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Parent / Child Intro

o Parent / Child structure allows Scope users to manage how different business units

o Data created in the parent account can be inherited by child accounts.

o Settings need to be managed in the child accounts directly.

CREATED & MANAGED IN PARENT MANAGED IN CHILD

- Application Settings
- Permissions

- Setting permissions
- Permission profiles

- Member invites
- Member settings
- Approval settings

- Scoping data
- Deliverables & Components
- TPCs

- Rate cards
- Clients
- Brands
- Custom fields

- Scope fields
- Rate card fields

- Scoping data
- TPCs

- Output templates
- SSO / SAML integration
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Parent / Child Intro

o Data created in the parent account can be inherited by the Child account.

o Who inherited what data is managed in the 'Accounts' section of SCOPE.

o To access the accounts section go to

o Manage > Accounts

o Here you can see a list of child accounts associated with 
the parent

o Select the child you want to administer and click 'edit 
settings'
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Parent / Child Switcher

o As a user who has access to the parent account and one (or more) child accounts you can switch between

o The account switcher will appear in the top navigation bar

o Click the switcher to select the account you would like to switch to

o The account you are viewing will appear on the top navigation bar



Company Details

1. Edit from parent

2. Edit as child
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Company Details – Edit as parent

Parent users can manage company details for their child accounts - From the Parent

1. Go to Manage > Accounts

2. Select the account you would like to manage company details for

3. Go to the 'Company Details' Tab

NOTE – these can also be edited on the child account
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Company Details – Edit as child

Or, Parent users can edit the Company Details from within their child 
accounts

1. Choose the child account from the Child Account selector

2. Go to Manage > Company Details



1. Rate cards

1. Import rate cards

2. Upload rate cards

3. Create rate card manually

4. Export rate cards

5. Assign rate cards to a client

6. Assign rate cards to a brand

7. Sharing rate cards to child accounts



10

1.1 Importing rate cards

o If you have an integration with your ERP, ratecards can be pushed into SCOPE

Click:
• Manage > rate cards > (…)​
• Import
See rate card selector pop up
• Select the rate cards you would like to import

Imported rate cards will appear after a short delay



11

1.2 Upload rate cards (1)

o Upload one or multiple rate cards directly into SCOPE using the Excel uploader template

Click:​
• Manage > Rate cards > (…)​
• Upload Rate card

See rate card uploader pop up
• Click 'Generate Template' to download the excel template
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1.2 Upload rate cards (2)

o Populate your excel template with your rate card data using the structure provided:

o Ratecard Name

o Currency (i.e. USD/GBP/EUR)

o Department name

o Role name

o Rate (this is the charge out rate per hour)

o Cost (this is the cost rate per hour)

NOTE -
• If uploading multiple rate cards, each different rate card needs to be on a 

separate tab (example below)
• All roles should be grouped by the department (do not duplicate department 

name in the Department name column)​
• The format cannot be changed otherwise the upload will fail
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1.2 Upload rate cards (3)

Once your file is ready for upload click 'Browse'

1. Choose the file you wish to upload

2. Click 'Validate' - wait for the file to be 
validated and then click 'upload'

In the case of any invalid or missing data 
in the upload file, you will see the option 
to download the validated excel file.

o Click the arrow icon to download

o See any errors with the uploaded file highlighted 
according to the colour code

o Make change and save to re-upload
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1.3 Create rate cards manually

To create a ratecard manually go to 
manage > ratecards > + Add rate card

1. Add departments and roles, rates and costs to build out your rate card by 
selecting the pencil icon

2. Save changes
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1.4 Export rate cards

o To export one or all of your rate cards go to manage > rate cards

o Select to export all rate cards or the one you would like to download

TIP
Downloaded rate cards can be edited and re-uploaded. This will update the data on 
your rate card and create a new ratecard version.
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1.5 Assign rate card to a client

To assign a rate card to a client go to Manage > Clients

1. Select the client you would like to assign a rate card to

2. Click the dropdown and select the ratecard you would like to associate with that client

3. This can be done on the overall client page or on a specific client page

TIP
Multiple ratecards can be assigned to one client
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1.6 Assign rate card to a brand

To assign a rate card to a brand, select the client the brand belongs to

1. In the Brand section of the Client page, click the edit icon

2. Select the ratecard you would like to associate with the brand

o NOTE – you can only associate a rate card to a brand which is also associated with the larger client
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1.7 Sharing rate cards to child accounts

To share a rate card from parent to child go to manage > accounts

1. Select the child Account you would like to share the rate card to

2. Click 'edit settings'

Click the 'rate card' tab and select the rate card you want to 
share with the child account

o Any rate card with a tick and orange border will be inherited by 
the child account – or choose 'inherit all'

NOTE:
• Any edits to rate cards in the parent account will be inherited by the child account automatically
• Any new rate cards created by the parent will need to be selected and shared to the child account



Clients

1. Import clients

2. Upload clients

3. Create client manually

4. Assign brand to client

5. Sharing clients to child accounts

6. Sharing brands to child accounts
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2.1 Importing clients

o If you have an integration with your ERP, clients can be pushed into SCOPE

Click:
• Manage > Clients > (…)​ and click 'Import'
See client selector pop up
• Select the clients you would like to import
NOTE
Imported clients will appear after a short delay
Click 'Sync' to update client data for imported clients
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2.2 Upload clients (1)

o Upload clients directly into Scope from our Excel template

Click:​
• Manage > Rate cards > (…)​ ​ and click 'Upload Clients'

See client uploader pop up
• Click 'Generate Template' to download the excel template

• Populate your excel template with your client data
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2.2 Upload client (2)

o Once your file is ready for upload click 'Browse'

o Choose the file you wish to upload

o Click 'Validate' - wait for the file to be validated and then click 'upload'

In the case of any invalid or missing data in the upload file, you will see the 
option to download the validated excel file.

o Click the arrow icon to download

o See any errors with the uploaded file highlighted 
according to the colour code (left)
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2.3 Create clients manually

o To create a ratecard manually go to manage > clients > + Add Client

o Add the client name

o Select the ratecard(s) you want to associate with the client

o Select any default outputs you want for that client
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2.3 Assign brands to a client

o To assign a brand to a client go to manage > clients

o Select the client you want to add brands to

o Scroll to the brand section on the client page

o Click '+ Brand'

o Enter brand details

o Select rate card you wish to associate with the brand

o NOTE – you can only select from rate cards associated with the higher-
level client
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2.4 Sharing clients to child accounts

o To share a client from parent to child go to manage > accounts

o Select the child account you would like to share the rate card to

o Click 'edit settings'

o Click the 'client' tab and select the client you want to share with the child account

o Any clients with a tick and orange border will be inherited by the child account

o NOTE - Any edits to clients in the parent account will be inherited by the child account automatically

o NOTE - Any new client created by the parent will need to be selected and shared to the child account



Brands

1. Upload brands

2. Create brands manually

- Assign rate card to a brand

- Assign brands to a client

3. Sharing brands to child accounts
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3.1 Upload brands (1)

o Upload brands directly into Scope from our Excel template

Click:​
• Manage > Rate cards > (…)​ ​ and click 'Upload Brands'

See client uploader pop up
• Click 'Generate Template' to download the excel template

• Populate your excel template with your client data
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3.1 Upload brands (2)

o Once your file is ready for upload click 'Browse'

o Choose the file you wish to upload

o Click 'Validate' - wait for the file to be validated and then click 'upload'

In the case of any invalid or missing data in the upload file, you will see the 
option to download the validated excel file.

o Click the arrow icon to download

o See any errors with the uploaded file highlighted 
according to the colour code (left)
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3.2 Create a brands manually

o All brands sit within a client 

o To create a brand to a client go to manage > clients

o Select the client you want to add the brand to

o Scroll to the brand section on the client page

o Click '+ Brand'

o Enter brand details

o Select rate card you wish to associate with the brand

o NOTE – you can only select from rate cards associated with the higher-
level client



30

3.3 Sharing brands to child accounts

o To share a brand from parent to child go to manage > accounts

o Select the child account you would like to share the brands to

o Click 'edit settings'

o Click the 'client' tab and select the client you want to share with the child account

o Click 'edit brands'

o Select the brands you want the client account to inherit



Scope Type

1. Create Scope types

2. Sharing Scope types to child accounts
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4.1 Creating Scope types

o Scope types let you label Scopes with pre-set categories

o This supports reporting and scoping metrics

o To create a Scope type go to Manage > Scope Types

o Click 'Add New Scope Type'

o Add a Scope type name (eg. Digital) and add a description
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4.2 Sharing scope types to child accounts

o To share a scope type from parent to child go to manage > accounts

o Select the child account you would like to share the scope type to

o Click 'edit settings' and navigate to the 'Scope Type' tab

o NOTE – you can only share all Scope types to child accounts

o Click 'Inherit All Parent Scope Types' to share / unshare scope types

o When Scope Types are being shared they will be bordered in orange and the button will be orange



Custom Fields

1. Create Scope custom fields

2. Create rate card custom fields

3. Share custom fields to child accounts



5.1 Creating Scope custom fields

o Custom fields can be created on the Scope level or the rate card level

o You can add up to 5 custom fields on the scope level

o To create custom fields go to manage > application settings

o Click +Add and Select 'Scope Fields'

o Name the fields you want to add and click save

NOTE – these fields 
will appear when you 
are creating a Scope



5.2 Creating rate card custom fields

o Custom fields can be created on the Scope level or the rate card level

o You can add up to 3 custom fields on the scope level

o To create custom fields go to manage > application settings

o Click +Add and Select 'Rate card fields'

o Name the fields you want to add and click save

NOTE – these fields will 
appear when you are 
creating / editing a rate 
card
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5.3 Sharing custom fields to child accounts

o To share a custom field from parent to child go to manage > accounts

o Select the child account you would like to share the custom field to

o Click 'edit settings' and navigate to the 'Application settings' tab

o To share scope fields click the Scope custom fields section

o To share rate card fields click the ratecard custom fields section

o NOTE – you can only share all custom fields to child 
accounts

o Click 'Inherit All Parent Fields' to share / unshare custom 
fields

o When custom fields are being shared they will be 
bordered in orange and the button will be orange



Output Templates

1. Managing output templates  

3. Share output templates to child accounts
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6.1 Managing output templates

o Output templates can be assigned to scopes and can be in document or spreadsheet form

o To manage your existing templates go to 'Manage' and 'Output'

o Here you can see word templates and excel templates

o You can click to view the templates and edit them

o Or select 'Add Template' to create a new template
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6.2 Sharing output templates to child accounts

o To share an output template from parent to child go to manage > accounts

o Select the child account you would like to share the output template to

o Click 'edit settings' and navigate to the 'Output' tab

o Select the output template you would like to share

o Or select 'share all'

o Or search & select the template

o NOTE – you can only share word document templates from parent to 
child (you cannot share excel templates)

o Outputs outlined in orange are shared from parent to child



Application Settings

1. Managing Application settings for Child Accounts  
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7.1 Application Settings

o Application settings need to be set on the child account

o Parent users can use the account switcher to select the child account they want to edit

o On the child account go to manage > application settings

o Edit the settings you wish to change for that account accordingly

o NOTE – the application settings page is also where you can create permission profiles



Managing Members

1. Member Page

2. Inviting / Deactivating members

3. Member Access Level  & permission profiles
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8.1 Member Page

o The member page is where you view and manage members belonging to an account

o To manage members for a child account, use the account switcher to pick the account

o Go to Manage > Members

o Here you can see a list of the members who have access to the account

o NOTE – the parent account and each specific child account have different members pages
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8.2 Inviting / Deactivating Members

o To invite a member go to Manage > Members and click 'Add Member'

o Insert the email and select the access level and permission profile

o The user will receive an email and link to complete sign up

o To deactivate a member, find the member and click '…'

o Select 'deactivate' and confirm you want to deactivate the user

o This means the user will no longer be able to log in to Scope
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o Each member has an access level they are assigned upon invitation

o Administrator – this gives full access to Scope

o User – this allows the user to draft scopes, it does not allow the user to administer settings or data

o These permissions can be customized in the Permission profile page

o Go to Manage > Application Settings and click 'Add'

o Select Permission profiles

o Here you can edit the permissions for Administrator and User

o You can also add / edit new permission profiles

o Click 'Add Profile' and set a name & access level (which can then be customised)

8.3 Permission Profiles
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