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V.7TrainingDimensions BI
Dimensions Overview

Below you will find the function of the buttons and drop 
down boxes in Dimensions

     1                    2                          3                  4        5               6            7         8     9     10    11   12    13

1. This drop down box is where the view you would like to look at is selected. ie: Sales Activity, Market
    Analaysis, Order Analysis. (All of these views are pre set and can not be altered by the user)

2. These drop down boxes are for choosing the dimension you would like to reference. 
    ie: Customer, Sales Class, Market Group. (All of these drop downs are pre set as well and can not be
    altered by the user)

3. These drop down boxes are for drilling down further according to the previous dimension that was
    chosen by drop down box #2. ie: Churches, Hospitals, Specific SalesRep, Specific Customer. (All of
    these drop down boxes are determined by the user in STEP1)

4. This drop down box is where you will determine how to base the view on cost. ie: Avg cost, Comm cost.
    (All of these are pre set)

5. This drop down box is where you will determine what time frame you want to view. ie: Monthly, Last 3
    Months, or by specific month. (All of these are pre set)

6. Run Report: This button is what it says it is, push this button to run the report that you have chosen with
    all the dimensions that have been chosen.

7. Clear: This button is what it says it is as well, push this button to clear all dimensions in the report and to
    start new.

8. This icon is where you can save your report and you can also use this to get back to all the reports that
    have been saved.

9. This icon is where you can export your report in Excel format.

10. This icon is where you can email your report.

11. This icon is where you will find help references and different “views and recipes” and a glossary for
      terms used in the reports.

12. This icon is for user administration, this is where you would change the password for the user you are
      logged in under.

13.  This icon is for logging out of dimensions.
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V.7TrainingDimensions BI
 The best way to get started:

Select View: Sales Activity Click Run Report

This will show you company totals (or Rep totals from a Rep login) for the previous 12 months. Then 
you can click on the drill down box, make a selection and then click on an underlined period on the 
left. You may keep drilling down in this manner. Click 'Clear' when you are done with the view and 
want to start over with another view. Then Select any view (just like above) and click Run Report to 
see the data that's contained in each view.

Once you have a feel for navigation, and you know right where you want to get to, you can Select 
Dimensions in the Blue Bar to get there faster.

BE SURE TO FOLLOW THESE BASIC RULES:
Work left to right on the blue bar

Select a View (different formats)

You may select (or cross) dimensions in up to 3 layers

1. If you select a dimension and want to return "ALL", this dimension needs to be the last in the string
2. If you run a view with "All" as your last dimension selection, data will be presented in Period to
    Date. If your selection is definitive you will see rolling months, years, etc.)
3. Select the cost basis for profit calculations. Rebate Cost uses Rebate Cost if the Cprod has one,
    Average Cost if not. (Reps are restricted to Comm Cost.)
4. Select the Period you want reported. If you select Last X Months you must Select a Dimension with
    an "All" filter. 
5. Once you Run a View you will need to Clear it if you want to change it or you can click on a
    Dimension selection, if it is not grayed out, and change that selection.

1. 2.

5.

3.

4.
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1. Once you run a View you may Drill Down to reach more specific levels of data: click on the drop
    down box first, click on a dimension and then click on any underlined entry in the left column.

2. Use the blue back arrow on the right to back up one level at a time.

2.

1.

Now that you have the view now what to do with it:

1. Save View: Click on folder icon
2. Save to Excel: Click on XLS icon
3. Email View: Click on envelope icon
4. Print: Use your browser print button 1. 2. 3. 4.
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DIMENSIONS

Click on the Benchmark Categories to set up your categories to be relative with your item categories 

Your item/category description is on the left  column and the benchmark categories are on the right 
within the drop down boxes. Once you have all these set to where you would like click save. 

Now to map your Market Groups and Item Categories to the Benchmark selections you need to click 
on the Administration tab above the blue bar. (This is not available from the Rep login)
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Click on the Benchmark Market Group button to set your Market Groups so they are relative with the 
benchmark market group categories.

Your salesgroup/market groups are located on the left column and the Benchmark MarketGroups are 
on the right within the drop down boxes, once you have all these set to where you would like click 
save.
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DIMENSIONS

Setting up a new salesmen in Dimensions and setting what 
they can and can not see.

a. Click on the Administration Tab
b. Click on User Administration
c. Click User ID (choose new) Enter User ID to the right
d. Set User Role -  set to Sales, check CRM User if they are a CRM User
e. Set User Status - set to Active
f. Set Sales Person to the appropriate Sales Person
g. Enter State Salesperson Works In
h. Enter the Salesperson’s email
i. Enter Salesperson Password for logging in 
j. In the SalesRep Grouping move the appropriate Salesperson to the second box  (if you want to
   have a Salesperson see other Salesperson just move that Salesperson to the second box)
k. In the SalesRep Data Views move the views you would want the Salesperson to have access to
l. Click Apply to save

a b

c
d

e

f
g
h
i

j

k
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Setup for Headcount Analysis View

Before you can use the Headcount Analysis View you must get a count of employees in each 
department:

a. Click on the Administration Tab on the Blue Bar
b. Click on Headcount Analysis
b. Enter the number of employees in each department for each month. Feel free to use decimals if an
    employee works in multiple depts.
e. Click Apply to Save

a b

c

d
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DIMENSIONS

b. Give it a name that would be meaningful to you.
c. If you want to save it to your list only: click the Save button and Close and you are done.
d. If you want to share the report with others you have a decision to make.  If you want it to be
    available to all users (including reps) check the Share Report box.  
Important: If this is your intent…make sure you have selected Comm Cost for your view.  
Users will see whatever you have selected for your view.
e. If you want to share, but not with Sales Reps, check the Management Only box.  
f. Then Click Save and Close.

Save a View in Dimensions

You can now save a view for future reference and/or a quick way to pull up a view that you would 
routinely visit.

Select your View, Dimensions, Costs and Time Period the way you normally would.  Once you click 
Run Report and determine that this is a view you would like to save:

a. Click on the Saved Reports icon (file folder) on the blue bar.
a

b
c

d
e f
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Retrieve a Saved View/Report in Dimensions

a. Click on the Saved Reports icon (file folder) on the blue bar.

a

b. Click on Open My View to see a list of reports you have saved for yourself only.
c. Click on Open Shared View to see a list of reports that you have saved for others and/or others
    have saved for you.

b
c

d. Click on the green arrow on the left to run a report.
e. Click on the Red X to delete a saved view.

d

e
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DIMENSIONS

Drill Down Options:

Sales Class - displays accounts according to sales class rank ( i.e. A, B, C etc.)
Corp Account - displays your Corporate accounts and total accounts
Market Group - displays accounts according to market group (i.e. Cleaners, Churches, Hospitals, etc.)
Sales Office - displays accounts according to sales office
Sales Rep - diplsays accounts according to sales rep
Total Accounts - displays list of total accounts by customer accnt. and customer name
New Accounts - displays list of new accounts by customer accnt. and customer name
Active Accounts - displays list of active accounts by custmer accnt. and customer name
Lost Accounts - displays list of lost accounts by customer accnt. and customer name
Regained Accounts - displays list of regained accounts by customer accnt. and customer name

Customer Base View

This View gives you a snapshot of the current status of your accounts.

Total Accounts - counts all customers set up in your data base.
New Accounts - counts customers with the first sale date last month.
Active Accounts - counts customers who have bought something in the last 3 months.
Lost Accounts - counts customers who have fallen inactive. By definition: they have not purchased in 
the last 3 months but they did buy something the month before that.
Regained Accounts - counts customers that were inactive but then bought something in the last 
month.
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Scenario: Discover Lost Accounts by Sales Rep:

a. Select View: Customer Base
b. Select Dimension: Sales Rep - Choose (All Sales Reps)
c. Run Report

d. Click on the drill down box, select Lost Accounts
e. Then click on one of the Sales Reps on the far left.
f. Click on the Envelope button on the blue bar.

Your email dialog box will come up so you can send your rep an email of his/her lost accounts. You 
should do this the 1st week of each month while the alert is fresh.

a b c

d
e

f
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DIMENSIONS

Sales Activity View

This view gives you Sales, Gross Profit, Average Gross Profit per Order, and Margin %.

Within each metric you get:
CY - Current Year
PY - Prior Year
Var: % - change from Prior Year to Current Year
Bmark - The average of all distributors in the Benchmarks group

Drill down options:

Customer - displays your sales by Customer accounts
Sales Class - displays your sales by Sales Class Rank (i.e. A, B, C etc.)
Corp Account - diplays your sales to your Corporate Accounts
Market Group - displays your sales by Market Groups (i.e. Cleaners, Churches, Hospitals, etc.)
Sales Office - displays your sales by Sales Office
Sales Rep - displays sales for the Sales Rep that is on the Invoice only
Cust Sales Rep - displays sales for the Sales Rep that are assigned to the customer (i.e. a salesmen
     quits and the accounts are then added to another rep, or house sales are added to a certain rep)
Item Category - displays your sales by the Item Category (i.e. Chemicals, Paper, Liners, etc.)
Item Sub.Cat. - displays your sales by the Item Sub Category (i.e. Chemicals: Disinfectants, Paper:
     Hand Towels, Liners: High Density, etc.)
Supplier Name - displays your sales by Supplier
Disp/Refill - displays your Dispenser Sales and Refill sales
Order Type - diplays your sales by Order Type (i.e. Drop Ship, Cash, Service, etc.)
Items - diplays sales by the Item (i.e. ABC Bowl Cleaner, Citrus Degreaser, Scented Aerosol, etc.)
Invoices - diplays all invoices for the month that are clicked on or by the previous drill down
BM Categories - diplays your ItemCategory Sales and Margin compared to the Benchmark Group
BM Sales Groups (MarketGroups) - displays your SalesGroups Sales, Margin, and GP per order
    compared to the Benchmark Group
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Scenario: To see a breakdown of Item Category Sales for a given Sales/Market Group:

a. Select View: Sales Activity
b. Select Dimension: Sales Group and choose “Schools”
c. Select Dimension: Item Category (leave as All Categories)
d. Change Avg Cost to Rebate Cost. (Reps are restricted to Comm Cost)
e. Change Monthly to Yearly
f. Run Report

This displays data for all months this calendar year. If you would then like to see how each rep is 
doing with Chemicals to Schools:

g. Click the Drill Down Box and select SalesReps and then click on “Chemicals” at the far left.

Scenario: To see company totals trended monthly:

a. Select View: Sales Activity
b. Change Avg Cost to Rebate Cost (this displays all profit metrics using Rebate Cost if there is
    one, Average Cost if not). (Reps are restricted to Comm Cost)
c. Run Report

a b c d e f

g

If you want to see a break down by rep for a given month:

d. Click the Drill Down Box and select SalesReps and then Click on a month on the far left.
    This will also display each rep as a percentage of total company Sales or GP.

ca b

d
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DIMENSIONS

Service Levels View

This view gives you service levels and compares your levels to the average of the Benchmarks group.

Fill Rate by Line (lines filled complete as a % of total lines). This metric uses stock items only.
Fill Rate by Order (orders filled complete as % of total orders).
Avg Days to Ship: not including weekends.
Avg Days to Bill: not including weekends.
CY: Current Year
PY: Prior Year
Bmark: The average of all distributors in the Benchmarks group

Drill Down Options:

Customer - diplays Service Levels by each customer
Sales Class - displays Service Levels by each Sales Class (i.e. A, B, C , etc.)
Corp Account - diplays Service Levels by each Corporate Account
Market Group - displays Service Levels by Market Group (i.e. Cleaners, Churches, Hospitals, etc.)
Sales Office - displays Service Levels by each Sales Office
Sales Rep - displays Service Levels by each SalesRep
Order Type - displays Service Levels by Order Type (i.e. Drop Ship, Cash, Service, etc.)
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Note: It is important to pay attention to your fill rates but at the same time don’t forget to look at your 
avg. days to ship so you aren’t sacrificing the days it takes to ship to make sure your fill rates are up.

Scenario: Discover how well you are performing amongst each Sales Class to make sure your Class 
A accounts are getting the best service.

a. Select View: Service Levels
b. Run Report

This gives you a rolling twelve months picture of how your company is performing.

c. Click on the drill down box and choose Sales Class and then click on a given month to the left.

a b

c
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DIMENSIONS

Drill Down Options:

Customer - diplays data for each Customer
Sales Class - displays data for each Sales Class (i.e. A, B, C, etc.)
Corp Account - displays data for each Corporate Account
Market Group - displays data for each Market Group (i.e. Cleaners, Churches, Hospitals, etc.)
Sales Office - displays data for each Sales Office
Sales Rep - displays data for each Sales Rep
Order Type - displays data for Order Type (i.e. Drop Ship, Cash, Service, etc.)

Order Analysis View

This view shows the total number of invoices and the average number of lines per order.
It also shows specials as a % of total lines and as a % of total sales.

CY:  Current Year
PY:  Prior Year
Var:  The percentage change from Prior Year to Current Year
Bmark:  The average of all distributors in the Benchmarks group
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Scenario: Discover which reps are adding items to each order and which are not:

a. Select View: Order Anyalysis
b. Select Dimension: Sales Rep - Choose (All Sales Reps)
c. Change Monthly to Yearly
d. Run Report

e. Click the drill down and select Customer
f. Then click on a Rep at the left to see which customers are contributing to large orders and which
    are not.

a b c d

e
f
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DIMENSIONS

Market Analysis View

This view will show you your top selling Item Categories, SubCats, or Items (either company totals or 
for a certain Sales/Market Group).

It will also show how each is being priced out, which customers are buying and which are not and 
who has recently stopped buying.

Drill Down Options:

Categories - Displays your top selling Categories
Sub-Categories - Displays your top selling Sub-Categories (you may choose top 10,20,50,100,1000)
Items - Displays your top selling Items (you may choose top 10,20,50,100,1000)
 -You may also choose Sales or No-Sales for each Drill Down to see who has bought, hasn’t 
bought and who recently quit buying by choosing a date range in Sales and the Filter of Have Not 
Purchased in:

Scenario: Discover your top selling items to a certain Market Group:

a. Select View: Market Analysis
b. Select Dimension: Market Group and choose Contract Cleaners
c. Run Report

d. Change Categories to Items and you can choose Top 10 -1000 if you like
This shows the most popular Items to all your Contract Cleaners, Avg. Price, Low and High
You may want to use this to make a Market Specific Catalog.

a b c

d
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AR Analysis View

This view gives you a rolling twelve months and the total current balance for all of your accounts per 
month. It also gives you the total balance due for all accounts that are delinquent(over 90 days) and 
what percent are delinquent compared to the Benchmark Group. It also gives you the average age for 
all outstanding invoices and compares them to the Benchmark Group. 

Scenario: Alerting your sales reps of their delinquent accounts by Customer Name.

a. Select View: AR Analysis
b. Select Dimension: Sales Rep and Choose (All Sales Reps)
c. Run Report

This will give you your list of Sales Reps and there current balance for all their customers and their 
total delinquent  balance. To see the list of customers:

d. Click the drill down box and choose Customer and then click on a Sales Rep’s name

a b c

d



22 Support: 800-553-2602www.STEP1.com

DIMENSIONS

Strategic Pricing

Note - Strategic Pricing You must Select Dimensions - Market Group and Sales Class
(as you will notice they are greyed out which signifies  they are required fields)

This View shows Sales, GP and GP% (currently) for the selected Market Group and Sales Class. 
Then you see how much GP you could add by raising prices for the selected Market Group and Sales 
Class to Market Value (GP Gain) and how many points you would add (GP% Gain)

Drill Down Options:

Supplier Name - will display data by Supplier
Corp Account - n/a
Customer - will display data by customer
Item Category - will display data by Item Category (i.e. Chemicals, Paper, Liner, etc.)
Sales Office - will display data by Sales Office
Sales Rep - will display data by Sales Rep
ItemSubCat. - will display data by ItemSub.Category (i.e. Chemicals: Disinfectants, Paper: Hand
    Towels, Liners: High Density, etc.)
Items - will display data by Items (i.e. ABC Bowl Cleaner, Citrus Degreaser, Scented Aerosol, etc.)
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Scenario: Discover potential GP Gain by Sales Rep to a cetain Market Group and Sales Class

a. Select view: Strategic Pricing
b. Select Dimension: Market Group choose “Health Care”
c. Select Diemnsion: Sales Class choose “A”
d. Select Dimension: Sales Rep choose (All Sales Reps)
e. Run Report

This will display all Sales Reps along with total Sales, total GP, GP%, GP Gain along with GP% Gain. 
Totals for each metric are listed at the bottom.

If you would like to see each sales reps customers and potential gain by customer:

f. Click on the drill down box and choose Customer and then click on a Sales Rep

a b c d e

f
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DIMENSIONS

Trend Analysis View

This view will show Unit Sales or $ Sales in Monthly buckets.

Drill Down Options:

Customer - displays data at the Customer level
Sales Class - displays data by Sales Class (i.e. A, B, C, etc.)
Corp Account - displays data by your Corporate Accounts
Market Group - displays data by Market Group (i.e. Contract Cleaners, Churches, Hospitals, etc.)
Sales Office - displays data by the Sales Office
SalesRep - displays data for the Sales Rep that is on the Invoice only
CustSalesRep - displays data for the Sales Rep that is assigned to the customer (i.e. a salesmen
    quits and the accounts are then added to another rep, or house sales are added to a certain rep)
ItemCategory - displays data at the Item Level (i.e. ABC Bowl Cleaner, Citrus Degreaser, Lemon
    Scented Aerosol, etc.)
ItemSub.Cat. - displays data at the ItemSub.Category Level (i.e. Chemicals: Disinfectants, Paper: 
Hand Towels, Liners: High Density, etc.)
Supplier Name - displays data by the Supplier
Disp/Refill - displays data for Dispenser Refills 
Order Type - displays the your Full Orders
Items - displays data at the Item Level (i.e. Bowl Cleaner, Citrus Degreaser, Scented Aerosol, etc.)
Invoice - displays data by the Invoice including back order invoices
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Scenario: You have a customer that asks you for a report showing purchases by item by month:

a. Select View: Trend Analysis
b. Select Dimension: Customer, choose the customer from the drop down box.
c. Run Report

This shows total unit purchases month by month. You can toggle from unit (Quantity) purchases to $ 
(Amount) if you would like.

d. Click the drill down box, select Items and then Click on a year at the far left. Now you have Item
    purchase month by month.

a b c

e

d

e. Click on the Envelope Icon on the blue bar to email the list to your customer by entering the
    customer’s email address. If you have another customer request, simply click on the customer drop
    down box on the Blue Bar and choose another customer.
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DIMENSIONS

Headcount Analysis View

You will see 2 measures:
a. Gross Profit generated for the month per person per department
b. Number of Orders processed during the month per person per month
c. Both are compared to the average of the Benchmarks group

You will see that Sales is separated from Operations and Machine Repair is viewed factoring 
Service Dept. orders only.

a b

c


