Copyright © 2010 Traction Software, Inc.

tracticn

Traction User Guide

Author: Christopher Nuzum

Creation Date and Time: June 2, 2010 1:41 PM

Page 1 of 220



Copyright © 2010 Traction Software, Inc.

tracticn

Table of Contents

Traction User Guide

Doc357: Traction User Guide 4
Doc146: Introduction to the Traction User Guide 5
Doc326: What can | do with Traction TeamPage 5
Doc134: How is information organized in Traction TeamPage 6
Doc172: Navigating and Interacting with Traction 10
Doc161: Logging in and Setting Your Password 10
Doc327: What if you Forget Your Password 13
Doc175: Navigating the Interface - In the Mexico Skin 17
Doc320: Visibility 45
Doc6: Add a Comment to a Paragraph or Article 50
Doc173: Navigating from a Comment View to the Article it Comments on 63
Doc237: Searching in Traction 65
Doc109: FAST Searching in Traction using the FAST Search option 70
Doc185: Open any Atrticle Directly 93
Doc205: Printing Traction Articles 94
Doc287: The Collector 97
Doc99: Exporting Articles 102
Doc296: Traction Executive Summary Digest 114
Doc227: Publishing to Traction 118
Doc5: Add New Article 119
Doc166: Making Links to Traction Articles 129
Doc86: Email an Article to Traction 136
Doc84: Email Reply from Traction 138

Page 2 of 220



tracticn

Doc79: Email Articles From Traction

Doc234: Reclassify (Change Labels) Articles or Paragraphs

Doc74: Edit an Article

Doc97: Erasing

Doc87: Embedding Sections in Articles

Doc358: Sharing and Managing Files in Traction

Doc522: Concepts of Wiki Projects

Doc518: Page Name Management and Name History

Doc603: Linking to Named Pages

Doc516: Page and Comment Moderation

Doc612: Advanced Moderation Technigues

Copyright © 2010 Traction Software, Inc.

142
152
174
186
194
198
198
200
206
209
216

Page 3 of 220



Copyright © 2010 Traction Software, Inc.

tracticn

Traction User Guide

Traction User Guide
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. Configuring the NewsGator plug-in to Publish via TIP

Introduction to the Traction User Guide
Doc146: March 22, 2008 4:06 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

This brief guide provides orientation for the new Traction® TeamPage™ or Traction® TeamPage5 user.
After reading this guide, you will understand how to login, navigate, search, post new articles, make
comments, and work with labels.

The major differences between the TeamPage and TeamPage5 products are the number of projects and
named user accounts supported. (See www.tractionsoftware.com for more information on the free
TeamPage5 product.)

What can | do with Traction TeamPage
Doc326: March 22, 2008 4:26 PM, Posted by Documentation Importer, Edited by Jordan Frank

Traction TeamPage is a very flexible social software platform built for enterprise users and groups.
Accordingly, uses are as limitless as the range of tasks and priorities of the knowledge worker.

Basic Skills

At the core, there are 4 key skills you need to publish to and manage information in Traction.
1. Post an article: You might want to share a thought, an email, text from a web page or a file.
2. Comment on an article: Click to add a comment to an existing article

3. Link: When commenting or posting, link to one or more existing Traction articles.

4. Label/Tag: Apply a label or labels to Traction articles.

Later in this guide, you will learn each of these skills. This is a simple set of activities that can be applied
to any number of use cases or applications of the Traction platform.

Use Cases

Whatever your role, Traction will free you from the aches and pains of managing qualitative information
and communicating effectively and efficiently with small or very large teams or stakeholder groups. Below
are some examples of popular use cases include. You may also enjoy review the Customer Stories on
our website to read about some real life examples.

Competitive Intelligence and Market Research: Use Traction to collect, organize and selectively
distribute information from all sources. Provide your own commentary, reports and analysis with
links to the sources captured in Traction.

Product Management: Use Traction to collect customer feedback, market research, bug reports,
and product or feature ideas. Then define features, assign them to versions, mark them To Do and
give them priority. Traction can help manage the features or bugs through a process to completion.

Program Management: Use Traction to define and track program objectives, serve as a
communication hub for reports and issue alerts, provide critical information resources to small and
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large teams on a timely, highly available basis. Traction is also an effective way to label and track
issues identified, to be sure they are kept "at the surface" until marked closed or done.

Research Lab Notebook: Whether doing drug research or product research and development, use
traction to document and organize your ideas, issues, Q&A, and findings. Traction's robust audit trail
will assist collective understanding and document timing and evolution of ideas.

. Online Documentation: Use Traction to create "wiki-style" documentation for internal or external
use. Traction makes it easy for a group of people to work together to create a set of articles linked
by unique page names. Authoring rights can be separated from publishing rights, with articles
remaining in a draft state until published. This allows readers to be presented with a "latest stable"
version of the documentation while revisions are ongoing. See Concepts of Wiki Projects for more
information.

Customer or Partner Communication: Create a project in Traction for a key account or partner.
This becomes the secure space for communicating, reporting, and sharing information between the
two organizations. You can expose the customer or partner to their project as well as others that are
relevant, such as a Support or Market Research project.

Customer Support: Create a secure or public project in Traction to post information relevant to all
your customers or partners. This is an effective way to post and organize FAQs, company updates,
and important resources. You may also take questions and comment answers in this space.

Operations Log: Use Traction to capture activity information in daytime or 24 hour operations. This
is highly appropriate for cases where activity and issues raised need to be transparent (but secure)
to stakeholders, and where information can get lost in the reporting shuffle between shift operations.
Examples may include an emergency room log, ship's log, manufacturing log.

Company Newsletter: For internal and external distribution. Post news and events to Traction. Let
Traction automate the publishing and newsletter generation process.

Personal Weblog: A very public or very private place to capture your thoughts, ideas, and collected
information. Traction provides a robust set of labeling and other tools to effectively organize your
knowledge and, where and how appropriate, share with others.

This user guide focuses on how to navigate, search, publish to, and interact with Traction. It does not
discuss how to use Traction for a particular use case, such as those mentioned above.

If you are a user of an existing Traction server, navigate around to see how it is being used in your
organization, or contact your administrator or project manager for direction as needed.

How is information organlzed In Traction Team Page

Doc134: March 22, 2008 4:04 PM, Posted by Documentation Importer, Edited by Greg Lloyd

The basic units of organization in Traction TeamPage are project (spaces), entries (articles, comments,
pages), labels (tags) and time. Wiki Page Names (which may be assigned to Entries) and Relationships
("this comments on that" or "this e-mails that") are also important to how information is displayed and
linked together.

Entries (including comments) are the content stored in project spaces, to which labels are attached.
Entries can be shown in creation time order (like a blog), or linked together by nhame and shown as a web
of pages (wiki style).

A TeamPage server may have any number of project spaces. A project may be referred to as a space, a
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blog or a wiki. Best practice generally creates project a workspace scoped to a group of people with a
common interest (for example, Engineering) and with common permissions applied for reading or sharing
that information with a wider group (including the general public) . Each person may have their own
unique permissions in a project (author, comment, edit, erase, and so forth).

You post entries (referred to as articles, pages or comments depending on how they presented and used)
to a Traction project and you may apply any number of labels from that project or any other project where
you have author or change label permissions.

Articles may be assigned relationships to other articles. Most relationships are generated automatically.
For example, when you make a link from one article to another, it creates a References/Referenced By
relationship and when you comment it creates a Comments On / Commented On By relationship.

An Article is posted to a given project and minimally consists of a Title and Body Text. It may also have
Attachments, Labels and Wiki Page Names. Other meta-data includes the author, the editors, the
date/time it was posted or edited and the references to it or from it.

An article is not much different from an email message, with a title, body and attachment(s). The articles
you post are delivered to a browser through Traction's interactive web interface as well as through the
automated email digest, RSS or Atom feeds, synchronous email naotification, and other methods.

The Front Page and Project Newspages include sections which display the content. The sections typically
help the reader see what's important (over all time as well as right now) and, if they include the Add
button, encourage the reader to collaborate in a certain way (e.g. a Status Report section begs the reader
to Add a Status Report).

The server or project administrator may use very few sections (a wiki style project might just use one
section that shows one page (see Concepts of Wiki Projects) or they might use a lot of sections, to
provide a sort of Dashboard or Newspaper style interface. Sections can display any cross-section of
content in Traction, and can be sorted chronologically, alphabetically or even at random!!

Why use sections? Think of how a newspaper works. A newspaper layout is a time-tested way to present
and distribute information in context and over time. It provides the reader with a way to rapidly read
information by priority (a front page that features the most important and most recent content) and by
subject of interest (fror example sports, business, life, and arts sections, each with their own priority
driven delivery and topic based organization).

Like a newspaper, Traction has a front page and a list of projects, each with its own newspage.
Depending on your permissions, you will see a custom view of the system and get a customized,
permission filtered email digest.

The sections which appear on the front page and the project newspages are configured by the server and
project administrator. For example, a section may simply display recent articles, show the most recent 3
articles with the Headline label, show a specific collection of articles, or list articles labeled FAQ
alphabetically.

The example below, taken from the starter journal that ships with Traction, shows a Front Page view with
headlines, and recent entries in the body. Projects you can read are listed on the left sidebar, and date
navigation is handled through the calendar in the right column allowing you to traverse any view over time
periods.

The Headline label is used in this case to raise important information, be it a status report or important
guestion, to a prominent place (in this case, the Headlines section) on the front page.
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» advanced search

Sections Al_l?mjgc_ts»ﬂrcmtﬁﬂ;’deslﬂeoentﬂonmentslhﬂﬂfcant Dateﬂamsﬂectw
Headlines A Vo
Recent Artices HEADLINES Add 2005
. 2006
Roecks : - - Go to Tod
Engincering (16) Welcome to the Starter Journal - Read this First i
Executive (2) Thanks for trying Traction. This journal may provide a good place to start, since it = | Article Tools
HR (=4 k 4 - o £ r i B
1 te[I?) . includes projects (group blogs) for teams typically found in any organization. You {5 Add New Articke
Hher can maodify this journal by adding new Traction blogs for groups in your organization
(you can also turn off the starter projects), or create a new journal from scratch Account
whenever you like. Sample content has been loaded into each project and some &= Server Setup
setup options have been used to configure each project to give you a jump start and &= Project Setup
a few examples. Flease dlick the title of this article to read more. ... 1 g My Account (admin)
admin / Engineering / September 27, 2005 f 2:32:18 PM EDT / 0 Comments My Collector
3 sign Out
RECENT ARTICLES Aod el |
Intelligence Ethics Bulletin This artide (Engineering13:
admin / Inteligence4 / July 14, 2006 / 10:42:22 AM EDT / 0 Comments Sidebar Shortouts) is set as the
default Siglebar Article. Click on
Sample Intelligence Analysis on Apollo Objective the title Sdehar Shorfouts”

and edit this artide to inlcude

o : e PR
admin [ Inteligence3 / July 14, 2006 [ 10:34:25 AM EDT / 0 Comments Pl

Sample HUMINT on Apollo Objective You can change the server

admin [ Inteligence? / July 14, 2006 f 10:33:54 AM EDT / 0 Comments Sidebar Artide in Server Setup |
Defzults and over—ide itin

Sample Intelligence Question each project in Frofect Setfup |

admin / Inteligencel / July 14, 2006 f 10:29:13 AM EDT f 0 Comments Disnlay.

Sample "Apollo” Intelligence Objective (or KIT) IS;STESJ ;;qusutgsﬁssg!vecj

admin [ Inteligenced / July 14, 2006 f 10:26:36 AM EDT [ 0 Comments

- Resolved Issues
Sample Executive Meeting - Resolved Questions
admin / Executive2 / June 6, 2006 / 4:18:59 PM EDT / 0 Comments

XML Feeds
Sample Executive Idea, cross labeled to Engineering

admin / Executived / June &, 2006 / 4 12:58 PM EDT / 0 Comments [ RS Feed | Atom Feed
Click here to learn more

What is a Bulletin?
admin { Engineering53 § June 6, 2006 / 4:06:14 PM EDT / 0 Comments

Frequently Asked Questions
admin /Engineering4? / June 6, 2006 { 3:57:38 PM EDT / 0 Comments

re: Does the 401K policy allow for roll-overs
admin fHR7 / June 5, 2006 [ 11:38:04 AM EDT [ 0 Comments

Read More Recent Articles...

feedback « contactus e help

Copyright ® 2008 Your Company Name Here, Inc. All rights reserved.

The vector of time as a means for organization is a way of presenting information in context and keeping
people abreast of events as they are happening. Traction views are based on a period of time — such as a
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week, month, or year — that you can select, jump to, or flip through, like the editions of a monthly
magazine. You can also choose a view of all time which is the default, and is easier on users than starting
in a selected time slice.

By default, content searches look across all time, but you can narrow your focus using the Advanced
Search form.

Note: As time passes, entries can get buried under the latest articles. By using labels (see below to learn
about labels) and creating newspage sections with lists of links, it is possible to keep open issues or key
resources at the front page or newspage level.

What is a Project?

Projects might be subject based (Competition), a group of people (StarCustomer or ProductAlpha), or
named for the person who owns that project (to create a personal workspace or blog). Each project has
its own set of permissions defining who can read articles, create articles, edit articles, change labels on
articles, define new labels, erase articles, and access project setup.

Note: An article posted to one project is not confined. You can extend read permission to users in other
projects by assigning it a label/tag from another project. Learn how to do this in the Publishing section.

What are Labels (tags)?

Think of Traction labels like the tape flag labels you can stick to any paragraph in a paper document to
flag key items for information or action.

In most products, labels (or similar concepts like tags, categories, or even folders) are generally used to
organize by category. In Traction, labels may be used more creatively. Labels can be applied to a whole
article, or any paragraph within an article for purposes of:

Description (Pricing, competition, interface, knowledge management, humour)
Action Status (To Do, Done, Delay, Duplicate)

Emphasis of priority (Headline, Alert, Priority 1, Priority 2)

Type of post (Issue, Question, Requirement, Milestone, Status)

Assignment to a milestone (Alpha, Beta, FCS, R40) or to a person (manager:jordan)

Because traction page sections, searches and drill down navigation allow for dynamic views, you can use
labels in combination. For example, to track an issue, you might label it To Do, Competition, and Priority
1. A product requirement could be labeled Interface, Release 2, To Do, Priority 2 and Requirement.

Depending on the project and front page settings determined by your administrator, labels may have the
effect of elevating articles to a position on the front page and project newspages (rather than only being
listed in Recent Entries).

The News project template, for example, includes the following labels with the following effects:

. headline labels, for example, make the most recent articles marked headline appear on the top
section of the corresponding project newspage and the front pagetoo.

. to do and done labels make articles appear in the Recent To Do and Recently Done sections of the
project news page. These sections display content based on the date the label was applied rather
than the date the article was published. So, if you mark an old task Done today, it will display at the
top of the list today.

. bulletin label will make an article appear in the Bulletins section regardless of the time period
selected. You could navigate your calender back to the 1800s and the Bulletins section of the
project will still appear!
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The Project Team project template has these labels as well as team oriented labels and corresponding
sections such as Issues To Do, Questions To Do, Meeting Notes, and Status Reports.

Using Labels to Extend Visibility of an Article to another Project's Audience: Labels can also be used to
make an article in one project visible to a new group of users by applying a label from a different project.
For example, if an Article is in a project named Executive, applying a headline or FYI label from the
Engineering project would make it visible to persons who are allowed to read articles in the Engineering
project, in addition to people who are allowed to read articles in the Executive project. NOTE: This will
only work for the readers of Engineering who also have Access permission in the Executive project. The
Access permission is a bit like a firewall around a project.

Search Allows you to Scope to Any Cross-Section

You can filter Traction views by project(s), label(s), author(s), time range, and text. Search supports
boolean combinations and paragraph matching. You may also search across views ordered by when
labels were added, rather than the publish date of the article to which it was added. For example, you
may want to see which articles were marked Done last week.

Navigating and Interacting with Traction
Docl172: March 22, 2008 4:08 PM, Posted by Documentation Importer

Traction has several interfaces or "skins" built to cater to different preferences. This section provides
instruction for navigating and interacting with the Mexico skin which is the new default as of Release 3.7.
The Traction Skins section of this guide provides instruction on how to change skins and discusses the
alternate Ocean, Earth, 2col, 3col, Basic, Modern, News, Simple (for mobile devices), RSS/Atom and
Search skins.

This section familiarizes you with the view types available in the Mexico skin and then discusses printing,
search, commenting, and the email digest.

Logging in and Setting Your Password
Doc161: March 22, 2008 4:07 PM, Posted by Documentation Importer

Note: This section does not apply if your server is configured to use NTLM with Active Directory, in which
case your login should be automatic.

When your Traction account is created, your administrator may provide you a URL, a username, and,
optionally, an initial password. Click the URL to get to the Traction server.

You will either be presented with a login form (shown below, if Visitor is not enabled on your server) or
with the Front Page as it would appear to a Visitor with no permissions.
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2l Traction: Please Log In - Microsoft Internet Explorer =[] %]
: File Edit View Favorites Tools ;',"

@BECK N > | |ﬂ @ (_h /:) Search ‘f:(Favorites @ [,\, L:; ._: _’I ‘5

Welcome to tracbl‘ n

Welcome to Traction. Please log in.

User

Password

[] remember me

Forgot vour password?

Deutsch | English | Frangais | B#58

0 Internet

&
If you are presented with the Front Page, click the Sign In link in Account tools which appear in the right
column:
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Sections
Headlines
Recent Artides

Projects
Engineering {16)
HR (&)
Inteligence (5)

All Projects = Recent Articles | Recent Comments | All Recent

HEADLINES

Welcome to the Starter Journal - Read this First

Thanks for trying Traction. This journal may provide a good place to start, since it includes
projects (group blogs) for teams typically found in any organization. You can modify this
journal by adding new Traction blogs for groups in your organization (you can alse turn off
the starter projects), or create a new journal from scratch whenever you like. Sample
content has been loaded into each project and some setup options have been used to
configure each project to give you a jump start and a few examples. Flease dlick the title
of this article to read more. ...

admin | Engineeringd [ September 27, 2005 / 2:32: 18 PM EDT / 0 Comments

RECENT ARTICLES

Inteligence Ethics Bulletin
admin / Inteligence4 / July 14, 2006 / 10:42:22 AM EDT / 0 Comments

Sample Intelligence Analysis on Apollo Objective
admin  Inteligence3 § July 14, 2006 / 10:34:25 AM EDT [ 0 Comments

Date Range Selector

Active Years
2005
2006

Go to Today

Account
A Sign In
Sidebar Shortcuts

This artide (Engineering 13:
Sidebar Shortcuts) is set as the
default Sidehar Arsicle, Click on
the title Sidehar Shortouss
and edit this artide to inlcude
useful shertout links,

‘You can change the server
Sidebar Artide in Server Sefuo [
Defzults and over-ride itin

each project in Praject Setup |
Displzy.

Shortcut links to Resolved
Issues and Questions:

In the login form enter your username and password into the fields, then click the Login button. The

password field is case-sensitive.

If you have not been given a password, try leaving the password field blank or following the instructions in
What if you Forget Your Password

If you do not have a username and password, you may click Login as Visitor if the option is present, or
contact your administrator.

Login as Visitor

Remember Me?

Check the remember me box if present to avoid signing in again after you close your browser.

Remember me

Once you log on, you may be required to choose a password. If you see this screen, type your new
password in each field and press the apply button in the lower right. This will take you into Traction.
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Fassword

What if you Forget Your Password

Doc327: March 22, 2008 4:26 PM, Posted by Documentation Importer, Edited by Greg Lloyd

If you forget your password, you can request that Traction sent you a password change link. This link will
enable you to change your password for up to one hour. After an hour, you need to request a new link.

The Forgot your Password? link on the login form is shown below.
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Weicome to I‘ra Cf‘f! n

Welcome to Traction. Please log in.

User

Password

|:| Remember me

Forgot ywour pass.wsﬁ

Deutsch | English | Surfer | Francais | B#58

Clicking this link expands the view to show a box where you can type either:

. Your Traction account name.
. An email address associated with your Traction account.
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Welcome to Traction. Please log in.

User

Password

|:| Remember me

Forgot your password?

Enter Username or Email address

|cjn@tractinnsewer.cnm

If you enter a2 registeraed email address,
a temporary password will be mailed to

that address. If you enter your Traction
username, the password will be mailed

to your primary email address.

[ Request Password %

Deutsch | English | Surfer | Francais | B8

If your account has an associated email address, or the email address has an associated account, you
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will see the message:

Enter Username or Email address

|cjn@tractinnsewer_cnm

If you enter a registered email address,
a temporary password will be mailed to

that address. If you enter your Traction
username, the password will be mailed

to your primary email address.

Request Password

A link that will allow you to change your
password has been sent. This link is
good for one hour.

You should then get an email that looks like this:

Welcome to tra Crff n

Traction Login Assistance

A reguest was submitted to reset your Traction
password. Your current password will continue to work
until changed.

If you would like to choose a new password, please
follow the link below.

Click here to reset vour Traction password

If your mail client does not support HTML mail, you may instead see a link like this:

& request to reset wour Traction possword was received. If wou would like to chaonge wour password,
pleasze go to the URL: https:/Atractionserver.comstractiondpost?
proj=*tsdate=2ARER5AGEL vpe=reset passwordek ev=HEUXCE2A6E2 3L Euzer=Cjn
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This will take you to a page that will let you enter and log in with a new password:

% Reset Password for admin

Welcome to f= ¥

L

This view will let you choose a new
password. Once you choose a new
password, your old password will be
disabled.

Enter New Password

Confirm New Password

ITRREN]
'Eﬁ Remember me

Apply

Once you log in with the new password, your old password will be disabled.

Notes

This feature is not supported when all Traction authentication is handled by an external system.
This feature can be disabled by the Traction server administrator.

This feature is not available if outgoing SMTP email is not configured on the Traction server.

In order to use this feature, you must know either your Traction account name or an email address
associated with a Traction account. If no email address has been associated with the account, you
will need to contact a Traction server administrator to either associate an email address or reset
your password.

Navigating the Interface - In the Mexico Skin

Page 17 of 220


https://teampage.tractionsoftware.com/traction/permalink/Doc175

Copyright © 2010 Traction Software, Inc.

fracticn

Doc175: March 22, 2008 4:09 PM, Posted by Documentation Importer, Edited by Christopher Nuzum

The Mexico skin is the default Traction skin as of Release 3.7. Like most Traction skins, it consists of five
primary view types: the front page, the project newspage, the single-entry, the multi-entry, and the search
result views. This topic provides an introduction to each view type.

Front Page

The Front Page is a roll-up of information posted to all projects for which you have read permission. It is
your typical launching point into Traction.

tracticn 1

Front Page

Sections All Projects » Recent Artides | Recent Comments | All Recent Date Range Selector
Headlines . . Active Vaars
Recent Artides HEADLINES [aga 2005
R 2006
S Welcome to the Starter Journal - Read this First Sl
Executive (2) Thanks for trying Traction. This journal may provide a good place to start, since it includes projects (group ¥ Article Tools

HR (8)

blogs) for teams typically found in any organization. You can maodify this journal by adding new Traction blogs

48 add New Artice
for groups in your organization (you can also turn off the starter projects), or create a new journal from scratch

Intelligence (5)

whenever you like. Sample content has been loaded into each project and some setup options have been used Account
to configure each project to give you a jump start and a few examples. Flease click the fitle of this artidle fo &= Server Setup
read more. ... o1 & Project Setup
admin { Engineeringd / September 27, 2005 [ 2:32:18 PM EDT / 0 Comments g My Account (admin)
[ My Collector
RECENT ARTICLES [Add [3 sign out
Sidebar Shortcuts

Intelligence Ethics Bulletin

admin / Intelligence4 f July 14, 2006 { 10:42:22 AM EDT /0 Comments This artide (Engineering13:

Sidebar Shortcuts) is set as the

Sample Intelligence Analysis on Apollo Objective default Sigehar Arfidie. Click on

admin  Intelligence3 / July 14, 2006 f 10:34:25 AM EDT / 0 Comments the title Sidehar Shorfouts”
and edit this artide to inlcude

Sample HUMINT on Apollo Objective useful shorteut links.

admin / Intelligence2 / July 14, 2006 / 10:33:54 AM EDT / 0 Comments
You can change the server

Sidebar Article in Server Setup [/

Defzultsand over-ride itin

each project in Fraject Sefup |

Disoiay,

Sample Intelligence Question
admin  Inteligencel / July 14, 2006 / 10:29:18 AM EDT / 0 Comments

S: le "Apollo” Intell e Objective (or KIT)
P g
admin / Intelligenced / July 14, 2006 { 10:25:35 AM EDT /0 Comments Shorteutlinks to Resolved
Issues and Questions:
Sample Executive Meeting ’ - Resolved Issues
admin [ Executive2 / June &, 2006 [ 4:18:59 PM EDT | 0 Comments
- Resolved Questions
Sample Executive Idea, cross labeled to Engineering XML Feeds
admin / Executived [ June &, 2006 [ 4:12:58 PM ECT / 0 Comments
|5 RSS Feed | Atom Feed
What is a Bulletin? Click here to learn more
admin / Engineering53 / June &, 2006 / 4:05: 14 PM EDT { O Comments

Frequently Asked Questions
admin / Engineering47 / June &, 2006 [ 3:57:38 PM EDT / 0 Comments

re: Does the 401K policy allow for roll-overs
admin /HR7 / June 5, 2006 [ 11:38:04 AM EDT /0 Comments

Read More Recent Arficles...

feedback « contactus e help

%

The Header

The Locator
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The locator in the top left says you are on the Front Page. The locator is sometimes referred to as a
"bread crumb".

tracticn

Sections All Proj

Headlines

Recent Articles HEAD

Projects

Engineering (16) WEl

Executive (2) Thank

HR. (8) blags

Intelligence (5) for gr
when
to cor

When you click into a project or article Consists of a Title, Text, Attachments and Labels, the locator
expands. For example, if you are in the 5th article in the HR project, the locator will read:

frontpage > HR > 5

See the example below, showing the locator that matches the Traction ID (HR5), as presented under the
title of the Article:
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Front Page = HR = 5

Projects HR = FRecent Artides | Recent Comments | All Recent
Engineering (16)

Executive (2}

HR (6)

Intelligence (5)

Recruiting and Hiring Policy

HR HRS | June 5, 2006 | 11:35:25 AM EDT

e ars Posted by admin

Labels All new hires and promotions must go through the
bulletin

done (1) 1. Call for internally sourced promotions or job cf
FAQ (1)

. 2. Call for external new hires

You can always click on the Front Page link in the bread crumb to return to the Front Page, or in this case
you can also click the HR link in the locator in order to go to the HR Project Newspage.

The Search Box

The search box in the upper right lets you type a search or a Introduction to the Rapid Selector Guide
command. Rapid Selector commands let you enter complex searches and navigate to any view in
Traction with just few keystrokes.

I

# advanced search

The Front Page Body

The main body of the Front Page shows the contents of the Front Page sections defined by the
administrator in Server Setup. In this example:

The Headlines section shows the most recent articles from any project you can read that are marked with
the corresponding headline label. The section displays the article title and first paragraph (the Brief view)
and it displays article details including the author, Traction ID, the publish date, the publish time (in your
selected time zone) and how many comments are on the article.
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HEADLINES Add

Welcome to the Starter Journal - Read this First

Thanks for trying Traction. This journal may provide a good place to start, since it includes projects (group blogs) for
teams typically found in any organization. You can modify this journal by adding new Traction blogs for groups in your
organization (you can also turn off the starter projects), or create a new journal from scratch whenever you like.
Sample content has been loaded into each project and some setup options have been used to configure each project to
give you a jump start and a few examples. Please click the title of this article to read more. ...

admin / Engineeringd / September 27, 2005 / 2:32: 18 PM EDT / 0 Comments

The Recent Articles section, displays most recent articles and comments, including title and article
details

RECENT ARTICLES Add

Intelligence Ethics Bulletin
admin / Inteligence4 / July 14, 2006 [ 10:42;22 AM EDT /0 Comments

Sample Intelligence Analysis on Apollo Objective
admin / Inteligence3 / July 14, 2006 [ 10:34:;25 AM EDT / 0 Comments

Sample HUMINT on Apollo Objective
admin / Inteligence2 / July 14, 2006 [ 10:33;54 AM EDT / 0 Comments

Sample Intelligence Question
admin / Inteligencel / July 14, 2006 [ 10:259:18 AM EDT / 0 Comments

Sample "Apollo" Intelligence Objective (or KIT)
admin / Inteligenced / July 14, 2006 [ 10:26:36 AM EDT /0 Comments

Sample Executive Meeting
admin / Executive? [ June &, 2006 [ 4:15:5% PM EDT / 0 Comments

Sample Executive Idea, cross labeled to Engineering
admin / Executived [ June &, 2006 [ 4:12:58 PM EDT / 0 Comments

What is a Bulletin?
admin / Engineering53 / June &, 2006 / 4:06: 14 PM EDT / 0 Comments

Frequently Asked Questions
admin  Engineering47 / June &, 2006 / 3:57:38 PM EDT / 0 Comments

re: Does the 401K policy allow for roll-overs
admin / HR7 [ June 5, 2006 / 11:38:04 AM EDT / 0 Comments

Read More Recent Articles...

You can click the section heading "Headlines" to go to a view of all articles matching the requirements of
the section (in this case, including the Headline label from any project). The same rule applies for any
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section; clicking the heading "Recent Articles" will take you to a view of all articles and comments in all
projects you can see.

Assuming you have Author permission in at least one project, the Add button will appear and you can
click it launch an Add New Article form which will publish content into the corresponding section. In the
Headline's case, the Add New Article form will have the Headline label already chosen.

Note: the person who has server setup permission can add sections, remove and change the default
sections, add and remove sidebar entries, and change other page defaults, so what you see may differ
from the organization as presented in this help guide.

At the bottom of the page there is a Feedback link that will allow you to fill out and send us a feedback,
feature suggestion, or bug report which will include your system information, a Contact Us link to send us
an email, and a Help link which will return you to this guide.

feedback « contactus « help

-

Copyright © 2005 Your Compamy Mame Here, Inc. All rights resery

The Front Page Right Column

The right column shows the date range selector, tool links, account links, the sidebar article, and links to
RSS and Atom versions of the current page.
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5 Add New Artide

&= Server Setup

&= Project Setup

g My Account (admin)
My Collector

[ Sign Out

This artide (Engineering 13:
Sidebar Shortouts) is set as the
default Sdlehar Article, Click on
the title Hidehar Shorfoufs
and edit this artide to inlcude
useful shortout links.

You can change the server
Sidebar Artide in Server Sefup [
Derfaulfs and over-ride it in

each project in Project Sefup [
Disalay.

Shortcut links to Resolved
Issues and Questions:

- Resolved Issues

- Resolved Questions

RSS Feed | Atom Feed
Click here to learn mare
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The date range selector is a calendar navigator which tells you which timeslice is selected, indicates on
which dates information in the current view has been posted, and allows you to navigate back and forth
through time. Every character or word on the calendar is a link and will change your selected timeslice.

The default timeslice (which your administrator may override) is all time. In the example below, you can
see that the selected timeslice is all time. As we are on the Front Page view, the date range selector is
showing us that there is content in projects you can see which was posted in the years 2005 and 2005.

Date Range Selector

BActive Years
2005
2006

Go to Today

If you click 2006, the calendar will show you the months in bold (February, May, June and July) where
content was posted in that year:

Date Range Selector
it 2006 *
Q1 Jan Feb Mar
Q2 Ap May Jun
Q2 Iul Busg Sep
Q4 Oct. Nov D

If you click on June, the calendar will show you the days in bold (5th and 6th) when content was posted in
that month.
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Date Range Selector

% | JUMNEZDDE | =
EMTWTEFS
. 233 FE 2 3
w4 I & 5 10
w 11 12 14 1% 16 17
» 18 19 21 22 23 24
w 20 Do 2T ZH 25 30 1
G ta Today

L

._.
lad

Fed
[=]

“al

Now that we have gone back in time to a timeslice preceding another timeslice (July) where there was
activity, the Recent Articles section on the front page (because it is time ordered) will only reflect new
articles and comments as of the end of June 2006.

RECENT ARTICLES Add

Sample Executive Meeting
admin / Executive? / June &6, 2006 [ 4:18:59 PM EDT / 0 Comments

Sample Executive Idea, cross labeled to Engineering
admin / Executive0 / June 6, 2006 [ 4:12:58 PM EDT / 0 Comments

What is a Bulletin?
admin / Engineerings3 / June &6, 2006 [ 4:06:14 PM ECT f 0 Comments

Frequently Asked Questions
admin / Engineering4? / June 6, 2006 [ 3:57:38 PM EDT / 0 Comments

re: Does the 401K policy allow for roll-overs
admin fHR7 [/ June 5, 2006 / 11:38:04 AM EDT / 0 Comments

Note: Sections like Headlines and Recent Articles which show views of content in a time ordered view
may have a Minimum setting. If there is a Minimum setting, and there is no content in the selected
timeslice, the section will display the Minimum number of articles and comments from previous timeslices.

In order to go back to the current timeslice, you can do any of
(2) click on the Go To Today link (which will bring you to a month timeslice view of the current month
(2) click on the right double arrow to page forward month by month or

(3) click the year 2006 to return to the full year view.
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The available Tools on the Front Page include Add New Article (button is on the grey bar at the top right).
The available tools will vary depending on your view. Many more (like edit, comment, email articles, and
print) will appear in a single-entry or multi-entry view.

Article Tools
5 Add New Artice

The Account section in the right column provides links that allow you to go to Server Setup and Project
Setup (if you have permission to either), Personal Setup (My Account) The Collector, and Sign Out.

Account

g Server Setup

2= Project Setup

ﬂ My Account (admin)
My Collector

[+ Sign Out

The Sidebar Article is the area below the account tools which (in the example) is titled "Sidebar
Shortcuts". The sidebar article is just an Article in Traction, but has been promoted to appear in this
position.It is an easy way to customize this part of the right navigation to include helpful links which users
may want in all views. Your administrator may or may not have defaulted the Front Page and Project
Newspages to show a sidebar article.

Sidebar Shortcuts

This article (Enginesring 13:
Sidebar Shortouts) is set as the
default Sidebar Arficl, Click on
the tile Rigkhar Shorfarts"
and edit this artide to inlcude
useful shortcout links.

'You can change the server
Sidebar Artide in Server Sefup [
Defauts and over—ide itin

each project in Project Sefup [/
Dispigy.

Shortcut links to Resolved
Issues and Questions:

- Resolved Issues

- Reszolved Questions
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The XML Feeds section in the right column provides the links to RSS and Atom feeds for this view. The
view, in this context, is the Front Page which includes all projects and will deliver all content from all
projects which you can see.

XML Feeds

E) RSS Feed | Atom Feed
Click here to learn more

XML Feeds from Traction are dynamic and permission filtered. If you hand me the RSS or ATOM link, |
may get a different result based on my permissions. If you are in a multi entry view, a search view, or a
project newspage, then the XML feed links from that view will provide a feed of that view specifically.

You can copy these links into an RSS readers to receive a syndicated XML feed from the selected view.
You can click either feed button to see an HTML view of the feed that is browser friendly. Your RSS
reader would, instead, receive the XML format.

The Front Page Left Column

The left column lists the Front Page sections (if section links are enabled by your administrator) and gives
you access to the list of projects you can read. Depending on your preferences and server settings, you
may see a list of all projects or a pulldown "jump menu" listing the projects.

Sections Sections
Headlines Headlines
Recent Artides Recent Artides
Projects Projects
Engineering (2) | —Co to Project— v
Executive (2) —Go to Project--
HR. (&) Engineerin
Inteligence M
HR
Inteligence
Default display: list of projects, indicating number of | Jump menu (shown expanded). Choose a project
articles and comments for each in the current to jump to that project's Newspage.
timeslice

Clicking on a project will take you to the project's newspage.

The front page section links match the sections on the body of the front page. In this case, they include
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Headlines and Recent Entries. Your server administrator may have removed these or created new
sections.

Note that the default sections in the body of the Front Page show the most recent entries for each
section, sometimes drawing upon content posted prior to the selected timeslice if the administrator set a
Minimum on the section. When you click the link, you will see the section's entries for the selected time
period. Sections may be defined to show a minimum number of entries. If there are not enough entries in
the current time period, the section may show entries in an earlier period. If this is the case, clicking a
section link, which shows the current period, may lead to a page with no entries.

Project Newspage

The Project Newspage allows you to view content relating to a specific project or topic. In the example
below, we clicked on the Project name Executive in the left navigation.

Similar to the Front Page, whose sections can be defined by the server administrator, Project Newspage
sections can be configured for each project by that project's administrator.

In the Executive project example below, their are several sections, though some don't have content.

You will notice that the locator is updated to show your location (Front Page > Executive > Newspage)
and the calendar may now show different dates (only the year 2006) in bold, to correspond to the content
which has been posted to this specific project.

Page 28 of 220



Copyright © 2010 Traction Software, Inc.

fracticn

Front Page > Executive >

wspage

Issues To Do
Questions To Do
Recent Artides
Bulleting

Recent To Do
Recently Done

for teams typically found in any organization. You can medify this journal by adding new Traction blogs for groups in
your organization (you can also turn off the starter projects), or create a new journal from scratch whenever you
like. Sample content has been loaded into each project and some setup options have been used to configure each
project to give you a jump start and a few examples. Please dlick the title of this article to read more. ...

admin | Engineeringd [ September 27, 2005 f 2:32:18 PM EDT / 0 Comments

Engineeringll: Sample Engineering Issue.

2. We need to monitor Engineering39: Testing todo []
Unit Delivery Delayed to determine if the delay's

impact will have a financial consideration. ...

admin [ Executive f June &, 2006 / 4:18:53 PM EDT / 0 Comments

Engineering36: How Many Pickles in a Peck?.
admin / Executive? [ June 6, 2006 / 4:18:5% PM EDT { 0 Comments

Projects Executive »Recent Artides | Recent Comments | All Recent Date Range Selector
Engineering (7) s - e -
Executive (2) Executive Newspage :
HR () Go to the Projet Setup | Description Tab to edit this text block. The Executive project iz 3 private project for management reporting and Qu R

1 : collaboration, Q2 Ap Mzy Jun
Intelligence {5)

] 2l Aug Sep
- HEADLINES [Asd] ¢

Executive — Q4 O MNev De
Sections = - Show All Years
featiies Welcome to the Starter Journal - Read this First el
falinidns Thanks for trying Traction. This journal may provide a good place to start, since it includes projects (group blogs)
Meeting Notes Article Tools

5 add New Article
Account

&= Server Setup
& Project Setup
g My Account (admin)

s STATUS REPORTS (2] MEETING NOTES =
bulletin My Collector
done (1) Sample Engineering and Executive Status Report  Sample Executive Meeting 3 sign out
FAQ This is @ status report for the engineering team. It This is @ meeting note for the Executive Team. It
Y includes a status label from both the Engineering and includes a meeting label adn will show up in the Sulebar Shorteuts
—— Executive projects, so it will show up in the Status meetings section of this project. ; This article (Engineering13:
: Reports section of both Projects. admin / Executive2 [ June &, 2006 / 4:18:58 PM ECT / 0 Comments Sidebar Shorteuts) is set as the
e ) admin [ Engineering4 [ September 27, 2005 [ 2:49:18 PM EDT /0 default Sigehar Arsicle, Click on
meeting (1) Comments the title Sidebar Shorfouts”
question and edit this artide to inlcude
S useful shorteut links.
todo (1) ISSUES TO DO QUESTIONS TO DO o i e
. . . Sidebar Artide in Server Sefus |
e Mo matching artices Mo matching articdes Pl e e ot
. : each projectin Project Sedup |
dane (1) RECENT ARTICLES [Add]| BULLETINS [Add] | Dispby.
(6]
meetn{g & oy tdh Shorteut links to Resolved
todo (1) Sample Executive Meeting I e e Issues and Questions:
admin [ Executive2 / June 6, 2006 / 4:18:59 PM EDT / 0 Comments .
- Resolved Issues
Sample Executive Idea, cross labeled to - Resolved Questions
Engineering Feed
admin / Executived / June 6, 2006 / 4:12:58 PMEDT /[ 0 Comments Ah
[ RSS Feed | Atom Feed
— — Click here to learn more
RECENT TO DO | Add | RECENTLY DONE |Ladd |
(=] Shared Files for
Sample Executive Meeting meeting Sample Executive Meeting meeting Executive
1. It is absolutely necessary to tackle todo [] 3. We need to find out the answer to done Pk e

@ Phase Review.doc
Aug 23, 2006 12:81:31 PM: by
salmin

ﬁ BudgetPlan. xls
Aug 23, 2008 12:41:29 PM;: byr

Sections: This newspage uses the Project Team section and label template. A few of the sections are
worth describing here:

The Issues To Do and Questions To Do rely on the respective Issue or Question label used with the
To Do label. When you check the To Do box to Done, the corresponding Issue or Question will
disappear from these sections.

The Recent To Do and Recently Done label respond to the date when the To Do or Done label was
added to the article, rather than the date the article was posted.

The Bulletins section ignores time and lists articles alphabetically.

Section Links and Label list

Section Links: The section links reflect the sections on the body of the Project Newspage. Remember
that the sections in the body of the Newspage show the most recent entries for each section. When you
click the link, you will see all entries for the selected time period... so if you click here you may see
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different content or no content at all.

Label Links: The Label list shows all labels in the given project. the number next to a label indicates the
number of articles or comments where it is used in the selected timeslice. Clicking a label from here (or
when you see one on an article) will result in a view of articles and comments which have that label in the
selected timeslice. Once in that multi-entry view, you can navigate forwards or backwards in time of
course.

In this example, the label headline has been applied to 1 article that were posted in the year 2006.
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Projects
Engineering (15)
Executive (2)
HR. (&)
Intelligence (5)

Executive
Sections
Headlines
status Reports
Meeting Motes
Issues To Do
Questions To Do
Recent Artices
Bulletins
Recent To Do
Recently Done

Labels
bulletin

done (1)
FAQ

F¥1
headline (1)
issue
meeting (1)
gquestion
status (1)
to do (1)

XML Feeds: The feed links displayed from the Project Newspage correspond to XML Feeds of the
articles and comments posted to this project.

Shared Files for Executive: This link goes to a share folder for the project. Usually, you will attach files
to articles. However, sometimes you may want to have a separate share folder for the team. If there are
files in the folder, it will display the most recently added files underneath the folder link. .
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|:| Shared Files for
Executive
Fecent Changes:

'@ Phase Review,doc
Aug 23, 2008 12:41:31 PM: by
acimin

@ BudgetPlan. xls
Aug 23. 2008 12:41:29 PM: by
S

Click the folder link to open the share folder for the project

tracticn B

&)/db/share/executive/ &0pen Web Folder @ Ext
B 3 . current folder Sep 27, 2005 2:13:21 PM EDT
.. {up to share Sep 27, 2005 2:13:19 PM EDT
11556 B ¥ BudgetPlan xds Aug 23,2006  12:41:29 PM EDT
1058 H %) Phase Review.doc AugZ3, 2006  12:41:31 PM EDT
executive is 8 special server-controlled folder, It cannot be renamed or deleted sven by administrators. + Working WVersion
Create folder: | | [ Create ]
Add files: | | Browse... ] [ Upload

('show more rows)

From here you can add or edit files or folders. When you are using Internet Explorer, MS Office files may
(depending on admin settings, and whether you have permission to edit share folder) have an Edit button
which will launch the file in its native application and allow you to edit it over the web.

Click the icon next to the file to see file details. Files may optionally be set for version tracking which also
allows for check out, locking, and check-in.
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‘2 /db/sharefexecutive/BudgetPlan.xls - Microsoft Internet Explorer

BudgetPlan.xls .+ @ 3

ﬁGsner&' Information (Refresh)

|Eudg:etF‘Ian.xls | [ rename ] [dek&te]
Name: | Edit in Microsoft Excel |

Size: 11.5 KB (11,776 B)
Modified: Aug 23, 2006 12:41:25 PM EDT
Description:

[ update de=cription

Location: /dbizharelexecutivel
@Dpﬂn Web Folder

8 Lock Information

Status: Unlocked

| Wersion Information

¥ name by checkin date checkin time
1 BudgetFlan.xlz admin Aug 23, 2008 12:46:34 PM EDT
IMITIAL WVERSION

Status: File is not checked out.

You can check out the file to edit it

@ Done ‘i Local intranet

Page 33 of 220




Copyright © 2010 Traction Software, Inc.

tracticn

You can also click the web folder icon to open this folder up in Windows Explorer.
Single Entry View

This view shows one article. It also provides context within the article by showing labels in the right
margin, comments inline, and a list of Related Entries at the bottom. The Related Entries section shows
lists of articles which have a relationship to this article. The most common examples of relationships
include:

References: Articles to which this article links.
Referenced By: Articles linking to this article. These are sometimes called back links.

Emailed by: Articles resulting from cases where this article was emailed by a user from Traction.

The example below is titled "Testing Unit Delivery Delayed." You can see under the Title that it's
TractionID is Engineering39 and it was posted by Admin on May 1, 2006 at 10:58:21 EDT. The header
also shows you the author, editing authors, an edit history link (edit history is only visible if you have edit
permission), a cross references link and an indication that there is 1 comment..

Note that the URL embedded in the TractionID, Engineering39, link is this article's permalink (#), which
will read as http://servername/traction/permalink/engineering39. When linking within Traction, use the
TractionID, Engineering39 in this case, and use the permalink when linking from another website or an
email.

In the upper right margin, you can see that there are two labels on title/article level, the done label and the
issue label.

The 1 comment is an article level comment, so it appears below the first paragraph.

Following the article, there is a comment form, the Related Articles section, and the Discussion Thread
section. The Related Articles section lists the articles that are linked to from this article and that link to this
article. The Discussion thread section models the comment threads on this article and allows you to
navigate to various levels of the discussion.
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Front Page > Engineering >

Projects. Engineering »Recent Artides | Recent Comments | All Recent Date Range Selector

EEERN R Show with comments Active Years

Executive (2) GoiE

HR (8) 2006

Inteligence (5) o = - Go to Today
Testing Unit Delivery Delayed . done

Engineering Engineering32 | May 1, 2006 | 10:58:21 PM EDT ssue Article Took

Cerhmre Posted and Edited by admin | View edit histary S :

Headines & Cross References | @ 1 Comment Add New Article

Status Reports
Meeting Motes
Issues To Do
Questions To Do
Recent Artides
Bulleting

Recent To Do
Recently Done

Labels
bulletin (3}
done (3}
FAQ (3)
FYI(1)
headline (1)
issue (2)
meeting (1)
question (2)
status (1)
to do (3)

On This Page

done (1)
issue (1)

With notification of this delay by phone today, we find ourselves in a pickle (or a peck of pickles, see Engineering36:

How Many Pickles in a Peck?). We will need to adjust client expecations or face a charge on the BigCo account.

We should contac the client as soon as we have initial details.
Article Comments

The shipper says we can expedite the delivery if we pay for saturday delivery. Issue closed!
admin / Engineering40 [ May 1, 2006 / 10:59:07 PM EDT 2

Add a Comment on this Artide
B 7 U s iz ¢

% ||Paragraph v 1 a2 | v | (@

[ Post Comment ]in the project | Engineering -

Related Articles

referenced by (1)

Executive2: Sample Executive Meeting
references (1)

Engineering36: How Many Pickles in a Peck?

Discussion Thread

Engineering39: Testing Unit Delivery Delayed «
O admin / Engineering40 /May 1, 2006 [ 10:59:07 PM EDT

1article, 2 paragraphs

feedback » contactus « help

ight @ 2005 Your Company Name Here,

Cony

B add comment

[EF Edit Artid=

B change Labels
Email Reply

% Send Trackback

[£] Create Share Folder
[8 visibility

Export

é Print Version
Email Artides
[ Export Artides

Page Tools

Collect Articles
[ Erase Artides

Account

&= Server Setup

&= Project Setup

g My Account (admin)
My Collector

[+ Sign Qut

Sidebar Shortcuts

This artide (Engineering13:
Sidebar Shortouts) is set as the
default Sidehar Arfice, Click on
the title Sidehar Shortauts”
and edit this artide to inlcude
useful shortcut links,

‘fou can change the server
Sidebar Article in Server Setup [
Defaults and over-ide it in

each project in Frafect Sefu [
Disolay,

Shortout links to Resolved
Izgues and Questions:
-Resolved Issues

-Resolved Questions

(7 Shared Files for
Engineering

The Article, Export and Page Tools displayed depend on the view type. The single entry view shows
most of the potential tools:
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Article Tools

L

*I5] Add Mew Artide

3 Add Comment

[&F Edit Artide

[EE Change Labels

Email Reply

4@' Send Trackback

[ Create Share Folder

&y visibility
Export

.E;. Print Version
Email Articles
[E# Export Artides

Page Tools

Collect Articles

|- Erase Articles
Note that most of the Article Tools e.g. edit article, erase article and visibility, depend on permissions
controlled by the project administrator. If you don't have the permission, you won't see the tool.

Article Tools operate over the article in a single article view. Export and Page Tools operate over all the
articles and comments which appear in a single article view (in which case there is only one) or a
multi-entry view.

Expanding and collapsing comments or comment threads

If an article has a lot of comments, you may want to collapse all comments, hide all comments, or
collapse specific comments or comment threads.

In this example, the user has chosen to show all comments in Expanded mode.
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Engineering = Fecent Articdes | Recent Comments | All Recent

Show ||=u|| content % | with comments |

Sample Engineering Questions
Engineeringd | September 27, 2005 | 2:53:40 PM EOT
Posted and Edited by admin | View edit histary

& Cross References | B2 3 Comments

question

This article includes 3 sample questions about Traction and some answers are provided. The
Starter Journal includes comments answering #1 and #2. When you comment in line with the

answer to #3, you can mark this set of questions Dore to remove them from the Questions Te Do
section of the newspage.

1. Howr do I comment on a paragraph?

You can hover over @ paragraph and right click to see the Traction Context Menu where you
can choose Comment from the Paragraph section of the menu. Or, left click the "M" &=m
marker at the end of any paragraph to expose the context menu.

admin / Engineering? [ September 27, 2005 / 2:55:34 PMEDT B &

2. Howr do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.

Maost users dont need help, but you can learn a lot from it
admin / Engineering6s [ August 30, 2006 / 12:37:31PM EDT 2

admin / Engineeringd / September 27, 2005 / 2:57:50 PM EDT =&

Also, the help link is always at the bottom of the screen and, occasionally you will see 3 L]
link which you can dlick for context sensitive help.

admin / Engineeringd [ September 27, 2005 / 2:58:12PMEDT B &

3. How can I add new labels?

You will notice the collapse icons to the left of a thread

or on the upper right of each comment

. You can click these to minimize the comment or whole thread:
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2. How do you find Traction Help?

You can click here for the help guide which incudes help for users and administrators.

Most users dont need help, but you can learn a lot from it
admin / Engineeringsa / August 30, 2006 / 12:37:31PMEDT P&

admin / Engineerings [ September 27, 2005 / 2:57:50 PM EDT B %

Alsa, the help link is always at the bottom of the screen and, occasionally you wil see a L2

link which you can dlick for context sensitive help.
admin / Engineeringd [ September 27, 2005 [ 2:55:12 PM EDT 2 &

3. How can I add new labels?

The thread will collapse as you see below, and can be expanded by clicking on the comment snippet or
the expand control:

2. How do you find Traction Help?

You can click here for the help guide which includes help for users and ...
admin [ Engineeringd [ September 27, 2005 f 2:57:50 PM ECT

Also, the help link is always at the bottom of the screen and, ...
admin [ Engineering? [ September 27, 2005 f 2:53:12 PM EDT

3. How can I add new labels?

Multi-entry view and Search Results View

Multi-entry views are like stacked single-entry views, except that in some cases they show less contextual
detail. The most common ways to get to a multi-entry view include:

Clicking on a label within an article or on a label from a project's label list in the left column
Clicking a section title link

Advanced Search (when searching for a label)

Multi-entry views appear, by default, in brief volume which means they only show the title and the lead
paragraph or the matching paragraph (if a selected label was placed on a paragraph level). Paragraphs
are selected for inclusion differently based on the view type, depending on whether they match a search
expression, have comments, or have labels.

The Search Results view is another form of multi-entry view. You will learn more about search in the
Searching in Traction section.
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The following example shows a multi-entry view in Brief volume for the label FAQ in the Engineering
Project. The Brief volume will show all paragraphs which have the label or labels sought for in this view. In
this case, the FAQ label in each example is on the article title so it is showing the nearest (the first)

paragraph.

_tracticn

Front Page > Engineering > FAQ

I

#advanced search

Projects
Engineering (7)
Executive (2)

HR (8)
Intelligence (5)

Engi -
Sections
Headlines
Status Reports
Meeting Motes
Issues To Do
Questions To Do
Recent Artides
Bulletins

Recent To Do
Recently Done

Labels
bulletin {2}
done (3)
FAQ (3)
FYI () El)
headiine
issue (1)
meeting
question (1)
status

to do (1)

On This Page
bulletin (2)
done (1)

FaQ (3)

question (1)

Engineering »Recent Artides | Recent Comments | All Recent

FAQ » By Label | By Label Added | By Label Removed

Show | Brief content | | with comments | Expanded |

FAQ Add to This Topic |
June &, 2006
What is a Bulletin? bul}\:{zg

Engineering53 | June 6, 2006 | 4:06:14 PM EDT

Posted by admin

The Bulletin label and corresponding section is used like a bulletin board to show key group information, rergardless of how
new or old it may be. If you navigate forwards or backwards in time, the contents of other sections may change to reflect the
selected time period, but the Bulletins section will stay the same. ...

bulletin

Frequently Asked Questions S

Engineering47 | June 6, 2006 | 3:57:38 PM EDT

Posted and Edited by admin | View edit history

This article includes a section which contains an alphabetically sorted list of article titles marked with the Engineering project
FAQ label. The section is also configured to include a button users can click to add an FAQ. You may also add an FAQ to any
other article in the system. ...

May 1, 2006

How Many Pickles in a Peck?
Engineering36 | May 1, 2006 | 10:54:35 PM EDT

Posted by admin

& Cross References | 9 1 Comment

done
FAQ
question

Peter wants to know!

Article Comments

As it turns out, there are 120 to 140 pickles in @ peck. A Traction customer in the food business answered this for us when

they deployed in Summer 2003.
admin / Engineering37 { May 1, 2006  10:55:45 PM EOT B

3 artides, 3 paragraphs

feedback « contactus « help
® 2008 e, Inc. A

Copyright ® 2008 You

rights reserved,

Q2 Ap May Jun

Q3 Ml Avg Sep

Q4 Oq Nov De
Showr All Years
Go to Today

Article Tools

‘5 Add New Artide
Export

FEJ Print Version

Email Articles
[ Export Artides

Page Tools

Collect Articles
Change Labels
[of7 Erase Artides

Account

@ Server Setup

&= Project Setup

g My Account (admin)
My Collector

[ sign out

Sidebar Shortcuts

This article (Engineering13:
Sidebar Shortcuts) is set as the
default Siwehar Arfice, Click on
the title Sidebar Shorfcuts"
and edit this artide to inlcude
useful shortout links.

You can change the server
Sidebar Artide in Server Sefup |
Defawlts and over-ride itin

each project in Fraject Sefus |
Display.

Shorteut links to Resolved
Issues and Questions:
-Resolved Issues

- Resolved Questions

XML Feeds

[ RsS Feed | Atom Feed
Click here to learn more

[ Shared Files for
Enai =

Locator: The locator shows that you are in the FAQ topic for the Engineering project. You can click the
Engineering link to go to the Engineering project, or the Front Page link to return to the Front Page.

Front Page > Engineering = FAQ

Date Range Selector : The selected date range is the year of 2006. Also notice that the date range
selector has bolded May and June to indicate that the contents of this view are published in those
months. We can drill further into the calendar to see what days have content.
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Q2 Jul Awg Sep
Q4 Ot Mow Crac
Show all Years
Go ta Today

Volume Selector: You will find the volume selector in the upper right of the body column in single and
multi-entry views. You can switch to Full Content, Brief Content, Snippets, Details or Titles volume with
the volume selector. You can also select whether to expand, collapse or hide comments which are shown
in-line with the content in the view.

Show | Brief content | | with comments | Expanded

Titles
Details

Snippets
Full cnntentm |

Switching to Details will collapse the view to look like this:

show &) |

FAQ | Add ta This Topic |

June &, 2006

What is a Bulletin?
Engineering53 | June 6, 2006 | 4:06: 14 PM ECT | Posted by admin

Frequently Asked Questions
Engineering47 | June &, 2006 | 3:57:33 PM ECT | Posted by admin
May 1, 2006

How Many Pickles in a Peck?
Engineering3s | May 1, 2006 | 10:54:35 PM EDT | Posted by admin

Left Navigation: The left navigation column appears as before. The current project and the
corresponding selected label are highlighted. In this context, you also see an "On this Page" navigator.
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Executive {2}
HR. {8)
Intelligence (5)

(Engineering
Sections
Headlines
Status Reports
Meeting Motes
Issues To Do
Duestions To Do
Recent Artides
Bulleting
Recent To Do
Recently Done

Labels
bulletin (2}

done (3)

I (L) 5”!!

headline

izsue (1)

meeting

guestion (1)

status

to do (1)
‘OnThisPage

bulletin (2)

done (1)

FAQ (3)
guestion (1)

Copyright © 2010 Traction Software, Inc.
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On This Page Navigator in Full or Brief Content Views: The On this Page part of the left column
allows for drill-down navigation. It will only appear if your Volume Selector is set to Brief or Full Content
views as both these views display labels, whereas Snippets, Details and Titles do not show labels. This
list tells you which labels appear on how many articles or comments in the current view. We clicked the
FAQ label and got 3 results. So, "On this Page" shows 3 results. As it turns out, of those 3 results, 2 are
also marked with the bulletin label, 1 is marked done and 1 is marked question.

On this Page is scoped to this actual page. If there are 40 articles marked FAQ but only 25 are showing
(with an option to move to the next 25 or show all at the bottom of the page) then it will report the On this
Page results for only the 25 displayed articles.

You can click any of the labels in the On this Page result to drill down to a Mulitple Articles view of the
combined result, where you can drill down further.

Page Tools & Right Column: Notice that the Page Tools showing on the right column of the page now
includes Change Labels and some of the tools that were in the single-entry view, like Edit Article or Add
Comment are no longer displayed. Change Labels in this context would allow you to remove or add labels
to all the articles in this view. Print, email and export controls also apply to all articles in the view.

Article Tools
15 Add New Article
Export

|£3 Print Version
Email Artides
[E# Export Artides
Page Tools
Collect Articles

B8 change Labels
l"-'g Erase Artides

Account

g Server Setup

= Project Setup

E My Account (admin)
My Collector

3+ Sign Cut

Nonetheless, you can generally still access these tools from the context menu.
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XML Feed of this View: It is worth remembering that most views in Traction have a corresponding XML
Feed. The XML Feed Links in the right column of this view now correspond to the results with the label
FAQ. This will work for any search or label view. It will not work for "On this Page" drill down results (but if
you want to create an XML Feed of a multiple label result, you could use advanced search to select
multiple labels and qualify with the ALL instead of ANY labels check box).

XML Feeds %

E RSS Feed | Atom Feed
Click here to learn more
Hiding/Showing Articles In-Line from Brief and Full views

Have you ever looked at list of search results and wanted to see the full contents of some results while
minimizing the others? In Brief or Full content Multi Entry views in Traction, you can hide and show
articles on a page by clicking the hide/show toggle, shown highlighted below.

Whether an article was last hidden or shown is not currently preserved when you leave the page.
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Shaw with comments |Expande-:| A
FAQ | Add to This Topic |

June 6, 2006

bulleﬁﬁ}—n}

FAQ

Frequently Asked Questions
Engineering4? | June 6, 2006 | 3:57:38 PM EDT

Posted and Edited by admin | View edit history

This article includes a section which contains an alphabetically sorted list of article titles marked
with the Engineering project FAQ label. The section is also configured to include a button users can
click to add an FAQ. You may also add an FAQ to any other article in the system. ...

May 1, 2006

How Many Pickles in a Peck? d;;;
Engineering3t | May 1, 2006 | 10:54:35 PM EDT i
Posted by admin question

&r Cross References | B 1 Comment

Peter wants to know!

Article Comments

Asg it turns out, there are 120 to 140 pickles in a3 peck. & Traction customer in the food business

answered this for us when they deployed in Summer 2003,
admin [ Engineering37 / May 1, 2006 / 10:55:45 PM EDT &

Center Column Navigation Controls

At the top of the center column is a list of view types that you can navigate to quickly.

All Projects = All Recent | Recent Articles | Recent Comments | Recently Edited | Discussions .

All Recent shows recent articles interleaved with recent comments in the order in which they were
posted.

Recent Articles shows recent articles only.
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Recent Comments shows recently posted comments.
Recently Edited shows the most recently edited articles.

Discussions shows the most recently commented-on articles.

In topic views, an additional line is displayed providing a few more options.

All Projects = All Recent | Recent &rticles | Recent Comments | Recently Edited | Discussions
:Engineering:to do = By Label | By Label Added | By Label Removed

By Label shows those articles posted during the time period on which the specified label appears..

By Label Added shows those articles to which the specified label was added during the time
period.

By Label Removed shows those articles from which the specified label was removed during the
time period.

Visibility
Doc320: March 22, 2008 4:26 PM, Posted by Documentation Importer
Determining the Visibility of an Article

The Visibility window shows who can read an article. The visibility of an article is governed by four factors:

Access permission: Articles can only be seen by users who have access permission to the project
in which an article is posted. Access permission does allow read permission, it only makes it
possible. If a user has Access permission, then their ability to see an article is governed by the
following three factors:

Read permission: Articles are visible to all people with Overview of the Project ACL Editor
permission in the project to which an article was posted.

Read Own Articles permission: Articles are visible to the person who posted the article if that
person has been granted Overview of the Project ACL Editor permission in the project.

Cross project labeling: When an article is labeled with a label from another project, the article
becomes visible to the readers of that project as well.

The article below is posted to the Executive project. However, it has an FYI label from the Engineering
project. The Visibility link appears in the article tools in the right column of the single-article view.
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Projects.
Engineering (16)
Executive (2)
HR (&)
Inteligence (5)

Executive
Sections
Headlines
Status Reports
Meeting Notes
Issues To Do
Questions To Do
Recent Artides
Bulletins
Recent To Do
Recently Done

Labels
bulletin
done (1)
FAQ

FYI
headline (1)
issue
meeting (1)
question
status (1)
to do (1)

On This Page
:Engineering:FYI (1}

Executive » Recent Artices | Recent Comments | All Recent

Show | Full content v!wiﬁ'lcomments Expanded w

Sample Executive Idea, cross labeled to T

Engineering

Executived | June 6, 2006 | 4:12:58 PM ECT

Posted and Edited by admin | View edit history

@ Cross References

This is a sample article in the Executive project. Perhaps I had an idea following reading
Engineering4: Sample Engineering and Executive Status Report, and decided to share it with the
Executive project members. At the time or thereafter, I wanted to share it with the Engineering

group.

This article is cross-labeled with the FYI label to the Engineering project. The application of the
FYI label (or any label from the Engineering project, for that matter) to this meeting note
provides the Engineering team selective permission in Traction to see it (provided the users
have ACCESS permission to the Executive project).

Article Comments

Add a Comment on this Artide
B 7 U 4| i= = | =

% ||Paragraph  |v| 1 b | wm| @)

Post Comment | in the project | Executive |

Related Articles

references (1)
Engineering4: Sample Engineering and Executive Status Repart

Active Years
2006
Go to Today

Article Tools

‘8 Add New Artice

P Add Comment

[BF Edit Artide

B change Labels
Email Reply

«» Send Trackhack

(7] Create Share Folder
[B Visibility

 Bxport

& Print Version
Email Articles
[B¥ Export Articles

Page Tools

Collect Articles
[# Erase Artices

&= Server Setup

@= Project Setup

g My Account (admin)
My Callector

[ 5ign Out

Sidebar Shortcuts

This artide (Engineering13:
Sidebar Shortouts) is set as the
default Sidehar Arfide. Click on
the title Higlehar Shorfouts”
and edit this artide to inlcude
useful shortcut links,

Clicking this link opens the Visibility window for the article. You can see that user named admin can read
this article based on their permission to the Executive project. Because the article is cross-labeled to the
Engineering project, you can see that Visitor can also read the article based on their ability to read the

Engineering project.
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A Visibility for Exec...

@ Visibility for Executived

Show users with no access

Show duplicates

Executive
admin

Engineering (:Engineering :FYI)
Visitor (Visitor)

NOTE: Only the projects to which you
hawe read access are listed. There
may be labels on this article from
projects that are not visible to you
that expose this article to additional
LSErs.

Hiding and Showing Duplicates

If a user has read permissions in more than one project appearing in the Visibility window, the user is
normally listed only once, in the first place that grants that user visibility. If you wish to show all places a
user is listed, you can click the Show Duplicates link.

Hiding Duplicates (Default) Showing Duplicates
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A Visibility for Exec.... [= |[B)X]

| Visibility for Executive0

Show users with no access

Show duplicates

Executive
admin

Engineering (:Engineering:FYI)
| Visitor (Visitor)

NOTE: Only the projects te which yvou
hawe read access are listed. There
may be labels on this article frem
projects that are not visible te you
that expose this article to additional
LSers.

3 Visibility for Exec... [=

B

|(3) visibility for Executived

Show users with no access

Hide duplicates

Executive

Engineering (:Engineering:F¥I)
| 3dmin
| Visitor (Visitor)

Read Own Articles
| admin

| NOTE: Cnly the projects te which yvou
| have read access are listed. There

| may be labels on this article from

| projects that are not visible to you

i that expose this article te additional

Getting Additional Information About a User

Each user listed contains a link to a user details window. For example, clicking admin:
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2} Visibility for Exec...

B

|(5) Visibility for Executive0

Show users with no access

Hide duplicates

Executive
admin

Engineering (:Engineering:FYI)
| Visitor (Visitor)

Read Own Articles

| NOTE: Only the projects to which vou
| have read access are listed. There
| may be labels on this article from

| projects that are not visible to you

Launches the info page for the Admin user. From this page, Server administrators can link to the setup
view for the user.
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2 admin : user info - M... D[ﬁlﬁ__(l

@ admin Satup

I am the server admin.
Glad to help.
Call me at:

225-1212

Add a Comment to a Paragraph or Article
Doc6: March 22, 2008 3:45 PM, Posted by Documentation Importer

You can comment on an entire article Consists of a Title, Text, Attachments and Labels or on a specific
paragraph. You can also comment on a comment or paragraph within a comment. Paragraph level
comments appear in-line, under the paragraph they comment on. Multiple comments on the article or
paragraph will stack up and nest like entries on a discussion board.

Note the project selector on the comment form will default to the project where they article is posted (if
you have Comment permission in that project). You have the option to choose any other project where
you have comment permission in order to direct it to a different audience depending on permissions or
interest.

There are three ways to access the comment function:

1.
Article Comment: Fill in the comment form at the bottom of the article. The comment form appears
after the article in the single article view.
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Front Page > Engineering > & ]

» advanced search

Bemcels, Engineering »Recent Artides | Recent Comments | All Recent

Engineering (16) Show | Full content | | with comments

Executive (2)

HR (8)
Intelligence (5) Sample Engineering Questions @ wdd B
Engineeringé | September 27, 2005 | 2:53:40 PM EDT question

Engineering Posted and Edited by admin | View edit history
Sections @ Cross References | B 3 Comments
Headli : S : : :

sadines This article includes 3 sample questions about Traction and some answers are provided. The
Status Reports

Meeting Notes Starter Journal includes comments answering #1 and #2. When you comment in line with the
i i answer to #3, you can mark this set of questions Done to remove them from the Questions To
Questions To Do Do section of the newspage.

Recent Articles
Bulleting
Recent To Do
Recently Done

1. How do I comment on a paragraph?

2. How do you find Traction Help?

Labels 3. How can I add new labels?

bulletin (3)

dorie (3) Article Comments

FaQ (3)

FYI (1) Add a Comment on this Artide

headline (1) T T
B 7 U s iz := | | = abe | wim |

issue (2) = I 3= = k- IParagraph v i b | @

meeting (1) type your article level comment here.. | %

question (2}

status (1)

to do (3)

<«

On This Page % r
- Post Comment | in the project Engineering % =

question (1)

L i Discussion Thread

Engineering6: Sample Engineering Questions +—
» admin [ Engineering7 [ September 27, 2005 / 2:55:34 PM EDT
o admin [ Engineeringd [ September 27, 2005 / 2:57:50 PM EDT
o admin [ Engineering? [ September 27, 2005 / 2:58:12 PM EDT

2. Article Comment: Click Add Comment on the Article Tools menu.
Article Tools
5 Add New Artide
2 Add Commen
[&F Edit Article
[E& Change Labels
Email Reply
«;» Send Trackback
[ Create Share Folder
[y visibility

Active Years
2005
2006

Go to Today

‘g Add New Article

8 Add Comment

[Bf Edit Artide

Change Labels
Email Reply

4@» Send Trackback

(£ Create Share Folder
[Py Visibility

& Print Version
Email Artices
B} Export Artices

Page Tools
Collect Articles
[ Erase Artides

Account

@ Server Setup

& Project Setup

g My Account (admin)
My Collectar

[+ Sign Out

This article (Engineering13:
Sidebar Shortcuts) is set as the
default Sidehar Arsigle, Click on
the title Siglehar Shorfouts™ and
edit this artide to inlcude useful
shorteut links.
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This will pop up a new entry Window into which you can type a comment. With this form, you can access
certain functions (like insert table and edit attachments) which are not included in the in-line comment
form.

o i
El=}

X

[El Add Comment on Engineeringt )

©3 http://localhost - Add Comment on Engineeringé - Mozilla Firefox

. " - Edit Attachments (0]
Project: | E W @

: | e | Edit Relationships (0]
Labels: | [ choose ] gt edit sections (0)

'r,'f[e.:|re: Sample Engineering Questions |

B F U spc|i= iz | = iE| .ﬁ.||F‘aragraph v 19 | v @)

type your comment here...l %

.- e UL | X BB F 2|9 | Q2
« Simplify HTML

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 clean up, then dick the "Remove Formatting”
icon at the bottom of the add/edit form.

Daone

3. Article or Paragraph Comment: Choose Comment from the Paragraph or Article section of the
Context Menu.

To access the Context Menu, hover your mouse over a paragraph in the article. You will see a grey
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outline appear:

Sample Engineering Questions @ o ]
Engineerings | September 27, 2005 | 2:53:40 PM EOT question
Posted and Edited by admin | View edit history

& Cross References | B 3 Comments

This article includes 3 sample questions about Traction and some answers are provided. The
Starter Journal includes comments answering #1 and #2. When you comment in line with the
answer to #3, you can mark this set of questions Done to remove them from the Questions To
Do section of the newspage.

1. How do I comment on a paragraph? [% z. il
2. How do you find Traction Help?

3. How can I add new labels?

Article Comments

Add a Comment on this Article

=
I~
=
1
i
¥
"

B -|Paragraph v 3 Ay | e | (g

Post Comment |in the project [Engineering ¥ | a¥

Now, right click (or left click on the down arrow at the right of the outlined area) to raise the context menu,
and navigate down to the Comment option in the Paragraph section of the Context menu.
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Sample Engineering Questions mda |
Engineerings | September 27, 2005 | 2:53:40 PM EDT question

Posted and Edited by admin | Yiew edit history

& Cross References | B 3 Comments

This article includes 3 sample questions about Traction and some answers are provided. The
Starter Journal includes comments answering #1 and #2. When you comment in line with the

answer to #3, you can mark this set of questions Done to remove them from the Questions To
Do section of the newspage.

1. How do I comment on & paragraph? | Paragraph i
. ||| Act 3
2. How do you find Traction Help? M} Action
E5* Add to Section #
3. How can I add new labels? At ke ,
Change Labels
Article Comments
BE]| Collect r
Add a Comment on this Article |"E"JI Comment @
B 7 U 28| ;E = | EE 'EE | Article 1h w33 abr | wm .g‘.
Change Labels
B’ Edit Artide
=4 Email Artide
(g collect r
, — =
Post Comment |in the project !_Ellqi_rln_ala_r_irg_ D (=
=4 Email Reply
Discussion Thread (& visibility
Export Articles
[-# Frase Artide

I
L

Page

i

Change Labels

Note that the context menu is divided into three sections: paragraph, article, and page. The tools listed
under each section apply to the paragraph, the entire article, or, if you are in a multi-entry view, all the
articles on the page.

A comment form now appears below the selected paragraph:
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Sample Engineering Questions il
Engineerings | September 27, 2005 | 2:53:40 PM EDT question

Posted and Edited by admin | View edit history

& Cross References | B 3 Comments

This article includes 3 sample questions about Traction and some answers are provided.
The Starter Journal includes comments answering #1 and #2. When you comment in line

with the answer to #3, you can mark this set of questions Pone to remove them from the
Questions To Do section of the newspage.

1. How do I comment on a paragraph?

Add a comment on Engineerings.02
B I U | i= i= | = ¥ ||Paragraph ¥ @ W | v | @

R
"

You can hover over a paragraph and right click to see the Traction Context
Menu where you can choose Comment from the Paragraph section of the

menu. Or, (if Hovers are turned off) left click the "M" &= marker at the end of
any paragraph to expose the context menu.

L

| Post Comment |in the project | Engineering % | =

2. How do you ﬂ%d Traction Help?

3. How can I add new labels?

When you have finished, press Post Comment and the comment immediately appears in the text. Until
you reload the page, new comments are shown with a yellow highlight. Here is the same article with
several in-line comments:
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Sample Engineering Questions s )
Engineeringé | September 27, 2005 | 2:53:40 PM EDT question
Posted and Edited by admin | View edit history

& Cross References | B 3 Comments

This article includes 3 sample questions about Traction and some answers are provided.
The Starter Journal includes comments answering £1 and #2. Whe]j you comment in line
with the answer to #3, you can mark this set of questions Done to remove them from the
Questions To Do section of the newspage.

1. How do I comment on a paragraph?

You can hover over a paragraph and right click to see the Traction Context Menu where
%mn choose Comment from the Paragraph section of the menu. Or, left click the "M"

marker at the end of any paragraph to expose the context menu.
admin / Engineering7 [ September 27, 2005 [ 2:55:34 PMEDT & &

2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.
admin / Engineeringd / September 27, 2005 / 2:57:50 PM EDT B2

Also, the help link is always at the bottom of the screen and, occasionally you will see a
@

link which you can dick for context sensitive help.

admin / Engineeringd [ September 27, 2005 / 2:58:12PMEDT B &

3. How can I add new labels?
Commenting on a Comment

If you want to comment on a comment, you can repeat the process to "stack” comments, or you can
hover your mouse over a paragraph in a comment to "nest" your next comment, as in the example below:
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2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators. % il
admin [ Engineerngd [ September A/, 005 T AR ASUPMEDT 2=

Also, the help link is always at the bottomn of the screen and, occasionally you will see 3 L)
link which you can dick for context sensitive help.

admin [ Engineeringd [ September 27, 2005 / 2:58:12 PMEDT 2 &
3. How can I add new labels?

Choose the Paragraph / Comment option as before to open an in-line comment form where you will
comment in the comment.

2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.

Add a comment on Engineeringd.01
B 7 U | i= = | =

¥

'] | Paragraph % 3 ab2 | wm| (g

s

Most users dont need help, but you can learn a lot from it|

Post Comment | in the project | Engineering | =

admin / Engineerings [ September 27, 2005 / 2:57:50 PM EDT 2

<

Also, the help link is always at the bottom of the screen and, occasionaly you will see 3 L]
link which you can dick for context sensitive help.

admin / Engineering? / September 27, 2005/ 2:58:12 PM EDT & &

3. How can I add new labels?

And post your comment:
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2. How do you find Traction Help?

You can click here for the help guide which incudes help for users and administrators.

Most users dont need help, but you can learn a lot from it
admin / Engineeringsa / August 30, 2006 / 12:37:31PMEDT P&

admin | Engineerings / September 27, 2005 / 2:57:50 PM EDT & %

Alsa, the help link is always at the bottom of the screen and, occasionally you wil see a L2
link which you can dlick for context sensitive help.

admin / Engineeringd [ September 27, 2005 [ 2:55:12 PM EDT 2 &
3. How can I add new labels?

Expanding the comment window

Often, you may want to type a long comment:

Add a comment on Engineering&.03
B 7 U 4| i= = | iE §§

' | Paragraph % 3 a7 | v (@
If you really have a lot to say.

I mean more than a couple lines.

Lets say at least two paragraphs, then you need more space...

[ Post Comment |in the project | Engineering | =

f

If you need more lines to type your response, click the expand icon:

=

And you will get more space:
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Add a comment on Engineerings.03
= |F'aragraph v i a2 | wm| @)

B 7 U ape| iz =

iy
"l

If vou really have a lot to sav.

I mean more than a couple lines.

Lets say at least two paragraphs, then you need more space...
ahh... as I was sayinag,

this comment window can be expanded as much as you requirel|

[ Post Comment ]li‘- the project :_.E-ngii_neer.ing__"v

Opening the Add Comment Window for In-Line Comments

If you want to use a full Add Comment form window to add your comment (to access the full capabilities
including insert table, edit attachments, and save draft) you can click the balloon icon which appears in
the lower right of the in-line comment form:

=

An Add A Comment window pops up pre-configured to post a comment. When you submit, the original
page will be updated as if you posted from the in-line comment form.
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3 http://localhost - Add Comment on Engineering6.03 - Mozilla Firefox |:||E||E|

El Add Comment on
|[Engineering6.03 @
o Edit Attachments (0]
Edit Relationships (0)

Labels: | [ choose | [y Edit Sections (0]

Pruja:t:l Engineering %

T,'t|e:|re: Sample Engineering Questions |

B 7 U | iz i=| =35 - ﬁ.||F‘aragraph w 3 b | am| (@

type your comment here... %

P T 20 X 2@l de|9 v a
« Simplify HTML

To type a reference to a label in a different project. type two colons followed by the project
name, followed by a colon and the label name, e.g. : :MyProjece:lakelnama

Inserting Images into Comments

There are two ways to insert an image into a comment.

Copy from the Web

As with the Add New Article form, if you paste an image from a web site into the comment area, Traction
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will attempt to download and attach the image when you post. Images whose URL or data is not visible to
the Traction server (e.g. images in local files, images that require login access) will not be attached.

Insert Image

The insert image tool lets you choose an image on your computer or an image that is on the web.

Add a Comment on this Artide

B 7 U |3z iS

e
|

|F'aragraph w3y ahE | oatm | ()

Insert/Edit Image

. 1 &
Post Comment | In the project | Engineering (% =¥

When you click the insert image tool, a dialogue box pops up allow you to upload or pull an image from a
reference:
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http://localhost - Insert/Edit Image - Mozilla F... E

Insert/Edit Image

Image Source Type:!

Upload an Image
| Reference an Attached Image
| Upload Remote Image

Choose a File:

Image Description:

Dimensions:

px X px or %o
Maintain Proportions

Border:

Discussion Thread

The Discussion Thread map below the article provides a linkable map of the article and its full discussion
thread. More detail on this is provided in the Navigating from a Comment View to the Article it Comments
on.
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Discussion Thread

Engineeringf: Sample Engineering Questions «— ,i|b
o admin f Engineering? / September 27, 2005 / 2:55:34 PM EDT
o admin / Engineeringd [ September 27, 2005 / 2:57:50 PM ECT
» admin / Engineering68 [ August 30, 2006 / 12:37:31 PM EDT
o admin / Engineering? [ September 27, 2005 / 2:558:12 PM EDT

Navigating from a Comment View to the Article it Comments on
Doc173: March 22, 2008 4:08 PM, Posted by Documentation Importer

If you access a comment (by, for example, clicking the comment on the list of recent articles, clicking the
Traction ID link at the end of a comment, or clicking a comment from a multi-entry or search view), you
will end up in a view of the comment.

You can see in the example below that this comment is actually its own Traction article, with its own
author, title and Traction ID.

This comment, engineering68. comments on the quoted paragraph in Engineering8.
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re: Sample Engineering Questions
Engineeringd | August 30, 2006 | 12:37:31 PMEDT

Posted by admin

3 Cross References

You can click here for the help guide which includes help for users and administrators.
admin / Engineeringd / September 27, 2005 / 2:57:50 PM EDT B2

Most users dont need help, but you can learn a lot from it!

Show complete discussion thread on Engineerings: Sample Engineering Questions

Article Comments

Add a Comment on this Artide

B 7 U x| i= 2| = % ||Paragraph > @ %2 |wm| @

<

Post Comment | in the project | Engineering  » =

Discussion Thread

Engineeringé: Sample Engineering Questions
« admin / Engineering7 [ September 27, 2005 f 2:55:34PM EDT
« admin / Engineerings [ September 27, 2005 f 2:57:50 PM EDT
= admin / Engineering68 [ August 30, 2006 [ 12:37:31 PM EDT «—
o admin / Engineeringd [ September 27, 2005 f 2:58: 12 PM EDT

There are three ways to navigate out of the comment view.
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re: Sample Engineering Questions
Engineeringd® | August 30, 2006 | 12:37:31 PM EDT
Posted by admin

2 Cross References

p guide which includes help for users and administrators.
ytember 27, 2005 f 2:57:50 PM EOT =

You can click here
admin / Engineeringd |

Most users dont need help, but you can learn a lot from it!
Show complete discussion thread on Engineerings: Sample Engineering Questions *— 2

Article Comments

Add a Comment on this Artide
B 5 U aec| = =

L
U]l

2% IParagraph » 3 abr | v | (g

Discussion Thread

Engineeringé: Sample Engineering Questions
« admin / Engineering7 [ September 27, 2005 f 2:55: 34 PM EDT
« admin / Engineerings [ September 27, 2005 f 2:57:50 PM EDT
= admin / Engineering68 [ August 30, 2006 [ 12:37:31 PM EDT «—
o admin / Engineeringd [ September 27, 2005 f 2:58: 12 PM EDT

1. Click on the Engineering8 link in the quoted paragraph. This will take you one level up the thread.

2. Click on the Show complete discussion thread on Engineering6: Sample Engineering Questions link.
This will take you all the way up to the leading article in the discussion thread.

3. In the Discussion Thread map, you can see the comment you are viewing in bold with a left arrow.
From here you can click to any comment in the thread, or click on Engineering6: Sample Engineering
Questions to go to the leading article in the thread.

Searching in Traction
Doc237: March 22, 2008 4:16 PM, Posted by Documentation Importer

Note: If your Traction server has the FAST Search option, please refer to the section FAST Searching in
Traction using the FAST Search option instead.

There are three ways to search in Traction.

1. Basic Search, from the Search box in Traction. This searches articles in all projects for text you enter.
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2. Advanced Search, available by clicking the link under the Search box in Traction. Allows search by
text, title, author(s), date range, project(s), and label(s). It also has a selector to specify paragraph match.

3. Rapid Selector, allows you to issue a Rapid Selector command in the search box to make complex and
Boolean queries. See the Introduction to the Rapid Selector Guide for further instructions on its use.

Basic Search

For basic searches, just type your search in the search box and press Search.

ST R,

# advanced search

A few tips

The search box assumes an AND expression so if you search for two words you will get the result
that has both terms.

Wildcard searches are allowed, just add a * to a prefix, e.g. intel*

Use quotes to search for an exact phrase, e.g. "Alien Intelligence"

Search hits are displayed in the body of the page, with word matches shown in boldface with a snippet of
surrounding text. Here is a search for the word Intelligence.
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Show

@, Search Filter Active searching for inteligence & X

Searching All Projects

July 14, 2006
Intelligence Ethics Bulletin
Inteligences | July 14, 2006 | 10;42:22 AM EDT | Posted by admin

An Intelfigence project may include a Bulletin entry ... refer to the Society for Competitive Inteligence
Professional's (SCIF) Website for guidance ...

Sample Intelligence Analysis on Apollo Objective
Inteligence3 | July 14, 2006 | 10:34:25 AM EDOT | Posted by admin

... objective defined at IntelligenceD: Sample "Apollo" Inteligence Objective (or KIT). It may refer to some human
intelfigence collected in Intelligence2: Sample HUMINT on ...

Sample HUMINT on Apolle Objective
Inteligence? | July 14, 2006 | 10:33:54 AM ECT | Posted by admin

This is sample human inteligernce which may refer to competitor preduct or pricing information. If you gather
human inteligence on an intefigence objective, you might mark it HUMINT ...

Sample Intelligence Question
Inteligencel | July 14, 2006 | 10:29:18 AM EDT | Posted by admin

This is a question which may have come in by direct post, a form or an email from the field. It is marked with the
Question and To Do label. When its answered (for example, by posting an answer to this or another project, by
replying to the email from Traction, or by commenting and sending the question and answer by email to the person
who asked), you can check the box next to the To Do label ...

Sample "Apollo” Intelligence Objective (or KIT)
Inteligenced | July 14, 2006 | 10;25:36 AM EDT | Posted by admin

This is an Inteffigence Objective. It has the Objective label ... often referred to by Corporate Competitive
Intelligence Professionals as a Key Infelfigence Topic (KIT) or by National Intelfigence Professionals as a
Mational Intelfigence Topic (NIT). The Intelfigence Objective has an associated Label. In ...

September 27, 2005

Welcome to the Starter Journal - Read this First
Engineeringd | September 27, 2005 | 2:32: 18 PM EDT | Posted by admin

... are named Executive Engineering and HR. Intelfigence The Intefigence Froject is not initially active to ...

& artices

In the upper right there is a volume selector that allows you to see the results in titles, details, snippets,
brief and full content volumes. More information on these volume options is found in Navigating the
Interface - In the Mexico Skin.
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Show [ Snippets HE

_ Titles
irching | Details

L
Brief content

Full content

The Date Range Selector will show the time period where there are results, and allow you to drill into any
selected time range:

Date Range Selector

Active Years
2005
2006

Go to Today

In this example, there were only 6 results. However, if there are more hits than will display on the page,
there is a link at the bottom of the page to show the next set of hits. You can also expand to show more
than the default number of results or to re-order the results from newest first to oldest first.

1-2% more results

i I | I 5 il
show | 25 % per page, | newest first | W |

show all results

Advanced Search

Click the Advanced Search link under the search box to access the Advanced Search Dialogue box. From
here, you have many options to scope your search based on the title, text, date(s), label(s), author(s) and
project(s). You can also scope your results to paragraph matches.
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Q, Advanced Search iz

Search for: | | Search

Cin the Title only C}Anv Words
[l case sensitive @ All Words
(0 Exact Phrase

Search for Articles Created

& Anytime
) inthe last @
) After | J::::|
() Before | I:::
) From | | to | I:=-:
Label Names: | | [[choose |

C‘Anv Label Tip: Separate multiple Labels
@® All Labals with a comma or space.

Username or Email: | |

Tip: Separate multiple usernames and email addresses with a comma ar

space.
O Al Projects
(& gelected Projects
Available Selected :
F LTI (If none are selected, then the search will
it s look through all projects.)
HR
Intelligence

Show | 25 |» | results per page sorted by | newest first +

[JAll content, keywords, and specified labels must appear in the same paragraph

Cancel Search
Woshin et )

If the options here are not flexible enough (for example, you want any article that has the label Question
anywhere but also has the words Shirt and Shoes in the same paragraph) then you can use Introduction
to the Rapid Selector Guide to write a query in the search box.
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FAST Searching in Traction using the FAST Search option

Doc109: March 22, 2008 4:01 PM, Posted by Documentation Importer, Edited by Paul Needham
Searching in Traction using the FAST Search option

When the FAST Search option is installed, Traction's normal search interface is replaced with one
powered by FAST InStream. See the section FASTIntroduction for more details.

FAST Search is currently supported in the Mexico, Ocean, Earth, and Simple skins.
Searching in the Mexico, Ocean, and Earth Skins

If you wish to run a simple search, you can enter your search expression in the search box.

This takes you to the FAST Search page, with results displayed.
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/Z} FAST Search: journal - Microsoft Internet Explorer ] I =] 3
File Edit WView Faveorites Tools Help ‘ ?,“
@Back ~ ) - [¢] [2] |0 Search 7 Favorites @ Meda £ | (0- o0 B0 [ &

Address @hth::f,"get-h'actian.mm:SDSUtacﬁcnjpast?proj=‘&type=fastseard1&briaf=s&query=journa\ j -] Go |L|n¥m 4

tracticn

Front Page > All Projects > FAST Search —

» advanced search

Projects _ All Projects » Recent Artides | Recent Comments | All Recent Article Tools.

Engineering {16) Show ISnippElE - I |§ Add New Artide

Executive (2)

HR. (8) = q
Intelligence {5} :fast searCh S F}!:Sf\:err;n:ues & Print Versi

Type a few search terms or just dick the search button to browse =wp S e o
Harrow Results Account

[ journal Search | SCE0E
Keywords 23 more ¥+
; e Server Setup

starter journal (0.81) Show Controls S
traction (0.54) g RS
server setup (0.5) Searched for: journal Showing 1-2 of 2 hits in 0. 15 seconds £ My Account (admin)
engineering questions (0.5) - My Collector
traction help (0.5) W&_alcol_ne tp the Starter Journal - Read this First . v [ sionout

Engineeringd | September 27, 2005 | 2:32:18 PM EDT | Posted by admin | Similar results
Projects ¥ | Thanks for trying Traction. This journal may provide a good place to start, since...any organization. You can Sidebar Shortcuts
Engineering (2} modify this journal by adding new Traction blogs for groups...the starter projects), or create a new journal

from scratch whenever This artide (Engineering13:

you like. Sample... = 2 >
Labels ¥ Sidebar Shortouts) is set as the
X % . . . default Sidebar Artice. Clidk on
:Executive:headline (1) Sample Engineering Questions the title Sidehar Shorfarts
:Engineering:bulletin (1) Engineeringt | September 27, 2005 | 2:53:40 PM EDT | Posted by admin | Similar results and edit this artide to inlcude
‘Engineering:headine (1) This article includes 3 sample questions about Traction and some answers are provided. The Starter Journal el
:Engineering:question (1) includes comments answering #1 and #2. When you comment in line with the answer to #3, you can mark this You can change the server
:Engineering:to do (1) set of questions Done... Sidebar Artide in Server Setup /
Defauwltsand over-ide itin |y
Types 3 each project in Project Sefup [
Article (2) Digpigy.
Shortcut links to Resolved

Authors | Issues and Questions:
i ) -Resolved Issues
Format 12

-Resolved Questions
Internet HTML ()

&l
& [ [@wnemet

You can also click the Advanced Search link.

This navigates to the FAST Search page with the search controls expanded. You can hide the controls by
clicking the "Hide Controls" link.
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I 15t SEHI’Ch Search Preferences
Type a few search terms or just dick the search button to browse T

I Search |

Content types ¥ Artides ¥ Comments ¥ Attachments
Limit results by document type

4 e ¥ Emails ¥ Trackbacks [¥ shared Files
Date Range I—;[
Limit results by date created sl e
Options : Word options Sort Order
Select your word and sorting I-“-l'l‘f' Words ;I IB‘;" Rank ;I

options

Hide Cunt{’ljs)

If the controls are not displayed, you can show them by clicking the "Show Controls" link.

:Tast SEH I'GI‘I search Preferences
Type a few search terms or just dlick the search button to browse FAST Setup

I Search |
Show Cun{?‘)s

If you just click the "Search" button without entering any search expression, FAST Search will return
either the highest rated documents, or the most recent or oldest documents, depending on the setting
specified in the Sort Order control.

Browsing Search Results

Changing the number of results reported

The number of search results displayed is controlled by your Default Chunk Size preference and by the
footer at the bottom of the search results.
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1-25 more results

show | 25 per page, | By Rank x| [go
10

50
10D
200
SO0
1000
2500
SO00

The server default chunk size can be specified in Server Setup | Defaults. Individuals can change their
own preference in My Account | Preferences.

Changing the amount of information shown

The volume controller in the upper-right of the view controls how much detail is displayed for search hits.

All Projects » Recent Artides | Recent Comments | All Recent

Show | Snippets - I

Titles
Details

Search

Type a few search terms or just dick the search button to browse Brief content P
Full content

I Search |

Show Controls

Titles shows only the document titles, for all hits:
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Show ITltIes [}5 - I

fast Search Search Preferences
Type a few search terms or just dick the search button to browse FAST Setup

I Search |

Show Controls

Searched for: Showing 1-25 of 35 hits in 0.029 seconds
Welcome to the Starter Journal - Read this First

Sample Engineering and Executive Status Report

Sample "Apollo" Intelligence Objective (or KIT)

How Many Pickles in a Peck?

Details shows the title, author, editor, date, and permalink, for all hits:

Show IDeEiIs [% "I

i fast s'eal'Ch Search Preferences
Type a few search terms or just dick the search button to browse FAST Setup

I Search |

Show Controls

Searched for: Showing 1-25 of 35 hits in 0.62 seconds

Welcome to the Starter Journal - Read this First
Enaineeringl | September 27, 2005 | 2:32: 18 PM EDT | Posted by admin

Sample Engineering and Executive Status Report
Engineering4 | September 27, 2005 | 2:4%:18 PM EDT | Posted by admin

Sample "Apollo” Intelligence Objective (or KIT)
Intelligencen | July 14, 2006 | 10:26:36 AM EDT | Posted by admin

How Many Pickles in a Peck?
Engineering3a | May 1, 2006 | 10:54:35 PM EDT | Posted by admin

Snippets additionally shows a snippet of context surrounding the search hit from the original document,
for all hits.
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Show ISnippets % -l

:fast Search Search Preferences
Type a few search terms or just dick the search button to browse FAST Setup

I Search |

Show Controls

Searched for: Showing 1-25 of 35 hits in 0,651 seconds

Welcome to the Starter Journal - Read this First
Engineering0 | September 27, 2005 | 2:32:18 PM EDT | Posted by admin | Similar results

Thanks for trying Traction. This journal may provide a good place to start, since it includes projects (group blogs)
for teams typically found in any organization.

Sample Engineering and Executive Status Report

Engineering4 | September 27, 2005 | 2:49: 13 PM EDT | Posted by admin | Similar results

This is a status report for the engineering team. It includes a status label from both the Engineering and
Executive projects, so it will show up in the Status Reports section of both Projects.

Sample "Apollo" Intelligence Objective (or KIT)
Intelligenced | July 14, 2006 | 10:26:36 AM EDOT | Posted by admin | Similar results
This is an Intelligence Objective. It has the Objective label and the Apollo label. It is tracked as open by the To Do

label. When this objective is complete, you can check the box next to the To Do label to turn it into the Done
label.

Note: for the above volumes, the context menu and hover is enabled for Traction posts, but not for
attachments and shared files.

Brief and full show the normal Traction brief and full views, with most normal view options enabled.

Note: Hits in attachments and shared files are shown as snippets in brief and full views.
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Shiow IEIriEf EDHE& vI with comments ICollapsed 'I

: s 1517 Sea I'Ch Search Preferences
Type a few search terms or just dick the search button to browse FAST Setup

I Search |

Show Controls

Searched for: Showing 1-25 of 35 hits in 0.62 seconds
Welcome to the Starter Journal - Read this First Vo oo o
Engineering0 | TrackBack | September 27, 2005 | 2:32: 18 PM EDT =g g

Posted and Edited by admin | View edit history Bl
& Cross References

Thanks for trying Traction. This journal may provide a good place to start, since it includes projects (group blogs)
for teams typically found in any erganization. You can modify this journal by adding new Traction blogs for groups
in your organization (you can also turn off the starter projects), or create a new journal from scratch whenever
you like. Sample content has been loaded into each project and some setup options have been used to configure
each project to give you a jump start and a few examples. Flease cfick the title of this article to read more. ...

Sample Engineering and Executive Status Report e
Engineering4 | TrackBack | September 27, 2005 | 2:49: 18 PMEDT ' ’
Posted and Edited by admin | View edit history

& Cross References

This is a status report for the engineering team. It includes a status label from both the Engineering and
Executive projects, so it will showr up in the Status Reports section of both Projects.

Simple Search Filtering Using Navigators

You can narrow your search results using navigators that let filter your search hits by various metadata
criteria, such as keyword, project, label, document type, author, company, person hame, email address,
location, date posted, language, document size, and other criteria.

The top five matches for each navigator shown in the left column.
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%
Keywords 95 more *

sample engineering (0. 17)
engineering project (0.12)
server setup (0. 10)
meeting note (0. 10)

label (0.09)

Projects 4
Engineering (20)

HR. (8)

Intelligence (5)

Executive (2)

:HR.:palicy (4) 'ilb
:Intelligence:Apollo (3)
:Engineering:bulletin (3)
:Engineering:done (3)
:Engineering:meeting (3)

Types 4
Artide (23)

Attachment {8)

Comment (&)

Authors L
admin {35)

Names k
Eileen Thomas (1)

kim Patterson {1

If there are more matches, the number of additional matches is displayed next to the title of the navigator.
You can click the title to show the complete list expanded.
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Labels 22more 4 Labels Close @
:HR:DF'""T & Click single words to narrow OR.
:Inteligence: Apollo (3) Use [+ to narrow using more than one term,
:Engineering:bulletin (3) Engineering headline (1) Apallo (3)
:Engineering:done {3) BLI”Eﬁl:I'I ;:3) meeting (1) bulletin {1)
R one (3 status (1) HUMINT (1)
En - t 3
grecignesing (3) FAQ (3) to do (1) obiective (1)
FYI (1) guestion (1)
k

Types headine (1) 5 _ W to do (2)
Article (23) issue (2) FAQ (1)
Attachment (&) meeting (3) e 1
Comment (&) question (2) guestion (2)

status (1)

to do (3) to do (1)
Authors : — tli Intelligence
admin (35) anE”{'EE analysis (1)
Names k
Eileen Thomas (1) Sortby: NMame | Count [ Scale font to count
mm Pattersnn -[l:l Ml T 1 Kl LI\_ILII (=] IIIIl_'I_I'l.lI. YN 11D W e W

If you wish to restrict your search to show only hits that appear in documents with matching metadata,
you can click one of the metadata options to narrow your results.

For example, to show only hits that are also Engineering FAQSs, you can click the FAQ label.
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Labels Close [
Click single words to narrow OR
Use [+ to narrow using more than one term.

Engineering headline (1) Apallo (3)
bulletin (3) meeting (1) bulletin (1)

done (3) status (1) HUMINT (1)
FA to do (1) objective (1)

FY1 ™ question (1)

headline (1) A (1) to do (2)

issue (2] FAQ (1)

meeting (3] policy (4)

question (2) guestion (2)

status (1) to do (1)

to do (3) )

. Intelligence
5;?&”?:; analysis (1)

Sortby: Mame | Count [ Scale font to count

This brings you to a view that shows only those hits that have the requested label.

Engineering (16) Show I Snippets - l

Executive {2)

HR (8)

Inteligence (5) fast Search Search Preferences
Type a few search terms or just didk the search button to browse FAST Setup

Keywords 28 more I irchl

server setup (0, 33)
asked questions (0.33)

Show Cantrols

project setup (0.33) Searched for: Showing 1-3 of 3 hits in 0.3 seconds
peter wants (0.33) Filtered by: Label :Engineering:FAQ (remove all filters)
pickies 1:28) How Many Pickles in a Peck?
e ¥ Engineering36 | May 1, 2006 | 10:54:35 PM EDT | Posted by admin | Similar results
Engineering (3) Peter wants ta know!
Labels '  Frequently Asked Questions
‘Engineering:FAQ (3) Engineering47 | June 6, 2006 | 3:57:38 PM EDT | Posted by admin | Similar results
:Engineering:bulletin {2) This article includes a section which contains an alphabetically sorted list of article titles marked with the
:Engineering:done (1) Engineering project FAQ label. The section is also configured to include a button users can click to add an FAQ.
‘Engineering: question (1) You may also add an FAQ to any other article in the system.
Types ' What is a Bulletin?
Article (3) Engineering53 | June 6, 2006 | $:06:14PM EDT | Posted by admin | Similar results
= ,  The Bulletin section is ordered chrqnolog.ically, though you may want to change to an alpha sort (in Server Setup
. | Defaults, bottom of the page, or in Project Setup | Display).
admin (3)
Format 3

Internet HTML (3)
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You can repeat this operation as many times as you like. Each time, additional filter terms are added to
your search. These terms are reflected in the search feedback area.

; x 1St SEHI'Ch Search Preferences
Type a few search terms or just dick the search button to browse FAST Setup

I Search |

Show Controls

searched for:
Filtered by: Label :Engineering:FAQ
L Label :Engineering:bulletin
L Keyword "server setup” (remove all filters)

Showing 1-1 of 1 hitin 0,331 seconds

What is a Bulletin?
Engineering53 | June &, 2006 | 4:06: 14 PM EDT | Posted by admin | Similar results

The Bulletin section is ordered chronologically, though you may want to change to an alpha sort (in Server Setup
| Defaults, bottom of the page, or in Project Setup | Display).

The effects of the filters are combined: only search results that pass all of the filters are shown. You can
remove individual filters by clicking on them. The cursor will show a strikethrough and the tool tip
"Remove Filter" will appear to let you know that the filter term will be removed.

Searched for:
Filtered by: Label :Engineering:FAQ

N : . .
L Keyword “server seg j’ (remove all filters)

You can also remove all the filters by clicking the "remove all filters" link.

Searched for:
Filtered by: Label :Engineering:FAQ
L Keyword "server setup” (remove all filters)

What is a Bulletin?

Navigator Display Options

The "Sort by Name | Count" toggle lets you control how results are displayed.
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Labels Close [
Click single words to narrow OR
Use [+ to narrow using more than one term.

Engineering headline (1) Apallo (3)
bulletin (3) meeting (1) bulletin (1)

done (3) status (1) HUMINT (1)
FAQ (3) to do (1) objective (1)
E'ﬂ é:l]_.] . — quilsﬁ::un (1)
iszﬂe IFEE] done (1) to do (2)
meeting (3] Fﬁ'l? []EL]
guestion (2) pa ::5-1'] 7
status (1) L=l
to do (3) todo (1)

. Intelligence
E;ﬁ';”?:; analysis (1)

Sortby: Mame | Count [ Scale font to count

Labels Close [

Click single words to narrow OR
Use [+] to narrow using more than one term.

‘HR.:policy (4) :Executive:done (1)
:Engineering:bulletin (3) :Executive:headline (1)
:Engineering:done (3) :Executive:meeting (1)
:Engineering:FAQ (3) :Executive:status (1)
:Engineering:meeting (3) :Executive:to do (1)
:Engineering:to do (3) :HR.:done (1)
Inteligence: Apollo (3) ‘HR:FAQ (1)
:Engineeringissue (2) HR.:to do (1)
:Engineering:question (2) :Inteligence:analysis (1)
:HR:question (2) :Intelligence:bulletin (1)
:Inteligence:to do (2) :Inteligence :HUMINT (1)
:Engineering:FYI (1) :Intelligence:objective (1)

:Engineering:headline (1) Inteligence:question (1)
:Engineering:status (1)

[ Scale font to count
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Note that when sorting by name, labels are grouped by project, and are displayed in short form. When
sorting by count, they are displayed in project-qualified form.

Clicking the "Scale font to count" checkbox displays more frequent matches in larger fonts.

Labels Close [X] -

Click single words to narrow OR
Use [+] to narrow using more than one term.

Engineering headline (1) A []”[] 3
bulletin (3)  meeting (1) hu[ﬁetin |:1{j| :
done (3) e £ HUMINT (1)
FAQ() ) Shiecve ()
E HR question (1)
headine (1) EEL%E[%] todo(2)
issue (2) .
meeting (3) p”"_c?' (4)
question (2) question (2)
status (1) o ?rn (1)

Inteligence
to do {3) anah?sis (1) |
Executive
done (1)

Sort by: Mame | Count %EEE font to count
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Labels Close [

Click single words to narrow OR
Use [+ to narrow using more than one term.

. . : :Executive:d (1)
:HR:policy (4) ~  Beamedone ) |
:Engineering:bulletin (3)  :Executive:meeting (1)

. : S :Executive:status (1)
:Engineering:done (3) ‘Frecutive-to do (1]

:Engineering:FAQ (3)  iR:done (1)
:Engineering:meeting (3) :HR:FAQ (1)

. . R :HR:to do (1)
.EI'IQII'IEEI’II‘IQIG do {3) :Inteligence:analysis (1)

:Intelligence:Apollo (3) ‘Inteligence:bulletin (1)
:Engineering:issue (2) :Inteligence:HUMINT (1)
:Engineering:question (2) :Inteligence:objective (1)

‘HR:question (2) :Inteligence:question (1)
Inteligence:to do (2)
:Engineering:FYI (1)
:Engineering:headline (1)
:Engineering:status (1)

P00 BANNCENAN NN D KOS KACACHACCEOENE0N0Y

Sortby: Mame | Coupt W Scale font to count

the status ( To k«4/Done ) of this issue . You can check the To Dc

Advanced Search Filtering Using Navigators

You can create a filter that represents the combined effect of multiple terms from one of more navigators.
To do this, click the [+] link next to the filter term. When you hover over the [+] link, a tool tip displays "add
to multi-term filter".

FAQ (3)
@_’Zﬂ (1)

eadline (1)

When you click the [+], a multi-term filter list appears at the top of the Narrow Results section, and the
term you clicked is checked with a green checkbox.
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Lm-m.ﬂ
; Multi-term filter I
iEngineering:FAQ [% Show Controls
Match:
{= Any (" All " None

Searched for:

Welcome to the Starter Journal - Read this Firs
Apply Filter Engineeringd | September 27, 2005 | 2:32:18 PM EDT | Posted b

Thanks for trying Traction. This journal may provide a

Keywo g : ! =

ik Rt S, for teams typically found in any organization.

sample engineering (0. 17)

engineering project (0.12) Sample Engineering and Executive Status Repo

server setup (0.10) Engineering4 | September 27, 2005 | 2:49:18 PM EDT | Posted b
meeting note (0.10) This is a status report for the enaineerina team. It inc
label (0.09) Labels Close (]

Projects #  Click single words to narrow COR

4 :
Eibinesing 1) IIse [] to narrow using mare than one term,

Engineering headline (1) Apollo (3

S bulletin (3)  meeting (1) bu[u}etin ,:1(} )
Intelligence (5) status (1)
Executive (2) done (3) to do (1) HU_MIN_T (1)

. FAQ (3) nb]ecf_:n.fe (1)
Labels Bmere .  Fyi(1) i s 1)
:HR:policy (4) headine (1) Fggfm todo (2)
‘Inteligence: Apollo (3) issue (2) :
:Engineering:bulletin (3) I'I'IEEtiI'IQ (3) pD“.CY (4)
:Engineering:done (3) question (2) Eugﬂﬁ? (2)
:Engineering:meeting (3) status (1) Iﬂte]rﬂ

nteligence

Types 3 to d‘_] (3:] analysis (1)
Artide (23) dBHDﬂ E”“E’i}

Attachment (&)

You can add as many terms as you like from as many different navigators as you like.
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Harrow Results
Multi-term filter

‘Engineering:FAQ

:HR.: policy

Engineering

zample engineering
Match:

(v Any (Al ¢ Mone

Apply Filter

To remove a term, you can click the checkbox icon that replaced the [+] icon, or you can click the term in
the list of Multi-term filters.

Marrow Results
Multi-term filter

:Engineering:FAQ
HR.:palicy
Engineering
Match:
f« Any Al  MNone

Apply Filter

You can then select whether you want to match any, all, or none of the filters.

Any will display hits that match any of the filters.

All will display only hits that match all of the filters. Note that some filters, such as projects, are
mutually exclusive; if you choose more than one project and apply filters, you will be guaranteed to
have no hits in your view.

None will exclude hits that match any of the filters.

Pressing the Apply Filter button applies the filter as a single term.
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Marrow Results
Multi-term filter

‘Engineering:FAQ
:HR.:policy
Engineering
Match:
{« Any Al ¢ Mone

Apply Fﬂt{i
Keywords 5 mare 4

sample engineering (0.17)

Searched for: Showing 1-24 of 24 hits in 0,351 seconds
Filtered by: Label :Engineering:FAQ OR. Label :HR:palicy OR. Project Engineering {remove all filters)

You can repeat this process as often as you like.
Saving Advanced Filters

If you create a complex filter that you find useful, you can bookmark the view and use it later as a search
form. The filters are preserved on the URL and will be applied to subsequent searches launched from the
view.

Advanced Search Options

You can access the advanced search options by clicking the "show controls" link.

Content types

You can control what types of documents are searched. Only hits in document types that are checked will

be reported.

1517 Sea rch Search Preferences
Type a few search terms or just dick the search button to browse sk

I Search |

Content types [¥ artides (13) [¥ Comments (5) ¥ attachments (8)
Limit results by document type : ;
[¥¥ Emails (0} ¥ Trackbacks (0) [¥ Shared Files (0)

Articles refers to normal top-level posts.
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Comments refers to comments on any article.

Emails refers to documents that were either mailed directly into Traction, or to email messages sent
from Traction, e.g. via "email articles" or "email reply".

Trackbacks refers to trackback pings received by Traction.
Attachments refers to documents attached to Traction articles

Shared Files refers to documents associated with Where are Files Shared and Managed in
TeamPage.

Date Range

This control let you filter search hits by date. For attachments and shared files, the date used is the
last-modified time of the file. For all other content, the date used is the date when the content was posted
to Traction.

Normally the date range is set to "Anytime".

Date Range :
Lirnit results by date created I"!"'-'W'T'E 3\15

You can select from the following options:

In the Last = |
Anytime

After
Before
Between

Each time you change your selection, the search interface adjusts to let you specify the additional
information required, e.g.

Date Range .- g
Limit results by date created |In the Last —I

When you choose before, after, or between you can click the calendar icon to display a calendar control
that will let you enter the date.
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Date Range . =
Limit results by date created IBEt"“ e —I |12,."19,"2E|E|6 E I ﬁ

et wond it iord. options
elect your word and sorting I PE
v Wards

options

4] December 2006
Hide Controls 5 M T W T F

Searched for:
Filtered by: Label :Engineering:FAQ OR Label :HR:policy COR !

of 24 hits in 0.

ig 11 12 13 14 .15

Welcome to the Starter Journal - Read this F
Engineeringd | September 27, 2005 | 2:32:13 PM EDT | Poste @ 17 18 13 20 21 %
Thanks for trying Traction. This journal may provide jl ¢ 23 =26 27 28
for teams typically found in any organization. =1

Goto |December -| 2008 -|

Sample Engineering and Executive Status Rep Sef Date o Today
Engineering4 | September 27, 2005 | 2:49:13 PM ECT | Poste

This is & status report for the engineering team. It iMOOOes @ Statds TaOer MO OOOT UTe Engineering and
Executive projects, so it will show up in the Status Reports section of both Projects.

projects (grof

Word and Sorting Options
The following Word Options are supported:

Word options
Any Words ;l

‘Any Words
All Words
Exact Phrase

FAST Query Language

Any is the normal default. Results that match the most terms are ranked higher than results that only
match a few of the terms.

All requires that all the terms specified be present in hits.
Exact Phrase only includes hits that match the search terms exactly as entered.

FAST Query Language allows searches to be expressed in FQL, for those already familiar with
FQL.

The following Sort Orders are supported;
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Sort Order

By Rank ;l
By Rank

QOldest First

By Rank uses an advanced algorithm that accounts for how closely the search terms match, how
recent the post is, how many comments and labels the post has, and many other criteria.

Newest first sorts the hits showing the most recent hits first, regardless of rank.

Oldest first shows the oldest hit first, regardless of rank. This is often useful when you are trying to
determine when you first learned about something.

User Preferences

Individuals can control the sort order and set of navigators used for queries. See the FAST Configuring
Search Defaults section for details.

Rapid Selector Differences

When FAST Search is enabled, certain Rapid Selector expressions that do not otherwise require a
preceding "/" will not be recognized unless preceded with a "/". For example, without FAST Search, you
can enter a TractionID into the search box in order to jump to a specific article.

TR

» advance

With FAST Search enabled, you must precede TractionIDs with a "/*; otherwise, they turn into a search
for the TractionID.

b .:||:|'|.-'.1r|l._l.-_' 583

RSS and Atom Feeds

FAST Search views also support RSS and Atom syndication. If you have an RSS aggregator, you can
subscribe to the results of any query using the RSS Feed and Atom Feed links at the bottom of the right
column in any search results view.

Using FAST Search with the Simple Skin

When you have the FAST Search option, the normal search box in the Simple skin will use InStream for
searching.
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p",jmzlhll Projects j pagelernnt Page j Vdum;lElriefcnntent j

pate: | Dec 71|20 =][2006 =] siee. [all 7] searen: iournal EEL

W

You can also go to the FAST Search form by choosing FAST Search from the page selector and pressing
the "go" button.

pmjectzl.-&\” Projects j Page: | Front Page j W,,mezlElrief content j

ate: | Dec =20 jpnnslmsgaag; — [a0]

Chronolo
Intelligence Ethics Bullm:buuetm
MNew Article

Intelligenced: July 14, 2006 p Collector

Logout
An Intelligence praject may include 3 Bulletin entry about the Ethics guidelines which will show in the Bulletins

section regardless of the time slice selected. More =

The FAST Search form will appear. If you typed a search expression, hits for that search expression will
be displayed. Otherwise, you can browse the journal contents by date or rank, similar to what you can do
in the other skins.

Project: |AII Projects J Page: |FAST Search J R |Sn|ppets

pate: | Dec »[[20 =[[2006 =] spce-[all =] semren| J

journal By Rank j IAny Words j Search |

Showing 1-2 of 2 hits in 0.0090 seconds
Searched for: journal

Welcome to the Starter Journal - Read this First

Thanks for trying Traction. This journal may provide a good place to start, since...any organization. You can
modify this journal by adding new Traction blogs for groups...the starter projects), or create a new journal
from scratch whenever you like. Sample...

admin / Engineering0 / September 27, 2005 / 2:32:18 PM EDT

If you have more than a single page of hits, you can use the footer to change the chunk size and sorting
options.
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| 1-25 | more results

show | 25 T | per page, B‘f Rank jlhny Words j
show all results

‘Newest First k

Oldest First

Marrow Results:

You can also apply filters using the list of filters at the bottom of the page. For example, to filter hits by
document type, you would first click the drop-down menu next to type:

Marrow Results:

Keywords I— Choose - j
Projects |- Choose — =]

Lahels | - Choose - j
Types |— Choose —

Pl

Authors | Choose — |

Hames I— Choose - j

Locations |- Choose —j

Format | - Choose =
Filter

Select which filter you would like to activate:
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Marrow Results:

Keywords |- Choose — j
Projects |- Choose - =
Lahels | - Choose - j

Types | — Choose — j

authorn— Choose —
Article (23
Namesy s (6)
Locati{Comment (&)

Format |~ Choose =
Filter

If you like, you can select one of each type of filter. When you are ready to activate the filter, press the
"Filter" button. You can repeat this process multiple times in order to build up a more complex filter.

Showing 1-3 of 3 hits in 0.07 seconds
Searched for:
Filtered by: Type Article
Keyword “"sample engineering”
Label :Engineering:to do (Remove All Filters)

If you want to clear all the filters, you can click the "remove all filters" link.

Showing 1-3 of 3 hits in 0.07 seconds
Searched for:
Filtered by: Type Article
Keyword “sample engineering”
Label :Engineering:to do (Remove All Filters)
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You can change the word options and sort order at the top of the search form.

I] By Rank x| |Any Words ~|| Search

Open any Article Directly

Doc185: March 22, 2008 4:10 PM, Posted by Documentation Importer, Edited by Greg Lloyd

If you want to jump directly to any single entry view, just type the /TractionID ( Forward slash Project
name and article number - as one word, not separated by blanks) in the Search box and click Search or
hit the enter key. This is the simplest and one of the most useful Traction Rapid Selector commands.

For example, to jump quickly to article HR5 type /HR5 in the Search box and click Search. This is very
handy when you are talking on the phone with another team member. Say "HR5" just as you might say
"See Invoice 488" in an order entry system, and the person at the other end of the phone can jump
directly to the article you're discussing.

The result is a single entry view of the specified article.
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Recruiting and Hiring Policy palicy
HRS | June 5, 2006 | 11:35:25 AM EDT
Posted by admin

All new hires and promotions must go through the same hiring process:
1. Call for internally sourced promotions or job changes

2. Call for external new hires

3. Review by committee

4. Review by hiring manager

5. Background check

L=}

. Contracting

Article Comments

Add & Comment on this Artide

B 7 U uamc| i= = i= % ||Paragraph ¥ 9 B | v | @
[ Post Comment | in the project | HR | -

Printing Traction Articles
Doc205: March 22, 2008 4:12 PM, Posted by Documentation Importer

Traction includes a special print skin which reformats articles for optimal printing. There are options to
expose or hide metadata (including author, date, labels, and so forth), change the volume (details vs.
brief or full content levels) and even to redact articles, paragraphs or comments from a print-out.

From any single or multi-entry view, click the Print Version link in the Export Tools menu to access this
special black and white print skin.
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Export

&k Print Version

Email Articles

[E# Export Artides
This yields a plain view of the article(s) in your view, at the volume level (Titles/Details, Brief, Full) which
was selected when you clicked Print Version.

Choose Send to Printer from the tool bar to print the articles as they appear (the tool bar will not be
included). Or there are several options described below which can change your output.
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‘Advanced sxx

& Send to Printer | Open This View {Mon-Print Version) | Edit Defsults for Print Version Skin . .
(These controls will not be printed.) Volume Control | Full conternt (3

FAQ: September 27, 2005 - August 30, 2006

Ll
What is a Bulletin? bulletin
Engineering33: June 6, 2006; 4:06:14 PM EDT FAQ

Posted by admin

The Bulletin label and corresponding section is used like a bulletin board to show key group information, rergardless of how new or old it may be. If
vou navigate forwards or backwards in time, the contents of other sections may change to reflect the selected time period, but the Bulletins section
will stay the same. o1

The Bulletin section is ordered chronologically, though vou may want to change to an alpha sert (in Server Setup | Defaults, bottom of the page, or
in Project Setup | Display). o2

Frequently Asked Questions Bullztin
Engineeringd7: June 6. 2006; 3:37:38 PM EDT FAQ
Posted and Edited by admin

This arficle includes a section which contains an alphabetically sorted list of article tifles marked with the Engineering project FAQ label. The section
is also configured to include a button users can click to add an FAQ. You may also add an FAQ to any other article in the system. o1

FAQs - Titles Sorted by Alpha

Frequently Asked Questions
How Many Pickles in a Peck?
What is a Bulletin?

o

[2) How Many Pickles in a Peck? dong
Enpineering36: May 1, 2006; 10:34:35 PM EDT FAQ
Posted by admin question

© 3 Cross References | & 1 Comment

Peter wants to know! o1
Article Comments
Asit turns out, there are 120 to 140 pickles in a peck. A Traction customer in the food business answered this for us when they deployed in Summer 2003,
2dmin | Enginseving37 /May 1. 2006 / 10:55:45 PA{EDT
Advanced Printing Options

Click the Advanced button to expose the printing options. As you uncheck the boxes, the print view will
instantly update to reflect the choices you are making.
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iAdvanced <<

—Content Options

Show Traction IDs Show Post Date and Time

Show Author Show Cross References / Attachments / Comments Summary
Show Labels Show Label lcons

[1 Highlight Matching ltems (Topic & Search Views) Show Mail Headers and Other Post Info

Show Item IDs Show Cross Reference Lists

Show Attachments Show Comments

[ Limit Comment Depth toi levels

— Style Options

Font Face: | Defautt (Default Browser Font) ~|
Font Size: | Default (Medium) '+

& Send to Printer | Open This View {Non-Frint Version) | Edit Defaults for Print Wersion Skin - 3
{These contrals will not be printed.) Volume Control | Full content w

Redacting Articles, Paragraphs and Comments from the Print View

If you want to redact one article from a multi-entry print view, or you want to redact a paragraph or
comment, you can hover your mouse over the relevant item and uncheck the box which appears next to
it.

In this example, the second paragraph in the What is a Bulletin article has been redacted. In the view it
appears straek-eutintightgrey but in the actual print-out it will not appear.

FAQ: September 27, 2005 - August 30, 2006

L\

What is a Bulletin? Bulletin
Engineering33: June 6, 2006; 4:06:14 PM EDT FAQ

Posted by admin

The Bulletin label and corresponding section is used like a bulletin board to show key group information, rergardless of how new or old it may be. If you navigate
forwards or backwards in time, the contents of other sections may change to reflect the selected time period, but the Bulletins section will stay the same. o1

Freq tly Asked Q e bulletin
Engineeringd7: June 6, 2006; 3:57:38 PM EDT FAQ
Posted and Edited by admin

This article includes a section which contains an alphabetically sorted list of article titles marked with the Engineering project FAQ label. The section is also
configured to include a button users can click to add an FAQ. You may also add an FAQ to any other article in the system. o1

The Collector

Doc287: March 22, 2008 4:21 PM, Posted by Documentation Importer, Edited by Jordan Frank
The Collector is like a personal shopping cart or bookmarker, but it lets you gather Traction articles and
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comments, order them, and then take certain actions on them.

Administrators may also use controls to specify user collections which may also be used to control front
page and newspage sections or to indicate a controlled list of articles to use as publishing templates.

Open the Collector

You can open your Collector by clicking My Collector in the Account menu.

Account

B DErver Setup

&= Project Setup

¥ My Account (admin)
5] My Collector

3 Sign Out

The Collector pops up with your most recently selected collection. This one, Sample Collection, has 3
articles selected.
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23 http://localhost - Collector - Mozilla Firefox

= collector Meaw |Samp|e Collection v| Clear | Delete | Sort {EI

1. Engineerngl: Welcome to the Statter Joumal - Read this First
2. Engineerngb3: What is a Bulletin?
3. HR&: Can | use sick days for patemity leave?

4
¥

Select All | Remove Selected Sample Collection

Change Labels

Email Articles

Mew List

Mew Description List

1 Wew Bulleted List
Mew Mumbered List
Beport Adicles

| Erase

The controls in the upper right allow you to make a new collection, clear the contents of the selected
collection, delete this collection, or sort the collection (alphabetic or chronological). You can also sort by
selecting titles and using the Up/Down arrows.

You can save a number of collections under different names. If you remove or reorder items, the arrow
next to Save As turns red, meaning that you need to click it to save your changes before taking any
action.

There are as many as 9 actions (if you have Erase permissions, otherwise 8 options) which you can
perform from the collector.

What can | do with my Collections?

Once articles are in your collector, you can do any of the following actions:

View Articles: View the articles in a multi-entry view

Change Labels: Change the labels on all of them (for example, remove all headline labels, replace
with news labels). See Reclassify (Change Labels) Articles or Paragraphs

Page 99 of 220


https://teampage.tractionsoftware.com/traction#/page/Doc/Reclassify%20(Change%20Labels)%20Articles%20or%20Paragraphs

Copyright © 2010 Traction Software, Inc.

tracticn

Email Articles: Email all articles to someone that may or may not have access to Traction. The
form lets you choose a project, decide whether to keep links back to Traction, and decide whether to
post the contents of your email to Traction. See Email Articles From Traction

New List, Description List, Bulleted List, Numbered List: All these options will open a Compose
New Article form and will include a list of Traction IDs of the selected articles in the window.
Depending on the option you chose, it will wrap HTML formatting around the article links. See
Publishing to Traction section for tips on how to use this form.

Export: Traction will generate a WordML or PDF briefing book including the selected articles. If
these articles use Traction hyperlinks to reference other Traction articles, those referenced articles
can also be included. It can actually include several levels of incoming or outgoing references. See
Exporting Articles

Erase Articles: If you have Remove Article permissions for a project, then you will have the option
to erase articles. Be careful, this may remove the article and (depending on your choices) any
previous edits. See Erasing

Note on For Selection Only option: If you highlight some of the articles in your Collector, check For
Selection Only, and select an action, then the action will only process the selected articles.

More Instruction on the Change Labels, Email Articles, and New List options are provided in various parts
of the Publishing to Traction sections of this guide.

You can also specify a collection to use in a section, as described in Sections Overview.

How do | add articles into the Collector?

If you are in a single entry or multi-entry view, a Collect Articles Tool appears in the right column. Clicking
this will put all articles that you can see into the currently selected collection.

Alternately, you can hover over an article or paragraph and then right-click to select Collect action from
the context menu. The Context Menu allows you to choose the most recently viewed collection, choose a
different collection or make a new collection. The Paragraph option will put a reference to the paragraph
number (for example, Engineering53.03)
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FAQ

What is a Bulletin?

Engineering53 | June &, 2006 | 4:06: 14 FM EDT
Posted by admin
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| Add to This Topic |

June &, 2006

bulletin
FAD

The Bulletin label and corresponding section is used like a bulletin board to show key
group information, rergardless of how new or old it may be. If you navigate forwards or
backwards in time, the contents of other sections may change to reflect the selected
time period, but the Bulletins section will stay the same.

The Bulletin section is ordered chronologica
alpha sort (in Server Setup | Defaults, botty
Display).

(L]
En

Paragraph

Action r
Add to Section ¥
Add Label r

Change Labels

want to change to an
Project Setup |

bulletin

= W

Engineeringd? | June &, 2006 | 3:57:38 PM EOT

Collect b |

Frequently Asked Questiol(=&
=

Posted and Edited by admin | View edit history

This article includes a section which contain
marked with the Engineering project FAQ I3

a button users can click to add an FAQ. ‘r’nu
the system. =i
FAQS - TITLES SORTED BY ALPHA
Frequently Asked Questions =
How Many Pickles in a Peck?
What is a Bulletin? (&
Eg

[

g -

How Manv Pickles in a Peca=

Comment
Article
Change Labels
Edit Article
Email Artice
Collect r
Comment
Email Reply
Visibility
Export Articles
Erase Artide
Page

Change Labels

" Sample Collection

| Recent Eullectiunf—nr
' sample Collection

_ All Collections
Choose 4

Mew Collection...

IHCCI
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Internet Explorer users: from anywhere in the interface, you can just drag the title of any Traction entry
into the Collector.

Exporting Articles

Doc99: March 22, 2008 3:58 PM, Posted by Documentation Importer

The Export Articles feature allows you to make a PDF or WordML document from any set of articles or
comments you select. The exporter allows you to select whether you want to include a title page and table
of contents and offers many other choices including header and footer options, whether to include
comments and labels, and whether to include cross referenced articles in the appendix. You can even
selectively redact articles, paragraphs, and comments from the output.

The WordML format can be opened in Microsoft Word or any other editor conforming to the WordML
standard.

Selecting Content to Export
You can export articles from a single or multi-entry view or from the Collector.
Exporting Articles from a Single or Multi-Entry view.

In this example, the Issue label in the Engineering project has been selected. From here, you can click
the Export Articles link in the Export menu:
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Front Page

Engineer

Projects
Engineering (73)
Executive (4)

HR (19)
Intelligence (5)

Enai =
Sections
Headlines
Status Reports
Meeting Motes
Issues To Do
Questions To Do
Recent Artices
Bulletins

Recent To Do
Recently Done

Labels
bulletin {3)
done (3)
FAQ (3)
FYI (1)
headline (1)
issue (2)
meeting (1)
question (2)
status (1)
to do (3)

On This Page
done (1)
issue (2)
to do (1)
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Engineering » Recent Artides | Recent Comments | All Recent
Added | By Label Removed

issue » By Label | By Label

Show | Full content |+ | with comments | Expanded »
| Add to This Topic

May 1, 2006

issue ¥

done

issue

Testing Unit Delivery Delayed
Engineering39 | May 1, 2006 | 10:53:21 PM EDT

Posted by admin

@ Cross References | 2 1 Comment

With notification of this delay by phone today, we find ourselves in a pickle (or a
peck of pickles, see Engineering36: How Many Pickles in a Peck?). We will need to
manage adjust client expecations or face a charge on the BigCo account.

Article Comments

The shipper says we can expedite the delvery if we pay for saturday delvery.
Issue closed!
admin / Engineering40 [ May 1, 2006 / 10:52:07 PM EDT 2

September 27, 2005

tode O]

issue

Sample Engineering Issue
Engineering11 | September 27, 2005 | 4:58:30 PM EDT
Posted and Edited by admin | View edit history

@ Cross References

This is an iasue posted to the Engineering project. It also has the label To Do which
is @ simple way you can track the status (7o Da/Done) of this issue. You can check
the 7o Do checkbox to turn the To Do label to Dome. To expand on this idea, you
may want to create and apply priority level labels toe (p1, p2, p3). This post will
appear on the Iasues To Do section of the Engineering NewsPage and also in the
Recently To Do section.

Exporting Articles from the Collector

Active Years
2005
2006

Go to Today

Article Tools
E_] Add New Artice

Expost

& Print Version
Email Articles
= Export Artices

Page Tools
Collect Articles

Change Labels
[o#f Erase Artides

Account

&= Server Setup

&= Project Setup

g My Account (admin)
My Caollector

[ Sign Out

Sidebar Shortcuts

Thiz artide {Enginesring13:
Sidebar Shortruts) is set as the
default Sidebar Article. Click on
the title Sidehar Sharfosts” and
edit this artide to inlcude useful
shortcut links.

You can change the server
Sidebar Artide in Server Sefuyp |
Defawtsand over-ride itin each
project in Profect Setup [
Disgnlay.

Shortcut links to Resolved
Issues and Questions:

- Resolved Issues

In this example, the same two articles are in the Collector (along with a few others). Since we only want to
Export two of the articles in the collection, the two are highlighted and the For Selection Only box is
checked. Finally, the Export Articles option is selected:
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2 http://localhost - Collector - Mozilla Firefox

Enllerl:ur Meaws |Sample Collection *u*| Clear | Delete | Sort E}

1. HR6: Can | use sick days for patemity leave?
2. Engineerngd: Welcome to the Starter Joumal - Read this First
3. Engineering53: What is a Bulletin?

4. Engineerng39: Testing Unit Delivery Delaye

5. Engineerng36: How Many Pickles in a Peck?

&. Engineeringb: Sample Engineerng Guestions

7. Engineering11: Sample Engineering lssue

[+

Select All | Remove S=lected Save As |Sample Collection

Wiew Aricles
Change Labels
Email Articles

Mew List

Mew Description List
Mew Bulleted List

[ New Mumbered List
port Articles
| Erase

The Export Articles Dialogue

After you click to Export Articles, the Export Articles dialogue appears. The dialogue is quite long so it is
divided into pieces here:

Select the template or format. The Default format is PDF but you can also choose WordML. At the very
bottom of the main dialogue, you can choose to save your settings into a template which you may select
the next time you (or anyone else) exports articles.

Choose Template | PDF v clete

- Templatez —
Microgoft Office Word 2003 (WordKL)

POF {International Werzion) [\!3

1 PDF (Japaneze VYersion)

Adjust the page setup and orientation:
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Page Setup

Paper Size Top|1 |
|Defaurt(Leﬁer.fA(ELé‘x11‘}} v : C
Choose from a lizt of common paper sizes. ._ ......................

Dimenzionz are included in the form [width = height)
with the appropriate unitzs.

Paper Orientation
Default (Portrait) »

Left 17inm

=
: Right
i

8.5in

Bottom

Specify the page Header and Footer text: The logo is selected further down in the dialogue. You can
put your cursor in any box and click one of the buttons to insert a field.

Header and Footer

The header and footer are displayed &t the top of each page. To refer to a dynamically genersted value in the header or |
title, use the syntax [=valuename=]; your can also click the sppropriate buttons o add the values of your choice. The sup
logo, for the senver default for project logo or specified elsewhere; copyright, for the copyright message specified in Ser
pages, for the total number of pages in the document, author, for the name of the user who generated the exported docui
specified elsewhere or by the name of the collection to which the exported articles belong, when applicabls.

Left Header Center Header Right Header
llogo] [title] [copyright]
Left Footer Center Footer Right Footer

Page [page] of [pages]

| Logo | [ Copyright Message | [ Page Mumber | [ Total Page Court | | Author Name | | Documert Title |

New Page for Each New Article: The default is No, but your output may look cleaner if you select yes.
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New Page for Each New Article | Default (no) |+
indicates whelher each article shouwld be reprinted on its own page. THis
that reference them jonly to fop level Erﬂzn:.'es_. or cross referenced artich

Table of Contents, Selected Articles and Cross Referenced Articles Titles: These titles will appear
on the Table of Contents Page (if you choose later on to include one) and (for Selected Articles and
Cross Referenced Articles) at the beginning of each section of the document. These titles will also appear
in the left column index in the PDF output.

Table of Contents Page Title |Table of Contents
lze Default Value (Table of Contentzs)

Indicates the title that should be given o the table of confents page, if one iz to be rendered. The name of the collec
exported will be substititued for all occurrences of the {1} formatting parameter.

Selected Articles Section Title |Selected Adicles ({03
Uze Default Value (Selected Articles ({03))

Indicates the title that should be rendered &t the head of the main selected articles section. The name of the collech
exported will be substititued for all occurrences of the {0} formatting parameler.

Cross Referenced Articles Section Title
|.P|pper1dhc: Cross Referenced Aricles

lJze Default Value (Appendis: Cross Referenced Ardicles)

Indicates the title that should be rendered &t the head of the cross referenced articles section, ifit is rendered &2 ar

ah

The name of the collection being exported will be substititued for all occurrences of the {0} formatting parameler.

Auxillary Pages and Sections: Here, you can select whether to include a Title Page (default is No, when
you check the box the Title and Title Page Message boxes appear).
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Auxiliary Pages and Sections

Include Title Page

indicates whether a litle page showld be included in the document. It will include a tille, an optional logo
name, the date and time the document was crested, and an oplionzs! message st the boltom of the page.

Title

Thiz text will be used az the title on the litle page, and anywhere elze the tille iz rendered. The nam
being exported will be substititved for all occurrences of the {0} formatting parameter.
[ ] Use Default Value

My Great Document

Title Page Message
This mezzage will be displayed in itz entirety in & block at the bottorm of the title page.
This document includes articles labeled Issue from the
Engineering Project. Enjn].r!|

Include Table of Contents | Default (yes) |»
indicates whether & page should be included that lists the articles in the document.

Style Setup: Select the font type, font size and, if you want one, the logo image to include. You can
upload a new logo as needed if the one you want is not already on the server.
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Style Setup

Font Face | Default (Helvetica) | ¥

indicates which font face should be vsed to render the document The Courier, Helvelica, and Times fonts a
available for viewing in 2 PDF document. The Gothic and Mincho fontz are embedded in the oulput documer
must be installed on the system where the document is being viewed, and be available and known to the viel
document to dizplay correctly. Mon-ANSI characters will not display correctly with any of these fonts except |
and Mincho. Content cannot be reliably copied from & document that uses Gothic or Mincho.

Font Size | Default (medium (8, 10, 14)) [»

The descriptions for the font sizes refer to the sizes of the article details, normal! content and headerfooter,
respectively. Other sizes needed o render the document, such &z for iterns whose HTML versions use heao
upon these values. All zizes are in points.

Logo Image | Defautt (traction-logo-standard.png)
Allows the vser to specify the logo to be used wherever 2 logo is to be included in the document.

tracticn

| "_ Browse... ]

If none of available logos are switable, you can upload an image. it will be saved in the project logos direcion
all future export operations, and will be vsed immedistely in any export or save operation. IF you upload & file
az an existing file, the existing file will be overwritten.

Show Comments: You can decide to include comments on articles. As desired, you can limit comment
depth to a designated number of levels. Comment depth applies to cases where comments are made
within comments. If there is a stack of comments (all made on the article or paragraphs within it), they will
all appear.

Show Comments | Defautt (yeg) »

indicates whether comments should be included inline benesth the content to which they refer.

Comment Depth []Limit depth to I levels

indicates the depth lo which comments on comments will be included.

Include Cross Referenced Articles: You may include articles referenced by the selected articles,
articles that reference the selected articles, or you may decide not to include any cross referenced
articles. If you select one article that links to 3 articles which in-turn link to 5 more articles, then 2 levels of
cross reference depth will include all 9 in the document produced.
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Include Cross Referenced Articles | Default (Include Articles That the Selected Articles Reference) |w i

Cross Reference Depth |:| Limit depth to I levelz (Maximum 4}

e [
i

& % I = e o ol 2yl il e = | &
cates how gespiy [NE Cross reference network should be explored to find cross referenced articles o be

included

Cross Referenced Articles Location | Default (As an Appendix) v

e T 3 - o ad H ] H = ] "
indicates where cross referenced articles should be included in the final document.

The Cross Referenced Articles Location allows you to select whether the articles appear in the appendix
or after each article in the body of the document that is produced.

Omit Specific Content: When you click this button, you will get an interactive view of the selected
articles and comments. As in the Printing Traction Articles view, You can selectively redact articles,
paragraphs and comments from the document which will be produced.

Omit Specific Content |_Edit Exclusion List |

Launch the editor and choose what paragraphs, I?DI’TL%:F-"'-“_

Here is a portion of the view you would see. As you hover over portions of the view, checkboxes appear.

In this case, the first paragraph in the How Many Pickles in a Peck article is redacted. It will not appear in
the document you produce.

How Many Pickles in a Peck?

Enginesring36: May 1, 2006 10:54:35 PM EDOT, Posted by admin

re: How Many Pickles in a Peck?

Engineering37: May 1, 2006 10:55:45 PM EDT, Posted by admin

As itturns out, there are 120 to 140 pickles in a peck. A Traction customer in the food business
answered this for us when they deployed in Summer 2003.

Show Labels: You can choose to show or exlude labels from the document.

Show Labels | Default (no)

(] N r ] ] »pd : |,
indicates whether labsels should be inclod:

Include Lists of Cross Referenced Articles and Attachments: This will control whether the lists of
cross references and lists of attachments are displayed after each article in the document. If Cross
Reference lists are included but the Cross Referencing articles themselves are not included, the links that
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are produced may be live links back to the server (unless you turn that setting off further down in the
dialogue). Any links to articles that are ultimately contained in the document will link within the document.

Include Lists of Cross Referenced Articles | Default (List &Il Cross Referenced Articles) b
indicates whether each article should be followed by a list of crozss referenced articies, and whether the list should
include all related articles, all articles referenced by the given arficles, all arficles that reference the given articles, or

whether the lists should be left out entirely.

Include Lists of Attachments

indicates whether each article should be followed by & list of itz attachments.

Since attachments are not included in the document output, the default is set to no.

Include Links into Traction: Setting this to yes will make live links out to referenced articles which are
not included in the document. Links to articles that are contained within the document will jump directly to
those articles, rather than linking back to the server.

Include Links into Traction | Default (yes) |%
Indicates whether any linkzs should be included in the final documi
only links thal refer o other arficles within the document will be in

Image Resolution: If there are images embedded in the articles, this control helps to reduce the size of
the document.

Image Resolution (72 dpi [w] Use Default Value (72 dpi)
indicates the resolution, in dots-per-inch, in which any images include
values are 72, 96, and 150

Save Template: If you want to use your settings again, you can choose to save them as a template
(which you can select later in the upper right of this dialogue. Selecting "Share" will make your template
available to others on this server. Fill in a template name and click Save.

Share Thiz Template Save as [ Save ]

And Finally... Preview or Download your Document: In the case of PDF, you can Preview the PDF or
just Download it. In the case of WordML output, the Preview button will show you the raw XML output.

" Sample Collection Download

Ta da... Here are images of the resulting PDF. The first image shows the document index on the left with
the Title Page selected. The Title Page is in the body.

Page 110 of 220



fracticn

LYY

O @& [

Copyright © 2010 Traction Software, Inc.

_ﬂ- Optionz ~ X

E Title Page
E Table of Contents
=Y Selected Aricles (Sam
1. Engineering39: Te
2 Engineering11: S:
EHy Appendix: Cross Refer
I=R0 Engineering36: He

If Pagf:s\li Bookmarks

[‘ Comments\l{ Attachments

Copyright © 2005 Twisted Systems, Inc. Al rights

My Great Document

Author admin

Crealion Date and Time: Awgust 31, 2006 3:30:23 AM EDT

| This socument Includes aricies Ebeled 1ssue fram e Engineerng Project. Enjoy!

This image shows the document index on the left and the Table of Contents in the body. You can see that
it includes the two articles that were selected originally, and one article in the appendix.
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/ E options - X |
g
B [ Title Page
g b
7 & IEI S _Amc!es i fr ’fﬂ]";" § 1.:,' o Copyright & 2008 Twisted Systems, |.-.3£;|LR%T
ﬁ @ 1. Engineering39: Te _ra'o il gl }
& E 2. Engineering11: S:
& | g S
R Femaita s Ry Table of Contents
E 1. Engineering36: Hc
Selected Articles (Sample Collection)

9 Engineering28: Testing Unit Defvery Delayed =
E Enginsering? 1: Sample Engineering lssus 3
g Appendix: Cross Referenced Articles
f’/ Enpineering36: How Many Pickles in 3 Peck? 4
2
B
=
3

€ | >
= 4 4 2f¢ | b P | @ © ENEEEE::

And here is the document body starting at Selected Articles. You can see the two articles, one including a
comment and both including Cross References and their associated backward of forward links.
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Her T e[ n @l —]w|

AS N[Ol

Z- optons + X Selected Articles (Sample Collection)
pi
2
x -
o - A . .
E % Title Page Testing Unit Delivery Delayed
x E Enginesnng33: May 4, 2006 10:55:21 FM EDT. Fozted by admin
§ Table of Contents With netification of this delay by phone todsy, we find ourselves in a pickls (or 3 peck of pickles, ses
S i Enginzering26: How Many Pickiss in a Peck?). We will need to manage adjust client expecations or face
7.. = E Selected Articles (San a charge on the BigCo account.
g B 1. Engineering39: Te Article Comments:
o 5 :
o @ 2 Engmeenng‘] 1- S The shipper says we can expedite the delivery if we pay for saturday delivery. [ssue chosed!
EEF) B mring0 & ¥
EHGY Appendix: Cross Refer
2 - = Cross References:
E 1. Engineering36: He referenced by (1]
E: ' e AL
ol references (1)
i Engineerngaf: How Many Picklesin 3 Peck?
2
E Sample Engineering Issue
- Engineering1: Gepteroer 17, 200§ 4:58:30 FM EDT, Paslzd 2nd Ediizd by 2dmn
] This is an issue posted to the Engineerng project. 1t also has the label To Do which is 3 simple way you
E can track the status {To DoDone) of this izswe. You can check the To Do checkbox to tum the To Do
label to Done. To expand on this idea, you may want te create and apply priority level labels too (p1, p2,
-747/ p3). This post will appear on the issues To Do section of the Engineerng NewsPage and also in the
Recently To Do section.
'E Cross References:
E referenced by (2)
E s 2k g 2 o 2
o Execuiivel: Sample Executive Meeting
ng
b
|1£ >
= E [ @ ~ (L1 | W
(=l | 4 4 | 3of4 | | @ + | ||—| o 4

And finally, here is the appendix including the How Many Pickles in a Peck article. Notice that it is missing
the paragraph that we redacted.
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B |E| Appendix: Cross Refer Enginzerng2s: May £, 2005 10-54:35 EM SO, Faosted by admin
E 1_Enaineerina36: H Article Comments:
) ) A5 it turns cut, thers are 120 to 140 pickles in a peck. A Traction customer in the food business
answered this for us when they deployed in Summer 2003,
Cross References:
-E emailed by (1)
E Engineering? 1. Some Engineering Questions
= referenced by (2)
ﬁ §xe?u:i\r52: S.!."Ill: ElExecul'.iuc- .‘.!'Iee'.in;:
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£
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[ ]
£ | >
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Traction Executive Summary Digest
Doc296: March 22, 2008 4:22 PM, Posted by Documentation Importer

Email Digest

The emalil digest is an automatically generated, permission filtered summary view sent to each
subscribing user on a regular basis — daily, weekly, every other day and twice on Friday — you choose. It
summarizes the activity in Traction since your previous digest, up to a week back in time. The digest is
available in both HTML (by default) and text formats.

The digest is configured by the server administrator and most settings can be adjusted by each user in
User Setup | Preferences - Personal Digest Information. The administrator may set:

Whether to send a scheduled digest *
What email is used as the from address
What day(s) and time(s) to send it *
Which projects may be included

Which projects are included by default *

What sections to include *
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All items with a * allow user over-ride.

The digest is split into two columns as you see below.

Page 115 of 220



Copyright © 2010 Traction Software, Inc.

fracticn

_tracticn
Traction Starter Journal Digest
Headlines & News

Welcome to the Starter Journal - Read this First

ive Discu:

Wnglenieiuin e L - Doas the 402K gokoy sllaw for rol-gvars (1)
Thasks fou tryiey Traction. This urmatmay provise & good place 12 S2an, snce & ncldes srepets (grous begs)
for ieama typically found n sny orgencabion Vow can moddy s uma by sddng new Tracton biogs far
POuRE B yOu SrERRTNIEN (ru GaN ARG et §H T8 BLIT DIERCE), o CeNte & Aew Bunal fros serach
whenever you e Sample Content has been Daded N0 S0H [oGC! ANG SOME Setup SOLONS Nave Deen caed 1o
RNl 8ach BrOMGE 1o iR You § N 1070 00 & v exaTpen. inabe CIck the Be of e artile 10 reed
mare

Engineering Articles

What is a Bulletin?

s Enginaaring8d | ues 6.3 s
Bullatin. FAQ

The Buletin el BusdBe g 1o Bhow ey X
Prgaestekh of hivw nbw b7 S L Sy b4 I you REvigee forwaIds of Backwieds f e, the coatents of cher
mctions may change b mfect the Seiected ime penod, bet the Buletna secton wil sty Ihe same.

Frequently Asked Questions

This aricie HEORS 8 BCIEN WhEh SOrESNE B9 ERbetCaly B5r0eS Mt o1 aricie Med Saried W e
Enginesring project FAQ laei. The Bection i aiso configured i nckise & buios users can cick B add an FAQ
‘ou may aiso a3 an P % eey cther article In the system

Executive Articles

Sample Executive Idea, cross labeled to Engineering

This i & samgie avficie i g Executive praject Pernace 1282 an des slowing ressing Engretrngd’ Sampe
tatus Repart Wit the W At the tme
BT €W tha Engraerng oo

HR Articles

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

Tha peweerssid amacked I HA1. 431
company. The shert answer, Bowe

ahcy wl your BEoons for changing your S0TK 8 you leawe e
BYES

Can | use sick days for paternity leave?

T

1wl g6 o pabemEy aéssn and wosder | £an e paid for e B wil b oot ¢ e office. 18 £ poastie 15 b
oy Bick ditys during this perod of tme?

Intelligence Articles

intelligence Ethics Bulletin

ax infeigenc project mary inclucde 8 Buletin entry about e Ethics guideines whick willshow in e Buteting
sectien repardiess o ihe time sice seiected

Sample Intelligence Analysis on Apolio Objective

. eaced | Suly 14, 3004
[LTCTT

This sangie salas bas the Analy 25 an anaky o the L
Eaccuted 2 wih T Apolo obeci S4ted 8t Flrlgronl. Sampie “Asoks” Fnaigancs Sbmetive (of KT

Front Page | Eae &

oo Powared by Traction

By

THRCIOAE i 8 regianeT racemank of Tracton Sofeme, [0 For More EAmEnen, ol suf meOste 8 1T ot gotnare com

e com ar mail s ot o
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The Right Column

There is a welcome message (configurable at the server level) indicating the time range for the digest. It
is followed by an Active Projects and Active Discussions block.

The Active Projects list shows how many new articles or comments are posted to each of the projects you
can Read in the date/time range of the digest. The links will take you to the corresponding project
newspage.

Active Projects

Engineering [ 16 articles)
HR [& articles)

Intelligence (3 articles)

The Active Discussions list shows the article titles that have new comments, and the count of those
comments, in the time range of the digest.

Active Discussions

Does the 401K policy allow for roll-overs (1]

Digest Footer

The footer below the digest body contains links to your server's Front Page and to your preferences page
(click Edit subscription), where you can change your digest settings. This brings you to the Personal
Preferences page in the Personal Setup (My Account)My Account) HTML forms.

Front Pege | Edit subscription

The Digest Body (Left Column)

The main part of the digest lists the title and first paragraph (brief content volume) of each article or
comment that has been added to Traction since the last digest was sent.

It is organized with articles labeled Headline in a lead section called Headlines, and then lists all other
articles or comments (those that are not marked headline) broken out in sections by project.

This format ensures that everyone pays attention to important items, but can focus easily on the projects
which concern or interest them most.

In the default configuration, as many as three sections per project in the digest:

ProjectName Atrticles
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ProjectName To Do

ProjectName Done

In the case of the Articles section, the digest is reporting the articles or comments posted in the date
range of the digest. In the case of the To Do and Done sections, it is reporting articles (and showing
relevant paragraphs) that were marked with the To Do or the Done label in the date range.

Example: If you post an article today in the Engineering project with no label, it will show up in the
Engineering Articles section tomorrow. If, consequently, you add a Done label to paragraph 3, then the
article will appear in the newsletter again but this time with the title and 3rd paragraph in the Engineering
Done section.

Publishing to Traction
Doc227: March 22, 2008 4:14 PM, Posted by Documentation Importer

There are three primary ways in which you might publish to Traction.
1. Add New Article: There is an Add New Article link in every Traction view. It will launch an HTML form.
2. Email An Article to Traction: Each project can be configured to read an email box.

3. Traction Instant Publisher: The Instant Publisher client (Version 1 or Version 2) application runs on
Windows and can be used as an alternate to the HTML Add New Article form. Note: If configured for it,
Traction can launch the TIP V2 will launch in place of the Add New Article form.

Remember, an article in Traction is like an email. It has an audience (Project), title, body, and
attachments. You may also select a label when you publish the article, or any time in the future.

Other ways in which you publish to Traction include:

1.
Add a Comment: Commenting is also publishing. Comments are articles that have a comments
on relationship to another article. Commenting was discussed in the Add a Comment to a
Paragraph or Article section.

2.
Email Reply from Traction: When you are reading an email that was sent to Traction and click
Email Reply link, your response will be sent to the sender of the email, but will also be published into
the project you select.

3.
Email Articles from Traction: When you email articles from Traction, you have the option to
publish the body of your email in a project.

4.

RSS Feeds: If you have the Traction TeamPage Feed Reader, an administrator can subscribe to
feeds which will be published directly to Traction.

Your administrator may setup additional ways to publish to Traction. For example, an HTML form can be
setup to post directly into Traction.

Traction supports XML-RPC and SOAP protocols. Many third party publishing tools using these protocols
are able to publish to Traction.
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Add New Article

Doc5: March 22, 2008 3:44 PM, Posted by Documentation Importer, Edited by Paul Needham

The most common way to publish to Traction is to invoke the Article Editor (see Using the Article Editor
for a more detailed description of its capabilities). Other ways to publish include using The Traction
Instant Publisher V2 (TIP V2) and to Email an Article to Traction. This article describes the basic process
of adding a new article using the Article Editor.

Note: Unless a user's preferences are configured to use TIP2, editing an article will also invoke the Article
Editor.

Accessing the Article Editor
The Article Editor can be accessed in one of three places:
1. The Add New Article link from the Article Tools Menu:
Article Tools
*[5]_Add MNew Article

2. The ADD button on a Section Title (if the section is configured to include the button). Sections may
appear on the Front Page, Project Newspage, or transcluded in an Article.

STATUS REPORTS Ada

In this context, the New Article form will pre-load the appropriate labels to match the section. Specifically
in this example shown it will include the Status label.

3. The Add to this Topic button in a Topic View which you arrive at by clicking a label or a section title.

Recent To Do

Add to This Topic

In this context, the New Article form will pre-load the appropriate labels to match the topic view.
Specifically in this example shown it will include the To Do label.

Note: When using either the Add button or Add to This Topic button, a section can be configured to
automatically load an article template when invoking the Article Editor. A section can also be configured to
load a custom form.

Using the Add New Article Form

The Article Editor will pop up after you click a link to launch it. You can see there are selectors for the
project, labels, attachments, relationships and sections. There are also various rich text editing controls:
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@ Create Mew Article - Mozilla Firefox

o | | |

I | S | http://deme.get-traction.com/traction/read?proj=HR&stickyparams=titlefitype=newentry&curer 7.7 | I

‘[ Create New Article

@

Project HR - Style Article # attach files
Title
[] Allow Links to This Article by Name Add names
Labels &dd labels Add relationships
Add sections
Paragraph ~ Fontfamily |~ Fontsize - | A - aE'-?*| B r u EE = iFE oy =~
| ] | B
=3 Ew|_|£1||ﬂ’v|x%ﬂv| |j£|HTmLE||Lhe5mpIEEd'rhnr

Fath: p b

To see who is allowed to read an article, click the Visibility link in the Article Tools after the the article

has been posted.

Cancel ] [ Save Draft ] [ Post Article ] /| publish

= Simplify HTML

Done

First, choose a project. You can choose any project where you have Author permission.

Project: | -- select project -- ¥

Labels: [ -- select project --

Engineesring

Executive
Title: |:

Intelligence

B I O i— — i

Next, write a title and the body. You can use the rich text controls to add formatting to your article. You
can also add images and tables in the body, as well as insert a variety of widgets (see Using the Article
Editor).
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| T - " L] - r 1‘_ r
©J http://localhost - Create New Article - Mozilla Firefox |._I E||£|
‘{7 Create New Article @
: Edit Attachments (0]
P i | HR A &
rojact: | | Edit Relatienships (0)
Label5:| |[ Choose ] @" Edit Sections (0]

Titla: |‘u‘acati-:|n Policy |

B 7 U ax|i=:i=| =

¥

= | ' !lParagraph v 3 ey | wm| g

The vacation policy is very flexible and vour vacation days do not include specific
company holidays.

Company Holidays

Holiday Month

Memorial Day May
Independence Day|July

Labour Day September

Yom Kippur Usually September
Christmas December

Mew Years Day January

Vacation Allowance Schedule

* Manager: 2 Weeks
* Director: 3 Weeks
* VP or Higher: 4 Weeks

If you have any questions, please call us!

B3 2 == |k B @B F 29 | 2
&« Simplify HTML

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 articla.

Done

Best Practice Tip: Always write a good first paragraph, this will appear in the Email Digest and in other
views such as the brief volume multi-entry view and, in some cases, the front page and project newspage.
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Article vs. Page Style

The Style selector in the lower left allows you to select Article vs. Page style.

There are two differences between these choices:

1.
The Article style displays the article details (Traction ID, Author, Date, Edit History, and
Attachments links) at the top of the Article view, where Page style displays the article details at the
bottom of the view.

2.

The Article style will cause an in-line Article Comment form to appear at the bottom of the article,
where the Page style will omit the comment form (however, you can still comment on the Page by
using the Add Comment link in the Article Tools menu and the Context Menu)

Adding Attachments

You can attach files to an article in a similar manner to attaching files to an email message. The files will
be associated with the article when it is posted and will appear in a list at the bottom of the article.
Attached files can be linked to and, for appropriate file formats, displayed as images or using inserted
widgets.

Click the link to Attach files.

ﬁ Attach files

A window will appear. If you want to upload several attachments at once, click the Upload More Files
button.
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© http://localhost - Edit Attachments - Mozilla Fir... |:||E||E|
# Edit Attachments

Add New Attachments

Filename | [ Browse... J\
De=cription g

M Upload More Files

See Adding and Editing Attachments for a more detailed description of working with attachments.
Displaying an attached image in the article body
There are several ways to display an image into the body of an article. See Displaying Images for a

complete discussion for this subject. The most common method is to use the Insert/Edit Image tool on the
Article Editor toolbar:

= @w — Q| H - |

[ Insert/Edit Image i

This will pop up the Insert/Edit Image dialog window. In the below example, the desired image file has
already been uploaded as an attachment, so the Reference an Attached Image option is being selected.
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Insert/Edit Image

http://localhost - Insert/Edit Image - Mozilla Firefox l:] _
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Image Source Type: | Reference an Attached Image |¥

Attachments: 2. traction-logo-standard.png

Image Description:

Dimensions: |i51 px x |44 D or

Maintain Proportions

Border:

After you click OK, the article in its edit window will look like this:
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J httpz//localhost - Create New Article - Mozilla Firefox

ig Create New Article | Vacation Palicy b | | Load Draft |(3

- & Edit Attachments (2]
Project | HR X | Edit Relationships (0]
Labels: | [ choose ] 5o edit sections (0)

Titla: |1u"acatiur| Palicy |

B 7 U & == =i E||Paragraph v i3 | v | @

tra Ct’ L4 nThe vacation policy is very flexible and your vacation days do
not include specific company holidays.

Company Holidays

Holiday Month

Memarial Day May
Independence Day|July

Labour Day September

Yom Kippur Usually September
Christmas December

MNew Years Day January

Vacation Allowance Schedule

¢ Manager: 2 Weeks
& Director: 3 Weeks
« VP or Higher: 4 Weeks

If vou have any guestions, please call us!

BT Fh tEEEEH XA &0
« Simplify HTML

If you have permission to create labels in a project. you can create a new label by typing +:
before the name of the label you wish to create.

KR XTSI

Done

Insert Labels
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Labels are not required, but are often used to make your article show up in a section (e.g. Headline or
News label) or associate it with a label category (e.g. competitor, product) in order to make it easier to find
again/group it together with other articles that have to do with that label category. You can select multiple
labels from multiple projects.

To choose labels for the new article, click the Add Labels link to the right of Labels box in the Article
Editor window. The Choose Labels tool will pop up:

Choose Labels

:ExecutiveTeam:he|

headline
Other D}

The Choose Labels tool allows you to select labels from any project to which you have Author
permissions. In this case, we have selected the Policy label from the HR project and the Headline label
from the ExecutiveTeam project.

To remove a label from the selection window, put your cursor over the label. A strikethrough will appear
and clicking it will remove it from the list.

Note: Choosing a label from another project will make the article visible to people with permission to read
that project.

When you have selected all the labels you want to, click Done. The labels chosen will appear in the
Labels area in the Article Editor.

Labels Policy, iExecutiveTeam:headline Add labels

Saving Drafts

While you are working, you can save drafts of your work on the server by clicking the Save Draft button.
In Traction 3.7.3 and later, drafts are also saved automatically while you are editing.

[Cancal J|_ssve orat || submit )

M

The list of saved drafts appears in a drafts pull-down at the top of the screen.
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{Viacation Bolicy iv|[ Losd Draft | (@

" Choose Draft ! TEI'I:I|:;|E-1:E".
-- Drafts --
g Vacation Policy

t Attachrmhents (2]
t Relationships (0)
Eh Edit Sections (0]

To revert to a saved draft, Choose a draft from this pull-down and click the Load Draft button at the
bottom of the form. If the administrator has selected a user's Collection to serve as a Template, a
Templates section would also appear in this list. You can choose a template, load it and start editing.

Posting your Article

The last and most important part of the process is to post your article. Click the Post Article button. In the
resulting article below you can see the labels in the upper right, the image and body text, a comment
form, and the two attachments.

Note: Immediately after you post it, the article will appear under Recent Articles section of the selected
project's newspage, Recent Articles section of the Front Page, and in that project's section of the next
email digest.

Internet Explorer Users: An Edit Button may appear (if your administrator has enabled it) next to
Microsoft Office format document attachments. This allows you to click to edit the attachment and edit it in
the corresponding MS Office application over the web (see Editing Microsoft Office Files in Windows). All
other users can click the

icon to access the attachment details in order to edit the attachments. More information about
attachments is detailed in Inspecting and Managing Files via the File Details View.
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H H policy
Vaclatlﬂl:\_ POth :Executive:headline
HR.12 | August 30, 2006 | 9:48:38 PM EDT
Posted by admin
# 2 Attachments

tracticn

The vacation policy is very flexible and your vacation days do not include specific compamy fofidays.

Company Holidays

Holiday Month

Memarial Day May

Independence Day|July

Labour Day September
Yom Kippur Usually September
Christmas December

MNew Years Day January

Vacation Allowance Schedule

* Manager: 2 Weeks
+ Director: 3 Weeks
« VF or Higher: 4 Weeks

If you have any questions, please call us!

Article Comments

Add a Comment on this Article

Attachments
it D 1. Yacation Policy Presentation.ppt (12.5 KE) @
Vacation Plan Presentation - Given af 2006 Company Meefing

B iE 2. tractiondogo-standard.png (6.2 KB} @
Traction Logo
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Making Links to Traction Articles
Doc166: March 22, 2008 4:07 PM, Posted by Documentation Importer, Edited by Jordan Frank

It is easy to make a link from one article (or comment) to another article, comment, a list of articles or
even a view in Traction. This article focuses on how to make a link to an article or comment.

A link will actually create a bi-directional link, so you can see the incoming link in the Referenced By
section of the Article to which you linked.

All that is required is to type the Traction ID or the Wiki Page Name of the target article. The Traction ID of
an article is composed of the project name and a number (e.g. HR5).

For additional reference on making links, read Making Links with the Link Tool and Embedding Sections
in Articles.

There are 5 easy methods to create direct links to Articles or Comments in Traction.
Method 1: Make a Link with the Link Tool

Traction provides a comprehensive Link Tool in the Article Editor for creating both external and internal
links. You can easily create a link to an existing Traction Article, Attachment, Existing or New Wiki Page
Name, Share Folder, or View by following the directions in Making Links with the Link Tool.
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B)X]

= http:/ffastdemo.get-traction.com/type=insertlinkfttokenedit_action=new...

Insert/Edit Link

Text to display |

Open link in  (8) same window () new window

+ Link to an External URL

— Link to an Article, Paragraph or Attachment

Traction ID
| | Look up by
Show title of @ Title 0 Content t:! Attachment Name
linked content ||::- :
Include Traction =nsien -
ID in link (1) HR72: Employes Pension Program
The pension program is being maintained for ...
You are linking to: (2) HRA7: re: Pension Plan unfair to 40+ ¥r Old Employees

|(Enter 2 Traction ID to see| After further review, it turms out that most ...

(3) HR3: re: Pension Plan unfair to 40+ %¥r Old Employees
Its true, they have spresdshests. Here is one ...

(4] HR4: re: Pension Plan unfair to 40+ %¥r Old Employees
Legal says there is not a discrimination ...

(3] HR1: Pension Flan unfair to 40+ %r Old Employees
One of the employees has noticed that the ...

* Link to & Named Page
+ Link to a Shared File or Folder

s Link to & View

e N

Method 2: Write the Traction ID in the Article or Comment Text

From the Create New Atrticle, Edit Article, or Comment forms, simply type the Traction ID (project name
and article number) of the article to which you want to link (all one word, not separated by blanks, e.g.
HR5).

You can see the Traction ID at the top of any single or multi-entry view of an article in Traction, just below
the title, or you will find it in the bread crumb at the top of the single entry Traction view.
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Front Page = HR = 5

Projects HR = Fecent Artides | Recent Comments | All Recent

Engineering (71) Shaw [Full content W i with co
Executive (4) :
HR (13)
Inteligence (5) . . _
Recruiting and Hiring Policy
HR HRS | June 5, 2006 | 11:35:25 AM EDT
Posted by admin

Labels

bulletin All news hires and promotions must go through the same hiring process:
done (1) : . :

FAQ (1) 1. Call for internally sourced promations or job changes

(]

This also works when you are sending email to a Traction project. Just write the Traction ID in the text of
the email message, and it will automatically become a hyperlink when the message is published.

If you want to link directly to a paragraph (or "ltem"), then you fully qualify the Traction ID to include the
paragraph/item number. In the case above, typing "HR5.04" could link to the 4th paragraph of the article.
To determine the item number of a paragraph, you can hover over the item block and you will see the
Item ID at the lower right corner of the grey outline.

Method 3: Write the Wiki Page Name in Wiki Markup

Making Links with the Link Tool explains how to use a GUI to make 5 different types of links, including a
Named Page. Linking to Named Pages goes into more specifics on how to use wiki markup to link to an
existing Named Page or to a new page that doesn't yet exist.

Method 4: (For Internet Explorer Users Only) Drag the Article Title or Traction ID

Note: This method works when Internet Explorer is your browser, and you are not using the Traction
Instant Publisher. Mozilla/Firefox/Safari/Netscape support will be added when these browsers add the Ul
support necessary to implement this feature.

You can drag and drop the title of any article or any link to a single-article view into any compose form or
collector window. When you drop, the Traction ID will be inserted at the insertion point.

In the screenshot below, all the highlighted text can be dragged and dropped into the new article or
comment forms to create links to the corresponding articles.
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Sample Engineering Questions 3 i W
Engineeringt | September 27, 2005 | 2:53:490 FM EDT question
Posted and Edited by admin | View edit history

&2 Cross References | B 3 Comments

This article includes 3 sample questions about Traction and some answers are provided. The
Starter Journal includes comments answering #1 and #2. When you comment in line with the

answer to #3, you can mark this set of questions Dore to remove them from the Questions To
Do section of the newspage.

1. How do I comment on a paragraph?

You can hover over a paragraph and right click to see the Traction Context Menu where
%mn choose Comment from the Paragraph section of the menu. Or, left click the "M"

marker at the end of any paragraph to expose the context menu.
admin / Engineering? [ September 27, 2005 f 2:55:34 PM ECT B &

2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.

Maost users dont need help, but you can learn a lot from it
admin [ Engineeringsd [ August 30, 2006 [ 12:37:31PMECT B

admin f Engineeringd [ September 27, 2005 / 2:57:50 PM EDT 2
&lco, the help link is always at the bottom of the screen and, occasionzlly you will see 3 @
link which you can click for context sensitive help.
admin / Engineeringd / September 27, 2005 / 2:53:12 PMEDT & &
3. How can I add new labels?

Method 5: Choose New List from the Collector

If you have added article references into the Collector (See the The Collector section), you can choose
one of the New List options and press GO.
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3 Collector - Microsoft Internet Explorer

= collector New | HR Policies w| Clear | Delete | Sort @

1. HR12: Vacation Policy
2. HRE: Recruiting and Hiring Peolicy
3. HR1: 401K Policy

Salect All | Remove Selected HR Policies

Wiew Articles

View Articles
Change Labels
Email Articles

Mew List

Mew Desciption List
Mew Bulleted List
Mew Mumbered List
Export Articles
Erase

A Compose New Article form will appear with the Traction ID's listed in the article body.
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2 Create New Article - Microsoft Internet Explorer |:||E E|
[l Create New Article @
| e | e “""l # Edit Attachments (0]
Edit Relationships (0)
Labels:l |[ Choose J @\. Edit Sections (0)

Titla: |HR Folicy Overview |

B 7 U | == = iE | % || Paragraph v | 99 32 | v | @)

Following are our current HR Policies.

« HR12
s HRS
+« HR1

e, St Ly | X Bl IS 2|2 o Q

& Simplify HTML

To see who is allowed to read an article, click the Visibility link in the Article Tools after
the the article has been posted.

T ETTEIT M

The Links are Resolved when you click Submit

Regardless of the method you chose, the result will be an article or comment with the hyperlink resolved.
Each link will include the Traction ID and the title of the article or comment to which you linked. If the

target article or comment title is changed in an edit, the link will always display the most current title.
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HR Policy Overview

HR. 13 | August 30, 2006 | 10:17:25 PM EDT
Posted by admin

2 Cross References

Following are our current HR. Policies.

s HR12: Vacation Policy
# HRS5: Recruiting and Hiring Policy
o HR1: 401K Policy

Article Comments

Add a Comment on this Article
B 7 U | i= S

e e |

|| Paragraph w| 39 a2 | v @)

i
b

<,

¥ =

[ Post Comment | in the project I HR W

Related Articles

references (3)

HR12: Vacation Policy
HR.5: Recruiting and Hiring Policy
HR 1: 401K Policy

You can click the in-line links to go to the linked articles but you may also click the same link in the
References section at the bottom of the article.

You can also click the References (3) link to see the main article followed by all of the articles to which it
links on one page.

Back Links

The articles you linked to will include back links to your article in the Referenced By Section. Here is a
view of the HR1: 401K Policy with back links in the Referenced By section to the article that was just
posted, and to a comment that also linked to this article:
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401K Policy polcy

HR1 § June 5, 2006 | 11:25:00 AM EDT
Posted by admin
i Cross References | ¢ 2 Attachments

This article may include a briefing on the 401K Policy and a link to a presentation
attached @1 and a Word version attached @2. Mote, you can edit and optionally version
the attachments.

Article Comments

Add a Comment on this Article
B I U | i= = | =

Paragraph || i3 a7 | v | (@)

{0
ke

[ Post Comment ]in the project |HR b

Attachments

[ | D 1. Example.ppt (8 KB} @
i | '@ 2. Sample 401K Policy.doc (19.5 KB) @

Related Articles

referenced by (2)

HR.13: HR Policy Overview
HR7: re: Does the 401K policy allow for roll-overs

Email an Article to Traction
Doc86: March 22, 2008 3:56 PM, Posted by Documentation Importer

Every Traction project can be configured to read from an email box. Sending mail to that email address
automatically logs the message to Traction as a new article.
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Check with your Traction administrator for the list of project available email addresses.
Your email can include a subject, body, and attachments.

Traction will show the email header information at the end of your article. That will include the From, To,
and Date fields.

Three important tips:

1. Be sure to write a good first paragraph! The first paragraph shows up in the email digest and in brief
content views.

2. Be sure your From address is listed in the Personal Information section of your My Account setup. This
is how Traction will know its from you and, accordingly, attribute the mail to you. Otherwise, the message
may be rejected or will show as posted by Visitor, if Visitor is allowed to Author by Email in the project.

3. If Overview of the Project ACL Editor allow Visitors to Author via Email, then anyone can email the
project. Articles from unknown email addresses will be posted as user named Visitor. If not, the project
will reject mail from email addresses that it does not recognize as associated with a user who has rights
to Author via Email.

Below is a picture of how an email might appear in Traction.
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Weblog Market Size?

InBox3 | December 10, 2002 | 6:50:41 PM EST
Posted by Visitor | Edited by Greg Lloyd | View edit history
2 Cross References

Hi - We are working on a second stage market plan for the Alpha product and need to know what
information you have on the size of the Weblog market. Any pointers you can give us on the
business and consumer side would be interesting. Thanks!

Mark Ting

From: Mark Ting <mank. thg@fractionsoffware. com=
To: fractioninbox @cox.net
Date: Tue, 10 Dec 2002 18:49:15 -0500

Article Comments

Add a Comment on this Artice

— =

B 7 U 4| iz = i | % ||Paragraph v | i a7 | v | @

|

[ Post Comment ]in the project ! !_r_n!i_h;u_:f_

| £

Note: In this example, you can see the email came from Mark Ting. It was sent to an email address,
tractioninbox@cox.net, which is a mailbox that is read by the InBox project in this example. If Mark Ting
were a user known to Traction (by email address associated with his account), this entry might say
Posted by Mark but, in this case, Mark is not known to Traction, so his article is shown as Posted by
Visitor.

Email Reply from Traction
Doc84: March 22, 2008 3:56 PM, Posted by Documentation Importer

If an article was emailed to Traction, you can click Email Reply from the Context Menu or the Article Tools
Menu to send an email back to the person who sent the original message.
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Weblog Market Size?

InBox3 | December 10, 2002 | 5:50:41 PM
Posted by Visitor | Edited by Greg Lloyd |
2- Cross References

Hi - We are working on a second st
information you have on the size of
business and consumer side would

Mark Ting
From: Mark Ting <mark. fng@tracionsori

To: fracfoninbox @cox.net
Date: Tue, 10 Dec 2002 18:49:15 -0500

Article Comments

Article

=

Action L4
Add to Section *
Remove Label ¥
Add Label L4
Change Labels
Edit Artide

Email Article
Collect L4

Comment

O ofEgmDnnn

Personal Note

Add a Comment on this Article
B F U a8 i= i= | iE

F— a— | =F

Email Reply \rb]
Visibility

Iy 0 ]I

Erase Article

Page
E‘El Change Labels

Post Comment | in the project

The Email Reply form will pop

up.

Copyright © 2010 Traction Software, Inc.

:MarketResearch:done -
iMarketResearchiquestion

the Alpha product and need to know what
Any pointers you can give us on the

s!

Export Articles [F'aragraph v/ @ abr | v @)

2003
2005
Go to Today

Article Tools

i'é] Add New Artide

B add comment

[&F Edit Artide

[BE chanae Labels
Email Reply

+$* Send Trackhack

[0 Create Share Folder
& visibility

Export

s
& Print Version
Email Articles
[E¢ Export Artices

Page Tools

Collect Artices
[ Erase Artices

&= Server Setup
&= Project Setup
g My Account (frank)

—_
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2 hittp://demo.get-traction.com - Email Reply to InBox3 - Microsoft In...

Enlaii Reply to InBox3

Copyright © 2010 Traction Software, Inc.

(=13

| Choose Draft / Templatea... V“l Load Draft &

Praject: | MarketResearch #

# Edit Attachments (0]

Labels: |

[ Edit Relationships (0]

| Choose | i Edit Sections [0)

From: |jn:m:| an@oompany.corm

Ce: |

E-Dl:|

|
To: |"ME|r|-q: Ting" <mark.ting@tractionsoftware.com> |
|
|

Title: |n=_l: Weblog Market Size?

B 7 U | :iZ = =

= | o o 2 ||paragraph (v @ %2 | | @

Hi Mark - Check out MarketResearch9. It has some notes about the size of
the Knowledge Management market as a whole.

Jordan

,"" = S -
iﬂ 1 - | T s

Include Links into Traction - Traction réferem:ﬁ vill appear as live

links.

HEE A @A dalg o

4 Simplify HTML

detault ¥
e | e e e e e e e {

€]

8 Internst

The project choice will default to the current project, or you can select a different project. In this example,
the MarketResearch project is chosen instead of the Inbox project.

If you include Making Links to Traction Articles in your message (e.g. iThe answer to your question is in
MarketResearch9i), then select the Include Links into Traction option at the bottom of the form.

The text of your reply will be logged to the project of your choice, and a relationship Replies To and Is
Replied to By will be created between the inbound and outbound messages, see below examples.
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Just like the Add New Atrticle form, this form includes an option to Edit Attachments. Attachments will be
sent and included in the published article.

When you are ready to send the message, click Send. Wait a few moments for Traction to process the
request, then you will see your message posted to Traction. The From and To information will be included
below the text of your message.

re: Weblog Market Size?

MarketResearch380 | Movember 25, 2003 | 12:38:49 AM EST
Posted by Jordan Frank
2 Cross References

Hi Mark - Check out MarketResearch9: CM, Portals and Collaboration Fading: Enter 'Smart' Suite,
it has some notes about the size of the knowledge management market as a whole.

Jordan

Reply-To: jfrank @fracfonsaffvare. com
From: jfrank@fractionsoffware. com
To: mark. fng@frachonsoffvare. com

Article Comments

Add a Comment an this Article

B 7 U s iz = = iF i&_|F‘aragraph v 2 e | v | (@

W
«

[ Post Comment | in the project |I'~"Iark&1ﬂesear-:|'| r_!

Related Articles

references (1)
MarketResearchd; CM, Portals and Collaboration Fading: Enter 'Smart’ Suite
replies to (1)

InBox3: Weblog Market Siz%

Note the Replies To relationship that was created, giving you direct access to the article you replied from.

The message you replied to will have the converse, Is Replied to By relationship, see below.
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Weblog Market Size?

InBox3 | December 10, 2002 | 6:50:41 PM EST
Posted by Visitor | Edited by Greg Lloyd | View edit history
2 Cross References

Hi - We are working on a second stage market plan for the Alpha product and need to know what
information you have on the size of the Weblog market. Any pointers you can give us on the
business and consumer side would be interesting. Thanks!

Mark Ting
From: Mark Ting <mark. fng@fractionsofhvare. com=

To: fractoninboxy @oox.net
Date: Tue, 10 Dec 2002 18:49:19 -0500

Article Comments

Add a Comment an this Artide
B I U = i=| == & | # ||Paragraph v | @ 2 | v | @

[ Post Comment ] in the project | InBox w |

Related Articles

is replied to by (1)
MarketResearch360: re: Weblog Market Size?

Email Articles From Traction
Doc79: March 22, 2008 3:56 PM, Posted by Documentation Importer

You can send one or more articles to someone from Traction. When you send the articles, Traction will
post a new article referencing the articles you sent, and optionally publish the contents of what you said.

Clicking to Email Articles
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There are three ways to email articles from Traction.

1. Article Context Menu: Select Email Articles from the Context Menu when you hover over a single
article:

How Many Pickles in a Peck? dFTS &
Engineering36 | May 1, 2006 | 10:54:35 PM EDT Article @ )

Posted by admin question

& Cross References | B 1 Comment [ action 4

Add to Section *
Remove Label *

Peter wants to know!

Article Comments Add Label k
EE change Labels
As it turns out, there are 120 to 140 pickles in a peck. & Tr B edit Artice = food business answered this for us

when they deployed in Surmmer 2003.

admin / Engineering37  May 1, 2006 / 10:55:45 PM EDT 2 Email Article Lﬂ:
Collect

Add a Comment on this Artide B | Comment
B 7 U s iz ic = - |Trag Email Reply wrm | (gl
[y visibility

Export Articles
[# | Erase Artice

Page

Post Comment | in the project | Engineering + | Change Labels El

o

2. Export Menu: To email articles from a single or multi-entry view, click the Email Articles link from the
Export menu:

Export
&L, Print Version

@ Email Artices @

[E Export Artides

3. Collector: To email articles from the Collector, select a collection and the articles you want to send
from the collection, then choose the Email Articles option.
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) http://localhost - Collector - Mozilla Firefox

Enllerl:ur Meaw |Samp|e Collection v| Clear | Delaete | Sort {EI

1. HR&: Can | use sick days for patemity leave?

2. Engineerngl: Welcome to the Stater Joumal - Bead this First
1. Engineerng36: How Many Pickles in a Peclkc?
4 :
h

: eerngbd: What is a Bullet
. Engineeringt: Sample Engineerng Questions

Select All | Remove Selected Sample Collection

View Aricles
Change Labels

Mew List
Mew Description List
Mew Bulleted List
Mew Mumbered List
Bxport Aricles

| Erase

Filling out the Email Articles Form
The Email Articles form will appear with your selected articles in the body of the email.

The default options are set to Include links into Traction and to Log Message Content. In the example
below, Include Comments and Include Labels options are also checked on.

Page 144 of 220



! [ -'ﬁn Copyright © 2010 Traction Software, Inc.

To |joei@company.com ‘Send as | Both
: [7] 1ncludes links inte Traction

[¥] 1nclude commaents

Include Isbels
jordan@company.com Include headers

This article vill be logged to

Some Engineering Questions

s

B 7 U sz == [Pasgepn ¥ B W[ @
Dear Joe - See the engineering questions below. Most are answered with in-line comments.

- Jordan

ML, JYTEEDEHE SR@ J2)/9 0(Q

How Many Pickles in a Peck?
Engineering36: May 1, 2006 10:54:35 PM EDT, by admin
Peter wants to know!

As it turns out, there are 120 to 140 pickles in a peck. A Traction customer in the food business
answered this for us when they deployed in Summer 2003.
[admin, Engineering37, May 1, 2006, 10:35:45 PM EDT]

Sample Engineering Questions

Engingeringti: September 27, 2005 2:33:40 PM EDT, by admin

This article includes 3 sample questions about Traction and seme answers are provided. The Starter Journal includes comments answering #1 and #2. When you
comment in line with the answer to #3, you can mark this set of questions Dene to remove them from the Questions To Do section of the newspage.

1. How do I comment on a paragraph?

You can hover over a paragraph and right click to see the Traction Context Menu where you can
choose Comment from the Paragraph section of the menu. O, left click the "M" Show Paragraph
Actions

marker at the end of any paragraph to expose the context menu.

[admin, Engineering”, September 27, 2003, 2:35:34 PM EDI]

2. How do you find Traction Help?

“You can click here for the help guide which includes help for users and administrators.

Most users dont need help, but you can learn a lot from it!
[admin, Engineeringt8, August 30, 2006, 12:37:31 PM EDT]

[admin, Engineering8, September 27, 2003, 2:37:30 PM EDI}

Also, the help link is always at the bottom of the sersen and, cccasionally you will seea
tink which vou can click for context sensitive help.

[admin, Engineeringd, September 27, 2003, 2:38:12 PM EDI]

Click here to view these articles in Traction.

Cancel Send Email |
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Your preferred email address will appear in the From field.

You can fill out the To, CC, and BCC fields. You will see email completion on these fields against other
Traction, LDAP, and Active Directory users' email addresses (if you have lookup permissions). You can
use the mouse, arrow keys, enter, or tab to accept the currently selected option.

To |tra

"ajm@tractionserver.com” <ajm@tractionserver.com=
"Chris Nuzum" <cjn@tractionsoftware.com=
"Jordan Frank" <jfrank@tractionsoftware.com=

Cc

Bcc
"Greg Lloyd" <grl@tractionserver.com=

Erom | Chris Nuzum" <cin@tracticnserver.com=

Separate multiple email addrezzes with commas, semicolons, or EpaCces.

When sending the email, you have several options:

Send as | Both "

Include links into Traction
Include comments
Include labels

Include headers | none

This article will be logged to
Engineerng |+

Log message content.

Include links into Traction: By default, Traction includes hyperlinks back to your Traction server in
the mail message, so the recipient can follow them. If your recipient doesn't have access to the
server, you may prefer to turn these off.

With links enabled, the title, Traction ID, and cross-references in the body are hyperlinks.

How Many Pickles in a Peck?
Engineering36: May 1, 2006 10:34:35 PM EDT, by admin
With links disabled, these are flattened to plain text.
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How Many Pickles in a Peck?
May 1, 2006 10:34:35 PM EDT, by acmin

Include comments: You can control exactly which comments are included in outgoing mail
messages.

When you select include comments.
Include comments

The inline comments are added to the message.

2. How doe vou find Traction Help?
You can click here for the help puide which includes help for users and administrators.

Mozt vsers dent need help, but you can learn a lot from it!

T

[admin, Enginesringtf, Augwusi 30, 2006, 12:37:31 PM EDT]
[admin Engineerings, September 27, 2003, 25730 PM EDT]
Also, the help link i abways at the bottom of the sereen and, cccasionally you will s22 2

link which you can click for context sensitive help.

fadmin Engineeringd, September 27, 2005, 2:538:12 PM EDT]

3. How can I add new labels?

When you hover the mouse over any comment, an X appears in the top-right of that comment's box:
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2. How do vou find Traction Help?
You can click here for the help suide which includes help for users and administrators.

Most users dont need help, but vou can learn a lot from it!

Also, the help link is always at the bottom of the screen and, occasionally you will see a @
link which you can click for context sensitive help.

3. How can I add new labels?
Clicking this X removes the comment. The page will reload.

2. How do you find Traction Help?

You can cfick here for the help mide which includes help for users and administrators.

Alzo, the help link iz always at the bottom of the screen and, occasionally you will zee a @
link which vou can click for context sensitive help.

3. How can I add new labels?

If you decide that you want to undo a removal, you can use your browser's back button.

If you wish to restore all the comments to the original state, unclick and reclick the "Include
Comments" checkbox.

Include Labels: Lets you control whether or not the current Traction labels appear in the content you
are sending.

Without Include Labels:
[] include labels

Sample Engineering Questions

September 27, 2005 2:33:40 PM EDT, Ey achmin

This article includes 3 sample questions about Traction and some answers are provided. The Starter Jowrnal includes comments answering
#1 and #2. When you comment in line with the answer to #3, you can mark this s2t of questions Done to remove them from the Questions
To D section of the newspage.

The same paragraph, with Include Labels checked:
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Sample Engineering Questions —
September 27, 2005 2:33:40 PM EDT. by admin

Thiz article includes 3 sample questions about Traction and some answers are provided. The Starter Journal includes
comments answering #1 and #2. When vou comment in line with the answer to #3, you can mark this set of questions Done to remove
them from the Questions To Do section of the newspage.

4,
Include Headers: If the original message was an email received by Traction, this controls which of
the original email headers are forwarded.
Include headers |none |»
This article will be [none
MarketResearch | |O0=f
ifull
Log message confas is
The options are: none, to turn off headers; brief, to show only popular headers; full, to show all
headers; and as is to use the entry's current settings.
5.
This entry will be logged to: Traction logs an article for every email sent, recording the mail
headers of the outgoing message. This article is created with an "emails" relationship to the articles
that are included. This menu lets you control to which project that article is logged.
6.

Log message content: Check this if you want to log the content of the cover letter to the project
designated above. If so, the cover letter will appear as a normal Traction article. If not, only the
headers and the relationship are recorded.

There are also options at the bottom of the form to edit the content of the articles that are enclosed and to
edit the attachment list.

The articles you send will have a relationship called emailed by with the cover letter article (which will
naturally have the converse emails relationship with each of the articles included).

Sending the Email

When you are done filling in the form, click the Send Email button at the bottom of the page:

Send Email

Traction will update the view once the article has been sent. If you selected Log message content, you
should be taken to the resulting article. If not, you will return automatically to the Front Page. If there is a
problem sending the message, the page will reload with an error message.
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If you checked the Log message content checkbox, your email will then appear as a Traction article which
is cross-linked to the articles and comments that it enclosed.
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Some Engineering Questions
Engineering71 | August 30, 2006 | 11:12:32 PMECT
Posted by admin

&r Cross References

Dear Joe - See the engineering questions below. Most are answered with in-line comments.
- Jordan
From firant @frachionsoitware. oom

Tofirant @frachionsoffware. com
Subject:5ome Engineering Questions

Article Comments
Add a Comment on this Article
B 7 U | i= :=| == ﬁilF‘aragraph v 1 ey | s @
| Post Comment |in the project | Engineering (% B ¥
Related Articles
emails (&)

Engineering37: re: How Many Piddes in a Pecky
Engineering36: How Many Pickles in a Peck?
Engineeringd: re: Sample Engineering Questions
Engineeringd: re: Sample Engineering Questions
Engineering7: re: Sample Engineering Questions
Engineeringt: Sample Engineering Questions

Note that the original articles show that they were emailed by the new article.
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How Many Pickles in a Peck? i
Engineering3s | May 1, 2006 | 10:54: 35 PFM ECT ;
question

Posted by admin
& Cross References | B 1 Comment

Peter wants to know!

Article Comments

As it turns out, there are 120 to 140 pickles in a peck. A Traction customer in the food

business answered this for us when they deployed in Summer 2003.
admin / Engineering27 [ May 1, 2006 / 10:55:45 PM ECT B

&Add a Comment on this Artide
B 7 U | i= = i ﬁ'|F’aragraph v @ | v @

| Post Comment |in the project | Engineering (»

Related Articles

emailed by (1)
Engineering71: Some Engineering Questions {}_ﬂ)
referenced by (2)

Executive?: Sample Executive Meeting
Engineering39: Testing Unit Delivery Delayed

Reclassify (Change Labels) Articles or Paragraphs

Doc234: March 22, 2008 4:15 PM, Posted by Documentation Importer, Edited by Christopher Nuzum
Changing Labels

At any point after posting an article or comment, you can change the labels on an paragraph, article, or a
batch of articles.

Anyone who has Change Labels permission in a given project can add or remove labels from that project
to any article they can read.
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You may wish to change labels for a number of reasons:

. To indicate a status change, e.g. from to do to done

. To add finer-grain detail to a taxonomy, e.g. breaking down contacts into friends and leads.

. To recover from an over-ambitious attempt at fine-grain taxonomy, e.g. merging Connecticut,
Massachusetts, Rhode Island, Maine, Vermont, and New Hampshire into one label, Northeast.

Traction makes changing labels a safe and lightweight operation, and it provides specialized reporting on
label changes. For example, a standard Traction idiom -- showing the list of articles to which the done

label was added on the newspage -- can fulfill the need for status reports and prevent having to write
them

Changing Article-Level Labels

You can specify labels for any number of paragraphs in an article. We refer to labels that appear on the
title of the article as article-level labels; they thematically apply to the entire article, as opposed to a
designated paragraph.

All single article views provide a Change Labels link in the Article Tools menu:
Article Tools

5 Add New Artide

B Add Comment

[&F Edit Artide

[E& cChange Labels

Email Reply F\[b
4@* Send Trackback

[C] Create Share Folder

L&y visibility

Or you can select the Change Labels option in the Article section of the Context Menu:
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Can I use sick days for paternity leave?

HR& | Jume 5, 2006
Fosted by admin

11:36:58 AM EDT

I will go on paternity soon and wonder if I can be paid for the ti
passible to use my sick days during this period of time?

Are there any other options I should be aware of?

Article
I Action >
B Add to Section ¥
EE Remove Label ¥
Eife Add Label »
EE Change Labels "
B Edit Artide R
=1 Email Artide
Collect r
B Comment
Email Reply
L&y visibility
[+ Export Articles
[# | Erase Artide
Page
58| Change Labels

to do
guestion

e office. Is it

Note: The Context Menu has additional shortcut options for changing labels including

Action (explained down below)

Add to Section (which lets you select a label driven page section and apply the necessary labels

which apply to the selected section)

Remove Label (which lets you quickly remove one or more labels that are already on the article),

and

Add Label (which lets you navigate to a Project and a Label to add one label).

w

The Change Labels dialogue appears. If you have permission to Define Labels in the project, you will see
a Create New Label link in the upper right of the dialogue. In this example, the FAQ label has been
added:
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€ http://localhost - Change Labels HR6 - Moxilla Firefox M=

[EfE change Labels HRG Create Mew Label {EI

Available-- Selectad--

HR :question

S
FYl

headline

iZsUe

meeting

palicy

question

status

to do

Crescription: Crescription:

After you click done, the article is updated, now including the FAQ label:
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Can I use sick days for paternity leave? ey
HREG | June 5, 2006 | 11:36:58 AM EDT question

Posted by admin
I will go on paternity soon and wonder if I can be paid for the time I will be out of the office. Is it
possible to use my sick days during this period of time?

Are there any other options I should be aware of?

Article Comments

Add a Comment on this Artice

e
U]

B I U s iz = % ||Paragraph ¥ B o7 |wm | @

Post Comment | in the project il_-|F‘. v}

Changing Paragraph Level Labels

To change labels on a paragraph, select Change Labels (or as relevant use the Action, Add to Section,
Add Label, or Remove Label options) from the Paragraph section of the context menu.
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Can I use sick days for paternity leave? i
HR.G | June 5, 2006 | 11:35:53 AM EDT question

Posted by admin

Iwill go on paternity soon and wonder if I can be paid for the time Iwill be out of the office. Is it
possible to use my sick days during this period of time?

Are there any other options I should be aware of? Paragraph

I Action »
Add to Section #
Add Label r
Change Labels ﬂ-rl

Collect \1'—

Comment

w i [ & 5

Article
Change Labels
Edit Artide

mpe

il

Email Article
Collect r
Comment

Email Reply
Visibility

Export Artides

N E K E U E

Erase Article
Page
Change Labels

The Change Labels dialogue appears. In this example, the Question and To Do labels have been chosen,
and you window header says "Change Labels HR6.02" to indicate the paragraph number to which the
action will apply.
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) http://localhost - Change Labels HR6.02 - Mozilla Firefox = |[B1][X]

[EEchange Labels HR6.02 Create Mew Label {EI

Aaailable-- Selected--

Project:| HR Labels: | ERepemes
Labels: | byjetin Ll
done
FAG
FYl
headline
iZsUe
meeting

Euli%

status

Descripticn: Diescription:

After you click done, the article is updated, now including the Question and To Do labels on the selected
paragraph:
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- = o do
Can I use sick days for paternity leave? 2ao
HR& | June 5, 2006 | 11:35:58 AM EDT question
Posted by admin

I will go on paternity soon and wonder if I can be paid for the time I will be out of the office. Is it
possible to use my sick days during this period of time?

to do

Are there any other options I should be aware of?
question

Article Comments

Add a Comment on this Artice

B 7 U a8 i= :=

e
U]

=2 |F'aragraph v i3 @bz | vm | g

—_Pn:nst Comment |in the project IHR—_V =¥

Using Custom Label Actions

Custom label actions may have been defined by your administrator in Server Setup - Journal. These may
be created to make it easy to do quick actions like removing a todo label and replacing it with a done
label, changing priority, assigning issues, or making articles visible to other groups.

By default, Traction provides To Do and Done actions.
Actions are listed under the Action option in the Paragraph section of the context menu.

In this example, the Priority 1, Priority 2, and Priority 3 actions have been defined. The Priority 1 action
will add the P1 label while also removing the P2 or P3 label, if present.
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Can I use sick days for paternity leave? gl )
;?;E.jl-blz-eaz;-nﬁ?ﬂn 11:35: 58 AM ECT Artide qui?ﬁzﬁ
IwiII. go on paternit:.r. soon and m.rnnde.r if T L|§L| :Zu::, = :|; ;Zf: of the office. Is it
possible to use my sick days during this per
Remaove Label *
Are there any other options I should be awdzg! add Label ¥ (B prigrity 2 quet:ﬁgﬁ ]
Ei§ changelabels |0 prigrity 3
Article Comments & Edit Article
Add a Comment on this Artice Email Artice
B 7 U s,c|i= i=| =5 s Y e @
3 L s 2 B Comment :
Email Reply
(& visibility
¢ Export Articles
. [ Erase Artice
in the project | HR Page B ¥
EE change Labels

The resulting view shows the change:
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Can I use sick days for paternity leave? tﬂ;{g
HR& | June 5, 2006 | 11:36:58 AM ECT EEFi
Posted by admin question

I will go on paternity soon and wonder if I can be paid for the time I will be out of the office. Is it
possible to use my sick days during this period of time?

to do

Are there any other options I should be aware of?
question

Article Comments

Add a Comment on this Artide

B 7 U &) = =

L
]

ﬁllF‘aragraph w| 33 abp | v | g

L

Post Comment | in the project |1—|R | 8

Using the Checkbox to Change Between To Do and Done

Traction provides a special checkbox control to make it easy to invoke the To Do and Done actions. If
your journal has actions named To Do and Done defined, you will see a checkbox to the right of the

labels.

Clicking this checkbox will instantly activate either the To Do or Done action (whichever is required to
change the state). After a moment, the labels will update in-place without a full page reload.

& 'e-.'-.::: e h
EIFEI:L

This makes it very easy to keep checklists in Traction and to check them off as issues are resolved.
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Note: If an article has both todo and done labels, the checkbox shows as grey.

-
A

Clicking this checkbox will apply the To Do action, which switches all todo labels to done labels.

B

Change Labels on Multiple Articles (or Multiple Paragraphs)

You can access the batch label change dialogue from the Page Tools menu of a multi-entry view, the
Collector, or the context menu.

If you chose Change Labels from the Collector,
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2 http://demo.get-traction.com - Collector - Microsoft Internet ... |._||E £|

2] collector MNeaw |Ll'ntitled2 v| Clear | Delete | Sort I:EI

1. Publicd: Welcome to the Traction Demo System

2. MarketResearch347: Traction Software References

3. MarketResearch18: As We May Think - Bush & Memsex
4. MarketResearchT: Flash: Blogging Goes Corporate

il
+

Select All | Remove Selected Untitled 2

Change Labels ﬂ Internet
Email Articles
Mew List

Mew Dresoription List
Mew Bulleted List
Mew Mumbered List
Export Articles
Erasze

from the Page Tools menu of a multi-article view,

Page Tools

Collect Artides

[EE Chanage Labels Rlb
[ Erase Artides

or from the Page section of the context menu, even of a single-article view...
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11:39:49 PM EST | Posted by SallySu, miraylor

December 10, 2002

This is the live demonstration journal for Traction TeamPage. If you have reached this site and
are interested in @ guided tour, please visit our website and fill out our contact form or call us

directly at (401) 528-1145.

Traction Software References

MarketResearch347 | Movember 11, 2003 | 2:52:42 &M EST | Posted by Jordan Frank

Traction Enterprise Weblog products combine the ease of u
of personal weblog technology with group focus, context, se
up with the working communication needs of business and |
Traction Software Inc and the Enterprise Weblog market, p
Here are a few ...

As We May Think - Bush & Memex
MarketResearch1a | July 8, 2002 | 10:10:28 &M EDT | Posted by Jorda

i

Article
Action k
Add to Section *

Remove Label #

| Add Label k
| Change Labels

November 11, 2003

-

imple deployment
abilties that line
¢ground on
lionSoftware.com.

July 8, 2002

1 Attachment

Edit Article
This article contains the full text from VYannevar Bush's artic Email Article ." Below is an
image of his "Memex" from the 50th Anniversary celebratior part of the
celebration, Dynamic Diagrams created a simulation to expl Collect ¥ hload the files in
the shared folder (below) to your Windows computer and r Comment see Dynamic

Diagrams for a Macintosh ...

Personal Mote

Email Reply July 5, 2002
Flash: Blogging Goes Corporate Vigibility
MarketResearch? | July 5, 2002 | 5:14:54 PM ECT | Posted by Jordan A | Export Artides  [;

By Farhad Manjoo - 2:00 a.m. May 9, 2002 PDT -- This yea
makes Flash and Shockwave -- has posted a $305 million g

NG E TR

Erase Article

Page

lost a $2.8 million copyright infringement suit to Adobe. But

troubles, in the last week there's been a lot of good feeling

Change Labels

company that
110 people and
; apparent

firm, with people

0

saying that ...

...you will be taken to the Change Labels on Multiple Articles page. This is a two-page interface. The first
page lists the articles that you want to change. By default, the articles from your view or collection appear.
The Change Labels operation will only affect the articles with a checkbox in their row. The checkbox at
the top of the column controls all the checkboxes in the column.

You can add another article to the list by typing an Article ID into the box at the bottom of the page (using
Internet Explorer you can drag and drop any title or link to an article into the box).
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[E change Labels on Multiple Articles - Select Articles (1/2)

MarketResearch347

!

Traction Software References

bulletin
channel
todo

todo
p2

Edit Labels ==

:Publictheadline

Publicl

Welcome to the Traction Demo System

:Publictheadline

MarketResearch16

As We May Think - Bush B Memex

bulletin

MEmex

:Publictheadline

MarketResearchy

Flash: Blogging Goes Corporate

headlina

weblog

position
gquote

:Publictheadline

tProductalphatodo
content management

Type or drop an Article 1D

| Add Aticle ==

Cancel
—_—

Edit Labels ==

The labels for each article are shown in two groups. The first group is the article-level labels, followed by
a blank line, followed the merged labels from all other paragraphs.

When you have selected the articles whose labels you want to change, click the "Edit Labels" button. This
takes you to the second page of the interface. At any time, you can switch back to the first page by
clicking "Show Selected Articles". You can switch back and forth as often as necessary; all your work will

be preserved.
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Ef change Labels on Multiple Articles - Edit Labels (2/2)

<< Show Seleced Articles kj

Add Labels to or Remove Labels from Selected Articles

Remove Labels Add Label
‘ProductAlpha:todo V| :|-'\' |MarketResearch V| |tapic V| |'123 v| :I-\l
" These labels will be removed from Create a new Label
¥ s R : |MarketResearﬁh V| |t0pic V| | | :I_-__.I
Move Selected Articles
Replace Label With Labe!
2
‘ProductAlphatodo V| |MarketResearch V| |tc|pic: V| |123 w :I:__]

I you wish to replace one label with two labels, or add 5 lzbel to all items already Iabeled with & certain label, you can

& create multiple rows. For example, to mark sverything labeled -todo with the label ‘government, first create & row that
replaces ‘todo with “todo (to keep the todo in place) and click +), then create a row that replaces “todo with ‘government
and click +).When you submit the article, everything marked “todo will then be marked both “todo and ‘government.

L I |

[

This page is perhaps the most powerful in Traction. Once you are familiar with it, you will find it easy,
quick to use, and invaluable.

This page lets you perform four basic operations:
1. Create a new label, which can be used in any of the other operations.

2. Remove an existing label from all the places it appears in any of the listed articles in which it
appears.

3. Add a new or existing article-level label to all the listed articles.

4. Replace all instances (whether article- or paragraph-level) of one label with another in all of the
listed articles.

There is one more important operation which can be accomplished with this page, but it requires two
steps:

5. Add a new or existing label to every article or paragraph where a given label appears in all of the
listed articles.

This page lets you specify as many of these operations as you like. When you press the Submit button all
the operations you specify will be performed.

As shown above, there are currently no operations specified.
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Let's say we want to remove all the todo labels from all the listed articles. We'll do this by adding the todo
labels to the Remove Labels list.

In order to add a label to this list, first choose it from the pull-down menu:

Remove Labels

‘ProductAlpha:todo | |+
ProductAlbhatods  y

.+ .|-Public:headline
 |bulletin

channel

content management
headline

Mov| memex

p2

position

quote I
todo

wehlog

e St

Then press the +) icon to add the label to the list:

Remove Labelz

‘ProductAlphaitodo %

This adds the first item to the list:

Remowve Labels

':.J:— ProductAlphatodo

‘ProductAlphaitodo f,]

Watch Out! The list above contains only one item. The last row in the list is only used to add additional
items. Each item that is actually in the list appears with a (- icon next to it. Clicking the (- removes the item
from the list.

Let's add the other todo label. We select it:
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_Remave Labels

'f:—_ ProductAlphatodo

‘ProductAlpha:toda

|:ProductAlphactodo
- .|:Public:headline
 |bulletin

channel

content management
headline

memex

- pE

“|position

| |quote

We click the +) to add it:

Remove Label=

'f:— ProductAlphatodo

todo

W

And it appears:

Remove Labsels

'f:_— ProductAlphatodo

L= todo

‘ProductAlpha:todo

b

+)

Copyright © 2010 Traction Software, Inc.

Right now you may be thinking, "Why does one of the labels have a project name listed before it and the
other one not?" The answer is that this form was opened from a view focused on the MarketResearch
project, so labels from that project are abbreviated (don't show the project name). You can tell the default
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project by the other controls on this page, which all default to the source project.

Add Label N
MarketResearch v | |topic % |123 v| [+

Creste & new Labs!

MarketResearch | |topic +

Not at all obvious, but now you know.

If we were to submit now, the articles would be stripped of their todo labels, but would be otherwise
unchanged.

Let's do more.

Let's create a new label, "Useful Example”, and add it to all the articles.

To create a new label, we type it in the "Create a new Label" control. Note that labels all belong to a
single project, so you can choose the project in which you want the new label to be created. Let's create it

in the Public project.

Creste & new Label

MarketResearch | |topic % | |Useful Example +|

admin
il
Comment
MarketResearch
ProductAlpha
Public

\
We then press +) to add the label:

Cresfe & new Labsl!

Fublic | |topic | |Useful Example i\é‘

Has the new label been created?

No! Nothing happens until you press submit. We're just saying what we want to happen.
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So what has happened?

Our new "Useful Example" label has been inserted into the Add Label and Move controls.

Add Label
.
Public v | |topic ¥ | |Useful Example v| [F
Replace Label With Label _
‘:Prnducbﬁlpha:tudn V| ‘F’ublic V| |t|:|pi+: V| |Useful Example v| [+

In order for anything to happen with the new label, we need to add another operation to the list, which we
have yet to do.

Since we wanted to add this label to all the articles, we'll click the +) in the Add Label control:

Add Label
Public v | |topic | |Useful Example v +{b

And the operation is added:

Add Label
L= +"Public:Useful Example"

MarketResearch | |topic »| |123 v |t

Now you're getting the hang of this!

So far we have three operations defined: remove ::ProductAlpha:todo from everywhere in all listed
articles, remove ::MarketResearch:todo from everywhere in all listed articles, and create the label Useful
Example in the Public project and add it at the article level in all listed articles.
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Remove Labels Add | abe!
g ;-
(: ProductAlphatodo = +"Public:Useful Example"
{__ todo |MarketResearch V| |tnpic: V| | 123 v| :I:I
P
|ZPI’CIdUCL-"—"||phEZthD V| +)
o Creste & new Label
o
e s Tt S b i |MarketResearch V| |t|:rp|c: V| | | +)
& anywhere they appear within the article.
Move Selaected Articles
Replace Label With Label
o
:ProductAlpha:todo V| |MarketResearch V| |tnpic V| |123 W :H

Time to get fancy.

Let's shoot straight to the 5th case above (we'll cover the 4th on the way). You want to add the label
memex everywhere the label content management appears.

That is, we want to change all occurrences...

From To
content management content management
memex

This currently needs to be specified using two rules.

Using the move operation, you can specify the first rule:

Replace Label With Label
[i— "content management” memex
‘ProductAlphattedo % | | | MarketResearch v | |topic »| |123 v | |+

But hold on! Won't this replace the content management label with the memex label?

If we stop here, absolutely.

We need one more rule.

Page 171 of 220



Copyright © 2010 Traction Software, Inc.

tracticn

Feplace Label With Label!
.""._
|= :"content management" ‘memex
- ~
"content management”

|- "content management”
‘ProductAlphaitodo w MarketResearch v | |topic | | 123 b :|_‘?.:'

This second rule says, "in addition to moving content management to memex, move it to itself". l.e.
preserve it. Someday this may be a checkbox, or a completely different interface, but for now just think of
filling in every row and column in the From/To table above, and create a rule for each row.

From To

content management memex

content management content management

There is a tip with an example right on the page to help you remember this.
ey If you wish to replace one label with two labels, or add & label o all iterns already labeled with & certain label, you can
& create multiple rows. For example, to mark everything labeled fodo with the label government, first create a row that

replaces ‘todo with “todo (to keep the todo in place) and click +), then create a row that replaces “fodo with ;government
and click +). When you submit the article, everything marked “todo will then be marked both ‘lodo and ‘government.

Now we have covered all the cases this page can handle.
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(B change Labels on Multiple Articles - Edit Labels (2/2)

=< Show Selected Articles
.

Label
+"Public:Useful Example"

[MarketResearch ¥| [topic | [123

Create & new Label

[MarketResearch ¥| [topic ¥ |

With Label
memex

= ""content management” "content management”
| :ProductAlphatodo %] | |MarketResearch v [topic v| [123

You can add as many additional rules as you need to express the transformation you wish to accomplish.

Once you are satisfied, you can press submit. A special reclassification article is posted that explains the
transformation you just applied:
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hanges Lahe!s on Multlple Articles reclassification

—- -~ L P
etDeocosarrhd A5 | C
[Re=zearcn|ac] (# &, LU & Cl

noted By Chric =1 1T
LE5 0 e = el LU

Added: +:":Public:Useful Example”

Removed: -FroductAlphatodo (from all items) , todo (from all |tems}
Changed: "content management” to :memex [fn:ur all items) , "content
management” to "content management” {for all items) o

MarketResearch347, Traction Software References
Public0, Welcome to the Traction Demo System
MarketResearch1b, As We May Think - Bush & Memex
MarketResearch?, Flash: Blogging Goes Corporate

[ changelabels | [ Viewalarices |

L

Each rule is explained.

The two buttons at the bottom let you jump back to the Change Labels form you were just on or view the
articles you modified.

Clicking View all articles, we can see that, sure enough, the paragraphs labeled content management are
now also labeled memex (and all the other changed were applied too)..

The firm needed a way to quickly respond  content management
to questions developers might have as memex
they use the new products - and although

some at Macromedia thought about creating a blog on
Macromedia's site to address customers’ questions, "we
decided to experiment with the (third-party) blogs,” Hale

said. o14

That was certainly harder than clicking a checkbox or using the regular one-paragraph Change Labels
form, but much more powerful too. Consider for a moment that this tool can operate on every article in
your entire journal. You can use this to reorganize your entire taxonomy while leaving a complete and
accessible audit trail. We call this dynamic schema migration. If you're familiar with how difficult it is to
reorganize other systems, you might forgive some of the shortcomings of this strange but powerful tool.

By the way, congratulations -- now you're a power user!

Edit an Article
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Doc74: March 22, 2008 3:55 PM, Posted by Documentation Importer, Edited by Paul Needham

Two permissions govern what articles you can edit: Edit and Edit own Articles. These permissions are
controlled on a per-project basis. If you have Edit own Articles, you can edit any article you originally
posted. If you have Edit permission, you can edit any article in the project, regardless of who originally
posted the article.

Using the Article Editor

As shown below, you can edit an article by clicking edit in the frame that appears around an article or
paragraph when you hover your cursor over it. You can also click more to display the Context Menu, then
select Edit Article or you can click Edit Article in the right sidebar of single-article views.

fracticn

Front Page > HR = 94

People HR = All Recent | Recent Articles | Recent Comments | Recently Edited | Discussions Date Range Selector
Search by name or emil Show  Full content  « with comments  Hidden - « 2006 »
Q1 Jan  Feb Ma
Projects FERH Q2 Apr May Jun
HR - % Q3 Jul Awg Sep
H Health =
Health Care Policy o os [
HR HR94 | April 23, 2008 | 4:04PM -
Labels Posted and Edited by Jordan Frank Showe Al Yezrs
bulletin B 3 Comments Go to Today
:Eﬁ”iﬁm M The standard policy covers employees for basic health care requirements, not including dental. Published Mode
one
headiine The company pays 55% of the premium and employees pay the other 45%. The employee g?%:‘i';“grgéeep”b"s'“e‘j EE
Health share is taken out before taxes.
Issue Article Tools
p; Dental Coversatge is not provided by default, although you may elect to add a dental plan at g Add New Artice
E liey (1) your owmn cost. [BF Edit Article
olicy
Question Common Questions: B Add Comment
status B8 Change Labels
s 1. Is my family covered? Email Reply
todo ) - , «» Send Trackback
2. Are chiropractic visits covered? (£ Create Share Folder
On This P =, Visibility
08 3. When does coverage kick in? (€D visbilty
Health (1)

This pops up the Article Editor, which is the same as is used to add a new article. A few edits have been
made in the example below:
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RS et HR9A - Mozilla Firefox T = =2

':: s | http://demo.get-traction.com/traction/post?proj= HR&type=editentry&origtype=singlefcurentry=HR94 & curitern=¢& 7.7

[EEedit HRo4 e
[5:11 PM] - Health Care Policy v | Load || Delete |
Project HR Style Article # Attachments (1)
Title Health Care Policy Elitilrliit:f:mme
[¥] Allow Links to This Article by Name Edit names (2]

Add relaticnships

Labels Policy Add labels
Add sections

Paragraph = Font family = Font size - | A -7 | B u | = = i= | =0
23 %wl_ls'!ljvlﬁ_éﬁvlq |ji|urmLE‘|Us&5mprdHnr
tracticn -

Policy Description
The standard policy covers employees for basic health care requirements, not including dental.

The company pays 55% of the premium and employees pay the other 45%. The employes share i5
taken out before taxes.

m

I Note: Dental Coverage is not provided by defauft, afthough you may efect to add a dental pfan at yvour own
cost.

Commonly Asked Questions

1. Is my family covered?

2. Are chiropractic visits covered?

3. When does coverage kick in?
Path: p = em
Describe Changes: agdad loge and changed headings & Simplify HTML

To turn an top level Article into a Comment on some other article, or to turn a Comment into a top level Article, click the
"Edit Relationships" link at the top of the add/edit form.

[ Cancel ] [ Save Draft ] [ Post Article ] [¥] Publish %

Transferring data from demo.get-traction.com...

8

You can use the rich text controls to style the text, and you can drag and drop images from other web
pages into the text or insert them with the Insert/Edit Image tool.

If you add a paragraph between two paragraphs, Traction will create a "Traction Item" (using the next
available number, regardless of location in the flow of text) after you submit your article. The Article Editor

will manage this for you automatically.

Important: It is safe to change the order of paragraphs or make new paragraphs, but keep in mind that
comments and labels are associated with the paragraph's "Traction Item marker." The Article Editor
should maintain the item markers referenced by comments as part of the HTML markup, however if you
find a comment no longer refers to the correct item, you will need to edit the comment's relationship or
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revert the article to the prior version. Labels can simply be removed from the incorrect item and added to
the correct one.

While you are in the Article Editor, you can add and remove labels by clicking on Add Labels. This will
bring up the Choose Labels dialog form:

(& eoit Hroa - Moxila Frefox R o o =i ] |

I S |http:..","demo.get—traction.comftractionfpost?pmj=HR&type:editentry&origtype:single&curentq:HW&curitem:E "f_'?‘

[EEdit HRo4 e
[5:11 PM] - Health Care Policy v | Load || Delete |
Project HR Style Article « # Attachments (1)
— . |:| tsilogo.gif
Health Care PD|ICY Edit or Attach more
Alluw Links to This Article by Name Edit names (2]
Labals| Choose Labels Add relaticnships
Add sections
Parag - B[Z]u |EE EEG =
| = ] | f ) |HTI'I1L = | Use Simple Editor
F
t headline =
Health
Policy Description
The standard policy covers employees for basic health care requirements, not including dental. i

The company pays 55% of the premium and employees pay the other 45%. The employee share is
taken out before taxes.

m

I Note: Dental Coverage is not provided by default, although you may efect to add a dental plan at yvour own
cost.

Commonly Asked Questions

| 1. Is my family covered?

2. Are chiropractic visits covered?

3. When does coverage kick in? -

Path: p = em
Describe Changes: added logo and changed headings & Simplify HTML

To turn an top level Article into a Comment on some other article, or to turn a8 Comment into a top level Article, click the
"Edit Relationships" link at the top of the add/edit form.

[ Cancel ] [ Save Draft ] [ Post Article ] [¥] Publish

Transferring data from demo.get-traction.com...

L.

By default, the Choose Labels form will let you select labels from the project the article being edited is in,
but you can change projects by clicking Change project or by typing in the project name starting with
colon (i.e. :projectname). When typing into the Type a label box, TeamPage will auto-complete the entry
based on existing labels that contain the typed string. You can either use your cursor to select one of the
suggested labels or continue typing until only one match is given and then hit return to select it.
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Using TIP 2 Rather than the Article Editor

If you prefer, you can set a preference to use the Traction Instant Publisher for posting and editing
instead of the HTML form. This preference is set in the Instant Publisher Preferences section of the

Preferences interface.

1 Personal Info : Preferences 3 Password 4 Permissions

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

Version 2
Click here to install the Trachion 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.
|%Tﬁr‘s setting only applies to your cument Browser.

Single Article View

The resulting article will now look like this in the single article view, with an Article tab to view the content
and a History tab to view the edit history:
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Article  History

Health
Policy

Health Care Policy

HR94 | April 29, 2008 | 4:04 PM

Posted by Jordan Frank | Edited by Paul A, Needham
& 1 attachment | B 3 Comments

tracticn

Policy Description
The standard policy covers employees for basic health care requirements, not including dental.

The company pays 55% of the premium and employees pay the other 45%. The employee share is
taken out before taxes.

Note: Dental Coverage is not provided by default, although you may elect to add a dental plan at your
i cost,

Commonly Asked Questions
1. Is my family covered?
2. Are chiropractic visits covered?

3. When does coverage kick in?

Moderated Publishing and Named Pages

Note that additional options appear in the Article Editor if moderated publishing and/or named pages are
being used in the project that contains the article being edited. There will also be additional actions
recorded in the History tab when these capabilities are being used.

Edit History

Traction keeps a complete edit history. If you have Edit privileges and an article has an edit history, you
will be able to view an article's edit history by clicking the History tab.

For instance, for this example, you can click the History tab to see the revision history and compare
versions:

Page 179 of 220


https://teampage.tractionsoftware.com/traction#/page/Doc/Page%20and%20Comment%20Moderation
https://teampage.tractionsoftware.com/traction#/page/Doc/Page%20Name%20Management%20and%20Name%20History

Copyright © 2010 Traction Software, Inc.

fracticn

Artide | History

History of Health Care Policy
HRS4 | april 29, 2003 | 4:04 PM

Posted by Jordan Frank | Edited by Paul &, Needham

# 1 Attachment | @ 3 Comments

Edit History [ Compare Selected Versions

L
Traction ID Date Time Editor Description of Changes Status
@ HR297 Feb 28, 2009 9:17:47PMEST  Paul A. Needham 7, ° \dded logo and changed (=g, pypighed
i@ HR287 Feb 4, 2009  2:50:25PMEST  Jordan Frank changed 50450 fo 55 45 @ Publizhed
® HR 104 May 2, 2008  11:26:47 AMEST Jordan Frank [&h Draft
Added Health Poficy and
& HR.103 May 2, 2008 11:24:43 AMEST Jordan Frank Health Care Policy Page @ Published
Name=s
® HR98 May 2, 2008 11:12:09 AMEST Jordan Frank [& Draft
& HR95 Apr 29, 2008 4:04:57PMEST  Jordan Frank @ Draft
& HR.94 Apr 29, 2008 4:04:Z8PMEST  Jordan Frank B Published
Name History
Traction ID Date Time Editor Action Name ID Linked To Status
HR. 104 May 2, 2008 11:26:47 AM Jordan Frank -+Health Policy 79 (HR)  HR94 & Draft
HR.103 May 2, 2008 11:24:43AM Jordan Frank +Health Care Policy 78 (HR)  HRS4 [ Published
Moderation History
Traction ID Date Time Moderator Action Version
HR297 Feb 28, 2003 31747 PM Paul A, Meedham @ Published HR297
HR.295 Feb 28, 2003 3:37:02PM Paul A, Meedham @ Published HR287
HR. 143 Jul 29, 2008 10:37:44 AM Jordan Frank @ Published HR 103
HR.102 May 2, 2008 11:19:21 AM Jordan Frank @ Published HR94
HR.100 May 2, 2003 11:17:11 AM Jordan Frank [& Unpublished HRAO5
HR.S& Apr 29, 2003 4:05:05 PM Jordan Frank @ Published HRA5

When you click Compare Selected Versions, you see a side by side comparison showing additions and
deletions. You can also click to edit from a previous version:
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Changes between HR287 and HR297
Show Complete History

HR257
February 4, 2009
2:50:25 PM EST
Jordan Frank
changed 50/50 to 55 45

+— Previous Revision

Health Care Policy

[[01]]The standard policy covers employees for basic
health care requirements, not induding dental.

[[07]]The company pays 55% of the premium and
employees pay the ather 45%:. The employee share
iz taken out before taxes.

[[02]]1Dental Coverage is not provided by default,
- although you may elect to add a dental plan at your
awn cost,

- [[03]] Common Questions:
[[D4]]1. Is my family covered?
[[0&]13. When does coverage kick in?

Edit Artide as of this Version

HR297
February 28, 2009
91747 PM EST
Paul A, Needham
Added fago and changed headings

Current Revision

Health Care Policy

n [[2&11[[ fimage HR.297@1 101x25x0 display="auto’
disableautoscale ='false’ ]]

+ [[09]]Policy Description

[[01]]The standard policy covers employees for basic
health care reguirements, not incduding dental.

[07]]The company pays 55% of the premium and
employees pay the other 45%¢. The employee share
is taken out before taxes,

[02]INote: Dental Coverage is not provided by
+ default, although you may elect to add a dental plan
at your own cost,

+ [[03]]Commonly Asked Questions
[[04]]1. Is my family covered?
[0&]13. When does coverage kick in?

+ [[010]]

Edit Article as of this Version

Full Contents of HRZ97
February 25, 2009
9:17:47 PM EST

Health Care Policy

HR.297 | February 28, 2009 | 9:17 PM

Posted by Jordan Frank | Edited by Paul A, Meedham

Health
Palicy

Cross References

The Cross References view is another way to view an article's history, including many actions beyond just
the edit history. The cross references link will appear in article details when other articles link to it. If it
does not appear you can type the Rapid Selector expression /x in the search box to access this powerful
view which provides a historical view of the article and related references:
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Sample Engineering Questions
Engineeringt | September 27, 2005 | 2:53:40 PM ECT
Posted and Edited by admin | View edit history

A0 Cross Referenn:F_*{b 3 3 Comments

It will provide a map view of all edits (updates), comments, references, reclassifications and other
changes associated with this article.

& Cross References: Engineering6: Sample Engineering Questions

See Audit Trail for more detail on this feature.
Editing Relationships

The Edit Relationships option appears in the browser based Article Editor (Not in the TIP). This form
allows you to remove or change relationships like "comments on" between articles, or to add additional
relationships.

Lets take the example of a comment within a comment on an article. If we want to change the location of
the comment, we can modify its comments on relationship so that it comments on the main article
paragraph rather than the comment in which it is embedded.

We can right-click on the comment and choose Edit Article.
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2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.
Most users dont need help, but you can learn a lot from it! | e b
admin / Engineerings3 / August 30, 2006 / 12:37:31 PM EDT & I} Action b

@'E Add to Section P

EE| AddLabel  »

[Eig| Change Labels

admin [ Engineeringd [ September 27, 2005 / 2:57:50 PM EDT &

Also, the help link is always at the bottom of the screen and, occd

= . 2 [BY Edit Articke
link which you can click for context sensitive help. .
admin / Engineeringd / September 27, 2005 f 2:58:12 PM EDT & & [E1 Email Article
[Z] collect »
3. How can I add new labels? B comment

This shows the comment in the Edit form.

©J http://localhost - Edit Engineering68 - Mozilla Firefox

@'Edit Enginesring 68 ®

o Edit Attachments (0]

Edit Relatinn%{l]

@ Edit Sections (0

Project: Engineaering
Labela:l |[ Choose J

TitIe-.lFE: Sample Engineering Queastions |

B I U | i= = | =

F— a— | £

¥
m

= ;|F'aragraph v 39 @ | v | (G

[[01]] Most users dont need help, but you can learn a lot from it!

http: flocalhostftraction post?proj=Engineering &type =editentry Borigtype =single &curentry =Engin. ..

We can click the Edit Relationships link to open the Edit Relationships dialog.
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©) http://localhost - Edit Relationships - Mo... [= |[B][X]

[EiE Edit Relationships Create a New Ralationship

Relaticnship to Article ID

comments on » | | |[Engineeringd.01

[ More Relationships ]

If we want to remove the comments on relationship, we could just clear our the "to Article ID" field. But in
this case, we want to make it comment on Engineering6.03 (the paragraph within the lead article) rather
than the first paragraph of the comment (Engineering8.01) it is commenting on.

[EiE Edit Relationships

Create a New Relaticnship

Felationship to Article ID

comments an » || |Engineerng6.03

[ More Relationships ]

Now, after we click Done and click to submit the Edit Comment form, the comment now appears at the
bottom of the comment stack rather than embedded on the first one:
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2. How do you find Traction Help?

You can click here for the help guide which includes help for users and administrators.
admin / Engineeringd | September 27, 2005 / 2:57:50 PM EDT =2

Also, the help link is always at the bottom of the screen and, occasionally you will see a

@

link which you can click for context sensitive help.
admin / Engineeringd / September 27, 2005 [ 2:58:12 PM EDT B &

Most users dont need help, but you can learn a lof from il
admin / Engineering6d / August 30, 2006 / 12:37:31PMEDT &

3. How can I add new labels?

Let's not do that. Instead, we'll add an additional relationship, and create a new one.

To add another relationship, we click the More Relationships button.

)& eEdit Relationships Create a New Relationship:

Relationship to Article 1D

w | || ProductAlpha102.02

| lMore Relaticnships [_: |

Corce JON 0ore ]
—_— —_—

It is a rare case where you may want to edit relationships, but its a great capability to know about! In
another example, here is a case were additional relationships are added from scratch

You can also create new relationship types by clicking "Create a New Relationship".
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[5E Edit Relationships

Create a New Flelatin:r[EEhig:

i)

Relationship to Article ID
comments on » || | Productalpha102.02
disagrees with % || | Product&lpha102.02

[ Meore Relationships

Then typing a name for the relationship.

Explorer User Prompt

Script Prompt
Create a Mew Relationship:

oK

Cancel

!exempl'rfies

For more information on custom relationships, see Topics vs. Relationships.

The most common use of this form is changing comments on relationships.

Erasing

Doc97: March 22, 2008 3:58 PM, Posted by Documentation Importer

Erasing Articles

Some content may be posted to your Traction journal that absolutely must be erased.

P O
UL b di-hDal- = LIS
o = AU

= B |
[

e
el

urchase Confirmation

SMNC
LD il

| purchased the encyclopedia set using my Real Credit credit card, account number 5312-
2131-4435-7678, expiration 07/09, card ID number 535. o

While you can edit an article to hide the content, editing will preserve the history of the article.
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urchase Confirmation

| purchased the encyclopedia set. o

Users with edit permissions will be able to see the edit history, which will show the original article.

In cases like these, you can erase a record in the journal.
Selecting Articles to Erase
The Erase Articles option can be accessed in three places:

1. The Page Tools Menu - Which will invoke the Erase dialogue with all the articles selected from the
page you are viewing:

Page Tools

Collect Artides
[E& Change Labels

|£ Erase ArﬁdEE{b

2. the Context Menu - Which allows you to invoke the Erase dialogue for the article you are hovering over.
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FAQ

What is a Bulletin?
Engineering53 | June &, 2005
Posted by admin

4:00: 14 PM EDT

Copyright © 2010 Traction Software, Inc.

| Add to This Topic |

June &6, 2006

bulletin
FAQ

The Bulletin label and corresponding section is used like a bulletin board to show key

2 gpmorsgs

14 i+ o

=

group information, rergardless o
backwards in time, the contents
time period, but the Bulletins seg|

| Paragraph
| Action ,

Ey* Add to Section
The Bulletin section is ordered cH
: Add Label 3
alpha sort (in Server Setup | Def| _ ~
Display). Change Labels
| Collect »
B comment
Frequently Asked Q|  Artice
Engineering47 | June &, 2006 | 3:57:38 == ch Label
Posted and Edited by admin | View edit - e
_ - . & Edit Artice
This article includes a section wh = s
marked with the Engineering pro|=— SRR
a button users can click to add af B2l Collect :
the system. = Comment
=4 Email Reply
FAQS - TITLES SORTED BY ALP| .
(& visibility
Frequently Asked Questions [E* Export Artices
How Many Pickles in a Peck? |E’ Erase Artide {E’J
What is a Bulletin? Page
B Change Labels

ay be. If you navigate forwards or
¢ change to reflect the selected
=

| you may want to change to an
page, or in Project Setup |

bulletin
FAQ

ibetically sorted list of article titles
:ection is also configured to include
add an FAQ to any other article in

=)

3. The Collector - Which allows you to select any or all articles you have in a collection.

Page 188 of 220



Copyright © 2010 Traction Software, Inc.

fracticn

) http://localhost - Collector - Mozilla Firefox

Meaws |53mple Collection *u*| Clear | Delete | Sort E}

?. Engineering(: Welcome to the Starter Joumal - Read this First
. Engineeringb3: What is a Bulletin?

Select All | Remove Selected Sample Collection

.....................................................

Yiew Aricles

' Change Labels

| Email Adicles
| Mew List
MNew Description List
MNew Bulleted List
Mew MNumbered List

Enrt Aricles

Using the Erase Articles Dialogue

All of these operations launch the Erase Articles window. The list of articles to erase appears in the top of
the window. The erase form also lets you indicate whether you wish to erase only the exact article listed,
or the article's entire edit history. Erasing any article in the history except for the last one will not affect the
display of views other than the edit history.

When you erase articles, an erasure record is recorded. You can select the project to which you want to
post the erasure and type an explanation for why you are erasing the articles listed.
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A http://192.168.123.132:8081 - Erase Articles - Micrasoft Internet Explorer M=E3
@ Erase Articles |
Pubilic39 Purchase Confirmation
| E
Tvpe or drep an Article TD

* you do not have permission o erase this article

I removed this article because it included an employee's
credit card number.

I@ | i Internet

When you have entered this, press the Erase Articles button. Traction will ask you to confirm the erase
operation.

Microsoft Internet Explorer

P Warning: when erasing artides from Traction, the erasure
g) iz permanent. There is no way to get the artice contents back.

Are you sure you want to continue?

L Ok ” Cancel J

When the erase operation has completed, you will see the erasure.
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Erased Articles erasure
':-:'- ~TOEE RE =
| removed this article because it included an employee’s credit card number. o
Public39 (Public40, Public38)
Add a Comment on this Article
B 7 U se|j=i=|:i= =] % |[Paragraph v | 1 2 | e | @
Fost Comment in the project | admin hd -

Related Articles
references (1)

Public?

I :'. (4]

1

rasen)

In this case, article Public39 and its edit history were erased; the record indicates that the exact articles
erased were Public39 and Public40.

Underneath the Related Articles links, you can see that the title of the erased articles is now displayed as
erased.

Related Articles
references (1)

Clicking the references link shows the article, and you can verify that no content appears, either in the
article:
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lic39 (#) | TrackBack | June 1, 2005 ) 1:28:36 PM EDT

g
g

- Edited bv Chriz Mu=um | Wiess # hizt

ed and Edited by Chriz Nuzum | View edit history
= £

B I U |z iz |:iE | = ﬂllF‘aragraph v

i) bz [ wrme | |@

L

[ Fost Comment Jinthe pr-:ject =

Or in its edit history:
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(erased)

Public41 (#) | TrackBack | June 1, 2005 | 9:40:32 PM EDT
Pozted and Edited by Chriz Nuzum | View edit hiztory
< Cross References

Related Articles
referenced by (1)
admin97: Erased Articles

(erased)

Public40 (#) | TrackBack | June 1, 2005 1:31:58 PM EDT
Posted and Edited by Chriz Muzum | View edit history
B Cross References

Related Articles
referenced by (1)
admin97: Erased Articles

(erased)

Public39 #) | TrackBack | June 1, 2005 | 1:28:36 PM EDT
Pozted by Chriz Muzum

< Cross References

Related Articles
referenced by (1)
admin97: Erased Articles

Normally neither erased articles nor erasures (nor update nor reclassification records) appear in standard
views like chronology views. If you wish to display these records, you can change the preference for
whether to Hide System Articles
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Embedding Sections in Articles
Doc87: March 22, 2008 3:56 PM, Posted by Documentation Importer

As of version 3.7, Traction allows users to define their own sections and embed them in articles. This lets
users display a list of links or even full articles within the body of an article. This has many useful
applications.

Maybe you want to have a page that dynamically lists all meeting notes or open issues or HR
policies.

Maybe you want to create a custom start page, like the front page, but customized show content
ordered in the way that delivers you the cross section of content that you need to see when you
open Traction.

Maybe you want to make a wiki-style page to take over the Project Newspage, but you want it to
include dynamic link lists.

Embedding user-defined sections in an article handles all these use cases and more.

Sections can be based on static lists of links, a collection you have in your Collector, or a query for any
cross section of content.

The same principles apply here as in Changing Front Page and Newspage Section Layouts.

Back in the help topic Making Links to Traction Articles, the example was an article with links to HR
Policies. If a new policy is added, the author would have to edit the article and insert the new link to keep
it current. Since all the target articles have the Policy label, using an embedded section to dynamically
aggregate content would have made more sense!

Here is the article as it was published with written links:

HR Policy Overview
HRE13 | August 30, 200& | 10:17:25 PM EDT
Posted by admin

& Cross References

Following are our current HR. Policies.

* HR12: Vacation Policy
* HR5: Recruiting and Hiring Policy
* HR1: 401K Policy

Clicking Edit Article shows the text and the links:

Page 194 of 220


https://teampage.tractionsoftware.com/traction/permalink/Doc87
https://teampage.tractionsoftware.com/traction/permalink/Doc87
https://teampage.tractionsoftware.com/traction#/page/Doc/Changing%20Front%20Page%20and%20Newspage%20Section%20Layouts
https://teampage.tractionsoftware.com/traction#/page/Doc/Making%20Links%20to%20Traction%20Articles

2 Copyright © 2010 Traction Software, Inc.
tracticn

5, http://localhost - Edit HR13 - Mozilla Firefox

EfEdit HR13 @
: Edit Attachments (0]
Project: HR &
L Edit Relationships (0)
Labels: | [_choose | [ Edit Sections (0]
1
A
Title: |HR Policy Overview o |
B I U sz i=| = :E| k3 ||F'aragraph v o W || @

[[01]] Following are our current HR Policies.

[[02]] & HR12

* HES

*+ HE1
B 3 da 3 o Y (H| X @B T el |
Describe Changes: | & Simplify HTML
To add a dynamic list of articles based on a label or search expression, click the "Edit
Sections" link at the top of the add/edit form to add sections to your article.

[ Concel J[ Save Dratt J|_submit ]

http: /localhostftraction /post?proj =HR Redate =all&side = 1 8type =editentryfrec=13&stickyparams =tit. ..

Now click Edit Sections to create a section. The Edit Sections Dialogue appears, and we can define our
section to pull in all articles with the :policy label:
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) http:/flocalhost - Edit Sections - Mozilla Firefox

EEdit Sections 6]

+ After defining zections, include them in your article by typing [[section key]] where key iz the ID, Title, or Number of the 2ection in the lizt.

Sections Edit Selected Section
Current HR Policies D |policies | (optional) Active
[] use the Id to get the Title from a localized resource

Section Title |Current HR Policies |

Show Section Title | Always |
+| Show Add Article Link
ke O
Labels I:|:||:|Ii|:1,f “ e
Search | |

wn[ |
W

lgnore date range and include all articles
|:| Skip articles appearing in other sections {2}

I_New ][ Copy ][ D-elete]

Sorting | Alphabetical by Title | % |

Voure
v

Show Title Details Labels Comments Attachr

Include [¥] Articles [¥] Comments [ ] Trackbacks [_] Other

Daone

You can define any number of sections to embed. In this case, we only need one. This section is
configured as follows:

The ID is policies. This will be used in the article body to create a reference to this section that
Traction will replace with the actual section itself when displaying our article.

The section will show a section title and an Add Article button.

The section query is Label-driven (rather than Label Added, Label Removed, a Collection, Recent
Articles, or Specific Articles). The label is Policy.

The section will ignore the date range selected by a user when viewing the article.

The contents of the section will order alphabetically (rather than forward chronology, reverse
chronology, or random)

The section will display only article titles (rather than including article details, content snippets, brief

Page 196 of 220



Copyright © 2010 Traction Software, Inc.

fracticn

content, or full content)

We can click OK to return to the Edit Article window, where we delete the old static list of articles and
replace it with the syntax for including our section:

*J http://localhost - Edit HR13 - Mozilla Firefox = &)
[E Edit HR12 (#

Project: HR & Edit Attachments (0]

Edit Relationships (0]
Labals: | [_cheose | P Edit Sections (1)

Title: |HFl Policy Overview |

B 7 U aspe|:i= = = i B ||Paragraph v @ | v @
[[01]] Following are our current HR Policies.

[[02]] [[section policies]]

- R T R . A R@BT29 |
Describe Changes: | & Simplify HTML

To add a dynamic list of articles based on a label or search expression, click the "Edit
Sections" link at the top of the add/edit form to add sections to your article.

Now we click Submit to republish the article to reflect our updates. It now displays the section we've
defined, in the location in which we indicated we wanted it displayed:
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HR Policy Overview
HR13 | August 30, 2006 | 10:17:25 PM EDT
Posted and Edited by admin | View edit history

Following are our current HR Policies.
CURRENT HR POLICIES Add

401K Policy
Recruiting and Hiring Policy

Vacation Policy

Now, if any post is added with the Policy label from the HR project, it will appear in this list automatically.
Additionally, anyone with the appropriate Author permission can easily add to the section by clicking the
Add button, which will bring up a Create New Article window with the HR Project and the Policy label
selected.

Sharing and Managing Files in Traction
Doc358: April 29, 2008 11:34 AM, Posted by Christopher Nuzum, Edited by Paul Needham

. Introduction to Sharing and Managing Files in Traction
. The WebDAYV Standard
. How is WebDAYV Used in Traction TeamPage
. Where are Files Shared and Managed in TeamPage
. Controlling Access to Files and Folders
. Navigating Folders and Accessing Documents
. Using the Document Management Interface (DMI)
. Inspecting and Managing Files via the File Details View
. Using Windows Web Folders
. Using Macintosh OS X WebDAV
. Editing and Version Control
Putting a File Under Version Control
Checkout Checkin
Locking
Editing Microsoft Office Files in Windows
Editing WebDAV Files on the Macintosh
Autoversioning
TeamPage Options and Configuration Settings
. WebDAV Administration
. WebDAV Administrative Settings

Concepts of Wiki Projects
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Doc522: December 26, 2008 7:25 PM, Posted and Edited by Paul Needham

Traction projects are most often used for some combination of knowledge management (where wiki page
naming is a useful feature) and communication (where page naming is not necessary - and a distraction).
Accordingly, the defaults are such that page naming is optional but can be forced in a given project.

A project in Traction can be configured to make it easy for groups to author and organize articles to create
"wiki-style" websites, such as www.wikipedia.org or the online Documentation project that you are reading
right now. Indeed, while providing the key features needed for creating wikis, Traction TeamPage goes
well beyond these to meet the needs of enterprise users.

Some basic concepts of a wiki are to:

1. Make it easy for a number of people to jointly author and edit pages in a workspace or site

2. Maintain a "name space" where all wiki page names are unique (and allow for assignment of page
name aliases to any given page)

3. Make it possible to link easily from one article to another by using a page name and common syntax
"[[Your Pagel]]" or a link tool

Traction TeamPage meets these requirements, plus:

1. Integrates these capabilities with all of the security featues and enterprise weblog support inherent
in Traction's architecture

2.  Extends the concept of assigning page name aliases to allow for Global Page Names (where the
Namespace is independent from any project, but points to a given article in a given project) and
allow for assigning cross-project aliases (allowing you to assign a page hame in one project to an
article in another project).

3. Displays "incoming" links (in a Referenced By list) but screens the links based on the reader's
permission to read (or read draft) in the projects which contain articles linking to a given article/page.

4.  Provides Page and Comment Moderation that makes it easy to divide authoring and publishing roles
and maintain a stable view of published content while an updating process is underway

5. Allows "fearless refactoring" of page names during rework given the sophisticated Page Name
Management and Name History capabilities provided

When a project administrator configures the project to use a wiki template and settings, the following are
generally true:

. The Newspage Sections on the project's newspage starts with (or may only have) a single section
that is set to show a specific article in Full volume (so the whole article is displayed, as opposed to
title or snippet). That article will be used for top level navigation, with links to other articles edited
into it.

. Additional sections may be used to manage the wiki process (showing recent edits, orphaned
pages, renamed pages, draft pages, requested pages)

. Additional sections may be used to show important cross-sections of content (e.g. Pages tagged
FAQ shown alphabetically)

. The Default Entry Style is set to Page instead of Article

. Both Name Articles by Default and Require Articles in This Project to Have at Least One Name are
setto Yes.

. The left column navigation (typically a list of labels for a project) may be authored by the project
administrator to use Project Navigation Links to provide direct navigation to key pages (as has been
done in this Documentation project)

. Most article links are made to Page Names rather than Traction article IDs

The use of the Moderated Publishing model to allow articles to have both Draft and Published
states/versions is optional and is not limited to use with wiki-style projects. However, it will frequently be
used with wiki-style projects, as their content is often created and maintained as formal online
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documentation.

Page Name Management and Name History
Doc518: December 26, 2008 6:00 PM, Posted by Paul Needham, Edited by Jordan Frank

The concept of a name space is central to wikis. Each page in a wiki has a unique name, allowing you to
link to that specific page by its page name (which generally is also the page title). Traction TeamPage
delivers the ease and power of Named Pages without the constraints for less formal use cases that don't
require it. TeamPage also offers a Global Name Space (that spans all wiki projects) and allows you to
Alias Page Names across projects.

This article discusses Page Name concepts and how to add Page Names to articles. For information on
the GUI or syntax required to make links, see Linking to Named Pages.

Named Pages - Name When You Want To, Not Because You Have To

Page Names are useful when making a "Forward Link" by page name to pages which do not exist yet (a
fast way to built out a document or site) or when you want to assign a page name to a knowledge asset
(like an encyclopedia name) that should have unique name.

For example, in the HR wiki, there should only be one article with the page name Pension Plan. This way,
if anyone writes a link to that page name (using the link by name feature of the link tool, or by using wiki
syntax "[[Pension Plan]]"), the link will go to the correct Pension Plan article. You can setup the HR
project to force all articles to have a page name, or you can relax that constraint which could allow
someone to haphazardly post questions, status reports or other types of content that has the title Pension
Plan, but not the page name.

For less structured cases like writing status reports and meeting notes, asking questions or raising issues,
assigning a Page Name to an article (and being mindful of what might be "good" name) is not necessary
or helpful. But, in that context, using page names for forward links or to create a subset of "wiki" content
that is assigned page names can be very useful.

In Traction TeamPage, the project administrator can enforce the use of unique Page Names in each
project, or can make Page Names optional. You can see the checkbox that lets you toggle whether to
give this article a name in the Edit dialog:
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|"|

=@ =2

@ Edit HR72 - Mozilla Firefox

l s | http://127.0.0.1:8080 /traction/post?proj=Test&type=editentry&origtype=single8icurer 77

EfEdit HR72 @
Choose Private Draft / Template... - Load Delete

Project Test Style Article « # Attachments (1)
Title Pension Program for Employees itF:n:;:::gﬂ:;
= [/] Allow Links to This Article by Name Edit names (1)

Add relationships

Labels &add labels
Add sections

Avaﬂ?vlﬂ I 1 |§E =

The pension program is being maintained for Class B employees while we phase
all other employees to HRO: 401K Policy for Employees

= = iﬂj | Use Advanced Editor

¥

-

= ¢ |

The attached powerpoint explains the pension program.

Describe Changes: i Simplify HTML

When you edit an article, 2 number called an Item ID appears in front of each paragraph.
This number ensures that paragraph level links, labels, and comments remain associated

with the paragraph after editing.

[ Cancel ] [ Save Draft ] [ Post Article ]

Done

e

Assign additional Page Names, from other Wiki Projects or the Global
Name Space

The Add Names dialog (which changes to Edit Names when at least one name exists) allows you to
assign several equivalent Names to a given Article. You can assign names from the project where the
article is published, from other projects, or even from the Global Name Space.

In the example below, the name Pension Program for Employees is the Page Name in the HR project
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where the article is published. However, the same content can be referenced by page nhame Pension

Program in the Global Name Space and using the name Executive Pension Plan in the ExecutiveTeam
project.

"} http://fastdemo.get-traction.com - Edit HR72 - Mozilla Firefox [:”E”E|
[E Edit HR72 | [2:38 PM] - Pension Progr % | [ Load Draft | (@
Project: HR & Attachrnents (1)
Labals: Palicy Felationships (0]

¥ Sactions (0]

Marnes (3

Title: |F‘ensinn Pragrarm faor Ernployees |

Allow Links to This Article by Mame

B 7 U | == = iF| = = iﬁ”F‘aragraph v 39 | v | @

[[01]] The pension prog
phase all other employs

) http://fastdemo.get-traction.com - Edit Names ... |:||E E|
[[041] The attached pou) ZEdit Names for HR72

Allow Links to This Article by Name

Current Names Make Title
Pension Program for Employees ]
Pension Program ] Remove
(Global) p—
Executive Pension Plan F] =howe Histor
LEﬁ N ExecutiveTeam ¥
=+ 4+ +

Describe Changes: |

To create a wiki-stele link
im double brackets, [[1ike

Done Just like labels, names from one project can be applied to articles
from prn:uj_en:ts other than their home project, When you're choaosing

a narme, just change the project (or switch to "Global" to apply a
glabal namel.

Done
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When posted (see below) this article shows the content and policy label followed by a comment form, an
attached presentation file, and a list (highlighted) of incoming links and page names assigned to this
article.

Note that the incoming link from the article titled Executive Perks is using the Page Name Alias assigned
from the ExecutiveTeam Project. Because of Traction's security model, Individuals without permission to
see the ExecutiveTeam project would not see this incoming link.

Article  History

Pension Program for Employees Policy
HR72 | October 26, 2006 | 10:51 AM

Posted and Edited by Jordan Frank

& 1 Attachment

The pension program is being maintained for Class B employees while we phase all other employees to HRD: 401K
Policy for Employees

The attached powerpoint explains the pension program.

Article Comments

Add a Comment on this Article Cancel

B 7 U |:i=:= = i || Paragraph v | B 2 [ | @

141
ol
¥
ol
i
i
e
m

<

Post Comment | in the project =

Attachments
[ 1. Example.ppt (105 k8) (31
Related Articles

referenced by (2)

ExecutiveTeam359: Executive Perks (via Executive Pension Plan) ¥
HR.0: 401K Palicy for Employees

references (1)
HR.O: 401K Policy for Employees

Similar Articles
Find Similar Articles

Article Names

Executive Pension Plan (ExecutiveTeam)
Pension Program (Global) ¥
Pension Program for Employees
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When to Use Global Page Names

Page names are meta-data which belong to a given project. Therefore, the ability to have knowledge of or
use the page names in each project also depends on whether you can read and author in that project.

By contrast, the Global name space is available to all users in all projects. It can be used as a single,
most authoritative page name overlay across all projects.

Imagine a case where you created three different articles with the page name Revenue Recognition in
each of the Sales, Marketing and Executive Team projects. To make matters more interesting, the
Accounting project has 3 different articles posted over 8 years - all titted Revenue Recognition. You may
want to assign the Global page name "Revenue Recognition” to the article in the Sales project to call it
out as the most authoritative version of the definition.

Page Name History - Fearless Refactoring

As your wiki changes and grows over time, Pages are renamed, Page Names are moved from Article to
Article, New Pages are requested, Page Names are Removed, and some Page Names are orphaned.
The content of a single page can be split into multiple pages to make the subject easier to read, or many
pages with very similar content may be combined under a more general name - this process is often
called refactoring. It may happen very gradually, or in big sweeps.

In traditional wiki's it can be very difficult to keep track of what happens when pages are renamed, split or
combined - and it often requires a sequence of manual actions to insure that old by-name links point to
the right pages after refactoring. Additionally, a user may run into problems when visiting a page titled
"Bug," only to discover it is about a car when it used to be about an insect! The Page name Bug may
have been dropped and then reassigned - but there is typically no way find out what happened or follow a
link trail to the page now named Insect.

Traction's Audit Trail makes it simple to review page name history as well as typical page content history.
It can help users follow a trail to the page they expected (following the trail from Bug to Insect) and it can
help "wiki gardeners" monitor and manage an actively evolving wiki.

One example of Traction's audit trail is a unique feature that allows you to display and explore Page
Name History. As Page Names are assigned, changed and re-assigned, you can follow the history trail to
see what happened.

In the example of the article shown below, you can see the Name history along with the article edit history
and label history. The Name history and its timeline show that three names were added to the page.

The example also shows that (at 3:13PM) the name "Pension Program for Employees" was Renamed to
"Employee Pension Program." As a result of that change, the Page Name "Pension Program for
Employees" is now free to be used elsewhere, and all links to this Article will now show the new Page
Name "Employee Pension Program."
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Artide = History
History of Employee Pension Program
HR.72 | October 26, 2006 | 10:51 AM
Posted and Edited by Jordan Frank
# 1 Attachment
Edit History [ Compare Selected Versions ]

Traction ID Date Time Editor Description of Changes Status
{E} HRS3 Apr 29, 2003 3:13:23 PM EST Jordan Frank B PUELISHED

@ HRS91 Apr 29, 2008 2:45:30 PM EST Jordan Frank E PUBLISHED

&) HR30 Apr 29, 2008 2:29:56 PM EST Jordan Frank small changes E PUBLISHED

O HR83 Sep 4, 2007 2:45:51 PMEST Jordan Frank E PUBLISHED

O HR72 Oct 28, 2006 10:51:30 AM EST Jordan Frank Original Version E PUBLISHED
Name History

Traction ID Date Time Editor Action Mame ID Linked To Status

Pension Program for Employees — 5 - -
3 k] g g 1 7

HRS3 Apr 29, 2008 3:13:23PM  Jordan Frank Employes Pension Program a5 (HR) HR72 B PUBLISHED

HRS1 Apr 29, 2008 2:45:30 PM  Jordan Frank +Executive Pension Plan 97 (ExecutiveTeam) HR72 E PUBLISHED

HRS1 Apr 29, 2008 2:45:30 PM Jordan Frank +Pension Program a6 (%) HR72 E PUBLISHED

HRS0 Apr 29, 2008 2:29:56 PM Jordan Frank +Pension Program for Employees a5 (HR) HR72 E PUBLISHED
Label History

Traction ID Date Time Labeler Action Ttem

HR72 Oct 26, 2006 10:51:30 AM Jordan Frank +Policy HR72
Complete History
Show Reference Map

Managing and Monitoring your Wiki Named Pages

Wiki and Named Page related sections (see Sections Overview) in Traction make it easy for any user to
see what's going on, and will satisfy the frustrations of any "Wiki Gardener" familiar with the work of
monitoring and managing a wiki. The following section types are available to help manage Named Pages
and other Wiki activity:

. Recent Edits: Monitor article and comment editing. You can even scope this view down to only
monitor important pages that, perhaps, are tagged with a Requirement label or written by a given
author.

. New Pages: Lists all articles that have a newly assigned Page Name.

. Requested Pages: When users make forward links to pages that don't yet exist, this section lists
the requested pages.

. Renamed Pages: Lists all articles where the Page Name assigned to it is changed to another Page
Name

. Removed Pages: Lists Page Names that were assigned to an article, and later removed.

. Orphaned Pages: Lists Pages that were a target of at least one Page Name link, but are no longer
linked to as a result of an edit.

Here's an example with three sections on a Front Page showing new named pages, requested pages and
orphaned pages:
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NEW WIKI (NAMED) PAGES REQUESTED WIKI PAGES ORPHANED PAGE NAMES

Executive Pension Plan Porsche Boeing

HR72 | Added by Jordan Frank | April 29, 2003 | 2:45 PM . Competitor 129

Infiniti
Pension Program TiAL
HR72 | Added by Jordan Frank | April 29, 2008 | 2:45 PM Toyota WahChang13
) jason siegal )

Employee Pension Program . Gamma Titanium

HR72 | Added by Jordan Frank | April 29, 2008 | 2:29 PM jordan frank Aluminide
WahChang15

Bug

Wiki234 | Added by Jordan Frank | April 28, 2008 | 8:33 AM Gamma Titanium
Aluminide (TiAl)

Volkswagen Bug WahChang 18

Wiki230 | Added by Jordan Frank | April 28, 2008 | 8:31 AM
Prius

Read Mare New Wiki (Named) Pages... Wiki208

Read More Orphaned Page
Mames...

Interaction with the Publish/Draft Moderation Feature

If you have activated Draft/Publish support for Page and Comment Moderation and you are also using
page names, you will be glad to know that the page hame model works in conjunction with the moderation
model and the permission implications. For example, a forward link from a draft article is shown as a draft
link, in grey, within a Requested Page Names section. As a result, if you can't read draft then you can't
know that the page name is being requested.

Linking to Named Pages

Doc603: January 2, 2009 11:45 PM, Posted by Paul Needham, Edited by Christopher Nuzum

In wiki-style projects, a Traction article is normally linked to using a unique page name assigned to that
article, rather than its Traction ID. This article provides more detail on the process of linking to Named
Pages than is covered in Making Links to Traction Articles and Making Links with the Link Tool.

Once an article has been assigned one or more page names as discribed in Page Name Management
and Name History, a link can be established using any of those names. Remember that assigned page
names can be either Global or specific to a particular project. When linking to a Named Page, you will
need to specify either the project it was assigned in or that it is Global.

You can link with the GUI driven Link Tool or by using wiki syntax. This article covers both cases.
Linking with the Link Tool

The most straightforward method to create a link from the body of another article is to use the Link Tool
accessed by clicking the Insert/Edit Link icon in the Article Editor toolbar.
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B8 Inscrt/Edit Link . R ==l

Insert/Edit Link

Text to display I*-.-’a{i-'r; Links to Traction Articles
Open link in @ same window () new window
* Link to an External URL

¢ Link to an Article, Paragraph or Attachment

— Link to a Named Page

Wiki Name

Making Links to Traction Articles

Crocumentation -

Use name as link text

You are linking to:

Doc : Making Links to Traction Articles

Docl66: Making Links to Traction Articles
Posted by Documentation Importer. Edited by Paul Needham
March 22, 2008 / 4:07 PM

¢ Link to a Shared File or Folder

¢ Link to a View

| Dane teampage.tractionsoftware.com '}

Depending on what you want to appear as the link text, you should do one of the following:

1) If you want the "Wiki Page Name" to be the link text, you should place your cursor where you want
the link to be inserted, then

. Click the Insert/Edit Link icon.

. Select Link to a Named Page and then make sure that the Project Selector is showing either the
project that the target page is located in or Global, as appropriate.

. When you type any text string into the "Wiki Name" box, Traction will suggest all Page Names that
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contain that string.
. You can select from the list or write a new page name.
. Make sure the Use name as link text checkbox is checked and click the Insert button.
. The link will be inserted at the cursor point.

2) If you want the link text to be different from the "Wiki Name,"

. Follow the steps in 1) above, being sure the Use name as link text checkbox is unchecked.

. Write the text for the link in the "Text to Display” dialog at the top of the form before submitting.
or

In the article editor, type the text you want to display as the link

Highlight the link text

Follow the steps in 1) above, being sure the Use name as link text checkbox is unchecked.
Write the text for the link in the "Text to Display" dialog at the top of the form.

Linking with Wiki Syntax

Experienced wiki users often prefer the convenience of using wiki markup rather than the Link Tool.

Linking to a Named Page in the Same Project

Most of the time, you will link to a named page in the same project as the article or comment you are
working on. If you want to link to an article with the page nhame Revenue Recognition, simply surround the
page name in double square brackets:

"[[Revenue Recognition]]"
Linking to a Named Page in a Different Project

You may want to link to a named page that is in a different project. The approach is the same but you
have to qualify which project, Accounting, you are linking to:

"[[Accounting:Revenue Recognition]]"
Linking to a Global Page Name

Traction's naming model (see Page Name Management and Name History) includes the capability to
assign page names from a Global name space. To link to a page name alias in the global name space,
use a * instead of a project name:

"[[*:Revenue Recognition]]"
Links to New Page Names

One of the advantages of using Page Name is that you can link to a page that doesn't exist yet.

Links to new pages in red with a dotted underline. When users with author permissions click on the link,
Traction will display a page asking if they wish to create the article with the requested page name. For
context, the page will show what articles are requesting it.

Editing links with the Link Tool

When you click to edit an article in which you've made links with the link tool, links will show in red (for
links to pages that don't exist) or blue (for all other links).

Page 208 of 220


https://teampage.tractionsoftware.com/traction#/page/Doc/Page%20Name%20Management%20and%20Name%20History

Copyright © 2010 Traction Software, Inc.

tracticn

Place your cursor anywhere on an existing link and click on the Insert/Edit Link icon in the toolbar. The
Link Tool with the existing settings loaded. You can make changes as desired then save them clicking the
Insert button.

When you click to edit an article in which you've made links with wiki markup, the actual syntax you used
will appear (rather than a red or blue link). If the targeted page name had been changed, Traction will
actually render the changed (not the original) text.

Page and Comment Moderation
Doc516: December 26, 2008 2:50 PM, Posted and Edited by Paul Needham

The Traction TeamPage moderation model allows for collaborative or formally controlled approval of page
edits and comments, as well as new content. With TeamPage, moderation users who can read "drafts" in
any number of blog/wiki workspaces can view, navigate and search the entire system based on its draft
state or based on the "latest stable" published state.

Note: The Add New Article Form has a Save Draft / Load Draft feature (see Add New Article) which is not
related to publish/draft moderation. That feature auto-saves content in your editor as you work on articles
or comments. Those drafts are "local" to the user and not visible to anyone else.

Permission settings per project workspace grant rights to read, edit, reject or publish drafts to any
individual or group. With draft and publish permissions widely granted, this model supports wiki style
collaborative editing while keeping the "latest stable" state available for reference until consensus is
achieved.

With publish permission closely held, this supports open collaboration followed by formal review and
approval of important wiki content - such as changes to a contract or approved HR policy.

Enabling Moderation

Moderation permissions and features are not active until a project administrator has clicked to activate
Support for Published/Draft Articles (Activate Draft/Moderation Support)

Permissions for Publishing, Editing and Reading Drafts - Locking Too

The spirit of Wiki is for open contribution, but even the public Wikipedia limits editing of some pages.
Traction TeamPage supports multiple project spaces and makes it simple to state the rules for creating,
editing and moderating content in each space using Permissions that grant or deny rights to perform
specific actions on content within that space. A project administrator can grant or deny rights within a
project space to individuals or groups - including groups defined as roles in an external LDAP or Active
Directory server.

Traction's permissions provide the flexibility to support whatever moderation model you want to use. Per
project space permissions include:

Author or Comment: Controls who can create new articles or comments within a project space
Edit: Permission to edit any article or comment

Edit Own: Permission to edit only those articles or comments you created

Read Own Articles: Permission to read your own published and draft articles

Read Published: Permission to read published content

Read Draft: Permission to read draft content

Read Edit History: Permission to see edit history (includes draft edits if you have Read Draft)
Publish: Controls who can publish draft content within a project space
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. Publish Own: Permission to publish only those articles or comments you created
. Lock and Unlock: Permission to lock and unlock, or edit locked content

The set of permissions give you all kinds of flexibility. For example, allowing a user to Read Own, Read
Published, Comment, Edit Own and Publish Own will allow that person to add comments but not articles
as well as edit toggle the publish status of their own comments. Simply removing their Publish Own
permission will mean they can add comments that will be moderated. Meanwhile, they will be able to see
their draft comments but not see any of the other draft content.

Moderating Draft Articles and Comments

Users who have "Publish" or "Publish Own" permission can publish every edit with one click. For others,
all new entries and edits will automatically appear as Draft versions.

Users with Publish permission can click one button to publish any draft content as they read, or browse
through an automatically maintained chronology view of Drafts pending approval.

When in Draft Mode, titles of Draft articles and comments are shown in Grey, and you can easily flip
between the curent Published version, current Draft version and Edit History. In the default Mexico skin,
the Published/Draft Mode toggle is below the date range selector:

B g5 A6 AF JH MY 4k 4]
Go to Today
Draft Mode

Showing draft articles.
+ Published Mode

A Recent Drafts

Article Tools

=l

5] Add New Article

If you toggle to Published mode, the section content and label counts will not reflect the impact of the
draft content. However, in a single article view, you may see pending comments and a tab that lets you
click to the Draft Version of an article.

In the example below, there are simple controls to Publish or Reject a Draft version. You can also
Unpublish or Reject currently published versions.
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Published Version | Draft Version  History

DRAFT This artide is pending approval.
E Publish @ Reject EHE Compare to Published Version

Health Care Policy eatn
HRS4 | April 29, 2008 | 4:04 PM e
Posted and Edited by Jordan Frank

B 2 comments

The standard policy covers employees for basic health care requirements, not including dental.

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 by default, although you may elect to add a dental plan at your own
cost.

Common Questions:

1. Is my family covered?

You can extend the plan to cover your family for $500 per month.
Jordan Frank / HRS7 / April 29, 2008 [ 4:05 FM B

2. Are chiropractic visits covered?
DRAFT This comment is pending approval.
This comment cannot be published until the artide HR.94 is published. @ Reject

IUp to 10 Chiropractic visits per year are covered by the plan. These types of visits are subject to a
£20 co-pay.
Jordan Frank / HRSS /May 2, 2008 / 11:13 AM B

3. When does coverage kick in?

Once an article version is published, then any pending Draft comments may also be published.
Moderation History and Edit History

Curious about how this article has evolved over time? If you are interested and have permission to read
the history, you can easily dive into the details. Reading through the trail below, you can see:

. Edit History: Version 94 is currently Published and all other versions are marked as Draft
. Name History: The Page Names "Health Policy" and "Health Care Policy" have been added to the
Draft version of the article.
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. Moderation History: Version 95 was the first Published version, but it was later Unpublished and

the Previous Version 94 was Published

. Label History: The original version of the article was tagged "Policy" and then it was tagged

"Health" a few days later.

Published Version Craft Version = History
History of Health Care Policy
HRS4 | April 29, 2008 | 4:04 PM
Posted and Edited by Jordan Frank
B 2 comments
Edit History [ Compare Selected Versions ]
Traction ID Date Time Editor Description of Changes
{3} HR.104 May 2, 2008 11:26:47 AMEST Jordan Frank
® HR 103 May 2, 2008 11:24:43 AMEST Jordan Frank
O HR98 ay 2, 2008 11:12:09 AMEST Jordan Frank
O HR95 Apr 23, 2008 4:04:57PMEST  Jordan Frank ‘000 Paragraph abou
& HR34 Apr 29, 2008 404:28 PMEST  Jordan Frank Originagl Version
Name History
Traction I Date Action Hame ID
HR.104 May 2, 2003 = +Health Palic 101 (HR) HR94
HR.103 May 2, 2008 ank  +Health Care Policy 100 (HR)  HR94
Moderation History
Traction ID Date Time Moderator Action
HR102 May 2, 2003 11:19:21 AM Jordan Frank B Published
HR. 100 May 2, 2008 11:17:11 AM Jordan Frank [& Unpublished
HRS& Apr 29, 2008 405:05FPM Jordan Frank E Fublished
Label History
Traction ID Date Time Labeler Action
HR101 May 2, 2008 11:17:51 AM Jordan Frank +Health
HR34 Apr 29, 2008 40428 PM Jordan Frank +ralicy
Complete History
Show Reference Map

Status
[ oraFT

DRAFT

[# PUBLISHED

Linked To Status

[& DrarT
[& oraFT

Version
HRS4
HRS5
HR95

Item
HR94
HRG94

From this History view you can look at specific versions and you can then Publish, Unpublish or Reject

that version.
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In this view, you can see the chronology of selected aspect of the history (edits, names, moderation,
labels). If you want to see a merged view of the history (including other types of Audit Trail information),
you can click on the Show Reference Map link to learn more about how this article and the context around
it has evolved. The map also interleaves references to when comments were made and when this article
was emailed.

"Latest Stable" and Work in Progress Views

Traction Release 4.0's collection of features makes work-in-progress collaboration easy while keeping the
"latest stable" version visible for reference. People who have "Read Drafts" permission can work in a
Draft mode which shows the latest working version of content across the TeamPage server - or flip to a
Published mode to show the latest stable (published) view of all content.

This makes it simple for people with Draft permission to work collaboratively on new versions of content
across one or many project spaces without disturbing people who prefer (or are limited to) the latest
stable version of content.

For example, during the often-knotty process of refactoring a wiki - which may require performing a set of
related edits over many pages - authors can collaborate on changes for days or longer without disturbing
the "latest stable" view of the wiki. Page changes can be published later, when all the pages are ready -
or have been reviewed and approved.

The moderation model is seamlessly combined with the TeamPage 4.0 page name and page history
model to support "fearless refactoring” of the names, links and content of a set of draft wiki pages prior to
publication of that set of pages as the "latest stable" version.

Access to the moderation history is also controlled by the per workspace permissions granted to
individuals or groups. This makes it possible for members of the groups participating in draft discussions
to see all of the draft history, discussion and content of any draft version, while groups who are not party
to the draft discussion can only see the history and content of published versions. This makes it possible
to support a "What happens in Vegas stays in Vegas" rule to enable lively internal discussion and wiki
style collaboration to establish a consensus (spanning many wiki pages if necessary) and use of
attributed comments rather than draft edits for published content that represents an important stable
consensus — or a legally binding agreement.

Project Newspage View - Draft vs. Published

See below for sample screenshots of a HR Project Newspage in Draft and Published Modes. Content and
label counts (tag cloud) change when toggling between modes.
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| tracticn
Draft Mode - T

HR Newspage ek T T———eE—— prer—

Search by name or emal

Human Resources Newspage

From HR to you, and back! We provide the altest information on polides and procedures, and wekome
your feadbadk, questions and ideas.

Grey titles indicate draft content | o—

HEADLINES

401K Policy for Employees
The full 401K policy document is attached 1. The policy allows for matching
contribuens and employee control over the securibes held. ...

Bulletin (count 1) label appears.
OPEN ISSUES Az] ACTIVE POLICIES (ALPHABETIC) Add

Pension Plan unfair to 40+ Yr Okl 401K Policy for Employees

Employee Pension Program

One of the employees has noticed that ' i
the plan change penalizes employees at  He2ith Care Polic
gertain age ranges. ... Vacation Policy Documents

RECENT ARTICLES 4] BULLETINS
Human Resources Contacts Human Resources Contacts
re: Health Care Policy (73

re: Health Care Policy 13

Health Care Pokicy

tracticn

Published Mode -
HR Newspage

Human Resources Newspage
Fromito 1o, axdbock We rovicethe st i ok procdres nd e your ek, uesirs.nd
o

HEADLINES =)

Grey titles disappear or revert to brown, if there is a
Published version.

401K Policy for Employees

The full 401K policy document is attached @1. The policy allows for matching contributions and employee
control over the securities held. ..

OPEN ISSUES £] ACTIVE POLICIES (ALPHABETIC) =]

Bulletin label shows no content.

Pension Plan unfair to 40+ Yr Ok Employees 401K Folicy for E
jced n

RECENT ARTICLES F] BULLETINS -
re: Health Care policy 4 W mateing arides
Health Care Policy

re: pension Plan unfair to 40+ ¥r O
Employees:

vacat

Harassment

Search Results View - Drafts vs. Published Entries

Search results (TeamPage FAST Search Module style results shown here) also can present Draft
content, Published content - or both. By default, people who can read both Draft and Published content
see search results that include the most recent Published results as well as any more recent versions that
are still Drafts. Note, In the example below, there are two hits for the same article - the draft version and
the published version.
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t Page > Al

Harrow Results. All Projects = Al & | Recent Artides | Recent i L Sy Edited | De  Draft Mods
Keywords S8more ¥ By Rank | Mewest Frst | Oidest Frst » Any Words | Al Words | Exact Fhrase Show | Snppets w Showing draft arbdes.
health care (3,16} ~= Publshed Hode
care pobcy [0, 14) A Recent Drafts

re 013 ‘fast Search Search Preferences

bbe rewes (3. 10}
jordan frank (0.08)

Companies.
Acoa (1)
Comcast (1)
Consumeans Lnian of LS., Ine (1)
TR (1)

Werknon 1)

Frojects
MarkeWepesrch (8)
L)

Hieoa {3)
Pharmafieiew (3)
FMAZA (3}

Labeks 2 mere
Marks R esearch: compe titon (3)
“Marke R esearnch: collsboration
£

Marke iR asearch: products (2]
HRPolicy ()
:Competitor: SWOT weakness (2]

Types F
Artice (14)

Attachment (3]

Comment (5)

1mere ¥

Amore ¥

Authors k
Joedan Frank (18)

Guest (3]

Wiegiter (7))

201 (2)

e (3

Hames 4 more *
Mitch Waldrep (3)

Chris Riose (1)

D Everitt (1)

Gwen Il (1)

Jerenry Bloochar (1)

Type & few seardh berms o just didk The sesrdh button & Browss

health care

Lt reudt by project A et

Maore Conftrols

Did you mean: hesth care”

Searched for: health care

Health Care Policy

HAP | Aprd 29, 200G | 4

: (od Pt

Pogted by Jofdan Frark | Senlsr regits

FAST Sebup

Shoming 1-25 of 27hits in 0,046 seconds

The standard palicy covers employees for basic health care requirements, not induding dental. The company pays
50% of the prémium snd émployees pay the other 50%. The employes share is..

ri: Health Care Po

RS | May 2, 2008 | 11:1

iy TR

3 A

Posted by Jordsn Frank | Simlar results

Up te 10 Chirapractic visits per year are coverad by the plan, These types of visits are subject to 2 $20 co-pay.

rizz Hizalth Care Po

iy T

HAST | Aprd 29, 2003 | :05 P | Pagted by Jordan Frark | Sendar regulis

You can extend the plan to cower your family for $500 per month,

Health Care Policy

HASE | Aprl 29, 2008 | 404 P | Posted by Jondan Frack

Sanlla results

The standard palicy covers employees for basic health care requirements. The comparry pays 50% of the premiurm
and employees pay the other 30%. The employee share i taken out before tanes..,

Ga1o8. pdl (279.23)

FastiDEA L4 @1

Laat Modifed May 3, 2007 | 5:05 &AM | by

Visitor | Simiar results

providing hospital-type care; « prescription by some...characteristics which s useful for health education, to the
exclusson...the Minister of Public Health - a double red line which...fellowed in institutions/health care centers with

adequate facilities. ..

BBC News | Health | Taking the roar oul of snoring

Restoralves26 | March

2, /T

1240 PM | Posted by Jordan Frank

| 1 Artachment

Similar reuits

A device fitted over the teeth could help snorers Snorers and their partners can look forward to a good night's sleep,
thanks to & device that reduces the noise of snoring by more than a half. The device, developed by a team of
doctars and dentists from Glasgow, fits easily ower the teath,

Squirrels
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Managing and Monitoring Your Draft Moderation and Publishing Activity

Sections can help you manage and display information and meet a variety of use case needs (see
Sections Overview for more information). Sections related to moderation include:

Recently Published
Recently Rejected
Recently Locked
Recently Unlocked

You can also filter other sections by whether articles or comments are in Draft, Published, Rejected,
Locked and Unlocked state.

To Monitor Drafts, you might use the Recent Drafts link to see content ordered by when it was made a
draft:
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w 25 G 27 28 2 30 31
Go to Today
Draft Mode

Showing draft articles.
« Published Mode

A Recent Drafts

Article Tools
=] Add New Article

or you might use the Recent Articles section but filter it to Drafts (screening out Published and Rejected
entries - as was done in the image below. The 2nd section in the image below shows articles based on
when they were toggled to Published (though they are, coincidentally also showing in reverse chron
based on the date they were posted)

RECENT DRAFTS RECENTLY PUBLISHED
Human Resources Contacts Hissan
Jordan Frank [ HR105 f May 2, 2008 [ 1:42 FM admin [ MarketResearch2812 f May 1, 2008 [ 9:50 AM
re: Health Care Policy t1@ Creating a forward link
Jordan Frank [ HR9S [ May 2, 2008 [ 11:13 AM admin [ MarketResearch2811 f May 1, 2008 [ 9:49 AM
Health Care Policy Shared links
Jordan Frank [ HRS4 [ April 29, 2008 / 4:04 PM [ 2 Comments admin / MarketResearch2510 / April 30, 2008 [ 2:36 FM
Corvette Racing Car re: Trip Report: Welsh Supply Co, 6/21/2005 /=
Pozted by Jordan Frank, Edited by Jason Siegal / Wikile4 [ admin / ExecutiveTeam324 / April 30, 2008 [ 2:24 PM
February 26, 2008 f 10:33 AM [ 1 Comment

I am at training with CDRH
re: Q2 Results for ABC Corp 102 admin / MarketResearch2809 / April 30, 2008 [ 1:16 PM
Jordan Frank [ Wiki1le2 [ February 26, 2008 [ 10:17 AM

Advanced Moderation Techniques

Doc612: January 4, 2009 12:37 PM, Posted and Edited by Paul Needham

As discussed in Page Name Management and Name History and Page and Comment Moderation,
TeamPage provides a powerful set of tools for creating wiki-style online documentation. Page and
comment moderation can also be used independently from using named pages. This article provides
hints and techniques that will help users more effectively use these capabilities.

Using Read Published, Read Draft, Author, Edit and Publish Permissions

By assigning Read Published Articles, Read Draft Articles, Author, Edit Articles, Publish Articles, etc.
permissions to various accounts, in combination with use of various project settings, you can support a
variety of documentation access and workflow requirements. For example, you can create the following
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conditions:
Selected users only see published content

In this case, you would not give these accounts Read Draft Articles, Author, Edit Articles or Publish
Articles permissions, only Read Published Articles permissions. (If making the documentation project
accessible without using a login account, this would apply to the Visitor account.) Since the users do not
have Read Draft Articles permissions, they will only see the published versions of pages, even when draft
versions exist. They will also be able to see and click on links to:

1) pages for which only a draft version exists, in which case they will receive a message that a draft
version exists, but they do not have the rights required to view it

2) pages for which the name has been created, but the page does not yet exist, in which case they will
receive a message that the page does not exist and they do not have the rights needed to create it

Only selected users can publish content

In this case, you give Publish Articles permissions only to the "publisher/editor" accounts and not to the
accounts of users tasked with creating draft versions. Thus, you will have:

1) Authors, with both Author and Read Draft Articles permissions. Depending on workflow, these
accounts will at least have Edit Own Articles permissions and frequently have Edit Articles permissions.

2) Publishers, with both Read Draft Articles and Publish Articles permissions. Depending on workflow,
these accounts may also have Edit Articles and Author permissions.

3) Publishers, or a subset of this group, can be given Lock/Unlock Articles permissions so they can
prevent or allow the creation of a new draft version of an article.

This scenario can be further refined by using the project setting that determines whether an account with
Publish Articles permissions has the Article Editor set to publish articles by default when they are posted.

Using Moderation Projects

When comments are posted directly in a documentation project, Traction will automatically manage the
visibility of comments made on draft articles. These comments will be visible only to accounts with Read
Draft permissions as long as the article they are commenting on has not been published. However, as
soon as the article is published, these comments will become visible to all accounts with Read
permissions for the documentation project. Likewise, comments made on articles that are in a published
state will be visible to accounts with Read permissions.

Therefore, in the case of a documentation project which is intended for readers who should only see
published pages, it is frequently useful to use a Moderation Project as the project where comments on
articles/pages in the documentation project are posted. The main advantage of using a Moderation
Project is that the visibility of the comments posted to it will then be tied to the Read permissions granted
for that project, rather than the Read permissions for the documentation project itself. When using a
Moderation Project, the project administrator for the documentation project can require that all comments
on the documentation project be posted only to the designated Moderation Project or that the Moderation
Project be the default project for comments, but users can choose to post comments to any other project
where they have Author permissions.

When using a Moderation Project, it may also be useful to:
1) Apply labels from the Moderation Project to articles and individual paragraphs in the documentation
project, so that they are not visible to accounts that do not have Read permissions for the Moderation
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Project. See Using Labels to Help Manage Updates below for some ways you might want to use labels
in conjunction with moderated publishing.

2) Locate sections for managing moderated publishing and named pages in the Moderation Project,
rather than in the documentation project itself.

Tip: Itis also possible to have users post their comments on pages in a documentation project to projects
that only their team/company has Read permissions for. This essentially creates "private” comments that
only members of that team/company see when looking at the documentation project.

Using Sections to Help Manage Page Moderation and Named Pages

As discussed in areas on specialized sections in Page Name Management and Page and Comment
Moderation, TeamPage allows sections to be configured specifically for the purpose of helping manage
moderated publishing and use of named pages. When working on any sizable set of pages, creating and
using these sections will prove indispensable.

These sections can be placed wherever sections can be used, such as in project newspages, in Profile
pages or even in articles. Since it is generally not desirable to expose these sections to readers of a
documentation project, you may not want to place sections that list published pages, etc. on the
newspage of that project. However, you can:

1) Place sections that list articles only visible to users with Read Draft Articles permissions on a a
documentation project newspage. Simply set the section option Show Section Title to Only if Section has
Content. Since there will be no matching articles/pages when the newspage is viewed by someone
without Read Draft Articles permissions, the section will not show at all.

2) Place the sections on the newspage of another project, such as the designated Moderation Project. In
fact, if you have multiple documentation projects, you can consolidate sections for managing page
moderation and hamed pages on the same newspage or Profile page.

Note: when using a section that shows pages in a draft state, draft pages will only show up in the section
when the project containing the pages is set to Draft Mode (e.g. a section set to show only draft pages will
be empty if viewing the project in Published Mode).

¥ A5 JAb A5 28 2% G0 3]

Draft Mode

Showing draft articles.
« Published Mode

S Recent Drafts

Article Tools

=] Add New Article
Using Labels to Help Manage Documentation Updates, etc.

Wiki-style documentation projects generally are organized by creating sets of pages linked by page
names, rather then by using labels to categorize articles and group them into sections. However, you can
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also apply labels to articles, paragraphs and comments as an organizational technique to help manage
such things as marking pages for revision, assigning tasks, tracking completion status, asking questions,

etc.

For instance, the following techniques were used in a revision cycle for the Traction TeamPage online
documentation you are reading. For this revision cycle, an outside contractor created draft pages, which
were then reviewed, edited and published by Traction Software staff.

Note: As described above, a Moderation Project was used in order to keep all labels and comments
involved in the revision process from being visible to people viewing the online documentation in its
published state.

A label in the form "r41" was applied to pages that needed updating based on new capabilities and
other changes made in a new enhancement release of the TeamPage software.

A "to do" label was applied in conjunction with that label to flag that the page had not yet been
updated.

A section was created to list those pages to be updated (filtering for the "r41" and "to do" labels)
Another section was created to list pages in a draft state where the "to do" label had been changed
to "done." This provided a list of pages ready to review, edit if needed and then publish.

From that point forward, users with Read Published rights to the Moderation Project, are able to see
immediately by looking at the labels whether a page they are looking at in the Documentation
project has been updated for that release (it will have the "r41" and "done" labels).

Labels were also used to indicate specific images in articles that a) needed to be replaced
immediately or b) are slightly out-of-date, but didn't need immediate replacement

Labels were applied to comments made to the Moderation Project to indicate whether they required
action by Traction Software or by the outside contractor
Sections were created to list Traction Software open "to do" items and contractor open "to do" items

In this case, the newspage of the Moderation Project for the Traction Documentation project ends up
looking like this:
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Documentation Style Guide and Conventions
Traction Documentation Feedback and Update Process

CMS TASKS

re: Displaying Images '@

This article is broken: the RS syntax is not shown. tg;; [
Paul Nesdham [ DocFeedhack 338 [ March 1, 2005 [ 1:07 PM

Vote for This! [/ Score: O
re: Add New Article fé:‘g [}

The RS insert image syntax is not showing in the body. Fix this.
1:03 PM

Pzul Neadham [ DocFeedback 338 [ March 1, 2009

Vote for This! | Score: O

Read More CMS Tasks...

REQUESTED PAGES

Using FAST Searches in Sections
Eligible for Inclusion in the Digest
Project Status

Read More Requested Pages...
T5I TASKS

re: Using the Document Management Interface
(DMI) =

You should insert exactly which permission gives the right to
delete a file or folder. I am assuming it is Modify Share Folder.

Paul Needham [ DocFeedback 232 [ February 2, 2005 [ 1:34 AM

todo
TsI |:|

Read Maore TSI Tasks. ..

(431] ARTICLES TO-DO

[aaa]

Copyright © 2010 Traction Software, Inc.

[(aaa )

((2a0)
Add Mew Article

Adding and Editing Attachments
Advanced Moderation Techniques
Automatically Saved Drafts

Displaying Images

Edit an Article

Erriail an Article to Traction

Ermail Digest

Embedding Sections in Articles
Introduction to the Traction User Guide

Read More Artides To-Do...

ORPHANED PAGES

Frontpage Sections
Subscription Queries
Using HTTPS with Traction

Read More Orphaned Pages...

RECENT ARTICLES DONE - DRAFT

File Locking

MIME type information

Erriail Notifications

Fitter Motifications by Event Type
Digest Sections

Read More Recent Artides Done - Draft...

Using Email Notifications to Speed Interaction

When more than one person is working in a moderated publishing mode, setting up email notifications for
changes made to articles/pages in a project can significantly speed up interaction. For instance, a person
responsible for publishing articles can be set to receive an email notification when a draft article has the
label changed from "to do" to "done." See Email Notifications for more information.
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