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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

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 Process here.
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


https://www.securesheet-cloud.com/help/PDFs/SecureSheetDemo.mp4
https://www.securesheet-cloud.com/help/PDFs/Year1Process.pdf

e Expected Te
Step Description .
Timeframe  Respo
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 Week 1 Cli
population geographic distribution.
1.3 Data update cycle Discuss data management while system is open to Week 1 Cl
managers.
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 Cli
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 Weeks1and2 Secur
working model Client review.
3.3 Review working Client does initial testing and provides feedback on Weeks 1 and 2 B
model working 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).
35 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 Weeks 1 and 2 B
information header rows. Setup Summary views (if applicable).
4.0 Single-Sign On setup (if SecureSheet provides SSO instructions, metadata file,and  Weeks 1 and 2 Cli
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 Week 1 or 2 Cl




Statement design their 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 Weeks 2, 3, and B«
Statement(s) set up Views. 4
Client map columns from main planning tab to the
appropriate locations in the Statement Template(s).
5.2 Review Client reviews Compensation Statement(s) for formatting  Weeks 3 and 4 Cl
Compensation and 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 Weeks 2,3 and 4 Cli
different users based on role (e.g., Manager, Director, VP,
Executive, HRBP) for the following:
- views
- security
- formulas
- summary totals
- submission/approval process
- statements
7.1 SecureSheet Iterative Client review. SecureSheet team makes necessary Weeks 2, 3 and 4 B
updates changes to support business process.
8.0 Identify Data SecureSheet team and client identify process to refresh Week 4 B
Management data in the SecureSheet application.
Requirements NOTE: For the audit trail in SecureSheet to track your
changes in alignment with how you manage data:
- Once you go live, after rows are added, if you plan to lock
out users, export and resort data then reimport, tell
SecureSheet Support so we can turn on the setting that will
keep cell history aligned with the row unique ID (not the
default which is the row number in excel).
8.1 Knowledge transferSecureSheet 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 o0r 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 key client personnel. Typically one to Cl
Client trains end users on SecureSheet. two weeks prior
Client can use all Help content as source to modify for any 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 Cli
approval opened for users.

12.2 Activate Client makes the SecureSheet "Active" and notifies users. Go-Live date Cli

SecureSheet for
users

13.0 Post Go-Live Support  SecureSheet is available to help answer/resolve any issues Typically Go-Live

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 Cli
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 Go-Live Cli

Improvement Process  after Go-Live.

16.1 Project debrief SecureSheet supports project debrief as desired to capture  Typically 3 B
insights and lessons learned for future cycles. weeks post Go-
Live

Year 2 and Beyond Process

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 Process here.
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.


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

Year 2 and Beyond Process

L. Expected Te
Step Description .
Timeframe Respo
1.0 Getting Started Client reviews any necessary updates to the structure of Week 1 B
their prior year's compensation planning SecureSheet.
1.1 Export Previous Export the previous year's sheet three ways: a full export Week 1 Cli
Year to Excel to 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 B«
SecureSheet and the Users-Views SecureSheet.
1.3 Hide SecureSheets Move both SecureSheets to the Hidden area of your site. Week 1 B
1.4 Rename Current  Rename both SecureSheet copies for the current cycle, and Week 1 B
Cycle Copies update the Group Name.
1.5 Archive Previous Archive the previous year's SecureSheet (both your Week 1 B
Year and Delete compensation SecureSheet and the Users-Views
Unused SecureSheet). Delete any unused additional
SecureSheet(s).
2.0 Set Up the SecureSheet Ensure the structure of SecureSheet matches any updates Week 1 B
Structure for the Current you plan to make to the column structure for the current
Cycle cycle. If you have security considerations or process
changes, consult the SecureSheet support team to review
any advanced updates.
2.1 Structure Changes If you are adding to and/or deleting column(s) from your Week 1 Cli
data 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 Week 1 Cl
that you may import as often as needed before opening up
SecureSheet to planners.
24 Update Note any column mapping changes on the statement tab(s) Week 1 B
Compensation in 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 Cli
SecureSheet.
2.6 Adjust Views Adjust the Views by setting any inserted columns to Weeks 1 and 2 B

locked, unlocked, or hidden, and adjust the columns per



mailto:help@securesheet.com

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., Weeks 1 and 2 B«
Security Filters and if columns shifted, and the Users tab reference number (if
View Locking there 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 Week 1 and 2 Cl
end users.
3.1 Export Current Export the Users-Views SecureSheet. Week 1 and 2 Cli
Users-Views
3.2 Remove Past User Remove Sharing for all users in the previous cycle (except  Week 1 and 2 Cl
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.
33 Update Users and Refresh the Users tab by removing any users who no longer Week 1 and 2 Cli
View Permissions need access to SecureSheet and adding any new users, and
check view assignments.
34 Import User Tab Import the updated Users-Views spreadsheet to Week 1 and 2 Cl
Updates SecureSheet.
35 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. Week 1 and 2 Cl

Impersonation

Most 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 Export each statement variation (cover all logic scenarios as Weeks 2, 3 and 4 Cli




Statements applicable) and validate statement mapping accuracy.
5.3 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 Cli
6.0 Continuous Client identifies future revisions based on user feedback After Go-Live Cli
Improvement Process after Go-Live.
6.1 Project debrief SecureSheet supports project debrief as desired to capture  Typically 3 B

insights and lessons learned for future cycles. weeks 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:

0 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 0o o o

Search for specific data in SecureSheet

Videos:

(@)

Navigate SecureSheet

(@)

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.



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

Customer Login

Please enter your email and password:

Email: ' |

Password: | |

Forgot your password?

3. Enter your Email and click Reset Password.

Reset Password

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

Emsail: |

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

© N o g M

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):
0 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

O O O ©O

contain at least one uppercase character


https://www.securesheet-cloud.com/register/login.aspx
https://www.securesheet-cloud.com/register/login.aspx
https://www.securesheet-cloud.com/register/frmResetPassword.aspx
https://www.securesheet-cloud.com/register/frmResetPassword.aspx

0 updated every 90 days (though this policy is not necessarily deemed safer by security
experts)

0 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.

SecureSheet Name Group

[ Al v A v
iZDEﬂ Merit/Bonus Compensation F'Ianninﬁ > A Jill.an

1
Number OF SecureSheets 1

Top Right Navigation

== Go Back | Refresh | | Help | Confact Us | HE=E| Log Out

100% 4
0 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.
Click Help to access SecureSheet online help.
Click Contact Us to email your internal support contact.
Click Log Out to exit SecureSheet.

S Do o o

Click the Zoom drop-down to increase or decrease the font in your SecureSheet window.

Save Changes

Click to save your work in SecureSheet. Save Changes will calculate any
formula-driven cells while you are working in SecureSheet (i.e., calculated cells that are dependent
on your data entry will not calculate until you click Save Changes).

Multiple Views

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

s —T



https://www.securesheet-cloud.com/help/PDFs/NavigateSecureSheet.mp4

SecureSheet Help
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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.

MeritBonus | Dashboard  COrgChart | Statement Data | CustomCharProperies | Usg

g 1of5 |44 4 hrboﬁelecta Page: I1 Vb‘

Filters

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

[ H 1

Aflanta
Boston
Chicago
Cleveland
Detroit

Los Angeles
Mew Yark
Philadelphia
Raleigh
Seattle

Sort

When sort is available on a column, the Column ID (at the top of each column) will be underlined in
blue.

o Click the underlined Column ID to sort ascending (a to z).

o Click the underlined Column ID again to sort descending (z to a).

F (Giaz )
8 _All- (W o — |

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.

View: | FREP V| [ seoren PRI ove Changesiai-s)

14/186



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.

< p2

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 ?

caung < ell Comments: Rating Guidelines:
Excesds - consistent abowve average contribution
Mzets - average contribution

Ezlow - does not meet expectations

Tips for Searching 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.

| I

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 alpha or alphanumeric string that

you are looking for specifically. SecureSheet will return all instances of 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).
e You may use the Search box to narrow the rows to a manageable number before exporting the
batch. For example:
O Inthe 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

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

6 |Print Statement

Print Statement
R —

& |Print Statement
9 |Print Statement

10 Print Statement

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

Export View

lick here to export thiz sheet's data to PDF,
Close Window

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

6. When the sheet has exported, select options from the pop-up in your browser to save or open
the exported statement.
7. 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...

@ Close Window [

8. To export more statements, repeat steps 4 — 7. If you are done working with SecureSheet, click
Log Out (top right corner).


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

Printing/Exporting Statements In Batch

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

[ Search |

| View Aclive SecureSheets

1

Secure Sheet Name

Group

Admin Tasks Date Created

Created By

support2@@securesheet.com | 10£2/2019

Choose A Task Salary Sheet 2020

1
Number OFf SecureSheets 1

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.

| | %End view | I ]

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 In the Search box, type ROWS(12-250), click Search, click Export View;
then type ROWS(251-500), click Search, click Export View.
Click the Click here to Export Statements to PDF Format link.

Export View

@tu Export Statements fo P@)D Combined PDF
Close Window

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

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.



L] Mame B Type
Aaron Slone_3351 Adobe Acrobat Document
Adam Shrum_20710 Adobe Acrobat Document
Albert Gillen_1347 Adobe Acrobat Document
Alberta Beaver_7966 Adobe Acrobat Document
Alicia Hosey_7026 Adobe Acrobat Document
Allen Huber_2750 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...

@ 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 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.


https://www.securesheet-cloud.com/help/PDFs/ImpersonateUserforEndUsers.mp4

SecureSheet Help

My SecureSheets

[ | Search
C:_ Impersonate Other Users :}

1

Secure Sheet Name G
_AIl- v E
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

é Impersonate Other Users S | 2{@acmeservices. com W
e

e
1

Secure Sheet Mame Group c B Date C
-All- T MERUE £ SlE R ET
2020 Merit/Bonus Compensation Planning A jillanthony@acmeservices.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.

My SecureSheets

Impersonate Other Users

1 \ --aaron.ztone@acmeservices.com (Aaron Stone)
,,_-_-_bessie.darsett@acrnesewices.cclm (Bessie Dorsett)
SecureSheet Name Tou -
-All- v | -al S il
2020 Merit/Bonus Compensation Planning Fil jill.anthonyd@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 | Help Home | Log Out
'ou are currently impersonating:

bob.smithi@acmeservices.comfF TR

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.
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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 Active SecureSheets b

1

) SecureSheet Name Group
Admin Tasks AL W Created By Date Created
Choose A Task Sl Salary Sheet 2020 suppori2@securesheet.com | 1072/2019

1

Number Of SecureSheets 1

3. You will see (one of) the Views you have permission to use in SecureSheet.

@-Apmn v | IS | Ecoort view

SalaryPlanning2020-Master

4. Click Export View.

view: | Approver 1 V|| | search @ Save Changes{Alt+5)

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. Onthe Export View screen:

a. Enter a Password for your exported file if passwords are required on export.

Remember what you entered.
b. Click the ‘Click here to export this sheet’s data to Excel’ link.

Close Window

Click here to export this sheet's data to Excel Password: l:l ***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

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.

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

e —
{ Close Window .

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

== (30 Back | Refresh | Print Page | Help | Contact Us |

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 the Import Values by

View import tool.

Notes about exporting then importing values into SecureSheet:

o 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 to export from SecureSheet first to get your starting file for updates.

o 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.

¢ 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.

o 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

Login to SecureSheet.

2. Select Import/Export from the Admin Tasks drop-down.

SecureSheet Name
[ -All-

Admin Tasks

[ Choose ATask || 2021 Merit_Bonus Compensation Pl
' Choose ATask |
Import/Export



https://www.securesheet-cloud.com/help/PDFs/ImportValuesbyView.mp4

SecureSheet Help

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

View: | .HR Admin v| EEEN | eoon vied] Iméurt-‘\.l’alues [ANIe 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.
Select Import — Values (By View) from the drop-down.

Select The Import/Export Option

Select An Oplion
Import - Values (By View)

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

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.

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 — _1st Level Approver v |

The SecureSheet Import (By View) allows you to import an individual sheet's values for a specific view from an Excel spreadshestto a
SecureSheet IMPORTS CANNOT BEE UNDOME, so it is recommended to Export the sheet first as a backup, and then Import.
An important note: Im no replaces ALL the values for the cells that are editable as defined by the view.

Wo file chosen

Excel File (.xIsx) (" Choose File

=

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

When the import completes successfully, you will receive a confirmation message with the
updated values status.
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SecureSheet Help

SecureSheet Import/Export Name2022 Merit_Bonus Compensation Planning

Select The Import/Expert 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 & specific view from an Excel spreadsheet to a
SecureSheel. IMPORTS CANMOT BE UNDONE, so it is recommended to Export the sheet first as a backup, and then Import.

An important note: Import (By View) replaces ALL the values for the cells that are editable as defined by the view.
Excel File {.xIsx): | 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) ,969,10841

Total cells imported: 3

Imported cells (1 - 3) ,T14,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.

My SecureSheets

1

SecureSheet Name
| -All- ~

Admin Tasks

| Choose A Task + || 2022 Merit Bonus Compensation Flanning

Choose A Task
" Import/Export

f Audit Activity heets 1

3. Adjust the dates for the activity you want to see as needed and click Go.
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SecureSheet Audit Name2022 Merit_Bonus Compensation Planning
From Date: (mmiddiyy)
To Date: (mmiddlyy)

|:| Include Login History

Number Of Records: 2
Click here to export to Excel
1

D Type Status Detail Email Start Date End Date

SecureSheet: 2022 Merit_Bonus Compensation Planning-2822-87-13-1585 Sheet:
MeritBonus View: .Manager

Source Spreadsheet: 2022 Merit_Bonus Compensation Planning-2022-87-13-
1585, x1sx

33226996 | ImportShestViewValues | Complete | |12 rows importsg: 2 todd.falco@acmeservices.com | 7/13/2022 3:06:25 PM | 7/13/2022 3:06:27 PM

Imported rows {1 - 1) ,969,1841

Total cells imported: 3
E

33226952 | ExporfViewExcel Complete || Securesheet: 2822 Merit_Bonus Compensation Planning ID: 39 Sheet: ID: 1 || todd falco@acmeservices.com | 7/13/2022 3:05:00 PM | 7/13/2022 3:05:01 PM
1

. ¢ == Go Back | Melp | Contact Us | Log Out
4. Click

Administrator Processes and Tasks

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.

e |learn about your organization's SecureSheet site

e Format your Excel File for SecureSheet

e Upload your Excel File to SecureSheet File Attachments

e Design views and identify users for your SecureSheet

e 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.

e Learn how to navigate in SecureSheet

e |mpersonate users for Admin Testing



https://www.securesheet-cloud.com/help/PDFs/SecureSheetDemo.mp4

e Test Users and Views

e Set up impersonation for end users

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

e 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.

e Set up Users-Views
e Adding User(s) for the first time
e Updating the sharing profile for a group of users

e Updating the sharing profile for an individual user

e Adding a new user to the users tab

e Lock 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.

e Statement column mapping and scenarios

e Design a statement tab and modify the default view

e Set up statement logic on the main SecureSheet tab

e Set up views for end users to export statements

e Test statement scenarios offline

e 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.

e Follow these steps for go-live

e Unhide your SecureSheet

e |learn 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.

e Maintain a live SecureSheet




e Update data values in a column

e Add new rows to SecureSheet

e Modify a data validation
e \Work with Data Validations

e Update Header Row Formulas Online

e |Insertatab
e Change the name of a tab

e Copyatab
e Move atab

e 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.

e Adjust a column width

e Change a cell format

e Merge or unmerge cells

e Protect cells

e |Insert 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.

e Add, edit, copy or delete a view

e The properties of a view

e Special SecureSheet filters for views

Videos for Administrators

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

e Navigate SecureSheet

SecureSheet Setup

e 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



https://www.securesheet-cloud.com/help/PDFs/SecureSheetDemo.mp4
https://www.securesheet-cloud.com/help/PDFs/NavigateSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 1.mp4
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 2.mp4
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 3.mp4

e Design views and identify users for your SecureSheet

Data Management

e Export from SecureSheet

e |mport to SecureSheet

e Add New Rowf(s) to an Active SecureSheet

e |mport Values by View

View Management

e Standard Administrator Views in a SecureSheet

e Adjust Column Settings in Views

Manage Users and Sharing
e Run the Verify User Views Report

e Add users to sharing for the first time

e Update sharing for an individual

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

e |locking Views Using a Lock Date and Time (on a View)
e |lock Each User with a Lock Date (on the Users tab)

e Set Up Impersonation List

e |mpersonating a User for End Users

e Refresh Sharing

Formatting a SecureSheet Online
e |nsert or Delete Columns
e Adjust Column Width

e Format Cells

e Protect Cells

e Merge and Unmerge Cells

Statements

e Export Statements

e Set Up Existing Views to Export Statements

o C(Create Views to Export Statements

Audit in SecureSheet

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

SecureSheet-Specific Audit

SecureSheet Site Audit



https://www.securesheet-cloud.com/help/PDFs/SetUpUser-Views.mp4
https://www.securesheet-cloud.com/help/PDFs/ExportingFromSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/ImportingtoSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/AddRowstoActiveSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/ImportValuesbyView.mp4
https://www.securesheet-cloud.com/help/PDFs/AdministratorViews.mp4
https://www.securesheet-cloud.com/help/PDFs/ColumnSettingsinViews.mp4
https://www.securesheet-cloud.com/help/PDFs/VerifyUserViews.mp4
https://www.securesheet-cloud.com/help/PDFs/AddingUserstoSharingFirstTime.mp4
https://www.securesheet-cloud.com/help/PDFs/UpdateIndividualSharingProfile.mp4
https://www.securesheet-cloud.com/help/PDFs/AddNewUsersCopyAddAll.mp4
https://www.securesheet-cloud.com/help/PDFs/LockingViewsUsingLockDateTime.mp4
https://www.securesheet-cloud.com/help/PDFs/LockEachUserwithLockDateUsersTab.mp4
https://www.securesheet-cloud.com/help/PDFs/ImpersonationList.mp4
https://www.securesheet-cloud.com/help/PDFs/ImpersonateUserforEndUsers.mp4
https://www.securesheet-cloud.com/help/PDFs/RefreshSharing.mp4
https://www.securesheet-cloud.com/help/PDFs/InsertorDeleteColumns.mp4
https://www.securesheet-cloud.com/help/PDFs/AdjustColumnWidth.mp4
https://www.securesheet-cloud.com/help/PDFs/FormatCellsinSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/ProtectCells.mp4
https://www.securesheet-cloud.com/help/PDFs/MergeandUnMergeCells.mp4
https://www.securesheet-cloud.com/help/PDFs/ExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/CreateViewstoExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/SecureSheetSpecificAudit.mp4
https://www.securesheet-cloud.com/help/PDFs/SecureSheetSiteAudit.mp4
mailto:help@securesheet.com

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, i.e., all the columns you need are
identified 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.

Video Resources:

e 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 A is 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.
0 If removing leading zeros from EEIDs does not make Column A
unique, concatentate columns from your data to make Column A a
unique ID.
0 There can be no duplicate values in Column A.
2. 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.
0 SecureSheet “reserves” these columns for implementing more advanced filtering and
locking logic if needed in the views.


https://www.securesheet-cloud.com/help/PDFs/Customer Success_SecureSheet Example.xlsx
https://www.securesheet-cloud.com/help/PDFs/Customer Success_SecureSheet Example.xlsx
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 1.mp4
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 2.mp4
https://www.securesheet-cloud.com/help/PDFs/Excel Set Up Considerations Part 3.mp4

0 When your SecureSheet is initially created, the last three columns will be system-
generated columns that audit row changes. They will always be at the end of the data set
after the last column in the sheet.

3. Inthe 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:
e [f 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.
0 After go-live, you do not want to delete employee rows and reimport data or you will
lose the cell history of the SecureSheet.
= The number of rows must stay the same after go-live. Row order must also stay
the same unless you request that a resort of data and reimport (still same number
of rows, just resorted) tracks cell history tied to the Unique ID.

e 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.

e |s 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 human resource team members access data?

0 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 human resource 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 HR team members or more than one HR team member who
needs access to the same data. If more than one human resource team member needs to
be identified on each row, add as many sets of HR EEID and HR Name columns as needed.

= |f this is your scenario, also add a column that concatenates all of the HR EEIDs.
This concatenated HR 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 human resources; it can be used for any combination of
manager/leader IDs if needed).

For process tracking:

If 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".
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".

0 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:

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.

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

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 |f 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.

0 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.
0 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 Attachments and email the SecureSheet support

team that it is there.

Set Up Users-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.

0 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.

0 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


mailto:help@securesheet.com?subject=File Uploaded to File Attachments
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administrators (unless purposely permissioned to non-administrators). Other views could
include Direct Reports, Rollup, Approver 1, Approver 2, HRBP, 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 A user group may be identified to make it easy to grab a list of emails for communications through
your planning cycle, e.g., managers, Approver 1, HRBP, etc.

e 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 HRBP sees in their specific
HRBP View in SecureSheet. Any combination of values across any columns may be combined to
identify access to data for any of your users.

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

Before you begin setting up Users-Views:

e 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).

e 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, select Import/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.

1. 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:

0 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)

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

0 Hidden — column is not be visible to users

4. 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:

o Ifall 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.

¢ |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.
2.

In the Users-Views Excel file, click the Users tab.
In Columns A-C:

O Fill-in the Employee information for each end user who will work with the SecureSheet.

0 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.

In Column D:

0 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.

In Columns J — L (and additional columns as needed):
0 Include data values that may be needed for securing access to the data in SecureSheet.
= For example, in their HRBP 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).
In Column S — list the end user views you designed on the Views tab:

0 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., the Views They Need section on the Users
tab).

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.

e 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 by impersonating users - at least one for

each security profile.

NOTES:
0 Only SecureSheet administrators have the option to impersonate end users directly from
the Admin Tasks drop-down list.
0 Non-administrators may be setup to test - entering data on behalf of a user for testing
purposes - by setting up an impersonation list.

= |f 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):

0 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.

0 Logic: Calculations, data validations, conditional formats are working as expected.

Summary Totals: Updating accurately upon data entry.

(@)

0 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.

Multi-level Approvals: Status tracking and row locking is functioning as expected.

0 Statements: Pulling column values correctly from the main SecureSheet tab based on all
scenarios built into (each) Statement.

o

3. Runthe 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.


https://www.securesheet-cloud.com/help/PDFs/VerifyUserViews.mp4

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

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

| SIS [ view Active SecureShes

1

SecureSheet Name

Admin Tasks i*‘:'*"‘—_ -
| Choose A Task w || 2022 Merit Bonus Compensafion Planning
Choose A Task
Share

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

2. 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 permigsion, 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 Elick here to export the list t@
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4. Open the report in Excel. Filter and sort the report as needed.

O Filter on the main tab in Column A.

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

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

0 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 User 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:
MeritBonus:G,K
0 Where:
= MeritBonus is the tab name of the main tab in your SecureSheet
= Gand K are the two columns that contain the key values you want to see for each
user in the report
0 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 A
Sheet Row/Column _|
|-Chl:|-nse- V||-Ghu-nse-

MeritBonus | MeritBonusSECQ | Dashb

Pagelof23 |« « » kpF| 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.



3.

My SecureSheets

| EEEIE [ view Active SecureShes

1

SecureSheet Name

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

Impersonate Users
Change Mame
Froperties

Import/Export

Automate Tasks

Audit Activity

Delete Views

Verify Formulas

Verify SFunctions k‘
Copy

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

Delete
Clear Cell History

In the 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:
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
{MeritBonus!BPl ﬂ'OptionnI Extra Detail Instructions - enter the cell in the SecureSheet where they are found (Sheet1!D5 as example)

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 permigsion, their views, and how many rows are returned for each view,

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 eat
|MBritBonus!BPl | Optional Extra Detail Instructions - enter the cell in the SecureSheet where they are found (Sheet1ID5 as example)

E_Iiclr. here to export the list to Exc@

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

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").
Column E contains the number of rows that return for each user in each view.
Columns F and G show the key value columns that were reported and the resulting

O O O ©O



values.

A B (€ D E F
1 |SHEET T EMAIL = | PERMISSION ™ | VIEW | NUMBER OF ROW-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 | Meri erika.betti Update Direct Reports 26K G = Gina Hernandez K = East // G = Natalie Turner K = East

|18 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 = We
[25 |MeritBonus gina.hernandez@acme.com Update .Direct Reports 3 GK G =Todd Falco K = East// G = Robert Boatwright K = South // G = Eugene Coe K = West

[32_ MeritBonus iack.falkner@acme.com Update .Direct Reports 16 GK G = Cindy Brumley K = Midwest // G = Vincent Gallego K = Midwest // G = Juana Albrecht K = Midwest // G = Ralph
(35 | Meri john.j i .com Update Direct Reports 34 GK G = Jacab Caruthers K = East // G = Dennis Bowman K = South // G = Wendy Solberg K = South // G = Jane Hendrick
(38 | MeritBanus jude:portelli@acme.com Update HRBP 49 GK G = Jimmy Memulin K = East // G = Jack Watts K = East // G = Juan Hamann K = East // G = Craig Decarlo K = East // ¢
40 |MeritBonus lainey. i com Update HRBP 64 G,K G = Ernest Stauffer K = South // G = Johnny Shay K = South // G = Stella Sherlock K = South // G = Jason Pina K = Soi

7. In SecureSheet, click <<Go Back to return to your SecureSheet Home Page.
Verify Formulas

When a SecureSheet is initially created, 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
Export your entire SecureSheet using the Export Values/Formulas/Formats tool.

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

| | View Active SecureShe

1
_ SecuresSheet Name
Admin Tasks IM_—_ - |
Choose A Task w | 2022 Ment Bonus Compensation Planning
Choose A Task
Share I

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

Verify User Views k‘
Verify SFunctions

Copy

Lock the SecureSheet
Archive the SecureSheet
Hide the SecureShest
Adminstrative Refresh
Reset 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 {.xlsx): | Choose File | Mo file chosen Verify

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

8.

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,

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

Sheet | Cell SecureSheet Value Excel Value Formula
MeritBonus T3 | 204835 72495 205478.58150000003  [SUMVT-W482)

MeritBonus AE3 |985%2.45440999803  |9216.6024090000208 T4
MeritBonus T4 |9853.45449999903  |9216.6024090999208 | T2-T3

MeritBonus AE4 | 284835 7295 205478.58150000003 |T3

MeritBonus AG12 Meets Exceeds T12
MeritBonusz V13 500 1142 8519999999090  |(R13*U13)+500
MeritBonus|\W13 |35714 36356 851099905099  (R135(U13+1)
MeritBonus AG13 Below Meets T13

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.

End User Instructions

End User 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.

A

== Go Back | Refresh | @g | Home | Log Qut

zoom| 100% ]

Provide user instructions in a PDF file that users can access through a link in your SecureSheet.
0 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:



mailto:help@securesheet.com

1

View: | Manager v ||

PerformanceMerit

[ Scorcn XN

F
[ -All- v | | -Al-

v | -All- v

4Merit 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:

e sfile/folder name/file name in file attachments/text to display where:

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

0 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 is the text that will appear in the link. The link text

is your choice.

=  For example:

sfile/files/SecureSheetUserlnstructions.pdf/See Merit
Guide Online

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.

=  For example: sfile/files/SecureSheetUserlnstructions-
Download.pdf/Download Merit Guide

If 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.

= NOTE: 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).

= |f 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 field on each
view. Discuss your scenario with the SecureSheet Support Team as needed.

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

= https://www.ourhrhelpportal/somethingelse/thislocationonline.aspx/DT=Click
to access Compensation Guidance portal

e where your internal online location address is first
e and the text you want displayed for end users to click 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:

View: [Instructions v || [“secarch ] save Crangestare-s)
w

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: | Manager + || |m J=U0ANENIE  Save Changes(Alt+
PerformanceMerit
F G H
[-All- v [-Al- v | Al v :

Enter recommendations in yellow highlighted columns
then click Save Changes.

3 Click Submit All for next level approval.

Q@erit Guide »
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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:

e login to SecureSheet

¢ Navigate in SecureSheet

e Search Tips

e Export to Excel
e Import Values by View

e 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. For Users to use for training demos:
A. Use Users from your current Users tab in your current Users-Views for training demos.
OR
B. Add Users to your current Users tab for training demos andshare them to appropriate views
your training demo SecureSheet.
2. 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 the Active 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
1D for the new Users tab.



Steps for Go-live
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.

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

2. Impersonate one user from each of the security profiles you have set up for your users.
A. Verify that the default view is what you expect.
3. Confirm sharing permissions are as expected in SecureSheet
O Export Sharing from SecureSheet.
O Review the Users tab in your Users-Views SecureSheet.
0 Ensure there are no duplicate emails in column A in your Users tab.

0 Update, add, or delete users as necessary.

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

0 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.

5. Remove test data from your SecureSheet.

A. 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:

i. Export your SecureSheet. Save a copy on your local system or network.
ii. Open the file in Excel.
iii. Remove any test data / refresh value-based columns as necessary.

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

v. 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.

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

B. Import the final Excel to SecureSheet.

6. Clear cell history.

0 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
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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:

FAQs

To maintain cell history, do not export and delete rows or export and reorder rows and then
import. If you do, you will lose the cell history. Note: If you desire to reorder rows and
maintain cell history after go-live, contact SecureSheet Support to turn on a property for your

SecureSheet that allows the row order to change, and preserves cell history. The row count
on imported files, however, must stay the same throughout a cycle; new rows must be added
through the Add Rows view.
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.

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.

0 If a scenario arises and you have questions about the best approach to update
formulas or data in a live SecureSheet, contact SecureSheet Support to review

beforehand.

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?

What happened to the changes | made? You must click the red Save Changes button at the top of the

Save Changes often.

When | filter and sort and want to get back to no filter|[Click the Refresh link on the top right of the screen.

or sort, how can | do that?

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 screer

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

No, the Zoom setting is set by user. If a user changes their Zc
that setting on successive logins. Users can also use their brc

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 hou

Is there an auto-save option?

There is no auto-save.

Can both an HRBP 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. C
other users until they are saved. If two users are editing simi
time, they will not see one anothers changes until they eith
view.

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

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

Administrator Questions

Quick Tips

How do we change data once our SecureSheet is
live?

Data management is based on the scenario. Updating cell va
administrators at any time while the system is live in the All
Administration view. The Data Management topic has many

| 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 spe
address or special filters tied to a column in your master she
what data a user is allowed to see and update in SecureShe
work on the same sheet accessing only their specific informa

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 there is a
Employee and their Manager. SecureSheet uses the Manage
automatic rollup. The Manager must also have their own rov

demographic info and not salary info if you are including hig
not be included as 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

Administration table in SecureSheet. On your IT side, their e

provisioned to your organization's SSO setup (however you r

How do | remove a user from the system?

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?
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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 SecureS!
upper left cell and using the browser paste function (e.g., rig
Paste).

How do | paste formulas from Excel into

SecureSheet?

From an administrator view (All Data or Administration), clicl
view of your SecureSheet. Highlight a formula in the formul:
SecureSheet by clicking in the starting upper left cell and usi
(e.g., right-mouse click and select Paste). If you have an ent
your SecureSheet is active, you will have to lock it and expol
formula(s).

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

Dropdown lists are a type of Data Validation. These can be a
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 th
accommodate the extra rows where you entered new drop

Does conditional formatting in Excel import into
SecureSheet?

Yes, and you may administer conditional formatting online v

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 value:
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

have questions about cell changes, contact your internal Sec
can access the audit trail in SecureSheet.

Can | set up charts in SecureSheet?

Contact SecureSheet Support for assistance setting up chart:

Can | set up macros in SecureSheet?

For security reasons, macros are not imported by SecureShe
functions to tailor to unique requirements. Contact SecureS|

Can | set up pivot tables in SecureSheet?

Pivot tables are not support by SecureSheet. You can set up
your SecureSheet or on another tab to provide summary vie

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

Export the Audit Activity for the SecureSheet to see the "Exf
shows which statements were exported and by whom.

Is there a unique link that we send to managers
when it's time to go live?

Yes, the link your IT team gives you to login through Single Si
users an email with the link to the SecureSheet login page a
password.
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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 use it.

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 users to accomplish this.

These are the main tasks you perform to manage users:

(@)

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
Set up an Impersonation List for End Users

O O O 0O 0O O O O

Video Resources:

Run the Verify User Views Report

Add users to sharing for the first time

Update sharing for an individual

Refresh Sharing

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 for End Users

Impersonating 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-
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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

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

e 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

0]
0]
0]
0]

Using the Copy/Add All Sheets Share Tool

Video Resources:

e Add users to sharing for the first time

e Update sharing for an individual

e 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:

e EEID

¢ Email Address

o First Name

e 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.
Go to the Users tab.
Select the .Add Users view from the View drop-down.
Fill in the user’s information (if you are adding more than one new user, you may enter multiple
rows at the same time).
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.
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Sharing a SecureSheet
e You must have administrator permission to manage users and user sharing in SecureSheet.

e 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.

e Follow the steps below to prepare your Users tab for sharing or skip to:

0 Adding User(s) to Sharing for the First Time

0 Updating the Sharing Profile for a Group of Users

0 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.
0 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.

©

T i} v W % N — i3
Views They Need (select x from the drop-down) Emails for Sharing

AlData R
AlData  (qit) 1 2 Reviewer3

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

onate Users
{ Share
i Import/Export
Properties
Change Mame
Automate Tasks
Audit Activity
Delete Views
Copy
Verify Formulas
Verify User Views
Adminstrative Refresh
Reset Cache
Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

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:

o ® pdd O Remove O Permission ) Default View ) Default Sheet () Secured Views ) Copy/Add (All Sheets)

(B (D (C

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

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).

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.

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

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

b. 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.

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

a. 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.

b. 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.

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.

3.

My SecureSheets

1

Admin Tasks

onate Users

{ Share

i Import/Export

Properties

Change Mame
Automate Tasks

Audit Activity

Delete Views

Copy

Verify Formulas

Verify User Views
Adminstrative Refresh
Reset Cache

Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

Choose A Task

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:

A

O add O Remove O permission ) Default View O Default Sheet @ Secured Views () Copy/Add (All Sheets)
[ 15t Level Approver
) 2nd Level Approver

Change Secured Views C

(] _add New Employees -

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

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, they need to be delimited by a semi-colon.

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

=  Remove — Removes the users from this SecureSheet tab.

NOTE: 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:

0 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
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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).

0 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.

NOTE: 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.

= 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.

C. Click the 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.
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My SecureSheets

1

Admin Tasks

onate Users
hare
i Import/Export
Properties
Change Mame
Automate Tasks
Audit Activity
Delete Views
Copy
Verify Formulas
Verify User Views
Adminstrative Refresh
Reset Cache
Clear Cell History
Unhide the SecureSheet
Archive the SecureSheet
Delete

A. Click the Edit link next to the user’s email address.

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

Users ‘ Views ‘ Motes ‘ DropDowns ‘

) Email | Default | Secured |Default L2t
Edrl|_m|_ Vl Name Permission View Views Sheet Ll:il:hftlen

it [allison feltoni@acmesenices.com Update |.All Users| .All Users % N
i Update |.All Users| .All Users W N

Edit [jack falkner@@acmesernvices.com Jack Falkner Update | All Users | All Users W N

Remove

Remaove
Bemaove

Remaove

B. Change the user’s sharing profile as needed:

Edit Email Name Permission

alison.fefionimacmesenvices.com

bob smith@acmeservices com Bob Smith Wiewr Only HREP HREF

cgorrell@secureshest.com Cindy Gorrell Administrator Default .1st Level Approver v

a .1st Level Approver
O .2nd Level Approver
] JAdd New Employees
O Al Data

U Anaiytic Report
(Location)
[[J Analytic Report

Update' _ (Manager)
eugene coe@acmesenvices.com | Update w || .Manager | .
[ auditor

[ Hrep

|:| Import Met Change Data
_Manager

O Manager Roll-Up

U chart1

O Default

N
N

‘ Men’tBonusl Dashboard | Summary | CrgChart | Statemenl| Statement-Latier |ﬁyroll Integrati i
Default
Q Default View Secured Views Jﬁw
allison.felton@acmeservices. com Update Manas - Remove

Remove!

Remove

=  Permission — Defines what users can do on the sheet:

0 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
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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).

0 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.

NOTE: 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.

= 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.

NOTE: If you take off the view that was set as the Default View, you will have to
click Update, select a new Default View, and click Update again.

= 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.

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.

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

D. If needed, make additional individual user sharing updates following Steps A - C.

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.


mailto:help@securesheet.com
https://www.securesheet-cloud.com/help/PDFs/AddNewUsersCopyAddAll.mp4

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

{ Share

i Import/Export

Properties

Change Mame
Automate Tasks

Audit Activity

Delete Views

Copy

Verify Formulas

Verify User Views
Adminstrative 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 ;

awonder@acmeservices.com

Choose A Sharing Action Below:

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

CopylAdd (All Sheets)| L}

allison.felton@acmeservices.com ~ |
allison felton@acmeservices.com
bob.smith@acmeservices.com C
eugene.coe@acmeservices.com
fran.doe@acmeservices.com *

jack falkner@acmeservices.com

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.

Select the email address whose Sharing profile you want to copy to the email address(es)

listed in the Sharing box.

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.

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

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.

In 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 be shared to every tab in a SecureSheet in order to
impersonate a user.

Impersonating Users for Admin Testing

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
| Search | View Active SecureShesd
1
- Secure Sheet Name
Admin Tasks |—|-AII- v
Choose A Task 2020 MeritlBonus Compensation Planning
Share
!
| Change Tramme
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

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.

0 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).

Impersonate Users MName 2020 Merit/Bonus Compensation Planning

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

Search

-All- b
todd falcof@acmesenvices.com Todd Falco
roy.anthony@acmesenices. com Roy Anthony
robert boatwrightifacmeservices.com Robert Boatwright
mike@acmeservices com Mike Smith
kreesterf@securesheet.com Kara Reester
jack falkneri@acmeservices.com Jack Falkner
fran.doef@acmeservices. com Fran Doe
bob.smith facmesenvices.com Biob Smith




SecureSheet Help

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).

=< Go Back | Refresh | Print Page |
[ Home | Log Out
—
view: JILEIERES | Export View | Import - Values (By View) | I aaiabti b dohait
Manager Roll-Up
MeritBonus
B E <] H 1 L Q R k1 I u v
[ v[a v va MET M ETR FTS Y PRI FR ) PR PR
1 WorkFlow Status Guidelines Available Merit Pool T
Allowance
2 Total Eligible: & Exceeds (2.5%-6.0%) Allowance: $13,115 Increases
Over/Under
3 Approve Al Total Approved: 0 Meets (1.0%-2 5%) Increases $14,085 ]
-85.000 55,000
1 Total InProcsss: 8 _o\.,,rm,.dar is1.871) 00008
5
6 |Print Statement  Approved Region  |Location Manager Name Hire Date g:laﬂ Title Rating %Increase  |$ Increase b
7 |Print Statement East Bosion Todd Falco Jimmy Mcmulin 2131997 $33,883 Sr Product Engi [Exceeds 5.0 % 32,194 H
15 |Print Statement East Philadelphia | Todd Falco Myrtle Jester 8/30/1999 £34,936 Supv, EH&S [Exceeds 6.0 % $2,599 H

5. To return to your user permissions, click << Go Back.

<= Go Back [JRefresh | | | | Home | Log Out
vou are currenthy i rsonating

odd_ falco@acmeservices.comin L ERALE S

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.

My SecureSheets Create A SecureSheet Click Here H

m |\u’iew Acfive SecureSheet

1

e Secure Sheet Name
min |asks W [V

Choose A Task 2020 Merit/Bonus Compensation Planning
Share

Impersonate Users
; Change Name

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.

58/186



Select The Import/Export Option

Export - Values
Export - Values (.csv)

Export - Values/Formulas/Formats

Eom S

[y g
Import - Values (By View)
Import - Values/Formulas/Formats
Import - Views
Impart - Sharing

3. Click Export to export the file to Excel.

Select The Import/Export Option

| Export - Sharing hd |

The SecureZheet ImportExport Sharing alloves you fo import or export all Sharing fromfio an Excel spreadshest fromito a
SecureSheet. IMPORTS CANNOT BE UNDOMNE, so it is recommended to Export the Sharing first as a backup, and then
Import. An important note: Import replaces EVERY sharing entry, EX.CEPT for users sei up as adminisirators. Please see
Help for more detailed instructions.

=

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

The Sharing export will open in Excel.

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. Their email address will need to be
added to the Email (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.

Login to SecureSheet.
Go to the Hidden SecureSheets section of your site.

3. Tofill out the list:


https://www.securesheet-cloud.com/help/PDFs/ImpersonationList.mp4

A. Export the Impersonation List SecureSheet (refer to Import/Export instructions as
needed), fill it out in Excel, and import.
OR

B. 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 1]
550 Email of Impersonator 550 Email to Impersonate Name of Person being '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)
ibessie.dnrseﬁ@a:rneserl.ri:es.u:clm {Bessie Dorsett)

SecureSheet Name oM Date C
[ -l v || - Date Created
2020 Mernit/Bonug Compengation Planning A Jill.anthony@acmesernvices.com | W24/2019

1
Mumber Of 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.

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).

An email (user) may be added manually through the Email (User) Administration tool, though
Sharing is the primary way emails are automatically created as users in SecureSheet.

An email (user) may also be granted System administrator permission which allows that specific
email system-wide access to your SecureSheet site.

The following tools are available to maintain email (user) addresses individually in Email (User)
Administration:

o Reset Password
¢ Remove Sharing

e Copy Sharing
¢ Add Email Address



mailto:help@securesheet.com?subject=User License Question

e Change Email Address

o Delete Email

e SecureSheets Where Used
e Share Admin to All Sheets

Over time using SecureSheet, you may find that you need to delete 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 Administrationin the upper right navigation on your SecureSheet home page.

Refresh | | | Update Your Profile | Buy/View Licenses{"System 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”. Mo system administration is required.
Optionally, emails can manually be added and/or granted certain
privileges (such as SecureSheet Creator, and System
Administrator)

:gmail EU seré Administration )

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 AddEmail Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 LClick here to export the email list to Excel
Email =
Admin Tasks Action |, | Last Name  First Name Job Title Employee D | SeCureSheet ini Verified (rinporary | Super
Administrator
Choose A Task Edit 1@acmeservices com User 1 Y
Reset Password
Assign Password Edit |2@acmeservices.com ¥
Remove Sharing
Copy Sharing Edit 3(@acmeservices com N 46920282
Change Email Address
Delete Email Edit A@acmeservices.com User 4 Y
SecureSheet Where Used
Share Admin To All Sheels Edit |aaron com 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 Profle Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254  Click here to export the emaillist to Excel
— File
Admin Tasks Action [ i V] Last Name First Name Job Title Employee ID s’f:“"s"fe‘ Verifiea| TEMPoOTary Sl;';';’
eator  p gministrator
Choose A Task v ’ com User 1 N | 41866343

A. Click Edit next to the user’s row you want to update. The row will become updatable.

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

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

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

E. Click Upd to save your changes.



Email (User) Administration AddEmail  Edit Your Profile Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number OF Click here to export the email list to Excel
File
Admin Tasks Action & @ First Name Job Title @ ey acaman | sams ~ Temporary Super
cua%im iices.com [user IIE ||[comp Analyst || (09564 | ] N | a1z66343 | [

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 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 File
Admin Tasks Action [ar ] Last Name | First Name Job Title Employee ID 5‘2“”5"["“ ini Verifiea| TEMPOrary SL',';';’
Administrator
Edil |1@acmeservices com User 1

Reset Password

-

Y
Y
N 46920282
Y
H

m
=]

2{@acmeservices com

Remove Sharing
Copy Sharing

m
=]

3@acmeservices com

Change Email Address

Delele Email Edit |A@acmesenvices.com User 4
SecureSheet Where Used

Share Admin Ta All Sheets Edit |aaron SCaniCom

74157500

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 Profle Delete Email(s) Reset Password Export Where Used To Excel Update Employee IDs
Number Of Records:254 _ Click here to expart the email list to Excel
7 File
Email
Admin Tasks Action [an mal | Last Name First Name Job Title Employee ID 5’2“"5":9‘ inis Verified TCmporary sl;';';r
i €ator  p dministrator
Choose A Task || Edit ices.com User 1 i s15333)
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 LClick here to export the email list to Excel
il File
Email
Admin Tasks Action| - — ]| Last Name | First Name Job Title Employee 1D | SECUreShect ini Verified [cImporany | super
Administrator
Edit 1@acmeservices com User 1

Reset Password

m
=

2@acmeservices com

n
'emove Sharin:

m
=

3@acmeservices com

Y
Y
0] H 46920282
Change Email Address
Y
N

Delete Email Edit A@acmeservices com User 4
SecureSheet Where Used
Share Admin To All Sheets Edit aaron ices.com

74157800

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 user in 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.
: — : — —
Email (User) Admlnlstratmn@:l Email ) Edit Your Profile Delete Email(s) Reset Password
Number Of Records: 253 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: |
First Name: | |
Last Mame: | |
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)
Number Of Records:254

Reset Password Export Where Used To Excel Update Employee IDs

Click here to export the email list to Excel

Email File

Admin Tasks Action| - ] Last Name | First Name Job Title Employee ID 5’2‘:;3;?“ i Verified TeMmPorary f_‘r‘f:r’
Administrator
Edit  |1@acmeservices com User 1 v
Reset Password
Assign Password Edit |2@acmeservices.com v
R aring
)] Copy Sharing ? Edit 3@acmeservices.com N 46920282
ddress
Delete Email Edit A@acmeservices.com User 4 Y
SecureSheet Where Used
Share Admin To All Sheets Edit |aaron. jices.com M 74187300

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

Select the user you want to copy the sharing profile to from the To Email drop-down.
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 1Ds
Number Of Records:254 Click here to export the email list to Excel
Admin Tasks Action [y Emal /] Last Name  First Name Job Title Employes ID | SEgUreShect = Verified [mporany, super
Administrator
Edil | 1f@acmesenices com User 1 v
;E:ii?np;g%ﬁ%fu Edi | 2@acmesentces com v
:mOVEE El:gdd Edit 3@acmeservices com M 46920282
Del& Edit A@acmeservices com User 4 Y
SecureSheet Where Used
Share Admin To All Sheets | Edit | aaron com N | 74137300
2. The From Email will default to the user’s existing email.

Enter the updated email address in the To Email field.
Click Change.

Change Email Address

From Email: | |

To Email: | |

{| Change |}

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 first Remove
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 1Ds

Number Of Records:254

Admin Tasks

Reset Password

Assign Password
Remaove Sharing

Copy Sharing

il Address
Delete Email
et Where Used

&
Share Admin To All Sheets

Click here to export the email list to Excel

Email File

+| LastName First Name Job Title Employee | SéCureShect Verified

reator

Administrator

1{@acmeservices com User 1

2{@acmeservices com

A@acmeservices com

Y
Y
3@acmeservices.com H
User 4 Y

H

aaron

com

Temporary Super
User

48920282

74157800

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 1Ds
Number Of Records: 254 Click here to export the email list to Excel
7 File
Admin Tasks Action [y, Email +| Last Name First Name Job Title Employee D | SeCUresheet ini Verified Temporary  Super
Al ea0r | ) dministrator User
1@acmeservices.com User 1 Y
Reset Password
Assign Password dit 2(@acmeservices.com Y
Remove Sharing
Copy Sharing dit 3@acmeservices.com N 46920282
Change Email Address
Delete Em Edit |4@acmeservices com User 4 v
SEPdmiFoASIEE | Edit | aaron com N | 74187800

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 suppori@secureshest com
2019 Employee Mapping B IMasterJobCatalog supporif@securesheel. com
2020 Merit’/Bonus Compensaficn Planning il MeriiEonus 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 e
Admin Tasks Action ET ] Last Name | First Name Job Title Employee ID 5‘2“”5"["“ ini Verifiea| TEMPoOrary sd'f;’
Administrator
Edit 1@acmeservices.com User 1

Reset Password
Assign Password
Remove Sharing

Copy Sharing

Change Email Address
Delete Email

Segl M:f
hare Admin To All Sheets.

m
=]

2{@acmeservices com

m
=

3@acmeservices com

m
=]

A@acmeservices com User 4

m
=

Y
Y
H 46920282
Y
H

aaron. ices.com

74157500

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.

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.

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 Administrationin the upper right navigation on your SecureSheet home page.

Refresh | | | Update Your Profile | BuyNiew 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
SecureShest for "Sharing”. Mo system administration is required.
Optionally, emails can manually be added and/or granted certain
privileges (such as SecureSheet Creator, and System
Administrator)

:Email EU seré Administration

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
e ——

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

- File
Email
Admin Tasks Action Last Name | First Name Joh Title Employee ID SecureSheet |, hment  Administ
[-an- v| Creator e
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.

Vei
57353715[N
75679868[N
37290328[N ia. col
63669773[N

8 albert i jices.com
9 alberta. com
10 alicia com
1 allen com

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

Email(s).

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

Emiail File
Last Name | First Name Job Title Employee ID SECUreESheet | 4 hment  Administ
V| Creator -
Administrator

Admin Tasks Action | Al

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 ;

| —
ﬂhﬁﬁgilhn@acmesewio&s.mm:

dlberia beaver@acmeservices.com; ™
alicia. hosey@acmeservices.com;
n.huberi@acmeservices.com, W

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. Setthe 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.

2. 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.
3. Setall UnLocked columns to Locked. (Note: In next year’s cycle, you will have to adjust
the column settings back to UnLocked).

4. Set a Lock Date on your Users tab for each userto customize locking each user from each

view individually (in your Users-Views SecureSheet).
5. Lock users by updating their sharing permission. (Note: The other locking options are
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more commonly used; this approach is an "extra" admin step for your

reference/consideration).
6. 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:
e |locking Views Using a Lock Date and Time (on a View)

e |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 loggingin, click Views.

T N snadwes )

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
Select a View: | .All Data ~| view Name: [All Data | View Type: [ Standard-Sheet Layout[ v | Secured View: ]_Lock Date: [4/1/2020 5:0{Web API: [| Cell Change History

Export Link [¥] Export Options: [Emultiform#( print Link: [¥] Format Link: [_] Formula Link: [¥] Adv. ImportExport: [¥] Row IDs: [] Col IDs: [¥] Grid Lines: (¥ Cell Border: [¥] Hide Col IDs: [_| Save Bution: [¥] Search:

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

On the 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, ete..) SVP Lock Date VP Lock Date Date
Todd Falco SVP 6/29/2023 6/29/2023
Allison Felton WP 6/24,2023 6/24/2023
Maimie Townley Manager 6/23/2023

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.
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https://www.securesheet-cloud.com/help/PDFs/LockingViewsUsingLockDateTime.mp4
https://www.securesheet-cloud.com/help/PDFs/LockEachUserwithLockDateUsersTab.mp4

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:I=F
Where:
® 6 is the SecureSheet number of your Users-Views-2023

e 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)

e Ais the column with the user’s email on the Users tab
° I stands for “lock date”

e Fisthe column where the lock date is located on the users tab for this view

~ [ View Name: [ Direct Reports | View Type: [ Standard-Sheet Layout v | Secured View: ~ LockDate:[  |Web API: () Cell Change History B Paste Link: [

Export Link & Export Options: |Efmultiformi] Print Link: () Format Link: () Formula Link: () Adv. Import/Export: [ Row IDs: B Col iDs: & Grid Lines: B Cell Border: & Hide Col iDs: [ Save Button: E Search:
Freeze at Row: Freeze at Column: Rows per page: [222_] Columns per page:[27 | Advanced SortiFilter: @ Lock Cell Range (use ; as separator): [ROW-S(CT) 2| Hidden Header Rows (use ; as separator): [1:8:9.10;11
[Coll Description | Properties ____lAutoSorlAutoFllter_AdvancedSort | nancedFmer

A |Unique 1D O untocksd O Locked @ Higeen| O O soa[ v][Asc visom[ v]ike v]| UnLocked v ][ [[ike V] [UnLocked v

B PrintLetter | O yriocked @ rocked O ridgen) [ (1 sow[ v][Asc vigem[ ~[ike ] Unlocked v ][ v][ike ] [UnLocked v

C |Form View Name| O yniogkes O toked @ riggen| () | O sew[ v][Asc visoq:[ vifike v [Untocked w][ v ][ike ~] [Untocked ]|

D PoFFileName | () ynioeked ) Locked @ Hidden| L) O sea:[ vl[Asc viseq[ v][ike ~ UnLocked v ~ |[like UnLocked ¥

E Reserved O untocked Otocked @ higden| [ | O sea[ v][Asc viseq:| v][ike ~]| Unlocked v || v][ike v

F [No Q it okt O tackat @ biddan O sea[ vi[Asc viseq[ vi[ike ]| [[UnLocked v ][ v ke vI| [[UnLocked v |

Label Row: Keep Filters Open: _
Summary Cales: |A1=THIS:CN7="vexit/copylc|CNIvISubmiltied/Submit All | ex. At=sum(A3:A100);B1=sum(B3:8100)
View Overrides : |&;Users:Atld=F |- ex. Sheet1;A:et=B;vt=C (shest i )

Preview | Save View | Close

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. After logging 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: |Se|e1:l An Email Group ﬂ

Oagd O Rene-iii- Permission () Default View () Default Sheet () Secured Views () Copy/Add (All Sheets)
2o amin@asmeservces com

bob.smith@acmeservices.com, Administrator

eugene coe@acmeservices.com Limited Administrator

View Administrator
Secured Administrator

Update
C Change Permission C Update/Export Formulas
= Update/Export Values/Import Values

Update/Export For fimport Values
- [ port For port View Values
MeritBonus | Dashboard | 0mCharl_| Statement | Data | CustomChartProf |\ e 0o View Values
. I port View Values - Admin Last
Email port For as
Ed“l a0 mal V| Name Update/import View Values - Admin Dsefaull Login |Remove|
Al View Only M L=
P B sl v af " a

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

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

Troubleshoot User Login Error Messages

Troubleshoot User Login Error Messages

Scenario:

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

Action:

e |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

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

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

e A View also controls the filtering of the data that each user is given permission to access in the
view.

e 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.



Setting Up Views

When you create a SecureSheet for the first time, you follow the process for setting 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:
0 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

Verify User Views

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

O O OO O O OO o 0o o oo o o o

Video Resources:

e Standard Administrator Views in a SecureSheet

e 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:

Add a new View

Copy an existing View
Edit an existing View
Change the Name of a View

O O O O ©o

Delete a View


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

0 Modify View Properties

Adding a New View

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

View: | -All Data hd m | SharmWon View | Advanced ImportExport | kil GleE]

3. Click Add Views to create a new view.

Edit Viewd] Add Views [Delefe Views | Copy Views
Select a View: | -HREP l | View Name: | HREP |y

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

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

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

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

Freeze at Row: EI Freeze at Column: I none ﬂ Rows per page: Colu

Col|  Properties  AutoSortAutoFilter
A | ® unlocked () Locked () Hidden | [ ]
B | ® uniocked () Locked () Hidden| [ U]
C | ® unlocked () Locked ) Hidgen| [ O]
D | ® unlocked () Locked ) Hidden| [ O]
E | ® unlocked ) Locked ) Hidden| [ O]

| 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 [Delete Views | Copy Views
View Name: | |"u"iew Type: IStandard-Sheel Layout | w |
Export Link |:| Export Options: |:| Print Link: |:| Format Link: |:| Formu

Freeze at Row: EI Freeze at Column: Inune | | Rows per page: Columns

Coll  Properties  JAutoSortAutoFilter
A | ® yniocksd ) Locked () Hidden| [ O]
B | ® uniockes () Lockes O Hidden| [ O]
C | ® uUnlocked () Locked ) Hidden| [ O]
D | ® unlocked ) Locked ) Hidden| [ O]
E | ® uniockes () locked ) Hidden| [ O]

Click Close to leave View design mode.

Copying an Existing View

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

View: | -All Data hd m | 5har®xpoﬂ View | Advanced ImportExport | kit i Gl e

3. Click Copy Views to copy an existing view and its properties to a new view.

Edit Views: Add Views | Delefe "u'iewsq Copy Views 3
Select a View: | -HREP | View Name: || HREP K
Export Link Export Options: [Emultiform#] Print Link: Format Link: || Formula Link: |

Freeze at Row: EI Freeze at Column: |L ﬂ Rows per page: Columns per pags
Col| Descripion |  Properties  AutoSorfAutoFilter Advanced Sort

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

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

C. 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 dit Views d Views | Delefe Views |
Select A View to Copy: | -Director I"’«f"‘| Mew View Mame: | Director

Copy View Cloge
CAlert: View added successfull

OR

Click Close to leave View design mode.

Editing an Existing View

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

View: | -4l Data W m | Shar‘ wport View | Advanced ImporfExport | ki vk bt

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

"Wiew Name: | HREP
Export Link (7] ' Print Link: [¥] Format Link: [_| Formula Link:

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

Modify the view properties as needed.

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

Click Close to leave View design mode.

Deleting a View

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

View: | Al Data hd m | Shar’ xport View | Advanced Import/Export | Ik i U]

3. Click Delete Views.

Edit Views: Add Views( Delete Views )Copy 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 ﬂ Rows per page: Columns 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: [P | Freeze at Column:[L || Rows per page: Columns p
g VT4

g IR2E

- 1

g 2B

g [vT4

View Due 's:|
.
‘ Delete View 'Eluse

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

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:
¢ UnLocked — column is visible and can be updated by user

¢ Locked — 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.

[ H 3 !-m

Aflanta e —
Boston
Chicago
Cleveland
Dretroit

Los Angeles
Mew Y ork
Philadelphia
Raleigh
Seattle

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


https://www.securesheet-cloud.com/help/PDFs/ColumnSettingsinViews.mp4
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Setting Up Columns in Views

Login to SecureSheet.
Select the SecureSheet from your home page.
Click Views. This puts you into the view design.

1|.|'ie'nll.-:| -Total Rewards (All Data) Vl w | Shar&urrnulal Export View | Advanced Import/Export

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
‘ l M Analytic Report (Location)
| .Analytic Report (Manager)

—— .HREP
S Amport Net Change Data

Select a View:
Export Link

Manager Roll-Up
Statement-Form
Administration
Chart1

Freeze at Row Default

Edit Views: Add Views | Delefe Views | Copy Views | Help On Views

Select a View: | Manager “ | view Name: [ Manager

Export Link [¥] Export Options: [Emultiformi#( Print Link: [] Format Link

Freeze at Row: EI Freeze at Column: |L ﬂ Rows per page: |50

Col| Description |  Properties  AutoSortAutoFilter|
A D () unLocked ) Locked (® Hidden | [ Ol
B |Print Statement | () Unlocked (®) Locked () Hidden| [ [l

5. Scroll through the columns and adjust the settings as you desire for the users of the View you are
working in:
A. Set the columns to UnLocked, Locked or Hidden.
B. Click the check box to turn on/off Auto Sort / Auto Filter.

W |New Salary () UnLocked (®) Locked () Hidden
X |TargetBonus % | () UnLocked (®) Locked () Hidden
Y | Target Bonus § -12:22-0@ Locked (_) Hidden @
Z |individual Perform| (@) nlocked () Locked () Hidden
AA Bonus Payout Am| () Unlocked (®) Locked () Hidden
AB Merit Budget (O unLocked () Locked (® Hidden | [ ] ]

6. Click Save View when you are done working with the column settings.
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Al | show Bonus () UnLocked ) Locked (®) Hidden

A |Lock Cells (JunLocked ) Locked (®) Hidden

0| O
0| O

AK 15t Level Approve| () unlocked () Locked (®) Hidden

[«
€]

]
]

Label Row: El Keep Filters Open: |:|
Summary Calcs: |A1=THI5;E!‘1"1 ="ExportViewFormulas™; U1="schart/Chart1./3]

View Overrides 2

Preview | Save View '

7. Click Close to exit the view design.

Cloze

Al | show Bonus ClunLocked ) Locked @) Hidden| [ ]
A |Lock Cells (JunLocked ) Locked (® Hidden | [ ] ]
AK 15t Level Approve| () Unlocked () Locked (®) Hidden

]
]

Label Row: El Keep Filters Open: |:|
Summary Calcs: |A1=THI5;E!‘1"1 ="ExportviewFormulas”; U1="schart/Chart1,/3

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.
0 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.
0 The set-up in the example uses an .HRBP view.

Setting Maximum Rows and Columns for a View

Click Views to enter View design mode.
Select a View from the Select a View drop-down list. In the example, we are in the design mode
for the .HRBP 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: | HRBP | View Name: [HREP | view Type: [Standard-Sheet Layout v | secu
Export Link Export Options: |[Emultiform#] Print Link: Format Link: [_| Formula Link: Adv. Import/Export: Row IDs: Co
Freeze at Row: EI Freeze at Column: |L Advanced Sort/Filter: Lock Cel
[Col| Description | Properties |AutoSort} AdvancedSort | |
A 0 O unLocked ) Locked ® Hidden| [ 1 sem| [v]]Asc [v]|seq[ [v][ike T[] rl
B |Print Statement | (O Unlocked ® Locked () Hidden| [ 1 sem| [v]]Asc [v]|seq[ [v][ike T[] [i
C O unLocked ) Locked ® Hidden| [ [ |sea| [v]]asc [v] seq| [v|[ike  [w] I-l
D O unlocked ) Locked ® Hidden | [ [ seq| [v]]Ase [v]|seq| [v][ike T[] rl
E O unlocked ) Locked ® Hidden | [ [ seq| [v]]Ast [v]lseq| [v][ike  [v] rl
Label Row: D Keep Filters Open: |:|
Summary Calcs: |A1=THI5;BY1 ="ExportWiewFormulas”,U1="schart/Chart1/250/125. summary" | — ex. Al=sum{A3:A100);E
View Overrides : | | -- ex. Sheetl;Aet=B;vt=C
| preview ] Save View |
Meri Chart | Statement | Statement-Views Payroll Integration | Data | CustomChartProperies | Users
QTutaI columns: 20 Ceolumns "EJ:'IE)|
W W W W LS W W
1 WorkFlow Status Guidelines
2 Total Eligible: 0 Exceeds (2.5%-5.0%) Alloy
3 Total Approved: 0 Meets (1.0%-2.5%) Incre
4 Total InProcess: 0 _ Owver
b
G Print Statement Approved Region Location Manager Name Hire Date {Sument Title
a— — Salary —

Properties of a View

You have to be a SecureSheet administrator to set up and maintain Views.

Setting Up View Properties

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

View: | -All Data hd m | SharmWon View | Advanced ImportExport | kil GleE]

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




Edit Views:
iew: | Executive

Eslocta View:|

Export Link |_| Export Options:

Freeze at Row: EI Freeze at Column: Irmne ﬂ Rows per page: Columns per pags

ews | Copy Views | Help On Views

ew Name; |Execu1i~.re

Print Link: [_| Format Link: || Formula Link:

5. Set or modify the View Properties described below.
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 | Delefe Views | Copy Views
Select a View: | -All Data e | View|
Export Link Export Options: [Emultiform#] Pring

Freeze at Row: EI Freeze at Column: I L ﬂ

A D () UnLocked () Locked (®) Higd
B |Print Statement | () ynlocked (®) Locked () Hidd
C () UnLocked () Locked (®) Hidd
D (O unLocked () Locked (®) Hidd
E () UnLocked () Locked (®) Hidd

Label Row: El Keep Filters Open: |:|
Summary Calcs: |A1=THI5;E!‘1"1 ="ExportViewF ormuly

} Close

View Overrides 2

Preview [ Save View

View Properties

Edit Views: Add Views | Delele Views | Copy Views
Select a View: | -HREP | view Name: [HREP | View Type: | Standard-Sheet Layout| v | secured view: (] Lock Date:[ | wen aPr: [] Cen Change History

Export Link [¥] Export Options: [Emultiform#{ Print Link: [¥] Format Link: [_| Formula Link: [4] Adv. Import/Export: [¥] Row IDs: [¥] Col 1Ds: [¥] Grid Lines: [¥] Cell Border: [¥] Hide Col IDs: [] Save Button: [] Search:

Freeze at Row: El Freeze at Column: [L || Rows per page: [50__] Columns per page: Advanced Sort/Filter: (/] Lock Cell Range {use ; as separator): [ROW-5(AJ) Hidden Header Rows (use ; as separator):[ | Multi-Select Filters:
Properties

Add Views (link) |[Click to create a new view from scratch.




View Design
Properties

Description

Delete Views
(link)

Click to delete an existing view.

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, contact SecureSheet 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 userto export the data they see from the view. An "Export View" link will be
made visibleatthetop 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
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View Design Description
Properties
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

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 acrossthetop.

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




View Design Description

Properties
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 right scroll arrows (<< >>) to page left and right.

Advanced Shows the Advanced Sort and Filter options for the view. When you turn this

Sort/Filter setting on, you can see the column descriptions, which are helpful when setting

columns to locked, unlocked or hidden.

LockCell 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 Allows multiple levels ofsortand filters to be used by the end user in the view.
Filters Works based on the AutoSortand Auto Filter settings defined in the view.
Defaults to on setting.
F |Approved (®) UnLocked () Locked () Hidden s;.,;| ﬂ|Asc L | seq| v [like  [w] |UnLocked v || [w]|ike [ ] |UnLocked| v |
G |Region () unLocked ® Locked () Hidden sg.,| [v][ase Tv]|seq: v like  [wv] |UnLocked w || [v][ike [v] |UnLocked| v |
H |Location ) UnLocked ®) Locked () Hidden seq| [ [Bse %] seq 1[v|[in [ |[gemairel Users,|[UnLocked w|[  [v]fike [v] JunLocked] v |
| |Manager () UnLocked ®) Locked () Hidden seq | [ [Ase (] seq[ v [ike  [+] [Ontocked ][ [~][ike [+~] [OnLocked[ ]
J |Manager ID (O unLotked () Locked (®) Hidden seq| [ [Ase [%] seq: v |like  [w] |UnLocked v || [wv][ike [v] |UnLocked| v |
K |Empioyee ID (iietackad ()1 nckad (@) Widdan | [ W gen [ T I[85 Tolean [ T | like wll ITunLockeal w11 v | liike wll [MUnLocked w1
Label Row: |6 Keep Filters Open: |:|
Summary Calcs: (A1=THIS;BY 1="Export¥iewFormulas";U1="schart/Chart1/250/125:summary" _ex. Al=sum({A3:A100);B1=sum{B3:8100)
View Overrides : --ex. Sheet1;A:et=B;vt=C (sheet > il property )

[Beeview | Save iew | close

View Column ||Description

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 Fields used to design advanced security filters for the view. Up to three
Filter 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 at 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 calculateall 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 to column 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

Click Views to enter View design mode.
Select the view you want to add the link to from the View drop-down list.
In the Summary Calcs field, add the following syntax to create the link: A1=THIS; N4="vexit/copy|
c|N|v|Subm|tted/- where:
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.
0 Submitted is the value that will populate the column when the user clicks the link is
clicked.
0 - 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: A iews | Copy Views

Name: [Manager | View Type: [ Standard-Sheet Layout v | Secured View: B Lock Date:[ | web API: (| Cell Change History
ptions: |Emultiforme] Print Link: B8 Format Link: (| Formula Link: [ Adv. import/Export: (| Row1Ds: B ol 1Ds: B Grid Lines: B2 cell Border: [ Hide Col 1Ds: [ ] Save Button: B Search:

Freeze at Row: Freeze at Column: _ Rows per page: uColumns per page: - Advanced Sort/Filter: . Lock Cell Range (use ; as tor): #| Hidden Header Rows {use ; as sep

D O [0 |sea| wl[asc vsea[ w][ike ]| [[untocked v ][ ~]fike  ~]| |[UnLocked v |
E (]} [ |sea:[_w][Asc ]seq -ml:l\unmcked v wllike | |[UnLacked v |
F  Region ® Locked O Hidden seq:[ 1w |[Asc v sea [ w][ike ] [[UnLocked v ][ ~][ike  ~][ |[UnLocked v |
G Losaton sea| V[asE wieo[ ve v |ureenv] e v [naevea v |
H Msnager O Untocked ® Locked O Hidden seq:w|[Asc w[seq:[ 1w n  w|[#emaibref Securi| UnLocked v || w|[lke ][ [ UnLocked w |
U emorsed | O urpaes ® cosee O riacen O seo[ v Ve vl v Junseav] v ]| [noevea v |
I |First Name - i ] M lsan-l wellzer wleanl swllie wlf Mintackad w Il e llica ol M0l nrker |
[
‘-- &x. A1=sum{A3:A100);B1=sum(B3:B100)
|- ex. sheett;azet=Bivt=C (sheet il col:property ete.)
Instructions = PerformanceMerit = Manager Summary Data = Security
-All- H W -All- Z W | -Al- : W 1 4 K L M ._.N ' P ...Qv R -All- z
1 ? Guidelines Merit Budgets @ 3%
2Fhr:[?rc{iiiognarﬂ:lg?;f;:;n yellow highlighted columns Exceeds 0% - 6% Available 50
3 Click Submit All for next level approval Meets 0% - 2.5% Used: $0
4Click Here for Instructions Below 0% Remaining:|$0
5Region | ocation Manager Employee ID  |First Name | ast Name Hire Date |Current Manager Title Rating 2 % 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.

Click Views to enter View design mode.
Select the All Data (Edit) view from the View drop-down list.
In the 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.

When a SecureSheet is live, it is very important that any additional team members (i.e., new row(s)
with employee data) are added online and not through an export/import with a different row count
than what exists online in SecureSheet. If you import a different row count than what exists in
SecureSheet, the SecureSheet cell history will be cleared at that point in time.

Create a data maintenance view called Add Rows. Characteristics of this view include:

0 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).
0 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:

e [f 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.

e [f 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. 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.

N o g bk~ wN



8. Set the columns Properties to UnLocked or Hidden so you end up with only UnLocked value-
based columns in the view accordingly:
0 Set every column that is driven by a formula to Hidden. Use your Excel file to check which
columns are formula-driven.
0 Set every column that is extra/blank to Hidden.
0 Leave every column that is a value only set to UnLocked.
9. Click Save View.
0 Inthe preview section of the view, you should see the column labels for only value-
based columns.
0 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 | Delete Views | Copy Views

Select a View: View Name: [Add Rows | View Type: |Add-Sheet Layout | v | Secured View: [¥] Lock Date:[  |web API: [] Cell Change History [
Row IDs: [¥] Col IDs: [¥] Grid Lines: [¥] Cell Border: [ | Hide Col IDs: [] Exit URL |
Template Row ID: El
Freeze at Row: “ Freeze at Column: | none ﬂ Rows per page: -Cnlumns per page: Hidden Header Rows (use ; as separator): m
ColDescription |~ Properties | AdvancedSart | ganced Fker
A |Unigue ID ®) Unlocked () Locked () Hidden Seq:| || [ A5t | %] geq| | w]lke  [w] |UnLocked| w | | J like  [w| |UnLocked| v |
B ® Untockes () Lockes () Hidden Seq:| [ [As6 [~ seq | [w][ike  [v] [unLocked[ || [w][ike  [v] [unLocked] ]
c ® unLocked (O Locked O Hidden Seq:| [V ][|Asc [V]seq:[ [v][ike  [v] [untockea[ v ][ Tv][ike  [v] |UnLocked]~]
D ® Untockes () Locked () Hidden Seq: | | % |[Asc |~ seq| | w]lke  [w] |UnLocked| w || [w][ike  [w] |UnLocked| |
E ® Untockes () Lockes () Hidden Seq:| [ [As6 [~ seq | [w][ike  [v] [unLocked[ || [w][ike  [v] [unLocked] ]

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 il property )

[“Preview | Save view | Ciose |

Alert: View saved successfully.

PerformanceMerit | Dala | Security
|Tma\ columns: 33 Columns Next>> ‘

A B C D E F G H 1 J K L
:.gwique Region Location Manager Employee ID First Name |Last Name |Hire Date
497 East Boston Todd Falco 497 Jimmy Mcmulin 2/3/1997
497 East Boston Todd Falco 497 Jimmy Mcmulin 2/3/1997
497 East Boston Todd Falco 497 Jimmy Mcmulin 2/3/1997
497 East Boston Todd Falco 497 Jimmy Mcmulin 2/3/1997

@ler e allnin

Special 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 you edit a view.

Special 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 hd m | Sharm:mod View | Advanced ImportExport | kit i Gl e

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

Edit Views: A

welect a View:

Export Link (7] : Print Link: [¥] Format Link: [_| Formula Link:

Freeze at Row: EI Freeze at Column: IL 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

Ao

B |Print Statement

c

Export Link [¥] Export Options: [Emultiform#] Print Link: [¥] Format Link: [] Formula Link: [¥] Adv. Import/Export: [¥] Row IDs: [¥] Col IDs: [¥] Grid Lines: [¥] Cell Border: [¥] Hide Col IDs: [] Save Button:

Freeze at Row: [ | Freeze at Column: [L_ || Rows per page: [50__| Columns per page: Advanced SortFilter: [¥] Lock Cell Range (use ; as separator): [ROW-S(AJ] Hidden Header Rc
(Col|_Description | ______Properties ______JAutoSortAutoFilten _Advanced Sort

D Advanced Fiiter

) unLocked ) Locked ® pidden| [ [ |seq[ [¥][Ase [¥]seq| [w][ike [~][ |[untocked]v] “l[ike [w][ ][UnLocked[ ]
(O unlocked (®) Locked () Hidden | [ [0 |seq:| [v][ase Tv] seq[ T ][ike [v] |UnLocked v | [ v Jike v [unLacked ]
O unLocked O Locked (® Hidden| [] [ |seq:| [v][Ase [v]seq[ [v][ike ]| [[Untocked ][ [~][ike  [~]] | [UnLocked[~]

Assign a Seq: to the advanced filter. Up to three (3) columns can have advanced filters
in a view.
Select the 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.
= |f 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 comparison text you enter. This logic looks for
an exact match of the string found in the filter.
e Like searches for a match inside the entire string, whereas In 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 (=, <=, >=, <>).
Comparison textis the value that you want to compare the column to. In addition to
normal values such as characters, numbers and dates, there are several special
SecureSheet comparison filters that may be used. They are always bracketed by the

number sign (#).

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.
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.

See Step 4B.

See Step 4C.

See Step 4D.

SecureSheet
Comparison
Filter

Description

H#email#

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 lessthan 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)".

#4#

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 theuser.

#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

0 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 >???").

0 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.

0 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
address#

Applies the condition for the comparison against the cell value referenced. The
cell address is used to find the value on the sheet that will be used in the filter.
As an example, #cell, A5# would use the value in cell A5 for comparisoninthe
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 SecureSheetlID 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




0 Where:

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.

14 is the SecureSheetID of the Users-Views SecureSheet
Users is the name of the tab in the Users-Views SecureSheet
being referenced

A is the column in the Users tab that contains the user's email
address

B is the 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

e 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.

e 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:

0 (O In ('Chicago','St. Louis','Detroit'))-cols-O
O (O ="Chicago' And S = 'FINANCE')-cols-O,S
0 (O In('Chicago','St.Louis') And S ='OPS')-0,S
O (H="Active' AND P NOT IN (‘Human','HR') AND CF <> 'A'")-cols-H,P,CF
e And on the view that needs this security, put an advanced filter on Column A
(typically) with the following syntax: #emailsqlxref,2;Users,A,M#

0 Where:

2 is the SecureSheetID 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

®=  Miis the 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.
e 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:
0 ="(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)
e And on the rollup view, add an advanced filter on Column A (typically) with
the following syntax: #emailsqlxref,2;Users,A,L#
0 Where:
= 2 isthe SecureSheetID of the Users-Views SecureSheet
= Users is the name of the tab in the Users-Views SecureSheet
being referenced
=  Ais the column in the Users tab that contains the user's email
address
= Listhe columnin 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.
e 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#
0 Where:
= 2isthe SecureSheetID of the Users-Views SecureSheet
= Users is the name of the tab in the Users-Views SecureSheet
being referenced

= Ais the column in the Users tab that contains the user's email
address

= Bisthe Manager ID column in the Users tab

= G isthe column in the main data sheet with the EEID

DISTINCT
DISTINCT_ROW

Command that can be used in Summary Calcs on a View to pull unique instances
from a column and place them in cells in the header rows, that you can then use
in other header calculations.

e 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.

e On the Summary Calcs: line on the applicable View, use syntax
K3=DISTINCT_ROW(F5:F2000)

0 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.

0 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.

o |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.

e The DISTINCT results may be displayed or hidden on a view depending on
their desired use.

Additional Notes on Special Filters:

e 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.
0 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.

Find the SecureSheet ID for Advanced Filters

When you set up security cross references using the advanced filtering tools in SecureSheet, the

syntax of some SecureSheet special filters includes the SecureSheet ID of your Users-Views
SecureSheet.

e For example, using the #emailruxref advanced filter, the filter syntax would look like this:
#temailruxref,15;Users,A,B,F#
0 Where:

= 15is the SecureSheetID

= Users is the name of the tab in the Users-Views SecureSheet being referenced

= Ais the 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 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 |IMMEDIATE MGR| (O Uniocked ) Locked ® widden () sea:[ v][Asc wlseq:[1~][In ~Al#emailruxref, 15;Users. A UnlLocked v v|ike | [ UnLocked v |




SecureSheet Help

Finding the SecureSheet ID

Login to SecureSheet.
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

| View Active SecureSheet

q

SecureSheet Name
-All- !

Choose A Task 2020 MeritBonus Compensafion Planning
Share

Impersonate Users
L LhangeeHmrme———
d Properties }

Admin Tasks

Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

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

Delete

Clear Cell History

3. You will see the SecureSheet ID: on the Properties page. Make note of it.

Edit SecureSheet Properties

Secures 2020 Merit/Bonus Compensation Planning
SecureSheet ID: _E
Created ©y.

jill.anthony@acmesernvices.com

LIS 2L 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).

92/186



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:

e 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.

e 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. Add anew 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 other view properties accordingly:

o

(@)

O O O o

Turn on the Web API: checkbox. This enables this view as an option in the Import Values
(by View) tool.

Turn on the Cell Border: checkbox.

Set Freeze at Row: to the row with your column labels.

Set Rows per page: to as large a number as allowed (up to 6000 cells can be displayed on a
page).

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.

List any header rows before your column label row in the Hidden Header Rows: box.

Set your Label Row to the same as your Freeze at Row: setting.

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).

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.

3. Click Add View.

o
o

You can see the Column Descriptions after the view is saved.
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.

4. Click Edit Views
5. Select your newly created view from the Select a View dropdown.

o
o

Turn on the Export Link checkbox.
Set Export Options: to E.



O Turn on the Adv. Import/Export: checkbox.

6. 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.

7. 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.

9. Click Save View.

10. Follow the steps to export the view.

11. 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:

o 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.

o 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 | Delefe Views | Copy Views
Select a View: | Import Col-Q - Perf Raiing | View Name: [Import Cok-Q - Perf Rating ] View Type: [Standard-Sheef Layout ] Secured View: [¥] Lock Dates| ] Web API: [7] Cell Change History []
Export Link /] Export Options:[E______| print Link: (] Format Link: [] Formula Link: (] Adv. Import/Export: (] Row 1Ds: ] Col IDs: [¥] Grid Lines: [¥] Cell Border: [¥] Hide Col IDs: [ | Save Button: [¥] Search:
Freeze at Row: Freeze at Column: [none| ™ | Rows per page: [500_| Columns per page: Advanced SortiFilter: [¥] Lock Cell Range (use ; as separator): Hidden Header Rows (use ; as separator): Multi-Select Filters:
= O erocn G st Tt L] e e e T e St i 1 i (e = e e e
F |Region 0 se| [MI[Ase M]sq[To] ke [w][  [uniomea[w][ [v[ike [v]| |[Uniockealw]
G |Location 0 se| V][Ase [M]seq[Tv][ike [v][  [Unlockea[w][ [v][ike [v] |[Uniocked|w]
H | Manager O unlooked O Locked @ Hidden| [ O e[ [][Ase [¥]seq[ [v][ike v |[Ontockeo[w][ [w]fie [w]| |[Onlocked|w]
| EmployesD | () Unkoked ® Locked () Hidden| [ O |sea] VI[Ase V] seq:[ o] [ike =] [Untocked[ <] [ [w][ike [~]| |[UnLocked[v]
J First Name O Unlocked @ Looked O Hden| [ O |sea] V[Ase (%] seq:[ ¥ [ike =] [Untocked[ <] [ [w][ike [¥]| |[UnLocked[v]
K Last Name () ltet nrteat (@)1 () tticdam | ] M lsea [ Tl lTase Tolean TRk 111 [ [OnCockedl w1 vilike Tl UnLocked| v |
Label Row: Keep Filters Open: [
Summary Calcs: |A1=THIS:Z1="ExportyiewValues" |- ex. A1=sum(a3:A100;B1-sum(B3:8100)
View Overrides : | ex. Vi=C (sheet il )
| Preview |  Close |
Alert: View saved

The View in this example looks like this:



I J

Employee ID First Name Last Name

K

PerformanceMerit | Data = Security
Page 1of24 |44 <4 » MW| or Selecta Page: m
A A : e 5

5 'ﬁ!}nique Region Location

6 497 East Boston 497 Jimmy
7593 East Boston 593 Jack
4 664 East Boston 664 Juan
9 665 East Boston 665 Craig
10788 East Boston 788 Martin
11 East Boston 969 Ellen
12 East Boston 1041 Grace
13 East Boston 1076 Ronald
14 East Philadelphia 1179 Myrtle
Total rows: 213

Memulin
Watts
Hamann
Decarlo
Chrisman
Albanese
Henke
Holcomb

Jester

View: | Import Col-Q - Perf Rating | EEEXEN | share | views | Export View | Comments | B e ata)]

Q

Rating 7

eeds
eeds
eeds
eeds
eeds
eeds

FHRRARRE

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

Edit an existing View.

P w DR

setup).
5. 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

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

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 | Delete Views | Copy Views
Select a View: [_2nd | evel &nor v | View Name: [ 2nd Level Approver | View Type: [ Standard-Sheet Layout | Secured View: B Lock Date:[ | web APi: [ Cell Change History [

txéon Link & Export Options: [E Brint Link: B3 Format Link: ) Formula Link: B Adv. importiExport: & Row 1Ds: B8 cot1Ds: B Grid Lines: B cen Border: 3 Hide Col1s: [ save Button: B2 searcn:

Freeze at Row'El Freeze at Column: Rows per page: [50__| Columns per page:[50__| Advanced SortFilter: B Lock Cell Range (use ; as separatory; [ROV-S(A) | Hidden Header Rows {use ; as separator)::| | Multi-Select Filters:
lmm—mm_mm Advanced Filter

A D seq:[ v[Asc wseq[ wl[ike v |[OnCocked v ][ w][ike  ~][ |[UnLocked + ]

Locked @ tigaen| O

O
B | Print Statement | (), Locked (O hidden| [ O sea [ w][asc wlsea| w][ike  +] |[Untocked w ][ w][ike ][ |[UnLocked v
c Lot @pugzen| O | O e[ v][Ame wlsss[ vl ] |Grieerea v [ ][ v ]| | nieaiea v
D Locked @ Higgen| (O [ seq[_w][asc w|seq ke v [[Uniockea w ][ w[ike ][ |[UnLocked ~
E Locked @ Higden| [ |sea:[ wl[Ase wisea[ wike  ~] [[UnCocked v ][ ~][ike  ~][ |[UnCocked v

[r—— e [ Eer v lan [ o llia ] 1Mt ckad w1l i I Tiiet a0 |
Label Row; [6 il
@cs \M THIS BY 1= ExporiVieviValues > | - ex. A1=sum(A3:A100);E4=sum(B3:B8100)

View Overrides : | - ex. sheett;azet=Bivi=C (sheet name;email colzproperty=colummetc.)

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:

e \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.
0 You identify which tabs are required for an exported SecureSheet to work offline.
0 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.
0 If there are formulas in columns that you want replaced with values, identify formula-
based columns that need to export as values-only.

e |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.

e |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.
Enter an E in the Export Options: box.
Click Save View.

Edit Views: Add Views | Delels Views | Copy Views

Select a View: | 2nd | evel Aporover ~ | View Name: [ 2nd Level Appraver View Type: | Standard-Sheet Layout v | Secured View: & Lock Date:[ | web APi: [ cell Change History [

:[E_ pentLink: B Format Link: [ Formuta Link: & Adv. import/Export: @ Row 1Ds: B Col 10s: B Grid Lines: B Cell Border: [ Hide Col 1Ds: [ save Button: B searcn:

Freeze at Row: E| Freeze at Column: [l v | Rows per page: [50__| Columns per page:[50__| Advanced SortFilter: & Lock Cell Range (use ; as separator): [Rowsta ] Hidden Header Rows (use:as separator):[ | Multi-Select Filters:
[ Coll_Descrintion l Propertics o AutoSortAutoitter Advanced Sort | Advanced Fitter

A D sea:| w][Ase wsex[ w][ike  w]| | Untocked ][ w][iike  ~]| |[UnLocked + |

B |Print Statement | () o, seq:[ w|lAsc wseq| w[ike  w] |[UnLocked w | w|[ike  ~]| |[ UnLocked v |

sea:[ wl[ase wlsem[ wl[ike  w]| |[UnLocked v ][ w[like  w]| |[UnLocked + |

D seq:|_wl[ase wlsea[ wl[ike v |[Untockes w[  w[ike  w]| |[UnLocked v
E O ] [seq:[ w[asc wseq[ w[ike v |[UnLockes | w|[ike ]| \|u Lo kav\
E annroved A TP m M leon [ wllaer wleon [ wilive ol IMint aekean w1 e air=ayl| LI A |
Label + -
mary Cales: [A1= THIQ BY1="ExporiViewFormulas E_t,) - ex. A1=sum(A3:A100):B1=sum(B3:8100)

View Overrides : | -ex. sheett (sheet il col:property=columnetc. )
| Preview | Save View | Close

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.

e The standard export with formulas includes all columns, by design, as the hidden columns might
influence the formulas.
e 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).
0 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.
e There is an option to replace the formula with the value in the column on export.
0 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.
e 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)
0 This would be used for columns that do not impact formulas AT ALL or columns that you
do not want users to see
0 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,AH,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,CI,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



0 Syntax examples in Summary Calcs:
A1=THIS;Z1="ExportViewFormulas*rcfs*AS,CA,DE,DF,DG,DH,DI,DJ,DK,DL,DM,DN,DO,DP,D
Q,DR,DS,DT,DU,DV,DW,DX,DY,DZ,EA,EE,FN,FM,FO,FP*rcfe*"

On a Manager view:
A1=THIS;Z1="ExportViewFormulas:Data*rcs*A,B,C,D,E,|,K,M,P,R,T,AK,BD,BF,BG,BH*rce*"
On an HRBP 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:
= A1=THIS;Z1="ExportViewFormulas:*rcfs*A B*rcfe**rcs*C,D*rce*"
e 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 oron 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:

e (Create a view that you want to share with managers on the Summary tab.
View Name: .Budget Summary
a. Summary Calcs: syntax: A1=THIS;B1="#sheetview:Associate Detail***.My Whole
Org#";G1="#disablescrolling#";H1="#hideheaderrows,E1:E32#"
Where:

i. Associate Detail is the exact tab name on the main tab

ii. .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

iii. disablescrolling removes scrolling from the view and allows the calculations to
be made across all of the summary rows.

iv. 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)

b. Set Freeze at Row: to the last row of data on the Summary tab
c. Setan Advanced Filter to accommodate the logic built in hideheaderrows, e.g.,



Column E filter set to 1 = Show UnLocked

Edit Views: Add Vieuss | Delete Views | Copy Views
Select a View:  Default ~ | View Name: [Default Secured View: @ LockDate:[___|Web API: [ Cell Change History (] Paste Link: (J
ExportLink @ Export Options: [F#HideLS ] Print Link: & Format Link: () Formula Link: [ Adv. ImportiExport: 3 Row 1Ds: [ Col 1Ds: € Grid Lines: () Cell Border: [ Hide Col IDs: (] Save Button: ) Search: ()

Freeze at Row: Freeze at Column: Rows per page: Columns per page: Advanced Sortitter: @ Lock Cell Range (use ; as separator): Hidden Header Rows (use ; as separator):[ | Mult-Select Fitters: L)
Advanced Filter

A C L O | O sea[ v][Ase vseq vike v [[Untosiea~ ][~ ke~ | [UnLocked v |
B O | O (sea[ v][Asc wlsen[ v]ike v]| [[Untockea v ][ (ke ][ | [UnLockea v |
c . O O sea[ v][Asc v]sea[ v][lke  v]| J[Untocked v ][ v[ike  ~ |[UnLocked v |
D o O O |sea:[ v][Asc v]seq[ v][lke v]| |[UnLocked v ][ ~1[ike ~]| |[UnLocked v |
E . O O sea[ v][ase v]sea[ v][ike  v]| J[UnLocked v ][ w][ike  ~] |[UnLocked v |
Fl Oy wen| O | O beal vilase Vs vilie ]| [[untockea v [~ [ike 1| [[untocked v|
Label Row: [0 Keep Filters Open: [J

Summary Calcs: [ AT=THIS H1="#disablescroling#’ F1="#hideheaderrows F1 F3d#" | - ex. Af=sum(A3:A100); B1=sum(B3:8100)

View Overrides : | - ex. sheett; :vi=C (sheet )

| preview | save view | close

e On the Summary tab, build formula logic into the "Show" column to hideheaderrows as needed.

e 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:

e C(Create a Summary view that you want to share with managers.
View Name: .Summary
a. Summary Calcs: syntax: A1=THIS;AM1="#disablescrolling#";AN1="suppressdetailrows"
Where:
i. disablescrolling removes scrolling from the view
ii. suppressdetailrows hides the detail rows
iii. AM1and 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).
b. Set Freeze at Row: to your header row (the row with all of your column headings).
c. Setall columns that do not contain summary calculations to Hidden.
d. Set all columns that do contain summary calculations to Locked.

Edit Views: Add Views | Delete Views | Copy Views
select a View: [ Summary | View Name: [Summary ] View Type: [ iandara Sheet Layout v | secured view: €2 Lock Date:[ | web api: [ cen Cange pistory [
Export Link (| Export Options: ] print Link: L) Format Link: ) Formuta Link: L) Acv. importiExpor: [ Row1Ds: € Cot10s: B Gria Lines: (] Cail Border: [ tiide ot 10s: L) save Button: @ search:

Freeze at Rows[15_| Frecze at Column: Rows per page: Columns per page: Advanced SortFiter: B0 Lock Coll Range (use ; as separator): Hidden Header Rows (use ; as separator): [ | Multi-Select Flters:
Advanced Filter

0| [ sea[ wl[Ase wisea| v ] |[Untockes w ][ w[ik=~]| | [UnLocked v |

O | O sea[ wl[Ase wisea[ e ] [Untockes » ][ wl[ik=~]| | [UnLocked v |

[} O sea[ wl[Asc wlsea[ v|[ike ] |[UnLocked ~ || w][ike ~]| |[UnLocked v |

a O [sea[ _w][Ase w]ses:| w|[ike ~]| [[UnLocked [~ [like  ~]| |[UnLocked v |

O | O |sea| %[ wsea] <] | Dokt v ][]k v]| | [UnLocked ¥
L T R T S e vy AU v [ | |[IT=rr=pv =] e
pen: |

Summary Calcs: [A1=THIS:DK1="#disablescrollingé DL1="suppressdefalrovis” |~ ex. Ad=sum(A3:A1005;51 =sum(B3:B100)

View Overrides : | -ex. )
=

e Users will need to be shared to the Summary view as needed.

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:
e Import/Export refreshes to your data as many times as desired or needed.

e When you import a different number of rows, or anything changes about the order of the rows
you import, compared to the current data set in SecureSheet, the SecureSheet Cell History will
be wiped clean from that point in time. This becomes highly important after go-live, but is rarely
an issue before go-live.

e The main consideration for preserving cell history after go-live is to accommodate tracking the
status of an employee in the structure of your SecureSheet before go-live.

0 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 cell history.

= |f needed, employees with "Termed" status can be filtered out of manager views
such that they do not hit the budget during the process.

e Another consideration is if you have a requirement around the sort order of your data. You may
sort your data in any order desired. For on-going data management after go-live, if you want to
export and resort data, import resorted data, and preserve cell history through the process, make
the SecurSheet Support team aware of this requirement.

0 There is a property on your SecureSheet to sync cell history with each row's Unique ID on
import, and this can be set by the SecureSheet Support team. The Unique ID is the value
that is stored in Column A on the main tab in your SecureSheet.

e |f 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 visible immediately.

After go-live:

e 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 its position in the structure. If the number of
rows or the order of the rows changes from what is in SecureSheet to something different
contained in an import file, SecureSheet will infer a different number of rows or a different order
of rows as a new file, and will wipe the cell history clean up to that point.

® |n order to preserve cell history, the number of rows and the order of the rows must remain
consistent through the planning cycle.

0 For on-going data management after go-live, if you want to export and resort data, import
resorted data, and preserve cell history through the process, make the SecureSheet
Support team aware of this requirement prior to go-live.

O Any additional rows must be added online, not through an import with additional rows

added to an Excel file and then imported.

e |f an employee terms during the planning cycle, change the employee status column and do not
delete the row. Rows must not be deleted during a planning cycle in order to preserve cell
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history. If a row is deleted, cell history will be wiped clean.

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 visible 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

Move a tab

Delete a tab

Verify Formulas

End of a Cycle Process

O O OO O O OO0 oo o o o oo

Video Resources:

Export from SecureSheet

Import to SecureSheet

Import Values by View

Add Rows

Insert or Delete Columns

SecureSheet Site Audit

SecureSheet-Specific Audit

Import and Export

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 an
export of the SecureSheet to work with the latest and greatest version.

¢ You update whatever you need to in Excel and then import your updates to SecureSheet.
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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 and use

the Import/Export tool.
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

e |mport 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
Tl | view Active SecureSheet

1

e Secure Sheet Name

min |asks ,I [V

Choose A Task 2020 Merit/Bonus Compensation Plannin

Share

Impersonate Users

; Change Name

( Import/Export %

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. Select Export — Values/Formulas/Formats.
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SecureSheet Import/Export

Select The Import/Export Option

Export - Sharing
Import - Values
Import - Values (By View)

Import - Values/Formulas/Formats
Import - Views

Import - Sharing

4. Click the Select All checkbox to export all of the tabs in the workbook.
e Evenif 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.
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

TitBonus Dashboard OrgChart Statement Payroll Integration Data CustomChartProperties Users

Summary

The SecureShest Export allows you to export individual shest(s) from to an Exesl spi

include Cell History E4) Run On SecureSheet Servers (not in the browser} And Send An Email Attachment [_{ Password: ¥ Required*** This password secures your exported file and will be required to open your file in Excel.
ExpoiT

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

8. 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.
9. Click Reset to return to the Import/Export Options.

SecureSheet Import/Export MName2020 Merit/Bonus Compensation Planning

Thiz may take a few misaTes tegending on the gize of the Secure Sheet. Please wait for the export to complete...then click
Reset for more optio

10. Click <<Go Back on the top right of your screen to return to your SecureSheet home page.

== 5o 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.
1. Login to SecureSheet.

2. 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
Search | View Active SecureSheet
1
B Secure Sheet Name
Admin Tasks ’All-i [V,
Choose A Task 2020 Merit'Bonus Compensation Planning
Share
Impersonate Users

Change Name

Import/Export ) }

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. Select Import — Values/Formulas/Formats.

SecureSheet Import/Export

Select The Import/Export Option

Export - Values

Export - Values (.csv)

Export - Values/Formulas/Formats
Export - Views

Export - Sharing

Import - Values

|

Fa

Import - Sharing

mport - Values/Formulas/Formais [‘\}

4. 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 the Import Values by View tool
(e.g., if you have 1,000 or more rows to update).

e Values — Check if you updated value-based columns.
0 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.
0 If you only check import values, you will not wipe out formulas.
0 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.
e Formulas — Check if you updated any formulas.
0 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.

0 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.

0 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.

0 Importing formulas will cause a full recalc of your SecureSheet. This happens after
you login to the sheet the first time after import and save a change. As a best practice,
you may want to force this recalc (i.e., make it yourself) so your end users are not
slowed down by it. 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.

¢ NamedRanges — Rarely are Named Ranges used in SecureSheet. Check if you updated
any Named Ranges used for drop-down lists or VLOOKUPs.

0 Named Ranges are difficult to manage and maintain when troubleshooting across
multiple tabs in a workbook, for example, trying to identify where they are used. If
used for anything other than drop-down lists or VLOOKUPS to static data, transition to
discrete cell references (e.g., SAS$2:5CS$500) because these can be easily traced.

¢ Formats — Check if you updated any formatting properties (e.g., font, color, alignment,
text wrap).

e Protection — Check if you updated any protection settings.

o 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.

e Conditional Formats— Check if you updated any conditional formatting.

¢ Comments — Check if you updated any comments that exist in the worksheet.

0 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

I Impaort - Values/Formulas/Formats ﬂ

Select The Property(s) To Import

[ setectall e - —
[[] Formats | [] Protection | [[] Merged Cells O CD@

Values D Formulas D NamedRanges |:| Column Widths D Data Validations D Conditional Formats

Select The Sheet(s) To Import/Export

[ select An
| [[] MeritBonus | [| Dashboard | [] orgChart | [] Statement | [| StatementViews | [_] Payroll Integration | [ ] Data | [] CustomChartProperties | [_] Users
The SecureSheet Import allows you to 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 properiies
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

| Import - Values/Formulas/Formats ﬂ

Select The Property(s) To Import
[ select an

| [ values

D Formulas D NamedRanges D Formats D Protection | D Merged Cells D Column Widths D Data Validations D Conditional Formats D Comments

Select The Sheet(s) To Import/Export

[ sel e ——
( [] MeritBonus | [] Dashhoard‘ [] orgChart | [ statement | [] Siammerllf\fiews| ] payroll Integration | [] Data | [] CustomChartProperties | [ @

_-‘-‘-_-‘_—I—-—.__; 4__-—-—-—-.-_-.-.-_

The SecureSheet Import allows you to import individual sheet(s) properties from an Excel spreadsheet to a SecureSheet.

IMPORTS CAN HOT BE UNDOME, 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 properfies

selected.

Excel File (.xls):

Browse...

Import

Thiz 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 » |

Select The Property(s) To Import

[ setect Al

|:| Values |:| Formulas |:| MNamedRanges |:| Formats ‘:l Protection |:| Merged Cells |:| Column Widths |:| Data Validations |:| Conditional Formats |:| Comments
Select The Sheet(s) To Import/Export

L select Al

|:| Users | |:| UserViews E| DropDowns |:| Notes

The SecureSheet Import allows you to import individual sheet{s) properties from an Excel spreadsheet fo a SecureSheet.

IMPORTS CAN NOT BE UMDONE, so it is recommended to Export the sheets first as a backup, and then Import. An imporiant nofe:
Import uses the exact range that existsin the corresponding SecureSheet sheetis) and it replaces ALL the properties

selected.

o
Excel File (.xls 1 Choose File | Mo file chosen
e —m—

=

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

You will return to your imported sheet in SecureSheet when the import has finished.

8. Click the Recalc link.
NOTE: This 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: When you import an update to one tab and not your entire spreadsheet,
SecureSheet needs to recalculate to accommodate the updates you made in your import.
Clicking this link is like making the first save to your SecureSheet, and, depending on the
complexity of your model, it may take a moment for that first save. As an administrator,
you want that first save to be done by you and not by your end users. If you have any
guestions about data imports, contact the SecureSheet Support Team.
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Import/Export General Notes

e 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.

e Do not use Import Values unless you are importing supporting tabs with static values used in
VLOOKUPs or for drop-down lists.

e Do not attempt to use the import Views or import Sharing options without direction from the
SecureSheet Support Team.

e 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.

e 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.

0 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:

e 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
Import the formula update using the Import/Export tool, importing the Values and
Formulas properties
4. Take the SecureSheet off Maintenance Lock

e 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

e Update values in a column(s) in a small subset of data (less than 1,000 rows) using one of these
approaches:
0 Copy/paste into a column or range of columns
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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

e Update Named Ranges, Cell Formatting, Merged Cells, Column Widths, Data Validations, and

Conditional Formats:
0 May be done online while SecureSheet is live (in the Active section of your site) and end

users are accessing it
0 Follow the links to the applicable instructions

e Insert a column(s) in your existing SecureSheet structure:
Put the SecureSheet on Maintenance Lock

2. Insert a column in the existing SecureSheet structure online

3. Export Values/Formulas/Formats from SecureSheet using the Import/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

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.

e 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
Create views over the additional tab as needed
Share other administrators or end users to the new tab as needed

e Add additional rows to your SecureSheet:
0 Use the Add Rows view to add any incremental employees to the data set after go-live.
0 The row count on imported files must stay the same throughout a cycle to preserve cell
history. Do not export, add additional rows and import a different row count than you
exported; if you do, you will lose cell history.

e Immediately lock out all end users from making updates in SecureSheet:
0 Select Lock the SecureSheet from the Admin Tasks dropdown. End users will not be able
to save updates.
0 When ready for users to continue with udpate access, select Unlock 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. If you are concerned about preserving cell history through
the planning cycle, any new rows must be added online in SecureSheet through an Add Rows view
and not imported from Excel.

NOTE: IF you add (or delete) rows in an exported Excel file, and you import that file to
SecureSheet, the cell history to that point will be wiped clean with that import.

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

Login to SecureSheet.
Select Add Rows from your View: drop-down.
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 the Import/Export tool or the

Import Values by View tool.

You may lock a SecureSheet at the end of a planning cycle, which puts the data in a "view only" mode

for end users until licenses expire.

Lock the SecureSheet Versus Maintenance Lock

e |ock the SecureSheet prevents any non-administrator user from saving changes to a
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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.

0 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.

0 Users see an indicator within SecureSheet that the sheet is in administrator Update
Mode.

0 When a cycle is complete, locking the SecureSheet is a way to put every view in a "view
only" mode.

e 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.

0 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.

0 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.

| Wiew Active SecureSheets

1
SecureSheet Name Group

Admin Tasks [ ~[aev

Choose A Task 2020 Merit/Bonus Compensafion Planning A
Share

Imperzonate Users

| Change Hame
Properties
Import/Export
Automate Tasks
Audit Activity

Delete Views

Verify User Views
Copy

Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Gache

Delete

(| Lock the SecureSheet )

e —
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Il | view Active SecureSheets

1

Admin Task Secure Sheet Name Group
min Tasks |7 Al Vl ’—|-ﬁ\||- v

1

Number Of SecureSheets 1

Users see this message if they go into a SecureSheet when it is Locked:

x Alert: This SecureSheet is Locked - Administrator Update Mode
SECURESIHEET ™

View: | Default hd | Share | Views | Format | Formula | Export View | Advanced Import/Export | kbbb i s |

2. 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.

m | View Acfive SecureSheets

1

B SecureSheet Name Group
Admin Tasks Al v an v

T

Share

Impersonate Users
Change Name
Properties
Import/Export
Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

! "
’q gnLo::k the SecureSheet "‘LI}

1

|m | View Active SecureSheets

Admin Task SecureSheet Name Group
min Tasks |
Al ] [ ]
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.

111/186



SecureSheet Help

| Search |

| View Aclive SecureSheets

1

SecureSheet Name

Admin Tasks Al

Choose A Task 2020 Merit/Bonus Compensation Planning A

Share
Impersonate Users

me
Properties

Automate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History
Lock the SecureSheet

2. Check the Maintenance Lock check box on the Edit SecureSheet Properties page.

Edit SecureSheet Properties

SecureSheet Name
SecureSheet 1D:

2020 Merit/Bonus Compensation Planning

185
Created By:
e IETY jill. anthony@acmesenices.com
Date Created 9/24/2019 1:26-49 PM

v

Allow User To Override Formula

Passwords must be created for exported sheets:

Back Color: (color on My SecureSheet Page)

|1'.rr4 |l

| Mone

v]

3. Scroll to the bottom of the properties list and click Apply to turn on Maintenance Lock.

4,

Click the Go Back link to return to your SecureSheet home page.

<= Go Back

elp | Contact Us | Log Out

5.

The SecureSheet you put on Maintenance Lock is highlighted in yellow.

[ Search |

| Vigw Active SecureSheets

1

1

P SecureSheet Name Group
min Tasks AL V] [ V]
Choose A Task V| 2020 Merit/Bonus Compensation Planning A

Number Of SecureSheets 1

6. Users see this message if they try to access a SecureSheet when it is in Maintenance Lock:
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My SecureSheets

1

SecureSheet Name

Alert: The selected SecureSheet is currently under maintenance.

[ search-

2020 Ment/Bonus Compensation Planning
1

Grou
-l v [-an v
A

Created By Date Created

Jilanthony@acmesenvices.com 9242019

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.

| | View Active SecureSheets

1
Secure Sheet Name

Admin Tasks Al

Choose A Task
Share
| Impersonate Users

2020 Merit/Bonus Compensation Planning A

me
d Properties
rt

Aufomate Tasks

Audit Activity

Delete Views

Verify User Views
Copy

Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache

Delete

Clear Cell History
Lock the SecureSheet

2. Uncheck the Maintenance Lock check box on the Edit SecureSheet Properties page.

Edit Secure Sheet Properties

SecureSheet Name
SecureSheet ID; 185
Created By:

Date Created 9/24/2019 1:26:49 PM

2020 Merit'Bonus Compensaficn Planning

jilLanthony@acmeservices.com

Allow User To Override Formula M‘
Passwords must be created for exported sheets:
Back Color: (color on My SecureSheet Page) [Mone v|

3. Scroll to the bottom of the prop

erties list and click Apply to take off Maintenance Lock.
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4. Click the Go Back link to return to your SecureSheet home page.

2= Go B@Djﬂg | 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

e For scenarios when updating data with the Import Values by View tool:

e 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.

e 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.

e When selectively updating data, you do not need to lock. Here are some scenarios:
e Using an .All Data view to make small data updates.

e 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.

e 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.
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My SecureSheets Create A SecureSheet File A
Tl | view Active SecureSheet
1
S TR SecureSheet Name
min Tasks ’.ﬁlli W,

Choose A Task 2020 Merit'Bonus Compensafion Planning
Share
Impersonate Users

LChange-Narme——— |

d Properties E »]

Automate Tasks
Audit Activity
Delete Views
Werify User Views
Copy

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

Delete

Clear Cell History

2. Click the Allow User to Override Formulacheckbox.

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:

G

Sheet password for export view with formulas:

Back Color: (color on My SecureSheet Page) | Mone w |

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.
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My SecureSheets Create A SecureSheet File A

Tl | view Active SecureSheet

1

S TR SecureSheet Name
min Tasks ’.ﬁlli W,
Choose A Task 2020 Merit'Bonus Compensafion Planning

Share
I Impersonate Users

| Change-tame——— |
d Properties E »]

Automate Tasks

Audit Activity

Delete Views

Werify 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.

Edit SecureSheet Properties

SecureSheet Name 2022 Merit/Bonus Compensation Planning
SecureSheet ID: 238

Created By: jill anthonyi@acmeservices.com

Date Created 3/8/2021 11:39:40 AM

Maintenance Lock:

Allow User To Override Formula N

Passwords must be created for exported sheets:

Sheet password for export view with formulas: |

Back Color: (color on My SecureSheet Page) | Mone v|

3. Click Apply.
4. Click<< Go Back. Passwords will be required when you export from SecureSheet.

Select The Import/Export Option

Export - Values/Formulas/Formats v

Select The Sheet(s) To Import/Export
O setectan

[ meritBonus | (J Dashboara | OJ Summary‘ [ orgcnart | [ statement | (] payroll integration | () pata | [ CustomChartProperties | [ users

[The SecureSheet Export allows you to export individual sheet(s) from to an Excel

include Cell History [ Run On Secure Sheet Servers (not in the browser) And Send An Email Attachment [ 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 “ImportExport” 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.
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If you are evaluating how you want an exported SecureSheet to work offline for end users, see
setting 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.

My SecureSheets Create A SecureSheet File A

Tl | view Active SecureSheet

1

SecureSheet Name
[ A1 v

Choose A Task 2020 Merit'Bonus Compensafion Planning
Share
I Impersonate Users

| Change-tarme———————_ |
d Properties E »]
Automate Tasks
Audit Activity
Delete Views
Werify User Views
Copy
Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstrative Refresh
Reset Cache
Delete
Clear Cell History

Admin Tasks

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: 235

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:

=
=
) .

@sswam for export view with formulas: | SuperSecretEUZD
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
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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.
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.

0 In this example, Column Q is the source column; the other columns are included for
reference and filtering if needed.

A F G | J K
5 |Unique ID Region Location Employee ID First Name Last Name
60 1101 South Atlanta 3265 Clarence Maya
&1 2401 East Boston 3272 Molly Aucoin
62 1103 South Atlanta 3282 Patsy Bey
&3 1104 South Raleigh 3284 Eric Barros
64 1105 South Atlanta 3300 Paul Raley
65 1106 South Atlanta 3343 Leonard Lennox
66 2402 East Philadelphia 3351 Aaron Slone
67 2403 East Boston 3383 William Drye
68 1107 South Atlanta 3393 Hazel Mareno
&9 1108 South Atlanta 3427 Angelica Black
70 1103 South Raleigh 3466 Jeffrey Mcgill
71 2101 West Los Angeles 3511 Eric Lynch
72 2102 West Los Angeles 3518 Cora Lunn
73 2103 West Los Angeles 3533 Susan Sommenvlle
74 2104 East Bostan 3729 Heidi Mertens
75 2105 Midwest Cleveland 4297 Cindy Brumley

4. Go to the View you will paste into in SecureSheet.
5. At the edge of the starting cell for the column or range of columns you are pasting into, right-
mouse click and select Paste.
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View:|Import Col-Q - PerfRating v|[ | | Share | Views | Export View | Comments |
PerformanceMerit | Data = Security
F G
A M Em V| d e a

5 lLé)nique Region Location Employee ID |First Name Last Name |[Rating 7
- Su S— __ S— B —

60 1101  South Atlanta 3265 Claranca  [Maua ]
612401  |[East Boston 3272 Hnde ]
62 1103 South Atlanta 3282 Cut L]
63 1104  South Raleigh 3284

64 1105  South Atlanta 3300 %
65 1106  South Atlanta 3343 ]
66 2402  [East Philadelphia 3351 el L]
67 2403  [East Boston 3383 Inspect element ]

1 1

6. Click Save Changes to save the values you pasted into SecureSheet.

View: | Import Col-Q - Perf Rating /| | Share | Views | Export View | Comments | G ]

PerformanceMerit | Daia  Security

F G
A A M En v ! J K Z
5 lLI.:I)nique Region Location Employee ID First Name Last Name |Rating 2
= S R Sews B— R —
60 1101  South Atlanta 3265 Clarence  |Maya Exceeds|
61 2401 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
65 1106 South Atlanta 3343 Leonard Lennox Exceeds
66 2402  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 1108 South Raleigh 3466 Jeffrey Megill Below
712101 West Los Angeles 3511 Eric Lynch Below
722102 West Los Angeles 3518 Cora Lunn ’W
732103 West Los Angeles 3533 Susan Sommerville ’W
74 2104  East Boston 3729 Heidi Mertens Below
752105  Midwest Cleveland 4297 Cindy Brumley Below
| —

7. 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.
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SECURESIHEET " + Alert: Changes saved successfully.
View: [Import Col-Q - PerfRaing ~|[— | IEEIEN 1 Share | Views | Export View | Comments |
PerformanceMerit | Data = Security
F G
A A v A V| ' : s @

5 I%nique Region Location Employee ID [First Name Last Name m_?
o S — e p— rrorsmanm

60 1101 South Atlanta 3265 Clarence  |Maya [Excecldl
51 2401 East Boston 3272 Molly Aucoin Exceeds

§2 1103 |South Atlanta 3282 Patsy Bey [Exceeds
63[1104  |South Raleigh 3284 Eric Barros [Exceeds
641105  South Atlanta 3300 Paul Raley [Exceeds
65 1106 South Atlanta 3343 Leonard Lennox ’m
662402  |East Philadelphia 3351 Aaron Slone Meets
672403  |East Boston 3383 William  |Drye Meets
681107  |South Atlanta 3393 Hazel Moreno Meets
§9/1108  |South Atlanta 3427 Angelica  Black -.
701109 |South Raleigh 3466 Jeffray Mcgill -.
712101 |West Los Angeles 3511 Eric Lynch -.
722102 West Los Angeles 3518 Cora Lunn -.
73 2103 West Los Angeles 3533 Susan Sommerville -.
742104  |East Boston 3729 Heidi Mertens -.
752105 |Midwest Cleveland 4297 Cindy Brumley -.

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:

e SecureSheet Site Audit

e SecureSheet-Specific Audit

SecureSheet Site Audit

Access System Administration through the navigation links on the top right of your SecureSheet
screen:

| Befresh | Help | | Update Wour Profile | User Licenses]_=vztem Administratiop L og Out

Click Organization Statistics to access the following:

120/186


https://www.securesheet-cloud.com/help/PDFs/SecureSheetSiteAudit.mp4
https://www.securesheet-cloud.com/help/PDFs/SecureSheetSpecificAudit.mp4

Organization Statistics

SecureSheet Email (User) Licensing/Storage| Licensing User Activity
Licensed Users: 1000 Q View Organization Audit Trail 9 From Date: (mm/ddlyy)  [10/30/2022
i View SecureSheet Activity. i —
Rows Allowed Per Licensed User 500 Export Where Used To Excel To Date: (mm/ddiyy) 11/6/2022
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
250K Shest 310 250000 35202210246 |06 uresheet com lioswick@securesheetcom | 11/472022 2:38:00 PM | 11/4/2022 3:10:26 PM | OrganizationRedirect| Mac/Safari | en-US
EM - jill 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 | $5/2022 125009 e com jil com| 1/3/2022 32136 PM | 11/3/2022 32245 PM | Logout Mac/Edge | en-US
D ETs ljoswick@securesheetcom | 11/3/2022 1:31:06 PM | 11/3/2022 3:56:42 PM | CacheTimeout Mac/Safari | en-US
2022 Employee Mapping 2104730 jill com| [ =
AM jil com| 11/3/2022 12:26:15 PM | 11/3/2022 3:22:49 PM | Logout Mac/Edge | en-US
Job Mapping Demo 2114229 gﬁwm 40446 |y ices com | [/ todd. ices.com | 11/3/2022 12:16:20 PM | 11/3/2022 12:26:10 PM | Logout Mac/Edge | en-US
jillanthony@acmeservices.com | 11/3/2022 12:13:43 PM | 11/3/2022 12:16:12 PM | Logout Mac/Edge | en-US
Encrypted - 2022 Merit/Bonus Compensation 340 718 | 11312022 32433 com 2 -
Planning PM il com| 11/2/2022 3:58:32 PM | 11/2/2022 8:42:42 PM | CacheTimeout Mac/Edge |en-US
jll anth. i 11/2/2022 9:27:27 AM | 11/2/2022 8:42:42 PM | CacheTimeout Mac/Ed -US
2022 Merit/Bonus Compensation Planning 238|715 | 21202254082y orynony @ocmeservices com | [ ony @acmeservices com achelimeo acEdge e
todd falco@acmeservices.com | 11/2/2022 9:17:50 AM | 11/2/2022 8:27-18 AM | Logout Mac/Edge | en-US
2021 Merit/Bonus Compensation Planning 264|612 | 2802238533 |y o pony@acmeservices.com | |[123
Number Of Records: 21
Users-Views-Security 205 281 mwozz WIS || e
Acme 2020 Comp Planning With Budget 221 257 ;/r:nufzoﬂ G support@secureshest.com
thCharts 335 185 | I312022 35825 iy anthony@acmesenices com
12
[Number Of Records: 15

A. SecureSheet (Email) User Licensing and Storage Information- Shows the current number of
licensed users, allocated rows, and rows in use for your organization.

B. Links to:

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.

0 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.

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.

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 selecting Audit Activity from the Admin Tasks drop-
down next to the SecureSheet you want to audit on your SecureSheet Home Page:
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SecureSheet Name

Admin Tasks ’-All-——v|

Choose A Task w || 2020 MeritBonus Compensation Planning

Chooss A Task

Share

Impersonate Users

Changs Nams

Properties

ImportExport

Automate Tasks

Audit Activity

L3
Delete Views
Verify User Views
Copy
Lock the SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminstraiive Refresh
Reset Cache

Delsts

Clear Cell History

You can then enter specific audit parameters and export activity results to Excel as desired:

SecureSheet Audit Name2022 Merit/Bonus Compensation Planning

Cel ange Histo

From Date: (mm/dd/yy) 10/30/2022 g Yy
To Date: (mmiddlyy) 11/6/2022 Sheet: [MeritBanus ~v| Cel: [i7 ] Click here to export to Excel
Type: [import | Email: | | - 7/19/2022 10:14:39 AM —- todd falco@acmeservices.com
0 . O o ], d byjillanth i com - Exceeds

Include Load History Include Login History| | .. 6/29/2022 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 Fxcel

1

ID Type Status Detail Email Start Date End Date
33528181 | ImporiValuesFormulasFormats | Complete ‘Se:ur‘esheet‘ZGZZ Merit_Bonus Compensation Planning-2022-11-22-1559 with A‘ jill.anthony@acmeservices.com | 11/2/2022 5:10:28 PM | 11/2/2022 5:10:52 PM
33528089 | ImportValuesFormulasFermats | Complate ‘SE:ur‘EShEetZGZl Merit_Bonus Compensation Planning-2022-11-82-1559 with A‘ jilLanthony@acmeservices.com | 11/2/2022 4:49:-11 PM | 11/2/2022 4:49:29 PM
33527875 | ImporiValuesFormulasFermats | Complete ‘Se:ureshaetzzazz Merit_Bonus Compensation Planning-2022-11-82-1559 with A‘ jil.anthony@acmeservices.com | 11/2/2022 4:00:00 PM | 11/2/2022 4:00:22 FM
33526037 | ImporiSheetViewValues Complete ‘Securesheet‘ Joes Sheet: MeritBonus View: .Manager /,‘ todd falco@acmeservices com | 11/2/2022 9:23:59 AM | 11/2/2022 9:24:04 AM
33518938 | ImportValuesFormulasFermats | Complata ‘SE(ur‘EShEet:ZGZE Merit_Bonus Compensation Planning-2022-1@-31-1532 with A‘ jilLanthony@acmeservices.com | 10/31/2022 3:35:50 PM | 10/31/2022 3:36:12 PM

1

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

e 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.

0 If you need to audit a specific activity, you may enter the type of activity in the Type field.
0 Ifyou need to audit activity by a specific email address, you may enter the email address
in the Email field.

122/186



0 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.

e 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.

0 Select the sheet that contains the cell you want to audit from the Sheet dropdown.
0 Enter the specific cell you want to audit in the Cell field.
0 Click Go.

e 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:

e An administrator purposely clears cell history.

e The row count or row order is changed on an import from Excel (or rows are reset for a
SecureSheet online).

0 To maintain cell history in an existing SecureSheet, you can re-import values and/or
formulas, but you cannot change the row count nor the row order.
= For example, if the SecureSheet tab has 100 rows and your Excel file has 130 rows,
and you import values and formulas, your cell history will be removed.
0 If you would like cell history to be tied to the unique ID in Column A, contact the
SecureSheet support team for assistance.

e Anytime a copy of a SecureSheet is made.

Audit Cell Change History

e 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 v  View Narne:| All Data |\ﬁew Type: Standard-Sheet Layout ¥ | Secured View: #| Lock Date: l:l Web API: Cell Change History Ld

e \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

2.5 % { ﬂ)
0.0 %

5.0 % H

e When you click on the Hin a cell, another browser window will open with the cell change history.


mailto:help@securesheet.com

Cell Change History Name: 2020 MeritBonus Compensation Planning
Click here to export to Excel
I Date and Time Value
UT | 41372020 3:15:00 PM | todd falco@acmeservices. com 2.5 %
U7 | 47832020 10:26:00 AM todd.falcn@acmesemic&s.m@naﬁd hy:jill.anlhnw@acmesm@.s %
U7 | 4782020 10:17:00 AM | todd falco@acmeservices. com 5.0 %
UT | 372472020 3:47:00 PM | jill anthony@acmesenices com 6.0 %
UT | 324/2020 3:14:00 PM | todd falco@acmeservices. com 6.0 %
UT | 3182020 12:15:00 PM | todd falco@acmeservices. com 2.0 %
U7 | 171472020 2:15:00 PM | todd falco@acmeservices. com 6.0 %
U7 | 1772020 3.07:00 PM | jilLanthony@acmesenvices. com 2.0%
UT | A7f2020 2:43:00 PM | todd falco@acmeservices com 20%
UT | 12/12/2019 3:42:00 PM | todd falco@acmeservices. com 2.0 %
UT | 121272019 3:42:00 PM | todd.falco@acmeservices. com 2.0 %
U7 | 127372019 2:23:00 PM | todd falco@acmeservices. com 3.0 %
UT | 1102002019 2:13:00 PM | todd falco@acmeservices.com 2.0%
UT | 11152019 1:50:00 PM | todd.falco@acmeservices.com 5.7 %
UT | 11132019 4:45:00 PM | todd falco@acmeservices. com 2.5 %
UT | 1111272019 2:14:00 PM | todd falco@acmeservices. com 2.7 %
U7 | 1182019 1:14:00 PM | todd falco@acmeservices. com 5.5%
UT | 117672019 10:15:00 AM | todd falco@acmeservices.com 4.0 %
UT | 11/52019 2:13:00 PM | todd.falco@acmeservices.com 6.0 %
U7 | 1073172019 2:19:00 PM | todd.falco@acmeservices.com 2.0 %
U7 | 10730520159 11:14:00 AM | todd falcof@acmeservices. com 6.0 %
U7 [ 10M1672019 1:15:00 PM | jillanthony@acmesenvices. com 5.0 %
UT | 1001672019 1:11:00 PM | todd falco@acmeservices. com 6.0 %
u7 25%

e You may also take an export of cell history using the SecureSheet import/export tool and click the

Include Cell History checkbox on the export.

e 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.
Name the view All Data (View Only) - Recent and History, for example.
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.

Click Save View.

View set up example:

Edit Views: Add Views | Delete Views | Copy Views

Selecta View: [EILE- NI | View Name: [All Data View Type: [Standard-Shest Layout] | Sccured View: [¥] Lock Date:[__|Web API: [_] Cell Change History

Export Link [¥] Export Options: [ | Print Link: [¥] Format Link: (| Formuia Link: [ ] Adv. importExport: [/ Row 1Ds: [¥] Col 1Ds: [¥] Gria Lines: [¥] Cell Border: [ ] Hide Col 1Ds: [ ] save Button: (4] Search:
Freeze at Row: El Freeze at Column:[K |~ Rows per page: [50__|Columns per page: Advanced SortFilter: [¥] Lock Cell Range (use ; as separator:[ | Hidden Header Rows (use ; as separator):[ | Multi-Select Filters: [
AB Ountocket O Lockes ® | [ seq[ [¥][Ase [¥]|seq[ T [lke v] [Ontockea[ V][ [¥][ike  [v] [UnLockea v

AC O O seq[ [V[As¢ [V]seq [ ] [ike <] [Untoskea[ v ][ [~ [ike  [~] [UnLocked v

AD End O O seq [ [2][Ase [V]seq[ ] [ike  [v] [Untockea[ V][ [¥][ie  [v] [UnLockea v

AE seq:[ V] [Ase (V] seq [ ] [ike  [v] [Untockea[ v ][ [~ [ike  [~] [UnLocked ]

AR seq:[3[ ] [Dese e [1v] == [w] [Fist [UnLockea v ] [and| [ [«= [ v][siste [UnLocked[ V]

AG CrestedDats | (D)unLocked (O Lockes @ tidden| [ O sea [VI[Ase V]seq [ o] [ke ] [UnCocked v ] [ [~ [ike  [v] [UnLocked[ v ]

Label Row:[5__ {Keep Filters Open:

Summary Calcs: |A1=THIS | - ex. At=sum(A3:A100);B1=sum(B3:8100)

View Overrides : ] - ex. (sheet il col:property )

[ Previen | save view [ ciose |

The date range selection will look like the following on your view:

Filters:
where: 6/16/2020 6:26:17 PM is |:~= (v | |3.rsr2ms F01:21PM | v | |andﬂ |¢= v |&f1=.=.fznzu 12:27:54 PM| v |

e C(lick 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.

e 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. 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:
e Cell history is automatically overwritten if a different number of rows or the order of the rows
changes on an import to SecureSheet.
e SecureSheet also tracks changes at the row level. These system-level audit columns are not
overwritten when cell history is cleared.
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1. Select Clear Cell History from the Admin Tasks drop-down next to the SecureSheet that you want

to clear.
My SecureSheets Create A SecureSheet Eil
| m [ View Active SecureShey
1
: Securesheet Name
Admin Tasks TaIL P i
Choose A Task W || 2021 MeritBonug Compensation Planning
|_ Chooze A Task A
P
Share

Impersonate Users

Change Nams

Properties

Import/Export

Automate Tasks

Audit Activity

Delete Views

Verify Formulas

Verify User Views

Copy

Lock the SecureSheet

Archive the SecureSheet

Hide the SecureSheet

Admingstrative Refresh

Reset Cache

Delete

' Clear Cel History k

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 SecureSheets

1

Secure Sheet Name

Admin Tasks Al o

Clear Cell History - Are You Sure? || 2021 MeritBonus Compensation Planning

Clear Cell History - Are You Sure?

Mo

Work with 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
when it is initially created.

e 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

e Data Validation — Using a Named Range

If you need to remove a data validation, you may remove it online.

Data Validation — Using a List

Select the SecureSheet from your home page.
Go to 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 New Employees

Analytic Report (Location)
| .Analytic Report (Manager)
Merit HREP

Import Net Change Data
Page Manager

Managasiie et
| Administration

Default

4. Select Data Validations from the Formula drop-down list.
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View: | Administration b | m | ﬁ

Sheet: Row/Column:
| - Choose - L || - Choose -

Edit Formulas

Data Validationz

MeritBonug | Dashboard | OrgChart

|T1:|tal columns: 80 Columng Next=> |

5. Enter the Data Validation properties:

A. Enter the Cell Range that you want to validate (go beyond your final row in case you

add rows later).

Select List Values from the Qualifier drop-down list.

moow

Enter the list values in the list field separated by a comma.

Select List from the Allow drop-down list. The Qualifier field will appear.

Click the Values button to indicate the source where the list values can be found.

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.
F. Click Save Data Validation.

G. Click Close.
View: | Administration || Share | Views | Format | Formula | Export View | Advanced import/Export | [ At e ]
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 (example - A1:D4)
Cell Range: [M4:m4000
Allow: ' Ignore Blanks:
Qualifier: hd

Enter the source where the list values can be found:

(C'Mame ) Range ®) Values

Enter a Name, Range or direcly load each list value separated by a comma (,) [<Enter each value here - 256 character limit> G

Adding a Data Validation — Using a Named Range

Select the SecureSheet from your home page.

Go to 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)
.HREBEF

Amport Net Change Data

Manager

Page

HiiF ek g 2
| Administration

Default

4. Select Named Ranges from the Formula drop-down list.
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View: | Administration ' m | Sha
Sheet: Row/'Column:
| - Choose - || - Choose - W |

MeritBonus | Dashboard | OrgChari Stateme

Conditional Formats

|Tc|ta| columns: 80 Columns Next>> |

5. Enter the Named Range properties:
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.
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.
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 || Share | Views | Format | Formula | Export View | Advanced importExport | [ it e ]

Edit Named Ranges: | Edit Formulas | Data WValidations | Cenditional Formats
Q}r edit an existing Named Range:

Enter Name of the range: |

_xlfn.IFERROR
Enter the range of cells you want to name: | LocationList
(using sheet/column/row naming - ex. =Sheet1!$A51:5054) ManagerList
Save Named Range PositionList
D i

RegionList
StatusList

Bl iry P - Lodd ilraes AiE o B s -y i n s

6. Click Data Validations to apply a new Named Range to a data validation.

View: | Administration V| | Sharg | Views | Format | Formula | Export View | Advanced ImportiExport | IR ERR I SRR ]

Edit Named Ranges: | Edit Formulas] Data Validations DConditional Formats

Enter Mame of the range: ManagerList or edit an existing Named Range:
Enter the range of cells you want to name: |=Dala!$B$2:$I3525 |

(using sheet/column/row naming - ex. =Sheet1!$A51:5D0%4)

7. Enter the Data Validation properties:

A. Enter the 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).

B. Select List from the Allow drop-down list. The Qualifier field will appear.

C. Select List Values from the Qualifier drop-down list.

D. Click the Name button to enter the Named Range that contains the list values.
E. Enter the Name of the Named Range.

F. Click Save Data Validation.

G. Click Close.

View: | Administration || Share | Views | Fomnat | 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 colum:; w ids separated by a colon (example - A1:D4)
Cell Range: [0#:04000

Allow: ' Ignore Blanks:

Qualifier: Y
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 comma (,) [ManagerList G
) Save Data Validation
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Notes about Data Validations

e There is no need to lock the SecureSheet if you are just importing Data Validations through

the Import Values/Formulas/Formats tool.

Removing a Data Validation

Select the SecureSheet from your home page.

Go to the applicable sheet within your SecureSheet where you need to remove a data validation.

Select Administration from the View drop-down.

2nd Level Approver
Add Mew Employees

Analytic Report (Location)

| .Analytic Report (Manager)
.HREBEF

Amport Net Change Data

Manager

Page
HiiF ek g 2
| Administration

Default

Select Data Validations from the Formula drop-down list.

View: | Administration b | m | ﬁ

Sheet: Row!Column:
|-C|1CIGGE.'- V”-Chuuse- "v"|

Edit Formulas

4 Data Validations
CTdiieTTs 0

MeritBonus | Dashboard  OrgChard | Statemer

|T1:|tal columns: 80 Columng Next>> |

Enter the Data Validation properties:

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).
B. Select Any Value from the Allow drop-down list.
C. Click Save Data Validation.
D. Click Close.

View: | Adminisiration V| Share | Views | Format | Formula | Expl

Edit Data Validations: | Edit Formulas | Mamed Ranges | Conditional Formats
Enter the range of cells y nt to validate uging columnirow ids 2eparat
Cell Range: |F7T:F5000

Allow: | Any Values | Ignore Blanks:

Work with Conditional Formatting

SecureSheet supports as many conditional formats as you want to add into your structure. They work

as they do in Excel with the following exceptions:
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e SecureSheet does not support "contains" or "like" conditions.

Conditional formats import to your SecureSheet when it is initially created. Conditional formats may
be updated 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.

Adjusting Conditional Formatting Online

Select the SecureSheet from your home page.
Go to 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 Employess

Analytic Report (Location)
| .Analytic Report (Manager)
Merit jppp
Amport Net Change Data
Page Manager

WiliFslaFe e
Administration

Default

1
4. Select Conditional Formats from the Formula drop-down list.
View: | Administration b || | Search QEIFG
Sheet RowiColumn Formula Fonl
| - Choose - b | | - Choose - b | - Choose - el [
- Choose - i
MeritBonus | Dashboard | Zummary | OrgiChart o
Total columns: 30 Columns Next == Edit Formulas
Page1of11 |4« « » mk| or Selecta Pag
A E © | Mamed Ranges

1
2 | Data Validations
3
4
L

5. Enter the Conditional Format properties by entering a cell range and identifying the condition
gualifiers as needed:
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View: | Adminisiration w | Share | Views | Format | Formula | Export View | Advanced Imporb/Export | -
Conditional Formatting: | Edit Formulas | Hamed Ranges | Data Validations

Enter the range of cells to apply the conditional formats to {(uging columnirow ids separated by a colon - example
Cell Range: |T7:T3000

Condition 1:

Qualifier: | Leszs than (<) W | Value 1: |IZI |‘u"alue 2:|

Font Bold: |:| Font UnderLine: |:| Fureculur| Red A4 |

Font Italic: || Font StrikeOut: [_| Backeolor | None v|

Condition 2: [

Qualifier: | - Choose - W | Value 1: | | Value 2:|

Font Bold: |:| Font UnderLine: |:| Fureculur| MHone w |

Font italic: [_| Font Strikeout: (| Backcolor | None v|

Condition 3: [_J

Cualifier: | - Choose - w | Value 1: | | Value 2:|

Font Bold: |_| Font UnderLine: [ Fureculur| Mone v |

Font italic: || Font Strikeout: [ Bal:kcolur| None v|

Delete Forma

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

Select Administration from the View drop-down.

2. Click Formula.
‘ View: | Adminisiration ~] | sea | Share | Views | M Export View | Advanced ImportExport | [T s L]
3. The formula cells/columns will be visible in the SecureSheet online.
4. Make the formula update directly in the cell.
5. Click Save Changes.
6. Click Close to leave Formula update mode.
7. 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 W ||:
Sheet: Row/Column:

Choose -
T Reet Mame
Insert Sheet N
(T=Siae Security
Delete Sheet
Move Sheet L

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 | Formula |
Sheet: Row/Column: Formula

| - Choose - 'y || - Choose - b | | - Choose - L
Ingert Sheet:

zlect the sheet below to insert the new sheet before and press GO:

-

|:| Perfunnanc:ehlerit( Data )D 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:
e 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.
e Updating data month to month on the same tab and as the months change, the tab name

changes.
e 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

Login to SecureSheet.
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.
. Select Administration from the View: drop-down.
5. Select Change Sheet Name from the Sheet: drop-down.

View: | Administration LV
Sheet: Row/Colum|

_ thnae—

L Change Sheet Mame

Copy Sheet et |
Delete Sheet

=5
Move Sheet LN

Choose -

Update the name in the Sheet Name field.

Click Apply.
View: | Administration %' || Share | Views | Formula | Advanced Import/Export | Comments | kil L oo Ll ek
Sheet: Row/'Column: Formula Format Custom View:
|-Chc|ufse- VH-Chuuse- VH—Chuuse- VH—Chunse- VH-GhuDse- V|

Sheet Properties: 2 - 4

@e Enter Mew Sheet Name HerTa_"":) |

—

Intermediate Sheet:

Summary Sheet: i [

Re.oo late On Load: i [
{ Apply ||| 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

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 Copy Sheet from the Sheet: drop-down.

View: | Administration % |

Sheet Row!'Column:

Choose -

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: For
|-C|1£IDSE.'- VH-Chuuse- V|E
Copy Sheet:

=ct the sheet to copy and press the GO button:

' Close
[] PerformanceMerit MewSheet) | | 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

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.
Select Move Sheet from the Sheet: drop-down.
View: | Administration »* ||:
Sheet: Row
Ch
Change Sheet Hame
Inzert Sheet
Copy Sheet
5. Select the sheet that you want to move (e.g., the Functional Summary tab will move after
Manager Summary tab in example below).
6. 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
|-Chuu«se- VH-Chuuse- VH—Chuuse- VH—Chuuse-
Move Sheet:
palect the sheet to MOVE RIGHT one position and press the GO button.
Gu' Close
N
L] Perlurmancel'uleril L] Manager Summary [ | pata
7. 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.
8. 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

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.
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4. Select Delete Sheet from the Sheet: drop-down.

View: | Administration % |
Sheet: R

(S E

Change Sheet Mame
Inzert Sheet

Delete She

5. Select the sheet that you want to delete from SecureSheet (e.g., the Functional Summary tab will
be deleted in example below).

6. Click Go.
View: | Administration ™ || Share | Views | Formula | Advanced Import/Export | |
Sheet: Row/Column: Formula Forn
|-Ch1:|1:rse- VH-Chu-use- VH-Ghuuse- V||-~::r
Delete Sheet:

|:| F"erlurmanm&!ulerii( Functional 5[.II'I'II'I13W> |:| 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

Change the Name of a Tab in SecureSheet

O O O 0o O

Video Resources:
e |nsert or Delete Columns
e Adjust Column Widths

® Format Cells

e Merge and Unmerge Cells

® Protect Cells
Insert or Delete Columns

A scenario may arise during setup where you need to insert 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
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https://www.securesheet-cloud.com/help/PDFs/AdjustColumnWidth.mp4
https://www.securesheet-cloud.com/help/PDFs/FormatCellsinSecureSheet.mp4
https://www.securesheet-cloud.com/help/PDFs/MergeandUnMergeCells.mp4
https://www.securesheet-cloud.com/help/PDFs/ProtectCells.mp4

SecureSheet is live.

Key Points:

0 Matching the column structure (i.e., the number of columns) online first preserves the
column settings and security setup in each view.

0 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.
0 The same number of columns have to exist in SecureSheet as exist in the Excel file you
are importing from.
0 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.
0 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.
= Check all tabs that you are updating because it is important not to overwrite the
last three system-generated audit columns on each tab.
0 Afterinserting or deleting column(s), export from SecureSheet. Then when you import,
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.

0 Ifyou 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:

e |nsert or Delete Columns
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Inserting a Column into a SecureSheet

7.

10.

11.

12.

13.

14.

Login to SecureSheet.
(If you are working with an Active SecureSheet) Lock the SecureSheet for maintenance. This
informs other administrators that someone is doing significant sheet maintenance.

Export Values/Formulas/Formats to have an offline reference of the latest working copy of the

current SecureSheet.

In SecureSheet, go to the tab where you want to insert a column(s).
Select Administration from the View: drop-down.

Select Insert Column(s) from the Row/Column drop-down.

View: | Administration v/ =X | share | Views | Format | Formula | Export View | Advane
Sheeat: Row/Column: ¥ Formula Format Custom View:
|-Ch1:|use- Vl - Choose - |—Chuuse- V”—Chuose- V”-Ghuose- Vl
Set Rowi(s)
: Inzert Row(s)
PerformanceMerit | Da
|Tc|ta| columns: 33 Cul'i’ﬂ Irt:ert Column 35]
| Pawwl
Set up the column insertion:
A. Enter the number of columns you want to insert
B. Select the box above the column you want to insert before.
C. Click Go.
View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export | Comments
Sheet: Row/Column: Formula Format Custom View:
|-Chuu@e- V”-Chﬂuse- V”—Chuuse- V”—Chuuse- V||-Chuuse- Vl

Ingert Column(z):
Select the column to insert before, enter the number of columns to ingert and press the GO button: 1 @

g=

PerformanceMerit | Data | Security

|T1:|ta| columns: 33 Columns Next=> |
Page1of G|« -4 B mp| orSelecta F‘age:|1ﬂ e
L L L

A B c D

L] L]
E

@l

Click Close.
Export Values/Formulas/Formats to have an offline copy of SecureSheet with your newly inserted

columns.

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).

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.

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.
Protect the header cells for the newly inserted columns (you will see the beveled edge around

them if they are not protected).
Take the SecureSheet off Maintenance Lock.




Deleting Column(s) in a SecureSheet

Login to SecureSheet.
(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. InSecureSheet, go to the tab where you want to delete a column(s).
Select Administration from the View: drop-down.
5. Select Delete Column(s) from the Row/Column drop-down.

View: | Administration ~ || |m | Share | Views | Format | Formula | Export View | Advanc
Sheet Row/Column Formula Format Custom View
- Choose - w || - Choose - ~ |- Choose - ~ || - Choose - w || - Choose - v
- Choose -
Set Rowi(s)

Instructions | Performa

Insert Row(s)
Delete Row(s)

Total columns: 33 Colu
Page1of6 |44 - »

4 I | | | [ 1
6. Select the column(s) you want to delete.
7. Click Go.
View: [Adminisiraton || Share | Views | Fomal | Formula | Export View | Agvanced imporE:xpor | | N SIETNEESIN
Sheet Row/Column Formula Format Custom View
[- Choose - ~ [ Choose - | [~Choose - ~ |- Cnoose - ][~ Choose - v
Delete Column(s}:
BT, the column(s) to delete and press the GO button:
Instructions it | Manager Summary | Data | Security
Total columns: 33 Columns Next >>
Page10f6 44 4 » »b| orSelectaPage:[1+]
(m] a (] o m] (m] (] (] (m] (m] (m] ] ] m]
G H ] 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:

Login to SecureSheet.

Select the SecureSheet from your home page.

Go to the appropriate sheet in your SecureSheet where you want to format cells.
Select Administration from the View drop-down.

P w DR
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2nd Level Approver
Add New Employees

Analytic Report (Location)
| .Analytic Report (Manager)
Merit HRBP
Import Net Change Data
Page Manager

VL ADLELS & et
| Administration

Default

5. Select Cells from the Format drop-down.
View: | Administration v| IEEEEN | shawe-HoewE TFomat | Formula | Export View | Advanced ImportExport | It i

Sheet: Row/Column: Formula
|-Chnose- V”-Chnose- V”—Chuose- "d

MeritBonus | Dashboard | OrgChart | Statement | Statement-\iews Pa ustomChariProperties | Users

|Tuta| columns: 50 Columns Next=> |

6. The Format Cells options will appear.

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.

B. Select the formatting options that you want to apply to the cell range. The formatting
options include:
Bold
Italic
Underline
Overline
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

C. Click Apply then click Close to return to the Administration view.

View: | Administration |1 Share | Views | Format | Formula | Export View | Advanced Import/Export | [IET RSP ER ()
lis: | Protect Gells | Column Widths
range of cells to applytia format to (using columnirow ids separated by a colon - example - A1:D4)

Bold [¥] isfic [] Underline [ Guerine || Stikesst [ ] atign| Genter | wrap [Wrap Text | Forecolor [ | Backcolor | Name [ Galiori ] size[ 120t | Number| | Decimals [NoChange ~v
Currency| 1000's Separator [7] Negative Format:
| Apoly | C

Notes about Formatting Cells

e Formatting updates are applicable across all views in SecureSheet.
e If you apply formatting changes online in SecureSheet, Export Values/Formulas/Formats to
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get the most recent Excel version.

0 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.

¢ If 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.

P w DR

Select Administration from the View drop-down.

2nd Level Approver
Add New Employees

Analytic Report (Location)
| .Analytic Report (Manager)
Merit HRBP
Amport Net Change Data
Page | mianager

View: | Administration N | IEEEE | she 3t | Formula | Export View | Advanced Import/Export | il e i)

ormat Custom View:

Sheet: Row/Column: Formula
[- choose - ~|[- choose - ~|[-choose - b'd| - Choose - -

MeritBonus | Dashboard OrgChari | Statement | Statement-Views ustomChartProperties | Users

Cells

_ | Protection

2 Column Width
Merge Cells

|Tc|ta| columns: 30 Columng Next>> |

6. The Merge Cell options will appear.
A. Enter the Starting Cell you want to merge or unmerge.
NOTE: If you are unmerging cells, skip to Step D.
B. Enter How many columns across? you want to merge.
C. Enter How many rows down? you want to merge (if applicable).
D. Click Merge/UnMerge Cells then click Close to return to the Administration view.


https://www.securesheet-cloud.com/help/PDFs/MergeandUnMergeCells.mp4

View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export | [kt oot et

Merge Cells: | Format Cells | Protect Cells | Column Widths

Enter the starting cell and the number of columns and/or rows you want to merge into that cell:
Starting Cell: Ly 4
How many columns across? ow many rows down? l@

Merge/UnMerge Cells H E '

Notes about Merging and UnMerging Cells

¢ Updates to merged cells (merging or unmerging) are applicable across all views in
SecureSheet.
e If you merge/unmerge cells online in SecureSheet, Export Values/Formulas/Formats to get
the most recent Excel version.
0 Ifyou 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.
o If 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 the cell 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.

Unlocked or unprotected cells look like this (there is a beveled edge around them):
J K L M

|

[Exceeds 0% - 6% ! |
|
|

| Guidelines

Meets 0% - 2.5% |

Below 0% |
%ﬁ:ﬂ Last Name ”Hire Date |(5:'ajlraLﬂt

Locked or protected cells look like this:
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J K L M
Guidelines

Exceeds 0% - 6%
Meets 0% - 2.5%

Below 0%
\ . Current
First Name Last Name |Hire Date Salary

Video: Protect Cells

Protect/Lock Cells

1. Select Administration from the View drop-down.
2. Select Protection from the Format drop-down.

iew: | Administration m | Share | Views Jormat | Form wport View | Advanced ImportExport |
5 , ow!Column: Formula ormat \ Custom View:
| - Choose - W || - Choose - b || - Choose - - Choose - W
PerformanceMerit | Data Security
|T1:|ta| columns: 33 Columns Next=> |
Page1o0f22 |44 < & MM| or Select a Page: |1 v
A B [&] D E F G

A. Enter the Cell Range: that you want to lock/protect. Include all header rows.
B. Check Lock.

C. Click Apply Protection.

D. Click Close.

View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export
Format Protection: | Format Cells | Column Widths

Enter the range of cells to apply the format to (using columnirow ids separated by a colon - example - A1:l
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.

iew: | Administration m | Share | Views Jormat | Form wport View | Advanced ImportExport |
5 , ow!Column: Formula ormat \ Custom View:
| - Choose - W || - Choose - b || - Choose - - Choose - W
PerformanceMerit | Data Security
|T1:|ta| columns: 33 Columns Next=> |
Page1o0f22 |44 < & MM| or Select a Page: |1 v
A B [&] D E F G
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A. Enter the Cell Range: that you want to unlock/unprotect. Include the entire cell range you
may want to update.

B. Leave Lock unchecked.

C. Click Apply Protection.

D. Click Close.

View: | Administration V| | Share | Views | Format | Formula | Export View | Advanced Import/Export
Format Protection: | Format Cells | Column Widths

Enter the range of cellz to apply the format to (uging column/row ids separated by a colon - example - A1:]
Cell Range: |1:B5 A
Luck [ Hide: [ |

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 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:

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 w DR

2nd Level Approver
Add Mew Employees

Analytic Report (Location)
Analytic Report (Manager)
Merit HRBP

Amport Net Change Data
Page I'u'Ianager

s

[l Admlnlstratnn

Default
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5. Select Column Width from the Format drop-down.

View: | Administration V|| | m | Shage

Sheet: Row/Column;: Formula
[-choose - ~|[- choose - ~|[- choose -

MeritBonus | Dashboard OrgChart | Statement | Statement-Views E

groe Cells

|Tuta| columns: 50 Columns Next == |

6. The Column Width options will appear.
A. Select the check box(es) above the column letter(s) that you want to adjust.
B. Enter the column width you want to adjust to.

C. Click Apply then click Close to return to the Administration view.

View: | Administration || Share | Views | Format | Formula | Export View | Advanced Import/Export |

Format Column Width: | Format Cells | Protect Cells

Select column low, enter new width and press the GO button: 9

=

MeritBonus | Dashboard | OrgChart | Statement | Statement-Views | Payroll Integration | Data | CustomChartProperiies | Users

Total columns: 80 Columns Next>> |

Page1of 11|44 4 & kM| or Selecta Page:l'I v
] ] ] ] o ] ] ]
G H I J K L [ M

Notes about Adjusting Column Widths

e Column width updates are applicable across all views in SecureSheet.
e If you adjust column widths online in SecureSheet, Export Values/Formulas/Formats to get
the most recent Excel version.
0 Ifyou 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.
e If 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
guestion 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.

e When a cell has an associated note, you will see a question mark in the cell.
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Merit Budgets

Available $228,266
Used: $10.617

Remaining: 3217649

Tie fatng )

Sr Product Engi

Quality 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 _

=r Mar, Busines

e \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

Balow — 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 any column additions or deletions to 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
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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 - when you are not concerned about
preserving cell history (either during or after a planning cycle)- 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: |Adrninistralinn bt |I Share | Views | Format | Formula | Export View | Advancg
Sheet Row/Column Formula Format

| - Choose - + || - Chioose - + || - Choose - w || - Choose -

Delete Column(s):
Select the column(s) to~lnsert Rowi(s)

Close Delete Rowis)
Insert Columnis)
Delete Column{s)

gutton:

Instructions | Performar 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):

View: | Adminisiration ~ || Share | Views | Format | Formula | Export View | Advanced ImportiExport | _

Sheet_ Row/Column____ Formula Format Custom View

[- Choose - ~ |[ - Choose - ~ | |- Choose - ~ |[- Choose - ~ || - Choose - v |
Set Row(s):

Reset the TOTAL Number of Rows fior this sheet t

Mote: If the new total number of rows is greater thanthe.carTent total, more rows will be added to the end of sheet.
@imenwise, 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.

© N o o

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.
9. 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:
0 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,
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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).

0 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.

0 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.

e 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.

e 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:

Accessing Active, Hidden, and Archived Areas of Your Site

Hiding or Archiving a SecureSheet
Moving a Hidden SecureSheet to Active

Copying a SecureSheet

Renaming a SecureSheet

Deleting a SecureSheet

O O O O 0O 0O 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

0 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:
e Sharing your initial Excel model with the SecureSheet Support team

e Sharing end user instructions from within your SecureSheet

e 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.
e The files folder allows excel and pdf files to be uploaded. Excel files must be password protected.

e 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.
2.

Login to SecureSheet.

On the My SecureSheets home page, click File Attachments.

— ——

My SecureSheets Create A SecureSheet ( File Attachments>
| | View Active SecureSheets v |

1

S Sheet N G

Admin Tasks W v| /%% Created By

| Choose A Task o | 2022 Merit/‘Bonus Compensation Planning A jill.anthony@acme
1

Number Of SecureSheets 1

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

Find the file that you want to upload to the site:

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.

c. Click Upload. Your file will appear in the File Name list.

SecureSheet File Manager Manage Folders
Choose The Folder: BEIEHE Select the file to u°| Choose File |UserInstructions.pdf
File Name Delete

User Instructions.pdf|Delete
1

Number Of Files 1 Total Size 0MB

Email the SecureSheet Support Team to inform that you have uploaded a file for review.

Download a File

1.
2.

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: BEEEEE Select the file to upload: | Choose File | No file chosen

File Name Date Created Size Delete
User Instructions. pdf|9/4/2022 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
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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
XlIsx. 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. From your SecureSheet Home Page, select the View Active SecureSheets drop-down.

My SecureSheets Create A Secure Sheet Click Here For Online Training
g— —
|m S View Active SecureSheets v 2
1
. SecureSheet Name Group —
min Tasks l.ﬂuli Vl ’M—V| reated By
| Choose A Task V| 2020 Merit/Bonus Compensation Planning A jill. anthony!

2. 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

|

View Archived SecureSheeis
View Hidden SecureSheets

1

: Secure Sheet Name
Admin Tasks

| Choose A Task Vl 2020 Merit/Bonus Compensation Planning A jill.anthon

3. You will move to the area of your site as selected and you will see the SecureSheets that are
stored in that area.

ALCME

My SecureSheets Create A SecureSheet Click Here For Online Training|
_-."'.-__ __-"'-__
I (] view Hidden SecureShests W 2

1 e ——

ST TR SecureSheet Name Group
min Tasks |-AII- V| W

| Choose A Task V| Users-Views

| Choose A Task V| Implementation Plan

| Choose A Task V| 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
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organization.

Links to SecureSheet Site Management Tasks:

0 Hiding or Archiving a SecureSheet
Moving a Hidden SecureSheet to Active

Copying a SecureSheet
Renaming a SecureSheet
Deleting a SecureSheet

O O O O

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.

ACME

My SecureSheets Create A SecureSheet Click Here For Online Trainin

.
View Archived SecureSheets
View Hidden SecureSheets

1

: Secure Sheet Name
Admin Tasks

| Choose A Task Vl 2020 Merit/Bonus Compensation Planning A jill.anthon

2. Select Unhide the SecureSheet from the Admin Tasks drop-down next to the SecureSheet you
want to make Active.

Admin Tasks

Choose A Task

Impersonate Users
Share
Import/Export
Properties

Change Name
Automate Tasks
Audit Activity
Delete Wiews

Copy

Verify User Views
Adminsirative Refresh
Reset Cache

]

nhide the SecureShes
i =l eet HT

The SecureSheet will move to the Active SecureSheets area of your site, and it will be accessible
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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:

(0]

0]
0]
0]

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.

2. 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

heet
|l Hide the SecureShee
A resh l,\\f-

Impersonate Users
Change Name
Properties
Import/Export
Automate Tasks

Aundit Activity

Delete Views

Vernfy User Views
Copy

Lock the SecureSheet

Reset Cache
Delete
Clear Cell History

site.
Admin Tasks Admin Tasks
Choose A Task Choosze A Task
Share Share

Impersonate Users
Change Name
Properties
Import/Export
Automate Tasks
Audit Activity

Delete Views

Verify User YViews
Copy

Lockihe Secumeshes]
Achive the SecureShegl>
Hide THE Serareshees
Adminstrative Refresh
Reszet Cache

Delete

Clear Cell History

The SecureSheet will move to the area you selected, respectively.

Links to SecureSheet Site Management Tasks:

0 Moving a Hidden SecureSheet to Active

0 Copying a SecureSheet

0 Renaming a SecureSheet
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0 Deleting a SecureSheet

Copy a SecureSheet

You may need to make a copy of a SecureSheet in the following scenarios:

e 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.

¢ 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.

My SecureSheets Create A SecureSheet Click Here

Search View Active SecureShee

1

Secure Sheet Name

Admin Tasks Al v

Choose A Task 2020 Merit/Bonus Compensation Planning
Share
Impersonate Users
Change Name
Properties
Import/Export
Automate Tasks
Audit Activity
Delete Views

ser Views
Copy

& SecureSheet
Archive the SecureSheet
Hide the SecureSheet
Adminsirative Refresh
Reset Cache
Delete
Clear Cell History

3. 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

| Search | View Active SecureSh

1

: SecureSheet Name
Admin Tasks | Al Vl

g
': Copy - Are You Sure? 2020 Ment/Bonus Compensation Planning
“ 25 ol
: L

Number Of SecureSheets 1

4. 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:

0 Hiding or Archiving a SecureSheet

0 Moving a Hidden SecureSheet to Active
0 Renaming a SecureSheet
(0]

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.
My SecureSheets Create A SecureSheet Click Here For Onlin|
m | View Aclive SecureSheets
1
P SecureSheet Name Group
min Tasks |—|—All— ¥] ’—|—AII— ¥]
Choose A Task 2020 Meril/Bonus C ion Planning A
Share
sers

Change Name I:I}

Import/Export
Automate Tasks
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. Update the Name properties as desired:

A. Change the SecureSheet Name.

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.

C. Click Upd to save your changes.

My SecureSheets Create A SecureSheet Click Here For Onling
[ searcn.

1

Admin Tasks ] ]

Upd Cancel |[2020 MertBonus CompelffY) B

fC)

Number Of SecureSheets 1
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Links to SecureSheet Site Management Tasks:

o

0]
0]
0]

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.

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

Copy

Choose A Task

Impersonate Users
Change Name
Properties
Import/Export
Automate Tasks
Audit Activity
Delete Views
Vernify User Views

Lock the SecureSheet
Archive the SecureZheet
Hide the SecureSheet
Adminstrative Refresh

Admin Tasks

che

;?a
{ Delete
r Cell History DS

Links to SecureSheet Site Management Tasks:

o

0]
0]
0]

Hiding or Archiving a SecureSheet
Moving a Hidden SecureSheet to Active

Copying a SecureSheet

Renaming a SecureSheet
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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.

My SecureSheets Create A SecureSheet File A
TS | view Active SecureSheet
1
B SecureSheet Name
Admin Tasks ,-All-i v
Choose A Task 2020 Merit/Bonus Compensation Planning
Share
Impersonate Users
L hangeHarme———— |
d Properties E }
Automate Tasks
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

2. Select a color from the Back Color: (color on My SecureSheet Page) drop-down.

Edit SecureSheet Properties

SecureSheet Name 2020 Mernt/Bonus Compensation Flanning
SecureSheet ID: 155

Created By: jill.anthony@acmeservices.com

Date Created 9/24/2019 1:26:4% PM

Maintenance Lock:

Passwords must be created for exported sheets:

Allow User To Override Formula
[ Mone

@un {color on My Secure Sheet Page)

3. Click Apply.
4. Click<< Go Back. Your SecureSheet will have the background color you selected.
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My SecureSheets Create A SecureSheet File Attachments

| m |'u"|ew Aclive SecuraSheeis v|

1

SecureSheet Name Grouy
Admin Tasks AL vl W'iﬂ Created By Date Created
Cheoose A Task hd | 2020 MertBonus Compensation Planning A jill.anthony @acmesenices.com | 9242019

1
Number Of SecureSheets 1

End of Cycle Process

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:
e \When only SecureSheet administrators need access to the SecureSheet in the off-cycle months,

hide the SecureSheet.
NOTE: For compliance purposes, SecureSheet will only store files one year back.

e Sometimes HR team members (or another group of users) are active in a SecureSheet through the
off-cycle months.
0 Inthis case, you would arrange for licenses for their continued access.
O Leave the SecureSheet in the Active section of your site.
0 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
0 Remove the users from Sharing.
= |f 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 Option
Export - Values
Export - Values (.csv)

Export - Values/Formulas/Formats

prt - Sharing
[ T
Import - Values (By View)

Import - Values/Formulas/Formats
Import - Views

Impart - 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)

e Archive or delete the Implementation Plan SecureSheet (it is there solely for your use; if you are

not using it, you may delete it)

e Delete any other SecureSheets that may have been created through this cycle's setup

e Hide the Users-Views SecureSheet (if not already hidden)

Process Improvements

e Capture future revisions / process improvements based on user feedback after go-live.

e 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.
2.
3.

What went well?

What could go better next time?

What were the greatest benefits you found using SecureSheet for your
process(es)?

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)?

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 to private label
the site for this organization with logos, efc. ..

Crganization Private Label

Organization Private Label Information

Each of the organization private label settings is optional, and the description of each setting is

described as:
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Organization Private Label

Logo URL: |hﬂp5 e securesheet-cloud. com/public_folder/ 10060/ m| I Logo file sized to 160x40 pixels stored in images folder in File Attachments I

Contact Us URL: ||rna||1C| compteam@acmeservices.com When user clicks Contact Us link, this is the TO: email address
Help URL: | |
Return Link: Users will return to the Return URL: specified in the next line when they logout.
Return URL: - [ i
|nrlps.-.\.w.f.securesneet com | URL users land on when they logout. If blank, goes to Securesheet login page.
Return Text: | |
Update Private | abel

e 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.

e 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.

e 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.

e 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 may export 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.

e As an 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 to work with the default view
on the statement tab and the statement form view on the main SecureSheet tab .

e To work with a statement setup example offline that includes links to instructions, click here.

Videos:

e Export Statements

e Set Up Existing Views to Export Statements

e C(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

Build logic to show/hide information based on scenarios provided - SecureSheet Support Team

Verify statements and test unigue scenarios offline - Client

N o g bk wN

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.

Statement Column Mapping and Scenarios

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.

Statement Column Mapping and Scenarios

1. Inyour template(s), either in Excel or Word, everywhere there is a unique value, identify the


https://www.securesheet-cloud.com/help/PDFs/SettingUpStatementExample.xlsx
https://www.securesheet-cloud.com/help/PDFs/ExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/CreateViewstoExportStatements.mp4

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:

Col-G

Dear Col-F, First Name column in compensation SecureSheet

compensation details for the following year.

January 1, 2020

Full Employee Name column in compensation

Thank you for your efforts that made this a successful year for our company. Below are your

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.

2. 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.

4. 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:
0 Design statement tab(s) in your main SecureSheet,

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

e For example: =INDIRECT("'Merit'!"&"R"&SNS3)

O Build formulas to apply logic to show or hide paragraphs or values in your statement(s) to
support the scenarios defined by you

For example:

=IF(AND(ISBLANK(INDIRECT("'Merit'!"&"AZ"&SNS3)),INDIRECT("'Merit'!"&"BF" &S
N$3)>0),"ShOW",”")

0 Set up the All Data (View Only) view to export statements so you can verify statements,

0 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.
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Design a Statement Tab and Modify the Default View

Statement Tab Design

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.
0 Additional columns may be used if necessary to accommodate the content design.
e Column L is the Show column.
0 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'!"&"AZ"&SNS3)),INDIRECT("'Merit'!"&"BF"&S
NS$3)>0),"Show","")
e Cell N2 is the Unique ID which gets cross referenced to the ROW ID on the main SecureSheet tab.
e 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.
0 The formula syntax for this cell is:
»  =|FERROR(MATCH(SN$2,Merit!$SAS$1:$A$5000,0),"Not Found")
e \Where "Merit" equals the main compensation tab name and Column A is
the SecureSheet Unique ID.
e 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:
0 Concatenate two columns (e.g., firstname lastname) for statement content:
= =|NDIRECT("'Merit Data'!"&"K"&SNS3)&" "&INDIRECT("'Merit Data'!"&"L"&SNS3)
= Shows as Todd Falco in the statement
0 To ensure cell data is formatted with two decimal places, use the TEXT formula in
conjunction with INDIRECT:
= =TEXT(INDIRECT("'Merit Data'!"&"AP"&SNS3),"S#,##0.00")
= Shows as $87,000.00 in the statement
0 Column mappings within a paragraph:
= ="Your earned payout is "&TEXT(INDIRECT("'Merit Data'!"&"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

J K L " N o

- fe =IFERROR(MATCH({$NS$2, Merit!$AS1:5A5500,0) SHOwW
Formula for Cell N3 that matches unique ID to its row on main co tion tab show Unigue D 705
Show Werit Row: =IFERROR(MAT]

[ H 1 J K L u N ) 3 Show
SHOW Show
Show  Unique ID: 705 Show
Show  Merit Row: 195] Show
Show show
show show
show show
Show Show
show ZiF(AND(IsBLANK(| | SN0 o to hide
show . IF(AND(ISBLANK({I N
show - - "IF(INDIRECT("'Me
Show "ZIF(INDIRECT{"'Me
| "IF(AND(INDIRECT|
B " |F(AND{INDIRECT|
: |F{AND(INDIRECT|

Statement Tab Show Column with Show Logic Explained:

A B © D E[EIGIHIT[J[K] L 1] N o
1 Show
2 ps: loud. ic_folder/7 i _logo_new_t P9 Show  Unique ID: 497 Aunique ID fram Column A on the main data tab in your SecureSheet
The formula in Cell N3 (=IFERROR(MATCH(3N$2, MeritBonus!$A$1:$A55000,0), Not
Found')) matches the Unique ID in cell N2 to its corresponding row numoer 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  MeritBonus Row: T the statement
The formula in Cell N4 checks for merit eligibility as defined in Column L on the main
data tab (=INDIRECT("WeritBonus T&"L"&5NS3)). This is used in the logic in the Show
column (Column L) to determine whether or not the Merit section of the statement is.
4 FY 2022 Show  MeritEligile: Y shown or hidden for this employee. In this example, the Merit section starts on row 14.
datatab (=INDIRECT("MeritBonusT& M"&8NS3)). This is used in the logicin the Show
column {column L) to determine whether o not the Bonus section of the statement is
shown or hidden for this employee. In this example, the Bonus section starts on row
5 Employee Name: Jimmy Memulin Show  BonusEligible: Y 20
6 Employee ID # 497 Show
7 Manager's Name: Todd Falco Sshow
8| Show
9 | This statement provides a summary of compensation based on your year-end performance appraisal. We Show
10 Show
1 PERFORMANCE Ssnow
12 FY 2022 Performance/Values Rating: Below Show
13 Show
14 MERIT show  The formulas in cells L14 through L19 (=IF(SNS4="Y","Show",)) contain the logic that controls whether or not the Merit
15 FY 2021 Base Pay: 533,683 00 Show  Section will be shown or hidden on the statement, using the value in the Merit Eligible cell Nd, which pulls the Merit
% 2022 Nlorit Increase % o 6% R e e
17 2022 Merit Increase Amount: 5189745 Show
18 2022 Base Pay**: 535,780.45 Show
19 Show
onus farget %z o ow 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% Shew  Eligibile setting from Column M on the main data tab. Ifthe employee s eligivle for Bonus, the section will show,
123 FY 2022 Bonus Payment**: 5169415 Show  otherwise it will be hidden
|24 Show
25 Show
126 are part of increase over the mar of the range paidin a lump sum Show
27 Show
28 | *Effeotive the first paycheck in January Show
129 _ Show
30 P or SIP., Pleasereferto the  eligisil Show This footer note only applies to statements where the Bonus section is shown, and the formula used in cells L20 through
31 Show  L23isusedhere
32 Disclaimer: This summary isintended for infarmational purpases only. Acme Solutions shall not be liable for any W ermors or Show
33
Instructions MeritBonus Statement Data () <

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:

2 o

From the statement tab, select Views.
Select Default from the Views: dropdown.
Turn on the Export Link: checkbox.
Enter P#HideLS in the Export Options: checkbox.
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 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.
Put an Advanced Filter on Column-L: Seq: 1 = Show.
In Summary Calcs, enter: A1=THIS;K1="#disablescrolling#";L1="#hideheaderrows,L1:L394#"
0 Where hideheaderrows includes all of the rows in the statement and is the same as the
"Show" column (in Step 8).
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 | Dalete Views | Copy Visws
Select a View: [ Default ~ | View Name: [Defaut | secured view: B LockDate:[ | webAPI: [ Cell Change History [ Paste Link: [
Export Link & Export Options:[P#HideLS | Print Link: & Format Link: () Formula Link: [ Adv. importiExport: & Row 1Ds: () Col IDs: & Grid Lines: () cell Border: () Hide Col1Ds: () save Button: () search: (J

Freeze at Row: Freeze at Column: Rows per page: Columns per page: Advanced SortFilter: & Lock Cell Range (use ; as separator): Hidden Header Rows {use ; as separator):|_______ | Multi-Select Filters: []
[Col________Properties _______lAutoSortiAutoFilter Advanced Sort | Advanced Filter

e Ovamn O | O lwxl vifse vlmal viwe v Jlumovesv| vlwe v[ _|unecesv|

O piggen| O [ sea| w][Asc wseq:| v |[like w UnLocked ¥ v [like v UnLocked v

O widden| O [ lsea:[ w][Asc wseq:| v][like  ~]| |[UnLocked v ][ v [like  w]| |[UnLocked v |

O piggen| O [ lsea:[ w][Asc w]seq:[ v][like ~ UnLocked v v like v UnLocked v

O bidden| O sea:[_w][ase v ]seq[ w][ike +]| |[untockea v ][ w[ike  v]| |[UnLocked v

Fl O D Locked @ Higgen| [ [ lsea:[ w][Asc ¥ seq:| v[like ~]| [untocked v ||~ [like w]| |[UnLocked v |

uniockes C |
Label Row: [0___| Keep Filters Open: [J
summary Calcs: [A1=THIS H1="#disablescroling#" F1="#hideheaderrows F 1 F34#" |- ex. At-sum(A3:100):B1-sum(B3:8100)

mo oo

View Overrides : |- ex. sneett;Azet-Bivt=C (sheet )

| preview | save view | ciose

Continue to setup the statement on main SecureSheet tab:

e Set up the statement logic on the main SecureSheet tab

e Set up a statement form view on the main SecureSheet tab

e 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.

e Column A is the SecureSheet Unique ID (no leading zeros).
0 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.
0 Column Title: Unique ID
0 Formula (example): =F10*1
e Column B is the Export Statement Link.
0 This is a hyperlink that places an Export Statment link on each row, which allows the
export of an individual statement.
0 Column Title: Export Statement / Export Letter
0 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&"&S0=Y","")
=  For example:
e =|F(K7<>"","sv_statement//"&C7&"//Export
Statement&PDFID="&D7&"&S0=Y","")
0 (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.



0 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 Cis 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.
0 Column Title: Form View Name

o

Formula:

=IF(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.
0 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.

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:

NOTE: 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.

NOTE: 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#HidelS 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.

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.

N o g sMwDdhPe

©

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
Selecta View: [ Letter] v | View Name: [ Lettert | View Type: [ Standard-Form Layout v | Secured View: & Lock Date:[ | web API: [ Cell Change History  Paste Link: [J
Export Link & Export Options: [P#HideLS | Print Link: L) Format O Formula Link: ) Adv. Import/Export: ) & colips: @ Grid Lines: @ Cell Border: @ Hide Col IDs: () save Button: & search: & Links: @ view Name: & Exit URL

plate Row ID:[3__ | Ten g:[AN2 7
-Tem|

plate Cell ed by semi-colon. Ex: "A=B2;B=D2;etc.

| Rows per page: Columns per page: [52__ | Advanced Sort/Filter: () Lock Cell Range (use ; as separator); Hidden Header Rows (use ; as separator}: [1.2:345.6 | Multi-Select Filters:
| Col|_Description | Properties ______AutoSortAutoFilter]

A |unique ID O untocked @ Locked O Higgen| I o

ru: @ Apply Row Style: [

Template Sheet
*** Map the col

t Name Ref: Tem

ng the syntax of Col

Freeze at Row:

B Exportietter | O untocked O Locked @ widden

C LetterViewName O yniockes O Locked @ rigen

J|0|0|0
J|0|0|0

D [POFFile Name | O yniockes O Locked @ riggen

E Reserved O untockes O Lockes @ igcen

F_eco Uniockes O Locked @ Hidgen!

=]
=]

If you have not done so already, continue to setup the statement on main SecureSheet tab:

e Set up the statement logic on the main SecureSheet tab

e See the Statement Setup Process for more detail

Set Up Views for 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:

e Export Statements

e Set Up Existing Views to Export Statements

e C(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 main ways to approach views that your users can use to export statements:

e Use Existing Views - The most straightforward approach to set up statement export functionality
is to use existing views.
Click Views.
Select the view that you want to have statement export functionality.
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:
= Cisthe view name to export
= Dis the PDF file name to export
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


https://www.securesheet-cloud.com/help/PDFs/ExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/SetUpExistingViewstoExportStatements.mp4
https://www.securesheet-cloud.com/help/PDFs/CreateViewstoExportStatements.mp4

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#HideLS. 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.

Edit Views: Add Views | Delete Views | Copy Views

e = | View Name: [ Manager fiew Type: [ Standard-Sheet Layout v | Secured View: EB(Lock Date: 771/ &b API: nge History [
Sel i View N M View T Standard-Sheet Layout v | Secured View: E8(Lock Date: [7/1/2020 b API: B cell Change History [

xport Link B Export Options: [Zmultiforme(] BYint Link: | Format Link: ] Formula Link: & Adv. importExport: @ Row 1Ds: B col 1Ds: B Grid Lines: &3 Cell Border: & Hide Col 1Ds: [ Save Button: & search:

Fresze at Row:[6 | Freeze at Column: Rows per page: Columns per page:[50__| Advanced SortrFilter: B Lock Cell Range (use ; as separator): [ROV-S(AY) | Hidden Header Rows (use ; as sepa

| Col|_Description | _______Properties________lAutoSortAutoFilter _Advanced Sort Advanced Filter
A o

vigsen| 1 [ sea[ w|[Asc wsea| w]|[ike ~]|| [[UnLocked w ][ w][lke || [UnLacked ~ |

| O [ seq[ w|[Asc wsea| w][ike ~]|| [[UnLocked v ][ w][lke || | [UnLacked ~ |

End users will see the print statement (or export statement) hyperlink in their respective view:

& |Print Statement

Print Statement
R —

O |Print Statement
9 |Print Statement

10 Print Statement

Create Export Statement Views - If you want to minimize visible columns in the view that is used
to export statements, you may consider this approach.

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.

Enter #multiform#C;D;Click Here to Export Statements to PDF Format#HidelS in the
Export Options: field.

4. Make basic information columns visible in the view.
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).

Test Statement Scenarios Offline

Testing 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.
Unhide hidden columns on the statement tab.
Change the Unique ID in cell N2 for an employee who meets a specific scenario that you want to
test.
Verify the values in column L on the statement tab.

0 If arow should be hidden for that employee, column L will not display "Show".

0 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
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 an IDP Initiated SAML login request for bypassing our login page.
1. As a Service Provider (SP), here is SecureSheet's SSO information:

a. SecureSheet Service Provider entityID ="https://www.securesheet-

cloud.com/sso"

b. Assertion Consumer Service (ACS) URL ="https://www.securesheet-

cloud.com/sso/SAML/login.aspx"

2. Hereis what SecureSheet needs from you as an Identity Provider (IP):
a. Your Identity Provider entityID.

b. 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 authenticated user.

c. Your Authentication Certificate (or SecureSheet can pull it from your
"X509Certificate"tag).

3. Click here for the SecureSheet metadata file.

4. When you have completed your setup, send an export of your Federation Metadata XML
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.


https://www.securesheet-cloud.com/help/PDFs/securesheet_saml_metadata.pdf
mailto:help@securesheet.com?subject=Metadata File for SSO Setup
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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.

e For an example of an OKTA set up, click here.
e For an example of an AZURE set up, click here.

e For an example of an ADFS set up, click here.

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 to
SecureSheet 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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https://www.securesheet-cloud.com/help/PDFs/SecureSheet_Sq_logo.png
https://www.securesheet-cloud.com/help/PDFs/SecureSheet_Sq_logo.png
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« Back to Applications

SecureSheet PenTest (GreyCastle)

: View Logs Monitor Imports

General Sign On Mobile Import Assignments
App Settings Edit
Application label SecureSheet PerTest (GreyCastle)
Application visibility Do not display application icon to users
Do not display application icon in the Okta Mobile app
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

Recipient URL

Destination URL

Audience Restriction

Default Relay State

Name ID Format

Response

Assertion Signature

Signature Algorithm

Digest Algorithm

Assertion Encryption

SAML Single Logout

authnContextClassRef

Honor Force Authentication

Assertion Inline Hook

SAML Issuer ID

https://www.securesheet-cloud.com/sso/SAML/login.aspx

https://www.securesheet-cloud.com/sso/SAML/login.aspx

https://www.securesheet-cloud.com/sso/SAML/login.aspx

https://www.securesheet-cloud.com/sso

Unspecified

Signed

Signed

RSA_SHA256

SHA256

Unencrypted

Disabled

PasswordProtectedTransport

Yes

Mone (disabled)

http://www.okta.com/${org.externalKey}

General Settings

All fields are required unless marked
optional. Some fields may no longer be

editable.

On-Premises Provisioning

On-premises provisioning allows you to
provision users to your on-premises

applications.



SSO AZURE Example

SecureSheet Help

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:

"
a

-

ke

Home > SecureSheetTest

SecureSheetTest | SAML-based Sign-on

Enterprise Application

Overview

[ Deployment Plan

# Diagnose and sche problems

Manage

Properties

Owners

Roles and administrators
Users and groups

Single sign-on

Provisioning

T Upload metadata file

“J Change single sign-on mode = Test this application & Got feedback?

Identifier (Entity ID)

Reply URL [Assertion Consumer Service URL)

https/fwwwsecuresheet-clovd.com/sso
https/fwaw securasheet-cloud comy/sso/SAML login.aspx

Relay State (Optional)
Logout Url (Optional)

Attributes & Claims

CIoaficanal
Optional

Optional

GEnname

SUMame
emailaddress

name

Unigue User Identifier

usergivenname
USErsurmame

usermail

[V 2 AN wrprlrlq_ipa Inarme
useruserprincipalname

£ Edit

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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https://www.securesheet-cloud.com/help/PDFs/AzureSSO-SecureSheet.mp4
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Home > SecureSheetTest

ml SecureSheetTest | Properties l

« save X Discard IE Delete f”? Got feedback?
E 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.

Enabled for users to sign-in? @O Yes No

Name * © | SecureSheetTest \/‘
i Roles and administrators Homepage URL _ N
&8 Users and groups

Logo ©
3 Single sign-on
@ Provisioning
£ Application proxy Select a file ‘E

e

C  Self-service

User access URL O | https://| h i C pi/signil 22-dc72-4cb ... I]jl
| Custom security attributes

ApplicationID ©
Security

Object ID
& Conditional Access ) ©
s Permissions Terms of Service Url @ | Publisher did not provide this information [is) ]
© Token encryption Privacy Statement Url O I Publisher did not provide this information [Ia] l
Activity Reply URL © [ Publisher did not provide this information D]
D Sign-in logs

Assignment required? O Yes No
@il Usage & insights

Visible t ? Yes No
Audit logs isible to users? ©
M Provisioning logs Notes

Y= Access reviews

Troubleshooting + Support

2 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 rule to send the values of LDAP attibutes as claims. Select an attribute store from which
Choose Fule Type to extract LDAP attributes. Specify how the attibutes will map to the outgoing claim types that will be issued

from the rule.
Configure Claim Rule S
Claim rule name:

Same email as NamelD

Fule template: Send LDAP Attributes as Claims

Attribute store:

Iﬂcﬁ\fe Directory Vl

Mapping of LDAP attributes to outgoing claim types:

l;géqri:g?bme {Select ortypeto Outgoing Claim Type (Select ortype to add mare)
3 E-Mail-Addresses ~ [[Name 1D v
L ] s S
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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.

e To access an example compensation model with SecureSheet Set Up Considerations in Excel
examples included, click here.

e 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:

e Setup a Dependent Dropdown for SecureSheet

e Setup a Data Validation to allow a Dollar Amount or a Percentage

e Setup a Data Validation to Require a Comment

e Setup Conditional Cell Locking to Lock Columns on Rows

e Multi-Level Approval Locking

e Multi-Level Approval Locking - Skipping Levels
e MROUND in Excel vs SecureSheet

e 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


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-cloud.com/help/PDFs/Customer Success_SecureSheet Example.xlsx
https://www.securesheet-cloud.com/help/PDFs/UsersViewsLockingUsersPerViewExample.xlsx
https://www.securesheet-cloud.com/help/PDFs/DependentDropdownInstructionsandExample.xlsx

DepartmentName (on the Data tab, Cells C7:C14).

3. 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.

4. On the main tab, create a data validation for Department that links to the DepartmentName
named range on your Data tab.

5. 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(ssDeplList),1),0)-1, 1,
COUNTIF(ssDeplist,B5), 1)

Considerations

e The Named Range(s) for dependent dropdowns must follow the naming convention ssDeplList,
ssDeplistl, ssDeplList2 .... through ssDepList20. SecureSheet looks for this specific naming
convention to treat these as dependent dropdowns.

e 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(ssDeplList1,0,0,1,1),0,0,ROWS(ssDeplList1),1),0)-
1, 1, COUNTIF(ssDeplList1,C5), 1)

e 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:

A B C D E F G H I J K L

1 Named Range: DepartmentName ssDepList

(Values based on Datatab  (Values based on Data tab

Column C) Columns E & F)

_=0OFFSET(ssDepList,
MATCH(B5 OFFSET(OFFSET(ss
Named Range Using DeplList,0,0,1,1),0,0, ROWS(ssDe
Column C of Data tab: plList), 1),0)-1, 1, This is the dependent data validation setup for Column C
Data Validation Source formula: .=DepartmentName COUNTIF(ssDepList,B5), 1) (on the Main Tab):
+ |START OF MAPPING Department Job Family Group Data Validation ? x
5 |Nm Used Accounting = p .
& |Not Used Finance Invoice Analyst iSettings | Input Message  Error Alert
7 |Not Used Human Resources g;;?&r:;;;immte Validation eriteria
& |Not Used Legal Accounts Payable Coordinator Allow:
Payroll Specialist =
= Accounts Payable Specialist List & Ignore blank
= St Accounts Payable Specialist Data [ In-cell dropdown
! Payroll Administrator & o
1: between v
: Source:
15 =OFFSET(ssDeplist, MATCH(B5, OFFSET(OFFSET| | %
16
-
18
= [ Apply these changes to all ather cells with the same settings
Gear Conce

Example of a supporting tab (data):
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A B C 1] E F

Named Range
. Used Department ssDeplList
:
7 Accounting Accounting Invoice Analyst
] Business Development Accounting Accounting Associate
9 Credit Accounting Payroll Analyst
10 Finance Accounting Accounts Payable Coordinator
11 Human Resources Accounting Payroll Specialist
12 Information 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
2 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)

0 Column Iresultsin '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)
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O This data validation formula checks the result of the formulas in the helper columns (in
this 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

e 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 E D E F G H | J K L W N
Individual Performance
Factor (Enter Either
Percentage Or Dollar
Amount) Validation Formulas
Both § and
Actual % Entered
Suggested Dollar % Increase Merit (1 means Is 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
§73,000.00 4.0% Exceeds 5.0% 5.0%  3,650.00 0 0 0% 6% 4.0% 5.0% $76,650.00
5100,000.00 40% Parfially Achieves  2,500.00 25% 250000 0 0 0% 2% 20%  [IESEE 510250000
$87,000.00 4.0% Achieves 4.0% 40% 348000 0 0 0% 4% 4.0% 4.0% $90,480.00
$105,000.00 4.0% Exceeds 6,000.00 57%  6,000.00 0 0 0% 6% 4.0% 57% §111,000.00

=TT O S W

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 1 {which works with column H to check for a value entered in

1 both the Dollar Amount and Percentage columns).
2
3 Data Validation ? * DataValidation ? x
4
c
g Settings | Input Message  Error Alert Settings  Input Message | Error Alert
T Validation criteria [4] Show error alert after invalid data is entered
8 Bliow:
9 When user enters invalid data, show this emor alert
Custom + [ ignore plank
0 Stgle: Title:
1
Stop Inwalid Entry
(2
a3 Error message:
rmula:
4 Ecrmula: Only Percent OR Amount Can Be
g =AND{13=0) T Entered, not both!
- Q
7
i
] [] Apply these changes to all ather calls with the same settings
0
1
> 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:
e 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.
e 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)
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3. Create a Data Validation (including an Error Alert message) in the input column (column D in this
example) that references Column G. In this example, the data validation formula is: =AND(G3=0)

e 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.

e For the user to save a value above max, they must enter a comment and then save their changes.

Considerations:

e 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.

o 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 C D E F G
1
Individual Helper - Comment Required If
Performance Bonus Payout Individual Performance ower
2 | Current Salary Target Bonus % Target Bonus § Multiplier % Amount § Comments A00%:
3 |$33.883 10% $3,388 100% $3,388 [+}
4 841,000 10% 54,100 8% $4,018 0
5 |837.274 0% 0727 Sl 53,690 1]
6 %34237 10% $3 424 100% 33,424 ]
T |sazevr 10% §3,068 100% $3,268 i}
8 [sa7.170 10% $3.717 100% 2.7 0
9 %35 714 10% 55T 100% $3.5M ]
10 | 534 507 10% 3451 100% 53,451 ]
11 %34 086 0% $3,499 100 $3,499 1]
12 |§33,800 0% 3,380 100 $3,380 1]
13 |s20 952 10% §2, 505 100% 52,995 [+}
14 §31,554 10% £3,155 100% $3,155 i}
15 |%40,102 10% $4,010 100% 34,010 [1]
16§33 854 10% £3,385 100% 53,385 [+]
17 532 988 10% §3, 207 100% 53,297 [+}
18 526,804 10% 52,680 100% $2,680 0
19 [$41.311 10% 54,137 100% 4,137 0
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 Sattings Inprt Message Errar Alart Eattings Immut Message Errar Alart
29 Validatiar eritatia o Snow erTor alanl after invalid dats is anterad
30 Al Withen user enters irvalid data, show this error alert:
a1 Custom 3 o Ignore Blank Styla: Title:
32 Stap & ‘Dot Requnsd
33 Errar mazaaga:
34 Formula: ndivickial parfarmance multiglise %%
35 SO i Semmant, rame it wa e
36 a partnrmancs n"u“p.s'.
a7
a8 Apply these charges to all ciher cells with the same settings
39
40 Clear Al cenzsl o Clanr Al Cangal K
41
42
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Setup Conditional Cell Locking to Lock Columns on Rows

When you have multiple compensation planning programs in one planning model (e.g., bonus, merit,
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:

1. 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.

2. ldentifying the Locked Cells column in the properties of each end user viewwhere the locking
applies.

For instructions and an example spreadsheet with conditional cell locking setup on the main
SecureSheet tab, click here.

1. 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.
a) Label a spare column "Locked Cells" in the header row.
b) 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",SM12="Below D",SM12="Not Eligible"),"H"&ROW()
&":"&"K"&ROW(),"")

2. ldentifying 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.
a) 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
b) Repeat step 3a 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.


https://www.securesheet-cloud.com/help/PDFs/SettingUpRowLockingForCells.xlsx
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Ezll::tl:v::uefr \a:::g\e?e\ele Wevﬁ\@nﬁw Name: [.Manager | View Type: [ Standard-Sheet Layout v | Secured View: & LockDate:[ | Web API: [) Cell Change History [ Paste Link: (J
Export Link @ Export Options: [Emultitorme( Print Link: (L) Format Link: () Formula Link: ) Adv. Import/Export: ) Row 1Ds: @ Col1Ds: & Grid Lines: @ Cell Border: & Hide Col 1Ds: [ Save Button: & search:
Freeze at Rcw:ElFreeze at Column: [L___ | Rows per page: [50__] Columns per page: Advanced Sort/Filter: E(Lock Cell Range (use ; as separator): Midden Header Rows (use ; as separator):[ | Multi-Select Filters:
|Col|_Description | Properties ______|AutoSortAutoFilter Advanced Sort | Advanceda Fifer
Ao O unto d ® iggen| O O sex[ vi[ase vlsea[ viike v][  Jlumoteav][ ~]fke ~][  luniocrea~]
B it sttement | O oo @ ooty Otown] | 0 oo vFec v]seq[ V]l _v][  |[Unbooedv][ vlike v|[ |Uniosedv]
AB
AB
Column AB contalins the
Iting cells that will
This is an example of & conditional cell locking rt:;;; ii,:: ,;_‘, '::
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.
RP Locked Cells
RT;
Locked Cells
=IFCELT="N", "R &ROVV(),™ }&", "&IF (BN T="N" "W &ROW(),™) ;
=IFEL3="N" "R &R0V}, ™ b8 "&IF (SME="N" "W "&ROW(},™) LA
Wiz
=IF{SL9="N" "R"&ROW(),™}&";"&IF (SM3="N" "W"EROW(),™)
=IF(SLA0="N" "Re&ROW(), ™ )& &IF(SM1 0="N" """ &ROW(}, ™}
=IF(SLA1="N" "Re&ROW(), ™ )& &IF(SM11="N" "W EROW(),™)
=IF(SL12="N" "Re&ROW(), ™ )&" " &IF(SM12="N" "W"EROW(),™)
=IF{EL1 3="N""R"&ROW (), ™ & "SIF{EM1 3="N" "W "&ROW), ™) .';_13_.'.”5_
=IF(SLA4="N" "R &ROW(), ™ )&" " &IF(SM14="N" """ &ROW(},™} R1;
=IF(SL15="N" "Re&ROW(), ™ )& &IF(SM15="N" """ &ROW(),™) ;
=IF(SL16="N" "R"&ROW(), ™ )}&" " &IF(SM16="N" "W"EROW(},™) .
=IF(SLA7="N" "R"SROW(),™)&""&IF (SM17="N" "W ROW(),™) ;
=IF(SL18="N" "R &ROW(), ™ &" " &IF(SM18="N" """ &ROW(},™} R24;
=IF(SLA9="N" "Re&ROW(), ™ )& " &IF(SM19="N" """ &ROW(),™) E
=IF(SL20="N" "R &R0OW(), ™ )& &IF(SM20="N" """ EROW(),™) -
=IF{SL21="N" "R SROW(),™)&""&IF (SM21="N" "W ROW(),™) R2BW2E

Multi-Level Approval Locking

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.

For an example spreadsheet with approval locking setup,click here.

Scenarios may include:
e Each level submits/approves their recommendations before opening to the next level

e 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:
o The submit/approval process needs be completed in this order: Direct Manager, Level 2 Approver
and Level 3 Approver:
0 Direct Manager submits
0 The data entry fields lock to the Direct Manager and open to Level 2 Approver
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Level 2 Approver approves

The data entry fields lock to the Level 2 Approver and open to Level 3 Approver
Level 3 Approver approves

The data entry fields lock to the Level 3 Approver

O O O O

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

0 The data entry fields lock to the Direct Manager

O Level 3 Approver approves

0 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.
0 The locking columns will use IF statements based on the status listed in the
submit/approval columns.
2. In View design in SecureSheet, modify the advanced filter on the approval locking columns
you've created:
a  Assign a Seq: 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

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
h. Set to Locked

Edit Views: Add Views | Delete Views | Gopy Views
Select a View: | 2nd Level Approver ~ | View Name: [ 2nd Level Approver ] View Type:  Standard-Sheet Layout v | Secured View:  Lock Date:[ | Web APi: [ Cell Change History () Paste Link: (]

Export Link & Export Options:[E | Print Link: () Format Link: () Formuta Link: () Adv. importiExport: () Row 1Ds: B cot 1bs: B Grid Lines: B el Border: [ Hide ol 1Ds: () save Button: & search:

Freeze at Row: -Fuex.aICuluml\ [G ~]Rows per page: -Culumns per page: (30| Advanced SortrFilter: & Lock CullR.angI (use ; as separator): Mﬂudﬂlm Header Rows (use ; as separator):[5 |
AY | Lock Cells O unLocked O Locked @ Hidden soa:[ v |[Asc vlsea:[ ~][lke [ [Unlockedw ][ v|[ike UnLocked v

AZ Manager Locking () 1 oeved ) Locked @ Higden O seq:[ v|[Asc ~ ik Unlocked v ~ | like, UnLggked v

BA i Lot 0910, O kg O Lctns @ s 0 peome ) m@ d Eﬁ@w

BB 3rd Level Approv| () (i ooked () Locked @ rigden [ sea:[ v]lAsc visea:|2v|[<>  ~]abe [UnLocked v |[or w|[= v ][Lock [Locked v |

BC ath Level Approv| O yniocked O Locked @ piaden O sea[ v][Ase visea[ wllke v  JlUnleckeav][ ~like ~|[  [Unlockesv|

BD Final Level Apprc .;';Um:m O Locked ® Hidden ) seai[ v|[Asc viseq:[ v|[lke v Unlocked v |[ wl[ike v UnLocked v

BE Manager Email ) UnLocked O Locked ® Hidden O ea:[ v][Ase viseq:[ v]like  v]| |[UnLocked v ][ v][ike  v]f ‘ UnLocked v

Label Row: [8___| Keep Filters Open: [

Summary Calcs: | A1=THIS;AM4="vex M|viApproved/Approve All" | ox.a 00);B1=sum(B3:8100)

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 team if 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:
e Direct Manager submits

e The data entry fields lock to the Direct Manager and open to Level 2 Approver
e Level 2 Approver approves

e The data entry fields lock to the Level 2 Approver and open to Level 3 Approver
e Level 3 Approver approves

e The data entry fields lock to the Level 3 Approver
e Level 4 Approver approves

e The data entry fields lock to the Level 4 Approver
e Final Approver approves

e 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.
e 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(I13<>"",4,IF(J3<>"","Final"))))
e 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 13 F G H | J K L M N (4] P
Submit/Approve Columns Approval Hierarchy Locking Status
Manager 2nd Lavel 3ed Lavel dth Level Final Manager 2nd Level 3rd Level Ath Level Final Approver | Manager 2nd Level 3rd Lavel Aath Lavel Final Level | First Level
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 Hemandez  Erika Betting Ry Anthony LOCK LOCK UNLOCK LOCK LOCK 3
Submitted Gina Hernandez Erka Bettino  Roy Anthony LOCK Lock LOCK UNLOCK LOCK 4
Submitted StevenVan EugensCoe  GinaHemander  Erka Bettino  Roy Anthony LOCK UNLOCK LOCK LOCK LOCK 2
Submitted Todd Fako Gina Hemandez  Erka Betting  Roy Anthony LOCK Lock UNLOCK LOCK LocK 3

Submitted Erika Bettino Roy Anthony LOEK LOCK LacK LOCK UNLOEK Final



https://www.securesheet-cloud.com/help/PDFs/ApprovalSkippingExample.xlsx
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3. In View design in SecureSheet, modify the advanced filter on the approval locking columns

you've created:

a. Assign a Seq: 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
€. Use or as the connector
f. Select the 2nd condition as In
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
h. Setto Locked
Edit s | Copy Views
~ | View Name: [-2nd Level Approver | View Type: [Standard-Sheet Layout | Secured View: ~ Lock Date:[ | Web API: () Cell Change History L) Paste Link: (]
:E_|PrintLink: [) Format Link: ) Formula Links () Adv. ImportExport: () Raw 1Ds: & Col IDs: & Grid Lines: € Coll Border: () Hide Col IDs: () Save Button: 2 Search:
Freeze IRnw-Fulx..iCul umn: Rows per page: [200_] Columns per page:[30__| Advanced Sort/Filter: & Lack Cell Range (use ; as separato )Mum Header Rows (use ; as separator): (5|
C Locke: O soq[ V[Asc visoq:[ vlke ~v]  |[Uslockeav][ ke ][ |[Unlockea]
) Locke (m] sq\_[A ~ ik UnLacked v ~[like UnLocked v
TS 18D 0 500 0 O
8B Love Approw O toat @ bt o uﬁﬁs.ﬁﬁ e e (Cockes ]
BC|4thLovel Approv| () yrocked () Lacked @ Hidden O sem:[ v][Ase vlsen:[ v][ike V] [UnLocked v ][ ~][like ] [UnLocked v |
BD | Final Level Apprc O Locked @ Hidden [ sea:[ v][Asc wlseq:[ v|[lke ~ Unlocked v || w][lke v UnLocked v
BE|Manager Email | O yntookoa O tockos ® pusgon O sea:[ v][Ase ~iseq:[ v]lie v |(UnLoeked ~ ][ ~]fiike ]| | [Unkocked
Label Row:[B__] Keep Filters Open:
Summary Calcs:[A1=THISAM4= Al |- ex.
Considerations

e Evenif 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.

MROUND

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 columns 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.

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)


https://www.securesheet-cloud.com/help/PDFs/MROUNDExamples.xlsx

Other rounding considerations:
e Round to 5 decimal places instead of 2 to avoid inconsistent rounding issues in Excel

Blank Cells in Excel vs SecureSheet

When building out an Excel model, there are some differences between how SecureSheet interprets
blank cells when doing math compared to Excel.

To help explain the differences about double quotes (blanks) in Excel versus SecureSheet, you may
export this Excel file, refer to the examples and explanations, and see the formulas: click here.

Other Resources

e SecureSheet Help in PDF Format - Exports all of the content in SecureSheet Help to a PDF file

e System Reguirements

e Example Spreadsheets

e \ideos for Administrators
e FAQs

System Requirements

SecureSheet supports the latest version of the following browsers:

e Chrome

e Safari

e Microsoft Edge
e 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-cloud.com/help/PDFs/DoubleQuotesinExcelvsSecuresheet.xlsx
https://www.securesheet-cloud.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

Copyright @ 2020 by SecureSheet Technologies. All Rights Reserved. B

Back
Forward
Relcad

Alt+Left Arrow
Alt+Right Arrow
Ctrl+R

Save as..,

Print...

s

Azt

Translate to English
Adobe Acrobat

View page source

Inspect

Ctrl+U
Ctrl+Shift+|

D

186/186



	Welcome to SecureSheet
	Year 1 Process
	Year 2 and Beyond Process

	End User Tasks
	Login to SecureSheet
	Navigate in SecureSheet
	Tips for Searching Data in SecureSheet
	Export Statements
	Impersonate Other Users - for End Users
	Export a View
	Import Values by View

	Administrator Processes and Tasks
	Videos for Administrators
	Set Up Excel for SecureSheet
	Set Up Users-Views
	Test Users and Views
	Verify User Views
	Verify Formulas

	End User Instructions
	Set Up a SecureSheet for Training Demos
	Steps for Go-live
	FAQs
	User Management
	Manage Users and Sharing
	Impersonate Users for Admin Testing
	Export Sharing
	Set Up Impersonation for End Users
	Email (User) Administration
	Delete Unused Email Addresses in Bulk
	Lock Users from Updating Data
	Troubleshoot User Login Error Messages

	View Management
	Add, Edit, Copy, or Delete Views
	Column Settings in Views
	Set Maximum Rows and Columns for a View
	Properties of a View
	Add an Approve or Submit All Link to a Column
	Set Up Add Rows View
	Special SecureSheet Filters for Views
	Find the SecureSheet ID for Advanced Filters
	Set Up a View to Import Values or Paste Values Into
	Set Up a View to Export Values
	Set Up a View to Export with Formulas
	Set Up a Summary View

	Data Management
	Import and Export
	Maintain an Active SecureSheet
	Add Rows to an Active SecureSheet
	Lock a SecureSheet
	Allow Users to Override Formulas
	Require a Password from Users on Exports
	Set Sheet Password for Views that Export with Formulas
	Copy and Paste Values Into a Column or Range of Columns
	Audit SecureSheet Activity
	Audit Cell Change History in SecureSheet
	Audit Last Updated by and Last Update
	Clear Cell History
	Work with Data Validations
	Work with Conditional Formatting
	Update Formulas in Header Rows
	Insert a Tab
	Change the Name of a Tab
	Copy a Tab
	Move a Tab
	Delete a Tab

	Formatting a SecureSheet Online
	Insert or Delete Columns
	Format Cells
	Merge and UnMerge Cells
	Protect Cells
	Adjust Column Widths
	How Cell Notes Look in SecureSheet
	Reset Rows

	SecureSheet Site Management
	Upload to File Attachments in SecureSheet
	Access Active, Hidden, and Archived SecureSheets
	Move a Hidden SecureSheet to Active
	Hide or Archive a SecureSheet
	Copy a SecureSheet
	Rename a SecureSheet
	Delete a SecureSheet
	Highlight the Name of a SecureSheet
	End of Cycle Process
	Organization Private Label Information

	Set Up Statements
	Statement Column Mapping and Scenarios
	Design a Statement Tab and Modify the Default View
	Set Up Statement Logic on Main SecureSheet Tab
	Set Up a Statement Form View on Main SecureSheet Tab
	Set Up Views for End Users to Export Statements
	Test Statement Scenarios Offline


	IT Team Instructions
	Set Up Single Sign On
	SSO OKTA Example
	SSO AZURE Example
	SSO ADFS Example

	Whitelist SecureSheet

	Example Spreadsheets
	Setup a Dependent Dropdown for SecureSheet
	Setup a Data Validation to Allow a Dollar Amount or Percentage Entry
	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
	MROUND in Excel vs SecureSheet
	Blank Cells in Excel vs SecureSheet

	Other Resources
	System Requirements
	PDF of SecureSheet Help


