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Personal Setup Guide

Personal Setup Guide - My Account / My Profile

Doc365: April 29, 2008 11:58 AM, Posted by Christopher Nuzum, Edited by Paul Needham

The My Account link takes you to the Personal Setup interfaces where you can adjust your profile
information, preferences, subscription/notification settings, password and user configurable plug-ins.

Note: If a user account does not have Modify Account permissions at the server level, only a server
administrator can alter the user's settings.

. My Profile
. Profile Pages
. Personal Information
. Personal Information
. Profile Page Preferences
. Profile Sections
. Profile Picture
. Preferences
. User Preferences Tab
. Browser Tab
. Browser Specific Preferences
Skin Preference
Locale
Preferred Stylesheet
Visual Effects
Show Help Tips
Email Using Outlook
Navigation Mode
. Instant Publisher
. Installing Instant Publisher
. Instant Publisher Preferences
. Other Instant Publisher Options

Publishing an Article with Instant Publisher
The Traction Instant Publisher V2 (TIP V2)
. Time preferences
. Default Time Slice
. Time Zone
. Calendar Quarter Format
. Display Preferences
Start Page
Default Chunk Size
Snippet Length
Show Item ID s
Show Item Numbers
Label Icons
Transclude Titles By Default
Hide System Articles
Maximum User/Email Completion Hits
Custom Label Actions
. Comment Preferences
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Amount of Ancestral Context to Include with Comments in News Feeds
Comment Depth
Comment Sort Order
Show Trackbacks With Comments
Reference Types to Be Displayed as Comments
. File Preferences
. Show Location for Attachments in File Details
. Show Edit Button for Microsoft Office Documents
. Show Lock Option for Files
. Show Open Folder Icons for Attachments
. Editing Preferences
. Show Add Link for Sections
. Use Rich Text Edit Mode When Supported
. Set Plain Text when Posting

Automatically Saved Drafts

Article Templates
. Email Composition Preferences
Sort emalil reply templates alphabetically
Bcc Me when | Send Email
Show Edit Button on Email Compose Form
Display Render Style (Format) Selector
Email Articles As
Advanced Section
. Controlling what Options Appear on the Email Compose Form
. Log Emailed Content
. User Subscriptions Tab

. Email Digest

. Server Digests Enabled

. Server Digest Mail Format

. Digest Projects

. Digest - Customize Settings

. Digest Sections

. Email Notifications

Preferred Email Address
Email Notification on Other Users Events
Email Notification on Your Events
Subscribed Projects
Filter Notifications Using Sections
Advanced
. Filter Notifications by Event Type
. Amount of Ancestral Context to Include with Comments in Email Notifications
. Jabber Notifications

. Personal Password
. Permissions

. Plugins

Profile Pages
Doc640: January 9, 2009 1:12 AM, Posted by Paul Needham, Edited by Jordan Frank
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In social networking applications, each person's profile page is a hub for their activity. It acts as both a
directory entry and a blog that is navigable by using the Date Range Selector (provided that the skin you
are using displays the Date Range Selector). The Traction Profile page is the ideal place to learn about
any person and their contributions to TeamPage.

Each person may edit their own picture and profile information, Traction does the rest. There is no need
to create a personal blog just to publish your own posts and comments: Traction Sections roll up each
person's contributions across all projects, with appropriate permission filters applied for every reader.

The Profile pages for each TeamPage user are easily found by interactive name completion in the People
search box.

tracti.n
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The default Recent Articles and Recent Comments sections shown below can be modified or replaced by
other section definitions by either a TeamPage server administrator (as a new default for that TeamPage
server), or overriden as a personal preference. For example - it's easy to include a section containing a
personal list of favorite posts or links on your Profile page.

Regardless whether the Profile Page setup is being done by a system administrator or user, the
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customization is done in the Personal Information tab for the user account. When you click on My Profile
to view your Profile Page, then click the Edit Profile button, Traction will display the Personal Information
tab under My Account.

Personal Information
Doc196: March 22, 2008 4:11 PM, Posted by Documentation Importer, Edited by Jordan Frank

In this tab, you can specify your full name, email addresses, and profile information. You can also specify
your profile picture and, optionally, over-ride the default sections that show your contributions. It's
important to update the email address field to support the various email functions (natification, sending
email out, publishing via email) available in Traction and it's important to fill in the rest of the information
so that other users can learn more about you on your Profile Page.

The profile information will be displayed in your Profile Page which is accessible via the People search
box, or by clicking your user or full name when its seen anywhere in the interface (for example, when you
post an article or comment, or in Metrics views that show who read a given article).

Clicking on an article's author name:

Operation Clean Sweep
Projects20 | December 23, 2008 | 11:30 AM

Posted and Edited by Jgi!”_"j'-' Frank

Leads to the author's Profile Page:

Jordan Frank (nk)

Title VP Marketing and Business Development Welcome to my profile page! I run marketing here at
Organization  Traction Software the Company. However, I am more often found

s . consulting with customers to help deploy Traction in
Address Erno_rgéddegg{elél context of best practices I've learned through assisting

customers in industries ranging from Manufacturing and

Email jfrank@tractionsoftware.com Pharma to Government.

RECENT ARTICLES

In 2009, Interface work will be a big and ...
In 2009, Interface work will be a big and important focus.
Jordan Frank / LiveBlog23 / January 8, 2009 / 10:38 AM / 1 Comment

1 like it when we mix wiki with blog and ...
1 like it when we mix wiki with blog and discussion.
Jordan Frank / LiveBlog22  December 30, 2008 [ 2:53 PM

Operation Clean Sweep

Planning for clean sweep is in full swing. Looks like the start date of December 30th will hold.
Jordan Frank f Projects20 / December 23, 2008 / 11:30 AM

The Personal Information Tab
The tab is broken into three areas:

1. Personal Information
2. Organization Information
3. Profile Page

Accounts without Access Address BookAccess Address Book permissions will not see any of the
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information in the Personal Information area or Organization Information area other than your Username
and Full Name. The content in sections defined in the Profile Page area will still display to the extent the
user has read permissions for the projects.

Personal Information Area

jffrank

Personal Infoermation Organization Information

=

Jordan Business -
. (Required if organization type is not “Individual™)
Frank VP Marketing and Business Development

(Required if organization type is not "Individual”)

Jordan Frank Traction Software

x

List the email accounts you will use to send
messages to Traction and indicate which one
you would like to use as your primary address.

Preferred Email
./._ - .
= @ jrank@tractionsoftware.com *
) Providence
(Use this field to display contact info, birthday, urls, efc.) R
Welcome to my profile page! I run i

marketing here at the Company.

However, I am more ocften found

consulting with customers to help .

deplc}Fr Traction in context of best United States -
practices I'we learned through

assisting customers in industries -
ranging from Manufacturing and

Pharma to Government.

Username

Usernames can only be changed by users with Server Setup permission. If you are a server
administrator, this field will be editable; otherwise it will not.

Name

Enter your full name. If you are connected to an external directory system, this field may have been filled
in from the directory.

Email Addresses

You can specify all of your email addresses here. If you use an external directory, some number of email
addresses may be pre-filled in for you; you can still add additional addresses. Traction uses this list of
email addresses for various purposes:
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1.
If a project is configured to read a mailbox and publish it's contents, the e-mail reply addresses are
used to name you as author of email messages you send to Traction. If you might send email from
one of several different email accounts, it's important to list them all.

2.
Your preferred email address (which you select with the radio button) will be the default From
address on articles and email replies you send from Traction.

3.

Email digests and email notifications configured by you or by server administrators will, by default,
be sent to your preferred email address (unless you choose not to receive digest or email
notifications). You can choose to direct digest and notifications to one of your alternative addresses.

To add additional email addresses, fill in the address and press the +) button.
Other Info

The Other Info box allows you to insert any text you want to use to describe yourself or provide additional
contact information. You can include some HTML tags (e.g. HTML link or image tags) in this box.

Organization Information Area

This area allows you to enter information about the organization you are part of, if there is one. Most of
the fields are self-explanatory, but you should keep in mind the following:

Type of Organization and Country are entered via pulldown menus from supplied choices.

All of the other fields allow any alphanumeric characters to be entered with no checking of what is
entered, so be careful to proof what you type in.

The "required"” fields marked with * or (Required if organization type is not "Individual") are not enforced.

Profile Page Area

This area allows you to 1) customize the sections that appear on your Profile Page and 2) add or change
your picture.
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Profile Page

Profile Sections

These sections will appear on your profile page.
[[] Use Default Sections

Sections Edit Selected Section

Recent Aticles -
Recent Comments

Aricles about Corvettes

Untitled
My Bio

== Choose a Section to Modify

[EZ] View Profile Page

See Profile Sections for information on customizing the sections on your Profile Page.

See Profile Picture for information on adding or changing your picture.

Profile Page Preferences
Doc637: January 9, 2009 12:44 AM, Posted by Paul Needham, Edited by Jordan Frank

Profile Page preferences are set in the Personal Information tab.
In the Profile Page area you can:
1) Customize your Profile Sections

2) Choose your Profile Picture

Profile Sections
Doc575: December 30, 2008 8:45 PM, Posted and Edited by Paul Needham
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Users' Profile Pages can include sections, both for reference by the user or by other users. See Personal
Information for more information on setting up Profile Pages. See Sections Overview for more detailed
information on the section settings.

The default sections for a Profile Page show articles and comments authored by the user of the profile
being viewed. However, a system administrator or the user can customize the sections shown in a Profile
Page as desired. Simply uncheck the Use Default Sections checkbox and change the sections as
required.

These sections will appear on your profile page.

¥ | Llse Default Sections

In order to make a section on a Profile Page show only articles and/or comments authored by that user,
check the Only include posts by this user checkbox as shown below:

Include Articles

*Type Recent Aricles -
Froject All Projects v
lgnore date range and include all articles
| Only include posts by this user

Otherwise, setting up sections on a Profile Page is no different than setting them up for use elsewhere.

Note: Adding and configuring sections on a Profile Page does not require using the two step process
described in Article Sections.

Profile Picture
Doc638: January 9, 2009 12:46 AM, Posted and Edited by Paul Needham

To add or change your Profile Picture, click the Edit button in the Profile Page area of Personal
Information or the Edit Picture link that appears below your picture when viewing your Profile Page. The
following form will pop up in a new window.
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R 5 | http://demo.get-traction.com/traction,/read *type=profilepicturesBluserid=6 *f:r |

|
L Profile Pictures for Jordan Frank (7

m

Use This

Current Picture [ Use This X

Upload a new picture

Show more upload fislkds

-
]

Done

!

You can use the Browse button to select an image file to upload, then click the Upload button to add it to
your gallery of available choices. The image should be in GIF, JPEG or PNG format and should be no
larger than ???

You can see which image is currently being used as your Profile Picture by looking for "Current Picture”
displayed below the preview. To change to a different image, click Use This.

To delete an image from your gallery, click the X below the image.

Skin Preference
Doc279: March 22, 2008 4:20 PM, Posted by Documentation Importer, Edited by Greg Lloyd

When set at the server level, this specifies the server's default skin. When set as a user preference, this
sets the user's preferred skin for all browsers. When set at the browser level (via a cookie), this
determines the skin to be used in that browser.
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Skin | Ocean W Customize

SKins allow you to select a ook and feel for the Traction
interface. Clicking Customize will allow you to change
seftings specific to your selected skin.

See Customizing Skin Settings for a description and examples of skin customization settings.

For more information on Traction skins, see Traction Skins.

Locale
Doc158: March 22, 2008 4:07 PM, Posted by Documentation Importer

This controls the language used in Traction's web interface.

Locale |English

The Locale to be used for Dates, Currencies, Labels, and
Messages presented in the Traction intermace. This setting
only affects certain skins that support multiple languages.

The examples below show the effect of choosing Japanese, French, German, and English.
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Preferred Stylesheet

Doc202: March 22, 2008 4:12 PM, Posted by Documentation Importer
This setting has been superceded by the Customizing Skin Settings and will be phased out.
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Visual Effects
Doc321: March 22, 2008 4:26 PM, Posted by Documentation Importer

As of version 3.7, Traction's standard skins use an improved and more attractive set of context menus
(right click menus). These new context menus and some other interface components may employ visual
effects that can tax slower computers. Use this control to activate or deactivate these effects.

Visual Effects | Default (On) |+

The context menu and some other interface compontents use visual effects
like fades that may affect performance on slower computers. If youw have an
older computer or you notice the paragraph selector taking a long time to
appear, you may wish to turn off the visual effects.

Show Help Tips

Doc270: March 22, 2008 4:20 PM, Posted by Documentation Importer

As of version 3.7, some views, such as the standard Create New Article view, include a tip that is chosen
at random from a set of context sensitive helpful hints.
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El Create New Article | Choose Draft / Template... /¥

) o attachment= (0)
[ Edit Relationships (0]
[ Choose | @ edit Sections (0)

Project: | -- select project - |[» |

= 5o BB ||F‘aragraph w 19 | wm| @

= OB X B | 2

If you want to eliminate mixed up font and color variations in an article you've copied from
email or a web page, select the text you want to cdean up, then click the "Remove
Formatting"” icon at the bottom of the add/edit form.

[ Cancel J{_save Droft J|_submit ]

Some users may not need the information in the tips, or may find that they are an unnecessary distraction
or waste of space. This control allows you to choose whether or not you want to see these tips.

Show Help Tips | Default (yes) +

in some editing intermfaces, Traction displays help tips to assist the user.
Advanced users may wish to hide these tips.
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Email Using Outlook

Doc85: March 22, 2008 3:56 PM, Posted by Documentation Importer

Users who have both Microsoft Outlook XP or later and Traction Instant Publisher version 2.1.200 or later
can choose to be presented with the "Email Using Outlook" tool in Traction's interfaces.

Show the Email Using Outlook tool for sending articles via email using
Microsoft Qutiook.

Requires Traction Instant Publisher v2.1.200 or greater and Microsoit
Qutliook XP or greater.

When this option is enabled, the "Email Using Outlook" tool will appear along with the standard "Email
Articles" tool.

Export
&, Print Version
I__J] Email Using Outlook

Email Articles
[E Export Artides

Navigation Mode

Doc1087: July 12, 2009 3:31 PM, Posted by Christopher Nuzum

This control lets you choose whether you wish by default to display only published articles and the
published version of articles with drafts, or whether you would like to display draft articles and the latest
draft version of published articles.

Installing Instant Publisher
Doc139: March 22, 2008 4:04 PM, Posted by Documentation Importer

Installing the Traction Instant Publisher (TIP)

Click on the My Account link from the Tools menu in your Traction browser. This takes you to your My
Account / Preferences page.

There is a 3-step process to install the Instant Publisher:

1.
Installation
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2.

Configuration (server, user name, password)
3.

Replacing browser launched Add Article, Comment, and Edit forms.
Installation

Under Version 2, click where it says Click here to configure the Traction Instant Publisher v2.

admin @ fracticn @
personal setup

Setup Server | Project vl Llser|admin {Chriz Nuzumj} v|

1 Personal Info : Preferences 3 Password 41 Permissions

E |:|
Instant Publisher Preferences
The Traction (nstant Publisher is currently only available to users running Windows 2000 or later.

Version 2
Click here to install the Traction (natant F'ubn'r'shr?lr Ve
Click here to configure the Traction Instant F‘utﬂ_}er v2 for this Traction Server.
] Where possible, use the Instant Publisher v2 instead of the HTML forms for editing articles.
This setting only applies to your current browser.

Click Open on the File Download menu.

Page 22 of 94



Copyright © 2010 Traction Software, Inc.

tracticn

File Download

> Some files can harm vour computer. IF the file information below
- lookz suzpicious, or pou do not fully trust the zource, do not open ar
zave thig file.

File name: ...ant Publisher vz Setup.exe
File type:  Application

From: Fractionseryer.com

,.-i\, Thiz type of file could harm pour computer if it contains
rnalicious code.

Wiould you like to open the file ar zave it to pour computer’?

| Open % | Save | | Cancel | | are [nfo
Slwags azil betore opening t

Frime
= L Pt

The install files will download and the installer will start up. Now click Next.
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X

i‘-f* Traction Instant Publisher ¥2 - InstallShield Wizard

Welcome to the InstallShield Wizard for
Traction Instant Publisher v2

The InstallShield{R) Wizard will allow ywou to modify, repair, or
remove Traction Instant Publisher w2, To continue, click Mext,

< Back Mexk }E | [ Zance|

The following form should be filled in. If there is an option, select to install Only for me, then click Next.
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i‘-f* Traction Instant Publisher ¥2 - InstallShield Wizard

Customer Information

Please enter wour information,

Llzetr Mame:
1Shared Machine

Crganizakion:

lTractinn Sofbware, Inc,

Install this application Far:

() Anvone who uses this computer (all users)

(%2 Only For me (Shared Maching)

< Back, ” Mext = ] [ Zancel

The wizard will tell you that installation is complete. Click Finish.
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i‘-f* Traction Instant Publisher ¥2 - InstallShield Wizard

X

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Trackion
Instant Publisher w2, Click Finish ko exit the wizard,

_.
jul]

iT

< Back | Finish [: | Zance|

The Traction Instant Publisher is now installed and configured to publish to your server.

Now, to launch the publisher, you can navigate to Start / Programs / Traction Software / Traction Instant
Publisher V2
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Microsoft Windows CE .MET r
Microsoft Windows CE \MET 4.2
Moilla . b
MNetscape 7.0 4 —_
PrintMe Internet Printing 4
QuickTime r
Real r
J Internet RoboDerno -
Internet Explorer
RoboHelp Office r
E-mail
Microsoft Ouklook, RoboScreenCapture »
B Roxio Easy CD Creakor 5 4
-
1 Reallne Player Startup >
Traction Instant Publisher r

W Microsoft Word

Traction Software

VMware ki

Acrobat Reader 5.0

Adobe Reader 6.0
Microsoft PowerPoink

|@| RoboScreenCapture

! ! WMIC

B Mokepad WinZip
Zempk

I} FoboDemo

Internet Explorer

Microsoft Access
Microsoft Excel
Microsoft Outlook,
il Bsn s Microsoft PowerPoink
Microsoft Word

M3M Explarer

CLeECOEBOFEZoO0OOllo0c0G08000380¢

Cutlook Express

The Traction icon will appear in your system tray

BE LG L ez
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Configuration (Server, user name, password)

After installation, return to My Account | Preferences to configure the Instant Publisher. Click on the
second line, as in the below image:

Clicl here to install the Traction Inatant PLDiE0Her w2
Click here to cr:n.tl;lﬁ-:?ure the Traction instant Publishet w2 far this Tractioh Sehver,

Mihara pogjbie, Wae the natant Pubiisher w2 [hatead of the HTWL formas far editing articies.
This sefting anly goalies o vour current browser,

This will launch the Instant Publisher settings window with you server settings and user name applied.

" Traction Server Account Settings

Traction Server Information Traction Login Information
Chooze a name that you would like to use to refer ta User Mame:  |pour uzer name
thiz Traction zerver [e.g. Production or Custamer e
Service). Faszzword: T

Mame: |*our Traction Server Mame ;
g Test Sethings

Type or paste in the wil for pour Traction server. |f After filing out the information on thiz screen, we
wour Ll ztarkz with https: ¢ then your connection will recommend that you test wour zettings by clicking the
uze 550, button below. [Fequires network, connection)

URL: ;th_l:IZ.-".-"SEF'-.-'E[HEI’I’IE.CDI’I’IZBDED ’ Test Account Settings .. ]

| ok || cancel || ﬁppwh\y

Simply add your password and then click Apply. You can click Test Account Settings to verify that it is
configured properly.

As of Instant Publisher Version 2.1, an Advanced button will also appear on this form. It is used when the
URL used to contact the server differs from the URL with which the server identifies itself. In these cases,
it is now possible to specify the mapping manually. For example, you might contact a server via HTTPS
but the server may identify itself as running on HTTP.

Configuring your Instant Publisher for another Server

If you work with multiple Traction Servers, you can repeat this step on each server. The Instant Publisher
has a menu where you select the server to which you want to publish.

Using the TIP instead of the HTML Add Article, Comment, and Edit forms.
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The Instant Publisher can be configured as a substitute for the HTML Add Article, Edit Article Consists of
a Title, Text, Attachments and Labels and Comment forms which you have learned about in previous
sections of the User Guide. This will give you a WYSIWYG editor and a richer comment interface with the
full capabilities of TIP V2.

To configure for Edit and Comment, click the My Account link. The My Account page will open to the
Preferences page. In the Instant Publisher preferences section, check the box next to the text that says:

Where possible, Lae the inastant PLbiaher w2 instead of the HTIWL forms for editing aiticles.
[%Tm's softing only applies o oy current browsey.

Then click the Apply icon in the upper right or bottom of the screen.

Instant Publisher Preferences
Doc145: March 22, 2008 4:06 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

The Traction Instant Publisher is currently only available to users running Windows 2000 or later.

Click here to install the Traction Instant Publisher v2.
Click here to configure the Traction Instant Publisher v2 for this Traction Server.
[] Where possible, use the Instant Publisher v2 instead of the HTML forms for editing articles.
This sefting only applies to your current Browser.

The above two links and checkbox let you install, configure, and select the Traction Instant Publisher. See
the section Installing Instant Publisher for instructions.

Other Instant Publisher Options

Doc186: March 22, 2008 4:10 PM, Posted by Documentation Importer
The Instant Publisher has a number of other conveniences that make it easy to get things into Traction:

Screen Capture

You can capture any region of the screen and post it using the screen capture option. When you choose
Screen Capture from the TIP V2 menu, the cursor changes to a cross.
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Mew Trackion Entry, .. g

Search Demo Server. ..

Choose Server

Setkings...
E:xit

You can left-click and drag over a section of the screen.

Note: Hold down the Control and Shift keys together to zoom in while you drag.

When you let go, it will open a TIP V2 form with an image of the screen capture in the body of the form.
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“ Screen Capture

File Edit Wiew Insert Server Tools Help

= & ®@ B B A
Submit  Attach Capture  Labelz:  Search  Offline

Project: | MarketResearch w

Labels:

Tille: | Screen Capture

& Bz @

1. ScreenCapture] . jpg (9 KB

This makes it easy to grab images from PDF files or other desktop programs where simple cut and paste
does not yield a nice looking result. You can capture additional regions once the Instant Publisher is open
by clicking the camera icon on the button bar.
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Search

The instant publisher menu has a Search option. Choosing this option will open a browser and load the
Advanced Search form in your browser.

Screen Capkure. ..
Mew Traction Entry. ..

Search Demno Sery
Choose Server

Setkings. ..
Exit

Settings

Click the Settings option if you need to configure another server to which you want to publish or to change
the settings (e.g. your name and password, or the server URL) of an existing server for which your Instant
Publisher is configured.
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Traction Servers | Components |

Server

Demo Server
traction server

Address Pot ©~ 55L  Loain
get-traction.com a0s0 M Einstein
a0 M ifrank

“ Traction Server Account Settings

Traction Server Information

Chooze a name that you would like to uze to refer to
thiz Traction server [e.g. Produchion or Custarmer
Service).

0 o EYEr

N ame; | [ i

Type or pazte in the wurl for pour Traction zerver. |f
wour url starts with https:/# then your connection will
uze 550

JRL: ! http: //get-traction. com: 8080

Traction Login Information

U zer Mame: !Ein&tein

[ o

Password; [

Test Settings

After filling out the information on this screen, we
recammend that pou test vour zettings by clicking the
button below. [Requires netwark connection]

[ Test Account Settings . l

l 0k l[ Cancel ]

Apply

Y

Publishing an Article with Instant Publisher
Doc225: March 22, 2008 4:14 PM, Posted by Documentation Importer

As an alternative to the Add New Article action from the Traction browser interface, you can choose the
New Traction Entry option from the TIP V2 system tray menu.

The TIP includes basic HTML formatting options on the toolbar, and it supports drag & drop and cut &

paste from most programs that support HTML or text.

First, right click on the Traction logo. A menu appears.

Page 33 of 94


https://teampage.tractionsoftware.com/traction/permalink/Doc225
https://teampage.tractionsoftware.com/traction/permalink/Doc225

Copyright © 2010 Traction Software, Inc.

tracticn

Screen Capkure. ..
Mew Trackion Entrey., ..
Search traction server...

Choose Server

Settings...
Exit

Left-click the New Article Consists of a Title, Text, Attachments and Labels option and the TIP V2 form
will appear. (see below)

The TIP V2 form will appear. Like the Add New Article form, you can select a project, add a title and write
text in the body. You can also:

1. Screen Capture: Put your cursor in the body of the form. Click on the button with a camera. The TIP
V2 form will disappear and a cross-hair replaces your mouse. Left-click on the upper left of a section of
the part of your screen you want to capture. Hold and Drag to the lower right of the area for selection.
Then let go. An image will appear in the publisher window, where your cursor was.

Tip: For precision capture, hold down the shift key to magnify the area of the screen under the cross-hair.

2. Copy and Paste: Copy any content from a desktop application. Paste into the publisher form. You can
also drag and drop. If you drag and drop from Internet Explorer, TIP V2 may also include a link back to
original source. Note, tables and other areas with complex formatting may or may not copy well,
depending on the content.

3. Apply Styles: Apply font style (Bold, Italic, Underline), paragraph style (numbered list, bullet list,
normal, Heading 1 etc..), font color, and background color.

4. Insert a link to a website: Write Click Here (or any other words), highlight the words, right-click, and
select Insert Link. Paste the hyperlink into the box and click OK. This works for file, mail, and other links
too.

Important Note: If you are linking to Traction Articles see the help section Making Links to Traction
Articles

5. Add Labels: You can add labels at the article (title) or paragraph level. See Adding Labels with the
Instant Publisher section below.

6. Add an Attachment: Simply drag a file into the Attachments window at the bottom of the TIP V2 form.
Or, right click over the Attachment window and click to browse for a file.
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A concept paper for the new product

File Edit Wiew Insert Server Tools Help

= [y @ 2N
Submit  “Attach Capture  Labels  Search  Offline

Project: | Productalpha ™

Labels: | :Product4iphafesdback |

Tile: |A concept paper far the new product

B@o B 7 o= EEEcewon  yEYDY |

e
L[
i

Attached @1 is a document for review. |t details the basic concepts for the
new product.

Mext step is to write a final draft.

If you want to review the current spec sheet, look at ProductAlphal in Traction
of see the same document on our wehsite, here is & link.

And, fot fun, here 15 a screen capture, | captured a section of aur web page:

tracticn

PRODUCT 50LWw

1. Productblpha Concept Papert-t [1 KB]
2 ScreenCapturel jpg (8 KR)

Best Practice Tip: Always write a good first paragraph, this will appear in the ExecutiveSummary and in
other views such as the multi-entry view and, in some cases, the front page and project newspage.
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Adding Labels with the Instant Publisher
Labels can be added at the article (title) or paragraph level.

1. Article Level: To add labels to the article level, click the label chooser

B

1)

to launch the Add a Label form. This form works the same as the Add New Article form.

2. Paragraph Level: To add labels to paragraphs, click the Labels button in the button bar. A project
selector and label list appears at the right of the form. Left-click and drag a label to the end of a
paragraph. It will appear in this format: [[::ProductAlpha:todo]] where ProductAlpha is the project name
and Todo is the label name.
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A concept paper for the new product

File Edit Yiew Insert Server Tools Help

B 2 @ -2 S AN
Subrmit Attach Capture Lal:uel_s Search  Offline
Praoject: | Froductélpha [ !
Labels: | ::Producttlpha:feedback. |

Title: |.-'-‘-. concept paper for the new product |

B B I Ui |EEeen b
: ' : Project: IPrnducLﬂ.lpha V!
Attached i@1 is a document for review. It details the basic Group: Itnpic _v!
concepts for the new product. BugClosed 3
bulletin I
Mext step is to wrnte a final draft. [[;:ProductAlphatodo]] N D'ocument
dohe
If you want to review the current spec sheet, look at E’:Eture
FroductAlphal in Traction or see the same document on aur Fatialdas

wehsite, here is a link. Feature:Maybe

Feature:Rejected

And, far fun, here is a screen capture, | captured a section of ;EEQEECE _—
. eedback: reviews

our web page: i

headline

5 ingquiny: clozed

) | Inteqgration

lzzue

PRODULCT SoLw lzzue: Clozed

hews

notice

F1

Pz

= P3

i1. Productdlpha Concept Paper.tat (1 KB) price

| 2. ScreenCapturel . jpg (B KB) todo

W2

We 1

[l

When you are satisfied with your entry, click Submit to send it to Traction. All the images in your selection
are attached to the Traction article, see below for the result:
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A concept paper for the new product vl
feedback

Productalphal0Z: Movember 25, 2003 2:24 am c\ﬂ:] L]

Posted by Einstein

2 Cross References; # 2 Attachments

Attached @1 i1s a document for review. It details the basic concepts faor
the new product. o

Mext step is to write a final draft. oz toda
If vou want to review the current spec sheet, look at Productalphan:

Traction TeamPage Spec Sheetf in Traction or see the same document on
our wehsite, here is a link. o3

And, for fun, here is a screen capture, I captured a section of our web
page: o4

e
LEa T

ilpl==%  PRODUCT 50LW0

F oA,

1}

B add a Comment on this Article

W 1. Productalpha Concept Paper.txt (1.2 KB)
W 2, ScreencCapturel.jpg (8.2 KB)
Related Entries:

references (1)
Productalphal: Traction TeamPage Spec Sheet

The Traction Instant Publisher V2 (TIP V2)
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Doc289: March 22, 2008 4:21 PM, Posted by Documentation Importer

The Traction® Instant Publisher™ (TIP for short) is an optional Windows application that, when loaded,
will appear as a Traction logo in your system tray. TIP V2 runs using Microsoft's .NET which, if not
already present on your system, will be installed when you install TIP V2. It supports rich text editing, drag
and drop operation, screen capture, and management of file attachments.

TIP V2 makes it very fast and easy to:

1.
Publish: Compose new Traction articles, Right-Click Publish from Internet Explorer, and clip content
from many desktop applications, capture in image of a portion of your screen

2.
Edit: You can choose to use the TIP V2 as your default editor

3.

Comment: You can choose to use the TIP V2 as your comment form

Default Time Slice
Doc63: March 22, 2008 3:54 PM, Posted by Documentation Importer

This preference allows a user to set their default time slice. In Traction, the term "time slice" refers to the
starting and ending dates of for the range of time from which content is presented on a given page.

Time slice may be changed using a Navigating with the Rapid Selector, or by navigating with the calendar
controls in most standard skins.

/1april2008-1jun2006(|

» advanced search

Changing time slice using the rapid selector.

Date Range Selector

BActive Years
2005

2006
Go to TSEL,f
Changing time slice using the calendar.
The default time slice refers to the time slice that is used when a user has not navigated into a specific
time slice.
Default (All Time)

The term 'time slice" refers to the starting and ending date of the range of time from which content is being
displayed in a given page. The default time slice is used if none has been explicitly selected (by means of &
rapid selector expression, an advanced search guery, or calendar interface navigation).
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It is very common to set the default time slice to All Time so that content doesn't disappear at the end of a
month, quarter, or other interval. Traction beginners often find this more intuitive.

Note: This preference used to be set on a per project basis. As of version 3.7, this is a user preference.

Time Zone
Doc291: March 22, 2008 4:21 PM, Posted by Documentation Importer

Traction records time in GMT. Traction's default time zone will be based on time zone set for the
computer Traction runs on. If the computer is located in a different time zone from most users, you can
set the default time zone to the time zone where the users are. Users who use your server from different
time zones can specify their own time zone, and dates and times will be displayed relative to their time
zone.

|

| Default ((GMT-04-00) Eastem Standard Time (America/New York))

‘Default ((GMT-04:00) Eastern Standard Time {America/New York))
(GMT-12:00) GMT-12:00 (Etc/GMT+12)

(GMT-11:00) GMT-11:00 {Etc/GMT+11)
(GMT-11:00) Miue Time (Pacific/Miug)
(GMT-11:00) Samoa Standard Time (Pacific/Midway)
(GMT-11:00} Samoa Standard Time (Pacific/FPago Pago)
(GMT-11:00) Samoa Standard Time (Pacific/Samoa)
(GMT-11:00) Samoa Standard Time (US/Samoa)
(GMT-11:00) West Samoa Time (MIT)
(GMT-11:00) West Samoa Time (Pacific/Apia)
{GMT-10:00} Cook Is. Time {Facific/Rarotonga)
(GMT-10:00) GMT-10:00 (Etc/GMT+10)
(GMT-10:00) Hawaii Standard Time (HST)
(GMT-10:00) Hawaii Standard Time (Facific/Honolulu)
(GMT-10:00) Hawaii Standard Time (Pacific/Johnston)
(GMT-10:00) Hawail Standard Time (SystemVV/HST10}
(GMT-10:00) Hawaii Standard Time (US/Hawaii)
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )
( )

GMT-10:00) Tahiti Time (Pacific/Tahiti)

GMT-10:00) Tokelau Time {FPacific/Fakaofo)

GMT-09:30) Marquesas Time (Pacific/Marquesas)
GMT-09:00) Gambier Time (Pacific/Gambier)

GMT-09:00) Gambier Time (SystemV/Y3T9)

GMT-09:00) GMT-09:00 (Etc/GMT+9)

GMT-09:00) Hawaii-Aleutian Standard Time {AmericalAdak)
GMT-09:00) Hawaii-Aleutian Standard Time (Americal/Atka)
GMT-09:00) Hawaii-Aleutian Standard Time (US/{Aleutian)
GMT-08:00) Alaska Standard Time {America/Anchorage)
GMT-08:00) Alaska Standard Time (America/Juneau)
GMT-08:00) Alaska Standard Time {America/Mome)
GMT-08:00) Alaska Standard Time (Americaly akutat) e
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Calendar Quarter Format
Doc21: March 22, 2008 3:46 PM, Posted by Documentation Importer

Calendar Quarter Format

Default (Annual - Q1 is January through March)

Default (Annual - Q1 is January through March)
Annual - Q1 is January through March

Fiscal - Q1 1s October through December
Maone - Show bullets instead of numbers

The default calendar follows the Annual year:

< 2003 >
1 Jan Feb Mar
Q2 Apr HMay Jun
03 Jul Aug Sep
4 Oct MNov Dec
Show All Years

Show current year

You can alternately choose to display the default fiscal year. Note that the quarters are numbered
differently.

< 2003 >

2 Jan Feb Mar
03  Apr May Jun
04  Jul Aug Sep
1 Oct Nov Dec

chow All Years
Show current year

You can also show bullets instead of numbers.
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< 2003 >

# Jan Feb Mar

#  Apr May Jun

Jul  Aug Sep
# Oct MNov Dec
Show All Years

Show current quarter

Start Page

Doc282: March 22, 2008 4:21 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

As of Traction 3.7, it is possible to specify what page users will see by default when they visit a Traction
server. This default page is specified in terms of a Introduction to the Rapid Selector Guide.

Traction Software
server setup

General People | Projects Network License = Server Files Email Defaults

Journal | User Preferences | | User Subscriptions = Project Settings = Project Newspage

Browser | Time Display | Comments | Files @ Editing Email Compaosition Profile Page

Start Page

The Start Page is the default view that is displayed when you access Traction. The view is described |
used as the Start Page by entering the Traction D of the article. See the Online Help for more informa

frontpage

The default behavior is still for users to be directed to the server's front page.

Default Chunk Size

Doc58: March 22, 2008 3:53 PM, Posted by Documentation Importer
When any Traction view involves multiple entries, there may be so many results that it is impractical or
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inconvenient to display them all in a single page. Therefore, Traction supports a behavior called
"chunking"”, in which results are reported in chunks or blocks of 25, 50, or some other more convenient
size. This preference allows users to specify how many results they want to see on a single page.

Default Chunk Size | Default (25) |+

When a reverse chronological, topic, or other multi-entry view contains more than a
certain number of entries, Traction can partition the list of entries into "chunks"
Traction's interface allows the user to change the size of the chunk whenever a
chunked view is loaded in the browser, but this option allows the user to choose what

size chunk should be used by default.

This is the default chunk size only; the chunk size can be changed for any particular view using the
standard chunk navigation controls that typically appear, along with a sorting control, at the bottom of the
page. Users can even ask for all results to be displayed in a single page.

1-25  26-50 more results

show Ir_lE v_| per page, | newest fist (W [ ge ]

show all results

Snippet Length

Doc280: March 22, 2008 4:20 PM, Posted by Documentation Importer

The term "snippet" refers to a summary based on the first several words or characters appearing in a
Traction article. Snippets are used in search result views to highlight search hits in the resulting articles.

Show | spippets W

Q, Search Filter Active searching for task & X

Searching All Projects
February 3, 2006

Sample Engineering Task List
Engineering22 | February 3, 2006 | 6:54:13 PM EST | Posted by admin

... This is an example fask list for the Engineering team. Each ...

Snippets volume can be used even when the page does not represent search results, by selecting
"Snippets" in the volume control that appears near the top of the page in most skins.
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Show [

Details

Brief content
Full content

This preference allows users to choose their preferred relative length for snippets.

Snippet Length | Default (Medium) |+

Snippets are brief portions of content displayed in the Snippets volume.

Show Item ID s
Doc271: March 22, 2008 4:20 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

Show ltem ID's |Defau|t yves) V|

Iterm I0's are the permanent identifier of the item, which the item's labels are attached fo. Even if you move
an iterm around in an article or add another item in front of it its 10 will always be the same. In most skins,
they appear at the end of the paragraph and begin with a 0, like 03

In the example below, item numbers are shown in yellow and ID's in green. Item numbers are a straight
count, whereas ID's can be rearranged during edits. Comments and labels are attached to ID's. IDs are
also displayed in the bottom right corner of the hover.

This article illustrates comment depth

T -~ ! C|)EC-C F
L = SIS dl-hlal = T 18 R L L P LU

Uslcd d = o

SRy ¥ . = AUl = =il
=] amments
L el = =

Droted amd Edded ki hric B — - =4 hictrnrm
L L

(1) This is a new article. g4
() This is the second paragraph. 2

(3) This paragraph was added between the second and third. It's number is three, but
it's /D is 04 58

(4) And this is the third |58

Show Item Numbers
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Doc272: March 22, 2008 4:20 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

Show Item Numbers |Defau|t (no) Vl

Iterm Mumbers number each iterm relative fo the start of the article. They make it easy to refer to a particular
iterm in an article. In most skins, they appear in parentheses (o the (et of each item, like (3).

In the example below, item numbers are shown in yellow and ID's in green. Iltem numbers are a straight
count, whereas ID's can be rearranged during edits. Comments and labels are attached to ID's. IDs are
also displayed in the bottom right corner of the hover.

This article illustrates comment depth

- r= = I T r= = =

(1) This is a new article. |84
() This is the second paragraph. 2
)

(3) This paragraph was added between the second and third. It's number 15 three, but
it's [0 1s 04 58

(4) And this is the third J§@

Label Icons
Doc153: March 22, 2008 4:06 PM, Posted by Documentation Importer

Label Icons

Default {lcons in the left margin, labels in the right margin)

Default “CGHE in the left marqin, labels in the rlqht marqin} s where the label appears. If you would
Mo lcons brice affects the Modern skin and is
lcons in the left margin, labels in the right margin

lcons and labels in the right margin

llcons OMLY in the right margin

Note: This option was formerly used by the Modern skin only. As of version 3.7, there are no skins that
still support this preference.

This is the default display (Icons in the left margin, labels in the right margin:
Zoom In -- Mice to Have: Based on a key combination, allow for Zoom in so that Feature:Tdea

mm the user can fine tune the capture and be sure to include or exclude borders or P1
other fine features of an image they are capturing. oz

7 comments
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This is both on the right:

Zoom In -- Nice to Have: Based on a key combination, allow for Zoom in so that
the user can fine tune the capture and be sure to include or exclude borders or
other fine features of an image they are capturing. oz

7 comments

Festure:Ides "

F1

This is icons only. Note: if a label doesn't have an icon, the text of the label will be displayed.

Zoom In -- Mice to Have: Based on a key combination, allow for Zoom in so that the user can
fine tune the capture and be sure to include or exclude borders or other fine features of an i
image they are capturing. oz

7 comments
This is no icons:

Zoom In -- Mice to Have: Based on a key combination, allow for Zoom in so that the Festure:Ides
user can fine tune the capture and be sure to include or exclude borders or other fine ~F:1

features of an image they are capturing. oz

7 comments

Transclude Titles By Default

Doc302: March 22, 2008 4:23 PM, Posted by Documentation Importer

Default (yes) +

If yes, the title of cross-referenced articles will be displayved in the referencing article; e.g. a cross reference
to "AcmeZ3"will display as "Acme23: This is a great feature”

When you type a cross-reference (or "citation") in an article, e.g.
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This is a cross-reference to [selylyl=lgieets],

4 B R <7 f"-‘i|éﬁ|®!mm

Cancel J|_save braft || Submit |

it is normally displayed as a hyperlink that shows the current title of the article linked to:

And this is the third. oz

This is a cross-reference to Comment38: Usage of this 5'-;‘5t%. 05

If you don't have permission to see the article linked to, it displays as ordinary text.

If you want to preserve the hyperlink, but don't want to show the title by default, you can set this option to
No. The resulting view will then look like:

And this is the third. o2

This is a cross-reference to Comment38. o=

Hide System Articles

Doc130: March 22, 2008 4:04 PM, Posted by Documentation Importer

Hide System Articles |Defau|t [yes) V|

Articles are automatically created fo indicate edits, reciassifigtions, erasures, and unlogoed email
messages. IFyes, these articles will be hidden from most views. They will still be accessible from the list of
Cross references.

Normally records of reclassifications, updates, etc. are not displayed in full chronology views. This
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preference allows users to indicate whether these records should be included in full chronology views.
Note: these records display only in full views, not in brief views.
Here is a sample label change and edit (update) record.

August 30, 2006

Updates Engineering22, Sample Engineering Task List
Engineeringg? | August 30, 2006 | 7:33:24 PM EDT
Posted and Edited by admin | View edit history

Changed wording of 3rd task.
Show Actual Contents of this Version

redassification

Changes Labels on Engineering22, Sample

Engineering Task List
Engineering70 | August 30, 2006 | 7:358:3%9 PM EDT
Posted by admin

ffem (04 Added:  +::Engineering:done
Removed: ::Engineering:todo

Note that label change records are labeled "reclassification” and can be shown in a topic view at any time,
even without enabling this option:
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August 30, 2006

Changes Labels on Engineering22, Sample Engineering redassification

Task List

Engineering70 | August 30, 2006 | 7:33:39 PM EDT

Posted by admin

ffem 04 Added:  +::Engineering:done

Removed: ::Engineering:todo

July 12, 2006
redassification

Changes Labels on Engineering47, Frequently Asked

Questions
Engineeringas | July 12, 2006 | 11:25:49 AM EDT
Posted by admin

Article Leve/ Added: ::Engineering:bulletin

Custom Label Actions
Doc54: March 22, 2008 3:52 PM, Posted by Documentation Importer

You can rearrange the set of label actions that appear in your context menu. The default set of Label
Actions is defined by Server Administrators on the page Server Setup - Journal. You can include actions
that are not normally included, exclude those that are, and change the order in which the actions you
include are listed.

Normally the default actions are selected:

Custom Label Actions

The Active actions will appear in the Action submenu of the Traction Context Meri.

Use Defauit Actions - uncheck this if you wish to override the selection of actions specified for this server.

Inactive Active

(=| To Do

" Done
B Pricrity 1
Pricrity 2
Priorty 3
Make Alert

« [*
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If you wish to change this, you can select Active actions and click (- to make them inactive and use the up
and down arrows to rearrange them. You can also make inactive actions active and place them where

you like.
For example, by setting the labels actions to this:

Inactive Active
(=| To Do
i T~ Done

" % Make Alert

After you click the Apply button to save your changes, the context menu's Action submenu will reflect the
contents of the "Active" list:
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Amount of Ancestral Context to Include with Comments in News
Feeds

Doc10: March 22, 2008 3:45 PM, Posted by Documentation Importer
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Amount of Ancestral Context to Include with Comments in News Feeds
|Defau|t (Parent ltem Only) Y|

Thiz sefting governs the amount of ancestral context to include with a comiment when it appears in
syndicated news feeds (e.g. 55 or Atom). The parent refers to the paragraph or item commented on. The
parent may itzelf be a comment on another paragraph. Ancestry refers to all parents and their parents. Full
thread refers to the entire ierarchy of relations to which the given article belongs.

This preference allows users to control how much context is present in the RSS and Atom feeds they get
from Traction. See Amount of Ancestral Context to Include with Comments in Email Notifications for a
more detailed explanation.

Comment Depth

Doc37: March 22, 2008 3:48 PM, Posted by Documentation Importer

Comment depth

This is the depth to which comments on comments will be displayed in the single article view. Ifset to 0, no
depth lirmit will be enforced.

Use the default value {3)

This setting lets you control how many levels of nesting will be displayed. When the specified limit is
reached, the lowest-level comment will report the number of comments directly on it.
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This article illustrates comment depth

Comments0 (#) | TrackBack | May 12, 2005 | 5:50.52 PM EDT

Posted by Chriz Nuzum
§ Cross References | 3 1 Comment

This is a new article. o

Article Comments

This is a comment.

[Chris Muzum, Comment&1, May 12, 2005, 5:51:01 PM EDT] &

Ln

This is a depth 2 comment.
[Chris Muzum, Comment62, May 12, 2005, 55112 PM EDT) ©

This is a depth 3 comment.
[Chris Muzum, Comment63, May 12, 2005, 5:51:21 PM EDT] @

1 Comment an this camme@[

To see the remaining comments, you can click that link.
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re: This article illustrates comment depth

Comments3 (#) | TrackBack | May 12, 2005 | 5:51:21 PM EDT

Poated by Chriz Nuzum
- Cross References | B© 1 Comment

re: This article illustrates comment depth
This 15 a depth 2 comment.

[Chris Muzum, Comment&2.00, May 12, 2005, 5:51:12 PM EDT]

This is a depth 3 comment. o

Article Comments

This is a depth 4 comment.
[Chris Muzum, Comment&4, May 12, 2005, 5:51:30 PM EDT] 2

This is a depth 5 comment.

[Chris Muzum, Comment65, May 12, 2005, 5:51.39 FM EDT] @

n

If you prefer to have all comments always shown, you can set the depth to 0.

Comment depth D

Thiz is the depth to which comments on cormments will be displayed in the single article view. If setto 0, no

depth fimit will be enforced.
[] Use the defauit vaiue (3)

This will let all comments be displayed.
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cle illustrates comment depth

TrackBack | May 12, 2005 | 5:50:52 PM ED

This is a new article. o

Article Comments

This is a comment.

This is a depth 5 comment.
[Chris Muzum, Comment6s, May 12, 2005, 5:51:39 PM EDT] &

Note: This preference is advisory for skins; certain skins may ignore this setting.

Comment Sort Order
Doc38: March 22, 2008 3:48 PM, Posted by Documentation Importer

Comment Sort Order |Defau|t (Oldest First) V|

When multiple comments appear on an item, this setting specifies the order in which they should appear.

Traction usually displays comments in a threaded fashion so it's easy to determine what the comment's
author is referring to. Ordinarily, the threads that refer to the same article or paragraph are stacked in
chronological order, with the oldest thread at the top and the newest thread at the bottom.
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Article Comments

Maost users will elect to use the default values for comment-related preferences.
Admin Guy / Comment327 f August 30, 2006 [ 7:57:51 PM EDT 3

It is good to know that the features are present so that users can customize Traction's web interfaces

when they need to.
Admin Guy / Comment328 [ August 30, 2006 [ 7:58:20 PM ECT B

The comment sort order feature allows users to specify the order in which comment threads should be
stacked.

Maturalty, the preference applies only to the order for the thread roots on a given article or paragraph. Groups

of comment threads on other articles or paragraphs wil be sorted independenthy.
admin Guy / Comment322 [ August 30, 2006 / §:00:29 PM EDT B2

This preference allows users to reverse this behavior, so that the newest comment threads appear at the
top and the oldest appear at the bottom.

Article Comments

The cormment sort order feature allows users to specify the order in which comment threads should be
stacked.

Maturalty, the preference applies only to the order for the thread roots on 3 given article or paragraph. Groups

of comment threads on other articles or paraagraphs will be sorted independenthy.
Admin Guy / Comment329 / August 30, 2006 / 8:00:29 PM EDT 2

Mast users will elect to use the default values for comment-related preferences.
Admin Guy / Comment327 f August 30, 2005 / 7:57:51 PM EDT 3@

It is good to know that the features are present so that users can customize Traction's web interfaces

when they need to.
Admin Guy / Comment328 [ August 30, 2006 / 7:58:20 PM EDT &

Reference Types to Be Displayed as Comments
Doc1088: July 12, 2009 3:36 PM, Posted by Christopher Nuzum

By default, Traction displays comments, outgoing email, incoming email, and trackbacks as inline
comments. Using this control, you can customize the reference types that are displayed inline.

Show Location for Attachments in File Details
Doc273: March 22, 2008 4:20 PM, Posted by Documentation Importer
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Show Location for Attachments in File Details

Copyright © 2010 Traction Software, Inc.

Default (no) +

if yes, the folder location for attachments will be displayed in the file details view.

See also TeamPage Options and Configuration Settings in the WebDAV chapter.

Normally the location link is hot shown.

Enabling this option causes the link to be
displayed.

v

overv_mont.jpg

v

overv_mont.jpg

%Gsr:er&' information (Refresh)

Name: |overv_mont.jpg |[ Advanced => ]

& Toremove an attachment from this article, use Edit Article.
Size: 132 KB
Modified: Aug§, 2004 4:20:14 PM EDT

Description:

[ update description ]

Article: MarketRe=zearch37sd: The Hubble Project - Overview

Preview:
& 'Fﬂ

(& Lock Information

Status: Unlecked

N Version Information

Status: Version tracking not enabled.

Nole: once version Iracking is
enabled for a file, it cannot be
disabied.

%Hep.‘ace Contents

File: |[ Browse... |

replace

%Gsr:er&' information (Refresh)

Name: |overv_mont.jpg |[ Advanced => ]

{ér' To remove an attachment from this article, use Edit Article.
Size: 132 KB
Meodified: Aug §, 2004 4:20:14 PM EDT
Description:

[ update description

Article: MarketRe=zearch373: The Hubble Project - Overview

Location: /db/attachmentz/marketrezearch/37aM/
@Dpen Web Folder

Preview:

(& Lock information

Status: Unlocked

N version information

Status: Verzion tracking not enabled.

Note: once version fracking is
enabled for & file, it cannot be
dizabied.

%Hsp.‘ece Contents

File: |[ Browse__ |

replace
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Show Edit Button for Microsoft Office Documents
Doc268: March 22, 2008 4:20 PM, Posted by Documentation Importer

Default (no) +

Allows you to launch Microsot Office applications and save the edited document directly to the Traction
server, rather than creating a temporary copy on your desktop. This is only available in internet Explorer.
To configure your Internet Explorer security settings to allow this feature, please see the help guide

This option is explained in the TeamPage Options and Configuration Settings portion of the WebDAV
instructions.

Show Lock Option for Files

Doc274: March 22, 2008 4:20 PM, Posted by Documentation Importer
Default (no) +
If yes, for WebDAV enabled files the option to Lock a file will appear in the file details view.

This option is described in the TeamPage Options and Configuration Settings section of the WebDAV
chapter.

Show Open Folder Icons for Attachments
Doc275: March 22, 2008 4:20 PM, Posted by Documentation Importer

Default (yes) +
Thiz iz only available in Internet Explorer. IF yes, the attachiments list will show a yellow open folder icon @
that will open the web folder. From there, attachiments can be edited using WebDAV enabled applications

as if they were files on your computer.

This option is explained in the TeamPage Options and Configuration Settings portion of the WebDAV
instructions.

Show Add Link for Sections

Doc266: March 22, 2008 4:19 PM, Posted by Documentation Importer

The term "sections" refers to newspaper-like sections, that are simply queries that aggregate articles
according to some set of criteria. Many sections are driven by labels, or are simply lists of recent articles.
In many cases, Traction can offer users the option to add an article to a section, and will initialize the
Create New Article's "Labels" field with any labels that are necessary for the new article to appear in the
section. This preference allows users to indicate whether they want the "Add" button to appear when it is
possible for them to add an article to a section.
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Show Add Link for Sections | Default (yes) + |

Each section has an option to show & link to add articles to the section. IFthis is set to no, these links will not appear
regardiess of the section selting.

Use Rich Text Edit Mode When Supported

Doc310: March 22, 2008 4:24 PM, Posted by Documentation Importer

An increasing number of browsers support HTML rich text editing, also called WYSIWYG editing ("What

You See Is What You Get"). Normally rich text editing is enabled by default for new articles, comments,
email replies, and the cover letters that go with emailed articles.

@Edit Comment330

Choose Draft / Template... % | Load Draft {#
s Carrrn & Edit Attachments (2]
@ Edit Relationships (0]
Labels: | |[_choose | [ Edit Sactions (0]
Tit|e:|F’hntD5 from Kyoto |
B 7 U 4 = 2| = 35 k. le'aragraph v i ey | W | (@)

[[01]] T took many pictures when I visited Kyoto.
[[02]]

[[02]] I had a lot of good times and made many new friends!

zc. ST WS LM | o6 B3 @ J & | ©

Describe Changes:

| . Simplify HTML

When you post an article containing Traction ID's, Traction will automatically show aach
referanced Traction ID as a live link, with the current title of the article as the link text.
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This setting allows users to deactivate rich text editing.

Use Rich Text Edit Mode When Supported | Default (yes) |

Starting with version 3.6, Traction supports a rich text edit mode for creating and editing articles and comments.
This option allows users o choose whether or not to use rich text mode when it is supported by their browser.

When rich text edit mode has been deactivated, all the rich text controls for formatting text, inserting
images and links, etc., are not displayed. Instead, the user has access to the raw article content.

@’E‘ﬁt Comment330 Choose Draft / Template... % | Load Draft {7
e e o Edit Attachments (2]

i Edit Relationships (0]
LabE|5:| |[ Choose ]

@' Edit Secticns (0]
Trt[.E:lPhntc-s from Kyoto |

[[01]]I took meny pictures when I visited Eyoto.

[[02]]1[[ image Comment330@1 205x132x0 ]] [[ image Comment33082 205x120x0
11

[[03]]I had a lot of good times and made many new friends!

[ ] Plain Text - Short lines of text keep original line wrapping behavior. « Simplify HTML

Describe Changes: | |

To link to another article, type its Traction ID, .. ¥MyFrojectE2. Using Internet Explorer on

Windows, you can also drag and drop article links from a Traction page right into the
add/edit farm.

Note: When plain text edit mode is in use, the Set Plain Text when Posting user preference comes into
play.
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Set Plain Text when Posting
Doc260: March 22, 2008 4:19 PM, Posted by Documentation Importer

In plain text edit mode, users have the option of checking the "Plain Text" checkbox. When activated, this
option makes it so that users do not have to manually add HTML <BR> tags when they want line breaks;

instead, they only have to press enter to insert a normal line break, and Traction will replace it with a
<BR> when the article is displayed.

@E‘ﬁt Comment331 Choose Draft / Template... % | | oad Draft {#

S e i Edit Attachments (0]

@ Edit Relationships (0]
Labels:| |[ Choosa | Fi! Edit Sections (0)

Titla: |Line Break Demonstration |

[[01]1]I don't need to type an HIML BR tag to get a line break.
Traction inserts one automatically at diaplay time when I check the
"Plain Text™ checkbor.

Plain Text - Short lines of text keep original line wapping behavior. « Simplify HTML

Describe Changes: |

To share an article with members of another project, add a label from that other project. As
long as members of that other project have Access permission to your project, they'll be
able to read the article.
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Line Break Demonstration
Comment331 | August 30, 2006 | 8:34:25 PM EDT

Posted by Jordan Frank

I don't need to type an HTML BR. tag to get a line break.
Traction inserts one automatically at display time when I check the "Plain Text" checkbox.

This preference allows users to set the default state of the "Plain Text" checkbox.

=}

n Text when Posting |Defau|t ino) V|

aln

If yes, the New Article and Cormment windows will default to having Plain Text checked. This sefting can still
be changed before submitting the article.

Set

Automatically Saved Drafts
Doc699: January 13, 2009 4:55 PM, Posted by Paul Needham

Sort email reply templates alphabetically
Doc281: March 22, 2008 4:21 PM, Posted by Documentation Importer

By default, the email reply templates are sorted alphabetically:
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@’ Email Reply to InBox3 —— Shared Templates —— "
Choose Draft /! Template... i
Project: | admin v_| O ]
Labels: | Sk

To: \mark.ting@tractionsoftware.c mfﬂthe'”m”"'ﬂ"g”&

Thank %ou for your Suggestion
ol This article illustrates comment depth

Beos

From: |tractioninbox@coxnet

Subject: re: Weblog Market Size?

B I U #pc|i= i=|i= i | == & % ||Paragraph v & a7

4 B2« F‘|@|®|HTM

Plain Text- Short lines of text keep original line wra pping behawvior. = Eimpl'rf:y HTM

Turning them off sorts them in the order of the source collection:
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A http:/7192.168.123.132:8081 - Cc-llectmk Microsoft Interne..,

Cullerl:ur Meaws |Hep|3.rten1plete5 *u*| Clear | Delete

1. admin®4: Thank You for your Suggestion
2. admin®5: Soay for the Inconvenience
3. Comment8D: This article illustrates comment depth

Select &1l | Remove Selected Reply templates

®

ﬂ Internet

Choose Draft / Template... W

| Choose Draft / Template...
Drafts
1Sample Draft
| Market Notes

Thank Yeou for your Suggestion @

1 Somy for the Inconvenience
This article illustrates comment depth

Bcc Me when | Send Email
Doc20: March 22, 2008 3:46 PM, Posted by Documentation Importer

Bcc Me when | Send Email |Defau|t (no) V|

If yes, when you email articles from Traction using either the Email Articles or the Email Reply forms, the
BCC field will be prefilled with your preferred email address.

If set to Yes, the Bcc field of the Email Articles form will be initialized with the sender's default email
address.

Page 64 of 94


https://teampage.tractionsoftware.com/traction/permalink/Doc20
https://teampage.tractionsoftware.com/traction/permalink/Doc20

Copyright © 2010 Traction Software, Inc.

fracticn

To

Beo |cjn@tractionsoftware.com

From cjn{@tractionsoftware com

Separate mulliple email addresses with commas, semicolons, or spaces.

Email Articles As
Doc78: March 22, 2008 3:55 PM, Posted by Documentation Importer

Email Articles as | Default (Both Text and HTML)

When emailing a

be changed befor| Text only
HTML only

Log Emailed Cont|Both Text and HTML

form will default to this mode. This setting can still

This controls the default for how messages are sent on the Email Articles form.

Email Articles from Traction - Compose

[] 1nclude labels

Include headers |none

Separate multiple email addresses with commas, semicolons, or SDaCEs. This article will be legged to
| Comment hd

|| senamsfsm gl
Text-cnly -
+| Include ction
cec | | Html-cnly
I:‘ Include |25l

From |cjn@tractiun50ﬂware_cnm

Log message content.

Log Emailed Content
Doc160: March 22, 2008 4:07 PM, Posted by Documentation Importer

Log Emailed Content | Default (yes) | -

When emailing anticles front Traction, users can choose whether any message content sent with the
emailed articles will be included in the body of the article logged. The Email Articles form will default to the
sefting chosen here, but it can still be changed before the articles are sent

This controls the default value of the Log email content checkbox on the email articles form.
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Send as | Both A
Include links into Traction
[] include comments
|:| Include labels

Include headers | none W

This article will be logged to
Comment W

% Lag message cantent.

Email Digest

Doc899: February 22, 2009 3:51 PM, Posted by Paul Needham, Edited by Jordan Frank
The Email Digest is the most commonly-used type of notification

Traction supports Email Notifications, Jabber Notifications and RSS and Atom feeds, but the most popular
notification type is the Email Digest. Traction can generate an email summary digest automatically, for
each user. The digest includes content from each project depending on each user's individual
permissions and preferences.

The digest summarizes new content since the last time it was sent to any given user. The content in the
digest is based on the projects that can be seen by the user, the projects selected to be in the digest (My
Digest Projects), and the sections which determine what content to include, and how.

Block Digest Format - Grouped by Activity

The default format is the Block digest skin with content grouped by Activity. The Block 2 skin format is
nearly identical, but shifts the contents of the right column to the bottom of the digest. Block 2 is a better
choice when users may have small format devices like iPhones. This format looks to the Digest Sections
to determine what content to include - but then organizes the content entirely by project.

Because it organizes comments by Thread, the grouping by Activity format is especially good for
scenarios where there is a reasonable to high amount of discussion. Note that comments in Project B
threaded against an article in Project A will show up threaded against the article title in Project A.

You can see in the screenshot of the Activity styled digest below that a series of comments in the current
digest period (April 1, 2008 to June 30, 200) are threaded against an article published in February 2007.
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. This ix the emeil digest. It containg &
tlra C tJr > n summary of sctivity in the Traction Dame
) ) journad for the time period Apeil 1, 2008
- H ehrough Juas 30, 2008,
Traction Demo Digest
Alcoa Team
E
Truck Parking Too Close to Fuel Lines HA
arkcatR s aarch
Alesaz3a 15, 3 1 Wiki Spw
Truck Farking Too Close to Fuel Lines {4
Haalth C Pal 2
R In far Messgater (2
This truck is HUGE. The spot &8 in is the only place we can park £
Alcaaid [ A 2 i | . Trip Rapam: wWalsh Supgly Ca, 5/21/2005

There is & spad around sechsr G2 wiens & could park, if other smployess can park slsewhan

Alcoa2d9 [ May

Wilsd realy Cares aboul this SRSt BnywWiy! PiRass rle your opinion?

AleoaZds A

Competitor

Block Digest Format - NOT Grouped by Activity

If the default is changed to group by section instead of by Activity, the digest lists out any sections that
are specified and iterates over projects. It includes title and first paragraph of all new articles and

comments. It generally organizes the information by project and raises important information (e.g.
headlines) to the top:
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Welcome to the Digest

This i the amail Sigast B conaien & semmary of

Active Discussions

Dran she 402K gabiy allzm for ot

seariagd [ Saptarbar 37, 2008 2

Tramks for trying Tractn, This gurmal may provise & good plice i 321, snce & ncides frojects igrows begs)
far i ty by found in g ¥ modfy Sis jcumat By adang new Tracton ticgs far
TP B o Srpanaten (yoy ¢an also furn 4 U0 Slarier BrOmets ), o STONIE & A Sunal fro serwich
whenever you e Sanple Toaded naa each et fap optons have Been caed 1o
Eenfgurt Bach GROIBEE 1D GvE 15U & oo 4407 05d 8 few ExaTDIES. Piadbe CUCK Tt Bie of Fis article 6 read
e

Engineering Articles

What is a Bulletin?

Enginaarings 3 lure 6. 3008 [ 2:04
ann FAG

The Betet - ® used e a 1o show oy 3
Thrgacsiens of hevw hew o 818 Emay b I you Ravigae Rorwands of Backwiesh n tma, the calents of ther
riod, bt thas Budletns mecton willstay the same

Frequently Asked Questions

gd T [ lute 6, 20067 38728 DM EDT [ O Camemants

This aricie nCiudes § Becton whch contant a8 AbRabetcaly scred iat of aricie m Sarked ws i
Engineering progct FAQ tel The section i i mehuse & b Sk £ aetd an FAQL
ou may alo 834 a0 FA 12 aoy cther articie i the system

Executive Articles

Sample Executive Idea, cross labeled to Engineering

e et i T Excecutve project. Permaca 1882 an des Blowing ressng Engrosencd Samoe
tasus Rispar, Wit the Executie v . it tha e
s the Engraning grow

HR Articles

re: Does the 401K policy allow for roll-overs

This e 428 286 L HILY: S51K Pably spling ol 535508 157 ERARRG bt S0TK AMed you kit B
company. The shor answer, Bawever, & VES.

Can | use sick days for paternity leave?

L
AT Ll

1wl o 5 pabmiy 8200 a2 wWosder ] £an B4 caid for Tog b il be: bat of T gFfce. B £ podain 1o ute
iy Sk diys during s perod of tme?

Intelligence Articles

Intalligence Ethics Bulletin

A intedgrenca sraject may ncide o Duletn entry abtul T Eibics gudeines which wil shiw i T Boteting.
Secten fepandiens of the time sice Seiecied

Sample Intelligence Analysis on Apolle Objective

This sanpie analyas has the Anal J y i et
1320 2 wih i ASSH kot Sa%ned 81 Plelgracel Sampie "Aceks” Faabgence Dtpbetve (ef KT

Frovt Baga | Eat

pticn Powared &y Traction
Feu a0 b sttt it pran saSeEE

Teachion® is & regisiered inwdomark of Tracton Sofusre, Inc. For more informadeon, vist oor aebsie af bin finee irschonsoBusre com or smail s af inkyBisctonsofivare com.
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Configuring the Digest

The administrator can configure the look and feel of the digest (including the Group By option) with the
Digest - Customize Settings controls. The admin can manage the content and organization of the digest
with Digest Sections and by selecting which projects are included in the digest. The administrator can
also indicate what days and times it should be sent.

Users can over-ride administrator settings to change the project list for their digest, adjust the sections
and change how often it is sent.

The digest keeps everyone informed, provides an easy way to get up to date without leaving the email
client, and generates "demand pull" to your Traction server.

Server Digests Enabled
Doc245: March 22, 2008 4:16 PM, Posted by Documentation Importer

Ifchecked, digests which are controlled by the server administrator will be sent to you. Server Digests (if any) are
shown below as grey rows.

If this checkbox is selected, you will automatically receive all server digests that include articles that you
are allowed to read. You can also configure your own Personal Digest Information.

Note: This checkbox controls the same setting as the Server Setup Recipients of Server Digests control,
except that it only affects the currently selected account.

Server Digest Mail Format
Doc243: March 22, 2008 4:16 PM, Posted by Documentation Importer

This preference allows users to choose the format in which server digests will be sent to them.

& HTML only
O Textonly
(O Both Text and HTML
If you prefer not to receive HTML mail, you can select Text only.

Note: the text-only version of the digest may not be merely a plain text version of the HTML digest. Most
digest skins use the same simple hard-coded text only digest, which does not use the digest sections.

Digest Projects
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Doc67: March 22, 2008 3:54 PM, Posted by Documentation Importer
This preference allows users to choose which projects' content will appear in digests they receive.

Digest Projects [ Use Default Value
Exclude Include

| HR Engineering
Inteligence Executive

To skip content from certain projects in your digests, move them from the "Tnclude” fist to the
"Exclude” list

By default, all projects are in the "Include" list. Server administrators may elect to change the default
“Include” list.

Note: Besides changing this default listing, however, server administrators may also choose to restrict
which projects are eligible to have their content appear in digests. Projects that are disallowed at the
server level will never be represented in any digest. See the Projects to Include in Digest topic for more
information on that feature.

Digest - Customize Settings
Doc66: March 22, 2008 3:54 PM, Posted by Documentation Importer, Edited by Jordan Frank

The Email Digest is the most popular form of notification. The Default Digest format is the Block digest.
Using Traction's Skin Definition Language (SDL), multiple alternative digests can be created.

Customize the Digest Skin Settings

The Email Digest page shows examples of the Block digest. The Digest setting controls which digest
format will be used and the Customize button controls the look and feel of the digest skin itself. This
setting is found in the following tabs for Admins and Users respectively:

. Server Setup | Preferences | Defaults | User Subscriptions | Digest
. Personal Setup | User Subscriptions | Digest

Digest [_Default [BI:EI;:] *fi | Customize

Different digests vary in both appearance and content.

Clicking the Customize button displays the options available for the selected digest skin. The default
Block digest has several options, including a choice of what color scheme to use, the text that should
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appear in the subject and welcome message, and whether the content should group by Activity/Thread
vs. by Project.

Note: the {0} variable refers to the Description field for the Current Journal (In the Server Setup
| General | Current Journal tab).
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Customize | Block | Digest Skin (2

Block Server User Defaults

A clean and basic digest that includes activity counts by project and by thread.

Choose & color to use with this skin.

Include Alternate Stylesheets

Ifyes, other coiors will be ssrved as altsmate styleshests. Some browssrs will aliow you to chooss the specific styleshest to uss
from the brower menu. This can be useful if you want to be able to switch between different color schemes quickly.

Include Images

if yes, images will be included in the digest. Images reference the server and may require & login to see the images. This may not
work in some email programs.

Digest Welcome Heading
Displayed above the digest welcome message. Use {0} in to refer to the journal name, and {1} and {2} to refer to the beginning and
ending dates, respectively, of the time period coverad by the digest.

| welcome to the Digest |
Use Defautt Value (Welcome to the Digest)

Digest Welcome Message

An introductory welcome message displayed in the body of the digest in an appropriate location. Use {0} in to refer to the journa!
name, and {1} and {2} to refer to the beginning and ending dates, respectively, of the time period covered by the digest.

Use Default Value

This is the email digest It contains a summary of
activity in the {0} journal for the time period {1} through
{2},

Digest Subject

The subject of the digest email message. Use {0} fo refer to the journal name; {1} to refer o the server name; {2} and {3} fo refer fo
the starting date and time, respectively, for the interval covered by the digest; and {4} and {3} to refer to the and ending date and
time, respectively, for the interval coversd by the digest

[0} Digest

Use Defautt Value ({0} Digest)

Digest Title

This title displayed at the top of the digest message body. Use {0} to refer to the journal name; {1} to refer to the server name; {2}
and {3] fo refer o the starting date and time, respectively, for the interval covered by the digest: and {4} and {5} fo refer to the and
ending date and time, respectively, for the interval covered by the digest.

|03 Digest |

Use Default Value ({0} Digest)

Digest Logo Image URL
Specifies the URL of an image fo be used as the iogo in the digest. This can be  relative URL referring to an image on this Traction
server, or an absolute URL for an image on any remote server.

|isharestsitogosnsiogo.gif |
Use Default Value (/shareftsilogositsilogo. gif)

Digest Logo Image Link URL
Specifies the URL of the page users should see if they click on the logo image. This can be & relative URL referring to & page on
this Traction server, or an absoluts URL for & page on any remote server.

[Araction
Use Default Value (ftraction)

Digest Footer Message

This message is dispiayed at the bottom of the digest mail message. its purpose is to give some information about the digest, or to
provide other infarmation that the rescer may find useful

Use Default Value

Traction&reg; is a registered trademark of Traction
Software, Inc. For more information, visit our website
at=a
href="http:fwww.tractionsoftware.com™=http:/mww tract
ionsoftware.com=/a= or email us at<a
href="mailto:info@tractionsoftware.com™info@traction
software com=/a=

Group by Activity Instead of by Section

IF set to yes, & varistion of the digest will be rencered that combines ail sections and shows each item only oncs, in context, using
styles to denote the source section

Copyright © 2010 Traction Software, Inc.
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Group by Activity Instead of By Section Setting

A setting that has a major influence on the organization of digests using the default Block skin appears at
the bottom of the Customize Block Digest Skin window:

Examples of each format appear in Email Digest

When set to yes, which is the default, the Block digest skin will not group articles and comments by
section, but by project with styling elements to denote sections they belong to. Comments will be shown
hierarchically under the articles/comments they are on. This digest organization works especially well
when nested comments are frequently used, particularily if comments are posted in projects different than
the projects that contain the articles being commented on.

Digest Sections
Doc69: March 22, 2008 3:54 PM, Posted by Documentation Importer, Edited by Jordan Frank

Configuring this section lets you control the contents of the Traction email Digest. See Sections Overview
for more information on the specific section settings controls.

Note: By default, Traction TeamPage may be set to use the Block digest skin with a default setting that
causes the digest to Group by Activity instead of By Section. This settings uses the sections to determine
what content should appear but then displays that content by project. This has the advantage of being
able to cluster discussion threads together - rather than breaking each comment into its own entry in the
digest. The Digest Section setup screen is described in this article. For an overview of the digest, . This
Block skin default works as follows:

Group by Activity Instead of By Section Setting
A setting that has a major influence on the organization of digests using the default Block skin appears at

the bottom of the Customize Block Digest Skin window:

Group by aﬁ.ctlulty Instead fhy' Sec tion Default (yes) w

= hinas —" e
that combines ai CLMINE
'h

[§i]
=]

e

When set to yes, which is the default, the Block digest skin will not group articles and comments by
section, but by project with styling elements to denote sections they belong to. Comments will be shown
hierarchically under the articles/comments they are on. This digest organization works especially well
when nested comments are fequently used.

You need to change this setting to "no" for the default or customized Digest Sections to be used in the
Block digest skin.

Digest Sections
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You can customize Traction so that the sections you choose appear in
your Digest.

Use Default Sections

If you want to customize the sections, uncheck the Use Default Sections checkbox. The digest section
editing interface will appear.

Cections Edit Selected Section

e adlines & Mews ID %H_e_a_c_ll?pfq?ugs_ {optional) [¥] Active
?D?LFE-SDD Use the Id to get the Title from a localized resource

{0} Done Section Title Headines & News ' [

{0} Aricles

Show Section Title | Onrylf Section Has Contert v

| 4] Show Add Article Link
| Type | Label ;'-‘sclded ~|
Labels - Fheadiine - ?ne'\-\s
Search |
Min
Max |

[ New | [ Copy | [ Delete ]

[] Ignore date range and include all articles
Skip articles appearing in other sections &
F] Repeat this section for each project (digest only)
Sorting | Ne'.\est First v
Volume L Brief contert v
Width | Lage v
Show [#]Title .Detalls [JLabels
Include [¥]Articles [¥]Comments [v]Trackbacks |:|Other

Subsections [_Medfy | 0 defined

For general instructions on using this interface to configure sections, see Sections Overview

In the context of digest sections, the label qualifier "::?" filters based on the list of projects selected in "My
Digest Projects"” rather than all projects which may be visible to a given user.

Email Notifications
Doc588: December 31, 2008 10:18 AM, Posted by Paul Needham, Edited by Jordan Frank

Many users are happy with the daily summary provided by the Email Digest, a permission filtered
newsletter format that concisely shows all new content, and packs discussions into threads. However,
other users may prefer more immediate notification via RSS/Atom Feeds, Email Notification or Jabber
Instant Message Notifications.

Email Notification fits well with Email habits, provides nearly immediate notification and is highly
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configurable so you can use it to monitor anything from all content, or a very specific search type query.
Email Notification is a based on Traction's Listener and Notifier facilities. As mentioned, a Jabber Instant
Message notifier with similar capabilities is also available as a plug-in.

Email notification is setup in the Server Setup | Defaults | User Subscriptions - Email Notifications tab.
Each user can override the default settings in the My Account / Personal Setup | Subscriptions - Email
Notifications tab.

Notification Examples

The following examples show notification of a new Article (a "Health Care Policy") followed by a
notification that its been edited and a notification about a comment on it.

New Article Notification

The example below shows a newly published article titled "Health Care Policy" with the label Policy. You
can easily follow the links back to comment on the entry.

Health Care Policy Policy
HRS4 | April 29, 2008 | 404 PM

Posted by Jordan Frank

13 3 Comments

The standard policy covers employees for basic health care requirements.
Dental Coverage is not provided.

Common Questions:

1. Is my family covered?

2. Are chiropractic visits covered?

3. When does coverage kick in?

Edit Notification
This example shows the case where the article above has been edited. Specifically, a paragraph

(highlighted in green ) was added and nothing was removed. For context, the edit comparison shows the
paragraphs above and below the new paragraph.
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eno re: Health Care Policy — Inbox —

From: HR Project
Subject: re: Health Care Policy
Date: April 29, 2008 5:04:58 PM EDT
To: Jordan Frank
Edited HR94 (Health Care Policy)
HRS5: April 29, 2008 4:04:57 PM EST, Jordan Frank
Changes between HR94 and HRS5
Show Complete History
HR94 HRS5
April 29, 2008 April 29, 2008
4:04:28 PM EST 4:04:57 PM EST
Jordan Frank Jordan Frank
Added paragraph about company paying 50%
Criginal Version pamgrap mpany peying
Current Revision
[[01]The standard policy covers employees for basic  [[01]]The standard policy covers employees for basic
health care requirements. health care requirements.
[[OFIThe company pays 50% of the premium and
+ employees pay the other 50%. The employee share
is taken out before taxes.

[[02]IDental Coverage is not provided. [[02]IDental Coverage is not provided.
Health Care Policy (roicy)
HES4: April 28, 2008 4:04 PM, Posted and Edited by Jordan Frank
The standard policy covers employees for basic health care reguirements.
The company pays 50% of the premium and employees pay the other 50%. The employee share is taken out
before taxes.
Dental Coverage is not provided.
Common Questions:
1. Is my family covered?
2. Are chiropractic visits covered?
3. When does coverage kick in?
Add a Comment on this Article ¥]

L

Comment Notification
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As one component of Traction's exceptional support for threaded discussions, the comment example
below shows the new comment and, for context, also includes quoted text to show you the text of the
paragraph it comments on.

re: Health Care Policy — Inbox )

From: HR Project
Subject: re: Health Care Policy
Date: April 28, 2008 5:05:32 PM EDT
To: Jordan Frank

re: Health Care Policy
HAEIF: Apml 23, 2008 4:05 PM, Posted by Jordan Frank

1. Is my family covered?
Posted and Edited by Jordan Frank / HE4 / April 23, 2008 / 4:04:28 PM EST

You can extend the plan to cover your family for 500 per month.
Jordan Frank / HRS7 7 Apiil 28, 2008 / 4:05:32 PM EST

Add a Comment on this Article

Show complete discussion thread on HR94: Health Care Policy

Fine Tuning The Email Notifier

Each Named User on a Traction TeamPage server can access their My Account link to manage their
Email Digest and Email Notifier Subscriptions. You can filter by:

* Your Events vs. Other Users' events: Just use this control to get notified of all activity.

* Projects: Fine tune by restricting notifications to Projects you want to monitor.

* Section: Use Section style configuration to tune notification to almost any query you can imagine.

* Event Type: As an alternate to "by Section" Turn down the clamp by choosing which event types (e.g.
New Article vs. Edit vs. Addition or Removal of a Label) are of interest.

Preferred Email Address
Doc904: February 22, 2009 4:59 PM, Posted and Edited by Paul Needham

When setting up Email Notifications you can choose the email address that you want notifications sent to:

Preferred Email Address : Default {paulneedham @criticalmarketing.com) | -
Choose the email address where you want to receive notification messages.

Personal Setup | Personal info pag

As noted, your choices are limited to email addresses that have been registered in for your Traction
TeamPage account, either by the server administrator or yourself. You can add or change these email
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addresses as described in Personal Information.

By default, the address used for email notifications will be the address chosen as your Preferred address
in Personal Information.

Email Notification on Other Users Events
Doc80: March 22, 2008 3:56 PM, Posted by Documentation Importer

Default (no) w

Send an email notification to my preferred email address any time other users add or modify an aricle.

This preference lets users activate or deactivate email notification for events triggered by other users. For
example, if an email notifier is configured to notify users when a new article is posted in the Intelligence
project, changing this preference's value to "yes" for a particular user will allow them to receive an email
notification when any other user posts a new article to the Intelligence project.

Here's a sample notification of a reclassification:

=  Subject: re: This article illustrates comment depth
From: no replvidkractionsofbware. com

Reply-To: no reply@trackionsoftware, com
Date: 622 FM
To: cini@tractionsofbware, com

Comment /O May 12, 2005 6:22:02 FM EDT, by Chris MNuzum

Cotmentt0 0% And this 15 the third.  +headline

Chick here to wiew this article m Trachon

Here's one example of a newly posted comment might be displayed (see Amount of Ancestral Context to
Include with Comments in Email Naotifications):
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=l  Subject: re: This article illustrates commment depth
From: no_replvidbrackionsoftware. com

Reply-To: no reply@trackionsofbware, com
Date: 6:24 PM
To: cin@tractionsofbware, com

re: This article illusirates comment depth
Comment7/I: May 12, 2005 6:24:22 FM EDT, by Chris Nuzum

re: This article illustrates conament depth
Thiz 1z a depth 5 comment.
[Chris Numem, Commentl, May 12, 2005, 5.51:39 FM EDTY

This 15 a depth & comment.
Add a Comment on this Arhicle

whow all corments on Commenté(): This article dlustrates comment depth

Email Notification on Your Events
Doc81: March 22, 2008 3:56 PM, Posted by Documentation Importer

Default (no) +

Send an email notification fo my preferred email address any time | add or modify an aricle.

This preference lets users activate or deactivate email notification for events triggered by themselves. For
example, if an email notifier is configured to notify users articles are edited in the Engineering project,
changing this preference's value to "yes" for a particular user will allow them to receive an email
notification of their own edits to articles in the Engineering project.

Here's a sample notification of a reclassification:
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=  Subject:
From:
Reply-To:
Date:

To:

re: This article illustrates comment depth
no_replyidkractionsofbware. com

no_reply@kractionsoftware, com
22 PM
cinf@kractionsoftware. com

Comment /O May 12, 2005 6:22:02 PM BEDT, by Chrizs MNuzum

Commenttl 03 And this 12 the third.  +headline

Chick here to wiew this article m Trachon

Here's one example of a newly posted comment might be displayed (see Amount of Ancestral Context to
Include with Comments in Email Naotifications):
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=l  Subject: re: This article illustrates commment depth
From: no_replvidbrackionsoftware. com

Reply-To: no reply@trackionsofbware, com
Date: 6:24 PM
To: cin@tractionsofbware, com

re: This article illusirates comment depth
Comment7/I: May 12, 2005 6:24:22 FM EDT, by Chris Nuzum

re: This article illustrates conament depth

Thiz 1z a depth 5 comment.
[Chris Numem, Commentl, May 12, 2005, 5.51:39 FM EDTY

This 15 a depth & comment.
Add a Comment on this Arhicle

whow all corments on Commenté(): This article dlustrates comment depth

Subscribed Projects
Doc866: February 21, 2009 12:07 PM, Posted and Edited by Paul Needham

When setting up Email Notifications, you can use the Subscribed Projects area to choose which sections
to receive natifications on. When the Use Default Value checkbox is checked, the projects determined by
the server administrator will be used:

Subscribed Projects

Select which projects to subscribe to. You can also choose whether or not to automatically subscribe to new projects as they
are created or ofherwise become available to you.

Use Default Valus

When you uncheck this checkbox, you can select which projects you don't want notifications on by
placing them in Available and which projects you do want notifications on by placing them in Selected:
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Subscribed Projects

Select which projects to subscribe to. You can also choose whether or not to autormatically subscribe to new projects as they
are created or othemwise become available to you.

[ Use Default Value

Available Selected [}
[ Big Dutchman N Activiies
Advisory A |
Anahyst
B o
move | ATOCS

Board
ﬂ Calendar
Cancer Research
Cases

| »

Automatically include new projects as they become available.

If you want to be sure you are receiving notifications on new projects (that you are given read rights to) as
they get created, make sure the Automatically include new projects as they become available checkbox is
checked. If you want to selectively add projects yourself, uncheck this box.

This setting works in conjunction with the other Email Notification settings to determine when notifications
will be sent. In particular, even if you leave all the available projects selected, you can confine
notifications to specific projects based on how you configure sections used to filter notifications.

Filter Notifications Using Sections

Doc576: December 30, 2008 8:46 PM, Posted and Edited by Paul Needham

When setting up defaults for Email Notifications at the server level or when defining this for an individual
account in My Account / Preferences, Traction provides the option to use sections to filter notifications.
See Sections Overview for more detailed information on section settings. By default, section filtering is
active.

Filter Notifications UEiI‘IQ Sections Default (yes) -

Define sections to get more control over what notifications youll receive.
When the Use Default Sections checkbox is unchecked, a simplified Edit Section form will be shown to
allow you to customize the sections used to help filter when you receive email notifications. Three

sections are provided by default with only the Recent Articles section in an active state. You can either
modify these sections or create new ones.

Page 82 of 94


https://teampage.tractionsoftware.com/traction#/page/Doc/Filter%20Notifications%20Using%20Sections
https://teampage.tractionsoftware.com/traction/permalink/Doc576
https://teampage.tractionsoftware.com/traction/permalink/Doc576
https://teampage.tractionsoftware.com/traction#/page/Doc/Email%20Notifications
https://teampage.tractionsoftware.com/traction#/page/Doc/Sections%20Overview

Copyright © 2010 Traction Software, Inc.

tracticn

Subscription Queries

Define "sections" re ting the queries you want to subscribe fo for email nofifications.
[} Use Default Sections
*Section Tile Recent Articles Active
Include Articles Create Section from URL B§*

*Type RecentArticles -
E
mave
+| Filter by

Project All Projects =

Search
Include [¥] Articles [#] Comments [¥] Trackbacks [] Other
Filter by Status [v] Published [¥] Draft [] Rejected
Unlocked [¥] Locked

New Copy Delete

*Required

The Recent Articles section above will cause an email notification to be sent anytime a new article is
created. Using the Filter By settings, you can further define the types of articles that trigger a notification.

Note that this setting is dependent on Subscribed Projects to define which projects are included in All
Projects. Likewise, if you are only interested in receiving notifications on activity in a single project, you
can remove all other projects in Subscribed Projects, which simplifies setting up sections in Subscription
Queries, as you can have the sections apply to All Projects, when creating sections to trigger notifications
on specific actions.

Tip: An alternative way to set up criteria for triggering email notifications is to use Advanced | Filter
Notifications by Event Type. You should determine if the desired notifications will be more easily defined
using event types before setting up filtering by sections. Turning on filtering by event type will take
precedence over any section filters you set up.

Filter Notifications by Event Type

Doc883: February 22, 2009 12:56 PM, Posted and Edited by Paul Needham

When setting up Email Notifications, you will typically want to narrow the types of actions that you receive
email notices on in order to avoid cluttering up your email system with unnecessary notifications. You can
do this by filtering using sections or by filtering by event type. Note that if you turn both methods on at
once, you will receive this warning:

P' ¥ou have configured your notification subscriptions to be filtered by both event lype and section quenes. Please note that
event type filtering takes precedence, so that you will not receive notifications on events other than your subscribed event
types, even if you have a section query that would otherwise cause you to be notified.

You should select the filtering method that works best for narrowing down your email notifications in the
manner desired and activate only that method.

When using filtering by event type, you simply place the types that you want notifications on in Selected
and place the types you don't want notifications on in Available.
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Advanced
Filter Notifications by Event Type yes -
List the types of events for which you would like to receive notifications.

Notify On
You will only be sent notification of the events selected.
Available Selected
Publish Article - Mew Aricle -
Unpublish Aricle Change Aricle Labels
Lock Aricle =3 | |Edit Aricle
Urlock Aricle J
mMove
|

As with filtering using sections, this setting interacts with other Email Notification settings. However, as
opposed to filtering using sections, the event types chosen will always apply to all Subscribed Projects.

Amount of Ancestral Context to Include with Comments in Email

Notifications
Doc9: March 22, 2008 3:45 PM, Posted by Documentation Importer, Edited by Jordan Frank

Amount of Ancestral Context to Include with Comments in Email Notifications i Default (Parent ftem Onby)
This sefting governs the amount of ancestral context to include when an email notification iSNEERIE 8 E Y]

n

update. The parent refers to the paragraph or item commoented on. The parent may itself be Mo Ancestors

paragraph. Ancestry refers to all parents and their parents. Full thread refers to the entire hid Parent kem Only the
given article belongs All Ancestor kems
= s Full Thread

When the email notifier sends a comment, you have the option to control how much context is provided
around that comment. A range of options let you include no context at all, show the paragraph the
comment is commenting on, or show the full thread with the new comment highlighted in yellow.

The default is the "Parent Item Only" option, which means that only the target paragraph, along with the
target paragraph's article title and details:
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=l  Subject: re: This article illustrates commment depth
From: no_replvidbrackionsoftware . com

Reply-To: no reply@trackionsoftware, com
Date: &:24 PM
To: cin@tractionsofbware, conm

re: This article illusirates comment depth
Commenty7 I May 12, 2005 6:24:22 FM EDT, by Chris Nuzim

re: This article illustrates comment depth

Thiz 1z a depth 5 comment.
[Chris Numem, Commentil, Mayp 12, 2005 5:.51:39 FM EDTY

This 13 a depth & comment
Add a Comnent on this Article
show all comments on Comment®0: This article ilustrates comment depth

The "No Ancestors" option omits thread context altogether:
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= Subject:
From:
Reply-To:
Date:

To:

re: This article illustrates commment depth
no_replyi@tractionsofbware, com

no_replyi@tractionsofbware, com
B30 PM
cin@trackionsofbware, com

re: This article illustrates comment depth
Comment?2: Mayp 12, 2005 6:30:12 PAM EDT, by Chris Nuzum

This 12 a depth 7 comment.

Add a Comment on this Article

show all comments on Commentt0: This article dlustrates comment depth

The "All Ancestors" option is like the "Parent Item Only" option, except that it causes the parent's parent
to be displayed, as well as the parent's parent's parent, and so on:
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re: This article illustrates comment depth
Commentd: May 12, 2005 6:21:03 PM EDT, by Chris Nuzum

This article illustrates comment depih

Thiz 1z a new article.
[Chris Nuzam, Commentid May 12, 2005 5:50:.52 F)M EDTY

re: This article illustrates comment depth
This 15 a comment.
[Chris Nuzam, CommentSl, May 12, 2005 5:51:01 F)M EDTYT

re: This article illusirates comment depth

This 15 a depth 2 comment.
FChris Nuzem, Commentt2, May 12, 2005, 5:51:12 PI BEDTT

re: This article illustrates comment depth

Thiz 1z a depth 3 comment
[CFris Nusem, Comment il Map 12, 2005, 5:51:21 FM EDTT

re: This article illustraies comment depth

This 12 a depth 4 comment.
FChris Nusam, Commentéd, May 12, 2005, 5:.51: 30 FI BEDTY

re: This article illustrates comment depth

This 15 a depth 5 comment.
FChris Nuzmam, Commentil, May 12, 2005 5:.51:39 FM EDTY

re: This article illustrates comment depth

This 15 a depth & comment.
FChris Nuzman, Comment? ], May 12, 2005 &:24:22 FM EDTY

re: This article illustrates comment deptih

Thiz 13 a depth 7 commment.
[Chris Nuzam, Comment?3, May 12, 2005, &:20:34 F)M EDTY

Thiz 15 a depth 8 comment.
Add a Comment on thiz Article

show all cormments on Comment&0: This article dlustrates comment depth
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The "Full Thread" option displays the entire thread. The newly added comment is highlighted with a
yellow border:

re: This article illustrates comment depth
Comment?5: May 12, 2005 6:31.28 FM EDT, by Chriz Nuzum shiovr comment added

This article illustrates commeni depth
Commento(: Moy 12, 2005 5:.50:52 FIM EDT, by Chris Nuzum

This 15 a new article.

This 12 the second paragraph.

This paragraph was added between the second and third. Tt's szeseber 15 three, but it's 1013 04
And this 1z the third. [headline]

This 15 & cross-reference to Comment38: Usage of this system.

Article Conmmenis

This comment was posted later than the first comment.
[Chris Mumum, Commentes, May 12, 2005, 5:.55:58 FM EDT]

Thus 12 a comment.
[Chris MNuzum, Commenttl, May 12, 2005, 5:.51:01 FM EDT]

This 15 a depth 2 comment.
[Chris Muzum, Commentc2, May 15, 2005, 5:5]1:12 FM EDT]

This 18 a depth 3 comtnent.
[Chris Nuzum, Commentod, May 12, 2005, 5:51:21 Fif EDT}

Thiz 1z a depth 4 comment.
[Chris Nuzum, Commentod, May 12, 2005, 5:51 30 Fi EDTT

This 15 a depth 5 commment.
FChris Nuzum, Commente s, May 12, 2005, 5:.51:79 PM EDT]

This 15 & depth 7 comment.
[Chris Nuzum, Comment?2, May 12, 2005, 6:30:12 FM EDT]

This 15 a depth & comment.
[Chris Nuzum, Comment? ], May 12, 2005, 6:24:22 FMEDT]

This 15 a depth 7 comment.
[Chris Muzum, Comment? 3, May 12, 2005, 6:30:34 FM EDT]

Thus 12 a depth 8 comment.
[Chris Muzan, Comment 74 May 12, 2005, 6:31:03 FMEDT]

This 1z a depth 9 comment!
[Chris Nuzwm, Comment? 5, May 12, 2005, 6:31:28 Fif EDT]

When using the "full thread" option, users can click the "show comment added" link at the top right of the
message body to jump right to the newly added comment.
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Jabber Notifications
Doc891: February 22, 2009 3:03 PM, Posted by Paul Needham

Personal Password
Doc197: March 22, 2008 4:11 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

Changing a Personal Password
If this Traction deployment uses the Traction server itself for identity and authentication, users can
change their passwords on the Personal Setup | Password page. Users with Server Setup permission can

also change other users' passwords. (Users who have lost their password can also use the "Forgot your
password?" feature from the login page.)

Note: Traction can authenticate users against an external LDAP or Active Directory server. Traction does
not support changing passwords of users managed in an external directory server.
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admin () . : ®
personal setup Z f’ 8 Ct f - ﬂ
Permissions | Groups | Access Control List (ACL)
setup | Server | Project | W | Uzer

Personal Info Preferences Password Permissions

[] Require Password Change
If checked, this user will be required to change their password next time they log in.

[] Disable Password Change
ifchecked, this user will not be allowed to change their password.

Current Password e fyou forget your password,
W a Project
Admirnistrator or System
Administrator
can reset it for you.

New Password

Confirm New Password

1]
L
T

Exit Reset

Require Password Change

If checked, the user will be forced to change his or her password the next time he or she logs in.

Disable Password Change

This field is only visible to users with Administer Server permissions. Check this checkbox if you wish to
disallow this user from changing his or her own password.

Current Password

This field will appear when you are looking at the Password page for your own account. Enter your
current password.

Your Password
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If you are a server administrator looking at someone else's Password page, you can reset their password.
Be sure to enter your own password, not their old password. This is a security measure.

New Password and Confirm New Password

Traction requires that you type the same password twice. If both match, you can press Apply to reset the
password and set any other options specified above.

Permissions
Doc194: March 22, 2008 4:11 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

If you are not an administrator, this page provides you with a summary of your permissions in all projects.
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E)OE) 2}

personal setup

Personal Info Preferences

Password | Permissions

Copyright © 2010 Traction Software, Inc.

Permissions

Setup | Server Prcjedl

’ @
tich

Access Control List (ACL)

frac

Groups

v|U35r|bub v|

Security Principal

[#] Modify Principal

Traction User Name bob
Traction User ID 2
Principal Type Traction User

Effective Permissions

Modify Modify Access Send
Server Edit Jpub Syztem Modify Addrezs  Diagnostic
Login Setup Stylesheets Folder Folders Account Book Feedback
Server v v s v
Read Read Author  Write Edit Wodify Create Eraze
Own  Share via Share Own Share Change MNew Own  Project
Access Read Articles Folder Trackback Comment Auther Email  Folder Edit Articles Folder Labelz Labels Eraze Articles  Setup
Engineering v W v W v v W v v v v v v v
Executive W W W L W L' W v v v W L' v W
HR W W W W W s W L4 W 4 W s W W
Inteligence v v » W v v v v v v v v v v

- Starting with Traction Release 3.1, Access Control
ssions. Above is & table showing
Click the project name to launch the Acce

& perm

=5 Control Lis

ons for the server
difor for that project.

Exit

are the default mechanism for specifying

and for each project.

If you are an administrator, additional controls and links appear on this page:

Within the effective permissions section, each project's name is a link to that Overview of the Project ACL

Editor.

Effective Permissions

Modify Modify Access Send
Server Edit Ipub System Modify Address  Diagnostic
Login Setup Styleshests Folder Folders Account Book Feedback
Server v v v s
Read Read Author  Writs Edit Modify Create Eraze
Own  Share via Share Own  Share Change New Own  Project
Accezs Read Aricles Folder Trackback Comment Auther Email Folder Edit Articles Folder Labelz Labele Eraze Aricles Setup
Engineeri W W W W W W W W W W W W W W
Execut'r?';‘ J v v v v v v v v v v v v v v
HR W W W W W W W W W W W W W v
Inteligence v v v v v ' v v v v v v v v

The Modify Principal link lets you modify the Principal associated with this user. For more information, see
Changing User Directories and Migrating Principals.
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Security Principal [#] r.1uuitgl Principal
Traction U=er Name bob

Traction U=zer IO 2

Principal Type Traction User

Plugins

Doc200: March 22, 2008 4:11 PM, Posted by Documentation Importer, Edited by Christopher Nuzum
Configuring Plugins

The plugins tabs in Personal and Project Setup let you configure settings associated with plugQin
extensions to Traction that have been installed by your server administrator.

personal setup tracilli_n

LI User adminL‘.

Personal Info Preferences Password Permissions Plugins

Exit

Hear Plugine
us ar =1 (o | e‘w

(D
s

Jabber Notifier os Configure
| Allows notification of new articles, edits, reclassifations, erasures, and emails via an instant

| messaging server that supports the Jabber protocol (XMPP). Visit jabber org for more information
| about Jabber.

Exit

For example, to configure the Jabber notifier, press the Configure link.

Configure
via an instant {b

r more information

The configuration editor appears.
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Ei*User Preferences for admin i =]

Jabber Notifier

Allows notification of new articles, edits, reclassifations, erasures, and emails via an instant
messaging server that supports the Jabber protocol (XMPP). Visit jabber.org for more
information about Jabber.

User Preferences

Jabber Username
Your Jabber account name to which notifications will be sent.

Send Notification on Other Users' Events I'_-fas *I

Send an instant message any time other users trigger the events specified below.

Send Notification on Your Events |no =
Send an instant message any lime | rigger the events specified below.

Notify On
You will only be sent notification of the events selected.
Available Selected
Edit Article Mew Article
Eraze Article Change Article Labelz
Email Article

Add === | Remove |

Press apply when you are finished editing the settings.
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