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Module 1

Role Administration
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Role Administration

3 # HOME ~TARGETS ~PROGRAMS CONTACTS ~PLAYBOOK ~ADMIN ~REPORTS ~HELP O\' C% =

Role Administration 3 roles 1 USER ADMINISTR

2 ROLE ADMINISTRATION
@ Create ° Delete
APPLICATION SETTINGS
ORDER =~
_ TAB SETTINGS

Read Only

CUs

M PROPERTIES

Full Rights w/o Delete
EMAIL TEMPLATES
Full Rights o
AUDIT EVENTS

ADMIN EVE

ARCHIVED DEALS

CLEAR TRASH BIN

w DICTIONARIES

+ IMPORT AND EXPORT

Need assistance m

- —
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Roles

A role determines what areas within a Target or Integration a user has access to. One user may have
access to read certain data while another user has access to read and edit the data. Roles can be
predefined as explained below or customized based on a company’s functional area.

e Read Only A user assigned to this role can read the data with the system.

e Full Rights w/o Delete Users assigned to this role have full rights to the system — they can
read, update, and create data...they just can’t delete data.

e Full Rights Users have full rights to the system...they can read, update, create
and delete data.
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Create/Modify Role — Role Detail

3 # HOME ~TARGETS ~PROGRAMS CONTACTS ~PLAYBOOK ~ADMIN ~REPORTS ~HELP Q = 8) =

The Detail

Role Administration

Role Detail

Save ® Cancel '
1

Role Description: *
Report Access: (Not Set) b

2

Dashboards:

3

Order; *

UPDATE  CREATE DELETE

NDA Tzb D MN/A N/A N/A E
Playbock D D N/A B .
DueDiligence ] N/A N/A N/A E
w
Program D D N/A B g
ProgramActivityMap_Tab O N/A N/A N/A 2
ProgramSummary_Tab D N/A N/A MN/A
Stream O N/A NfA NfA
Summary [} N/A N/A N/A
Target [} O N/A [
TargetActivityMap_Tab D N/A N/A V\IJ/A
TargetscoreRanking_Tab D NfA NfA N/A
TargetSummary_Tab D N/A N/A N/A L
Project J ] O O
Workstream [} O O B
LbWerkstream O O | m‘
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Exercise: Create a Role

Create the following Role:
1. Navigate to Admin/Role Administration.
2. Select |® et
3. Complete the remaining fields:

Role Description: IT Lead

Report Access: Manager

Dashboards: Due Diligence and BD Dashboard
Order: 0

4. Check the boxes under Deal Detail as shown on the next slide. This
Role can be given to a Power User.

o 0 T o

5. Select Save.
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Exercise: Create a Role

UPDATE  CREATE  DELETE
NDA_Tab v NFA NfA NfA
Playbock [ ] 4 N/A v
DueDiligence v NFA N/A N/A
Program . v i v
ProgramActivityMap_Tab v NFA N/A N/A
ProgramSummary_Tab s N/A N/A N/A
Stream s N/A N/A N/A
Summary v N/A N/A N/A
Target [ ] v N/A v
TargetActivityMap_Tab ¥ /A N/A N/A
TargetScoreRanking_Tab v N/A N/A N/A E
Targetsummary_Tab v N/A N/A N/A E
Project . - 4 v %
Workstream ¥ [ ] v v z
SubWorkstream [ ] 4 7 v
Milestone ] [ ] v v
Task [ ] 4 4 v
SubTask . . « 4
Finding . . + v
Package . - s +
Risk . . 3 o
Action . . v v
Issue . . + v
Decision . - s v
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Role Examples

Below are examples of different types of Roles that you can add to your Production site.
Keep in mind that you will need to determine which features you want these roles to have

access to.
e HRLead Read, update, create, and delete to selected features.
Per the below screen capture, this role does not
have access to the Due Diligence and Stream tabs.
e HR Member Read, update, and create selected features.
e Legal Lead Read, update, create, and delete selected features.
e Legal Member Read, update, and create selected features.

For more information on Role:
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Module 2

User Administration
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User Administration

VERIFY the users have the appropriate roles enabled in their User Profile by
viewing their Custom or Limited access levels.

Custom Access

User Detail

L

LoginID:* | hmesh Link to existing Contact: * | Mosh, Hafley -
Passwond Password Confirm
User Time Zone: | (Not Set) - Home Page: | {user choice) -
Administrator: ] S50 User: [7]
Can Creats Targee: [7] Can Send Diligence Request: [T
Can Create Program: 7] Al Lock/Unlock Plan Dates in Dest: [7]
Allow Export: g Allow Lock/Unlack Ferecast Datas in Deal: [7]
Allow Impert: [ Allow LockiUnlock Finaneial Accual: [7]
Allow Copy Forecase To Plsn: (] Allows Create Farecast Snapshoe: [
Use Color Blindness Calars: 7] Allavs Lock/Unlock Financis! Plan: [
Inactive: [] Lock User O - MMMy

Build/View TSA Cose: []
Mobile User: [7] Report Access  Manager -

Access Type:

Playbiook Full Rights

Brogram: Carvisrs United NA v

gram: Cookies R Us A -

samm: Duranga Ranch A -

can Flaplaks inc WA -

Frogram: Frankiin Farms s -

Brogram: Kaw Gard A -
Sragrar: roje Wristar A S
e iers Ui NA %
Program San B2l A v 1
gram: Seshita A B
am Tracks United A B
am: Waterioe Human Re... I
- Circle & Desserts A B \
Target DO Frankfurt nA -
(e anc Co A -
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User Administration

Limited Access

The Detall

User Administration

User Detail

El Save (y Cancel ° Delete

Login ID:* | Bwalters Link to existing Contact; * | Walters, Barbara
Password: Password Confirm:
User Time Zone:  (Not Set) ~ Home Page: | (user choice)
Administrator: D 550 User: D
Can Create Target: o Can Send Diligence Request: o
Can Create Program: I:‘ Allow Lock/Unlock Plan Dates in Deal: o
Allow Export: « Allow Lock/Unlock Forecast Dates in Deal: &
Allow Import: |:| Allow Lock/Unlock Financial Actual: «f
Allow Copy Forecast To Plan: +f Allow Create Forecast Snapshot: «f
Use Color Blindness Colors: D Allow Lock/Unlock Financial Plan: &
Inactive: D Lock User On: dd-MMM-yy
Build/View TSA Cost: [_]
Mobile User: D Report Access: | Manager
Access Type: | Limited »
Target Access:  Executive Level b Target Access Role: | Full Rights

No Access

Target Access
only to associated program:
Corp Dev/Strategy

Program Access: | gusiness Unit

Project Specific

[

Copyright 2012-2021 — Deven Software LLC




Module 3

Manage Permissions
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Permissions

e Setting Permissions can be done for:

— Documents
— Folders

— Activity Map
e Project
— Workstream
» SubWorkstream
» Milestone
» Task
» SubTask
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Setting Permissions for Documents

1. From the Menu Bar, navigate to Playbook/Program/
Documents.

2. In the Documents View, click on the document name.

3. To set up two types of Permissions, go to the Access Permissions
section and click on the blue arrow to expand the Section.

4. Permission 1:

a. Click on the | ““== | button to set the Everyone permission for your
document.

b. Select the Role Everyone and leave the Read/Update/Delete boxes
unchecked and click Save. This will disable access to everyone, EXCEPT the
Roles you specify in the next step.
5. Permission 2:

a. Click on the [““== | button to set permissions for the Role that should have
access to the document. '

b. Assign the applicable permi
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Module 4

Manage Active & Inactive Users
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Administration View

e Used for activating and deactivating users

e Filter by “Access Type,” User Status,” etc.

e Sort by column headings, e.g. Last Login
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Admin/User Administration

§ # HOME ~TARGETS ~PROGRAMS CONTACTS ~PLAYBOOK +ADMIN ~REPORTS ~HELP Q- O -

User Administration 40 autharized seats: 35 active, 4 inact

ailable

@ ez [ Bxpon impart (@) Delet
v APPLY FILTER
v b RESET FILTER

Loain LAsT LogIN CONTACT RECORD ACCESS TY LOCK USER ON usER STATUS

administrator 18-Feb-21 G:07:23 P Admin, Syso is Admin{Ful Rights) Active
ij bbart 03-Sap-13 12801 P e HR Custom Active
(m} bbart 04-0ct-79 90731 AM Sartz Hetty [is Custom Active
O Sutrs 11-526-21 970718 AN Waters, arbars " timited acive
O ccontacte 10-0x 31148 PV Contacte, Carter earksting Custom I
[ o 25 5ee 21 10110 A e Custom s
o gpisitano 20-1an-20 10:08:00 AM Foisitans, Gustavo Corporate Development Admin{Full Rights) Active
o arry 03-5p-13 11109 94 R Custom Active
ij hrosh 23-Feb-21 25423 PM HR Custom Active
O iohare 23-Feb-21 120533 IM T Custom Active
ij Istubs 23-Feb-21 10:37:27 AM 12 Custom Active
(m} Jiscques 20-Mar-19 65412 AM Jacaues, John Communicstions Limited | 24-Feb-21 | E
[} Liicenss 07-Jan-21 9:50:55 AM Licenze, Laslis Custom Active %
o ight 19 11:1253 A% Light, Lesie it e H
(m} mismb 2-Dec-20 112103 AM Lemb. Mary Active =
(| mmouse 24-Apr-20 2:3850 PM house, Minnie Custom Active

Copyright 2012-2021 — Deven Software LLC




Module 5

Dictionaries
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Dictionaries

Lists predefined phases, hierarchy names, functional teams, pick lists, countries, and currencies.

3 # HOME ~ TARGETS +~ PROGRAMS CONTACTS +~PLAYBOOK ~ADMIN +~REPORTS v HELP . ,‘.:.J, .'
Cookies R Us - BD Dashboard  Due Difigance TeomLead  Extended Team B m) Activity Map
Statistics 5} Milestone Burn-Down Summary 5
[ Ftarmed [ Forecact [ Ackoat 0 e Last Week
120
100
130
&0

]

~ DICTIONARIES PHASES 40

w IMPC

MAICR ISSUES © OPEN SUSWORKSTREAMS MAJOR RISKS
© HIGH MILESTONES DELAYED

' PROJECTS 2 Total

HIP Integration

OWNER FORECAST END DATE SUBWORKSTRE/  MILESTONES CRITICALITY -STATUS

05-Aug-21 3 1 Medium ]

|
eed asssance [P

M&A Integration 21-Jun-21 10 52 Medium o)

0 pelayed | Atrisk 1 Schedule

V' SUBWORKSTREAMS OVERVIEW 13 Total

All Projects i =
A
SUBWORKSTREAM NAME OWNER FORECAST END DATE MILESTONES TASKS % COMPLETE CRITICAUTY ~STATUS A
Human Resources Workstream Walters, Barbara 05-Aug-21 5/5 a7/47 0% Medium [ ]
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Hierarchy Names

3 # HOME ~TARGETS ~PROGRAMS CONTACTS ~PLAYBOOK +ADMIN ~REPORTS ~HELP Q' i

Hierar(hy Names & Hierarchy Names
Dictionaries

TYPE DISPLAY NAME
Activity Level 1 Project
dwhy Lavel 2 Workstream

Activity Level 3 SubWorkstream
Activity Level 4 Milestone
Activity Level 5 Task

Activity Level 6 SubTask

To edit a Hierarchy Name:

1. Navigate to the left of the Type
column/Activity Level.
2. Click on the Edit icon.

type in the new name.
Save.

Copyright 2012-2021 — Deven Software LLC



Functional Teams

Editing the Functional Teams picklist ensures that your Contacts are categorized by

their Functional Team.

3 # HOME TARGETS vPROGRAMS CONTACTS vPLAYBOOK vADMIN v REPORTS v HELP

MINISTRATION

@ come | © oeee APPLICATION

ABC - Corp Dev.

Accounting & Finance
Advertsing AUDIT EVENTS

Audit

Business Development RCHIVED DE

Communications.

Corporate Development
IV DICTIONARIES PHASES

Corporate ecurity

Faciies AND EXPORT PROGRAM TYPES

Finance. HIERARCHY NAMES

HR FUNCTIONAL TEAMS

" PICKLISTS
Lega! COUNTRIES

Marketing 'SCORE RANKING FIELDS
Qpemations: CURRENCIES
Procurement

Product Mgmt.

D NEDENEDEDEDEEDEDEE

Real Estate

Need assistance n

§ 4 HOME ©TARGETS vPROGRAMS CONTACTS vPLAYBOOK vADMIN vREPORTS v HELP

Contacts 84 Contacts

Vate @ceste @ oot

(Not Set)

FULLNAME S EAL ROLE

Olandercontact, Nola
st Brad

Special Sally

Stats, Nora

Themthom iy

Therton, Tasha Rockill Technology Group Legal o

Viewer, Roger

OoboooDooo

Vounas, Yaya Diar Consulting Technica Division Susiness
Accounting & Finance
B rousames ORGANIZATION ousiess uwT DeAL RoLE

O cobthom.sily

O Gogutviad Jue cate
] smithouse, Joe RO Senvices Comporate Project Manager
0 e Sonring sysems sramacetic orjectLead
0O wonka wiy Wonks wors Comorae Chocalter
e} O zenzeds 2o Itermational Corporate Business Manager
Advertising
M oRcaizaTioN susiess unir oAt rote
O sernine
y [ s a0
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oFFICE PHONE

orFicE pHONE

212220

200

5035557690

araseresi

orFice pHONE

o
ninabartzo@yahoscom
bpit@younameitcom
sspecial@younameitcom
rstts@younsmeitcom
bt@younameiccom
thorntongmaicom
niewer@younametcom

Jyounas@yourameitcom

A
bot@younametcom
wgogur@younameitcom
ismithousee@noemailcom
tom taget@ycurameitcom
wenka@noemailcom

2cun@younameitcom

A

biills@younameitcom

user sTATUS

useR STATUS.

user sTATUS.

Active

A

Emsil Team

Needassisuance [ERY]




Module 6

Administration Reports

Copyright 2012-2021 — Deven Software LLC



Administrator Reports

e Audit — captures various parameters within a Deal(s) based on the Operation

performed (update, create, archive), when the change was made, who made the
change, previous and current values, plus other useful information.

e User Deal Access — Displays the User’s access for each deal, deal type and

access role. The sole parameter for this report is “Deal,” which includes all
Deals, even those that are archived.

e User Login History — a report that shows the login history of users.
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List of Administrator Reports

3 # HOME ~TARGETS ~PROGRAMS CONTACTS ~PLAYBOOK ~ADMIN ~REPORTS «~ HELP

Operational | operaTIONAL |

ANALYT

» Pipeline Reports
» Status Reports
» Common Reports

w Other Reports

REPORT NAME
Assumptions Report Assumptions report.
Audit Document Report A Report that shows an audit of activities.
Audit Report A report that captures changes made within the system.
Forecast of Milestones and Tasks Completion A report that shows Forecast for Milestone/Delivery Completion per Quarter. Drill-down capability is available.
Lessons Learned Report A report that shows summary of Issues, Risks and Decisions
Team Workload Summary Report Areport that shows Team Workload Summary.
| User Deal Access A report that shows User access of Deals. |
User License Count A report that shows user license count totals.
| User Login History A report that shows login history of users. |

» Financial Reports

» Legal Reports

All

All

All

All

All

All

All Users

All Users

All Users

All Users

All Users

All Users

All Users

All Users

All Users

Need assistance

L | ——
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Audit Report

Search Criteria

From 4/15/2020 12:00:00 AM To 412372020 12:00:00 AM | m
Deal Cookies R Us [.v| Object Action, DealFinancial, Finding, Folder, ..|.v|
Usar nina [-v | Project [NULL]
Workstream [MULL] Milestone [NULL]
Tag (NO TAG) Object IDs
WBS Number Owner [NULL], ., JP Morgan, Acontact, Just, Mt|
Functional Team [NULL], Accounting, Accounting & Fina.l-v|
Cookies R Us Audit Report
Audit Report
From 8:00:00 PM, APRIL 14, 2020 te 8:00:00 PM, APRIL 22, 2020
Operation Property Name Previous Value Current Value
214546 Cookies R Us  Update 7:20:16 AM, APRIL 20, nina Project 63023 M&A Completed 0.52 0.79
2020 Integration
214542 Cookies RUs  Update 7:18:44 AM, APRIL 20, nina Project 63023 M&A Status Delayed AtRisk
2020 Integration
214542 Cookies RUs  Update 7:18:44 AM, APRIL 20,  nina Project 63023 ME&A Completed 0.27 0.52
2020 Integration
214535 Cookies R Us  Archive 7:17:53 AM, APRIL 20, nina SubTask 104152 Task 3 Isarchived Falsa True
2020
214534 Cookies R Us  Update 7:17:46 AM, APRIL 20,  nina Project 63023 M&A Status AtRisk Delayed
2020 Integration
214534 Cookies R Us  Update 7:17:46 AM, APRIL 20, nina Project 63023 M&A Completed 0.52 0.27
2020 Integration o
214530 Cookies R Us  Create 7:17:46 AM, APRIL 20, nina SubTask 104152 Task 3 D 104152
2020
214530 Cookies R Us  Create 7:17:46 AM, APRIL 20,  nina SubTask 104152 Task 3 GroupingType SubTask
2020
214530 Cookies R Us  Create 7:17:46 AM, APRIL 20, nina SubTask 104152 Task 3 Deal Cookies R Us —— 4
“ 2020
- > 214530 Cookies R Us  Create 7:17:46 AM, APRIL 20, nina SubTask 104152 Task 3 Description Task 3 |
2020
214530 CookiesRUs  Create 7:17:46 AM, APRIL 20,  nina SubTask 104152 Task 3 FullDescription
2020

L | —N—
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User Deal Access Report

Cookies R Us User Deal Access Report

Deal  CRU [ne] <«————— Search Criteria

4 4 1 of1 p bl 4 Find | Next b, (3
User Login Deal Name Deal Type Access Role
administrator ALL DEALS Playbook/Target/Integration Administrator
bbart CRU Integration Full Rights
gpoisitano ALL DEALS Playbook/Target/Integration Administrator
iohare CRU Integration Full Rights
Istubs CRU Integration Full Rights
ndisclosure CRU Integration NDA Only
nina ALL DEALS Playbook/Target/Integration Administrator
Nperonzini CRU Integration Full Rights
rwallerdrone CRU Integration Full Rights
zzeurt CRU Integration Full Rights
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User Login History Report

Earth Day’s Instance

Login administrator, mlamb, liegalese, npemlrﬂ

Last

30 Days w

440 1 ofl b bl @ ‘M Search Criteria
User Login First Name  Last Name Date User Created Date Last Logged In
mlamb Mary Lamb N/ 22-Apr-20 12:19:48 PM
nina Nina Di Lorenzo N/A 22-Apr-20 11:01:16 AM
administrator System Admin N/ 21-Apr-20 9:54:30 AM
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Summary

— Create New Roles and Users

— Manage User Permissions and Confidential Documents
— Manage Active/Inactive Users

— Overview of Dictionaries

— Run Administration Reports

— Question & Answer Session
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Module 9

Question & Answer Session




