
A training guide for creating and editing scorecards

Getting Started with Beckon 
Creating Scorecards



A Scorecard is used to showcase topline 
marketing performance data, from a high level 
perspective indicating the overall health of your 
business objectives, campaigns, or initiatives. 

Build different scorecards to communicate 
marketing effectiveness through several lenses:
• Brand Comparison Scorecard
• Campaign Comparison Scorecard
• Channel Comparison Scorecard
• Customer Journey Scorecard
• Business Objectives Scorecard
• Marketing & Brand Objectives Scorecard

Beckon Scorecards
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Agenda: Scorecard Training

1. What are some key terms to know?
2. Advanced Scorecards (Standard or Account Admin Access)

A. How do I set the scope for the scorecard I am viewing?
B. How do I share the scorecard with other members of my team?
C. How do I edit a scorecard?
D. How do I edit a tile in a scorecard?
E. How do I create a new scorecard?
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What are some key terms to know?

…continued on the next page
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# Term Definition

1 Dashboard A collection of cards, depicting charts, images, text and embed files such as YouTube
videos and Twitter feeds, used to showcase data in a marketing story that can be filtered 
by dimension values or set to a specific timeframe.

2 Scorecard A report containing several headline charts/tiles used to show topline marketing 
performance KPIs, from a high level perspective indicating the overall health of your 
business objectives, campaigns, or initiatives at a glance.

3 Metric A number such as cost, number of impressions or engagements. It can be in the form of a 
decimal, percentage or currency. 

4 Calculated Metric Also known as a formula. It is a derived metric where we perform a mathematical 
calculation such as summing, dividing averaging, or subtracting data. An example is 
Average Order Value (AOV) which is calculated by dividing Sales Revenue by Total Sales.  
KPIs or any rates such as click rates, bounce rates are also calculated metrics.
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What are some key terms to know?
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# Term Definition

5 Dimension A customer specific field or attribute used to filter a metric. For example, for the metric 
Total Sales = $200K, a “Region” dimension can filter this down by the “Western U.S”  total 
sales of $125K or “Eastern U.S” totals sales of $75K.  Dimensions values allow you to filter 
the metric data when building charts and graphs. 

6 Channel A form of marketing from which the data was generated.  For example, Email, Banner Ads,
Social Media are all different channels from which the data is derived. 
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1. To set the same time period 
dimension across all tiles on 
the scorecard, click on
calendar in the top left. 
Then click the date value 
that you want to use.

Note: If you select a time dimension and 
your tiles render with “NO DATA FOR 
CURRENT CONFIG”, then the dimension 
scope selected is not available for the 
metrics in the tiles because the data is not 
yet in Beckon.

How do I set the scope for the scorecard?

…continued on the next page
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2. To set the same time 
period comparison across 
all tiles on the scorecard, 
click on the drop down 
next to the designated 
time period. You will have 
options for “Previous 
Period” and “Previous 
Year”. The default setting 
here is “Previous Period”. 

Note: If you select a dimension and your 
tiles render with “NO DATA FOR CURRENT 
CONFIG”, then the dimension scope 
selected is not available for the metrics in 
the tiles because the data is not yet in 
Beckon or the metrics are not tagged to that 
dimension..

How do I set the scope for the scorecard?

…continued on the next page
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3. To set a dimension filter 
across all tiles on the 
scorecard, click on the 
filter icon in the top left. 
Then click on the “+” 
icon. A drop down menu 
will appear. Select the 
dimension(s) you wish to 
filter for from the drop 
down menu. Finally, click 
on the green check mark 
on the right side to save 
your dimension filter. 

Note: If you select a dimension and your 
tiles render with “NO DATA FOR CURRENT 
CONFIG”, then the dimension scope 
selected is not available for the metrics in 
the tiles because the data is not yet in 
Beckon or the metrics are not tagged to that 
dimension..

How do I set the scope for the scorecard?

…continued on the next page
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Initiatives
Channels
Regions
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4. After creating a dimension
filter, you can narrow your
scope by selecting one or 
more items from the drop 
down. Your selections will 
then apply across all tiles on 
the scorecard.

Note: If you select a dimension and your 
tiles render with “NO DATA FOR CURRENT 
CONFIG”, then the dimension scope 
selected is not available for the metrics in 
the tiles because the data is not yet in 
Beckon or the metrics are not tagged to that 
dimension..

How do I set the scope for the scorecard?

…continued on the next page
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1. Click on the share icon 
to allow other users to 
view the scorecard. 

How do I share the scorecard with members of my team?

…continued on the next page
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2. When the pop-up window appears, begin 
typing the name of the user you wish to 
share the scorecard with. Click the user’s 
name when you see it display. 

How do I share the scorecard with members of my team?

…continued on the next page
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3. After selecting a user name, click the drop down 
arrow next to CAN EDIT for that user if you wish to 
grant CAN VIEW rights instead.

4. To share the scorecard with all account users, click 
the drop down arrow next to PRIVATE for Everyone 
else, and grant either view or edit access.

5. Under SHARING PRIVILEGES, tick the box if you 
want to allow users with CAN EDIT permission to 
share with additional users of their choosing.

6. If you would like to include a personal note to be 
sent to the newly added user, click the box next to 
SEND NOTIFICATION, and type your message in 
the OPTIONAL MESSAGE box provided.

7. When you are done, click SAVE SETTINGS.

How do I share the scorecard with members of my team?

Note: Individual rights are honored first then “Everyone else”.  …so If you grant “CAN VIEW” access to “Everyone else”, then grant a specific user “CAN EDIT” 
access, that specific user will be the only person able to edit besides the owner of the scorecard.   Initially, only creators (i.e. “owners”) have the ability to share a
scorecard. Only these owners have the ability to delete the scorecard.

Version 3.0 12

3

4

5

6

7



1. Go to the top right of the 
scorecard. Click on the left 
EDIT side of the EDIT/VIEW 
slider icon.

How do I edit a scorecard?

…continued on the next page
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2. To edit the scorecard title 
or description, simply click 
the title or description 
respectively. Type the new 
title or description, then 
press enter. 

How do I edit a scorecard?

1

…continued on the next page
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3. To make edits to the 
category or the category 
description, click directly on 
the text, make your edits, 
then press enter.

How do I edit a scorecard?
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1. To make edits to a tile, 
hover over the tile you 
wish to edit, then click 
EDIT.  

How do I edit a tile?

…continued on the next page
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2. Click the drop down arrow next to the metric to be 
edited.  Click the new metric you wish to select. 

3. Click the drop down arrow next to the scope or 
dimension to be edited.  Click the new dimension 
you wish to select.

4. If you would like to change the title label, click the 
existing label, type a new label then press enter.

5. Click a different chart type if desired.  To depict a 
leaderboard (contains no charts), click NONE. 

6. Click a different performance color if desired.  If you 
select TAB STRIP or TILE, there are two colors that 
can display depending on whether the data 
displayed has increased or decreased vs. a set target 
(step 6) or prior period data.  If the change is 
favorable, the color will be green. If unfavorable, the 
color will be red.  If you select TAB STRIP or TILE, do 
not set a target (step 6) and also set the entire 
scorecard scope to display for ALL TIME, no color 
will be indicated on the tile.

How do I edit a tile?
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7. By hard coding a target number, the data 
displayed will be compared to the target. To 
change the target number click the existing 
number and type a new number.  If you leave 
this blank, comparisons of the current data will 
be made to prior periods (assuming the scope 
of the scorecard is set to a specific date rather 
than to ALL TIME. 

8. Select how the change or difference between 
current data and target (or prior period) is 
depicted.

9. Once you are done click UPDATE TILE.

How do I edit a tile?
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10. Once you have completed 
editing your scorecard, click 
on the right VIEW side of 
the EDIT/VIEW slider icon.

How do I edit a tile?
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1. To create a new 
scorecard, from the main 
navigation bar, click 
INSIGHTS, then click 
SCORECARDS.   Once 
the AVAILABLE 
SCORECARDS page is 
displayed, click on the 
CREATE NEW 
SCORECARD button 
located in the upper right 
corner. 

How do I create a new scorecard?

…continued on the next page
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2. Begin by creating a 
new category.  Click 
ADD A CATEGORY.  
The page will expand 
to show a new tile.

3. Click into Category 1 
and type a category 
title, then press enter. 

4. To add a description, 
click Please Enter 
Description, type a 
description, then press 
enter. 

How do I create a new scorecard?

…continued on the next page
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5. Click ADD A METRIC 
OR FORMULA to begin 
creating a tile. 

6. Now follow the steps 
in slide 17 (see by 
clicking here).

7. Once you’ve created a 
single tile, another 
blank tile will appear.  
Continue to complete 
the details for each tile 
as needed.

8. To add another column 
in your scorecard, click 
ADD A CATEGORY. 

How do I create a new scorecard?

…continued on the next page
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9. To create a title to your 
scorecard click MY 
SCORECARD, type a 
title then press enter.  

10. Click Add a description 
if desired.  Type a 
description then press 
enter. 

11. If you are done with 
your scorecard, click 
the gear icon, then click 
Finish Edit. 

How do I create a new scorecard?

1
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Questions?



Appendix



High Level Overview of BECKON
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