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01 Getting Started 



❑ Go to https://login.adaptiveinsights.com/app

❑ Fill in the username and password as shown.

✓ Login is your email address

✓ A temporary password will be sent to you 
separately.

❑ Access is restricted by:

✓ Role (Edit access or Read-Only Access)

✓ Level (PPG or Cost Centers or Divisions)

Login

https://login.adaptiveinsights.com/app


❑ When you log in for the 

first time you will be 

prompted to update your 

password 

❑ You will also be able to 

update name, position, 

email, time zone and add 

a picture

Login



Home Page : Profile

❑ Once your new password is saved, the navigation 
icon found on top left corner of the page will be 
available for you to select and go to different tabs 
available.

❑ You can view your profile on the top right corner 
and from there you can:

✓ Update your user profile (same items from the 
first time you logged in)

✓ See who is logged in

✓ Product Documentation

✓ Sign Out



Home Page: Main Page



Home Page: Product Documentation

❑ On the far right you will find a    . Simply click it and it will open a new window.  
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02 Key Concepts



Key Concepts: 4 Pillars

❑ There are 4 required data fields whenever planning in Adaptive. You will be 

required to find the lowest intersection in order to enter in a budget or formula

❑ The required fields are the following and will be given more detail in the next 

slides:

✓ Version

✓ Levels

✓ Account

✓ Time



Key Concepts: Version

– The administrator creates different plan 

versions and determines which version is the 

default version

– The “default” version is bold and all other 

versions 

– The administrator can lock or hide all other 

versions

– Administers can create folders and subfolders 

to organize versions

– On any sheet, the Version you are budgeting in 

is indicated in the top right of your screen 

– If you have access to multiple Versions, you 

have the ability to choose a Version from the 

selector

❑ A Version represents a particular planning scenario, for example would use version titled: “Current  Version”



Key Concepts: Levels

❑ A Levels represent the hierarchy of key organizational units, i.e., Divisions, Cost Centers, PPGs

– On any sheet, the Level you are budgeting 

to is indicated in the top right of your 

screen under the Version selector

– Select the Level you would like to budget 

from the Level selector

– Your Level access will be restricted to only 

Levels you are responsible for

– If you have access to multiple levels, you 

have the ability to choose a level from the 

selector

– Be sure to budget to the correct level



Key Concepts: Accounts

➢ GL Accounts – The hierarchy usually matches your actual Chart 

of Accounts. (Sample screenshot on the right)

❑ Accounts are containers that group actuals and planning values, such as income, expense or any business metrics.
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03 Sheets Overview



Sheets

Sheets are considered “Models” and is where all user data entry takes place in Adaptive

❑ Sheets can be found from the navigation menu under both the “Sheets” tab and the 

“Assumptions” tab.

❑ Planners only see the sheets that an administrator has placed on the levels the planner 

owns, and only sees data for the owned levels or sheets that have been assigned to them.

❑ The Sheets Overview page provides links to every sheet that is available to a specific user. 



Sheets Toolbar

❑ Some sheets display this toolbar

❑ Other sheets display this toolbar



Using Multiple Sheets

❑ Users can have several sheets open at the same time. To do this 

simply hold down “Ctrl” and select any hyperlink within adaptive. For 

example, using the navigation menu hold down Ctrl and select “sheets”. 

This will open a new tab.

❑ You can be in the same sheet and have different views and make edits 

to each of them and the data from the separate sheet will populate into 

the other once it is refreshed

❑ Other users can be in the same sheet as you and they can also make 

changes and once it is saved the data will populate into yours.

❑ As data is saved in your sheets the data will immediately be visible in 

other supporting sheets or reports
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04 Reporting



Reports

❑ An Adaptive Report displays data drawn from your Adaptive model based on the parameters set by the user who 

created the report.

❑ Select any report by clicking on the report name.

https://knowledge.adaptiveplanning.com/Reporting_and_Analysis/Web_Reporting/Viewing_and_Building_Reports


Reports

❑ Report respects level access, allow for Report Notes and are Drillable back to the sheets or if from actual plan, drill 

into transactions.

1. Select a drillable cell in the report and an explore cell window will show up.

2. On top right section, one of the option is to Drill into Transaction.

https://docs.google.com/document/d/1H4RgfuRxqCimztX-

5Dnx8kCtkgPOGurn89P9HU9wCpQ/edit?usp=sharing

https://docs.google.com/document/d/1H4RgfuRxqCimztX-

5Dnx8kCtkgPOGurn89P9HU9wCpQ/edit?usp=sharing
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Reports and 
Budget Inputs



AGENDA

01 Sheets & Reports Overview
_____________________________________________

02 Enter Budget / Forecast
__________________________________________

03 Run reports
_____________________________________________

04 Project Dashboard
_____________________________________________

05 Q&A
_____________________________________________



01 Sheets & Reports Overview



Sheets Overview

➢ Access the Planning sheets from Navigation Menu > Sheets > Overview



Reports Overview

➢ Access the reports from Navigation Menu > Reports > Overview



02 Enter Budget / Forecast



NRC Operating Budget Input (Excl. $25M Projects)

➢ Navigation Menu > Sheets > NRC Operating Budget Input (Excl. $25M Projects)

Steps

1 – Make sure you are on the desired 
version

2 – Select desired Level (PPG)

3 – Update the existing rows and/or add 
new rows to the plan by clicking on the 
Add Row icon. Delete any row, when 
necessary, thru the delete row icon.

NOTE: IS_Account is a mandatory column.

4 – Save.



NRC Project Budget

➢ Navigation Menu > Sheets > NRC Project Budget

Steps

1 – Make sure you are on the desired 
version

2 – Select desired Level (PPG)

3 – Update or add data on any white 
cells in the sheet.

4 – Save.

NOTE: Blue font cells are data not saved 
yet. Black fonts are when data were 
saved.



Non-NRC Project Detailed Plan

➢ Navigation Menu > Sheets > Non-NRC Project Detailed Plan

Steps

1 – Make sure you are on the desired 
version

2 – Select desired Project

3 – Update or add data on any white 
cells in the sheet.

4 – Save.

NOTE: Blue font cells are data not saved 
yet. Black fonts are when data were 
saved.



Non-NRC Project Budget

➢ Navigation Menu > Sheets > Non-NRC Project Budget

Steps

1 – Make sure you are on the desired 
version

2 – Select desired Fund (Default)

3 – Select the Level (PPG) under the Fund 
(Default).

4 – Validate data. Materials are from the 
Non-NRC Project Detailed Plan directly 
while Labour is from Non-NRC Project 
Detailed Plan multiplied by the Standard 
Rate per Hour. 



Funding Request

➢ Navigation Menu > Sheets > Funding Request

Steps

1 – Make sure you are on the desired version

2 –Update the existing rows and/or add new 
rows to the plan by clicking on the Add Row icon. 
Delete any row, when necessary, thru the delete 
row icon.

3 – Save.



Project List

➢ Navigation Menu > Assumption > Project List

This List is available to all Adaptive users.

*For UAT, use UAT/Current Version



03 Run Reports



NRC Expenditures Report

➢ Navigation Menu > Reports> Overview>NRC Reports folder>NRC Expenditures

*For UAT, use UAT/Current Version



NRC Project Portfolio Report

➢ Navigation Menu > Reports> Overview>Project Reports folder>NRC Project Portfolio

*For UAT, use UAT/Current Version



Non-NRC Project Portfolio Report

➢ Navigation Menu > Reports> Overview>Project Reports folder > Non-NRC Project Portfolio

*For UAT, use UAT/Current Version



04 Project Dashboard



Project Dashboard

➢ Navigation Menu > Dashboard> Shared Folder> Projects

*For UAT, use UAT/Current Version

‘NRC Project Spending vs Budget’ includes cumulative spending before Apr 1, 2021. However, 

‘Actual by Expense Category’ does not include this cumulative spending. It can only show actuals 

from FY21-22.



Project Dashboard

➢ Navigation Menu > Dashboard> Shared Folder> Projects

*For UAT, use UAT/Current Version

In the lower part of this Dashboard, Project Budget input sheet is displayed. Project Leaders can also 

choose to input forecast from here.
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www.triumf.ca

Thank you
Merci


