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1. Workflow

1.1 Aktualni stavy plant a dat

Pro praci s contributorem jsou definovana tato uzZivatelska prava.
Uzivatelska prava pro: prohlizeni

aktualizace
zamykani

Pfi otevfeni planovaciho modelu ,uZivatel s pfistupovymi pravy ,pfevezme fizeni
(take ownership) a mlze pracovat s plany.

Po ukonc&eni zpracovani je mozné nechat plan pfistupny pro editaci nebo provést
uzamceni.

PFi zpracovani planovacich modell mohou nastat nasledujici procesni stavy.

o Not started
Nebyly provedeny zmény v datech.
v Work in progress
Aktualizovany planovaci model.
o Locked
Zamcena data,pouze prohlizeni planu.
v Incomplete
Nekompletni planovaci model.
° Ready
VSechny plany jsou zpracovany a zamceny.
® Currently being edited or annotated
Plan je otevien pro poznamky.

Out of date
Zmény v synchronizaci modelu.

@

Currently being edited or annotated and is out of date
Provedené zmény v anotaci poznamek a prilozenych dokumenta.
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2. Segmenty pracovniho prostoru contributoru

Pracovni pole je sloZzené z nasledujicich ¢asti:

Tab - zalozka jednotlivych plant

Dimenze bar — dimenze v fadcich a sloupcich
Dimenze — ostatni dimenze zahrnuté v planu
MfiZzka(Grid) - oblast editace dat

Zachytné listy (grab handle) — pfesouvani dimenzi

Dimension Bar Tab Dimension

Grab Handle \ \ \

IEI‘EI;MHJ BET- l”\'ﬂll@ﬂ ?

|—J-—'Hn| A
:l Travel f'ns i ] ﬂ it

| FAows [lams [ionles!

1 Trael Lot | 1[4 Menlhs|

5 E FEUMN Feb Mar Ao My | dun I A Sep
Grid O |
\ Naomgn
el p=i right
| Mecl: & igit

| Accomodations”

Weals & Entertainment ¢

Plare, Trar, Buz

| Mehioke restals, Tavs
Travel [sub-tatal)
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V ramci pracovniho pole mizeme presouvat tabulky vedle sebe nebo
podsebou.Jednotlivé dimenze muzeme pfidavat do sloupcu a fadku.VSechny ukony
provadime kliknutim a drzenim tlaCitka mysi a pfesunutim segmentu do pozZzadované
pozice.

|8 | HE |28 -BEO-E |S4|0Q|?

|J |_-| Supply Costs |J Comm Cosks |_-| Marketing —
Fows: Columnns: Conkext:
ool cosl i voner] e ]| e~ {Ptisn |
I |:| Jan Feb Mar Apr May Jun Jul Aug Sep Ok o Dec  Full Year
Purpose Misc Misc Tl Misc Misc Misc Iisc Misc Misc Misc Misc Misc
Mo of Nights 79 g2 95 G4 62 71 104 108 125 110 90 57 1,077
Hatel per night 200 00 200 200 200 200 00 00 200 200 200 200 200
Meals & Ent per night 50 50 50 50 50 50 50 50 50 =] 50 50 50
Accomodations ¢ 15800 16400 19,000 12800 12400 14,200 20,800 21,600 25000 22,000 18,000 17,400 215400
Meals & Entertainment ¥ 3,950 4,100 4,750 3,200 3,100 3,550 5,200 5400 B, 250 5,500 4,500 4,350 53,850
« 2
== I
J |_-| Corporate Expenses | =
Ros: Columns: Zonkexk:
E E EV : Amler_'i_cas | E Budget vgrsion 1|
[ EList (Drepartmantz]] [2 Driwisionz] [5 Wersions]
I l:l Feb Mar Apr Maw Jun Jul Aug Sep Ock o
= TOT_MNOMPERS Mon-personnel expenses (total) 60,314 62,604 72,529 48,862 47,335 54,206 79,400 82,454 95433 83,981 68,7
—/611000  Travel {sub-total) 60,314 62,604 72,529 48,862 47,335 54,206 79400 82454 95433 83,981 68,7
611100 Travel: plane, train, bus 38,950 40,429 40,538 31,5954 30,568 35,0060 51,276 53,245 01,630 54,234 44,7
611300  Travel: wehicle rentals, taxis 1,614 1,675 1,941 1,307 1,266 1,450 2,124 2,206 2,553 2,247 1,8
611500  Travel: accomodations 15,800 1,400 19,000 12,800 12,400 14,200 20,800 21,600 25000 22,000 16,0
611600  Trawel: meals & entertainment 3,950 4,100 4,750 3,200 3,100 3,550 5,200 5,400 6,250 5,500 4,5

2.1 Organizace nastaveni oblasti dat(mfizka)

Premisténi dimenzi B vzajemneé otoceni sloupcl a radku.
Potlaeni nul na fadcich

sloupcich

strankach

ZEro SUppression
I autosize Visible Range
W Freeze Panes

Prizblsebeni velikosti buriek
Pri rozdilné velikosti formatu Ize pouzit automatické prizplsobeni.
Workflow Actions  Help

wap Rows and Columns
Zeto SUppression Y

sible Range
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Zmrazeni oblasti mfizky s daty

Workflow Actions  Help

wap Rows and Caolumns
Zetd SUppressian »
I[,f.ﬁ.utusize Yisible Range

v Freeze Panes

(B 11 _prodej | HH 11 mMakup

Rows: Colurnns: Conkexk:

:
fomon| [8oshoom] | O] G, fremetals] i et Gerisamona ] £ 28 | cokem
|_| = 2605tfedisko Brno -
I obchod Eﬁﬁmi Jan Cejka Bfetislay Horky Josef Josefiffeditel pobofky) Ladislay Skacel Radovan Yeseld
SEGM_D_BW_A3 0 0 0 0 0 o 0
SEGM_D_BW 10 Do 0 10000 1] 1] (1] 1]
SEGM_D_COLOR_A4 o 1] L] 1] L] o 1]
SEGM_D_COLOR_A3 24 000 0 24000 1] 1] (1] 1]
SEGM_D_COLOR 24 000 0 24000 1] 1] (1] 1]
Er 34 000 0] 34000 0 ) 0 0
Fasy LASEROVE 1] 1] L] 1] 1] (1] 1]
SEGM_FL 1] 1] L] 1] 1] (1] 1]
FRIFPORTY 1} 1} 0 1} 0 1] ]
SEGM_P 1] 1] L] 1] 1] (1] 1]
SKEMERY o 1] L] 1] L] o 1]
SEGM_S 1} i} LI} i} L] o 1]
CE TISKARMY 1 -9 strfmin EW A4 i} i} 0 i} i} i} i}
CErRd TDUM n n n n n n n

Setfidéni dat v ramci sloupce a radku

V kazdém sloupci a fadku Ize data vzestupné a sestupné setfidit.
Kazdy sloupec a fadek Ize skryt.

Jan Cejka ig & Mo Sort izl
34 000 Hide Selected
o Shiov &l hidden Descending
o [ :
o I :
o I :
o I :
o I :
10 oo Y 0
24 000 [N 0
o I :
34 000 [N 0
~ I a
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3. Planovani ,modulace vypoctul s daty

3.1 Rychlé prikazy kopirovani

Prikaz Popis Priklad zapisu
> Kopirovani vpravo 6>
6inc>
< Kopirovani vlevo 8<
8inc<
Kopirovani smérem dol( 3]
A Kopirovani smérem 4
nahoru 4>A

Zarazka

: Zastavi kopirovani do
predchoziho pole

3.2 Rychlé prikazy zadani dat

Prikaz Popis Priklad zapisu
K Hodnota v tisicich 2,3k=2300
M Hodnota v milionech 2,9M=2 900 000
Add,+ Pfidani hodnoty 10Add10=20
Sub Odecteni hodnoty 50Sub30=20
Mul,* Nasobeni hodnoty 50Mul3=150
Per,% Procento hodnoty 100Per10=10
Inc Procentualni povyseni 100lnc5=105
Dec Procentualni ponizeni 100Dec5=95
Pow Mocnina 10Pow2=100
GrowCompound Linearni procentualni G10L

povyseni
Div,/ Déleni 100Div5=20
Res Reset Vraceni hodnoty
Zer Znulovani
Rou Zaohrouhleni 5 469Rou 100=5500
Hol Zamceni
Rel Odemceni
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4. Kopirovani ,zamykani dat
Oznacenim radkl a sloupct mizeme kopirovat a vkladat data.

Pouzivame standarrtni pfikazy ctrl_c a ctrl_v.

Hromadnym oznacenim buné&k muzeme provést zam&eni a odemceni poli,
pfikazem Hold,Release

|6 |Hs [ xB2ED-BEO-7 |54 |0o@ |2

I [ Travel Costs | B F F B Copooe o -0

Fiows: Columns: Contest:

: : - Sales ¢ Americas : Budget version 1
g (1 Travel Costs] £][4 Months] 9|12 ELis: [Departments]] ML [2 Divizions] MR [ Wersions] M
Iﬁ Jan Feb bar Apr May Jun Jul Aug Sep Oct Mov (B3 Full Year ;I

Purpoze

Mo of Nights 10 10 10 10 10 10 10 10 10 10 10 10 122

Hotel per night 10 10 10 10 10 10 10 10 10 10 10 10 10

Mzals & Ent per right 10 10 10 10 10 10 10 10 10 10 10 10 10

Accomodations 104 104 104 104 104 104 104 104 104 104 104 104 1.250

Meals & Entertainment 104 104 104 104 104 104 104 104 104 104 104 104 1.250

Plane, Train, Bus 04 104 104 104 104 104 104 04 104 104 104 104 1.250

Wehicle rentals, Taxis 104 104 14 104 104 104 104 04 104 104 104 104 1.250

717 a7 M7 a7 a7 a7 a7 a7 47 a7 a7 47 |_5—(":£‘ i

L

Copy
[E Paste

T

5. Pridani komentare

Poznamky a komentafe mizeme pfidavat k jednotlivym burikam ,tabulkam a
k celému modelu.

Povolené typy souboru:
® Microsoft Word (.doc, .docx)

® Microsoft Excel (.xls, .xIsx, .xIsm, .xIsb)
® Microsoft PowerPoint (.ppt, .pptx)

® ZIP Files (.zip)

® RAR Files (.rar)

® Microsoft Project (.mpp)

® \Web Documents (.htm, .html)

® Text Files (.txt)

® PDF Files (.pdf)

® Microsoft Visio (.vsd)
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Pridavat komentare a zpravy mohou uzivatelé s opravnénim editace a zamykani
planu.Uzivatel s pravem prohlizeni nemuze pfidat komentar.

Jestlize je plan zamc€eny nemuzeme komentar aktualizovat,ale uzivatel,ktery tuto
poznamku vytvofil ji mize zrusit.

Kroky:
1. Pravy-klik na burice nebo tabulce,kde chceme pfidat komentar
2. Klik Add Commentary
3. Jestlize chceme pridat dokument,klikneme na Source file

6. Prohlizeni komentare

Pfilozené komentafe mizeme prohlizet najetim mysi na bufiku nebo tabulku

s vlajeCkou nebo otevienim pres nabidku v list€ View, Browse Commentary and
Documents.

Zde se zobrazi ulozené komentare.

ZruSeni,prohliZzeni a aktualizaci daného komentare provedeme prosvicenim fadku a
nasledné zvolenim tlaCitka View Dokument,Edit Dokument, Delete.

& | HE «2Br -BREAW-¥ 3% 0o@|?

1 Travel Costs | Bl Supply Costs | B Comm Costs | BB Marketing | B Corporate Expenses £ ]
Rows: Columns: Conkest:
: | : : Sales | = Americas = Budget: version 1
‘1 [1 Travel Costs] #|[4 Months] “l[2 EList (Departrnants)] v E [2 Divisianz] MR [ Watsions] h
0 |:I Jan Feb Mar Apr Iay Jun Jul Aug Sep ock Mow Dec  Full Year ;I
Purpose Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc
Mo of Mights 79 g2 95 64 62 71 104 108 125‘ 110 a0 g7 1,077

:J-.!,',:?l:ommentary Browser ;IEIE

Modelor Tab  Type w Old Yalue  Walue  User Drate Last linked by name  Last linked by datetime  E.List Ite;l

UGCEE R Ak sched Document E Dale Thomas | September 22, 2005 3:57:11 PMEDT

4]

Wiew Document | Edit Document | Delete |

User: Dale Thomas September 22, 2008 3:57:11 PM EDT

Location: Mo of Mights, Sales, Americas, Sep, Budget version 1
Document: conference justification.doc (11 Khb)

— Commentary Filker CornmEenkary Wisw
¥ User &nnotation % Current page
v Audit  all pages

¥ Attached Document

Print | Close I
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Pro spravnost zapisu dat v riznych formatech (text,cislo,datum) a nasledné ulozeni
dat do databaze, provadime kontrolu viozenych hodnot.

Kontrolu provadime tlaCitkem v hlavni liSté Ed Validate.

Pokud neni zapis vporadku vypiSe se chybova sprava a data v burice se musi
opravit.

&rgo_expenses_contributor | Contributions | S - IEllé

Filz Edit “iew ‘“Worlflow Actionz  Help

| &  He | s280 -BE@-2 |5%|/coQE |2

1 Travel Costs Supply Costs Comnm Cosks Marketing Corparate Expenses ]
Rows: IColumns: :Cor Lext:
Prreeicomst| | feovontsl] | Ef i 3 || e | et
| Jan Feh flar Apr May Jun Jul Aug Sep Ok Mo Dec  Full Year ;I

Purpose Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc Misc

Mo of Nights 79 gz 95 64 62 71 104 105 125 110 a0 57 1,077
Hotel per night 195 210 275 190 245 155 230 175 215 245 260 200 220
M Yalidation Errors x|
Errar message Value . Laocation Operations blocked ;I
The cost per night cannot exceed $250. 275 Travel Costs - {Hokel per night, Sales, Americas, Mar Budget version 1) message only
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8. Tisk dat

Tisk dat muzeme provadét tlaCitkem print v hlavni listé.Vytiskne se zobrazeny
plan,nebo tisk provedeme pres Wizard,kde definujeme z jednotlivych dimezi
potfebné udaje.

Kroky:

Nookowh=

H 1_Prodej FH 1 Pradei kamadita
[

.z menu Klik Print

Wizard,definice ,zaCekovani tisku komentare
Klik next oznaceni Fadku

Klik Finis

Vybér tiskarny

Nahled pred tiskem

Tisk,Page setup

FH 1 slishe B 1 Makun

Rlanas! |
Hlro_zbozi] E
Each page drop-down in yvour application is represented by a tab below, From each tab, select which
items you wish o include. Ak least one item must be selected from each tab.
CRDIG. 1- 19k Specify what parts of this dimension ko print n
CRDmG. 1-19k  O-Typprodeie |0 Hodnoty P | elist | 1_Rok | 1_Stredisko | 1_verze | .
BDIs. 1-19k O P prodefelcekem) p
= Pfimy prodej (bez servisu)
CELCIG 1-19k PFimy prodej (servisni smiouwwa) p
SEGM_D1 [= Pronajem n
%B ble. 20- 39 pét'{-' leasing) K
CE DIG, 20 - 39 n
ZB 06, 20 - 39 D
B DIG. 20 - 39 D
SEGM_D2 n
B DI, 40 - 59 1]
B DIG. 40 - 59 D
SEGM_D3 n
R OIS, 60 - §9 ™ Include commentaries h
B DIG. 60 - 59 1
SEGM_D4 n
B DIG. nad 90 D
&R DI, nad 90 Help | = Back Mext = | Finish I Cancel 0
SEGM_D5 o o o o o o o o o
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9. Kopirovani dat (Get data,lokalni link)

VytvoFeni a aktualizaci linku provedeme pres wizard stisknutim tlaCitka Get Data.

Vybere zdroj a cil kopirovanych souboru.
Kopirovani dat mizeme provadét z nasledujicich souboru:

- Contributor tab
- ASCII FILE
- EXCEL FILE

= Get Data

 Define Source Type I
i Enter the information For the link, including name, description information, and the data source. %

Lirk Marme:

I Prodej_komodita

— T W

Drescripkion:

Diata source type:

Help I = Bacle I Mexk = I Finish I Cancel I

Tlacitkem next vybereme cil souboru tabulek

= Get Data =] E3
Choose Target Tab I
| Zhoose the target wiews, %
| Targek Tab:
. I 1_Prodej_komodita I

Prewiew:

-

—! StFediska =
Erno Ceskd Budgjovice Hradec Erdloveé  Jihlava  Earlowsy Wary  Lil

-

—! Komodita 2 o 2 o o o
SEGM_D1 Z o 2 o 1] 1]
SEGM_Dz 1] o [1] [1] (1] o
SEGM_D35 1] o [1] [1] (1] o

| | 3

Help I < Baclk I Mexk = I | Fini=h I Cancel I

TlaCitkem next vybereme zdroj tabulek

ORM BRNO
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= Get Data

Choose Source Tab

Choose a view to act as the daka source,

Source Tab:

I 1_Makup

Preview:

=~

— Skfediska

ZboZi celkem

BYW A3

AL A

k4
Y
- =2 Qo

=

Brno Zeské Bud&jovice Hradec Kralové  Jihl:

1] 1] 1]
1] 1] 1]
1] 0 1]
1] 0 1]
n n n

.

Help I = Bac

4 I Mext = I Finish I Cancel

TlaCitkem next provedeme maping dimezi.

e=>Get Data

Map Source to Target

Map the source dimensions ko the target dimensions.,

Source dimensions:

2 Hodnaoksy
1_5trediska
0_7hozi
0_Mesic
0_Rak
0_Verze
elisk

Mapped source dimensions:

Target dimensions:

|2 Hl:nl:lnl:utﬁ Map
0_7Fhozi
0_Mesic Map All |

0_Rak.
0_Yerze

eLisk

Mapped karget dimensions:

Edit

Zlear

Clear all

HAS

Help | < Bac

k. Mext = Finish Cancel |

ORM BRNO
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Maping dimenzi (parovani ukazatell)

Automaticky maping

Dimenze se sparuji podle definovanych stejnych ukazateld automaticky.

=rMap Items

Source Ikems

g

Erno

Ceské Buddjovice
Hradec Kralove
Jiblawa

Karlowy Yary
Liberec

Mlada Boleslay
Clormouc
Dstrawva

Flzeri

FPraha

Teplice

Zlin
stiediska

Subskring

& putomatically map (by description)
[T Case sensitive

[ cCalculated itemns

 manually map

Add Rermowve Match

Targek Ikems

|

Erno

Zeské Bud&jovice
Hradec Kraloweé
Jiblawa

Earlowy Wary
Liberec

Mlada Baoleslaw
Clornouc
Oskrava

Plzeri

Praha

Teplice

Zlin
stifediska

Substring I

1

Cancel I

Ruéni maping

Jestlize polozky na levé a praveé strané nemaji stejné oznaceni ,musime
definovat pfifazeni kazdé polozky.Masku pfepneme do rezimu Manually map a
nasledné sparujeme kazdou polozku na levé a prave strané.

=rMap Items

Source Ikems

o

Rozpofet
Werze_Z2
Werze_3

Subskring

= Automatically map (by descripkion)

I | Case semsitive
™| Caleulated items
& Manually map

Verze = Rozpodet
Add Rermowve I Makch
ORM BRNO

Target Items
STl |

Rozpodet
Werze_2
Werze 3

Substring I

T

Cancel I

15
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Poznamky

ORM BRNO
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