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INTRODUCTION

Welcome to the Mercator GeoSystems Online Territory Planner User Guide. This document will
describe the major features of our new Territory Planning software and show you how to get the
best from our product.

The product allows you to create, manage and alter your organisation's sales territories using our
easy to install and use software.

Our innovative approach to developing and deploying this software means that there are no
additional resource overheads for your organisation, no I.T requirements other than a completely
standard Windows desktop and no additional servers, services or skills requirements. Along with
our 'pay as you go' pricing model territory planning has never been simpler, easier or cheaper!

We hope you enjoy reading this guide, and if you have any questions don't hesitate to get in
touch using any of the means described in Appendix A.
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SOFTWARE INSTALLATION

The software has been designed to be easy to install requiring no additional |I.T support or 3™
Party components to be installed. This helps both you and us keep costs low and complexity to
a minimum.

The software is initially installed via your web browser as a 'one time' operation and from then on
is accessible via your Programs menu like any other product.

To install the software please visit this web page using Internet Explorer (version 6 or 7 are both
fine) :

http://www.mercatorgeosystems.com/mgOnlineTerritoryPlanner/

You will see this simple page in your browser :

{Z Online Territory Planner - Windows Internet Explorer:

ey T |E htkpe /v, mercatorgeasystems, com/mgonlineTerritoryPlanner |

'“_!.':i‘ afip [E Orling Tetrritary Planner l ‘

Mercator GeoSystems)[itd

Online Territory Planner.

Name: Online Territory Planner
Version: 1.0.0.15

Publisher: Mercator GeoSystems Ltd

Install

lllustration 1: Installation web page

If there is a message about any required software then follow the appropriate link to install this
software. Most Windows XP service pack 2 or greater machines have all the required software

present already.
Click on the Install button to install the software.

After a short pause the software will begin downloading and install itself on your computer. Itis
safe to accept the software even though it may be described as being from an 'Unknown

Publisher".
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http://www.mercatorgeosystems.com/mgOnlineTerritoryPlanner/

(70%) Installing Online Territory Planner E”E'E'

Installing Online Territory Planner i;’
This may kake several minukes, ¥ou can use yvour compuker bo do okher tasks e
during the installation. =

} Mame:  Online Territory Planner

From:  www.mercatorgeosystems.com

(NENRNNRANRRNN RN RANNRNRANRRNNRRNRRNNR )

Downloading: 534 KB of 39 KB

Cancel

lllustration 2: Downloading the software

When the software has finished installing it will automatically start and present you with the logon

window :
Enter your user details

Custormer number ; | |

Ilzer name | |

Paszwiord : | |

[ ] Remember theze zattings

Cancel Logon

Configure Prown

lllustration 3: Logon window

Software updates

The software includes the ability to update itself if a new version is made available. This enables
you to very quickly receive new features or bug fixes. Each time you use the software it will
check our server to see if a new version is available. If it is, you will be presented with a screen

like this :
Update Available E|

Application update -
& new wersion of Online Territory Planner is available, Do you wank ko b
dovenload it now? i

rMame:  Online Territory Planner

From: www.mercatorgeosystems.com

lllustration 4: Update available window

Click on OK to install the update.
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Removing the software

If you wish to remove the software from your computer it can be removed like any other piece of
software. Simply go to your Windows Control Panel and choose 'Add / Remove Programs'.

The software is listed simple as 'Online Territory Planner'.

% Add or Remove Programs

B
Currently installed programs and updates: Shaw updates Sork by |Name W |
Change or 7
Remove '@ MSDM Library for visual Studio .NET 2003 Size  430.00MB
Programs
-3 MM Messenger 7.5 Size 15.04ME
% b Update Installed On 07/04/2005
Add New 5 MsHML 4.0 SP2 (KB927975) Size  2.56ME
Programs
ﬂ M3KML 6,0 Parser (KE327977) Size 1.30ME
Ej i5) MvIDIA Drivers
= Online Territory Planner
Add/Remove o . 4 _
Wwindaws Click here For support information.
Compaonents N O S
To change this program or remove it from wour computer, click ChangefRemaowve. Change /Remave
@( Openffice.org 2.0 Size  201.00ME
Set Program ) Oracle Data Provider For (MET Help Size 0, 9EME
Access and _
Defaulks Oracle Database 109 Express Edition Size 3,625, 00ME
P T T T R « TR TR SRR R -L

lllustration 5: Using Add / Remove Programs

Click on the title (Online Territory Planner) and then on Change/Remove.

On the next window select 'Remove the application from this computer' and click on OK:

Online Territory Planner, Maintenance

Online Territory Planner ‘_%'
Choose the type of maintenance you need. b4

% () Restore the application to its previous state,

E
{_,J (%) Remove the application From this computer,

[0 ] [ Cancel

lllustration 6: Remove the application from this computer.
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STARTING TO USE THE SOFTWARE

As part of your sign up process you will have received three important pieces of information :
1) Your customer number,
2) One or more user names,
3) One or more passwords.

You will need this information to proceed. If you do not have this information, or require an
evaluation logon to test our software with, then please contact us via any of the means described
in Appendix A.

Launch the software by finding the application in your 'Start' menu here :

Start » All Programs - Mercator GeoSystems Ltd - Online Territory Planner
The logon screen will appear :

Enter your user details

Customer number . | 123
Ilzer name dema
Paszword : T

[ ] Remember these settings

Configure Prosy Cancel Lagon

lllustration 7: The logon window

Tip : you can check the 'Remember these settings' option so that you do not need to enter your
password each time you use the software.

Configuring a Proxy Server

If your organisation uses a 'proxy server' to connect to the Internet you can enter details of the
proxy server by clicking on the Configure Proxy link on the logon page.

Proxy Setup E]

I1ze Prowy Server

Frosy Details
Addrezs: (10101055
Foart el

Only enter detailzs for these values if
appropriate for your prosy sereer. Contact pour
netwark, adminiztrator if you need help.

Darain
Ilzemame :

Fazsword ;

Cancel Ok,

lllustration 8: Configuring a proxy server
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After a short delay the application's main screen will appear :

“= Online Territory Planner,

Franchize Type
Sample Franchise w | 3 L B
Territan
| v
Hide other territories on map [ &uto zoom
Zoom E dit Delete Print
Y ariable Count
Clear MNew
Store details
Stare Find
Allocated to I:l
ariable Count
Azzign Remove

lllustration 9: Application main screen

Broadly speaking the controls on the left portion of the window relate to territory operations,
whilst the right hand side of the screen relates to map functions such as zooming in or out.

Your window may look slightly different depending on the options you have selected when
signing up for the software.

At this point it is also worth mentioning the two different 'modes' that the software can operate in;
area mode and point mode.

Area mode is where the software is being used to allocate existing areas, such as Postal
Sectors, to territories. This is often for the purposes of creating and maintaining marketing
or sales areas, but not exclusively so. Postal Sectors can obviously not be created or
deleted, it is merely the 'allocation' that is changed.

Point mode is where locations proprietary to your business are allocated between
territories. For example this could be a series of stores that are allocated to an area
manager, or a number of customer locations that require visits by a local representative.
Points can be added, deleted or reallocated as required.

You will have decided which mode suits your business best when you signed up for the software,
and any differences in the way the software is used will be highlighted where appropriate in this
document.
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Franchises explained

The software can help you maintain territories for multiple franchises. For example your
organisation may have multiple franchises, and hence territories, for different operations within
the business. To change the franchise the software is currently working with select it from the
drop-down list in the top left of the screen.

“= Online Territory Planner

Franchize Tepe

Sample Franchise

lllustration 10: The franchise selector

To remove all territories, points and any other details for a specific franchise first select the
franchise and then click on the Reset button. There is no way of undoing this action so be sure
that you want to do this.

If you organisation does not use franchises then there will just be one franchise listed and you
can effectively ignore this section.
Creating a new Territory

Creating a new Territory for a franchise is very simple. You just click on the New button and fill
in the details for the new territory.

Territory Details %

Temitony name ;

Termitony manager ;

Aoocount #

Colaur : <<Monesrr L

Motes :

| ] || Cancel |

lllustration 11: The new territory form

The form fields are pre-set and cannot be changed at this time. A 'Notes' box is included to
allow you to include any business specific information relating to this territory. The colour drop-
down allows you to choose the colour the territory will be shaded in when viewing it on the map.

In ‘point mode' this dictates the colour that the points will be shaded in for this territory. For ‘area
mode' it is used to define the colour the areas allocated to the territory will be coloured in.
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The only required field is the Territory name. When you are done click on OK and the territory
will be created. Note that at this time the territory cannot be viewed as no points or areas have
been assigned to it.

Amend the details for a Territory

To amend any of the details that were entered when the territory was created above, first select
the territory from the drop-down list, and then click on the Edit button. The same form as above
will be displayed with the appropriate details filled in which can then be amended as required.

Removing a Territory

If a territory is to be removed from the system completely then you can do this by clicking on the
Delete button.

In 'area mode' this will cause any allocated geography to be 'unassigned' and shaded
appropriately. In 'point mode' points will also be no longer assigned to the territory and free for
assigning elsewhere.

Similar to deleting a territory is clearing it. Clearing is the same as deleting except that it leaves
the territory in the list of territories so you can assign new points or areas to it if required. Any
points or areas allocated to the territory are 'unassigned' and available for assigning elsewhere.

Map navigation

Navigating the map is a simple task performed by selecting one of the map buttons located in the
centre of the tool-bar above the map.

Instant
zoom in

Zoom in
to a box

Re-centre
the map

Instant
zoom out

The map buttons operate in two different ways. The first four require you to click on the map to
initiate the 'action' after selecting them on the tool bar :

Re-centre the map re-draws the map with the new centre of the map at the location you click.
Zoom in zooms the map into where you click on the map

Zoom out zooms the map out from where you click.

Zoom to a box requires you to 'drag' a rectangle onto the map to define the area to zoom into.

The second group perform their action immediately when you click on them :

Zoom all the way out shows the entire country in the map window.

Instant zoom in immediately zooms the map in to a point at the centre of the current map.
Instant zoom out immediately zooms the map out from a point at the centre of the current map.
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Other Map Functions
Additional buttons also control the appearance or behaviour of the map.

X K ¥R A ERQN &AL [F] 6 o b e d -5

Print the
current
map

Identify
Points or
Areas

Show or Hide
point labels

Identify Points or Areas enables you to click on the map and receive some information about
the location you clicked upon. Depending on wether you are planning 'points' or ‘areas’ you will
receive different information.

For example :

Identify X

- Store 12344

“‘ll) Aktribute 1 @ Mok set
: Aktribuke 2 ¢ Mok sek
Aktribuke 3 5 Mok sek
Attribuke 4 ¢ Mok sek
Aktribuke 5 ¢ Mok sek

Territory name : South East

Do ol wish ko zoom Ehe map bo khis kerritory?

Hlustration 12: The Identify tool

Attributes can be set using the 'Point loader' tool described below. When a point or area has
been identified you also have the option of zooming the map to show the entire territory that the
point or area is assigned to.

Show or Hide point labels enables the text used to label your points on the map, such as
stores or outlets, to be hidden or displayed. Sometimes where many points are located in close
proximity to one another it can be useful to remove the labels for clarity. Note that labels will
only appear when you have zoomed in to the map some way. Using the button when labels
would not normally be visible will have no effect.

Print the current map will enable you to print the map to either A3 or A4 sized paper by creating
a PDF document with the map included on it. Note that the map you see and the map that
appears will vary slightly as the map in the application is square whereas the map in the PDF is
rectangular. The changes required to make the map 'fit' may require some tweaking of your map
to ensure that the output is as you wish.

The remaining buttons on the tool-bar will be explained later.
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BUILDING TERRITORIES MANUALLY

Territories can be built manually using the map to select the items that will be allocated to a
territory. The method involved in creating territories for points or areas differs substantially so will
be dealt with separately here.

Building a territory of point locations

Before assigning locations to your territory you will need to ensure you have at least one territory
created, and selected, before continuing. If you have not created any territories yet then follow
the steps above. The exception to this rule is where territories are to be created automatically
when importing a file of locations, further details of which can be found further on in this
document.

Now, navigate the map to the area of the country you are interested in creating your territory for.
In this case we have navigated to the South East of England :

“= Online Territory Planner,

Franchize Type Storss |
p— s Rl O
Sample Franchise Vl [% [% [g [% | 1 | E{ ® &
& Mercator GeoSystems 2007 °
amdononthe Hill , Canvey b
Ozl = 2 2
Teritary
|South East v|
| Zaom | | Edit | | Delete | | Print | al Risa
Sok Sireed Frer sy T|‘I‘:I.I'EH
" ariable Cont . MinstziMansion
G . Teynham Yorklatis
fona G
stone Green Elurt:lam e PR . Hars_dan
. [l D-"'l_k“'k CANTERBURY ;b e
Kll'lgE.- I:Irillb Whidsions Cre e Bridge Easiny
asion o . = -
b Langley Heath g FAylsham no
diow  1aHing o Charing Chal_lock Carringsiong  Eyihome %
: : 5 . a - King=d
PDEFG[?GH h'h"‘_j&"' Hzadcom o Elham 5 :
Store details & e Hnre by : " Smarden el " Dorsok Sover g
- . = Bitha redan Braboume Lees .
s Find Goudhurst Btldordan © Shadexhumt  + : E
Allocated to ; I:I Lamberhurst ~ Cranbrock . - b e
: 3 : Tememen | . £
dhurst HoreBi : Mot
R G : " Rohanden Maw Bag
Wariahle Count Ticahurst Hawkhurst  * . 5
: " Sandhurst i
Hurs1 Greean . WMarf.I'H m
Buwash Morthiam
- 2 Han
Is Torwn Broad Oak B
Sadledcombs ©
Bafte  \iestlied
Azzign Remove moncews: Kinfigld Srewhurst
' Hasting s/Baxhill

lllustration 13: Zoomed in to an area

Now we choose the 'Add a point' tool on the tool-bar and select the appropriate kind of point to
add. When adding points there are three types of points that can be added. Although the
terminology can be changed the three kinds relate to 1) the points that are being 'managed' as
part of the territory, 2) the point that represents the 'manager’ of the territory and 3) 'other' points
such as potential stores or outlets. The latter two types of point are optional and do not need to
be used if not required.
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In this case we can add a 'Store', 'Area Manager' or 'Potential Store'.

|0 -0 o | o o &~
|E| add a Store

2 | Add a Area Manager

@ Add a Potential Store

lllustration 14: Adding a point

We will add a 'Store'. With this tool selected, we now click on the map at the location of the
required store. In this case we know we have a store in the town of "Wye' in the centre of the
map so we click on it. When we do this a prompt appears for a name, or label, for the point :

Add a Store

Enter a name far thig new Store ;

Stare 1234

I (] || Cancel |

lllustration 15: Entering a point name

Click on OK and the point will be created, added to the map, assigned to the selected territory

and shaded in the appropriate colour. This step can be repeated a number of times to create
your store locations.

In this case we have added a number of stores to our territory, and also an Area Manager. The
points are a circle shape and are shaded in the colour selected when we created the territory,
and the Area Manager is a star shape, also the same colour.

This is how our territory looks now :
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“= Online Territory Planner,

Franchize Tupe tMap | Stores|

Sample Franchise h B R i- REAEN [ BHAG | e o |(f8 el -

© Mercator GeoSystems 2007

Territan
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Hide other territories on map [ | Auto zoom : e
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Yariable Count Teynham Yorketis e
Area Managers 1 M Bredgar *  Favemstam ; el
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Azzign Remove e e

Hasling s/Baxhill
-

lllustration 16: Building a territory

The following section describes how to build a territory from areas, which you may like to skip if
this is not appropriate for you.

Adding points using a postal code

If you know the postal code of the location you are wanting to add, and your system has been
configured to allow this, then you can add points using this postal code. Click on the 'Add a
location using UK Postal code' button "®on the toolbar, just to the right of the buttons
described above.

Using this function you can repeatedly add points if you have their postcodes. If you have a
large number of locations then you may be better off using the 'Load points from a file' function
described below.

After clicking on the toolbar button the following form will be displayed :
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Add a location

Chooze the twpe of location your are adding.,
enter a map label and the location and then
press Add’

Type Store w

Mame / map label ;

Ik, Pogtal Code :

[] #dd to current teritary

| Cose || add |

lllustration 17: Add a point using Postal
code

First, select the type of point you are adding. This will vary according to your specific
configuration but could include such types as 'Store’, 'Client’, 'Customer’, 'Manager' etc. Next,
enter the label to use when displaying the point on the map and finally enter the Postal Code.

If you wish to have the point allocated to the current selected territory then tick the 'Add to
current territory' box before clicking on Add.

The form will remain displayed on the screen after clicking Add to allow you to enter multiple
locations. When you have finished entering locations, click on Close to hide the form and return
to the main application.
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Building a territory of areas

Before assigning locations to your territory you will need to ensure you have at least one territory
created, and selected, before continuing. If you have not created any territories yet then follow
the steps above.

This example is based on building a territory from Postal Sectors. We have created a territory
and have navigated the map to the South East of England :

“n Online Territory Planner ( =D |;||§||X|

Map Tenitnl_l,l|

B E R K i- R RN &P R[5 - d s d -

-0 Mercator GeoSystems 2007

Franchize Type

Area Franchise

70 EfolGm

Territary
| South East w |
Hide ather territories on map [] Auta zoom
| Zoom | | Edit | | Delete | | Print |
" ariable Cont
Area [Sq Mile) 0
Hougeholds a
AB Social Grade a
1 Social Grade a
C2 Social Grade a
DE Social Grade 1}

| Export | | Clear | | Mew |

Posztal Sector details

Posztal Sectar Fird
Allocated to I:I

ariable Count

Azgign Remowe

Cloze

lllustration 18: Zoomed in to the territory area
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Now that we have zoomed in the areas (Postal Sectors) are now visible and can be clearly seen.

Allocating areas to a territory can either by done individually or in 'bulk’. To add areas
individually click on the 'Select' tool [ on the tool-bar.

You can now click on areas on the map to select them as potential candidates for assigning to a
territory. Note that selecting them does not actually assign them. To select multiple areas press
and hold the Ctrl key on your keyboard whilst making your selections.

“= Online Territory Planner,

Franchize Type

Area Franchize

- Mercator GeoSystems 2007
ol s 79 EklcoiGH

Territan

| South East v |

Hide other territories on map [ &uto zoom
| Zoom | | Edit | | Delete | | Print |

Y ariable Count
Area [Sq Mile)
Housgeholds
AB Social Grade
1 Social Grade
C2 Social Grade
DE Social Grade

oo oo o

| Export | | Clear || Mew |

Fostal Sector details

Postal Sector (CT4 5, THN256,C° Find
Allocated to

ariable Count
Area [Sq Milg] a7
Houzehalds 13236
AB Social Grade 2378
C1 Social Grade 4226
C2 Social Grade 1.776
LE Social Grade 4,856

Cloze

lllustration 19: A number of areas selected on the map
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Here a number of areas have been selected in the centre of the map and are clearly shaded in a
yellow colour. In addition some summary statistics are available for this selection in the bottom

left of the application :

Wariable Count
Area [Sq Mile] ar
Houzeholds 13.236
AB Social Grade 2,378
C1 Social Grade 4,226
C2 Social Grade 1,776
DE Social Grade 4,856

lllustration 20: Selection statistics

This data can be used as a basis for deciding wether or not to assign the selected area to a
territory.

When you are happy with your selection, you can click on Assign to assign these areas to the
current selected territory.
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“= Online Territory Planner,

Franchize Type

Area Franchize “ |

Territan

| South East v |

Hide other territories on map [ | Auto zoom

| Zoom | | Edit | | Delete | | Print |
Y ariable Count

Area [Sq Mile) ar

Households 13,236

AB Social Grade 2,378

C1 Social Grade 4,226

C2 Social Grade 1.776

DE Social Grade 4,856

| Export | | Clzar || Mew |

Fostal Sector details

Pogtal Sector | | ||

Allocated to I:I

ariable Count
Area [Sq Milg]
Houzehalds

AB Social Grade
C1 Social Grade
C2 Social Grade
DE Social Grade

oo oooo

Azzign Remove

Cloze

-8 Mercator GeoSystems 2007

Tenitnl_l,l|

R i- @

= 79 kol G
Clifke Miods -

lllustration 21: Assigned area to a territory

We can now clearly see the territory, shaded in the green colour we chose for it when creating

the territory.

mouse, click and drag a rectangular area covering the area you wish ~ to select 'en masse'.
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“= Online Territory Planner,

Franchize Tppe

Area Franchise w |

Termitary

| South East w |

Hide ather territories on map [ Auta zoom
[Zoom]| | Edt || Detete | | Pint |

Wariahle Cont
Area [Sg Mile) ar

Hougeholdsz 13,236
4B Social Grade 2,378

C1 Social Grade 1226

C2 Social Grade 1.776

DE Social Grade 4,856

| Enport | | Clear | | Mew |

Posztal Sectar details

Posztal Sector Fird
Allocated ta I:I

Yariable Count
Area [Sq Mile)
Hougeholds

AB Social Grade
1 Social Grade
C2 Social Grade
DE Social Grade

[ e e s Y o |

Azgign Remowe

Cloze

lllustration 22: Selecting areas using a box

When the left mouse button is released, the areas in or partially within the rectangle will be
selected :
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“= Online Territory Planner,

Franchize Type

Area Franchize “ |
Territan

| South East v |

Hide other territories on map [ | Auto zoom
[Zoom]] | Edit || Delete | | Pint |

Y ariable Count
Area [Sq Mile) ar

Households 13,236
AB Social Grade 2,378

C1 Social Grade 4,226

C2 Social Grade 1.776

DE Social Grade 4,856

| Export | | Clzar | | Mew |

Fostal Sector details

Postal Sector (CT134,CT187.C Find

Allocated to [Mane]
ariable Count
Area [Sq Milg] 127
Houzehalds B0.337
AB Social Grade 12533
C1 Social Grade 13,682
C2 Social Grade FER3
LE Social Grade 21.452

AD Mercator GeoSystems 2007
it B (Medway) .

far ehusl  Hwldwrs 2
urs1

lllustration 23: Selected areas

This new selection can then be added to the territory if required, or extended by dragging a new

box whilst holding the Ctrl key down.
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LOADING POINTS FROM A FILE

If you have existing points defined in a spreadsheet or database you can load these points into
our software.

When loading location data from a file you have two options for how the actual location of the
point is to be found. The first option is to use some kind of location 'name' such as a Postal

Code. Your method of identifying locations will have been selected when you signed up for the
software. The second option is to use map coordinates if you have them available.

To load points click on the 'Load points from a file' tool 5. This will open the Load Data form :

‘== Load data

File to load

[] File contains a header raw

Browse Fead

Location calurit ; | v| Co-ordinates

Label column : | w |
Termitony column | A" |

Type : | Stare w | Cancel Upload

lllustration 24: Loading point data

Your data should be in a comma separated text file, which is easily exported from Excel, Access
or other document types. You can include a header row if you wish as it may make the import
easier.
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You data can be in a number of formats. At a minimum you will need either a 'location' column
(such as a postcode) and a 'label' to label the point with on the map or alternatively a pair of X &
Y coordinates and a map label.

You may also, optionally, include an existing territory identifier (see below for more on this) and
up to 5 additional 'attributes' which will just be loaded with your points. These 'attributes' will be
loaded into the database and will be visible when using the 'ldentify' tool. They will also be
exported back 'out' of the system when you 'Export points to a file'.

Firstly, use the Browse button to find your file.

Import point file...

Look, in: |_,i' mgOnlineT emtoyPlanner V| J T" o El'

1 example, csy
ﬁ export_managers.csy
ky Recent export_points, cev
Documents manager_locations.csy

postcode_poinks, csy
@ postcode_painks_w_atkr csv
pub_locations, csy
south_east_skores,csy

Desktop

by Docurnents

58

ty Computer
.:-_‘] File narne: || w | [ Open l
by NeTu:Drk Files of type: | Text File [7 tat, * cav) w | [ Cancel ]

lllustration 25: Browsing for a file

When you have found your file, click on Open. If the file includes a header row (a row in the file
that just lists the column names) then check the 'File contains a header row' box. When you are
ready, click on the Read button to actually load the file into the 'holding grid'.
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‘== Load data

File to load ;
b:4ProductstmgOnlineT enitoryPlannerseouth_eas | | Browse Read
File containg a header row
LOCATIOM LABEL TERRITORY el
4 TH 25 BB Store 1234 South East (=1
FET4 GLA Stare 4567 South East a7
tME13 9BE Store 9876 South East B0
THZE 3FB Stare 3852 South East =9
CT12 BMA Stare 3283 South East B3
CT187PQ Stare 3952 South East G2
TH3 FRL Store 1112 South East a9
TH18AIH Stare 9731 South East a8
*
£ >
Location colurmn: | LOCATIOMN w | Co-ordinates
Label column : LABEL w #: [¢<None>> 8
Termitory column: | <<Nones» w| T [¢<Nonex>
Type Stare w Cancel Upload

lllustration 26: Data being loaded

When the data is loaded into the central 'grid' you must then select which columns contain which
piece of information using the drop-down lists in the bottom half of the window.

If you specify a 'Location column' and X & Y coordinates then the X & Y coordinates will be used
to load the data.

Territory considerations

When loading points there are a number of scenarios with respect to how the points are (or are
not) allocated to territories depending on whether or not you have created any existing territories.

If you have not created any territories, and you do not include or specify a 'Territory
column’, then points will be loaded and not assigned to any territories. They will need
assigning manually later.

If you have created some territories, but have not included or specified a 'Territory column
then all points will be loaded into the territory you have currently selected on the main
window of the application.

If you have not created any territories, and have specified a 'Territory column’, then a new
territory will be created for each of the territory identifiers and assigned a random colour.
The points will be assigned to the appropriate territory as specified in the file.

If you have created some territories, and have also specified a "Territory column', then, if
when loading points the appropriate territory identifier already exists then the point will be
assigned to it, otherwise a new territory will be created, as above.
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If you are using the system in ‘point mode' then you can load your current territory definitions
along with the points. In 'area mode' then points are said to belong to territories if they are
‘contained’ by them so an existing territory identifier is not relevant.

When you have selected the correct columns that match your data, you can select the kind of
point that you are loading. In this case we are loading 'Stores' (your list will contain whatever
point types are relevant for your business).

Each point is loaded and a progress bar displayed to indicate when the load will be completed :

Load progress

Ilploading Store 9283,

lllustration 27: Loading points progress bar

If you are loading points using a 'Location column', such as a Postal code, and the location
cannot be found then you will be warned about this at the end of the load and will need to create
the point manually.

Load data §|

] The Following locations could nok be Found and will need to be loaded manually :
- TH1E 1%x (Store 97310

lllustration 28: Warning about points that cannot be loaded

Loading tip... When you have read your file into the 'grid' using this method, you can actually
add, edit and remove rows in the grid.

To add a row, simply fill in the details on the bottom, blank, row.
To edit a row, double click on the grid 'cell' and type in the new value
To remove a row, click on the row 'side-bar' and then press the Del key on your keyboard.

Note : making changes to the rows in the 'grid’ does not make any changes to your original text
file.

Exporting points out of the system

To export points out of the system to a CSV file on your computer use the 'Export points to a file
button on the map tool-bar - to select the type of point you wish to export, and then choose a
location to save the file to.

If you loaded any additional 'attributes' when you loaded you data above then these will be
exported back out now also.
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OTHER TERRITORY FUNCTIONS

With your territories created there are a number of useful functions that can performed using the
software. The buttons and controls relating to these operations are in the Territory panel on the
main application window.

T ermitany

South East v
Hide ather teritaries on map [ Auta zoom
| Zoam | | Edit || Delete || Prirt
Wariable Count

Stores 7

| Clear || MHew |

lllustration 29: Territory functions

Some of these buttons have already been described above, but the remainder will be
documented here.

The drop-down is a list of territories for the current selected franchise. Changing the selected
territory will firstly re-load the list of 'statistics' for the newly selected territory, and secondly set it
as the 'target' for any allocation / de-allocation activities (see below).

Territory map zooming

The Zoom button will zoom the map to show all the units allocated to the territory that is currently
selected. If the 'Hide other territories on map' check-box is ticked then any neighbouring
territories will not be visible. This is useful when territories are densely packed to show the
territory more clearly or for presentation purposes when we just want to focus on one particular
territory. See the illustrations below for the result of this.
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“= Online Territory Planner,

Franchize Type

Area Franchise w |

Territarny

| South East w |

[] Hide other teritories on map [ Auto zoom
[Zoom1] | Edit || Detete | [ Pint |

" ariable Cownt
Area [Sq Mile) ar

Households 13,236
AB Social Grade 2,378

1 Social Grade 1,226

C2 Social Grade 1.776

DE Social Grade 4,856

| Export | | Clear | | Mew |

Posztal Sector details

Pasztal Sectar Fird
Allocated to I:I

Wariahle Count
Area [Sg Mile)
Househalds

AB Social Grade
C1 Social Grade
C2 Social Grade
DE Social Grade

oo oo oo

Azgign Remowe

Clase

Map | Teritary |

O Mercator GeoSystems 2007

lllustration 30: Zooming to a specific territory, without hiding other territories

The 'Auto zoom' check-box will automatically re-zoom the map whenever the current territory is
changed in the drop-down. Effectively this is akin to pressing the Zoom button for you.
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“= Online Territory Planner,

Franchize Type tan Territnry|
Area Franchize w | |
© Mercator Geo Systems 2007 -~ ]
mpdetls TS 3
Territarny a
| South East v |
Hide other territories on map [ | Aubo zoom e
[Zoom1] | Edit || Detete | [ Pint |
" ariable Cont
Area [Sq Mile) ar
Households 13,236
AB Social Grade 2378 CT33
1 Social Grade 1,226 477 .
C2 Social Grade 1.776 .
DE Social Grade 4,856 CT
Carringsiona
| Export | | Clear | | Mew |
Posztal Sector details [
Postal Sector Find
Allocated to : I:I 157
Wariahle Count
Area [Sg Mile) i] =
Houzehalds a 3
AB Social Grade 0 B boumo Lo ) .
C1 Social Grads 0 e S
C2 Social Grade a ) )
THZG3
DE Social Grads 0 =0 e
Azzign Remove D *-
[

lllustration 31: Zooming to a specific territory, hiding the other territories

Territory printing

The Print button is useful for creating presentation material or for disseminating territory
information across your organisation. Upon clicking on this button a PDF document will be
created and displayed showing the selected territory.

The first page consists of an image of the map showing the territory and the units allocated to it.
Beneath this are the territory details that were entered when the territory was created (the
territory name, the manager, account number and any notes). Also included are any 'statistics'
relating to the territory.

The second, and subsequent, pages contain a list of the units (either points or areas) that are
currently allocated to the territory.
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lllustration 32: Printing a territory to a PDF

When the PDF is open then the document can be saved externally, printed or emailed using the

appropriate option on the 'File' menu.
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AssIGNING PoINTs OR AREAS TO TERRITORIES

One of the principal tasks relating to territory management is the allocation and de-allocation of
the units that make up the territory. In the case of this software that can be either 'areas' such as
Postal Sectors, or 'points' such as stores or outlets.

The steps above have outlined how to create territories, either manually or, in the case of point
territories, by loading points from a file. This section will describe how to amend these territories.

Changing the areas or points that are allocated to a territory is a 3 step process :
Firstly, select the territory that you wish to change in the drop-down list.

The, using one of the 'Select' tools select the points that you wish to either remove from
the selected territory, or assign to it.

Then click the appropriate button, either Assign or Remove.

Selection tools

The tools for selecting points or areas can be found on the map tool bar.

Clear
selections

Select
using a box

i R Ji- IR R K &AL |60 |ed &

Select
visible
'stores’

Select individually allows you to select individual points or areas by clicking on them with the
mouse. To add to your selection press and hold the Ctrl key whilst clicking the mouse.

Select
individually

Note : When working with points, you do not need to click exactly on the point, as the point
nearest your click will be selected.

Select using a box lets you select all the areas or points within a box. This tool works the same
way as the 'Zoom into a box' tool.

Select visible 'stores’ automatically selects all visible 'stores' on the current map. This button is
only enabled for 'point' territory planning systems.

Clear selections clears any current selections.

Selected points or areas will be shaded yellow to make them clearly visible. Note that territories
cannot be yellow.

Re-assigning 'points’

So, for example, the work-flow to move 3 points from 'Territory A' to "Territory B' is thus :

Select 'Territory B' in the territory drop-down list with either the 'Auto zoom' enabled or
zoom to it manually.

Using the appropriate selection tool select the points you wish to re-assign.
Now change the selected territory to 'Territory A', notice how the Assign button is now
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enabled.
- Click on the Assign button to re-assign these points to "Territory A'.
If the points are already assigned (as they are) you will see a warning about this :

UETT X

' These Stores (Store 5852,Store 1112, 5tore 9992) are already assigned ko the 'Territory B territary,
. Do wou wish to proceed?

L tes J[ o

lllustration 33: Reassignment warning message

Clicking Yes will remove the points from 'Territory B' and assign them to the selected
territory, in this case 'Territory A'.
Re-assigning 'areas’

Re-assigning areas is very similar except for one important difference — areas can be assigned
to multiple territories, whereas points can only be assigned to one territory. This means that to
'move' points from one territory to another, as in the example above, you first need to 'Remove'
them from the first territory. The complete work-flow is then :

- Select 'Territory B' in the territory drop-down list with either the 'Auto zoom' enabled or
zoom to it manually.

- Using the appropriate selection tool select the areas you wish to re-assign.
- Click on the Remove button to remove them from Territory B. Your selections will remain.

«  Now change the selected territory to 'Territory A', notice how the Assign button is now
enabled.

- Click on the Assign button to re-assign these areas to 'Territory A'.
If you had not first removed the the areas from 'Territory B' you would see a warning about this :

Warning [|

' These Poskal Seckors (TM254,CT4 §,CT4 7, TRZSS) are already assigned to the Territary B' territary,
. Do wiou wish ko proceed? The Poskal Seckars will be allocated ko bakh territaries.

[ fes | [ Mo ]

lllustration 34: Reassignment warning message

Clicking Yes would assign them to the selected territory, in this case 'Territory A' as well as
having them assigned to 'Territory B'. This can be confusing, and is not recommended, but is
sometimes a business requirement so is supported.
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AuTtomATIC TERRITORY ASSIGNMENT

If you have the optional automatic territory assignment enabled then an additional button, 'Auto’,
will be present in the Territory section of the application :

Territany

a0 w
Hide other temitories on map [ ] Auto zoom
| £00m | | Edit | | Delete | | Frirt |
" ariable Count

Area Managers 1

Stores il

| Clear || P e |

lllustration 35: The 'Auto’ button

The automatic territory assignment function allows your territories to be defined automatically,
based on driving time between the units of allocation (such as Postal Sector, store or customer)
and some defined 'base' such as an Area Manager's or Head Office location. For each 'unit' the
closest 'base’ is found and the unit is assigned to it.

The behaviour of this function varies between the different planner types, 'point' or 'area’, and as
such will be explained in more detail below.

Automatic Planning of Point Based Territories

Broadly speaking the automatic planning of point based territories works in two modes; via a
map selection or based on what is visible on the current map. The planner takes the 'allocation
units' (such as store or pub) and allocates them to the nearest 'area manager'. If an 'area
manager' is already allocated to a territory then the territory is modified according to the planner's
results. If the area manager is a new point, or is otherwise un-allocated, then a new territory is
created. Note : if two ‘area managers' supplied to the planner are part of the same territory then
a territory will not be created for each manager — they will share the same territory.

Planning of points using the map selection

Planning territories with a map selection enables you to exercise more control over what points
are sent to the planner. This allows for a fine degree of control over what can potentially be
changed by the planner. For example using the selection mode enables you to create a new
location and see which area manager it should be assigned to.

Below is a series of screen shots that shows a typical sequence of steps involved using this
method. This example begins with a number of locations ('stores') in the South East of England
and one Area Manager and a territory which has all the stores and area manager assigned to it.

This example will show a new area manager being created and the planner being used to
automatically re-assign points to the new area manager (and hence territory) where appropriate.
Using the selection method allows us to exclude an individual store from re-assignment, for
which there may be a good business reason.
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lllustration 36: The existing network of stores

Here we see the existing network of stores and the single 'South East' area manager and

territory.
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lllustration 37: The new Area Manager added to the map

The map now shows the new Area Manager to the right of the centre of the map. Now we can
select the points we wish to have the planner work with.
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lllustration 38: Map of selected points

Now we have selected the points we wish to include. Note that the point in the top right of the
map has not been selected. We wish to leave this point assigned to the South East area
manager and hence exclude it from the planner.

Now press the Auto button to plan the new territories. After a delay, the length of which
depends on the number of points being planned, a new map will be drawn and the updated
territories available for review.
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lllustration 39: New, automatically created, territory map
Here we can clearly see the new territory on the map and in the territory list.

A new territory has been created with the name, 'New Area Manager — 1:25 pm'. This is based
on the name of the area manager and the time at which the planner was ran. This enables you
to identify automatically created territories quickly and easily.

Note that the point that was excluded from the planner in the top-right of the map is still allocated

to the 'South East’ territory.
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Planning of points using the current map

Planning territories via the current visible map allows you to plan many more points. This
method is more useful when planning points over the entire country, or for densely packed
points. To plan territories using this method simply ensure that no points are selected. You can
click on the 'Clear Selections' [ tool button to remove any selections.

Using the example from above, when you press the Auto button you will first be prompted that
the planner may take a while to run with no selection, although this is typically only a concern
when there are many hundreds, or even thousands, of points. Even then the planner will only

typically take a few minutes.

\'::‘) Running with no selection may take a long time,

Are wou sure you wish to do this?

L ;es J [ Mo

lllustration 40: Planner warning message

Saying 'Yes' will allow the planner to continue, with the result that all visible points are assigned
to their nearest Area Manager (now including the point that was previously excluded) :
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lllustration 41: Results from running the planner with no selection
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Automatic Planning of Area Based Territories

Planning areas is similar to planning points in that you can work with a selection or with the entire
map. The principle is the same in that using a selection allows you to restrict the areas and
'managers' that are considered for assignment. Remember that for area-based systems, such
as those based on Postal Sectors, if you plan large areas with no selection you will potentially be
including thousands of areas which may take time to plan.

A key concept with 'area' based systems is that you must create points that represent 'Area
Managers'. This is not a requirement for manually created territories as you control the
allocation, but in order for the automatic planner to work it has to have a series of locations which
can be compared against when choosing how to allocate the Postal Sectors.

With these requirements understood the planner is easy to use and and understand.
For example consider this situation with three Area Managers in the South East of England.
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lllustration 42: The existing Postal Sector based territories

In this case we wish to automatically plan the entire area, so with no selection we simple click on
the Plan button.
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lllustration 43: New, automatically planned territories

After the planner finishes the new territories are displayed. As with the point-based planner
above new territories are created with a name based on the area manager and the time the
planner is executed.
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APPENDIX A — CONTACT DETAILS

Help desk

If you experience any issues with either the software, or this documentation, please contact us
on this email address :

helpdesk@mercatorgeosystems.co.uk.

Or on this telephone number :
UK : (0114) 235 3409

Or using Skype to this Skype name :
mercatorgeosystems

Or via the web :
http://www.mercatorgeosystems.com/contactus

Bugs

If you are sure you have found a bug, or wish to see if a problem has already been raised and
want to inspect it's status please register with us here :

http://bugs.mercatorgeosystems.co.uk/

Documentation
The most up to date version of this document will always be located here :

http://www.mercatorgeosystems.co.uk/mgOnlineTerritoryPlanner/docs/User Guide.pdf
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