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Introduction

The introduction section of the document describes the scope and objective of Office 365
Chronodat Issue Tracker Add-in.

Scope & Objective

The Chronodat Issue Tracker add-in provides a method to track clients and their|T project-related
issues. Does your business have multiple clients? Does a given client have multiple IT projects?
Does each client have IT project-related issues that need tracking? Look no further -the Issue
Tracker add-in keeps everything separated, within an easy-to-manage interface.

The Issue Tracker add-in utilizes Office 365 SharePoint Online and SharePoint On-Premises. After
a small amount of configuration (mostly just defining your clients and their respective project
names), you are up and running!

Add-in Overview

The primary objective of the add-in is to create an IT project-related issue for a specific client, and
track that issue to its end resolution. After creating it, the issue is assigned, worked, resolved,
then closed. If your team is Scrum- or Agile-based, the design and workflow of the Issue Tracker
add-in will be very familiar to you.

Client, Project and Personal dashboards in the same format is available for each Team member
to see his or her own issues
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Features:

e Pre-defined Issue Types, such as Defect, Improvement, New Feature, Task, etc., all
configurable according to your business

e Pre-defined Issue prefix to easily identify and manage issues; for example, “IT-Issue-2016-
-III

e Pre-defined Issue Categories (such as Hardware, Software, etc.), & Issue Sub-Categories
(such as broken monitor, need Microsoft Office installed, etc.), all configurable according
to your business

¢ Pre-defined Resolution Categories, such as Fixed, Cannot Reproduce, Works as
Designed, Canceled, etc., all configurable according to your business

e Pre-written Email Templates for notifications sent to the client, again, configurable
according to your business

e Color-coded, built-in dashboards for quick metrics & reporting, with no configuration
needed; there is a Global Dashboard for all client issues, and a personal Dashboard for
each Project team member. In both types of Dashboards, you see:

o 10 most recently updated Issues, by Status

Issue Status pie chart (Active vs. Closed)

Issue Status bar chart, based on Priority

Issue Status bell curve chart, based on Project

Issue Status grid, based on Assigned To

5 most recently updated Issues, regardless of Priority or Status

O OO0 OO

¢ Project and Client Dashboards for Issues related to a specific client or project. In both
types of Dashboards, you see:
o 10 most recently updated Issues, by Status
Issue Status pie chart (Active vs. Closed)
Issue Status bar chart, based on Priority
Issue Status bell curve chart, based on Category
Issue Status grid, based on Assigned To
5 most recently updated Issues, regardless of Priority or Status

O O O O O

e Anlssues Board, with column-based board views, with a drag & drop feature for quickly
changing Statuses

e Powerful Search engine to find Issues quickly & easily

e Export options, such as Excel, PDF, CSV, and more
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Setup for designating a client's Project Support Contacts

Issues document repository for uploading & storing documents for the Project team to
share and use

A Project Team Calendar to keep track of client and project meetings, Project team social
events, etc.

Possible to change logo and add-in color scheme
Restrict add-in settings access to specific SharePoint group

Security is built in, and user access is very customizable
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Configuring Chronodat Help Desk Add-in

1. Click Chronodat Issue Tracker.

CHRONDODAT Chronodat Issue Tracker

Sl e

Issue Tracker

2. Click the red button to review the Add-in Settings.

Welcome to Chronodat Issue Tracker!

The Chronodat Issue Tracker add-in provides a seamless integration of Project Management and Issue Tracking features, using Office 365 SharePoint Online or On-
Premise. The benefits of the add-in are immediate, due to the robust features and user-friendly interfaces it provides.

The primary objective of the Chronedat Issue Tracker add-in is to create a project related issue, and track it to its end resolution. For example, creating a new
issue and assigning it to a project team member to be worked, working on it, resolving it, then closing it. If your team is Scrum- or Agile-based, the design of the Issue
Tracker add-in will be very familiar to you.

This add-in was built in SharePoint, for use in SharePoint, designed with a high tech, device-friendly interface (mobile or desktop). Both the Project team AND end
users can submit new issues.

Using this add-in, your project team has access to color-coded, built-in dashboards for quick metrics & reporting. Dashboards in the form of pie charts, bar charts,
bell curve charts & grids let everyone see all requests by Status, Priority, Category, Assigned To, or Most Recent, to quickly assess the current and overdue Support

requests.
A client, project and personal dashbeard in the same format is available for each Team member to see his or her own requests

Click the Add-in Settings button to review and update the default settings:
of Add-in Settings

Note: This add-in is compatible with IE10 and later, as well as the latest version of Chrome and Firefox.

See the links below for complete documentation and a demo video.

i [

User Manual Demo Video

3. Onthe Generaltab, enter the name you want for your Issue Tracker add-in (it will display
on screens such as the Dashboard).

= 4 Create new Issue

Chronodat Issue Tracker ciobzi Dashboare

|#* Issue Tracker Global Dashboard
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Select who can access the Add-In Settings (select a specific SharePoint group)
Select who can access Dashboard (select a specific SharePoint group)

Then add the name of the Support Manager.

Copy and paste logo URL from your intranet or from a SharePoint library. Follow
the logo height and width specifications.

o Change color scheme as per your branding requirements using predefined color
schemes.

O O O ©O

Add-in Settings Manage settings #  (DeveloperSite -~ Home - Add-in Settings

Click each tab below, and review the General and Email Notification specifications.

Available fields for each 'Notification" tab:

IssuelD, Title, LinkTitle, IssueStatus, Priority, AssignedTo, Resolution, IssueCategory, IssueSubCategory, CreatedBy, Created, ModifiedBy, Modified.

General Open Email Notification In Progress Email Notification Resolved Email Notification Reopened Email Notification

Assigned To Email Notification

App Name: * ‘ Chronodat Issue Tracker |

Issue ID (Prefix): * ‘ IT-Issue-2016- |

Add-in Admin: * \:Developersite Owners ':\
Dashboard access granted to: | Developer Site Owners ¥ |
(select a group with at least "Contribute"
access) *
Name of Support Manager: * ‘MX |
Add-in Logo URL: ‘ ~fImages/logo.png |

(width: 165px; Height: 54px) *

Add-in Mini Logo URL! ‘ ../Images/minilogo.png |
(Width: 40px; Height: 54px) * .

Color Scheme: * \‘Greeni"\

4. Click the next tab in sequence. You may be tempted to press Save, but you need to finish
reviewing all the other tabs. If you do, however, click Save, you can always quickly get
back to this screen by clicking Settings > Add-in Settings. This tab allows you to
configure the email that will be sent to the user after submitting a Issue.

o Ifyou don't want the user to receive an email, just click Disable. If you do want
the user to receive an email, leave the default.

o Thefirst field is how the subject line will display in the email to the user. You can
either change the text, or leave the default.

o Notice how the Subject contains {IssuelD}. Not only can you use that field, but a
host of other fields, which are listed in the blue bar above.

o The next field contains the text in the body of the email to the user. Again, use the
available fields listed in the blue bar, and configure the text however you like!
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General Open Email Notification

Email Subject

In Progress Email Notification

Enable/Disable Email Notification: * m
*

Resolved Email Notification Reopened Email Notification

late for Request Confi ion to req

Email Body template for Request Confirmation to requestor: *

[ ALL tabs reviewed

Ch dat Help Desk - Request {RequestID} has been submitted.

Confirmation Notification:
Request {RequestID} has been submitted

Requested For: {RequestedFor}
Requested By: {CreatedBy}

Assigned To Email Notification

5. When finished, click the next tab in sequence. This tab is very similar, but it'sifor the email
that the user sees when the Issue has moved to In Progress.

o Again, you can turn it off by clicking Disable.
o Configure the subject line in this field. Remember you can use the available fields

in the blue bar above.

o Configure the body of the email in this field.
6. The rest of the tabs function the same way.

o This tabis for the email sent when the Issue has been Resolved.

o This tab is for the email sent when the Issue has been Reopened. That means the
Issue when through the entire workflow (ending with Resolved), but it wasn't truly
resolved, and had to be reopened. When an Issue is reopened, the Support
Manager is cc'd on the email notification, so that he or she is aware that

something didn’'t go quite right.

o The last tab is for the email sent to the Project team member who will be working

the issue.

Once you're finished reviewing all the tabs, click the blue button at the bottom. As

mentioned before, you can always go back and make some aajustments if you change
Yyour mind! Just click Settings > Add-in Settings.

Now Add-in redirects to Dashboard page (Empty Dashboard).
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9. Next, you click Settings > Categories. This screen is for defining the high-level Categories
that your Issues will be listed under. You can add a new Category by clicking New Item,
or edit the Cateqgories that are listed by clicking Edit this list. I'll show you both.

o New Item > I'll enter Air Conditioning/Heating, then click Save.

Issue Tracker

BROWSE

Issue Catego ries lanage Categories

[# Add New/Edit Categary

@ new item or edit this list

Current View ... Find anitem 0

v Edit Title

Hardware %

Software %

Account Administration s
O categories
Phones

MNew Employee 3¢

Data Management %

0O ITPTL

Other/General ¢

o [I'llnow click Edit this list. To make changes, click the ellipses beside an item. |
want Other/General to say just Other, so I'lL click the ellipses beside it, Edit Item,
remove the unwanted text, Save, then click Stop editing this List.

10. Next, you click Sub-Categories & Support Contacts. Since we just defined our high-level
Categories, now we want to define their Sub-Categories, and designate a Project Support
Contact for each.

o Remember we saw Hardware, Software, etc.? Well, notice how there is Install
Monitor and Replace RAM under Hardware. Install MS Office, Re-lImage User
Machine under Software. You get the idea.

0 You make changes the same way - you click New Item or Edit this list.
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o Beside each item, you need to designate a default Support Contact so that
anytime an Issue is put in under this Category & Sub-Category, it will automatically
be assigned to that person, and he or she will receive an email notification (along
with the user) when a new Issue is submitted.

-
Issue Tracker = _

BROWSE

Issue Sub-CategDries & Suppor‘t Contacts | lanage Sub-Categories & Support Contacts
[# Add New/Edit Sub-Category & Support Contact

@ new item or edit this list

o Settings i Current View .. Find an item Jel

¥ Edit Title Issue Category Support Contact

B Install Monitor % === Hardware Anuradha Edla
3 Replace RAM 3% =ss  Hardware Anuradha Edla
Ep  Install M5 Office % === Software
5\ Re-Image User Machine === Software

O Sub-Categories &

Support Contacts D Email Account 3 =ss  Account Administration
=] Add to AD group # ==« Account Administration
Ep Install Head Phones 5 === Phones

o Ifyour Support Team is already part of a SharePoint group, you can assign that
SharePoint group as your Support Team in Chronodat Issue Tracker, which we'll
see more about in the Security section of this video.

* |'lL go through one example: click the ellipses, Edit Item, I'lL enter Lee, I'lL
select John Lee, Save, then click Stop editing this list.

= You would then continue with the remaining items in the List in the same
way.

M. Now that we've defined the Categories, Sub-Categories, and designated Support
Contacts, we want to configure the Issue Resolutions, so I'll click Resolutions on the left.
These are closing resolutions when a Issue has been evaluated or worked. Again, click
New Item or Edit this list.
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Navigation
General Navigation

Navigation options are found in the left margin. The arrows function as a toggle, and indicate
more menu items below. There are 3 sections: a Global section for viewing ALL Issues, a User
section for viewing your own Issues, and a section for Team Documents and a Team Calendar.
We'll be going through each of these items in more detail.

Navigating to the Dashboard

You can click the Home (house) icon at the top right, the Chronodat Issue Tracker icon atithe top
left, or Dashboard in the left navigation to go to the Dashboard. All 3 methods take you tothe
same place.

Hiding the Left Navigation
You can click the ‘bar” icon at the top left (next to Create new Issue) to hide the left navigation,
thus widening the information on the page that is currently displayed.

£l Issue Tracker

BROWSE
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Creating a New Issue

Now that we've covered the basic navigation, let's create an Issue. Click the Create New Issue
button at the top left. Complete the fields (required fields are indicated by a red asterisk), then
click Submit.

New Issue
Client: * Project:*
Select v Select v
Issue Title: *
Enter Issue Title

Issue Description: *

Enter Issue Description

Priority: * Issue Owner: *
(2) Medium v Veera K x
Issue Category: * Issue Sub-Category: *
Select v Select v
Single Attachment: Issue Type: *
| Choose File | No file chosen Select v

To attach multiple files, open the request
after it has been submitted (you will receive
an email confirmation with a link), then
attach the subsequent files at that time.

m Can cel

Assigning a Issue
e Issues are automatically assigned to the team Contact defined in the Sub-Categories list.
e You can, however, manually assign a different Support Contact to the Issue.
e IfaSupport Contact is not defined, the Issue will be assigned to the user who creates the
Issue.
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Open the Issue by clicking on the Issue ID. Click Edit ltem, then enter a Project team member
under Assigned To (just start typing the first few letters of the last name), then click Save.

Issue Owner and Support Contact receive email notifications.

@

Chronodat Issue Tracker <no-reply@sharepointonline.com> ® 5 Replyall |V
Today 2:47 PM
Anuradha Edla ¥

Assigned To Motification:
Issue IT-Issue-2016-10 has been assigned to you.

Issue Title: Increase List view threshold for auditors and administrators

Issue Owner: Kim Marklund

Requested By: Veera Reddy Kolan

Summary: Specifies the maximum number of list or library items that a database operation, such as a query, can process at the same
time when they are performed by an auditor or administrator with appropriate permissions. This setting works with Allow Object
Maodel Override.

Status: Resolved
Category:
Urgency: (1) High

Resolution:
(Fixed)

To view the request details:
Increase List view threshold for auditors and administrators
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Dashboards
We understand the importance of reporting, so forget your Excel spreadsheets and the manual
work of chasing down unresolved Issues. The Dashboards will give you your reporting statistics.

Click Global Dashboard. The Statuses are listed horizontally above. Issues (Active) means
anything not in a Closed or Accepted state. Projects associated with current issues. Click “View
All" to view all projects irrespective of issues. Clients associated with current issues. Click “View
All" to view all Clients irrespective of issues.

Chronodat Issue Tracker ciobz Dazhbozre

|#” Issue Tracker Global Dashboard

19

Issues

View Al

View Al

10%

Issue Resolution Rate

View All ©

= L atest Issues

Assigned To Me Open In Progress Resolved Closed Reopenad
Issue Issue

Print/Edit/Delete Issue ID Title Status Priority Issue Type owner Modified

27X IT-Issue- Create a SharePoint Sub-site Open [EEZZT) improvement  Anuradha @ 2hours ago
2016-21 Edla

=X 1T-Issue- Mew issue test Open =T improvement  Anuradha @4 hours ago
2016-20 Edla

2% IT-Issue- Add new reports Open EEZT) MewrFeature  Anuradha @5 hours ago
2016-19 Edla

The large boxes on the top match the tabs below it. Scroll through the tabs to see the respective
Issues for each Status. The list contains the latest 10 Issues for each Status.
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Notice the pie chart on the right, which gives you a visual of the Active vs. Closed Issues, and
quickly lets you see that there are a lot more Issues that are Active than Closed.

€ Issue Statistics -

45

Open a
In Progress a
Resalved a
Closed a
Reocpened a
Active 0%

Closed 10%

The bar chart gives you a quick assessment by Priority for each Status. Red indicates High,
Yellow is Medium, and Green is Low priority. So for the Open status, 4 tickets are High priority.
For In Progress, 3 are Low priority, and so on.

lil Issue Status by Priority ~ ~ .
T —
6
E
4
3 In Progress
2 High - 0
1 B Medium : 2
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Below the Issues is a bell curve chart, by Projects. Hover over the labels at the bottom to see a
popup with more information about them. Focusing on the Project labels at the bottom, you will
see that the majority of Issues have been Software Issues (if you look on the left, there have been
4 Issues), and very few Issues have been submitted for Phones.

| [ssue Status by Projects

4

2. g— GMR DC
Open:1

M In Progress - 0
Resolved : 1
Closed - 0

0 Reopened : 2 L]
GHMC Transport Everest DOM ARDC Metro System

The grid below shows you Issues by Assigned To. This display quickly lets you know how your
staff is doing with regard to the Issues assigned to each member. You can quickly assess that
John Lee has the bulk of the Issues assigned to him. This display lets you quickly see who might
be overloaded or not have enough work, and you can make any necessary adjustments.

BE Issue Status by Assignee - "
Copy H SV ‘ Excel ‘ PDF ‘ Print
l'E In

Assigned To Open Progress Resolved Closed Reopened Total
eAnuradha Edla 6 1 0 0 1 8

&  Chris Brown 2 1 0 0 0 3
-

™ Jennifer Glover 0 0 0 0 1 1

-
@ «im varkiung 1 2 1 1 0 5

a Nita Daniel 0 1 2 1 0 4
f Total 9 5 3 2 2 21

Notice the buttons at the top left. These are for exporting the grid.

= Copy copies the table to the Clipboard.

» CSV means comma-separated values, and is just the raw, unformatted data

= Excel puts the grid in an Excel file, so that you can take advantage of the filtering, and
formatting features that Excel provides

= " \PDF exports the grid as a PDF file, and Print is for printing the grid
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Project and Client Dashboards.

Click on Project or Client Link in Projects table to view Project or Client Dashboard.

|#a Projects

Show 10 rows

‘ Copy H csv H Excel H PDF H Print ‘

# Project Name &

# Everest DOM

# GHMC Transport

#GMR DC

# Metro System

Showing 1 to 4 of 4 entries

Team Members

o

e e
@am
20:
- i
G
R 4

Project Lead

Project Progress

|
15% Complete

55% Complete

3

ot 75% Complete

25% Complete

Client

RamCo

PowerSys

SolorData

Chronodat

Search:

#Edit

Previous MNext

Status

Project Dashboard

8

Active

View AllD

= Latest Issues

'ﬁ' Everest DOM Manage Issues

|+ Issue Tracker Project Global Dashbeard

2

In Progress

View All®

2 1

Closed

Resolved

View AlLD View All©

0

Reopened

View All®

# devopsl3 Home - Project

@ Issue Statistics

Assigned To Me Open In Progress Resolved Closed Reopened
Active 29%
Issue Issue Issue Closed 11%
Print/Edit/Delete  Issue ID Title Status Priority Type owner Modified
22X IT-lssue- SharePoint site is not working. Open [ (2) medium JDECS Anuradha @ 6 hours ago |ail Issue Status by Priority x
2016-17 Edla
=X IT-Issue- List view threshold for auditors and Open [ (1) tieh | Defect Chris Brown (@) Yesterday at 2
2016-1 administrators 6:29 PM
1
i Projects -
Search: 0 -
& &
. &
# Project Name 12 Project Description Project Lead Project Progress Client Status #Edit &
&
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Client Dashboard

h RamCo 1= nage lssues # (devops13 Home - Client
|#7 Issue Tracker Client Global Dashboard
4 2 2 1 o & Issue Statistics -
Open In Progress Resolved Closed Recpened
View All® View All@ View AlID View AllO
= Latest Issues
Assigned To Me Open In Progress Resolved Closed Reopened
Active 29%
Issue Issue Issue Closed 11%
Print/Edit/Delete  Issue ID Title Status Priority Type Owner Modified
2% IT-Issue- SharePoint site is not working. Open [ (2) wedium LI Anuradha @6 hours ago |ubl Issue Status by Priority
2016-17 Edla
=2EX IT-Issue- List view threshold for auditors and Open Defect Chris Brown (@) Yesterday at 2
2016-1 administrators 6:29 PM
1
4w Projects - I I HI I
& fe & & . &
#ProjectName  |:  Project Description Project Lead Project Progress Client Status. #Edit (_Q“o & © Qgp
8
P, .8 — e — [ .. T ._..]

If you want to change your avatar or edit your profile in any way, click on the name, it displays a
menu option “View Profile”, click on view profile and a SharePoint profile page will display. Click
the Back button on your browser to return.

Hello, Anuradha Edla

|
Lo

Anuradha Edla
€ Issue

View Profile Sign out

o
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The last area to point out is the Recently Updated Issues on the right. These are the 5 most

recently updated Issues, regardless of Priority or Status.

-

e

[# Recently Updated Issues ~ ®

IT-Issue-2016-21 - Create a SharePoint
Sub-site

Open : Modified By - Anuradha Edla

IT-Issue-2016-2 - Number of content
databases

In Progress : Modified By - Anuradha ...

IT-Issue-2016-20 - New issue test
Open : Modified By - Anur...

IT-Issue-2016-19 - Add new reports
Open : Modified By - Anur...

IT-Issue-2016-18 - Work on new
interface

Open : Modified By - Anuradha Edla

View All Issues

Note that clicking View All Issues at the bottom right is the same as clicking the Active box at the

top left.

|#” Issue Tracker Global Dashboard

View All©

10%

Issue Resolution Rate

View All©

—

RC

N
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The list of Issues in the middle is the latest 10 Issues. If you want to view ALL Issues under a
particular Status, click View All below it.

= Latest Issues

Assigned To Me

Print/Edit/Delete

a2zX

Open In Progress Resolved Closed Reopened
Issue

Issue 1D Title Status Priority
IT-Issue- SharePoint site is not working. Open [ (2) Medium |
2016-17
IT-Issue- List view threshold for auditors and Open [ (1) vigh |
2016-1 administrators
IT-Issue- Find Number of content databases Reopened  [BEEY
2016-14
IT-Issue- Increase Content database size (all usage In [ (2) medium |
2016-12 scenarios) Progress

Issue
Issue Type Owner
Defect Anuradha
Edla
Defect Chris
Brown
Improvement  Jennifer
Glover
Improvement  Chris
Brown

Modified

(@5 hours ago

(@ vesterday at

6:29 PM

(@ vesterday at

6:29 PM

(@ vesterday at

6:20 PM

The page that displays shows all Issues for this Status in a grid layout, sorted by Modified Date.
Notice the same Export options at the top Lleft that we just saw, which shows the consistency in
the add-in. There is also a Search box at the top right, plus buttons at the bottom right for paging
forward and backward.

showing 1 to 5 of 5 entries

Issues - Opel"l Manage Issues

Ik

Print/Edit/Delete Issue ID Title

=2aX IT-Issue- SharePoint site is not working.
2016-17

22X IT-Issue- Site collections per content database
2016-8

=2a2X IT-Issue- Document Content database size (document archive
2016-11 scenario)

=X IT-Issue- Coauthoring in Word and PowerPoint for .docx, .pptx and
2016-4 .ppsx files

=X IT-Issue- List view threshold for auditors and administrators
2016-1

Issue

Status

Qpen

Open

Open

Open

Open

Issue

Priority Type

EXEY | efect

Task

ELZE] | NewFeature

ELZE] | Improvement
(1) High Defect

Issue
Category

Data
Management

& Jdevopsia Home - Issues- Open
Search:

Issue Assigned

owner To Modified

Anuradha Anuradha @ s hours ago

Edla Edla

Kim Kim @ Yesterday at

Marklund Marklund 6:34 PM

ChrisBrown | ChrisBrown | (3)Yesterday at
6:34 PM

Chris Brown | Chris Brown ®Yasterday at
6:33 PM

Chris Brown | Anuradha ®Yesterdayat

Edla

6:29 PM

Previous - Next

You can change how many rows of data display by clicking the button at the top left. The default
is 10, but you can select 25, 50, or AlL
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An Editicon is located to the left of each Issue, which opens a form for the Issue, already in Edit

mode. The Delete icon deletes the Issue, right from this screen.

Issues - SharePoint site is not working.

VIEW

l__%""

Edit
Manage

Issue Details

IssuelD
Issue Title
Description
Project
Issue Type

Priority

Issue Category

Version History

5 = &% Shared With
-

Alert Me

@& Workflows

HEM O Delete Item

Actions

IT-Issue-2016-17

SharePoint site is not working.
SharePoint site is not working.
Everest DOM

Defect

(2} Medium

Data Management

If you click Issue ID, it takes you to the same form, but you're in View mode. You can, however,
click Edit Item to make a change.

Issue Details

Issu=lD
Issue Title *

Description

Project
Issue Type

Priority

Issue Category

Issues - SharePoint site is not working.

EDIT
HB oo XN ¥
ER Copy
Save Cancel Paste e = Delete  Attach Spelling
Itemn File -
Commit Clipboard Actions Spelling

IT-Issue-2016-17

| kiha rePoint site is not working.

SharePoint site is not working.

Everest DOM hd
(2) Medium

[ Data Management M
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Comments section in the Issue form keeps track of Issues history logs. Support team members
can update or delete their own comments.

Issue Status *
Hours/Story Points

Issue Owner * Kim Marklund x
Related Issues [ IT-Issue-2016-10 X | | T-lssue-2016-11 % | | ITlssue-2016-14 % |
Comments Anuradha Edla 8/27/2016 3:15:54 PM 2
Working with operation team to get content database info.
Anuradha Edla 8/27/2016 3:16:42 PM 21X

Got access to servers. Waiting on SQL Servers access.

The column headings are sortable. Just click a heading. For example, let's say we want to sort
the grid according to Issue Category, so I'll click that heading. You can refine it further by
Ascending or Descending order —just click the icon beside the heading.

{H Issue Issue Issue Issue Assigned
Print/Edit/Delete Issue ID Title Status Priority Type Category Owner To Modified

There is also a handy Print icon next to each line for quick printing of an individual Issue.

You can search for Issues with the Search field at the top right. Enter your search criteria here -
just start typing —there is no need to click <Enter>. You can search for any text or number, and
the Search looks in all columns.

Search:

CHRONODAT
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Issues Board

Issues Board ianage ssues

A  (devopsi3 Home - Issues Board

Qpen (5) In Progress (5) Resolved (3) Closed (2) Reopened (2)

IT-1ssue-2016-1 IT-Is5ue-2016-2 e IT-Is5ue-2016-6 H IT-Issue-2016-9 M IT-Issue-2016-13 ™

List view threshold for auditors.... Number of content databases Remote BLOB Storage (RBS) sto... Find Maximum size of the conte... Enable Content database size (g...
o (2] = =

ITissue-2016-4 ran ITIssue-2016-3 3] IT-lssue-2016-7 o) ITissue-2016-10 3] IT-issue-2016-14

=%

Coauthoring in Word and Power... Maximum size of the content da... Increase List view threshold for ... Find Site collections per conten... Find Number of content databa...

[ [5] - [ Defect | -

IT-Issue-2016-8 H IT-Issue-2016-5 H IT-Issue-2016-15 E’j

site collections per content dat... 250,000 per site collection/250,.. Purchasing Team - Increase List ..
(s ) -

Click Issues Board on the left to see ALL Issues in a visual display, by Status. Instead of @pening
an individual issue and changing its Status, you can drag and drop for quick editing. Resolving an
issue is a simple drag & drop. Likewise, you can re-open a Closed issue with a simple drag &
drop. An email notification will be sent to the user each time you change a Status, and the email
will include a link to the issue.

This board also gives you a quick indication of who has the most Issues assigned to them.

Click the Issue ID to see the details, or make changes. The same form opens that we saw before.

Accepting Issues
Once a issue has been changed to a Status of Closed, it can be Accepted

An Accepted option will become available in the Issue Status field, but only if the issue is set to
Closed (for example, you won't see Accepted option available if the Status is Resolved).

Change the Issue Status to Accepted. Keep in mind, once a ticket is Closed or Accepted, it
CANNQOT be reopened. Only Resolved tickets can be reopened.

Assigned To * Mita Daniel x
Issue Status *

Closed

Hours/Story Points | Accepted

Issue Owner * Nita Daniel x

Related Issues Select Related Issues for this tem. .
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My Dashboard / My Issues / My Issues Board

Click My Dashboard to see your own individual Issues and statistics. The same layout displays as
we saw before, with a graph, pie chart, and bar chart, representing the same statistics, so there is

a nice consistency.

My Dashboard tanage issues
l## Issue Tracker My Dashboard
%
3 0%
Projects Issue Resolution Rate
View All© View ALO View AL View AllQ
= Latest Issues
Open In Progress Resolved Closed Reopened
Issue Issue Issue
Print/Edit/Delete  Issue ID Title Status Priority Type owner Modified
=X IT-Issue- SharePoint site is not working. Open [ (2) edium [VEEEY Anuradha @6 hours ago
2016-17 Edla
22X IT-Issue- List view threshold for auditors and Open E3 Defect ChrisBrown  (Z) Yesterday at
2016-1 administrators 6:29 PM

A qdevopsi3

Home - My Dashboard

@ Issue Statistics

4

\

In Progress

Open

Resolved

Closed

Reopened

Active

100%

Click My Issues, and then make a selection to see all your Issues for a particular Status. Again,
the layout is consistent with the one we saw before, only this time it is for your own individual
tickets. Click the Editicon to open the form in Edit mode, or click the Issue ID to see the same

form in View mode.

My Issues - Open Manage Issues

& Issue Issue Issue
Print/Edit/Delete Issue ID Title Status Priority Type Category
=X IT-Issue-2016-  SharePoint site is not working. Open [ (2) wedium [IEVEEN Data
g Management
,gm)( IT-Issue-2016-  List view threshold for auditors and Open (1) High Defect
1 administrators

Showing 1to 2 of 2 entries

# 1 devopsi3

Search:
Issue Assigned
owner To
Anuradha Edla | Anuradha
Edla
Chris Brown Anuradha
Edla

Previous Next

Home - My Issues-Open

Modified

(@6 hours ago

(@ Yesterday at 6:28
PM
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Click My Issues Board to see ALL your Issues. Here you can drag & drop to change Statuses, just
as we saw before. Again, an email notification will be sent to the user when you change a Status,

with a link to the issue.

My Issues Board Manage Issues

# (devopsl3 - Home - Mylssues Board

List view threshold for auditors ...

| IT-Issue-2016-1 ﬂ

Open (2) In Progress (1)
IT-Issue-2016-17 n IT-Issue-2016-12
SharePoint site is not working. Increase Content database size...
- =

Resolved (0)

Closed (0)

Reopened (1)

IT-Issue-2016-14 n

Find Number of content databa...
=

Document Repository

e You canupload & store documents for the Project team to share and use.
e Click Team Documents.

BROWSE
Team Documents iznage Document:

(& Add New/Edit Document

@ New A Upload
CurrentView ... Find 3 file 2

Drag files here to upload

v Edit [] Name Modified  ModifiedBy  RequestCategory  RequestSub-Category  Project  Client

A

4devops12 - Home - TeamDocuments

e To create a new Word document from where you are right now, click New.

e You can upload a document right to this location by using the Upload button. Click
Choose File, navigation to the file location, click Open, and then OK. Fill out the fields in
the form (required fields are indicated with an asterisk), then click Check In. Now you see

your file in the list.

¢ Instead of clicking Upload, you can also drag & drop files from Windows Explorer right
onto the page. I'll demonstrate that now: with Windows Explorer open, this is the file |
want to upload, so I'll click it, then drag my cursor over the Chronodat Issue Tracker add-
in, then just let go of the mouse. Now you see it in the list. You can see that it's checked
out, meaning that it's still in a draft format, and no one else can edit it. If you are ready to

check itin, click the ellipses beside it > click it again > Advanced > Check In.

e You can create folders, and create or upload documents under them. Just click New >

New Folder.
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Using the Team Calendar
e You can maintain a Team calendar in Chronodat. Click Team Calendar.

Team Calendar Manage Events
(& Add New/Edit Event

(® new event or edit this list

CurrentView ... | Find an item A

v Edit Title Start Time End Time &6 Location Request Category Request Sub-Category All Day Event O

There are no items to show in this view of the "Calendar” list.

e To add an event to the Calendar, click New event.

e You could add a Team social event, system outages, freeze periods in your business (for
example, no modifications can be made to any business applications during the
December holidays), and so on.

e You can also upload a file to be added as an attachment to the event. You see the
attachment only if you click on the event to view it.

You can click Edit this list to see a Quick Edit view, for making bulk updates in a spreadsheet-

like view.

Security

The Chronodat Issue Tracker add-in contains configurable access levels. Security is maintained
by the Chronodat Admin, who can grant access by:

e Creating a new Security group
e Using any existing SharePoint group in the Parent site
e Creating access for a View-Only user

With the first 2 groups, the Admin can grant the group “Contribute” access (or higher), as well as
Dashboard access. The members can create Issues, edit/track Issues, and view the Dashboards.
All the functionality seen in this video is accessible.

CHRONODAT
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Full Page Ul for Non Admin Team (End Users)
For the non-admin users, this user can track & view their own Issues. The Dashboard access is
limited, and displays only statistics showing his or her own Issues. The screen that the non-
admin user works in will have fewer options in the left navigation bar, as shown here:

My Dashboard

! Issue Tracker

ko Issue Tracker My Dashboard

) Hello,AnuradhaEdla  ©F

& Issue Statistics

Qs Q

15% Complete

P
- Clients Issure Resolution Rate
View AllD View Al
=2 Latest lssues
Open In Progress Rescived Closed Reapened
e
Print{Edit/Delete  1ssue 1D Title Status Priority  1ssue Type  lssue Owner  Modified
saX 2 Number of content databases Open EIE]  HewFeature @17 minutes
ago
B2aX Find Site collactiong per cantent Open By sk @ 19 minutes
database aga
Bax #ind Number of content databases open EIEY mprovement  Anurasd @27 minutes
R
b Projects
Showtorows || Copy || CW | o search:
# Project Name Ii | Team Membors Project Lead Projoct Brogress Client status sEdit
- mica | e

bl Issue Status by Priority

Copyright © 2016 Chronadat, UL

@ s Q o
- 55% Complete
FGMR ' [ S
Shawing 1 to 3 of 2 entries
b Issue Status by Projects
T

& Recently Updated Issues
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Dashboard/Home Page (Support Team)

H Issue Tracker

) Hello, Aruradhs Fola o

Chronodat Issue Tracker =i A koot S

I Issue Tracker Global Dashboard

14 & s St
L 3
Issues  —
Wiew AlLD
2| Lanest Issues = 4
Open f Brogress Cloed Reapened
open a
tssue tssue
Print/Edit/Dolets  lssue 1D Title Status Priority  IssueType  Owmer Modified
Hux 7 e e »
018 " Clorseel [ 3 ]
miax Tiinsus ncreass Content database size (all usage Resofved | 2 a
seamarios
o Humber of content databases Open EIE tewFesture =
Closed
sax ! Find $ite collect [ i1 RS I
L ago
Lot b Sear
sidX Lrable Co i |
161 usdgE 3¢
A Tl i I3 mpeovement  Anuradha . B
bhe Projects I I II _I I| -
Showiorows || Cooy || cov || Excel || ®0F || prm Searche 4 4 4
# Project Name 15 Team Members Project Lead Project Progress client Status #edin

tows ®: -2 e
N I 2
e Sy @z Q

ald entries

atus by Projects

BB issue Status by Assignes

oy || cav || Exeel || PO || Pam
1 In

Assigned Ta Open Progress Resolved Closed Reopanee Tetal
a 3 9 z 1 © ©
g 1 z ] Q 1 )

-~ 8 - 1 & 5 L]
9 i b3k 1 a [} 1 1 ]
i Total 5 ] ] 2 3 1%
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