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Overview  
Web Information Center is a team portal that allows companies to manage their projects, customer 

relationships (CRM) and customer support issues quickly and effectively. 

Powered with tools for 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 offers the ability to import contacts, create email templates and send out email 

campaigns to your opt-in 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 the email and the people that 

clicked on each link within the email. 

This ¦ǎŜǊΩǎ DǳƛŘŜ provides information on using the features of Web Information Center.  Since the 

features of Web Information Center can be purchased ala-cart, if you do not have some of the features 

covered in this document, you can easily add those features by contacting SmartBear at +1 303.768-

7480.  

Helpful Resources  
Below are some resources you might find useful: 

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

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

 Enterprise Portal ς If you purchased the Enterprise Solution, you can be setup to log into our 

Enterprise Portal.  This portal contains the latest version of Web Information Center, installation 

instructions, documentation (data dictionary, documentation on the API), and access to reports 

and other useful utilities.  To access the Enterprise Portal: 

http://www.softwareplanner.com/Enterprise.  

 Support ς http://www.softwareplanner.com/Support  

  

http://www.wicdirect.com/
http://www.wicdirect.com/Features_WIC.asp
http://www.softwareplanner.com/Enterprise
http://www.softwareplanner.com/Support
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!ÄÍÉÎÉÓÔÒÁÔÏÒȭÓ 'ÕÉÄÅ 
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 ahead in this document to the ¦ǎŜǊΩǎ DǳƛŘŜ 

section.   

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

http://www. softwareplanner.com/Movies.asp?Topic=ManagingUserSecurity  

Security Setup 
¢ƘŜ ƭƛŎŜƴǎƛƴƎ ƳƻŘŜƭ ƛǎ ŀ άŎƻƴŎǳǊǊŜƴǘ ǳǎŜǊέ ƳƻŘŜƭΣ ǿƘƛŎƘ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǎŜǘǳǇ ŀǎ Ƴŀƴȅ ƴŀƳŜŘ 

users as you like, but only a certain number of users can connect simultaneously to Web 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 connect 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, marketing personnel, documentation specialists, etc.).  Each of these roles may 

have different security needs (for example, a project manager may need full rights to Web Information 

Center where a sales person may need very limited rights).   

Setting up Security Groups  

To establish roles for different types of users, you will use the Security Groups feature.  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 security group.  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 the Setup tab and choose Security / Security Groups.  A list of 

security groups appear.  Note the existing security groups below (Channel Manager Consulting, etc).  

The number of users in the group appears under # Users column.   Click Add New to create a new 

security group.   

http://www.pragmaticsw.com/Movies.asp?Topic=ManagingUserSecurity
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Once a security is created, you can set the security rights for that security group: 

 

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

 

Click Add New to create a 

new security group. 

Click Privs button to set security rights for 

the group. 

For each security entity, you 

can choose read, add, 

update and/or delete rights, 

or choose Full Access for all. 

Some areas have granular 

level control rights. 

Setup tab 
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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 

ǎǇŜŎƛŦƛŎ ƎǊƻǳǇǎ ƻŦ ǇŜƻǇƭŜ ǊƛƎƘǘǎ ǘƻ ŜŀŎƘ ƻǘƘŜǊΩǎ ŎŀƭŜƴŘŀǊǎΦ   ²ƘŜn a security group is setup, you will 

notice a Calendar Delegation button.  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. 

 

For example, in the Channel Manger Consultants security group, we have decided to automatically give 

read access to all users in all projects to the calendar of our Channel Manager Consultants: 

 

  

Click Calendar Delegation 

button to share calendars 
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Adding a New User 

Once your security groups are established, you can begin adding users to use Web Information Center.  

To add a user, go to the Setup tab and choose Security / Users, then click Add New. 

 

Fill in the details for the new user.  Click the Security Admin checkbox provides additional security and 

administrative rights for the user.  Notice the Security privileges choice list shows all the security groups 

you set up previously.  If you want the user to change their password on the first login, check User(s) 

must change password at next login.  Upon pressing submit, the user will receive an email letting them 

know how to log in. 

 

Click Add New to add a user 

Your security groups are here 
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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 specific projects.   To do this, go to the Setup tab, click Security / 

Users, and click the Security Privs button for the user. 

 

From here, you will see each project and choose the security group you wish to apply for each project 

for this user.  If you want to restrict them from accessing the project, choose (None ς Cannot access). 

 

Click Security Privs button for the user 

record. 
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Deleting a User (Revoking all Rights)  

If you wish to delete a user and remove all rights, go to the Setup tab and choose Security / Users, then 

click Edit ƻƴ ǘƘŜ ǳǎŜǊ ȅƻǳ ǿƛǎƘ ǘƻ ŘŜƭŜǘŜΣ ǘƘŜƴ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ŎƘŜŎƪ άDelete this 

record (are you sure)?έΣ ǘƘŜƴ ǇǊŜǎǎ Submit.   

²ƘŜƴ ŀ ǳǎŜǊ ƛǎ ŘŜƭŜǘŜŘΣ ƛǘ ŘƻŜǎ ŀ άsoft deleteέ, which means it removes the user from the application 

and all their rights but the user record is not physically deleted. The reason for this is that you may have 

items (issues, contacts, etc. assigned or owned by the user and history of work from the user), so we 

keep the user record intact for auditƛƴƎ ǇǳǊǇƻǎŜǎΦ  ¢ƘŜ άǎƻŦǘ ŘŜƭŜǘŜέ ǇǊŜǾŜƴǘǎ ǘƘŜ ǇŜǊǎƻƴ ŦǊƻƳ logging in 

and removes all rights.  

Restoring a Deleted User  

If you deleted a user previously and wish to restore their rights, go to Setup, then Security, then Users. 

Select Actions and check the Show Deleted Users checkbox. 

 

Once this is done, you can click on that user record (notice the Active flag is not checked) to edit it: 
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Once you edit the user record, choose Restore this User: 

 

Once this is done, the user is re-instated and can then log in. It is a good idea to check their security 

rights again (click the Security button on the edit screen above). 

Active Directory Integration (Enterprise Only)  

Clients that are using our Enterprise solution have the option of using Active Directory (AD) for 

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 the following 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 userId within AD based on the EMAIL address entered on the login screen. 

You will want to disable Interactive Login 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 sure your network 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 page of Web 

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 what default project you wish new users to be added to within Web Information 

Center. 

4) As with the default project, we also need to know what default security group new users should 

be placed in for the default project.  

5) As with the default project and security group, we also need to know what default time zone 

should be setup 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 into Web Information Center. Once run, you will need to activate 

the User Variables for the accounts that wish to use their AD passwords to access Web Information 

Center.  To do this go to the Setup tab -> Security -> Users and click EDIT on a particular user. Go to the 

User Variables tab and click the Add New link. From here you should see a drop down box that has a 

value 'IsActiveDirectoryAccount', select that value, and type Y in the text box. Press Submit to 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 not have an email address associated to it via Exchange or the properties of the 

user, the lookup and login process for that user will fail). 

 

NOTE: If the LDAP Connection string is not set up correctly, attempting to log in as a user with AD Sync 

WILL result in that user being disabled. To re-enable the user log in with a Security Administrator 

account and go to the Setup tab -> Security -> Users.  Click the Actions button, then check the 'Show 

Deleted Users' check box and find the user that was deleted by AD Sync. Edit the record and check the 

ΨwŜǎǘƻǊŜ this User' check box and press Submit. 

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 separating 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 specific 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, refer to the Search Folders 

section of this document:  User's Guide Ą  Using Search Folders. 

Using Multiple Projects 

You may prefer to use multiple projects if you have different departments within your organization and 

each department would like to work with Web Information Center differently (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 

ǿŀƴǘ ƻƴŜ ŘŜǇŀǊǘƳŜƴǘ ǘƻ ǎŜŜ ŀƴƻǘƘŜǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴŦƻǊƳation, you can accomplish this by using 

multiple projects and setting security to prevent unauthorized project access.   Likewise, you may want 

your clients to log into Web Information Center and would like to keep one client from seeing another 

ŎƭƛŜƴǘΩǎ ƛnformation.  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 decide to use multiple projects, you can still do cross-project 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:  

http://www. softwareplanner.com/Movies.asp?Topic=ManagingProjects 

To create a new project, go to the Setup tab and click Projects (Open & Create).    To add a new project, 

click Add New. 

http://www.pragmaticsw.com/Movies.asp?Topic=ManagingProjects
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Fill in the new Project 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, choose a Project to Copy and 

check the items you wish to copy.  

 

 

Click Add New to create a new project 

Enter a unique project name 

If you wish to clone settings from another 

project, choose the project to clone from 

Clone shared 

document and 

search folders? 

Copy Choice Lists, 

Custom Fields, and 

Quick Tasks 

Add users and copy 

Security rights 
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Securing a Project  

To access an existing project, go to the Setup tab and click Projects (Open & Create).  Notice the 

Security Privs button; you can use this to specify what users have access to an established project. 

 

From here 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. 

 

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, go to the Setup tab, 

click Projects (Open and Create), then edit the project.   Uncheck the Active Project checkbox 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 check the Active Project checkbox to remove the archive flag. 

Click Security Privs button to set 

security rights for project. 

You can filter the user list to 

those in a specific security group. 
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Customizing Web Information Center  for Your Needs 
Web Information Center is very flexible and customizable.  You can create custom fields for any screen, 

create a field that links back to another section of Web Information Center, create custom fields that 

Ǉǳƭƭ ƛǘΩǎ ǾŀƭǳŜǎ ŦǊƻƳ ŀ {v[ ǉǳŜǊȅ ό9ƴǘŜǊǇǊƛǎŜ ǎƻƭǳǘƛƻƴ ƻƴƭȅύΣ ŀƴŘ ǎǇŜŎƛŦȅ ǘƘŜ ŎƘƻƛŎŜ ƭƛǎǘǎ ǘƘŀǘ ŀǊŜ ǎƘƻǿƴ ƛƴ 

combo boxes within Web Information Center. 

You can setup customized workflow 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, updatable, hidden, required or optional ς 

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 email alerts, and set system wide 

options.   The sections below explain these features in detail. 

Creating Custom Fields 

Each area of Web Information Center allows you to create custom fields.  This can be useful if you wish 

to track new sets of information that is not currently setup in Web Information Center.   You can access 

the custom fields feature in several ways.  You can access it by going to the Setup tab / System 

Configuration / Screen Layouts, then choosing a screen (e.g. Issues Screen), then clicking the Custom 

Fields link.  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 for the Issues screen, when 

adding or editing a issue, you will see a Custom Fields button.  Click that and you will see a screen similar 

to this: 

Uncheck to archive the 

project. 



      

SmartBear SOFTWARE 
7935 East Prentice Avenue, Suite 105 

Greenwood Village, CO 80111 
303.768.7480  

www.wicdirect.com .  www.smartbear.com 
 

 

 

18 

 

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

 Choice List (Based on SQL) ς Enterprise 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. 

 Choice List (List with Sublist based on SQL) - Enterprise 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.  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. 

 Choice List (Based on Another Field) ς This allows you to create a custom field that derives the 

items in the combo box from another area of Web Information Center.   

 Choice List (List of all Project Users) ς This 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. 

 Choice List (List of all Users) ς This allows you to create a custom field whose combo box is filled 

with a list of all users, regardless if they have access to the project you are working in. 

 Date ς This provides a date entry field with a clickable button to allow choosing the date from a 

calendar popup. 
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 Date-Flag Overdue 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 turns RED to identify overdue items. 

 Numeric ς This provides a custom field whose values must be numeric. 

 Phone ς This provides a custom field whose values must be in phone format (xxx-xxx-xxxx). 

 SSN ς This provides a custom field whose values must be in social security number format (xxx-

xx-xxxx). 

 Text ς 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. 

 Check Box ς This provides a 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. softwareplanner.com/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 that contains customer information and you may 

ǿŀƴǘ ǘƻ ŀŎŎŜǎǎ ȅƻǳǊ Ƴƻǎǘ ŎǳǊǊŜƴǘ ŎǳǎǘƻƳŜǊ ƭƛǎǘΦ  [ŜǘΩǎ ŀǎǎǳƳŜ ȅƻǳ ǿŀƴǘŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ŎǳǎǘƻƳ ŦƛŜƭŘ ƻƴ 

the Issues screen that contains a list of your customers.   To do this, go to the Custom Fields screen for 

Issues and enter a field name of Customers and choose the SQL Look Up type.   Then enter your SQL to 

pull the list of customers: 

 

 

Choose Choice List (Based on SQL) 

Enter a valid SQL 

statement that returns 1 

column of data (Contact 

name in this case) 

http://www.pragmaticsw.com/Movies.asp?Topic=CustomFields
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Once this is done, the Issues screen now has a combo box that lists your customers: 

 

Managing Choice Lists 

Choice lists are the items that appear in combo boxes throughout Web 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 click the Choice List button: 

 

 

From here you can add/remove items from the choice list: 

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

http://www. softwareplanner.com/Movies.asp?Topic=ChoiceLists  

 

  

Simply overtype your 

changes and press 

Submit Changes. 

http://www.pragmaticsw.com/Movies.asp?Topic=ChoiceLists
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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 for automatically assigning items 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 first map out how your workflow will work.  This will 

allow you to meet with your tŜŀƳ ǘƻ ŦƭŜǎƘ ƻǳǘ ǘƘŜ ǿƻǊƪŦƭƻǿΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƭŜǘΩǎ ŀǎǎǳƳŜ ȅƻǳ ǿŀƴǘŜŘ ǘƻ 

have a custom workflow for tracking Support Tickets.   You have decided to implement this workflow 

model: 

 Status of New: A new support ticket is reported, you will require that the title and description of 

the support ticket is entered.  If the support ticket is reviewed and it is not really a support ticket, 

it can be closed. 

 Status of Assigned: Once the new support ticket has been reviewed, it is assigned to a 

developer to be fixed.  At this point, you want the title to be locked, the description, priority and 

severity to be required.  

 Status of Resolved: Once the developer fixes the support ticket, the status is set to Resolved 

and the resolution code and description is required. 

 Status of Closed: Once the support ticket is checked to ensure it was truly fixed, it can be set to 

Closed status.   

Here is how the workflow looks graphically: 

 

 

 

 

 

 

  

 

New 

Required fields: Title, Description 

Assigned 

Locked fields: Title 

Required fields: Description, Priority, Severity 

Closed 

 

No longer a support ticket 

Resolved 

Locked fields: Title 

Required fields: Description, Priority, Severity, 

Resolution Code, Resolution Description 

Is a support 

ticket 

Is NOT a 

support ticket 
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Setup your Mapped Workflow using Web Information Center  

To set this workflow up in Web Information Center for the example above, go to the Support tickets 

Add/Edit screen and click Choice List.  Then scroll down and click Workflow and State Transitions: 

  

Edit the list of choice list items.  

Once done, the new items will 

appear in this combo box. 

Click Workflow and 

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

 

 

Setting up Temporal (Temporary) Transitions  

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

information.  For example, in our example above, when a developer resolves a support ticket, we may 

want to clear the screen of everything but the support ticket id, title, resolution code and description, so 

that it is clear about what needs to be entered and all extraneous information is temporarily hidden.   To 

create this type of workflow, you will use a temporal transitionΦ  ¢ŜƳǇƻǊŀƭ ǎƛƳǇƭȅ ƳŜŀƴǎ άǘŜƳǇƻǊŀǊȅέΣ 

so it will use a temporary status to collect the information needed at the time, and then it will save that 

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

Resolved status. 

So to set this up: 

 Create a new status called Resolve Now 

Click here to toggle 

between statuses 

In our example, we uncheck 

Resolved because we do not want 

a New support ticket to transition to 

Resolved until it is Assigned. 

You can choose field-by-field 

which ones are locked, 

required, optional or hidden. 

If you wish to automatically 

assign this item to someone 

based on the status being set, 

set that here 
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 /ƘƻƻǎŜ ǘƘŀǘ ǎǘŀǘǳǎ ŀƴŘ ǎŜǘ ǘƘŜ άUpon saving, automatically transition to this status:έ ǘƻ 

Resolved. 

 {Ŝǘ ǘƘŜ άCan Transition Toέ ǘƻ Resolved 

 In the list of fields, set all fields to hidden except Title, Id, Resolution Code and Description 

(make these required). 

Here is how it might look: 

 

 Then once a support agent sets a status to Resolve Now, it will prompt them for only the Resolution 

Code and Description.  Once they enter that and press Submit, it will save the record and automatically 

set the status to Resolved.  

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 this.  To do that, choose the status, and then choose the person 

to assign it to.  For example, notice below that you can choose any team member to automatically 

assign to when a support ticket enters the New status: 
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Notice that you can also set the άautomatically assign toέ to [Remove Assignment].  If this is set, it will 

automatically remove the assignment when it enters that status.  This can be helpful for removing 

assignment when items are closed, etc. 

Setting up Automatic Assignment based on Functional Areas (Support Tickets Only) 

The Support tickets workflow has a special type of auto-assignment feature that allows you to 

automatically assign support tickets based on the functional area of the support ticket.  To use this 

feature, you must first setup your Support Ticket Functional Areas from the Choice Lists area.  Once 

that is done, you can setup the assignment rules for each functional area:  

If you wish to automatically assign 

this item to someone based on the 

status being set, set that here. 
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Once clicked, you will see a list of each Functional Area and can associate each with an assignee: 

 

Once this is doneΣ ǎŜǘ ǘƘŜ άautomatically assign toέ to [Functional Area Assignee]: 

Here is where you 

manage Functional 

Area Assignments 

Associate each Functional Area 

with an Assignee. 
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 If you wish to watch a narrated movie that illustrates this topic, use the link below:  

http://www. softwareplanner.com/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 via Screen Layouts.  To access this, go to the Setup tab and click System 

Configuration Ą Screen Layouts (then choose the screen you wish to adjust the screen layout).  Below 

is the screen layouts screen for the Contact Manger.  Make your desired changes and press SUBMIT. 

Set automatic assignment to 

[Functional Area Assignee] 

http://www.pragmaticsw.com/Movies.asp?Topic=Workflow
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The Listing Screen tab is used to set 

the order you wish the column to 

appear on the listing screen 
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Choose 1 or 2 

Columns for the 

layout. Each user 

can set his/her own 

preference. 

The Add/Edit Screen tab is used to 

set the order you wish the column to 

appear on the add and edit screen 
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 If you wish to watch a narrated movie that illustrates this topic, use the link below:  

http://www. softwareplanner.com/Movies.asp?Topic=ScreenLayouts    

The Required Fields tab is used to 

set the fields you wish to require data 

entry from the user. 

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. 

 

http://www.pragmaticsw.com/Movies.asp?Topic=ScreenLayouts
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Creating Escalation Rules  

Escalation rules allow you to escalate the priority, assignment and other information for 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 triggered, 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 to the Setup tab and click System Configuration Ą Escalation Rules (then 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    

 

 

To get started, click on an area (e.g. Defects), then click Add New Rule: 

Escalation Rules 

http://www.pragmaticsw.com/Movies.asp?Topic=EscalationRules
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This will take you into 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 example, if you wish to have the rule triggered when an 

issue has been in Active status for 2 days, you will set it up as shown below. 

 

Then click Next and 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 2 days: 

Add New Rule 

Set the rule up to be triggered for issues in 

an Active status for at least 2 days.  
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Then click Next and 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 (from Setup Ą System Configuration 

Ą Escalation Rules Ą (Area) Ą Email Templates), 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 press Next. 

Add the additional criteria  
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Then click Next and go to the 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 is triggered. 

Choose an existing email 

template or simply enter a 

subject, from address, and 

notification list. 

You can include tokens that 

will automatically be filled in 

when the email is sent.  {Id} 

will fill in the ID of the issue. 
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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, you can include 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, click Setup Ą System Configuration Ą Escalation 

Rules Ą (Area) Ą Email Templates, then click Add New: 

 

The rule will automatically 

update the assignee when 

triggered. 

To insert field tokens, click Tag 
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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 the Setup tab.  The screen is divided into 2 sections (Personal Preferences and System 

Options). 

Personal Preferences 

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

 

 

  

Choose your desired date format. 

Choose your time zone; 

all date/times are 

adjusted based on this. 
Manage your email 

alert preferences 
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System Options 

These preferences affect all team members and can only be set by administrators. 

 

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

http://www. softwareplanner.com/Movies.asp?Topic=SystemOptions    

 

  

Change your 

company name 

Your company 

name appears here 

Choose which screens can use the 

rich text editor. Determine if users 

can see the Users 

on this Project list 

http://www.pragmaticsw.com/Movies.asp?Topic=SystemOptions
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Creating Custom Lists (Knowledge Bases, etc) using the List Manager  

 

The List Manager is a powerful feature that allows you to track information that Web Information 

Center was not originally designed to track.  For example, you may want to track employee birthdays, 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 the Lists tab and click Manage Lists, then click Add New: 

 

[ŜǘΩǎ ŀǎǎǳƳŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŎǊŜŀǘŜ ŀ ŎǳǎǘƻƳ ƭƛǎǘ ǘƻ ǘǊŀŎƪ ŜƳǇƭƻȅŜŜ ǾŀŎŀǘƛƻƴ ǊŜǉǳŜǎǘǎΦ  !ǎ ŜƳǇƭƻȅŜŜǎ 

ask for vacation, they can use the list to enter their request, and then their manager can either approve 

or reject them.  Once you click Add New, enter the name of the list (e.g. Employee Vacations) and make 

it Company Wide (this means that the same vacation list will be seen in all projects).  If you make it 

Project Specific, only items created in a specific project would be seen 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: 

 

Once the Fields link is clicked, you can define each field of information you wish track.  Below you can 

see that we have setup 5 fields to track regarding employee vacations:  

Click Add New 

Click Fields icon to 

define fields for 

the list 
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1. Employee ς This becomes a combo box based on a list of project users. 

2. Vacation Date - Date the employee is requesting time off. 

3. Status ς A choice list to show the status of the request (Awaiting Approval, Approved or 

Rejected) 

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

5. Comments ς Large free form text.  

You will notice that the field types are identical to the types offered when setting up custom 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 document:   !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ Ą Customizing Web 

Information Center for Your Needs Ą Creating Custom Fields. 

  

 

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: 

AdministratƻǊΩǎ DǳƛŘŜ Ą Security Setup Ą 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 items from the list, 

below is an example.  Ad-hoc reports are automatically created for the list. 
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 If you wish to watch a narrated movie that illustrates this topic, use the link below:  

http://www. softwareplanner.com/Movies.asp?Topic=ListManager  

 

Creating Custom Email Alerts  

Web Information Center comes with 3 types of standard email alerts: 

 Assignment Alerts ς Notifies you when things are assigned to you. 

 Ownership Alerts ς Notifies you when people change records that you are the owner of. 

 All Changes ς Notifies you when anything changes. 

In addition to the standard email alerts, you can create custom email alerts.  For example, if you wish to 

ǘǊƛƎƎŜǊ ŀƴ ŜƳŀƛƭ ŀƭŜǊǘ ǿƘŜƴ ŀƴ ƛǘŜƳΩǎ ǇǊƛƻǊƛǘȅ ŎƘŀƴƎŜǎ ǘƻ ¦ǊƎŜƴǘΣ ȅƻǳ Ŏŀƴ Řƻ ǘƘŀǘΦ  ¢ƻ ŎǊŜŀǘŜ ŀ ŎǳǎǘƻƳ 

alert, go to the Home tab, click Email Alerts, then click Add New: 

 

 

Once here, you can choose 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 Body of the email 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 

Click Add New button 

http://www.pragmaticsw.com/Movies.asp?Topic=ListManager
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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 is shown at the top of the email alert. 

 

 

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

http://www. softwareplanner.com/Movies.asp?Topic=EmailAlerts  

 

  

Choose the area that triggers the 

alert 

Choose the field that 

triggers the alert 

Choose the field value 

that triggers the alert 

Enter a custom email 

message 

http://www.pragmaticsw.com/Movies.asp?Topic=EmailAlerts
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Using the Enterprise Features  
If you purchased the Enterprise solution, you have additional features that our software-as-as-service 

(SaaS) clients do not have access to.  Below are the differences: 

 The Enterprise solution can be hosted on your own server 

 The Enterprise solution contains only your data in your own database 

 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. 

 The Enterprise solution provides the ability for you to schedule reports to be run automatically 

and distributed via email. 

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

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

¢ƘŜ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŦƻǊ ǘƘŜ 9ƴǘŜǊǇǊƛǎŜ ŦŜŀǘǳǊŜǎ ƛǎ ǎǘƻǊŜŘ ƛƴ tǊŀƎƳŀǘƛŎΩǎ 9ƴǘŜǊǇǊƛǎŜ tƻǊǘŀƭΦ   ¢Ƙƛǎ ǇƻǊǘŀƭ 

contains the latest version of Web Information Center, installation instructions, documentation (data 

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

clients can be setup to log into the Enterprise Portal.   To request a login or to access the Enterprise 

Portal, go to http://www. softwareplanner.com/Enterprise.  

Active Directory Integration  

To learn about Active Directory Integration, please refer to this section of this document:    

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ Ą Security Setup Ą Active Directory Integration 

  

http://www.pragmaticsw.com/Enterprise
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Using the Data Dictionary  

The Data Dictionary identifies the tables and fields for each major area of Web Information Center, 

along with how each area is related.  The data dictionary is available from the Enterprise Portal (Shared 

Documents / Enterprise Documentation / Data Dictionary): 
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Accessing the API  

The API enables you to access the data areas of Web Information Center and 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 

 

  

http://www.softwareplanner.com/EnterprisePortal.asp
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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 very full-featured.   

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 one from Web 

Information Center. To do this, go to the Setup tab, Report Setup, and then Report Maintenance.   Once 

here, you can search for a specific type of report (for example, do a Quick Search on Issue, it will return 

a listing of all Issue reports): 

 

Click the green arrow next 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 report, come back to the screen above, 

click Edit, and then click Re-upload (bottom of screen).  Once it is re-uploaded, it is ready for use.   

If you are uploading a new report, click the Add New button from the screen above, then: 

 Choose a Report Type of Crystal Report 

 Choose the Crystal Report RPT file from 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 reporting group.  

You can also secure the report by choosing a security group: 

Search for reports Click the green arrow to 

download a report locally 
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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 use the Report Parameters screen to change the 

parameters to combo boxes, default the values, auto-fill values from the session, etc: 

 

Clicking the report parameters link allows you to enter a choice list that the client can choose from, pull 

a list of values from a SQL Query, automatically default fields, etc. 

 

Choose a group for storing the report 

Choose a security entity (if desired) 

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. 

Report Parameters are automatically discovered 
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 If you wish to watch a narrated movie that illustrates this topic, use the link below:  

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

 

Scheduling Reports to be distributed via Email  

Enterprise clients can automatically schedule Crystal Reports to be run 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 the Setup tab, Report Setup area and choose Report Scheduler. 

Setup Choice Lists or use SQL 

to pull the values 

http://www.pragmaticsw.com/Movies.asp?Topic=WebReporting
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From here you can select the report, pass in parameters, specific the emails for the report to be sent to, 
and customize the email subject and body. 
 
  

Setup 

Report Setup 

Report Scheduler 
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Setting Up the Schedule 

Click on Add New to set up a Schedule for a Report.  
  

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

tŀǊŀƳŜǘŜǊǎ ŎƻƭǳƳƴΦ ¸ƻǳΩƭƭ ǎŜŜ ǘƘŜ ǇŀǊŀƳŜǘŜǊǎ ŀƴŘ ǾŀƭǳŜǎ ƭƛǎǘŜŘΦ ¢ƘŜ  {ŎƘŜŘǳƭŜŘ wŜǇƻǊǘǎ ŦǳƴŎǘƛƻƴ ǳǎŜǎ 

the value in the Parameter Name field without special characters (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&DeptId=2369 

Click on the Email tabl to set up the Email Information. 

Add New 
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Enter the email address of the recipient.  Multiple recipients should be separated with a semicolon: 
yourname@yourcompany.com; nextname@yourcompany.com 
 
If the report contains ŜǊǊƻǊǎΣ ǘƘŜ ǎȅǎǘŜƳ Ŏŀƴ ŜƳŀƛƭ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ ά9Ƴŀƛƭ 9ǊǊƻǊǎ ¢ƻΥέ ǊŜŎƛǇƛŜƴǘǎΦ 
 
¢ƘŜ ŘŜŦŀǳƭǘ 9Ƴŀƛƭ {ǳōƧŜŎǘǎ ƛǎ ά{ƻŦǘǿŀǊŜ tƭŀƴƴŜǊ {ŎƘŜŘǳƭŜŘ wŜǇƻǊǘέΦ /ƘŀƴƎŜ ǘƘƛǎ ǘƻ ǘƘŜ ŘŜǎƛǊŜŘ 9Ƴŀƛƭ 
Subject line.  The email body is a Rich Text field.  If you want to use HTML 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


      

SmartBear SOFTWARE 
7935 East Prentice Avenue, Suite 105 

Greenwood Village, CO 80111 
303.768.7480  

www.wicdirect.com .  www.smartbear.com 
 

 

 

52 

Verifying the Schedule 

After the scheduled report is run, you can view details about the run on the Status tab. 
 
Select 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 Status tab, you can see the run dates, durations, and if an error occurred, the error description. 
 

                  
 
 
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  
The following sections discuss importing and exporting data. 

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

http://www. softwareplanner.com/Movies.asp?Topic=Import  

 

Importing Data  

Importing data is easy, simply save your data in comma-separated (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 couple of ways: 

1. You can go to the area you wish to import into, for example, click the Test Cases tab, then click 

Actions, then Import.   

2. Or you can go to the Setup tab and click Import, then Import Wizard.  The following screen 

appears: 

 

 

Choose the area to import 

into. 

Read the Import Instructions 

http://www.pragmaticsw.com/Movies.asp?Topic=Import
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Choose the CSV file from your hard drive 
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Once Submit is pressed, it imports the items.   If you wish to delete an imported batch (in case of an 

error), you can go to the Setup tab, choose Import, then choose Import Deleted Batches.  From here, 

choose the area you imported into (Contact Manager for example), it will show you the batches you 

have imported.  Select the batch and choose Delete Import. 

 

A preview of the records in your CSV file appear 

Map each field from the CSV file.  If the first 

line in your CSV file contains field names 

that are the same name as a field in 

Pragmatic, it will automatically map the 

fields for you, saving time. 
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Exporting Data  

To export data, go to the listing screen and click Actions / Export.  For example, to export your issues, go 

to the Issues Listing screen and click Actions/ Export: 

 

 

If you wish to get an automatic backup of your exported data daily, weekly or monthly, you can sign up 

for the Automatic Backup service by going to the Setup tab, then choose Automatic Backup Service.  

That service is available for $20 per month. 

 

Click Actions / Export 

Filter your data 

if you desire 

Automatic backup 

service 
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5ÓÅÒȭÓ 'ÕÉÄÅ 
The ¦ǎŜǊΩǎ DǳƛŘŜ is designed to provide information to users that will be using Web Information Center 

on a day-to-day basis.  If you are an administrator and want to learn more about setting up Web 

Information Center, you can go directly to the !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ ǎŜŎǘƛƻƴ.  

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 work.  The sections below discuss how the screens 

work, how to navigate the user interface, etc. 

Organizing your Data  

Web Information Center allows you to keep all your data in a single project or allows you to separate 

information into separate project areas.  Within each project, each area of the software also allows you 

to organize the information in folders.  To see instructions for setting up projects, refer to this section of 

the document:  !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ ĄCreating New Projects. 

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 into separate folders: 

 

To create a new Search Folder, click Folders and click Add. 

Search folders 

Create a new 

search folder 
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If you wish to create a subfolder of an existing folder, choose the parent folder name.   Enter a folder 

name and description (optional) and press Submit.  The folder will appear in Web Information Center 

under the area it was created (Contacts, Issues, etc).   

Archiving a Folder 

If you wish to archive (hide) the folder, simply edit the Folder by going to the Folders, highlighting the 

folder and pressing Edit, then uncheck the Is Active flag.  This will hide the search folder but does not 

delete any of the data associated with the folder.  You can come back and check the Is Active checkbox 

to make the folder active again. 

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

http://www. softwareplanner.com/Movies.asp?Topic=SearchFolders  

 

  

For subfolders, 

choose a parent 

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 into a set of tabs. 

Bulletins Tab  

Your appointments and bulletins are shown in this tab. 

 

  

Todayôs appointments are shown  

Bulletins are shown  Switch between sets of 

dashboards to obtain 

valuable trending and 

status information. 
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Project Mgt Tab 

The Project Management dashboard shows status of Project Plan and/or Quick Tasks: 

 

My Assignments Tab 

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

 


















































































































