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Chapter 1 Introduction

This chapter includes:
Section 1: Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
Section 2: User Groups  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
Section 3: Documentation Conventions . . . . . . . . . . . . . . . . . . . 8
Section 4: Acronyms and Abbreviations . . . . . . . . . . . . . . . . . . . 9
Section 5: Software License; Intellectual Property . . . . . . . . . . 10

Section 1: Overview

The most important part of the planning process is getting feedback 
from external participants to develop a better understanding of 
demand. Sharing information and managing Exceptions is the key to 
developing a productive relationship with customers and suppliers to 
develop a demand-driven supply chain. The Planning Portal provides 
the foundation for capturing input to take the planning process to the 
next level. It is directly integrated into the Demand Management 
Engine so existing configurations are leveraged to a maximum 
benefit. 
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1-1: Planning Portal Highlights

Supports different Views, including hierarchies

Makes changes to the forecast

Add Sales Promotions

Add New Item(s)

Retag Items (Item super cession)

Add or Edit Notes

1-2: Logging In

You can access the Planning Portal from the Internet at:
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http://localhost/planningportal/viewer.aspx

1. Type in your username and password in the appropriate text 
boxes.

Note: Usernames and passwords are case sensitive.

2. Select either “Windows authentication” or “Planning Portal 
authentication” option under the “Login using:” area.

Planning Portal authentication is used when you want to log into 
each session. Windows authentication enables you to bypass the 
login as long as you always close out the application, but do not 
log out.
Rev 1 7
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3. Check “Save Login Info” if you would like your username and 
password to be saved. This option is only available if you have 
selected “Windows authentication”.

4. Click Submit.

You can click on Reset to reset your username and password that 
has been saved; this is done if you are using a common computer 
in your office.

Please contact your System Administrator if you forgot or do not 
have a username and password.

1-3: Logging Out

If you would like to log out of the application, click on the Logout 
button at the top-right corner of the screen. If you logged in using 
Windows authentication and want to use the application without 
logging in, do not log out of the application. Rather, close the 
application.

Section 2: User Groups

User groups and privileges are dependent upon permissions granted 
by the System Administrator. The System Administrator configures 
the Planning Portal for individual users or user groups. Please contact 
your System Administrator if you have questions about your user 
privileges.

Section 3: Documentation Conventions

3-1: Text 

The following table lists text conventions in this user guide.
Rev 1 8
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Table 1-1: Text Convention Descriptions 

Convention Description

Text represented as a screen display. This typeface represents displays that appear on your 
terminal screen, for example:

lom>

Text represented as menu or sub-menu 
names.

This typeface represents all menu and sub-menu 
names within procedures, for example:
On the File menu, click New.

3-2: Screen Captures

The example screens in this guide may not represent what you see 
on your monitor; use them only as guidelines.

Section 4: Acronyms and Abbreviations

Table 1-2: Acronyms and Abbreviations used in this Manual

Term Definition

DME Demand Management Engine

PP Planning Portal

DB Database

IIS Internet Information Services

OL Opinion Line
Rev 1 9
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Section 5: Software License; Intellectual Property

5-1: Preamble

Any software provided to the customer is subject to the specific 
license terms and conditions of the applicable agreement, or shrink-
wrap, or click-wrap license.

In the event of any conflict between those specific terms described 
below, the specific terms will supersede and prevail.

QAD Inc. agrees to those terms and are provided as 
follows.

5-2: License Grant

QAD Inc. grants to Customer a limited non-transferable 
license to use the Licensed Software subject to the limitations 
imposed under this Agreement and to the following:

The Permitted Users shall use the Licensed Software only on the 
equipment located at the Site. Customer must obtain a 
supplementary license from QAD Inc. (which QAD Inc. 
may or may not grant, at its option) before using the 
Licensed Software.

Customer may make one copy of the Licensed Software in machine-
readable form solely for backup purposes and shall reproduce on any 
such copy the copyright notice and any other proprietary labeling of 
QAD Inc. that were on the original copy.

Customer shall comply with all restrictions on the use of Licensed 
Software that Customer is subject to as a licensee or sublicensee of 
QAD Inc. under the terms of licenses or other agreements 
or arrangements by QAD Inc. with third parties.

5-3: Restrictions

Except as necessary for Customer to exercise its express rights 
hereunder, Customer may not itself or allow any third party to (i) make 
copies of the Licensed Software, (ii) distribute the Licensed Software 
Rev 1 10



Chapter 1
to others, (iii) electronically transfer the Licensed Software from one 
computer to another over a network, or (iv) decompile, reverse 
engineer, disassemble, or otherwise reduce the Licensed Software to 
a human perceivable form. CUSTOMER MAY NOT MODIFY, ADAPT, 
TRANSLATE, RENT, LEASE, LOAN, RESELL FOR PROFIT, 
DISTRIBUTE, NETWORK, OR CREATE DERIVATIVE WORKS 
BASED UPON THE LICENSED SOFTWARE OR ANY PART 
THEREOF.

5-4: Ownership of Media

The media on which the Licensed Software is recorded or fixed is 
Customer's property. If Customer receives Licensed Software 
hereunder that renders Licensed Software that Customer has 
previously received redundant, Customer will return the redundant 
Licensed Software to QAD Inc. or certify in writing that all 
copies of such Licensed Software have been erased.
Rev 1 11
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Chapter 2 Using the Planning Portal

This chapter includes:
Section 1: Overview  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13
Section 2: Planning Portal at a Glance . . . . . . . . . . . . . . . . . . . . . . . . 13
Section 3: Getting Started . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15
Section 4: Data Browser . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 23
Section 5: Filtering  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 36
Section 6: Reports. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 40
Section 7: New Item  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 45
Section 8: Mass Adjust . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 46
Section 9: Promotions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 50
Section 10: Profile Settings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 59
Section 11: Retagging . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 62

Section 1: Overview

The Planning Portal enables you to access your scenarios remotely from 
the Internet. You can view, edit and commit any changes to the scenario.  
This chapter details the Planning Portal's features and how to access 
them.

Section 2: Planning Portal at a Glance

The toolbar below details the features available in the Planning Portal. By 
default, the Planning Portal has the Getting Started, Filtering, and Data 
Browser tabs displayed. Your System Administrator can configure your 
user permissions and grant you privileges for all tabs, features, of the 
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Planning Portal. The toolbar also displays the current scenario that is 
open next to your login username..

The table below describes what each tab means. Each tab is discussed in 
more detail later in this chapter.

3.6

Table 2-1: Planning Portal Tabs

Tab Description

Getting Started Home page for the Planning Portal. Can access Data 
View Settings, My Filters, and My Exceptions. 

Filtering Enable you to limit displayed series with Attributes that 
meet a defined criterion.

Reports Enables you to create, view and edit Reports.

New Item When a new series is forecasted, the series can be 
added in the New Item area by entering the SKU 
number and selecting the item’s Attributes from the 
drop down selection.

Mass Adjust Enables you to make Forecast adjustments to multiple 
series.

Promotions Enables you to add sales Promotions to the forecast.

Profile Settings Enables you to apply a pattern to the forecast of a 
series to compensate for predictable growth or 
decrease in a product's demand that is not captured by 
most statistical forecasting methods. 

Retagging Enables you to copy history, forecast, or any other 
Opinion Line from an old series to a new series.

Data Browser Enables you to view filtered data; this is optimal when 
you want to view a specific set of data.
Rev 1 14
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Section 3: Getting Started

Getting Started is the Home page for the Planning Portal. There are 
several areas of the page; each is discussed briefly in this section.

3-1: Data View Settings
Rev 1 15
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You can configure your Data View settings in this area. The table below 
details what each tab means.

3-2: My Filters

Tab Description

View Type You can view the Data View in three different ways:
Classic
Detail
Summary

View By You can view the Data View in three different ways:
Units
Any Conversion factor already configured

For example, if you have a price for an item and would 
like to view the price in dollars, you can do this by using 
View By to multiply everything by the price.

Visibility Enables you to select the Data View and Field View. If 
you have multiple Data Views or Field Views assigned, 
you can select a different one. You can also select to 
display the Command Bar by checking the Show 
Command Bar text box.

Date Range Enables you to determine the date range for the data 
you want to view. 

Calendar Enables you to set everything to a month offset. For 
example, if you wanted to offset everything and view a 
March-February year, or a fiscal year, you can use 
Calendar Jump. 

Order By Enables you to sort your data in ascending or 
descending order.

Level Enables you to set the default level of the hierarchy.

My Reports The My Reports tab displays if a report has been 
created.
Rev 1 16
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You can select a filter from the drop down list to choose a certain search 
criteria for your series. Click on the green arrow to display the series in 
the Data Browser.

For additional information in regard to My Filters, see Section 5: Filtering.

3-3: My Exceptions

Enables you to select items based on the numerical information that is 
stored in Observations. Your System Adminstrator must add Exceptions 
from the Viewer. Users can only run Exceptions. If you are having 
difficulties running an Exception, please contact your System 
Administrator.

3.6
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On the Getting Started page, the Exceptions are listed in the My 
Exceptions area.

Click on the icon to run an Exception. Alternatively, you can click 

on  icon to run all the Exceptions available. You 
can view your Exceptions in the Data Browser. 

3-3-1: Exception Management

The Exception Management link enables you to manage all of the 
Exceptions available and to assign them to specific users. Exceptions can 
only be created by the System Administrator in the Viewer.  Exceptions 
Rev 1 18
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can be assigned in the Planning Portal. After clicking on the link, the 
Exception Assignment window displays.

1. From the drop down boxes shown above, select the following criteria 
for your Exception:

User 

Exception Name

Scenario

Level (0-8) - It is recommended to run your Exceptions at the 
lowest level (0).
Rev 1 19
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2. Click Add. The criteria is then listed under the USER, EXCEPTION, 
SCENARIO, and LEVEL columns.

To remove the criteria, select the criteria you would like to remove 
from the drop down boxes and click Remove.

The information is then removed from the column.

3. Click Close Window to close out the Exception Management window.

3-4: My Reports

The My Reports area is displayed on the Getting Started page after you 
create a report and add data. For additional information in regard to 
creating reports, see Section 6: Reports.

3-5: Miscellaneous Features

The Getting Started page has additional features that are configured by 
your System Administrator. 

3-5-1: Planning Portal Quick Start Guide
Rev 1 20
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On the top left-side of the Getting Started page, you can access the PP 
Quick Start Guide by clicking on each of the PP features. 

For example, if you click on Filtering, the row expands with additional 
information:

3.6

3.6
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3-5-2: Planning Portal User Guide

On the bottom left-side of the Getting Started page, you can access this 
guide by clicking on the User Manual link.

3-5-3: News Feed

Also on the right-hand side of the page is the News Feed section, which 
are web sites that are linked to the Planning Portal and configured by your 
System Administrator. 
Rev 1 22
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Section 4: Data Browser

The Data Browser enables you to view the data you have selected. To 
change views, go to the View Type tab in Data View Settings.

4-1: Summary View

In Summary View, data for multiple items can be viewed.

4-1-1: Summary View Highlights

Spreadsheet format

Columns are adjustable

Attributes are frozen on the left, when the scroll bar is moved.

Can toggle an item between Summary View and Detail View

Export to Excel

4-1-2: Navigating in Summary View

Data Browser 
View

Description

Summary View Focuses on multiple items.

Detail View Focuses on one item at a time with the hierarchy tree 
displayed.

Classic View Focuses on one item at a time.
Rev 1 23
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3.6
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1. From the Page drop down box, select the page number to scroll 
through the list, if applicable.

Alternatively, use the arrows to scroll through the list.

2. From the Items per page area, select the number of items you want to 
display. 

3. Click the button to update your changes.

4-1-3: Edit and View an Opinion Line in Summary View

Summary View displays data in grid format. Click inside any enabled cell 
to change its data.
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1. Edit the data in the cells by clicking on the field and making your 
changes. 

2. From the Filter Region From drop down box, you can filter the data by 
any of the listed Attributes.

3. Click the icon to save your changes.

4. To view the an item in Detail View, click on the icon next to the 
item. 

This icon is used to display one item in Detail View. 

5. To go back to Summary View, click on the icon next to the 

icon in the Data Selection heading.
Rev 1 25
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Note: The PP does not show a tree in Summary View. If you want to see the 
tree, switch to Detail View.

4-1-4: Export to Excel

1. Click on the button to export an item to Excel.

2. Alternatively, click on the button to export all items 
to Excel. After you export to Excel, you can make edits in Excel. 
However, ensure that all cells in Excel are number formatted to 
“General”. 

Note: In a Scenario with Daily Observations, the Excel file does not export 
all columns. This is an Excel limitation, as it only supports 256 
columns.

4-2: Detail View

In Detail View, individual items can be viewed with the hierarchy tree 
displayed.

4-2-1: Detail View Highlights

User Interface mimics the DME Viewer

From the Level tab, you can choose whether or not to view the 
hierarchy.  (default is Yes).

Left-side panel displays the hierarchy tree.

Upper panel displays a graph (either Line or Bar).

Lower panel displays the data in a grid.
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4-2-2: Navigating in Detail View

1. In the Aggregate View section in the left-hand pane, click on the 

icon to expand the list.

3.6
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2. Click on the buttons to scroll through the 
items.

4-2-3: View and Edit an Opinion Line in Detail View

1. You can modify any of the lines in the Line Graph by clicking and 
dragging on the lines. To undo any changes you have made, click the 
Undo button.

2. Click the button to update your changes. 

3.6
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3. From the Data tab, you can edit the data in the cells.

4. Click on the Properties tab to view the properties. You cannot edit the 
information displayed.

5. Click on the Bar Chart tab to view the bar chart.
Rev 1 29
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The Bar Chart displays.

6. You can modify any of the lines in the Bar Graph by clicking and 
dragging on the bar itself to make changes to the forecast.  To undo 
any changes you have made, click the Undo button.

7. Click the icon when finished.

4-2-4: Export to Excel

1. Click on the icon to export the data to Excel.

After you export to Excel, you can make edits in Excel. However, 
ensure that all cells in Excel are number formatted to “General”. 
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Note: The only way to Export to Excel in the Detail View is with the Excel 
icon, located next to Aggregate View in the left-hand pane. This 
feature needs to be Enabled by your System Adminstrator.

4-3: Classic View

In Classic View, data is displayed for individual items.

4-3-1: Classic View Highlights

Ability to Drill Up or Drill Down in a hierarchy.

4-3-2: Navigating in Classic View

The depiction below is an example of Classic View.

3.6
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The Series fields are on displayed in the Field column and the Opinions 
are displayed in the Opinion column. You can edit information that is in 
white text boxes.

1. Click on the  icons to browse through the data.

2. From the Series Per Page, select how many series you want 
displayed.

3. To jump to a certain page, select the page number from the Go To 
Page drop down box.

4. Click on the  icon to refresh your page.

4-3-3: View and Edit an Opinion Line in Classic View

Note: When the filter/permission applies to a tree, if the lowest level item is 
selected, then the parent is automatically selected in the tree view of 
the Detail View. Though it makes the tree consistent, it introduces 
inconsistencies among the Classic View, Detail View and Summary 
View; this is by design.

1. In the grid, type in the new value. 
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2. Click on the  icon to view in Line Graph view.

You can modify any of the lines in the Line Graph by clicking and 
dragging on the lines. To undo any changes you have made, click on 
the Undo button.
Rev 1 33
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3. Click on the  icon to view in Bar Graph view.

In the Bar Graph view, you can click and drag on the bar itself to 
make changes to the forecast. Thereafter, click Submit to update the 
changes made.
Rev 1 34
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The Data Browser updates the data. By default, the Data Browser 
displays 10 series per page. 

4. Click Save to save your changes.

5. Click on the  icon to drill down to lower levels of the 
hierarchy. Alternatively, if you are in a lower level of the hierarchy, 

click on the icon.

Drilling Down pushes the information into lower levels of the 
hierarchy, where you can see greater detail.

Drilling Up pushes the information into the higher levels of the 
hierarchy, where you can see more consolidated data.

6. Click Save when finished. Alternatively, click Undo to undo the 
changes you made.

Note: Depending on your settings, your modifications can be automatically 
rebalanced within the hierarchy.  Please see your System 
Administrator for additional information.

Note: If you enter the Classic View from the middle level of the hierarchy, 
you cannot Drill Up to a higher level.
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Section 5: Filtering

The Filtering tab enables you to view the filters that have been configured 
by your System Administrator.

5-1: Data View Settings

The Data View Settings area has the same configuration feature as on 
the Getting Started page. Please see 3-1: Data View Settings for 
additional information about this feature.

5-2: Filter Management

3.6

3.6

3.6
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You can view or edit your filters in the Filter Management area. You can 
also create a new filter. The filter criteria is configured by your System 
Administrator.

5-2-1: View Filters

1. Select the filter you want to display and click on the View button.

The Data Browser window displays with the series.

3.6

2. To scroll through the list, click on the Back or Next buttons.

3. To view a specific number of series per page, select the number of 
series from the Series Per Page drop down box.

4. To jump to a specific page, select the page from the Go To Page drop 
down box.

5. Click Refresh to update the current page.
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5-2-2: Create Filters

To create a new filter:

1. Click on the Create button.

The Filter Management area expands.

2. Type in a name for the new filter in the Filter Name text box.

3. Type in details for the new filter in the Description text box.

4. Select from the System Adminstrator configured items for the filter.

5. Click Save to save the filter or click Submit to execute without saving.

5-2-3: Edit Filters

1. Select the filter you want to edit and click on the Edit button.
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The Filter Management area expands.

2. Type in the name for the new filter in the Filter Name text box.

3. Type in the details in the Description text box.

4. Select from the System Administrator configured items for the filter.

5. Click Save to save the filter or click Submit to execute without saving.

5-2-4: Delete Filters

1. Select the filter you would like to delete and click on the Delete 
button.
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2. Click OK to delete the filter or Cancel.

Section 6: Reports

The Reports page enables you to view the Aggregate Report data, as well 
as the Opinion Lines. Depending upon how the System Administrator 
configured the Planning Portal, these features are available from the 
Reports tab. In addition, if you have already created a report and added 
data, then the My Reports feature is also located from the Getting Started 
page. 
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The depiction below is the Reports page.

You can view or edit your reports in the Report Management area. You 
can also create a new report. 

6-1: View Reports

1. Select the report you want to display and click on the View button.

3.6
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The Data Browser window displays with the Aggregate Report..

2. Select the viewing criteria from the View By drop down box.

3. Select the year from the Year drop down box.

4. Click on the Show Report button to update your changes.

5. Click the Export to Excel button to export the report to Microsoft 
Excel.

6. Click on the Close Window button when finished.

6-2: Create a Report

1. In the Report Management area, click on the Create button. 
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The Report Management area expands.

2. Type in a name for the new report in the Report Name text box.

3. Make your selections from each selection box. These selections are 
configured by your System Administrator. 

4. In the Report Level area, select one or more Report Level options 
that you have configured. You can organize the options from left to 
right.

5. In the Opinions area, choose from the Opinion Lines that were 
configured by your System Administrator.
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6. In the Calendar Jump area, select at which month you want your data 
to begin.

7. Click Save when finished.

8. Click View to view your report.

The Aggregate Report window displays.

9. Click on Show Report to display the report. You can also click on the 
Export to Excel icon to export the report to Excel.

10. Click on Close Window when finished.

6-3: Edit a Report

1. In the Report Management area, click on the Edit button. 
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The Report Management area expands.

2. Make your edits as necessary.

3. Click Save when finished.

Section 7: New Item

The New Item feature enables you to create a new series in the Planning 
Portal. You are able to input what you want for your new series. 

To create a new series:

3.6
Rev 1 45



Chapter 2
1. From the New Item page, select Attributes from each drop down box 
that you want to apply to your new series.

2. Click Create.

3. The message “New Item has been created successfully” displays 
when finished.

If the series already exists, you will get an error message.

Section 8: Mass Adjust

The Mass Adjust page consists of three different features:

3.6
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Filter a series

Select individual series to adjust

Perform the adjustment

To filter for a series:

1. Select the filtering criteria you would like to use.

2. Click the Get Item button.

3.6
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A list of all of the items that fit your filter are listed in the text box.

Select the series listed and move them below by clicking on the Add, 
or Add All buttons. The series you are adding are the series that will 
be part of your Mass Adjustment. 

Alternatively, to remove a series or all series, click on the Remove or 
Remove All button.

3. In the Opinion Line area, select which Opinion Lines you would like o 
perform the adjustment. 

4. Increase or decrease the value of the opinion line.

5. Select either Percentage or Amount in the Adjusted By area.  Type in 
the numeric value for the amount or the percentage.
Rev 1 48



Chapter 2
6. In the Start Date/End Date area, select the date range you would like 
to use in the adjustment.

7. In the Reason for Mass Adjust area, type in a description as to why 
you are performing a Mass Adjustment. 

8. In the Kit Adjust area, click Open to open the Kit Adjust feature. This 
feature enables you to set certain values for certain periods. There is 
one field for each period within the date range you specified in the 
Start Date/End Date area. You must fill in each one of these periods. 
If any are left blank, you will get an error message. 

The depiction below is the Kit Adjust feature.

9. Click the Apply Adjustment button when finished.
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Section 9: Promotions

9-1: Create a New Promotion

To create a new Promotion:

1. From the Promotions page and Properties tab, select the criteria you 
would like to use from the Ads drop down box.

2. Click on New.
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The Ad Assumption Builder displays with the Customer Name, Mkt 
Code data already entered.

3. In the First Effective Date and Last Effective Date, select a date 
range.

The # of weeks from production to delivery text box displays the date 
range in weeks.

4. Select the Ad Type from the drop down box.

3.6
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5. Type in the Percent Ad Lift.

6. Click Create Ad Assumption.

7. Click on the Items tab.

The depiction below is the Items page.

8. Select the items you want available for your Promotion. 

9. Click the Availble Items in the Scenario button.

3.6
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The Available Items are displayed.

10. Select the Items that you would like in your Promotion by checking 
the Set Promo checkbox.

11. Click Add Items.

3.6
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12. Click Display Items for the Ad to view the items.

13. Type in the Weekly Promo Amount Demand in the Weekly Promo 
Amt DMD textbox.

14. Type in the Regular Price amount.

15. Type in the Ad Allowance if you would like to apply a discount.

16. Click Save when finished.

3.6
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17. Go back to the Properties tab.

18. Click on the Recalc Ad Projection button.

The total Ad Projection is displayed with the changes you had made 
to the items.

3.6
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19. Click on Display Promised Dates to display your date range into equal 
percentages.

20. Click on Recalc Dependent Items to recalculate the individual items’ 
Ad Assumptions.

21. Click Commit when finished to save your Promotion to the Living 
Master.

9-2: Updating a Promotion

3.6
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1. In the Properties tab, click on the Promotion you want to Edit.

2. Change the Date Range or Percent Ad Lift.

3. Recalculate by clicking Recalc Ad Projection.

4. Click Commit to save your changes to the Living Master.

9-3: Updating a Promotion Item

1. In the Items tab, click on the Display Items of the Ad button.

2. Make desired changes

3. Click Save

4. Click Recalc Dependent Items button

5. Click Commit to save your changes to the Living Master.

9-4: Deleting a Promotion

1. In the Promotions tab, click on the Promotion you want to delete.

2. You will have the option to Open or Delete.

3. Click Delete

4. Confirm

9-5: Deleting a Promotion Item

1. In the Promotions tab, click the Items tab

2. Click on the Display Items of the Ad button.

3. Click Remove for the items you want to delete

4. Confirm
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9-6: Changing Promotional Percentages

1. In the Promotions tab, click Properties

2. Click in Display Promise Dates

3. Make corresponding changes for percentages

4. Click Save

5. Click Recalc Dependent Items button

6. Recalculate by clicking Recalc Ad Projection
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Section 10: Profile Settings

The Profile Settings feature is used to configure the Profile Forecast. 

To filter items for a series:

1. Select the filtering criteria you would like to use.

2. Click the Get Items button.

3.6
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The Items you selected are listed in the textbox below the Get Items 
button.

3. Select the series listed and move them below by clicking on the Add, 
or Add All buttons. The series you are adding are the series that will 
be part of your Profile Forecast.

Alternatively, to remove a series or all series, click on the Remove or 
Remove All button.
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4. Click on the Properties tab.

5. In the Apply In area, select one of the three options:

Option Description

Selected Series Series you have selected from the Items tab.

Whole Tree Scenario in addition to everything in the hierarchy.

Scenario Entire Scenario.

6. In Affected Data Field, select from opinion lines configured by the 
System Administrator.

3.6
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7. From the Profile Scenario drop down, select which scenario contains 
the profiles. 

8. Select the Profile from the drop-down box; there is one series listed 
for each series you have in your profile scenario. 

9. Specify the date range in the Start/End drop down boxes.

10. Check the Offset box if you want it to offset to the Profile Start. 

11. Specify a total in the Total text box if you want it to apply a numeric 
total across that range. 

12. Check Profile Recycle if you want the profile to cycle over the date 
range. 

13. Click Apply to apply settings to the selected items. Click Save to save 
settings.

Section 11: Retagging

Retagging is not available in the current release of the Planning Portal.
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