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Overview
Web Information Centeisa team portal that allows companies to manage their projects, customer
relationships (CRM) and customer support issues quickly and effectively.

Powered with tooldor managing project deliverables combined with collaborative features like team
calendars, document sharing, threaded discussions and graphical dashboards, teams begin
communicating and providing better service to their customers.

The CRM feature offerfi¢ ability to import contacts, create email templates and send out email
campaigns to your oph contacts. As email recipients click on links within the email, you are notified via
email and a campaign report shows the number of people that opened thdl enththe people that

clicked on each link within the email.

This! & S NX dproddéghirRoBnation on using the features\Web Information Center Since the
features ofWeb Information Centecan be purchased aleart, if you do not have some of thedires
covered in this document, you can easily add those features by contétiagtBeaat +1 303.768
7480.

Helpful Resources
Below are some resources you might find useful:

e Web Information Center http:// www.WICDirect.com

e Feature Movies http://www.wicdirect.com/Features_WIC.asp

e Enterprise Portak If you purchased the Enterprise Solution, you can be setup to log into our
Enterprise Portal. This portal contains the latest versioweb Information Centerinstallation
instructions, documentation (data dictionary, documentation on the) Addid access to reports
and other useful utilities. To access the Eptese Portal:
http://www.softwareplanner.com/Enterprise

e Supportg http://www.softwareplanner.com/Support
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If you are not an administrator and do not need to understand how to setup security, system options,
custom fields and other administrative functions, skip aheatiimdocumenttothd_ 8 SN & DdzA RS
section

5 If you wish to watch a narrated movie thiditistrates this topicuse the link below
E http://www. softwareplannercom/Movies.asp?Topic=ManagingUserSecurity

Security Setup

¢tKS ftAOSyaAay3d Y2RStf A& I aO02yOdz2NNBy (i dzaSNE¥ Y2RSft :
users as you like, but only a certain number of users can connect simaltsiggoWeb Information

Center depending on the number concurrent user licenses you purchased. This is very progressive

licensing model, allowing you the freedom to setup an unlimited number of users and only pay for the

number of users that wish to coect at the same time.

The first step in establishing security is to determine the roles the different users might assume. For
example, you may have different types of users in your organization (security administrators, project
managers, sales people, mkating personnel, documentation specialists, etc.). Each of these roles may
have different security needs (for example, a project manager may need full rigitelidnformation
Centerwhere a sales person may need very limited rights).

Setting up Security Groups

To establish roles for different types of users, you will useSbeurity Groupdeature. A security group

is a set of security rights for that user role and you may have many individuals in your organizations that
all into a specific secuyitgroup. For example, you may have a few security administrators, a few project
managers, many programmers and testers.

To establish a new security group, go to Betuptab and choosé&ecurity / Security GroupsaA list of
security groups appear. Notbe existing security groups below (Channel Manager Consulting, etc).
The number of users in the group appears uriéfsers column ClickAdd Newto create a new
security group.


http://www.pragmaticsw.com/Movies.asp?Topic=ManagingUserSecurity
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Y (NoFiter)v | # QuickSearch | W Filters | M Actions+ | {FAdd New | 5 |Choose

= Actons  lle= #Users Group Name: Setu p tab
i= Mavigation

— Yiifm 0 0 ZUsers  Archived Contacts

'D Projects (Open & Create) AL 1

| i Automatic Backup Service %&ih oo 1 Users Channel Manager Consultants Click Add N
Br_@s'_.fstem Configuration Y 2 h ] 3 Users Contract PM Ic ew to create a
= | Security wi new security group.

| jUsers LN ‘1 1 h oo 6 Users Contract Programmers
- Security Grouns E

Once asecurity is created, you can set the security rights for that security group:

Click Privs button to set security rights for

Project: €Team the group. : | WActions~ | {GAdd New | [i |Choose Fields |
5 Date Created
¥ Navigation -
. oy ih o0 2 Users Archived Contacts 04/10/2008
'D Projects (Open & Create) AL 1
iL:,_k-Auturnatic Backup Service 'E& ‘1 4 h oo 1 Users Channel Manager Consultants 0&8/16/2005
H System Configuration
I;@ ysten s YWaatm 0 0 JUsers  Contract PM 10/06/2006
=1 Security L 1 ===
| jUsers '3% .} 1 h 00 6 Users Contract Programmers 12/05/2003
. Securitv Grouos

Once thePrivsbutton is clicked, you can set the rights for this set of users:

Security Group Privileges - Security Administrator

For each security entity, you
can choose read, add,
update and/or delete rights,
or choose Full Access for all.

To update the privieges for a 2ecurity group, choose the security greup, make your changes and press Submit.

@ Return Te Listing

Security Group: | Security Administrator

0 Updating this security group affects 7 users
Security Entity

Calendar
Calendars

[>]

W' Full Access? Il Read? M Add? W' Update? M Delete?|

Some areas have granular
level control rights.

Contact Manager
Contact Manager access rights

Allow access to items other than mine?
Allpw approving of tems?
Allew assigning of tems?
Allow cloging of items?

Contact Manager Folder Maintenance
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Once you have defined the rights for the security group, all users in this group will now have those rights.

Sharing Calendars for Security Group Users

If you would like to share calendars between team members, you can set up automatic rules for giving
ALISOATAO ANRdzZLIA 2F LIS2 LY S NasEdriyagroup & sefup, §oki wik § K S ND a
notice aCalendar Delegatiobutton. When this is clicked, it allows you to set the rules for allowing this

set of users in the security group to share their calendar with others.

Click Calendar Delegation
button to share calendars

Project: €Team - = Y(No Actions = @.&dd New Choose Fields
S 7 T |Smein e
= MNavigation
= % 2 *—1 00 2 Users Archived Contacts 04/10/2008
'D Projects (Open & Create) i HE
. Automatic Backup Service % .} 1 Calenar Delegation Channel Manager Consultants 03/M16/2005
| ) System Configuration
= ¥ ) g %:‘ ’-. 00 3 Users Contract PM 10406/2006
=l Security i A=
\Users %.} ]h 0o 6 Users Contract Programmers 12/05/2003
ISBGUWGWUDS [ B Y AN Ao oo [ R S P S AnnE AT

For example, in th€hannel Mangefonsultantssecurity group, we have decided to automatically give
read acces$o all usersin all projectsto the calendar of ouChannel Manager Consultants

Edit Calendar Delegations

[H Choice Lists Help

@ Return To Listin D Notes and Files ltem 2 ~ ofi3

Edit Calendar Delegations

Security Group Id: 73237

Security Group Name: channel Manager Consultants

*Project Level: p) -
Project Leve! will delegate the calendars as follows for each user in this Security Group:
® ALL will give each user in this Security Group access to the calendars of ALL users in ALL projects.
& MINE will give each user in this Security Group access to the calendars of ALL users in only their projects.
» NONE will remove any previous calendar access setup from this screen for each user in this Securily Group.

“Access Level gegd -
Access Level will set the calendar access to either Read Only or Allow Update fo the of the users ined from the ified
Project Level! above.

Last Update: 03/03/2006 01:17 PM (by Miller, Steve} Created: 03/03/2006 01:17 PM

ltem 2~ of13
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Adding a New User

Once your security groups are established, you can begin adding usersWebdaformation Center
To add a user, go to theetuptab and choosé&ecurity / Usersthen clickAdd New

Project: &Team - it Y(No Filter)~ | #§ Quick Search YFIbers %Acﬁor\sv @Add MNew ChooseFoelds
actions B Last Name First Name i Active User? | Security Admin?
2 0 0 Batch Job ragmaticsw.com
'D Projects (Open & Create) i prag v \d
. Automatic Backup Service 2 0 0 Berdyugin

— L] .
@/ Systsm Configuration ! Click Add New to add a user

- ) & 0 0 Chekhomova
20 | Security &

luglisers

< < <

45 00 Delaurel

Fll in the details for the new uselClick theSecurity Admincheckbox provides additional security and
administrative rights for the user. Notice tiB®curity privilegeghoice list shows all the security groups
you set up previously. If you want the user to change their password diirshéogin, checlser(s)

must change password at next logitdpon pressing submit, the user will receive an email letting them
know how to log in.

Add Users

CH Choice Lists [ Custom Fields #g) Help

@ Return To Listing

*Last Hame: |

“First Hame:

* Email:

* Password:
*TimeZone:
Security AdminZ: [ yee | Your security groups are here
“Work Phone:

* Security privileges: Archived Contacts ,V

User(s} must change password at next logen
Cancel | [ Submi |
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Assigning Projects Rights to the New User
You can set up one or more projects and secure each project separately. Once projects have been setup
and users are added via the method above, you can give specific users different rights for each project

and can restrict a user from accessing speciigauts. To do this, go to tHgetuptab, clickSecurity /
Users, and click theSecurity Privdutton for the user.

Project: Team - i Y(NcFiter)v  Quick Search YFitErs %Acﬁonsv @Add New Umseﬁdds
Actions lﬂ] = |ast Name First Name Email Active User? Security Admin?
2 0 0 Batch Job batchjob@pragmaticsw.com
"D Projects (Open & Create) b fob@prag v v

.. Automatic Backup Service
= @ System Configuration
El | Security
. Users

‘} 1 rdyugin Mazxim maxi@softdev.ru

Click Security Privs button for the user |I

< <<

From here, you will see each project and choose the security group you wish td@pghch project
for this user. If you want to restrict them from accessing the project, chfidsae ¢ Cannot access)

Security Maintenance - User Security

Choose a user to update their security privileges for each project. If you are not a security administrator for some of the
projects listed below, yvou can not change the security for those projects (they are listed in talice below ).

- y - -
1'% Project Security "'iT! Security Groups ?_- Security Entities Zl} Security Reports

User:  chekhomova, Nadya - Show all projects (not just my projects)

6 Projects % Sort by Project  Sort by Security Group

Archived Contacts (Mone - Can not access) -

Epiphany Contract Programmers A

eTeam Contract Programmers hd

Marketing (Mone - Can not access) -

Performance Bazeline Contract Programmers -

Test eTeam (Mone - Can not access) -
Security Admin?




SmarBearsoFTWARE s s
7935 East Prentice Avenue, Suite 105 "'.s
Greenwood Village, CO 80111
303.768.7480

www.wicdirect.com www.smartbear.com

Web Information Center

www.wicdirect com

Deleting a User (Revoking all Rights)

If you wish to delete a user and remove all rights, go toSktuptab and choos&ecurity /Users then

clickEdit2y G KS dzaSNJ @2dz sAaK (G2 RStSGHSI (meRtgthia ONRE  (;
record (are you sure}? = (i K SybmitINS & &

2 KSY | dzd SNJ A asoREEI&,wBidk Meahsiit reR@v&sdhe liser rom the dpation

and all their rights but the user record is not physically deletda: reason for this is that you may have

items (issues, contacts, e@ssigned or owned by the user and history of work from the userwe

keep the user record intact for audity’ 3 LJdzN1J2 &4 Sa & ¢CKS daz2¥iloggyinSadSé LA
and removes allights.

Restoring a Deleted User
If you deleted a user previously and wish to restore their rigitsto Setup then Security thenUsers
SelectActionsand check thehow Deleted Usergheckbox.

Project: INFIMA - INFIMA Jpack SDK » % “| ¥ ooFiter)r | 3 QuickSearch | W Fiters | B Actions | G Add New | [7"|Choose Fields
= e actions | [ ¥ Last Name First | €3+ Add New
=Mavigation - .
= . 0o Cohen tari
1D Projects (Open & Create) % AL E Choose fields for this listing
. Automatic Backup Service % .:- 1 (Y Cohen Tari2 %rl- Sort grid n
/) System Configuration % - - Rahimian Dana
af | Security s El Manage Custom Fields
-
| |U“’3. %-(1 00 Golomb Oren [F Manage Choice Lists /
o EEELLLETIES % .:. , oo Zyman Shy
1 ¢ |Import # Import Users from CSV file
- 4 ;
Report Set . o0 H Nir B n
Hi(pRapo up S P Export Users (visible fields o
- "
Y i ve v iz ¥ Export Users (all fields =
E 3 0 0  Cohen Evyat
% e Show Deleted Users?
% ‘:. , 00 Zylberman Ayal S ——

Once this is done, you can click on that user record (noticé\ttiee flagis not checkedjo edit it:

Y MoFiter)~ | #Quicksearch | W Filters | ByActions~ | {gAdd New | [§ | Choose Fields

Actions (Ul = Last Name First Name Email Active User? Work Phon
L 00 Cohen tari tariv2@amail.com 111
'5:& ‘:. i oo Cohen Tariz evyatar.cohen.hot@@gmail.com v 29208

LS. o n Mim hirminm Cimme Aanmedeenldant mn il - L a3 ~F B
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Once youwedit the user record, choosRestore this User

Edit Users

.:- ; Security [ Choice Lists Custom Fields Help

@ Return Te Listing D Notes and Fies

History | Motes | Files |

*Last Name: |open /

*First Name: {5 /

ML /

*Email: {372 @gmail. com /

*Pazsword: seees /
“TimeZone: cyT+02 lar v
Security Admin?: Yes

*“Work Phone: 111
La=t Update: 1 008 01:33 PM (by Rahimian, Dana) Created: 1272320
Restore this user?

[ Cancel ] lSuhmtt]

Once this is done, the user isirestated and can then fpin. It is a good idea to check their security
rights again (click th8ecuritybutton on the edit screen above).

Active Directory Integration (Enterprise Only)

Clients that are using our Enterprise solution have the option of using Active Directorfip{AD)
passwords, allowing them to reduce the number of passwords each user needs to remember for each
system they access. If you are interested in hooking up AD for your Enterprise account, our support
team can help you. Our support team will need théof@ing information from you:

1) Your system administrator will need to create a service account within the domain. This account
is used to look up a userld within AD based on the EMAIL address entered on the login screen.
You will want to disable Interactieogin for this account, but it should be an active account
with a password that does not expire.
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2) We will need your LDAP connection string to connect from the web server to the Domain
Controller, such as LDAP://ServerName/DC=Domain, DC=com. (Make sunetymrk and
firewall settings will not block the communication from the web server to the domain controller).
3) With AD, new users can be automatically setup by simply navigating to the login padgd of
Information Center Once they enter their email address and password, it will detect that the
user is not setup in our security system and will automatically add them. Before doing this, you
must decide whatefault project you wish new users to be added to withiveb Iformation
Center
4) As with the default project, we also need to know whafault security groupnew users should
be placed in for thelefault project
5) As with the default project and security group, we also need to know wétult time zone
should be stup for new users.

Once you have provided our support team with this information, we will issue your DBA a SQL Script
inserts the preferences and settings intéeb Information CenterOnce run, you will need to activate

the User Variabledor the accountghat wish to use their AD passwords to accé&sh Information

Center To do this go to th8etuptab -> Security-> Usersand clickEDITon a particular user. Go to the
UserVariablestab and click theAdd Newlink. From here you should see a drop dovax bhat has a
value'lsActiveDirectoryAccount'select that value, and typéin the text box. PresSubmitto save the

data. Once this is activated for a user, they will be able to log in using their AD password. (NOTE: if the
User record in AD does nbave an email address associated to it via Exchange or the properties of the
user, the lookup and login process for that user will fail).

NOTEIf the LDAP Connection string is not set up correctly, attempting to log in as a user with AD Sync
WILL resulin that user being disabled. To-emable the user log in with a Security Administrator

account and go to th&etuptab -> Security> Users Click theActionsbutton, then check théShow

Deleted Userscheck box and find the user that was deleted bySync. Edit the record and check the

WYw S athiUsds'check box and presubmit.

Creating New Projects

A project is simply a workspace that contains your data. Your team should decide if it is best to keep all
your data in a single project, or if sep#ing the data into multiple projects is best. There are pros and
cons to either approach.

Using a Single Project
The simplest way to store your data is in a single project, and you can use filters to return information
within the project based on spd criteria. A single project also reduces maintenance, as you can
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setup your choice lists, custom fields, and screen layouts once without worrying about synchronizing
those in multiple projects. To subdivide the information within the project, reféne Search Folders
section of this documentUsefs Guide”A Using Search Folders

UsingMultiple Projects

You may prefer to use multiple projects if you have different departments within your organization and
each department would like to work witWeb Information Centedifferently (different custom fields,
screen layouts and/or choice list values).

You may also prefer to use multiple projects if you wish to secure the data so that some people can
access certain projects but not others. For example, if you have multiple departments and you do not
gyl 2yS RSLINIYSYyl G2 adid, ybutanade@nylsiRiSsldy usiigy Sy G Qa
multiple projects and setting security to prevent unauthorized project access. Likewise, you may want
your clients to log int&Web Information Centeand would like to keep one client from seeing another

Ot A Sifprin@ian. This can be achieved by using multiple projects.

Finally, you may want to physically separate your data into multiple projects because of business
reasons (by software release, module, product line, etc).

Cross Project Reporting

Even if you deide to use multiple projects, you can still do crpssject reporting, allowing you to
summarize information across the projects you have security to view, as all of the reports can be run for
a single project or for all projects.

Creating a New Project

. If you wish to watch a narrated movie that illustrates this topic, use the link below:
m http://www. softwareplannercom/Movies.asp?Topic=ManagingProjects

To create a ew project, go to theSetuptab and clickProjects (Open & Create) To add a new project,
clickAdd New
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Project: pivigion A v (€A Fuoriter)» | g QuickSearch | W Fiters | B Actions+ | £3AddNew | [F|Choose Fields |
= Actions [l ¥ OpenProject Project Name Date Created
= Mavigation -
. ] Open Depal 121812009

T IProjects (Open & Create) Y 4

F 4 Users on this Project 09/21/2009

. Automatic Backup Service Click Add New to create a new DI‘OJeCt 1912112009
[E=] r—@s'fstem Configuration
@/ | security | I E 00 DOpen Division C 10/06/2008

Fill in the newProject Name. You can copy member security rights, folders, choice lists settings, custom
fields and Quick Tasks from an existing project. If you wish to do that, chébsget to Copy and
check the items you wish to copy.

‘ndd Brainntc

Enter a unique project name

If you wish to clone settings from another
project, choose the project to clone from

le of an existing project by selecting the Pro
am fields to the new project. ltems no

When creating your new praject, you can copy
{uzer security rights), falders, choice lists, andfo

“Project Name:

Project to Copy from:

Copy these Users: Available Users Add =
[Bateh,Job A sddpl ==

Berdyugin, Maxim
Bowe, Anthany
Chekhamova, Madya
Duhe, Joe

Eaton, Barhara
Fizenkn, Vlada
Gladchenko, Andrew

Selected Users

[

Clone shared
document and
search folders?

—

Hramtsay, lgor
Kane, Miles
Khozoy, Andrey
Khozoy, Anton
Kiley, Mark
Kleptsova, Clga
Korohets, Evgeny
Laytan, Janette
Livingstan, Susan

Add users and copy
Security rights

vl

Copy Folder Structure?:[4] vas
Copy Choice Lists?:[+] v
Copy Custom Fields?:[+] yag

Copy Quick Tasks?:[] vas

Copy Choice Lists,
Custom Fields, and
Quick Tasks
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Securing a Project
To access an existing project, go to Setuptab and clickProjects (Open & Create)Notice the
Security Privdutton; you can use this to specify what users have access to an established project.

Project: pivision A v [ lxlal g & Add New | [5-|Choose Fields

L e
= Mavigation
dato Department of RRD 12M8/2009

Click Security Privs button to set
security rights for project.

QOpen
_IProjects (Open & Create)
| JUsers on this Project YW 00 Open Division A 09/21/2009
Automatic Backup Servi
Ly Automatic Backup ervice L) 00 Qpen  Division B 09/21/2009
[ [ System Configuration '
®=| | Security %'}1 00 Open Division C 10/06/2009

Fromhere you can choose what users have rights (and what level of rights) for each project. You can
use the Security Group filter to see just the users in a specific security group.

Security Maintenance - Project Security

Choose a project to update the security privieges for each user in the project. If you are not a security administrator for some of the projects listed below, you
can not change the security for those projects (they are listed in talics below ).

7] = = -
4#d User Security *#& Security Groups ?T Security Entities tzi Security Reports

Project: eTeam - Show all projects (not just my projects)
Security Group: (4] Uszers) -
You can filter the user list to
28 Users total  * Sort by User Sort by Security Group those in a Specific security group.
Batch, Job Security Administrator -
Berdyugin, Maxim Contract PM hd
Chekhomova, Nadya Contract Programmers -
De Laurell, Mike Star Q& -
Gladchenko, Andrew Contract PM b
Hoffman, Kara (Mone - Can not access) -

Archiving a Project

If your project has ended, you can easily archive the project without physically deleting the data. This
allows you to hide the data temporarily and then expose it again later. To do this, goSetilgtab,
clickProjects (Open andr€ate), then edit the project. Uncheck thActive Projectcheckbox and press
SUBMIT This will archive the project; it will disappear from view in the Projects dropdown lists, reports,
etc. You can come back here later and checkittiive Projectcheckbox to remove the archive flag.
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Edit Projects
CH Choice Lists [En Custom Fields ) Help

{® Return To Listing [7] Notes and Fies ttem 1 + of7

History I Notes I Files l
Uncheck to archive the I —

* Project Name: 2 .
roestemE Al project.

ID: 14
Deptld: 7259
Active Project?: Yes
Last Update: 03/729/2008 07:33 AM (by Miller, Steve) Created: 03/25/2008 0733 AM
[Tl Delete this record (Are you sure?)

tem 1 ~ of7 &

Customizing Web Information Center for Your Needs

Web Information Centeis very flexible and customizable. You can create custom fields for any screen,

create a field that links lzk to another section diVeb Information Centercreate custom fields that

Lidzft £ AGQa @I fdzSa FNRBY F {v[ 1jdzZSNE 09y (iISNILINRAS &az2f
combo boxes withiWeb Information Center

You can setup customized wdidwv and specify how one workflow state can transition to another, set

rules for automatically assigning items to a specific person depending on the status the item goes to, set
rules for determining if each field on the screen is read only, updatabldehjdequired or optionat
depending on the status the item is in.

You can also setup each screen to have fields appear in a specific order, set the screen in 1 or 2 column
format, set default values for each field on the screen, create custom emds,ad@d set system wide
options. The sections below explain these features in detail.

Creating Custom Fields

Each area oVeb Information Centeallows you to create custom fields. This can be useful if you wish
to track new sets of information that it currently setup ilWeb Information Center You can access
the custom fields feature in several ways. You can access it by goingSettigetab / System
Configuration /Screen Layoutdhen choosing a screen (elgsues Screen), then clicking ti@ustom
Fieldslink. Another convenient way to setup custom fields is to access the Custom Fields area while
adding or editing a record. For example, if you wish to setup custom fields ftasties screen, when
adding or editing @sue you will seea Custom Fieldsutton. Click that and you will see a screen similar
to this:




o
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Custom Fields

Custom fields allow you to add new fields to the screen. The first 10 custom fields have a maximum figld size of 8,000 characters each whils the remaining custom figlds have a
maximum field size of 100 characters.
@ Return to Entrv Edit Screen
1 ¥ Adational Contact Info Text ~ 2500
2 )( Timezone/Difference Text * 100
3 x Demo Date Date: |10
4 ¥ ouText Text > 2500
5 )( Product Choice List (List of Values) 100
Other -
Address Database Pro =]
Atrium
Defect Tracker
iMaster &2
[7] sort aiphabetically
& x About Company Text * 2500
7 )( Clasing Disposition Choice List (List of Values) -
Other -
Could Not Reach EI
Happy with Current Solution
Lost to Competitor
No Budget vet =
[7] sort alphabetically

The types of fields you can create are extensive, here is a list:

e Choice List (Based on SQLEnterprise clients can enter a SQL statement that will return a list
of items based on a SQL query and put those into a combo box.

e Choice List (List with Sublist based on S&QEpterprise clients can enter a SQL statement that
will return a list of itens based on a SQL query and put those into a combo box. In Sublist mode,
multiple combo boxes appear allowing a relationship lookup between each level of the combo
box. For example, you may have a SQL choice list that allows you to choose a Product Model
then all the Serial Numbers within that Product Model.

e Choice List (Based on Another Fietd)his allows you to create a custom field that derives the
items in the combo box from another area\eb Information Center

e Choice List (List of all Project UsecsJhis allows you to create a custom field whose combo box
is filled with a list of all the users that have access to the project you are working in.

e Choice List (List of all Users)rhis allows you to create a cost field whose combo box is filled
with a list of all users, regardless if they have access to the project you are working in.

e Datec This provides a date entry field with a clickable button to allow choosing the date from a
calendar popup.




SmarBearsoFTWARE o Web
7935 East Prentice Avenue, Suite 105 .i
Greenwood Village, CO 80111
303.768.7480

www.wicdirect.com www.smartbear.com

wiww.wicdirect, corr

o DateFlag Overde Items- This provides a date entry field with a clickable button to allow
choosing the date from a calendar popup. This field is special in that if the date entered is less
than the current date, the entire row on the listing screen tuRisto identify overdue items.

¢ Numericg This provides a custom field whose values must be numeric.

e Phonec This provides a custom field whose values must be in phone formakypexxxx).

e SSN; This provides a custom field whose values must be in social securityendionmat (xxx
XXXXXX).

e Textg This provides a custom field that can be regular text entry. If the custom field size is set
to over 100 characters, the field data entry uses a rich text editor with rich formatting
capabilities.

e Check Box This provides custom field that is shown as a checkbox (on or off).

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=CustomFields

Creating Custom Fields based on SQL Queries (Enterprise Only)

Enterprise clients may find the need to create a combo box that is filled with information from another
database. For example, you may have a database tmaits customer information and you may

gryiad G2 00S&da e2dzNJ Y2aid OdaNNByid O0dzad2YSNI fAado
the Issues screen that contains a list of your customers. To do this, go to the Custom Fields screen for
Issues end enter a field name of Customers and choose$igd. Look Utype. Then enter your SQL to

pull the list of customers:

13 x Customers Choice List (Based on SOL) -
SOL statement:
Choose Choice List (Based on SQL) SELECT Lastiame + ', ' + Firsthame as -

ContactMame

FROM Persons =

WHERE IsActive =™
Enter a valid SQL ORDER BY LastMame, FirstMame &7
Enter your SQL statement here to pull a list of
statement that returns 1 values from a database, then select the
Column Of data (Contact appmpniafe connection below.

name in this case)
LOCAL
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Once this is done, thissues screen now has a combo box that lists your customers:

Customers:

Recommended Tests:

Aaron, Matt
Aberdeen, Morrell
Ackermann, James
Adam=s Harhara

Managing Choice

Lists

Choice lists are the items that appear in combo boxes througWelt Information Center You can
change the list of items in any combo box. For example, if you wish to update a combo box on the
Contacts screen, go to the Contacts screen, add or edit a record, then cliCkdiee Lisbutton:

Edit Contacts

) Actions [ Choice Lis

{® Return To Listing  [] Note:

Custom Fields |z FastEdit @) Help

Click Choice List

Events I Fast Edit History l

Alliance Data - Alexander Pryce

* Status: gpeq - Key Contact?: 7). o
*Lead Source: - # Attempts:
# Reaches: - Date Reached:
*Product: software Planner - Region/stICity:

3

From here you can add/remove items fronetbhoice list:
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Choice Lists

A choice list is a list of items that appear in a drop down list on the screen. You can change the list of items by overtyping the list of values
and pressing Submit Changes. Each item in each choice list should appear on a separate line.

@ Return to Entry Edit Screen 5'6 Workflow and State Transitions

# Attempts
0 i}
1 1
2 2
3 3
4 4
c =
G+ B+
Sort alphabetically [ Submit Changes ] Sort alphabetically [ Submit Changes ]

Call Back Time

Closing Disposition

06:00 (6:00 AN} - Other .
06:30 (6:30 AM) Could Mot Reach Simply overtype your
07:00 (7:00 AM) H| Happy with Current Solution Changes and press
0730 (7:30 AN) Lost to Competitor .
02:00 (2:00 AM) Mo Budget st Submit Changes.
03:30 (8:30 AN) Mo Time to Evaluate P
09:00 (9:00 AN) Mot a Good Fit
09:30 (9:30 ANM) Sold
10:00 (10:00 AM)
10:30 (10:30 AM) -
Sort alphabetically [ Submit Changes ] Sort alphabetically [ Submit Changes ]

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=ChoicelL.ists

SmarBearsorTwaRE Web Information Center
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Managing Workflow and State Transitions

With workflow, you can set rules about how items can move from one status to another, what data
items are collected along the way, and set rules fooadtically assigningems to specific team
members depending on what status they transition to.

Map out your Workflow

Before setting up your workflow, it is a good idea to firgtpout how your workflow will work. This will
allowyoutomeetwithyour§ I 'Y (2 FtfSaK 2dzi GKS g2N] Ft2060 C2NJ S
havea custom workflow for trackin@upport Tickets You have decided to implement this workflow

model:

e Status of New A newsupport ticketis reported,youwill require that the tite and description of
the support ticketis entered. If the support ticketis reviewed and it isot really asupport ticket
it can be tosed.

e Status of AssighedOnce the newsupport tickethas been reviewed, it is assigned to a
developer to be fixed. At this pointpuwant the title to be locked, the description, priority and
severity to be required.

e Status of Resolveddnce the developer fixes thrmipport ticket the statusis setto Resolved
and the resolution code and description is required.

e Status of ClosedOnce thesupport ticketis checked to ensure it was truly fixed, it can be set to
Josed status.

Here is how thevorkflow looksgraphically:

New
Required fieldsTitle, Description
Assigned
Is a support i )
» Locked fieldsTitle
Required fieldsDescription, Priority, Severity
Is NOT a
A
\ 4 A 4
Closed ’ Resolved
h Locked fieldsTitle
No longer asupport ticket Required fieldsDescription, Priority, Severity,
Resolution Code, Resolution Description
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Setup your Mapped Workflow using Web Information Center
To set this workflow up ilVeb Information Centefor the example above, go to tHeupport tickes
Add/Edit screen and clicihoice List Then scroll down and cligiorkflow and State Transitions

Choice Lists

Click Workflow and
A cheice list iz a list of items that appear in a drop down list on the screen. Yo State Tran Si'[i ons.
and pressing Submit Changes. Each item in each cheice list should appear o

@ Return to Entry Edit Screen 6’& Workflow and State Transitions

| FunctionalAreas |

Status Codes
Address Database Pro

New

AppSettings [=ﬂ Assigned ) ; ) T
Attachments Resolved Edit the list of choice list items.
Audits Closed . .
Automatic Backups Once done, the new items will
Billing i i
EKE Punchist Appication appear in this combo box.
Browser Support
Calendar
Calendar Reports ¥

Sort alphabetically Sort alphabetically

Workflow and State Transitions
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From here you can set the options to match your workflow you defined graphically:

Workflow and State Transitions

Workflow is achieved by the Status field. To manal ) l'rnm and/or te, click Manage List of Statuses. Likewise, whenina
particular status, you can specify what fields are s Click here to toggle status. To do that, click Select fields for this Transition.
ek between statuses
If you wish to automaticall
Project: Test eTeam /v Y . .. y
Stat assign this item to someone
us:

N -| N i .
=W T Manage List of Staluses based on the status being set,

set that here

Upon saving, automatically

¥ (Used for tempors! transitions
transition to this status: i )

Upon changing to Hew [Set to Functional Area Assignee]
status, automatically assign to:

¥ Manage Functional Area Assign

. | Assigned Revert back to no special fields for this Transition
| Resolved
[ closed
Status Why can' | change this field?
Folder Name Optional -
L — . .
In our example, we uncheck Priority Optional = You can choose field-by-field
Resolved because we do not want . Wh'c_h ones gre IOCked_’
a New support ticket to transition to || Severty Optional = required, optional or hidden.
Resolved until it is Assigned. TestCaseNumber  [Hidden | wi\ EERTTERERAEE TER?
Title Why can' | change this field?
Functional Area Optional
Support Ticket Email Optional

Setting up Temporal (Temporary) Transitions

In some cases, you may want to clelae screen and only have the user enter in a selected set of

information. For example, in oun@ample above, when a developersolves asupport ticket we may

want to clear the screen of everything but teapport ticketid, title, resolution code and descriptioso

that it is clear about what needs to be entered and all extraneous information is tempdratilgn To

create this type of workflow, you will usetemporal transitiond ¢CSYLRNIf aAvYLie YSIya:
so it will use a temporary status to collect the information needed at the tand, thenit will save that

information and automatically set the status to the next logical state. In this case, it would be the
Resolvedstatus.

So to set this up:

¢ Create a new status callé®esolve Now
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e / K22a8S GKI (G a Uponisding, auwoRatidaly ransitisrSo this status: G 2
Resolved

e { S QaKTRansition To Regolved

o In the list of fieldssetall fieldsto hidden exceptTitle, Id, ResolutiorCodeand Description
(make these required).

Here is how it might look:

Workflow and State Transitions

Workflow iz achieved by the Status field. To manage what states a particular status can transition frem andéor to, click Manage List of Statuses. Likewise, whenina
particular status, you can specify what fields are shown, reguired and not reguired for that specific status. To do that, click Select fields for this Transition.

@M

Project: Test eTeam -
Status:

Resolve Now + Manage List of Statuses

Upon saving, automatically

Resolved w (Used for temporal transitions,
transition to this status: f )

Upon changing to Resolve Now
status, automatically assign to:

¥ Manage Functional Area Assignees

Resolve Now D New Revert back to no special fields for this Transition
[ Assigned
7] Resoived
[ closed Reszolution Code Required «
Expected Results Why can't | change this field?
Resolution Required -

Then once support agensets a status t&Resolve Nowit will prompt them for only thdResolution
CodeandDescription Once they enter that and preSsibmit, it will save the record and automatically
set the status tdResolved

Setting up Automatic Assignment

If you wish to have an item automatically assigned to a specific person once it reaches a specific status,
you can update your workflow rules for thi$o do that, choose the statuand thenchoose the person

to assign ito. For example, notice below that you can choose any team member to automatically
assign to when aupport ticketenters theNew status:
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Workflow and State Transitions

Workflow is achieved by the Status field. To manage what states a particular status can transition from andfor to, click Ma
particular status, you can specify what fields are shown, required and not reguired for that specific status. Te do that, clic

& ook

Project: Test eTeam -

Status: MNew * Wanage List of Statuzes

Upon saving, automatically ¥ (Used for temporal transitions)

transition to this status:

Upon changing to New
status, automatically assign to:
[Remove Assignment]

“oeiciez | satus
New [Set to Functicnal Area Assignee]
—

Miller, Katie
Miller, Steve
Mollitor, Jennifer

[Set to Functional Area Assignee]  « | Manage Functional Area Assignees

Field=s on Screen

If you wish to automatically assign
this item to someone based on the

Porterfield, Greg stafiis heina set. set that here.
[Fll Support Tickets. Praomatic ¥ T T anTr

Notice that you can also set tliautomatically assign této [Remove Assignment]If this is set, it will
automatically remove the assignment when it enters that status. This can be Helpfamoving
assignment when items are closed, etc.

Setting up Automatic Assignment based on Functional Areas (Support Tickets Only)
TheSupport tickes workflow has a special type of atéissignment feature that allows you to
automatically assigeupporttickets based on the functional area of teapport ticket To use this
feature, you must first setup youBupport Tickefunctional Areagrom the Choice Listsrea. Once
that is done, you can setup the assignment rules for each functional area:
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Workflow and State Transitions

Workflow is achieved by the Status field. To manage what states a particular status can transition from andfor to, clic
particular status, vou can specify what fields are shown, required and not required for that specific status. To do tha

@ Back

Project: Test eTeam - Here is where you
manage Functional

Status:

New * | Manage List of Statuses

Area Assignments
Upon saving, automatically v (Used for temporal transition:
transition to this status: /

Upon changing to New [Set to Functional Area Assignee] ~+ | Manage Fdnctional Area Assigness
status, automatically assign to: | |

Once clicked, you will see a list of e&ainctional Areaand can associate each with an assignee:

Defect Functional Area Assignees

Set the perzon that is responsible for each functional area below.
@ Back
Project: TesteTeam -
Functional Area
Address Database Pro Miller Katie Associate each Functional Area
: ' with an Assignee.
Advanced Project Tasks Miller, Katie -
Alerts Miller, Katie -
AppSettings
Attachments Miller, Steve
- Molliter, Jennifer
Automatic Backu '
. Porterfield, Greg
Billing Support Tickets, Pragmatic

Once thisis dore & S dutomaiically éssigrioé to [Functional Area Assigneg]
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Workflow and State Transitions

Workflow is achieved by the Status field. To manage what states a particular status can transition from andfor to, «
particular status, vou can specify what fields are shown, required and not required for that specific status. To dot

@ Back
Project: Test eTeam -
Stabusc — Set automatic assignment to
He Newi ~ | Manage List of Statuses [Functional Area Assignee]
Upon saving, automatically v (Used for tem

transition to this status:

Upon changing to New [Set to Functional Area Assignee] = Manage Functional Area Assignees
status, automatically assign to:

= If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=Workflow

Setting Screen Layouts
If you wish to set the position in which fields appear on the screen, change the screen layout to 1 or 2

columns, you can do this viscreen Layouts To access this, go to teetuptab and clickSystem
ConfigurationA Screen Layoutéhen choose the screen you wish to adjust the screen layout). Below
is the screen layouts screen for the Contact Manger. Make your desired changes arSBéss
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Project: piigion A v

1_IProjects (Open & Create)
[} Users on this Project

. Automatic Backup Service
=1 System Configuration
=) Sereen Layouts
|0 Alllssues
:_@ Contact Manager
| () Defects
| Email List Project A
|4 My CD List
| News List
| Products
| ) Quick Tasks
:_@ Requirements
@ Shared Docs
| Test Cases
|65 Trial List
:_@ Users.
@[ Escalation Rules
@ System Options
@ Sync Project System Options
@ security
2] I=".| Import
2] ':6 Report Setup

lal Screen Lay
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The Listing Screen tab is used to set
the order you wish the column to
appear on the listing screen

Screen layouts default field behaviors.

Add/Edit Screen Required Fields Default Values

Note: The listing screen appears when a user firet accesses this area, allowing them to filter and export the information. | is importar
below only applies to the default list of fields shown to a user that has not accezssed the area before. Each user iz allowed to clic)
listing screen to define the fields they wish to see on their lizting screen. This i= done for maximum flexibilty, as each user may have
they wish to see there.

Available Fields Add = Selected Fields
Aszsigned To QJ _ Status
Cel Phone Add All == Company Hame

Contact Type Contact Perzon
Date Created = Remove Email
Date Last Escalated

Work Phone
Date Updated == Remove Al |ca) Back Date

Date of 1=t Contact A Location (Custom 1)

Description A Check Box (Custom 2)
Fax Move to Top A Date (Custom 3}
Folder Name Latest Note
Home Phone Wove Up
Id )
Move Down
Import Id
Last Escalation Rule Move to Bottom

Nbr Escalations
Other Phone

Web Information Center

www.wicdirect.com
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The Add/Edit Screen tab is used to
set the order you wish the column to
seresn layouts alow youtosp= | gppear on the add and edit screen shaviors.

_IProjects (Open & Create) Project: [Division & ¥
Fi |Users on this Project Vg/

Project: piyigion A 4l Screen Layouts - Con

| . Automatic Backup Service

9 F@ System Configuration Listing Screen Add/Edit Screen Required Fields Default Values
=] F@_SCFBBH Layouts Layout of Add/Edit Screen
(i) Alllssues
i Contact Manager Note: The add/edit screen appears when users add or edit an tem. k is important to know that the fields below are not user spes
@ Defects selected fields chosen below. If you wish to have more granular control over the fields shown depending on the status a record
| Email List Project A Transitions feature to tailor this behavior.
:_@ Wy CD List | Column Layout Preference: (This is the default for the project, but each user can override this behavior if deg
@New List 1 [¥] Do not allow duplicats ail addrezses
Products

:—@ R D Dizplay warnip duplicate company name/contact person combinations
|y Quick Tasks

:_@ Requirements
| Shared Docs

Add > Selected Fields
i =

f=calation Rule Company Name

Choose 1 or 2 zcalations < Remove E;l;ti:ict Perzon (Reguired)
Columns for the (< Remove ) e
orl one

Home Ph
layout. Each user s | |t mmone
can set his/her own Mot | |ramer 1
preference. ove Down | U0, e

Move to Botton| (Status
Contact Type
Description

[
Plate af dnt Pantast
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Renlirements m Neferts nntacts

m Project Managemen

The Required Fields tab is used to
set the fields you wish to require data
entry from the user.

Division A

n the listing and add/edit screen as well as default field behaviors.

{_IProjects (Open & Create)
I y Users on this Project

insitions CUStC m Figlds

.. Automatic Backup Service

= "@ System Configuration Listing Screen AddEdit Screen zquired Fields Default Values
=7 Sereen Layouts Required Fields
| Alllesues
:_@ Contact Manager Note: From here, you can specify if each field requires data entry. Setting up reguired fields here will override the settings from the:
:_@ Defects area, =0 if you wish to define required fields based on workflow rules, do not make any required fislds here.
| Email List Project A
| My CD List Non-Required Fields Add = Required Fields

LGy New List i gg;ag&:;ﬂ(n?ﬁmm ° TS gu(rﬁ:ymnn (Required)
__@ Products A Location (Custom 1)
|1 Quick Tasks Assigned To

< Remove
[ i CallBack Date
|Gy Requirements el Phone =| | == Remove All
:_@ Shared Docs Company Name
|5y Test Cases Contact Type
@Trial List Date Created
i Date Last Escalated
& e Users Date Updated
[#1) Escalation Rules Date of 1=t Contact
| () System Options Dezcription
| Syne Project System Options Email Move to Botton]
& ax
o - ) Security Folder Name v
®=1 Import u O

[© (@ Report Setup

3

project: piision A Gkl Screen Layouts - Defects

- o = Screen layouts allow you to specify what fields are shown o
Mavigation
[projects (Cpen & create) Project: & Workfow and Stare Tr

F; ) Users on this Project

The Default Values tab is used to set the
default values. If a Default Value is
entered, when adding a new record, the
default value will be filled in.

. Automatic Backup Service

= ?@ System Configuration Listing Screen Add/Edit Screen Reguired Fields Default Values
= L@_SCTEEH Layouts Default Values
LAl lssues
@ Contact Manager Note: From here, you can specify the defautt values for the following fields.
|} Defects
| Email List Project A Field Name Default Value

My CD List % Complete |
g Een: '—c': Act Finish Date

rodu
|} Quick Tasks ActHours L 1]
G Rerenens scsrcne —
|7 Shared Docs
|G Test Cases ActualResuts L ]

(B Aesaneate L 1]
LGy Users .
Eoralatinn Dules De=cription

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=ScreenLayouts
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Creating Escalation Rules

Escalation rules allow you to escalate the priority, assignment and other infammfatr requirements,

test cases, defects, contacts, and tasks once specific criteria is met. For example, you might consider
creating an escalation rule that is invoked when an active issue is assigned but not updated for 2 days.
When the rule is trigged, it can automatically send an email to the owner, assignee, or specific people
on your team. You can also set the rule up so that it automatically changes information on the issue
record (like the assignee, priority, etc.).

To access this, go togtsetuptab and clickSystem Configuratio®, Escalation Rule@hen choose the
area you wish to create the rule for: [e.g. Issues]).

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www.softwareplanner.com/Movies.asp?Topic=EscalationRules

Project:| aTaam v A Action Active? | Apply Order | Title
LYOXE v Support Ticket - Active and Assigned Untouched for 2 Days
E Mavigation a2 5\@, @x 3 w 2 Support Ticket - Active and Unassigned No Response for 90 Minutes
[ Iprojects (open } S £ v = Defects - RFMI Untouched for 12 Hours
|| Users on this
| . 4 GP_Test Rule
Escalation Rules t O s

=) Escalation Rules
|y Contact Manager
i Defects
|y Quick Tasks
| (i Requirements
|y Test Cases

To get started, click on an area (e.g. Defects), then AtickNew Rule
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Project: o Tazm v I action Active? | Apply Order | Title
| EWE ¥ Support Ticket - Active and Assigned Untouched for 2 Day
L= Mavigation - | T @x 3 v 2 Support Ticket - Active and Unassigned No Response for
T IProjects (Open & Create) BEe%E v 3 Defects - RFMI Untouched for 12 Hours
\ Users on this Project % @x 3 @ 4 GP-Test Rule
=) System Configuration
[{5) Screen Layouts
=//C) Escalation Rules Add New Rule
| Contact Manager %
i Defects
L | [ﬁ\dd New Rule ] [Save Changes ] [Ernail Templates ]
£ 111} ] -2l

This will take yointo a wizard that allows you to define your escalation rule. From the first page of the
wizard, name the rule and set the status and the duration in which the item stays in that status that will
cause the escalation rule to be triggered. For exampi@ufwish to have the rule triggered when an
issue has been in Active status for 2 days, you will set it up as shown below.

Add New Rule - Step 1

To Edit an existing e=calation rule, choose it below. Otherwize, enter a new rule name, choose a status and the number of minutes/hours/daysietc in that
=status that will trigger the escalation. Once done, click Next.

Saved Rules: Set the rule up to be triggered for issues in

*Save Rule As: |Active Defects nottouched in 2 days an Active status for at least 2 days

Is Active?:
Apply Order: |5 W
* Status: | Active h
*For: |2 Days .

Description: |Send an email when an active defect has not been updated in past 2 days. Also,
setthe assignee to the project leader.

[@Canoel ” G H EJNext ” " Finish ]

Then clickextand go to the next page of the wizard. From here, you can add additional criteria for the
escalation. In our case, we will add criteria to the rule to exclude any items that have been escalated
today and whose last update has been made in the past &:day
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Add New Rule - Step 2

To add addional criteria that triggers thiz ezcalation, chooze the field, condition and value. Once thiz is done (or no additional criteria is need to trigger the

ezcalation), click Next.

Rule: | Active Defects nottouched in 2 days

‘ Add the additional criteria |

Status: | Active
Action { Field Name Condition Value ) AndiOr
8% DateLastEscalated Not equal <= Today And
@x Date Updated Greater than = 2 days ago And

[ Ocancel || [@sack | Enext |[ v Fnish |

Then clickNextand go to the next page of the wizard. From here, you can choose to send an email
when the rule is triggered. If you have created an email template (8etapA System Configuration

A Escalation Rules, (Area)A Email Templatel you can use that email template. Otherwise, you

can simply enter an email subject and choose who to notify. If you do not wish to send an email when
the escalation rule is triggered, leave this screen blank and ptess




303.768.7480

SmarBearsoFTWARE
7935 East Prentice Avenue, Suite 105
Greenwood Village, CO 80111

www.wicdirect com

iES Web Information Center

www.wicdirect.com www.smartbear.com

Add New Rule - Step 3

template, choose template or create a new template. Once this iz dene, click Next.

To notify people when the escalation trigger iz executed, choozse the people you wish to notify below.

Rule: |Active Defects nottouched in 2 days

Status: |Ac1ive

Choose an existing email
template or simply enter a
subject, from address, and
notification list.

Template: |

=

Subject: |E5calati0n Defect {Id} < Active Defects nottouched in 2 days

From Email: | steve miller@Pragmatic m

Notify These People: [Assigned To]
[Client Erriail]
[Opened By Email]

You can include tokens that
will automatically be filled in
when the email is sent. {ld}
[Owner] will fill in the ID of the issue.

[Support Ticket Ermail]

Batch, Job
Berdyugin, Maxim
Bowe, Anthony
Chekhomova, Nadya
De Laurel, Mike
Eaton, Barbara
Gladchenko, Andrew

Also notify these
addresses:

[ Ocencel J[ Geack ][ Etext J[ v Finish ]

Then clickNextand go tathe next page of the wizard. From here, you can have the escalation rule
automatically update any field(s) on the record upon triggering the rule. In the example below, it will
automatically update the assignee to Jennifer Mollitor when the rule iserim)
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Add New Rule - Step 4

Once the ezcalation is triggered, you can have it automatically update fields on the record (e.g. you can re-assign it, update the priority or status, etc). Choose what fields of
information you want to have automatically updated and the value to update them to. Once that iz done, click Finish and your az=ociation rule will be ready to use.

Rule: |Active Defects nottouched in 2 days The rule will automatically
Status: | Adive update the assignee when
triggered.
Action Field Name Value
E©%  AssignedTo Molitor, Jennifer 1%

[ Ocancel || @k || B | [ v Finish_]

As discussed earlier, you can create custom email templates that can be used when sending emails via
the escalation rule trigger process. By creating custom email templates, gonatade information

from the record (like the ID, Title, Status, Description, etc) and can format the email with your color
scheme and organize it anyway you wish. To do that, 8ktkpA System Configuratio®y, Escalation
RulesA (Area)A Email Templees, then clickAdd New:

Email Templates

Form Name: Defects

Template: |Suppor‘t Ticket - Mo Responze v| 4 hdd News

Stbiect  |Defect fld) Escalated - Acfive Defect not Updated in Past 2 Days |

To insert field tokens, click Tag

response immediately,

Defect Id: {ld}

Opened By: {Opened By Company] - {Opened By} ((Opened By Email})
Date Opened: {Date Opened}

Title: (Title}

Description: {Description}

Steps: {Steps to Reproduce}

Nbr Times Escalated: {Nbr Escalations}

Make Public D Delete this template (Are you sure)?

Submit Back
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If you check Make Public, anyone on your team can use the template. If unchecked, only you can use it.

Setting System Options

System Options allows you to set personal and system wide preferences. System Options can be
accessed from th&etuptab. The screen is divided into 2 sectioRersonal Preferenceand System

Options).

Personal Preferences

These preferences only affect your screens; it does not affect other team members.

Project Management

Project: TesteTeam

¥ vavi gation
D Projects (Open & Create)
. Automatic Backup Service
E] ?r) System Configuration
[E=] L@ Screen Layouts
| () System Options
@ Sync Project System Options

Manage your email
alert preferences

Requirements

Test Cases

Collaboration ] Lists, X Reports

Personal Preferences and System Optio

Personal preferences control how the application works speq
members.

Your Personal Preferences (Affects You Only)

Choose your desired date format.

Specifies the data format that is displ

07152008).
Your Date Format:

viewing date:

Choose your time zone;
all date/times are

Date Format: mmiddiyyyy -
Specifies the time zone adjustment that is displayed when vie
(US/Canada).

Your Time Zone:

email alerts.

your pi for getting

adjusted based on this.
Time Zone: GMT-07 Mountain (US/Canada) -

Your Email Alerts:

Update my Email Alerts
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Project: piision A

Your company
name appears here

azks on a Project Plan.

Your Company Name

System Options (Affects all Team Members)

Change your
company name

npany Name: trougheut the application.

C Name:

Allows you to change your company name that appears

iy System Options:

() Sync Project System Options
@f | Security
=] f"l| Import
@ (@ Report Setu

Determine if users
can see the Users
on this Project list

< Lif

=creens below:

Use the rich text editor on these screens:
e . Issues screen
List Manager screens
Quick Tasks screen
Other screens

Security Settings: [v| ajlow all users to see the list of project

|Yuur Cempany Name
The rich text editer allows formatting of large fieldz with

word procesging features like bolding, italics, colors, etc.
Specify if you wizgh to uze the rich text editor on the

Choose which screens can use the

rich text editor.

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=SystemOptions
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Creating Custom Lists (Knowledge Bases, etc) using the List Manager

www.wicdirect com

= i Web Information Center

The List Manager is a powerful feature that allows you to track informationwhei Information
Centerwas not originally designed to track. For example, you may want to track empioyledays, a
list of hardware in your office (along with the expiration date of their warranty), knowledge base articles,

etc.

To create a new list, go to tHaststab and clickManage Liststhen clickAdd New

Y{No Filter) = | j Quick Search YFiIters %Actions - J@.ﬂ.dd Mew @Choose Fields
Actions == App Code List Name: List Captiam Donasintion b ist Visibility List Data Separated ...
'F'al_j'i agSPPSC ADBPro Support ADBPr | Click Add New ThisClientQnhy ProjectSpecific
?ﬁl—?i agSPPSC Add Ins Add Ing wnrrererrgeers T hisClientOnly Company'Wide
'5“% "L_i agsPPSC Client Release Motez  Client Release Motes  Used to track rel.. ThisClientOnhy ProjectSpecific
agSPPSC Client Server Inform...  Client Server Inform...  This list will cont... ThisClientOnhy ProjectSpecific
3‘% "L_i agSPPSC Countries Countries Contains a list 0... ThisClientOnly Company'Wide
agSPPSC Country Fixes Country Fixes Uzed to fix Cou... ThisClientOnhy CompanyWide
3‘% "L_i agSPPSC Email Bounces Email Bounces Used to cpt out ... ThisClientOnly ProjectSpecific
[ SGQa adadzyS @2dz ¢2dA# R tA1S (2 ONBFGS | Odzadz2y

ask for vacation, they can use the list to enter their request, and then their manager can either approve
or reject them. One you clickAdd New enter the name of the list (e.&mployee Vacationsand make

it Company Widdgthis means that the same vacation list will be seen in all projects). If you make it
Project Soecific, only items created in a specific project woulddaeen there, this will be useful for other
types of lists. Once the list is created, you can then define the fields (or columns) of information to

track:

Click Fields icon to

T (Mo Filter) ~
Actions

WEEE
%
%

P

define fields for
the list

Employee Vacations  Employee Vacations
Enterprize Nbr Users  Enterprize Nbr Users

FTP Server Logins FTP Server Logins

- @Add Mew Echoose Fields

De=scription

Used to track employee vacations
Enterprize Solution Mumber of Users

Store login information for Pragmati...

List Visibility
ThisClientOnhy

ThizClientCnhy

ThizClientCnhy

List Data Separated By
ProjectSpecific

CompanyWide

ProjectSpecific

Once the Fields link is clicked, you can define each field of information you wish track. Belmamyou
see that we have setup 5 fields to track regarding employee vacations:

t A
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1. Employeeg This becomes a combo box based on a list of project users.

Vacation Date Date the employee is requesting time off.

3. Statusq A choice list to show the status of thegueest (Awaiting Approval, Approved or
Rejected)

4. s Sick Day A checkbox that identifies if the day off is a sick day or vacation day.

5. Comments; Large free form text.

N

You will notice that the field types are identical to the types offered when settingusfom fields,
providing you with an array of different field type variations. To learn how to create custom fields for
any screen, please refer to this section of this documentR Y A V' A & (i NJA (CRskimiing VIebzA R S
Information Centefor Your Need#\ Creating Custom Fields

Y{No Filter)» | jf Quick Search YFiIters %nctions - Choose Fields
Actions U&= | Field Number Position on Edit Field Hame Field Width Field Type On Listing? On Edit? Required?
1 1 Employee 30 14 ' ' '
2 2 “acation Date 10 17 ' o '
3 3 Status 100 1 v v v
4 4 Is Sick Day? 30 0 v v
3 5 Comments 2000 1 '

Once the new List has been created, you can secure the list so that only specific people have rights to
the list. To learn more about setting security rights, please refer to this section of this document:
Administra2 NI & ADSduiRySSetupy Setting up Security Groups

Once you have given the correct level of rights, you will notice that the new list will appear in the table
of contents under the Lists section, allowing you to view, add, update and delete itemgHeolist,
below is an example. Aabc reports are automatically created for the list.

Project: €Team - | § (NoFiter)» | 3§ Quick Search | Y Filters | BEjActions+ | §@Add New | % FastEdit | [ |Choose Fields
eﬂ Actions Employee Vacation Date Status Iz Sick Day?
m-Nawgaﬁ 3‘@ Moliter, Jennifer 10272008 Approved

Groups Lists

| 3‘% Molltor, Jennifer  07/02/2008 Approved
il Show Counts S
> 3‘& Molitor, Jennifer  03/10/2008 Approved
[ H Lists
= [ ¥ Recent Lists 3‘@ Molliter, Jennifer 0211572008 Approved
& Employee Vacations Y Forterfield, Greg  01/18/2008 Approved v
+ Email Templates s
+ Email Bounces 3‘& Porterfield, Greg  01/02/2008 Approved
& PSKB 3‘& Forterfield, Greg  12/31/2007 Approved

+ Flinnt ©amene nformntinn
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http://www. softwareplannercom/Movies.asp?Topic=ListManager

?’@ If you wish to watch a narrated movie that illustrates this topic, use the link below:

Creating Custom Email Alerts
Web Information Centecomes with 3 types of standard email alerts:

e Assignment Alertg; Notifies you when things are assigned to you.
e Ownership Alerts; Notifies you when people change records that you are the owner of.
¢ All Changeg Notifies you when anything changes.

In addition to the standard email alerts, you can create custom erfeatsa For example, if you wish to
GNAIISNI Yy SYFAE ESNI 6KSy +Fy AGSYQa LINA2NRGeE
alert, go to theHometab, clickEmail Alertsthen clickAdd New

", Dashboard [ Calendar . Inbox E2 Email Alerts

@Ad Mew ’;Enable All Alerts =% Disable all alerts ’%Updahe Email Alerts for Multiple Users

Actions  Send Description

= ADBPro Su
®,

R

Click Add New button

Sent when any ADBPro Suppoert is added, changed or deleted.

= Client Release Notes
'5‘& @ Client Release Motes - All Changes Sent when any Client Release Notes is added, changed or deleted.

= dlient Server Information

'5‘& @ Client Server Information - All Changes Sent when any Client Server Information is added, changed or deleted.

J Contact Manager

' Sales Leads - All changes Sent when any sales lead is added, changed or deleted.
@ Sales Leads - Assigned to me Sent when a sales lead item azsigned to me is added, changed or deleted.
@ Sales Leads - Owned by me Sent when any sales lead item owned by me is added, changed or deleted.
2 Defects
' Daity Summary Report Sent daity, shows a summary of all defects, functional specs, and test cases. Also s

Once here, you cachoose the area to set the alert for (Contact Manager, Quick Tasks, etc), then you
can choose what field will trigger the alert (Quick Task Priority in our example), the value of the field
that triggers the alert (Urgent in our example), then the Bodyhefemail you wish to send when the
alert is triggered. Note that it will automatically place the details of the item into the alert (like the
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details of the Quick Task that was changed in our example), so the email message is just the header text
that isshown at the top of the email alert.

Add Alerts - System Wide Email Alerts
@ Help

@ Return To Listing

“Email Alert Type: send email when specific field is updated

“Entity Code: quick Tasks - :
*Field Name: prigrity - Choose the area that triggers the
= % Urgent Priority alert
Choose the field that AR e e e S0
triggers the alert B fUARD D\ S S SIEEIZE |es | O

quick task is set to urgent priority

Choose the field value
that triggers the alert

“On Update Value: |jrgent

To trigger an email alert when any changes are made to this fisld, enter ANY VALUE. To trigger an email alert
when this field changes to a specific valus, enter the value here.

I e The item below was changed.

Enter a custom email
message

Cance

If you wish to watch a narrated movie thidltistrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=EmailAlerts
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Using the Enterprise Features
If you purchased the Enterpriselution, you have additional features that our softwagasservice
(SaaS) clients do not have access to. Below are the differences:

e The Enterprise solution can be hosted on your own server

e The Enterprise solutiocontains only your data in your ovdatabase

e The Enterprise solution provides the ability for you to upload your own Crystal Reports and
secure them so that only certain people can access them.

e The Enterprise solution provides the ability for you to schedule reports to be run automatically
anddistributed via email.

e The Enterprise solution allows your team to access a well documented API and Data Dictionary.

e The Enterprise solution allows you to integrate security with Active Directory.

¢tKS R20dzYSy il A2y FT2NJ GKS 9y GSNIINRAR&S FSIGdzNBa Aa
contains the latest version &Web Information Centerins@llation instructions, documentation (data

dictionary, documentation on the ARhnd access to reports and other useful utilities. Enterprise

clients can be setup to log into the Enterprise Portal. To requésdin or to access the Enterprise

Portal, go tohttp://www. softwareplannercom/Enterprise

Active Directory Integration
To learn about Active Directory Integration, please refer to thisiaeof this document:
I RYA VA& { NJA Sachdy SetupdAictReéDirectory Integration
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Using the Data Dictionary
The Data Dictionary identifies the tables and fields for each major ardgebfinfomation Centey

along with how each area is related. The data dictionary is available from the Enterprise Htuatabl(
Documents / Enterprise Documentation / Data Dictiongry

Software Flan

Project Management
Quick Tasks

Quick Tasks are used to track project manzgement itams, zllowing tasms to manage their task list znd
the progress toward completing those tasks. Below are the critical tables and views:

®  Tasks - Base Entity [with TaskType. = Preizctask)

*  Task Costs — Costs for ezchtask (1:Many Relationship)

*  Attachments— For file sttachments (1:Many Relationship]

*  MNotes— For notes attached to thes items [1:Many Relztionship)

*  Schaduled Evants—For calendar events sttached to thess items [L:Many Relztionship)
*  Custom Fields - Custom Fields 11 - 90 reside on the CustemFialdValuss table

Table: Tasks

»Tae Taskld Intmzer

100 Detauts 2 Brainstlanh

Not Used

Datz End  Daalims 15 Dite the feem is setes 100% samplete

% Campiete nte; 3 Peantazecamy et

ActHours  Desimal 18.3 Artyal Hours

- Priori 100 Priority of the ftem
Greuzing Greup  Yarshar 100 Machanism for greuging tems
Keywards Keywords  Yagehar 200 Fres farm for seanching em far spacific
ke yocds

User's Guide - Data Dictionary
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Accessing the API

The API enables you to access the data areslgedf Inbrmation Centeiand write code that reads, adds,
updates and deletes information from the database. It includes coding examples of using the API to
access the data. The API is available from the Enterprise Portal
www.softwareplanner.com/EnterprisePortal.asp

AutomatedQA

Narrative
For clients that would like to programmatically access information stored in the database, we offer a
web service that can be accessed via NET applications via the web. The web services is named psws.
and enc Pragmatic busi jects for the b f the The i
provides these objects

*  Test Cases - Allows loading, adding, updating and deleting test cases. When items are added,
updated or deleted, audits are automatically generated.

Test Sets - Allows interfacing with our automated test case bridge.

Functional Specifications - Allows loading, adding, updating and deleting requirements. When
items are added, updated or deleted, audits are automatically generated.

Bugs - Allows loading, adding, updating and deleting defects. When items are added, updated
or deleted, audits are automatically generated.

+  Contacts - Allows loading, adding, updating and deleting contacts. When items are added,
updated or deleted, audits are automatically generated.

Project Tasks - Allows loading, adding, updating quick tasks. When items are added, updated or
deleted, audits are automatically generated.

Project Plan Tasks - Allows loading, adding, updating and deleting project plan tasks. When
items are added, updated or deleted, audits are automatically generated.

Audits - If you wish to add additional audits, use the Audits object. The FK of the Audits record
is the TestCaseld and the EntityCode should be set to TestCases.

Notes - If you wish to add notes to an entity (like test cases), use the Notes object. The FK of the
Notes record i the foreign key (2.g. TestCaseld) and the EntityCode should be set to the entity
name (e.g. TestCases). A good use of notes would be to store the results from the test run. The

notes are unlimited in size.
+  Attachments - If you wish to add attachments to an entity (like test cases), use the Attachment
object. The FK of the Attachment record is the foreign key (e.g. TestCaseld) and the EntityCode
should be set to the entity name (e.g. TestCases).
Perflogs — If you wish to record timings for how long it takes to run actions (like the automated
test suite), you can use the Perflog (Performance Logs) to do this. It can take an action, the
date/time started and the date/time ended and calculates the average respanse time.
Dblogs - If you wish to record errors that occur, you can use the DbLogs. This can used to later

evaluate issues that arose during the automation_
SendEmail ~ If you wish to send an email when you launch actions (like the automated test runs
andjor one when it completes), use the SendEmail object
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Integrating Crystal Reports
The Enterprise solution allows your team to create custom Crystal Reports, change existing ones, or
make derivative reports from existing ones. The Crystal Reports integration engine is vieatdudd.

The first step is to create a new Crystal Report (see the Data Dictionary for table and field names). If you
wish to create a Crystal Report from an existing one, you can easily download an existing ovéefrom
Information CenterTo do this, gto the Setuptab, Report Setupand thenReport Maintenance Once

here, you can search for a specific type of report (for example,@oiek Searclon Issue it will return

a listing of allssuereports):

Search for reports Click the green arrow to

Zelecs ﬁ download a report locally

Project: €Team D Q YTEmDDrary' Filter~ || #§ Quick Search YFiItErs %Acﬁuns i @Add Mew P‘Expurt @Spreadsheet &
Actions 0 P FE8 | Appcode Report Group Report Name Report Type fce «
J]
= - '5‘& 0 0 0 47 agSPPSC ‘Ad-hoc Detail Assigned Defects Ad-hoc Detail nedDefects
DP[UJ&C[E (Open & Create)
[ () System Configuration h‘?ﬁ booos 0 agSPPSC Defect Reports Defects By Assigneg, Proje... CrystaReports wl pefects By Assignee, Project, Status.rpt
@) Security "5‘& 00 =0 agSPPSC Defect Reports Defects By Assignee, Statu... CrystaReports #l pefects By Assignes, Status, Project.rpt
@ |yl import SRR e T
3 Repor Setup Ty D0 5 0 agSFRSC Defect Reports  Defects By Project, Folder, ... CrystaReports B pefecte By Froject, Folder, Ststue.rot
(G Report Maintenance £ o0 0 8gSPPSC DefectReports  Defects By Project, Status, .. CrystaReports Bl pefects By Project, Status, riority, Severty.rot
(3 Report Groups 1. SIECIE By FrojEen, Sats PR

Click the green arrowaxt to the report name and it will download the Crystal Report to your local PC.
From here, you can change the report and create a new one from it. Once your report is ready for
distribution, you can upload it. If you are replacing an existing reponie back to the screen above,
clickEdit, and then cliciReupload (bottom of screen). Once it is-t@loaded, it is ready for use.

If you are uploading a new report, click tAdd Newbutton from the screen above, then:

e Choose &eport Typeof CrystalReport
e Choose theCrystal Report RPT fifeom your hard drive

Once that is done, it uploads the report, automatically sets up the report parameters from the
information stored in Crystal Reports and allows you to save the report in a specific repoatimg g
You can also secure the report by choosing a security group:
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Edit Report Maintenance

CE Choice Lists &) Help

@ Return To Listing D Notes and Files

.Eﬂ History

tem 5 + of3s kB

Choose a group for storing the report

“Report Group: Defect Reports
*Report Name: pefect Duration By Project, Status Choose a security entity (if desired)
Report Type: CrystalReports

Report SoUrce: nefect Duration By Project, Status.rpt %
Security Entity: pefects

* Sort Order:

Connection 5tring: In mest cases, leave this as LOCAL (your
than your default, enter the con i
LOCAL

If connecting to the WIC database,
leave the connection string as LOCAL.
If creating a report that accesses
another database, enter your
connection string here.

Last Update: D5/14/2007 02:22 PM by Miller, Steve) Cr

Delete this record (Are you sure?)
Re-Upload

Cancel

Once your report is uploaded, you will also notice that it automatically setup the Crystal Reports
parameters if any were found in the report. You can useRbport Parameterscreen to change the
parameters to combo boxes, default the values, afiltovalues from the session, etc:

YTemporary Filter » ;_uQuick Search YFiIters %Actiomv @Add Mew :':bExport @Spreadsheet Echoose Fields
Actions lﬂ] ﬁﬁiﬁ App Code Report Group Report Name

Report Type Report Source «

00 0 47 agsSPPSC Ad-hoc Detail Aszzigned Defectz Ad-hoc Detail

AszzignedDefects

kY

'-3% 00 50 agsPPsC Defect Reports Defects By Assignee, Proje... CrystalReporis fects By Assignes, Project, Status.rpt
005 . . . .

R ‘ﬁ Report Parameters are automatically discovered fects By Assignee, Status, Project.rpt

'33 0050 ag

fects By Project, Folder, Status.rpt

Clicking theeport parameterslink allows you to enter a choice list that the client can cleoivpem, pull
a list of values from a SQL Query, automatically default fields, etc.
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Report Parameters - Defects By Assignee, Project, Status

Below are a list of parameters for thiz report. To change the parameters below, overtype vour changes and click SUBMIT.

Parameter Hame: |{?U — |

Prompt Caption: |User id |

Frompt Type: | Numeric

Defouit Velue: [session-Userl [= crter & valo SQOL staiement 1o retur a it ofvalaes rom a (e (o Stect

Code From Validstions Where ValidstionType = ListName' Order by Code)
Hidle If Automatically Filled In: Yes

O show saL

Parameter Name: |{?|je|;|ﬂd} |

Prompt Caption: | Deptid: |

Prompt Type: | Numeric Setup Choi List SoL
Enter a list etu olce LISISs or use

Default Value: |session-Deptid [ onter 3 valid P © &
coos Frem v | 1O pull the values

Hide If Automatically Filled In: Yes D Show S0 l

Parameter Name: |{?Pru jects} | All Projects Z

Current Project

Prompt Caption: |projects: |

] —

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=WebReporting

Scheduling Reports to be distributed via Email

Enterprise clients can automatically schedule Crystal Repolis tan at specific intervals (daily,

weekly, monthly, a specific day of the month, etc). Each report can also be set to automatically filter the
data by passing in parameters. This allows you to use a single report for multiple uses. To schedule a
report, go to theSetuptab, Report Setuparea and choosReport Scheduler



http://www.pragmaticsw.com/Movies.asp?Topic=WebReporting

SmarBearsoFTWARE 1

7935 East Prentice Avenue, Suite 105 *is WEb lnfor_matlun CE nter
Greenwood Village, CO 80111 www.wicdirect.com

303.768.7480

www.wicdirect.com www.smartbear.com

Home Project Management Requirements TestCases Defects Contacts Collaboration Lists Reports
AutomatedQA Corporatio
Project: eTeam RN Repo edule
& Aodnew
r‘ Mavigation =
= Scheduled Reports: Support Tickets Test Report (D: A4
{_IProjects (Open & Create) po! |V upeert e st Report (Daly) \ u
[ Users on this Project Email l Status I
(77} System Configuration Setu p
@[ Security
L import Report Name: | Support Tickets Test Report |v|  Freque
B%Repnrtsatup ) o
| Report Maintenance TR ol
(g Report Groups
| ( Quick Forms A
(3 ReportSeneaer Report Setup
| (g Manage Dashboard Charts
(g Manage Dashboard Pages
[ il
i eiing Report Scheduler
a = = [ concel | submt |[ Delete |

From here you can select the report, pass in parameters, specific the emails for the report to be sent to
and customize the email subjeahd body.
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Setting Up the Schedule
Click on Add New to set up a Schedule for a Report.

Report Scheduler
& ~dd New

Scheduled Reports:

Status

Report Name: Support Tickets Test Report » Frequency: Daity »

Parameters: Projld=2959

Reports that are available for Scheduling will be in the Report Name Choice List. Select the desired
report.

Set the Frequency in the Frequency Chdiist. Reports can be run daily, weekly on a specific day of the
week, or monthly on a specific day of the month.

In Parameters, enter the desired parameters to run this report. The syntax for Parameters is:

ParameterName=Value&NextParameterName=Value

To find the parameters for a report, use Report Maintenance. Click on the number in the Report
t I N} YSGSNER O2fdzvYyo |, 2dzQff &4SS (GKS LI NIYSGSNER | YR
the value in the Parameter Name field without special elsters (curly brackets and question mark).

For example, a report with a Begin Date, End Date, and Project might look like this:
BeginDate=11/22/2009&EndDate=12/05/2009&Deptld=2369

Click on the Email tabl to set up the Email Information.
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Report Scheduler
& AddNew
Report .ﬁ. Status
Email To: | |7|
Email Errors To: | |7|
Email Subject: | Software Planner Scheduled Report |
Email Body: Tahoma B 7 U |A & é'al’?' %%E\Q =i | B
[ concel ][ subme ] ]

Enter the emaiaddress of the recipient. Multiple recipients should be separated with a semicolon:
yourname@yourcompany.cgmextname@yourcompany.com

% A 4

If the report containS NN2 NA X ( K aeaidasSy Oy SYFAf GKAAa AYyT2NYI

¢KS RSTlrdzE G 9YIAf {dzoeSOGa Aa a{2FdslFNB ttlyySNI {
Subject line. The email body is a Rich Text field. If you want tdTigé formatting, write your email in
your favorite HTML editing application, then copy and paste the message into the Email Body field.



mailto:yourname@yourcompany.com
mailto:nextname@yourcompany.com
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Verifying the Schedule
After the scheduled report is run, you can view details about the run on the Status tab.

Seekct the report from the Scheduled Reports Choice List.
An icon next to the report name tells you the status of the report: a checkmark for a successful run, an
exclamation icon for an error, and an alarm icon if it was not run on schedule.

On the Statusdb, you can see the run dates, durations, and if an error occurred, the error description.

Report Scheduler
& Add New

Scheduled Reports: W’ Support Tickets Test Report (Daily) w

Report | Email m

Status: Completed w Priority: 1-High v
Last Run Date: 21412010 Run Duration in Seconds:
Next Run Date: 02/05/2010

Error Description:

Date Created: 01/29/2010 Last Update: 01/28/2010 Porterfield, Greg
Active?: Uncheck this to inactivate your scheduled report.  Rerun Report?: Check this option to rerun your report at the

next report run, regardiess of the current schedule.

[ cancel |[ submt |[ Deete |

If you want to inactive the report or rerun it, use the Active or Rerun Report checkboxes.
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Importing and Exporting Data
Thefollowing sections discuss importing and exporting data.

If you wish to watch a narrated movie that illustrates this topic, use the link below:
http://www. softwareplannercom/Movies.asp?Topic=Import

Importing Data
Importing data is easy, simply save your data in come@arated (CSV) format using any spreadsheet

system and use the import wizard to import the data.
To access the import wizard, you can access it a coliplays:

1. You can go to the area you wish to import into, for example, click #s Casgtab, then click
Actions thenImport.

2. Oryou can go to th&etuptab and clickmport, thenlmport Wizard The following screen
appears:

AutomatedQA Corporation
Project: eTaam v | [«]#) Import Wizard

r TN on

EProJects (Open & Create)
| Users on this Project

=1 'QSystem Configuration

Use the Impoart Wizard to help you import your data into 8

Read the Import Instructions

.ﬂlmport Instructions & Common Mistakes

© | Security What type of data are you importing?
=0 Import
J|Imp0r1 Wizard Selectthe type of data you will be imparting, fram the list
_J|Delete Imported Batches the next step ofthe import process. Tip Use ALT+S to Choose the area to import
[ (pReport Setup
@ P Billing Import Data Type: | Test Cases v|

Mext Page
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Import Wizard - Contact Manager

Cheoose the import file from your hard drive.

L Import Instructions & Common Mistakes

Find your import file on your hard drive.

The import file must be saved as a comma-seperated file and saved on vour hard drive. You can do this using
your favorite spreadsheet, saving it as a comma-seperated file {.C5V) file. If you wish to export data from
Software Planner and re-import it, vou can save the file using the Save As Spreadsheet option on the listing

screen

Once you have a file, click Browse below to search yvour hard

done to upload the file and continue to the next step in the iman! Choose the CSV file from your hard drive ||
Import File: Browse...
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Import Wizard - Contact Manager

Map the fields from your spreadsheet to the fields within Software Planner.
| Import Instructions & Common Mistakes

Map your data to Software Planner fields.

Now map each field in yvour import file to the fields in Software Planner. First review the top 3 rows in yuur file below, to check for any errors in the wav we have captured yuur data. Ifyuu ﬁnd anv plea.se
go back to the previcus screen and re-upload your file after correcting any errors. Once your datalag g = - g

Snﬂwgre Planner. Fields with an * denote required fields, so they must be in your import fi
Submit. A preview of the records in your CSV file appear
Top Rows From Your File

“Contact Perzen”,"Primary Address” "Folder Mame™ "Certificate NETIGE ate Issues” "Date Entered” "Date Membership Updated™,"Select Codes”
"(BEATTY) FOURMAN BONNIE™, "1245 HOLLY H\LL[newIlne]GREENVILLE{COMMA} OH 453317, "WH Membership”, "B05", "4/6/1978", "4/17/1987", "2M16/1989", "I
“ALLED MILLS INC (CONT. GRAIN)", "ARCANUM-HOLLANSBURG ROAD[newlne]ARCANUN{COMMA]} OH 45304", "WH Membership”, "1327, "3M9/1873", "5M 319877, "2/9/1 885", "C"
"ALTHOUSE LORENE", "25 WOODSIDE DR[new linel ARCANUM{COMNMA} OH 453047, "WH Membership™, "978", "7/8/1976", "4/17/1867", "522M1987", T

Map each field from the CSV file. If the first
A “Contact Person = (BEATTY) FOURMAN BONNE line in your CSV file contains field names
B Primary Address v THEROLLVHLLrewineISREEIVILLE 014321 T8 that are the same name as a field in
il | o tome - | Pragmatic, it will automatically map the
D Additional Contact Info - 803 . . .
—————— — g fields for you, saving time.
F Call Back Date - 41THe8T
G Date Created - 21611989
H #Reaches - |

OnceSubmitis pressed, it imports the items. If you wish to delete an imported batch (in case of an
error), you can go to th&etuptab, choosdmport, then choselmport Deleted Batches From here,
choose the area you imported int€¢ntact Managefor example), it will show you the batches you
have imported. Select the batch and cho@salete Import

Delete Imported Batches

Which Import Batch are you deleting

Select the import I you will be deleting, from the list below. Once you select and ID you can verify that # is the correct batch file by checking Import By and
Total Records. If this is the correct file to delete, check the Delete Import box below. Press Delete Now when you are done to delete the records
previously imported.  Tip: Use ALT+S to Submit.

Choose an Import Batch to Delete

Import 1D: 5379 w

Imported By: De Laurell, Mike

Total Records: 4y

Delete Import (Are you sure?)
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Exporting Data

To export data, go to the listing screen and chickions /Export For example, to export yoissues, go
to the Issues Listing screen and cligictions/ Export

. Dashboard 1% Show Defects By Export
. L o s ) ) 5 _——
Project: €Team - * | " public - Status of Request for More Information = | # Quick Search | W Filters wv] {3 Add New | " FastEdit | [ |Choose F
- Actions i Date Cre| €5 Add New ity st
= Mavigation 8 H
e “Folders | L% Y| Filter your data 02roizo Choose fields for this listing prkaround R
; . . A [
Yy — Lwam |f yOU d63|re 06/02/20( 4 Sortgrid jor Bug R
= rﬁm Defects 3& &= 06/02/20) Manage Custom Fields psh R
[ Defect Backiog (18} wam 08/11/20( CH Manage Choice Lists brkaround R
[#[ | Prof Services (289)
@ Release 8.5 (334) Lwam 0 0 0 ProfServices/Prof Services 2008 Q3 oararo| & Manage Workflows jor Bug R
= Releaze 9.0 (314) % FastEdt
[ Support Tickets (3702)
|‘" | Usability (0} . . % Import Defects from CSV file
B (Archived Folders) Click Actions / Export -
% Export Defects (visible fields only)
g ?| Export Defects (all fields)

If you wish to get an automatic backup of your expdrtiata daily, weekly or monthly, you can sign up
for the Automatic Backup service by going to 8etuptab, then chooseAutomatic Backup Service
That service is available for $20 per month.

Automated QA_

Project: project g R Automatic Backup Service

F M Ion If wou weauld like your information backed up ot regular intervals and sent to one or mare of your team members via email in comma-separated (C5W)
e format, you can subscribe to our Autematic Backup Service. The cost of the service is $50 per month. You can choose to receive this daily,
'DProJec‘tS (Open & Create) weekly, or manthly, the $50 per month charge is & morthly charge -- no matter what backup frequency you choose,

| |Users on this Project
- Automatic Backup Service Disciaimer: By agresing to email based backups, your company agrees to pay $50 per manth and to hoid Pragmatic Soflware Company, inc.
- Blameless for the data contained in the backup Mes belng opened, viewsd or used by Zed per L Due to lasles (ermail
will not stppart really favge fles), notes, altachments and Shaved Docwments ave not backed wp In this process.

[Configure Your Automatic Backup Service
Backup Frequency: : Mone - Do not backup data |

Mone - Do notbackup data |
Craily

Automatic backup
service

hdonthly

Email Backups To:

Enter a iist of emall gddresses, one on each ling or separated by semicolons.

Password: | R |
Mote: The Zip File will be protected by the password entered above

If you wish to receive an email confirming this updste, enter your email address below:
Confirmation Email: |

Ll
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50A060 ' OEAA
The! & S NI &is dBsiphe® 6 provide information to users that will be usigb Information Center
on a dayto-day basis. If you are an administrator and want to learn more about settivgaip
Information Centeryou can go directlytothe RYA VA & N> 1 2 ND& DdzA RS

480GAz2Y

Getting Familiar with the User Interface

Most screens within the user interface work identically. Once you learn the basic layout and how the
screens work, you will have learned how all screens wdHe sectios below discuss how the screens
work, how to navigate the user interface, etc.

Organizing your Data

Web Information Centeallows you to keep all your data in a single project or allows you to separate
information into separate project areas. Within egmoject, each area of the software also allows you
to organize the information in foldersTo see instructions for setting up projects, refer to this section of
the document:! RY A V A & (i NJA C2atidip NewProekt® S

Using Search Folders

Search folders allow you to separate information into logical areas. For example, if you are managing
contacts, you may have different types of contacts (opportunities, potential, etc), so you may want to
put them intoseparate folders:

Collaboration

. Dashboard i% Show Contacts 7 Calendar

Ex Export

‘eAdd [jjEdit [§¢Delete
=2 'uﬁ Contact Manager
[ Clients (11417)
=/ |Email Blast (8531)
| Greg-Sandbox (3)
| Opportunities (17)
| Potential (78)
=

Trade Shows (585)

il Hide Counts

4! Search folders

m

= eTeam ; YTemporar? Filter» | j Quick Search TFiIters ﬁ.ﬂ.cﬁuns -
Create a new Actions | W= | Status Lead Source # Atter
search folder T 0 5 Open Trade Show: 2008 STPCon 1

To create a new Sea

rch Folder, chclkdersand clickAdd.
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. Dashboard £2 Show Requirements

Project: £Team - ’L Y(No Filt

IF Navigation For subfolders e

) W o
| Greees | Folde choose a parent fﬁm
Parent Folder: [ = i
Choose a parent folder: > 3 %rﬁm
Folder Name: Was
Yaom
Description: Lam
LYam
Yam
Yam
4

[ cencel || submit | -

If you wish to create a subfolder of an existing folder, chooseérent folder name Enter dolder
nameanddescription(optional) and presSubmit The folder will appear Web Information Center
under the area it was created (Contadssuses, etc).

Archiving a Folder

If you wish to archive (hide) the folder, simply edit thedeolby going to thdé-olders highlighting the
folder and pressingdit, then uncheck thés Activeflag. This will hide the search folder but does not
delete any of the data associated with the folder. You can come back and chdsktterecheckbox
to make the folder active again.

http://www. softwareplannercom/Movies.asp?Topic=SearchFolders

E If you wish to watch a narrated movie that illustrates this topic, use the link below:



http://www.pragmaticsw.com/Movies.asp?Topic=SearchFolders
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Working with the Home Page
The home page is displayed when you first log in and provides valuable dashboards that allow you to
quickly spot trends and inspect the status of items. The Home Page is separated intd tabs.

Bulletins Tab
Your appointments and bulletins are shown in this tab.

€ Dashboard [l Calendar & Inbox £% Email Alerts

Your Company Name Here

Projects: EENERICIEEARS

appoint men

to areas of the software.

Contacts | Burndown Charts

My Assignments

Switch between sets of
dashboards to obtain
Project Bulletin valuable trending and
status information.

ek ek | Bulletins are shown

You have no appointments today

Updated Thu Mar 11, 2010 Editthe Project Bulletin

Estimated amount of glucose used by an adult human brain each day, expressed in M&Ms: 250
~Harpers Index

The entire economy of the Western world is built on things that cause cancer
~ from the 1985 movie Bliss'

Company Bulletin

Updated Thu Mar 11, 2010 Edit the Company Bulletin

Anyone can do any amount of work provided itisntthe work he is supposed to be doing atthe moment.
~ Robert Benchiey (1869 - 1945)

Pleasure in the job puts perfection in the work.
~ Aristotle (384 BC - 322 BC)

Support Bulletin

Updated Sun Oct 18, 2009 Edit the Support Bulletin

We are pi to 9.3.
Release 9.3 introduces escalation triggers, more comprehensive browser support, and improved performance. Escalation triggers allow you to send an email to a group of people and
change assignment, priority and other indicators when specific events happen. For example, you might create an escalation trigger that detects any active defects that have not been

A e T s e e IR e T e e e e e e e e T e e e e e e e ey e B e T e e e e e e
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Project Mgt Tab
The Project Management dashboard shows statuBrofect Plan and/or Quick Tasks

My Assignments Tab
The My Assignments dashboard shows status of all your assigned items, these graphs are drillable.












































































































































































