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Introduction      1

Introduction
Yet Another Set of Tools?

Only a few years ago, in major companies, IT departments 
would carefully select a collaborative platform which they 
then presented to (and imposed upon) their users. A col-

laborative platform typically comprised email, a collaborative 
intranet, an instant messaging application, and often a corporate 
social network. The goal was to make sure that all exchanges of 
information took place within this unique “corporate” platform.

The individual users within the corporation, however, adopted 
other tools, which they found to be more cutting-edge, easier 
to use, easier to deploy, and more collaborative, but which con-
tradicted official IT corporate strategies. This resulted in several 
problems in the corporate environment, among them, the cre-
ation of many undocumented information silos. The arrival of 
tools such as Microsoft Access and Lotus Notes portended these 
issues 20 years ago, and the growth of the cloud has recently 
accelerated them even further.

It became a game of cat and mouse in which users sought a fast 
and effective response to their needs, while IT departments tried 
to keep users within the officially approved solutions that had 
stringent requirements in terms of maintenance and security.

Small businesses, on the other hand, often had to get by without 
any collaborative platform at all, due to the expense and complex-
ity of platform solutions.

While today’s state-of-the-art collaborative platforms (such as 
Microsoft, Google, and Facebook) are now accessible to small 
businesses (thanks to the cloud), they must coexist with other 
tools that provide specific services to various departments within 
the company. The challenge is no longer to eradicate these tools, 
but to support their adoption and find a place for them in an ever-
changing environment.

Choose a few tools that are useful to you. Don’t simply add a new 
tool each time you need one.
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We must resist the temptation to meet every new functional need, 
no matter how fleeting, with a new specialized tool. Every Excel 
file, every email exchange, every shared document could conceiv-
ably be replaced by a new tool. Each new tool has its own learn-
ing curve and often requires a new login/password. Furthermore, 
the chances of a new tool actually being used decrease with each 
additional tool that is subsequently adopted.

Choose tools that fit the way you work, not the other way around.

For practical reasons your organization (whether it is a private 
company, a public service, an administrative department or a 
development unit) should identify a small number of tools that 
are flexible enough to provide as many services as possible. These 
tools must be capable of integrating with any officially-adopted 
IT tools. They must also be suitable for your corporate culture, 
your corporate security policy, your company’s general level of 
comfort with technology, and your corporate budget.

Tables or Spreadsheets?
Many professional tasks involve the organization of data in tab-
ular form, such as listings of actions, individuals, places, objects 
or licenses.

For the most critical of these tasks, if a suitable budget is availa-
ble, you can acquire a dedicated application that specifically meets 
your needs. If you have sufficient resources, you may even con-
sider having an application developed specifically for you.

But for other tasks, when you can’t justify the expense of a spe-
cialized application (or wish to limit the proliferation of tools 
within your enterprise), you may use what you have on hand: This 
may often be a spreadsheet, circulated via your preferred com-
munication tool, such as email, social media, or an organizational 
tool such as Trello or Slack.

Spreadsheets were not originally designed for the collective shar-
ing of information. According to Microsoft, Google, and Wikipedia, 
a spreadsheet is a program that is capable of creating and manip-
ulating sheets of calculations. Of course, not all spreadsheets are 
the same. The standard version of Excel provides sophisticated 
data analysis, while Google Sheets and Excel Online are more ori-
ented toward user collaboration.
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Use spreadsheets for what they do best: calculations and data 
analysis.

Online spreadsheets have not become significantly more collab-
orative since they originally appeared over 10 years ago. Their 
“collaborative” evolution is limited to a couple of access features 
that have been added to the traditional data-analysis functions. 
They do not offer real collaborative capabilities such as the ability 
to distribute data entry among different individuals while rigor-
ously controlling access to information. However, they do now 
make it possible for several people to work on the same spread-
sheet at the same time. (Only a few years ago this was a source of 
intense frustration when using Excel. Who has never fumed at the 
message “The file is locked for editing by another user”?)

But whether the spreadsheet is online or locally installed, unless 
you want to share all the information with absolutely everyone, 
your alternative is to send a copy to each contributor and then 
aggregate all copies by means of a tedious copy/paste exercise — 
while hoping to avoid human error in the process. Indeed, it is 
still very difficult to gather information from more than one per-
son without having all the data visible and editable by everyone.

The manipulation of images and attachments can be difficult or 
even impossible when using spreadsheets. The same goes for 
exchanging comments within the specific context of the infor-
mation in a table. Each worksheet is a self-contained island of 
information with no connection to other worksheets much less 
any other application.

Aside from these long-standing shortcomings, spreadsheets were 
originally designed to enable calculations and data analysis. Yet, 
the majority of the spreadsheets created today do not even provide 
for calculations! Spreadsheets are used primarily to list informa-
tion: tasks, opportunities, amounts, people, contracts, licenses, 
and ideas. Occasionally a spreadsheet may include a “totals” row 
or a column of calculated data, but only rarely more than that.

To meet collaboration and productivity challenges in the context 
of information tables, in recent years a new category of applica-
tions has emerged: collaborative (shared) tables. In the follow-
ing chapters of this book we discuss the features of collaborative 
tables. We show that collaborative tables are not ideally intended 
(as spreadsheets are) for unilateral sharing, but rather, they offer 
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the possibility of giving multiple users varying levels of access to 
information within the same table.

Collaborative Tables
Collaborative tables enable you to create and share tables in which 
users can perform very simple calculations. But more impor-
tant, collaboration tables allow genuine multiuser collaboration.  
A collaboration table is much simpler than a database or an online 
spreadsheet. Collaboration tables focus on the following simple 
objectives: to reinvent and facilitate sharing, to support multiple 
contributors, and to integrate with other enterprise applications.

Tables Designed Expressly for Sharing, 
Just the Way You Want

As its name suggests, a collaborative table is meant to be shared. 
So when working with these tables, everything must be done with 
sharing in mind. Sharing can be managed both globally and on a 
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table-by-table basis. Within any given table you can also control 
levels of confidentiality.

A collaborative table displays the correct information to each user 
in the most appropriate format and according to each individual 
user’s preferences. This can be implemented with or without user 
accounts. Tables can be accessed online or offline. And tables can 
be context dependent. Depending on the user and context, a col-
laboration table might be viewed variously as a table, a form, a 
calendar, or a Kanban.

Is your information highly confidential? You can make sure that 
users see only the information that they have entered themselves. 
You can reserve a consolidated view for yourself as principal table 
owner.

Is information sharing encouraged in your corporate culture? You 
can allow everyone to see the contributions of others in read-only 
mode. You can give managers access to the information specific to 
their various departments.

Because they are designed for sharing, collaborative tables can be 
used according to your confidentiality requirements.

These and many other options are easy to implement. There is no 
longer a need for the tedious management of access rights. You 
simply decide whether you want to open your tables up to your 
colleagues, customers, suppliers, partners, and so on.

As table owner, you own a consolidated view of all entries in each 
table at all times. There is no copying and pasting, no unnecessary 
messaging, and the collaborative table is always up to date.

Supporting Contributors and 
Simplifying Their Lives

The people who contribute to your collaborative table will require 
your support. Contributors are unlikely to have chosen the data 
entry tool they are required to use, so they will require training 
in the use of that tool. Additionally, each contributor’s particular 
work methods and level of technical sophistication may indicate 
an additional need for support.
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A well-designed and well-managed collaborative table limits the 
likelihood of misunderstandings, typing errors, and accidental 
deletions. It helps users accomplish unfamiliar tasks. Its interface 
is much simpler and much less intimidating for beginners than 
the interface of a high-powered spreadsheet.

Ease of use is the key to rapid adoption by users.

The user interface of the collaborative table should be stream-
lined for ease of use. Each column should accept only a particular 
type of information, for example, a date or an email address. The 
column may even display a suggested (or sample) value. Fields 
should reject excessively creative and incongruent entries. Any 
information the user enters should be available for immediate use.

For example, when a user enters a date in a table, he or she might 
also be given the option of receiving an alert on that date. Or, 
entering someone’s name on a line might automatically give that 
person additional rights to that specific line.

Collaborative tables can also host images and attachments. There 
are countless table entries that can be complemented with attach-
ments such as reports, evidence, invoices, photos, estimates, and 
memos.

Tables Ready for Integration with  
Your Applications

A stand-alone collaborative table can in itself respond to many 
needs. However, it is often very useful to integrate tables with 
other applications. It is generally a good idea to avoid creating 
new “information silos” — places within a company where infor-
mation is isolated and inaccessible. The integration of collabora-
tion tables with other applications is a good way to guarantee the 
availability of information across an enterprise.

You should use collaborative tables for what they do best: col-
lecting and sharing information before sending it to its final 
destination.

You save time by integrating collaborative tables with your other 
tools.
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Even if you have only limited IT resources in your company, you 
can easily find appropriate situations for integrating your tools.

Examples:

 » Each email received by your customer service department 
automatically adds a line to your ticket-tracking table.

 » The validation of a blog article triggers its publication, its 
sharing on social media, and the dispatch of an email to your 
user base.

Both of these examples can be implemented by integrating a col-
laborative table with your existing email, marketing, and data-
analysis tools.
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Chapter 1
Monitoring Your 
Business Activity

Whether you are alone in charge of developing your sales 
activities or your sales department has thousands of 
representatives around the world, you still require 

methods for monitoring and reporting. Customer Relationship 
Management (CRM) is essential, of course, but you may also have 
to handle Sales Performance Management, forecast management 
tools, quotas and remuneration plans, and the inevitable 
spreadsheets.

The Challenge of Monitoring Sales 
Activities and Performance

You may well have encountered the following situations:

 » Salespeople complain that they have to record too much 
information in too many tools.

 » Management or marketing personnel complain that data is 
not entered correctly or not entered quickly enough.
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 » Official tools are implemented on top of the spreadsheets 
that were already in use, without replacing the spreadsheets 
for you. This will likely aggravate the previous two items of 
this list.

 » The need to strike a balance between sharing information in 
a spirit of collective intelligence while maintaining necessary 
confidentiality.

 » The need to find the middle ground between adapting tools 
to your existing procedures and adapting procedures to 
tools.

The ever-increasing number of tools for monitoring activities 
and sales performance are compounding with an ever-increasing 
number of collaborative tools.

We are now experiencing a coexistence between mostly cloud-
based specialized tools and traditional and online spreadsheets. 
It is likely that this coexistence will continue well into the future.

If you are fortunate, you may have the resources to hire a con-
sulting firm to analyze your situation and provide a solution with 
long-term support.

Otherwise, a collaborative table approach could be a valu-
able addition to your current toolset, whether this toolset com-
prises mainly spreadsheets, as is common in many small- and  
medium-sized businesses, or is the extended corporate toolset of 
a larger organization.

Collaborative tables fill a number of the gaps left by spreadsheets, 
whether they are used in place of, or alongside, a CRM.

Quality and “freshness” of information correlate directly with the 
productivity of the sales team. Simple online tools are the best 
choice.

Next let’s take a look at some practical examples. Remember that 
you can find sample tables online from major service providers 
who offer collaborative tables. These sample tables can be easily 
modified to fit perfectly with your work methods and your line of 
business.
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Monitoring Business 
Opportunities (Pipeline)

One of the best uses for collaborative tables is in monitoring busi-
ness opportunities. If you are satisfied with the CRM system you 
are currently using, if it keeps your data always up-to-date, if 
you can show it to your partners and it is cheap, then there is no 
reason to change. But if your pipeline is never up to date, if you are 
still using spreadsheets, and if you want to simplify your current 
solution and keep your expenses down, then read on.

To best manage business opportunities, you first need to list the 
opportunities in a table. This enables you to calculate a weighted 
pipeline and present all necessary information optimally, and 
more important, it enables your sales users to identify who has 
access to which opportunities. Users can view opportunities either 
in read-only or in read/write mode and from both inside and 
 outside your department, depending on the access you attribute 
to them.

In just two clicks, you can decide whether users can see or edit the 
entire table or only the lines assigned to them.

Depending on your commercial environment, you may want your 
resellers to be able to contribute directly to your pipeline, be able 
to seize opportunities, and keep themselves updated. Alterna-
tively, you may determine that managers should have access to 
the information relating only to their own department. Or you 
may want your Partner Managers to have information only about 
their specific partners.

 Sales rep  Customer  Opportunity  Amount  Qualified?  Date  Com.

Kim Jones MyCompany SME 12/15/2017  6

Donna McCarty LBeautiful 
Prospect

SME $12,000 12/19/2017

Sam Anderson TheWhale Key accounts $80,000 11/20/2017  3

Mary Taylor ALittleState Key accounts $60,000 12/11/2017

George Berry Department Key accounts $20,000 12/18/2017
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By taking advantage of automatic rights and specifying manag-
ers, each person will see only the data that’s relevant to him or 
her. As the table administrator, not only will you have access to 
all the information in a single consolidated table, but additionally 
you will be able to access it from a business analytics tool such 
as Microsoft Power BI. This means that your dashboard will be 
automatically filled in real time.

And all this can be accomplished without having to depend on 
your IT department and without a tedious configuration of access 
rights.

Monitoring the Success of Sales Forecasts
This is probably the situation that most often crops up in Excel, 
and possibly in CRM: Business owners ask their teams to make 
an entry to confirm the target they expect (or can commit to) in 
a given week or month. So even if the CRM is not (completely) up 
to date, each level of the hierarchy has a confirmation from its 
department that it can submit to its own management.

If we use spreadsheets, we risk the worst possible outcome: Either 
everyone waits for his or her turn to access the file, or everyone 
has his or her own copy of the file and we have to consolidate all 
the entries in a central file at the end, with the risks of human 
error that entails.

Online spreadsheets are generally better. However, not only can 
all users see the target and results of their colleagues, but worse 
still, anyone can change them by mistake or malicious intent.

Using a collaborative table means you can choose whether users 
see only their own data or that of the whole company. You can 
also restrict each person to only being able to edit his or her per-
sonal results target. And if you want, you can even prevent them 
from changing their targets afterwards.

To help organize your processes, you may want to prevent certain 
columns from being modified. You can even hide certain columns.
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 Sales rep  Manager  Team  Quota  Confirmed? % achieved  Com.

Kim Jones Helen Wilson SME 87 %  6

Donna McCarty Helen Wilson SME $12,000 117 %

Sam Anderson Peter Johnson Key accounts $80,000 97 %  3

Mary Taylor Peter Johnson Key accounts $60,000 113 %

George Berry Peter Johnson Key accounts $20,000 40 %

If they want, any table user can receive a notification when the 
table is modified, though only for the part to which he or she has 
access.

Finally, if you run your business with Business Intelligence or Big 
Data tools, all you need to do to integrate your collaborative tables 
into your dashboards is add your collaborative tables as a dash-
board source.

Automating Your Lead Tracking
Upstream of your opportunities you work on leads. Leads often 
have little potential but still require considerable dedication and 
follow-up effort. Yet leads are too often sidelined, poorly moni-
tored, and at risk of falling through the cracks, even though they 
are by definition your future opportunities.

 Contact @ Email  Message  Amount  Status
  Created  
on  Repeat

Kim Jones kim.jones@. . . Hello, can  
you call. . .

$400 Opportunity 12/15

Donna McCarty D.McCarty@email.com Need  
information  
about your  
Ukuleles

$800 Contacted 12/18 01/02

Sam Anerson anderson@email.com Looking  
for a  
helicopter

$1,600 Contacted 12/18 01/05

Mary Taylor mary@email.com Hello,  
do you sell. . .

To contact 12/20 12/22

George Berry Gberry@email.com Instrument  
collector

To contact 12/21 12/23
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Let’s consider leads that you receive either through emails sent 
from people directly to your company or through automatic noti-
fication emails that inform you when someone has filled out a 
form on your website or in an app.

You can automate your collaborative table so that each inbound 
email is input directly into your lead tracking table. Those who 
have access to the table can subscribe to it and add to it when they 
respond to these spontaneous contacts. Leads can be created with 
an automatic callback date set to a few days.

If you like, you can conclude the lead-handling process by auto-
matically sending a follow-up email to the relevant contacts 
when the lead processing is considered complete. This enables 
these contacts to comment on their level of satisfaction.

You can automate exchanges of information between your collab-
orative tables and other everyday tools such as email, your CRM, 
and social media.

To implement email integration, you can use an automation 
platform such as Zapier, Microsoft Flow, or IFTTT.  Collabora-
tive tables typically manage at least one of these platforms which 
allows you to easily create automated tasks that connect mul-
tiple cloud tools. You will not only be able to link your tables to 
your emails, but also to a tool for tracking customer requests or 
to . . . a CRM.

Calculation of Commissions 
and Variable Remuneration

Some, but not all, of the largest companies fully automate the 
calculation of variable remuneration for their commercial and 
presales work forces. The calculation of variable remuneration 
is often accomplished through spreadsheets. If each salesperson 
could calculate his or her individual commissions and bonuses 
in real time, and then consult them online once the final fig-
ures were available, what an improvement that would be! Think 
how many unnecessary frustrations and discussions could be 
avoided.
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You probably already have an Excel spreadsheet for these calcula-
tions. You should duplicate it or import it to create a collaborative 
table. Calculations in the table will be performed through formu-
lae that can only be changed by you.

All concerned users, let’s say the members of the sales team, will 
connect to the table and see only the information that relates 
to their own activities. During the variable calculation period, if 
sales people want to see what they’ve earned, they can enter their 
personal sales figures and see the effect on the calculation of their 
variable remuneration.

At the end of the period, when the final figures are known, you 
then switch all columns to read-only mode and enter the final 
turnover, as well as any other team metrics. The final calculations 
are updated and each team member is notified. They can then look 
up the final results including the variable remuneration they can 
expect.

If you choose, you can give users permission to comment directly 
in the table. This enables any user to inquire about results or 
request other clarification.

A way to group users by department is to specify the manager 
of each sales representative. The reps then automatically have 
access to the same information as the other members of their 
department, grouped under the same manager.

Additionally, and usefully, if your sales representatives are not all 
in the same department, each manager will see the results and 
the variable remuneration of their department without having to 
configure any special rights, as long as the table indicates who is 
the manager of each representative.

 Sales rep  Manager  Quota % achieved  Variable  How to. . .

Kim Jones Helen Wilson 87 %  6

Donna McCarty Helen Wilson $12,000 117 % $4,500

Sam Anderson Peter Johnson $80,000 97 % $2,000  3

Mary Taylor Peter Johnson $60,000 113 % $3,900

George Berry Peter Johnson $20,000 40 % $600
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Monitoring Margins Per Customer
The monitoring of margins on complex activities is another 
important but often insufficiently managed aspect of business. 
This is due to the diversity of IT systems and the complexity of 
information consolidation.

Complex activities are defined as those for which production 
costs may vary depending on the customer. Some examples of 
customer-dependent costs are customized orders for specific 
requirements, integration of service activities, and market- 
specific costs.

In fact, some projects that initially appear to be good sales may 
turn out to be loss-makers. This happens, for example, if they 
incur poorly valued costs, if production is not well controlled, or 
if the customer is particularly demanding about receiving goods 
and services.

 Sales rep  Customer  Sold
  Expected  
Costs

  Actual  
Costs

%  Margin  
recognized

Kim Jones Davis $100,000 $80,000 $82,000 18 %

Donna McCarty Brown $140,000 $110,000 $112,000 20 %

Sam Anderson Miler $200,000 $170,000 $216,000 -8 %

Mary Tayler Martin $60,000 $45,000 $42,000 30 %

George Berry Smith $120,000 $100,000 $105,000 12.5 %

The above table brings together sales and cost information while 
keeping track of anticipated results. It collects information on the 
actual costs incurred, with the last column calculating the margin 
as a percentage.

Obviously, this is a very simplified version intended to illustrate 
the principle. In a real case, it would probably be necessary to col-
lect different pieces of specific information to carry out the global 
calculation of both costs and sales. On complex projects there will 
probably be several billing milestones as well as some contract 
amendments. All of these details can also be organized in separate 
dedicated tables.

For additional examples, visit www.rowshare.com/sales.
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Chapter 2
Managing Your 
Marketing Activities

In today’s multichannel world, marketing and communication 
are multidisciplinary processes that bring together analysts, 
planners, designers, editors, marketing managers, product 

managers, agencies, growth hackers, and others. These special-
ists all work with their own tools and business applications, rang-
ing from HTML to Excel and CRM, while sending out countless 
emails, creating hundreds of PowerPoint presentations, and using 
numerous specialized sites, all woven together in order to manage 
contacts and campaigns.

Working Together Between Marketers, 
Communication Experts, and Agencies

This ever-growing accumulation of resources is not just some-
thing that happens in major companies. In start-ups and other 
small businesses these roles may be performed by one or two 
people who will often delegate tasks to agencies or freelancers 
with expertise in a particular field.
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To get all these people working in a coordinated fashion, there are 
collaborative tools available such as Trello, Basecamp or Slack. 
They are good replacements for email, but often still use tradi-
tional files (Excel, PowerPoint, Word or PDF).

Although these kinds of professions generally attract innovative 
personality types, there is an increasing need to become more 
analytical when it comes to reporting on investments, measuring 
and sharing the ROI on activities, maintaining demanding sched-
ules, and participating in sales.

This combined need for both structure and collaboration is some-
thing that collaborative tables handle nicely. Let’s look at a few 
strategic, tactical, and operational cases that many marketing 
teams may face.

The collaborative table provides a structured framework that is 
suitable for modern marketing with enough flexibility to allow for 
the creativity needed for marketing jobs.

Blog Publishing Schedule
The blog is the centerpiece of many content strategies. Its success 
depends on regular publications, a diversity of topics, and intelli-
gent dissemination across multiple media. Without careful moni-
toring, blogs can run out of steam or drift and miss their target.

A blog often has several contributors who determine editorial 
policy and approve the topics of the articles. The writers might 
be employees, agencies, freelancers, or independent experts rec-
ognized in the targeted market. The blog community manager 
needs to be able to see the upcoming content to prepare his or 
her schedule.

The following collaborative table can be used to manage a blog. In 
the table each article is assigned to an editor who is then notified. 
The table also features an automatic restart at key milestones.

In two clicks, the table owner can decide whether all users can 
see or modify the entire table, or only the lines assigned to them.

Each writer can see all the planned content but can only share 
work and update progress on his or her own lines. If you prefer 
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even greater confidentiality, you can configure it so that each 
writer sees only his or her own articles.

The community manager has access to all the information in the 
table. The manager can step in when the content is finalized. He 
or she uses the table to visually confirm the articles that have 
been shared on various social media. The most popular content is 
flagged using traffic measurement tools.

 Title  Publication  Editor  URL  Facebook  LinkedIn

Compare the 
purchasing 
plans. . .

5/14/2018 Helen Wilson www.myblog. 
com/cpc

XYZ formats 
are in shape

5/17/2018 Donna McCarty www.myblog. 
com/fxyz

The new TV 
experience

6/1/2018 Sam Anderson www.myblog. 
com/lneTV

TNT is racing 6/1/2018 Mary Taylor

ICS Show: what 
to remember

6/6/2018 George Berry

Automating Your Publication  
to Social Media

Simply listing and arranging your articles, videos, and various 
other elements of your content marketing strategy doesn’t accom-
plish much. It is also necessary to promote this material on the 
appropriate media, particularly on any social media that you have 
selected for your marketing activities.

Instead of doing this manually, why not fully automate this 
process?

When an article is finalized and published, depending on which 
social media you have chosen, you can configure your collabora-
tive table to automatically post your articles online.

In the previous example, a few minutes after checking  “LinkedIn” 
on the line “The new TV Experience,” your article will be  
published in the name of your company on its LinkedIn account.
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Automate the data exchange between your collaborative tables 
and other everyday tools such as email, your CRM, and social 
networks.

For integration with social networks, you can use an automation 
platform such as Zapier, Microsoft Flow, or IFTTT.  Collabora-
tive tables typically manage at least one of these platforms. This 
makes it possible to easily create automated tasks that connect 
multiple cloud tools. You will be able not only to connect your 
tables to social networks, but also to your emails or a tool for 
tracking customer requests or CRM. Some email automation tools 
make it possible to inform your user base that a new article has 
been published that could be of interest to them.

Online Advertising Campaigns
If you advertise online via a single provider (a search engine, a 
social network, or an agency that addresses multiple sites), your 
campaigns and keywords will be tracked directly on that provider’s 
site. Google, Facebook, and others offer you an overview to follow 
your campaigns, advertisements, and keywords and compare their 
performance.

When you decide to work with several different media channels, 
monitoring becomes more complex, as does decision making and 
reporting. Are you spending too much? Not enough? How does the 
relative performance of keywords compare? What about the rela-
tive performance of different media?

If you use an agency, the agency can manage advertising media 
for you. An agency will usually provide you with reports on a reg-
ular basis. But this information is not provided in real time, and 
this service obviously has its costs.

Use formulas to automatically calculate values in specific columns.

Combine all the information in a collaborative table so that you 
can share it, centralize the results, and dynamically build your 
URLs with the right UTMs.
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 Campaigning  Type  Amount # Leads

Facebook Sponsored content $123 10

Google Keywords $610 24

LinkedIn Sponsored content $389 18

LinkedIn Keywords $202 12

Twitter Banners $87 4

Sort and filter which campaigns have the best results either in 
absolute terms or relative to the investment you’ve made.

Trade Fair Attendance Planning
Who doesn’t dread the task of managing trade fair attendance? 
Attendance plans change all the time and need to be constantly 
updated. It seems that you have to become a virtual slave driver to 
get everyone to meet his or her commitments.

In the following collaborative table, employees are responsible for 
updating their own information. They receive automatic remind-
ers for any commitments that they make or that have been made 
on their behalf.

Use rights management to your advantage. Everyone should be 
able to see the entire attendance register. Everyone should be able 
to choose with whom he or she wants to attend or give preference 
to slots that are not in demand. No participant should be able to 
change another’s commitments.

 Staff member  Buffet  Morning  Afternoon  Reminder

Jamie Roy On the stand Organizes a conference 9/10/2017

Adele Flower Absent On the stand 9/10/2017

Alan Top On the stand On the stand 9/10/2017

Alex West Customer meeting On the stand 9/10/2017
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To help organize the whole event, it may be useful to block the 
modification of specific columns. You may even choose to hide 
some columns.

When your schedule is finally set, switch the table to read-only 
to make sure that people don’t change their commitments at the 
last minute.

Press Review
Press reviews are a staple and constantly growing form of live 
documentation. When shown to company management or cus-
tomers, press reviews need to be particularly well presented. For 
capturing, analyzing, and presenting press reviews in an orga-
nized way, a table is much more practical than the often-used 
PowerPoint presentation.

In a table, make a list of all the benefits related to your activity, 
including artwork (scans or screenshots) or a copy of the text. Add 
qualitative information such as media name, author, date, audi-
ence, and so on.

This table will be your daily working tool. It is up to you whether 
you want to make it generally available for all to do as they like 
with it, or make it only accessible to colleagues from whom you 
want to obtain feedback.

 Writing # Audience  Publication  Title  Scan date of article

Scoop IT 3 million 10/10/2017 Release of the new. . .  9/10/2017 08:30AM

Street Insider 2 million 11/12/2017 Merger of Giant Corp &  9/10/2017 12:30AM

Forward Geek 11 million 12/5/2017 Growth at its highest 
since 2007. . .

 9/10/2017 08:30AM

IT Business 600,000 2/7/2018 Record collection for. . .  9/10/2017 12:30AM

Whenever you need to officially share your press reviews, you 
can generate them automatically from your table. Each line of 
the table can be turned into a Word or PowerPoint document that 
includes your company’s logo and automatically contains a stan-
dard basic set of information.
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Automatically generate documents (Word, PDF, text, HTML, or 
CSV) from a combination of a company template and your table 
information.

To do this, simply define the document template you want to use 
and the information will be filled in from your table with a mouse 
click or two.

Interested colleagues can subscribe to your table and receive noti-
fications when anything new is added.

Monitoring Marketing Budgets 
and Expenses

It is one thing to do marketing budget planning. It is quite another 
to monitor and calculate a plan’s effectiveness at the end of the 
month, quarter, or year.

To execute monitoring with a collaborative table, proceed as with 
a spreadsheet. List your various budgets by activity type and their 
expected breakdown during the year. This is different from work-
ing in a spreadsheet in that you assign each budget to someone, 
and everyone can change his or her own budget consumption, but 
not that of others.

The description and forecast budget columns are locked to prevent 
any accidental (or deliberate) changes. In this way, all employees 
are able to update their expenses on the basis of the budget allo-
cated to them. In this example, since the first quarter is complete, 
the column “Q1 Expenses” is also locked.

 Manager  Activity  Budget  Expenses Q1  Expenses Q2

John Martin Advertising $41,000 $10,000 $1,000

Peter Dean Brochures $7,000 $6,000

Vince Dones Press Relations $11,000 $7,000

Virginia David Conference $8,000 $17,000
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Whenever the budget or expense data changes, a notification is 
sent to anyone who wants one.

Is there a table you are particularly interested in? Subscribe to be 
notified as soon as any changes are made.

Finally, when a period is over, switch its columns to read-only 
mode to avoid the temptation to rewrite history. You will still have 
the ability to edit past data, but operational marketing managers 
will no longer be able to do so.

If you have a large number of budget lines, you can edit your 
collaborative table directly from Excel to take advantage of its 
analytical power while keeping tight control over the rows and 
columns of your table.

Event Registration
Are you organizing an event for your customers and want to make 
sure to provide flawless logistics? A collaborative table is a good 
way to centralize the collected information while giving guests 
the means to send information directly to you.

When participants complete a simple online form, you will be 
notified that a corresponding row has been added to your table.

 Guest  Accompanied  Title  Company  Special dietary requirements

John Martin Director Martin & Associates

Peter Dean Director Dean Brothers Allergy to gluten

Vince Dones Chairman Dones Brothers Vegetarian

Virginia Davis Chair Paul & Virginia

The collaborative table can be used as a database for the atten-
dance count and to automatically create guest badges.
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And Also. . .
These are just a few examples. You know your business, the pecu-
liarities of your work environment, the culture of your company, 
and how comfortable your representatives are using technol-
ogy. So you may discover many other situations in which you 
can take advantage of collaborative tables, according to your 
circumstances.

Here are a few more examples:

 » Consolidating Key Performance Indicators (KPIs)

 » Selecting locations for an event

 » Following up on leads (discussed in Chapter 1, “Monitoring 
Your Business Activity”)

 » Conducting a “webinar”

 » Developing marketing action plans (a generic action plan is 
discussed in Chapter 6, “Tooling Your Projects”)

 » Maintaining a list of press contacts

For additional examples, visit www.rowshare.com/marketing.
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Chapter 3
Collecting and 
Disseminating Financial 
Information

L 
ike many other business units, finance departments are faced 
with the challenge of digital transformation.

A Rigorous Profession That’s Due 
for Change

According to a recent study by the respected Institute of Manage-
ment Accountants, the four key issues facing CFOs are

1. Improving productivity by streamlining business processes

2. Managing the company effectively at the international scale

3. Disseminating information in real time within the organization

4. Organizing appropriate financial consolidation
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More so than in the past, members of the finance department 
need to work alongside the operational personnel of the business, 
acting as true partners in creating value. If its members fail to do 
this, the finance department will end up merely controlling costs 
or recording a result at the close of business, with little ultimate 
influence over outcomes.

The finance department should be, above all, a driver for value 
creation.

Finance departments are still confined to a cost control role in 
many companies. However, the underlying trend and the possi-
bilities offered by technology make it clear that there has been a 
fundamental shift in the role of finance departments in successful 
companies (Figure 3-1).

In essence, the culture of financial departments is character-
ized by its rigor, discipline, and adherence to deadlines. In par-
ticular, accounting periods, annual accounts, and other reporting 
dates mean that there are rigid deadlines to be met. Addition-
ally, accounting regulations are, for obvious reasons, very strict, 
standardized, and subject to multiple legal constraints depending 
on the country. “Near-enough-is-good-enough” is not an option 
when working in a finance department.

The rigorous requirements on a finance department for strict 
adherence to schedules and accuracy may create the impression 

FIGURE 3-1: The role of the Finance Department as a partner in creating 
value
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that there is little room for creative improvisation in the depart-
ment’s work. These departments may be more resistant to change 
than other business sectors due to their naturally conservative 
nature.

In fact, there are now great opportunities for companies to 
apply the changes taking place in the IT world to their finance 
departments. Companies should identify any limitations on the 
financial department’s existing tool set and work methods that 
impede its ability to keep pace with the company’s inevitable 
transformations.

Through the study of available technology and with a bit of expe-
rience, finance managers can seize opportunities to implement 
more efficient and collaborative ways of working, while ensur-
ing data reliability and introducing the elements of rigor that are 
essential to any financial process. Collaborative tables are, there-
fore, an excellent way to contribute to this transformation.

Collaborative tables help reduce low value-added activities (col-
lection and data entry). They quickly provide relevant information 
for higher value-added activities (analysis, forecasting, and sim-
ulation) and free up more time for these activities.

Collaborative tables reduce low value-added activities.

Let’s go back to the four challenges mentioned above and suggest 
some ways of dealing with them by illustrating each case with a 
real-world example of how a collaborative table may be used.

Improving Productivity 
by Streamlining Processes

Productivity is fundamentally necessary for any business. Unless 
you are in a position to completely dominate a market, competi-
tion demands that you be among the best in your sector to sur-
vive. Your costs depend directly on the efficiency of your various 
departments.

But what are the parameters that determine productivity? Why 
do two companies that process the same amount of information 
sometimes have accounting departments varying in size by a fac-
tor of 1 to 2, or even 3 in some cases?
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The answer lies mainly in how the two companies are organized 
and what tools they use, as well as in the quality of the work-
ing teams. Team quality and company organization are, in fact, 
closely linked. Few employees can tolerate working in an organi-
zation that is inefficient or has notoriously inadequate tools. With 
all the technologies available in the 21st century, what worker can 
be expected to bear the discouraging task of repeatedly entering 
the same data over and over?

This is clear and highlights the importance of paying as much 
attention to the suitability of your tools as possible. Besides the 
direct gain in efficiency of a well-organized information gather-
ing system, having an optimal setup with all necessary automa-
tion is a very important motivating factor for the teams.

This is true for members of the finance department, as well as 
for all those in other departments who contribute to the finan-
cial processes. These external contributors generally experience 
inter-departmental information sharing as an added burden, even 
though it is essential for the smooth running of the company.

Let’s take a very simple example: purchasing management track-
ing of supplier invoices. A collaborative table is a simple way 
to collect information from all teams that are likely to incur 
expenses. You can set it up so that the contributing teams see 
only their own lines of data.

As shown in the example table below, it is easy to define col-
umns that are tailored to the company’s needs (expenditure type, 
department to charge, and link to the supplier repository). The 
table also provides a column to attach a scanned invoice document.

 Manager  Supplier  Type  Allocation  Amount  Invoice

Kim Jones Google Purchase of  
keywords

SME $1,247 Google_4321.pdf

Donna McCarty Genius  
consulting

Strategic advice Key accounts $12,000 Genius_March.xlsx

Sam Anderson MyTopMagazine Advertising Key accounts $8,000 MTM.pdf

Mary Taylor GreatOffice Office supplies SME $600 GO_9876.pdf

George Berry Brother &  
Brother

Legal fees SME $3,000 B&B_Bill.docx
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This approach is efficient. It avoids sporadic emails and the search 
for invoices after the fact. It is a very simple and natural way 
to encourage the generation of paperless (electronic) invoices, 
ensuring increased traceability.

The table allows, for example, the direct entry of lines by opera-
tional personnel and certain suppliers. Subsequently, the control 
over these lines can be switched at the level of the finance depart-
ment. The same principle can be applied to certain columns, which 
can be accessible to everyone during drafting and then locked.

By using access rights, we can control the data entry cycle and 
ensure its reliability.

Columns that are specifically intended for financial processing 
can also be defined. For example, it is easy to define collaborative 
tables that reference accounting codes specifying expense types 
or suppliers. With these links and by using document templates, it 
is possible to automatically integrate accounting entries from the 
table to the existing accounting system.

Thus we can see in practical terms how to avoid multiple entries, 
a source of employee frustration as mentioned above, and statis-
tically a source of errors. The invoice repository is a collabora-
tive table, with centralization of all the required information. You 
can share it with anyone who needs to be involved in the process. 
Note that the task of sharing reference documents outside the 
finance department can be quite difficult if you try to do it with 
an accounting software package.

In addition to internal company operations, this setup also allows 
for easy sharing with external accountants or auditors who are 
required to examine the accounts. Similarly, in the event of a tax 
audit, it becomes a simple process to submit the relevant docu-
ments and justify the accounts.

Managing the Company Effectively 
on the International Scale

The second challenge to finance departments mentioned in the 
introduction is the ability to manage the company at the interna-
tional level. The evolution of technology and the ease of making 
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transactions means that virtually all companies, even medium-
sized ones, have to manage at least some international business, 
whether it be with their customers or their suppliers.

Regulations differ greatly from country to country, whether in 
terms of contractual rules, payment terms, commercial practices, 
or certain aspects of culture. IT systems often vary in design, so it 
is not always easy to monitor and manage international activities 
consistently.

The collaborative table offers an interesting solution to some of 
these issues. The collaborative table is flexible in its capacity to 
accept added columns as they are needed. It ensures that data is 
input in the correct format. It avoids sending out files or emails 
containing multiple copies of the same data. These table features 
increase data reliability.

By way of example, the following table illustrates a collection of 
monthly indicators from various branch offices. By virtue of its 
simplicity, a table makes it possible to involve everyone in the 
process while ensuring the confidentiality of information. The 
different branches will be able to see their own lines.

 Branch  Indicator # January # February # March # April

France Turnover 200 220 240 250

France New customers 3 5 2 4

France New prospects 4 2 3 1

United Kingdom Turnover 50 80 120 150

United Kingdom New customers 4 6 7 6

United Kingdom New prospects 8 10 9 5

Uruguay Turnover 10 20 18 30

Uruguay New customers 2 1 0 3

Uruguay New prospects 3 4 5 3

There is no need to be trained by or even to be part of the financial 
department to locate and understand the right indicator if it is 
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clearly explained in its description. As a result, all branch offices 
are able to consolidate their information, even if one of them only 
has a single sales representative in charge of prospecting a new 
geographical area.

Disseminating Information in “Real Time” 
Within The Organization

Apart from the data collection itself, the most important facet of 
managing finance departments is found in the third challenge: 
disseminating information in real time.

A financial department can move beyond the role of merely con-
trolling costs by bringing value to the field teams. For this reason, 
like any cross-divisional service, it is always advantageous to be 
proactive and simultaneously provide information while asking 
for it.

It will be easier for you to collect the performance indicators you 
need if your monthly process provides an up-to-date and mean-
ingful digest of the data that is most useful to your operation 
personnel.

 Branch  Turnover  Costs  Margin % Growth
  Turnover/ 
Customer  Comments

Germany $180 $145 $35 18 % $22  2

France $250 $170 $80 4 % $30

United Kingdom $150 $140 $10 20 % $28  3

Uruguay $30 $40 $-10 50 % $24

In the above example, additional information is provided that is 
calculated from the increase in turnover and the number of cus-
tomers per branch. The “Comments” column makes it possible 
to add a discussion on the figures that can benefit the different 
stakeholders. Additionally, if the collaborative table allows it, it is 
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possible to integrate the write-up of “reports” into the process, 
summarizing the different figures in a document with graphical 
breakdowns if necessary.

A collaborative table is in fact a good way to ensure the dissemi-
nation of financial information while maintaining confidentiality, 
without copying or duplication, by obtaining field indicators from 
the source as mentioned above.

Spreadsheets have often been used for this purpose, but they can 
actually slow things down. Spreadsheets contribute to the prolif-
eration of files and copies, in turn leading to errors and creating 
delays, which is contrary to the objective of real-time dissemina-
tion. Spreadsheets should only be used downstream for the pro-
cessing of data (calculation and graphical representation), not for 
data collection itself.

Excessive use of spreadsheets can undermine the goal of having 
reliable reference information.

Handling Financial Consolidation 
Effectively

Financial consolidation assumes that the data is perfectly reliable. 
This is an issue that is sometimes complicated by a company’s 
history. With company buyouts and frequent changes in the scope 
of analysis, it is not always easy to have diverse systems aligned, 
especially since enterprise resource planning systems (ERPs) are 
far from being the most flexible and scalable of tools.

As a result, financial consolidation needs additional tools at its 
disposal if it is to ensure complete control over the financial 
management of the group as a whole. At a minimum, you need 
to identify any areas of uncertainty that result from figures for 
which a detailed real-time view is not available.

The collaborative table below illustrates a case of multi-source 
consolidation. In this example some lines are automatically fed 
by other systems (payroll and ERP). Application connection tools 
such as Zapier or IFTTT enable you to define simple rules to input 
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data into the collaborative table directly from the ERP, without 
the need for the help of an IT developer.

 Site  Type  Amount  Manager  Comments

Production Personnel costs (payroll) $180 Jim Faithful

Production Recurring costs (ERP) $80 Jim Faithful

Production External expenditure (manual) $60 Jim Faithful  2

Headquarters Personnel costs (payroll) $80 Jane Donald

Headquarters Recurring costs (ERP) $40 Jane Donald

Headquarters External expenditure (manual) $20 Jane Donald  4

An application connector allows information from another sys-
tem to be retrieved automatically.

Other lines are input manually by operational personnel who have 
a complete view of the month’s external expenditure. In addition 
to collecting more precise values, an arrangement of this type also 
makes it possible to make all stakeholders in the chain respon-
sible for the consolidation process and financial commitments.

In the above example, a comment area has also been provided 
on each line for qualitative discussion. This is where users can 
comment on specific expenses, mention uncertainties, or clarify 
specific risks.

With accountability it can be expected that the process will 
improve over time. As everyone is a stakeholder, the obstacles 
encountered during implementation can be handled more easily 
than in a purely IT or fully centralized approach. In fact, you will 
find that employees are much less likely to blame problems on a 
collaborative process in which they are actively involved than on 
a remotely imposed central system.

Simplifying Processes Seamlessly
Besides responding to these major challenges, a collaborative 
table is a tool that provides a simple solution for seamlessly com-
bining many processes.
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To encourage the adoption of collaborative tables, it is best to 
introduce the software with a couple of priority financial tables. 
This approach can bring immediate benefits.

And experience shows that once the idea has been absorbed, other 
initiatives using tables to simplify collection of information will 
come about spontaneously.

A first-time user can set up a collaborative table with high added 
value very quickly.

To illustrate our point, let’s just mention a few classic examples 
implemented by various financial departments:

1. Budget planning

2. Consolidation of multisite indicators

3. Purchasing follow-up

4. Issuing invoices

5. Monitoring of collection

6. Monitoring of legal deadlines (statutory meetings, social 
security, and tax declarations)

7. Consolidation of receipts related to a tax credit

8. Monitoring of financial partners (banks, funds, consultants 
and so on)

9. Follow-up of a specific file requiring the collection of support-
ing documents (for example, borrowing)

10. Sharing reference documents with an external auditor or 
accountant

Visit www.rowshare.com/finance for more examples of situa-
tions tailored to finance departments.
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Chapter 4
Managing Human 
Resources

Human resources management is a complex business that 
can vary greatly in scale — depending on the company’s 
line of business, size, and stage of development.

A Profession with a Thousand Facets
For instance, the issues facing a personnel department in a small 
town industrial enterprise employing manual labor are not the 
same as those of a strategy consultancy firm that has to man-
age a network of consultants on an international scale. Similarly, 
tracking the hours of cashiers in a supermarket doesn’t present 
exactly the same challenges as tracking the hours of computer 
engineers traveling on assignment to clients, even if nominally 
they are the same task.

Managing human resources involves different challenges and 
priorities depending on the business sector.

Additionally, the umbrella term “human resources management” 
covers matters of recruitment, monitoring of administrative 
information, payroll management, performance measurement, 
and skills development, not to mention internal communication, 
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which plays an important role in the organization of a company’s 
corporate culture.

In very large companies there are people dedicated to each of 
these human resources sectors. This is a staff of specialists that 
can focus on a single problem and are equipped with tools dedi-
cated to a single purpose if necessary. Even if some of these tools 
are expensive, a large company will have the resources to invest in 
sophisticated solutions and will focus on the challenges of inte-
grating these solutions and effectively coordinating its employ-
ees, including those in the human resources department.

A small- or medium-sized company (between approximately 20 
and 500 employees), on the other hand, is not able to give each 
of these issues the same amount of attention, let alone have the 
resources to invest in a tool for every single HR problem. The 
human resources manager will therefore have to find a way to 
address all of the company’s HR needs with tools that are simple 
and quick to implement. These tools may be combined with more 
sophisticated software packages for special circumstances when 
required. The HR manager is then able to focus on priority issues, 
even with a small team, and still cover everything else that needs 
to be attended to.

A Plethora of Tools Reflecting the Nature 
of the Profession

As mentioned above, the field of human resources is vast. This is 
reflected by the enormous number of software tools available for it.

The link www.capterra.com/human-resource-software/hr-
landscape lists human resources software by category. Just to give 
an idea of the number and variety of options, the screenshot in 
Figure 4-1 was taken from this web page and was cut off halfway 
down!

Clearly a medium- or small-sized company cannot analyze all 
of these solutions in depth unless perhaps it is in the software 
industry. Nor is a medium- or small-sized company able to 
invest in a separate solution for each category of task. Addition-
ally, deploying an excessively large number of tools raises various 
issues concerning access management, user training, integration 
between these tools, and coordination of information.
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Finally, our experience in the field has shown us that many com-
panies deploy a human resources management “solution” that is 
largely accomplished through a makeshift system of organizing 
files in documents that are more or less structured and sometimes 
even in paper format. This system typically uses spreadsheets to 
consolidate specific information in tables, though without any 
data processing or calculation, which is the principal purpose of 
spreadsheets.

This is often the case for monitoring targets, skills, salaries, 
and sometimes even for administrative information, at least in 
smaller organizations.

Ensuring the confidentiality of specific sensitive information 
requires a tool that can work with hierarchies.

FIGURE 4-1: Extract from the Capterra site
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Should We Resign Ourselves to 
the Unavoidable Scattering of Files?

In light of the above, should we just resign ourselves to relying on 
the goodwill of all concerned, with files placed in a more or less 
methodical manner in different storage spaces, and a go-with- 
the-flow style of management?

Even though it is possible to survive this way, we can hardly con-
sider this best practice. Such an approach would reach its limits 
sooner or later. Managing confidential information would become 
impractical. The hidden costs of wasted time and effort are often 
very high.

Moreover, for a human resources department, which generally 
aims to enhance the value of each individual’s role, asking for 
repetitive and redundant data entry due to a lack of tools or data 
centralization sends an unfavorable message. It suggests that 
employees’ time is not particularly valued if they are being made 
to carry out re-entry tasks with no added value.

This is when the collaborative table comes into play, as it seems to 
us to be particularly well suited for human resources departments.

The use of collaborative tables can be an ideal solution for 
 organizing information essential to human resources without 
greatly increasing the number of tools. It may be necessary to 
add two or three tools specifically dedicated to handling specific 
aspects of the company’s unique human resources requirements.

A rights management application that includes an automatic 
mechanism linked to the hierarchy of the company seems to us 
to be an essential feature, particularly for human resources. This 
type of mechanism gives managers automatic access to their 
department’s information.

Moving on from this theoretical explanation, let’s look at a few 
real-world examples of situations where companies have imple-
mented collaborative tables in the field of human resources.
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Organizing the Recruitment and 
Integration of New Employees

When hiring a new employee, it is necessary to collect certain 
information in advance in order to draw up an employment con-
tract, make any legal declarations that may be required, and pre-
pare for the employee’s arrival and integration into the workplace.

A collaborative table is ideal for this situation, as some informa-
tion will be provided by the new recruit (identity documents, bank 
statements, social security numbers, and so on), while others will 
be determined by the hiring department (date of arrival, salary, 
title, and so on). A properly set up table will provide a framework 
for this information and give each user exclusive access to his or 
her own section, while keeping all the data in a central location. 
Each user will be able to see only his or her own line.

 Recruit  Date of arrival  Department  Salary  Identity card  Discussion

Bob Sing September 12 Support $2,500 B_Sing.Jpg  5

Jane William September 26 Finance $3,000 J_William.Jpg

Jim Faithful October 10 Production $3,500 J_Faithful.Jpg  2

Alan Drawn October 16 Retail $4,000 Y_Drawn.Jpg

At the end of the data collection process this information will 
generally be processed by a central HR department (or the assis-
tant in a smaller company) for drafting the employment contract 
and setting up the various systems such as payroll.

A collaborative table usually makes it possible to produce docu-
ments based on a template using information directly from the 
rows of the table (job offer or employment contract). For example, 
from your employment contract template, a Word or PDF docu-
ment can be automatically created for each new entrant.

By using an application connector like Zapier or IFTTT, other 
systems can be automatically populated each time a new line is 
created.

Invite your prospective employee to share comments directly in 
the table to facilitate communication and answer any questions 
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before arriving. The candidate will already feel a sense of integra-
tion, making it easier to get started and minimizing the risks of 
not feeling connected with the organization.

This table, which is complete in itself, is very easy to design and can 
easily be modified over time. It is also easy to add new columns as 
needed, when the information that needs to be collected changes.

People in charge of recruitment will be able to go beyond this 
simple table and design a more comprehensive recruitment mon-
itoring tool using a set of tables linked to each other, such as

 » Open positions with the relevant advertisements available 
directly in the table

 » Candidates who have applied

 » Candidate interviews

 » A list of recruitment sources (government services, advertis-
ing sites, schools, headhunters)

With this approach it is easy to provide summary and statistical 
reports on recruitment. This is a valuable feature in certain indus-
tries where providing this kind of information can be an issue.

Monitoring the Activity and Performance 
of the Departments

Collaborative tables are particularly well suited for monitoring 
and controlling activities. Their automatic rights functions ensure 
the confidentiality of information, especially if they include an 
integrated mechanism based on hierarchy. They also ensure that 
each employee has taken note of every key element which he or 
she is expected to meet and which will be evaluated.

It is very easy indeed to set up a reference table consolidating the 
targets of all employees. You will then benefit from the central-
ization of this information, which allows managers to maintain 
an overview and ensure consistency and completeness.

In the table below we see illustrating this concept, keeping in 
mind that employees are only able to see their own data and that 
what managers see depends on their area of responsibility.
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 Staff member  Objective  Indicator
#  Numerical  

threshold  How to. . .

Jane William Process expense  
reports over time

Validation time in  
working days

5  3

Jane William Publicize the expenses  
bill policy in advance

Percentage of  
bills rejected

10

Jane William Limit accounting errors Maximum percentage  
of errors

3  2

Alan Drawn Chase new prospects New customers 10

Alan Drawn Develop our existing  
customers

Growth in percentage  
terms

8

Alan Drawn Sell the product TIPTOP+ Number of sales 20  4

Besides targets, it is possible to organize the monitoring of all 
activity. Collaborative tables that are typically implemented 
include

 » Annual performance reviews (see the chapter “Running your 
SME with online charts”)

 » Tracking of activity through regular weekly or monthly 
reports

 » Tracking of past activity

 » Tracking of financial incentives or results for which specific 
bonuses have been granted

The benefits of organizing these elements are numerous. They 
range from guaranteeing confidentiality to traceability and 
increased department accountability, which facilitates the dele-
gation of responsibilities and tasks.

Centralizing the Progress and 
Development File for Each Employee

During their time with the company, employees progress, develop 
skills, and grow within the company in terms of positions held, 
titles, and remuneration.
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Collaborative tables are ideal for consolidating key information 
about

 » Training (and the application management process)

 » Certifications obtained

 » History of bonuses and exceptional remuneration

 » History of positions held and promotions

 » Pay raises

The collaborative table allows for attachments in individual rows.

An interesting example to illustrate this is that of skills man-
agement. A collaborative skills repository table can be created to 
enable users to self-assess on skills relevant to their profession. 
It is often useful to combine self-assessment with managerial 
assessment in order to prompt a productive discussion and decide 
on areas for improvement and actions to enable progress (train-
ing, mentoring, or implementation in the field).

 Staff member  Skill  Self-assessment
  Assessment  
manager  Com.

Jane William Fluency in English

Jane William Use of office automation

Jane William General ledger accounting  2

Alan Drawn Customer relationship  1

Alan Drawn Negotiation skills

Alan Drawn Case for the product  
TIPTOP+

 3

Adhering to Administrative Processes
Collaborative spreadsheets are also by nature quite useful for 
any administrative process that requires the regular gathering of 
information or adherence to a schedule.

By using the table’s reminder feature, you can ensure that impor-
tant deadlines are respected. In the following case an obliga-
tory routine inspection occurs every two years. The table sends 
a reminder one month before the inspection date to ensure that 
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preparations are made for the visit and legal requirements are 
met. You can also make sure that proof of the visit is confirmed in 
the table by creating a column called “Attachment.”

 Staff member  Last check  Reminder  Scheduled  Next inspection date

Jane William 5/12/2017 4/12/2019 5/05/2019

Alan Drawn 5/14/2017 4/14/2019 5/9/2019

Jim Faithful 6/18/2017 5/18/2019 5/24/2019

Bob Sing 7/25/2017 6/25/2019

Any administrative processes that require regular gathering of 
information will also be potentially relevant. Depending on your 
activity and the legislation in your country, this could be

 » Providing proof of transport costs

 » Updating emergency personal information

 » Renewing administrative permits for foreign workers

 » Renewing access rights to confidential information

Organizing the Life of the Company
One last area that is well suited to the use of collaborative tables is 
the organization of the life within the company, with the possibil-
ity of granting a certain amount of freedom of action to employ-
ees, according to the company’s corporate culture.

Aside from hierarchically or centrally defined processes, the 
power of collaborative tables lies in the fact that any authorized 
individual can create his or her own personalized table.

As such, the human resources department can also make collab-
orative tables available to facilitate cross-functional initiatives by 
employees on subjects as varied as

 » Creating a photo gallery for a service or event

 » Organizing carpooling within the company

 » Gathering employees together to organize a sporting activity
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 » Encouraging “speed-dating” style joint inter-service meetings

 » Conducting surveys or measuring satisfaction on any topic

 » Setting up an ideas box to collect and track suggestions from 
individuals

Below is an example of a table for organizing a running race dur-
ing lunch break:

 Staff member  Monday  Tuesday  Wednesday  Thursday  Friday

Bob Sing

Jane William

Jim Faithful

Alan Drawn

A collaborative table can be great for creating social cohesion 
because it makes it possible to leave the initiative to the employee.

In Summary
As the various examples mentioned in this chapter show, col-
laborative tables are a simple way of responding to many human 
resources issues with a tool that can be quickly implemented and 
integrated with existing systems.

Collaborative tables are an accessible means for companies of all 
sizes to set up structured processes, as a possible complement to 
more specialized market tools.

For further details, visit www.rowshare.com/hr and discover other 
examples of situations tailored to HR.
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Chapter 5
Managing Your SME With 
Online Spreadsheets

Managing a business is a challenge that requires the right 
balance between strategic planning, implementation of 
plans, and feedback based on monitoring results, all the 

while keeping the staff motivated (Figure 5-1).

FIGURE 5-1: The balanced role of 
management
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Challenges for the SME CEO
In a very large company these functions are often carried out by 
different individuals who are equipped to make informed deci-
sions. Large-sized companies are also less dependent on any 
one individual. In a medium-sized company with fewer than 300 
employees, the CEO plays a critical role and is engaged in a bal-
ancing act, knowing how precarious it is and the potential for 
serious consequences.

Besides having skills and leadership, the CEO needs to be perfectly 
equipped so that information is organized for the delegation of as 
many tasks as possible, to meet key deadlines, and to accomplish 
all of this with optimal efficiency.

In fact, optimal time management is one of the most valuable 
competitive levers available to small- and medium-sized enter-
prises (SMEs). Finely-tuned time management contributes 
greatly to maintaining team motivation.

Organization of Information
To organize information correctly, it is crucial to define spaces —  
or folders — that correspond to the company’s key functions. 
Creating the right records for the right functions is the first step 
of effective organization.

It is not necessary for each space to be managed by a separate 
person, but it is important to separate the functions that need to 
be managed because it is possible that the human organization 
may change with the growth of the company.

If the functions in the file structure are well identified as roles, 
they will be fundamentally stable. The manager can set up this 
file structure or delegate the task to an assistant.

For example, Figure 5-2 shows a file structure based on the 10 key 
functions that should be present in almost any company:
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This example is fairly complete and can be used to establish a 
foundation, but managers of SMEs can also tailor the table to their 
needs according to their industry. Companies may have specific 
requirements that justify a somewhat different breakdown. The 
nomenclature used may also vary by industry.

The organization of information must reflect your business.

The Organization of the Company
With the huge and ever-increasing number of available technolo-
gies, it is easy to become lost in purely technical considerations, 
focusing on debates between experts that emphasize the merits 
of one supplier or highlight the commercial policy limitations of 
another.

However, the issues at stake are often organizational rather than 
technological and consist of aligning the human organization 
with the IT configuration. Different tools can make this easy or 
difficult, such as when certain applications impose unsuitable 
installations on you, or when an application constrains your work 
in some way.

FIGURE 5-2: File structure with ten key functions in a 
typical business
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Remember that in the early days of IT, the first IT management 
groups often bore the title of “organizational management.” This 
is because it is crucial to align the tools we implement with the 
organizational structure we are setting up.

From this perspective a software package supporting an SME 
must allow the user to input the company’s organizational struc-
ture together with all its employees. It is necessary to be able to 
describe the hierarchy in order to exercise proper control of the 
organization. It is necessary to describe particular groups (such 
as Board, Sales, Production, and Management) in order to be 
able to organize the work across functions and in terms of ser-
vices, a requirement that is increasingly essential for today’s 
organizations.

It is also important to be able to add users from outside the com-
pany because an SME will inevitably work with partners and 
sub-contractors for particular projects. This should be possible 
without creating any particular issues.

Some software packages do not easily support collaboration with 
people from outside the company.

Examples Useful for SME Managers
As explained in the introduction, an online collaborative table 
allows the structuring, collection, and presentation of the infor-
mation you want to manage. Since a column can be set to only 
accept a certain data type, the information obtained is of better 
quality. Data entry is carried out directly by those who have the 
information, avoiding duplication that can result in errors.

Performance Review of Employees
In the field of human resources there are immediate benefits from 
using an online collaborative table for carrying out a performance 
review.
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Besides legal requirements, properly managing employee perfor-
mance reviews is a strategic lever for the progress of each indi-
vidual and each manager, and thus, for the entire company.

For example, here is some information that can be entered into an 
online collaborative table which supports attachments:

  Staff member   Interview date  Completed  Journal  Comment

Alfred Jones 12/16/2017 AJ_Review.doc

Alicia River AR_Review.doc Make a formal  
mid-year 
assessment

Peter Martin 12/19/2017 PM_Review.doc

Renee Dune 12/18/2017 RD_Review.doc

The collaborative table makes it possible to attach documents to 
lines.

Without any initial investment and with minimal configuration, 
the creation of this table provides the employee performance 
review process with a framework with confidential access to the 
document set to ensure that

 » The employee can see his or her own individual reviews

 » The manager can see his or her own department’s reviews

 » The director can see reviews of all of the departments

If the online table includes hierarchical rights management, the 
review process can be implemented very quickly. Without this 
feature, managing confidentiality often involves bringing in an 
IT expert with administrative rights to tweak the settings. With 
this online table approach, we can control organizational changes 
intuitively. When it becomes necessary to change the manager 
details for the table, all that is necessary is to input the new data 
and the access control is automatically set correctly.
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It is also clear from this example that access to information would 
be greatly facilitated with all the key documents of this process 
centralized in one place.

During the interview period the managing director can glance 
over the table to see the status of the annual interview process for 
each employee and can remind any subordinate managers who 
might be late to adhere to the company schedule.

Business Processes
Unlike the file-based approach, the online collaborative table is 
built around data, with the ability to work at the line level.

Incidentally, a collaborative table can provide notification mech-
anisms that further enhance efficiency in collaboration. For 
example, you can subscribe to tables to be informed as soon as 
information is changed.

For the most critical deadlines, which often prove to be both 
numerous and varied when managing an SME, a reminder func-
tion can send timely notifications.

Since the reminder is attached to a specific line of a table, it allows 
the recipient to quickly find the appropriate information. Clicking 
on the reminder email opens the appropriate table line and any 
attached documents.

A reminder that is reset at the end of each period makes it possible 
to manage a recurring process.

The collaborative table is an ideal way to organize the company’s 
processes in order to meet each key deadline. This is a consider-
able challenge when you think of all the aspects of the company 
that the CEO has to deal with (financial, reporting, legal, com-
mercial, customer processes, and so on).

The following table is an example of how key processes are orga-
nized and assigned to different people in charge:
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 Manager  Process   Next deadline  Periodicity  Documentation

Alfred Jones Incoming 
email statement

12/16/2017 Daily Proc_Email

Alicia River Production follow-up 12/16/2017 Weekly Proc_Prod

Peter Martin Review of opportunities 12/18/2017 Weekly Revue_Pipe

Renee Dune Pay Processing 12/22/2017 Monthly

Each employee sees the processes in the table for which he or she 
is responsible. It is easy to handle recurring processes by reset-
ting the next date in the reminder as soon as the process for that 
period has been carried out. This contributes to the overall quality 
of the company’s organization of processes.

The CEO can have a quick look at the table to see the next deadlines 
on all matters, and can, for instance, sort them by date, as in the 
above example. When someone is on a leave of absence, they may 
have forgotten to pass on responsibility for his or her process.  
A table like this allows the managing director to see approaching 
deadlines and deal with them before it’s too late.

Drawing Up Contracts
Many of us have had the unfortunate experience of sending a con-
tract to a customer that contains the name of another customer, 
either directly in the text or hidden somewhere in the document 
properties.

The power of copy-and-paste, while undoubtedly useful, also has 
its pitfalls. For this reason, it is a better idea to work from a blank 
template and to fill in the data specific to the new contract.

Setting up a table with all the key information is an approach that 
has another advantage: It ensures that all the essential elements 
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needed to draw up the contract are available and in accordance 
with the proper structuring of the data.

 Company  Capital  Signatory  Address  DUNS

Dean Brothers €10,000.00 Tom Dean 235 Davidson Avenue 
08873 Somerset

456789123

Martin & Associates €100,000.00 Peter Martin 776 Monroe Avenue 
07201 Elizabeth

123456789

Paul & Virginia €50,000.00 Virginia David 5450 California 
Avenue 92617 Irvine

789123456

The following table contains the contract information and is 
linked to the previous table, which makes it possible to avoid 
copying and pasting, thus increasing efficiency:

 Customer  Contract
  Description 
of services

  Number  
of hours

  Hourly  
rate

Dean Brothers Dean_01 Audit Mandate 20.00 $200.00

Dean Brothers Dean_02 Assistance  
Mandate

50.00 $175.00

Martin & 
Associates

Martin_01 Maternity 
Replacement

300.00 $140.00

Paul & Virginia Paul_01 Assistance  
Mandate

100.00 $160.00

Paul & Virginia Paul_02 Advice 30.00 $190.00

If your collaborative table features a mechanism for generating 
documents from a template, you can produce your contracts reli-
ably and efficiently by inputting this “clean” data into your con-
tract documents.

For example, Figure 5-3 shows what a template in Word format 
might look like for automatically generating documents.
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In addition to efficiency, with this approach you can reuse the 
contract template over time. If you change your contract template 
(new logo, new legal information, any new element you want to 
include), any contracts you draw up afterwards will consistently 
inherit the changes.

By working from templates and inputting the data from the 
table, you can avoid common mistakes that can result from using 
copy-and-paste.

This approach is also a useful way to manage your commitments 
and risks. Frequently, you will agree with a customer to modify  
a clause, sometimes to your disadvantage. When using copy-and- 
paste, you run the risk of having clauses that you added for a par-
ticular customer finding their way into other contracts.

FIGURE 5-3: Contract template example
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Generating contracts from a template makes it possible to keep 
your key clauses securely together and control any amend-
ments you allow yourself to make on a case-by-case basis. This 
approach can, of course, be applied to many other kinds of docu-
ments, such as references, standard letters or even to the genera-
tion of accounting entries.

Things to Remember for the Manager
An online collaborative table is a simple and powerful way to 
improve on five crucial dimensions of competitiveness:

1. Classification and organization of information;

2. Delegation of processes and tasks;

3. Team collaboration;

4. Production efficiency in all the company’s activities;

5. Meeting major deadlines and quality control.

Even if you have specialized software for particular aspects of 
your management, and no doubt for your core business, it is more 
than likely that certain processes could still be improved through 
the use of tools.

The collaborative table makes it possible to easily improve numer-
ous processes.

To give you some real-world examples, here is a non-exhaustive 
list of uses of collaborative online tables for the 10 key functions 
of an SME.

Field Table

Purchasing Supplier contracts, purchase requisitions, supplier opportunities

Retail Inbound requests, quotes and invoices, customer opportunities, business 
partnership opportunities, follow-up of partnerships, VIP customer 
contacts follow-up

Finance Specific financial files, financial information shared with the accountant, 
opportunities for financial partnerships, follow-up of customer invoices, follow-up 
of supplier invoices, follow-up of tax credit or subsidy

IT User support requests, quality of service indicators, follow-up of contracts and 
recurring costs, monitoring of hardware and licenses
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Field Table

Legal General meetings, legal declarations, tax returns, specific litigation (employee, 
customer, supplier, or competitor)

Marketing Events, offers, publishing planning, references, follow-up of campaigns

Piloting Global actions and projects, indicators and metrics, business processes

Production Predictive activity, employee assignments, monitoring of project indicators, time 
tracking, time allocation

Human resources Employee well-being, collection of expense documents, training requests, job 
descriptions and advertisements, company reference documents, formalization of 
annual targets, monthly monitoring report, performance review, monitoring of 
raises and promotions, monitoring of applications, monitoring of performance 
bonuses, monitoring of medical check-ups.

Customer service Customers and associated contracts, sub-contractors, and related contracts

If you are interested in a tool for these types of functions in your 
company, or if you want to see other examples of collaborative 
online tables useful for your SME, visit www.rowshare.com/SME.
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Chapter 6
Tooling Your Projects

There are so many scenarios that can be aptly handled by col-
laboration tables in which actions and projects need to be 
tracked or documents collected that we cannot describe 

them all in this book.

Track Your Projects and Documents
The challenge in information sharing often comes from the 
diversity of contributors who do not always have the same level 
of comfort with IT. We need to offer contributors a tool that is 
as simple and user-friendly as possible without sacrificing data 
security and quality of information.

Ease of use is a key factor for the successful adoption of the tool 
you select.

Often, in addition to listing files or actions, the challenge is in the 
collection and storage of additional information such as supervi-
sor, date, alert, and confirmation.

How can we work across the company with members of other 
departments? And how can we work with other companies?
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Here are six real-world examples of tasks, documents, and proj-
ects that involve information sharing. These are examples that 
you can build on or scale down according to your needs.

Request Tracking and Support
How do I keep track of all received requests? Whether this means 
dealing with customer emails, requests entered on web your site, 
purchase orders, computer incidents, or calls to your technical 
support, the goal is to not miss any request.

The good news is that not only can you keep track of this infor-
mation, but you can also give yourself the means to analyze it in 
order to discover trends and learn from them: What is the satis-
faction level of your users? How long does it take to answer them? 
Is the volume of requests changing? Does it follow a predictable 
hourly or monthly rhythm?

 Manager  Source  Created on  Handled  How to. . .

Kim Jones Email 5/4/2018  6

Donna McCarty Email 5/6/2018

Kim Jones Manual entry 5/4/2018  3

Kim Jones Email 8/7/2018  1

Donna McCarty Telephone 6/1/2018

If you elect to track your requests in a table, how do you man-
age the addition of new lines? Ideally, this should be done either 
automatically or directly by the users themselves. This increases 
the reliability of the data and automatically prompts a follow-up 
as soon as possible, without waiting for someone to get around to 
re-entering it.

Ask your occasional contacts to fill out a form that will automati-
cally add a line to your table. The addition of a line can generate a 
notification to you.

 » If you have no processes in place, ask your users to enter 
their requests directly using a form. In real time, the 
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information on the form becomes a new line in your table, 
and the appropriate people are notified. They may even 
return to consult the status of their application.

 » If you already have another process in place, you probably 
receive emails with each request. Use an automation tool 
like Zapier, IFTTT, or Microsoft Flow to transform each  
of these emails into a new line in your tracking table. 
Alternatively, you can ask for a notification email when  
a line in the table is switched to a “Completed” state.

Automate the exchanges between your collaborative tables and 
other everyday tools such as email, CRM, and social media.

Of course, if there is more than one person answering requests, 
you should assign the lines in the table to the people responsible 
for answering them. Thus, everyone is notified and has access to 
his or her own tickets.

List of Collaborative Actions
As the saying goes “if you can do something hard, you can do 
something easy.” The collaborative table is an excellent tool for 
the creation of a simple list of actions that are shared between 
departments and with colleagues, suppliers and, customers.

The key here is to assign each line of the table to the person in 
charge of the action. The person can then be automatically noti-
fied and can be assigned the right to make changes.

In two clicks, decide whether users can see or edit the entire table 
or only their assigned lines.

Decide whether users can “influence” each other’s tasks, or if 
they are restricted to their own.

Set deadlines and automatically receive reminders, view the sta-
tus of tasks at a glance, and define your progress criteria.

Finally, only upper management or project managers will have 
the right to modify certain columns such as an “approved” status 
or the estimated workload of an action (see the following table).
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 Task  Deadline  Manager  Done  Confirmed

Compare the 
purchasing plans. . .

5/14/2018 Helen Wilson

Relaunch the 
service provider

5/17/2018 Donna McCarty

Print brochures 6/1/2018 Sam Anderson

Write the report 6/1/2018 Mary Taylor

Plan the 
next meeting

6/6/2018 George Berry

Documentation Minibase
Whether it is to bid on a tender, organize your tax forms, prepare 
the filing of a patent, respond to a tax audit, prepare a lawsuit, 
set up a “data-room,” or any other task, if you need to work with 
several people to gather documents, there are so many specialized 
services available that we cannot attempt to list them all here.

In some cases, you not only want to gather the files themselves, 
but also collect information about them. For example, you may 
want to indicate whether each document is in draft or final-
ized form, keep track of its state of completion, and identify the 
author. You may also want to categorize each document accord-
ing to its importance, confidentiality, or destination. You can 
certainly imagine applications of these functions to fit your par-
ticular needs.

Let’s consider document metadata. Metadata is information that 
describes a document but is not part of the document’s content. It 
is sometimes as important as the document itself. For example, a 
document that lacks information about when and by whom it was 
provided could potentially be unusable.

Instead of exchanging emails or messages about documents, enter 
comments and document descriptions directly in your tables.

And what if you’d like to comment and ask questions directly in 
the context of the document? The collaborative table permits this. 
It tracks comments and conversations that occur when accessing 
documents.
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 Manager  File  Reminder  Finalized?  Classif.  How to. . .

Kim Jones  Minutes 5/4/2018 Internal  6

Donna McCarty   Meeting  
minutes

5/6/2018 Internal

Kim Jones  Discharge 5/4/2018 Public  3

Kim Jones  Conclusions 8/7/2018 Confidential  1

Donna McCarty  Calendar 6/1/2018 Public

Create a collaborative table with one file per row. The columns 
are metadata that describe the details of the files. Remember, you 
have the option to make some columns mandatory.

As always, you can subscribe to the table to be notified as soon 
as a document is modified. And depending on your needs, you 
can freeze rows when they are finalized, freeze selected columns 
after certain deadlines, or even freeze the entire table to capture a 
permanent snapshot of a specific situation.

Let’s look at two practical cases: consolidation of the “docu-
ments” of a legal file and sharing of financial information in 
“Data-room” mode.

Creation of a Legal File
In the context of legal proceedings, it is always necessary to go 
through a phase of research and consolidation of information or 
“documents”: These are generally files and e-mails — in par-
ticular contractual reference documents and fragments of discus-
sions which convey the subject matter of the dispute.

To do this well, it is necessary to have a certain amount of infor-
mation relating to each document: source, date, level of confi-
dentiality, and date of communication to the opposing party. The 
collaborative table can be used to ask different people to contrib-
ute their documents in their respective lines while preserving each 
person’s confidentiality. The legal department eventually takes 
ownership of each line once all elements have been collected.
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Change the owner of a line over time to reflect who should con-
tribute to it.

Being notified in real time of additions and changes is the key to 
effective follow-up of the file. Indeed, we always work with other 
people in legal actions, at the very minimum, with the lawyer in 
charge of the case.

Document  Date  Origin  Finalized?  Classif.  Com.

 Email Disclosure 5/4/2013 IT Internal  6

 Email reply 5/6/2013 HR Internal

 Proposal agreement 5/4/2017 Legal Public  3

 Meeting Notes 8/7/2017 HR Public  1

 Withdrawal 6/1/2016 Legal Confidential

The ability to attach files to rows makes the collaborative table 
particularly suitable for this type of situation. In contrast to col-
laborative tables, a spreadsheet is very complicated to maintain 
when trying to keep documents synchronized.

Data-room
In the context of mergers and acquisitions, companies need to 
consolidate many confidential documents that are meant to be 
shared at a specific time, in a highly controlled manner.

Here again, file information can be as important as the file itself. 
It is not only necessary to control precisely who can access what 
information, but also to verify who has actually accessed the 
information in a given period of time.

Enter the deadlines by which you need to share or stop sharing a 
document to avoid mistakes.

To make sure you don’t miss an important deadline, activate 
automatic reminders. Both the owner of the table and the person 
requiring the reminder need to receive a notification.
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It is also evident that some columns of the tables are not meant to 
be visible to everyone. This may include, for example, discussions 
to finalize the documents, decisions about who will be able to see 
them, and a list of contacts who have (or have not) requested a 
particular document.

 Document  For whom?  Com.  Finalized?  Classif.  Com.

 Tax bundle 20. . . . A; B  6 Internal  6

 Balance sheet 2016 A; B; C Internal

  Shareholders’  
agreement

A; B; C; D  3 Public  3

 Business plan A; C; D  1 Public  1

 Result account A; B; C Confidential

You can configure the confidentiality of the columns and set up 
a comment column that is only visible to those involved in the 
operation.

In this way, you can mobilize different people to gather the docu-
ments, while controlling the confidentiality of certain discussions.

Community Life
Collaborative tables are used by companies, but they can also 
be very practical for managing association and community 
involvement.

Indeed, a community association often needs to

 » Track the registration and renewal of its members

 » Share information among members

 » Plan its meetings or events (competitions if it is a sports 
association, for example)

 » Store information such as medical certificates or member 
license numbers
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In addition, community associations often rely on volunteers. Set-
ting up procedures with a collaborative table can help with time 
constraints by bearing most of the burden of collecting member 
information.

A collaborative table is particularly suitable for this, enabling 
information about the association and its members to be man-
aged in a central location.

Finally, in one’s personal life, it is less common to need this high 
level of structured organization, but a collaborative table can still 
be useful for very specific needs, such as the planning of a wed-
ding, the management of an inheritance, or the handling of a 
bank loan file.

Find more examples by visiting www.rowshare.com/projects.
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For Further Details

In order to serve the various roles of facilitating and reinventing 
sharing, supporting contributors and integrating with your 
other applications, collaborative tables implement the follow-

ing fundamental principles:

 » Collaborative tables facilitate the secure sharing of informa-
tion in a single online space, avoiding duplication and 
copy-and-paste

 » Each column requires that user input conforms to the 
correct data type, which guarantees a high level of quality 
and consistency

 » Columns can include text data as well as images or 
attachments

 » Table creators have the authority to structure and define 
rules, access rights, and related processes

To enhance the productivity of your contributors and stakehold-
ers, these tables offer other collaborative functions, such as

 » Update notifications

 » Option to add comments to a line

 » Generation of documents from templates

 » Automatic integration with other systems

 » Two-way synchronization with Microsoft Excel
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These fundamental principles and functions combine to accom-
modate many of the situations that arise in a broad range of 
industries. We have chosen to show you some of the most popular 
and useful examples.

There is much more to explore. For example, you can apply the 
features of collaborative tables to simplify or streamline legal, 
purchasing, and customer-support tasks. Local municipalities, 
law firms, associations, and other groups will find a broad range 
of uses. You will certainly have many ideas of your own try out.

We hope that you use this book as a source of inspiration to help 
identify the situations and features that are most useful to YOU.

Of course, all of the situations described in this book can also be 
managed through a spreadsheet, some file sharing, and a good 
deal of effort. This is exactly what many people currently do. But 
the arrival of collaborative tables brings improved work meth-
ods based on innovative sharing functions, a highly user-friendly 
interface, and easy integration with other tools. And it is all com-
pletely affordable by way of this easily-implemented self-service 
tool.

It’s all up to you! Visit www.rowshare.com/myturn.
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