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Snapshot Getting Started Training

Although this training refers to Snapshot for Accounting, this manual can also be
used if upskilling for the Snapshot for Payroll version.

Plus Software has been shortened to Plus within this training manual
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Introduction
Snapshot is a Dashboard and analytics reporting platform made specifically for mid-market ERP
accounting and payroll solutions.

Its purpose is simple - to give customers the right real time information about any area of their
business to help make informed decisions.

This Getting Started Snapshot training manual will give you all the tools need to understand and
confidently use Snapshot from Plus Software.

A Getting Started Customising Dashboards training manual is also available should you wish to

change the layout, appearance, or add in more Dashboard items like charts etc. See the Plus
Software Solutions website (below) for more information.

IMPORTANT

Please review the Frequently Asked Questions (FAQ) either on www.snapshotbi.com
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http://www.snapshotbi.com/

Initial Administration

This training assumes that the Snapshot has been installed, and linked to the Accounting and/or
Payroll business system.

As a reminder, you will have clicked on Check for new dashboards (under Settings) immediately
after your installation and connection to your database, to ensure the latest Dashboards are

available.

(IE= Community Dashboards Custom Dashboards Favorite Dashboards Settings

| |
g 52 33 pre By SRS ERRER B - YK
NS L 3
Update Business System Custom Connection = Role Permissions User Permissions Manage Load/Vew Reguest heck For New 6 <) .
Database Connection Strings Logins License Dashboard [ Dashboards
Settings User Mantenance General Web Update Application Siins

Oh, and if you have not installed Snapshot at this time, then download here:
www.shapshotbi.com
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Logging on

When logging onto Snapshot for the first time you will need to enter your Username and Password:

&2 Snapshot - Plus Software Solutions X
Snapshot
A (C) Plus Software Solutions
Username | Bl
Password

Save Password

@  Update & logn | |G Settings

Version: v2.0.0.2

The Username and Password shipped with the install file is:

Username admin
Password reportingadmin

We recommend you change your password as soon as possible.
IMPORTANT:
Please also save your Customer Name and Serial Number as this will be needed in the future.

See under “Setting/General” within this manual for how to unlock the software. This will display the
Customer Name and Serial Number.

Plus Software Solutions Getting Started Training for Snapshot V2

© 2017 Plus Software Solutions Pty Ltd




Adding Roles, Users and Permissions

To start using Snapshot, start with adding a Role and a User (or users depending on the number of
licenses purchased).

You will need to decide on Permissions for those Roles and Users too.

Note:

You don’t always have to add Roles — you can simply add Users and Permissions, depending on your
business needs.

To add roles, users and permissions, click one of the options under User Maintenance, under
Settings.

[z Community Dashboards Custom Dashboards Favorite Dashboards Settings

2 s & gl B m- =

Update Business System Custom Connection ] Role Permessions  User Permissions Manage JLoad/View Request  Chedk For New 0 <) '
Database Connection Strings Logns License Dashboard | Dashboards
Settngs Uger Mantsnance Ganeral Web Update Appiication Skans

Let’s look at each one individually.
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Adding Roles

To add a Role, decide on the different functions within your business and what access you want to
give that particular Role. Here are some examples of some roles below:

Permission Management

Orag a column header here to group by that cokumn

Add New Role |

R S

e i ’ Edit Role '

> L
e ’ Delete Raie I
Warehousing = .
v

ke : h Dashboard Permissions tl
Marketng i wrd Parmisder T

Exit

To add a role, click on Add New Role. Tick the permissions you wish to associate with that Role:

Add/Edit Role X

Role Name

Administrator Access | Allow access to admin features

Create/Copy Dashboards [ | Allow creating/copying dashboards

Edit Dashboards "] Allow editing of dashboards
Delete Dashboards [] Allow deleting of dashboards
Migrate Dashboards [ Allow migrating of dashboards

i Cancel ‘ oK
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Adding Users (Manage Logins)

Once the Role are set up, you can now add Users.

Clicking on the Manage Logins, will allow you to add individual users and passwords, depending on

their licence:
Login Managament x
Dirag-a column header here to group by that column
Username Display Mame IsAdmin ‘ _ ‘
. i
b -adn Administrater B
J Peterit Sales Manager i ‘ Delets ‘
Stef Johannes W
Felicity Du Toit [
Exit
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To add users, simply click on Add and the following screen will be displayed:

Add/Edtt Login x

Username

Display Name

Password

Password Confirmation

Role None -
Administrator Access Allow access to admin features

Create/Copy Dashboards Allow creating/copying dashboards

Edit Dashboards Allow editing of dashboards
Delete Dashboards Allow deleting of dashboards
Migrate Dashboards Allow migrating of dashboards
Custom Parameters
Parameter Name i Parameter Value
MH At — v X
Cancel | oK

Enter in the relevant Username and Password.

Note:

You can use the same username and password the user has for the Accounting and or Payroll System.

Add in the role (See previous section for an explanation of Roles) and tick any of the functionality for
that User and Role. You can allow them to create and copy dashboards, edit and even migrate.

IMPORTANT:
Ticking the box to provide Administrator Access will give the user access to all Dashboards.

Further, the user will be able to change the Business System Settings, access the Manage Logins and
Manage Permissions screens as well as check for new Dashboards.

Once a user has been added, no Dashboards will be visible to the new user.

This can be configured under the Manage Permissions area.
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This screen also has the option to add Custom Parameters.

Add/Edit Login X
Username Stef

Display Mame Johannes

password | =essss=es

Password Confirmation | *=s=ees==

Administrator Access | tick to allow access to admin features
ustom Parameters

t Parameter Name Parameter Valus

M4 r Bt =+ X

Cancel ‘ ‘ oK

This is used when there is a need to customise (for example) a sales Dashboard where the same
Dashboard is used by both the Sales Manager and the individual Sales Rep.

You may want the Sales Rep to see only his/her own sales information like customers and revenue.
Custom Parameters are used here to hide certain information.

Your Partner or Plus Software offers this customisation. If you need Plus Software to assist, email
support@plussoftsolutions.com with the Dashboard name and your requirements.

Note:
Not all Dashboards can be use Custom Parameters.

In some cases, a Custom Dashboard is required. See Customer Dashboards section for more
information.
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Adding Permissions

Click on the individual’s name and then Dashboard Permissions.

i |
¥,

Permission Management

Drag a column header here to group by that column Dashboard Permissions

Display MName
Administrator

_‘ Sales Manager
Stef Johannes

J Felidty Du Tait

Tick the Dashboards under the Allow column that you want that user to view:

User Permissions - Dashboards =X

Category

Dashboard

B General Ledger
Profit & Loss 3 Segment GL & Budget Analysis - Any Date Range (Mobility) (V7)
Profit & Loss 3 Segment GL & Budget Analysis - Any Date Range (V7)
Profit & Loss 5 Segment GL & Budget Analysis - Any Date Range (V7)
Profit & Loss Standard GL & Budget Analysis - Any Date Range (V7)
Project Expense Analysis - Any Date Range (V7)
Project Profit & Loss Analysis - Any Date Range (V7)

[= Inddents
Incident Analysis by Agent and Customer
Incidents not updated in last 3 and 7 days

= Inventory
Customer Inventory Sales Movement
Inventory Item Gross Profit - Month & YTD {V7)
Inventory Items with Mo Sales (V7)
Inventory Mavement
Inventory Out of Stock Instances

Cancel | | OK
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Viewing and Opening your first Dashboard

The quickest way to see the power of Snapshot is to view a Dashboard from a preferred category:

| Custom Dashboards Favorite Dashboards Settings
&
View Y Refresh
Dashboard Dashboard
Dashboards Refresh

MName

O Category: General Ledger
i+l Category: Incdents

&l Category: Inventory

{# Category: Job Cesting

\#] Category: Purchasing

Catagory: Sales

For most companies a sales Dashboard is the best and quickest way to understand Snapshot from
the many options available, under the Sales category:

Customer Account Information Not Updated
Customer Age Analysis

Customer Contacts Not Lipdated

Customer General Enquiry

Customers with No Sales

Sales By Sales Rep

Sales By Sales Rep {Linked Account Filter)

Sales By Warehouse  Area V7

Sales by Warehouse / Area (Linked Account Filter)
Sales Current Month vs Last Month

Sales DIFOT - Delivery In Full On Time

Sales Gross Profit - Quotes, Orders, Invaices

Sales Gross Profit By Product Group V7

Sales History Trends - All Sales Al Time Al Products V7

Sales Margin Percentage By Item Group / Sales Rep
Sales Trends By Item / Ttem Group V7
Sales Trends Current Manth vs Last Month vs Current Month Las...

Sales History Trends - All Sales Al Time All Products V7 (Linked Ac...

© Category: Sales

Customer Account Information Not Updated

Customer Age Analysis

Customer Contacts Not Updated

Customer General Enquiry

This analytic shows the number of days that customers have gone without any Sales

Sales By Sales Rep

Sales By Sales Rep (Linked Account Filter)

Sales By Warehouse | Area

Sales by Warehouse / Area (Linked Account Filter)

Sales Current Month vs Last Month

Sales DIFOT - Delivery In Full On Time

Sales Grass Profit - Quotes, Orders, Invoices

Sales Gross Profit By Product Group V7

This analytics shows a graphical view of Sales History for all tme by Month. It can be filtered by customer and inventory item, showing Customer buying trends and Inventory buying trends.
This analytics shows a graphical view of Sales History for al tme by Month. It can be fitered by customer and inventory item, showing Customer buying trends and Inventory buying trends.
Sales Margin Percentage By Item Group / Sales Rep

Sales Trends By Item / Item Group

Sales Trends Current Month vs Last Month vs Current Month Last Year
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Common aspects of every Dashboard

Let’s look at the common aspects of every Dashboard.

One particular Dashboard customers love is Total Sales, All Time, a Dashboard included with most
accounting vendors.

Your Dashboard will look like this, or be similar:

2 femtbard Veser =1
Mmpsbmhrey 1 Mkl Total Sales {Exxl G5T) "
@

B
| Ptr e Tt L s b e @ St st &
M sck [ e vl New Scuth Wales
-, scom
/ 3 ot $450,000... $105,610...
ay s ;l -3 Quewrslanc South Australia
x __--'I'-_J , B $83,678,... $9,709,290
e 1 [ ! L. ()= -
PER PRy o R R NIRRT || Victoria Westorn Ausdralia
— i o Hoice = ARy eudiia 1
| == =y, Rey,  |Bdcavohe | Soca v

Zm e, om o

S | T Bervee 167 SN2  HEIDEN

i jwme s R s 1o e
SEA | MTD Sarvira 4 57

iy
A Engireing Wi | Rusd Ergives ||
s e

= giiwen|
1 00

=5
=0 w0

There are some common components to any Dashboard, numbered from 1 to 6 in the image above:

1. Dashboard name;

2. How often the customer wants this Dashboard to “call” data from the financial system;

3. Dashboard components — different Dashboards offer different views;

4. Dynamic — clicking on line items or removing tick boxes allows the Dashboard to change
views;

5. Column Sort — clicking here will sort the individual column;

6. Column Customisation — further filtering options.
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Common aspects of every Dashboard (continued)

1. Drill back up;
2. Changing Parameters.

Total Sales (Excl G5T) T

|

1_‘l B

W salesvalue

State Sales

$450,000...

Dashboard Parametert

| Parameter Mame

Value

Date From
Dat=Ta

1

Janvary 2014

13 July 2013
a Customar Sales

July 2014 1

Vabe Sales Trend | | |customer Code

Customer Name

10000/03/333
CARDDL
PARDOL
AFTO01
. ABEO01
. HEADO L

SalesPerthEngin
Carringten Caal L|
Paraway Autos

1072012
31/08/2016

A F. Timber Company_Specal Pnces
Abemathy Sports_specal Prices
Head Office Customer

§13,400
$13.000
$15,200

When changing a Dashboard view, you can revert to the original Dashboard by clicking on the icon, #

1in the image above.

Some Dashboards allow you to change parameters on the fly by clicking on this icon at the top right,

#2 in the image above.

Dashboard Parameters X
Parameter Name | Value
Date From m -
Date To 31/08/2015
Reset Submit | | Cancel
——

Note

Parameter options vary from Dashboard to Dashboard so a Parament option may not always be
available. You can add a Parameter to any Dashboard -see the Getting Started Customising
Dashboards manual.
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Common aspects of every Dashboard (continued)

Printing and Sharing

To print or share the entire Dashboard, click icon on top right:

Total Sales (Excl GST) ™

Print Preview...

State Sales

Export To PDF

M sales value

$450,000...
Queensland

$83,678,...

Victoria

New Sot Export To Image
$105,610...

South Australia

$9,709,290

Western Australia

July 2013 January 2014 July 2014 January 2015 July 2015 -
a Customer Sales a
alue Sales Trend | Customer Code ‘ Customer Name ‘ Sales Value Sales Value Sales Trend |
A A | | 10000/09/333 Sales/Perth/Engineering £450,000,000 o -
b\ H NEWDO1 Newcastie Police 3300,000,000 | -
—

S ey

To print or share individual tables, click on the icon above the table component:

[~

Customer Sales

] Customer Code | Customer Name Sales Value

! 10000/09/333 Sales/Perth/Engineering £450,000,000
NEW0O1 Newcastle Police $300,000,000 _
HAMOO1 Hamp & Bloomfield_Job Estimate £50,000,000 -
INGOO1 Ingleham & Co £80,033,950 -
CARDO2 Caravan Hire_Finance Charges £75,037,625 -
AFTOO01 A.F. Timber Company_Spedal Prices £15,018,400 I
CLADD1L Clark Autoparts_Sales Quote £4,917,000
CARDO1 Carrington Coal Loader £4,800,000
CANDO1 Can Do Real Estate $4,338,075
BRADOZ Brand Consignments £3,800,000
SMIO01 Smith & Western $3,676,100
GUNDO1 Gunther & Sons £3,175,555
BLAOO1 Blakes Storage_Periodic Bill 2,891,900
THEDO1 The Bakery §115,600

Sales T|

~—|

e

Print Preview...
Export To PDF

Export To Image

Export To Excel

R ————————— E————
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Options for Print Preview

Export to:

g L d MO e @ sy 2 |my e
b A K 94 b & Q 0 @ @ @ &) 4 |Talt
Thumbnails | Frst  Previous MNext  Last ' ManyPages ZoomOut Zoom ZoomIn | Page Color \Watermark ||| E-Mail Close
Page Page Page Page ‘% X x X To~ As T

Mavigation Zoom Page Background |

PDF File
||} mdcbe Portsble Document Formst

L %15 File

- . |_E Microsoft Eicel 2000-2003 Workbook
=S XLSK File
[P Microscht Excel 2007 Workbook

Iltem Sales 081 Imege Fie

[P eme, GIF, PEG, PNG, TIFF, EMF, WMF

Item Code Ttem Diescription Item Group Qty | Salesva..

CableBreakMTB |Cable BreakMTB MTE Service QLD | MTB Service ... | 9,37...| $300,16...
CableBreakMTB |Cable BreakMTB MTE Service S5A | MTB Service SA | 1,57...| $59,850

10000/09/333  |Sales/Perth/Engin... | | 2.00 | $450,00... | A
CableBreakMTB |Cable BreakMTE MTE Service NSW | MTB Service... | 6,20...| $16,159...
CableBreakMTB |Cable BreakMTB MTE Service VIC | MTB Service VIC | 620....| $23,560 ,_/'&.‘__\,.-4
CableBreakMTB |Cable BreakMTB MTE Service WA | MTB Service WA | 950....| §3,610,. A
Carbon28MTE  |Carbon2SMTE MTE Engineering NSW | MTB Engi... | 5,02...| 80,202, . ;\
Carbon2SMTEB  |Carbon2SMTE MTE Engineering QLD | MTB Engi... | 19.00 51?4BDD| o F oy
CarbonRoad  |CarbonRoad Road Engineering NSW | Road En... | 5,51...| £84,155.. . A
CarbonRoad CarbonRoad Road Engineering QLD |Road En... | 673....| §5,451,.. I A
P T | R, TR FoVRg | T P T mnl .1
Email As:
Preview
g - M O e L@y @ |
. @ Q@ B [ = |
g9 |14 J B >l i"? 0 @ ] 7 I_EI| |
Thumbnails | First = MNext Last ManyPages Zoom Out Zoom Zoom In Page Color Watermark || Export €M§'1 Close
Page Page Page To~ As |
Navigation Zoom Page Background Em[lﬂi"] e

1 —] ‘Wdabe Portble Document Format

m 5 XLS File

[ p=q Microsoft B
| XLSX File

[ =g Microsoft Exce
'Item Sales 3 1| Image File
1 Ll;/] EMP, GIF, JPEG, PNG, TIFF, EMF, WMF
Item Code Item Description Item Group Qty  |Salesva.
10000/09/333  |Sales/Perth/Engin... | | 2.00 | $450,00. L i
CableBreakMTB |Cable BreakMTE MTB Service NSW | MTB Service... | §,20...| $16,159. I o
CableBreakMTE |CableBreakMTB  |MTB Service QLD | MTE Service Q... | 8,37... §300,16. -
CableBreakMTB |Cable BreakMTE iMTB Service SA | MTB Service SA | 1,57...| $59,850 ’.rm
CableBreakMTB |Cable BreakMTB !MTE! Service VIC | MTB Service VIC | 620...., $23,560 .__/'._H___x.-d
CableBreakMTB |Cable BreakMTE iMTB Service WA | MTB Service WA | 950....| §3,610,... /\____‘
Carbon28MTB  |Carbon29MTE II'~"ITE|Engir\eerir\g!\ISWII\"ITE!Eng'l... 5,02.. 590,202.... A__‘
Carbon28MTE  |Carbon29MTB MTB Engineering QLD | MTE Engi... | 19.00 51?4,800! '.-\_f"\___‘
CarbonRoad CarbonRoad Road Engineering NSW | Road En... | 5,51... 584.155.... f\_‘
CarbonRoad CarbonRoad Road Engineering QLD |Road En... | 673...| §5451,... /\____‘
CarbonRoad CarbonRoad Road Engineering WA |RoadEngi...| 2.00| $16,200 A
CableBreakRoad |Cable Break Road  |Road Service NSW | Road Service... | 7,54... S?S,EI'M...F A_
CableBreakRoad Cable Break Road  |Road Service QLD |Road Service... | 1,68..| $62,345 /\_,/"\_‘

Plus Software Solutions Getting Started Training for Snapshot V2

© 2017 Plus Software Solutions Pty Ltd




Searching for Dashboards

To find a dashboard, hit CTRL + F

Enter the name of a Dashboard. Easy!

Pl =
I [[E]= I Community Dashboards Customer Dashboards Favorite Dashboards Settings
- - ; m * - @ ‘\
& W et I = =19
View Dashboard  Favorites JlBll Dashboards GeneralLedger  Inventory Sales Purchasing
Dashiboards Favori Categd
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Dashboards in other categories

After viewing your first Dashboard, you can view as many Dashboards as you like to see which are
the most useful for your business.

Open up each category (General Ledger, Incidents, Inventory etc.) to see which Dashboards are
available for your Business System, upon install:

=~
| Community Dashboards Clstom | F Setngs
2 oo P
d& [ @
Wign Copy Refresh
Cashboard Dashbaard
Dashboards Refresh
Neme: Descroton | Categary
B Categery: Ganaral Ladgar .
“roft &Loss 3 Segment GL B Budget Analves - A...  Profit &Loss 3 Segment G & Budget Analyss - Any Date Range (Mability) Gengral Ledger
Proft &Loss 3 Segment GL & Budget Analyss - A...  Profit BLoss 3 Segment GL & Budget Analyss - Ay Date Rangs (Mability) (V7) General Ledger
Frofit & Loss Standerd GL & Budget Anafyss - Any... Profit B Loss Graphicsl Dashboard alowing dril down by Account Type to Transaction Leved, Fiter by Month, and variance companson versus last year & budget Genersl Ledger

Proft & Loss 3 Segment GL B Budget Analyss - A...  Profit & Loss Graphicsl Dashboard for up to 3 Segment GL Accounts aliowing drll down by Account Type to Transacton Level, Fiter by Manth and by Account Segment, and Variance com,,, General Ledger
Profit b Loss 3 Segment GL B Budget Analysis - A...  Profit & Loss Graphical Dashboard for up 1o 3 Segment GL Accounts alovang drill down by Account Type to Transacton Level, Fiter by Manth and by Account Segment, and Variancs com,., General Ladger
Profit & Loss § Segment GL & Budgst Analysis - A... Profit & Loss Graphicsl Dashbasrd for up to 5 Segment GL Accourits alowing drll down by Account Type to Transaction Level, Fiter by Marth and by Account Segment, snd Varisncs com... General Ledger
Proft fLoss § Segment GL & Budget Analyss - A... Profit &Loss Graphical Cashboard for Lo 1o 5 Segment GL Accounts alowing drill down by Account Type to Transaction Leved, Fiter by Manith and by Account Segment, and Variance com.., General Ledger

Proft & Loss Month B Year To Date Vs Last Vear ... Profit and Loss General Ledger
“rofit & Loss Starderd G & Budget Analysis - Any... Profit and Loss Graghicsl Dashboard for 8 Master Sub Accounte alowing drill down by Account Type to Transaction Level, Fiter by Month. Varisnce comparison versus Lsst Year &Budget  General Ladger
Froject Expense Analysis - Any Date Range Project Expense Analysic - Any Dste Range General Ladges
Project Experiee Anaitysis - Any Dale Range (V7] Project Experms Analysic - Any Date Range (V7) General Ladger
“roject Profit & Loss Analyss - Aoy Dats Rangs Project Profit &loss Arafyss - Any Date Range Genesal Ladger

t & Loss Analyss - Ay Date Rangs (V7] Project Profil & Loss dnafyss - Any Date Range (V7) Ganeral Ledge:

' Agent and Customes Incident Analysis by Ageni and Customer Incidents
Incidents nat updated in lact 3 and 7days Incidents not updated in last 3 and 7 days Incidents
Incident Listing List of al incidents showing the last moddied date of the incdent. Incidents

Inwouced Jobs Analysis by Project [Rep Job Costing
Job Anaiyss Job Costing

L& Category: Sales
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Community Dashboards

(Ele ’I' Community Dashboards I Custom Dashboards Favorite Dashboards Settings

- =

& 1 o

View Copy Refresh
Dashboard Dashboard
Dashboards Refresh
Name | Desaription
B Category: General Ledger

\#) Category: Incdents
[#] Category: Inventory
[#] Category: Job Costing
i#] Category: Purchasing

i#] Category: Sales

The Community Dashboard menu item is where all new Dashboards are available (and updated) for
the Community of Snapshot users, worldwide.

To explain further, every user of Snapshot has access to these Dashboards (depending on
permissions) , as opposed to the Dashboards under the Custom Dashboard menu item. These
Dashboards are only available to that particular business.

When Dashboard requests are sent through by Partners and or Customers (or when Plus Software
designs a new Dashboard) a decision is made as to whether the requested Dashboard could be
designed for the Community or whether this would be a Custom Dashboard.

Our general preference at Plus is to develop Dashboards for the Community so everyone benefits.
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Custom Dashboards

P =
Community Dashboards Custom Dashboards Favorite Dashboards Settings
#» 0 @
View Copy Refresh
Dashboard Dashboard
Dashboards Refresh

4 Descaiption

There are occasions when a very specific Dashboard is required that suits a particular customer.
This is called a Custom Dashboard.
With Snapshot version 1, Customers had to ask Plus Software to create a specific Dashboard.

With Snapshot version 2, Customers are now able to ask their Partner or if the Partner is unable,
then click Settings, General, and Request Dashboard:

B - Community Dashboards Custom Dashboards Favorite Dashboards

R b & &K & @

Update Businass System Custom Connection  Role Permissions User Permissions Manage Load/Vie
Database Connection Strings Logins License

Settings Liser Mantenance Geflers

H lejeje]l
Check For New ® 3 |
Dashboards ' :

Web Update Application Skins

Once the requirements are understood, there may be an additional cost for a Custom Dashboard.

When Custom Dashboards are complete, the customer is notified and to install, they would click on
Settings, then Check for New Dashboards, and the Dashboard will be displayed within the Customer
Dashboard section, within a few minutes.

Note:

The Dashboard, once downloaded, will automatically analyse and collect the information from the
Business System and populate the new Customer Dashboard instantly.
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Favourite Dashboards

You can save any Dashboard to your own list, called Favourite Dashboards.

\._.;
| (= Community Dashboards Custom Dashboards Favorite Dashboards Settings
- - Ty I
|_I W
& | &
View Copy Refresh
Dashboard Dashboard
Dashboards Refresh
[Mame EDESCI“[JHOI‘I
& Category: General Ledger

(2] Category: Inadents
4] Category: Inventory
] Category: Job Costing
1+l Category: Purchasing

(& Category: Sales

To save to Favourites, click on the Dashboard name, and then right click:

=] Category: Sales I
Account Details and Purchase History Account Details for Active Customers showing QOutstanding Amounts and Purchasing Hi
All 5ales - Customer and Product Sales All 5ales - Customer and Product Sales
Customer Enguiry Customer Enguiry
Customer Mo Sales (Current month vs YTD) Customer Mo Sales (Current month vs YTD)

Customer Sales

Customer Sales (By Analysis Code on Customer) Customer Sales (By Analysis Code on Custor| Add to favorites
Customer Sales (By sales rep on transaction) Customer Sales (By sales rep om transaction Expand all groups
Dis tribution Information Sales orders' Items required to be packed ar

Collapse all groups
Sales Analysis Sales Analysis

These will now be displayed thereafter under Customer Favourites. To remove, simply right click

again.
18 | Community Dashboards Custom Dashboards Favorite Dashboards Settings
o
<
Refresh
Refresh
Inoidents not updated in last 3 and 7 days Incidents not updated n last Jand 7 days
\z) Categary: Job Cosiing
Invoiced Jobs Analysic by Project [ Rep Invoiced Jobs Analysis by Project / Rep '
=| Category: Sales
Customer Age Analysis Customer Age Analysis
Sales Margn Percentage By [tem Group [ SalesRep  Sales Margin Percentage By Item Group [ Sales Rep
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Customising a Dashboard’s Layout and Appearance

[.__;_
. [[=l= | Community Dashboards Custom Dashboards Favorite Dashboards Settings

- - TS =T

9 ‘i

a8 | @

View Copy Refresh

Dashboard Dashboard
Dashboards Refresh

; G'enerd l.'edger

[#] Category: Inddents
|#] Category; Inventory
[#] Category: Job Costing
|#] Category: Purchasing
i+ Category: Sales

There are occasions when you may want to customise your Dashboard further.

You may want to change the layout, or add in a different pie chart or graph, change existing grids
etc.— there are a number of options available to you.

This is easy to do — simply choose a Dashboard you wish to customise from the Community Section

Then hit Copy

Custom Cashboards Favorite Dashboards Settings

{#] Category: Inadents

[#) Category: Inventory
|#) Category: Job Costing
[#] Category: Purchasing

|+l Category: Sales
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This brings up the following text box:

Dashboard Copied X

This dashboard has been copied to the Custom Dashboard tab with the name 'Outstanding Purchase Order
Lines - Copy as at 6/04/2017 1:26:07 PM".

Navigate to the Dashboard you copied under Custom Dashboards and click on Edit Custom
Dashboard:

Community Dashboards Custom Dashboards Favorite Dashboards Settings

=2l & O @2 @

clete Custom View Custom  Copy Custom Refresh Migrate
Dashboard Dashboard Dashboard
Custom Dashboards Refrash Migrats
Description

8 Category: Sales
Sales History Trends - All Sales All Time All Prod...  This analytics shows a graphical view of Sales History for all time by Month, It can be filtered by customer and

Now change the name of the Snapshot, add a description and click on Edit Dashboard Layout:

Save Dashboard X

Dashboard Name: /
v Trends - Al Saies All Time Al Products - Copy as at 5/04/20

Dashboard Description:

This analytes shows 2 graphical view of Sales History for all ime by Month. [t can be filtarad by customer and inventory item, showing Customer buying
trends and Inventory buying trends,

Dashboard Category:

Sales

Edit Dastboard Layout | Cncd || oK
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This opens up the Snapshot Dashboard Designer.

~ i Toon Dashboard Designer
7 e Dea Deogn
=) ——d " - Y . - )
: D 7 B bl a8 G . B gl <
| s 0l © @ 8% Vot o 7 Ld
Save L 3 nd Ow! PFas CGages Cords ange TextSew P Gap Sate Tesvap inages Dulcals Delem  Fevory o Pumsetes
Fie s et - Ao Dhews o et
e o vt . T
Dats Zcurce DATA TTEME
B - | Inventory Analysis (Only Active Ttems)
Dara Souree 1 R
Query Db Q@
Datasoura § "t - Oniiend . Sy Ord.. Cust. Ordl... Reted Price wts In Actve
Daeer A 24000 w000 00 e o
= ¥ o [ 700 w0 200 som Tre
= Cote n 0.00 o0 0o roe
= 1 Gacheovhn n 0.00 o0 a.00 - True
DG " @00 10 oo Tre
£ sroupOesprer
- Qunttvortiud—oal ¥ " 549,00 x 000 %0 T
) Loce! - - Acowenonres ~§00.00 0 00 #8400 3 True
] emarks QU $ o “oble P 200 oK 000 M0 $20 e
23] SartCodeDescroten e wone n 0.00 0.0 I SN0 R0 e
] lsActve Quanat I Gaes. b3 oFR Farndy Bronze Pan ~ Fabates, 0.00 000 goe 00 o Troe
o Froducsd OF% Famiy Sver A L abates, 0.0 [ ) 200 AL 2 True
) Lot Frice vermn) ¥ oue Hards Free Kt tecessyen 0.00 0.0 000 ssS0 ¢ True
oree E onc Leather Case e ccessares 0.00 000 900 smoo e True
LattCont (Average) oua 250 Phene p o s 1000 33800 T
T3 Quenttyorsiand onaI Nokia 3230 Matie . 0.00 0.0 000 R0 -
) QuantayCrisdhece. FsCrvmad (5 xr ey e e 2 ertary Yeue by @op
73] QuanthyOnSslesOrder E -
) varseCrrand 3 s 4 o, W = s
) I
b e 5 sMlRcancaaa-
aacive T r .
[ esm
5 5
- nlll S R
g = B [ , :
-~ T 2 mm o
—_—
é . L]
srument
AD -V 4 " Ve - Statk
Wevan i - Man - van ua -V

Value On Hand

$235,741

For more detailed information on Customising the Layout and Appearance of a Snapshot

Dashboard, please see our Getting Started Customising Dashboards manual. Either download from
the Plus Software website or send an email to info@plussoftsolutions.com to receive a copy.

We use Dev Express tools to help you customise your Dashboard.

Note:

If you’re not comfortable customising a particular Dashboard yourself, please ask your Partner or

Plus Software to provide this functionality.

Partners also have the ability to write new Dashboards from the ground up and to add new data

sources from other SQL solutions. Please enquire with your Partner.
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Settings

There are a number options under Settings.

i s
| [[z)= Community Dashboards Custom Dashboards Favorite Dashboards Settings
S ; . - ——
g 52 E & & @ 3 B === =
Update Busness System Custom Connection  Role Permissions User Permissions Manage Load/View Request = Check For New ) 0 - ] =
Database Connection Strings Logins License Dashboard Dashboards
Settings User Maintenance General Web Update Application Slans

These options are grouped by:

Settings
Update Business System Database Connection

Custom Connection Strings

User Maintenance

Role Permissions
User Permissions
Manage Logins

General

Load/View Licence
Request Dashboard

Web Update
Check for New Dashboards

Application Skins
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Settings

Update Business System Database Connection

41

I (IE= | Community Dashboards Custom Dashboards Favorite Dashboards
> & & & @ B

pdate Business System Custom Connection  Role Permissions User Permissions Manage Load/View Request
Strings Logins License Dashboard

ELeNgs User Maintenance General

By clicking on the Update Business System Database Connection, you’re able to change the back end
accounting or payroll system. Please see the installation guide for more information.

Seftings b4

Business System Selection

Sybiz Vision Sage Pastel Partner
@ Sage Pastel Evalution Sybiz Visipay
Ostendo Advanced Business Manager

Sybiz Vision & Sage Pastel Evolution Database Settings (MSSQL Server)

SQL Server Address DELLWORKLAPTOP\SOLEXPRESS =

Windows Authentication
0 50L Authentication

SQL Username 53

SQL Password (T ITITITTITITIL

Database Mame CashManEvo -
Firebird Server Address DELLWORKLAPTOP

Firebird Database Path C:\Program Files (x86)\0stendo'D. ..

Pervasive Server Address

Pervasive Username

Pervasive Password

Database MName

Clicking Save and Glose” will apoly these settings fo the database, and wil
aooly fo al users,

: Cancel | | Sawve and Close
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Custom Connection Strings

41

| (lE= | Community Dashboards Custom Dashboards Favorite Dashboards Settings

B & & @ =

Update Business System Custom Connection ] Role Permissions User Permissions Manage Load/View Regquest
Database Connection Logins License Dashboard

User Maintenance General

This is a back end function to allow Plus Software to connect different company databases on
different SQL servers / instances, providing they are on the network and accessible.

If this is required, please contact Plus who will advise.
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User Maintenance

41

e

Community Dashboards

Favorite Dashboards

Custom Dashboards

&

Settings

LS

Update Business System Custom Connection JJRole Permissions User Permissions Managel] Load/View Regquest
Database Connection Strings License Dashboard
Settings USEer Mainteniar General

Role Permissions
User Permissions
Manage Logins

This has been covered off in the beginning of this training manual as these are the first steps to
using Snapshot.
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General

P s

[[E)e

| |

Community Dashboards Custom Dashboards Favorite Dashboards Settings

@ bz

E Bl El g .
< [ ] FE] sL.] Qs

Update Business System Custom Connection Role Permissions User Permissions Manage Bload/View Request J Check For New ') <) =)
Database Connection Strings Logns License Dashboard ] Dashboards
Settings User Maintenance e Web Upcat= Application Skns

Load/View Licence

Users can load new licenses or request new Dashboards.

To Load/View Licence, when clicking on the icon you are given two options:

1. Web Unlock
2. Load Licence
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1 Web Unlock

License x

License Status

[@ Your License is valid.

Licensed To: peter Whalley
Serial number: 3954A517-8340-4884-88E2-5AS5FEFSFE3ED

Load License | | oK

When clicking on Web Unlock, a new screen will open

Web Unlock X
Customer Name Dirk James
Serial Number 3954A517-534D-4554-88E2-5A 5FETSFE3ED

FPlease make sure your cusfomer name and senial number are entered
correctly. To prevent errors, please copy/baste these detais.

Cancel ‘ | Unlock  Refresh Licence

The customer name and Serial number should be automatically loaded. However, if this is not the
case, then copy this information EXACTLY as it appears in the email or website to Web Unlock as
directed.
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2 Load Licence

License x

License Status

@ Your License is valid,

Licensed To: Peter Whalley
Serial number: 3954A617-934D-4334-88E2-5A SFE7FESED

| Web Unlock Load License : OK ‘

If you have been emailed a licence then save this licence file to a folder on your PC.

Load PS5 License File
- S » PeterWhalley » Dropbox » PlusSoftware w |8 Search PhusSoftware ¥
Organize + Plesas Fxider B> @O @
W Deckiogp # ~ Name : C
& Downloads * a2 anm
& Dropbox " & Al Other Docs
& PlusSaftware . % Communicatizns
Al Cther Docs & Demonstrations
| Partner Engagement 4 Dropbo Ternp Share g e
Bl 1o 7 Selectafileto
& | SnapShot - e previsw
i e L Partner Engagerment
hot Evolut;
i SnepEhatveion 5! Plus Software Templates Il
23 Drophox 42 Revised Content 3
42 Video Bnefing
& OneDrive
B This PC
= o »
File nama: ~| PSS License Files [~ ~
Gpea | || Gt

Then click on Load Licence and open the file name to unlock.
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Request Dashboard

[[z)e Community Dashboards Custom Dashboards Favorite Dashboards Settings
S ) . 2 =—
P~ Y Y74 @ ;’d ; g \/:) A F‘;, = ] as | & da
Update Busness System Custom Connection  Role Permissions User Permssions Manage  Load/Vievll Request [ ChedkFor New (7] <) = )
Database Connection Strings Logins = License | Dashboard | Dashboards
Setbngs User Maintenance Genev!‘ Web Update Application Slens

Customer and Partners are able to request Dashboard directly from within the software by clicking
on the Request Dashboard icon. The following screen will open:

Request Dashboard X

This form can be used to request a dashboard if it is not currently available.

Your business partner will be notified of this request, and you will be contacted for further information

Contact Name |
Contact Phone Mumber
Contact Email

Suggested Dashboard Title

Additional Details

Cancel | | Send Request

Fill in the details, providing as much information as possible and click Send Request.

Plus will review and determine the requirements for either a Community or Customer Dashboard.
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Web Update

Check for New Dashboards

= s
N8 | Community Dashboards Custom Dashboards Favorite Dashboards Settings
T , - i = e =
- 52 % & & @ = LRI R
Update Business System Custom Connection  Role Permissions User Permissions Manage Load/View Reguest [ a <) '
Database Connection Strings Logins License Dashboard
Settings User Mantsnance General Appication Skins

To ascertain if there are any new Community or Customer or even updated Dashboards, click on
Check for New Dashboards.

Snapshot will poll the cloud server and download any updates.

.~ Please Wait
"= Updating View Product Versions Link ..

Note:

This update takes place automatically on log in, regardless.
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Application Skins

= 5
[ (Ee Community Dashboards Custom Dashboards Favonte Dashboards Settings
Ii3e a . R " [
-y 52 2 & 8 @ 5 B |slEl: =
Update Business System Custom Connection Role Permissions User Permissions Manage Load/NView Request  Check For New (7] <) @
Database Connection Strings Logins License Dashboard || Dashboards
Settings User Maintenance Genzral Web Update Appicabon Skns

You are able to change the Snapshot look and feel by choosing a new skin. The examples below will

give you some idea of the options available.

= >
lr I_Ev " Community Dashboards Custom Dashboards Favorite Dashboards i Settings |

Ly

—a

(=

X w2 B G|
< v -~ .
A L & 3 & I : e a8
Update Busness System Custom Connection || Role Permissions User Permissions Manage  LoadMVew Reguest | Check For New (7] <) &
Database Connection Stririgs Logins License Dashboard | Dashboards
Settings Uszr Maintenance General Web Update || Appiication Skina
s 3
[P CommunityDashboards  CustomDashboards  Favorite Dashboards | Settros |
SO > e . —
I I T R N R e o~ O NI I
‘ | Update Busness System Custom Connection || Role Permissicns User Permessions Manage | Load/View Reguest | Check For New 1 a2 a3 )
Database Connection Strings Logns License Dashboard | Dashboards |
e Settings User Mantenance General | webupdate | Application Skins
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Other useful stuff

Updating Snapshot

Snapshot is updated regularly by our development team. When the Update button on the front
screen is NOT greyed out, click on Update and follow the step by step procedures to update your

Snapshot.
o = L
@2 Snapshot - Plus Software Solutions x
Snapshot
RS (C) Plus Software Solutions
Username  Bhra
Password

Save Password

e [N R

Version: v2.0.0.2

Support

Generally speaking, there is very little support required for users of Snapshot.

That’s because the software intelligently produces useful business views of data that exists within
your Accounting and or Payroll solution and does not deal with transactional data.

However, if you do need assistance contact either your partner or email us on
support@plussoftsolutions.com
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Information on Home Screen

The front page of Snapshot will always display certain important information as indicated by 1, 2 and
3 below:

| irooent Anurees s agent ane Cltome:

Wommeas Syvtem Sage PaneEvnion 7 W18

1. The name and version of Business System
2. The Database that Snapshot is connected to
3. The Server Name

The Snapshot version number is also shown on the bottom right too.
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Adding Snapshot to Menu of Business System

Some Accounting or Payroll vendors allow Snapshot to be added to a menu bar, within the business
application.

= -
‘ ([l | Community Dashboards Customer Dashboards Favorite Dashboards Settings
ShP N ! N | i = )
b o 2 L &% @ 3 B =lu]ls = 2
Update Business System Custom Connection Manage Manage | Load/View Request  Check For New ® o 9 Add Snapshot To
Database Connection Strings Logins Permssions = Lcense Dashboard | Dashboards Vison Ribbon Bar
Settings User Maintenance General Web Update Application Skins Other

If this option is available on the menu bar within Snapshot, it may be useful to access Snapshot from
within that business application.
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Notes page

Scribble and doodle on this page if your trainer bores you. ©
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Thank you for using Snapshot.

To view other solutions from Plus Software please visit our website at www.snapshotbi.com

p,

SNAPSH 4T

EXPLODE YOUR DATA
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