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Hierarchy Access Basics

Sodexo hierarchy access is not automatically assigned and must be requested and
updated by users as their roles and responsibilities change. The type of access
requested will depend on your role’s financial responsibility. You should request the
highest level of access which contains all cost centers for which you have financial
responsibility.

Sodexo Hierarchy Organization Levels

Sodexo organization levels are consolidations that are automatically updated based
on changes to Sodexo’s organizational hierarchy.

Hierarchy Organization Level|Usage

Typically used by a finance director, president, or
10 Level — North America other senior leadership role. Includes all cost
centers in North America.
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Typically used by a finance director, president, or
20 Level — Country other senior leadership role. Includes all cost
centers in the country.

Typically used by a finance director, president, or
30 Level — Division other senior leadership role. Includes all cost
centers in the division.

Typically used by a finance director, senior vice
40 Level — Area president or other similar leadership role. Includes
all cost centers in the area.

Typically used by a finance director, regional vice
50 Level — Region president or other similar senior leadership role.
Includes all cost centers in the region.

Typically used by a multi-loc controller, DM/CE or
60 Level — District other similar senior leadership role. Includes all cost
centers in the district.

Typically used by a controller, DM/CE or other
70 Level — Sub-District similar senior leadership role. Includes all cost
centers in the sub-division.

Typically used by a controller or general manager.
Mainloc — Consolidation by Includes all cost centers with the same first 5 digits,
Service that fall within the same hierarchy level and have
the same service category.

Typically used by a controller or general manager in
schools. Includes all cost centers that fall within the
defined profit center.

Profit Center — Consolidation
of Cost Centers

Typically used by an in-unit manager. Access is

Cost Center — Individual Unit only to the identified hierarchy.

What Access Level do | need?

To determine your correct access level, ask yourself the following questions.
Q. What cost centers do | have financial responsibility for?

Q. Am | responsible for all cost centers within the profit center?

If yes, continue to the next question.
If no, request those cost centers for which you have financial responsibility.

Q. Am | responsible for all profit centers within the Mainloc?

If yes, continue to the next question.
If no, request those profit centers for which you have financial responsibility.

Q. Am | responsible for all Mainlocs that fall within the sub-district?

If yes, continue to the next question.
If no, request the Mainloc for which you have financial responsibility.
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Q. Am | responsible for all sub-districts that fall within the district?

If yes, continue through 10 level access or until you find the correct level of access.
If no, request the sub-district for which you have financial responsibility.

Validate your Access

Log into E=Vision and review your current security access using the link in the
Reference section.
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Standardized Reporting

April 04, 2023

Welcome Chapman, Susan E

o @D

English |w
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“ DRIVE Analytics

E=Vision

© Sodess 2023, Intemal Confidential

= Select “View/Request E=Vision Security Access”
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Dashboard Role / View

Your E-Vision security group is auto assigned based on your HR job code. If
you do not have an auto assigned role or need to request an exception role,
use the Dashboard Role request form on the Information Security Access
Request system within the Operational Metrics Dashbeard section.

Go to: Information Security Access Request System u @

Evision POV E=Vision Job Role

Above Unit Senior Vice President

Hierarchy Access

Hierarchy access is manually updated based on user reguests. Ifthe
hierarchy listed below needs to be updated, complete a Brio Report Portal
request form on the Information Security Access Request system within the
Finance section. The E=Vision application will default to the first location at
your highest level of access. Use the hierarchy selector to view a different
hierarchy within your access.

Go to: Information Security Access Request System n @

Login ID Hierarchy Access Hierarchy Org Level
schapman 10-00001 10

= Your current hierarchy access can be seen in the bottom section. If you have
multiple hierarchies within your access, use the scroll bar to view all access.

Reporting Hierarchy and SmartView/Essbase
Access Form

Hierarchy access requests are completed using the Reporting Hierarchy and
SmartView/Essbase Access form on the SoUnified system. If requesting access for
cost center, profit center or Mainloc, use the Reporting Hierarchy In Unit request
process. If requesting access for 70 level through 10 level or Admin levels, use the
Reporting Hierarchy Above Unit request process.

Accessing the Form

Access SoUnified and complete the following steps:
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sadexb SoUnified 8 Ghopman s

1 it Optons < Service Catalog search BN

My Saved Filters

Favorites
0 o0
Application Portfolio .’|\'|}|I 0,0.0 g@“ O'O‘b
sm
Local IT Services - COEU ADP-SAP General Ledger Mapping Comprehensive Receivables Solution Contract Management Dashboard and Reporting Roles
Noram application (CRS)
NorAm identity & Access Requests |
NBO
Operations
'—'E' G P % %P
o) k] d'o o
Frontier (Bank Recon) Profit and Cost Center Creator Reporting Hierarchy and SAP Fiori Applications
SmartView/Essbase Access
Applications FM/Qualité/transvers:

Select the Service Request Icon.

Expand the NorAm ldentify & Access Requests section.

Filter to Finance requests.

Select the Reporting Hierarchy and SmartView/Essbase Access form.

A

After opening the request form, review your Employee Details and current hierarchy
access. To submit a request for another employee, use the beneficiary drop down. To
search, begin typing the employee name.

.~ Reporting Hierarchy and SmartView/Esshase Access

access for BRIO, E=Vision, Enterprise Analysis, STEP, SMART, OMD, CCOR etc.

Q0 Add to Favorites

Employee Details ~
My Direct Reports To
Requester Name Beneficiary
man, Susan Chapman, Susan v
Title Email
Company Primary Address
| corp ESTA |
Primary Phone city
————— WA
Manager zp
ou Country
0ss
Cost Center Name Allocation Site
SI-EVISION ADMIN
‘Current Access Details ~

Assigned Cost Centers (View Only)

[J 10-00001 - SODEXO NA

Reporting Hierarchy In Unit Request
Scroll to the Request Details section to begin your access request.
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Request Details

Reporting Hierarchy & Smartview Access Application Information

Request Type *
; New Access / Add or remove assigned access

New/Update Access

Account Type *

Dashboard and Reporting Hierarchy access

Assigns hierarchy access for E=Vision, ENterprise Analysis, STEP, SMART, OMD, CCOR etc

3 [ select Al
[ 10-00001 - SODEXO NA
1. Begin by selecting a Request Type.
e New/Update Access — allows users to remove old access that is no longer
needed or add new hierarchy access.

¢ Delete Access — Eliminates hierarchy access for the user.

2. Next select the Account Type.

e Dashboard and Reporting Hierarchy Access — allows user to update their
hierarchy access for standardized reporting tools like E=Vision, Enterprise
Analysis, E=Planning, Static Reporting, etc.

e SmartView Cubes Access — allows user to update their SmartView/Essbase
access hierarchy (separate from dashboard and reporting hierarchy access) and
the data cubes where they have access.

3. Review your current access and place a check mark next to all hierarchies you want
to keep. If no new access is needed, skip to the final step.

Please note, any unchecked cost centers will be removed.
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4. To add access, select yes to the add new hierarchy access question.
5. Operational users should select Unit to the Org Level Access question.

e Unit allows hierarchy selections for Mainloc, Profit Center or Cost Center.
6. Within Select a Data Type enter the desired hierarchy level.

7. Select the desired hierarchy from the drop down. To search begin typing the
hierarchy number. As you enter the hierarchy, the tool will begin listing active
hierarchies based on the data entered.

e View your selections below within Selected Access. To remove any newly
selected hierarchies from this section click Edit and then edit as desired.

e If Mainloc level was selected, view all cost centers included in the Mainloc within
the Selected Mainloc Cost Centers.

8. Enter any notes as desired.
9. Once completed, submit the request for the approval process.

Once approved and completed by access management, the new role will be visible
within standardized reporting tools after an overnight update.

Reporting Hierarchy Above Unit Request

Scroll to the Request Details section to begin your access request.
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Request Details

Reporting Hierarchy & Smartview Access Application Information

Request Type *
f New Access / Add or remove assigned access

New/Update Access

Account Type *

Dashboard and Reporting Hierarchy access

Assigns hierarchy access for E=Vision, ENterprise Analysis, STEP, SMART, OMD, CCOR etc

3 [ select All
[ 10-00001 - SODEXO NA
1. Begin by selecting a Request Type.
e New/Update Access — allows users to remove old access that is no longer
needed or add new hierarchy access.
¢ Delete Access — Eliminates hierarchy access for the user.

2. Next select the Account Type.

e Dashboard and Reporting Hierarchy Access — allows user to update their
hierarchy access for standardized reporting tools like E=Vision, Enterprise
Analysis, E=Planning, Static Reporting, etc.

e SmartView Cubes Access — allows user to update their SmartView/Essbase
access hierarchy (separate from dashboard and reporting hierarchy access) and
the data cubes where they have access.

3. Review your current access and place a check mark next to all hierarchies you want
to keep. If no new access is needed, skip to the final step.

Please note, any unchecked cost centers will be removed.

De you wish ta add new hierarchy access? *
Yes et
Org Lewel Access *
I you dio nat krow what Org Levels you need access 1o, please contact your manager of your
Abave Unit ~ account request appraver.

7 I 30-00002 - UNIVERSITIEY b

Selected Access

Edit Selected Access

Cancel
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4. To add access, select yes to the add new hierarchy access question.
5. Non-Operational users should select Above Unit to the Org Level Access question.

e Above Unit allows hierarchy selections for North America through Cost Center
level and Admin level hierarchies.

6. Within Select a Data Type, choose the desired hierarchy level.

7. Select the desired hierarchy from the drop down. To search begin typing the
hierarchy number. As you enter the hierarchy, the tool will begin listing active
hierarchies based on the data entered.

e View your selections below within Selected Access. To remove any newly
selected hierarchies from this section click Edit and then edit as desired.

8. Enter any notes as desired.
9. Once completed, submit the request for the approval process.

Once approved and completed by access management, the new role will be visible
within standardized reporting tools after an overnight update.

SmartView Hierarchy & Cube Access

If you require access to SmartView, also referred to as Essbase, scroll to the Request
Details section to begin your access request.

Request Details

Reporting Hierarchy & Smartview Access Application Information

Request Type *
New Access / Add or remove assigned access
‘ New/Update Access = ‘

Account Type *
2 ‘ Smartview Cube Views w ‘
Access 1o specialty data cubes for Smartview reporting. Includes access 1o Smartview, which
requires installation of Excel add on software

Org Level Access *

3 ‘Abwe Unit N ‘

1. Enter a maximum of & digits and an opticnal dash. *

‘ 30-00001 ‘ 30-00002

: 4
\. \
Select New/Update Access.

Within Account Type select SmartView Cube Views.
Within Org Level Access indicate if In Unit or Above Unit access is required.

¢ I[n Unit — For Mainloc, Proft Center or Cost Center level access and drives which
cubes are available for selection.

e Above Unit — For hierarchy levels from North America through Cost Center and
Admin level hierarchies and drives which cubes are available for selection.
4. Type in the hierarchies needed for SmartView/Essbase access. Hierarchy is zero
based so enter all hierarchy needed with this submission.

W=
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Standardized hierarchy access may be different from SmartView hierarchy
access. Hierarchy requests are currently separated within the access system.

assigned by default - please do net remove:

List of avallable Speciality Cubes

AIRINET

Speciality Cube Views To Remove

AIRINGT
Alr Lounges Essba:

BAL
Hala

BUDDW
Back End Budget Input Cube 1o SUPPOTT the ePanning Application

BuDI

|

Review & Submit

[S— |

5. Select from the two lists to add or remove any specialty cube access.
a. The top section adds access to specialty cubes. The four standard cubes all
SmartView users should receive have been pre-checked within the list.
b. The bottom section allows you to remove cubes from your current access.
6. Submit any notes as desired.
7. Once completed, submit the request for the approval process.

Delete Access

If all hierarchy access needs to be removed for an employee for either standardized
reporting tools or SmartView, it can be done using the below process.
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Request Details

Reporting Hierarchy & Smartview Access Application Information

Request Type *

s Delete all Dashboard and Reporting Hierarchy access
| Delete Access b |

2 | Dashboard and Reporting Hierarchy access 4 |

Notes

3

[ Review & Submit ] Cancel

1. Select Delete Access from Request Type.
2. Indicate the correct Account Type.

e Dashboard and Reporting Hierarchy Access — Removes all hierarchy access to
standardized reporting tools.

e SmartView Cubes — Removes all EDW (Enterprise Data Warehouse) hierarchy
and cube access.
3. Enter any notes as desired.
4. Submit the request for the approval process.

Support

Technical support: Contact the service desk at 1-888-667-9111

Access Request Issues: Contact the Access Management team by submitting a
general incident request using SoUnified.

Functional assistance or suggestions for E=Vision: Contact the Reporting &
Analysis team at ReportingAndAnalysis.Noram@sodexo.com
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