User Guide Help Topics - NetResults Tracker Help

@ NetResults Tracker Help

User Guide Help Topics Help Topics <«

. QLII NetResults Tracker
o Qﬂl Introduction
. Product Overview
« [? Features
. A Glossary
o Qﬂl User's Guide
User Accounts
Getting Started Tutorial
The Tracker User Interface
Workflow Model
Record History
Operations
Logging In
Home Page
Account Information

E L) [ )

Preferences

Adding Records
Viewing Records
Marking A Task Complete

Editing Records
Record Attachments

E 2 ) k) b (o) () [ () [ [ ) [

Source Code Control

Alerts (Enterprise Edition Only)
Discussions (Enterprise Edition Only)
Query Operations
F Querying Records
. A Using Saved Queries & Reports
. Advanced Queries
Metrics
Deleting Records
Printing Records
Knowledge Base
o Qﬂl Appendix A: Time Zone Information
. Windows 2003 / 2000 Time Zone Selection Chart

s [ () [

http://www.nrtracker.com/nrthelp651/std/bots_toc.htm[10/30/2009 12:39:59 PM]


http://www.netresultstracker.com/

Product Overview - NetResults Tracker Help

@ NetResults Tracker Help nr|

Product Overview Help Topics « | »

Welcome to NetResults Tracker ™.,

NetResults Tracker is a powerful, easy-to-use Web-based collaboration tool to help companies keep track of business issues and
automatically manage them to resolution. Tracker is licensed for use by over 1000 companies (with 50,000+ users) in over 35
countries around the world. It is used for applications including:

e Bug tracking, defect tracking, issue tracking, and quality assurance (QA)
e Life cycle management in software, hardware, and product development
« Change management and enhancement request management

e Process management

o Self-service customer support

e« Help desk

Our customers are from a broad base of industries, including broadcasting, consulting, entertainment, financial, government,
hardware, health care, manufacturing, pharmaceutical, retail, software, system integration, telecommunication, and transportation.

Tracker is a fully Web-based system providing:

e« Tracking
Tracking reported bugs, defects, business issues, enhancement requests, etc.
« Workflow
Automatic routing and notification to get issues resolved.
e Process enforcement
Managing and enforcing your company's process of resolving issues.
o Status
Up-to-the-minute project information and status, reports, charts, and graphs to team members, project leaders, and
managers everywhere to foster better communication and collaboration.
¢ Communication
Capturing discussions and sharing knowledge.

e Accountability
History and audit trail.

Tracker is very cost-effective. Most installations can recover the investment in a few short months through the increase in
productivity, through the better products produced, through improved customer satisfaction, or simply by not forgetting to include
the fix of an important bug in the next release.

Tracker is highly customizable and can be tailored for virtually any workflow and environment. It comes with several pre-defined
database templates, each designed for a specific product area. Those currently included are:

¢ Product Development

e Web Site Development

« Knowledge Base (requires purchase of Knowledge Base add-on)
e Help Desk

« Support

e Base

e Change Management

Tracker greatly simplifies the task of setting up and using an issue tracking system. Since you access Tracker using a standard
web browser, there is no special client software to install or administer. In addition, users on all platforms have full access to the
system without any special platform specific client software.

Tracker also uses industry standard web server, web browser, and database technologies so you aren't tied to a proprietary web
server, client (browser), or database.

Tracker is available in two versions: Tracker Standard Edition and Tracker Enterprise Edition. Tracker Enterprise Edition includes
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all of the features of Tracker plus some additional features such as Alerts and Discussion to provide improved support for enterprise
wide use.
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Features

Completely web based solution - no proprietary client software is required.

Customizable without any consulting required - the workflows, forms and fields can be changed completely by a Tracker
Admin user.

Customizable look and feel options to integrate application with your web site and branding

Flexible user group security model allows defining access to both operations (Add, Edit, Delete, etc.), projects and records.
Individual user log in and session state ensures security.

Other Security features include integration with Active Directory, ability to restrict access to Tracker pages by IP address and
ability to enforce password policies.

A "Home" page presented after login for each user allows instant access to records each user has submitted, records
assigned to them, and all functions required to process records.

Can add, remove and rename all fields in the record.

Ad hoc query mechanism allows unlimited combinations of any record field to form queries on the bug database.
Advanced query mechanism to build intricate queries using comparison and logic operators as well as nested clauses.
Customizable report layouts can be saved by each user of the system or shared with other members of a user group.
Queries and Metrics (charts) can be saved by each user of the system or shared with other members of a user group.
Knowledge Base feature can be set up to allow end users to search for procedures, best known methods, tech notes, etc.
Options to allow records to be added to Tracker via email or an external form without having to login to the system
Unlimited number of attachments of any file type can be uploaded for each record.

Integrated email can be configured to notify on a change of state or assignment; triggered by other actions performed on a
record such as delete, edit, or task; to alert users of deadlines or call attention to records that are overdue; and can be set
to notify users about new messages posted to discussions about a record.

Powerful "Task" feature allows users to presented with only those fields required by the defined workflow when marking their
task complete. Tracker automatically advances the state and reassigns the record as defined by the workflow. "Task" allows
all members of the team to follow their department's process, without any specific knowledge of the process as a whole.

Capability to create, maintain and report on multiple projects, forms and workflows in a single workgroup (database)
Link Fields can be configured to provide references from one record to another

Capability to create and maintain an unlimited number of workgroups (databases) from a central interface.

Source code control integration to associate source files with records.

Multinationalization available to support Unicode character set.

Record history keeps a audit trail of activities for all incidents.

Can add/remove/edit users of the system.

Self registration option enables a large number of users to quickly create new accounts with minimal Admin intervention
Can add/remove/edit values for all fields that have a set of allowed values. Examples include product, platform, release
number, etc.

Uses industry standard database technology.

Separate Administrator functions are also accessed via a web interface. No proprietary administrator software is required.
No extra database software is required.

For Further Information

For further information on NetResults Tracker, please browse to our web site at www.NetResultsTracker.com. There you can find
the latest product, ordering, and support information.
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Glossary of Terms

Account Info - A link on the Home Page where you can update your user profile information such as address, phone number,
email address, etc.
More information: Account Information

Add & Copy - The operation on the Add Page that allows you to add a record while saving the information currently entered in
the fields on the Add Page that can be used to submit another record.
More information: Adding Records

Add Page - The page where a new record can be submitted to the system.
More information: Adding Records

Add Similar - The operation on the View Page that allows you to add a record using the information from the record you are
viewing.
More information: Viewing Records

£ Alerts - Per-record email notifications triggered at a particular date & time, or relative to a date field or when there is a lack of
change of status within a certain period of time.

More information: Alerts (Enterprise Edition Only)

Attachments - Files or links that can be added to a record.
More information: Record Attachments

Calendar - The icon that can be used to display a calendar for selecting dates. Click on the day to select the date to be

entered into the date field. Click < or > to move backward or forward one month or click << or >> to move backward or
forward one year. Click Now to set the date field to be the current date and time. Click on Exclude Time if you want to exclude
the time information from being saved in the date field. For a field where the time information has previously been excluded, click
Set Time if you wish to include the current time information in the field. Click OK to choose the highlighted date to be entered
into the date field. Date will be selected and calendar dismissed when a date is clicked when the time is excluded. Dates displayed
in red are non-business days according to the Business Days option in the Preferences section. Click Cancel to dismiss the
calendar without saving changes.

Child Pulldown - A pulldown which is dependent on a parent pulldown. When an option menu item is selected in the parent
pulldown, only the option menu items related to the item in the parent pulldown will be available in the child pulldown.

Clone - A duplicate of a record created using the Cloning feature.

Delete - The operation which you can use to mark a record as deleted.
" More information: Deleting Records

Dependent Pulldowns - The feature that allows a relationship to be created between pulldowns. When an option menu item is
selected in a parent pulldown, the values in a child pulldown are limited to only those option menu items that are associated with
the value selected in the parent pulldown.
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QE Discuss - The area where you can view, reply or start a new discussion thread for a record.

. More information: Discussions
Dizcuszs

_;?/ Edit Page - The page where the fields, attachments list, source code list and alerts settings for a record can be modified.
More information: Editing Records

Edit Records - The icon that can be used to edit a set of query results.

More information: Querying Records

Export - The Export link can be used to export report data from the reports on the History, Home, Query or Metrics pages.

Field - A part of the form where data is collected. Fields are created by your Tracker Administrator.

T Field Help - Placing your cursor on this icon in the Add, Edit and Task will display additional information about each field.
Field Help can be enabled / disabled via the Preferences page.

¥ Filter - A way to narrow down query results on the Home or Query pages by applying criteria to Date, Floating Point or Integer
fields.

More information: Querying Records

Form - A set of fields that combined make up a particular "record". For example, if you are using Tracker for issue tracking, the
fields that are filled out on the Add Page are part of the "form" for submitting issues into Tracker. Your Tracker Administrator may
have set up multiple forms (e.g. one form for submitting bugs and a separate form for submitting enhancements. Each form has its
own set of fields that are collected when submitting a record).

@ Help - Clicking on this icon in the top button bar will display the User Help Guide in a second browser window. Clicking on
Help this link in the Status bar will display the context-sensitive Help section in a second browser window.

More information: User's Help Guide Table of Contents

History Page - The page where a query can be run to search for information in the audit trail of the records.
More information: Record History

_ﬁn‘, Home Page - The first page a user sees when logging into a workgroup. It can be configured to display up to 3 reports and

includes links to update your account information and set your preferences.
More information: Home Page

Key Fields - Important fields configured in a form that can be searched via the Search Window or via Link Fields when trying to
identify or locate particular records.
More information: Viewing Records

Knowledge Base - This separately purchased option allows your end users to search for information to resolve questions and
issues without logging into Tracker.
More information: Knowledge Base

Login to a workgroup - The operation used to access a workgroup.
More information: Logging In

Logoff - Clicking on this icon in the toolbar will end your Tracker session.
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Ex=IT I

Logaff

IL. Metrics - The page where you can generate graphical reports such as bar, line or pie charts.
|

*~ More information: Metrics
Metrics

Obsolete Item - A value in a pulldown field that has been marked as inactive. Option menu items can be marked as obsolete to
allow the item to be preserved in existing records, but an obsolete item cannot be selected when adding new records or modifying
existing records.

More information: Querying Records

Option Menu Item - Values in a pulldown field

Parent Pulldown - A pulldown that has one or more child pulldowns associated with it. When an option menu item is selected in
the parent pulldown, it limits the option menu items available in the child pulldown to only those values associated with the item
selected in the parent pulldown.

Preferences - A link on the Home Page where you can set user preferences such as selecting the reports displayed on the

Home Page, choosing your local time zone and other date settings among others.
More information: Preferences

Print - The Print link can be used to print the report(s) displayed on the History, Home, Query or Metrics pages.

C)\ Query Page - The page where reports can be generated (including the reports available on the Home Page). You can run

ad-hoc queries, saved queries, advanced saved gueries and configure report layouts.
More information: Querying Records

Project - A plan or design. A project can be a collection of records or actions that need to be completed by a particular group of
people. Projects can be defined by your Tracker Administrator to use certain forms, workflows, state managers and be visible to
particular user groups.

Record Visibility - A feature that allows you to select which user groups can access the record you are adding or editing via the
Make Visible to These User Groups field if you have the appropriate user group privilege.

More information: Adding Records, Editing Records

Search Window - When clicking on the Task, Edit, View, Discuss or Delete icons in the Button bar, a Search Window is

displayed to allow you to enter a specific record number or enter criteria to search for records based on key fields or within a
project or form.

Self Registration - This feature allows users to create their own user account.
More information: Self Registration

Source Code Control - Tracker can be integrated with Microsoft Visual SourceSafe to associate relevant source files to a
record.
More information: Source Code Control

State - Each item in the Status field, a state represents a step in the workflow process.

State Group - Workflow states that share a common characteristic. For example, a state group called "Active" could include all
states where a record is actively being processed; the group excludes states such as "Closed" or "On Hold" or "Deferred”. You may
see state groups listed in the Status field on the Query and Metrics pages for the purpose of simplifying report criteria (e.g. return
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all records in "Active" states)

State Manager - A user assigned to a certain state in the workflow for the combination of project and form selected in the
record.

Submit via Email - This feature allows users to send an email message as a means of submitting a record to Tracker. See your
Tracker Administrator for details.

Submit via Web for Unregistered Users - Also known as the Submit Page, this separately purchased option allows
unregistered users to submit records via a web form. See your Tracker Administrator for details.

‘/ Task - The operation that can be used to process a record. The Task operation prompts you with transitions available for
processing a record based on the record's current state, prompts you with the fields that correspond to each transition and
routes the record automatically based on the workflow settings.

More information: Marking a Task Complete

Transition - A path used to move records from one state to another in the workflow, transitions are presented as choices when
you use the Task operation to process a record.

More information: Marking a Task Complete

View Page - The page where a record's fields, attachments, clone info, alerts, source code list, discussion threads and
record history can be viewed.
More information: Viewing Records

Workflow - The set of steps that represents your organization's process.

Workgroup - Created in the Workgroup Management System (WMS), a workgroup is an area with its own database and web
pages. When a workgroup is created, you can select many parameters including what database type is used (Access, SQL Server
or Oracle), what languages it supports (via the character set option) and where the web pages should be located. Each workgroup
is intended to be an area independent of other workgroups (e.g. a workgroup has its own database and features can be enabled /
disabled within each workgroup).

Workgroup Management System (WMS) - The interface for creating and maintaining workgroups. An unlimited number of
workgroups can be created in WMS.
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To begin using Tracker, you must have a user account. This user account may have been created for you by your Tracker
Administrator. The Administrator will provide you with the User ID and password to use when you login to Tracker. If you have a
User ID and password, proceed to the next section for a Tutorial to walk you through the basics. If you don't have a User ID and
password, proceed to the Self Registration section below.

Self Registration

If the Self Registration feature has been enabled by your Tracker Administrator, you can create your own user account. To do this,
browse to the Login Page by going to:

http://servername/workgroup/ptlogin.asp

where servername is the TCP/IP name of the host where the Tracker server software is installed, and workgroup is the name of
the Tracker workgroup (e.g. pteval) you wish to access. If you are not sure where Tracker was installed on your network, please
ask your Tracker Administrator.

If Self Registration is available, you will see New User? Register Here below the Login button. Click on the link Register
Here to reach the Self Registration form. An example of the form is displayed below.
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‘2 Product Development Tracker (pteval) - Self Registration - Microsoft Internet Explorer :

=

3
'11

File Edit ‘“iew Favaorikes Toals  Help

Self Registration - Enter User Details

MNote: Enter user details and click Register to access the workgroup.
UszerlD, Password, Last Mame or First Mame, and Email are required
fields.

Izer D

FPassword

Canfirm
Faszsword

Last Mame

First Mame

Ernail

Comparny

Fhone

Farx:

Address 1

Address 2 |

City |

State / |
Frowince

Zip / Fincode

Country |

Comment |

Enter the details for your user account:

e User ID
Unique identifier for your user account. May be up to 40 characters long.

« Password
Login password for your account. May be up to 10 characters long.

e Confirm Password
Re-enter the password for your account to confirm what you entered above. May be up to 10 characters long.
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« Last Name
Your last name.

« First Name
Your first name.

¢ Email
Your email address, which is used by Tracker to send you email notification messages.

« Company
Your company name

e Phone
Your phone number

¢ Fax
Your fax number

e Address 1
The first line of your address

e« Address 2
The second line of your address

Your city

« State / Province
Your state or province

e Zip / Pincode
Your zip code or pincode

« Country
Your country

« Comment
Any other information you wish to include in your account profile

After entering the information, click on the Register button to save your new user account. A confirmation will be displayed after
the user is successfully added. Click on the OK button to return to the Login Page to login and begin using Tracker.
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The goal of this chapter is to walk you through the basic operations using Tracker. This tutorial assumes that the product has been installed, and you are using the default
database that was installed. If your Tracker Administrator has customized your installation of Tracker, you may find that there are differences between the procedures described
here and what you are working with. In this case, use this tutorial as more of a guideline to using the system.

In this tutorial you will:

« Start Tracker using your browser
e Add a record to the database

e Query for the record

e Mark the task complete

o Logoff from the system

A
Starting Tracker ‘ﬁr

To use Tracker, start your web browser and go to the following URL:
http://servername/workgroup/ptlogin.asp

where servername is the TCP/IP name of the host where the Tracker server software is installed, and workgroup is the name of the Tracker workgroup (e.g. "pteval") you
wish to access. If you are not sure where Tracker was installed on your network, please ask your Tracker Administrator.

You are presented with the login screen. Enter your User ID and password to log in. If you are using the sample database, enter the User ID "dev_mgr" and a password of
"dev_mgr".

After logging in, the first screen you will see is your Tracker homepage, which is typical of all the Tracker pages. Please spend a moment to become familiar with it:
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Button Bar ﬁ O\ v 0O £ 0O 82 ¥ |k g =0 @ Em—

d = ; : ; MetResults Tracker
Home  Cluemy Tazk Add Edit View  Discuzz  Delete  Metrice  Historw  Logoff Help

Yersion 6.5.0
Status Bar | status Home Page - Ready

Hel
A Welcome Developer One 04/30/2009 11:31:57 AM [UTC-0700] Account Info | Preferences
Dialog Area P .
Tracker will be upgraded to the latest version over the weekend. You will receive an email with a list of new features on Friday.
| Assigned To Me [Users] | 4records  Print | Export Search DPi=|x of 1
PRN | Action Product Title Reported By Status Priority
DEWZ21 \/ _J, Our Database |Display new field without requiring database reload CA Manager In Development 2
DEV11 \/ _J, Our Spreadsheet |Tab traversal is not in sequence Process Manager In Development 3
KB& .\‘/ _J, Cur Database Managing Access Levels in Our Database Support Engineer One In Dev Raview
DEWS .\‘/ _J, ﬂ Our Spreadshest Add new spreadshest wizard Developer Two In Development i
| Reported By Me [Users] | 2records Print | Export Search Di=|x Page |1 w|of 1
X - 1 i
PRN ~|  Action Product Title Assigned oy, pate Reported 7]  BeportedIn Request  ReleasedIn
To Version Type Version
DEVZ2 o Our Cell Resize problem TBD Released 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spreadsheet 03:42:30 PM
DEV1 .\‘/ _J, Our 4GL doesn't remember TED Released 03/26/2007 4,2.None.None Bug 4.4.0.Beta 2
Spreadsheet |screen position 03:41:24 PM
| Project Status (Default) [Users] ~ | Print | Export

Current Status Totals

O Defered

W Fixed

O In Development
O In Test

B Releaszed

O Reported

B Scheduled

O Tested

Note the icons in the Button Bar. Depending upon how your Tracker Administrator has set up your account, you may see fewer or perhaps more buttons. Each button allows
you access to a basic Tracker operation. If you are using the sample database, you should have access to all but the Administrative functions.

On any Tracker page, there is a context-sensitive Help link in the upper right corner of the Status bar. Click on this link at any time to get detailed information from the Help
Guide about the page displayed.

Add A Record .j

The first thing you will do is report an issue. To do this click on the Add icon located in the button bar. You are presented with a page where you can enter information about
the issue you would like to report. In the Product field, select the a product (if you are using the sample database, just select "None"), enter the string "My first record" in the
Description field. Select your name for "Assigned To" if that field is available and your name or User ID appears on the list. Click on the Add button to save the new record.
The new record is added to the Tracker database. Note that Tracker is now ready to add another record, the Status Bar shows you the record number of the last added
record. Make a note of this record number as you will need it later.

Query for Records Q

Now that we have a record in the database, let's try doing a query to find that record. To do this, click on the Query icon located in the button bar. You are presented with a
page where you can define a query. In this case, we want to find all records for the product "None". Click on the Clear button. Then, just select "None" from the Product
pulldown, and click on the Run Query button. Note that since all the other fields are using the value "*", any value in these fields will match our query.

The page that appears displays the results of the query. Note that in each row displayed, there are some icon buttons (View, Task and possibly Edit or Discuss). These icons
allow you to perform an operation on the record. Click the View icon. The contents of the record you defined are displayed. Click the OK button to return to the query result
page. These icons in the button bar also allow you to perform an operation on a record, however, you must enter the record number to do so.

Now try clicking the link labeled Format For Printing. This causes the same query result page to be reformatted to take up less space (the buttons are removed and a
smaller font is used). This format is often more convenient for printing reports. Click the link labeled Format For Editing to return to the previous query result page.

Now let's refine the query. Click the OK button on the query result page - you should return to the query page. Click on the Clear button. Enter the string "My first record" in
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the Search for field, select "Description” in the in list, select "Exact Phrase" in the using pulldown and click the Run Query button. This time only those records that
contain the exact phrase are matched in the result.

Mark A Task Complete V/

The Home Page is configured to show records that are assigned to you in the "Assigned to Me [Users]" report. To process a record that is assigned to you, click on the
Home icon on the Button Bar and locate the task (record) you wish to complete. If you don't see it on your home page (it only displays 20 records), use the Query icon to
locate the desired record. Once you have identified record, click the Task icon (a blue check mark) that is either located on your Home page, on the Query result page, or on
the Button Bar (you must enter the record number if you use the Task icon on the Button Bar).

The Task icon presents a form that allows you to enter any information appropriate to the task you have completed, and automatically advances the record state to the next
state in the process. It also automatically resets the assignment as defined by your Tracker administrator, indicating that it is ready to handled by another individual for the next
step of the process.

Select a transition and click OK. Depending on the transition you selected, you may be presented with a set of fields to be updated. Enter information or make selections in the
fields and then click the OK button. A confirmation page will be displayed and will note to what state the record was moved and to what user the record was assigned. Note
that depending upon your original query, the record may or may not appear in the query summary because the state and assignee fields have changed.

EXITI

Logoff the System Logoff

When you are done using Tracker, you should log off the system. Logging off is a good practice as it prevents other users from mistakenly accessing Tracker from your
computer and performing actions under your user account.

To logoff, click on the Logoff icon in the Button Bar.
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Help Topics LL4 | > |
3 £ Powered by
BUttOI'I Bal' Q C)\ ‘// Ij j D ﬁa x L'LL g ﬂl @ MetResults Tracker
Home  Quere  Task Add Edit Wiew  Discuzz  Delete  Metrice  History  Logoff  Help Version 6.5.0
Status Bar | ststus Home Page - Ready

Help

Welcome Developer One 04/30/2009 11:31:57 AM [UTC-0700]

Dialog Area

?Assigned To Me [Users]

Project Status (Default) [Users] V Print | Export

Current Status Totals

Defered

Fixed

In Dewelopment
In Test
Releaszed
Reported
Scheduled
Tested

OEO0EOCO@EDO

The Tracker user interface has the following main components as shown in the illustration above:

1. Button Bar

Account Info | Preferences

Tracker will be upgraded to the latest version ower the weekend. You will receive an email with a list of new features on Friday.

V 4 records Print | Export Search ,O | X
PRN |~] Action Product Title Reported By Status Priority
DEvV21 ‘.,/ _,7, Cur Database |Display new field without reguiring database reload QA Manager In Development 2
DEVii N Cur Spreadsheet |Tab traversal is not in sequence Process Manager In Development k]
KB& \/ _J, Our Database Managing Access Levels in Our Database Support Engineer One In Dev Review
DEWS o i ﬂ Our Spreadsheet |Add new spreadshest wizard Developer Two In Development i
Reported By Me [Users] % | Zrecords Print | Export Search Dirix Pagei 1w ' of 1
X -
PRN ¥  Action Product Title Assigned o .;..  Date Reported ¥ ~ BeportedIn Reguest  Released In
To Version Tvpe Version
DEVZ o Our Cell Resize problem TED Released 03/26/2007 4.2.Nene.None Bug 4.4.0.Beta 2
Spreadsheet 03:42:30 PM
DEV1L Vg _)‘, Our 4GL doesn't remember TED Released 03/26/2007 4.2.Mone.Mone Bug 4.4.0.Beta 2
Spreadsheet |screen position 03:41:24 PM

This bar contains buttons that allow direct access to Tracker's primary functions. For those operations that require a record, a Search Window appears prompting you to
enter a record number. By default this dialog will contain the record number of the last record on which an operation was performed. You can also enter keywords to

search for records. This bar also contains the Version of Tracker being used.

2. Status Bar
This area reports the status of the last operation. The Status Bar will remain at the top of the page as you scroll to view the contents of the Dialog Area. If a long
message is contained in the Status Bar, click on Status Bar and move the cursor to the right to see the full content of the message. Clicking on the Help link on the
right end of the Status Bar provides the help contents for the current page. Depending on the permission given to the login user, the Help link may or may not be
available.

3. Dialog Area

This is the primary data entry and reporting area of Tracker. In most cases action buttons that appear in this area are placed at both the top and the bottom of the form

to allow easier access.
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Tracker helps you to track the progress of a record through a series of steps within your organization. The order in which a record
can move between these steps is called the workflow.

At each step in the workflow, some work is done by an individual to complete the step, and then the record is advanced to the next
step. This process is repeated until all of the steps are completed. For instance, in a typical product development organization, the
follow series of steps might take place once an issue is reported...

Customer reports an issue

Customer Support engineer verifies the issue and creates a record in the defect tracking system.
Development Manager assigns the issue to a developer to fix.

Developer fixes the issue

Quality Assurance Manager assigns the issue to a QA engineer to verify the fix.

QA engineer verifies the fix

Fix is incorporated in the product

NoOoA®DDRE

Issues to consider when designing a workflow include identifying the steps in the process, the key individuals in the process, the
events that the key individuals should be notified about, the data that is required at each step in the process, and who should
handle each step.

Tracker Workflow Customization

Tracker supports full customization of workflow for any number of individual process states. This customization includes state
names, transitions, assignments, and email notification.

Tracker Automatic State Advance

To aid in the process of advancing the state of a record in the process flow, Tracker includes the Task feature. This feature allows
the currently assigned individual to indicate that he/she has completed the task assigned to him/her and enter the information
appropriate to completing the work. Tracker then automatically advances the record to the next appropriate state, and changes the
assignment to the next appropriate individual (as defined by the Tracker Administrator).

With the Task feature, it is only necessary for each individual to log into the system, identify the task (record) that they have
completed, and use the Task operation. They are prompted for all the information required and the record is sent on to the next
individual automatically. All users follow the defined process without needing to know the process as a whole.
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Tracker keeps a history of all operations which modify a record. This history allows you to keep an audit trail of which individuals worked on
a particular record, when they worked on it, and what type of operation was done to modify the record.

To view the Record History for a particular record:

1.
2.

Login to the workgroup
Click on the View icon and enter the number of the record you wish to see.

3. If you are allowed to view the history, it will be displayed at the bottom of the view page under the heading Record History.
Z Record History

Date Action By Status Assigned To Product Interface Comment
04/26/2005 ADD QA One Reported Process Manager | Our YW ER

01:12:27 PM Browser

04/26/2005 ATTACH_ADD | QA Cne Reported Process Manager | Our YWER Added attachment -
01:12:52 PM Browser Screen shot of error
04/26/2005 THREAD _START Q& Cne Reported FProcess Manager |CQur WEBR Thread Initiated - Applet
01:14:14 PM Browser Discussion
05/10/2005 TASK Process Manager Scheduled Development our WEBR

04:20:41 PM Manager Browser

0541072005 TASK Developrment In Developer One our WEBR

04:22:37 PM Manager Development Browser

06/08/2005 CLOMED_AS Developrment In Developer One our WEB Cloned As 22
11:11:09 4aM Manager Developrment Browser

You can also run specific queries over the record history to obtain statistics, such as the number of records that underwent a particular state
transition within a particular time period. To run a history query, use the History icon located in the Button Bar.

To run a Record History query:

1.
2.
3.

Login to the workgroup

Click on the History icon.

Click on the Clear button (if you wish to remove the Search Criteria and Report Options selections from previous History operations).
Then, select the criteria for your search using the Search Criteria and Report Options sections which are described below.

Click on the Run Query button.

. The results will be displayed. When the preference Exclude Time From Reports is enabled, any date information in the history results will

not include time information. To view a record which is referenced in the results, click on the record number listed in the PRN (Record
Number) column. This will display the View page of the record you selected. Clicking on any underlined column heading will re-sort the
results by the field in that column in ascending order. Clicking on the same column heading a second time will re-sort the results by the
field in that column in descending order.

Please note:

o When the preference Exclude Time From Reports is enabled, the history results will still be sorted using the time information in
date fields even though the time information is not displayed.

o When PRN (Record ID) is selected for one of the Sort By fields, the records will be ordered according to the numeric component
of the PRN (Record ID) field. The short name of the form will not be used as part of the sorting when PRN (Record ID) is
selected. For example, let's say you have PRNs "REC1" and "REC2". The sorting will be done using "1" and "2", ignoring the
"REC".

o When a Release Number type field is selected for one of the Sort By fields, the records will be ordered by the actual values of the
option menu items in the field (not by the order property set for each option menu item by the Tracker Administrator)

The results of a History query can be printed by clicking on the Print link on the page where the History Query results are displayed. If there
are a large number of entries that match your search criteria, it may take longer to generate the results for printing. When the preference
Exclude Time From Reports is enabled, time information will not be included (only the date) when printing the history results.

The results of a History query can be exported to a *.CSV file (comma separated values format) by clicking on the Export link on the page
where the History Query results are displayed. When the preference Exclude Time From Reports is enabled, time information will not be
included (only the date) when exporting the history results.
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(uery History Records
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after action

Report Options

Action Date
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W

Project ‘Pruduct Development V|
Action Date  on or after | B and befare
Action | EDIT v
Action By ‘ Build Manager V|
Comment |
PR [* v
Status ‘ VH Reported V| before action and ‘ Scheduled
Asgsigned To ‘ v||* v‘ before action and ‘*
Product ‘ VH* V| before action and after action

Fecord Columns ome

] | [Feport Layout]

|A|:1i|:|n Date VHAscending V|
Sort By |A|:1i|:|n VHAscending V|
|A|:1i|:|n By VHAscending V|
|PRN VHﬂ«scending V|

Maximum Records

20 per page

Fun CQuery

Clear Feset

after actian

When running a History Query, the following options are available for defining search criteria:

Action Date

The results can be limited to actions performed within a certain date range. Use the "On or After" field with or without the "AND Before" field to

specify the date range for the entries you wish to include in the results. Leaving the fields blank will match entries with any action date.

You can either click on the calendar icon to select a date or you can manually enter a date in the appropriate format (e.g. "mm/dd/yyyy

HH:MM:SS AM/PM" or the date & time format selected in the Preferences section.). The time component is optional. Click on the day to
select the date to be entered into the date field. Click < or > to move backward or forward one month or click << or >> to move backward or

forward one year. Click Now to set the date field to be the current date and time. Click on Exclude Time if you want to exclude the time

information from being saved in the date field. For a field where the time information has previously been excluded, click Set Time if you wish

to include the current time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be

selected and calendar dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to

the Business Days option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.
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Action
Use the Action field to limit the results of the history query based on the activity that generated the entry in the record history. Selecting * will
match entries for any action. The following table lists the actions documented by the record history with a description:

Action Description

ADD The record was added to the database

ATTACH_ADD An attachment file was added to the record
ATTACH_DELETE An attachment file on this record was deleted
ATTACH_EDIT An attachment file on this record was edited
CLONED_AS Another record was cloned from this record
CLONED_FROM This record was cloned from another record

DELETE The record was marked as deleted

EDIT The record was modified while using the Edit operation
SCC_ADD A source code file was added to this record
SCC_DELETE A source code file on this record was deleted
SCC_EDIT A source code file on this record was edited

TASK The record was modified while using the Task operation
THREAD_DELETE A discussion thread was deleted

THREAD_START A discussion thread was started

UNKNOWN An unknown operation was performed on this record
Action By

The history query results can be limited to actions performed by a particular user. Selecting * will match entries for any user.

Interface

Select an interface to limit the results to only actions performed via a particular interface. Select "WEB" to include only actions performed by
users logged into Tracker or via users submitting records using the Submit page. Select "IMPORT" to include only actions performed via the
Import feature. Select "EMAIL" to include only actions performed through the Submit via Email feature. Select "API" to include only actions
performed using the Tracker Software Development Kit (SDK). Selecting * will match entries for any interface.

Comment
Enter a key word(s) to limit the results to actions that contained this key word(s) in the history comment field. Leaving the Comment field blank
will match any entry irrespective of Comment.

PRN

Also known as Record Number. You can search for the history entries for a particular record by selecting = and entering the Record Number.
Or, you can search for the history entries for a range of records lower or higher than a certain record number using the <, <= > and >=
options. Selecting * will match any entries for any record number.

Status

Whether a status was changed or unchanged or changed to or from specific values can be included as criteria for a search. Selecting "changed"
will return all history entries where the status was changed. Selecting "unchanged” will return all history entries where the status was not
changed. Selecting a state or state group for the pulldown " <State> before action" will return all history entries where the state of the record
matched the state or state group selected in the pulldown prior to the action recorded by the history entry. State Groups are denoted as [state
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groups] within the pulldown. For example, selecting "Reported before action and * after action" will return all history entries where the state of
the record was Reported before the action and any state after the action recorded by the history entry (e.g. an action where a record was
moved from the Reported to Closed will be a match for this criteria). Selecting a state or state group for the pulldown "and <State> after action"
will return all history entries where the state of the record matched the state or state group selected in the pulldown after the action recorded by
the history entry. For example, selecting "* before action and In Development after action" will return all history entries where the state of the
record was any state before the action and In Development after the action recorded by the history entry (e.g. an action where a record was
moved from Scheduled to In Development will be a match for this criteria). Select the blank value in the 1st pulldown and * for the 2nd and 3rd
pulldowns if you don't wish to limit the results by Status (results will match entries for any state).

Assigned To

Whether the assignee was changed or unchanged or changed to/from specific values can be included as criteria for a search. Selecting
"changed" will return all history entries where the assignee was changed. Selecting "unchanged" will return all history entries where the
assignee was not changed. Selecting a user for the pulldown " <Assignee> before action" will return all history entries where the assignee of
the record matched the user selected in the pulldown prior to the action recorded by the history entry. For example, selecting "QA Manager
before action and * after action" will return all history entries where the assignee of the record was QA Manager before the action and any user
after the action recorded by the history entry (e.g. an action where a record was assigned to the QA Manager prior to the action and assigned
to Build Manager after the action will be a match for this criteria). Selecting a user for the pulldown "and <Assignee> after action" will return all
history entries where the assignee of the record matched the user selected in the pulldown after the action recorded by the history entry. For
example, selecting "* before action and Process Manager after action" will return all history entries where the assignee of the record was any
user before the action and Process Manager after the action recorded by the history entry (e.g. an action where a record was assigned to
Development Manager prior to the action and assigned to Process Manager after the action will be a match for this criteria). Select the blank
value in the 1st pulldown and * for the 2nd and 3rd pulldowns if you don't wish to limit the results by the Assigned To field (results will match
entries for any assignee).

Product

Whether the Product field was changed or unchanged or changed to/from specific values can be included as criteria for a search. Selecting
"changed" will return all history entries where the Product field was changed. Selecting "unchanged" will return all history entries where the
Product field was not changed. Selecting a product for the pulldown " <Product> before action" will return all history entries where the Product
field of the record matched the product selected in the pulldown prior to the action recorded by the history entry. For example, selecting "Product
1 before action and * after action" will return all history entries where the Product field of the record was Product 1 before the action and any
product after the action recorded by the history entry (e.g. an action where a record had Product 1 selected prior to the action and Product 2
selected after the action will be a match for this criteria). Selecting a user for the pulldown "and <Product> after action" will return all history
entries where the Product field of the record matched the product selected in the pulldown after the action recorded by the history entry. For
example, selecting "* before action and Product 3 after action" will return all history entries where the Product field of the record was any product
before the action and Product 3 after the action recorded by the history entry (e.g. an action where a record had Product 2 prior to the action
and {Product 3 after the action will be a match for this criteria). Select the blank value in the 1st pulldown and * for the 2nd and 3rd pulldowns
if you don't wish to limit the results by the Product field (results will match entries for any product).

Report Options
The following options are available to customize the content included in the report results:

History Columns

Select the data items from the Record History that you want to be included in the report results. Each item selected will be displayed as a
column in the history report results. To select multiple items, hold down the CTRL button on your keyboard as you click on the history column
items. "Status Before", "Assigned To Before" and "Product Before" will display the status, assignee or product of the record prior to the action
recorded by the history entry. "Status After", "Assigned To After" and "Product After" will display the status, assignee or product of the record
after the action recorded by the history entry. See Search Criteria section above for a description of the rest of the items in this option. When
the preference Exclude Time From Reports is enabled and a date field is selected as a history column, the time information will not be included
(only the date) in the history results.

Record Columns

Select a report layout to display field information from the records which are referenced in the history report results. All report layouts to which
you have access will be available in the pulldown. Members of the Admin user group will have access to all group report layouts irrespective of
whether they are members of other user groups. Selecting <None> will not display any fields from the records besides those selected in the
History Columns option. Note: If you wish to include history entries for permanently deleted records in the History results, this can only be
done when <None> is selected for the Record Columns field.

Sort By

Choose up to 4 fields by which the history report results should be sorted. For each field selected, choose whether the sorting should be
ascending or descending. The fields that can be selected for sorting are Action Date, Action, Action By, Interface, PRN, Status Before, Status
After, Assigned To Before, Assigned To After, Product Before, Product After. Or, select * if you do not wish to select specific fields for sorting.
"Status Before", "Assigned To Before" and "Product Before" will sort the results by the status, assignee or product of the record prior to the
action recorded by the history entry. "Status After", "Assigned To After" and "Product After" will sort the results by the status, assignee or
product of the record after the action recorded by the history entry. See Search Criteria section above for a description of the rest of the fields.
Please note when the preference Exclude Time From Reports is enabled, the history results will still be sorted using the time information in date
fields even though the time information is not displayed. When PRN (Record ID) is selected for one of the Sort By fields, the records will be
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ordered according to the numeric component of the PRN (Record ID) field. The short name of the form will not be used as part of the sorting
when PRN (Record ID) is selected. For example, let's say you have PRNs "REC1" and "REC2". The sorting will be done using "1" and "2",
ignoring the "REC".

Maximum Records per Page
Set the maximum number of records (any number from 5 to 100) that should be displayed on each page of the history report results.
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To use Tracker you must log into the system. Start your web browser and go to the following URL:
http://servername/workgroup/ptlogin.asp

where servername is the TCP/IP name of the host where the Tracker server software is installed, and workgroup is the name
of the of the Tracker workgroup (e.g. "pteval”) you wish to access. If you are not sure where Tracker was installed on your
network, please ask your Tracker Administrator.

Depending on the configuration set up by your Tracker Administrator when you are using Internet Explorer, you may be prompted
with a pop-up window to enter credentials to allow you to access Tracker. Enter the User Name and Password for your Windows
user account.

The Login Page may be displayed when you browse to the link for Tracker. If so, enter your User ID and password to log in or, if
available, click on the link New User? Register Here. Details on creating your own account by Self Registration can be found
in the User Accounts Help section.

r

_
A Product Development Tracker (pteval) - Microsoft Internet Explorer, E|[E|E|
File Edit ‘“iew Favarikes Toals  Help ;1-'

Product Development Tracker

Please enter your ID and password.

Usger 1D ||.fl'-.|:|rr‘|ir‘|

FPaszwiord |

[ Remember Pazzword

Forgot pour Pazsword?

Mew Uzer? Register Here

Powered by MetResults Tracker

If you have forgotten your password and have previously set up a Security Question and Answer in the Preferences section, you
can reset your password by clicking on the Forgot Your Password? link on the Tracker Login Page. Details for setting up a
Security Question and Answer or resetting a forgotten password can be found in the Reset Password section of the Preferences
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page.

On occasion when logging in, you may encounter the error message, "Login Failed - Your previous login session is still active."
This message can come up if you were previously logged in to Tracker, but did not click the Logoff icon to finish your session.
Select Yes so that the previous session will be closed and a new session will begin and allow you to login. If you select No, you
will not be able to login to Tracker.

ﬂl If you are using floating licenses, it is important that you click the Logoff icon to end your Tracker session when you are

done. Simply exiting your browser will not end your session and may prevent other users from being able to access
Tracker. If you do forget to click the Logoff icon, simply login in again, answer Yes when asked to delete your old session,
and then click the Logoff icon on the Home page when it is displayed.

Lagaff

If you browse off to another site without clicking the Logoff icon to end your Tracker session, you can click the Back button on
your browser several times to return to the last Tracker page you were on and then click the Logoff icon. Or, you can simply
browse back to the login page, login again, then click the Logoff icon on the Home page when it is displayed. Tracker does not
allow more than one active session per user account (irrespective of license type), so if you login and then logoff you can always be
certain that you have not left any active sessions around.

If your user account is of the floating license type, you may encounter the error message, "Login Failed - The maximum number of
concurrent logins has been reached. Please try again later or contact your administrator.” This message is generated because the
maximum number of floating license users are already logged into the system. As soon as another floating license user logs off (or
is forced off by your administrator), you will be able to login to Tracker.

If it is important that you are always able to login, please ask your administrator to configure you as a static license user. Static
license users have a single license permanently assigned to them.
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.ﬁﬁ, After logging in, the first screen you will see is your Tracker Home Page. By default, this page has two reports, which display the records assigned to you and the
records reported by you. Also present on the Home Page is a link to the personal preferences section, where you can customize various user settings, such as changing

your password and selecting date and report settings. A link to edit your account information may also be displayed depending on the privileges granted to you by your system
administrator.

Buttcln Bar ":\L‘f C)\ \/ Ij j D ﬁg )( L_LL g ﬂl @ Powered by

4 . ; g ! MetResults Tracker
Home  Query  Task Add Edit Wiew  Dizcuzz  Delete  Metrice  Historw  Logoff  Help Version 6.5.0
Status Bar | ststus Home Page - Ready

Hel
A Welcome Developer One 04/30/2009 11:31:57 AM [UTC-0700 Account Info | Preferences
Dialog Area P - : :
Tracker will be upgraded to the latest version ower the weekend. You will receive an email with a list of new features on Friday.
| Assigned To Me [Users] “| 4records  Print | Export Search Dlr|x
PRN »| Action Product Title Reported By Status Priority
DEWZ21 o i Our Database |Display new field without requiring database reload 0A Manager In Development 2
DEV11 o i Our Spreadsheet | Tab traversal is not in sequence Process Manager In Development 3
KB& \/ _J, Our Database Managing Access Levels in Our Database Support Engineer One In Dev Raview
DEWS \/ _J, ﬂ Our Spreadsheet |Add new spreadsheest wizard Developer Two In Development i
Reported By Me [Users] % | Zrecords Print | Export Search Dirix Pagei 1 v' of 1
) - i
PRN ¥  Action Product Title Assigned  oy;,.  Date Reported @ ~— ReportedIn Reguest  Released In
To Version Type Version
DEVZ o Our Cell Resize problem TBD Released 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spreadsheet 03:42:30 PM
DEVL \/ _J, Our 4GL doesn't remember TBD Released 03/26/2007 4.2.Mone.Mone Bug 4.4.0.Beta 2
Spreadsheet |screen position 03:41:24 PM
Project Status {(Default) [Users] ~ | Print | Export

Current Status Totals
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Fixed

In Dewvelopment
In Test
Releazed
Reported
Scheduled
Tested

OEO0EOO@EO

Report Layout

You can customize the columns of the reports displayed on your home page either by creating your own saved report layout or selecting an existing saved report layout.
Please refer to the section Using Saved Queries & Reports for details.

Report Query

You can customize the query "Assigned To Me" with a query of your choice by defining your own personal saved or advanced query and selecting it for the First Home Page
Report field in the Personal Preferences page. Alternatively, you can select an existing saved or advanced query for this first home page report as well. You can customize the
query "Reported By Me" using the Second Home Page Report field in the Personal Preferences page. Information on selecting the queries for the Home Page reports via the
Personal Preferences page is described in the section below. Please refer to the section Using Saved Queries & Reports for details on how to create your own saved query or
refer to the section Advanced Queries for information on creating advanced queries.

Dynamic Report Selection

You can view different saved queries or charts on the Home page at any time by clicking on the pulldown menu above each report. Any saved query or chart to which you

have access will be displayed in the pulldown for selection. To permanently change the reports displayed on the Home Page when you first log into Tracker, you will need to
select the desired reports in the Preferences section.

Dynamic Report Searching

You can perform a text search within the query results on a Home Page report. For example, you may wish to find all the records in the query results that have "database" in
the Title field as shown in the sample below.
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To search within the query results:

1. Enter a key word(s) or phrase into the Search... text box at the top of the report

2. If desired, click on the || dropdown icon to select in which fields you wish to search. Selecting "<All>" will search the available fields for the key word(s) or phrase
entered (this is the default selection). Or, choose specific fields to be searched. You can select multiple fields by holding down the Ctrl button on your keyboard as you
make your selections. Date and Link type fields are not available for selection. If you wish to find a subset of the query results based on a Date field, you can use the

range filtering option.

When searching for a specific PRN, you must enter the full PRN including the short name, if applicable. For example, if you are trying to find the ticket SUP20, entering
only "20" will not return this record. You must enter "SUP20" into the Search text box.

When choosing a Release Number field to search within, the value you enter into the Search text box will be searched within each individual digit of the Release
Number field. For example, you can search using values like "1", "Beta 2", etc. Basically, you can search for the items that are configured as choices in the Release
Number field. However, you cannot search for a combination of multiple digits at once. For example, if you enter "1.2" into the Search text box in an attempt to find
records that have values like "1.2.0.None", "1.2.0.Beta 1", "1.2.1.-", you will get 0 matches because it will search for the value "1.2" within each individual digit of the
Release Number.

You can choose one of the available search methods: "Any Word" (default selection), "All Words", "Exact Phrase", "Boolean Expression". An explanation of each of
these methods is available in the Full Text Search section of the Query Page.

3. Click on the P Search icon to run the search. Any matches will be displayed.

You can click on the |**| remove icon to remove the search criteria and reset to the defaults (no key word(s) or phrase in Search text box, "<All>" selected, Search method is
"Any Word"). This will display the original set of query results.

If you choose to run another search while a subset of the query results is displayed, the new search will be done against the entire set of original query results. For example, if
a query returns 12 matches and you run a text search that returns 5 matches. If you run another search while those 5 matches are displayed, the new search will search
against the original 12 matches (not only within the 5 that matched your last search).

If you have applied any filters, the excluded items will not be included in the results of any searches done within the query results.

Dynamic Report Range Filtering

¥ Range Filters can be applied to show a subset of the query results. Range Filters are available for Date, Floating Point and Integer type fields. For example, you may wish
to see records that fall into a certain date range. Or, you may wish to see records that have a value greater than or less than a certain value in Floating Point or Integer fields.
In the sample below, a filter is being applied to show only those records with "Date Reported" within the previous week.

4 Q v O £ D 82 X Lk B = &

Home — Ouery Task &dd Edit Wiew  Dizcuzz  Delete  Meties  History  Logoff Help

Powered by
HetResults Tracker
Yersion 6.5.0

Statuz  Home Page - Ready Help
Welcome Developer One 04,/30/2009 11:52:30 AM [UTC-0700] Account Info | Preferences
Tracker will be uparads] Fiter Results by ‘Date Reported” Close ]

Assigned To Me [Us Page [1 w|of 1

+ :Ftec‘rr | % and before %

PRHN >~] Action Date eported ¥ Priority

DEVZ ! Reported ; 7 04:00:41 PM z
P BY (" within the | previous | hours % -

DEVIL |[B & 42 7 03:51:27 PM 3

KBE |[B o o 7 04:23:41 PM

DEVS ([ & of € Apply Filter Cancel 7 03:45:21 PM 1
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To apply a filter:

1. Click on the 3 empty filter icon next to the field name in the column heading

=

2. For Date fields, you can specify a date or a date range in the "on or after" and "and before" fields. A date can be typed in or you can click on the calendar icon to

select a specific date. Or, you can select a date relative to the current date and time using the "within the" option.

For Floating point and Integer fields, you can select one of the conditions (<, <=, >, >= and =) and enter a value. You can also specify a range by selecting another
condition and entering a value in the "and" option.

3. Click on the Apply Filter button. The query results will be refreshed to display the items that matched the filter conditions.
To remove a filter:

1. Click on the X full filter icon next to the field name in the column heading
2. Click on the Remove Filter button. The query results will be refreshed to reflect the removal of the filter.

Dynamic Sorting of the Results

The initial sort order of reports on the Home Page is based on the selections made in the Sort By options in the saved query. You can change the way the reports on the
Home page are sorted at any time by clicking on the field name. The field that is being used as the primary sort field will have an arrow to the right of the field name. If the
arrow is pointing down, the results are sorted by that field in a descending order. If the arrow is pointing up, the results are sorted by that field in an ascending order. Clicking
once on the field with the arrow will reverse the sort order. Clicking once on any field that does not have the arrow will sort the results in ascending order by that field. Any
field except TextArea type fields can be clicked to sort the results by that field. Please note that when the preference Exclude Time From Reports is enabled and a Date field is
selected in the Sort By section of the saved query, the report results will be sorted by the time in each record even though the report will not display the time information.
When PRN (Record ID) is selected for one of the Sort By fields, the records will be ordered according to the numeric component of the PRN (Record ID) field. The short name
of the form will not be used as part of the sorting when PRN (Record ID) is selected. For example, let's say you have PRNs "REC1" and "REC2". The sorting will be done
using "1" and "2", ignoring the "REC".

Other Features of the Home Page
When the Assigned To or Reported By fields are displayed as columns on a Home Page report, the user's name will appear as a clickable link if you have the appropriate
privilege. Click on the user's name to display the user's profile information as shown below.

[ - - -
{= User Information - Development, Support, KB Tracker (... g@@

Full Name Ceveloper One
Company Cur Company

Email dev one@email.com

Phone 650-555-1212
Fax 650-555-1214
Address 1234 Technology Drive
City Our Town
State / Province CA
Zip / Pincode 94348
Country USA

Comment

Close

There is one Export link for each report displayed on the Home Page. The records displayed in each of the Home Page reports can be exported to a CSV file (comma
separated values format) by clicking on the Export link to the right of the Report Pulldown at the top of the report. You can then open this file with another tool such as
Microsoft Excel or Crystal Reports. Please note that when the preference Exclude Time From Reports is enabled and a Date field is displayed in the report layout, the time
information will not be included (only the date) when exporting the Home Page reports.

If you have exported Metric (chart) data, you can create a chart in Microsoft Excel from the exported data by doing the following. Open the file in Excel and "rubber band" (left-
click mouse and drag a rectangle around) the data plus column and row titles (exclude rows 1 through 3, but include the individual row/column titles in row 4 and column A
along with the data in your selection) and click the Chart Wizard icon (or select Insert->Chart...). Click the Finish button in the Chart Wizard to accept the Microsoft Excel
default settings for the chart; or make selections, click Next button, then click Finish to create a chart with custom settings. Please review the Microsoft Excel Help for further
information on Excel charts.

To print the results of a report or chart displayed on the Home Page, click on the Print link to the right of the Report Pulldown at the top of each Home Page Report. When a
report is displayed on the Home Page, clicking on the Print link will print all of the records that match the Saved Query (including those records not shown on the Home Page
when the number of records in the query results exceeds the maximum number of records displayed per page). Please note that when the preference Exclude Time From
Reports is enabled and a Date field is displayed in the report layout, the time information will not be included (only the date) when printing the Home Page reports.

User Privileges

When you log in, you are given access to data and operations as assigned by your Tracker administrator. These rights are assigned to you via User Groups. Each group
defines a set of privileges, and you are assigned to groups. The total set of privileges you have is the sum of all of the rights for all of the User Groups in which you are a
member.

Please contact your Tracker administrator if you wish to receive additional privileges.
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Account Information Help Tapics « | »

If you have been granted access to edit your own user account information, a link labeled Account Info will be present in the upper right
corner of the Home Page. Click on this link to edit your user account information.

The Edit User Account page allows you to update the contact information stored in Tracker including your email address, phone number,
address, etc.

To update your account information, enter information in the fields displayed, then click OK to save your changes.
The contact information that you can update in the Edit User Account page includes:

New Password
To change your password, enter the password you wish to use in this field. This field may not be present depending on the authentication
set up by your Tracker Administrator.

Confirm New Password
Re-enter the password you typed into the New Password field above. You must enter the same password into both of these fields in order
to successfully change your password. This field may not be present depending on the authentication set up by your Tracker Administrator.

Company
The name of the company or organization you represent

Email
Your email address. This address will be used to send you email notification, alerts, or discussion messages about records in Tracker.

Phone
Your phone number

Fax
Your fax number

Address 1
The first line of your address

Address 2
The second line of your address

City
Your city

State / Province
Your state

Zip / Pincode
Your zip code or pincode

Country
Your country

Comment
Any comment you wish to include in your user account information
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Edit User Account

UzerlD

Mew Fassward
Confirm MNew Passgword
Last Name

First Mame
Comparry
Emaill

Fhone

Fax

Address
Address 2

City

State [/ Province
Zip { Fincode
Country

Comment

)4

dev_one

—
—

Cancel

|Clne

|Deve|uper

|Dur Compary. Inc.

|clens_one@n2rB.com

|EB0-555-1212

|6B0-555-1212

|1 21 Software Wy

|DurTn:uwn

C,

194302

US4

|Deve|aper0ne

DK,

Cancel
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Preferences Help Topics « | »

From the Tracker home page, click on the link labeled Preferences in the upper right corner.

Personal Preferences for Developer One

I, Cancel

User Password Settings

Mew Password
Mew Password Confirm

Report Settings

baximum Records IED— per page

First Home Page Report Azsigned To Me [Users] b
mecond Home Fage Fepart Feported By te [Usears] w
Third Home Fage Report Froject Status (Default) [Users] »
Chart Width = Height 700 % |3IZIIZI

Dizplay Fepont User Groups in Home Fage v

Help Settings
Display Field Help v

Date Settings

Date Format mmfddinssy ¥

Time Farmat 12 Hour »

Time Zone [UTC-0800] Pacific Standard Time A
Adjustto Daylight Saving Time (DST) v

Exclude Time From Reports u

First Day of the Week Sunday hd

Business Days Sy MMo MTu Mwe MTh MFr [ Sa

You can customize the following features:
User Password Settings

« New Password
To change your password, enter the password you wish to use in this field. This field may not be present depending on the
authentication set up by your Tracker Administrator.

« New Password Confirm
Re-enter the password you typed into the New Password field above. You must enter the same password into both of these fields in
order to successfully change your password. This field may not be present depending on the authentication set up by your Tracker
Administrator.

Report Settings

¢ Maximum Records
You can select the maximum number of records that are displayed per page for reports on the Home and Query Pages. The upper
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Help

Date

limit for this maximum value is 100 records.

First Home Page Report

You can select a saved query, advanced query, or saved chart to be displayed as the first report on your home page. If you do not
want a first report displayed on your home page, select the option <No Report> for this field. If this option is selected for all 3 Home
Page reports, the following message will be displayed on the Home Page: "No Home Page Reports are configured. If you would like
a report to appear here, click the Preferences link above, select one or more Home Page Reports, and click OK."

Second Home Page Report

You can select a saved query, advanced query, or saved chart to be displayed as the second report on your home page. If you do
not want a second report displayed on your home page, select the option "No Report" for this field.

Third Home Page Report

You can select a saved query, advanced query, or saved chart to be displayed as the third report on your home page. If you do not
want a third report displayed on your home page, select the option "No Report" for this field.

Chart Width x Height

Enter the dimensions that should be used when a saved chart is selected for one of the Home Page reports. The setting that works
best in most environments is 700 x 300. This preference is not available for Restricted Users.

Display Report User Groups in Home Page

Checking the box for this option will display the user name in brackets after the report name for group saved reports in the pulldown
for each Home Page report. For example, the "Assigned to Me" report will be displayed as "Assigned to Me [Users]" in the pulldown
for each Home Page report when this option is enabled.

Settings

Display Field Help

Check the box to display the Field Help. Depending on what is configured by your Tracker Administrator, the field help can appear as
small text above the field, below the field, or as a yellow question mark icon ¥ next to the name of the fields on the Add, Task, and
Edit pages. When the Field Help icon is displayed, you can move your cursor over this icon to get an explanation about the field.

Settings

Date Format

Select a format for the Date from the pulldown menu. The format that you choose will be used to display fields that contain date
information within Tracker.

Time Format

Select a format for the time from the pulldown menu. The format that you choose will be used to display all fields that contain time
information within Tracker. Choosing 12 hour for the time format will display times followed by AM or PM to denote the appropriate 12
hour period, such as 02:05:38 PM. Choosing 24 hour as the time format will display times without the AM or PM designation, such as
14:05:38.

Time Zone

Select a time zone from the pulldown menu. The time zone that you choose will be used to display all fields that contain time
information within Tracker. For a list of available time zones, please refer to the following section:

Windows 2003 / 2000 Time Zones

Adjust To Daylight Saving Time (DST)

Check this box if you wish to have Tracker adjust time information to account for daylight saving time. If you selected a time zone in
which daylight saving time is observed, we recommend that you enable this option.

Exclude Time From Reports

Check this box if you wish to have Tracker display date information in the reports on the History, Home and Query pages without the
time information included. Enabling this preference will also exclude the time information from History, Home and Query reports when
they are exported or printed. Enabling this preference does not change how report results are sorted when a date field is selected as
one of the "Sort By" fields. When a date field is selected as one of the Sort By fields, the time information is still used for sorting the
results even though the time information is not displayed in the report results.

First Day of the Week

Select the day of the week that you want to be displayed in the first column when using the calendar feature for date fields.
Business Days

Check the boxes to the left of the days of the week that should be considered business days when using the calendar feature for
date fields.

Export Settings

The following preferences are used when report data is exported from the Tracker Home, Query, and Metrics pages. Data is exported as a
CSV (comma separated values) file. However, because there is no firm definition of a CSV standard, you may need to modify some export
parameters to allow use of the exported data by other applications (spreadsheet, database, etc.). Tracker and your Tracker Administrator
have set these values to defaults that should work in most environments. So in most cases, you should not need to change these settings. If
you have an application that is not importing the data correctly, review the information below. If that does not help, please contact your
Tracker Administrator.
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« Field Separator

Choose one of the options to be used as the separator between the fields (values) of a report that is being exported. The available
options are Comma, Semicolon, and Tab. If you are exporting English language (or Latinl) data in the United States, you should use
Comma. If you are exporting English language (or Latinl) data in a country that uses a Comma in floating point numbers to separate
the whole number from the fractional part (e.g. 45,125 for 45 and one eighth), you may need to set this to Semicolon. If your Tracker
Administrator configured your system to use the Unicode (UTF-8) character set for multi-language support, Tab will generally work
best in most applications.

Row Separator

Choose one of the options to be used as the separator between the rows (lines) of a report that is being exported. The options are
Carriage Return & Line Feed (Windows), Carriage Return (Mac OS), and Line Feed (Unix). Choose the appropriate option for the
operating system you are using on your desktop (the one running the web browser you are using).

File Extension

Choose one of the options to be used as the file extension when saving the file containing the exported data. The options are csv, txt,
and No Extension. For English language (or Latinl) data, this should be set to csv. For Unicode (UTF-8, multi-language) data this
should be set to txt. However, you can also choose No Extension if you wish to create a file without a file extension (without .csv or
.txt at the end).

Note: When exporting data from a UTF-8 workgroup using the recommended settings listed above, misalignment of the data can occur
when viewing the exported data in Excel if the file is not first saved to disk and then opened in one of the two ways listed below.
Unfortunately, the default file open in Excel does not properly store multiple line text (as there may be in Tracker TextArea fields) in a single
cell. Instead, it puts each line in its own cell which results in misalignment of the fields in the spreadsheet.

For UTF-8 data exported with Field Separator set to Tab, Row Separator set to Carriage Return & Line Feed, and File Extension set to txt,
you can get Excel to properly place multiple line data in a single cell using one of the two operations below.

1.
2.

OR

N

From Windows Explorer, select the file to be opened.
Right-click on the file and select Open With -> Microsoft Excel.

From Excel, select File -> Open.

. Locate and select the file that you want from the list (the file you created when you exported the data from Tracker).

Hold down the SHIFT key on your keyboard, and then click the Open button (if you do not hold down the SHIFT key, the file may not
be processed correctly).

Query Page Pulldown Settings

« Enforce Dependencies

Check the box for this option if you wish to have dependent relationships between pulldown fields enforced when using Query
operations. This option cannot be enabled if you have the option Include Obsolete Items enabled. This preference is not
available for Restricted Users.

Include Obsolete Items

Check the box for this option if you wish to have obsolete option menu items available in the pulldown fields to be selected as search
criteria on the Query Page. Obsolete option menu items are values in a pulldown that have been deactivated, but remain in the
workgroup for archive purposes. Existing records may contain obsolete values. You must check the box for this option if you wish to
include obsolete values in the search criteria for reports. This option cannot be enabled if you have the option Enforce
Dependencies enabled. This preference is not available for Restricted Users.

Multi-Line Field Settings

« Display Window

Select the number of lines that should be displayed when editing (Edit or Task operation) or viewing (View operation) the text in a
large text field. By default, this will be set to 5 lines. If the contents of a large field extend beyond the number of lines set in this
preference, you will have the ability to scroll to see the complete contents of the field. On the View page if you are using Internet
Explorer or Firefox as your browser, you will have the option to dynamically expand the window to see the complete contents without
scrolling by clicking on the "+" icon to the left of the text. The "-" icon can be used to collapse the field to its default size. On the View
page, empty (blank) fields are always displayed as a single line.

Fully Expand on View Page

Checking the box for this option will automatically expand the window for all TextArea fields on the View Page so that all contents of
the field will be visible without having to click on "+" icon. The window will be fully expanded irrespective of the setting for the
Display Window option.

Visual SourceSafe Login Settings
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SourceSafe Login Settings
Enter your Microsoft Visual Source Safe User ID and password to be able to use the Source Code Control Interface within Tracker.
This preference is not available for Restricted Users.

Discussion Settings
Note: These options will not be displayed unless you are using Tracker Enterprise Edition.

New Post Notification

This option determines when a user will be notified about discussions via email. Selecting "No Email" indicates that a user should not
receive any email notification messages related to discussions. Selecting "Receive Email for each New Post" indicates that a user will
receive one email notification for each new post in any discussion thread to which he/she is subscribed. Selecting "Receive Email for
the first New Post to each Thread" indicates that the user will only receive email for the first post made to each discussion thread
since the user last viewed the message list for the thread. With this setting the user can tell which threads have had postings since
the last time they were read, but will not have a separate email for each posting (just one per thread with new posts). After viewing
the message list for a thread, a notification email will be sent the next time a message is posted.

Invitation Notification by Email

This option determines whether a user should receive an email notification message when he / she has been invited to participate in
a discussion thread initiated for a particular record. Selecting "Yes" indicates that the user should receive an email invitation for each
new discussion thread.

Message Display Window

Enter the number of lines of text you wish to see when displaying a message within a discussion. The default setting is 5 lines of text.

Login Options

This option may not be available depending on the authentication option selected by your Tracker Administrator.

Auto Login

If your password is currently remembered by your browser, you can enable Auto Login. This feature automatically logs you in,
bypassing the log in screen and taking you directly to your home page. To enable this feature, check the box labeled Auto Login. The
Remember Password feature below must also be enabled in order to use the Auto Login feature. This option may not be available
depending on the authentication option selected by your Tracker Administrator.

Remember Password

You can set whether your browser should remember your password by checking the box labeled Remember Password and entering
the password in the box provided. When enabled, the password field is automatically filled in when you log in. This option may not be
available depending on the authentication option selected by your Tracker Administrator.

Reset Password
These options will only be displayed if your Tracker Administrator has enabled this feature in the Login Options section. Set up a Security
Question and Answer using the options below so you can reset your password in case it has been forgotten.

Security Question

Enter a question that will be used to allow you to reset your password in case you forget it. Examples of Security Questions are:
What is your mother's maiden name?

What is your favorite sports team?

What is your pet's name?

Answer

Enter the answer to the question you entered in the Security Question field above.

If you forget your password:

NOoGORAEODE

Note:

Page.

Browse to the Tracker Login Page

Click on the Forgot Your Password? link

Enter your User ID and click Continue

Answer the Security Question and click Continue

Enter and confirm a new password, then click on the Reset Password button
Click OK after the password has been reset

Login using the new password

You need to have set up a Security Question and Answer prior to attempting to reset your password using the link on the Login
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@ NetResults Tracker Help
Adding Records

Help Topics << | b5 I

Biﬁ To add a record, click on the Add icon located in the Button Bar. The Add form will appear in the Dialog Area, allowing you to enter

information about the issue you are reporting. A sample Add Page is displayed below.

Home  Query Tazk Add Edit “Wiew  Discuss  Delete  Metrice  Historp  Admin Order Logoff

@4 QA v O £ D 82 X bk B 9 $ = @

Powered by
MetResults Tracker
Yersion 6.5.0

Statuz  Add New Record

Hel

Add Record

Add Add & Copy

Note: Please do not use this form for customer requests. Use the SUPPOM form instead.
Fields marked with *, Bold and Color are required.

Project Product Development

Form lssue -

Title = ¥ |Login failed error

Product * ¥ lm Set

Platform & Windows Vista
" Windows XP

Reported In Version 2 | |1 - 0 * _ Mone -

Request Type Bug -

Severity 1 (High Impact - High %) -  Custom Work? &

Y

Go To Last Query Results —

Description ? |Enter detailed information here

Detailed information about the issue being reported
(when it happens, what steps are needed to make
it happen, etc.)

m

I Start Discussion

Workaround -
Status Repgrted -
Substatus Mone -
Assigned To Process Manager -
Related Support Tickets [ Set Remaove | [Count: 0; Max: 5]
[ Add Attachment(s
Options (€)

Add Add & Copy

Tracker allows your administrator to customize the fields that appear on the Add Page. Certain fields may be required (you have to enter information
or select something other than the default value) when adding an issue. Depending on how your Tracker has configured the system, there may be
some text at the top of the Add Page to explain which fields are required. For example, the following text or something similar can be displayed to

identify required fields: "Fields marked with *, Bold and Color are required fields."
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The field help will be displayed if you have checked the box for the Enable Field Help preference and your Tracker Administrator has entered
information to describe this field. If a Field Help icon Tis displayed, move your cursor over the icon to see a description of the field.

Depending on how your Tracker Administrator has configured the system, fields called Project and Form may be displayed on the Add Page. If
you have access to more than one project, make a selection in the Project field to reflect which project is related to the record you are adding. If you
have access to more than one form, make a selection in the Form field to reflect the kind of record you are adding. The fields displayed on the Add
Page may change depending on the form you have selected.

When a pulldown field is present on the Add page, it may be displayed as a traditional pulldown, radio buttons, vertical radio buttons or a search
pulldown. In the sample, the Product field is displayed as a search pulldown. When a field is displayed as a search pulldown, you can enter key
words to find any option menu items that match your criteria. To make a selection in a search pulldown, click on the Set button to the right of the
field, type in one or more key words and click on the Find button. Any items that matched your criteria will be displayed, click on the item you wish
to select, then click on the Set button (or simply double click on the item you wish to select).

When a date field is present on the Add Page, you can click on the calendar icon to select a date or you can manually enter a date in the

appropriate format (e.g. "mm/dd/yyyy HH:MM:SS AM/PM" or the date & time format selected in the Preferences section.). The time component is
optional. Click on the day to select the date to be entered into the date field. Click < or > to move backward or forward one month or click << or >>
to move backward or forward one year. Click Now to set the date field to be the current date and time. Click on Exclude Time if you want to
exclude the time information from being saved in the date field. For a field where the time information has previously been excluded, click Set Time
if you wish to include the current time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be
selected and calendar dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the
Business Days option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

<<| = | July 2007 | = |')=-}

Su Mo Tu e Th Er ta
1 2 3 4 4 B v
g 9 10 (N 12 13 14

15 16 17 15 19 20 21

22 23 24 25 26 27 25

24 30 Kl

Set Time

I ciea 0k Cancel

When a link field (a special type of field that allows records to be cross-referenced) is present on the Add Page, you can add items by clicking on the
Set button. A list of items that can be added will be displayed (if you are using a browser other than Internet Explorer, the list will not be displayed
until you click on the Find button). To search for items using a key word(s), type the key word(s) into the Search Criteria field and click on the Find
button. Any items that matched your key word(s) will be displayed. The key word(s) are searched within the key fields for the forms you are
searching. Because Tracker can support multiple projects and forms, the Tracker Administrator can select key fields when creating a form. To find
out which fields are the key fields for a certain form, go to the View Page for a record. The values of the key fields will be displayed in bold. In the
View Page sample, the fields "PRN" and "Title" are the key fields as their values are displayed in bold. When a Release Number field is a key field,
the value you enter into the Search text box will be searched within each individual digit of the Release Number field. For example, you can search
using values like "1", "Beta 2", etc. Basically, you can search for the items that are configured as choices in the Release Number field. However, you
cannot search for a combination of multiple digits at once. For example, if you enter "1.2" into the Search text box in an attempt to find records that
have values like "1.2.0.None", "1.2.0.Beta 1", "1.2.1.-", you will get O matches because it will search for the value "1.2" within each individual digit of
the Release Number.

To select an item in the link field, click on the item. To select multiple items, hold down the Ctrl button on your keyboard while clicking on the items
to be added. Click on the Add or Set button to add the selected items to the Link field. To remove an item, click on the item, then click on the
Remove button.

If the Link Field has been configured to allow more than one item to be linked, you will see the total number of items that are currently linked
("Count") and the maximum number of items ("Max") that can be linked below the Set and Remove buttons.
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‘2 Product Development Tracker (pteval) - Microsoft Internet Explorer

File Edit \View Favorites Tools  Help -"f
3z FPowerad by
d@ Q v/ Ij £ D gg X L-I-L 8 Uﬁ $ @ MetResults Tracker
Home  Ouey  Task Add Edit Yiew  Dizcuss  Delete  Metrics  History  Admin Order  Logoff Help Yersion b.5.0
Statuz Eeady Help
A
Add Record Go To Last Query Results  —
A Add & Copy

Fieldz marked with =, Bold and Color are required.

Project |Pr|:|du1:t Development %

Farrm lssue &

Title = € [Chartizard

" Mane
Product ¥ & Product A
" Product B

Platfarm % & All € dMacintosh O Windows 2000 © Windows <P

Repnﬂedln‘v’ersinn‘@h V|_|2 v|_|3 v|_|4 v|

Severity @ |2 (High Impact-Medium %) ¥|  Priority 2

Add & chart wizard

Description * ¥

Warkaround ¥

Related ?rl_.lpkpnrt 2 | || T Ciolota
ickets :
|chart Find
Status | Feparted V| 2 tems found
Assigned To | Process Manager v SUP1 [Need a chart wizard, Froduct A1

SUP2 Mizard for charts, Product B]

[ Add Attachment(s)
Cptions W Set Alert
[ Start Discussion

Al Al Add Cancel

As an example of a typical record, the Product Development template (a sample database) included with Tracker has the following fields:

« Title
A brief description of the problem

e« Product
The product for which the problem is being reported. The values of this pulldown menu can be customized.

« Platform

The platform for which the problem is being reported. This is often used to indicate a hardware of software platform, such as Microsoft
Windows 2000 or Microsoft Windows XP. The values of this pulldown menu can be customized.
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« Reported In Version
Used to indicate the version number of the software where the problem was found.

e Request Type
This is the nature of the request, generally either a bug, an enhancement, or a contractual obligation. The values of this pulldown menu can
be customized.

e Severity
Severity is a general indicator of how serious the problem is. The values of this pulldown menu can be customized.

« Description
A description of the problem.

« Workaround
A description of how a customer can work around this reported problem.

e Status
The current status of the record. Initially this status is set to TBD.

e Substatus
An indicator of how much progress has been made on the record in the current status

e Assigned To
Name of the individual to whom this record is currently assigned for resolution. This value is chosen from a list of Tracker users.

The Difference between the Add Operation and the Add & Copy Operation
Depending on the configuration set by your Tracker Administrator, you may or may not see the "Add & Copy" button.

After entering the information for a new record on the Add page, you have the option to click "Add" or "Add & Copy" to save the new record. Clicking
on the Add button will save the new record, then will return to a "blank" Add form so another new record can be added.

Clicking on the Add & Copy button will save the new record, but when returning to the Add form, the contents of some fields will be saved so that
another similar record can be added without having to re-enter information into the fields. The fields which are copied to the Add form for the next
record are selected by your Tracker Administrator.

Email Notifications

After clicking on the Add button or the Add & Copy button, if your Tracker workgroup is set up to send email notification messages when records
are added, you will see a message "Sending Email Notifications...Please wait". This message indicates that the new record has been added to the
system and Tracker is sending the email notification messages.

Relationship between the Product, Status, and Assigned To fields

When the Status and / or Assigned To fields are present on the Add page, the values of these fields are automatically selected based on what you
have selected for the Product field (when the Product field is also displayed on the Add page). Even though the Status and / or Assigned To fields
are set dynamically based on the selection made for the Product field, you can still choose other available values for these fields.

The option "State Manager" may be present in the Assigned To field. This indicates that the record you are adding will be assigned to a user based
on what values you have selected in the Product and Status fields. Your Tracker Administrator configures these State Managers when setting up the
workflow.

Dependent Pulldowns

In some cases, your Tracker Administrator may have set up dependent pulldowns. Dependent pulldowns allow the value selected for one pulldown
(the parent pulldown) to determine the values displayed in another pulldown (the child pulldown). When dependent pulldowns appear on the Add
page, the menu option selected in the parent pulldown will limit the menu options available in the child pulldown.

Specifying Record Visibility

If record visibility has been enabled, and you are a member of a user group that is allowed to modify the visibility of a record to user groups, a
selection list called Make Visible to These User Groups will appear at the bottom of the page. This list allows you to select which user groups
can see this record in the various pages like View, Edit, and Query. To select more than one user group, hold down the shift or control key while
clicking.
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Multiple Projects and Forms

If your Tracker Administrator has given you access to more than one project and/or form, the fields displayed on the Add Page may change
depending on the combination of Project and Form you select. If you do not see the Project or Form fields on the Add Page, this indicates that you
only have access to a single project and/or form.

When you have access to more than one project and/or form, the Add Page will automatically display the combination of Project and Form you last
used to add a record. For example, if you have access to projects A and B and forms 1 and 2 and you last selected Project A and Form 1 to submit
a record, the next time you click on the Add icon, Project A and Form 1 will be selected by default.

Additional Options on the Add Page

Depending on the privileges you have been assigned, you may see additional options at the bottom of the Add page such as "Add Attachment", "Set
Alert", and "Start Discussion" as shown in the Add Page sample. These options are discussed in detail below.

Adding an Attachment

853 If you are a member of a User Group that has the Add Attachment privilege, then you may add a file attachment along with the record.

3 Product Development Tracker (pteval) - Microsoft Internet Explorer |Z||E|

File Edit “iew Favorites Tools Help !.;'

4 @& v B £ 0 82 X ik I A stRasuhe Trackar

Haorme  Ouey  Task Add Edit View  Digcuss  Delete  Metics  Historp  Admin Logoff Help Varsion 6.0.0

Statuz Record REC1 has been added Help

Adld Attachment To Record REC1
CIE, Cancel

Error message Lext

Attachment
Description

Attachment File |C:\temp\errnr.b€t Browse...

[ Add Another Attachment

I, Cancel

To add a file attachment along with the record, please follow the steps below.

1. Check the Add Attachment box at the bottom of the Add page

2. Click on the Add or Add & Copy button to add the new record

3. Enter a meaningful description for the Attachment (this will be displayed when someone subsequently views the record) in the Attachment
Description field.

4. Click the Browse button (to the right) to select the file from your local machine.

5. If you wish to add another attachment, check the Add Another Attachment box at the bottom. You will be prompted to enter the
attachment description and browse to the file for the second attachment file. If you do not wish to add another attachment, simply click on the
OK button to complete the operation.

After you have added a record (and if you have been given the appropriate privileges by your Administrator), you can add more attachments and/or
edit or delete existing attachments by following the directions in the Record Attachments section of the Help.

Setting an Alert (Enterprise Edition Only)

£ Alerts are email notification messages that can be configured for a record. You can set an alert to remind you about a particular record at a later
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date and time. You can also set an alert to be sent to other users and groups in your organization.

Depending on the product you selected, you may have the option to set an alert for the record you are creating. If you are allowed to set an alert for

the record, the box Set Alert will appear at the bottom of the Add form. Check the box if you wish to set an alert for the record. After clicking the
Add or Add & Copy button, the Alert settings will be displayed as shown below.

2 Product Development Tracker (pteval) - Microsoft Internet Explorer |Z||E|E|
File Edit ‘Wiew Favorites Tools Help -",'
2l Powered by
ﬁ C)\ « lj £ D ﬁ? x L-I-L 8 $ @ MetResults Tracker
Haorme  Ouen  Task Add Edit View Dizcusz  Delete  Mebics  Historp  Order Logoff Help Yersion 6.0.0
Statuz Hecord REEC1 has been added Help
Y
Alert Settings For Record REC1 B
(0] Cancel Feset
i |1 |day(s) VH after VH Date Reported V|
Send Aler
" If Status is unchanged as of | =
 Until this date | B
Repeat Options 5 pepeat every |1 day(s) & Stap aﬁer alert(s)
" Hepeat forever
<ASsighea>
<Feparer>
<State Managerr
Send Alerts Ta .
[Developers]
[Users]
b
Additional Infarmation |
(0] Cancel Feset e
b

Details on configuring Alert settings during the Add operation can be found in the Alerts section.

Start a Discussion (Enterprise Edition Only)
ﬁﬁ A discussion can be initiated for a record using the Start Discussion check box at the bottom of the Add page. The Discussion feature
Disciiss allows users to discuss topics related to a record in parallel to a record's progress through the workflow. When starting a discussion for a
record, you can invite other users and groups to participate in the discussion.

If you have the user group privileges required to initiate a discussion, check the box for Start Discussion. After clicking on the Add or Add &
Copy button to save the new record, you will be prompted with the Discussion settings as shown below:
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File

Edit  ‘Wew Fawvorites

Tools  Help

2 Product Development Tracker (pteval) - Microsoft Internet Explorer |Z||E|

X]
;’r

d Q v

H 4 0 82 X | ZE S @ i i

Home  Query  Tazk Add E dit Wiew  Dizcusz  Delete  Metrics  Historw  Order  Logoff  Help Version 6.5.0
Statuz  Starting Hew Thread Help
Start New Thread for Record 4
8],4 Cancel

Subject

Message

Secondary Testing

Irvite Users or Lser
Groups
To This Discussion

Ok

Intial testing has been completed.
used for Secondary testing?

Is there a decision on which methods will be

Cancel

Details on starting a Discussion during the Add operation can be found in the Discussion section.
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@ NetResults Tracker Help

Viewing Records

Help Topics {4 b3

D The View Page, a read only page, is where all the information in a record such as fields, attachments, source code files, clone information, alerts,
discussion and record history can be viewed.

View Record DEVS

PRN

Project

Form

Title

Product

Platform

Reported In Version
Request Type
Severity

Description
|

Reported By
Date Reported
Related Tickets

Woeorkaround

Status

Substatus

Assigned To
Estimated Size
Planned For Version
Released In Version
Total Time

Fix Date

Fix Detail
4

Test Date

Test Description
|

Priority

{ ! z Powered by
EXIT
4@ V/ \j j,/ D Eg x L-LL E @ MetResults Tracker
Home  Ouery  Task add Edit Yiew  Dizcuss  Delete  Metics  History  Logoff  Help Version 6.5.0
Stetuz Wiewing Record DEWVS Help
”~

Task | Edit | Print | Format for Printing | Add Similar

DEVS

Product Development

Issue

Add new spreadsheet wizard
Our Spreadsheet

Windows 2000

4.2.1.None

Enhancement

2 (High Impact - Medium %)

=== 03/26/2007 03:45:54 PM [UTC-0700] === Dewveloper Two =——=

Many customers find it too hard to figure out how to create a new spreadsheet
from the standard templates. In order to be competitive, we must add wizards to
step them through this process.

Developer Two

03/26/2007 03:45:21 PM

SUP4 (Rdd a spreadsheet wizard),
SOP21 (Automate the spreadsheet creation)

In Development
None

Developer One
0.0

4.4.None.None
None.None.Mone.None
25.5

03/27/2007 05:25:07 PM

03/27/2007 05:25:11 PM [UTC-0T00]
Wizard added per spec.

==== Developer One =—==

03/27/2007 05:39:34 PM

03/27/2007 05:39:36 PM [UTC-0700]
Failed tests éc, d, e.

==== (I (Qne ====
Clicking Cancel does not delete new item.

http://www.nrtracker.com/nrthel p651/std/bots_view.htm[10/30/2009 12:43:05 PM]



Viewing Records - NetResults Tracker Help
There are two ways to view a record:

From a report on the Home or Query pages:
Click on the View icon to the left of a record in the report

@ QA v 0 £ 0O 82 X bk X B &

Poweraed by
‘ - . - t MetResults Tracker
Home  Ouerw  Task add Edit View  Dizeuss  Delste  Metrics  Historw  Logoff  Help Version 65.5.0
Statuz  Home Page - Ready Helg
Welcome Developer One

04/23/2009 01:41:47 PM [UTC-0700] Account Info | Preferences

|A55igned To Me [Users] % | 4records  Print | Export Search... Pir|x Page |1 w|of 1
PRN | Action Product Title Reported By Status

Reguest Type Priority
DEV21 o 4% | Our Database

Display new field without requiring database reload

QA Manager In Development |Enhancement 2
DEVii o' % Our Spreadsheet|Tab traversal is not in sequence Process Manager In Development Bug k]
KB& -¢ _,7/ Our Database |Managing Access Levels in Our Database Support Enginesr One | In Dev Review
DEWS g/' _,7/ Our Spreadsheet Add new spreadsheet wizard Developer Two In Development | Enhancement 1
|Rep0rted By Me [Users] “ | Zrecords Print | Export Search... 2= P‘age| 1 w|ofl
: " I i
PRN ~| Action Product Title e e Femyvmtn] | | EE DS LA e
To Version Type Version
DEVZ o i Our Cell Resize problem TBD Releasad 03/26/2007 4.2.None.None Bug 4.4.0.Bata 2
Spraadshaat 032:42:30 PM
DEV1 .,/ _,?, Our 4GL doesn't remember TBD Realzasad 03/26/2007 4.2.None.Nonea Bug 4.4.0.Bata 2
Spreadsheet |screen position

03:41:24 PM

Using the View icon on the Button bar:

Click on the View icon on the Button Bar at the top. The Search Window will appear. You can enter the record number you would like to see and click
Go to go to the View Page for the record number specified.

4 Q v O £ D0 82 X bk B 0 &

Powered by
f : ; g 1 MetResults Tracker
Home  Ouerw  Task add Edit Wiew  Dizcuss  Delste Metrics  History  Logoff Help Version 5.5.0
Statuz  Home Page - Ready Help
Welcome Developer One

04/23/2009 01:41:47 PM [UTC-0700] Account Info | Preferences

= View Record Close [¥

Assigned To Me [Users] v Page |1 w|of 1

PRN ~] Action Product Enter PRM of the desired record: Status Request Type Priority
DEV21 ./' _,,?‘, Our Database |[Display new DEVS n Development Enhancement 2
DEV11 & 4% |Our Spreadsheet|Tab traversa n Development Bug 3
KEE& -¢ _,,7/ COur Database

Managing Access Levels in Our Database Support Enginesr One | In Dev Review

DEWS g/ _,,?, Our Spreadsheet Add new spreadsheest wizard Developer Two In Development | Enhancement 1
Reported By Me [Users] % | Zrecords Print | Export Search 2 Page |1 w|of 1
- Assi Reported In Released In
PRN ~| Action Product Title A=agued oy b Daia Rageetad V] e SEfLE=. LEEEEel o
To Version Type Version
DEVZ o i Our Cell Resize problem TBD Releasad 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spraadsheat 032:42:30 PM
DEV1 o Our 4GL doesn't remember TED Released 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spreadsheet |screen position

03:41:24 PM

Record Fields
The top section of the View Page consists of the record fields. The fields that are available are based on the configuration set up by the Tracker
Administrator.

Key Fields

Because Tracker can support multiple projects and forms, the Tracker Administrator can select key fields when creating a form. Key fields are
important fields that allow you to perform searches for Link Fields, which are a special type of field that allows records to be cross-referenced. To find
out which fields are the key fields for a certain form, go to the View Page for a record. The values of the key fields will be displayed in bold. In the
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View Page sample, the fields "PRN" and "Title" are the key fields as their values are displayed in bold.

Viewing User Information

If you have been assigned permission to view user information and either the "Assigned To" or "Reported By" fields are displayed on the View page,
you can click on the user's name to display the user's profile information such as phone, email, and address as shown below.

[ - - l
{= User Information - Development, Support, KB Tracker {... EJE|E|

Full Name Developer One
Company Our Company

Email dev_one@email.com

Phone 650-555-1212
Fax 650-555-1214
Address| 1234 Technology Drive
City Our Town
State [ Province CA
Zip / Pincode 94348
Country | USA

Comment

Cloze

Expanding TextArea fields

To see the full contents of the TextArea fields, use the scroll bar to the right of the field. Click on the "+" to the left of the field to expand the TextArea
field to see the full contents or click on the "-" to collapse the field back the default size. The "Description” field in the View Page sample has the "+"
displayed to expand the field. To change the default number of lines displayed for a TextArea field, change the "Display Window" value in the Multi-line
Field Settings section in your Preferences page.

Link Fields

Link fields are fields that allow records to be linked to one another. For example, if different types of forms are available in your Tracker workgroup, your
Tracker Administrator may have set up Link field so records created by one form can be linked to records created using another form. When a Link field
is included on the View Page, any records that have been linked will be displayed as a clickable link (e.g. "SUP4" and "SUP21" in the Related Tickets
field in the View Page Sample are records that have been linked to the record being viewed). Clicking on one of the linked records will take you to the
View Page of that record.

Record Attachments
#5 To view a file attachment or go to the location of a URL attachment, click on the attachment description or the icon to the left of the description.
8 To download a file attachment, click on the download icon to the right of the attachment description.

More information can be found in the Record Attachments section.

¥ Attachments 2 Attachrnents
Description Type
8y screen shot of error 8y File
&y Tracker FAQ Fage URL

Source Code List

If you have been assigned permission to view the source code list, it will be displayed. Any source code file(s) associated with the record will be
included on the source code list.
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B Source Code Files 1 Files
Operations File Project Problem ¥ersion Fixed Yersion
ES} frrnComment frrm $/PROJECTL/Projectll/Projectl11/ 2.2 2.3.1

Each file on the source code list can be compared with other versions of the file. To compare the difference between two versions of a source

code, click on the Differences icon to the left of the source code file name. Enter a version number for the Problem Version. If you wish to
compare the oldest version of the file, leave the Problem Version field blank. Enter a version number for the Fixed Version. If you wish to compare
with the latest version of the file, leave the Fixed Version field blank. Click OK to see the differences.

A history is kept for each file on the source code list. To view the history of a file between two versions, click on the History icon to the left of

the source code file name. Enter a version number for the Problem Version. If you wish to see the history since the oldest version of the file,
leave the Problem Version field blank. Enter a version number for the Fixed Version. If you wish to see the history through the latest version of the
file, leave the Fixed Version field blank. Click OK to see the history. More information on this feature, can be found in the Source Code Control section
of this Help Guide.

Clone Info

If you have been assigned permissions to view clone information, this section will display information about and links to the "parent" record (one that
the record being viewed was copied from) as well as the "children" (copies created from the record being viewed) of this record, if any. The information
about parent and/or child records includes the record number, current status, and current assignee (owner). Additionally, if the record you are viewing is
a clone (has a parent record), a parent link will be displayed in each section (Attachments, Record History, etc.) to allow you to quickly view the
equivalent information in the parent record. For example, clicking on the parent link in the Attachments section will bring you to the View page for the
parent with the page scrolled down to the Attachments section. The example below shows the record being viewed was cloned. Record 22 is the clone
and is currently assigned to Developer One and in the "In Development" state.

Clene Info

Cloned From {Parent} MNone

Cloned As {Children} 22 (Developer One, In Development)

The example below shows the record being viewed is a clone. Record 16 is its parent and is currently assigned to Developer One and in the "In
Development" state.

Clone Info

Cloned From {Parent) 16 (Developer One, In Developrment)
Cloned As (Children) Mone

Click here for more information about the Cloning feature.

Alerts - Enterprise Edition Only

£ If Alert settings (available only in Tracker Enterprise Edition) have been configured for a record and you have been assigned permissions to view
the alert settings, these will be displayed. Examples of the information shown in the alert settings section are whether alerts are set for the record, the
date and time an alert will be sent, and whether the alert will be repeated. The Alerts section of this guide provides more details about using this
feature.

£ Alert Settings

et Alert Mo
Send Alert 1 day(s) after "Task Date" (05/10/2005 04:22:37 PM)
Mext Alert Date Mot Set
Repeat Options Mone
Additional Info
Last Run Alert Date 05/11/2005 04:22:37 PM

Discussion - Enterprise Edition Only

ﬁﬁ If a Discussion(s) (available only in Tracker Enterprise Edition) has been initiated for a record and you have been assigned permissions to view
discussion messages, this will be displayed. The following discussion thread Information is displayed: the name of each thread, status (whether

Discuss a thread has had new messages posted since you last viewed the thread), user who initiated the thread, number of messages, date and time of
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last update, and whether you are subscribed to the thread. The Discussion section of this guide provides more details about using this feature.

€ Discussion Threads 1 Threads
Thread Status Started By Messages Last Update Subscribe
Applet Discussion UPDATED QA One 3 05/10/2005 04:05:09 PM Mo

Record History

g If you have been assigned permission to view the record history, it will also be displayed. More information about the information displayed in this
section can be found in the Record History section.

Z Record History

Date Action By Status Assigned To Product Interface Comment
04/26/2005 aDD Qf One Reported Process Manager | Our WER

01:12:27 PM Browser

04/26/2005 ATTACH_ADD QA One Reported Process Manager | Qur WEB Added Attachment -
01:12:52 PM Browser Screen shot of error
04/26/2005 THREAD_START QA One Reported Process Manager OQur WEB Thread Initiated - Applet
01:14:14 PM Browser Discussion
0571072005 TASK Process Manager | Scheduled Development Qur WEB

04:20:41 PM Manager Browser

05/10/2005 TASK Developrnent In Developer One Qur WEB

04:22:37 PM Manager Developrnent Browser

06/08/2005 CLOMED_AS Development In Developer One Qur WEB Cloned As 22
11:11:09 AM Manager Development Browser

Tasking the Record

If you've been given the Task privilege by your Tracker Administrator, you can task the record that you are currently viewing by clicking on the Task
link in the upper right corner. This will take you to directly to the Task Page for this record.

Editing the Record

If you've been given the Edit privilege by your Tracker Administrator, you can edit the record that you are currently viewing. Click on the Edit link in the
upper right corner and this will take you directly to the Edit Page of this record.

Printing a Record
To print a record, click on the Print link in the upper right corner or use your browser's print function.
To view the record in the print format, click on the Format for Printing link in the upper right corner of the View Page.

On the Format For Printing page, either click on the Print link in the upper right corner or use your browser's print function to print the record. To
return to the View page, click on the Format for Viewing link in the upper right corner.

Cloning a Record

If you have been assigned permission to Clone (create a copy of) a record, there will be a Clone link in the upper right corner of the View page. When
you click Clone (and click OK to confirm that you wish to clone this record) a new record will be added with the same values for all fields as the
record you are currently viewing. After the clone operation completes, the record number of the new record will be displayed in the Status bar and you
will be viewing the clone ("child" record). You can then use the Edit or Task function to modify some of the fields in the child record. You can also
search for clones by setting the "Clone:" criteria on the Query page to "Yes" (or including "<Clone> is True" as a Query Phrase in an Advanced Query).
Additionally, you can include information about clones in a Report Layout by selecting "(Clone)" (this will add a column that displays Yes or No based
on whether or not the record is a clone of another record) and/or "(Parent PRN)" (this will add a column that displays the record number of the parent
record if it has a parent or -1 if not) as a column.

Your Tracker administrator can also configure some Task operations (Transitions) to combine the Clone and Task function into a single operation (a
Task operation that will clone a record and then modify the clone). Cloning from the Task operation allows much greater control over when a record
may be cloned (based on the current Status of the record) and which fields (in the child record) must (or, optionally, may be) changed when a copy
(clone) of a record is created. If your administrator has configured such Task operations, you may find that cloning from the View page has been
disabled.
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When the clone operation is performed, a Record History entry will be added to the parent record to note that a clone was created. Likewise, the child
Record History will include an entry noting that it was created as a clone of another record. Information about "related" records is also available in the
Clone Info section of the View page.

Note: When you use the Clone operation, only the fields will be copied from the original record. Associated information such as Attachments, Record
History, Source Code File Associations, Discussion Threads, and Alert Settings will not be copied from the parent record. However, if you have been
given permission to view clone info, you can easily view these items in the parent record by clicking on the parent link in the appropriate section of
the child record (e.g. click the parent link in the Attachments section of the child to view the Attachments section in the parent). Also, if you use the
Task operation to perform cloning, your administrator can configure (on a per Transition basis) whether or not to copy Attachments or Source Code File
Associations to the clone (child record) during the Task operation.

Add Similar

If you don't wish to create an exact copy of the record you are viewing, but instead would like to add a new record that is similar to the existing record
(or if you don't have permission to use the Clone operation), you can click the Add Similar link in the upper right corner of the View Page. This will
bring you to the Add page and fill in all fields (that are displayed on the Add page) with values from the record you were viewing. You can then modify
any field values and click the Add button to add a record similar to the one you were previously viewing.

Note: Unlike the Clone operation, no fields that are not visible on the Add page will be copied when you use Add Similar. Add Similar just sets the
initial values for fields displayed on the Add page (it's as if you clicked the Add button and then set all the fields you see to exactly match those of the
record you were viewing). In the case of the Status and Assigned To fields, it may not be possible to set these fields exactly as they are set in the
record you were viewing because certain values may not be allowed on the Add page. If that occurs for either the Status or Assigned To fields, the
Add page will be set with the default values for the Status and/or Assigned To field.

Clone vs. Add Similar

In general, Add Similar should be used when you want to create a new issue that starts at the first step in your workflow (business process). Clone
should be used if you wish to have several issues share a common workflow (parent record) up to a certain point (step where the child records were
created) or you wish to create (child) records to represent "subtasks" of the parent record (so, for instance, you could delegate parts of a larger task to
other individuals and keep track of the status of the subtasks independently).
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Marking A Task Complete

Help Topics {4 | b3 |
,/ To indicate that the work necessary for a particular process state has been completed you should use the Task operation.
There are various ways to perform the Task operation:
From a report on the Home or Query pages:
Click on the Task icon to the left of a record in the report.
] F2 Poweraed by
‘Q' C)\ V{/ J j,/ D ﬁg }( L-I-L E ﬂl @ MetResults Tracker
Home  Ouerw  Task add Edit View  Dizeuss  Delste  Metrics  Historw  Logoff  Help Version 65.5.0
Statuz  Home Page - Ready

Helg

Welcome Developer One 04/23/2009 01:41:47 PM [UTC-0700]

Account Info | Preferences

Reported By Me [Users] 2 records  Print | Export Search
PRN | Action Product Title %T;M Status Date Reported T/
DEWVZ g/' _,7/ Our Cell Resize problem TED Releasad 03/26/2007
Spraadshaat 032:42:30 PM
DEV1 e Our 4GL doesn't remember TED Releasad 032/26/2007
Spreadsheet |screen position 03:41:24 PM

Using the Task icon in the Button bar:

| Assigned To Me [Users] % | 4records  Print | Export Search 2l Page[1 v|of 1

PRN | Action Product Title Reported By Status Request Type Priority

DEVZ21 .,/ _,?‘, Our Database |Display new field without requiring database reload QA Manager In Development |Enhancemeant 2

DEVii _,7/, Our Spreadshest | Tab traversal is not in sequence Process Manager In Development Bug k]
KB& -¢ MarkTaskCDmpIete ke |Managing Access Lewvels in Our Database Support Enginesr One | In Dev Review

DEWS g/' _,7/ Our Spreadsheet Add new spreadsheet wizard Developer Two In Development | Enhancement 1

Plrix P‘agegl véufl
Reported In Request Released In

Version Type Version
4.2.None.None Bug 4.4.0.Beta 2
4.2.Mone.None Bug 4.4.0.Beta 2

Click on the Task icon on the Button bar at the top. The Search Window will appear. You can enter the record number you would like to see and click

Go to see the list of transitions available for the record number specified.

a4 A v O 2L 0O 22 X bk 2

Horme

EXITI

Powered by
MetResults Tracker
Yersion 6.5.0

Helg

Account Info | Preferences

Cuem Tazk Add Edit Wiew  Digcuzz Delete Metics Historp Logoff Help
Statuz  Home Page - Ready
Welcome Developer One 04/23/2009 02:33:25 PM [UTC-07
- Cl
Assigned To Me [Users] v L4 P ose

FPage |1 w|of 1

PRN ~| Action Product Enter PRM of the desired record:

Status Reguest Type Priority

DEV21 D ./' _,,", Our Database |[Display new DEVS n Development Enhancement 2
DEV1ii D V/ _,; Our Spreadsheet | Tab traversa n Developmeant Bug 3
KB& D -¢ _,,-; Our Database |Managing Access Levels in Our Database Support Enginesr One | In Dev Review
DEWS D g/ _,,; Our Spreadsheet Add new spreadsheest wizard Developer Two In Development | Enhancement 1
Reported By Me [Users] % | Zrecords Print | Export Search 2 Page |1 w|of 1
PRN | Action Product Title e e | LETIiEl 0 SETeEz. LzaTrmiod
To Version Type Version
DEVE | B & i Our Cell Resize problem TBD Releasad 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spraadsheat 032:42:30 PM
DEVI | B + Our 4GL doesn't remember TED Released 03/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spreadsheet |screen position 03:41:24 PM

Depending upon the current state, there may be one or more choices displayed in order to mark a task complete. The choices, called Transitions, can

be displayed as clickable buttons, radio buttons, or a pulldown menu.
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A Development, Support, KB Tracker (pteval) - Microsoft Internet Explorer :

=)

File Edit Wwiew Faworites Tools  Help :;'

4 v 00 £ DO 8 X Lk B & e

Home  Guery  Task Add E dit Wiew  Dizcusz  Delete  Metics  Historw  Logoff  Help S ErEBnLbESED

Statuz Tasking Fecord DEV1S Help

Task Record DEV19, Current State: "Reported”

Fleaze select an operation below and click Ok,

%

Schedule

Schedule the record for development.

" Defer

Defer the record to be addressed st a later time.

" Close

Cloze the record because the issue has been resalved.

" Mark Duplicate

The record iz a duplicate of an existing one. Mark thiz as duplicate.

(]S Cancel

Task Fields

Once you select a choice, the next screen will show the appropriate fields required to be filled out for completing a task.
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Ahaa® i L M et iy Rt (. T ke AN

Home  Quem Tazk Add Edit Yiew  Dizcuzs  Delete  Metrice  Higtory  Admin Order Logoff Help

Yersion 6.5.0

Statuz Tasking Record DEVEZ Help

s

Task Record DEV22, Current 5tate: "Reported”, Operation: "Close" —-

(] 24 Cancel

The Close Date is automatically set. If Close Defail cannot be provided, please "Defer” until additional information
is obtained. Fields marked with * and Color are required.

The preduct invelved in the izsue being reported

Product ||Our Spreadsheet et

Description  |=——— 03/29/2008 12:21:46 PM [UTC-0700] ——— Support Engineer One
An "access denied" error happens when I try to login.

Close Date 0211772009 03:16:58 PM

Detailed information about how/why the isgue was clesed (e.g. what steps were taken to resclve the issue).

Close Detail = 03/31/2008 03:16:15 PM [UTC-0800] =——— QA One -
(currenty Closed becanse it counld not be reprodoced.
F|
Close Detall *  |ciozed because error was happening due to permissions configuration. *
(addttional)

If the iszue iz a duplicate of an existing one, select the existing PRN for thiz field.

Duplicate Of | set Femove
History
Comment *
Set Alert [
Options [ Add Attachment(s)

[ Associate Source Code File(s)

(]2 Cancel

Fields and / or a history comment may be displayed after selecting a transition. The fields presented are called task fields. Some of these fields may be
for your information only (read-only task fields) and cannot be modified. Other fields including the history comment may require a modification before
you can click OK to proceed. Depending on how your Tracker has configured the system, there may be some text above the task fields to explain
which are required. For example, the following text or something similar can be displayed to identify required fields: "Fields marked with *, Bold and
Color are required fields."

The field help will be displayed if you have checked the box for the Enable Field Help preference and your Tracker Administrator has entered
information to describe this field. If a Field Help icon Pis displayed, move your cursor over the icon to see a description of the field.

When a date field is present during the Task operation, you can click on the calendar icon to select a date or you can manually enter a date in the

appropriate format (e.g. "mm/dd/yyyy HH:MM:SS AM/PM" or the date & time format selected in the Preferences section.). The time component is
optional. Click on the day to select the date to be entered into the date field. Click < or > to move backward or forward one month or click << or >> to
move backward or forward one year. Click Now to set the date field to be the current date and time. Click on Exclude Time if you want to exclude
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the time information from being saved in the date field. For a field where the time information has previously been excluded, click Set Time if you wish
to include the current time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and
calendar dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business Days
option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

{{| = | July 2007 | > |>>

Su Mo Tu e Th Fr Sa
1 2 3 4 a G T
g 9 10 11 12 13 14

13 16 17 18 19 20 l

22 23 24 25 26 27 25

29 30 3

Set Time

o 0k Cancel

When large text fields are present, an Annotate button will be displayed to the left of the field. Clicking on the Annotate button will add a date and
time stamp with your User ID to the field. This makes it easy to distinguish which information within the field has been added by you or another user.

To view the full contents of the large text fields, use the scroll bar on the right of the field. Alternatively, the number of lines displayed for these large
text fields can be customized by setting the value of the Display Window option in the Multi-line Field Settings section on your Preferences page.

When a pulldown field is present, it may be displayed as a traditional pulldown, radio buttons, vertical radio buttons or a search pulldown. When a field
is displayed as a search pulldown, you can enter key words to find any option menu items that match your criteria. To make a selection in a search
pulldown, click on the Set button to the right of the field, type in one or more key words and click on the Find button. Any items that matched your
criteria will be displayed, click on the item you wish to select, then click on the Set button (or simply double click on the item you wish to select).

Your Tracker may have been configured to have dependent pulldown fields. Dependent pulldowns are pulldown fields where the option menu values
displayed in one pulldown are determined by the value selected in the pulldown it is dependent on. If you change the value selected in a parent
pulldown field, it may change the values available in the child pulldown menu based on the relationship set up between the two fields.

Link fields are fields that allow records to be linked to one another. For example, if different types of forms are available in your Tracker workgroup, your
Tracker Administrator may have set up Link field so records created by one form can be linked to records created using another form. When a Link field
is presented during the Task operation, any records that have been linked will be displayed. To add items to the Link field, click on the Set button. A
list of items that can be added will be displayed (if you are using a browser other than Internet Explorer, the list will not be displayed until you click on
the Find button). To search for items using a key word(s), type the key word(s) into the Search Criteria field and click on the Find button. Any items
that matched your key word(s) will be displayed. The key word(s) are searched within the key fields for the forms you are searching. Because
Tracker can support multiple projects and forms, the Tracker Administrator can select key fields when creating a form. To find out which fields are the
key fields for a certain form, go to the View Page for a record. The values of the key fields will be displayed in bold. In the View Page sample, the
fields "PRN" and "Title" are the key fields as their values are displayed in bold. When a Release Number field is a key field, the value you enter into
the Search text box will be searched within each individual digit of the Release Number field. For example, you can search using values like "1", "Beta
2", etc. Basically, you can search for the items that are configured as choices in the Release Number field. However, you cannot search for a
combination of multiple digits at once. For example, if you enter "1.2" into the Search text box in an attempt to find records that have values like
"1.2.0.None", "1.2.0.Beta 1", "1.2.1.-", you will get 0 matches because it will search for the value "1.2" within each individual digit of the Release
Number. To select an item, click on the item. To select multiple items, hold down the Ctrl button on your keyboard while clicking on the items to be
added. Click on the Add or Set button to add the selected items to the Link field. To remove items from the Link field, click on the item, then click on
the Remove button. To select multiple items, hold down the Ctrl button on your keyboard while clicking on the items to be deleted.

If the Link Field has been configured to allow more than one item to be linked, you will see the total number of items that are currently linked ("Count")
and the maximum number of items ("Max") that can be linked below the Set and Remove buttons.

Attachments

If your Tracker Administrator has configured the transition you selected to allow attachments to be saved to the record, the option Add
Attachment(s) will be available. Check the box for this option if you wish to save an attachment to the record you are processing. To add a file
attachment to the record:

1. Check the Add Attachment box at the bottom of the Add page
2. Click on the OK button to complete the Task operation

3. Enter a meaningful description for the Attachment (this will be displayed when someone subsequently views the record) in the Attachment
Description field.

4. Click the Browse button (to the right) to select the file from your local machine.

5. If you wish to add another attachment, check the Add Another Attachment box at the bottom, then click OK to proceed. You will be
prompted to enter the attachment description and browse to the file for the second attachment file. If you do not wish to add another attachment,
simply click on the OK button to complete the operation.
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<} Product Development Tracker (pteval) - Microsoft Internet Explorer E|@|E|
File Edit Wiew Favorites Tools  Help 'l’;'
A 7 Powered by
‘Q' C)\ ‘// j j,/ D ﬁg x L-I-L g rld ﬂl @ MetResults Tracker
Home  Quemy Tagk Add Edit Yiewe  Dizcugz Delete  Meticg  History  Admin Logoff Help Version 6.0.0
Statuz HKecord EEC1 has been added Help

Add Attachment To Record REC1
Ik, Cancel

Error message TeXt

Attachrment
Description

Aftachrment File |C:'\temp'\ern:ur.t>ct Browse...

[ Add Another Attachment

Ik Cancel

Source Code Files

If your Tracker Administrator has configured the transition you selected to allow source code files to the associated to the record, the option
Associate Source Code File(s) will be available. Check the box for this option if you wish to associate source code files to the record you are
processing. To associate a source code file to a record:

1. During the Task operation, the option Associate Source Code File(s) will be available. Check the box to associate source code file(s) to
the record you are processing.

2. After clicking OK, a new form will appear. The left column will show a directory listing the projects in your Source Code Control database. "$"
denotes the root of the database. Double click on a project folder to expand it one level. Navigate to find the file you wish to associate to the
record. The list of files will appear on the right column. Select a file in the right column by clicking on it.

3. If desired, enter a version number in the field The problem was found in version.

If desired, enter a version number in the field The problem was fixed in version.

5. If you wish to associate another source code file, check the box for the option Associate Another Source Code File, then click OK to
complete the operation. If you checked the box to associate another source code file, repeat the above steps to associate another file.

>

After you have processed a record using the Task operation (and if you have been given the appropriate privileges by your Administrator), you can
associate more source code files and/or remove existing files by following the directions in the Source Code Control Help section.

General Information about the Task operation

Note that once you click OK to complete the Task operation, Tracker automatically advances the record to the next process state, and assigns the
record to the next appropriate user.

If your Tracker Administrator has configured the transition you selected to "clone" (create a copy of) the record you originally selected, the Task
operation will first create a copy of the original record, then the Task operation will be performed on the clone (child record). All of the fields you update
(Task Fields) and other changes (such as assignment and status changes) that are made by the Task operation will be made to the clone. When a
Task operation that clones a record completes, the record number that is displayed will be the record number of the (newly created) clone, not the
(parent) record you originally selected. Typically, the Transition name will also reflect the fact that a clone operation will be done (e.g. "Copy Record",
"Add Subtask", etc.). Review the Cloning a Record, section of the View page Help for further information on record cloning.

After clicking on the OK button, if your Tracker workgroup is set up to send email notification messages when a record has been processed using the
Task operation, you will see a message "Sending Email Notifications...Please wait". This message indicates that the changes to the record have been
saved and Tracker is sending the email notification messages.

Alerts (Enterprise Edition Only)

£ Alerts are email notification messages that can be configured for a record. You can set an alert to remind you about a particular record at a later
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date and time. You can also set an alert to be sent to other users and groups in your organization.

If you have been given the appropriate privileges, you may be given the option to set an alert during the Task operation as shown below. Details on
how to configure Alert settings during the Task operation can be found in the Alerts section.

Set Alert v
o |1 |day[s) V||aﬂer V||<Task Datex V|
Send Alert
O If Status is unchanged as of | =]
 Until this date | B
Repeat

Options [~ Repeat every |1 day(s) v # Stop aﬂer alert(s)

" Repeat forever

<Assigneer
<Reporter:
<State Manager?

Send 4

Alerts To [Admins]
[U=sers]
b
Additional |
Infarmation

Dk Cancel
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@ NetResults Tracker Help
Editing Records

_‘?/ A record can be edited to make changes to the

Help Topics {4 | b3 |

fields, attachments, source code files, alerts and record visibility. In organizations where the

workflow process is very structured, the Edit operation is generally reserved for managers or users who need to handle special cases as they arise
while the majority of users use the Task operation to process records. In organizations where processes are less formal, the Edit operation may be the

preferred method of processing records for all users.
There are various ways to perform the Edit operation:

From a report on the Home or Query pages:
Click on the Edit icon to the left of a record in the report.

4 Q v D £ DO 82 X ik

Home  Quem Tazk Add Edit Wiews  Discuzz  Delete

Metrice  Histom

EXITI @ Powered by

HetResults Tracker
Logoff  Help Version 5.5.0

Statuz  Home Page - Ready

Hela

Welcome Developer One

\Assigned ToMe [users] Print | Export

V 4 records
PRHN [¥| Action
DEV21 " 4% | Our Database

DEVii V/ Our Spreadshest | Tab traversal is not in sequence

Product Title

KB& -¢ _,7/ Our Database |Managing Access Levels in Our Database
DEWS «/’ _.;, Cur Spreadsheet |Add new spreadsheet wizard
Reported By Me [Users] V 2 records Print | Export
PRN | Action Product Title —"'—“‘SET;'“’
DEWVZ «/’ _J, Cur Cell Resize problem TBD
Spraadshaat
DEV1 V/ _,3, Our 450 doesn't remember TED

Spreadsheet |screen position

Using the Edit icon in the Button bar:

04/23/2009 01:41:47 PM [UTC-0700]

Account Info | Preferences

Display new field without requiring database reload

Search R Page |1 w | of 1
Reported By Status Request Type Priority

QA Manager In Development |Enhancemeant 2

Brocess Manager In Development Bug 3

Support Enginesr One | In Dev Reaview

Developer Two In Development | Enhancement 1

Status

Released

Released

Search Ririx Pageé 1 '«‘Ecnc 1
rReported 1n Reguast Releasad In
Date Reported T Ray rtl_ad In Reguast Releas_ed In
—ate neported Version Type Version
03/26/2007 4.2.None.Mone Bug 4.4,0.Beta 2
03:42:20 PM
0z/26/2007 4.2.None.Mone Bug 4.4,.0.Beta 2

03:41:24 PM

Click on the Edit icon on the Button bar at the top. The Search Window will appear. You can enter the record number you would like to see and click

Go to go to the Edit Page of the record specified.

- =

a4 Q v 0 £
Home  Cuem Tazk Add Edit Wiew  Dizcuzz  Delete
Statuz  Home Page - Ready

Welcome Developer One 04/23/2009 03:09:33

O 82 X |k X

Metrice  Histomy

M [UTC-0700

EXITI @ Powared by

MetResults Tracker
Logoff  Help Version 6.5.0

Helg

Account Info | Preferences

Assigned To Me [Users] ., | EditRecord

Close [

PRN ~| Action Product

Enter PRM of the desired record:

FPage |1 w|of 1

Status

Once you've selected a specific record, the Edit Page will be displayed.
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e Powered by
ﬁ q v/ ﬂ £ D Eg x L-I-L E Gﬁ $ @ MetResults Tracker
Home  Ouery  Task add E dit View  Dizcuss  Delete  Metrics  History  Admin - Order  Logoff  Help T e
Status  Editing Fecord DEVZZ
Edit Record DEV22 Attachments | Source Code Files | Alerts —
Update Fields [0k
History
Comment *
This operation should only be used for special cases. If this is not a special case, please use the TaSK icon
instead. If you have any questions, please refer to the Help Guide.
PRM DEV22
Project  Product Development
Form  Issue
A brief summary of the iszue being reported
Title |Add a print wizard
The product invehred in the issue being reported
Product ||Our Spreadsheet et
Platform & Macintosh © Windows 2003 ¢ Windows XP
REF’ME':! In 3 - 1 +* MNone = _ MNone =
Version
Reqguest Type  Ephancement - Severity 6 (Med Impact - Low %) - Custom Work?
Priority €1
2
3
* -Select-
Description |[=—— 03/25/2008 12:21:46 PM [UTC-0700] = Support Engineer Ome =——= -
Add a print wizard to allow users to choose various properties
Annotate =
Reported By  Support Engineer One -
Date Reported |[]3_-‘29_-’2008| 12:21:19 PM =

Editing Fields

The edit form allows you to directly modify any field of the record. This can be useful if you wish to update a description, or force a record to a particular
process state (for instance, mark a record as "Released" before it has been tested). After making changes to the fields on the Edit page, click on the

Update Fields (OK) button to save your changes.

If you have made changes to the fields on the Edit page, but do not wish to save the changes, you can click on the Cancel button to abort your

changes and immediately return to the previous page you were viewing. Or, if you have made changes, but wish to reset the fields to their previous

values (the values the fields had before you made changes), you can click on the Reset button to restore the original values of the fields.

When you edit the record you can also enter a comment that will be saved in the history for the record. This can be useful in the future to help
determine why the record was edited. Up to 2000 characters can be entered into the History Comment field.

The field help will be displayed if you have checked the box for the Enable Field Help preference and your Tracker Administrator has entered

?
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information to describe this field. If a Field Help icon s displayed, move your cursor over the icon to see a description of the field.

When a date field is present on the Edit Page, you can click on the calendar icon to select a date or you can manually enter a date in the

appropriate format (e.g. "mm/dd/yyyy HH:MM:SS AM/PM" or the date & time format selected in the Preferences section.). The time component is
optional. Click on the day to select the date to be entered into the date field. Click < or > to move backward or forward one month or click << or >> to
move backward or forward one year. Click Now to set the date field to be the current date and time. Click on Exclude Time if you want to exclude
the time information from being saved in the date field. For a field where the time information has previously been excluded, click Set Time if you wish
to include the current time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and
calendar dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business Days
option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

{{| = | July 2007 | > |>>

Su Mo Tu e Th Fr Sa
1 2 3 4 a G T
g 9 10 11 12 13 14

13 16 17 18 19 20 l

22 23 24 25 26 27 ]

29 30 3

Set Time

o 0k Cancel

When large text fields (TextArea) are present, an Annotate button will be displayed to the left of the field. Clicking on the Annotate button will add a
date and time stamp with your User ID to the field. This makes it easy to distinguish which information within the field has been added by you or
another user.

To view the full contents of the large text fields, use the scroll bar on the right of the field. Alternatively, the number of lines displayed for these large
text fields can be customized by setting the value of the field Display Window in the Multi-line Field Settings section on your Preferences page.

When a pulldown field is present on the Edit page, it may be displayed as a traditional pulldown, radio buttons, vertical radio buttons or a search
pulldown. When a field is displayed as a search pulldown, you can enter key words to find any option menu items that match your criteria. To make a
selection in a search pulldown, click on the Set button to the right of the field, type in one or more key words and click on the Find button. Any items
that matched your criteria will be displayed, click on the item you wish to select, then click on the Set button (or simply double click on the item you
wish to select).

Your Tracker may have been configured to have dependent pulldown fields. Dependent pulldowns are pulldown fields where the option menu values
displayed in one pulldown are determined by the value selected in the pulldown it is dependent on. If you change the value selected in a parent
pulldown field, it may change the values available in the child pulldown menu based on the relationship set up between the two fields.

After clicking on the Update Fields (OK) button, if your Tracker workgroup is set up to send email notification messages when records are edited,
you will see a message "Sending Email Notifications...Please wait" in the Status bar. This message indicates that the changes have been made to the
record and Tracker is sending the email notification messages.

Link Fields

Link fields are fields that allow records to be linked to one another. For example, if different types of forms are available in your Tracker workgroup, your
Tracker Administrator may have set up Link field so records created by one form can be linked to records created using another form. When a Link field
is included on the Edit Page, any records that have been linked will be displayed. To add items to the Link field, click on the Set button. A list of items
that can be added will be displayed (if you are using a browser other than Internet Explorer, the list will not be displayed until you click on the Find
button). To search for items using a key word(s), type the key word(s) into the Search Criteria field and click on the Find button. Any items that
matched your key word(s) will be displayed. The key word(s) are searched within the key fields for the forms you are searching. Because Tracker can
support multiple projects and forms, the Tracker Administrator can select key fields when creating a form. To find out which fields are the key fields for
a certain form, go to the View Page for a record. The values of the key fields will be displayed in bold. In the View Page sample, the fields "PRN" and
"Title" are the key fields as their values are displayed in bold. When a Release Number field is a key field, the value you enter into the Search text box
will be searched within each individual digit of the Release Number field. For example, you can search using values like "1", "Beta 2", etc. Basically, you
can search for the items that are configured as choices in the Release Number field. However, you cannot search for a combination of multiple digits at
once. For example, if you enter "1.2" into the Search text box in an attempt to find records that have values like "1.2.0.None", "1.2.0.Beta 1", "1.2.1.-",
you will get 0 matches because it will search for the value "1.2" within each individual digit of the Release Number.

To select an item, click on the item. To select multiple items, hold down the Ctrl button on your keyboard while clicking on the items to be added. Click
on the Add or Set button to add the selected items to the Link field. To remove items from the Link field, click on the item, then click on the Remove
button. To select multiple items, hold down the Ctrl button on your keyboard while clicking on the items to be deleted.

If the Link Field has been configured to allow more than one item to be linked, you will see the total number of items that are currently linked ("Count")
and the maximum number of items ("Max") that can be linked below the Set and Remove buttons.
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Record Attachments

The edit page also allows you to add, edit, or remove an attachment for the record. The Record Attachments section contains more details.
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Source Code Control

If you have been assigned permission to edit the source code list, you will be able to add, edit or remove source code files for the record. The Source
Code Control section has more details about this feature.

Alerts - Enterprise Edition Only

If you have been assigned permission to edit the alert settings for a record, you will be able to set up an alerts for the record as shown below. Refer to
the Alerts section of this Help Guide for more information on setting an Alert for a record.

Edit Alert Settings For Record RECD

Ok, Cancel
Set Alert @ Yes 7 Ma
|1 |day[s]| V||aﬂer V||TestDate V|
Send Alert
" If Status is unchanged as of | =]
* Until this date | =

Repeat Oplions & papeat every |1 dayis) ¥ Stop aﬁer alert(s)

" Repeat forever

{Assighear
<Feporer>

<State Manager>

Send Alerts To
[Admins)
[Uzers]

£

Additional Information |

JE Cancel

Modifying Record Visibility

If Record Visibility has been enabled, and you are a member of a user group that is allowed to modify the visibility of a record to user groups, the field
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Make Visible to These User Groups will appear. This field is a selection list at the bottom of the page which allows you to select to which user
groups this record should be visible. To select more than one user group, hold down the shift or control key while clicking on the user groups. If you
wish to make a record visible only to the Admins user group, click on the blank space at the bottom of the list.
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Tracker allows you to associate as many files as you wish with a record. These "attachments" can be anything from an image file, to a customer
email or a website URL.

Attachments are presented as a list of standard HTML hyperlinks when the record is viewed by the user, and are presented to the user in a new
browser window when clicked.

Adding an Attachment

‘23 Product Development Tracker (pteval) - Microsoft Internet Explorer

File Edit View Favorites Tools Help T h
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Add Attachment To Record REC1
Ik, Cancel

Error message text

Attachment
Description

Attachrment File |C:Htemp\ermr.bd Browse..

[ Add Anather Attachment

Ik, Cancel

An attachment file can be included with a record when the record is first created (see Adding Records), when processing records (see Marking a
Task Complete) or it can be added to a record by following these steps:

1. Edit the desired record, either by navigating to it via a query result, or via the Edit icon

2. Click on the Attachments link in the upper right corner of the Edit Page. A form appears that displays the current attachments associated
with the record.

3. Select the type of attachment you are adding. File is a file which will be uploaded to your server. URL is a URL specification (which is not
uploaded to the server). The URL attachment type may be useful when tracking problems on web sites.

4. Click on the Add New Attachment button

5. In the form displayed, enter a meaningful description of this attachment in the Attachment Description: field

6. If you have selected a File attachment, use the Browse button to select the file from your local machine. If you have selected a URL
attachment, type in the URL you wish to add as an attachment. Please include the protocol portion of the URL (e.g. http://, ftp://, file://, etc.)
for URL attachments. Without the protocol portion entered in the URL, you won't be able to use the link you have saved.

7. Click on the OK button

If you should encounter any errors when uploading files to the server, a list of the files which encountered problems and the associated error
messages will be displayed at the top of the next page.

Editing an Attachment
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To edit an existing attachment, follow these steps:

1. Edit the desired record, either by navigating to it via a query result, or via the Edit icon

2. Click on the Attachments link in the upper right corner of the Edit Page. A form appears that displays the current attachments associated
with the record.

3. Locate the desired attachment in the table and click on the Edit button that appears in the same row

4. In the form displayed, edit the attachment URL or description. If the attachment is a File attachment, you will not be presented with the
option to edit the URL.

5. Click on the OK button

Removing an Attachment
To delete an existing attachment, follow these steps:

1. Edit the desired record, either by navigating to it via a query result, or via the Edit icon

2. Click on the Attachments link in the upper right corner of the Edit Page. A form appears that displays the current attachments associated
with the record.

3. Locate the desired attachment in the table and click on the Delete button that appears in the same row
4. Click on the OK button

Viewing Attachments

%5 Attachments & Attachments
Description Type
By screen shot of errar @3 File
By Tracker FAD Page URL

Attachments to records appear as a list of descriptions and clickable links when the record is viewed.

@ To view a file attachment or go to the location of a URL attachment, click on the attachment description or the icon to the left of the
description.

8y To download a file attachment, click on the download icon to the right of the attachment description. The action that occurs when the link is
clicked depends upon the actions defined for each file type in the user's browser and on the file extension to file type mapping used by your web
server. Please refer to your web browser's documentation for details on how to set up actions to handle various file types. Please contact your web
site administrator if a file is not being mapped to the appropriate file type by your web server.

http://www.nrtracker.com/nrthel p651/std/help_edit_attachments.htm[10/30/2009 12:43:38 PM]


http://www.netresultstracker.com/

Source Code Control - NetResults Tracker Help

@ NetResults Tracker Help sl

Source Code Control Help Tapics « | » |

Tracker allows you to associate any source code file from your Source Code Control system to a record.

The source code files are presented as a list when the record is viewed as shown below.

®8 Source Code Files 1 Files
Operations File Project Problem ¥ersion Fixed ¥ersion
E8§ frrComment.frm $/PROJECT1/Projectll/Project1il/ 2.2 2.3.1

The source code list within each record can be edited to add or remove source code file associations.

In addition, a history of older versions of each source code file can be viewed. The older versions can be compared to display the differences within
the source code file.

Source Code Control Login Settings
Each user must supply their SourceSafe Login Settings in order to edit the source code list.
To enter the login information, each user should:

1. Login to the workgroup

2. Click on the Preferences link

3. In the SourceSafe Login Settings section, enter the User ID and Password he or she uses to access the Microsoft Visual
SourceSafe database

4. Click OK to save these settings

Associating a Source Code File to a Record
Source code files can be associated to a record when processing a record (see Marking a Task Complete) or by using the steps below:

Edit the desired record, either by navigating to it via a query result, or via the Edit icon.

Click on the Edit Source Code List button. A form appears that displays the current source code files associated with the record.

Click on the button labeled Add New Source Code File.

A new form will appear. The left column will show a directory listing the projects in your Source Code Control database. "$" denotes the root
of the database. Double click on a project folder to expand it one level. Navigate to find the file you wish to associate to the record. The list
of files will appear on the right column. Select a file in the right column by clicking on it.

5. If desired, enter a version number in the field The problem was found in version.

6. If desired, enter a version number in the field The problem was fixed in version.

7. Click OK to associate the file to the record. A confirmation message will be displayed, click OK to proceed.

N E

Editing the List of Source Code Files

For each source code file that has been associated with a record, you can edit the version information in the fields The problem was found in
version and The problem was fixed in version. You can also replace the source code file with another one from the Source Code Control
database.

To edit an entry on the Source Code List:

Edit the desired record, either by navigating to it via a query result, or via the Edit icon.

Click on the Edit Source Code List button. A form appears that displays the current source code files associated with the record.

Click on the Edit button to the right of the entry you wish to modify.

To replace a file, navigate to the appropriate project folder in the left column, then double click on the file name in the column on the right.
If desired, modify the fields The problem was found in version and The problem was fixed in version.

When modifications are complete, click OK, then OK again to confirm.

o kwunpR

Removing a Source Code File Association from a Record
To remove a file from the Source Code List:

1. Edit the desired record, either by navigating to it via a query result, or via the Edit icon.
2. Click on the Edit Source Code List button. A form appears that displays the current source code files associated with the record.
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3. Click on the Delete button to the right of the entry you wish to delete, then click OK to confirm.

Viewing the History of a Source Code File

The history of each source code file can be accessed via the source code list within a record. The history has an entry for each version of the

file that has been checked into the source code control database. The history information collected for each version includes file type, date of
action (check-in, check-out, etc.), user who performed action, and any comments entered about the action. From this list of history entries, you can
generate a comparison between two versions of the source code file.

To view the history for a source code file:

View the desired record, either by navigating to it via a query result, or via the View icon.

Scroll down to the list of Source Code files associated with the record.

Click on the History button to the left of the source code file you wish to see.

If desired, enter a version number in the fields Problem Version and Fixed Version. Leaving these fields blank will generate history
information for all versions.

To see the details of a version listed in the history, click on the version you wish to see. The history details of the version will be displayed.
6. Additionally, a difference between versions can be generated from the history listing of a source code file. The two columns in the File
History, called Base and Against, contain radio buttons where you can select 2 versions to compare for a list of differences. In the Base
column, click on the radio button for the oldest version you wish to compare. In the Against column, click on the radio button for the latest
version you wish to compare. Click on the Diff button at the top to generate the differences between the versions selected.

bl BN

o

Comparing Versions of a Source Code File

The history contains an archive of each version of a source code file. Any two versions can be compared to display the differences. This is
especially useful to be able to see the specific changes that were made in a source code file to fix a particular problem or introduce an
enhancement.

There are 2 ways to generate a list of differences between 2 versions:

Method 1

View the desired record, either by navigating to it via a query result, or via the View icon.
Scroll down to the list of Source Code files associated with the record.
Click on the Differences button to the left of the source code file you wish to see.

If desired, enter a version number in the fields Problem Version and Fixed Version. Leaving these fields blank will compare the oldest
and latest versions. Then, click OK to generate the list of differences.

Bwn R

Method 2

View the desired record, either by navigating to it via a query result, or via the View icon.

Scroll down to the list of Source Code files associated with the record.

Click on the History button to the left of the source code file you wish to see.

If desired, enter a version number in the fields Problem Version and Fixed Version. Leaving these fields blank will generate history
information for all versions.

5. The two columns in the File History, called Base and Against, contain radio buttons where you can select the versions to compare. In the
Base column, click on the radio button for the oldest version you wish to compare. In the Against column, click on the radio button for the
latest version you wish to compare. Click on the Diff button at the top to generate the differences between the versions selected.

ONPE

Querying Records for Source Code Information

Users that are members of user groups with the "View Source Code Files" privilege enabled are able to include Source Code related fields in the
criteria of a standard or advanced query. The fields "Source Code File", "Problem Version" , and "Fixed Version" are displayed in the standard and
advanced query pages. You can enter text and version information into these fields to be used as search criteria in the query. For details on
running queries, please refer to the Querying Records or Advanced Queries Help sections.
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Note: This feature is only available in Tracker Enterprise Edition.

ﬁ:. Alerts are a form of email notification messages that can be triggered by a lack of change in a record's state within a certain time period. For
example, a record should not stay within a particular state for longer than 2 days. An alert can be sent if the record is still within the same state

after a period of 2 days has passed. Alerts can also be used as a reminder or alarm type feature; they can be triggered relative to any date field

in the record or can be set to notify users at a certain date and time after a record has been processed using the Task operation.

Alerts can be configured per record. Each record can have different alert settings including when, how, how often, and to whom the alerts should
be sent.

When specifying when to send an alert either for a given record or a transition, a fixed date and time can be entered or a date and time based
on a date field within the record can be used. In addition, alerts can be sent once or configured to repeat periodically. Any combination of users
and / or user groups can receive alerts for a particular record.

Setting Alerts during the Add Operation

Depending on the product you selected, you may have the option to set an alert for the record you are creating. If you are allowed to set an alert
for the record, the box Set Alert will appear at the bottom of the Add form. Check the box if you wish to set an alert for the record. After
clicking the Add or Add & Copy button, the Alert settings will be displayed as shown below.

=
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e« Send Alert
The user can select when the alert should be sent. A relative or absolute time can be specified. A relative time can be selected by
choosing the radio button to the left of the option X <Interval> <before or after> <Date> where X can be any number from 1 to 99,
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<interval> can be hours, days, weeks, or months, and <Date> can be <Now> or another date field in the record. Example 1: If "5 days
after <Now>" is selected, the alert will be sent 5 days after the record is added. Example 2: If "10 hours before <Due Date>" is selected,
the alert will be sent 10 hours before the date and time entered in the field called "Due Date" in the record.

If a date field is selected as the date to generate an alert and this date field has no value in a record, an alert will not be generated. If a
date field is selected as the date to generate an alert and this date field is later removed from the record, then <Now> will be set as the
date to generate an alert (to replace the date field that was removed).

An absolute time can be selected by choosing the radio button to the left of the option If state is unchanged as of <Date and
Time> where <Date and Time> is any date and time you choose. The <Date and Time> entered should comply with the date and time
formats in the user's preferences. For example, if the user has "mm/dd/yyyy" selected as the date format and "12 hour" as the time
format, the information entered for <Date and Time> in the alert settings must be of the form "mm/dd/yyyy hh:mm:ss PM". The time
component is optional. You can select a date by clicking on the Calendar icon. Click on the day to select the date to be entered into the
date field. Click < or > to move backward or forward one month or click << or >> to move backward or forward one year. Click Now to
set the date field to be the current date and time. Click on Exclude Time if you want to exclude the time information from being saved
in the date field. For a field where the time information has previously been excluded, click Set Time if you wish to include the current
time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and calendar
dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business
Days option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

« Repeat Options
The user can select whether an alert should be repeated after the first alert is sent. Checking the box to the left of Repeat every X
<interval> will enable an alert to be sent multiple times. The user can enter any number from 1 to 99 and select hour, day, week, or
month as the <interval>. An alert can be repeated until a particular date (select the radio button for Until this date <Date> and enter
a date), or after the alert has been sent a particular number of times (select the option Stop after X alert(s) where X is a number
from 1 to 10), or forever (select the option Repeat forever).

¢ Send Alerts To
The user can choose which users or user groups will receive the alert. To select multiple users and / or groups, hold down the CTRL
button on your keyboard while clicking on the users / groups. Depending on the configuration selected by your Tracker Administrator, the
user groups displayed may only be those groups of which you are a member.

« Additional information
Up to 80 characters can be entered. This information will be included in the alert notification email.

These alert settings will be in effect for the newly added record until the state is changed either via the Task or Edit operations or if the alert
settings are changed in the Edit Alerts section.
Configuring Alert Settings during Task Operation

When the task operation is performed on a record, you may be prompted to configure alert settings as shown below.

Set Alert v
|1 day(s) +| after || <ToskDate>
Send Alert
O If Status is unchanged as of | =
C Until this date | =
Repeat
Options [ Repeat every |1 dayls) ¥ * Stop after| 3 ¥ alert(s)
T RHepeat forever
Send
Alerts Ta [Admins]
[Users]
W
Additional |
Information
I, Cancel
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Set Alert
Checking the box for this option indicates an alert should be generated using the alerts settings below. Unchecking the box indicates that
no alert should be sent.

Send Alert

The user can select when the alert should be sent. A relative or absolute time can be specified. A relative time can be selected by
choosing the radio button to the left of the option X <Interval> <before or after> <Date> where X can be any number from 1 to 99,
<interval> can be hours, days, weeks, or months, and <Date> can be <Task Date> or another date field in the record. Example 1: If "5
days after <Task Date>" is selected, the alert will be sent 5 days after this task operation is complete. Example 2: If "10 hours before
<Due Date>" is selected, the alert will be sent 10 hours before the date and time entered in the field called "Due Date" in the record.

If a date field is selected as the date to generate an alert and this date field has no value in a record, an alert will not be generated. If a
date field is selected as the date to generate an alert and this date field is later removed from the record, then <Task Date> will be set as
the date to generate an alert (to replace the date field that was removed).

An absolute time can be selected by choosing the radio button to the left of the option If state is unchanged as of <Date and
Time> where <Date and Time> is any date and time you choose. The <Date and Time> entered should comply with the date and time
formats in the user's preferences. For example, if the user has "mm/dd/yyyy" selected as the date format and "12 hour" as the time
format, the information entered for <Date and Time> in the alert settings must be of the form "mm/dd/yyyy hh:mm:ss PM". The time
component is optional. You can select a date by clicking on the Calendar icon. Click on the day to select the date to be entered into the
date field. Click < or > to move backward or forward one month or click << or >> to move backward or forward one year. Click Now to
set the date field to be the current date and time. Click on Exclude Time if you want to exclude the time information from being saved
in the date field. For a field where the time information has previously been excluded, click Set Time if you wish to include the current
time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and calendar
dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business
Days option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

Repeat Options

The user can select whether an alert should be repeated after the first alert is sent. Checking the box to the left of Repeat every X
<interval> will enable an alert to be sent multiple times. The user can enter any number from 1 to 99 and select hour, day, week, or
month as the <interval>. An alert can be repeated until a particular date (select the radio button for Until this date <Date> and enter
a date), or after the alert has been sent a particular number of times (select the option Stop after X alert(s) where X is a number
from 1 to 10), or forever (select the option Repeat forever).

Send Alerts To

The user can choose which users or user groups will receive the alert. To select multiple users and / or groups, hold down the CTRL
button on the keyboard while clicking on the users / groups. Depending on the configuration selected by your Tracker Administrator, the
user groups displayed may only be those groups of which you are a member.

Additional information
Up to 80 characters can be entered. This information will be included in the alert notification email.

These alert settings will be in effect for the record until the state is changed either via the Task or Edit operations or if the alert settings are
changed in the Edit Alerts section.

Editing Alert Settings

fj; A user can edit the alert settings for a record if they have the required privileges. A user can edit the alert settings for a record by clicking on
the Edit icon in the top button bar and entering a record number or by clicking on the Edit icon next to a record number in a report on the
Query or Home page. Clicking on the Alerts link in the upper right corner of the Edit Page will display the following alert settings for the record:
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Edit Alert Settings For Record RECO
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Set Alert
Selecting Yes will send an alert based on the values below

Send Alert

The user can select when the alert should be sent. A relative or absolute time can be specified. A relative time can be selected by
choosing the radio button to the left of the option X <Interval> <before or after> <Date> where X can be any number from 1 to 99,
<interval> can be hours, days, weeks, or months, and <Date> can be <Now> or another date field in the record. Example 1: If "5 days
after <Now>" is selected, the alert will be sent 5 days after the alert settings are saved by clicking OK. Example 2: If "10 hours before
<Due Date>" is selected, the alert will be sent 10 hours before the date and time entered in the field called "Due Date" in the record.

An absolute time can be selected by choosing the radio button to the left of the option If state is unchanged as of <Date and
Time> where <Date and Time> is any date and time you choose. The <Date and Time> entered should comply with the date and time
formats in the user's preferences. For example, if the user has "mm/dd/yyyy" selected as the date format and "12 hour" as the time
format, the information entered for <Date and Time> in the alert settings must be of the form "mm/dd/yyyy hh:mm:ss PM". The time
component is optional. You can select a date by clicking on the Calendar icon. Click on the day to select the date to be entered into the
date field. Click < or > to move backward or forward one month or click << or >> to move backward or forward one year. Click Now to
set the date field to be the current date and time. Click on Exclude Time if you want to exclude the time information from being saved
in the date field. For a field where the time information has previously been excluded, click Set Time if you wish to include the current
time information in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and calendar
dismissed when a date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business
Days option in the Preferences section. Click Cancel to dismiss the calendar without saving changes.

Repeat Options

The user can select whether an alert should be repeated after the first alert is sent. Checking the box to the left of Repeat every X
<interval> will enable an alert to be sent multiple times. The user can enter any number from 1 to 99 and select hour, day, week, or
month as the <interval>. An alert can be repeated until a particular date (select the radio button for Until this date <Date> and enter
a date), or after the alert has been sent a particular number of times (select the option Stop after X alert(s) where X is a humber
from 1 to 10), or forever (select the option Repeat forever).

Send Alerts To

The user can choose which users or user groups will receive the alert. To select multiple users and / or groups, hold down the CTRL
button on the keyboard while clicking on the users / groups. Depending on the configuration selected by your Tracker Administrator, the
user groups displayed may only be those groups of which you are a member.

Additional information
Up to 80 characters can be entered. This information will be included in the alert notification email.
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Note: This feature is only available in NetResults Tracker Enterprise Edition.

ﬁ? The Discus_sions featurg is a means of allowing users to communicate abqut var_ious topics pertaining to a record. This_allows users tc_> collaborate
Discuss without having to coordinate a meeting for everyone tp cqntnbute to the discussion. For gxample, a recorq may be assigned to a partl_cular
developer, but several developers are needed to provide input for an enhancement's design or the resolution of a bug. These discussions can
continue in parallel to the record's progression through the workflow.

Discussions are also useful for archiving information for later use. For example, information on how to reproduce, workaround, or fix a bug can be
addressed in a discussion thread. In a customer support organization, the discussion information would be useful to help the support team provide
information to the customers as quickly as possible. Another example lies in integrating a new user into a project. The user can review the information
present in the discussion to become familiar with the project's progress to date.

A discussion can be started for any record. The user initiating the discussion can invite other users or user groups to participate in the discussion. Within
the discussion for each record, multiple threads can be started to discuss multiple topics. Users can post and reply to messages within a particular thread.
Users can also choose to receive email messages to notify them about a new discussion or new posts to a discussion by subscribing to a discussion
thread.

Preparation for using the Discussion feature

In order to use the Discussion feature, you must have the Discuss icon displayed in the top button bar. Please contact your Tracker Administrator if you
do not have this icon displayed. When using the Discussion feature, you have the ability to set preferences that determine whether you should receive
discussion invitations and new post notification messages by email. You can also choose how many lines of text you would like to display in the message
window in the Discussion section. Review the Preferences section for details on how to customize these settings.

Access a Discussion

There are a various ways to access the Discussion section for a record:

From a report on the Home or Query pages:
If you are subscribed to a discussion for one of the records in the report, click on the Discuss icon to the left of the record.

] z Powered by
@ ExIT @

‘Q. J \j j D ﬁg x L-LL' g —I MetResults Tracker
Home  Ouey  Task idd Edit Wiew  Discussz  Delete  Metics  History  Logoff Help Version 6.5.0
Statuz  Homwe Page — Ready Help

Welcome Developer One 04,/24/2009 01:57:56 PM [UTC-0700] Account Info | Preferences

§A55|'gned To Me [Users] v 4 records Print | Export Search Pir|x Pageg 1w of 1
PRHN |>] Action Product Title Reported By Status Reguest Type Priority
DEV21 'V/ _J’, Our Database |Display new field without requiring database reload oA Manager In Development Enhancement 2
DEVi1i y/ _/'/ Cur Spreadsheet | Tab traversal is not in sequence Process Manager In Development Bug 3
KBS y/ _/'/ Cur Database |Managing Access Levels in Qur Database Support Engineer One | In Dev Review
y/ @Dur Spreadsheet |Add new spreadsheet wizard Developer Two In Development Enhancement ik
' Reported By Me [Users] v | Zrecords  Print | Export Search Ll=|x Page |1 v|of 1
: - 1
PRN ¥|  Action Product Title e e ey el [ 1] I =g i R R S T
To Version Type Version
DEVZ o Cur Cell Resize problem TED Released 032/26/2007 4.2.None.None Bug 4.4.0.Beta 2
Spreadsheet 03:42:20 PM
DEV1 \/ _,.?, Ciur 4GL doesn't remember TED Released 03/26/2007 4.2.Mone.Mone Bug 4.4.0.Beta 2
Spreadsheet |screen position 03:41:24 PM

Using the Discuss icon in the Button bar:
Click on the Discuss icon on the Button bar at the top, The Search Window will appear. You can enter the record number you would like to discuss and
click Go to go to the Discussion section for the record number specified.
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From an email notification message:

If your Preferences are set such that you receive a discussion invitation or new post notification by email, you can also reach the discussion by clicking on
the URL listed in the email message.

Invitations and Subscriptions

Another user can invite you (or a user group in which you are a member) to participate in a discussion when he or she starts a new thread for a record.
This invitation automatically subscribes you to a discussion thread. When you are subscribed to a discussion thread, this indicates you will receive
notifications related to the thread based on your Preferences.

If you are not invited to participate in a discussion thread, you can subscribe to the thread by performing the following steps:

1. Click on the Discuss icon in the top button bar and enter the appropriate record number
2. Check the box in the Subscribe column for the thread to which you want to subscribe
3. Click OK to save this change

3 Product Development Tracker (pteval) - Microsoft Internet Explorer |Z |E|E
File Edit Miew Favorites Tools Help ;'
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Statuz Thread Initiated

Help

Thread List For Recorid 4 Go To Home Page | Go Ta Last Query Results | 2 Threads

(0] 4 Stant Mew Thread

Last Wisit: 11/20/2007 01:14:10 PM

Thread Status Started By Meszages Last Update Subscribe Delete
Test Plan QA Manager 1 11/20/2007 01:14:10 PM 7 o
Specification Review Pracess Manager 1 11/20/2007 01:13:26 PM I~ I~

Ok Start MNew Thread

To unsubscribe from a discussion thread:

1. Click on the Discuss icon in the top button bar and enter the appropriate record number
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2.
3.

Uncheck the box in the Subscribe column for the thread from which you want to unsubscribe
Click OK to save this change

After unsubscribing from a discussion thread, you will no longer receive notification messages related to that thread. You can still access a discussion
thread even if you are not subscribed to it.

Editing a Subscriber List

You can modify the list of users and user groups subscribed to a discussion thread. To do this:

1.

areDn

6.

Go to the Discussion section of a record by clicking on Discuss icon in the top button bar and entering the record number or by clicking on the
Discuss icon for a record on the Query or Home page.

Click on a thread to view its contents

Click on the Edit Subscriber List button at the top of the page

To add a user or group to the Subscribed list, click on the user or group in the right column Not Subscribed, then click on the Add button.
To remove a user or group from the Subscribed list, click on the user or group in the left column Subscribed, then click on the Remove
button.

Click OK to return to the thread's message list.

Any users in the Subscribed list that have "(*)" noted are users which manually subscribed to the thread by checking the Subscribe box on the Thread
List or on the Message List pages.

Edit Subscriber List for Record 4, Thread "Secondary Testing

Ok,

Subscribed Not Subscribed
[Developers] [Admins]

[B4] [Managers]
[Festrictedlsers]
Frocess Manager™ [Users]

Admin

Build Manager
Dewveloper One
Development Manager
QA kanager

& Ao 0A One

Femowe =

Mote: Users marked with [*] zubzcribed ¢ unsubscribed individually at Thread List page or Meszsage List page.

QK

Initiating a Discussion

With sufficient user group privileges, you can start a discussion within a record. One way to start a discussion is on the Add page when creating a new
record. The other way is to go to the Discussion section for a record.

Starting a Discussion via the Add page
To start a discussion when adding a record, enter the information in the fields on the Add form, then check the Start Discussion box at the bottom,
then click on the Add or Add & Copy button. On the next page, enter the following information about the discussion thread you are creating:
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Start New Thread for Record 4

Dk, Cancel

Subject  |Secondary Testing

Intial testing has kheen completed. Is there a decision on which mwethods will he
used for ZSecondary testing?
heszage

Irwite Users or User
Groups
To This Discussion

04 Cancel

¢ Subject

Enter some information to describe the topic of the new thread you are creating

Message
Enter information that will appear in the first message posted to this thread. For example, you could describe in more detail the topic of the thread.
You could also describe what contributions are expected from the users who participate in the discussion.

Invite Users or Groups to Discussion

By default, when you initiate a discussion, you are subscribed to the discussion thread you are creating. You can unsubscribe yourself, by clicking
on your User ID in the Invite Users or Groups to Discussion field so that your User ID is de-selected. Click on the users and / or user
groups that should be invited to participate in the discussion thread you are creating. To select multiple users or groups, hold down the CTRL
button on your keyboard while clicking on the users and groups. Users have the option to set their Preferences such that they will receive an email
when they are invited to participate in a new discussion thread.

After entering the information above, click OK to create the new thread.

Starting a Discussion for a record after it has been added
To create a thread, click on the Discuss icon in the top button bar, then enter the number of the record for which you want to start a discussion and click

OK.

If the record does not have any existing discussion threads, you will be prompted to enter the following information. If the record already has existing
threads, you can add a new thread by clicking on the Start New Thread button, then entering the information below:

Subject
Enter some information to describe the topic of the new thread you are creating

Message
Enter information that will appear in the first message posted to this thread. For example, you could describe in more detail the topic of the thread.
You could also describe what contributions are expected from the users who participate in the discussion.

Invite Users or Groups to Discussion

Click on the users and / or user groups that should be invited to participate in the discussion thread you are creating. To select multiple users or
groups, hold down the CTRL button on your keyboard while clicking on the users and groups. Users have the option to set their Preferences such
that they will receive an email when they are invited to participate in a new discussion thread.

After entering the information above, click OK to create the new thread.

Viewing a Thread
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When one or more threads have been created in a record, they will appear on the Thread List. To get to the thread list for a record, click on the Discuss
icon in the top button bar and enter the number of the record you wish to see. You can also click on the Discuss icon next to a record from the reports on
the Home or Query pages.

The Thread List for a record shows details about each thread such as the name of the thread, the user who started it, the number of messages, and the
date and time of the last update. To view a thread, click on the name of a thread on the list.

If a thread has been updated since your last login, UPDATED will appear in the Status column of the thread list. This indicates that there are new
message(s) to view in the thread.

Thread Structure and Operations

When viewing a thread, the top of the page will display the thread information. Below the thread information, a tree structure is displayed which lists all
messages in the thread. The first entry in the tree structure is the thread information. Click on the subject of a message in the tree structure so its contents
will be displayed at the top of the page. To change the number of lines of text you wish to see when first displaying a message, set the Message Display
Window option in the Preferences page. Click on the "+" icon in the top left corner of the message contents to expand it to see all of its contents. Click on
the "-" to collapse the contents of the field to the original window size.

There are 2 ways to sort the message list. By default, the messages are sorted in thread order, meaning the messages are organized in a tree
structure with levels to indicate the hierarchy of each message. In this mode, the thread message is at the top level. Any reply to this thread message
starts a new level (second level). Replies to messages at the second level start a new level (third level) and so on. The other way to sort the message list
is in chronological, or time order. To change the sorting order, click on the order icon in the upper right corner of the message box. The image below
displays a message list sorted in thread order.

r
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Message List for Record 4

)4 Cancel
W Subscribe ta this Thread
Re: Secondary Testing Developer One 11/20/2007 02:17:24 P @ {7 1} QB
2l This build is very similar to the last project. WWe can use the same scripts, but some scenarios are slighly different. Be sure to adjust

accardingly.

A One wrote;
= The testing scripts from the last project appear suitable for this build.

Subject Status Uszer Posted
Secondary Testing & Manager 1172042007 02:03:23 PM
Be: Secondary Testing (4 One 1142042007 02:11:46 PM
{He: Secondary Testing INE W] Developer One 11/20/2007 02:17.24 PM
Mewly created Test Scripts NE W] (A Manager  11/20/2007 02 36:07 PM
Be: Mewly created Test Scripts 04 One 11/20/2007 02:38:35 PM
Ovwerall Test Plan, NE Wi QA Manager  11/20/2007 02:37-42 PM

¥ When the thread order icon is displayed in the upper right corner of the message box, the message list is currently sorted in time order. Click on this
icon to change the message list sort order to thread order.

¥ When the time order icon is displayed in the upper right corner of the message box, the message list is currently sorted in thread order. Click on this
icon to change the message list sort order to time order.

1 I % Lf When viewing a message in the tree structure, you can use the up and down arrows in the upper right corner of the message to navigate
through the tree structure.

If you have the appropriate privileges, you can view, edit, post, reply, or delete a thread and the messages it contains. The thread is the first message
listed in the tree structure. If NEW is displayed in the Status column of a message on the list, this indicates that you have not viewed that message.

42 To reply to the thread, click on the reply icon in the upper right corner of the thread message box at the top. A reply to the thread is a message.
The message you create with your reply will be listed one level under the thread in the tree structure. The message is indented to the right to show that it
is at the next lower level to the thread. REPLY will be displayed in the Status column of your reply message in the message list.

[ To reply to the thread with the original thread information included, click on the reply with original thread icon in the upper right corner of the thread
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message box at the top. The content of the thread will appear in the Message section preceded by "<User Name> wrote:". Type your reply above the
original thread content. The message you create with your reply will be listed one level under the thread in the tree structure. The message is indented to
the right to show that it is at the next lower level to the thread. REPLY will be displayed in the Status column of your reply message in the message list.

B To edit the thread, click on the edit icon in the upper right corner of the thread message box at the top.
When a message is viewed (by clicking on the message in the tree structure), the message content is displayed in the message box at the top.

4 To reply to a message, click on the reply icon in the upper right corner of the message box at the top. The message you create with your reply will
be listed one level under the message to which you replied. The message is indented to the right to show that it is at the next lower level to the message
(and two levels below the thread). REPLY will be displayed in the Status column of your reply message in the message list.

B To reply to a message with the original message content included, click on the reply with original message icon in the upper right corner of the
message box at the top. The content of the original message will appear in the Message section preceded by "<User Name> wrote:". Type your reply
above the original message content. The message you create with your reply will be listed one level under the message to which you replied. The
message is indented to the right to show that it is at the next lower level to the message (and two levels below the thread). REPLY will be displayed in
the Status column of your reply message in the message list.

B To edit the message, click on the edit icon in the upper right corner of the message box at the top.

* To delete the message, click on the delete icon in the upper right corner of the message box at the top.

Discussion Information in Reports
The reports displayed on the Query and Home pages in Tracker can display the following icons related to discussions within a record.
E If you have the appropriate privilege, you can click on this icon to view the discussion threads in a record in the query results.

If you have the appropriate privilege, you can click on this icon to view the discussion threads with new messages posted in a record in the query
results.

You can also include whether a record contains a discussion to which you are subscribed as criteria in a saved query. The field Discussion
Subscription on the Query page has "*", "Yes", and "No" as options. Selecting "Yes" will include records which contain discussion threads to which you
are subscribed in the query results. Selecting "No" will exclude such records.
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The Query page is the section where reports can be generated. You can generate ad-hoc reports, create and run saved reports, create
report layouts to choose which fields will be displayed in report results as well as print, export and edit the report results.

The Query page has several sections, each section operates independently of the others (except for the Preview button in the Saved Queries
bar which can be used on both saved and advanced saved queries):

e« Saved Queries bar - This allows you to create, edit and run saved reports. The functions of the Saved Queries bar are described in
the Using Saved Queries & Reports section.
« Report Layouts bar - This allows you to create and edit saved report layouts. The function of the Reports Layouts bar are also

described in the Using Saved Queries & Reports section.

¢ Query for Records section - This is where you can create and run ad-hoc reports. This Help section describes the functions of
the Query for Records section.

« Advanced Query section - The area where you can create, edit and run more complex saved reports. Advanced Query features
are described in the Advanced Query section.
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To run an ad-hoc query:

Click on the Query icon in the top button bar

Click on the Clear button in Query for Records section to clear out any previously selected query criteria

If you wish to have a title displayed for this report on the Query Results Page, enter a title in the Report Title field

Select a report layout in the Report Layout pulldown displayed in the Query dialog section (below the Run Query button). The report

layout selected determines the fields that will be used in the columns of the report displaying the results of the query.

5. Select criteria for the ad-hoc query. You can combine any or all of the fields displayed to define a query. Each value is applied to the
query as an AND clause, that is, the query will return all records that match all of the specified criteria. Review the Selecting Query
Criteria by Field Type section for details about how to select criteria in the different field types as part of the ad-hoc query.

6. Below the fields where query criteria can be selected, you can use the Sort By and Sort Order options to select which fields to sort

Pwbne
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by, and choose Ascending or Descending as the sort order for the query results. Link and TextArea type fields cannot be selected for
the Sort By options. Please note that when the preference Exclude Time From Reports is enabled and a Date field is selected in the
Sort By section, the query results will be sorted by the time in each record even though the results will not include the time
information. When PRN (Record ID) is selected for one of the Sort By fields, the records will be ordered according to the numeric
component of the PRN (Record ID) field. The short name of the form will not be used as part of the sorting when PRN (Record ID) is
selected. For example, let's say you have PRNs "REC1" and "REC2". The sorting will be done using "1" and "2", ignoring the "REC".

7. Click on the Run Query button to run the query

8. The records that matched the query criteria will be displayed. More detail on the results can be found in the Query Results section.

The Clear button in the Query for Records section can also be used to set the criteria such that the query will return all records. To run a
query that returns all records:

Click on the Query icon in the top button bar
Click on the Clear button

Click on the Run Query button

The results page will display all records

hwbdpE

A Reset button is available in the Query for Records section, allowing you to restore each query field to the values which were used in the
last query that was run. This function is useful if you wish to use a previously executed query as a baseline for further queries.

Selecting Query Criteria by Field Type
Query criteria is entered or selected differently for the various field types available in Tracker.

Project

This field is only available if you have been given visibility to more than 1 project in Tracker. You can limit the query criteria to only those
records that belong to a particular project(s) or select * to match any project. The selection made in this field will determine the options
available in the Form field. To select multiple projects, hold down the Ctrl button on your keyboard while clicking on the projects to select
them.

Form

This field is only available if you have been given visibility to more than 1 form in Tracker. You can limit the query criteria to only those
records that were submitted using a particular form(s) or select * to match any form. The selection made in this field determines which fields
are available for selecting query criteria. To select multiple forms, hold down the Ctrl button on your keyboard while clicking on the desired
forms to select them. If you have selected one or more forms, a Get Fields button will be displayed. Click on the Get Fields button to
refresh the page with the fields that belong to the forms you have selected.

Assigned To

You can select any active user or user group within the system or select * to match any user. User groups are denoted as [user group]
within the pulldown. To select multiple users or user groups, click on the "&" to expand the pulldown for multiple selection, hold down the
Ctrl button on your keyboard while clicking on the users or users groups to select them. You can also search for a key word or phrase in the
Assignee field by using the Eull Text Search option.

Clone
You can select "Yes" to match only records that are clones of other records, or select "No" to match only records that are not clones of other
records, or select * to match any records irrespective of whether it is a clone.

Date

Select a start date in the On or After field and, if desired, an end date in the AND Before field for the date period you wish to match. To
match any value, leave the field blank. You can either type in the date(s) or click on the calendar icon to select a date. In the calendar, click
on the < or > to move backward or forward one month. Click on the << or >> to move backward or forward one year. Click Now to set the
date field to be the current date and time. Click on Exclude Time if you want to exclude the time information from being saved in the date
field. For a field where the time information has previously been excluded, click Set Time if you wish to include the current time information
in the field. Click OK to choose the highlighted date to be entered into the date field. Date will be selected and calendar dismissed when a
date is clicked when the time is excluded. Dates displayed in red are non-business days according to the Business Days option in the
Preferences section. Click Cancel to dismiss the calendar without saving changes.

Another option is to search within a relative date range (e.g. all records reported within the last 2 weeks or all records with a Due Date in the
next 3 days). Select the radio button to the left of the option called within the, select "previous" or "next", enter an integer to specify how
many increments of time to include in the range and select the time increment desired (days, weeks, months or years). The results will be
returned using the current date and time as the reference point. For example, if you run a query on June 15, 2006 12:20:00 PM that will return
all records reported in the previous 2 days, the results will include all records that have a Date Reported between June 13, 2006 12:20:00
PM and June 15, 2006 12:20:00 PM.

Deleted
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You can select "No" to include only records that are not marked as deleted, or select "Yes" to match only records that are marked as deleted,
or select * to match any records irrespective of whether it is marked deleted.

Discussion Subscription

You can select "Yes" to return records that contain a discussion thread to which you are subscribed, or select "No" to return records that do
not contain a discussion thread to which you are subscribed, or select * to return any records irrespective of whether it contains a discussion
thread to which you are subscribed.

Float (Floating Point Number)
You can specify a value and one of the following conditions: <, <=, >, >= and =. To match any value, select the condition * and leave the
value blank. You can also search for a numeric value or phrase in multiple Float fields by using the Full Text Search option.

Integer
You can specify a value and one of the following conditions: <, <=, >, >= and =. To match any value, select the condition * and leave the
value blank. You can also search for a numeric value or phrase in multiple Integer fields by using the Full Text Search option.

Link
You can specify one of the following conditions and its associated search criteria:

e Select the * condition to match any value.

« contains: This will return any record where the key fields of the linked item contains the string that is typed into blank field.

« is one of: This will return any record that is linked to the selected item(s). To select the linked item criteria, click the Set button. A
list of items that can be added will be displayed (if you are using a browser other than Internet Explorer, the list will not be displayed
until you click on the Find button). To search for items using a text or numeric string, type the string into the Search Criteria field and
click on the Find button. Any items that matched your string will be displayed. The string is searched within the key fields for the
forms you are searching. When a Release Number field (a field that contains 4 connected values, e.g. "1.2.1.Beta 1") is a key field,
only basic searches for the sub-components of the field (for example, entering "1" to find records with "1.2.1.Beta 1") can be done.
Searching for a whole value, like say "1.2.1.Beta 1" is not available.

To select an item in the list, click on the item. To select multiple items, hold down the Ctrl button on your keyboard while clicking on
the items to be added. Click on the Add button to add the selected items to the search criteria. To remove an item, click on the item,
then click on the Remove button.

« matches: This will return any record that is linked to any of the items in the selected saved query.

PRN

You can specify a value and one of the following conditions: <, <=, >, >= and =. To match any value, select the condition * and leave the
value blank. When entering criteria into the PRN field, enter only an integer (don't include the short name of the PRN). For example, if you are
trying to locate the record "SUP205", enter "205" into the PRN field. However, unless you make specific selections in the Project and Form
fields, this will return any records from other forms that have 205 as part of the PRN (e.g. BUG205, CUS205, etc.). You can also search for a
numeric value or phrase in the PRN field by using the Eull Text Search option. In in the Full Text Search box, you must enter the short name
(if applicable) to return a specific PRN.

Pulldown
You can pick any particular value, or select * to match any value. To select multiple values within the pulldown, click on the "=" to expand the
pulldown for multiple selection, hold down the Ctrl button on your keyboard while clicking on the values to select them.

When a pulldown is configured as a "Search Pulldown", a Set button will be available to the right of the field. Select * to match any value.
Or, to search for values to be included in the criteria, click on the Set button. Type in key word(s) and click on the Find button. Any option
menu items that matched your key word(s) will be displayed. To add one of the items in the search results to the pulldown, click on the item,
then click on the Add button. To add multiple items, hold down the Ctrl button on your keyboard as you click on the items, then click on the
Add button. Any of the items you add can be used as part of the search criteria for an ad-hoc or saved query. Additional items can be added
at any time by clicking on the Set button. To remove items, click on the item (or hold down the Ctrl button on your keyboard and select
multiple items), then click on the Remove button.

You can also search for a key word or phrase in multiple Pulldown fields, use the Full Text Search option.

Release Number
You can pick any particular value, or select * to match any value in each of the 4 values for Release Number type fields.

Reported By

You can select any user or user group within the system or select * to match any user. User groups are denoted as [user group] within the
pulldown. To select multiple users or user groups, click on the "=" to expand the pulldown for multiple selection, hold down the Ctrl button on
your keyboard while clicking on the users or user groups to select them. If you wish to search for a key word or phrase in the Reported By
field, use the Eull Text Search option.

Status
You can select any currently defined workflow state, or a State Group or select * to match any value. To select multiple states, click on the "=
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" to expand the pulldown for multiple selection, hold down the Ctrl button on your keyboard while clicking on the states to select them. State
Groups allow you to define collections of states to query against. State Groups are denoted as [state group] within the pulldown. For
example, your Administrator could define a State Group named "Active" that includes all the states except for "Closed". Check with your
Tracker Administrator for information about state groups that have been created in your workgroup. If you wish to search for a key word or
phrase in the Status field, use the Full Text Search option.

Text or TextArea
You can enter a key word or phrase you wish to match in a Text or TextArea type field or leave blank to match any value. If you wish to
search for a key word or phrase in multiple Text or TextArea fields, use the Full Text Search option.

URL
You can enter a key word or string you wish to match in a URL type field or leave blank to match any value. If you wish to search for a key
word or phrase in multiple URL fields, use the Full Text Search option.

YesNo
You can pick "Yes" or "No" or select * to match any value.
Full Text Search

A Full Text Search option is available in the sub-section called Search (below the Report Layout field) when running ad-hoc queries. To
include a full text search as part of your query criteria, enter a key word(s) or phrase into the for text box. Float, Integer, PRN, Pulldown,
URL, Text and TextArea type fields will be displayed in the in field. Also included are the system fields Assigned To, Reported By and Status.
Select the fields that you want to include in the search for your key word(s) or phrase. Select the search method you wish to use in the
using field. Search Methods

¢ All Words: The search will return all records which contain all of the words typed into the "Search Words" field.

e« Any Word: The search will return all records which contain any of the words typed into the "Search Words" field.

« Exact Phrase: The search will return all records which contain the exact match for the string typed into the "Search Words" field.

¢ Boolean Expression: You can allow the use of Boolean operators such as "AND", "OR" and "NOT". A + sign can be used as
"AND". You can also use quotes to distinguish a string of words as one part of the Boolean expression.

Search Method Examples

Key Word(s) or Phrase entered in Search

Search For field Method RSl
. The search will return all records which contain the word "access" OR the
access denied Any Word " o
word "denied".
. The search will return all records which contain both "access" AND
access denied All Words .
denied".
. The search will return all records which contain the string "access
access denied Exact Phrase -~
denied".
. Boolean The search will return all records which contain the word "access" OR the
access OR denied . e
Expression word "denied".
. Boolean The search will return all records which contain the word "access" AND
access AND denied . B
Expression the word "denied".
. Boolean The search will return all records which contain the word "access" AND
access + denied . Wl At
Expression the word "denied".
access NOT denied Boolean The search will return all records which contain the word "access" but
Expression NOT the word "denied".

Dependent Pulldowns

In some cases, your Tracker Administrator may have configured dependent pulldowns in the system. A set of dependent pulldowns is a pair of
pulldown menus where one pulldown is the child pulldown field and the other is the parent pulldown field. The option menu items that are
displayed in the child pulldown field are determined by the option menu item that is selected for the parent pulldown field. A simple example to
illustrate this functionality:

A system has a pulldown called Product with two option menu items "Our Computer" and "Our Printer". A pulldown called Component has the
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option menu items "Hard Drive", "Video Card", "Toner", and "Paper Tray". The components "Hard Drive" and "Video Card" correspond to the
"Our Computer" option menu item in the Product pulldown field. The components "Toner" and "Paper Tray" correspond to the "Our Printer"
option menu item in the Product field. When a user selects "Our Computer" for the Product field, only the options "Hard Drive" and "Video
Card" will be displayed in the Component field. The Component pulldown (child) is dependent on the Product pulldown (parent).

By default, these relationships between pulldown fields are not enforced when running queries. If you would like these dependencies between
pulldown fields to be enforced when you perform queries (including the queries that display your home page reports), change the setting
Enforce Dependency in Query Page to be set to Yes in the Preferences section. To do this,

Login to the workaroup
On the Home Page, click on the Preferences link

Scroll down to the "Query Page Pulldown Settings" section. Check the box for the setting Enforce Dependencies
Click OK to save this change.

PN E

In some cases, not all of the pulldown fields involved in the dependency chain will be visible on the Query Page. For example, let's say we
have the following dependency chain configured:

Pulldown A > Pulldown B > Pulldown C

If Pulldown B is not visible on the Query Page while the "Enforce Dependency in Query Page" option is enabled, Pulldown C will show all
possible menu items instead of only those menu items associated with the selection made in Pulldown A.

Obsolete Items

In some cases, your Tracker Administrator may mark some option menu items as obsolete. An obsolete option menu item is a value in a
pulldown field that cannot be selected for new records, but may be contained in existing records. When running queries, you may wish to
search using obsolete items. If you would like for obsolete option menu items to be available to be used as part of search criteria on the
Query Page:

Login to the workaroup
On the Home Page, click on the Preferences link

Scroll down to the "Query Page Pulldown Settings" section. Check the box for the setting Include Obsolete Items
Click OK to save this change.

hwnPE

Examples of Queries

Goal Procedure

Click on the Clear button. Set the "Assigned To" field to "Robert Frank" and click on

Find all records assigned to "Robert Frank". the Run Query button.

Find all records for the product "Big Widget" that Click on the Clear button. Set the "Product" field to "Big Widget" and the "Status" field

need to be assigned for testing. to "Fixed" and click on the Run Query button.

Locate a record related to random program Click on the Clear button. Enter "random crash" in the "Description" field and click on
crashes. the Run Query button.

Locate all records with the word "print" in the Click on the Clear button. Enter "print" in the "Description" field and click on the Run
Description. Query button.

Query Results

Once you have run a query, you can view, task, edit or view discussion threads to which you are subscribed for any of the records listed in
the query results. You can change the sort order of the Query results at any time by clicking on the field name of the column you wish to sort
by. The initial sort order is based on the selections made in the Sort By options of the Query for Records section or in the saved query. The
field that is being used as the primary sort field will have an arrow to the right of the field name. If the arrow is pointing down, the results are
sorted by that field in a descending order. If the arrow is pointing up, the results are sorted by that field in an ascending order. Clicking once
on the field with the arrow will reverse the sort order. Clicking once on any field that does not have the arrow will sort the results in ascending
order by that field. Any field except Link and TextArea type fields can be clicked to sort the results by that field.

Please note:

« When the preference Exclude Time From Reports is enabled and a Date field is selected in the Sort By section, the report results will
be sorted by the time in each record even though the report will not display the time information
« When PRN (Record ID) is selected for one of the Sort By fields, the records will be ordered according to the numeric component of the
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PRN (Record ID) field. The short name of the form will not be used as part of the sorting when PRN (Record ID) is selected. For
example, let's say you have PRNs "REC1" and "REC2". The sorting will be done using "1" and "2", ignoring the "REC".

« When a Release Number type field is selected for one of the Sort By fields, the records will be ordered by the actual values of the
option menu items in the field (not by the order property set for each option menu item by the Tracker Administrator)

« If records from multiple forms are included in the search results and are sorted by a field that is not common to both forms, records
that do not have a value for the sort field will be listed first when sorting in ascending order.

2 Development, Support, KB Tracker (support) - Microsoft Internet Explorer
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The number of query results displayed per page is based on the value of the field Maximum Records in the Report Settings section of

your Preferences page. By default, this is set to display 20 records per page.

<] [+ Use the next page and previous page icons to navigate through the query results or use the page pulldown to go directly to a specific

page number.

When the "Assigned To" or "Reported By" fields are displayed in the query results and if you have the privilege that allows you to see user
profile information, you can click on the user's name to display their profile details as shown below.
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7= User Information - Development, Support, KB Tracker {... EJ[E|E|

Full Hame Developer One
Company Our Company

Email dev_one@email.com

Phone 650-555-1212
Fax 650-555-1214
Address 1234 Technology Drive
City Our Town
State [ Province CA
Zip [ Pincode
Country

Comment

D If you have the appropriate privilege, you can click on this icon to view a record in the query results.
,/ If you have the appropriate privilege, you can click on this icon to task a record in the query results.

_‘;?/ If you have the appropriate privilege, you can click on this icon to edit the fields, attachments or source code list in a record in the query
results.

If you have the appropriate privilege, you can click on this icon to view the discussion threads to which you are subscribed within a record
in the query results.

If you have the appropriate privilege, you can click on this icon to view the discussion threads to which you are subscribed with new
messages posted within a record in the query results.

The query results can be formatted for printing as a table or text (text will display the full contents of all fields, table format may truncate long
fields based on the settings in the Report Layout you used). To print the query results, select "Text" or "Table" and click on the Print link in
the upper right corner of the Query Page. If you wish to see a preview before printing, select "Text" or "Table", then click on the Print
Preview button. Please note that when the preference Exclude Time From Reports is enabled and a Date field is displayed in the report
layout, the time information will not be included (only the date) when print previewing or printing the query results. If you have performed a
search within the query results or have applied a filter, only the records you see when you click on the Print link will be included.

The query results can be exported to a *.CSV file (comma separated values format) by clicking on the Export link in the upper right corner of
the Query Results page. Please note that when the preference Exclude Time From Reports is enabled and a Date field is displayed in the
report layout, the time information will not be included (only the date) when exporting the query results. If you have performed a search within
the query results or have applied a filter, only the records you see when you click on the Export link will be included.

Search Within a Set of Query Results

You can do a text search within the fields displayed in a set of query results using the Search Window available above the results. For
example, you may wish to search for any records with "print" in the Title as shown in the sample below.

http://mww.nrtracker.com/nrthel p651/std/bots_query.htm[10/30/2009 12:44:38 PM]



Querying Records - NetResults Tracker Help

A Development, Support, KB Tracker (support) - Microsoft Internet Explorer = @ |
File Edit ‘iew Favorites Tools  Help #
] ( 2 z Powered by
‘@' \// Ij j D ﬁa x L_LL 8 ﬁ $ Exll @ HetReszults Tracker
Home  Ouery  Task Add E dit Yiew  Digcuzz  Delete  Metics  History  Admin Order Logoff Help Mersinnb:s
Statuz 12 records matched the current cquery Help
Query Results ()% Text =+ | Print Preview Print | Export | Edit Records | Delete Records
|pri|-|t p - | = Page |1 w | of 1
) Search In: Title Using: al ) Request
PEN [~] Action Product " —, Beported In Version nedtiest
Ay Wi w| 2T Type
SUPZD o Unknown | Warm o | o Mone.Mone,Mone,Mone | Unknown
Expir Al Wiorcds
clicki : Exact Phrase
butte ||Azsigned To *|  |Boclean Expressian
SUP19 .‘/ _,.?{, Car Browser | Save rosoory o o I LI EEE k] o 0 1.5.1.Mone Enhancermeant
rmoare than 20 days 12:230:15 PM
SuUP1s s o | Our Browser History is missing TED Closed | 03/27/2007 1.0 1.5.Mone.Mone Bug
recent entries 11:55:18 AM
SUp9 o AL Cur Can't print from TED Reported | 03/27/2007 0.0 2.3, Mane.Mone Bug
Databasae new form 10:10:00 AM
SUPS .‘/_J/ Cur Browser Support additional TBRD Closed | 03/27/2007 0.5 1.5.Mone.Mone Ernhancernant
image types 100836 AM
SURT o’ 4% | OurPaint  Can't zave custom TED Escalated| 03/27/2007 0.0 4.1, Mona,Mone Bug
Frograrm  toolbar 10:08:06 AM
SUPE o A Cur Irnport failing with | Support Escalated 03/27/2007 0.0 2.2.Mone,Mone Bug
Database | duplicate table Manager 10:07:44 AM
Brror
SUPS o AL Cur Acceszs denied error | Supporkt In 03/27/2007 0.0 2.3, Maone.Mone Bug
Databasae happens when we Engineer @ Process | 10:07:14 AM
try to login COne
SUP4 o A Cur Add a print wizard TBD Closed | 03/27/2007 0.0 2.1.5.Maone Enhancernent
Spreadsheet 10:06:31 AM
SUPE ' A Cur Missing operator TBD Closed | 03/27/2007 0.5 Z.3.2.Mone Bug
Databaze |error happens when 10:06:02 AM
I create a new form
SUPZ2 .‘/ _,,7/ Cur Paint | Add a custorn color | Support In 03/27/2007 0.0 4.2, Mone. Mone Ernhancernant
Prograrm selector Engineer | Process  09:5382:48 AM
one
SUPL .‘/ _,.?{, Cur Browser When I install the TBD Closed | 0O3/27/z2007 1.5 Mone.Mone,Hone.Mone Bug
browser, I get 09:44:18 AM
incornpatible ©%
2rror
Page |1 % |of 1

To search within a set of query results:

1. Enter a key word(s) or phrase into the Search... text box above the query results

2. If desired, click on the || dropdown icon to select in which fields you wish to search. Selecting "<All>" will search the available fields
for the key word(s) or phrase entered (this is the default selection). Or, choose specific fields to be searched. You can select multiple
fields by holding down the Ctrl button on your keyboard as you make your selections. Date and Link type fields are not available for
selection. If you wish to find a subset of the query results based on a Date field, you can use the range filtering option.

When searching for a specific PRN, you must enter the full PRN including the short name, if applicable. For example, if you are trying
to find the ticket SUP20, entering only "20" will not return this record. You must enter "SUP20" into the Search text box.

When choosing a Release Number field to search within, the value you enter into the Search text box will be searched within each
individual digit of the Release Number field. For example, you can search using values like "1", "Beta 2", etc. Basically, you can search
for the items that are configured as choices in the Release Number field. However, you cannot search for a combination of multiple
digits at once. For example, if you enter "1.2" into the Search text box in an attempt to find records that have values like "1.2.0.None",
"1.2.0.Beta 1", "1.2.1.-", you will get O matches because it will search for the value "1.2" within each individual digit of the Release
Number.
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You can choose one of the available search methods: "Any Word" (default selection), "All Words", "Exact Phrase", "Boolean
Expression”. An explanation of each of these methods is available in the Full Text Search section.

3. Click on the R Search icon to run the search. Any matches will be displayed.

You can click on the |™*| remove icon to remove the search criteria and reset to the defaults (no key word(s) or phrase in Search text box,
"<All>" selected, Search method is "Any Word"). This will display the original set of query results.

If you choose to run another search while a subset of the query results is displayed, the new search will be done against the entire set of
original query results. For example, if a query returns 12 matches and you run a text search that returns 5 matches. If you run another search
while those 5 matches are displayed, the new search will search against the original 12 matches (not only within the 5 that matched your last
search).

If you have applied any filters, the excluded items will not be included in the results of any searches done within the query results.

Apply a Range Filter to a Set of Query Results

& Range Filters can be applied to show a subset of the query results. Range Filters are available for Date, Floating Point and Integer type
fields. For example, you may wish to see records that were reported within the last week or records that fall into a certain date range. Or, you
may wish to see records that have a value that is greater than or less than a certain value in Floating Point or Integer fields. In the sample
below, a filter is being applied to show only the records which have a value greater than 0.5 and less than or equal to 2.0 in a Floating point
field.
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To apply a filter:

1. Click on the [ empty filter icon next to the field name in the column heading
2. For Date fields, you can specify a date or a date range in the "on or after" and "and before" fields. A date can be typed in or you can

click on the = calendar icon to select a specific date. Or, you can select a date relative to the current date and time using the "within
the" option.

For Floating point and Integer fields, you can select one of the conditions (<, <=, >, >= and =) and enter a value. You can also
specify a range by selecting another condition and entering a value in the "and" option.

3. Click on the Apply Filter button. The query results will be refreshed to display the items that matched the filter conditions.
To remove a filter:

1. Click on the ® full filter icon next to the field name in the column heading
2. Click on the Remove Filter button. The query results will be refreshed to reflect the removal of the filter.

http://mww.nrtracker.com/nrthel p651/std/bots_query.htm[10/30/2009 12:44:38 PM]



Querying Records - NetResults Tracker Help

Editing or Deleting a Set of Query Results

If you have the appropriate privilege, you may also have the option to edit the set of query results displayed using the Edit Records link in
the upper right corner of the Query Results page. The Edit Records option allows you to make changes to all of the records that matched
your query in a single edit operation. Please note that using the Edit Records options can make large changes to your database and cannot
be undone except by restoring to a backup of your database. As such, it is recommended that you make a backup (or
ensure a recent backup is available) of your workgroup database and attachments prior to using this operation.

By default, this option is only available to the Admin user. When using this operation, email notifications are not sent based on the changes
that were made to avoid overwhelming the mail server being used by Tracker with a large number of email messages.

To use this operation after running a query, on the page where the query results are displayed, click on the Edit Records link in the upper
right corner of the page. The Edit Records link will only be available when one Project and one Form are selected in the query criteria (if you
only have access to one Project and one Form, these fields won't be displayed in the criteria and the Edit Records link will be available if you
have the appropriate user group privilege). The Edit Records page (also known as the Edit Query Result Set page) will display the fields
active in the database. Make changes to the fields you desire, then click OK. Click OK once again to confirm that this will change multiple
records and cannot be undone. The image below shows the Edit Records page. If you have performed a search within the query results or
have applied a filter, only the records you see when you click on the Edit Records link will be included.

‘2 NetResults Tracker (pteval) - Microsoft Internet Explorer |._||E|[z|
File Edit ‘iew Favorites Tools  Help l'?
HlE Fowerad by
= ExIT
ﬁ q \// /lj £ D EE x L-LL g Gﬁ @ MetResultz Tracker
Home  Ouery  Task Add Edit View  Discuss  Delete  Meticz  History  Admin Logoff  Help Vercion 6.5.0
Status  Feady Help
-
Edit Guery Result Set ]
()74 Reset Cancel
Editing a query result set can make large changes to your database.
& This operation will make perrmanent modifications to 21 records, All changes entered on this page will REPLACE any existing
value in any record in the result set,
It iz highly recorrmended that you backup your database before perfarming this operation,
Histaory
Comment
Title |
Product | V|
Platform | V|
Reported In
“Yersion | V| | V|| V‘ | V|
Reguest Type | V| Severity | b
Description
Annotate »
Reported By | V|
Date Reported | = v

The Edit Records operation can also be used to set the Alerts settings for multiple records that matched your query in a single edit operation.
If you wish to delete the alerts settings for all records in the query results, select Delete in the Alerts field at the bottom of the page. If you
wish to modify the alerts settings for all records in the query results, select Modify... in the Alerts field at the bottom of the page. Please note
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that the Modify... option will only be available if the query results are limited to those records that belong to a single form. When the results
include records from multiple forms, the Modify... option will not be available. When selecting Modify..., another page will be displayed where
the alerts settings can be changed. To change a particular setting, click on the check box next to the setting as shown in the example below.
Modify the alerts settings you wish to change, then click OK to save the changes for all records in the query results.

You can change the record visibility for a set of records using the Edit Records operation. A list of user groups will be displayed in the field
Make Visible to These User Groups. If a user group(s) is selected during the Edit Records operation, the records in the query results
will be set such that they are visible only to the user group(s) selected. To make a set of records visible to only the Admins user group, click
on the blank space at the bottom of the list in the Make Visible to These User Groups field. Changing the visibility for a set of records will
eliminate the visibility settings previously in effect for these records.

If you have the appropriate privileges and your system has been configured to use "hard" deletes (deletes which permanently purge records
from the database), then you may see a Delete Records link in the upper right corner of the query results page. Clicking this link will (after
asking for a final confirmation), permanently delete all records that matched the query you just ran. However, entries will be made to Record
History for all records deleted in this manner. By default, Tracker is configured to perform only "soft" (recoverable) deletes and only the
Administrator is able to perform the Delete Records operation (it requires the same privilege as Edit Records). If you have performed a search
within the query results or have applied a filter, only the records you see when you click on the Delete Records link will be included.
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@ NetResults Tracker Help N
Using Saved Queries and Reports | Help Topics « | » |
Overview

A Tracker report is composed of the search criteria, which is called a query, and a format for the results (which determines which fields are
displayed in the results and other options), which is called a report layout. You can define and save both queries and report layouts. This
enables you to quickly select from a list of frequently used queries, rather than re-entering all the query parameters for each query. You can use
either group or personal saved queries. You can always save a personal query, and if you have been given permission by your Administrator, you
may also be able to save a query or report layout for use by all users in your assigned user group(s).

Saved queries are managed by the Saved Query bar which appears on the Query Page below the status bar, as shown below:

Saved Quernies | Default [Lsers] w | | Preview | Fun || Edit | Add | Delete Set as Default

Using the Saved Query bar, you can define new queries, edit or remove existing saved queries, run or preview a saved query and set a default
saved query. Group level saved queries are listed followed by the User Group name in square brackets (e.g. "Assigned to Me [Users]" denotes
the saved report called "Assigned to Me" is accessible by the user group "Users"). Admin users can access saved queries for all user groups
without having to be a member of each group.

Saved report layouts are managed by the Report Layouts bar which also appears on the Query Page below the status bar, as shown below:

Report Layouts | Default [Users] w | | Edit | Add | Delete

Using the Saved Reports bar, you can define new report formats, and edit or remove existing saved report formats. Group level saved report
formats are listed followed by the User Group name in square brackets. Admin users can access saved reports for all user groups without having
to be a member of each group.

If a user group is not available for selection, you may not be a member of the user group or you may not have sufficient privileges for saving
reports or report layouts for that user group. If you are a member of the user group or are logged in as a user with the Admin privilege, the user
group may not have visibility to at least one Project and Form. Only user groups that have visibility to at least one Project and Form (configured in
the Admin section) will be available for selection when creating group saved queries, advanced queries or report layouts.

Restrictions Related to Adding Saved Queries and Report Layouts

In order to create a saved query or report layout for a user group, a user must have the necessary privileges as defined by your Tracker
Administrator. Without these privileges, a user can only create personal saved queries and report layouts.

Depending on the user group privileges that have been assigned to your by your Tracker Administrator, you may only be able to use certain
operations on certain saved group reports or report layouts. For example, if you are a member of 2 user groups, but only have privileges to edit
group saved reports or report layouts for one of those user groups, some of the operations in the Saved Queries or Report Layouts bar (e.g.
"Add", "Edit") may be disabled when selecting a saved query or report layout for a group where you have limited privileges.

Field Visibility in Saved Group Queries and Reports

Field Visibility is the feature that allows fields to be restricted by user group in various areas of Tracker such as the Add, Edit, and View pages
and in Queries and Reports. That is to say that the system can be configured such that each user group may see a different set of fields in each
area of Tracker. Therefore, when creating saved group queries and report layouts, all fields may not be displayed depending on field visibility
settings for the group selected.

When a field is not visible to the user group selected in a saved group query, the field will be set to the default value when the saved group
query is run. In most cases, this default value is "*", which will include all possible values for the field in the saved group query results. In the
case of the Deleted field, the default is "No" such that all records that have not been marked as deleted will be included in the results of the
saved group query.

In the case of report layouts, if the field is not visible to the group selected for the saved group report layout, the field will not appear in the list of
possible values for each column of the report.

Please contact your Tracker Administrator if you wish to include a field in a saved group query or report layout that is not visible to the selected
user group.

Saved Queries and Report Layouts using Multiple Forms
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Saved Queries and Report Layouts with multiple forms selected can have fields selected in the criteria that are not available in all forms (the field
does not exist in certain forms) or are not visible to all user groups who are able to run that saved query or report layout. When this occurs, the
criteria that does not apply to a certain form will not match any records for that form. For example, let's say there are 2 forms in a workgroup:
Form A and Form B. There is a query with Form = "*" (records that match either Form A or Form B) and "Priority = 1", but Priority is not visible
in Form A. Since Priority is not visible in Form A, no records added using Form A will be included in the query results (because there are no
records added using Form A that have the Priority field set).

The same is true for report layouts. This means that if a field is not visible or does not exist in a form, no value will be displayed in that field's
column for records where the field is not visible or does not exist. Using a similar example the one above for query results (query with Form =
"*" which will return records that match either Form A or Form B, Priority is not visible in Form A). The report layout we are using with this query
has a column with "Priority" selected. In the query results any records added using Form A will have a blank value in the Priority column.

Add a Saved Query
To add a saved query, follow these steps:

1. Login to the workgroup

2. Click on the Query icon in the Button bar

3. Click on the Add button to the right of the Saved Queries pulldown. Note: to create a Saved Query that is similar to an existing Saved
Query, select the existing saved query in the pulldown menu to the left before clicking the Add button.

Add Saved Query

Cluery Mame |CumpanyA lzsues

Cluery Type Group %
User Group [Ws=ers] b

Cluery Format Standard v

Cancel [+ et =

4. Enter a name for the saved query in the Query Name field (this is the name that you will use to retrieve the query)

5. In the Query Type field, select whether this is a "Personal” (to create a saved query that will be accessible only to you) or "Group" (to
create a saved query that will accessible to members of a particular user group) saved query.

6. If you selected "Group" as the Query Type, select a user group in the User Group field to which this saved query should be visible. You
will only be able to select the user groups in which you are a member (however, the Tracker Administrator can add saved queries for any
user group).

7. Select "Standard" as the Query Format and click Next to proceed
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Add Saved Query
Add Clear Feset Cancel
Feport Title |
Report Layout |Defau|t [Users] V|
for | in [Close Detail &
Search Cefer Reason  —
using |AnyWDrd V| Description b
PR [* v
Title |
Product |* V|
Flatfarm |* V‘
Reported In %ersion |* V|_|* V|_|* V|_|* v
Reguest Type |* V|
Severity |* V|
Description |
Reported By |[{[®E]leE e
& an or after | B and before | =
D e (" within the | prewvious % | hours
Email Address |
Warkaround |
Status |* V|
Assigned To |* V|

8. The text in Report Title will be displayed at the top of the Query Results page. By default, the Query Name selected above will be
entered as the Report Title. Change the Report Title, if desired.

9. Select a Report Layout to choose which fields will be displayed in the query results
10. Enter the criteria for the query as you would for an ad-hoc query

11. In the Sort By section, select the fields and the sort order ("Ascending" or "Descending”) that will be used to display the query results.
Link and TextArea type fields cannot be selected in the Sort By options.

12. Click on the Add button to save the query

Run a Saved Query

To run a saved query, follow these steps:

Login to the workgroup
Click on the Query icon in the Button bar

In the Saved Queries pulldown at the top of the page, select the saved query you wish to run
Click on the Run button to the right of the Saved Queries pulldown

PwbdPE

Preview a Saved Query

Many times you may wish to verify the criteria of a saved query before running it or perhaps modify it slightly before running it. The Tracker saved
guery Preview feature allows you to do this.

To preview, optionally modify, and run a saved query, follow these steps:

1. Login to the workgroup
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© 0 AW

Click on the Query icon in the Button bar

In the Saved Queries pulldown at the top of the page, select the saved query you wish to preview

Click on the Preview button to the right of the Saved Queries pulldown

The criteria and other parameters for the saved query appear in the query dialog below. Modify the query criteria or parameters if desired.
Click on the Run Query button in the query dialog to run the query

Select a Default Saved Query in the Saved Queries Pulldown

To set the query which you would like to appear in the Saved Queries pulldown when you first browse to the Query page, follow these steps:

N

Login to the workgroup
Click on the Query icon in the Button bar

In the Saved Queries pulldown at the top of the page, select the saved query you wish to save as the default

Click on the Set as Default button to the right of the Saved Queries pulldown. The page will be refreshed and the Status will say
"Default Query has been updated.".

Edit a Saved Query

To edit a saved query, follow these steps:

© 0k wN PR

Login to the workgroup
Click on the Query icon in the Button bar

In the Saved Queries pulldown at the top of the page, select the saved query you wish to edit

Click on the Edit button to the right of the Saved Queries pulldown.

A page containing the current query criteria and other parameters is displayed. Edit the query criteria or parameters as desired.
Click on the OK button to save your updates.

Delete a Saved Query

To delete a saved query, follow these steps:

NS

Login to the workgroup
Click on the Query icon in the Button bar

In the Saved Queries pulldown at the top of the page, select the saved query you wish to delete
Click on the Delete button to the right of the Saved Queries pulldown

If a user has the saved query you are attempting to delete selected as one of their default Home Page reports, you will not be able to delete the
saved query until another report is selected for the user's default Home Page reports in the Preferences section.

Standard Saved Queries within Tracker

Within Tracker, there are saved queries that are installed by default. The description of each report below is how the saved queries are set by
default, but your Tracker Administrator or another user with the appropriate privileges may have changed the report's settings:

o Default [Users]

A saved query for the Users group that will display all records within Tracker.

Assigned to Me [Users]

A saved query for the Users group that will display all records assigned to the user who is currently logged into Tracker. By default, this
query is selected as the First Home Page Report in the Preferences page for all non-Restricted users. Please review the Preferences
section for more information about selecting a saved query for the First Home Page Report.

Reported By Me [Users]

A saved query for the Users group that will display all records reported by the user who is currently logged into Tracker. By default, this
query is selected as the Second Home Page Report in the Preferences page for all non-Restricted users. Please review the Preferences
section for more information about selecting a saved query for the Second Home Page Report.

Added By Me [RestrictedUsers]

A saved query for the RestrictedUsers group that will display all records reported by the restricted user who is currently logged into
Tracker. By default, this query is selected as the First Home Page Report in the Preferences page for all Restricted users. Please review
the Preferences section for more information about selecting a saved query for the First Home Page Report.

Saved Report Layouts

Report Layouts determine which fields will be displayed in the query results. You can create as many report layouts as desired. Report Layouts
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can be created for personal use or for use by user groups. When running an ad-hoc query and when saving queries, you can choose which report
layout should be used to display the query results.

To add a report layout, follow these steps:

1. Login to the workgroup
2. Click on the Query icon in the Button bar
3. Click on the Add button to the right of the Report Layouts pulldown

Add Report Layout

Cancel [+ et =

Feport Layout Mame |Re|ease Motes
Report Layout Type | Group %
User Group | [Users) w

Show Fields in Form | <all> »

Cancel [ et =

4. Select the Report Layout Type. If it's a group report layout, select a group to which this report layout should be visible. You will only
be able to select the user groups in which you are a member (however, the Tracker Administrator can add saved report layouts for any
user group). Select the form which contains the fields you want to choose from to build the report layout or select "<AllI>" to list all fields
irrespective of the form in the Show Fields in Form field. If you only have access to one form, the Show Fields in Form field will not be
available. Click Next to proceed.

Add Report Layout: Release Notes

K, Cancel

Align Text Fields | Left  »

hax Field Size [255

Faorm  <All>

Column O PRN

Column 1 | Project A
Column 2 | Title A
Column 3 | Request Type b
Column 4 | Repored InYersion e
Column & | Fix Detail b

Column B | <Do notuse this Column>
Caolumn 7 | <Do notuse this Column> %
Column 8 | <Dio notuse this Colurmne
Column @ | <Do notuse this Columne

Colurmn 10 | <Do not use this Columns %

5. In the form that appears, enter a report name (this is the name that you will use to select the report layout) in the Report Layout Name
field

Select how to align text fields (left, center, right)
Select the maximum size for text fields

Select the fields you would like displayed

Click on the OK button

© o N
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Properties of Fields Selected for Report Layout Columns

Any of the active fields for the form selected (or all if "<All>" was selected) can be selected as columns in a report layout. Some field types have
special properties when included in a report layout.

When the Assigned To or Reported By fields appear in a report layout, users with the privilege "View User Information" will be able to click
on the user's name in the query results to display the user's profile information (e.g. phone number, email address, company name).

When the preference Exclude Time From Reports is enabled and a Date field is included in a report layout, only the date information (not the
time) will be included in the query results.

Selecting a Link field as a column in a report layout will display the PRNs of any linked records. The PRN for the linked records is a clickable link
that will display the View Page of that record.

Selecting <Attachments> as a column in a report layout will display the description of any attachments for the record. The description is a link
that can be clicked to view the attachment in a separate browser window.

Selecting <Clone> as a column in a report layout will display "Yes" if a record is a clone or "No" if a record is not a clone.

Selecting <Parent PRN> as a column in a report layout will display the PRN of the record it was cloned from (the parent record). For records
that are not clones, this column will display the value "-1" to signify the record does not have a parent.

Edit a Saved Report Layout

To edit a saved report layout, follow these steps:

Login to the workgroup
Click on the Query icon in the Button bar

In the Report Layouts pulldown, select the report layout you wish to edit
Click on the Edit button to the right of the Report Layouts pulldown

A page containing the current layout is displayed. Edit the layout as desired.
Click on the OK button to save your updates

o0k wN R

Delete a Saved Report Layout

To delete a saved report layout, follow these steps:

Login to the workgroup
Click on the Query icon in the Button bar

In the Report Layouts pulldown, select the report layout you wish to delete
Click on the Delete button to the right of the Report Layouts pulldown

PowbdPE

Select a Saved Report Layout in an Ad-hoc Query
To run an ad-hoc query using a particular report layout, follow these steps:

1. Login to the workgroup
2. Click on the Query icon in the Button bar

3. Enter the query directly or start with an existing saved query by selecting it in the Saved Queries pulldown, then clicking on the Preview
button.

4. Select the report layout wish to use in the Report Layout pulldown in the Query dialog section (below the Run Query button)
5. Click on the Run Query button

Associate a Saved Report Layout to a Saved Query

To associate a saved report layout to a saved query, follow these steps:

Login to the workgroup
Click on the Query icon in the Button bar

Select the saved query in the Saved Queries pulldown, then click on the Edit button to the right of the Saved Queries pulldown.
In the Report Layout pulldown, select the desired saved report layout.
Click on the OK button to save the change

SAREEE S
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Standard Saved Report Layouts within Tracker

Within Tracker, there are saved report layouts that are installed by default. The description of each report layout below is how each is set by
default, but your Tracker Administrator or another user with the appropriate privileges may have changed the report layout's settings::

« Default [Users]
A saved report layout for the Users group that will display the fields PRN, Product, and Status in a report. The saved query Default [Users]
uses this report layout by default.

¢ Home Reportl [Users]
A saved report layout for the Users group that will display the fields PRN, Product, Title, Reported By, Status, Request Type, Priority, and
Description within a report. By default, this report layout is used by the saved query "Assigned To Me [Users]".

¢ Home Report2 [Users]
A saved report layout for the Users group that will display the fields PRN, Product, Title, Assigned To, Status, Date Reported, Reported in
Version, Request Type, and Released in Version within a report. By default, this report layout is used by the saved query "Reported By
Me [Users]".

« Added By Me [RestrictedUsers]
A saved report for the RestrictedUsers group that will display the fields PRN, Product, Title, Status, and Date Reported within a report. By
default, this report layout is used by the saved query "Added By Me [RestrictedUsers]"
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@® NetResults Tracker Help A
Advanced Queries Help Topics « | o» |
Overview

The Advanced Queries function allows you to build more intricate queries using operators such as AND, OR, and NOT, multiple selection of values
to match, and grouping (parentheses) of query criteria to generate more refined results. You can define and save advanced queries, enabling you to
quickly select from a list of frequently used advanced queries, rather than re-entering the numerous query parameters that compose this type of
query. You can use either group or personal advanced queries. You can always save a personal advanced query, and if you have been given
permission by your Administrator, you may also be able to save an advanced query for use by all users in a user group.

Advanced queries are managed by the Saved Queries bar which appears on the Query Page below the status bar.

Saved Queries | Default [Users] w | | Prewview | Fun || Edit | Add | Delets Setas Default

Using the Saved Queries bar, you can define new advanced queries, edit or remove existing advanced queries, and run or preview an advanced
query. Group level advanced queries are listed followed by the User Group name in square brackets (e.g. "Assigned to Me [Users]" denotes the
saved report called "Assigned to Me" is accessible by the user group "Users"). Admin users can access advanced saved queries for all user groups
without having to be a member of each group. If a user group is not available for selection, you may not be a member of the user group. If you are
a member of the user group or are logged in as a user with the Admin privilege, the user group may not have visibility to at least one Project and
Form. Only user groups that have visibility to at least one Project and Form (configured in the Admin section) will be available for selection when
creating group advanced saved queries.

Field Visibility in Advanced Saved Group Queries

Field Visibility is the feature that allows fields to be restricted by user group in various areas of Tracker such as the Add, Edit, and View Pages and
in reports on the Query and Home Pages. That is to say that the system can be configured such that each user group may see a different set of
fields in each area of Tracker. Therefore, when creating advanced saved group queries, all fields may not be displayed depending on field visibility
settings for the group selected.

When a field is not visible to the user group selected in a advanced saved group query, the field will be set to the default value when the advanced
saved group query is run. In most cases, this default value is ™", which will include all possible values for the field in the advanced saved group
query results. In the case of the Deleted field, the default is "No" such that all records that have not been marked as deleted will be included in the
advanced saved group query results.

If a personal or group advanced saved query was created before a field was made invisible to a user group, it is possible for this user group to see
an invisible field in a clause in the "Query Phrase" section of the advanced saved query. Any clause containing a field that is now invisible to the
user group will be "read only". This clause cannot be edited because it contains a field that has been restricted for the user group. However, the
clause can be deleted from the advanced saved query.

Please contact your Tracker administrator if you wish to include a field in an advanced saved group query that is not visible to the selected user
group.

Define an Advanced Saved Query
To define an advanced saved query, follow these steps:

1. To start, select a query from the Saved Queries pulldown menu that will be used as the starting point (template) for the new saved query.
To start with a basic saved query, select the saved query "Default [Users]".
2. Click on the Add button on the Saved Queries bar

Add Advanced Guery

Cancel [ et =

Cluery Mame |High Friority (1-2) lssues
Cluery Type | Group bt
User Group | [Users] b

Query Format  Advanced

Cancel et =
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10.

In the form that appears, enter a query name (this is the name that you will use to retrieve the query) in the Query Name field.

In the Query Type field, select whether this is a "Personal” (to create a saved query that will only be accessible by you) or "Group" (to
create a saved query that will be accessible to members of a particular user group) saved query.

If you selected "Group" for Query Type, select a user group in the User Group field to which this saved query should be visible. You will
only be able to select the user groups in which you are a member (However, the Tracker Administrator can add advanced saved queries for
all user groups).

Select "Advanced" as the Query Format and click Next to proceed

Add Advanced Query

Al Cancel
Report Title |High Friority (1-2) lssues
|AND V|| V||Pri|:|rity V||isu:uneu:f w
Nane ~
Cluery Phrase
4 .
Update Reset

Status is one of (ALL)
AND Deleted is one of (No)

[ AND Priority iz one of (1

Full Cluery
Edit Delete
|PP\N VHAsu:ending v‘
| Status v||Ascending v
Sart By
| Product v || Ascending v
|AssignedTD VHAscending v|
Report Layout | Default [Usars] v

A Cancel

The text in Report Title will be displayed at the top of the Query Results page. By default, the Query Name selected above will be
entered as the Report Title. Change the Report Title, if desired.

Make a selection in the Project field:

This field is only available if you have been given visibility to more than 1 project in Tracker. You can limit the query criteria to only those
records that belong to a particular project(s) or select * to match any project. The selection made in this field will determine the options
available in the Form field. To select multiple projects, hold down the Ctrl button on your keyboard while clicking on the projects to select
them.

Make a selection in the Form field:

This field is only available if you have been given visibility to more than 1 form in Tracker. You can limit the query criteria to only those
records that were submitted using a particular form(s) or select * to match any form. The selection made in this field determines which fields
are available for selecting query criteria. To select multiple forms, hold down the Ctrl button on your keyboard while clicking on the desired
forms to select them. If you have selected one or more forms, a Get Fields button will be displayed. Click on the Get Fields button to
refresh the page with the fields that belong to the forms you have selected.

Phrases will be displayed in the Full Query section based on the saved query you selected in the Saved Queries pulldown before clicking
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11.
12.

13.
14.

15.
16.

17.

18.

on the Add button. To edit or delete an existing phrase, click on the phrase, then click on the Edit or Delete button above the Full Query
section. Build query phrases by making selections in the Query Phrase box according to the information in the Query Phrases section. If
you are creating/editing the first query phrase, "(blank)" must be selected for the first field of the first row of the Query Phrase section.
Select values for the rest of the fields in the first row

If applicable, enter information in the rows 2, 3, or 4. To select multiple values in row 3, hold down the CTRL button on your keyboard while
clicking on each value you wish to select.

Click on the Insert button to add the first query phrase or insert a query phrase into the Full Query section

Click on the Reset button to clear the Query Phrase section, then construct the next query phrase

Repeat the above steps until you have inserted all of the query phrases you wish to include

If desired, choose fields and order in the Sort By section to sort the query results. Select which fields to sort by and choose "Ascending” or
"Descending” as the sort order for the selected fields for the query results. The Sort By and Sort Order selection are at the bottom of the
Advanced Query page. Link and TextArea type fields cannot be selected in the Sort By options. Please note that when the preference
Exclude Time From Reports is enabled and a Date field is selected in the Sort By section, the query results will be sorted by the time in
each record even though the results will not include the time information. When PRN (Record ID) is selected for one of the Sort By fields,
the records will be ordered according to the numeric component of the PRN (Record ID) field. The short name of the form will not be used
as part of the sorting when PRN (Record ID) is selected. For example, let's say you have PRNs "REC1" and "REC2". The sorting will be
done using "1" and "2", ignoring the "REC".

If desired, select a report layout in the Report Layout pulldown menu. The report layout selected determines which fields will be displayed
as the columns in the query results. More information on Report Layouts can be found in the Using Saved Queries and Reports section.
Click on the Add button to save your advanced query

Run an Advanced Query

To run an advanced query, follow these steps:

1.
2.

Click on the pulldown menu in the Saved Queries bar and select the desired advanced query from the list of options
Click on the Run button to the right of the Saved Queries pulldown

Building Query Phrases

The procedure for building an advanced query differs from a standard query in that multiple options for each field can be selected and / or excluded
for advanced queries. This is done by composing various query phrases that will be combined to generate the query results. These phrases are
constructed in the Query Phrase section of the Advanced Query page.

AMD w «| | PRM || > w

Cluery Phrase |

Ingert Reszet

Status is one of (All)

AND Deleted is one of (Na)
AND Pricrity i=s one of (1,2)
AND
Fix Detail contains print
OR Fix Detail contains crash

Full Query

Edit Delete

Logic operators and fields are selected for a query phrase in the first row of the Query Phrase section. A description of the fields in the first row of
the Query Phrase section:

1.

The first field is a pulldown that contains the operators "AND", "OR", and "(blank)". For the first phrase of an advanced query, "(blank)" is the
only possible option for this first field.

The second field is a pulldown that contains the operators "NOT" and "(blank)".

The third field is a pulldown menu that lists all fields within the data record. In addition, "(" and ")" are options in this pulldown that can be
used to nest (or group together) query phrases within the full query.
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4. The fourth field will automatically change based on the selection that was made for the third field. Table 1 shows the possible values for the
fourth field based on the input of the third field:

eire) (A 4.th A Type of Information to Enter in Input Box...
Type Displays...
Assignee is one of select a user or [User Group] from menu
"before"”, "on . . . . . R N
Date or after" date entered in the format that matches the date and time settings in Preferences section (e.g. "mm/dd/yyyy")
Date "is empty" N/A
s . | Select "previous" or "next", enter an integer for the number of increments desired and select a time increment to
Date within the' . . .
search within a date range relative to the current date and time
Deleted is one of select Yes or No from menu
<, <=, >, >= . .
Float and =, floating point number
<, <=, >, >= .
Integer and = non-negative whole number
Link "contains” text string
Link "is one of" enter a text string to search for items, select item(s) from menu
Link "matches" select a saved query from menu
<, <=, > >=
PRN ’ ] record number
and =.
Product (History is one of select value(s) from menu
Pulldown)
Pulldown Menu is one of select value(s) from menu
RelNum = select value from menu for each digit A - D or leave as "*"
Reporter is one of select a user or [User Group] from menu
Status is one of select a State or [State Group] from menu
Text or "contains” text strin
TextArea Field 9
Text or "
TextArea Field s empty N/A
URL “contains” text string
URL "is empty" N/A
YesNo is one of select Yes or No from menu
<Clone> "is" true (if record is a clone) or false
<Full Text N N enter a text string in Search for field, select one or more fields in the in field, select a Search Method in the
(blank) . - : .
Search> using field. Review Full Text Search for more details.
( "(blank)" N/A
) "(blank)" N/A

The selections made in the pulldowns determine what information should be entered into the Input box below the pulldowns. Table 1 describes the
type of information that should be entered.

Once the components of the query phrase have been selected, you can click on the Insert button to add the query phrase to the Full Query section.
To add ano