Widths — Check if you adjusted any column widths.

Data Validations — Check if you updated any data validations.

Conditional Formats — Check if you updated any conditional formatting.

o 0O O O O O

Comments — Check if you updated any comments that exist in the worksheet.
= Comments will appear in their respective cell as a question mark and open in another
browser window when the user clicks the question mark.

SecureSheet Import/Export Name2020 Merit/Bonus Compensation Planning

Select The Import/Export Option

| Import - Values/Formulas/Formats ﬂ

Select The Property(s) To Import

[ select
Values D Formulas D NamedRanges D Formats |:| Protection | D Merged Cells D Column Widths D Data Validations D Conditional Formats D Co@
Select The Sheet(s) To Import/Export
[ select AN
| |:| MeritBonus | D Dashboard| |:| OrgChart D Statement D Statement-Views | |:| Payroll Integration D Data |:| CustomChartProperties D Users

The SecureSheet Impoert allews you fo import individual sheet(s) properties from an Excel spreadsheet to a SecureSheet.

IMPORTS CAM NOT BE UNDONE, so it is recommended te Export the sheets first as a backup, and then Import. An important note:
Import uses the exact range that exists in the comesponding SecureSheet sheet(s) and it replaces ALL the properties

selected

Excel File (.xls): Browse.._

Import

This may take a minute. Please do not click "Import/Export” twice!

5. Select only the tabs in the workbook that you updated; those will be the only tabs updated through

the import.
NOTE: If you did not update every tab, there is no reason to import every tab.

SecureSheet Import/Export Name2020 Merit/Bonus Compensation Planning

Select The Import/Export Option

I Import - Values/Formulas/Formats ﬂ

Select The Property(s) To Import
[ select All

[ conditional Formats | [ Comments

[ Data Validations

D Formulas D HamedRanges D Formats D Protection | D Merged Cells D Column Widths

‘ [ values

Select The Sheet(s) To Import/Export

[] sel
[] MeritBonus | [] Dashhoard| ] orgChart
‘_-.--_-__‘_—-—_;

The SecureSheet Import allows you fo import individual sheet(s) properties from an Excel spreadsheet to a SecureSheet.

IMPORTS CAN NOT BE UNDONE, so it is recommended to Export the sheets first as a backup, and then Import. An important note:
Import uses the exact range that exists in the corresponding SecureSheet sheet(s) and it replaces ALL the properties

selecied.

Excel File (.xIs): Browse...

[ statement-Views | [] payroll Integration | [] Data | [] CustomChartProperties

N

[ statement

Import
This may take a minute. Please do not click "Import/Export” twice!

6. Click Browse and locate your Excel file for import.
NOTE: It is very important that the name of the tab(s) in Excel exactly matches the name of the
tab(s) in SecureSheet. The import will fail if the Excel is different than SecureSheet.
NOTE: If you have a password on your Excel file, remove it before importing to SecureSheet or

you will receive an import error.
7. Click Import once.
NOTE: It may take a few minutes for your file to import. Do not click Import twice.



SecureSheet Import/Export Name2020 User Set Up - Views

Select The Import/Export Option

[ Import - Values/Formulas/Formats w |

Select The Property(s) To Import
[ select Al

‘ |:| Values |:| Formulas |:| NamedRanges |:| Formats |:| Protection |:| Merged Cells |:| Column Widths |:| Data Validations |:| Conditional Formats ‘:' Comments

Select The Sheet(s) To Import/Export
[ select Al

[ userviews

‘ |:| Users |:| DropDowns |:| Notes

The SecureSheet Import allows you to import individual sheet(s) properties from an Excel spreadsheet fo a SecureSheet
IMPORTS CAM NOT BE UNDONE, so it is recommended to Export the sheets first as a backup, and then Impaort. An important note:
Import uses the exact range that exists in the corresponding SecureSheet sheetis) and it replaces ALL the properties

selactad. g —
Excel File {.xls 1 Choose File | Mo file chosen
m

This may take a minute. Please do not click "Import/Export” twice!

8. You will return to your imported sheet in SecureSheet when the import has finished.

9. Click the Recalc link/save a change in an empty header row cell.

NOTE: The Recalc link should be in row 1 all the way over to the right in your SecureSheet. If you
do not see a Recalc link, you may add it to a spare cell using this syntax: vexit/recalc/Recalc
NOTE: The initial save after the import is complete may be noticeably longer than successive
saves. As a best practice, after your import is complete, go to the Administration view, enter an

x" in a blank cell, click Save Changes, remove the "x", and click Save Changes again. As an
administrator, you want that first save to be done by you and not by your end users.

If you have any questions about data imports, contact the SecureSheet Support Team.

Import/Export General Notes

As a SecureSheet administrator for your organization, Export — Values/Formulas/Formats or Import —
Values/Formula/Formats are the options you work with most often in the Import/Export tool.

Do not use Import Values unless you are importing supporting tabs with static values used in
VLOOKUPs or for drop-down lists.

Do not attempt to use the import Views or import Sharing options without direction from the
SecureSheet Support Team.

Export Views exports the View design in column format. You may select this option if you want to
reference an export of the View design. Follow the prompts that appear when you select this export
option. In the Year 2 and Beyond process, you will export views to have an offline record of the view
setup for the previous cycle.
Export Sharing exports the Sharing set-up by user in column format. This is a helpful export to
reference the Sharing profile of each user. Follow the prompts that appear when you select this
export option. In the Year 2 and Beyond process, you export sharing to have an offline record of the
sharing setup at the end of the previous cycle.
O Sharing permissions in the exported sharing report are:

Y = Update

N = View Only

A = SecureSheet Administrator

R = Update/Import View Values

Maintain an Active SecureSheet

When end users are inputting data into SecureSheet after go-live, there are different ways to manage

updates to your active SecureSheet based on the data management scenarios that may arise:
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Make a formula change to an entire column(s):
1. Putthe SecureSheet on Maintenance Lock and export the SecureSheet using the
Import/Export tool
2. Update the formula in Excel
3. Import the formula update using the Import/Export tool, importing the Values and Formulas
properties
4. Take the SecureSheet off Maintenance Lock

Update values in a column(s) that impacts all or many of the rows in SecureSheet (1,000 rows or
more):

1. Set up aview to copy/paste values into

2. Use the Import Values by View tool to import updates

Update values in a column(s) in a small subset of data (less than 1,000 rows) using one of these
approaches:
O Copy/paste into a column or range of columns

O Create a view to copy/paste values into that includes just the columns you need to work with

(hide all columns you don't need)
O Use the All Data (Edit) or Administration view to make value updates to any value-based
column which will be visible immediately after you click Save Changes
Update Named Ranges, Cell Formatting, Merged Cells, Column Widths, Data Validations, and

Conditional Formats:

O May be done online while SecureSheet is live (in the Active section of your site) and end users
are accessing it
O Follow the links to the applicable instructions

Insert a column(s) in your existing SecureSheet structure:
1. Putthe SecureSheet on Maintenance Lock

2. Insert a column in the existing SecureSheet structure online

3. Export Values/Formulas/Formats from SecureSheet using thelmport/Export tool

4. Add formula/data values into the newly inserted column

5. Import the change using the Import/Export tool, importing the Values, Formulas and Formats
properties

6. Update the newly inserted column setting in each view to locked, unlocked, or hidden
7. Protect the header cells for the newly inserted columns (you will see the beveled edge around

them if they are not protected)
8. Take the SecureSheet off Maintenance Lock
CAUTION: If you have a structural change to your column order, ensure that the structural
change is made in SecureSheet first and before you try to import that change. This will preserve
all of the existing column settings in all of the defined views.

Insert an additional tab to your existing SecureSheet structure (e.g., for summary information):
1. |Insert an additional tab online
2. Change the tab name - this must be the same tab name as the Excel file that you will be

importing to SecureSheet
3. Import the contents of the additional tab
4. Create views over the additional tab as needed
5. Share other administrators or end users to the new tab as needed

Add additional rows to your SecureSheet:



1. Use the Add Rows view to add any incremental employees to the data set after go-live to
preserve changes to your overall data set.

2. Immediately lock out all end users from making updates in SecureSheet:

3. Select Lock the SecureSheet from the Admin Tasks dropdown. End users will not be able to
save updates.

4. When ready for users to continue with udpate access, selectUnlock the SecureSheet from
the Admin Tasks dropdown.

If you have questions about the best approach or tool to use to update your SecureSheet (while
preserving your audit history and aiming for minimal maintenance time), contact the SecureSheet

Support Team.

Add Rows to an Active SecureSheet

After your SecureSheet is Active and end users are working with it, you may need to add new rows to
account for additions to your workforce. For auditability throughout the planning cycle, we recommend
adding new rows online in SecureSheet through an Add Rows view.
NOTE: IF you add (or delete) rows in an exported Excel file, and you import that file to
SecureSheet, you have no specific audit of what rows were added or deleted.

If not already set up, you will need to set up an Add Rows view to add new employees to your
SecureSheet.

Video: Add Rows

Adding New Rows to an Active SecureSheet

1. Login to SecureSheet.
2. Select Add Rows from your View: drop-down.
3. Enter the values for any of the columns in the view for one or multiple rows.

NOTE: These are only the value-based columns in your SecureSheet. No formulas should be added

here.
4. Click Save New Rows.
5. The new row(s) will be appended to the last row in your SecureSheet. All of the formulas will be
copied to the newly added row(s) and any dependent calculations will be run.
6. Select an All Data view to from your View: drop-down to see your newly added row(s).

Lock a SecureSheet

When a SecureSheet is active, if a scenario arises where you need to make a formula change across an
entire column(s) or you need to make a value change to a large subset of your rows (over 1,000 rows),
you do not want users to enter data while you are making these kind of updates. Locking the
SecureSheet first lets users know that the system is under maintenance.

® There are two types of locking, Lock the SecureSheet and Maintenance Lock. Follow these
instructions to lock your SecureSheet before making updates using thelmport/Export tool or the
Import Values by View tool.

®  You may lock a SecureSheet at theend of a planning cycle, which puts the data in a "view only"

mode for end users until licenses expire.
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Lock the SecureSheet Versus Maintenance Lock

® |ock the SecureSheet prevents any non-administrator user from saving changes to a SecureSheet.

Users will not be kicked out when you Lock a SecureSheet, but if they were in the system at the time

you locked, they will not be able to save any of their current work.

o

Recommended if you are closing off access for users to make updates to the SecureSheet but
still want them to see the information in the SecureSheet during the maintenance period.

Users see an indicator within SecureSheet that the sheet is in administrator Update Mode.

When a cycle is complete, locking the SecureSheet is a way to put every view in a "view
only" mode.

® Maintenance Lock prevents any non-administrator user from accessing a SecureSheet. Users are

kicked-out if they are logged in when you put a SecureSheet on Maintenance Lock. The main purpose

of Maintenance Lock is to avoid user contention where they are trying to enter data while significant

administrative updates are being made.

o

Recommended for an active sheet with active users and you need to do general maintenance
such as updating a formula across a column(s), change the structure by adding/deleting a

column(s), or inserting a tab(s) in the SecureSheet.

Use Maintenance Lock on Hidden SecureSheets as a visual indicator to other administrators
that the sheet is under maintenance. If for any reason multiple administrators need to
import/export, tightly coordinate activity and use the Maintenance Lock to visually indicate
when the sheet is in maintenance. You want to avoid multiple administrators overwriting
each other’s updates during the same maintenance period.

Locking a SecureSheet

1. Select Lock the SecureSheet from the Admin Tasks drop-down next to the SecureSheet you want to

lock on your SecureSheet home page. The locked SecureSheet is highlighted in red.

NOTE: You will only see this option when a SecureSheet is in the Active section of your site.

Copy

| View Active SecureSheets
1
. Secure Sheet Name Group
min 1asks E |
Choose A Task 2020 Merit/Bonus Compensation Planning A
Share
Impersonate Users

| Change Name
Properties
Import/Export
Automate Tasks
Audit Activity
Delete Views
Verify User Views

Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache

Delete

([ Lock the SecureSheet )

S ——
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| View Active SecureSheets

| Search

SecureSheet Name

Group
E w [ -an- v

|
1

Number Of S5ecureSheets 1

1

Admin Tasks

Choose A Task

Users see this message if they go into a SecureSheet when it is Locked:
¢ Alert: This SecureSheet is Locked - Administrator Update Mode

w
SECURESIHEET
View: | Default v | Share | Views | Format | Formula | Export \iew | Advanced ImportEsxport | i ]

If you are updating data, begin your update process using the Import/Export tool or the Import

Values by View tool.

UnLocking a Locked SecureSheet

When your offline updates are complete and you are ready for users to work in the SecureSheet again,

UnLock it.

1. Select UnLock the SecureSheet from the Admin Tasks drop-down next to the SecureSheet you want
to unlock on your SecureSheet home page. The SecureSheet is no longer highlighted in red. Users no
longer see the locked alert when they access the SecureSheet.

| Search |

| View Acfive SecureSheets

1

Admin Tasks

‘Choose A Task
Share
Impersonate Users

Secure Sheet Name

Group

-All- V|| -Al- v

Change Mame
Properties
Import/Export
Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Archive the SecureSheet
Hide the SecureSheet
Adminstrafive Refresh
Reset Cache

Delete

C "
’q gnLo::k the SecureSheet 'L\)

| Search |

| View Aclive SecureSheets

1

: SecureSheet Name Group
Admin Tasks | Al Vl T
Choose A Task Vl 2020 Merit/Bonus Compensation Plannin A

1
Number Of SecureSheets 1

Putting a SecureSheet on Maintenance Lock

1. Select Properties from the Admin Tasks drop-down next to the SecureSheet you want to lock users

from being able to access while you make updates to it.
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2. Check the Maintenance Lock check box on the Edit SecureSheet Properties page.

3. Scroll to the bottom of the properties list and click Apply to turn on Maintenance Lock.

4,

5.

6. Users see this message if they try to access a SecureSheet when it is in Maintenance Lock:

SecureSheet Help

IS | view Active SecursSheets

1

secureSheet Name Group

Admin Tasks [ VAl v

Choose A Task 2020 Merit/Bonus Compensation Planning LY

Share
I Impersonate Users

me

it 5
Automate Tasks
Audit Activity
Delete Views
Verify User Views
Copy
Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache
Delete
Clear Cell History
Lock the SecureSheet

d Properties

Edit Secure Sheet Properties

Secure Sheet Name 2020 Merit/Bonus Compensaficn Planning
SecureSheet ID: 185
Created By:
reated By jill.anthony@acmeservices com
LatelCreated /242019 1:26:49 PM
q wock: N .
Allow User To Override Formula |1—;N |
Passwords must be created for exported sheets:
Back Color: (color on My SecureSheet Page) | Hone V|

== Go Back fjHelp | Contact Us | Log Out

|m | View Acfive SecureSheets

1
Secure Sheet Name Group

I e [ v v
Choose A Task v| 2020 Merit/Bonus Compensation Planning A

1

Number Of SecureSheets 1
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Click the Go Back link to return to your SecureSheet home page.

The SecureSheet you put on Maintenance Lock is highlighted in yellow.




My SecureSheets

1

Secure Sheet Name

Alert: The selected SecureSheet iz currently under maintenance.

[ Search |

_AlL

Created By

2020 Merit/Bonus Compensafion Planning
1

Grou
W (Al v
A

Jill antheny@acmeservices.com | 924/2019

Date Created

Number Of SecureSheets 1

7. Begin your update process using the Import/Export tool or the Import Values by View tool.
NOTE: Only administrators can go into a SecureSheet when it is in Maintenance Lock, so there is
not an alert at the top of the screen when you go into a SecureSheet that is in Maintenance Lock.

Taking a SecureSheet Off Maintenance Lock

When your offline updates are complete and you are ready for users to access the SecureSheet again, take

it off Maintenance Lock.

1. Select Properties from the Admin Tasks drop-down next to the SecureSheet you want to take off

Maintenance Lock.

rt
Automate Tasks
Audit Activity
Delete Views
Verify User Views
Copy
Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache
Delete
Clear Cell History
Lock the SecureSheet

Il | view Aciive SecureShests
1
e — SecureSheet Name Group
min Tasks Al V| |—|-AII- W,

Choose A Task 2020 Merit/Bonus Compensation Planning A
Share
Impersonate Users

P me

d Properties

reSheet Properties page.

2. Uncheck the Maintenance Lock check box on the Edit Secu
Edit Secure Sheet Properties
Secure Sheet Name 2020 Merit/Bonus Compensation Planning
SecureSheet ID: 185
Created By:
SEELIED jillLanthony@acmeservices.com
Date Created 92412019 1:26:49 PM
Maintenance Lock: .
Allow User To Override Formula |I'rN O
Passwords must be created for exported sheets:
Back Color: (color on My SecureSheet Page) | None V|

Scroll to the bottom of the properties list and click Apply to take off Maintenance Lock.



4. Click the Go Back link to return to your SecureSheet home page.

== 3o E@ME | Contact Us | Log Out

The SecureSheet you put on Maintenance Lock is no longer highlighted in yellow. Users will be able to
access the SecureSheet.

General Notes on Locking

® For scenarios when updating data with the Import Values by View tool:

O  When an end user is using Import Values by View that may have been set up for them, there
is no need to lock when the import is being done on a user-by-user basis.

O When an administrator is using Import Values by View to make value updates across an entire
SecureSheet, possible contention with end users making updates and the value update for all
rows can present an issue. Put the SecureSheet on Maintenance Lock in this scenario.

® When selectively updating data, you do not need to lock. Here are some scenarios:
O Using an .All Data view to make small data updates.

O Using a View that was set up for the Import Values by View tool. Data may be directly
entered into a view or copied/pasted into a view that has been set up with this functionality.

® Anytime you are making formula changes or structural changes to an active SecureSheet, put the
sheet on Maintenance Lock and refer to the instructions for Maintaining a Live SecureSheet.

Allow Users to Override Formulas
If you need to allow users to override formula-driven columns in SecureSheet, you must set the property

that allows them to override formulas. This is set per SecureSheet.

A formula-driven column must be unlocked in a view and this property must be turned on in order for the
user to be allowed to enter data in a formula-drive column.

Allow Users to Override Formulas

1. Select Properties from the Admin Tasks drop-down.

My SecureSheets Create A SecureSheet File A

| | View Acfive SecureSheet

1

Secure Sheet Name
_All- LY

Choose A Task 2020 MeritBonus Compensation Planning
Share
i Impersonate Users

| Change-Mome——_ |
d Properties E }

Automate Tasks
Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

Admin Tasks




SecureSheet Help

2. Click the Allow User to Override Formula checkbox.

Edit SecureSheet Properties

SecureSheet Name 2022 Merit/Bonus Compensation Planning
SecureSheet ID: 238

Created By: jill. anthony@acmeservices.com

Date Created 3/8/2021 11:39:40 AM

Maintenance Lock:

Allow User To Override Formula @

Passwords must be created for exported sheets:

Sheet password for export view with formulas: |

Back Color: (color on My SecureSheet Page) | Mone ~ |

3. Click Apply.
4. Click<< Go Back. Users will be allowed to override formulas in unlocked columns in the view(s) they
have permission to access.

Require a Password from Users on Exports

You may choose if passwords are required when you and any users export from SecureSheet.

Require a Password from Users on Exports from SecureSheet

1. Select Properties from the Admin Tasks drop-down.

My SecureSheets Create A SecureSheet File A
| View Active SecureSheet

1

e, Secure Sheet Name

min Tasks W W,

Choose A Task 2020 MeritBonus Compensafion Planning
Share
Impersonate Users

L Change-Mame———_ |

d Properties E }

Automate Tasks
Audit Activity
Delete Views
Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

2. If not already checked, turn on the Passwords must be created for exported sheets: checkbox.
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3.

Edit SecureSheet Properties

SecureSheet Name 2022 Merit/Bonus Compensation Planning
SecureSheet |D: 233

Created By: jill. anthonyi@acmesarvices com

Date Created 3/8/2021 11:39:40 AM

Maintenance Lock:

Allow User To Override Formula YN

@must be created for exported sheets: @

Sheet password for export view with formulas: |

Back Color: {color on My SecureSheet Page) | Mone v|

Click Apply.
Click<< Go Back. Passwords will be required when you export from SecureSheet.

Select The Import/Export Option

S_elect The Sheet(s) To Import/Export
[ setectan

O users

O MeritBonus | O) Dashboard | () summary | () orgchart | O statement | ) Payroll integration | [ Data | () customChartProperties

[The SecureSheet Export allows you to export individual sheet(s) property(s) from SecureSheet to an Excel spreadsheet

include Cell History ) Run On SecureSheet Servers {not in the browser) And Send An Email Attachment (L} Password: *=Required*** This password secures your exported file and will be required to open your file in Excel.

[This may take a minute. Please do not click "ImporyExport” twice!

Set Sheet Password for Views that Export with Formulas

If you allow users to export a view with formulas and you want to stop any manipulation of columns in

the exported excel file (i.e., columns cannot be reordered, additional columns cannot be added, etc.), you

must set a sheet password that freezes the column structure on a view that exports with formulas. This

can be set per SecureSheet.

If you are evaluating how you want an exported SecureSheet to work offline for end users, seesetting up

a view to export wtih formulas for additional information.

Set Sheet Password when a View is Exported with Formulas

1. Select Properties from the Admin Tasks drop-down.



SecureSheet Help

My SecureSheets Create A SecureSheet File A
| View Active SecureSheet
1
e, Secure Sheet Name
min Tasks W W,
Choose A Task 2020 MeritBonus Compensafion Planning
Share
Impersonate Users
L Change-Mame———_ |
d Properties E }
Automate Tasks
Audit Activity
Delete Views
Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

2. Enter a password in Sheet password for export view with formulas: that will prohibit users from
manipulating columns in an exported excel file. Remember that SecureSheet cannot guarantee an end
user from hacking into an excel file.

Edit SecureSheet Properties

SecureSheet Name 2022 Merit/Bonus Compensation Planning
SecureSheet ID: 238

Created By: jill anthony@acmesarvices.com

Date Created 3/8/2021 11:39:40 AM

Maintenance Lock:
Allow User To Override Formula YiN L
Passwords must be created for exported sheets:
—
@swarﬂ for export view with formulas: | SuperSecreQUEg_:)
Back Color: (color on My SecureSheet Page) | Mone ~ |
3. Click Apply.

4. Click<< Go Back.
Copy and Paste Values Into a Column or Range of Columns

When you need to update values only in a column or a range of columns, you may copy values from Excel
and paste them into SecureSheet.

Copy and Paste Values into a Column or Range of Columns

1. Login to SecureSheet and open the View that you will use to paste values.
NOTE: This may be a view that was set up especially to maintain just the column or range of
columns you need to update, or it may be one of your other admin views where you can update
values (e.g., All Data (Edit) or Add New Rows).

2. Open the Excel file with the values that you want to copy and paste into SecureSheet.
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NOTE: Most important when using copy/paste is that the order of the rows and columns (if
pasting into more than one column) in Excel exactly matches the order of the rows and columns in
SecureSheet. The way to ensure this is to export a view in SecureSheet to Excel and make your
updates in that exported file.

NOTE: If you are using the Import Values (by view) tool instead of copy/paste, and you sorted

(i.e., had the ability to sort) your exported Excel before importing, SecureSheet will match on the
Unique ID in Column A, so the row order is not important when you use this approach to update
column values.

3. Select the values you want to copy from Excel. You may either right-mouse click can select Copy or

click ctrl+C to copy the values. Copy only values from the column(s) that is UnLocked in SecureSheet
that you will be pasting into.

4. In this example, Column Q is the source column; the other columns are included for reference and

filtering if needed.

A G | J K
5 | Unique ID Region Location Employee ID First Name Last Name
60 1101 South Atlanta 3265 Clarence  Maya
51 2401 East Boston 3272 Molly Aucoin
62 1102 South Atlanta 3282 Patsy Bey
63 1104 South Raleigh 3284 Eric Barros
64 1105 South Atlanta 3300 Faul Raley
65 1106 South Atlanta 3343 Leonard Lennox
66 2402 East Philadelphia 3351 Aaron Slone
67 2403 East Boston 3383 William Drye
(i3] 1107 South Atlanta 3393 Hazel Mareno
() 1108 South Atlanta 327 Angelica Black
70 1108 South Raleigh 3466 Jeffrey Mcqgill
71 2101 West Los Angeles 3511 Eric Lynch
72 2102 West Los Angeles 3518 Cora Lunn
73 2103 West Los Angeles 3533 Susan Sommenville
74 2104 East Boston 3729 Heidi Mertens
75 2105 Midwest Cleveland 4297 Cindy Brumley

5. Go to the View you will paste into in SecureSheet.

6. Atthe edge of the starting cell for the column or range of columns you are pasting into, right-mouse

click and select Paste.

View: Import Col-Q -PerfRating V|[ ] | Share | Views | Export View | Comments
PerformanceMerit | Data | Security
F G
A [ M E V] ! 4 K @

5 IL[I)nique Region Location Employee ID |First Name |Last Name |[Rating 2
- . fR— . - I

60 1101 South Atlanta 3265 Claranca Mava ]
612401  [ast Boston 3272 e ]
621103  South Atlanta 3282 Cut ]
63 1104  South Raleigh 3284 i

64 1105  South Atlanta 3300 @%
651106  South Atlanta 3343 ]
662402  East Philadelphia 3351 e ]
67 2403  East Boston 3383 Inspect element ]

T ]

7. Click Save Changes to save the values you pasted into SecureSheet.




SecureSheet Help

View: |Import Col-Q -PerfRating | | IEELEM | Share | Views | Export View | Comments |
PerformanceMerit | Data Security
F G
A M ED v| ! d [t o
5 lLIgnique Region Location Employee ID |First Name Last Name |Rating ?
va uu musine sz — vrvranan:
60 1101 South Atlanta 3265 Clarence  |Maya [Exceeds|
612401  [East Boston 3272 Molly Aucoin [Exceeds
62 1103 |South Atlanta 3282 Patsy Bey [Exceeds
63 1104  South Raleigh 3284 Eric Barros [Exceeds
64 1105  South Atlanta 3300 Paul Raley [Exceeds
651106  South Atlanta 3343 Leonard  |Lennox [Exceeds
662402  [East Philadelphia 3351 Aaron Slone Meets
67 2403  [East Boston 3383 William  Drye Meets
68 1107  South Atlanta 3393 Hazel Moreno Meets
69 1108  South Atlanta 3427 Angelica  Black Below
70 1109 |South Raleigh 3466 Jeffrey Megill Below
712101 West Los Angeles 3511 Eric Lynch Below
722102 West Los Angeles 3518 Cora Lunn Below
732103 West Los Angeles 3533 Susan Sommenville IW
742104  [East Boston 3729 Heidi Mertens Below
752105  |Midwest Cleveland 4297 Cindy Brumley Below
| E—

8. Continue copying and pasting values as needed.

NOTE: If any of the columns you paste into have conditional formatting, data validations, or drop-

down lists, they will take affect after you save changes.

SECURESIHEET " +f Alert: Changes saved successfully.
View: | Import Col-Q - PerfRating | | EEE0E | Share | Views | Export View | Comments |
PerformanceMerit | Data = Security
F [
A M ED v| ! d K @

5 ILé)nique Region Location Employee ID [First Name Last Name |Rating ?
v e o o S rroTsmm

60 1101 South Atlanta 3265 Clarence  |Maya Exce<Ed|
61 2401 East Boston 3272 Molly Aucoin Exceeds

g2 1103 South Atlanta 3282 Patsy Bey Exceeds

63 1104 South Raleigh 3284 Eric Barros Exceeds

64 1105 South Atlanta 3300 Paul Raley Exceeds

g5 1106 South Atlanta 3343 Leonard Lennox m
662402  |East Philadelphia 3351 Aaron Slone Meets
67 2403  [East Boston 3383 William  Drye Meets
68 1107  South Atlanta 3393 Hazel Moreno Meets
69 1108  South Atlanta 3427 Angelica  Black -.
70 1109  South Raleigh 3466 Jeffrey Mcgil -.
712101 West Los Angeles 3511 Eric Lynch Below
72 2102 West Los Angeles 3518 Cora Lunn :l
73 2103 West Los Angeles 3633 Susan Sommerville :l
742104  [East Boston 3729 Heidi Merens IR IR
752105  Midwest Cleveland 4297 Cindy Brumley -.
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Audit SecureSheet Activity

SecureSheet tracks all user activity for your organization including all user logins, cell level changes, and
import and export activity. You know everything that occurs in SecureSheet because it is logged in the
SecureSheet audit functionality.

e Administrators can audit site-wide information on all of the SecureSheets in your organization, as well
as SecureSheet-specific activity.

Video Resources:

® SecureSheet Site Audit
® SecureSheet-Specific Audit

SecureSheet Site Audit

Access System Administration through the navigation links on the top right of your SecureSheet screen:

| Eefresh | Help | | Update Wour Profile | User License®l_System Administratiop 2Log Cut

Click Organization Statistics to access the following:

Organization Statistics
SecureSheet Email (User) Licensing/Storage| Licensing User Activity
Licensed Users: 1000 View Organization Audit Trail From Date: (mm/ddlyy)  [10/30/2022
View SecureSheet Activit
Rows Allowed Per Licensed User 500 0 W”;el 9 To Date: (mm/ddiyy) 6023
Total Allowed Rows: 500000 Email: \
Total Rows In Use: 382067 Click Here To Export To Excel
Current SecureSheets On-Line @ Activity Detail
SecureSheet Name ID | Rows | Last Update (EST) Created By Email Login Date (EST) | Logout Date (EST) | LogoutReason | Browser |Culture
— 310, 250000 B0 10246 | o ot com joswick@secureshest com | 11/412022 2:33:00 PM | 11/42022 3:10-26 PM | OrganizationRedirect | Mac/Safari | en-US
M jil anthony@acmeservices.com | 11/3/2022 3:24:29 PM | 11/4/2022 1:44:04 AM | CacheTimeout Mac/Edge | en-US
150KSheet 308 120000 552022 125008 i com il antt ices.com| 11/3/2022 321:36 PM | 11/3/2022 3:22:49 PM_| Logout Mac/Edge | en-US
T TaT Joswick@securesheetcom | 1/3/2022 131:05 PM | 11/3/2022 3:55:42 PM_| CacheTimeout Mac/Safart | en-US
2022 Employee Mapping 210| 4730 06 | ices com | |- -
AM jil com | 11/3/2022 12:2615 PM | 11/3(2022 3:22-49 PM | Logout Mac/Edge | en-US
Job Mapping Demo 211 | 4229 35512021 40446 | com| |[todd ices.com | 11/3/2022 12:16:20 PM | 11/3/2022 12:26:10 PM | Logout Mac/Edge |en-US
il anthony@acmeservices com | 11/3/2022 12-13.43 PM | 11/3/2022 12:-16:12 PM | Logout Mac/Edge | en-US
Encrypted - 2022 MeritBonus Compensation 340|718 | 113202232433 o = -
i L jil com | 11/2/2022 35832 PM | 11/2/2022 84242 PM_| CacheTimeout Mac/Edge | en-US
jilanth i 111212022 9:27:27 AM | 117212022 8:42:42PM | CacheTimeout Mac/Edge | en-US
2022 MeritBonus Compensation Planning 238|715 | WRI02254052 iy aninony @acmesenvices com | [ ony@acmesenvices.com achelimeou ES5p |G
todd falco@acmeservices.com | 11/212022 17:50 AM | 111212022 9:27-19AM | Logout Mac/Edge | en-US
2021 MerivBonus Compensation Planning 264 612 | JaP202235533 i anthony@acmeservices com | |23
Number Of Records: 21
Users-Views-Security 205 281 | S2022100316 1y ices com
Acme 2020 Comp Planning With Budget 21 257 | WOR0Z168I8 g ppon@secureshect com
thCharts 336 165 | V202235825 i anthony @acmesenices com
12
|Number Of Records: _15

e A. SecureSheet (Email) User Licensing and Storage Information - Shows the current number of
licensed users, allocated rows, and rows in use for your organization.

e B. Linksto:

O View Organization Audit Trail - Click to see a list of all the import and export activity for your
organization. The Audit Trail maintains 90 days of audit history.

O View SecureSheet Activity - Click to see a list of your SecureSheets and the most recent date
each user has accessed them.

O Export Where Used To Excel - Click to export a detailed list of all email adresses shared to all
of the SecureSheets in your organization, including tabs in each SecureSheet, permission, and
last login date and time.


https://www.securesheet.com/help/PDFs/SecureSheetSiteAudit.mp4
https://www.securesheet.com/help/PDFs/SecureSheetSpecificAudit.mp4

SecureSheet Help

® C. User Activity - Displays a list of Login Activity for your organization. Enter From and To dates to
filter activity as desired. Use the Click Here To Export To Excel link to work with User Activity offline.

NOTE: When you are testing SSO, you can use this export to see how a user has logged in.

e D. Current SecureSheets On-Line - Lists all SecureSheets in your organization's site, the total row

count for each SecureSheet, the last time the SecureSheet was updated and who created the

SecureSheet.

SecureSheet-Specific Audit

A SecureSheet-specific audit can be accessed by selectingAudit Activity from the Admin Tasks drop-
down next to the SecureSheet you want to audit on your SecureSheet Home Page:

SecureSheet Name

Admin Tasks Al -
Choose A Task || 2020 MeritBonus Compensation Planning
Choose A Task L
Share

Impersonate Users
Change Name
Properties
ImportExport
Automate Tasks

Audit Activity k‘
Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureShest
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delste

Clear Cell History

You can then enter specific audit parameters and export activity results to Excel as desired:

SecureSheet Audit Name2022 Merit/Bonus Gompensation Planning

From Date: (mmiddlyy)  [10/30/2022 ~ell Change History
To Date: (mmiddlyy) /82022 Pheet: [ MeritBonus ~]  Cell: [17 | Click here to export to Excel
Type: [import |Email: | | — 7/19/2022 10:14:39 AM — todd falco@acmeservices.com
0 ) =) — ==*Imp d byjill.antho ices.com - Exceeds

Include Load History Include Login History| | - 5/29/2022 11:24:08 AM — support2@securesheet com -- Below -

- 6/14/2022 10:07:40 AM -- todd falco@acmeservices.com -- Exceeds P

Number Of Records: 54
Click here to export to Excel

1
D Type Status Detail

Email Start Date End Date

33528181 ImportValuesFormulasFormats | Complete [SecursSheet:2022 Merit_Bonus Compensation Planning-2023-11-83-1559 with

//‘ jillanthony@acmeservices.com | 11/2/2022 5:10:28 PM | 11/2/2022 5:10:52 PM

33528089  ImporiValuesFormulasFormats | Complete [SecureSheet:2022 Merit_Bonus Compensation Planning-2022-11-82-1559 uwith

A‘ jillanthony@acmeservices com | 11/2/2022 4:49:11 PM | 11/2/2022 4:49:23 PM

33527875 | ImportValuesFormulasFermats | Complete ‘Se:uresheet:zezl Merit_Beonus Compensation Planning-2022-11-22-1559 with

A‘ jill.anthony@acmeservices.com | 11/2/2022 4:00:00 PM | 11/2/2022 4:00:22 PM

33526037  ImportSheetViewValues Complete |[securesheet: Joes Sheet: MeritSonus View: .Manager

/,‘ todd falco@acmeservices com | 11/2/2022 9:23:59 AM | 11/2/2022 9:24:04 AM

) e e e

33518938 | ImportValuesFormulasFermats | Complete ‘Se:uresheet:zazz Merit_Bonus Compensation Planning-2022-10-31-1532 with

/,‘ jil.anthony@acmeservices.com | 10/31/2022 3:35:50 PM | 10/31/2022 3:36:12 PM

1
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NOTE: The Audit Trail maintains 90 days of audit history. Cell Change History audit is effective for
the lifecycle of a SecureSheet, as long as new rows of data are added online and the row count
does not change on an import using the import values/formulas/formats tool.

Activity Audit

® All SecureSheet activities are tracked through SecureSheet audit. You may filter details by activity type
- which are actions taken with the data based on user permission, such as importing and exporting
data, importing values, exporting statements, adding columns, deleting columns, etc.

O If you need to audit a specific activity, you may enter the type of activity in the Type field.

O If you need to audit activity by a specific email address, you may enter the email address in
the Email field.

o If you need to auditi a specific activity by a specific email address, you may enter the type of
activity and the email address in the Type and Email fields, respectively.

®  You may export the SecureSheet activity audit by clicking the Click here to export to Excel link.

Cell Change History

e All cell changes SecureSheet activities are tracked through the lifecycle of a SecureSheet, as long as
new rows of data are added online and the row count does not change on an import using the import
values/formulas/formats tool. You may audit any cell in a SecureSheet.

O Select the sheet that contains the cell you want to audit from the Sheet dropdown.
O Enter the specific cell you want to audit in the Cell field.
O Click Go.
® You may export the Cell Change History audit by clicking the Click here to export to Excel link.

Audit Cell Change History in SecureSheet

SecureSheet tracks every change made by a SecureSheet user in every cell. Cell History is maintained with
a SecureSheet forever, unless it is overwritten. Cell History is wiped clean when:

® An administrator purposely clears cell history.

® Anytime a copy of a SecureSheet is made, the copy does not have the cell history from it's source.

Audit Cell Change History

® The cell change history can be seen when the Cell Change History property is turned on in a View.

Edit Views: Add Views | Delete Views | Copy Views | Help On Views

Select a View: | All Data ¥ | View Name:[All Dala View Type: | Standard-Shest Layout ¥ | Secured View: ¥ Lock Date:| | Web APl (Cell Change History |¥/

® When Cell Change History is on, an H will appear in every cell with a value that has been changed
from its starting value.

% Increase

=)

0.0 %
5.0 % H

® When you click on the H in a cell, another browser window will open with the cell change history.



Cell Change History Name: 2020 Marit/Bonus Compensation Planning
Click here to export to Excel
] Date and Time Value
U7 41372020 3:15:00 PM | todd falcoi@acmeservices com 25%
U7 | 4872020 10:26:00 AM todd.falco@acmesewices.m@nat&d by:jill.anlhony@acmeser@.s e
U7 482020 101700 AM | todd falco@acmeservices. com 5.0%
U7 | 32472020 3:47:00 PM | jilLanthony@acmeservices.com 6.0 %
U7 | 3242020 3:14:00 PM | todd falco@acmeservices com 6.0 %
U7 | 3M&2020 12:15:00 PM | todd falco@@acmeservices. com 5.0 %
U7 1/14/2020 2:15:00 PM | todd falco@@acmeservices. com 6.0 %
U7 | 172020 3:07:00 PM | jilLanthony@acmeservices com 20%
U7 172020 2:43:00 PM | todd falco@acmeservices. com 20%
U7 | 121272019 3:42:00 PM |todd falco@acmeservices. com 5.0%
U7 1211272019 3:42:00 PM |todd falco@acmeservices. com 5.0%
U7 | 12732019 2:23.00 PM | todd.falco@acmeservices. com 3.0 %
U7 | 1172072019 2:13:00 PM | todd falco@acmeservices. com 20%
U7 111572019 1:50:00 PN | todd falco@@acmeservices. com 5.7 %
U7 | 11132019 4:45:00 PM | todd falcoi@acmeservices. com 5.6 %
U7 | 11122019 2-14:00 PM | todd falcoi@acmeservices com 5.7 %
U7 11/6/2019 1:14:00 PM | todd falco@acmeservices. com 3.0%
U7 | 11462019 10:15:00 AM | todd falco@acmeservices. com 4.0%
U7 1152019 2:13:00 PM | todd falco@acmeservices. com 6.0 %
U7 104312019 2:19:00 PM | todd falco@acmeservices. com 2.0%
U7 1053072019 11:14:00 AM | todd falco@acmeservices. com 6.0 %
U7 | 10/16/2019 1:19:00 PM | jilanthony@acmeservices com 5.0 %
U7 | 10316/2019 1:11:00 PM | todd falcoi@acmeservices com 6.0 %
ur 25%

®  You may also take an export of cell history using the SecureSheetimport/export tool and click the

Include Cell History checkbox on the export.

®  You may also audit a specific cell change through the SecureSheet-specific audit tool.

Audit Last Updated by and Last Update

SecureSheet tracks the last update date and last update user for each row in a SecureSheet. You can set
up an All Data (View Only) - Recent and History view that shows you the Last Updated by and Last Update
rows sorted at the top of the view, and also shows cell change history in each of the value-based cells.

SecureSheet also has an audit trail for all cell changes.

Audit Row History

1. Copy the All Data (View Only) view. All of the columns are locked in this view.

2. Name the view All Data (View Only) - Recent and History, for example.

3. Set the Last Updated by and Last Update columns to Locked (which makes them visible in the view).
These are at the end of the data columns.

4. Turn on the Auto Sort and Auto Filter on both columns.

5. On the Last Update column, set an Advanced Sort to Seq: 1 (or whatever sort sequence is next for
the view), Desc to default the view with the most recent updates at the top.

6. If you would like to be able to select a date range to use in this view, on the Last Update column, set



an advanced filter to Seq: 1 (or whatever sort sequence is next for the view) with >= #list# UnLocked
and <= #list# UnLocked. This is optional. If you do not add the date range, the view will sort on the
Last Update column and show all rows.
NOTE: If you add this #list# advanced filter to the view, you may want to first copy the All Data
(View Only) view to another view and rename it Audit History - Date Range, for example, and add
the advanced filter to this new view.
7. Turn on the Keep Filters Open setting.
8. Click Save View.

View set up example:

Edit Views: Add Views | Delete Views | Gopy Views

Setect a View: |EL LI | view Name: [All Data View Type: [Standard-Sheet Layout v | secured view: [¥] Lock Date:[ | web APi: [ ] Cell Change History

Export Link ] Export Options:[ | print Link: [¥] Format Link: [] Formula Link: [] Adv. importExport: ] Row 1Ds: ] ColIDs: [¥] Grid Lines: [¥] Cell Border: (] Hide Col IDs: [] save Button: [¥] search:

Freeze at Row: El Freeze at Column: [ || Rows per page: [5__| Columns per page: Advanced SortFilter: [¥] Lock Cell Range (use ;as separatori[ | Hidden Header Rows (use ; as separator) || Multi-Select Filters: [_|
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AGerestedDats | (unlockes (O Lockea ®) Hidden
Label Row: eep Filters Open:
Summary Calgs: | 1=THIS \ — ex. Al=sum(A3:A100);B1=sum(B3:B100)

View Overrides : ] - ex. Sheett;azet-Bivt=C (sheet i )

| Preview | Saveview Jciose |

The date range selection will look like the following on your view:

Filters:
where: B/16/2020 6:26:17 PM is |:~= v |3.rs;2019 30121 PM | v| |andﬂ |:= v | |E.-'1SJ'2020 12:27:54 PM| v |

® (Click Go - filters will close and you will see the result set. You can export the view from here, or click
Change Filters to return to the filter selection.

® (Click Go/Leave Open - filters will remain open when you see the result set.
Clear Cell History

After a SecureSheet is created, all cell changes are tracked. Access to cell changes can be turned on in
administrator and end user views by turning on the cell change history property in the view. Cell changes

are always being tracked whether or not access to the cell changes is on or off in a view.
® During setup and testing, cell changes will be made, and they will be tracked.
e Before go-live, clear cell history so that the starting point of the cell changes is at go-live, and does
not include cell changes made during testing.
NOTE: SecureSheet also tracks changes at the row level. These system-level audit columns are
not overwritten when cell history is cleared.

1. Select Clear Cell History from the Admin Tasks drop-down next to the SecureSheet that you want to
clear.
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My SecureSheets Create A SecureSheet Eil
| m |"..-"|EWAI:Ii'~re SecuraShes
1
' SecureSheet Name
Admin Tasks | m ST i
. Choosze A Task W || 2021 MeritBonus Compensation Planning
1

e —

Choose A Task

Share

Impersonate Users

Change Name

Properties

Import/Export

Automate Tasks

Audit Activity

Delete Views

Verify Formulas

Verify User Views

Copy

Lock the SecureSheet

Archive the SecureSheet

Hide the SecureSheet

Adminstrative Refresh

Reset Cache

Delete

2. Click Yes to confirm that you are sure you want to clear cell history.
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My SecureSheets Create A SecureSheet File Attac|

| m | View Active SecureSheels

1

SecureSheet Name
-All- w |

Adrmmin Tasks

Clear Cell History - Are Wouw Sure? w || 2021 MeritBonus Compensation Planning

Clear Cell History - Are You Sure?

Mo

Update Data Validations

Data validations work in SecureSheet as they do in Excel:
® Any data validations that exist in your compensation Excel file are imported into SecureSheet.

® Any data validations that you add to your compensation Excel file through the Import/Export process
are imported into SecureSheet when you select the Data Validations property in the Import
Values/Formulas/Formats tool.

When a SecureSheet is live, there may be a scenario where an administrator wants to add or modify a
data validation online. This is possible using the administrator tools in SecureSheet. There are two ways
to add or modify data validations online:

® Data Validation — Using a List

® Data Validation — Using a Named Range

If you need to remove a data validation, you may remove it online.

Data Validation — Using a List

1. Select the SecureSheet from your home page.

2. Goto the applicable sheet within your SecureSheet where you need to add or modify a data
validation using a list of values.

3. Select Administration from the View drop-down.

2nd Level Approver
Add Mew Employees

Analytic Report (Location)
_| .Analytic Report (Manager)
Merit HREP

Amport Met Change Data
Page | \yanager

[ Tabc TPt m e

;ﬁ.dministraﬁnn

Default

4. Select Data Validations from the Formula drop-down list.
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View: | Administration L | m | ﬁ

Sheet: Row/Column:
|-Chcluse- V”-Chuuse- V|

Edit Formulas

{ Data Validations

MertBonus | Dashboard OmgChard | Statemen

|Tuta| columns: 80 Columns Next== |

5. Enter the Data Validation properties:

O A. Enterthe Cell Range that you want to validate (go beyond your final row in case you add

rows later).
O B. Select List from the Allow drop-down list. The Qualifier field will appear.
O C. Select List Values from the Qualifier drop-down list.
O D. Click the Values button to indicate the source where the list values can be found.
O E. Enterthe list values in the list field separated by a comma.
O F. Click Save Data Validation.
O G. Click Close.
View: | Administrati || Share | Views | Format | Formula | Export View | Advanced Import/Export |
Edit Data Validations: | Edit Formulas | Named Ranges | Conditional Formats
Enter the range of cells you want to validate using colu ow ids separated by a colon -A1:D4)
Cell Range: [M4:114000 %
Allow: ' Ignore Blanks:
Qualifier: v
Enter the source where the list values can be found:
(O Name () Range (® Values
Enter a Name, Range or direcly load each list value separated by a comma (,) |<EI'WE|' each value here - 256 character limit= G

F  save Data Validation

NOTE: There is a 256-character limit in Excel and SecureSheet for entered lists, and no limit when
referencing a Named Range. If you need to go beyond 256-characters, follow the instructions for
Adding a Data Validation — Using a Named Range.

Adding a Data Validation — Using a Named Range

1. Select the SecureSheet from your home page.

2. Goto the applicable sheet within your SecureSheet where you need to add or modify a data
validation using a Named Range.

3. Select Administration from the View drop-down.

.2nd Level Approver
Add Mew Employees

‘Analytic Report (Location)
_| .Analytic Report (Manager)
Merit HRBP

Import Net Change Data
Page Manager

Aansosel)

ﬁ.dministraﬁnn

Default

4. Select Named Ranges from the Formula drop-down list.
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View: | Administration V|
Sheet: Row'Column:

|-Chc|crse- V”-Chuuse- 'V"'| —ume—
) - 0 ons

Conditional Formats

MeritBonus | Dashboard OrgChart | Statemen

|Tc|tal columns: 80 Columns Next== |

5. Enter the Named Range properties:

O A. Enter Name of the range to create a new Named Range OR select an existing Named

Range from the drop-down list to edit the properties of a Named Range already in your
sheet.

O B. Enter the range of cells you want to name OR modify the range of cells if you are

updating an existing Named Range. Be sure to follow the exact syntax as noted on the screen.

0 C. Click Save Named Range.

D. If you need to apply a new Named Range to a Data Validation, continue with the steps OR

if you are finished updating an existing Named Range, Click Close.

View: | Administration V|| Share | Views | Format | Formula | Export View | Advanced Import/Export | [ aaahia i o i)

Edit Named Ranges: | Edit Formulas | Data Validations | Cenditional Formais

Enter Name of the range: | r edit an existing Named Range:
_xifn IFERROR
Enter the range of cells you want to name: | LocationList
(using sheet/columnirow naming - ex. =Sheet1!$A51:5D54) ManagerList
Save Named Range Close PosifionList
et

RegionList
StatusList

Y P - PR - PRLEF- i o i e Py " i, i

6. Click Data Validations to apply a new Named Range to a data validation.

View: | Administration Vl | Sha jiews | Format | Formula | Export View | Advanced Impert/Export | i b oo LU

Edit MNamed Ranges: | Edit Formulas] Data Validations DCondifional Formats

Enter Name of the range: ManagerList or edit an existing Named Range:
Enter the range of cells you want to name: [-DatalsBS2 58525 |

(using sheet/column/row naming - ex. =Sheet1!$A5$1:5D%4)

Save Named Range Delete Named Range

7. Enter the Data Validation properties:

O A. Enterthe Cell Range that you want to validate (go beyond your final row in case you add

rows later). This must use absolute cell references (not relative B:B).

O B. Select List from the Allow drop-down list. The Qualifier field will appear.
O C. Select List Values from the Qualifier drop-down list.
O D. Clickthe Name button to enter the Named Range that contains the list values.
O E. Enter the Name of the Named Range.
O F. Click Save Data Validation.
O G. Click Close.
Views | Administra || Share | Views | Format | Formula | Export View | Advanced Import/Export |

Edit Data Validations: | Edit Formulas | Mamed Ranges | Conditional Formats
Enter the range of cellz you want to validate using colu%\v ids separated by a colon (example - A1:D4)

Cell Range: [o4:04000
Allow: * Ignore Blanks:

Qualifier: hd
Enter the source where the list values can be found:

(® Mame () Range () Values

Enter a Name, Range or direcly load each list value separated by a ] :' A List G

Notes about Data Validations

® There is no need to lock the SecureSheet if you are just importing Data Validations through theImport



SecureSheet Help

Values/Formulas/Formats tool.

Removing a Data Validation

1. Select the SecureSheet from your home page.

2. Goto the applicable sheet within your SecureSheet where you need to remove a data validation.
3. Select Administration from the View drop-down.

2nd Level Approver
Add New Employees

Analytic Report (Location)
_| -Analytic Report (Manager)
Merit HRBP
Amport Met Change Data
Page | jianager

i TukTs L

ﬁ.dministraﬁnn

4. Select Data Validations from the Formula drop-down list.

View: | Administration vl
Sheet: Row!Column:
| - Choose - S || - Choose -

Edit Formulas

MeritBonus | Dashboard OrgChart ETTE——

|T1:|tal columns: 20 Columng Next==> |

5. Enter the Data Validation properties:
O A. Enter the Cell Range that you want to remove the data validation from (go beyond your
final row in case you add rows later).
O B. Select Any Value from the Allow drop-down list.
O C. Click Save Data Validation.
O D. Click Close.

View: | Adminisiration V| Share | Views | Fomat | Formula | Expy

Edit Data Validations: | Edit Formulas | Mamed Ranges | Conditional Formats
Enter the range of cells y nt to validate using columnirow ids 2eparaf]
Cell Range: |F7:FS000

Allow: | Any Value | lgnore Blanks:

Gmglifier: | - Choose -

Save Data Validation Reset | Close

Update Conditional Formatting

SecureSheet supports as many conditional formats as you want to add into your excel model.
Conditional formats import to SecureSheet. It may be easier to update conditional formats offline using
the Import/Export tools.

If desired, conditional formats may be adjusted online, and when your SecureSheet is active. You may
update conditional formatting online in an active SecureSheet without putting it on maintenance lock.
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Adjusting Conditional Formatting Online

1. Select the SecureSheet from your home page.

2. Goto the applicable tab within your SecureSheet where you need to add or modify a conditional
format.

3. Select Administration from the View drop-down.

2nd Level Approver
Add New Employees

Analytic Report (Location)
_| -Analytic Report (Manager)
Merit HRBP
Amport Met Change Data
Page | jianager

1
4. Select Conditional Formats from the Formula drop-down list.
View: | Administration hd || | | Sharg
Sheet RowiColumn Formula Fonl
| - Choose - b | | - Choose - hd | - Choose - el [
7| - Choose - i
MeritBonus | Dashboard | Summary | OrgChart rs
Total columns: 30 Columns Mext == Edit Formulas
Page1of11 |44 A4 » MW orSelectaPag
A E | Mamed Ranges
1
2 ~| Data Validations
3
4 ]
S T el

5. Enter the Conditional Format properties by entering a cell range and identifying the condition
qualifiers as needed:

1247180



View: | Adminisiration V| Share | Views | Format | Formula | Export View | Advanced Import/Export | -
Conditional Formatting: | Edit Formulas | Named Ranges | Data Walidations
Enter the range of cells to apply the conditional formats to (using columnirow ids separated by a colon - example
Cell Range: [T7:73000
Condition 1:
Cuualifier: | Le=s than (<) ~ | Value 1: |EI- |‘h"alue2:|
Font Bold: |:| Font UnderLine: |:| Fnreculnrl Red w |
Font Italic: [_] Font StrikeOut: [_| Backeolor | None v|
Condition 2: [
Qualifier: | - Choose - v | Value 1: | |‘u"alue 2:|
Font Bold: [_| Font UnderLine: [_J Fureculurl Mone v |
Font Italic: | Font Strikeout: || Backcolor| None v |
Condition 3: [
Qualifier: | - Choose - V|"u"alue1:| |‘h"alue2:|
Font Bold: |:| Font UnderLine: |:| Fnreculnrl Mone w |
Font Italic: [_] Font StrikeOut: [_| Backeolor | None v|
Apply Formats | Delete Format

6. Click Apply Formats.

7. Click Close.
NOTE: If you want to delete a conditional format from a range of cells, enter the Cell Range, leave
the conditions blank, and click Delete Format.

Update Formulas in Header Rows

SecureSheets often have formulas in header rows that are summarizing data for users based on the rows
returning in each end user view. If you just need to update a header row formula or formulas, you may
update the header formula online through the Administration tools in SecureSheet (without exporting
and importing the entire SecureSheet). You may do this online formula update before or after go-live
without disrupting your end users.
NOTE: If you need to update a formula that applies to an entire column in your data structure,
you will need to export and import the entire SecureSheet. Follow the import/export instructions
to apply a formula change to an entire column(s). If the SecureSheet is live, follow the Maintain a
Live SecureSheet instructions to lock the SecureSheet for maintenance before importing a formula

change.

Updating a Formula Online

1. Select Administration from the View drop-down.
2. Click Formula.
‘ View: | Adminisiration hd || || Share | Views | Fon‘r\at@(@l‘t View | Advanced Import/Export | ‘

The formula cells/columns will be visible in the SecureSheet online.

Make the formula update directly in the cell.
Click Save Changes.
Click Close to leave Formula update mode.

No g

Verify the formula update in the All Data view or by impersonating an end user.

Insert a Tab

If you need to add a tab to your existing SecureSheet structure, you need to add the tab in SecureSheet



first and then you can import you new tab from Excel.

Inserting a Tab/Sheet in SecureSheet

1. Login to SecureSheet.

2. Lock the SecureSheet for maintenance. This informs other administrators that someone is doing
significant sheet maintenance.

3. Select Administration from the View: drop-down.

4. Select Insert Sheet from the Sheet: drop-down.

View: | Administration ' ||:

Sheet: Row/Column:

Delete Sheet
Move Sheet

5. Select the sheet that you want to insert the new sheet before (e.g., sheet will be inserted before Data

tab in example below).
6. Click Go. A new sheet will be inserted with a generic name, e.g., Sheet4.

View: | Administration “|| share | Views | Format | Formua |
Sheet: Row/Column: Formula

| - Choose - 'y | | - Choose - b || - Choose - '
Insert Sheet:

alect the sheet below to insert the new sheet before and press GO:

=

|:| Perfunnancehlerit( Data >|:| Security

7. Change the name of the tab in SecureSheet to exactly match the name of the tab you will import

from Excel before you import. If the tab name does not exactly match, the import will fail.

8. Insert Columns so the new SecureSheet tab has the same number of columns you will import from
Excel before you import. If you might expand the number of columns on this tab over time, add
additional columns to the right of your last data column so you have extra columns to accommodate
your additions in the future. If you do not anticipate this tab will grow in columns, you may end the
number of columns exactly at your last data column.

9. Once the name and number of columns match the sheet you want to import from Excel, import just
the new tab to SecureSheet.

NOTE: When you are importing, if no changes have been made to the other tabs in SecureSheet,
import the new tab only. If you made changes to any other tabs, make sure you start with an
export from SecureSheet.

Change the Name of a Tab

You may need or want to update the name of a tab in SecureSheet. The name of every tab that is

imported from Excel must match excatly the tab name in SecureSheet or the import will fail.

Example scenarios in which updating a tab name may occur include:

® Adding a new tab to SecureSheet. When you add a tab, it defaults a name. Change this to the tab
name you will import from Excel.

® Updating data month to month on the same tab and as the months change, the tab name changes.



® Updating a SecureSheet from one year to the next; your main sheet may include the year, so if you
copy the previous year's SecureSheet, you will have to update the name to match your updated Excel.

IMPORTANT: Tab names in SecureSheet must match tab names in Excel exactly for an import from Excel

to work.

Changing the Name of a Tab/Sheet in SecureSheet

1. Login to SecureSheet.
2. Lock the SecureSheet for maintenance. This informs other administrators that someone is doing

significant sheet maintenance.
3. Select the tab in SecureSheet with the name you want to change.
4. Select Administration from the View: drop-down.
5. Select Change Sheet Name from the Sheet: drop-down.

View: | Administration L
Sheet: Row/Columi

- Chono Choose -
L Change Sheet Name
Copy Sheet Et4 | Data
Delete Sheet
=5
Move Sheet LEINERE =
6. Update the name in the Sheet Name field.
7. Click Apply.
View: | Administration || Share | Views | Formula | Advanced Import/Export | Comments | Ikt LU es ]
Sheet: Row/Column: Formula Format Custom View:
|-Chuu«se- VH-Chuuse- VH-Ghuuse- VH-Chunse- V||-Ghunse- V|
Sheet Properties: 2 -4
Enter Mew Sheet Name Here
heet Name
CSheet Nar Her S |
Intermediate Sheet: L.
Summary Sheet: i [
Re-o0 late On Load: e [
{ Apply J| Close

8. Once the tab name matches the tab name you want to import from Excel, you may import to

SecureSheet.

Copy a Tab

If you need to add a tab to your existing SecureSheet structure, and the design of an existing tab (already
in your SecureSheet structure) is close to the new tab you want to add based on the number of columns
and/or contents, you can copy the existing tab to a new tab, change its name, and then import from

Excel.

Copying a Tab/Sheet in SecureSheet

1. Login to SecureSheet.
2. Lock the SecureSheet for maintenance. This informs other administrators that someone is doing

significant sheet maintenance.
3. Select Administration from the View: drop-down.



4. Select Copy Sheet from the Sheet: drop-down.

View: | Administration % |

Sheet

Row/'Column:

5. Select the sheet that you want to copy (e.g., NewSheet will be copied in example below).
6. Click Go. A new sheet will be inserted with a generic name, e.g., NewSheet (5).

View: | Administration || Share | Views | Formula |

Sheet: Row/'Column: Fior
|-Chuucse- V”-Chuuse- V|E
Copy Sheet:

zct the sheet to copy and press the GO button:

' Close
|:| Performancehent MNewSheet |:| Data

7. Change the name of the tab in SecureSheet to exactly match the name of the tab you will import

from Excel before you import. If the tab name does not exactly match, the import will fail.
8. Check that the number of columns accommodates the number of columns you will import from Excel
before you import. If needed, insert columns into the tab.
9. Once the name matches and columns are set to accommodate the structure in Excel,import just the
new tab to SecureSheet.
NOTE: When you are importing, if no changes have been made to the other tabs in SecureSheet,
import the new tab only. If you made changes to any other tabs, make sure you start with an
export from SecureSheet.

Move a Tab

If you want to adjust the order of tabs in a SecureSheet, you can move the tabs as needed.
NOTE: The order of the tabs beween Excel and SecureSheet do not have to match; SecureSheet
matches on the tab name when you are importing. From an administrative perspective, it may be
easier to keep the order consistent.

Moving a Tab/Sheet in SecureSheet

1. Login to SecureSheet.
Lock the SecureSheet for maintenance. This informs other administrators that someone is doing

significant sheet maintenance.
3. Select Administration from the View: drop-down.
4. Select Move Sheet from the Sheet: drop-down.



5.

6.

7.

8.

SecureSheet Help

View: | Administration VH:
Sheet: Rowl

Change Sheet Name
Inzert Sheet
Copy Sheet

Select the sheet that you want to move (e.g., the Functional Summary tab will move after Manager

Summary tab in example below).
Click Go. The sheet will move one position to the right.

View: | Administration % || Share | Views | Formula | Advanced Import/Export | Comments

Sheet: Row!'Column: Formula Format
|-Chuucse- VH-Chuuse- V”—Chuuse- VH—Chuose-
Move Sheet:

gelect the sheet to MOVE RIGHT one position and prezs the GO button.

{Gol cios
N

|:| Performancehent Functional Summa |:| Manager Summary |:| Data

If you need to move the tab further to the right or if you need to move additional tabs, repeat steps

5-6 until the tab order is set as needed.
Click Close.

Delete a Tab

If you find that a tab is not being used in SecureSheet, you may delete the tab from SecureSheet. When
you delete a tab in a SecureSheet, you cannot restore it without having a back-up. Make sure to take a

full export of your SecureSheet for reference before deleting a tab.

NOTE: You may have an Excel file that has more tabs than you are managing through
SecureSheet. Sometimes a tab may be imported to SecureSheet initially and end up not being used
in SecureSheet. You may want to include only necessary tabs SecureSheet to support the

processes you are running through it.

Deleting a Tab/Sheet in SecureSheet

5. Select the sheet that you want to delete from SecureSheet (e.g., the Functional Summary tab will be

Login to SecureSheet.

Lock the SecureSheet for maintenance. This informs other administrators that someone is doing

significant sheet maintenance.
Select Administration from the View: drop-down.
Select Delete Sheet from the Sheet: drop-down.

View: | Administration ' |
Sheet: R

Change Sheet Name
Insert Sheet

Delete She

deleted in example below).
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6. Click Go.

View: | Administration ™ || Share | Views | Formula | Advanced Import/Export | §

Sheet: Row/'Column: Formula Forn
|-C|‘ICIDSE.'- V”-Chuuse- V”-Chuuse- v||_cr
Delete Sheet:

|:| Performancehent Functional Summary |:| Manager Summary

Formatting a SecureSheet Online

@t the sheet to delete and press the GO button:

When a SecureSheet is Active and end users are entering data, sometimes it is easier to make minor
formatting adjustments online through the Administration view versus locking the SecureSheet for
maintenance using the Import/Export tool.
SecureSheet administrators may perform the following adjustments through SecureSheet's online
Administration tools:

O Insert or Delete Columns
Adjust Column Widths

Format Cells

Merge and UnMerge Cells

Protect Cells

o O O O O

Change the Name of a Tab in SecureSheet

Video Resources:
® |nsert or Delete Columns
® Adjust Column Widths

® Format Cells

® Merge and Unmerge Cells

® Protect Cells

Insert or Delete Columns

A scenario may arise during setup where you need toinsert a column(s) or delete a column(s) in a
SecureSheet after the view design and user security is already in process or initially setup, or when a
SecureSheet is live.
Key Points:
O Matching the column structure (i.e., the number of columns) online first preserves the
column settings and security setup in each view.
O If you need to insert a column(s) or delete a column(s), adjusting online first is important so
that the existing column settings and security setup shifts with the insert or deletion.
O Then, after importing your updates from Excel, the only column settings that have to be
adjusted in the views are for any newly inserted columns.

If the scenario requires you to insert a column between two data columns (versus at the end of the data
set), you may do so using the Administration tools.


https://www.securesheet.com/help/PDFs/InsertorDeleteColumns.mp4
https://www.securesheet.com/help/PDFs/AdjustColumnWidth.mp4
https://www.securesheet.com/help/PDFs/FormatCellsinSecureSheet.mp4
https://www.securesheet.com/help/PDFs/MergeandUnMergeCells.mp4
https://www.securesheet.com/help/PDFs/ProtectCells.mp4

O The same number of columns have to exist in SecureSheet as exist in the Excel file you are
importing from.

O If you re-purpose a column or adjust the order of the columns, and it does not require an
additional column, you may update the column order in excel and import with no impact to
the structure of the SecureSheet.

The last three columns in each tab in your SecureSheet are the row audit columns. These are system-
generated columns that audit row changes. They will always be at the end of the data set after the last

column in a tab. You can insert more columns to have on reserve if your last column is right next to the
audit columns.
O When the SecureSheet was first created, there were extra 25 columns added to the right of
the last data column (on the main planning tab).
* |f the scenario allows for the extra column to be at the end of the data set, use one of
those extra columns.
O If the data is already at or will run over the last spare column, insert column(s) before
importing.
O Check all tabs that you are updating because it is important not to overwrite the last three
system-generated audit columns on each tab.

O After inserting or deleting column(s), export from SecureSheet. Then when youimport, the
contents you add in Excel will overlay the existing SecureSheet.

During the setup phase of Year 2 and Beyond, since the views and security are already setup in

SecureSheet, make any column adjustments to the model online first to match any changes to the model
before you import an updated excel file.

O If you are in the setup phase of Year 2 and Beyond, before inserting and deleting columns,
reset rows so that the structural changes can be made faster across just a few rows of data
versus your entire data set (which you will refresh before opening up your next planning
cycle).

Video Resources:

® |nsert or Delete Columns

Inserting a Column into a SecureSheet

1. Login to SecureSheet.
2. (If you are working with an Active SecureSheet) Lock the SecureSheet for maintenance. This informs

other administrators that someone is doing significant sheet maintenance.

3. Export Values/Formulas/Formats to have an offline reference of the latest working copy of the current
SecureSheet.

4. In SecureSheet, go to the tab where you want to insert a column(s).

5. Select Administration from the View: drop-down.

6. Select Insert Column(s) from the Row/Column drop-down.


https://www.securesheet.com/help/PDFs/InsertorDeleteColumns.mp4

View: | Administration v/ | Share | Views | Format | Formula | Export View | Advanc

Sheet: RowiColumn: Formula Format Custom View:

|-Chuu«se- Vl - Choose - |—Chuuse- V”—Chunse- V”-Chuose- Vl
Set Row(s)
Insert Row(s)

PerformanceMerit | Da

|T1:|ta| columns: 33 Collim In:ert Column 35]

LTt

7. Set up the column insertion:
O A. Enter the number of columns you want to insert

O B. Selectthe box above the column you want to insert before.

o C. Click Go.
View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export | Comments
Sheet: Rowi/Column: Formula Format Custom View:
|-C|1CIDSE.'- VH-Chuuse- V||—Chuuse- V||-Chunse- VH-Ghunse- V|
Insert Column(s):
Select the column to insert before, enter the number of columns to insert and press the GO button: 1 @
8
PerformanceMerit | Data = Security
|Tc|ta| columns: 33 Columns Next>> |
Page 1 ofG |44 4 &+ kb orSeIectaPﬂge:hﬂ @
L] L] L] L] L] []
A B C 0] E F G

8. Click Close.

9. Export Values/Formulas/Formats to have an offline copy of SecureSheet with your newly inserted

columns.
10. In the exported Excel file, make the required changes, and save the file under a new name (the
exported file you began the process with should be your back-up).

11. In SecureSheet, Import Values/Formulas/Formats and select All Properties and All Sheets. This import

will overlay the SecureSheet with the new content of your Excel file.

12. Verify your changes after import. Check your views to make sure the newly inserted column is set to

Locked, UnLocked, or Hidden as required in each view.

13. Protect the header cells for the newly inserted columns (you will see the beveled edge around them if

they are not protected).
14. Take the SecureSheet off Maintenance Lock.

Deleting Column(s) in a SecureSheet

1. Login to SecureSheet.
If you are working with an Active SecureSheet, Lock the SecureSheet for maintenance. This info

other administrators that someone is doing significant sheet maintenance.
3. InSecureSheet, go to the tab where you want to delete a column(s).
4. Select Administration from the View: drop-down.
5. Select Delete Column(s) from the Row/Column drop-down.

rms
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View: | Administration | |m | Share | Views | Format | Formula | Export View | Advand
Sheet Row/Column Formula Format Custom View
[- Choose - v |[ - Choose - v |[ - Choose - v |[- Choose - v |[ - Choose - v
- Choose -
Set Row(s)

Insiructions | Performa ary | Dala | Security

Insert Row(s)

Total columns: 33 Colum Delete Rowi(s)

Page 10f G |4« « )| l0SedColemnle

4 1 | | | [ |
6. Select the column(s) you want to delete.
7. Click Go.
View: | Share | Views | Format | Formuia | Export View | Advanced importExoort | [ NESNENMSRNERIN
Sheet Row/Column Formula Format Custom View
|- Choose - ~|[-Choose - ~][~Choose - ~ [~ Choose - ~ [~ Choose - ~]
Delete Column(s)
iﬁ Eilﬂe column(s) to delete and press the GO button:
Instructions | PerformanceMerit | Mansger Summary | Defa | Secury
Total columns: 33 Columns Next >>
Page10f6|«« « » mw| orSelectaPage:[1v]|
m] 0 u] m] O m] m] 0 m] m] m]
H l J K L M N B u v w

8. Click Close.
9. Take the SecureSheet off Maintenance Lock.

Format Cells

When SecureSheet is live, administrators may have minor adjustments to make to cell formats.
Administrators may use the Format Cells administrator tool in SecureSheet while the sheet is live, and
users are active — instead of exporting and importing for minor updates. If you are planning maintenance
on the sheet and will be locking, exporting and importing updates, and the cell format updates are not
urgent, you may want to consider holding to make them in Excel during the maintenance period.

Video: Format Cells

Formatting Cells

Follow these instructions to format cells online in your SecureSheet:

1. Login to SecureSheet.

2. Select the SecureSheet from your home page.

3. Gotothe appropriate sheet in your SecureSheet where you want to format cells.
4. Select Administration from the View drop-down.

2nd Level Approver
Add Mew Employees

‘Analytic Report (Location)
_| .Analytic Report (Manager)
Merit HRBP

Import Met Change Data
Page Manager

sl =

ﬁ.dministraﬁnn

Default

5. Select Cells from the Format drop-down.
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View: | Administration
Sheet:

Row/Column: Formula Custom View:

VH-ChDose-

| - Choose - VH - Choose - - Choose - W

"(| - Choose -
& |

Column Width
Merge Cells

MeritBonus | Dashboard | OrgChart | Statement | Statement-Views Pa

|Tﬂtal columns: 80 Columns Next== |

V| | Search |JE e Formula | Export View | Advanced Import/Export | [ aahelcnll il i) |
‘ormat

6. The Format Cells options will appear.

O A. Enter the Cell Range that you want to format, for example, G10:H5000. Be sure to use a

colon to delimit the cell range that you want to format.

O B. Select the formatting options that you want to apply to the cell range. The formatting

options include:
= Bold
= [talic
= Underline

=  OQverline

= Strikeout
= Align
= Wrap

*  Forecolor

=  Backcolor

= Name (font)
* Size

*  Number

= Decimals - if you need to update decimals, please select another option (even if it is

one you are not changing, like Align, Name or Number) to help SecureSheet identify

this formatting change
= Currency
= 1000’s Separator

= Negative Number Format

O C. Click Apply then click Close to return to the Administration view.
] Backcolor VQ cccccc | size 129t /] Number| V] e

Notes about Formatting Cells

®  Formatting updates are applicable across all views in SecureSheet.

® |f you apply formatting changes online in SecureSheet, Export Values/Formulas/Formats to get the

most recent Excel version.

O CAUTION: If you don’t export to start with the most recent Excel version when you intend to

make updates off-line, you will overwrite changes that were made online in SecureSheet.

Always export first to get the most recent Excel version.

® |f you export and make formatting changes off-line in Excel, select the Formats option when you are

importing, and be cautious not to select the formulas and values options on the import so you do not

overwrite updates made by your users.

Merge and UnMerge Cells

When SecureSheet is live, administrators may have minor adjustments to make to merged cells — needing



to merge or unmerge. Administrators may use the Merge Cells administrator tool in SecureSheet while
the sheet is live, and users are active — instead of exporting and importing for minor updates. If you are
planning maintenance on the sheet and will be locking, exporting and importing updates, and the merge
cell updates are not urgent, you may want to consider holding to make them in Excel during the
maintenance period.

Video: Merge and Unmerge Cells

Merging and UnMerging Cells

Login to SecureSheet.

Select the SecureSheet from your home page.

Go to the appropriate sheet in your SecureSheet where you want to adjust column widths.
Select Administration from the View drop-down.

P wbd e

2nd Level Approver
Add Mew Employees

Analytic Report (Location)
_| .Analytic Report (Manager)
Merit HRBP

Amport Met Change Data
Page Manager

LET Chr

ﬁ.dministraﬁun

Default

5. Select Merge Cells from the Format drop-down.
View: | Administration V|| | m | Share T Views

Sheet: RowiColumn: Formula ‘ormat Custom View:

|-Ch|mse- VH-ChDose- V”—Chnose- Y| - Choose -

Cells
Protection
13 Column Width
| Merge Cells
~—

MeritBonus | Dashboard | OrgChart | Statement = Statement-Views

N

|Tﬂtal columns: 80 Columns Next>> |

6. The Merge Cell options will appear.

O A. Enter the Starting Cell you want to merge or unmerge.
NOTE: If you are unmerging cells, skip to Step D.

O B. Enter How many columns across? you want to merge.
0 C. Enter How many rows down? you want to merge (if applicable).

O D. Click Merge/UnMerge Cells then click Close to return to the Administration view.

View: | Administration Vl | Bhare | Views | Format | Formula | Export View | Advanced Import/Export | ke o ]

Merge Cells: | Format Cells | Protect Cells | Column Widths

Enter the starting cell and the number of columns andfor rows you want to merge into that cell:
Starting Cell: A -B
How many columns across? l ow many rows down? l@

Merge/UnMerge Cells Cloze H E '

Notes about Merging and UnMerging Cells

® Updates to merged cells (merging or unmerging) are applicable across all views in SecureSheet.
® |f you merge/unmerge cells online in SecureSheet, Export Values/Formulas/Formats to get the most
recent Excel version.
O If you don’t export to start with the most recent Excel version when you intend to update off-
line, you will overwrite changes that were made online in SecureSheet. Always export first to
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get the most recent Excel version.

® |f you export and make column width adjustments off-line in Excel, select the Merged Cells option
when you are importing, and be cautious not to select the formulas and values options on the import
so you do not overwrite updates made by your users.

Protect Cells

Cells may have protection applied to them in SecureSheet, which prohibits changes from being made to
those cells. Typically, header rows and column label row(s) have protection applied to them through the
Protect Cells tool in SecureSheet.

Only SecureSheet administrators may protect/lock and unprotect/unlock cells.

When you create your SecureSheet without borders and you apply thecell borders property to a View,
any unlocked and unprotected cells will have a border around them.

Header cells will not be locked unless you (or another SecureSheet administrator) lock them, so if you see
cell borders around your header or label rows, they need to be protected/locked for only your border
formatting (from Excel) to remain.

Video: Protect Cells

Unlocked or unprotected cells look like this (there is a beveled edge around them):
J K L M

| Guidelines ||

[Exceeds 0% - 6% |

|
|

Meets 0% - 2.5% | |
|

Below 0% |

First . Current

Name Last Name " Hire Date | Salary
Locked or protected cells look like this:

J K L M
Guidelines

Exceeds 0% - 6%
Meets 0% - 2.5%
Below 0%

\ . Current
First N\ame Last Name |Hire Date Salarv

Protect/Lock Cells

1. Select Administration from the View drop-down.
2. Select Protection from the Format drop-down.


https://www.securesheet.com/help/PDFs/ProtectCells.mp4

SecureSheet Help

jew: | Administration W | Share | Views J#ormat | Form xport View | Advanced Import/Export |
5 - owlColumn: Formula ormat Custom View:

| - Choose - b || - Choose - A || - Choose - \‘| - Choose - - Choose - b4

PerformanceMerit | Data | Security

|Tc|ta| celumns: 33 Columns Next>==> |
Page 10f22 |+ < » kr| orSelecta F"age:|1 v

A E G o] E F G
O A. Enter the Cell Range: that you want to lock/protect. Include all header rows.
O B. Check Lock.
O C. Click Apply Protection.
O D. Click Close.
View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export

Format Protection: | Format Cells | Column Widihs

Enter the range of cells to apply the format to (using column/row ids separated by a colon - example - A1:1
Cell Range: |A1:B5 A

@Luck: Hide: [ ]

Apply Protection

UnProtect/Unlock Cells

1. Select Administration from the View drop-down.
2. Select Protection from the Format drop-down.

jew: | Administration W | Share | Views J#ermat | Form xport View | Advanced Import/Export |
ow!/Column: Formula ormiat Custom View:
- Choose - hd || - Choose - W || - Choose - - Cheose - hd
Cells
_ N Protection
PerformanceMerit | Data | Security -
|Tﬂta| columns: 33 Columns Next>=> |
Page 10f 22 |44 4 W& M| or Selecta Page: |1 v
A B c D E F G

O A. Enter the Cell Range: that you want to unlock/unprotect. Include the entire cell range
you may want to update.

O B. Leave Lock unchecked.

O

C. Click Apply Protection.
O D. Click Close.

View: | Administration Vl | Share | Views | Format | Formula | Export View | Advanced Import/Export
Format Protection: | Format Cells | Column Widths

Enter the range of cells to applythe format to (using column/row ids separated by a colon - example - A1:
Cell Range: |A1:B5 A
Luck [ Hige: [

Apply Protection %

3. Edit the cells you want to update. Use the Administration view or your All Data (Edit) view to make
the updates.
4. Protect/Lock the cells to prohibit them from being updated by end users.

NOTE: Because header rows are protected, if you import and expected border changes to take
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affect, they might not if the cells were not unprotected before import. You do not need to
unprotect header cells to make value, formula or format changes to them.

Adjust Column Widths

When SecureSheet is live, administrators may have minor adjustments to make to column widths.
Administrators may use the Column Widths administrator tool in SecureSheet while the sheet is live, and
users are active — instead of exporting and importing for minor updates. If you are planning maintenance
on the sheet and will be locking, exporting and importing updates, and the column width updates are not
urgent, you may want to consider holding to make them in Excel during the maintenance period.

Video: Adjust Column Widths

Adjusting Column Widths

Follow these instructions to adjust column widths online in your SecureSheet:

1. Login to SecureSheet.

2. Select the SecureSheet from your home page.

3. Go tothe appropriate sheet in your SecureSheet where you want to adjust column widths.
4. Select Administration from the View drop-down.

.2nd Level Approver
Add Mew Employees

‘Analytic Report (Location)
_| .Analytic Report (Manager)
Merit HRpP
Imiport Net Change Data
Page Manager

Japag s

ﬁ.dministraﬁnn

o
1 Default
5. Select Column Width from the Format drop-down.
View: | Administration V[ | Search [JETeS aat | Formula | Export View | Advanced Import/Export |
Sheet: Row/Column: Formula Custom View:
|-Chc|use- V”-Chnose- VH-Chuose- ‘

Protection
A Column Width
grge Cells

MeritBonus | Dashboard = OrgChart | Statement = Statement-Views P ustomChariProperiies = Users

|Total columns: 80 C Next>> |

6. The Column Width options will appear.

O A. Select the check box(es) above the column letter(s) that you want to adjust.
O B. Enterthe column width you want to adjust to.

O C. Click Apply then click Close to return to the Administration view.

View: | Administration Vl | Share | Views | Format | Formula | Export View | Advanced Import/Export | IRkt o L]
Format Column Width: | Format Cells | Protect Cells
Select column low, enter new width and press the GO button: @

MeritBonus | Dashboard | CrgChart | Statement | Statement-Views | Payroll Integration Data  CustommChariProperties | Users

Total columns: 30 Columns Next=> |
Pagedof11|«« -« » Mmm| orSelecta Page:|1 v
0O | O 0 S A 0 O [ O
K ]

G H I J
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Notes about Adjusting Column Widths

® Column width updates are applicable across all views in SecureSheet.
® |f you adjust column widths online in SecureSheet, Export Values/Formulas/Formats to get the most
recent Excel version.

O CAUTION: If you don’t export to start with the most recent Excel version when you intend to
update off-line, you will overwrite changes that were made online in SecureSheet. Always
export first to get the most recent Excel version.

® |f you export and make column width adjustments off-line in Excel, select the Column Widths option
when you are importing, and be cautious not to select the formulas and values options on the import
so you do not overwrite updates made by your users.

How Cell Notes Look in SecureSheet

Some spreadsheets are designed with notes in certain cells to give end users additional information. If
your spreadsheet uses the Notes feature in Excel, they will import into SecureSheet with a question mark
in the cell. Users can click the question mark and the respective NOTE will open in a new browser tab
titled View Cell Comments. Excel cell Comments will not import into SecureSheet.

The Import/Export tool allows administrators to import cell Notes (which is the Comments property on
the import page).

Cell Notes in SecureSheet

This is how cell notes from Excel will look and function in SecureSheet.

® When a cell has an associated note, you will see a question mark in the cell.

P Q

Merit Budgets
Available $225,266
Used: $10.617
Remaining: 5217 649

Title

Sr Product Engi

Cuality Assuran  |[Exceeds
Product Enginee  Exceeds
Engineering Sup |[Exceeds
Financial Analy  Exceeds
Senior Lean Pro  |[Exceeds
Manufacturing E  Exceeds
Document Contro |Meets
Supv, EH&S Meets
Drafter Meets

Mgr, Technical _
HR Generalist 3 _

Sr Mar, Busines

®  When you click the question mark, a new browser tab will open with the notes. You can close this



browser tab without impacting your main SecureSheet browser tab.

View Cell Comments

Cell Comments: Rating Guidslines:
Exceeds - consistent abowve average contribution
Maets - average contribution

EBzlow — does not meet expectations

Reset Rows

In the setup phase for Year 2 and Beyond, it is important to preserve the column settings and security that
are already setup in SecureSheet, so anycolumn additions or deletionsto the model will be made online

first before you import an updated Excel file.

Before inserting and deleting columns, reset rows so that the structural changes can be made faster
across just a few rows of data versus your entire data set (which you will refresh before opening up your
next planning cycle).
Note: Make sure you have a copy or an export of your prior SecureSheet for reference before
resetting rows. Reset rows clears cell history.Do not reset rows to add rows to an active
SecureSheet. If you need to add rows to an active SecureSheet, use the view created specifically
for adding rows to an active SecureSheet. If you do not have a view to do so and need assistance

setting one up, contact the SecureSheet Support Team.
Note: Another way to clean up or update rows offline is to lock the SecureSheet, export, delete

unneeded rows, import and unlock the SecureSheet.

Resetting Rows in a SecureSheet

1. Login to SecureSheet.
2. Select Administration from the View: drop-down.
3. Select Set Rows from the Row/Column drop-down.

View: | Administration bl |I Share | Views | Format | Formula | Export View | Advancy
Sheet Row/Column Formula Format

| - Choose - v |[ - Chioose - ~ || - Choose - v || - Choose -

Delete Column(s):
Select the column(s) to=losert Row(s)
Delete Kow(s)
Insert Columnis)
Delete Columnis)

gutton:

Insiructions | Performarn mary | Data | Security
4. Enter the number of rows you want to reset this SecureSheet to (typically 1 or 2 rows beneath the
row with your column headings to preserve the formulas in your data rows):
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9.

View: |ﬁ\dministration hd |I Share | Views | Format | Formula | Export View | Advanced Import/Export I_
Sheet Row/Column Formula Format Custom View
[ - choose - ~ |[ - Choose - ~ |[- Choose - w |[- Choose - ~ |[- Choose - v |
Set Row(s):
Reset the TOTAL Number of Rows for this sheet to ”
Note: If the new total number of rows is greater than“the.curfent total, more rows will be added to the end of sheet.
Gtimeryise, if the number is less than the current total, rows at the end of the sheet will be deleted.
| Go || Close
S
Click Go.
Click Close.

Insert/delete columns as necessary.

Export from SecureSheet and refresh your data for the next cycle. Make sure to roll your formulas
down the entire length of your data rows.
Import your updates to SecureSheet.

SecureSheet Site Management

Your organization has its own SecureSheet site where you manage your SecureSheet files. There are three
main areas on your site where files are stored: Active SecureSheets, Hidden SecureSheets, and Archived
SecureSheets. Different scenarios may occur where the implementation team needs to consider the best
location to store a SecureSheet. The three areas are defined as:

O Active SecureSheets — When a SecureSheet is in the Active SecureSheets area, it is accessible
by end users who have been shared to it and can login to SecureSheet, who are not
SecureSheet administrators. This is the location for all “live” SecureSheets.

=  When a SecureSheet is in the Active area, any user who has either a password for or
an internal SSO link to SecuresSheet (based on your organization set-up), and who is
shared to Views within the SecureSheet, may login and access their View(s).

O Hidden SecureSheets — When a SecureSheet is in the Hidden SecureSheets area, it is only
accessible to users who have been give SecureSheet System Administration permission. It is
not accessible by end users.

O Archived SecureSheets — For cycles managed in SecureSheet Year 2 and beyond, the final
files from the previous year are stored in the Archived SecureSheets area. Due to the Data
Security Policy and GDPR requirements followed by SecureSheet, SecureSheet will only store
files one year back. Any older files or unneeded copies of files may be deleted to comply with
SecureSheet policies.

At any time, you may export your SecureSheet(s) and store it locally as a back-up. Also note that you

may export Sharing and Views from the Import/Export Options to have a complete picture of your
SecureSheet at any point in time.

SecureSheet makes a backup every morning at 4:00AM Eastern Standard Time. That backup may be
recovered for up to seven (7) days.

You will move your files around the areas of your site, as well as potentially make copies of or delete a

SecureSheet. Tasks you may perform include:

O Accessing Active, Hidden, and Archived Areas of Your Site

O Hiding or Archiving a SecureSheet

O Moving a Hidden SecureSheet to Active




Copying a SecureSheet

Renaming a SecureSheet

Deleting a SecureSheet

o O O O

Attaching a file to File Attachments in SecureSheet (to securely share an excel file with the
SecureSheet Support Team)

Highlight the Name of a SecureSheet

Update Your Organization's Private Label Information

End of a Cycle Process

Upload to File Attachments in SecureSheet

The File Attachments area in SecureSheet is a secure file sharing tool that allows:
® Sharing your initial Excel model with the SecureSheet Support team

® Sharing end user instructions from within your SecureSheet

® Storing images that are used to produce statements at the end of your planning cycle

Initially, there will be two folders in your File Attachments: files and images.
® The files folder allows excel and pdf files to be uploaded. Excel files must be password protected.

® The images folder allows png and jpg files to be uploaded. This folder stores your site logo and any
other image files required on your statements.

Upload a File

1. Login to SecureSheet.
2. Onthe My SecureSheets home page, click File Attachments.

My SecureSheets Create A SecureSheet <— File Attachments>
| I | ViewActive SecureSheels

1

s Sheet N G

Admin Tasks ﬁre e y | /ﬁ% Created By

| Choose A Task g | 2022 Merit/Bonus Compensation Planning A jill.anthony@acmg
1
Number Of SecureSheets 1

3. Select the Files or Images folder from the Choose The Folder: dropdown. This is the folder that you
want to upload a file into (Excel or .PDF files into Files, .png or .jpg files into Images).

SecureSheet File Manager Manage Folders
IChoose The Folder _ Select the file to upload: | Choose File | No file chosen Upload
File Name = images I

4. Find the file that you want to upload to the site:

O a. Click Choose File. Your file system will appear. Select the file you want to upload. The file
name will appear next to the Choose File button.

O b. Click Upload. Your file will appear in the File Name list.

SecureSheet File Manager Manage Folders
Choose The Folder: R Select the file to uo| Choose File | Userlnstructions.pdf
File Name Delete

User Instructions. pdf| Delete
1

Number Of Files 1 Total Size 0MB




5.
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Email the SecureSheet Support Team to inform that you have uploaded a file for review.

Download a File

Login to SecureSheet.
On the My SecureSheets home page, click File Attachments.
Select the file you want to download from the File Name list.

SecureSheet File Manager Manage Folders
Choose The Folder: BElEEE Select the file to upload: | Choose File | Mo file chosen

File Name Date Created Size Delete
User Instructions. pdf 97442022 605 KB Delete
1

Number Of Files 1 Total Size 1MB

Depending on your browser, your open and save options will appear and you may open and/or save

the file.

NOTE: When you download the file, it will have an .aspx or an .aspx.pdf file extension when it is
downloaded, and the file name will be from the file export. It will not be the name of the file as it
is stored in the Files or Images folder in SecureSheet. You may go to your Downloads folder in the
file system and rename the file to change the extension from .aspx.pdf to .pdf or .xlsx. The file will
then open with the associated application for that file extension.

Access Active, Hidden, and Archived SecureSheets

As you move SecureSheets from one area of your site to another, you will need to access them by getting

to the respective area in which they are located.

Accessing Active, Hidden, and Archived SecureSheets

1.

2.

3. You will move to the area of your site as selected and you will see the SecureSheets that are stored in

From your SecureSheet Home Page, select theView Active SecureSheets drop-down.

My SecureSheets Create A SecureSheet Click Here For Online Training
p— —
| Search View Active SecureSheets W !
1
T SecureSheet Name Group —
min Tasks |-AII- V| IW reated By
| Choose A Task V| 2020 Merit'Bonus Compensation Planning A jill. anthony

Select View Hidden SecureSheets or View Archived SecureSheets to access the SecureSheets in
either area of your site.

ACME

My SecureSheets Create A SecureSheet Click Here For Online Trainin

+ b
View Archived SecureSheets

1 View Hidden SecureSheets

B SecureSheet Name
Admin Tasks

| Choose & Task Vl 2020 Merit'Bonus Compensafion Planning A jill. anthon

that area.
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My SecureSheets Create A SecureSheet Click Here For Online Training|
e —
I ] view Hidden SecureShests hd

: —_—

P - SecureSheet Name Group
min Tasks (a1 V|W

| Choose A Task V| Users-Views

| Choose A Task V| Implementation Plan

[ Choose A Task || 2019 Employee Mapping B

| Choose A Task V| ImpersonationList F

4. Select View Active SecureSheets to move back to the SecureSheets that are live in your organization.

Links to SecureSheet Site Management Tasks:

® Hiding or Archiving a SecureSheet

® Moving a Hidden SecureSheet to Active

® Copying a SecureSheet

® Renaming a SecureSheet

® Deleting a SecureSheet

Move a Hidden SecureSheet to Active

You can move a SecureSheet from the Hidden SecureSheets or Archived SecureSheets areas of your site.
Moving a SecureSheet from Hidden - or unhiding a SecureSheet - puts the SecureSheet in the Active
SecureSheets section of your site, which is accessible to any end users who are shared to it. You will
unhide a SecureSheet each time you have been working on a hidden SecureSheet that is ready to go-live
for end users.

Moving a Hidden SecureSheet to Active

1. Select View Hidden SecureSheets from the drop-down.

My SecureSheets Create A SecureSheet Click Here For Online Trainin

- o k-
View Archived SecureSheets
View Hidden SecureSheeis

1

B Secure Sheet Name
Admin Tasks

| Choose A Task Vl 2020 Merit'Bonus Compensafion Planning A jill. anthon

2. Select Unhide the SecureSheet from the Admin Tasks drop-down next to the SecureSheet you want
to make Active.
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Admin Tasks

Choose A Task

Impersonate Users
Share
Import/Export
Properties

Change Name
Automate Tasks
Audit Activity
Delete Views

Copy

Verify Lizer Views
Adminsirative Refresh
Reset Cache

nhide the SecureSheet

mrersheet
Delete

The SecureSheet will move to the Active SecureSheets area of your site, and it will be accessible to

end users who have been shared to it.
NOTE: Follow similar steps to move a SecureSheet from the Archived SecureSheets area of your
site; start in the Archived SecureSheets area and select UnArchive SecureSheet from the Admin
Tasks drop-down.

Links to SecureSheet Site Management Tasks:

Hiding or Archiving a SecureSheet

Copying a SecureSheet

Renaming a SecureSheet

Deleting a SecureSheet

Hide or Archive a SecureSheet

You can move SecureSheets from one area of your site to another if you want to hide a SecureSheet from

end users or if you are done with a cycle and ready to archive the SecureSheet until the next cycle.

Hiding or Archiving a SecureSheet

From the Admin Tasks drop-down next to the SecureSheet you want to move:

1.

Select Hide the SecureSheet to move the SecureSheet to the Hidden SecureSheets section of your
site. Only SecureSheet Administrators can see SecureSheets in the Hidden section of your site.

Select Archive the SecureSheet to move the SecureSheet to the Archive SecureSheets section of your
site. Only SecureSheet Administrators can see SecureSheets in the Archive section of your site.
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Admin Tasks
Admin Tasks
Share
i Chovse ATask |
; Change Name | RS
Properties Impersonate Users
Import/Export ' Change Name N
Automate Tasks Properties
Audit Activity Import/Export
Delete Views Automate Tasks
; Audit Activi
Verify User Views Delete "ufie\ﬂxri
Copy Verify User Views
Lock the SecureSheet Copy
i heet Lock fhe SacursSheat
I Eide the SecureSheel> ¢Eichive the SecureSheel>
A rezh E-.} Hide TNE"SECTTE S Tice 1
Re=et Cache Adminstrative Refresh
Delete Reset Cache
Clear Cell History Delete
Clear Cell History

The SecureSheet will move to the area you selected, respectively.

Links to SecureSheet Site Management Tasks:

® Moving a Hidden SecureSheet to Active

® Copying a SecureSheet

® Renaming a SecureSheet

® Deleting a SecureSheet

Copy a SecureSheet

You may need to make a copy of a SecureSheet in the following scenarios:

o If your implementation team plans to train managers, you may want to make a copy of your
SecureSheet when it is close to go-live and load it with “dummy” data to use to demo your
system during training.

O  When you move into the next cycle of compensation planning; after the first year, the typical
process is to copy the previous year’s SecureSheet as a starting point for the upcoming cycle
and rename it accordingly. When working with copies past the first year, you store the
previous cycle in the Archive SecureSheets area of your site and keep the cycle you are
refreshing in the Hidden SecureSheets area of your site as you work through refreshing it.

Do not make copies of your SecureSheet for back-up purposes. SecureSheet automatically makes back-ups
so there is no reason to load your site with unnecessary copies.

Copying a SecureSheet

1. Login to SecureSheet.
2. Select Copy from the Admin Tasks drop-down next to the SecureSheet you want to copy.
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My SecureSheets Create A SecureSheet Click Here

m View Active SecureShee]

1

. Secure Sheet Name
Admin Tasks

-All- W
Choose A Task 2020 MeritBonus Compenzation Planning

Share
Impersonate Users

Change Name
Properties
Import/Export
Automate Tasks
Audit Activity
Delele Views
ser Views

&)

e SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache
Delete
Clear Cell History

Select Yes from the Copy — Are You Sure? drop-down to confirm you want to copy the SecureSheet. A
copy of your SecureSheet is made and remains in the area of your site where you made the copy
from.
NOTE: If you were working in the Active SecureSheets area of your site, hide the SecureSheet
while you are preparing it for end user access.

My SecureSheets Create A SecureSheet Click Her
==l | view Active SecureSh
1
Admin Task SecureSheet Name
min Tasks | Al W,
e
': Copy - Are You Sure? 2020 Merit/Benus Compensation Planning
M es 4
o k

Number Of SecureSheets 1

Rename the copy of the SecureSheet.

NOTE: The Sharing and View set-up that was in the SecureSheet you copied is included in the
copy you made. The cell history is not included in the copy.

Links to SecureSheet Site Management Tasks:

Hiding or Archiving a SecureSheet

Moving a Hidden SecureSheet to Active

Renaming a SecureSheet

Deleting a SecureSheet

Rename a SecureSheet

Administrators may change the name of any SecureSheet in any area of your organization’s SecureSheet
site and at any time.

Renaming a SecureSheet

1.

Login to SecureSheet.

2. Select Change Name from the Admin Tasks drop-down next to the SecureSheet you want to rename.
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My SecureSheets Create A SecureSheet Click Here For Onlin|

[view Active Securesheets
1
e, Secure Sheet Name Group
min Tasks ’—|-AII- v l—\.m. ]

ErEa S | 2020 Merit/Bonus Compensation Planning A

Share

Sers
Change Mame I:g

Import/Export
Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

3. Update the Name properties as desired:
O A. Change the SecureSheet Name.
O B. Enter/update the Group. Group helps to organize SecureSheets that are used for the
same project.

= For example, group your compensation SecureSheet and the Users-Views SecureSheet
for your Merit cycle with a “Merit” group name, and group your bonus SecureSheet
and the Users-Views SecureSheet for your Bonus cycle with a “Bonus” group name.

O C. Click Upd to save your changes.

My SecureSheets Create A SecureSheet Click Here For Onling
[ Search |

1

Admin Tasks V] "

Upd Cancel  ([2020 merBonus Compelff) B

1
Number Of Secure Sheets 1

Links to SecureSheet Site Management Tasks:

® Hiding or Archiving a SecureSheet

® Moving a Hidden SecureSheet to Active

® Copying a SecureSheet

® Deleting a SecureSheet

Delete a SecureSheet

When a SecureSheet file goes back farther than one year, you will need to export and save it locally for
on-going archive purposes. After you have files exported and saved locally, you may delete the file from
SecureSheet.
Proceed with caution when deleting a SecureSheet. Confirm that you have exported a local copy for
historical purposes.
NOTE: If you need to restore a deleted SecureSheet, there is an incremental support services fee
to do so.
If you have any questions before deleting a SecureSheet, contact help@securesheet.com for assistance.
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Deleting a SecureSheet

1. Select Delete from the Admin Tasks drop-down next to the SecureSheet you want to delete.
2. Select Yes or No from the Delete — Are You Sure? drop-down to confirm your intent to delete the
SecureSheet completely from your site.

Admin Tasks

Share

Impersonate Users
Change Mame
Properties
Import’Export
Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh

ache
§ Delete
r Cell History I}

Admin Tasks

Links to SecureSheet Site Management Tasks:

® Hiding or Archiving a SecureSheet

® Moving a Hidden SecureSheet to Active

® Copying a SecureSheet

® Renaming a SecureSheet

Highlight the Name of a SecureSheet

If you are managing multiple projects in SecureSheet at once, it may be helpful to highlight the
background of each SecureSheet on the SecureSheet home page.

The only downside to highlighting the SecureSheet name is that the Maintenance Lock or SecureSheet
Lock visual indicators of yellow and red will not be visible should you lock a SecureSheet for maintenance
purposes. This is an important note for maintenance communication coordination if you have multiple
administrators working on SecureSheet and you have used background highlighting to distinguish multiple

projects.

Highlighting the Background Name of a SecureSheet

1. Select Properties from the Admin Tasks drop-down.
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My SecureSheets Create A SecureSheet File A

| View Active SecureSheet

1

Admin Task Secure Sheet Name
min Tasks l_
_All- W
Choose A Task 2020 MeritBonus Compensafion Planning

Share
Impersonate Users

| ChangeMame——— |
d Properties E }

Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History

2. Select a color from the Back Color: (color on My SecureSheet Page) drop-down.

Edit SecureSheet Properties

SecureSheet Name 2020 Merit'Bonus Compensation Planning
SecureSheet 1D: 135

Created By: jill.anthony@acmeservices com

Date Created 3/24/2019 1:26:49 PM

Maintenance Lock:

Passwords must be created for exported sheets:

Allow User To Override Formula
[ Mone

@ulnn (color on My SecureSheet Page)

—

3. Click Apply.
4. Click<< Go Back. Your SecureSheet will have the background color you selected.

My SecureSheets Create A SecureSheet File Attachments

| m [ view Active SecureShests ~ |

1

. Securesheet Name Grouw
Admin Tasks I_M_—_ v| m%l Created By Date Created
| Choose A Task v| 2020 MerittBonus Compensation Planning A jillanthonyi@acmeservices.com | /242019

1
Number Of SecureSheets 1

Manage the End of a Cycle

When you reach the end of the cycle with a specific SecureSheet, you determine which users (if any)
besides administrators need to access the SecureSheet in the off-cycle months.

User Permissions at End of Cycle

Take one of the following steps based on the scenario in your organization:

®  When only SecureSheet administrators need access to the SecureSheet in the off-cycle months,hide
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the SecureSheet.
NOTE: For compliance purposes, SecureSheet will only store files one year back.
® Sometimes HR team members (or another group of users) are active in a SecureSheet through the off-
cycle months.
O In this case, you would arrange for licenses for their continued access.
O Leave the SecureSheet in the Active section of your site.
O For all team members who do not need to access SecureSheet in the off-cycle months, change
the email addresses in the Users tab in the Users-Views SecureSheet.
= Place an 'x' at the front or at the end of the email address. No rows will return in
their views if they happen to login.
= This approach continues to consume a user license should a user who does not need
access to SecureSheet happen to login.
OR
O Remove the users from Sharing.
* If you do this, first export sharing (from the Import/Export options) and save the
exported sharing file for future reference.

Select The Import/Export Option

Select An Oplion
Export - Values
Export - Values (.csv)

Export - Values/Formulas/Formats

prt - Sharing

I oaes %
Import - Values (By View)
Impaort - Values/Formulas/Formats

Import - Views
Impaort - Sharing

Site Clean Up

Keep your site easy to manage by doing end of cycle clean up:
e Hide the SecureSheet (if you have not already, and if only administrators need access to it in the off-
cycle months)

® Archive or delete the Implementation Plan SecureSheet (it is there solely for your use; if you are not

using it, you may delete it)
® Delete any other SecureSheets that may have been created through this cycle's setup - remember,
data may only be stored up to one year in the past in SecureSheet

e Hide the Users-Views SecureSheet (if not already hidden)

Process Improvements

® Capture future revisions / process improvements based on user feedback after go-live.

® Schedule a project debrief to capture insights and lessons learned for future cycles. Email the
SecureSheet Support team if you would like to review prior to the next cycle kick-off.

O Debrief topics may include:
1. What went well?
2. What could go better next time?
3. What were the greatest benefits you found using SecureSheet for your process(es)?
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8.

What were the challenges you found using SecureSheet for your process(es)?

What feedback did you receive from your end users?

Is there something you wish you could do in SecureSheet that you haven't done (in
support of a process)?

As an administrator, are there tasks in SecureSheet you would like to understand
more deeply/thoroughly?

What steps would you like to take proactively in preparation for next year's cycle(s)?

Update Organization Private Label Information

You may cutomize your SecureSheet site through the options in the Private Label settings, which you will

find in the System Administration tools in your site:

Organization Private Label

Organization Private Label contrains the settings fo private label
the site for this organization with logos, etc...

Qrganization Private Labe|

Organization Private Label Information

Each of the organization private label settings is optional, and the description of each setting is described

as:

Organization Private Label

Logo URL: |hﬂp@.ﬂseﬂursshee[-\mages.sS.amazunaws.wmiﬂ 22|’ima:_| I This is the company logo sized to 160x40 pixels stored in the images folder in File Attachments I
Contact Us URL: .

ontact s |”'5'“U-°"‘ ices.com | I ‘When a user clicks the Contact Us link, this is the TO:email address where their guestions will be sent I
Help URL: | |
Return Link: I Users will return to the Return URL: specified in the next line when they logout I
Return URL: .

|hﬂp@..ifwww.5ewresheet.com | I This is the URL users will land on when they logout. If it's blank, it goes to the SecureSheet login page I

Return Text: | |

Update Private Label

® Logo URL: This is initially setup by SecureSheet Support and is your organization's logo sized to

160x40 pixels. Your site private label logo file is stored in the images folder in File Attachmenst.

® Contact Us URL: This link may be set to any email address that you would like end users to email if

they have questions regarding a planning cycle. the syntax of the link must start with mailto: and then

may be any valid email address in your organization.

® Return Link: If you would like the user to land on a specific URL when they logout of SecureSheet,

turn on the checkbox and enter a Return URL in the next field.

® Return URL: Set to the URL you would like your users to return to when they click Log Out from their

SecureSheet home page.

Set Up Statements

Statement Setup Overview

If you generate a compensation statement (or letter) to your employees at the end of your planning cycle,

you may use SecureSheet to replace the tedious task of mail merges and centralized distribution.



SecureSheet will use your statement template and map the values from your main SecureSheet into their
respective locations in the statement content. Then, managers mayexport statements directly from a

view in SecureSheet, either individually or in a batch, and distribute to their respective team members.

Statements are built with these main components:

1. Statement tab - each statement has its own tab in SecureSheet where the contents of the statement
are stored, as well as any logic to accommodate hiding certain rows based on conditions that exist for
different statement scenarios.

2. Default view on the statement tab - identifies the formulas for SecureSheet to calculate during

statement export.
3. Statement logic on the main Securesheet tab - the first five columns on the main SecureSheet tab that

are reserve for SecureSheet are where the export logic is set up for statements (note - additional
columns may be used based on requirements).
4. Statement form view on the main SecureSheet tab - defines the statement tab to reference on export

and maps the Unique ID that SecureSheet uses during statement export to pull individual values into
the statement.

® Asan administrator, when you export your SecureSheet with an existing statement tab, you see the
statement design and logic that is built into the statement tab. The design and logic work with the
default view on the statement tab and the statement form view on the main SecureSheet tab.

® To work with a statement setup example offline that includes links to instructions,click here.

Videos:

® Export Statements

® Set Up Existing Views to Export Statements

® (Create Views to Export Statements

Statement Setup Process

The technical design standards covered in the Statement Setup Process are the basis for standard
statement development. In some instances, setup for a statement may be modified from these standards
to meet specific requirements.

The mapping and design of statements begins when you have solidified the design of your statements.
NOTE: Content tweaks may be implemented if changes are required prior to exporting
statements, however, all sections of the statement(s), values, and content paragraphs (if
applicable) should be defined prior to beginning any of the tasks identified below for setting up
statements.

Tasks and responsibilities for setting up statements:

1. Provide your Statement Template(s) with column mappings and information for inclusion/exclusion

scenarios - Client
Identify if any employees will not receive statements - Client

Design statement(s) into tabs in SecureSheet - SecureSheet Support Team

Build logic to map and format values from main SecureSheet - SecureSheet Support Team

ok wn

Build logic to show/hide information based on scenarios provided- SecureSheet Support Team
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https://www.securesheet.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet.com/help/PDFs/CreateViewstoExportStatements.mp4

6.
7.

Verify statements and test unigue scenarios offline - Client

Set up views for end user views to export statements - SecureSheet Support Team / Client

NOTE: Client administrators may perform any/all of the statement setup tasks as desired. The
SecureSheet Support Team is available to guide the knowledge transfer of the Statement Setup
Process.

Map Columns for Statements and Share Scenario Details

SecureSheet can transfer your statement template(s) from Excel or Word into tab(s) in your main

SecureSheet. The SecureSheet Support Team will assist in setting up your statement(s) in SecureSheet so

that they can be generated at the end of your cycle. See the Statement Setup Process for more detail.

Map Columns for Statements and Share Statement Scenarios

1.

2.
3.

In your template(s), either in Excel or Word, everywhere there is a unique value, identify the
corresponding column from your main tab in SecureSheet where that value can be found. Also
identify any scenario where a paragraph(s) or a line(s) of the template needs to be hidden (based on
logic that can be applied from the values in your main tab, e.g., hide when Department = "Sales"). For
example:

January 1, 2020

Col-G Full Employee Name column in compensation

Dear Col-F, First Name column in compensation SecureSheet

Thank you for your efforts that made this a successful year for our company. Below are your

compensation details for the following year. Scenario of when to show paragraph or
hide paragraph, and column mappings
If Column BA is not blank OR (if AZ is blank AND BF=0) for salary values.

Effective January 1, 2020 your Col-BA salary will increase from % Col-5 to § Col-BG payable semi-

monthly, in accordance with our normal payroll procedures.

Upload your template to File Attachments in SecureSheet.

Let the SecureSheet Support Team know if there are any employees who will not be receiving a
statement, but may still have a row in the SecureSheet. Logic will be added that removes the
statement export from those employee rows.

If applicable, email the logo or header image file in .png or .jpg format to SecureSheet Support.

The next steps the SecureSheet Support Team will execute are:

Design statement tab(s) in your main SecureSheet,

O Create formulas in the statement tab(s) that map to the row values from your main
SecureSheet tab to pull the specific row values into the columns you have identified in the
mapping

*  For example: =INDIRECT("'Merit'!"&"R"&SNS3)
Build formulas to apply logic to show or hide paragraphs or values in your statement(s) to support the
scenarios defined by you

O For example:
=IF(AND(ISBLANK(INDIRECT("'Merit'!"&"AZ"&S$N$3)),INDIRECT("' Merit'"&"BE"&S$NS$3)
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® Set up the All Data (View Only) view to export statements so you can verify statements,

® Add statement export logic to the end user views that will have the ability to export statement(s).

NOTE: Client administrators may perform any/all of the statement setup tasks as desired. The
SecureSheet Support Team is available to guide the knowledge transfer of the Statement Setup
Process.

Design a Statement Tab

Statement Tab Design - An Example

Each statement will have a corresponding tab in SecureSheet. For consistency and ease of maintenance,
the following standards are applied to a new statement design:
® Columns A through F are the statement content.
O Additional columns may be used if necessary to accommodate the content design.
® Column L is the Show column.
O  Whether or not a row is shown or hidden on a statement is controlled by the value in the
Show column. If a formula is on a row, it will be highlighted and indicates that there is
special scenario logic that will be applied to determine if the row is displayed or hidden. For
example:
»  =|F(AND(ISBLANK(INDIRECT("'Merit'I"&"AZ"&$N$3)),INDIRECT("'Merit'I"&"BF" &SNS
3)>0),"Show","")
® Cell N2 is the Unique ID which gets cross referenced to the ROW ID on the main SecureSheet tab.

® Cell N3 is the calculated ROW ID on the main SecureSheet tab that tells SecureSheet the specific row
to pull values from for the unique statement.
O The formula syntax for this cell is:
* =IFERROR(MATCH(SNS2,Merit!SAS1:5A$5000,0),"Not Found")
® Where "Merit" equals the main compensation tab name and Column A is the
SecureSheet Unique ID.

®  Each unique value in the content of the statement is mapped to a specific column(s) in the main
SecureSheet tab using an INDIRECT formula. For example:

O Concatenate two columns (e.g., firstname lastname) for statement content:
* =INDIRECT("'Merit Data'!"&"K"&SNS3)&" "&INDIRECT("'Merit Data'!"&"L"&SNS3)
= Shows as Todd Falco in the statement

® To ensure cell data is formatted with two decimal places, use the TEXT formula in conjunction with
INDIRECT:

o =TEXT(INDIRECT("'Merit Data'!"&"AP"&S$NS3),"$#,##0.00")
O Shows as $87,000.00 in the statement
®  Column mappings within a paragraph:
O ="Your earned payout is "&TEXT(INDIRECT("'Merit Data'l"&"0"&SNS3),"S#,##0")&". This
amount was derived by multiplying your target opportunity of "&TEXT(INDIRECT("'Merit
Data'!"&"P"&SNS3),"S#,##0")&" by the Total Weighted Payout % listed above."



Show Column Example:

N3 - fe | =IFERROR(MATCH($NS2,Merit|$ASL:SA$500,0),"Not Found") ! £ sHow £ ! —_— 2
‘ Formula for Céll N3 that matches unique ID to its row on main compensation tab Show Unigue : 705
Show Merit Row: :\FERROR(MAT-
G H | J K L W N o P Show
1 SHOW Show
2 Show Unique D: 705 Show
3 Show  Merit Row: 195] Show
4 Show Show
5) Show Show
5 Show Show
7 Show Show
s Show " IF(AND(ISBLANK(I G i TG Fide
] Show "IF{AND(ISBLANK(I et
il Show " IF{INDIRECT("'Me
" Show " |F{INDIRECT("'Me
12 : » ::IF(AND(INDIRECT\
13 ZIF{AND(INDIRECT|
14 5 "ZIF{AND{INDIRECT|
15 i

Statement Tab Show Column with Show Logic Explained:

A B c D EFGHI JK L M N o
1 Show
2 ilink/https:/iwww.secur loud.com/public_folder/71 meP _logo_new._ ipg Show  Unique D: 497 Aunique ID from Column A on the main data tab in your SecureSheet
The formula in Cell N3 (=IFERROR(MATCH(SNS2 MeritBonus!SA$1:3A55000,0), Not.
Found")) matches the Unique ID in cell N2 o its corresponding row number on the
. main data tab in your SecureSheet. The data on that Unique ID row will be pulled into
3 Your Total Compensation Statement Show  MeritBonusRow: T the statement
The formula in Gell N checks for merit eligibility as defined in Golumn L on the main
data tab (=INDIRECT("MeritBonus & "L"&8N$3)). This is used in the logic in the Show
column (Column L) to determine whether or notthe Merit section of the statementis
4 FY 2022 Show  MeritEligible: Y shown or hidden for this employee. In this example, the Merit seclion starls on row 14.
data tab (=INDIRECT("MeritBonus & M"&SN$2)). This is used in the logicin the Show
column {column L) to determine whether or not the Bonus section of the statementis
shown or hidden for this employee. In this example, the Bonus section starts on row
5 Employee Name: Jimmy Memulin Show Bonus Eligivle: Y
6 Employee ID #: Show
7 Manager's Name: Todd Falco Show
8] Show
9 | This statement provides a summary of compensation based on your year-end performance appraisal. We Show
10 Show
1 PERFORMANCE show
12 FY 2022 Performance/Values Rating: Below Show
13 Show
14 MERIT Show The formulas in cells L14 through L19 (=IF(3N$4="Y""Show", ™)) contain the logic that controls whether or not the Merit
15 FY 2021 Base Pay: $33.883.00 Show  Sectionwill be shown or hidden on the statement, using the value in the Merit Eligible call N, which pulls the Werit
3 2022 Morit Increase %: 6% Ty E LSS ST RGeS (S R £ R B T S e
17 2022 Merit Increase Amount: $1,897.45 Show
18 2022 Base Pay™: $35,780.45 Show
19 Show
. section will be shown or hidden on the statement, using the value in the Bonus Eligible cell N5, which pulls the Bonus,
22 Individual Bonus Multiplier %: 100% Show  Eligibile setting from Column M on the main data tab. If the employee is eligible for Bonus, the section will show,
123 FY 2022 Bonus Payment*: $1.694.15 Show  otherwise it will be hidden.
124 Show
25 Show
126 i the max of Show
127 Show
128 **Effective the first payoheckin January Show
129 _ Show
30 P ot SIP, Plea: d sligiti Show This footer note only applies to statements whers the Bonus section is shown, and the formula used in cells L20 through
31 Show  L23isusedhere
32 Disclaimer: Show
33
Instructions | MeritBonus | Statement | Data ® 4

Continue to setup the statement on main SecureSheet tab:

o Modify the Default View on the Statement Tab

Modify the Default View on the Statement Tab

Modify the Default View on the Statement Tab

After a statement tab is created, the Default view on the Statement tab must be modified accordingly to
support the INDEX/MATCH and INDIRECT formula logic on the statement tab that pulls in unique values

for each exported statement:
From the statement tab, select Views.

Turn on the Export Link: checkbox.

I o

Enter P#HidelS in the Export Options:
Turn off the following checkboxes: Row IDs, Col IDs, Grid Lines, and Cell Border.
Enter the last row of content on the statement tab in the Freeze at Row field. SecureSheet will then

Select Default from the Views: dropdown.

checkbox.

be able to automatically calculate all the mappings and applied logic for all of the rows in the

statement.

NOTE: If you export a blank statement, check that your freeze at row is set to the last row of




content on the statement tab.
7. Putan Advanced Filter on Column-L: Seq: 1 = Show.
8. In Summary Calcs, enter: A1=THIS;K1="#disablescrolling#";L1="#hideheaderrows,L1:L39#"
O Where hideheaderrows includes all of the rows in the statement and is the same as the
"Show" column (in Step 8).
9. Set every column with statement content to be displayed to Locked.
10. Set every column without statement content to Hidden.
11. Click Save View.

Edit Views: Add Views | Delete Views | Copy Views
Select a View: [ Default | View Name: [Default | Secured view: # Lock Date:[ |webAPL: [J Cell Change History [ Paste Link: [
Export Link & Export Options: [F#HideLS | Print Link: & Format Link: () Formuta Link: ) Adv. importExport: # Row 1Ds: [) ColIDs: & Grid Lines: [) Cell Border: () Hide Col IDs: () Save Button: [} searcn: [

Freeze at Row: Freeze at Column: Rows per page: Columns per page: Advanced SortfFitter: & Lock Cell Range (use ; as separator): Hidden Header Rows (use ; as separator):[_______| Multi-Setect Filters: ()
jCol_______Properties _______lAutoSortAutoFilter Advanced Sort _| Advanced Filter

e Dn U | U e[ vlaw vl vllim v Jumosssv][ vl ]| uncomev]

. O | O el vl vl vl v Jowessvl vive v unossev]

o O [ Jsea:[ v[Asc vlseq:[ v|[ike  v]| |[Untocked ~ ][ w[like v ]| |[UnLocked v |

. O [0 (sea:| v][Asc ¥|seq:[ v][like v UnLocked v vlike  w UnLocked v

. O [ Jsea:[ v [asc vlsea:| v|[ike  v]| |[Untocked ~ ][ w[ike v ]| [ UnLocked v |

O Locket @ oz O O lsea:| vlase vlseq[ viike v I[untockea v [ v [[ike — ~1| [[Untocked + |
Keep Filters Open: (]
Summary Cales: | A1=THIS H1="#disablescrolling# :F1="#hideheaderrows F1F34¢" |- ex. At=sum(A3:A100);B1=sum(B3:E100)

View Overrides : | ex. Sheet1;Azet=B;vi=C (sheet nameemail col:property=column;etc.)

| Preview | SaveView | Close

Continue to setup the statement on main SecureSheet tab:

® Set up the statement logic on the main SecureSheet tab

® Set up a statement form view on the main SecureSheet tab

® See the Statement Setup Process for more detail

Set Up Statement Logic on Main SecureSheet Tab

Statement Logic on the Main SecureSheet Tab

On the main SecureSheet tab, the first five columns are reserved to plug in statement logic that is
required to export statements in conjunction with the statement form view on the main SecureSheet tab
and the default view on the statement tab.

® Column A is the SecureSheet Unique ID (no leading zeros).
O This value is passed to the statement view through the INDEX/MATCH on the statement tab
so that the row values are pulled into the export.
O Column Title: Unique ID
O Formula (example): =F10*1
® Column B is the Export Statement Link.

O Thisis a hyperlink that places an Export Statment link on each row, which allows the export
of an individual statement.

O Column Title: Export Statement / Export Letter
Formula (example):
= =|F(logic that removes the statement functionality for any employee row that should

not have an associated statement,"","=IF(C7<>"","sv_statement//"&C7&"//Export
Statement&PDFID="&D7&"&S0O=Y","")

O For example:
= =|F(K7<>"","sv_statement//"&C7&"//Export Statement&PDFID="&D7&"&S0O=Y","")

O C7isthe view name that is referenced to export the statement content applicable to this
row, with the data row identified (e.g., 7).



O Export Statement is the text that will display for the hyperlink to export an individual
statement from column B on each row. This may be customized to your preference.
O D7 is the file name of the individual PDF file that will be exported as identified in Column D
on your main SecureSheet tab.
NOTE: This should resolve to "Export Statement" if the employee is receiveing a letter and blank
if the employee is not receiving a statement. You will not see "Export Statement" in Excel as this
syntax is custom to SecureSheet.
Column C is the form view name in the main SecureSheet tab that will export the statement content.
If you have more than one statement, the formula in this column needs to identify which statement
form the employee needs to receive.
O  Column Title: Form View Name

O Formula:

= =|F(logic that removes statement functionality for any EE row that should not have
an associated statement/specifies which statement format applies to this
row,"Statement1","Statement2")
NOTE: This should resolve to the PDF file name if this employee is receiving a statement and
blank if not. If the employee is not receiving a statement, this needs to be blank or a statement
will be generated for them.
Column D is the PDF File Name for the exported statement.

O This can be a concatenation of any columns in the main SecureSheet tab and any text to help
easily identify the statements when exported individually or in a batch.

O Formula (example): =IF(logic that removes statement functionality for any EE row that should
not have an associated statement,"" K29&" "&M29&" "&"2021 Compensation Statement")

NOTE: This should resolve to the PDF file name if this employee is receiving a statement and

blank if not.

NOTE: PDF file names need to be unique. If an employee is receiving more than one statement,

the statement name must be unique for each statement.

Additional Notes about Statement Exporting:

Formulas in columns B, C and D should resolve to blank for employees that will not be receiving a
statement, based on a condition(s) in the data. These formulas need to remove the statement logic
on a row so that they will not export in a batch nor individually when an employee is not receiving a
statement.

If every employee is receiving a statement, then the IF logic is not required. The “resolve to blanks” is
needed when everyone is not receiving a statement and you do not want letters exported with zero
values as it may confuse managers. Some clients choose to export anyway to use the letter as a
reminder tool that a conversation needs to occur with each employee.

Continue to setup the statement on the main SecureSheet tab:

Set up a statement form view on the main SecureSheet tab

See the Statement Setup Process for more detail




Set Up a Statement Form View on Main SecureSheet Tab

Statement Form View on the Main SecureSheet Tab

This is referred to as a pass-thru view that maps the Unique ID in Column A to the statement tab. The
logic on the statement tab then matches the values in the unique row as statements are exported
individually or in a batch.

From the main SecureSheet tab, select Views.

Click Add Views.

Select Standard-Form Layout from the View Type: dropdown.

Turn on the Export Link: checkbox.

Enter P#HidelLS in the Export Options: checkbox.

Turn on the Pass-Thru: checkbox.

Select the Template Sheet Name Ref: that matches the tab name in SecureSheet with the statement
layout/content.

No o~ DdhE

o

Enter the Template Row ID as the first row after the header row.

9. Enter A=N2 in the Template Mapping: field.

10. Set the header row on your main compensation tab to the Freeze at Row field.

11. If there are any header rows on your main compensation tab, hide them on this view by entering
them in the Hidden Header Rows: field, delimited by a semi-colon.

12. Set Column A to Locked.

13. Set every other column to Hidden.

14. Click Save.

Note: A view can only support one statement tab. If you have multiple statements, you will

have a 1:1 relationship between a statement tab and a statement form view on the main

SecureSheet tab.

Edit Views: Add Views | Delete Views | Copy Views

Select a View: [ Lettert | View Name: Lettert | View Type: [ Standard-Form Layout | Secured View: & Lock Date:| | Web APL: L) Cell Change History & Paste Link: [J

Export Link & Export Options: [F#HIdeLS | Print Link: () Format Link: () Formula Link: () Adv. import/Export: ) Row IDs: @ ColIDs: @ Grid Lines: & Cell Border: & Hide Col IDs: () Save Button: & Search: @ Links: & View Name: & Exit URL
A Save Text: Apass Thru: Apply Row Style: [

Template Sheet Name Ref: Template Row ID: (8| Template Mapping: [Nz B

** Map the columns using the syntax of Column ID=Template Cell ID separated by semi.colon. Ex: "A=B2;B=D2;etc.

Freeze at Row: Freeze at Column: Rows per page: Columns per page: Advanced Sort/Filter: () Lock Cell Range (use ; as separator): Hidden Header Rows (use ; as separator): [1:2:34.5:6_| Multi-Select Filters:
| Coll_Description _|________Properties _______lAutoSortiAutoFilter}

A |unique o - 0

O untockes @ Locked O wiggen| [

B Exportieter | O untocked O tocked @ miggen| [ 8]
C |LetterviewName O ynLocked O Locked @ Higden| [ O
D |poFFileName | O yniockes O Locked @ migeen| O O
E Reserved O untocked O Loctes @ Higgen| O 8]
F e O uniocked O Locied @ Higsen| 8]

e | soue v | Ciose |

If you have not done so already, continue to setup the statement on main SecureSheet tab:

® Set up the statement logic on the main SecureSheet tab

® See the Statement Setup Process for more detail

Allow End Users to Export Statements

Anyone in the organization can be given access to a view in SecureSheet that allows them to export
statements. Managers at any level and HRBPs may have the ability to export statements for their

respective teams.
When export functionality is added to a view, it allows individual statement export as well as batch
statement export; the batch exports all visible rows in a view. A view may be filtered to a specific set of



team members prior to exporting a batch of statements.
If you need to specifically audit the statement communication process, in the SecureSheet audit trail, you

can see which managers exported statements from SecureSheet.

If you have more than one statement for your employees (e.g., more than one language), you will need
more than one batch export view for your end users. Only one statement format can be exported in a
batch from a view. For example, you might have an Export Statements - English view that exports the
statement in English and an Export Statements - French view that exports the statement in French. You
cannot have one view that exports both versions. The SecureSheet Support team can assist with this view
set up as needed.

Videos:

® Export Statements

® Set Up Existing Views to Export Statements

® (Create Views to Export Statements

Set Up Views for End Users to Export Statements

Determine who in the organization needs to export statements, for example, HRBPs and Level 1
Managers. For each user group that needs to export, there are two approaches to choose from to set up
statement exporting.
NOTE: You may add statement export functionality to an All Data view so you can test exporting
statements (individually and in batch) as an administrator, prior to opening up the capability to
your users.
There are two popular ways to approach views that your users can use to export statements: use existing
views (which is the most straightforward) and create a communications/statement export view (if you are

adding communication managers as users for the communications phase of the process or you want to
minimize visible columns in the statement export view/s).

Use Existing Views

1. Click Views.

2. Select the view that you want to have statement export functionality.

3. Put a Lock Date on the view(s) from which users will export. This allows all the columns in the view
to be visible and prohibits any updates from being made in any columns set to UnLocked (i.e., it
supercedes the UnLocked setting).

4. Turn on the Export Link checkbox.

5. Enter #multiform#C;D;Click Here to Export Statements to PDF Format#HidelLS in the Export
Options: field, where:

O Cisthe view name to export

O Dis the PDF file name to export

O This allows statements to be exported in batch from this view.

NOTE: If you had this specific end user view set up with the ability to export to Excel, and you still
want users to be able to export the view to Excel, keep the "E" in front of the Export Options
syntax, for example: E#multiform#C;D;Click Here to Export Statements to PDF Format#HidelLS
This will give the users the option to export to Excel or to export their statements to a batch file
when they click Export View.

6. Set Column B to Locked, which is the column with the Export Statement link.


https://www.securesheet.com/help/PDFs/ExportStatements.mp4
https://www.securesheet.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet.com/help/PDFs/CreateViewstoExportStatements.mp4

Edit Views: Add Views | Delete Views | Copy Views

Sele Lianng ~ | View Name: | Manager | View Type: | Standard-Sheet Layout | Secured View: EB(Lock Date: [7/1/2020_ [Web AP1: BB Cell Change History [

xport Link B Export Options: [#multforn=] Byint Link: [ Format Link: [ Formula Link: B adv. importExport: B Row Ds: B col 1ns: B Grid Lines: B3 CellBorder: B Hide Col 1Ds: [] Save Button: Bl Search:

Freeze at Row-El Freeze at Column: Rows per page: n Columns per page'- Advanced Sort/Filter: Lock Cell Range (use ; as ) ROW-S(AJ) | Hidden Header Rows (use ; as sepa|
Eﬂm—mmz—mm
Ao Lockes @ wiggen| O seq:| w][Ase w|seq: like [UnLocked v ][ v ][ike  v]| [[UnLocked ~
B |Print statement | () npack Jhiggen | () O |sea:| w|[Asc w|seq: like [UnLocked v || ~[lke ]| [[UnLocked ~
— — — )

End users will see the print statement (or export statement) hyperlink in their respective view:

6 Print Statement

Print Statement
R —

& Print Statement

49 Print Statement

10 Print Statement

Create Views for Exporting Statements

1. Add new or copy existing views and modify for export statements view(s). If adding new views, make

sure the appropriate security filters are set in each view (refer to the filter(s) in the data collection
view that was created for each user group for which you may be adding a new export statement
view).

2. Turn on the Export Link checkbox.

3. Enter #multiform#C;D;Click Here to Export Statements to PDF Format#HidelLS in the Export
Options: field.

4. Make basic information columns visible in the view.

5. Set Column B to Locked, which is the link to export the statement individually.

6. Share the new view with the appropriate user group(s).

Export Large Statement Batches to Zip Files

Depending on an organization's operations, direct managers do not export statements, and sometimes
compensation teams or people partners have the responsibility to export statements for the organization.
When batches of statements may be large, the export job can take some time. To support large batch
exports, like when you kick off a job with 100, 250 or 500 statements, you can access the statements in

a zip folder through File Attachments when the export completes (which could take some time).

There are two steps to this setup:

® Set up aview to capture batch statement exports - add this to any view you want to have this
functionality

® Consider which users need to access this functionality and provide them instructions

Set Up a View to Capture Batch Statement Exports

1. Inthe View Properties of any view, add this sytax at the end of the batch export instruction in
the Export Options: field:
o #multiform#C;D;Click Here to Export Statements to PDF
Format#HidelLS#ZipPassword:MYCOMPANY#
= where MYCOMPANY is the password to open the zip file (you decide on the
password)




= This will tell SecureSheet to create an encrypted backup zip file with that password in
the statement_zip_files folder in File Attachments.

SecureSheet File Manager Manage Folders
Choose The Folder: | statement_zip files v | [Efillllll Select the 1

2. When a batch of statements is exported from a view with this added instruction, it will put the
exported statements in a zip file in the statement_zip_files folder and the Audit Activity detail will
show the file name:

SecureSheet File Aanage Folders

Choose The Folder: BRI Select the file to upload: | Choose File | No file chosen
File Name Jelete

T
Number Of Files 1

® Any user who is given File Attachment permission and knows the password to a zip file can access
the zip file backups in the statement_zip_files folder.
NOTE: If you have several users who need this zip file functionality and they can only access the
statement zip file for the employee data they have permission to access, set up a view for each of
them with their own unique password.

End User Instructions for Accessing Statement Zip Files

1. From your SecureSheet home page, clickFile Attachments. You will see
the statement_zip_files folder:

My SecureSheets II_FiIe Aﬂachments[
| m | View Active SecureSheets s

2. Find your file and click to download it:

SecureSheet File Aanage Folders

Choose The Folder: BRI Select the file to upload: | Choose File | No file chosen
File Name Jelete

T
Number Of Files 1

3. Open the zip file in your file system with password: <GIVE THEM THE PASSWORD>
4. When you export a large batch of statements, it could take a while, but when the job is complete, it
will be in the statement_zip_files folder.

Test Statement Scenarios Offline

If you have identified special conditions where rows may be hidden on a statement, you can test the
statement offline in Excel to validate the show/hide logic.
1. Export the SecureSheet. Include all tabs in your export so the statement tab can pull values from the
main SecureSheet tab.

2. Unhide hidden columns on the statement tab.
3. Change the Unique ID in cell N2 for an employee who meets a specific scenario that you want to test.
4. Verify the values in column L on the statement tab.

O If arow should be hidden for that employee, column L will not display "Show".

O In Excel, if you want to see the formula controlling the Show logic, select Formulas from the

menu bar and click Show Formulas.
NOTE: An administrator statement testing view may also be set up in SecureSheet so that you
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may experience a similar process that your end users will follow when exporting statements.

IT Team Instructions

When your end users access SecureSheet, they may login through the SecureSheet login page or your
organization may choose to setup Single Sign On (SSO).

Follow the steps to Setup Single Sign On. After you return your metadata file, SecureSheet Support will

send you an SSO SecureSheet test site so that you may test that your users may successfully access
SecureSheet through your internal SSO setup.

Also Whitelist SecureSheet so email communication from SecureSheet to your end users is not blocked.

Users may be set up to receive individual emails based on how your organization implements its process
in SecureSheet, or if your organization does not implement SSO, SecureSheet will send password reset
emails to your end users.

Set Up Single Sign On

SecureSheet allows organizations to sign into the application through Single Sign On. Follow these set-up
instructions.
SecureSheet only supports anIDP Initiated SAML login request for bypassing our login page.

As a Service Provider (SP), here is SecureSheet's SSO information:

® SecureSheet Service Provider entitylD = "https://www.securesheet-cloud.com/sso"

® Assertion Consumer Service (ACS) URL ="https://www.securesheet-cloud.com/sso/SAML/login.aspx"

Here is what SecureSheet needs from you as anldentity Provider (IP):

1. Your Identity Provider entityID.

2. SecureSheet requests that the Email Address of the user be passed as name identifier (the Subject’s
"NamelD" element). The SecureSheet system shares SecureSheets with end users by email address so
it needs this parameter for automatic sign on, which will in turn establish the appropriate security
access within SecureSheet for the authenticateduser.

3. Your Authentication Certificate (or SecureSheet can pull it from your SAML Certificate / SSO
Certificate).

4. Click here for the SecureSheet metadata file.

5. When you have completed your setup, send an export of your metadata file (Federation Metadata
XML / SAML Metadata File) to SecureSheet Support.

Once set up is complete on the SecureSheet side, you can test SSO login through your Identity Provider
(IP) initiated link. You will see a user login test somewhere in your SSO administrative tools. SecureSheet
support staff never see this link nor have access to it. This is the link you will need to share with your end
users so they can access SecureSheet through your SSO set up.

® For an example of an OKTA set up, click here.
® For an example of an Entra ID set up, click here.
® For an example of an Azure set up, click here.

® For an example of an ADFS set up, click here.

163 /180


https://www.securesheet.com/help/PDFs/securesheet_saml_metadata.pdf
mailto:help@securesheet.com?subject=Metadata File for SSO Setup

SecureSheet Help

NOTE: If you would like to include a SecureSheet logo on an internal portal page, click here for a
square SecureSheet logo file.

NOTE: If your Authentication Certificate expires, send your updated metadata file toSecureSheet
Support and we will update your certification information in our SSO setup for your organization.
The transition should be seamless to end users and it can be coordinated in detail as needed with
SecureSheet Support.

SSO OKTA Example

OKTA SSO Set Up Example:
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< Back to Applications

SecureSheet PenTest (GreyCastle)

: View Logs Monitor Imports

General Sign On Mobile Import Assignments
General Settings
App Settmgs Edit All fields are required unless marked
optional. Some fields may no longer be
Application label SecureSheet PenTest (GreyCastle) editable.
On-Premises Provisioning
Application visibility Do not display application icon to users

Do not display application icon in the Okta Mobile app On-premises provisioning allows you to

provision users to your on-premises

applications.
Provisioning None

On-Premises Provisioning

SCIM
Auto-launch Auto-launch the app when user signs into Okta.
Application notes for end users
Application notes for admins
SAML Settings Edit
GENERAL
Single Sign On URL https://www.securesheet-cloud.com/sso/SAML/login.aspx
Recipient URL https://www.securesheet-cloud.com/sso/SAML/login.aspx
Destination URL https://www.securesheet-cloud.com/sso/SAML/login.aspx
Audience Restriction https://www.securesheet-cloud.com/sso
Default Relay State
MName ID Format Unspecified
Response Signed
Assertion Signature Signed
Signature Algorithm RSA_SHA256
Digest Algorithm SHAZ256
Assertion Encryption Unencrypted
SAML Single Logout Disabled
authnContextClassRef PasswordProtected Transport
Honor Force Authentication Yes
Assertion Inline Hook MNone (disabled)

SAML Issuer ID http://www.okta.com/${org.externalKey}
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SSO ENTRA Example

ENTRA SSO Set Up Example:

Video: SecureSheet Azure Set Up
(similar to ENTRA)

SecureSheet is not a pre-configured applicatoin in ENTRA. Add SecureSheet manually as a new

application.

This is the basic configuration of our Entity ID, login URL and where email address is identified as NamelD:

Home > Enterprise applications | All applications > SecureSheetTest

SecureSheetTest | SAML-based Sign-on

Enterprise Application

B Overview

Deployment Plan Set up Single Sign-On with SAML

# Diagnose and solve problems

Manage more.

11! Properties

&4 Owners o

Basic SAML Configuration
. Roles and administrators

‘L Conditional Access . .
Unique User Identifier

» Permissions

@ Token encryption
9 SAML Certificates

Activit,

ctivity Token signing certificate
3 Sign-in logs Status

) Thumbprint
41 Usage & insights Expiration
§ Auditlogs Notification Fmail

App Federation Metadata Url

. -
m Provisioning logs Certificate (Base64)

Certificate (Raw)
Federation Metadata XML

<<

Access reviews

Troubleshooting + Support
Verification certificates (optional)

2 New support request Required

Active
Expired

o Set up SecureSheetTest

Login URL
Microsoft Entra Identifier

Logout URL

« T Upload metadata file ) Change single sign-on mode = Test this application

[
N Identifier (Entity ID)
& Users and groups Reply URL (Assertion Consumer Service URL)
2 Single sign-on Sign on URL

Relay State (Optional)
@ Provisioning Logout Url (Optional)
£ Application proxy
C  Self-service 9 Attributes & Claims

Custom security attributes .
givenname
) surname

Security emailaddress

name

27 Got feedback?

An SSO implementation based on federation protocols improves security, reliability, and end user experiences and is easier to
implement. Choose SAML single sign-on whenever possible for existing applications that do not use OpenlD Connect or OAut]

Read the configuration guide ' for help integrating SecureSheetTest.

& Edit

https://www.securesheet-cloud.com/sso
https://www.securesheet-cloud.com/sso/SAML/login.aspx
Optional

Optional

Optional

& Edit

user.givenname
user.surname

user.mail
user.userprincipalname
user.userprincipalname

Z Edit

Active
C5B06271171707BF40C1DDDBF7C98D6713108024
12/13/2026, 8:26:02 AM

jholland@securesheet.com
https://login.microsoftonline.com/ff63fed6-b1a9-... [

Download

Download
Download

& Edit

You'll need to configure the application to link with Microsoft Entra ID.

‘ https://login.microsoftonline.com/ff63fed6-b1a9-... [D‘
‘ https://sts.windows.net/ff63fed6-b1a9-4337-9fa1l-... ["D‘

‘ https://login.microsoftonline.com/ff63fed6-b1a9-... ["D‘

166/ 180


https://www.securesheet.com/help/PDFs/AzureSSO-SecureSheet.mp4

SecureSheet Help

SSO AZURE Example

AZURE SSO Set Up Example:

Video: SecureSheet Azure Set Up

SecureSheet is not a pre-configured applicatoin in AZURE. Add SecureSheet manually as a new
application.

This is the basic configuration of our Entity ID, login URL and where email address is identified as NamelD:

Home > SecureSheetTest
SecureSheetTest | SAML-based Sign-on
Enterprise Application
T Upload metadata file “2 Change single sign-on mode = Test this application 4 Got feedback?

B Overview

Identifier (Entity 1D} https/fwww securesheet-clowd.com/sso
Il Deplayment Plan Reply URL (Assertion Consumer Service URL)  https/fwww securesheet-clowd.com/sso/ SAML/login.aspx

" - Sign on URL o

. Diagnose and solve problems e . A

Relay State (Optional) Optional
Manage Logout Url (Optional) Cotional
II' Properties o
B Chmers Attributes 8 Claims & Edit
a: Roles and administrators givenname usErgivenname

Sumame USELSUMame
&% Users and groups emailaddress wsermail
D Single sign-on name useruserprincipalname

Unique User [dentifier useruserprincipalname
3 Provisioning

This is generated by AZURE as the link that can be sent to end users to initiate the SSO process to access
SecureSheet:
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Home > SecureSheetTest

“1 SecureSheetTest | Properties |

« save ) Discard [il] Delete 2 Got feedback?
. Overview
View and manage application settings for your organization. Editing properties like display information, user sign-in
Deployment Plan settings, and user visibility settings requires Global Administrator, Cloud Application Administrator, Application
Administrator roles. Learn more.
X Diagnose and solve problems

If this application resides in your tenant, you can manage additional properties on the application registration.

Manage
. Enabled for users to sign-in? @ Yes No
Properties
& Owners Name * © | SecureSheetTest v ‘
& Roles and administrators Homepage URL © - D
& Users and groups
Logo ©

3 Single sign-on
@ Provisioning

B Application proxy Select a file ‘ E
=

C  Self-service

User access URL (D I https://I i C pi/signin/a30a8822-dc72-4cb ... D]

] Custom security attributes

ApplicationID ©

Security
@ Conditional Access Object D ©
2. Permissions Terms of Service Ul © I Publisher did not provide this information [1s) ]
© Token encryption Privacy Statement Url © | Publisher did not provide this information (15} ‘
Activity Reply URL © | Publisher did not provide this information (15} ‘
3 Sign-in logs

Assignment required? ©
4 Usage & insights
Audit logs Visible to users? ©
& Provisioning logs Notes ©

7= Access reviews

Troubleshooting + Support

£ New support request

SSO ADFS Example

ADFS SSO Set Up Example:

Here's a general screen shot of an example using "Name ID":

% Add Transform Claim Rule Wizard *

tonfigure Rule

teps You can configure this nule to send the values of LDAP attributes as claims. Select an attribute store from which
Choose Rule Type }:o;ﬂ.r;haedmll_gm:' attributes. Specify how the attributes will map to the outgoing claim types that will be issued

Crndiy Hemn Fuin Claim rule name:

Same email as NamelD

Fule template: Send LDAP Attibutes as Claims

Attribute store:
Ihc:ti\re Directory L |

Mapping of LDAP attributes to outgoing claim types:

l;gfi;mm?bme {Select orfypeto Outgoing Claim Type (Select or type to add mare)
[ E-Mail-Addreszes « [ Mame 1D w
L 3 b b
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Whitelist SecureSheet

When SecureSheet sends individual emails:

www.securesheet.com, mail.securesheet.com

174.143.76.13

When SecureSheet sends support communication emails (such as password resets) using
SendGrid as the 3rd party provider but using our "A" records:

0l.email.securesheet.com

198.37.151.73

Example Spreadsheets

There are several example spreadsheets that you may open in Excel to work with as you model your own
spreadsheet.

® To access an example compensation model with SecureSheet Set Up Considerations in Excelexamples

included, click here.

® To access an example Users-Views file, click here.

There are several example spreadsheets in the following topics that you may open in Excel as an example
while you are modeling your own spreadsheet:

® Setup a Dependent Dropdown for SecureSheet

® Setup a Data Validation to allow a Dollar Amount or a Percentage

® Setup a Data Validation to Require a Comment

® Setup Conditional Cell Locking to Lock Columns on Rows

®  Multi-Level Approval Locking

® Multi-Level Approval Locking - Skipping Levels
e MROUND in Excel vs SecureSheet

® Blank Cells in Excel vs SecureSheet

Setup a Dependent Dropdown for SecureSheet

SecureSheet uses a very specific technique (there are many) for dependent dropdowns to work in both
SecureSheet and in Excel. In this technique, it is required that groupings for dependent selection must be
grouped across contiguous rows for the Excel lookup to work correctly.

For instructions and an example spreadsheet with a dependent drop down built following these steps,
click here.

1. Create a supporting tab to setup dropdown values for dependent data validation(s) (e.g., Data).
2. Create a named range for your first dropdown. In this example, the named range is DepartmentName


https://urldefense.proofpoint.com/v2/url?u=http-3A__www.securesheet.com&d=DwMFaQ&c=occRtaWYtfl4zUTjOCYfRw&r=RpHhmBLmppmxlDCkYNJAyw&m=D1ad4tZob4_2exMT69vFTYVi7TCKOOQPiKlUZoXYY6A&s=B4gqSs0lYIqjFP2TZlgUPC6n4W3CoisJNv3Aj7dF9E4&e=
https://urldefense.proofpoint.com/v2/url?u=http-3A__mail.securesheet.com&d=DwMFaQ&c=occRtaWYtfl4zUTjOCYfRw&r=RpHhmBLmppmxlDCkYNJAyw&m=D1ad4tZob4_2exMT69vFTYVi7TCKOOQPiKlUZoXYY6A&s=IwYCqq7qQR3lXvit0PFT_EarYMKOzxjMkBYsc23T3PE&e=
https://urldefense.proofpoint.com/v2/url?u=http-3A__securesheet.com&d=DwMFaQ&c=occRtaWYtfl4zUTjOCYfRw&r=RpHhmBLmppmxlDCkYNJAyw&m=D1ad4tZob4_2exMT69vFTYVi7TCKOOQPiKlUZoXYY6A&s=bPXG7JRoz7LfagYcGFjLdPeInABY1bFMKkMgPW9k32I&e=
https://www.securesheet.com/help/PDFs/SecureSheetCustomerSuccessExampleExcel.xlsx
https://www.securesheet.com/help/PDFs/SecureSheetCustomerSuccessUsersViewsExample.xlsx
https://www.securesheet.com/help/PDFs/DependentDropdownInstructionsandExample.xlsx

(on the Data tab, Cells C7:C14).

Create a named range for the second dropdown, which is dependent on the value selected from the
first dropdown. For example, after selecting a department (from the first dropdown), these would be
the job titles (second dropdown) available for it.

On the main tab, create a data validation for Department that links to the DepartmentName named
range on your Data tab.

For the dropdown that is dependent on the Department selected, create a data validation that refers
to the ssDeplist named range on your Data tab. This data validation needs to have this formula (refer
to the considerations section when you have more than one dependent dropdown - the dependent
data validations formulas must match the naming convention):

.=OFFSET(ssDepList, MATCH(B5,0FFSET(OFFSET(ssDeplist,0,0,1,1),0,0,ROWS(ssDeplist),1),0)-1, 1,
COUNTIF(ssDeplist,B5), 1)

Considerations

The Named Range(s) for dependent dropdowns must follow the naming convention ssDeplList,
ssDeplistl, ssDeplist2 .... through ssDeplList20. SecureSheet looks for this specific naming convention
to treat these as dependent dropdowns.

The dependent dropdown data validation formula must match the naming convention. When you
have more than one dependent dropdown, adjust the OFFSET ssDepList Named Range number and
MATCH cells with the correct references. For example:

.=OFFSET(ssDepList1, MATCH(B5,0FFSET(OFFSET(ssDepList1,0,0,1,1),0,0,ROWS(ssDeplList1),1),0)-1, 1,
COUNTIF(ssDeplList1,C5), 1)

For the OFFSET to work properly, the lists on the data tab will need to remain grouped by the first
column. In this example, the Accounting jobs must be in contiguous rows, Business Development jobs

in contiguous rows, etc.

Example of a main tab:

10
"
12

13
14
15
16
17
18
19

A B c D E F G H i K L I
1 Named Range: DepartmentName ssDeplList
(Values based on Datatab  (Values based on Data tab
Column C) Columns E & F)
=0OFFSET(ssDeplList,
MATCH(BS5,OFFSET(OFFSET(ss
Named Range Using Deplist,0,0,1,1),0,0,ROWS(ssDe
Column C of Data tab: pList),1),0)-1, 1, This is the dependent data validation setup for Column C
Data Validation Source formula: .=Departmenthame COUNTIF(ssDeplist,B5), 1) (on the Main Tab):
+ |START OF MAPPING Department Job Family Grou Data Validation ? X
5 |Not Used Accountng | =l .
& Mot Used Finance Settings ; Input Message  Error Alert
7 Not Used Human Resources ﬁ;;fj:"::;;imm“ Validation eriteria
& Mot Used Legal Accounts Payable Coordinator Allow:

Payroll Specialist
Accounts Payable Specialist List
Sr Accounts Payable Specialist
Payroll Administrator

- Ignare blank

“ Data In-cell dropdown

between ~

Source:
=OFFSET{ssDepList, MATCH(ES,OFFSET(OFFSET| |

[] Apply these changes to all other cells with the same settings

ear i Conce

Example of a supporting tab (data):
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A B C D E F

Named Range
« Used Department ssDepList
:
7 Accounting Accounting Invoice Analyst
8 Business Development Accounting Accounting Associate
9 Credit Accounting Payroll Analyst
10 Finance Accounting Accounts Payable Coordinator
11 Human Resources Accounting Payroll Specialist
12 Infarmation Technology Accounting Accounts Payable Specialist
13 Legal Accounting Sr Accounts Payable Specialist
14 Sales Accounting Payroll Administrator
15 Accounting Supervisor, Accounts Payable
16 Accounting Accountant
17 Business Development Reporting Specialist
18 Business Development Business Analyst
19 Business Development Manager, Business Development
20 Business Development Sr Manager, Business Development
21 Business Development Sr Manager, Mktg Analytics
22 Credit Cash Applications Representative
23 Credit Credit Operations Assistant
24 Credit New Accounts Representative
25 Credit Cash Applications Lead
26 Credit Credit Analyst
27 Credit Supervisor, Credit
28 Credit Manager, Credit
29 Credit Sr Manager, Credit
30 Finance Sr Financial Analyst
1] Finance Financial Analyst
32 Finance Sr Manager, Finance

Setup a Data Validation to Allow a Dollar Amount or Percentage Entry

If you require users to enter either a dollar amount or a percentage in a recommendation column, but not

both, you need to present an error to the user if they try to enter both. You do this by setting up data

validation helper columns and data validations that do the following:

Add helper columns to your structure that contain formulas that check to see if a value is entered in
the dollar amount column and the percentage column.

Check for the results of the helper columns in a data validation in both the dollar amount column and
the percentage column and present an error alert to the user if they have entered a value in both
columns.

For instructions and an example spreadsheet with a data validations setup to allow users to enter a dollar

amount or a percentage (not both) following these steps, click here.

Create a Dollar Amount column and a Percentage column on the main tab in your excel structure
where users enter a value in either column. In this example, Columns D and E on the Main Tab.
Create a column for a formula that checks for a value in both the Dollar Amount and Percentage
columns. This formula checks for values in both the Dollar Amount column and the Percentage
column, and returns a 1 if both columns contain a value. In this example, this formula is in Column H
on the Main Tab: =IF(AND(D3<>"",E3<>"")=TRUE,1,0)
Create a column for a second formula that checks for an error in the first formula. If there is an error,
the formula returns a 1 and if no error, it returns the result of the first formula. In this example, this
formula is in Column | on the Main Tab: =IF(ISERROR(H3),1,H3)

O Column I results in '1' only if the formula in column H results in '1' (i.e., the formula in column

H results in an error).

Create a Data Validation (including an Error Alert message) in the Dollar Amount column and the
Percentage column that references Column I. In this example, the data validation is in Columns D and
E on the Main Tab and the data validation formula is: =AND(13=0)

O This data validation formula checks the result of the formulas in the helper columns (in this
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example, Columns H and I) and if a user has entered a value in both, an Error Alert message
will pop up and stop a user from saving this change.

Considerations

® Changes must be saved in SecureSheet before the validations will be applied, i.e., the user will not see
the Error Alert message if they have entered a value in both the Dollar Amount and Percentage
columns until they click Save Changes in SecureSheet.

A B c D E F G H I f K L i N
Individual Performance
Factor (Enter Either
Percentage Or Dollar
Amount) Validation Formulas
Both § and
Actual % Entered
Suggested Dollar % Increase Merit (1 means s Valid Merit Min Merit Max Target Merit  Actual Merit  New Annual
Annual Salary Merit % Rating Amount  Percentage Applied Increase  yes) Entry Range % Range % Percent Percent Salary
573,000.00 4.0% Exceeds 5.0% 50% 3,650.00 0 0 0% 6% 40% 5.0% 576,650.00
$100,000.00 40% Partially Achieves  2,500.00 25% 250000 0 0 0% 2% 20%  [ESEE 510250000
587,000.00 4.0% Achieves 40% 40% 3.480.00 0 0 0% 4% 40% 40% 590,480.00
$105,000.00 4.0% Exceeds  6,000.00 57%  6,000.00 0 0 0% 6% 40% 57% $111,000.00

=TT O OT S T

Create the data validation in the Dollar Amount column and the Percentage column {columns D and E). The data
validation formula refers to the result in helper column I {(which works with column H to check for a value entered in

1 both the Dollar Amount and Percentage columns).
2
i Data Validation ? * . Data Validation ? x
5
g Settings | Input Message  Eror Alert Setlings  Input Message  Error Alert
7 Validation criteria [] §how error alert after invalid data is entered
] Bl
9 When user enters invalid data. show this emor alert:
Custom + [ 1gnore blank
0 Style: Title:
1
stop Invalid Entry
(2
3 Error message:
smula:
£ Eormula Only Percent OR Amount Can Be
5 =AND(3=0) T Entered, not both!
d @
T
(i}
9 [ Apply these changes to all ether cells with the same settings
0
1
o Clear All oK Cancel Clear All oK Cancel

Setup a Data Validation to Require a Comment

If you require users to enter a comment if entering a percentage/number that goes above the max, you

need to present an error to the user. You may use a helper column that has a data validation to do the

following:

® Add a column to your structure that contains a formula that checks if one value is greater than
another value and if the comment field is left blank.

® Check the results of the helper column in a data validation and present an error alert to the user if
they have entered a value greater than the max and the comment field is still left blank.

For instructions and an example spreadsheet with the data validations setup to require a comment when
a percentage is entered outside of range, click here.

1. Create an input column on the main tab in your excel structure where users enter a value. In this
example, Individual Performance Multiplier % (column D).

2. Create a column for a formula that checks if the comment field is blank when the input value is above
the max. If true, the formula returns a 1 and if false, it returns 0.In this example, this formula is in
Column G on the MeritBonus tab: =IF(AND(D3>1,(ISBLANK(F3))),1,0)

3. Create a Data Validation (including an Error Alert message) in the input column (column D in this
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example) that references Column G. In this example, the data validation formula is: =AND(G3=0)
O This data validation formula checks the result of the formula in the helper column (in this
example, Column G) and if a user has entered a value above max and has not entered a
comment, an Error Alert message will pop up and stop a user from saving this change.
O  For the user to save a value above max, they must enter a comment and then save their
changes.

Considerations:

® Changes must be saved in SecureSheet before the validations will be applied, i.e., the user will not see
the Error Alert message if they have entered a value above max and without a comment until they
click Save Changes in SecureSheet.
® After saving a value above max with a comment, a user could clear the comment, save and would not
receive the stop alert.
NOTE: Conditional formatting the comments column as red if no comment is entered when a
value is above max could be set up as a visual reminder.
A B Cc D E E G
1
Indivi dusl Helper - Comment Required if
Parformance Bonus Payout Individual Performance over
2 | Current Salary Target Bonus % Target Bonus § Multiplier % Amount § Comments 100%
3 sanms 10% §3 388 100% $3,388 1}
4 341,000 10% $4,100 A 54,018 1}
5 $a7274 10% $3727 a% $3,680 o
6 $34,237 10% §3.424 100% $3,424 [i}
7 s32877 10% §3 268 100% $3, 268 [i}
8 |sari70 10% $3 M7 100% $3. 17 0
9 335714 10% $3.5T1 100% $3.571 0
10 |$34.507 10% $3,451 100% $3,451 0
11 |$34,988 10% $3,499 100% $3,400 0
12 |$33.800 10% $3,380 100% $3,380 o
13 20,052 10% $2.095 100% $2,005 o
14 531,554 10% $3 158 100% 53,158 o
15 |$40,102 10% £4,010 100% 54,010 1}
16 |$33 854 10% §3 385 100% $3,388 1}
17 532 68 10% §3 297 100% 53,297 1}
18 328 804 10% §2 629 100% $2 689 [i}
19 |$d1,371 109 §4,137 100% $4,137 [i}
20
21
22
23
24
Create the datavalidation in the input column (column D). The data validation formula refers to the result in helper
25 column G.
26
27
28 Softings | INput Message  Errar Alert Sattings  Inout Message | Error Alart
29 Validatian eritarin o S eeror alet aftar invalid data is anterad
30 Al Witien user enlers irvalid dats, show this error alert:
31 Custam & o Ignoee bank Syl Title:
32 Stap & ‘Coermment Regunsd
33 Erfar massaga:
34 Formrdla: Adwickial parfarmanse multiplisr ¥
a5 SN i Sommaat than antar tha et
36 g fErthumRANCE MU &
a7
38 sipply these chenges to all cther ozlis with the same settings
39
40 Clear Al Canezl o Claar Al cancel o
41
42

Setup Conditional Cell Locking to Lock Columns on Rows

When you have multiple compensation planning programs in one planning model (e.g., bonus, merit,
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promotion, equity), not all employees will be eligible for all compensation programs. You may setup
conditional row locking in SecureSheet to lock the input columns for employees where they are not

eligible for a compensation program. You do this by:

® Setting up a Locked Cells column in your main SecureSheet tab and adding a formula that checks for
conditions and identifies columns to lock on each row, accordingly.

e |dentifying the Locked Cells column in the properties of each end user view where the locking

applies.

For instructions and an example spreadsheet with conditional cell locking setup on the main SecureSheet

tab, click here.

e Setting up the Locked Cells Column
Use one of the spare columns to the right of your last column of data that will contain the logic to

conditionally lock cells in SecureSheet.

o

O

Label a spare column "Locked Cells" in the header row.
Use the following formula structure to write the conditional logic that identifies which
column(s) to lock. For example, if an employee is not eligible for a merit award, lock the merit

input column.

Formula: =IF($L7="N","R"&ROW(),"")
Where: =IF(value_logic_check _or_checks,"ColumnLetterToLock"&Row()
_puts_excel_row_number_reference_into_formula,"else resolves to blank")

When you have multiple locking conditions, use a semi-colon to delineate the end of one
condition and the start of another condition.
Formula: =IF(SL7="N","R"&ROW(),"")&";"&IF(SM7="N","W"&ROW(),"")

When you have a range of columns to lock, follow a similar syntax the identify the range (in
this example, columns H through K will lock when the locking condition is met):

For example: =IF(OR(SM12="N/A",5SM12="Below D",5M12="Not Eligible"),"H"&ROW()
&":"&"K"&ROW(),"")

® |dentifying the Locked Cells Column in View Properties
On each end user view where conditional cell locking applies, identify the Locked Cells Column in the

view properties and cells will lock accordingly in SecureSheet.

o

Enter the following syntax in the Lock Cell Range (use ; as separator) view property:
ROW-S(AB)
Where: (AB) equals the Locked Cells column letter on your main SecureSheet tab

Add ROW-5(XX) on each end user view where cells need to lock conditionally.

Considerations:
You may have different cell locking scenarios for different groups of users. When that is the case, add as

many different Locked Cells columns as needed to accommodate each view. The ROW-

S(LockedCellsColumn) may be different on each user view, if needed.
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Edit Views: Add Views | Delete Views | Copy Views
Select a View: [ Manager ~ | View Name: [Manager ] View Type: [ Standard-Sheet Layout v | Secured View: @ Lock Date:[ | Web API: () Cell Change History () Paste Link: )
Export Link @ Export Options: [Emultiforme#| Print Link: () Format Link: () Formula Link: C) Adv. ImportExport: ) Row IDs: & col 1Ds: & Grid Lines; ell Border: & Hide Col IDs: () Save Button: & Search:

Freeze at Row: (5| Freeze at Column: Rows per page: Columns per page: Advanced Sort/Filter: @Lock Cell Range (use ; as separator): ROVSAE) ~[Pidden Header Rows (use ; as separator. | Multi-Select Filters:

| Col|_Description | _______Properties ______|AutoSortAutoFitterl _Advanced Sort Advancea Firter
A o O ¢ ® yogen| O [ |seq[ w][Asc ~seq[ v][ike ~ UnLocked v v[ike v UnLocked v

B et ststement | O yniooies @ toores O micien | e[ v][Ase Vseo Unlocied v Unlocked v

AR
AB
Column AB contains the
Itin, Ils that will
This is an example of & conditional cell locking rt;s:tk;: ii:: ,::_‘, T:
formula. The formula is checking for two each view where the
conditions and locking column R and column lock cell range points to
W from user input when one or both conditions column A8
applies. P
R7;
Locked Cells
=F{ELT="N","R"&ROWW), ™ &" "&IF (SN T="N""W"SROW (), ™) ;
=[F{ELE="N" "R &R0V}, ™ & "&IF (EME="N" "W"SROW(} ™) LiLhUL
W12
=[F{ELS="N""R &R0V}, ™ &", "&IF (SN S="N""W"SROW (), ™)

=IF(SL10="N""R"&ROW(),™ & "&IF (SM10="N" "W SROW(),™)

=IF(SL11="N" "R &ROW(),™ & "SIF (SM11="N" "W SROW(),™)
=IF(SL12="N""R°&ROW(),™ 4" "&IF (SM12="N" "W SROW(),™)
=F(SL13="N""R"&ROW(),™ 4" "&IF(SM13="N" "W SROW(),™) —
=IF(SL14="N" "R°SROW(),™)&" "SIF(SM14="N" "W SROW(),™) A1g:
=F(SL15="N""R"&ROW(),™ 4" "&IF (SM15="N" "W SROW(),™)

=IF(SL16="N" "R"&ROW(),™ 4" "&IF (SM16="N" "W SROW(),™) -
=IF(SL17="N""R"&ROW(),™ & "&IF (SM17="N","W"SROW(),™) :
=IF(SL18="N""R"&ROW(),™ & "&IF(SM18="N" "W SROW(),™) R24;
=IF(SL18="N" "R°SROW(),™ 8" "SIF (SM18="N" "W SROW(),™) zz
=F(SL20="N""R"&ROW(),™ 4" "&IF (SM20="N" "W SROW(),™) —
=F(SL21="N""R"&ROW(),™ 4" "&IF(SM21="N" "W SROW(),™) R28:W28

Multi-Level Approval Locking

Based on how the process runs thorugh your organization, approval locking can be used to control user
access based on approval status if desired.

For an example spreadsheet with approval locking setup, click here.

Scenarios may include:

® Each level submits/approves their recommendations before opening to the next level

® All levels remain open until the level above submits/approves their recommendations

SCENARIO: Each Level Submits/Approves Before Opening to the Next Level
In this scenario, each level of planners/management must submit/approve before it opens to the next.
Here's an example with Direct Manager, Level 2 Approver and Level 3 Approver:

® The submit/approval process needs be completed in this order: Direct Manager, Level 2 Approver and
Level 3 Approver:

O Direct Manager submits

O The data entry fields lock to the Direct Manager and open to Level 2 Approver
O Level 2 Approver approves
o)

The data entry fields lock to the Level 2 Approver and open to Level 3 Approver
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O Level 3 Approver approves

O The data entry fields lock to the Level 3 Approver

SCENARIO: All Levels Open Until the Level Above Submits/Approves:
In this scenario, all levels of planners/management can enter data until the level above submits/approves.
Here's an example with Direct Manager, Level 2 Approver and Level 3 Approver:
® The SecureSheet is active and all users have access to enter data
O Level 2 Approver approves
O The data entry fields lock to the Direct Manager
O Level 3 Approver approves
O The data entry fields lock to the Direct Manager and Level 2 Approver

Setting up the submit/approval locking:

1. The Excel model will need designated submit/approval columns for each level and separate locking
columns.

2. The locking columns will use IF statements based on the status listed in the submit/approval
columns.

3. InView design in SecureSheet, modify the advanced filter on the approval locking columns you've
created:

O a. Assign aSeq: to the advanced filter (the number will vary on how many seq you already

have set up)

b. Select the condition not equal to (<>) to be used for the comparison

c. List abc as the comparison text

d. Setto unlocked

e. Use or as the connector

f. Select the 2nd condition as In

o 0 O O O O

g. List the 2nd comparison text as LOCK or whichever word you choose to use within your
Excel IF statement for when the row should lock

O h. Setto Locked

Edit Views: Add Views | Delete Views | Copy Views
Select a View: |_2nd Level Approver ~ | View Name: [ 2nd Level Approver | View Type: [ Standard-Shest Layout | Secured View:  Lack Date:| | Web API: [J Cell Change History () Paste Link: [
Export Link & Export Options: Print Link: ) Format Link: () Formula Link: () Adv. importExport: ) Row 1Ds: & col IDs: & Grid Lines: & cell Border: [ ] Hide Col 1Ds: () save Button: & search:

Freoze at Row: Freoze at Column: Rows per page: [200_| Columns per page: [30__| Advanced SortFitter: ¥ Lack Cell Range (use ; as separator): [ROW-S(AZ) | Hidden Header Rows (use ; as separator):

AY | Lock Calls O untocked O Locksd @ ridden O e[ v][asc vson:[ v][ike v [Untocked ][ v[ike v] [UnLocked v|
AZ | Manager Locking () U ocked () Locked @ Hidden O sea:[ v][Asc vlsan [ v[like v Unlacked v v |[like v UnLgcked v
BA, 2nd Lovel approy ) i pcied O Locked @ Hidden 0 sea[ v][ase WL Ei d &w@w
BB 3rd Level Approv ) 5 ocked = Lockes @ Higden [ sea:[ v][asc v]seq[2v][<>  v]labc [UnLocked v [[or v |[=  vlLock
BC 4th Lovel Approv O uniocked O Locked @ Higden O sew[_~][Asc vsea:[ v][ike v [UnLocked v][ v][ike v] [UnLocked v|
BD| Final Level Appre. () oy ooked () Looked @ Hidden O sea[ vi[Asc ~seq[ v][lke UnLocked ¥ |[ v][ike v UnLocked v
BE | Manager Email | () {jni poked () Lacked @ Higden O sea:[ v][Asc ~seq:[ ~][lke  ~] |[UnLocked > ][ ~][ike  ~]] |[UnLocked ~
Label Row: Keep Filters Open: [

Summary Cales: [A1=THISAM4="vexit/copy|c|/AMIv|Approved/Approve All |- ex.A

Multi-Level Approval Locking - Skipping Levels

Based on how you run your process through your organization, approval locking can be used to control
user access based on approval status if desired. If your process requires each approval level to
submit/approve before opening to the next level, approval locking can be used to control user access
based on the approval status.




Follow these instructions when there are gaps within the approval chain. For example, if there are 5 levels
of leadership, 1 being the top of chain, and a direct manager of an employee is also a level 2 leader and
there are no levels between the employee and their level 2 leader, that is referred to as a gap in the
approval chain, or skipping levels in the approval process.

When there is a complete hierarchy without any gaps, follow the Multi-Level Approval Locking

instructions.

For an example spreadsheet with approvals that skip levels, click here.

Reach out to the SecureSheet Support teamif you need assistance with this setup.

SCENARIO: Each Level Submits/Approves Before Opening to the Next Level and the approval locking
needs to skip over any missing levels and apply approval logic at the next available level

In this scenario, each level of planners/managers/leaders must submit/approve before the planning data
input opens to the next level, but some approval levels may not exist on some employee rows.

Example requirement: The submit/approval process needs be completed in this order: Direct Manager,
Level 2 Approver, Level 3 Approver, Level 4 Approver and Final Approver:

® Direct Manager submits

O The data entry fields lock to the Direct Manager and open to Level 2 Approver
® |Level 2 Approver approves

O The data entry fields lock to the Level 2 Approver and open to Level 3 Approver
® |evel 3 Approver approves

O The data entry fields lock to the Level 3 Approver
® |evel 4 Approver approves

O The data entry fields lock to the Level 4 Approver
® Final Approver approves

O The data entry fields lock to the Final Approver

Setting up the submit/approval locking:

1. The Excel model will need submit/approval columns for each level in the hierarchy, separate locking
columns and separate name columns for each level.
O The locking columns will use IF statements based on the status listed in the submit/approval
columns and if a name is listed for a level.
2. The Excel model will also need a column to determine the first approvable level. In this example, the
formula is in column P: =IF(G3<>"",2,IF(H3<>"",3,IF(13<>"",4,IF(J3<>"","Final"))))
O This IF formula is looking at the Approval Level Name columns to find the first column that is
not blank to determine the first approvable level.

B c D E F G H | 1 K L M N o P
Submit/Approve Columns Approval Hierarchy Locking Status
Manager | 2ndlevel | 3rdlevel | atnlevel Final Manager 2nd Level 3rd Level athlevel | FinalApprover | Manager | 2ndlevel | 3mlevel | athlevel | Finallevel | Firstievel
Submit | Approval | Approval | Approval | Approval Approver Name | Approver Name | Approver Name Name: locking | Approval | Approval | Approval | Approval | Approvable
Locking Locking: Locking Locking

Submitted Todd Fako Gina Hernandez  Erika Bettino  Roy Anthony Lock Lock UNLOCK Lock LOCK. 3
Submitted Gina Hemandez Erika Bettino | Roy Anthony Lack Lack LOcK UNLOCK LOEK a
Submitted StevenVan EugeneCoe  Gina Hemnandez  Erika Bettino | Roy Anthony Lock UNLOCK LocK. LOCK. LOCK. 2
Submitted Todd Fako Gina Hernandez  Erika Bettino  Roy Anthony Lack Lack UNLOCK LOEK LOEK 3

Submitted Erika Bettino Roy Anthony Lack Lack LocK LOCK UNLOCK Final
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3. InView design in SecureSheet, modify the advanced filter on the approval locking columns you've
created:
O a. Assign a Seq: to the advanced filter (the number will vary on how many seq you already
have set up)
O b. Selectthe condition not equal to (<>) to be used for the comparison
O c¢. Listabcasthe comparison text
O d. Setto unlocked
O e. Use orasthe connector
o f. Selectthe 2nd condition asiIn
O g. Listthe 2nd comparison text as LOCK or whichever word you choose to use within your
Excel IF statement for when the row should lock
O h. Setto Locked
Edit Views: Add Views | Delets Views | Copy Views
Select a View: | 2nd Level Approver | View Name: [ 2nd Level Approver | View Type: [ Standard-Sheet Layout ¥ | Secured View:  LockDate:[ | Web API: ) Call Change History [ ) Paste Link: (]
Export Link ©@ Export Options:[E_____ | Print Link: ) Format Link: () Formula Link: [) Adv. importiExport: ) Row 1Ds: @ col 1Ds: & Grid Lines: @ Call Border: (] Hide Col 1Ds: [ save Button: & Search:
Freeze at Row: Freeze at Column: Rows per page:[200_|Columns per page: [30__| Advanced SortFFitter: © Lack Cell Range (use ; as separator): Hidden Header Rows (use ; as separator):
AZ Wanager Locking () ) oeked ) Locked @ Hidden (O seq:[ v][Asc ~|saa|[ w][lkes ~ UnLacked ¥ ~ |[like_ ~ UnLggked ¥
BB ara Lovet Appror| O ookt O toskod ® piden ) seq[v]Ase visea:[2v = v]ate [Untoceav]or )= v][tock [Lockea v |
BC athLovt £5010¢ | ) traod O Lockod. ® ion O ol vliss vhow vl v Juieesv] vlme v | Uniwkedv]
BD Final Lovel Appre. () (i ocked () Lacked @ Hidden [0 seq:[ v][Asc ~lseq:[ v][lke ~ UnLocked ¥ v [lke v UnLocked +
BE Manager Email | () i ocked () Locked @ Hidden O sea[ v][Asc viseq:[ v]ike ~]| |[UnLocked v ~like ]| |[UnLocked v
Label Row: Keep Filters Open: ()
Summary Calos: | A1=THIS:AM4="vexi vlApprovediApprove Al |- ex. A1=sum(A3:A100);B1=sum(B3:8100)

Considerat

ions

® Even if you have a direct hierarchy and SecureSheet is inferring the organization hierarchy, you will

want to have a column for each approval level's name.

®  The name field will be used in the IF statement when determining if an approval level should be

skipped and moved to the next approval level.

® These col

umns are also helpful in determining who is next to approve.

® List approver's name in their highest approval level column and only share them to that inferred

rollup approval view. For example, an end user is a 2nd level approver for some employees and a 3rd

level approver for others, so you will want to list them as the 3rd level on all the rows they are

typically 2nd and share them to the 3rd level approver view.

MROUND in Excel vs SecureSheet

Due to the known issue of floating decimal precision in Excel, MROUND formulas are not always 100%

accurate in Excel. A simple solution is to add ROUND to the variable going into the formula.

To see an example of how Excel may result differently with MROUND in Excel, click here.

For example,

here's what your original formula may look like:

MROUND(C2*(1+D2),0.25)

Here's what SecureSheet recommends instead:
MROUND(ROUND(C2*(1+D2),6),0.25)

Other rounding considerations:

e Roundto

5 decimal places instead of 2 to avoid inconsistent rounding issues in Excel


https://www.securesheet.com/help/PDFs/MROUNDExamples.xlsx

Blank Cells in Excel vs SecureSheet
When building out an Excel model, there are some differences between how SecureSheet interprets blank

cells (cells and formulas that enact double quotes) when doing math compared to Excel.

To help explain the differences about blanks and double quotes in Excel versus SecureSheet, you may
export the example Excel file, refer to the examples and explanations, and see formulas that sync up
calculations to match the results in Excel and Securesheet: click here.

Other Resources

® SecureSheet Help in PDF Format - Exports all of the content in SecureSheet Help to a PDF file

® System Requirements

e Example Spreadsheets

® Videos for Administrators

® FAQs for Administrators and End Users

System Requirements

SecureSheet supports the latest version of the following browsers:

® Chrome
e Safari
®  Microsoft Edge

® Firefox

NOTE: SecureSheet may work with older browser versions, but older browser versions are not
supported by the SecureSheet Support Team.

PDF of SecureSheet Help

If you would like a complete version of SecureSheet's Help in PDF format, click here. You may save the full
SecureSheet Help file in PDF format to your network or local system from your PDF viewer.
NOTE: You will need a PDF viewer in order to open this file. If you do not have a PDF viewer or
are unsure or unable to download one, please check with your organization's technical support
team for assistance.
If you would like to print a specific topic in SecureSheet Help, you may right-mouse click or hit Ctrl+P in
any topic to print the page to a PDF file, send it to a printer, or save it as a file for your reference.


https://www.securesheet.com/help/PDFs/DoubleQuotesinExcelvsSecureSheet.xlsx
https://www.securesheet.com/help/PDFs/SecureSheetHelp.pdf

SecureSheet Help

Welcome to SecureSheet

SecureSheet allows your organization to share one spreadsheet with an entire team and organization and co

SecureSheet is an online spreadsheet that has been set up for your business to securely collect data from mu|

the spreadsheet that is applicable to them.

For End Users

SecureSheet's online help is designed to support the main tasks you

from your internal organization.

For SecureSheet Administrators

As you work with the administrative processes and their associated
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