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‘What is ThinkTank®?

A Suite of tools that shorten cycle time for brainstorming, strategic
planning, product development, problem solving, requirements gathering,
risk assessments, requests-for-proposals, proposals, team decisions,
and other collaborations.

ThinkTank moves face-to-face or virtual teams through customizable
processes towards their goals faster and more effectively than any

technology or team process approach you have ever experienced
before.

* Generate creative new ideas.

« Distill ideas to the best few.

« Clarify and organize ideas & comments.

« Evaluate ideas, concepts, and the way ahead.
« Bring out diverse views and build consensus.
« Create solutions, results, and your future.

Be prepared to be surprised!

G
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‘Transform Problem Solving

ThinkTank builds in the discipline of an agenda, efficient
participation, work-flow, prioritization and decision analysis.

Anonymous brainstorming for ideas and comments are ideal
ways to capture the creativity and experience of your people.

ThinkTank Web 2.0 technology we use ensures that participants
need no prior training to participate so they can focus 100% on
solving problems and making decisions.

With ThinkTank all of the knowledge shared by participants is
captured and saved in documents and spreadsheets.

G
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'Using ThinkTank

: ThinkTank Key Activities ThinkTank Benefits
: Brainstorming activities provide an efficient way for Helps you capture ideas and
participants to organize ideas related to a group’s decisions from your team.

objective. Brainstorming assists groups in three

common group activities: No training is needed to be a

. . . . . Participant.
« Brainstorming and generating a list of ideas

W e offer face-to-face and virtual

« Organizing the ideas into categories = -
training.

* Adding detail by commenting on ideas
ThinkTank has world class help

Preference Voting activities enable users to rank screens.
priorities, preferences, goals, or any other list-able
items. A 24/7 help desk that is toll free for

o : L US and Canada.
Multi-Criteria Voting activities can help users solve

problems that require sophisticated analysis and A Session Leader
input from a team.
Drives the team of Participants

The Reports resource allows you to create and view through the meeting process.

a cumulative report of the current session.

: L Controls what Participants see on
Action Planner activities can help users collaborate : P
. T their screens.
and develop a list of next steps or action items. G
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E§ThinkTank Is On The Move

* For the past twenty years, GroupSystems’ software has enabled organizational
leaders to make stronger, faster decisions and empowered their teams to work
better, faster, and more efficiently than ever before.

« ThinkTank 3.0 is the first of a rapid series of investments we are making to extend
ThinkTank’s impact more broadly across an organization. As a result, ThinkTank
3.0 includes options that provide significant enhancements to the look and feel,
usability, voting tools, licensing, and user administration of the application.

* Inresponse to the different ways ThinkTank is used by our customers, ThinkTank
3.0 is now available in four different editions each offering distinct features,
licensing options and pricing.

G
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‘Four ThinkTank 3.0 Editions

Classic — tailored exclusively for existing clients who like ThinkTank just the way
it was.

ThinkSpace — For small organizations and teams or consultancies. ThinkSpace
can be licensed as 25 fixed seats or in a more scalable, flexible, pay-as-you-go
model, using our new Session Pass licensing model where each participant in a
session requires a Session Pass for the day. ThinkSpace is always hosted.

ThinkTank Pro — For Innovation Labs, Secure Communication Facilities and
Decision Theaters, or for Consultancies. With two server licenses for installation
behind corporate firewalls or on travelling laptops, and an optional hosted
ThinkSpace license to enable secure interactions with external or remote
participants.

ThinkTank Enterprise — with an enhanced feature set and an impressive

roadmap of leadership coaching capabilities to follow in forthcoming releases. In
Enterprise Edition, every employee can be a “leader”, enabling them to create,

invite, and manage sessions.
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‘ThinkTank 3.0 Enhancement Set

-
SEIEIE
Feature Description > g3 |%
Bug Fixes Standard bug fixes X| X | X |X
Performance Enhancements Regular performance enhancements X X | x|Xx
Documentation & Support Regular documentation and help updates X| X | X |X
Enhanced Look and Feel Fresher and more consistent look and feel X| X | X |X
Co-specific URL for ThinkTank | Each client has a unique ThinkTank URL X| X | X |X
Multiple Element Drag & Drop | Multiple Select drag, copy, indent, etc. X | X | X|X
Outlook/Notes Integration Session invites are now Meeting Requests X | X | X
“My Sessions” Dashboard Browse historical sessions X
Ballot Builder Wizard that simplifies creating voting ballots X | X X
Product Results in MC Voting | Show the product result of two voting criteria X | X | X
Decimal Voting Method Voting with for decimal, negative and zero X X | X |Xx
Named User Self-Management | Clients manage their licenses online X| X | X |X
Session Pass Licensing Pay-per-use licensing model X | X X
User Profiles Everyone is a leader now X
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‘ThinkTank Quick Start Topics

Voting Activities — continued

: Session Leader Activities

:  Login as the Session Leader
Starting a ThinkTank Session
New Session Wizard
Details Tab
Settings Tab
Agenda Tab
Invite Tab — Email Invitations

Brainstorming and Organize Activity
:  The Unique Session URL
Participant Login
Begin a ThinkTank Session
Brainstorming — Generating ldeas
Brainstorming — Participant Entry
Participant Rights
Anonymous or Named Ideas
Organizing Ideas
Adding Comment to Ideas

Voting Activities

i Transfer Ideas to a Vote
Create Prioritized Lists
Preference Voting Results — Chart
Preference Voting Results — Table
Multi-Criteria Voting Activity
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Add Criteria in Multi-Criteria Voting
Multi-Criteria Voting Activity

Using Criteria Weights

Multi-Criteria Voting Results — Chart
Multi-Criteria Voting Results — Table
Results with Criteria Weights
Charting Capabilities

Additional ThinkTank Capability

Action Planner

Document Uploads

Leader Notes Tab
Placeholders and Breaks
Generate Reports and Outputs
ThinkTank Reports

System and Contact Information
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Hardware and Software Requirements
Network Checklist

ThinkTank Connection Test

System Recommendations

More System Recommendations
GroupSystems Contact Information
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Log in as the Session Leader

- Participant r Session Leader 1

Session Leader Options

Login as a Session Leader

Ll=er Mame:

Password:

1. Go to the URL you were given by the
GroupSystems Team.

2. Click on the Session Leader tab and
enter the User Name and Password you
were given by the Grou pSyStemS Team. Forgot Your Password Create An Account

3. Click the button. Sign In

Leader Self Provisioning — Only available
with Enterprise edition. These two options will
not be present on all other editions.

1. Click on Forgot Your Password to reset
your leader password.

Controls to enable/disable/configure self-

2. Fill-in your desired User Name and : : : )
service are in the Admin section.

Password and Click on Create An
Account to create a new account.

3. An email will be sent to your account to
authenticate. You must click on the URL

sent in the email to activate. G
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Starting a TimmkiTarkk Session

A Session is the structured Agenda you create to lead a team through brainstorming, problem
solving and decision making. You can open an existing Session or create a new Session.

)
@Dz Narme

thinktank

Sessions

ThinkTank Enterprise

Logout Help

i
Mew Lﬁ D.etete(] ° Start: D E Save || [ Load ||f Temp!ahp| RepoOrt | 0 Tips ]

|| Description | Session Type Status | Create Date || Created By i Last Accessed On. Last Accessed By ||
23 TT - v 3 Mew Features Come to consensus on new featu In Progress Qctober 1, 2009 12:47:50 PM| Burch, Lloyd Qctober %, 2009 12:41:29 PM| Burch, Lloyd
46 TT Project Scope Build preliminary scope staternern| Template Scheduled October 9, 2009 12:39:32 PM| Burch, Lloyd October 9, 2009 12:41:14 PM| Burch, Lioyd
53 |TT Product Analysis Build foundation for Business Plar Active [ October 13, 2009 11:48:47 A Burch, Lioyd

Dretails 1 Session Settings | Agenda | Roster | Leadsr Notes | Documents | Activity Settings |

*Session Mame

*Passkay:

Description:

Location:

Conference Number

Conference Code

; |'|'r Product Analysis Direct IR
[1234 Start Date; End Date:
2 1] i dmere v ) ol o vl zo0e v
Build foundation for Businass
Flan 3 1 izil=
sle |78 21o]f 4 e N ENET
: nifizfashalisfaefzz || ||it]zz]13]14]15]1e]17
Eft';ffnrflﬂce room 3 and is|igjz0(z1(zz(zalza |} |[1sl1s|20(21(22]23]20
25 26127 28|29 |30 31 25|26 (27|28 29 3031
: |555-23?-1234 = —
i |234 [10 [z][oo [z][am [5] [« Lillze Jillem 1z
all tirnes shown are local All tires shown are local

Number of Attendees |15

| E Save

| a Cance| I @ Upload Session Image I

to your PC (GMT-0600)

to your PC{GMT-0600)

hitps ://testd.groupsy stems comy/thinktank/web/inde <. html? meetingMum=53

You can load a custom
session image that
participants will see
when they login .

To Open an existing Session: click on the session name and click (Start .

* The Details panel opens at the bottom of the screen with the unique
Session Id, the Passkey, the Agenda, audio conference details, etc.

To Create a new Session: click the button.

Copyright 2009 GroupSystems Corporation
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§New Session Wizard

Once the button is clicked, the
Session Wizard appears.

To create a New Session, either select

Blank Session or browse the list of provided

Templates and click on one to select it.

Templates are saved copies of sessions you
can use as a starting point to construct your

own meeting. The Templates include

Agendas, Leader Notes, Voting Criteria, etc.

You can also create and share Templates

from meetings you create.

Tip: If you plan to save a session as a Template

do it before you have a team put data in it.

Copyright 2009 GroupSystems Corporation
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Session Wizard

Mew Session ]

Create a New Session
@ Blank Session
@ From a Session Template

Select a Template Below

Team Performance (A4
Assessment

Strategic Planning
Process -Template 6

Virtual Staff Meeting
Process Template

Strategic Planning
Process -Template 2

Requirements Gatheril
Warkshop

Six Sigma Yoice of the
Custormer

} Decision Making

Strateqgic Planning
Process -Termplate 1

Presentation Mote
Talking

Comprehensive
Strateqgic Planning

“ Brainstarring Ideas

Cancel

Description

Mext
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Details Tab

New Session Dretails ]

:  Whenyou click the Session Details “Session Nare: [T ragec Senpe
screen appears. You must provide a *Passkey: [T3 Scope
Session Name and a Passkey code. The Description: | Build a preliminary scopy
: Passkey is a unique password that consists |

of any combination of letters and numbers S ey "o 2o

for this specific session. You will later
distribute this critical information to the

Conference Number: | 555-237-1234

Conference Code: | 234

SeSSIOn partICIDantS MNurnber of Attendees |15
i X X Start Date: End Date:
Tip: It is important to remember that the dolon [ o s od o 2005 |di%
Passkey is case sensitive. -
4156|789 ([10 456|789 |10
11|12 (13|14 |15|16|17 1112|1314 |15|16(17
. . . 18|19 (20|21 (22 (23|24 15 (19 |20(21 (22|23 |24
Other fields may also be helpful for outlining 2512627120 29\3031 | |\29 126127128 29,30 31
the detalls of the session. These other fields
Ca‘n appear In your Emall InVItatlon to |A1||Dtin|1;s||th00w|nve|||r:nlﬂoc!alv| |.:II tin|1;s||53h00w|nva|||repnlﬂoc!alv|
to your PC {GMT-0600}) to your PC (GMT-0600)

participants and in the report that you will
generate at the end of the meeting.

Click the button to move to the

Settings Tab. Tip: You can skip everything but the Session Name
and the Passkey if you like for now — you will learn
several ways to add and update this information
later.

Cancel | Back | Mext |
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Settings Tab

Under the Settings tab the leader selects
permissions for participants.

The leader can chose to have the Agenda
visible to the participants with View Agenda .

Select Navigate between Agenda items to
allow participants to navigate on their own. This
is important if participants will log in at different
times . Called an asynchronous session.

Follow the Leader means the participants will
be automatically taken to any agenda item the
leader moves to.

View Instructions shows custom text to the
participants to guide them in their work.

View Documents allows you to share many
kinds of documents with the participants.

Click [Next) to move on and create the agenda
for the session.

Copyright 2009 GroupSystems Corporation Page 13

HE zession wizard

New Session \[ Dretails ] Settings ]

Allow Participants To:

General
[ view Agenda
[ Mavigate between Agenda iterns
[ Follow the Leader
[E view Instructions

Documents
[+ wiew Docurnents
L add Docurnents
L Delete Docurnents
[2 Edit Docurnents

D Rearrange Documents

Cancel | Back | MNext |

Tip: To force the participants to see the
instructions, uncheck everything but Instructions. If
you have Instructions & Agenda checked the
participants can choose between those two panes

on the left side of their screens.

GroupSystems



‘Agenda Tab

Create a session Agenda by selecting an
Activity from the right hand column.

Drag it to the left-hand box:
1.

6.

To rename an activity, a description, or add

Action Planner helps track action items

and next steps.

Multi-Criteria Voting is a sophisticated

decision tool.

Break is for indication breaks and for

adding an image at the start of a session.

Brainstorming is for generating ideas and

organizing them into categories.

Placeholder can be edited for Session
Titles like “Discussions” or “Introductions”.

Preference Voting

is for priority setting.

detailed instructions, highlight the activity in the

agenda and click Edit in the menu bar.

Once the agenda has been set, click for

the option of sending Email invitations.

Copyright 2009 GroupSystems Corporation
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". Leader Notes

Some background information

; Develop a Mission Statement
Guide purpose of the upgraded product

[ Develop a Vision

Guidelines for future strategic decisions
} Current Environment State: SWOT
Direct and indirect impacts to current operations
v Priortize Current Environment Impacts

Estimate effects on current product line

I Develop Strategic Goals
Long term objectives

7

Tip: You can add or modify the Agenda in several
places, it does not have to be done now. You can easily
add an agenda item on the fly during a meeting.

Drag & Drop a new activity to
the desired agenda location to
add the new activity. Click on
the new Agenda item to Edit
the name and descriptive text.

G
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Invite Tab — Emaail limyitzioms

To Email an invitation:

1. Select the data to include in your Email by
checking the checkboxes.

2. Use Microsoft Outlook Calendar, Email or
another Email system, or the ThinkTank
server to send Emails. If available, you
can select your system from the pull down
menu labeled Email Format.

3. Click [Create Invitation .

If you don’t need to send an Invitation, click
to continue. If you started creating an

Invitation but changed your mind, clickCancel |
then Finish to create a Session.

NOTE: Invitations is just one way to provide
meeting information. You could post it on a
website, include it in an Email or directly
give participants Session ID and Passkey.

Tip: If needed, the ThinkTank Workspace Tip: You can add other text or graphics to
Administrator can set up a separate passwords for the meeting invite in your Email program.
each participant.
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The Unigue Session URL

Shown on the Details Tab is a Direct URL: that is the
unique URL for the Session. The Meeting Num is
embedded in the URL(meetingNum=53 in this example).

A ThinkTank generated email or calendar invite will
provide the Direct URL and that takes the Participant
to the correct meeting and adds the meeting number.
The Participant adds the Passkey and ID information
to enter the meeting.

Tip: ThinkTank never uses the “www” in the

The entire Direct URL for the session can be pasted URL, but users often type it in from habit.

into any Email, website or other invite method.
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Participant Login

A Participant is anyone who is not the leader
A Participant can either be a Guest or a Named User

Guest User Named User

*  Generally external to company *  Generally internal to company

« Transient; does not require username * Requires username and password

* E-Mail address used for associating * Username used for associating

«  Screen name used for contributions  Does not require session pass

* Requires Session Pass (does not apply to *  Can reset password / self-provision (if

Classic) enabled by administrator)
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Begin a ThinkTank Session

To begin a session, select it on the Sessions List C)
view and click (Start |. Once inside the Session as
a Leader, you have full rights to navigate.

After login, participants go to a welcome screen
containing the ThinkTank Logo or your own logo
that has be uploaded as a .jpg image. The
participants will either remain there until you Start
them on an activity or, if you selected Follow the
Leader they will follow you to each activity.

If the participants are not following the leader,
click on Roster:

1. Highlight Participants you want to start. If you forget Participants that have logged
to highlight a warring screen will appear. in have a green indicator by
2. Atthe bottom of the Roster panel, click on the their name.

dropdown arrows next to Move To.

3. Highlight the Agenda Activity, click Move To. This
will send Participants to that activity. ‘

If you allowed the Participants to Navigate
between Agenda Items in the Sessions Settings,
they will then be allowed to navigate on their own. K
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Brainstorming — G@averaainmg | theses

Leader View for Brainstorming

AN

(e ] e

Brainstorming is extremely versatile for generating, organizing and clarifying ideas in real time.
They can be anonymous or tagged with login names and/or dates.

Only the Leader has Leader options active in the menus. By clicking Brainstorm in the View
menu, the Leader has opened the default mode for Brainstorming to the participants.

Brainstorm mode works like an instant messaging flip chart. Instruct your participants to type
ideas into the submission panel on the bottom of the screen and press Enter or click INSERT) or

(APPEND Jto place the new idea within the list or at the end of the list.

Tip: For this and the other three Activity Tools the leader could set up another (2nd) computer and log in
as a participant. This will allow you to see exactly what participants see as you customize the tool.
Remember, as a leader, your login allows you to always see everything!
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Brainstorming — ARattaspeartt ity

Participant View for Brainstorming

(D)

Participants type ideas into the submission panel on the bottom of the screen and press
Enter or click INSERT

Participants can enter their ideas simultaneously and will see them show up in the large
space in the center of the screen.

Ideas from other users appear Bold until you click on them to mark them as read

Ideas can be: Edited, deleted, moved into an outline (indent/outdent) or copied depending
on the permissions you set for participants in the Activity Settings for Brainstorming (see
how on next page)
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Participant Rights

The Leader has full control over capabilities, or rights
granted to the participants.

To change participant rights, click on the Activity 2

Settings tab. /

Select the Activity Name from the drop down box.

Click on a box to grant that right.

For example, in this picture, participants can

add and edit ideas, they can view, add, and \
edit comments. They cannot do anything to

Categories or move ideas or comments to

different locations.

Note: Name Tags are turned off which makes
participants anonymous and the Create Dates

will not display.
Click (Save ] to save your changes. The changed \
rights are immediately sent to all of the
participants. \

Tip: If you allow participants the rights to edit and delete
ideas and comments, they can do so to everyone’s ideas
and comments!
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Anonymous or Named Ildeas

By default, all new contributions are anonymous.

However, a leader can turn on View Name Tags.

To turn on Name Tags, go to the Activity Settings
Tab. Scroll down the list of Rights and mark a check
to View Name Tags .

As long as View Name Tags is checked during Idea,
Comment and Category entry, all contributions will
display the login name of the contributor. When
unchecked, the Name Tags are no longer displayed,
but the captured Name Tags are still maintained and
can be redisplayed. They will also show up in the
report if View Name Tags is checked.

If Name Tags are turned off during Idea, Comment or \
Category entry, the Name Tag is not captured and the
contributor will always remain anonymous. There is no

contribution.

way in ThinkTank to later determine who made the \

Tip: View Name Tags applies to Categories, Ideas, and
Comments. Actual vote scores in Multi-Criteria Voting and
Preference Voting are always anonymous, but comments
behind ballots can be tagged with login names.

Don't forget — changes
do not take effect until
you Click the Save button!
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Organizing ldeas

It is often useful to organize Ideas into Categories. To do so, click Organize in the View menu

1
C) * Drag single ldeas into
Categories by left clicking
the mouse button to select
and click again to drag &

drop.
* For multi-drag and drop,
/ select the group and click
on the highlight to drag &
drop.
|
\ \
Add Categories Here Add New Ideas Here
To see the ideas Tell participants to drag and drop an Idea into the appropriate Category.
inside a Category, You may need to change Participant Settings to allow them to move Ideas into categories.
single click on the ) . .
Category. In this If an Idea is dragged on top of another Idea, a menu provides these options:
demo slide you are * Move Before < Move After e« Move to Comment e Indent as Sub-ldea.
looking at the . . . . .
Uncategorized goals When multiple users are moving ideas, the first person to grab an idea wins.
— as denoted by the _ _ : :
underline. g Sometimes, it makes sense for the leader to do the moving of ideas. If no

category exists for a particular idea, you can create one on the fly.
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Adding Comments to Ideas

There are two ways to comment on an idea:

Option 1: In Brainstorm or Organize mode, ﬂ
double-click an Idea — a Comment box appears
where you can enter your comments.

Tip: When a participantis not able to get the
pop-up window for Comments to open. It is
probably because he or she has a Pop-Up
blocker set in the browser.

Option 2: Click Comment in the View menu G
* The screen changes to reveal three panels.
*  Theright panel is the Comment panel.

* Highlight an Idea in the middle panel, then type
your comments in the Comment panel.

Remember, as a Leader you control the
Participant Settings to allow or prohibit
entering Comments on an ldea using the
Activity Settings tab.
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Transfer Ideas to a Vote

Ideas can be transferred between Brainstorming, Voting and Action Planner
Activities. Also you can transfer ideas from a results table to any Activity to further
explore prioritized Ideas.

In the Brainstorming Activity, click
G Transfer Data in the View menu.

Choose the ideas to be voted on:

« To transfer only the categories and
ideas currently highlighted, choose
Selected Only. To select specific
ideas, hold down the control button
and highlight the item by left clicking
with the mouse.

« To transfer all categories and ideas
in this Activity, choose All.

Transfer the data to an Existing Activity
by highlighting the activity name in the list.
Or select New Activity to add a new
Activity to the Agenda populated with
your data.

Tip: Sometimes during a meeting a participant might request that the team prioritize a list. As a leader
you might not have anticipated that requirement, but you can easily accommodate it by transferring
data to a new voting activity during the meeting.
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Create Prioritized Lists

Force your team to make hard choices with a stack
ranking approach. After each participant
independently sets a priority, the tool does a rank
sum calculation and presents the team’s combined
priority for the list.

To set up a ballot for your participants, type your
ideas in the submission panel at the bottom of
the screen or use Transfer Data in the Leader
Tools menu to move ideas from another Agenda
ltem.

Ballot items you transfer or type into the ballot
appear in the same order on each participant’s
screen. Click Randomize in the Leader Tools
menu to re-order directly entered ideas
randomly. This ensures each item is treated
fairly.

Instruct your participants to simply drag and drop
ballot items into the preferred order, with the
most preferred or best ideas at the top, then to
cast their votes with Cast Vote in the View
menu. A pop-up will confirm the vote is cast.

Copyright 2009 GroupSystems Corporation Page 26
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Tip: You might suggest to your participants
during voting that they first drag the best item to
the top, then the least preferred item to the
bottom — and alternate the process until they get
the whole list in order. You could also ask them
to justify their #1 item by double clicking on it and
adding a comment.



Preference Voting Results — Ghhart

At any time, the leader can see how

many Participants have voted by clicking
on Results Mode in the Leader Tools

menu, then answer the switch pop-up: )
. — if the team is still voting (a C )

good way to check without

disturbing the voting process).

Tip: See how many people have voted
. — if you want to move the before you switch the participants View on
participants to results.

A bar chart displays all items, in order
from highest ranked to the lowest-
ranked item. w5

Hover the mouse over a ballot item to

display the full text of that item.

Hover the mouse over a bar in the chart Tip: After review and discussion, the team may want to

. vote again. You can transfer the same ballot items into a
.to display the average score for that new Priority Voting Activity to preserve the audit trail of the
item. first vote or just allow them to vote again in the same
activity. Clicking on Vote Mode in the Leader Tools menu

Hover the mouse over a circle in a bar to takes them back to the vote mode if you answer Yes.”

display the standard deviation for that
item.
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Preference Voting Results — Tahlde

Click Table in the View menu.
Click on any column to sort the table.

Score is the numeric value representing how highly
the group ranked an idea. The higher the score, the
higher the rank.

The voting spread — there is one column for each
possible ranking. Each cell displays the number of
participants who voted the idea at the rank shown in
the column heading.

Tip: If you sort on the Standard Deviation
Column you can have an interesting
conversation with the team on why they
disagreed more on some items than on other
items.

Tip: If you want to transfer the top items from
a Preference Vote to another activity, just
highlight the items in the table that you want
to transfer and click Transfer Data in the
Leader Tools menu.

>
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This powerful decision analysis tool lets your team conduct simple or sophisticated voting using as many
criteria as you need. It also displays the results in a multitude of ways to better visualize the decision.

As Leader, you set up the ballot by transferring data

from another activity or adding new ballot items directly
in the submission panel.

You select the criteria for analysis by clicking on
New Criteria in the Leader Tools menu .

Choose from 8 voting methods:
» Sliding Scale -rate an item from a one to ten scale.
* Point Scale -rate an item from one to seven points .
* Yes/No -in the results vote spread, Yes =1, No = 0.
* True/False -In the results vote spread, True =1, False = 0.
* Low/Med/High -Low =1, Medium = 2 and High = 3.

» Disagree/Agree — Strongly disagree = 1, Disagree = 2, No
Opinion = 3, Agree = 4, Strongly agree =5.

» Allocation — Assign points that participants allocate like a
budget against the ballot items.

* Checkmark — Assign a specific number of checkmarks that
participants use to select the most valued ballot items.

* Numeric — range from negative 100 to positive 100 and
allows decimals.
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Add Criteria in Mult-CriZeneriddtiotng

To add a criteria, click New Criteria in the Leader —
Tool menu.

Name your criteria something short and descriptive.

Long names may be cut off.

Select a voting method. We recommend that you use
the same voting method for all your criteria, or at least
make sure the scales are consistent to avoid
confusion.

Some voting methods such as Allocation and
Checkmark, include options.

The Allow voters to skip ballot items  checkbox 9
determines if voting is mandatory.

You can edit the description:. For example: “L = easily
overcome resistance, M = plan for some resistance, H =
major resistance”. As you vote the Description will appear.

Copyright 2009 GroupSystems Corporation Page 30



Mult-CZ riezraa\Wahinop At iwigy
Once criteria have been set you can start your participants in vote.

Start the participants and instruct them to

score each item. C)

Instruct them to click Cast Vote in the
Vote menu when complete.

They will see a Vote Cast pop-up. To
confirm receipt, they can click .
Other options in the Vote menu include:

« Save: the user’s ballot is saved without C)
casting the vote. If the user returns to

this activity the ballot will be in the

same condition. Tip: If a user has cast his Ballot but changes his scores
« Abstain : the ballot is not calculated in and then clicks Cast Vote in the View menu — his old
the results vote will be replaced by his latest vote.

Tip: — You might ask the participants to comment behind the ballot Items that they scored the highest. When
other participants read these comments they might change their vote because they have a better
understanding of the options. Re-votes are often beneficial to reaching a better team consensus and higher
team satisfaction.
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Using Criteria Weights

In more sophisticated Decision Analysis the criteria
are often weighted. To enter criteria weights click
Edit Weights in the Leader Tools menu.

At any time, the leader can see how many
Participants have voted by clicking Results
Mode in the Leader Tools menu.

G |
In the pop-up box:
 Click [No] if your team is still voting.
« Click to move Participants to results.
Weights generally add up to 1 with the individual weights )
entered in the same vane as a percentage (like above). Or
you could use whole numbers like Success Prospect = 3,

Difficulty = 2, Staff Resistance =5.
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Click Results Mode in the Leader Tools menu to view the collected Votes. If you're already
in Results, but your participants are not, click results again — answer to the question.

There are separate tabs for each criteria. Each criteria has a chart and a table view.

\ One tab per Criteria and a tab for Totals This graph

displays votes on Staff Resistance for each goal.
(— Change sort order

-

Hover on or near dots provides
additional information
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Basic Default Table
Each tab displays different information that can help users analyze the results in different ways.
Total: The total for the Item across the voting spread (sum of the votes times value of vote).

Voting Spread: Each labeled column displays the number of votes received for that score.

Average: Each Item’s total is divided by the number of votes. indicates a high level of consensus
and indicates a lower level of consensus.

Standard Deviation: Variation from the mean — a high standard deviation indicates less agreement on an
item’s average score - a low standard deviation indicates more agreement.

s (D
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Results with Criteria Weights

Default View for a set of Criteria with Criteria Weights

Different weights can be tried after a result is viewed to see if the results are

“sensitive” to small changes in criteria weights. Do this from the Edit Weights
screen. This technique is called Sensitivity Analysis. )

& Notice that the high weight for

Staff Resistance makes it a
“Driver” for this decision

Notice the weights are displayed
along with the Criteria in the Table.
There is an Activity Setting to turn
this on and off for participants.

Tip: Use the red consensus
? indicators (areas of disagreement)
as an opportunity to explore issues.
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Charting Capabilities

Results from Multi-Criteria Voting can be visualized and analyzed using the powerful
charting capability of this tool — some examples are displayed here:

Scatter Chart Radar Chart

Bubble Chart

Tip: ThinkTank provides many charting options
and since you can export the voting data to an
Excel spreadsheet you also have the graphing
capability of Excel to create other chart types like
line and pie charts.
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Action Planner

Use Action Planner activities to collaborate and
develop a list of next steps or action items. Action
Items can then be assigned a category, resource,
percent complete, and other predefined or custom
metrics relevant to your needs.

At anytime, this data can be exported and then
imported into Microsoft Project for project
management.

With ThinkTank Action Planner, each person can
simultaneously input their suggested items for

action and update the status.

Click Customize inthe Leader
Tools menu to add/remove columns

from the list.

Click Edit Column List inthe Leader
Tools or double click on a header to
change values in a drop down box.

There is nothing like having consensus on an Action Plan to insure that responsibilities and
timetables are understood at the end of a meeting and that results are tracked and measured.
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Document

Uploads

Upload any file for participants to access

Go to the Session Settings tab to activate
the ability for participants to add, edit,
delete, or view any attached file or URL.

4

Go to the Documents tab,
when you click , a
dialog box opens to help you
load the desired resource.

Virtually any data type file can
be added to Documents,

such as .pdf, .doc, .xlIs, .ppt,
etc. The participant must have
the appropriate software on
his computer to open the
document locally.

Tip: If your team is completely virtual consider having them upload a
picture of themselves to the team document resource. You can also

load read ahead information

and give the team access to the

document tab a week before your scheduled meeting.
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Leader Notes Tab

Leaders Notes are a great way for Session
Leaders to provide notes to assist them during a
session. This field only shows up for Session
Leaders - it is not shown to participants.

Leader Notes may be entered both while editing
the meeting on the sessions page, or once the
session has started through use of the Leader
Notes Tab.

Leader Notes may be entered for each activity
within the agenda. This is done by selecting an
activity within the agenda drop down above the
Leader Note field, entering a note for that activity,
and selecting save.

The button must be clicked after a note is

entered, or the Leader Note will not be saved. \
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Placeholders and Breaks

Add a Placeholder or Break to your
agenda to represent items that don’t (-
involve ThinkTank activities. Click
New on the menu bar. Drag a new
activity into the Agenda area.

When you edit the title on the agenda

it appears with the default or custom /

logo in the large area of the screen to C
the right of the agenda.

To change the name, select the
placeholder and click Edit on the
menu bar. An Activity Details screen
will pop-up

Tip: When you want to add a Placeholder or Break or
any other ThinkTank activity you click New in the
menu bar and list of possible activity types appears on
the right. Don't forget to close it when you are done to
gain back more of your valuable “screen real estate”.
You can close the list by clicking the Done button.
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Generate Reports and Outputs

To create a report, click Report ] in D)

the Session List screen or Report
on the Leader Tools menu when
any activity is open.

The Report Wizard will open.

In the Report Wizard you can .

generate Word, HTML, or Excel

reports of All Activities or Selected
Activities.

In the Report Wizard, select the desired format
and click the [Create Report | button.

Tip: If you give your team access to the
ThinkTank meeting virtually after your meeting,
consider using the Save to Docs button at the
bottom of the Report Wizard to move a copy of
the meeting results directly into the Document
Tab. That will save you the trouble of Emailing
the document to them.
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ThinkTank Reports

The reports include all the information from the session; the Session Details, Session Roster,
Agenda and all Activity information and results.

Word Documents HTML files with Hyperlinks

Excel Spreadsheets

Tip: Since you can create an Excel
Spreadsheet report you can use the
graphing and analysis capabilities
within Excel to further explore the
data and information you captured
during your ThinkTank meeting.
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Hardware & Software Reguirements

Client Requirements
Windows 2000, XP, Vista with IE 5.5+ or FireFox 1.0+, Linux (RedHat, Fedora, or Core3)
Mac OS-X with IE, FireFox 1.0+ or Safari
Linux (Tested on RedHat Fedora Core 3) with FireFox 1.0+
Macromedia Flash 7.0+ Flash 9.0 is included in the ThinkTank distribution package
Session Leaders will want MS Office 2003+ for Reports
Hardware Minimum: 2.0 GHz processor, 1 GB RAM, 1024 x 786 screen resolution
Hardware Suggested: 2x2.4 GHz processor, 2 GB RAM

Server Requirements
Operating System: Windows 2000, 2003 and 2008 Server, Windows XP
Supported Database: MySQL 5.0+ (comes with the ThinkTank distribution)
Hardware Minimum: 2x2.0 GHz processor, 2GB RAM, 80GB disk space
Hardware Suggested: 4x2.4 GHz processor, 3 GB RAM

Network Requirements - Both Client and Server
T1 Line, or stronger

Wireless connectivity 802.11G (N if users exceed 10 or distance exceeds 50 ft.)
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Network Checklist

Identify the network setup requirements for access to the internet.
Will there be a dedicated or shared network for the ThinkTank Session?
Does the network have a T1 line or something stronger?
How many people can access that dedicated line?
Will the Internet connection be hard-wired or wireless?

If hard-wired:

A single internet port can only support a maximum of 10 participants. To accommodate additional
participants, one of the following will be required:

* Additional internet port — using multiple ports to insure optimal bandwidth, or

*  Wireless router that can accommodate 30+ connections, or

*  Switch (or switches) that hard-wire connects each participant PC to the switch.

*  Both the Wireless router or switch options will work, but performance will be SLOW.

If Wireless:
How many participants can connect via the wireless feature?
Does the room have a strong wireless signal?
Where is the wireless router or ‘repeater’ located?
Will the signal strength support the number of session participants accessing the internet simultaneously?

Confirm the bandwidth will support the number of session participants during peak usage times.

Conduct a connection speed test at hitp://www.speakeasy.net/speedtest - test from the server in Dallas, TX.
A download/upload speed of 500-700 kbps will support most ThinkTank sessions. ThinkTank is not a
bandwidth heavy application, but it does require a constant internet connection without interruptions.
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ThinkTank Connection Test

The connection test is a useful tool to run if it appears a participant is having connectivity issues
with the server. The test will insure that the network, internet connection, participant PCs and
Security setup is correct. The test can be run for both hosted and installed customers by placing
/thinktank/web/connection.html after the your unique ThinkTank URL.

Here is an example of the connection client running on our hosted servers:

http://name.groupsystems.com/thinktank/web/connection.html

Here is an example of the connection client running on an installed server:

http://servername.com/thinktank/web/connection.html

Run the test for at least 5 minutes.

Email a copy of the session test results to yourself.

Copyright 2009 GroupSystems Corporation Page 45



System Recommendations

For a Brainstorming Activity, we recommend a maximum of 750 contributions per activity. A
contribution consists of a category, an idea and a comment. A warning screen will appear if the
number 750 is exceeded.

For a Multi-Criteria Vote Activity, we recommend a maximum of 250 voting cells. The number of
voting cells is equal to the number of ballot items times the number of criteria across the top. A
warning screen will appear if the number 250 is exceeded.
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More System Recommendations

For an Action Planner Activity, we recommend a maximum of 250 cells. The number of voting cells
is equal to the number of tasks times the number of criteria across the top. A warning screen will
appear if the number 250 is exceeded.

For a Preference Voting Activity, we recommend a maximum of 100 ballot items. A warning screen
will appear if this number 100 is exceeded.

The number of Agenda Activities does not have a set limit. However, we recommend
less than twenty per session to keep the Activities focused.
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GroupSystems Contact Information

Website:
www.GroupSystems.com

Address:
GroupSystems
P.O. Box 6187
Broomfield, CO 80021
USA

Sales:
Email: info@groupsystems.com
Call: (800) 368-6338, Option 1

Technical Support:

Email: support@groupsystems.com
Call:(800) 368-6338, Option 2
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