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Overview of PACE Advance - Online
About This Guide

User Guide -May 2006

This edition, released May 2006, is designed to help you understand the
functionality and usage of the Admin Guide - PACE Advance.

Conventions Used in this Guide
= Text describing an illustration always appears after the illustration.

Notices, Terms, and Conditions
Copyright 2006 EnfoTrust Networks, Inc. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or for any purpose
without the express permission of EnfoTrust Networks, Inc. EnfoTrust Networks, Inc. may
change the information contained herein without prior notice.

Copyright law and international treaties protect the computer programs described in this
publication. Unauthorized use, reproduction, or distribution of this program, or any portion of
it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum
extent possible under the law.

Some software products marketed by EnfoTrust Networks, Inc. contain proprietary software
components of other software vendors.

Microsoft, Windows, and Internet Explorer are either registered trademarks or trademarks of
Microsoft Corporation in the United States and/or other countries.

EnfoTrust™, EnfoTrust Networks™, PACE™, PACE Admin™, PACE Advance™,PACE Central™, PACE
Mobile™, PACE OnSight™, PACE MultiSight™, PACE InStore™, PACE OutSell™, PACE Flex™, and
Red Rover™ are trademarks of EnfoTrust Networks, Inc.

Seagate Crystal Reports™ is a trademark of Seagate Software, Inc.

All other product and service names mentioned are the trademarks of their respective
companies. Data contained in this document serves informational purposes only. National
product specifications may vary. These materials are subject to change without notice.
EnfoTrust Networks, Inc. provides these materials for informational purposes only, without
representation or warranty of any kind, and EnfoTrust Networks, Inc. shall not be liable for
errors or omissions with respect to the materials. The only warranties for EnfoTrust Networks,
Inc. products and services are those that are set forth in the express warranty statements
accompanying such products and services, if any. Nothing herein should be construed as
constituting an additional warranty.

© 2006 EnfoTrust Networks, Inc. Page 4 of 43



Admin PACE Advance — Online User Guide

Overview of PACE Advance - Online

Overview of PACE Advance - Online

PACE Advance - Online is the next generation of PACE reporting and report
distribution. This web-based service allows users to customize their reporting
structure to fully reflect the specific organizational structure of a rep group
company.

The goal of PACE Advance - Online is to deliver relevant and timely information
to users organized in such a way as to be useful in organizational management,
allowing users to set service performance standards for their organization and
then set up a reporting structure that indicates how well those standards are
being met.

PACE Advance - Online helps rep group management answer the following key
guestions to support the management and decision-making processes:

= Are we doing the right work?

= What is done and what is not done?

= Are enough resources being provided for a given area or project?
= How can | easily summarize the data | need for my Report Card?

PACE Advance - Online portal features
= Project service cycle configuration

= User-friendly Portal/Dashboard Interface
= QOrganizational hierarchy modeling

= Reporting hierarchy modeling

= Service scope configuration

© 2006 EnfoTrust Networks, Inc. Page 5 of 43



Admin PACE Advance — Online User Guide

Overview of PACE Advance - Online
How to Log In

Enter http://www.thd-issi.com in your web browser address bar and click
[GO].

Log In

enfotrust

NETWORKS

Welcome to PACE Central

llsername:

Password:
| | LOGIN |

| About | EnfoTrust Corporate | Contact Us |

= Enter your assigned USER NAME.

= Enter your assigned PASSWORD.

= After clicking [Log In] the PACE Central main page will load.

© 2006 EnfoTrust Networks, Inc. Page 6 of 43
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PACE Central Main Page
PACE Central Main Page

PACEEental Ultimate Service Concepts. Inc.

reporting

L “data

when j¢

publications

pace USers group

log out

#=2n I:CJ
powerad

= Click on admin, and the Admin Page will load.
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PACE Central Main Page
Admin Page

PAC Eﬁ;anfml y g

Ultimate Service Concepts

o page PACE Adrministration is your site for managing and maintaining
log out the data needed to keep PACE up-to-date with changes in
your organization,
PACE Central IJsing the ‘Actions' directory tree on the left, you can perform
cormmon functions like adding and deleting reps, of you can
Rep Group manage and change specific information such as rep territary
K assignrnents, department assignrments and new vendor additions,

To use the Actions tree, simply click on a category

(Underlined words in BOLD).

Al actions associated with the selected category will appear,
Whien you click on an undetlined action itern, you will be
presented with the appropriate data entry forms for completing
the action.

Look for the navigation and action buttons presented on each
form, These buttons will help you complete any action,

wWe have provided "mouse-over” help text throughout the

Adrnin section and have aspired to create an intuitive and user-
friendly administration tool, Please call us any time if you have any
questions or if you would like to share your ideas for improving the
PACE Adrinistration site, YWe look forward to heating from you,

= Click on Rep Group, and the Rep Group menu will open.
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PACE Central Main Page

* In the Rep Group Menu, click on PACE Advance.

main page

log out

PACE Central

Rep Group
Divisions
Reps
Schedules
Web Site Users
PACE Advance
Sheet Designe
Sheet Deployment
Permissions
Publish to Deyice
Online Sheets
Yendor Service Levels

PAC Eﬁianfml : =

Ultimate Service Concepts. Inc.

PACE Adrninistration is vour site for rmanaging and maintaining
the data needed to keep PACE up-to-date with changes in
wOLUr arganization.

Using the ‘Actions' directory tree on the left, you can perform
cormmmon functions like adding and deleting reps, or you can
manage and change specific information such as rep territory
assignrments, department assignrments and new wendor additions,

To use the Actions tree, simply click on a categaory (Undetined
weordls in BOLD),

&l actions assodiated with the selected category will appear,

wWhen you click on an underlined action itern, you will be presented
with the appropriate data entry forms for cormpleting the action,

Look for the navigation and action buttons presented on each form,
These buttons wil help you complete any action,

wWe have provided "mouse-over” help text throughout the Admin
section and have aspired to create an intuitive and user-friendly
adrninistration tool, Please call us any tirme if vou have any guestions
or if you would like to share your ideas for improving the PACE
Adrninistration site, We look forward to hearing from you,

= This will open the Pace Advance menu.

© 2006 EnfoTrust Networks, Inc.
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PACE Advance

PACE Advance

PACE Advance - Online is a web-based portal that allows companies to
configure PACE in the format that best suits their business needs. The product
allows companies to model their organizational hierarchy and build a reporting
structure specific to that hierarchy. It has 4 submenus: Administration, Add PA
User, Maintain PA User and Display Organizational Chart.

VaN@ = cCUE  Ultimate Service Concepts, Inc.
main page PACE Adrministration is your site for managing and mantaining the
data needed to keep PACE up-to-date with changes in your
log out arganization.
PACE Advance Llzsing the ‘Actions' directory tree on the left, you can perform
Adrninistration “cormmon functions like adding and deleting reps, or vou can manage
Add PA LUser and change specific information such as rep territory assignments,

Maintain P4 User departrment assignments and nesw wendor additions.
Display Crganizational
To use the Actions tree, simply click on a category (Underlined
Back to Admin Main wards in BOLD). All actions associated with the selected category
will appear, wWhen you click on an underlined action itern, you will be
presented with the appropriate data entry forms for completing the
action.

Look for the navigation and action buttons presented on each form,
These buttons will help you cormplete any action,

Wi have provided "mouse-over” help text throughout the Admin
section and have aspired to create an intuitive and user-friendly
adrinistration tool, Please call us any time if you have any guestions
or if wou wolld ke to share your ideas for improving the PACE
Administration site, We look forward to hearing from you,

Administration

This section allows the user to manage the various components of PACE
Advance, including setting up and editing Rep Group performance Attributes,
organizational Tiers, position Titles, reporting Cycles, and Sheet Cycles.

When Administration is clicked, the Administration screen is loaded and the
Attributes section is loaded first.

© 2006 EnfoTrust Networks, Inc. Page 10 of 43
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PACE Advance
Administration Screen
=A@ = LB Ultimate Service Concepts, Inc.
main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Rep Group Attributes % Service by Sheet Type % Service by Class
Ldministration
Add P& User
Mairtain P& LUser Rep Group Attributes:
Org Chart
Attribute Value
Back to Adrmin Main GAP Time Tolerance 5--
May Tiers &)
Standard Lunch Minutes i 1III

Attributes

This function is used to set up base standards for Field Service Reps to meet in
terms of performance goals. Standards can be set for Rep Group Attributes,
the percent of service completion based on Sheet Types completed, and the
percent of service completion based on store Classes serviced.

© 2006 EnfoTrust Networks, Inc. Page 11 of 43
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PACE Advance

Rep Group Attributes

This section is used to set standards for rep evaluation in GAP Time Tolerance,
Standard Lunch Minutes, and Max Tiers.

= GAP Time Tolerance: used to set a standard for reps to meet in terms
of GAP time, or time spent between work sheets on a PDA.

= Max Tiers: used to set a maximum limit on the number of
organizational Tiers within a Rep Group.

= Standard Lunch Minutes: used to set a standard for reps to meet in
terms of Lunch Minutes or time spent out of the store on lunch.

» Value: this field is used to edit the value of the Rep Group Attributes.
= SAVE: this button saves entered Value field data.
o Value fields must have a numeric entry to SAVE.

o If the value is correct, any changes will be saved and a message appears:
“Save Successful”.

= RELOAD: When this button is clicked, the saved attribute data will load.
Any unsaved data will be lost.

© 2006 EnfoTrust Networks, Inc. Page 12 of 43
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PACE Advance

% Service by Sheet Type

This function allows users to set standards for Field Service Reps to meet in
service completion of various Sheet Types such as Cross-Merchandising, Action
Plans, Special Projects, and the like.

=VaN@I = cCUERF  Ultimate Service Concepts, Inc.
main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Rep Group Attributes % Service by Sheet Type % Service by Class

Adrninistration

Add PA User

Maintain P& Liser % Service by Sheet Type:

Org Chart
Sheet Type Percentage

Back to Admin Main ; - .
Action Plans : g 4| Total: 100 %
As-Built Planograrm Scan ' SEI"
! [ SAYE ] I RELDAD]

As-Is Planogram Scan S
Assermble Display 5
Call Sheet 1III
Cross-Merchandising ]|
Display Building ]
DL &)
Do Stock III::
Criving Log III"
Events o
Irvertory 0
Labels D:: E
i ]

» Percentage: this data field is used to edit the standard completion
percentage of each Sheet Type.

» Total: this field displays the total Sheet Type standard completion
Percentage.

© 2006 EnfoTrust Networks, Inc. Page 13 of 43
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o

PACE Advance

SAVE: this button saves the entered completion percentages.

If a character other than a numeric is inserted in any of the percentage
fields, a message appears: “Please enter an integer between 0 and 100”.

If the total percentage exceeds 100%, a message appears: “Unable to
save - total exceeds 100%!”

If the Total percentage is 100% or less, a message appears: “Save
Successful™.

= RELOAD: When this button is clicked, the saved percentage data will load.

© 2006 EnfoTrust Networks, Inc. Page 14 of 43
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PACE Advance
% Service by Class

This function allows users to set standards for Field Service Reps to meet in
service completion in various Vendor Classes serviced by the Rep Group.

Ultimate Service Concepts, Inc.

PAC EGBHTIUl .

main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Rep Group Attributes % Service by Sheet Type % Service by Class
Adrninistration
Add P& User
Mairitain P& Llser %, Service by Class:
Org Chart
; . Vendor Class Percentage
Back to Admin Main = :
E— ACCENT LIGHTING 0] A Totd: 10 %
AIR CIRCULATION, ACCES, u]
z m -RELDAD
APPLIAMCES 0| - -
AUDIO/VIDED al
BATH ACCESSORIES 1]
BATH FIXTURES _EI.
CEILIMG FAMN ACCESSORIES 0
CEILING FANS o]
CIRCUIT PROTECT. DEVICESSSSSS o)
COMDUIT [BOXES/FITTINGS 0
COMSLUMER ELECTROMICS EI
COUNTER TOPS ol
DATA-COM ]
e : 5 [=l
Rl [ ]

» Percentage: this data field is used to edit the standard completion
percentage of each Vendor Class to be serviced by the Field Service
Reps.

» Total: is the total Vendor Class Percentage.
= SAVE: This button saves all entered Vendor Class percentages.

o If a character other than a numeric is inserted in any of the percentage
fields, a message appears: “Please enter an integer between 0 and
1000”.

o If the total percentage exceeds 100%, a message appears: “Unable to
save - total exceeds 100%!”

o If the total percentage is 100% or less, a message appears: “Save
Successful™.

© 2006 EnfoTrust Networks, Inc. Page 15 of 43
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PACE Advance
= RELOAD: When this button is clicked, the saved Vendor Class data will load.

Tiers

This section allows users to add, edit, or delete a Tier. A Tier is a level of
management within a Rep Group. When the Tiers tab is clicked, the Tier
screen is loaded.

Tier Screen

PACEGE=

Ultimate Service Concepts, Inc.

main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Level : Tier Name :
Adrministration 1 : Executive |
Add P& Liser [l : Middle Management T
Maintain PA User |3 : Project Leaders
org Chart [
Back to Adrnin Main
b
| AaDD ][ EDIT || DELETE

= ADD: when this button is clicked, the Add Tier Screen is loaded.

© 2006 EnfoTrust Networks, Inc. Page 16 of 43
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PACE Advance
Add Tier Screen
=A@ S cUIER  Ultimate Service Concepts, Inc.
main page Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Level : Tier Marme _
Adrinistr ation |11 : Executive =

Add P& User 12 : Middle Managerment
Maintain PA User L2 Dnioct Lastoe:
Lo ot ¢ | Add Tier - Microsoft Internet Explorer @I_ﬂj@

Back to Admin Main

Add Tier

Tier Marne:
Redional Managers

Tier Level:

14 %

[ save || cLose |

&] Done # Internct

= Tier Name: is a text field to insert the Tier Name. A Tier must have a name
to be added to the system. Admin users can create their own Tier names to
fit the Rep Group organizational structure.

= Tier Level: is a drop down list that loads the Tier Level. Select the level at
which the Tier exists in the organizational structure.

= SAVE: Saves new Tier in system.
o If all data is inserted, a message appears: “Save Successful”.

= CLOSE: The screen is closed and no changes are saved. The new Tier must
be saved before closing the window.

= EDIT: this button allows user to edit existing Tiers.
o If no tier is selected, a message appears: “Please Select Tier to Edit”.
o If aTier is selected, the Edit Tier screen is loaded.

© 2006 EnfoTrust Networks, Inc. Page 17 of 43
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PACE Advance
Edit Tier screen
PACEE s _ Ultimate Service Concepts, Inc.
main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Level : Tier Mame _
Adrninistration ' |
Add PA User 12+ Middle Management |
Maintain P& Lser |3 : Project Leaders
org Chart S -
Back to Adrmin Main
Edit Tier
Tier Mame:
[Executive
| save || cLose
Qj Daone & Internet

= Tier Name: is a text field that allows editing the Tier Name.
= SAVE: Saves changes to Tier Name.

o |If the Tier Name is deleted, a message appears: “-Tier Name”. Tier must
have a name to continue.

o If the Tier Name is edited, a message appears: “Update Successful”.
= CLOSE: When clicked, the pop up is closed and no changes are saved.
= DELETE: this button allows user to delete existing organizational Tiers.

o If no tier is selected, a message appears: “Please Select Tier(s) to
Delete”.

o |If a tier with titles is selected, a message appears: “Unable to delete
tiers with associated titles™.

o If a tier with no titles is selected, a message appears: “Delete
Successful™.

© 2006 EnfoTrust Networks, Inc. Page 18 of 43
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PACE Advance
Titles

Position Titles from CEO down to Field Service Rep can be added to the system
and assigned to Tiers in the organizational structure. The Titles Screen allows
adding, editing or deleting a title. When the Titles tab is clicked, the Title
screen is loaded.

Titles Screen

VAN@A = cUER  Ultimate Service Concepts, Inc.
LRI Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Tier Level : Title Name:
Administration (1 --00-- l
Add PA User 1:CED i
Maintain P& User 1:CROD
g Chart
Back to Adrmin Main
M|
| apo || EpIT || DELETE

=  ADD: When this button is clicked, the Add Title Screen is loaded.

© 2006 EnfoTrust Networks, Inc. Page 19 of 43



Admin PACE Advance — Online User Guide

PACE Advance
Add Title Screen
SVAN@A = LB Ultimate Service Concepts, Inc.
SR S Attributes Tiers Titles -I:_-rl:les 'Sheet-li_-rl:les
log out
PACE Advance Tier Level : Title Narme .
Adrniristration (1 --00- A~
Add P& User 1:CEQ ¥
Maintain PA User 1RO
oro Chart |

Back to Adrmin Main

Add Title

Add Title

Title:

Tier Level : Tier Name

::1 . Executive v
| save || cLose |
f_@ Dane B Internst

= Title: is a text field to insert the Title Name.
= Tier Level: is a drop down list that loads the Title Level.
= SAVE: Saves new Title into the system.

o If no Title Name is inserted, a message appears: “-Title Name”. You
must enter a Name to add a new Title.

o If all data is inserted, a message appears: “Save Successful”.
= CLOSE: The screen is closed and no changes are saved.

© 2006 EnfoTrust Networks, Inc. Page 20 of 43
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PACE Advance

= EDIT: allows user to edit existing Titles.

o If no Title is selected, a message appears: “Please Select Title to
Edit”.

o If aTitle is selected, the Edit Title screen is loaded.

Edit Title Screen

EVA@ = cCUEE Ultimate Service Concepts, Inc.
SR Attributes Tiers Titles Cycles Sheet Cycles
log out

Tier Level . Title Mame )
[1:--00- Al
1:CEQ 3

PACE Advance
Adrninistration
Add PA User

Maintain Fal

|
|
Add Title - Microsoft Internet Explorer &= || O3 E

Back to Adrmi
Edit Title

Title:
|CFO

savE || cLose |

9:] Dane £ Internet

= Title: is a text field that allows editing the Title Name. A Title must have a
name to be saved into the system.

= SAVE: Saves changes to Tier Name.

o |If the Title Name is deleted, a message appears: “-Title Name” Tier
must have a name to continue.

o If the Title Name is edited, a message appears: “Update Successful”.

= CLOSE: When clicked, the pop up is closed and no changes are saved, Any
changes must be saved before closing window.

© 2006 EnfoTrust Networks, Inc. Page 21 of 43
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PACE Advance
= DELETE: this button allows user to delete existing organizational Tiers.

o If no title is selected, a message appears: “Please Select Title(s) to
Delete”.

o |If a title with users is selected, a message appears: “Can not delete
Titles because there are Users associated with these Titles”.

o If a title with no users is selected, a message appears: “Delete
Successful. (number of deleted titles) Title(s)”.

Cycles

This function allows user to customize reporting Cycles. A reporting Cycle sets
parameters for start and end dates, how many days will be in a Cycle, the
frequency or number of Cycles that will run, and whether the Cycle will be
recurring or running once only.

When the Cycles tab is clicked, the Cycles screen is loaded.

Cycles Screen

EVAN@A = UL Ultimate Service Concepts, Inc.
main page
Attributes Tiers Titles Cvcles Sheet Cycles
log out
W Cycle Type : Cycle Name
SOMINISTrATION [T
Add PA. User g!"!s!”” : E_E'_C_ S o lf
Maintair PA User iwision : divisioncycleRepo
org Chart

Back to Adrmnin Main

[ add || Edit || Delste |

= Cycle Type: Is a list that loads all the Cycles currently available to a user.
= ADD: When this button is clicked, the Add Cycle screen is loaded.

© 2006 EnfoTrust Networks, Inc. Page 22 of 43
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PACE Advance

Add Cycle screen

Ultimate Service Concepts, Inc.

main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Cycle Type : Cycle Mame
Adrniristration Y i I

Add P& Lsey
Maintain PA Lser

Division @ aBC
| Division @ divisioncycleReport

Add Cycle

Cycle Mame : [
Cycle Type @ :-_Divi5i|:|r'| bl
Start Dats : | | R

Days in cycle

Frequency :
Recurring : []
Due Date : _ _Eﬁ
| sSave | | Close |
&1 Done & Internet

= Cycle Name: is a required text field where the cycle name is inserted;
accepts all alpha-numeric characters. New Cycles must have a name to be
added.

= Cycle Type: Is a drop down list that loads the cycle types. Users can
choose between Division Report Cycles or Store Report Cycles.

= Start Date: when ‘Pick Date’ is clicked, a pop up window to select a Start
Date for the Cycle will load.

= Days in cycle: is a required text field where users can set how many days
the Cycle will run. Field accepts numeric entries only.

* Frequency: is a required text field where users can designate how many
times the reporting Cycle will run. Field accepts numeric entries only.

© 2006 EnfoTrust Networks, Inc. Page 23 of 43
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PACE Advance
= Recurring: Is a check box that enables the recurrence of the reporting
Cycle until the due date.

= Due Date: When ‘Pick Date’ is clicked, a pop up window to select an end
date for the Cycle will load. It can not be set unless the Recurring box is
checked.

= SAVE: This button saves new Cycle to system.

o In case one of the required fields is not filled out or selected, a message
appears listing those fields. You cannot save unless required fields are
entered.

o |If all data fields are inserted and the Cycle Name is entered, a message
appears: “Save Successful.”

= CLOSE: The pop up window is closed and no changes are saved. You must
save new Cycle before closing window.

= EDIT: this button allows users to edit existing Cycles.

o If no Cycle is selected, a message appears: “Please Select Cycle to Edit”,
you can only edit one Cycle at a time.

o If many Cycles are selected, a message appears: “Please Select One
Cycle Only”.

o If one cycle is selected, the Edit Cycle pop up window appears.

Edit Cycle Screen
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PACE Advance

PAC E @Zamml

Ultimate Service Concepts, Inc.

main page

Attributes Tiers Titles Cycles Sheet Cycles
log out |

PACE Advance
Adninistration
Add P& User
Maintain P& Lser
Org Chart

3 https:/hvww.thd-issi.com - Add/Edit Cycle - Microsoft Internet ... E||§|rg|
Back to Adrnin Main -

Edit Cycle

Cycle Mame |Bi—weekly v

Cycle Type

Start Date : |04/16/2006 e

Days in cycle

Frequency :

il

Recurring :

@ Done é 0 Inkernet

= SAVE: this button saves changes to the Cycle.

o0 In case any of the required fields are left blank or not selected, a
message appears listing these fields.

o When all required fields are filled, a message appears: “Update
Successful.” You must save edited Cycle before closing window.

= DELETE: this button allows user to delete existing Cycles.

o If no Cycle is selected, a message appears: “Please Select Cycle(s) to
Delete.”

o |If aCycle is selected, a message appears: “Delete Successful.”
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PACE Advance

Sheet Cycles

This section allows users to add specific vendor or service class worksheets to a
reporting Cycle. A Sheet Cycle is a reporting Cycle with sheets assigned to it.
When the Sheet Cycles tab is clicked, the Sheet Cycle screen is loaded.

Sheet Cycle Screen

EFAN@A = CCRIEET  Ultimate Service Concepts, Inc.
main page
Attributes Tiers Titles Cycles Sheet Cycles
log out
PACE Advance Cycle Type : Cycle Name
Administration [y div - Administration - 12121 - Action sheet test bt
Add P& User
Maintain PA Llser )
rg Chart Cycle Type Start Date Days in Cycle  Freguency Recurring
ivisi 501 a01 Yes
Back to Admin Main Riviston D372:/2006
RepGroup Division - Department - Wendor - Sheet :
|- Training - Training - Dot Met Test Al

y div - Administration - 12121 - 16-08-2005 sheet + dynamic question

[y div - Administration - 12121 - Action sheet test

Iy div - Administration - 12121 - Action sheet test

[y div - Administration - 12121 - Action sheet test dynamic

|[wst div - Administration - v test - s-events-test

\[wst div - Administration - ¥ test - s-inventory-test

[[west div - Administration - v test - s-labels-test

|[west div - Administration - ¥ test - s-maintenance-test

[lwst div - Administration - v test - s-management-test sl

[ add | [ Delete |

= Cycle Type: Cycle Name: is a drop down list that loads the Cycles
available to a user.

= ADD: Clicking this button loads the Add sheet screen.
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PACE Advance
Add sheet screen

Diwvisions : 27E: TST{Southeast)

Departments : Administration
Vendors : Agent Evaluation
Sheet Types : Call Sheet

Rep Group Division - Department - Yendor - Sheet Type - Sheet :
27E: TST{Southeast) - Administration - &gent Evaluation - Call Sheet - Agent Evaluation

Savea Closa |

= Divisions: Clicking this link displays all the divisions available to the user.
User can then select one division or multiple divisions by holding down the
Ctrl key.

= Departments: Clicking this link displays all the departments available to the
user, according to the selected division(s).

= Vendors: Clicking this link displays all the vendors available to the user,
according to the selected division(s) and department(s).

= Sheet Types: Display all the sheet types available to the user, according to
the selected division(s), department(s) and vendor(s).

= SAVE: To save, at least one sheet must be selected from the list.
o If no sheet is selected, a message appears: “Please select Sheet(s).”

o If asheet is selected, the page is closed, the changes are saved and a
message appears: “Save successful.”
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= CLOSE: The page is closed and no changes are saved. New sheet must be
saved before closing the window.

= DELETE: allows deletion of existing sheets.

e A sheet must be selected to be deleted, If no sheet is selected, a
message appears: “Please Select Sheet(s) To Delete.”

e |If asheet is selected, a message appears: “Delete Successful.”
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Add PA User

This function is used to add new users to the PACE Advance - Online system; it
is applied to Group Admin and Division Manager Users.

It has 5 submenus: Profile, Direct Reports, My Stores, My Reps, and
Subscriptions.

When Add PA User is clicked, the Add PA User screen is loaded directly to the
Profile tab.

Add PA User Screen

PACEG-

Ultimate Service Concepts, Inc.

main page
_I_._Is_n_?:r_:l'ype: - _I_.Iser Name:

log out |- Select - | v

PACE Advance Profile Direct Reports My Stores My Reps Subscriptions

Administration
Add P&, User .
Maintain P4 LYER Lser MName:
org Chart ,
First Marme;
Back to Admin Main '
!_ast Marne:
Ermnail:
Title:

Permission Mask:

= User Type: is a drop down list that loads the user types available for PA
user (Group Admin and Division Manager).
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User Name: Is a drop down list that loads all employees in the PACE Central
system eligible to use Pace Advance according to the selection in the User Type
field. When a user is selected, the personnel data is loaded.

Profile Screen

PACEEenta Ultimate Service Concepts, Inc.

main page

log out

PACE Advance
Adrninistration
Add PA User
org Chart

Back to Adrnin Main

Maintain P& User

User Type: User Name:
GroupAdmin A4 Duncan, Steve

Profile Direct Reports My Stores
Llzer Mame: Steve_Duncanll1991

First Mame:

Steve

Last Mame:

Duncan

Ernail:

Title:

District : OM1-1

Permnission Mask:
Default P& Permission Mask

My Reps Subscriptions

» First Name: A required field that loads the first name of the selected user.

= Last Name: A required field that loads the last name of the selected user.

= Email: Is an optional field where the user email can be inserted. This field
is required if user wishes to receive reports via e-mail.

= Title: Is a drop down list that loads all the Titles available to a user.

» Permission Mask: Is a drop down list that loads all the permissions available

to a user.

=  SAVE: All required fields must have a value to save new user.

o |If all required fields are inserted, a message appears: “Save Successful”.
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Direct Reports

This function allows user to assign Direct Reports to a new user profile. Direct
Reports are the managers that report directly to the selected PACE Advance -

Online user. When the Direct Report tab is selected, the Direct Report screen
is loaded.

Direct Report screen

Ultimate Service Concepts. Inc.

PACEG--

main page
User Type: - User Name: -
log out GroupAdmin || Duncan, Steve w
PALE Advance .F!.l_:l'lnl'an_l:e Profile Direct Reports My Stores My Reps Subscriptions
Adrniristration
Add P& Ulser
Maintain P& User : £
Org Chart Candidate Direct Reports: My Direct Reports:
|Doe, John: Field Service Rep |
Back to Adrin Main |Doe, Jane: Field Service Rep

|James, Frank: Dhd-1

Save

» Candidate Direct Reports: Displays all the direct reports available to all
users.

= My Direct Reports: Displays all the direct reports assigned to the
selected user.

= Add>: When add is clicked, the selected Candidate Direct Report is
placed in the My Direct Reports table.
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= <Remove: When Remove is clicked, the selected Direct Report is removed
from the My Direct Reports table.

PACEEenta _ g

Ultimate Service Concepts, Inc.

main page

User Type: - User Name: .
log out GroupAdmin | Duncan, Steve b

PACE Advance Profile Direct Reports My Stores My Reps Subscriptions

Adrniristration
Add PA User
Maintain P& User : X
Org Chart Candidate Direct Reports; . My Direct Reports:
|Doe, John: Field Service Rep | James, Frank: Dhd-1
Back to Admin Main |\Doe, Jane: Field Service Rep

|James, Frank: Dhd-1

add =

< Rernove

s

Save

= SAVE: When this button is clicked, the data is saved to the user profile,
and a message appears: “Save Successful™.

o |If the user selected is not a Pace Advance user type, the Direct Report
screen is loaded with a message: “The selected user is not a Pace
Advanced user.” To assign Direct Reports to a user, that user must also
be a designated PACE Advance - Online user.
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My Stores

This function allows user to assign stores to a PACE Advance - Online user
profile. When the My Stores tab is selected, My Stores screen is loaded.

My Stores screen

=IN@ = CUERF  Ultimate Service Concepts, Inc.

main page
User Typ_e: B User Na_me: ]
log out GroupAdrmin s | Duncan, Steve "
w Profile Direct Reports My Stores My Reps Subscriptions
Adrninistration
Add PA User
Pl Candidate Stores: . My Stores:
LA -20 : dido store Al
Back to Admin Main é : E%g EE%ST BYR ]
11 : SOUTHWEST BYO
100 wy
105 : DULUTH

106 ¢ KENNESAW
103 : ROSWELL

110 : LILBURM

111 : MERCHAMTS WALK
112 ¢ AUSTELL

114 MORROW

115 ¢ TILLY MILL
116 WOODSTOCK

117 WAGES DRIVE

113 WESLEY CHAPEL

119 ¢ AUGUSTA

121 ¢ CUMBERLAMD

122 SAVANNAH

123 1 JONESBORO

1124 : BUCKHEAD i

Save

» Candidate Stores: Displays all the Candidate Stores available to all users.
= My Stores: Displays all the Stores assigned to the selected user.

o Add>: When this button is clicked, the selected Stores are removed from
Candidate Stores table to the My Stores table.
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VAN@d = CUERE  Ultimate Service Concepts. Inc.
main page
I_Jser Typ_e: - l_._lser_N_a_m_e: ] _
log out fGrDupAdmin v fDuncan,Ste\-'e v |
w Profile Direct Reports My Stores My Reps Subscriptions
Adrninistration
Add PA User
g—ramtc‘ﬂgr?ﬁ Er R Candidate Stores: .
L |[-20 : dido store Al
: ' |1 SCUTHEAST BYD 2|
Back to Admin Main |6 : ExPo BYO
11 2 SOUTHWEST By
1200
(103 DUJLUTH

106 1 KENMES&W
1108 1 ROSWELL
1114 : MORROW

1115 ¢ TILLY MILL y
116 1 WOODSTOCK

117 : WAGES DRIVE

1118 : WESLEY CHAPEL
1119 : AUGUSTA

1121 : CUMBERLAND

1122 1 SAVANNAH

1123 1 IONESEORO

1124 : BUCKHEAD

1125 : EXPO ATLANTA - PER

|126 : LAWRENCEVILLE
|127 : FAYETTEVILLE, Ga. ™|

Save

o0 <Remove: When this button is clicked, the selected Stores are removed
from My Stores table to the Candidate Stores table.

= SAVE: When Save is clicked, a message appears: “Save Successful™.
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My Reps
This function allows user to add subordinate field service reps to a user profile.
When My Reps is selected, My Reps screen is loaded.

My Reps screen

Ultimate Service Concepts. Inc.

PAC E@anfml : g

main page
User Type: __ User Name: .

log out GroupAdrrin v | Duncan, Steve -l
w Profile Direct Reports My Stores My Reps Subscriptions

Adrninistration

Add P& User

Maintain P& Lser s ; ;

org Chart Candidate Reps: r'-“h,r Reps:

|Doe, John: Field Service Rep o ||

Back ta Admin Main Cae, Jane: Field Service Rep

%

Save

= Candidate Reps: Displays all the Candidate Reps available to all user.
= My Reps: Displays all the Reps assigned to the selected user.

o Add>: When this button is clicked, the selected Reps are added to the
My Reps table.
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=A@ = LB Ultimate Service Concepts, Inc.
main page
HserType:: __ GHERrRoaiee; .
log out GroupAdmin w | Duncan, Steve ol
w Profile Direct Reports My Stores My Reps Subscriptions
Adrinistration
Add PA User
Maintain PA Lger Candidate Reps: My Reps:
org Chart ; e i = =
|Doe, John: Field Service Rep A | Diae, John: Field Service Rep

EBack to Adrmin Main Doe, Jane: Field Service Rep

(s> g

%

Save

o0 <Remove: When Remove is clicked, the selected Reps are removed from
My Reps table.

= SAVE: When this button is clicked, the Rep data is saved and a message
appears: “Save Successful.”
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Subscriptions

PACE Advance - Online employs a new report distribution system that allows a
user to assign report Subscriptions to a user profile. The Subscription reports
run automatically and are distributed to the user via either e-mail, AMP
message, or online. When the Subscriptions tab is selected, the Subscriptions
screen is loaded.

Subscriptions screen

PAC E@;amml y 4

Ultimate Service Concepts, Inc.

main page
User Type: User Name: B

log out GroupAdmin | |Duncan, Steve ot
PACE Advance Profile Direct Reports My Stores My Reps Subscriptions

Administration

fdd P& User

Maintain P2 User Subscriptions My Subscriptions Recipients

Org Chart

Back to Admin Main Candidate Subscriptions; My Subscriptions:

\|Daily % Service By Class

||Daily Cycle Status Detail

| Daily Cycle Status Detail

\|Daily MaP Status Detail

\|Daily Special Project Status Detail

|IFSR. Daily Compliance Detail

I|FSR. Daily Compliance Summary

IIFSR. Monthly Cormpliance Detail

FSR. Maonthly Compliance Sumrnary

IIFSR. weekly Compliance Detail
IIFSR. weekly Compliance Surnmary

|IMGR. FSR. Dhaily Compliance Detail

MER FSR Daily Compliance Summary
|IMGR FSR. Monthly Cormpliance Detail

|MGR. FSR. Monthly Compliance

IIMGR FSR Weekly Compliance

MGR FSR Weskly Compliance

Save

» Candidate Subscriptions: Displays all the Candidate Subscription reports
available to all users.

= My Subscriptions: Displays all the Subscription reports assigned to the
selected user.

o Add>: When this button is clicked, the selected Subscription reports are
added to the My Subscriptions table. A letter m is added between
parenthesis reflecting that the user will receive the report in “My
Reports” section of the PACE Advance Portal on the PACE Central Main
Page.
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PACEEs 4 Ultimate Service Concepts, Inc.
main page
User T?rpe:_ User_Nal_Tle: ]
log out GroupAdmin w Duncan, Steve |
M Profile Direct Reports My Stores My Reps Subscriptions
Adrinistration
&dd PA User
Maintain P& User Subscriptions My Subscriptions Recipients
org Chart
Back to Admin Main Candidate Subscriptions: _ My Subscriptions:

||Daily Cycle Status Detai

Diaily MAP Statiis Detail

Daily Special Project Status Detail
FSR. Daily Compliance Detail

FSR. Daily Compliance Summary
FSR Monthly Cormpliance Detail
FSR. Monthly Compliance Summary
FSR. weekly Compliance Detai
FSR weekly Compliance Surnrmary | I
MGR FSR. Daily Compliance Detail ; 4
MGR FSR Daily Cormpliance Summmary

MGR FSR Monthly Compliance Detail | I
MGR. FSR. Manthly Compliance |
MGR FSR Weekly Compliance |

MGR FSR Weekly Compliance

Sawve

o0 <Remove: When Remove is clicked, the selected Subscriptions are
removed from My Subscriptions table to the Candidate Subscriptions
table.

= SAVE: When this button is clicked, the Subscription data is saved and a
message appears: “Save Successful.”
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My Subscriptions

This section allows user to designate the format in which Subscription reports
are distributed to the selected user. Reports can be distributed in three ways:
placed on the My Reports section of the PACE Advance Portal (accessible on the
PACE Central Main Page), e-mailed directly to the user, or sent via AMP
message to the user’s PDA. When the My Subscriptions tab is selected, the My
Subscriptions screen is loaded.

My Subscriptions screen

PACEEsa Ultimate Service Concepts, Inc.

main page
User Type: User Name:

log out GroupAdmin v Duncan, Steve v
PACE 'F"_j"'an_':e Profile Direct Reports My Stores My Reps Subscriptions

Adrinistration

Add PA User

Maintain PL Lzer Subscribe My Subscriptions Recipients

org chart

Back to Admin Main

My Subscriptions:

Daily Special Project Status Detail - (m) v [y reports
Oamp
[email

» My Subscriptions: is a drop down list that displays all Subscription reports
assigned to the selected Rep. When a Subscription is selected, user can
then indicate how the report will be delivered.

0 my reports: when this box is checked, user will receive reports on the
My Reports section of the PACE Advance Portal. This is the default
delivery option for this section.

o Amp: when this box is checked, user will receive reports via AMP
messaging on their PDA.

o Email: when this box is checked, user will receive reports via the e-mail
account indicated in their profile.
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= SAVE: when this button is clicked, the delivery options are saved to user
profile and a message appears: “Save Successful.”

Recipients

This section allows the user to select Subscription reports and designate them
to be delivered to the user’s assigned Direct Reports or Reps. The reports are
delivered to My Reports, AMP, or e-mail. When the Recipients tab is clicked,
the Recipients screen is loaded.

Recipients screen

PACEEsnal Ultimate Service Concepts, Inc.

main page
User Type: User Name:

log out GroupAdrnin v Duncan, Steve M
PACE Advance Profile Direct Reports My Stores My Reps Subscriptions

Administr ation

Add Pa User

Mairtain P& Liser Subscribe My Subscriptions Recipients

Org Chart

Back to Adrnin Mait
My Subscriptions:

Daily Special Project Status Detail - () v
Redipients:
Doe, John: Field Service Rep w [y reports
amp
[Jemai

» My Subscriptions: is a drop down list that displays all the Subscription
reports assigned to the user available for distribution to Reps.

= Recipients: is a drop down list that displays all the Reps assigned to the
user that can receive Subscription reports. When a Subscription and a
Recipient are selected, user can select distribution method.

0 my reports: when this box is checked, Recipient will receive reports on
the My Reports section of the PACE Advance Portal.
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o Amp: when this box is checked, Recipient will receive reports via AMP
messaging on their PDA. This is the default delivery option for this
section.

o Email: when this box is checked, Recipient will receive reports via the e-
mail account indicated in their profile.

= SAVE: when this button is clicked, the delivery options are saved to user
profile and a message appears: “Save Successful.”

Maintain PA User

This section allows user to edit existing PACE Advance - Online user profiles.
When the Maintain PA User tab is clicked, the Maintain PA User screen is
loaded.

Maintain PA User screen

Ultimate Service Concepts, Inc.

PACECG=

main page

User Type: User Name:
log out -- Salact - v | v

PACE Advance Profile Direct Reports My Stores My Reps Subscriptions

Administration
Add PA User .
Mairtain BA User User Mame:
org Chart
S First Marne:
Back to Admin Main
Last Marne:
Ernail:
Title:

Permission Mask:

This page has same appearance and functionality as the Add PA User page, and
allows edits and updates to existing PACE Advance - Online user profiles.
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Org Chart

PACE Advance - Online allows users to obtain a visual representation of the
organizational structure, Tiers, Group Admin Division Managers and Reps in a
company.

Ultimate Service Concepts, Inc.

PAC E@ianfml . g

main page

Llzer Type; Llser Mame: _
log out -- Select - | bl

PACE Advance
Adrninistration
Add PA User
Maintain P Llzer
Org Chart

Back to Admin Main

When the Org Chart tab is clicked, the Org Chart Screen is loaded.
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Org Chart Screen
PACEEenta Ultimate Service Concepts, Inc.
TR User Type: Uzer Mame:
log out | Al - V| |Duncan, Steve (DM1-1) b

PACE Advance

Adrninistration
Add Pa User
Maintain P& User Dii-1

Org Chart

Back to Adrnin Main

| SF Dhstrict 2 Monager \

SF Dhstrict 5 Monager

= User Type: is a drop down list that loads the User Types available for PA
user. (Group Admin and Division Manager).

= User Name: is a drop down list that loads all the user names according
to the selection in the User type field.

o When a user is selected, the Organization Chart for that user is
loaded.
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