
End User Guide
The ExtraView User Guide provides information on all the end-user topics of the ExtraView web-based
issue tracking system. This online guide is aimed at end-users of ExtraView and can be used to
complement the individual solutions guides. All the common information required to use ExtraView is
within this guide, including how to navigate within the product, how to add and update issues, how
notification works, and how to get the most out of reporting and querying.

Downloadable PDF

The End User Guide is downloadable as a single PDF by clicking here. You will need the Adobe Acrobat
Reader to view this.

Introduction
ExtraView is a Web-based business process management and issue-tracking system designed for
organizations that need to track product and service issues, manage product requirements, improve team
communication, and increase the efficiency of core processes. It is especially powerful in meeting the
needs of applications in regulated industries, where a high degree of reliability and audit capability is
needed.

This document covers the use of ExtraView in a number of pre-configured solutions. Note that all
administrative functions are covered in the ExtraView Administration Guide. This guide covers the end-
user aspects of using ExtraView. The version of ExtraView that you install may or may not include pre-
configured solutions. These solutions can most often be downloaded from the ExtraView web site. You
may use any or all of these unchanged, or you may alter the functionality of an individual solution, or you
may turn off any unneeded pre-configured solution (the administrator uses the Grant Security Privileges
function in the Administration section to do this). In addition, the administrator may also create new
tracking systems, named Business Areas. Sample Business Areas include tracking systems for the
following types of systems:

Knowledgebase
CRM
Customer Support
Feature Requests
CAPA
Helpdesk
Bug Tracking
Task Management
Adverse Event Reporting
Document Management
Root Cause Analysis
Safety Issue Tracking

Linking worldwide functional teams, ExtraView collects and routes issues, requirements, defects, customer
support calls, trouble tickets, and enhancement requests into one easy-to-use Web-based system.
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ExtraView represents and enforces your workflow and processes without the need for expensive
programming and time-consuming setup. ExtraView’s intuitive operability and easy customization allows
developers, engineers, quality assurance personnel, and others to devote their time to resolving immediate
product development issues instead of spending their time implementing and maintaining costly, unwieldy,
or poorly integrated internal tracking systems. In addition to creating and maintaining internal processes
and workflow for greater efficiency, ExtraView can also empower your customers and partners. ExtraView
makes it easy to provide limited data views so that customers and other outside users can submit issues,
track issues, and verify resolutions without compromising the security of internal issues.

The Issue

This guide will often refer to an issue. An issue may be an issue, ticket, defect, customer support call,
customer, help desk record, or any other type of item stored in the ExtraView database.

Getting Started
Prior to signing on to ExtraView, there are a few simple things you must know, in order to successfully
take advantage of the many features.

Supported Desktop Browsers

The list of supported browsers can be found here.

Supported Mobile Devices

The list of supported mobile devices can be found here.

Desktop Browser Screen Resolution

The resolution of your desktop monitor or screen on which you use ExtraView should be a minimum of
1280 x 1024 pixels. While ExtraView will work within your browser at lower resolutions than this, you
may have to scroll up, down and sideways more than you would like. Note that it is an individual
preference to select the size of font you want to view within your browser. If you are using ExtraView's
Workspace feature, it is useful to have a minimum screen resolution of 1600 x 1200 or greater.

Never Use the Browser "Back" and "Refresh" Buttons

Your browser’s "back" and "refresh" buttons do not work within ExtraView. Only navigate by the buttons
that are displayed on ExtraView’s menus. The reason is that ExtraView must maintain integrity of its
information at all times. For example, if you press the button on ExtraView’s Add Issue screen to add a
new record to the database, then press the back button and press the add button again, you will have two
records inserted. This is obviously a problem! Similarly, your process to update records may involve a
workflow that can be disrupted, if you press the browser back button after a step has been taken.

Turn on Cookies in your Browser

Most browsers have cookies turned on as a default setting. However, if they are not turned on, you must
turn them on in order to use ExtraView. ExtraView will warn you if cookies are not turned on, and will not
function. Most browsers will work without problem with ExtraView.
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Turn on JavaScript

Most browsers have JavaScript turned on as a default setting. If this is not turned on, you will need to turn
them it in order to use ExtraView. ExtraView will warn you if JavaScript is not turned on and will not run.

Bookmarks and URLs within your Browser

Many, but not all, pages displayed by ExtraView within your browser may be bookmarked, and shared
with other users.  Bookmarks are created by using the normal conventions appropriate to your browser. 
This is slightly different for each supported browser, but simply follow the appropriate steps from your
browser manufacturer.  For most commonly accessed screens you can copy the URL in the address bar of
your browser, and paste the URL into emails or documents and share these with other users.  Note that all
security permissions are obeyed when you share a URL.  If the receiving user does not have permission to
a given feature, or to specific fields, they will not be able to use these features or view the fields, no matter
the permissions of the sending user.  When a user pastes a URL into the address bar of their browser, they
are required to sign on if they are not already authenticated.  The most common URLs that you may want
to share are:

The Sign On page
Your Home Page - but note a receiving user will observe their personal Home Page when they use
the URL that you send
Add screens within any Business Area and Project
The Edit screen of any issue
The address of any report that can be run - note that there are shortcuts for any report available from
the Report screen.  When you right-click with your mouse on any report title, there is an option to
copy the URL for that report to your local clipboard.  Note that you cannot bookmark or share the
address of a report being edited, or the output observed when the report is run from within the report
editor.  Also note that if a saved report which has its output set to anything other than the browser,
clicking on the bookmark / URL will always display the resulting report to the user's default browser
The output from any report you run - sharing the URL allows the recipient to directly run the report
and see the output within their browser.  This includes the output from Detailed Reports and
Quicklist Reports.

Note that individual administration screens cannot be bookmarked or shared.  Also note that URLs that are
shared with date/time filters do not work if your personal date/time format is set to use 24-hour time and
the user who receives the URL has a 12-hour personal time format and vice versa.

Character Sets within your Browser

ExtraView must work consistently with a single character set, in order that information entered within
different browsers across an organization will be compatible, and can be stored on and retrieved from the
ExtraView server in a consistent manner. This is less of a problem with languages based on the Roman
alphabetic, but is an essential ingredient of correctly configuring a system where users use double-byte
languages such as Japanese and Chinese. Your system administrator will have decided on the character set
your installation will use. Most likely, this will be a character set named UTF-8, which is universal and
supports all languages. You should check that your local browser is set to the value. Your administrator
will inform you if this should be changed to a different value.

Note: It is strongly recommended that the behavior setting named HTTP_CHARSET is set to a value of
UTF-8, and that all users only set their browser character set to UTF-8, so that characters will be displayed
correctly and consistently.
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Hardware Considerations

As long as you have configured your browser and other software as described above, ExtraView should
work satisfactorily on you computer. However, if you make extensive use of workspaces, with a
combination of multiple workspaces and many open panels within your workspaces, it benefits having
faster, and/or multiple CPUs, plus a significant amount of memory. Browsers are more efficient in this
environment, and will provide a speedier response.

ExtraView Functional Highlights
Tracking and reporting is the heart of ExtraView’s user functionality. The following list highlights some of
ExtraView’s most important tracking and reporting features. Note that not all of these functions may be
available to every user, as the ExtraView administrator is able to precisely control which features each user
has the ability to access.

Simple, flexible, and customizable Web-based and mobile interfaces
Flexible workflow and an infinite number of configuration options for any business process
Unlimited scalability of the number of issues, customer support and other issues, user roles, users,
fields, business rules, reports, and attachments
Ability to split issues into multiple parts for individual tracking
Ability to group related issues together, either within a single tracking area, or across multiple
tracking areas
Perform mass updates to entire groups of issues
Automatic email notifications containing customized content
Threaded email discussions of issues
Ability to impose business rules and processes on the issues you enter as they move from initiation
to closure
Dynamic interest lists to notify users of changes to cases and specific events
Ability to perform queries with either simple or complex filters
Produce custom statistical and summary reports from any Web browser, and export to Adobe PDF,
MS Word, MS Excel, or text
Charting of results
Complete audit trails on all updates and workflow transitions with analytical, statistical, summary,
and historical issue-change reporting
Ability to keep cases private for specific groups of users or publish to a larger community
Escalation of issues on any criteria you set
Electronic signatures on any criteria you set
Integrated knowledge base
Quick data entry using pre-defined forms
In-depth detailed reporting at any drill-down level, including the ability to design reports that are
available system-wide or only for your own use
Ability to share filtered data with customers
Several APIs for the sharnig of data with other applications.

User Sign On Screen
ExtraView is secure. Before any users can use ExtraView using ExtraView's internal authentication
mechanism, they must sign on by supplying a valid combination of a user name and password.
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ExtraView has a set-up option that allows the Administrator to assign a user name and password to
individual users or else allows the user to self-register (user self-registration will be discussed in a later
section). If this option is turned on, there will be an additional self-registration prompt on the user Sign On
screen.

There may be other options on this screen, for example allowing you to immediately send an email to your
system administrator when you need help.

When you type the ExtraView Web address into your browser (as provided by the administrator) you are
asked to enter your user name and your password in the spaces provided. You may change your password
at this time, by clicking on the link at the bottom of the screen. If you enter either an invalid user name or
password, you are prompted to try again.

Note the Product Information area on the sign on screen. Your administrator may have turned this off, or
may have replaced the information with different contents. If this information is being sourced from

ExtraView User Sign On screen
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ExtraView Corporation's servers then the information in this area will be altered from time-to-time.

If you see a message in red within the copyright section at the bottom of the screen, this has three potential
causes:

Not eligible for support from ExtraView Corporation - Your company's support contract has lapsed.
You are able to continue using ExtraView, and can continue to add new users to the system. You are
not able to upgrade your system until you have obtained a new support contract from ExtraView
Corporation
Not eligible for support from ExtraView Corporation or this installation has an expired evaluation
license - You are able to continue using ExtraView. You are not able to upgrade your system until
you have obtained a new support contract from ExtraView Corporation
Unmatched Schema - You have not completed an update or upgrade to your system. New code has
been applied, but the database has not been updated.

Sign On to ExtraView

Enter your user ID in the field labeled User ID
Enter your password in the field labeled Password
The eye icon to the right of the password field allows the user to see the password they entered in
clear text while they are clicking on the icon
Press the Sign On button or press the Enter key on your keyboard and you will now see your
personal ExtraView Home Page.

Note: If your company uses a mechanism known as Single Sign On or Security Assertion Markup
Language (SAML), then you may be instructed by your administrator to use a different sign on sequence.

If your administrator has enabled a feature named two factor authentication, then there will be a second
verification step after you enter a valid User ID and password.  You must check your email for a
notification that provides you with a five-digit code that you must enter into the verification screen before
you can enter ExtraView.  The code you receive is only valid for ten minutes, after which you must sign on
again and receive a new code for the verification step.

ExtraView User Sign Off

After you click the Sign Off button on the main ExtraView navigation menu, you are returned to the
ExtraView User Sign On screen.

You now have the opportunity to:

Sign on to ExtraView using a different user name and password
Sign on to ExtraView using the same user name and password
Self-Register as a New User, if this option is enabled by your administrator
Change your password
Point your browser to a different Web address and navigate away from the ExtraView environment

Password Expiration

The Administrator may require you to change your password, in which case you will be prompted to
provide your old password plus your new password when signing on.
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The Administrator may also have set an option that automatically expires your password after a set period.
When this period is reached, you will also be asked to provide both your old password and a new
password.

In both cases described above, you will have to re-enter your password after changing your password, in
order to gain access to the system.

Changing Your Password

As mentioned above, you may be required to change your password or else you may simply wish to
change your password periodically.

Click the Change Password link on your ExtraView Sign On screen
Enter your information on the Change Password screen
Click the Update button.

Change Password screen

Forgotten Passwords

If there is link on the sign on screen with the text Forget your User ID or Password?, then clicking this
allows you to reestablish your sign on credentials. You will see a screen like this:
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Forgotten Password / User ID Screen

You must be able to enter your valid User ID or your email address. Once you have done this, the
ExtraView server will send you an email with a link that allows you to reset your password. This link must
be used within 24 hours, and it can only be used a single time before it expires.

Self-Register As a New User

You only need to self-register to use ExtraView if your Administrator has not assigned you a user name
and password. If your Administrator has disabled this option, it will not appear on your screen. If you self-
register as a user, an email is sent immediately to the administrators of ExtraView, to confirm your
registration.  If the option is available, click on the link on the Sign On screen to self-register.  Enter your
personal details and your personal options on a screen similar to the one below:
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Add New User screen

You can press the tabs at the top of the screen to move to enter your personal details, personal
options, your report options and your notification options
You can return to this screen at any time, as long as your administrator has given you permission.
This is achieved from the main pull-down menu seen at the top of most pages once you have signed
onto ExtraView
Once you have entered all of your information, click the Update button.

Note: The highlighted fields (usually shown in bold or in a different color) are required, while the other
information is desired, but optional. The Administrator will have decided which fields are optional and
which are mandatory for your installation. Remember that you will not be able to receive ExtraView Email
Notification unless you type in a valid Email address.

Note: If you self-register in ExtraView, you may not get a wide range of privileges. The Administrator
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normally allows self-registering users to only see and access a minimal amount of information. You should
contact the Administrator if you require a higher level of access.

Conditions that sign you off from ExtraView automatically

The most common reason that ExtraView will sign you off automatically is that your administrator has set
an expiry period on the length of time for which you may remain idle and still remain signed on. If you are
idle (you do not submit a request or a form to the server from your browser) for more than this period, then
ExtraView will only allow you to continue after signing on again. The principal reasons for the
administrator setting this are for security and to make most efficient use of the ExtraView licenses that
your organization has purchased. These licenses may be shared amongst many people. When ExtraView
signs you off automatically, you are asked to re-enter your user ID and password to continue working.
When you were signed off the system by ExtraView, the alert shows a Session expired or removed
message, by Administrator followed by the code.

Alert Code Meaning

RC1 The referenced session no longer exists. The most likely reason is that the user was idle
longer that the time allotted by the system administrator and the user was automatically
signed out of the system. This condition may also be caused by the administrator restarting
the server while you were in the middle of a task

RC2 The cookies returned by the browser don't match session cookies held on the server

RC3 The session expired in the foreground

RC4 The session was removed by administrator

RC5 Your IP address changed during the session and this is disallowed by the system
administrator. Normally ExtraView performs a check for security purposes, to ensure that
your IP address remains consistent. However, this check can be disabled if you part of a
network where your IP address is automatically translated for any reason. This is most often
seen when accessing a corporate network via a VPN or proxy server.

Standard Interface
The ExtraView standard interface is a traditional web-based menu system, with a navigation bar that
provides access to all the key user functions. The functions are accessed one-at-a-time, screen-by-screen.
This is in contrast to the ExtraView workspace interface which, in addition to a navigation bar, provides a
complete windowed interface, with as many open panels as are required by the user. Between many of the
panels, you can interchange data with convenient drag-and-drop. The standard interface is typically used
for straightforward processes where users carry out a single task at a time. The workspace interface is a
tool that lends itself to multi-tasking where users might need to quickly move between different tasks, or
where users require the power of a windowed interface wth drag-and-drop capability.

The standard interface offers either a horizontal navigation bar or a vertical navigation bar.  The vertical
navigation bar offers additional "gateway" features in that it can present links to other sites outside of the
ExtraView environment.  These may be other ExtraView sites or independent sites that you want to visit
frequently.
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This is a typical screen with a horizontal navigation bar.

This is a typical screen with a vertical Gateway navigation bar:
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Navigation Bar
The ExtraView main navigation bar appears at the top of most screens throughout the application. It allows
instant access to the main functions of ExtraView. The navigation bar may be customized to any one of a
large number of themes, so the following screenshots are representative of the functions as opposed to the
color, size and location of the elements. Not all of the elements may be present in your installation as they
depend on permissions and the configuration that your administrator has created.

Navigation Buttons

This list shows the standard buttons within the horizontal navigation bar.  Your administrator may have
configured different buttons, with different purposes and different titles on the navigation bar.  This
includes the presentation of a navigation bar that has "drop-down" selections.

Home: The user’s personal Home page
Add: Allows users to enter new issues into the database
Query: Allows users to search the database
Search: Allows users to create and run reports
Workspace: Opens a workspace window where you can perform many ExtraView tasks in a single
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window
Admin or Administration: Allows Administrative users to configure ExtraView for the entire
organization. As a user you may not have access to this area of ExtraView Help: Allows users to
access ExtraView’s online help system
Sign Off: Click the Sign Off button to log out and return ExtraView to the Sign On screen.

Other Elements

Drilldown Box: This is a Search box that allows you to enter either keywords or issue ID's to retrieve
matches.  The following rules apply:

You may enter a single issue ID, or multiple issue ID's.  Separate multiple issue ID's with a semi-
colon character.  If there are no results, ExtraView will attempt to treat the issue ID's as words and
look for these as text
You may enter any single word or multiple words.  ExtraView treats these as Quickfind queries
and fetches the results
If you start your entry with a # character, then the search can be complex.  Please see the Quickfind
documentation for full instructions

Account: Your name that you are signed on with appears on the navigation bar. This is also a link to your
personal options. Clicking on your name accesses your personal options

Roles: Provided you have access to more than one user role, you will see a select list which contains all the
roles you may adopt. When you select a new role, you are taken to the Home Page, and your role is reset

Business Areas / Projects: Provided you have access to more than one Business Area and/or Project, you
will see a select list which contains all the Business Areas and Projects you may adopt. When you select a
new Business Area and/or Project, you are taken to the Home Page, and your current Business Area and/or
Project is reset

Report List: If your administrator has turned this feature on, you will see a list of public and personal
reports that you may run. Simply select the report you want to run from the list and a new window will
open with the results of the report

Menubar: This is a set of buttons that will alter as you alter the page you are viewing in ExtraView. It will
offer a range of options that is relevant to the screen you are looking at.

Note: Button names and the name of the ID within the ExtraView Menu frame may be altered to reflect
your company’s terminology. Your Administrator can also choose to display the ExtraView Menu as a
horizontal screen menu, if this is preferred.

Personal Options

Click on your name in the navigation bar to access your personal options on the the Change a user’s
details screen. See this page for details on how you manage your personal options.

Roles

On the navigation bar, you may also have a list of roles that are available for you to adopt. This list of roles
is the ones that the administrator allows you to adopt for different purposes. For example, you might have
several roles, each corresponding to the use of a different Business Area. Simply click on the role you wish
to adopt. If you have only been enabled for a single role, you will not find any links on this list, and you
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will not be able to change your role.

Business Areas and Projects

If this is enabled as an option on your navigation bar, then this list offers you the ability to move into a new
Business Area and a corresponding Project. Depending on the configuration, you may or may not see this
select list, or you may only see Business Areas and not Projects. The only Business Areas and Projects
which will be visible will be those to which the Administrator has granted you access.

Reports

There may also be a list of reports that you can run from the navigation bar. If this is present, simply select
a report from the list and this will be run immediately.

Gateway Navigation

Your administrator will need to have confiigured this
option for it to be available.  It offers an alternative
style of navigation, and with some additional
capabilities.

The Gateway navigation may contain the same
selections as the horizontal interface.  In addition, it
may contain links to your personal and shared Home
Pages, if more than one has been configured.  There
may also be links to your personal and shared
Workspaces, if these have been configured.

The Gateway interface allows you to define links to
other applications and Internet sites.  These are
controlled via one of the buttons at the bottom left of
the navigation bar.  There are also buttons to access
your personal options and to access Help.

The Gateway interface may be configured with some or
all of the following:

Search Drilldown Box: This allows you to enter
text or issue numbers.  This will search the entire
database for the terms or issues you enter
Home: This button takes you back to your Home
Gateway page, or refreshes your Gateway Home
page.  The reports that appear on the Gateway
Home are selected with the report lists at the
bottom of the screen
Add: Allows users to enter new issues into the
database.  Note that this may be configured with
a sub-menu to allow you to add different types of
issues, typically within different Business Areas
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or Projects
Query: Allows users to search the database
Report: Allows users to create and run reports
Personal Home Pages: Opens previously saved
Home Pages in a new browser tab that you have
saved
Shared Home Pages: Opens previously saved
Home Pages in a new browser tab that have been
saved for all users.  You may or may not have
been granted permission by the administrator to
save shared home pages
Personal Workspaces: Opens workspace
windows where you can perform many
ExtraView tasks in a single window.  Whenever
you save a personal workspace, it will appear
within this menu option
Shared Workspaces:  Opens workspace
windows where you can perform many
ExtraView tasks in a single window.  Whenever
you save a shared workspace (assuming you have
permission), it will appear within this menu
option for all users
Personal Links: These are links to reports, other
ExtraView sites or other software applications
that you have saved as shortcuts.  See below for
information on how to set these up
Shared Links: These are shared links to reports,
other ExtraView sites or other software
applications that the administrator has saved as
shortcuts
Admin or Administration: Allows
Administrative users to configure ExtraView for
the entire organization. As a user you may not
have access to this area of ExtraView Help:
Allows users to access ExtraView’s online help
system
Sign Off: Click the Sign Off button to log out
and return ExtraView to the Sign On screen.

This option allows you to define personal links that appear within the navigation of the
Gateway.  These are shortcuts that allow you to place a link to a report, or a link to a
second ExtraView installation, or a link to a third-party application on your Gateway menu.

When this is clicked, you will see a dialog similar to the following:
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The different actions are:

Run Report: Provide a name for the link and select the report you wish to place on
the link from the list of reports
External ExtraView Site: This option allows you to enter the address of a second
ExtraView site to which you want to create a link.  When you enter an address to a
second site, you should request an access token for that site.  This will bring up the
sign on screen for the second site, where you will enter your sign on credentials. 
This results in a token being provided to the first ExtraView site so that when you
click on the saved link, you will not need to sign on again to the remote site for the
unexpired duration of the token that was provided.  This is a secure mechanism that
negates the need to sign on each time you access the remote site, but does not require
your password to be sent to the remote site for each access you make.

For security reasons, this mechanism only works with https connections to your
server, not with http.  However, if you want to take advantage of what is termed as a
redirect configured within the web server, from http to https, then this is allowable,
as long as the remainder of the address is the same.  The address you select is not the
fully qualified address of the ExtraView site.  It is the address of the domain plus the
ExtraView servlet only.  For example, if your site is:

https://www.mycompany.com/evj/ExtraView

then the address you will use is:

https://www.mycompany.com/evj

For security reasons, ExtraView will not allow a redirect from an address on one
domain to a different domain.

For the remote site, you can further set a destination of whether you should land on
its Home Page, an Add issue page or run a report.

External Application: This allows you to place a button within the Gateway
navigation which will open up any web-based software to which you have access. 
This allows you to configure your Gateway as a centeral point and create shortcuts to
drive access to all your corporation's applications.
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This option allows you to access your personal account details

This option brings up the ExtraView Help screen

Click here for administative documentation

Home Page
The Home Page presents the following sections to you:

Navigation Bar – Key options to access features of ExtraView and to access your personal options
and to change your Business Area and to change your role
Sign On Message – A message area that your system administrators uses to communicate with you
Home Page reports – Up to three reports can be displayed. By the title of each report, there are two
buttons, one to refresh the report and the second to allow you to drill down and open up the report in
another window. If the report was saved to output to a format other than the browser, it will appear in
that output format. For example, a report that was saved to send its output to Microsoft Word will
open the drilldown report within Microsoft Word
Optional access to a knowledge base. This will be configured by your administrator.
Optional access to shortcut buttons. This will be configured by your administrator.
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Typical home page

Multiple Home Pages

Your administrator may have configured your site to support multiple Home Pages.  Each Home Page may
point to a different combination of Business Area, Project, User Role and the selection of reports displayed
on the Home Pages.  To differentiate between the currently set Home Page and any others that are available
to you, there will be an additional button on the navigation bar.  This button acts as a control to access all
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available Home Pages.  When this is configured, the prompts for the Business Area / Project and user roles
are also moved under this button.

The title of the current Home Page is displayed at the top of the control menu
You may set your role, Business Area and Project from the top prompts on the menu
If available to you, a list of reports that you can run on the current Home Page are displayed in a
select list
You may Save, Save As and Create a New Home Page from the next set of prompts.  When you
select one of these, a dialog similar to the following will appear, and you may alter any of the values
displayed before saving your selection:

You may set the Home Page you are saving as the default, in which case this is the Home Page that
will be displayed when you Sign On

There are options to access and store both Personal Home Pages and Shared Home Pages.  Your
administrator may or may not have given you permission to see and to create either of these.  If they
are not available to you then the section does not appear on the control menu.  You may open any
saved Home Page from the menu by clicking on it.  The different icons let you open the Home Page
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in the current browser tab, a new browser tab and let you delete the current Home Page
Lastly, there is an option to access your personal account details.

Mobile Interface
Click here for administrative information

The mobile interface allows one or more ExtraView installations to be accessed from your mobile phone or
tablet.

Installation on Apple Mobile Devices

Download and install ExtraView from the Apple App store.  There is no cost for the app.

If you intend to drilldown from received emails from ExtraView, so you can then update these issues
within the mobile app, go to the Safari settings and turn off the setting titled Request Desktop Website
On.

Installation on Android Mobile Devices

Download and install ExtraView from Google Play.  There is no cost for the app.

Features

The key features of the mobile clients are:

ExtraView recognizes a valid sign on from an authorized user, and will display the most appropriate
screens for the device.  For example, if you sign on from a phone, layouts designed specifically for
small screens will be displayed.  If you sign on from a tablet, a layout designed specifically for a
medium-sized screen will be displayed, and, of course, if you sign on from a desktop computer with
a browser, layouts designed for desktops will be displayed
Data entry screens, such as the add issue and the edit issue screen have optional features, to allow
the user to page through forms that might contain many, many fields on a desktop layout.  Your
administrator will have broken down the workflow into discrete steps, allowing bite-sized chunks to
be handled on each small screen that is presented to the user.  The user can simply move back and
forwards between these pages
There will typically be a customized navigation bar on a mobile installation, making it quicker and
easier to reach the screen or report you wish to utilize
Assuming your administrator has given permission, your User ID and password that you use on the
sign on screen may be stored to save you re-entering the information each time you access
ExtraView
Users may zoom in and out of the screens to enlarge and reduce the size of the text displayed
ExtraView interacts with local facilities on your mobile device, such as a camera and the photo
album.  You can take photographs directly from within the ExtraView app and upload them into
image fields, document fields or attachments
From your desktop computer, you can decide which reports you want to have available on your
mobile device.  There may be thousands of reports that you can run on your desktop computer, and
this number would be impractical to work with on your mobile device, so there is the ability to be
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selective in which reports you access on your mobile device.

Limitations

The following are limitations of the mobile interface to ExtraView.  Future versions will relax some of
these:

There is no ExtraView administration support within the mobile interface
Uploading non-image file attachments is not supported on Apple iOS devices, because Apple mobile
devices do not allow access to their file system to upload files
Report editors are not supported.  You should use a desktop client to create and modify reports
There is no Query mode with the mobile version.  However, you can use the Search navigation
menu entry to query for most items and you may create reports with runtime filters to emulate much
of the query functions
These report types are not supported, principally because they are highly interactive and there is
insufficient space on a mobile screen: Calendar; Planning; Dashboard; Custom URL; Container
reports
Quickedit on column reports and Quicklists is not supported
The record selector on Quicklists and column reports is not supported
Drilldowns on charts are not supported
Mass Delete operations are not supported
Workspaces are not supported
In general, operations which require a popup window within a screen are not supported.  Where
possible, the mobile device will bring up a new screen, and then return to the original screen after the
operation that required a popup is complete
Accessing the history or audit trail of an issue is not supported
Date fields on add and edit screens are always presented in the medium format, with time
Some workflow elements such as modal popup windows are not supported.

Click here for administrative information

The Navigation Menu
The Navigation menu has been configured by your site administrator to give you access to the appropriate
functions to which you have permission.  It might look something like this:
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Click on each section of the menu to open it and see what your site administrator has configured.  It is
likely that all installations have the Search, Account and the Sign Off entries.

If you configure a Home Page report for your mobile working, then a Home entry will appear on the
navigation menu.  Clicking this will run and display the nominated report.  The Home Page report is also
displayed when you sign on.  To set up the Home Page report, use a desktop browser and navigate to the
REPORT OPTIONS tab on your personal options screen.  Select one of the available reports and update
your account.

The Search input allows you to search for one or more keywords or one or more issue ID's within your
database.  If you're searching for more than one keyword with the fields of an issue, separate the words
with spaces.  If your're searching for multiple issue ID's separate them with semi-colons.

The Account entry allows you to alter your role and your current Business Area, providing your site
administrator has given you permission to these functions:
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The Sign Off entry ends your session and returns you to the Sign On screen.

If you click on the Personal Options menu entry, you are asked for your password, then you are taken to a
screen similar to this:
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Note that the fields presented to you on this screen vary, according to how your administrator sets up your
system.

It is likely that the remaining buttons on your navigation menu will have been customized.  In this
example, the Add entry allows you to add one of several types of issues:
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The Report menu allows you to run any report that has been set up for you to access.  You can set up
personal reports you want to access on your mobile client from the desktop interface.  Your site
administrator will probably also have given you permission to run various shared reports.  A typical reports
menu looks like this:
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Reports may be enclosed within folders, and they support runtime filters, just like the desktop client.

Adding & Updating Issues
Adding and updating issues is virtually the same as when you are working with your desktop browser. 
Your administrator will have configured layouts for your screens that are equivalent to the desktop layouts,
but will be more suitable for viewing on the small formats of phones and tablets.  Following are two
screenshots with samples of Add Issue screens.
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There are a few points to notice on the above screens.  First, to submit your issue, use the button in the top
right-hand corner of the screen.  There night also be a second button close by the Submit button.  Your
administrator may have configured this to contain additional options for the screen.  Your administrator
may also have configured two buttons at the bottom of the screen, allowing you to move forwards and
backwards through the workflow.  This is often much more convenient and usable than scrolling a long
way down a very small screen.

Documents, Images and Signatures

If your site is configured to use document or image fields, then these may be uploaded from your mobile
client to the ExtraView database.

Note: There is a significant limitation of Apple iOS devices, in that they prohibit the uploading of
documents stored on your mobile device.  You have access to the photo library and to the camera to upload
images, but there is a restriction within the device to inhibit access to documents.  This limitation is not
present on Android devices.

You may upload signatures or other information drawn on the screen of your mobile device when you
choose the Canvas option after the Upload option presented with image type fields.

Workspace Interface
Workspaces provide a single browser window within which you can run all of ExtraView's functions.
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Within the browser window, a separate panel is opened for each function. For example, you might open an
add screen, an edit screen, and several reports, all at the same time. Each panel has a title bar that contains
buttons to control the functions within the window, as well as buttons to minimize, maximize, and close the
panel.

This is in contrast to the ExtraView standard interface which provides access to ExtraView functions one at
a time.

The standard interface is typically used for straightforward processes where users carry out a single task at
a time. The workspace interface is a tool that lends itself to multi-tasking where users might need to
quickly move between different tasks, or where users require the power of a windowed interface wth drag-
and-drop capability.

A typical workspace

If the administrator has given you permission to use workspaces, you may have any number of
workspaces, and each may contain different panels. You may save the state of the workspaces, and these
will be restored when you reopen them.

Setting Your Personal Start Point in ExtraView

There are several start pages that are alternatives to the Home Page. This icludes workspaces - this is the
alternative user interface to the standard user interface. With permission, you may start your ExtraView
session in the standard interface, or within the workspace interface. You may also switch between the
interfaces.
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Setting where you start in ExtraView

Use your personal account options to set the screen where you would like to start your ExtraView session.
If you choose the workspace interface as your start point, you can also select the title of the workspace
with which you which to start. You can have as many workspaces as you would like for different purposes.
Each saved workspace is set to your choice of role, Business Area and Project, as well as any combination
of panels opened when you open the workspace.

If your administrator has granted you access to workspaces, there is also a section where you can set
different settings for your workspaces, such as options on what happens when you drill down from a
workspace, and which workspace you want to load when you first sign on to a workspace.

Navigation Bar
A typical workspace navigation menu looks like the following screenshot. Observe the icons on the
navigation bar and the workspace canvas beneath. As you open new workspace panels, an icon for each is
added to the navigation menu and a panel with the function is opened on the canvas. You may click on any
of the icons to bring the panel represented to the top of your workspace. The workspace may occupy a
space wider and higher than both your browser window and your computer screen. Scrolling across the
virtual space is permitted. You may drag a panel off the visible portion of the workspace and leave it there.
Clicking the panel's icon in the navigation bar results in the panel becoming visible, wherever it is on the
canvas, and coming to the front of all other panels.
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Workspace navigation

Note that your administrator may have configured different navigation buttons to appear on your site.  This
includes the presenation of navigation bars that might include "drop-down" list selections.

The Workspace Menu

When you access the Workspace Menu by clicking on the first button on the navigation bar, you are shown
a panel that allows the following to take place. Not all the options will be available, if your adminstrator
has not granted you access.
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Workspace Menu

Drilldown Box: This is a Search box that allows you to enter either keywords or issue ID's to
retrieve matches.  The following rules apply:

You may enter a single issue ID, or multiple issue ID's.  Separate multiple issue ID's with a
semi-colon character.  If there are no results, ExtraView will attempt to treat the issue ID's as
words and look for these as text
You may enter any single word or multiple words.  ExtraView treats these as Quickfind
queries and fetches the results
If you start your entry with a # character, then the search can be complex.  Please see the
Quickfind documentation for full instructions

A select list that allows you to change your current role
A select list that allows you to change your current business area and current project
A link which allows you to save the current workspace. Open panels and their positions are saved.
You must provide a title to your saved workspace. If you check the prompt by Set as your current
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workspace then the workspace becomes the one first opened when you enter ExtraView
A link which allows you to Save Workspace under a different name. Open panels and their
positions within the current workspace are saved. You must provide a title to your saved workspace.
In addition, you may select a different role and/or a different Business Area and Project for the new
workspace. If you check the prompt by Set as your current workspace then the workspace
becomes the one first opened when you enter ExtraView.  You may save the workspace for your own
personal use, or save it to be shared as a public workspace.  Shared public workspaces are displayed
grouped together beneath your personal workspaces.  Note that you should not save Quicklist and
Detailed reports as part of your workspaces.  Their contents are only generated when you drilldown
from a query or report.  They will result in an empty panel when you load a saved workspace with
either a Quicklist or Detailed report
A link to close your workspace. If you have more than one workspace open, then the browser
window containing the workspace is closed for all the secondary workspaces opened after the first
one (known as the primary workspace). If you close the primary workspace, you are returned to the
standard interface
Links titled Set Global Workspace Replacement Filters and Remove Global Workspace
Replacement Filters. These allow the user to set up filters across all the reports within the
workspace that can be changed without altering the underlying reports, and to remove these filters
A list of all workspaces that you have saved. Each workspace entry has an informative link and three
buttons:

Workspace navigation

Note that if you have set a workspace as the default, its title will appear in bold, and there will not be
a delete button. If you want to delete a workspace that has been set as the default, save another
workspace as the default once, then delete the original one.

If you place your mouse over the arrow at the left of its title, you will see information such as
the role, Business Area and Project to which the workspace belongs
If you click on the title, or the first button, the workspace is loaded into the current window,
replacing the current workspace
The second button loads the workspace into a new browser window or tab
The third button allows you to delete the workspace

A link to Tile Open Panels. The open panels will be sized so that they are all visible, and occupy the
complete area of the browser window
A link to Cascade Open Panels. The panels are arranged from the top left-hand corner down
towards the bottom right-hand corner
The Minimize / Restore Panels button will toggle all panels off, and then on again when the link is
chosen a second time. When the panels are minimized, you can open any panel from its button on
the navigation bar
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A link to Edit Your Account Details. When you choose this, you can modify your details, after
entering your password
A link About ExtraView. This link will show you copyright information, as well as specific
information about the version of ExtraView that you are using

Managing Panels

Each panel that opens will have small icons at the top-right hand corner that perform functions specific to
that panel when they are pressed. All panels have icons to minimize, maximize and close the panel. The
remaining icons are used to perform tasks such as update, delete, run, etc. All icons have a help tip which
is seen by holding your mouse over the button.

Managing workspace panels

Each open panel has a corresponding icon placed in the navigation bar, to the right of the main navigation
bar icons. At any time, you may click on one of the icons and the panel to which it corresponds will jump
to the front of all other panels. If the panel is out of range of the browser window, the workspace is scrolled
so that the panel becomes fully visible. Note that if you place your mouse cursor over an icon, you will see
the title of the panel to which it corresponds.
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Navigating through open panels

If you double-click on the title bar of a panel, then the panel is maximized, if you double-click again on the
title bar, the panel is restored to its original size.

Drag-and-Drop
Workspaces are enabled with drag-and-drop within panels and between panels. This is unlike the standard
interface, where drag-and-drop only works within a window. There are specific actions which are allowed
with drag-and-drop, and drag-and-drop is not valid between all panels, but only between those which will
produce a valid result of a logical action.

Firstly, drag-and-drop actions are only valid between specific types of report outputs or edit panels within
workspaces. The basic premise is that you can drag one or more issues from a report output panel and drop
the issues within another report output panel. When ExtraView sees that the values within the issues being
dragged can be changed to match the filters within the panel where the issues are being dropped, the issues
being dropped will be updated accordingly.

For example, consider you have two column reports:

Report A has filters of Product = myProduct and Status = Open
Report B has filters of Product = myProduct and Status = Fixed
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Using the standard convention with a click of your mouse to select and drag an issue from Report A, and
drop the issue on Report B, the Status of the issue will be updated to Fixed. Reports may have a button in
the title bar of the panel that enables the record selector to allow multiple records to be selected for an
operation. This button is used for all of these purposes:

You can drag all the selected issues and drop them on another panel to perform a mass update
operation, where all the issues being dropped will take on the values of the filters in the second panel
You can click the Detailed Report button to obtain a report of all the selected issues
You can click the Group Issues button to place the selected issues within a relationship group
You can perform a Mass Update of the issues
You can export the selected issues

When you drag a number of selected issues you will see an indication of the number of issues being
dragged, and when you drop the issues on a different panel, the mass update utility is invoked to perform
updates on all the issues being dropped, to match the values of the filters in the panel where the issues have
been dropped. In the same way that you may decide to inhibit the sending of email notification upon a
mass update operation, you are given the same choice when dropping a number of issue, to either send or
not send email notification.

You may only initiate one drag-and-drop operation at one time, and although you can perform other actions
such as run reports and update issues, you must let the updates from the drag-and-drop action complete
before beginning another drag-and-drop.

This table shows the valid drag-and-drop operations between report types. If the report type is not in the
table, then drag-and-drop actions are not supported at this time to reports within their panels.

Column Report Summary Report Matrix Reports Quicklist Report

Column Report ✓ ✓ 1 ✓ 2 ✓

Summary Report ✓ ✓ 1 ✓ 2 ✓

Matrix Report ✓ ✓ 1 ✓ 2 ✓

Quicklist Report ✓ ✓ 1 ✓ 2 ✓

1. When you drop one or more issues on a summary report, you must drop the issues on a row within
the report. This report helps define the target filters for the drop, with the issue assuming the values
of each of the fields in the columns that define the summary report

2. When you drop one or more issues on a matrix report, you must drop the issues within a cell on the
report. The field values of the row and the column within the report act as filters for the drop, and are
used in addition to overall filter values for the matrix report

Drag-and-Drop and Workflow

Drag-and-drop provides a quick, convenient method to update issues for many purposes. When you drag-
and-drop a single issue, you will see a popup window if there are dependencies. For example, if a field
becomes required as part of an update, and it does not have any contents when you drop the issue on a
report to execute the update, the popup will present the field and will require you to provide a value for the
missing field.
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However, there are some occasions when dropping an issue will produce an error, and no update is
performed:

When the update encounters a business rule that executes a STOP or an ERROR. On these
occasions, you will see the reason for the failed update. Simply edit the issue and update through the
screen
When the update encounters a reauthorization or electronic signature request. This update must also
be accomplished via an edit screen.

Drag-and-Drop and Query Filters

Only AND conjunctions between filters are allowed on the drop area report. all other filters fail when you
attempt to drop one or more issues. This is because filters such as OR lead to ambiguous results, in that
trying to change a field value to either one value or another makes no sense.

Only EQUAL (=) and IN operators for filter values are supported. Filter operators such as NOT EQUALS
(<>) and GREATER THAN (>) are not supported. Again, the use of these operators would lead to
ambiguous results in the updates to be applied to the issue or issues being dropped. Multiple values within
the IN filter is not supported.

Drag-and-Drop to Relate Issues

There are several convenient places from where you can drag an issue, and drop it onto a related issue
display.  This implies that the issue being dropped is to be added to the relationship group that forms the
related issue display.

Detailed Reports - There is a button at the top left-hand corner of the screen.  The icon depicts a
hand which can be dragged and then dropped onto a related issue display to relate the issue within
the related issue display to its relationship

Edit Screens - The button at the top left-hand corner of the screen depicts a hand which can be
dragged and then dropped onto a related issue display to relate the issue within the related issue
display to its relationship

End User Guide https://docs-stg.extraview.com/book/export/html/28870

37 of 297 7/15/2021, 6:34 PM



Drag-and-Drop and Multi-Valued List Fields

When you drop one or more issues onto a drop area which contains fields with filters on one or more
multi-select fields, the behavior is as follows:

If a report is created where the filter criteria includes the multi-valued field, with the operator "="
and a single value is selected, the filter shall be used to add the selected value to the multi-valued
field. For example, if the issue has a multi-valued list field named FRUIT, with the values apple,
orange and pear, and apple is selected, when you drop the issue onto the report where the filter
criteria is FRUIT = orange, the result will be that the updated issue will have both apple and
orange within the field
If a multi-valued field is one of the axes of a matrix report, and you drag an issue into a cell
specifying one particular value of the field, the issue is updated to add the value to the multi-valued
field. Existing values in the field are left untouched. Using the same field explained in the previous
bullet as an example, when you drop an issue with the value of apple onto a cell where the value is
orange, the updated issue will have both apple and orange within the field
If a report is created where the filter criteria includes the multi-valued field, with the operator IN and
multiple values are selected, the filter is discarded for the update to the issue. For example, if the
filter criteria is FRUIT IN apple, orange the FRUIT field is not used for the update
If a report is created where the filter criteria includes multiple instances of the multi-valued field,
and where the operator is "=" and the filter criteria use AND as the conjunction, the filter is used in
the update, and all values will be added to the field within the issue. For example, if the issue has
apple selected, and you drop it onto the report where the filter criteria is FRUIT = orange AND
FRUIT = pear, then the issue is updated to have apple, orange and pear all selected in the field.

In summary, updates via drag-and-drop to multi-valued fields never remove values from the list, and
handle all filter criteria in a manner consistent with normal single-valued list fields.

Drag-and-Drop and Repeating Rows

Repeating row fields may be part of the filters within any drag-and-drop operation.  Consider a matrix
report like this:
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The Y-axis field is a repeating row field titled Branch Status.  Its values are shown on the report.  The
X-axis is a field (not a repeating row field) titled Priority.  The entire report has a filter for a field named 
Release, a repeating row with the title 12.0 Issues.  The user wants to close all the P2 Fixed issues by
dragging them to the P2 Closed cell.  The conundrum is that when the user performs this operation, there
needs to be an understanding of the repeating row values of the issues being dragged and dropped as there
may be more than one repeating row.  In our case we would only want to update the repeating rows where
the Release field has a value of 12.0 and not the rows where the value is anything other than 12.0. 
ExtraView will only update the rows in the Fixed issues where the Release value equals 12.0.

When a drag and drop operation is initiated between different reports in a workspace, and repeating rows
are involved, on many occasions there is not enough information to ascertain the user's precise intent, and
the drop will not succeed.

There are other rules that are observed when dragging and dropping fields within and summary reports:

1. If a field's filter value in the drop area is different from the value in the issue, the issue in the drop
area is used to update the value of the field being dropped

2. If a repeating row does not exist in the issue being dropped, but exists in the issue within the drop
area, a new repeating row is created within the issue being dropped

3. If a repeating row exists in the issue being dropped, but the field used as a filter does not have any
value, the filter field is given the same value as that in the issue in the drop area.

Global Filters
Workspace Global Filters are replacement filters for all saved reports within your workspace.  This means
that before a workspace global filter is applied, a filter on the same field and with the same operator must
exist within the report that is displayed on the workspace.  These can be used in a variety of ways.  The
most common reasons to create these filters are:

An administrator can set up one report within a shared public workspace, yet the users of the
workspace will only see the subset of data that applies to them.  For example, the global filter might
filter by their location, or by the customer type they are concerned with, or any combination of filter
fields.  There is no need to create a report for each user or each group of users
A user may deal with different types of issues and want to be able to quickly switch their workspace
to only display issues in that area of immediate concern.

It is important to understand that for a report to be subject to the application of global filters, the saved
report must contain filters for the same fields specified in the global filters and the operator within the
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filter must match between the saved report and the global filter.  Global filters only operate on saved
reports and if the saved report does not contain a filter which is defined as a global filter, and the operator
for the filter does not match, the report output is unaffected. The global filters are turned off and on from
within the workspace menu:

Consider this example.  The workspace displayed has 2 summary reports with identical output.  Both
reports have a single field being summarized, the AREA field.  However the first report has no saved
filters, but the second report has a single filter, AREA = * Any *.
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The objective is to set a global filter that only allows issues within the Customers business area to be
visible.  From the workspace menu choose the entry Global Workspace Replacement Filters and you
will see a panel open.  Within this panel, set a filter of AREA = Customers.
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Notice that this panel allows you to either Save / Update Filters or Apply Filters Without Saving.  If you
select the Save / Update Filters option, you will see a further dialog which allows you to save, update and
delete the global filters.  You may also set an option to set the global filters you are saving for your
personal use or to be shared.  The Apply Filters Without Saving option allows you to alter the filters,
then apply the filters, but without saving them in the list of saved filters.  You may also use the option
described below to double-click directly on a filter value in the strip beneath the navigation menu to alter
the values of any filter.  The key difference is that this panel allows you to add and delete whole filters.

There is also a list of all the reports within the workspace, and an option exists to allow you to bypass the
global filters for any saved report.  Only reports which are configured to allow global filters are displayed
in this list.  We will save the filters with the title of My Workspace Filter and apply the filters using the
button highlighted on the screenshot to see the following:

The key point is that the report saved with the filter of AREA = * Any * now only displays issues with the
global filter of AREA = Customers applied.  Of course, there may be many reports in your workspace that
have a saved filter with the AREA field, and they will all now adopt the global filter(s).

The strip beneath the navigation bar allows you to do the following:

See which global filter is currently selected, and select a different one
See and modify the fields used as global filters and their current values
Double-click on the filter values and choose different filter values.  In our simple example, if you
double-click on the Customers value you see this:
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You can now select any other value for a field used as a global filter, and when you click the button
on the filter strip, the filter will be applied to all relevant reports in the workspace.  Note that you
must click the Apply button  after making changes to any of the filters before the screen refreshes
with the newly selected filter values.

There is a personal option accessed from the workspace Account Details menu option.  This option has the
title Remember Global Filters.  If this is set to Yes, then whatever global filters are set when you exit
your workspace are restored when you next enter the workspace.  If you set the option to No, then the
filters are restored to the saved values in the Global Filter list that is selected.

Managing Issues
The Add screen allows you to create data related to a specific issue and enter the issue into ExtraView's
database. This is normally the main point of entry for the issue tracking process. The screen presented to
you has been designed by your system administrator, and may look significantly different from the
example shown.
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Typical Add Issue screen

To navigate to the screen above, click on the Add button on the ExtraView navigation bar. Note that you
will not see the menu bar when you are adding and editing issues, as using these options could cause you
to lose any changes you are currently making to the issue.

Business Areas

Business Areas may be represented by the tabs at the top of the window or by selecting the Business Areas
from the Add navigation button, depending on how the administrator set up your system.

The following example screens are configured with the following business areas:

Bug / Defect tracking
Helpdesk, including the ability to track the assets assigned to people who use the helpdesk
Test Case Management
Customer Support, including the ability to manage Customers
Feature Requests
Knowledgebase which can publish issues created in any of the above areas, or issues to publish can
be entered directly

Navigation Bar Selection
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Tab Selection

Managing issues and items in all these areas is similar. The next section gives examples of the different
types of fields you will see through the different business areas.

Filling out fields

Not all fields may need to be filled in – only the fields where the labels are in bold are required. In
some installations, your administrator will have decided on a different method to highlight required
fields, such as using a different color. The above screen uses red color to signify a field is required
Embedded layouts may have been designed into your site. If your installation uses embedded
layouts, this will be evident in that some portion of the screen may change when you select a value
in a key field. For example, if you have a field named Category, and you have several possible
categories such as Hardware, Software and Documentation, the following fields on the screen may
be dependent on the selection. If you have required fields on different layouts, and you try to submit
an issue where required information is missing from one or more of these embedded layouts,
ExtraView will inform you with a combination of the layout name plus the specific field name of the
required value that must be filled in
When you select a field, the screen form (or parts of the screen form) may refresh. When this
happens, ExtraView is retrieving dependent information, to populate other fields on the screen. For
example, when you select a product, a field name module may be refreshed, giving you the valid
(and only the valid) list of modules for the product chosen. Another example may be that when you
choose a module, ExtraView may retrieve the owner of the module within the system, so the issue
can be assigned to them. You cannot make further entries to the ExtraView screen form while the
screen is being refreshed
Other validations may take place for fields that you enter. For example, numeric and date fields will
be checked, and validation that is more sophisticated may take place, according to how your
administrator set up your site
Assuming your administrator has enabled ExtraView's built-in spell checker, misspelled words will
be underlined in red and the user will be able to correct the spelling by right-clicking on the word
and choosing the correction from the list offered.  With permission the user may also add new words
to the dictionary.

Field Types
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Click for administrative information

Tab Fields

Example of a tab field

Tab fields typically segment the screen into separate areas, above and below. In general, the contents of
the screen beneath a tab field will alter when you click on an entry in the field. For example, when you
visit either the Add or the Edit screen, there may be sets of tabs. The screenshot in the example allows
you to choose different areas of the screen within an ExtraView add or edit screen. When you click on
any of these tabs, the area of the screen beneath the tabs refreshes with the appropriate fields and values
for the data for the tab. One usability feature is that if you have a form within a browser window that is
longer than the height of the window, and you choose a different value for the tab, ExtraView will place
the new embedded layout to display at the top of the screen, thereby preventing the situation where the
new layout may be hidden beneath the bottom of the window.  Tab fields may be presented to the user as
individual buttons, as opposed to the tabs in the previous screenshot.  The functionality is the same as
just described.  Then the tabs will appear like this:

List fields

A list field allows you to select a single member of the list, by
clicking on the entry you want to select. List fields can be
stand-alone, or they can form part of a relationship, where the
members of the list either alter the contents of another list (i.e.
the field is a parent of another field), or the members of the list
are changed by selecting a value in another list (i.e. this field
is a child of another field).

Some list fields may not have the value * None * in the list. In
this case, you are being forced to select a value from the list,
whether or not the field is required. The field defaults to the
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first value in the list which will be selected if you do not
choose another value. Some list fields on add and edit screens
may have the value * New * in the list. This allows you to add
a new value into the field, without being an administrator.
When you select * New * a window pops up, to obtain the
values needed for the new entry.

Some list fields may be configured as multi-valued list fields. 
In this case, the user may select and number of values within
the list, by clicking on each one that is being selected.  The
user simply clicks on a selected value and this will deselect it.

Some lists may have images associated with each value.  In
this case you will see the images within the list, similar to the
second screenshot.

Popup list fields

Popup fields are a variant of the List display type field. Popup
lists are typically used for large lists where the number of entries
makes a standard list difficult to search through, or visually
awkward within a browser window.

With a Popup field, you may either type in the entry for the list, or
click on the icon beside the text entry box. When you click on the
icon, a search window appears, allowing you to perform a
wildcard search, or to drill down to the item you want to select.
Click on the item to select, and its value will be placed in the
field. Popup fields may have been configured by your
administrator with an auto-complete function. Auto-complete, or
type-ahead as it is sometimes known, works by having one or
more characters typed into the list and then automatically
presenting you with the most likely matches for the value you are
composing. At any time you can select a value from those
presented to you by clicking on the value, or you may continue
typing in characters until you complete the value. As you type, the
values presented in the list are refined to further match your entry.

Popup list fields may be configured as multi-valued popup list
fields.  In this case, the user may select any number of values
within the list.  You may select more values within the list than
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you can see within the field.  If you want to know all the values
currently selected, simply place the mouse cursor over the button
to the side of the field.  This will display a list of all the currently
selected field values.

Multi-value list fields

The multi-value field type allows you to select more than one item
from a list. For example, the screen below shows two languages can
be selected from a list, as indicated by the plus signs. Each item in the
list is selected or deselected with a single click of the mouse. If you
click on the * None * item, then the list is cleared. Note that the arrow
character may be another character such as “+”. You may use a single
click on a value, and then a shift key plus mouse click on another
value in the list in order to be able to select a range of values in a list.

Your administrator may have enabled an option that groups together
all the selected items in a multi-valued list. If this is enabled, then the
selected values are shown at the top of the list, followed by the non-
selected values. The list is automatically resorted when you first
display the add or the edit screen, and when the screen refreshes for
any reason.

Radio Button fields

Radio buttons always have two or more options to choose from.
You make the choice by clicking on the appropriate option.
Note that the administrator of the site may have set the radio
buttons to flow horizontally or vertically on the screen.  Your
administrator can also alter the presentation of radio buttons,
from circular buttons, to square buttons.

Radio buttons can be presented in a variety of ways, as set by
the system administrator.  The first example shows traditional
round radio buttons and the second example shows a block
style, offering a larger area for the user to click.

Image fields

Image fields allow the storage of an image file
inline, within an issue. When you click on the

 button by the field label, a popup allows you
to select the image from your computer that
you want to store. Images are reduced in size
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for display on the screen, but you may click on
the image at any time to display it in its full
size. If your administrator has given you
permission, you may also delete the image,
using the  button. If you want to download an
image field, right-click with your mouse, and
use the Save-As option in your browser.

Document fields

Document fields allow the storage of a document
file inline, within an issue. When you click on
the  button by the field label, a popup allows
you to select the document from your computer
that you want to store. Documents are shown
with an icon representing its type, for example a
spreadsheet or an Adobe Acrobat document. You
will also see the file name of the document. To
view the document, simply click on the icon or
on its filename. If your administrator has given
you permission, you may also delete the
document, using the  button. If you want to
download a document field, right-click with your
mouse, and use the Save-As option in your
browser.

Date and Day fields

Day
Calendar
Popup

Date
Calendar
Popup with
time

All date fields will have an adjacent “calendar"  icon. Clicking this will
activate a popup a window as shown below, so that you can navigate to the
correct year and month, and then click on the day you want to select. The
difference between Date and Day fields is that Date fields store the time as
well as the date, and all Dates are corrected for a user’s personal time zone
setting. Day fields are absolute, and are not corrected for the user’s time
zone. Also, they do not have a time component.

Number, currency and decimal fields

These all store numbers of various forms, but with slight variations. Numbers are generally used for
numbers where high precision is not needed. Currency fields may display the currency symbol, and
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thousands separators in any of the world’s currencies, as set up by your administrator. Decimal fields are
set up to store numbers where there may be a large number of decimal places, and where it is important
to not lose precision. The administrator will have decided on how many decimal points are to be
displayed for any decimal field.  All number fields can be totaled on column reports.

User fields

User fields can exist in several basic forms:

As a drop-down select list, where you click on the name in the list to select it
In a pop-up select list, where ExtraView presents a list of users in a pop-up box, allowing you to
drill down into the list to find the user you are looking for
User select lists may also be configured with an auto-complete option. The drop-down select lists
are typically used when the list of names you are searching is of a modest number, pop-up lists can
be used to search through thousands of users in an efficient manner. Auto-complete, or type-ahead
as it is sometimes known, works by having one or more characters typed into the list and then
automatically presenting you with the most likely matches for the value you are composing. At
any time you can select a value from those presented to you by clicking on the value, or you may
continue typing in characters until you complete the value. As you type, the values presented in
the list are refined to further match your entry.
Note: If your installation is configured to use an LDAP connection with the behavior setting
named LDAP_USER_LOOKUP having a value of YES, when auto-complete is configured, only
users that are currently stored within ExtraView are returned with auto-complete, as opposed to all
potential users in the LDAP server.  This prevents a potential performance issue, returning a huge
number of records from the LDAP server to ExtraView, whenever a user presses a single key
If the administrator has configured the user field to display photographs of the users, these will be
displayed alongside the user's name within the select lists.  The form of the select list varies
according to how the user field has been configured:

Single Select User Fields Multi-Select User Fields

Selecting values in a
single select user field
with images is very
similar to their usage
when no images are
present.  Simply click on
the input field and select
the name of the user. 
Note there is also a search
box into which you can
start typing the name of
the user you are searching
for and the list will be
pared down to those that
contain the characters you
have entered.  You can
then click on your

When you first view a
multi-select list, you may
either start to enter the
characters of the name, or
use the icon to the side of
the list to bring up a
search dialog.  As you
enter the characters, a list
of matching names that
contain these characters
will be displayed.  This is
the second image to the
left.  Select the first name. 
To select further entries,
click on the entry field
again and search box
appears into which you
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selection.

You can use the X at the
right of the list to delete
the user.

can start entering the name
of the next user to add to
the list.  Select the user by
clicking on their name.

You can use the X at the
right of the list to delete a
user.

If the user field has a “user list” icon, clicking this will activate the popup window. This presents a
search screen where you can find the name of the user. Searching may be accomplished by
knowing all or part of the Last Name, First Name or User ID. Enter as much of the name as you
know, and press the Search for Account button. The window will refresh, showing the names of
all the users who match the information you offered. You can use a ‘*’ as a wildcard within your
search pattern. When you see the details of the user you are searching for in the pop-up select list,
click on the User ID and the name will be populated back into the screen from which you
commenced the search.

Drop-down select list

Pop-up select list

Text fields

A blank field value on input is considered as the same as ‘null’ or no input, and will be so treated. For
example, a single blank value is not permitted in a required field. Trailing and leading blanks are
significant when adding or updating and issue, and are stored in the database as they are entered.
However, you cannot search for these rows using equality on the text field. Keyword search strings are
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always trimmed of leading and trailing spaces. Hence, entering "abc" into a field will effectively render
that field non-searchable using that text field as a filter. Tab characters are filtered from text fields. Each
tab character is replaced with a space character. Text fields and log fields (text fields that retains previous
text, and add a date and time stamp to previous entries) have two small icons  and  beneath their
label. These allow you to shrink and grow the length of the text box, giving you a smaller or larger area
in which to enter text.

Text Field

If your administrator has configured the option, when you have reached the bottom row of the text field,
the field will automatically expand, offering you more space in which to enter and edit text. The text will
continue to expand until the preset maximum height is reached. A special property of text field is that if
you enter a URL into the field, then when the field is rendered on a report, or the field is rendered in a
read-only mode, then the URL becomes a hyperlink to the URL. For example, if you enter
http://www.mycompany.com or www.mycompany.com into a text field, then it will appear as
http://www.mycompany.com or www.mycompany.com on a report, and if you click the text, a new
window will open at the address of the URL. This behavior is extended one step further. Assuming that
the title for the ID field in your instance is ID #, then entering ID # 12345 into a text field, will provide a
link on reports and read-only versions of the field, to the detailed report view of the issue with the ID of
12345. If the title to the ID field is Report Number, then you would enter Report Number 12345 for
the same effect.

Comments fields

Comments (aka log area) fields are similar to text fields, with a single, important difference. You may
only add new comments to a field; you cannot change an existing comment. In this way, you can
instantly see on the screen a log of text being accumulated as an issue is processed. Along with each
entry you will see a timestamp and the user’s name that made the comment. When you are adding a new
issue, there are no preexisting comments therefore the field looks identical to a text field. If your
administrator has configured the option, when you have reached the bottom row of the comment field,
the field will automatically expand, offering you more space in which to enter and edit text. The text will
continue to expand until the preset maximum height is reached.

When an issue has existing comments, small arrows appear by the user name and timestamp of the first
comment.  Use these arrows to sort and resort the comments.

A special property of text field is that if you enter a URL into the field, then when the field is rendered
on a report, or the field is rendered in a read-only mode, then the URL becomes a hyperlink to the URL.
For example, if you enter http://www.mycompany.com into a text field, then it will appear as
http://www.mycompany.com on a report, and if you click the text, a new window will open at the
address of the URL. This behavior is extended one step further. Assuming that the title for the ID field in
your instance is ID #, then entering ID # 12345 into a text field, will provide a link on reports and read-

End User Guide https://docs-stg.extraview.com/book/export/html/28870

52 of 297 7/15/2021, 6:34 PM



only versions of the field, to the detailed report view of the issue with the ID of 12345. If the title to the
ID field is Report Number, then you would enter Report Number 12345 for the same effect.

HTML AREA fields

Your administrator may have configured a field on a screen to accept rich text / HTML as it will be
rendered on reports. This field can be used to store text, images and to embed entire documents or
images similar to a word processor.  The field type looks like this on the screen:

HTML Area field

Your administrator will have configured your system so that the toolbar buttons are either visible or
invisible when the

As you enter text / images into an HTML Area field, it will grow in height to allow you to see as much
of the information as possible, to a maximum height which is set to be a little less than most screens.

Images may be pasted from your computer's clipboard into the HTML Area field.  If you paste an image,
it is seen in its actual size.  If you paste a file, so that it is being embedded within the field, then an icon
represents the file.

The toolbar may have been configured by your administrator to offer a different range of buttons.  This
may include a much more limited set of buttons as well as some buttons that are not depicted in the
screenshot.

For full information on how to use the HTML Area field type, please see Appendix B to this guide.

Checkbox fields

Checkbox fields are set with a single click of the mouse. When set, a tick mark shows in the box, when
not set, the box is empty.

Example checkbox fields
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The default is for a title of Y to appear on reports if the box is checked on an add or edit screen, and N to
appear if it was not checked, although your administrator may have altered these titles
to Yes and No, On and Off or similar.  Note that if a checkbox is never set to being checked or
unchecked by a user, and has never specifically been set via a default value or a business rule, then the
checkbox actually has a null value, and nothing is stored in ExtraView's database. This is an important
distinction, as a null value is not the same as a N value. Querying for a null value with * None *, will
give different results to querying for N values.

Attachments

Attachments are files of various types that are uploaded from your local computer to be held as part of a
specific issue within ExtraView. 

Attachment section of the Add and Edit screens

Your administrator may have imposed restrictions on the types of files that may be uploaded.  image files
are represented by a thumbnail-sized image of the file you upload.  Files such as Microsoft Excel, Adobe
PDF and text are represented by an icon that shows the type of file.  Files may be downloaded or viewed
by clicking on the View button or clicking on the thumbnail or image.  The metadata associated with the
attachment, such as it's original file name and size are typically displayed.

Email notification

You will typically automatically send email notifications after you add or update issues.  Note that if you
are the person adding or updating an issue, you will also receive the notification, unless you disable this
option within your personal options screen

Email Notification section of the Add and Edit screens

Others, whose names appear in the user name fields, such as owner and assigned to, will also receive
email notification. You may join the interest list for the issue by clicking on the checkbox with the label
Include self on interest list. With permission granted by the administrator, you may also add others to
an interest list for this issue. You can also enter other email addresses in the CC Email field for copies of
the notification to be sent to those people. These people need not be ExtraView users as long as your
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organization has the appropriate license for its ExtraView software.

Linked fields

If any of the fields on the screen have a link icon, the button will link to another site, application
or window within ExtraView, based on the value you enter in the field or the item you select from
the list and as set up by your administrator

Repeating Row fields

Some fields or groups of fields are termed as repeating row fields.

If a field or group of fields is repeating, there will be a button, beneath the group of fields with a label such
as Add another record or Add another Version record. Pressing this button allows you to add an
additional value or values for the field. When you click this button, a new entry row for the repeating
field(s) opens on the screen. This is typically used to break an issue into sub-issues, or to add a number of
dependent data items to an issue.

Note: You are likely to see a completely different set of fields in your installation, depending on how your
system was configured.

Workflow Process and the Status Field

This field is important in most installations of ExtraView, and special rules may apply to how it
functions. For example, your administrator may have determined that issues may only be moved in a
particular pattern, or workflow. The administrator may also have decided that these workflow status
rules are different for different user roles within your organization. For example, these are valid rules:

Engineers may open and fix issues, but they may not close them.
QA personnel may open and close issues, but they may not fix them.
Administrators may do anything

The status field may appear with different entries at different points within the process. For example, on
the Add Issue screen, there may only be a status of new, whereas on the Edit Issue screen, there may be
some combination of open, fixed and closed, depending on your role. ExtraView makes certain that users
follow the process required. The status field may appear as a normal list field, or may appear as shown in
the following screen shot, where a more graphical representation is used to show the status list to which
you are allowed to move the issue.
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There may also be an area of the screen that shows the key points about the workflow as it transitioned
through various stages.  This will show the status at that point in the workflow, along with the date of the
transition, and the person who updated the issue within the workflow.

Click for administrative information

Allowed Values
When you select a value from a list, the form may bring back data that is dependent on the selected value.
For example, if you select a field named Product, then a list in a Module field may be refreshed, showing
only the valid entries for the Product selected. These are termed Allowed Value Lists and are maintained
by the administrator.

Allowed value lists are an efficient mechanism to make certain that you can only add valid data to a form.
In the case just defined, the Product field is termed the parent and the Module field is termed the child.
The parent and child fields may not be select lists. They may also be selection tabs across the screen, or
they may be pop-up lists. Pop-up lists are most frequently used when there are a large number of options to
choose from, and some searching for the value may need to take place.

Allowed value lists may be chained together.  You might see a chain which is termed grandparent -->
parent --> child.  An example might be Product Family --> Product --> Component.  When you choose a
value for Product Family, the Product list will only show the members of the Product Family.  Similarly,
when the user chooses a Product, the Component list will show only the Components for the selected
Product.

Reverse Allowed Values

These are only implemented infrequently by your administrator.  In this case, when you encounter an
allowed value list combination, all lists are initially popuplated with all values.  You choose a value from
any of the lists and the other lists are filtered to only show valid entries, whether they are parents or
children.

Click for administative information

Adding an Issue
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Add Issue screen

For the ExtraView Add Issue screen pictured above, enter information in the various fields as appropriate,
and the click the Submit button. The tab field in the center of the screen allows you to enter information
into sub-layouts on the screen; each contains information appropriate to the tab you select.

Note: Deselect the Generate Email box to disable automatic email generation. Select the name of a
desired one-time automatic email recipient in the CC Email field. Click the Mailing List link icon to see
the list of all current email recipients. This list will include users who are on an Interest List.

Note: Field names given in bold or highlighted in some other way, are required fields. Also, note that
where field dependencies exist, a selection must first be made in the parent field’s pick list in order for the
child field’s metadata to appear.

If you click the Submit button and errors exist with your data, you will see appropriate alerts, and you can
resubmit your issue after correcting the problems.

In most installations, you will see a confirmation screen once you have successfully submitted your issue. 
This will show you the entry you have made, and again, in most cases, you will be able to edit the issue if
you spot any errors or see changes you'd like to make.  Note that the confirmation screen does not display
the mailing list.  If you want to go back and see who was notified of the submission, you can look at the
history of the issue.

Editing an Issue
Editing an issue that has been entered into the database allows you to update the status of an issue, change
incorrect information or add additional information. Note that the Edit screen may look different from the
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Add screen. The administrator is able to design different layouts for each purpose of adding or editing an
issue. The Edit screen can be accessed from any of the following screen locations:

Quicklist Report
Detailed Report
Summary Report
Custom Report
Home Page Reports
New Issue Summary Screen
ExtraView Email Notification
Drill-down box on the navigation bar

Edit Issue screen

To edit an issue:

Click on the Edit button next to the issue you want to modify. You will see a screen similar to the
one above, with data specific to the particular issue
Make any changes or add any information
Click the Update button. The issue has now been updated, and email notification is sent out to the
appropriate parties
If your administrator has configured the option, and you are editing an issue by drilling down from a
report, then there will be two buttons on the menubar, Update & Next and Update & Prev. These
allow you to move through a list of issues from a report, and to update one, then move to the next or
previous issue without going back to the report
There may also be an Update & Continue button.  When you click this button, there will be a short
delay and you will see the message Saved appear on the screen.  You may then continue editing the
issue.
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Sending Email
If your administrator has given you permission, you will be able to send email from the Edit screen, using
the Email button on the button bar. This email is different from the standard notification, as you can either
choose from a set of prepared templates, or you can compose the email directly on the screen. When you
press the Email button on the toolbar of the Edit screen, a screen similar to the following will be shown.

Preparing to send email from the edit screen
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Loading a template to send email

Options

If you choose a template from the Select email template list, the subject line and email body will
be provided for you to use "as is" or to modify with any changes you make
If offered the ability to choose the user sending the email, do so from the list From User
If you want to send an email that you compose directly, enter the recipient's email address into the
area Enter addresses, one per line and choose additional users from the list in the Additional
email addresses
You may select additional users to copy on the email from the CC email addresses entry
Enter a subject line for the email
Checking the box Send standard notification causes the underlying issue to be updated and the
standard email notification to be sent at the same time you send the email you are composing
If you check the Include CC recipients, the list of users to whom the email is sent is appended to
the outgoing email.  Note that these are not placed within the CC line of the outgoing email, as
ExtraView respects the roles and security permissions for the outgoing email.  The outgoing email
sent to all the users may be different according to the recipient's role
Enter the text for the email in to the Email Body.
When complete, press the Send Email button. The email you have just sent is added back into the
issue as an attachment, as a record of the communication.

End User Guide https://docs-stg.extraview.com/book/export/html/28870

60 of 297 7/15/2021, 6:34 PM



More About Templates

Your administrator may have pre-defined a range of templates. These are prepared emails that you can
choose within the list entitled Select email template list. If you choose a template, its text will be placed
within the email body.

Templates often have tokens defined, such as $$ID$$ or $$DESCRIPTION$$. These will be substituted
when the email is sent, using the value of the fields within the issue. For example, $$ID$$ may be replaced
with 12345 if 12345 is the issue number. When you select a template, there is a warning if you already
have text in the email body, ensuring you only overwrite the body deliberately.

Viewing Issue History
ExtraView retains a record of changes that you make to any issue. You can thus track the history of
changes from the time the issue is first entered until it is finally closed. This provides a complete audit trail
of all the changes, as a issue is tracked from its creation to its final closure.

Click on the Edit button next to the issue you want to view.
Click the History button at the top of the Edit screen.
There are four possible styles of History report. Your administrator will have selected which ones are
most appropriate for your organization

The first style is a simple look at the key status changes, who made them and when they
occurred. This is displayed as part of the edit screen
The second type shows all fields on the record, for each entry.  Your administrator will have
configured a layout which determines which fields are displayed, and in what order they
appear
The third style only shows the fields that have altered between successive edits. This is more
concise and is most useful if you have a very large number of fields on the screen.  This is
known as the abbreviated history display
The last type is similar to the third style, but within each history entry, the old value is shown
alongside the current value.  This is known as side-by-side history.

Depending on which of the history methods your administrator allows you to view, there will be a button
on the menubar which allows you to view each of the methods with a single mouse-click.

Note: You will see the most recent records first. The changes between successive records are marked in
different colors on the screen, allowing you to easily identify the field changes that were made in each edit
session. Naturally, all the fields are in a single color on the last record on the report, since every field was
new when the issue was entered.

The administrator will have chosen different colors to signify field additions, field value changes and field
deletions. The simple history summary is a single read-only field that is displayed on the edit screen. This
shows the changes in status only, who made the status change, and when the change occurred.

Simple Summary of History
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History, displaying complete details
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History displaying changes only

Side-by-side History view
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History of an Individual Field

There is an option within each layout, and also at the level of each field, where you can enable a button
that appears when you mouse over any field within the edit layout of an issue.  This is controlled within the
Design Center.  When an end user mouses over a field, a small icon appears.  When the user clicks on this
icon, a menu pops up with an entry that allows the user to display the history of changes for that field only:

Display of Checkbox Values in History

Checkbox fields present a unique challenge within the history of an issue.  Despite most people believing
checkboxes have 2 values, Yes and No, there is actually the possibility of interpreting a third value,
Undefined.  This exists if the checkbox has never been set by the user.  ExtraView's reporting always
display a Yes or No value for every checkbox, and the user cannot distinguish between No and Undefined
on an add or edit screen.  However, it can be important to distinguish between the No and Undefined
values in the history of an issue.  ExtraView uses the following conventions in History for the display of
checkbox values:

Full History For consistency with reports,  both No and Undefined checkbox values are
represented with a No on the output.  When an issue is first created, the No value is
colored red.  From that point, the No value is displayed in black, and a green Yes
will appear when the user checks the box.

Abbreviated
History

No entry is displayed for a checkbox when the issue is first created, unless the user
checks the checkbox, in which case a red Yes will appear on the output.  From the
point forward where a checkbox value is changed, the new value always appears in
green.

Abbreviated Side-
by-Side History

No entry is displayed for a checkbox when the issue is first created, unless the user
checks the checkbox, in which case a red Yes will appear on the output.  From the
point forward where a checkbox value is changed, the new value always appears in
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green.

Relationship Groups
Each issue in ExtraView may be associated with a Relationship Group. A Relationship Group is a grouping
of issues within the system for the purpose of keeping track of similar or related items. There are a number
of types of relationship groups that can be utilized within ExtraView. Each type has different
characteristics and different methods of operation. Relationship groups may also differ considerably in the
user interface that manages them.

There are several ways in which relationship groups, or related issues, can be displayed and managed. Two
of these are shown below.

Creating Related Issues from an Add or Edit Screen

Consider the following Add screen:

Add screen with a Related Issue Section

When you press the button to add a new related issue (in this case an Adverse Event), you will see a popup
window as follows:
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Popup to Add the Related Issues

Once you have added data to the Add screen and added a couple of related issues, the screen will look like
this:
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Add screen with related records added

Create or Update a Relationship Group from a Quicklist Report

You may also create new relationship groups, or add issues to existing groups, from the Quicklist report.
This has the advantage of allowing you to group issues that have common attributes because of a previous
filtered sort. Note that this feature is not turned on in the standard issue tracking installation, as its use will
conflict with the previous method of relating issues to each other. Your system administrator will have
configured this if appropriate.

After a search on a particular keyword, you might find that there are multiple variants of the same issue in
the system, that these are assigned to different people, and that they are at varying stages of completion.
Using relationship groups, you could decide to keep them all Open but still group them with the prospect
of a common, future resolution. This can be done by producing a Quicklist report, then grouping the issues
together.

To Create Groups from Quicklists
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Quicklist Report screen

A screen similar to the following appears:

Create a New Relationship Group screen

End User Guide https://docs-stg.extraview.com/book/export/html/28870

68 of 297 7/15/2021, 6:34 PM



Enter a new title for the relationship group, and select the type of relationship group from the
dropdown menu. The different types of groups are as follows:

Bi-Level - This requires that one issue from the group is the parent, or master issue. Rules
may apply to the group. For example, you may not be able to close the master issue unless all
the other issues are already closed. This type of relationship group is being deprecated, and
you should use one of the other relationship groups. These types are supersets of the bi-level
type, therefore you will only gain in functionality
One-to-Many - This group requires that one issue from the group is the parent, or master
issue.
One-to-Many Cascade - This type is similar to the One-to-Many relationship group type. The
difference is that when a user deletes an issue which is the parent of one or more child issues,
then the child issues are also deleted, as opposed to leaving orphaned child issues in the
database, once the parent is deleted.
Many-to-Many - This group is a free-structured group where issues may have parents or
children in an arbitrary way. This extends so that a child may in itself be the parent or a child
of any other issue

Click the Update button to form the group and continue.

To Update Groups with Additional Issues

From the previous screen, click on the Merge with existing Relationship Group button.

Adding issues to an existing relationship group

From the list of relationship groups select the existing group to which you want to add the issues. Again,
you may alter the list of issues as you update the group.

Update Relationship Group Issues

Once a relationship group has been created, and issues have been associated with it, ExtraView will notify
the user of the existence of related issues each time you do a issue update, and give you the opportunity to
make batch-level status changes, as needed.
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Perform Group Updates

Edit a given issue as desired, and click the Update button.
If the issue belongs to a relationship group, the following screen appears:

Update Related Issues screen

View related issues as desired, by clicking on the View button.
Check appropriate boxes to update the status and/or resolution for every issue in the group.
Enter comments to be automatically added to every issue in the relationship group.
Click the Update Issues button.

Manage Relationship Groups

In addition to the ability to create relationship groups, add issues, and perform batch updates, ExtraView
also provides relationship group management features, including merging relationship groups, and splitting
relationship groups. Again, your administrator must have configured this option and given you permission
to access this feature, before the button appears on the Edit screen.

1. From a given issue’s Edit screen, click the Manage Relationship Groups button.

The following screen appears:
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Manage
Relationship Groups screen

Merge Issues into New Relationship Groups

To merge a issue from one group into a different group, select filters to return appropriate issues, and
click the Merge button.
A screen similar to the following appears:

Merge Relationship Groups screen

To merge the issues in the sort result into a new relationship group, select the desired group from the pick
list, and then click the Update button.

Splitting Relationship Groups

To split an existing group by moving an issue over into a new group, select the desired filters, and

End User Guide https://docs-stg.extraview.com/book/export/html/28870

71 of 297 7/15/2021, 6:34 PM



then click the Split button.
A screen similar to the following appears:

Split Relationship Group screen

Enter a title for the new Relationship Group, then select a Group owner from the pick list.
Remove any issues that you don’t want to split off by un-checking the associated checkboxes.
Select a parent issue for the new group.
Click the Update button.

Add new comment

Attachments
Click for end user documentation

ExtraView gives you the ability to add an unlimited number of file attachments to any ExtraView issue.
Attachments can include captured screen shots and documents or files. ExtraView gives you the ability to
attach any number of files of any type to any given issue. Depending on the database used on the
ExtraView server, each file attachment may be up to 2 GB (Microsoft SQL Server) or 4 GB (Oracle). If the
database is MySQL, then the size limit is set by the administrator, but is generally smaller.

There are several interfaces for uoading file attachments within ExtraView.  The primary method is
described first.  The remaining methods were used with earlier versions of ExtraView but retained for
backwards compatibiilty.  The reason for the change was browser developers such as Google and Mcrosoft
removing support for Java applets being run within browsers.  The primary interface works across all
support browsers, but does lack some minor features.

Adding Attachments

From the add or the edit screen, click the Add Attachments button. A popup window will be displayed.
The upload screen looks like this:
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You may select up to 10 files to be uploaded in one operation.  These files may be selected by using the 
Select files from computer button and selecting them from the file system, or by dragging the files from
your desktop or file manager and dropping them into the panel.  Once you have the selected the files, you
enter descriptions for each of them in the popup, then press the Upload button.

You will see a progress bar for each file as it is being uploaded, similar to the screenshot below.
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You may also load images as file attachments, direct from the clipboard of your computer.  Copy a screen,
or a portion of your screen onto the clipboard and within the Add Attachment popup, click the button at
the top with the title Upload Image from Clipboard.  Right-click with your mouse on the drop area and
select Paste, or click CTRL-V and your image will be placed in the popup where it can be uploaded as a
file.  You will give the image a description, and optionally a file name:
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Viewing Attachments

From the Edit Issue screen, click the View button next to the Attachment you would like to view. If the
attachment is an image file, of type JPG, GIF or PNG, then a thumbnail image of the attachment will
appear, and you can also click on the thumbnail to view the complete attachment.

Edit Issue screen
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Editing and Deleting Attachments

Note that your administrator must have given you permission to delete attachments.

From the Edit Issue screen, click the Desc button next to the attachment that you want to edit.
Change the description and then click the Update button.
If you would like to delete the attachment, click the Delete button.

Viewing the history of attachment changes for an issue

From the Edit Issue screen, press the Hist button to see a record of all the changes to attachments within an
issue. This only appears if your administrator has given you permission. The history attachment screen is
as follows. Note that you will see the history of all attachments for the issue, showing whether each
attachment was inserted, updated, viewed or deleted.

Attachment history screen

Click for end user documentation

Cloning an Issue
For some kinds of issues, such as repetitive customer issues, it may be useful to clone an existing issue,
and then make some small set of modifications to the new record.

From a given issue's edit screen, click the Clone button.

Issue Edit screen

If there are required fields that must yet be entered on the edit screen, you are prompted to complete
these, and the Clone operation is not completed.

Before ExtraView clones the issue, you are asked to confirm that it is OK to save the changes you
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may have made, and proceed with the cloning operation.

If the form is complete, the following alert message appears to indicate success:

Clone Issue Alert Message

Click the OK button, and the cloned issue’s edit screen becomes available.
The cloned issue is distinguishable from the original by the issue number, and by the following
message that also appears on the edit screen:

Cloned Issue Edit screen

Note: The user who clones a given issue becomes the originator of the newly cloned issue (whereas the
originator of the first issue may very well be someone else). In addition, the date/time that the cloned issue
was created becomes the current date/time for the new issue.

Deleting an Issue
1. Click on the Edit button next to the issue you want to modify (from a Quicklist Report, Detailed

Report, email notification, etc.).
2. Click the Delete button at the top or bottom of the Edit screen.

Note: The Administrator may have turned off the option to delete issues in your installation.
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Mass Updating of Issues
Click for administrative information

Assuming the administrator has given you permission, there will be a button labeled Mass Update Issues
on Quicklist Reports, Detailed Reports and the Column Reports that you generate. This button allows the
batch or mass update of fields to which you have permission to update. For example, you may want to re-
assign all the open issues assigned from one person to a different person. Another example may be to move
a range of issues open against a specific release to another future release of the product. Not all fields can
be updated by this method.

Fields that are of the display types Custom, Document, Image, and Label cannot be updated with this
utility.  If you are using the ExtraView feature that allows multiple repeating records to be creating against
each issue, then the fields on the repeating records cannot be updated with this facility.

To use this feature:

First, prepare and run a Quicklist, Detailed Report or Column report
Click on the Mass Update Issues button on the menu bar of the report
Select the field or fields that you want to update from the list of fields offered to you.  Against each
field you may enter the new value you want to apply to all the issues
Add additional fields as required and select values for these.  After selecting the first field for
updating, a list of all the issues to be updated will be displayed, and you will see the current values
for the field in these issues.  As you add additional fields, their existing values are added to the list of
issues
You must check the button Generate Email button if you want the standard notification sent for
each issue being updated. The default for this is not to send email, as you may be generating a very
large list of updates and hence email notifications
Click Update. Note that if you have updated a large number of issues, the process may take some
time to complete.

Note: If the field you are updating is a multi-valued field or part of a repeating record that can have many
values, then the update will add the new value to the existing list of values for the field you are updating.

Note: You may not be able to undo the mass update operation, so take care to review your choices before
pressing the Update button.

Note: Allowed value combinations are not used within the Mass Update feature. It is the responsibility of
the user to select valid allowed value combinations when selecting values from the lists in the Mass Update
screen. If an incorrect combination is selected and the user proceeds with the mass update, then it will fail.

Note: You may update issues across multiple business areas and projects, provided the value to be updated
does not violate any business rule such as a field being required.

Example: This shows how you can reassign all issues from one person to another with the Assigned To
field, set the Category field to a new value and set the Due By date to a new value. 

Prepare and run your report that contains the issues to be updated
From the resulting report output, press the Mass Update Issues button
Select the Assigned To field and set a new value
Select the Category field and set a new value
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Select the Due By field and set a new value
Review the issues to be updated.  You may deselect any issue you do not want to update with the
checkbox at the left of the row
Click Update all records to proceed with the updates.

You will see a screen similar to:

Mass update screen

If the field you are trying to update is dependent upon another field (for example a module field may be
dependent upon product), then you will be prompted for the parent field, then the child field, to ensure that
the relationships between the values are kept intact and only valid combinations are stored. If you try to
update a parent field that would invalidate the child records, for example trying to set the product field to a
value that is not appropriate for a given module, you will receive an error for that issue, or issues, and these
issues will not be updated.

Note: You can only update issues that are within your currently set Business Area and Project. If your
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search results contained any issues, or items in any other Business Area or Project of the system, they will
not be updated.

When ready, you press the Update all records button. You will be asked to confirm that you want to
update the issues. Expect the update to take one – two seconds per issue to perform the update. Updating
the issues is a process that happens in the “background” of the computer server. This has a number of
advantages. First, it makes the mass update process less prone to error conditions if your local computer
malfunctions or crashes midway through the process, or the communications network is disrupted for some
reason. Second, managing the mass update as a background process allows ExtraView to monitor for
attempts for one user, or several users to start mass updates while other mass updates are still running. This
can lead to data integrity or data corruption problems, and of course is highly undesirable. While the mass
update is underway, you will see a progress window as follows:

Mass update progress bar

Note: Pressing the button to hide the progress bar, or closing the window has no effect on the execution of
the mass update. As a background process, it will continue. The progress bar is purely for informative
purposes. Once the mass update is complete, and assuming you have not closed the progress window, you
will see a summary of the mass update, including any errors encountered. The most common error is trying
to perform a global mass update across several business areas, when the field you are trying to update is
not on the edit screen for the business area and project to which the issue belongs.
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Results of a mass update, showing errors

Mass Update and Multi-Valued Fields

Multi-Valued fields are treated differently for the purpose of mass update. When you select one or more
values in a multi-valued field to be updated, the selected values are added to the current values within the
field. The existing field values remain untouched. If you want to replace the values in the field, first mass
update the multi-valued field to a value of * None *, then perform the update you want to add the values to
the field.

Mass Update and Repeating Rows

Mass update works with repeating rows, but there are a couple of points to consider:

If the report from which you initiate a mass update does not include any filters on fields in the
repeating rows, and you then decide to mass update one or more fields on the repeating row, then
ExtraView does not have enough information to target specific repeating rows for the mass update.
All repeating rows of all the issues that are being mass updated will be updated to the value or
values you provide.
If the report from which you initiate a mass update includes a filter on one or more fields on
repeating rows, then ExtraView will only update these repeating rows during the mass update.

Mass Updates on the Results of Hierarchical Reports

Once a hierachical report has been output, it may be necessary to mass update all the issues reported within
a level of the hierarchy.  When the user presses the Mass Update Issues button on the menubar of the
output of a hierachical column report, a dialog similar to this will appear:
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Select the level of the hierarchy at which you want to update the issues from the list displayed and
click Mass Update.  The mass update operation will proceed in the usual way after this selection, and only
the issues that exist at that level of the hierarchy will be handled.  You cannot update issues at more than
one level of the hierarchy in one operation.

Saving the Mass Update Selections for Future Use

There are circumstances where you might wish to perform the same mass update repeatedly.  To achieve
this, the * Saved Field List * allows you to save, delete and retrieve lists that you set up.  The popup that
is accessed from the Save / Update Field List looks like this:

You may save a field list for personal use, or if you have permission, for public use by others who have
permission to the mass update utility.

Click for administrative information

Mass Deleting of Issues
Click for administrative information

This utility allows any number of issues to be deleted from the ExtraView database and must be used with
extreme caution.  Deleted issues cannot be recovered, and you may need to restore your database from a
backup to undo the effects of using this utility.

The primary use for this feature is to allow organizations who have record retention policies to be in
compliance with these policied.  For example some organizations may have policy that says that records
more than 7 years old should be deleted.
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Your site administrator may not have provided permission to your user role to run this utility.  If you do
have permission, a button labeled Mass Delete Issues will appear on the output of Quicklists and Column
reports.  This button invokes the utility and shows a screen similar to the following:

The same set of issues that were seen on the Quicklist or Column report are displayed, each with a
checkbox allowing it to be selected or deselected for deletion.  Note the checkbox at the bottom of the list
at allows you to select or deselect all the issues with a single click of your mouse.

If you do not check the Delete All History box, the history of the issues will be retained within the
database, and it may be possible, with the use of database scripts to recover the deleted issues.  If you
check this box, the issues cannot be recovered and are permanently deleted.

When you have made the appropriate selections for deletion, click the Delete Selected Records button on
the menubar.  You will be asked to confirm that it is OK to proceed.  There will be a progress screen
displayed.  Once the deletion is complete, there will be a summary of the deletions made.

Click for administrative information

Email Notifications
ExtraView provides a number of powerful email notification features. As a general default, ExtraView
sends email to:

The person who Originated an issue
The person who is Assigned To the issue
The person who is selected to be the Owner of the issue
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Any other person whose name appears on the issue screen in a list field

When you observe email notification received in HTML format (the default), the fields within the
notification is color coded.   Unless your administrator has changed the defaults, the colors signify the
following:

Black This signifies that the value of the field that did not change when the issue was updated

Red
This signifies that the value in the field has altered in the update to the issue.  Observe that in a
newly recorded issue, all the fields will be colored in red

Green This signifies that the value has changed in the last update to the issue

Grey The value was deleted in the last update to the issue

Note: Rich text HTML Area fields are not colored witihn any notification.  This is because they are
rendered exactly as the text within the field is colored.  This might include any number of colors within a
single field.

A number of the email functions are accessible only by those users who have administration privileges.
These include enabling/disabling email notification system-wide, disabling notification by User Role, and
some of the Interest list functions. For example, only administration users can setup and manage product
interest lists and field or metadata specific interest lists. Despite these restrictions, however, regular users
also have a number of different options. The email functions that can be controlled by the individual user
are detailed below.

Turn Notification On & Off
This allows you to turn email notification on and off for your personal account.

Navigation Bar

From the navigation bar click on the your name and link to the Change user's details screen. After
entering your password, select the Notification Options tab.
A screen similar to the following appears:
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Change a User’s Details screen

Set the value in Receive email notifications to “No” (If you do not want to receive email
notifications from ExtraView)
Click the Update User button.

Notify On Own Updates
This feature gives you the option to disable automatic email that you generate to yourself on issues that
you Add or Edit. This minimizes the amount of email that you receive.

A screen similar to the following appears:
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Change a User’s Details screen

Set the value in Notify of own updates to “No” (If you do not want to receive email).
Click the Update User button.

Select Email Format
Choose to display incoming email in one of three formats: HTML, Plain Text (full) and Plain Text (brief).
Plain Text (full) displays the entire email, while Plain Text (brief) shows just a few lines, so that the issue
may be recognized. Plain Text (very brief) shows just the fields that changed when the issue was updated.

From the navigation bar, click on your name to access your personal options, enter your password and
choose the Notification Options option. A screen similar to the following will appear:
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Change a User’s Details screen

The default email format is HTML. If you would like to see your email in another format, select the
desired format from the Email format list. Click the Update User button. Below are examples of the
different email formats that can be received:
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HTML Email within Microsoft Outlook
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Plain Text (Full)
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Plain Text (Brief)

Email Options
It is often useful to have ExtraView notify you at a different email address as an alternative, or as addition
to your principal email address. Your principal email address is managed through the tab named Personal
Details. To set up an alternative email address, such as a pager, use the Notification Options tab on the
screen. You can both set an alternative email address as shown, and you can turn it on and off as needed.
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Change a User’s Details screen

Disable Automatic Email Generation

Each time you add or edit a issue, you have the opportunity to halt all email generation by un-checking the
Generate Email checkbox at the bottom of the Add and Edit screens.

Edit Issue screen

CC Mail

Each time you add or edit a issue, you have the opportunity to send a one-time, cc mail to any named users
in the system or to any other person. To send cc mail, either click the people icon located beside the CC
Email field, and select the named users you would like to receive the notification, or enter an email
address in the CC Email field.

Edit Issue screen
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If you are entering multiple email addresses, you can use a space character, a semi-colon character or a
comma between the email addresses.

Note: The Generate Email checkbox must be selected in order to send CC email.

Email Interest Lists
Interest lists can be based upon issues, or upon the value of fields within issues. Here are some examples of
interest lists:

Assuming a user has permission, they may place themselves on the interest list for an issue, thereby
assuring that they will receive notification of all changes to the issue, no matter who makes the
change
An interest list may be defined which is based upon the value of one or more values within the
issues. For example, the Product Manager may place himself upon an interest list so they will
receive notification on any issue that has their product selected; another example may be that an
Account Manager may want to see all the issues regarding their customer; another example may be
that the General Manager may want to see all high severity issues from a number of customers.

Email notifications are automatically generated to the owner of the issue and the assigned person of the
new issue entered. If you are changing the state or other information related to an issue, then email is sent
to the owner, the originator and the person assigned to the issue. If any of these values are the same, only
one email will be generated per person. In addition, users can subscribe to an interest list for any issue.

Issue Interest Lists

Two mechanisms exist for manipulating issue-based interest lists. Assuming the administrator has granted
you permission, you will see a checkbox when adding or updating an issue, within the Notification section
of the screen. To place yourself on the interest list for the issue, simply check the box. To remove yourself,
uncheck the box.

Issue-based interest lists

You may also remove yourself from your personal issue-based interest lists from your Account: menu bar
option by choosing the Notification Options entry. From there, you can opt-in or opt-out of any issue-
based or other interest list.
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Opt-in and Opt-out from interest lists

Field-based Interest Lists

Field-based interest lists provide the purpose of notifying you when a value, or combination of values, on
any issue being updated, have specific values. For example, interest lists could be established to notify
users upon the following circumstances:

When the Priority of the issue is P 1
When the Product is Tracker and the Customer is ABC Corp
When the Status is Fixed and the Module is Database

The administrator will have established interest lists as appropriate for you installation, and there may be
some interest lists which are fixed and to which you cannot alter your subscription. However, there may be
some interest lists to which you can either opt-in or opt-out, at your own discretion. When you look at your
interest list, you can click on the Opt-in or Opt-out button by each interest list entry, to achieve this.

Custom Email
The custom email feature allows the ExtraView user to send email notifications (using templates or a
custom email that you compose) to a list of email addresses generated by means of filters. For example, an
organization might decide to have internal users (who create customer issues in ExtraView) always enter
the customer’s email address in an email text field that can be made to appear on the Add Issue screen
layout. If someone in customer support or marketing then wanted to send batch mail to all customers
associated with a certain set of issues, the ExtraView user can drill down to a given issue’s edit screen, and
then click the Email button to activate the feature, select filters to generate the email list, select a template,
or write a custom mail, and then send the message.
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To Create Custom Email

Click the Email button from an appropriate issue’s Edit screen.

Issue Edit screen

The following screen appears:

Custom Email screen

1. Enter email addresses to which you want to send the email in the text area with the title Enter
addresses, one per line. Additional addresses (these are ExtraView users), may be selected from
within the area titled Additional email addresses.

2. You can use the CC Email addresses to enter or select additional people to whom you would like to
send a copy of the email.

3. The Subject line is required.
4. You can either enter the text to send into the text area of the screen, or you can choose an email

template from the pick list, and the template text will populate directly into the email body. Note that
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the email body allows you to enter and edit the text as HTML, using the toolbar above the field. For
full details on how to use the editor, see Appendix B of this guide

5. To create custom mail that you enter directly, type the desired content into the email body field.
When you select a template, there is a warning if you already have text in the email body, ensuring
you only overwrite the body deliberately. You may use $$ on either side of a database field name
(e.g., $$CATEGORY$$) and the value selected in the original issue will populate the email text
when it is sent. For a full list of field names that you can use, ask your system administrator for a list

6. You may include image fields and document fields as part of a custom email. When you place the
field name of either of these field types into a custom email (e.g. $$MY_DOC_FIELD$$, then the
name of the document or image file is placed into the email body in place of the token, and the
image or document is added as an attachment to the outgoing email notification.

7. Check the box titled Send standard notification if you want the standard email notification to be
sent in addition to the custom email you are preparing on this screen.

8. If you are editing an issue, you may add an attachment from the list displayed. This functionality is
not available when adding a new issue.

Note: The database names selected for use within the email tags must be fields that appear on the Edit
screen layout, or else they won’t return any data.

Note: Once your email has been sent, it is appended to the issue as an attachment.

Querying
Click for administrative information

The Query screen allows you to quickly create and ad-hoc report and present the results on a Quicklist or a
Detailed Report.

There are two types of filtering, using the Standard Query Filters or the Advanced Query Filters.

Standard Filters on Query Screen
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Advanced Filters on Query Screen

You can also select options to allow you to use either Condensed Query Filters or Expanded Query Filters
as well as saving your current filters for reuse at a future time.

Click for administrative information

Query Filters
Selecting query filters will impose restrictions upon the report being produced and return a set of results
that matches the filters you set. For example, if you select the Status Open, then only open issues will be
displayed. Filters can be combined together, for example to show Open issues for the product named XXX
that have been updated in the last 7 days.

Filter Options

There are potentially four options that you can apply when creating filters.  They do not all appear all the
time according to how your administrator has configured the site and according to other options chosen.

Filter Repeating Row Values - If present, this setting controls the results returned by the query
when the query filters contain one or more repeating row fields.  If checked, only the rows that
match the filter criteria will be returned.  If not checked, all repeating rows are returned by the query,
where at least one row matches the filter criteria
Filter Multi-Valued Field Values - When this option is checked, only the selected values in multi-
valued list fields will be returned and displayed by the query, with all other values being suppressed
Use Allowed Values in Filters - When this is checked, and you select a filter of a parent field in an
allowed valued relationship and then subequently select a filter of the child field in the allowed value
relationship, only the valid child values will be displayed.  This does not apply if you choose the
child value before you choose the parent value.  Also note this is not operable for the Business Area
and Project fields, where all values will always be displayed
Allow Additional Keyword Filters - If you check this option, then a keyword search box is
displayed on the query output.  You may enter additional search keywords within the search box on
the output and these will be applied to the query and the query rerun with this keyword in addition to
other filters.
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Saving Filters for Future Use

After setting up filters, you may want to save them for future recall.  To achieve this, simply use the Save /
Update Filters button.  After saving the filters, you can recall them by selecting the name you used in the
select list.  Saved filters may be personal, and with permission you can save them to be shared by all users. 
These saved filters are independent of the reports saved within ExtraView, although you can include any
saved filters within a report that you create.

Saving filter sets

Dialog for saving filters

Using the popup dialog, you can also delete an existing filter set.

There are a few caveats on the use of saved filter sets:

You may save either Standard or Advanced query filters, and on the Query screen, they will be
recalled in the same manner they were saved
Saved filters may only be recalled within a report editor, when you are in Advanced query mode. 
However, if you recall a set of Standard filters when you are in the Advanced mode, they are
converted to Advanced filters
When in a report editor, and you are in Advanced query mode, you may save your filters.  If you are
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using a report hierarchy, the filters will be saved and can be used in any report editor, but will not be
visible on the Query screen where reporting hierarchies are not supported
Within a report editor, you can either recall a set of saved filters to replace all the current filters, or
can recall a set of saved filters to be inserted at any point within the filters currently chosen.  To
replace all the filters, simple choose from the * Saved Filter List *, to insert a filter choose the
option within the field list titled * Insert Saved Filters *:

Saved Filters within a Hierarchical Report Editor screen

You are warned if you are about to overwrite current filters with saved filters and given the
opportunity to cancel.

Note: With Advanced Filters only, you can create saved filters where the fields have the value of * Any *. 
Whereas filters with the value of * Any * are typically ignored, and discarded when saved, there is a
purpose to this feature.  Consider that you might have a set of many filters that you want to use frequently
as you create reports.  These reports may or may not require all the filters, but you want them to be easily
available when creating these reports.  This provides a rapid way to construct the filters for these reports.

Standard Query Mode

This allows you to choose the values for fields, upon which records are selected for the report. There is a
set of filters available directly on the Query / Report screen, as well as from the screens where you prepare
or edit reports that you save for future use. Typically, the Query / Report screen will show the most
common filters you use, while the remaining screens show a more complete set of filters to which you
have access. The fields available for your use are set up by your administrator.
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Standard query filters

If a query filter you select is the parent in a relationship, for example, the Module field may be dependent
on the Product field, then the screen will refresh, and the child field will be populated with the valid entries
for the parent you selected. If your administrator has enabled the feature that allows you to search for
inactive users, an additional prompt appears on the screen alongside the Query Filters heading. This is a
checkbox with the label Show Inactive Users. When you check this, all the selection lists of users, will be
refreshed, and will show inactive as well as active users, allowing you to perform searches for users who
were at one time, but are not currently, licensed users of ExtraView. Note that this feature only works in
Standard Query mode, and is not operable in Advanced Query mode.

Advanced Query Mode

If your administrator has given you access to advanced query mode, you first will select an individual field
as the first filter to use in selecting individual records for the report. Then you select an operator such as
“equals” or “greater than”, and then you select the value. For example, a filter may be: Status not equal to
Closed You may add as many filters as you like, with each one beginning with a conjunction such as “and”
or “or”. Advanced filters take a little longer to set up than standard mode filters, but they allow much more
flexibility to create a complex set of query filters.

Advanced filter selection

To add a new filter, use the  button to the left of the filter. Note that you can add filters following any

existing filter. If you want to delete an individual filter from a query, use the  button. This will eliminate
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the filter. In advanced mode, you can set the same filter field multiple times and use the “or” value. For
example, you may set two filters as follows:

  Priority equals P1 or Priority equals P2

Alternatively, you can use the Expanded search mode described below, and select multiple values from the
Priority list.

Composing Complex Queries

There is no limit to the number of filters that you may use to compose a query.  One construct that is often
useful is to be able to determine several filters grouped together.  This is equivalent to using parentheses
around parts of your query to separate these parts of the query from other parts of the query.  The grouping

of filters is achieved with the arrows   beneath the  and  buttons.  When you click on the right
arrow to indent the filter, you are effectively adding parentheses around the indentation.  As an example
consider:

This query is equivalent to:

Area = Helpdesk
      AND (Last Modified during Last 4 weeks AND Assigned To = Bill Smith)
  AND
    Area = Customer Issues
      AND (Last Modified during Last 4 weeks and Assigned To = Bill Smith)

Advanced Query Filter Operators

The operators that appear in the drop down list are sensitive to the display type of the field you select. This
allows you to select operators that only make sense and are eligible for each field display type. This table
shows how this operates:

Field display type
Operator values in Condensed Filter
Mode

Operator values in Expanded Filter
Mode

Currency, Decimal, Number Equals
Greater than
Less than
Not equal
Less than or equal to
Greater than or equal to
Empty

Equals
Greater than
Less than
Not equal
Less than or equal to
Greater than or equal to
Empty
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Not empty Not empty

Checkbox, List, Pop-up, Tab,
User

Equals
Not equal

Equals
In
Not equal
Not In

Date, Day Equals
Greater than
Less than
Not equal
Less than or equal to
Greater than or equal to
Between
Empty
Not empty
During
After
Before
After or during
Before or during

Equals
Greater than
Less than
Not equal
Less than or equal to
Greater than or equal to
Between
Empty
Not empty
During
After
Before
After or during
Before or during

Keyword Contains Contains

Text Field Equals
Contains
Not Equal
Empty
Not Empty

Equals
Contains
Not Equal
Empty
Not Empty

The operator values are largely self-explanatory, but a word of explanation is needed about the Empty and
Not Empty values. When a numeric field (currency, decimal or number display types) is stored in
ExtraView, and you do not enter a value, zero is not the value stored. A null, or empty value is stored and
these are treated differently. Therefore searching for a value of empty will retrieve a different set of results
that searching for a value of zero. Also, note that for Checkbox, List, Pop-up, Tab and User fields when in
Expanded Query mode, there are two additional operators, In and Not In. These allow you to define a list
of values to search for that must be present or must not be present. If you want to search for both empty
and zero values, you may combine two filter conditions together, as exemplified by the following: Amount
Equals 0 or Amount is Empty.

Fields with a display type of Date and Day present different options for their values, according to whether
an arithmetic operator such as equals or greater than is chosen, or a duration such as during or after is
chosen.  When an arithmetic operaor is chosen, you may enter dates into one or both date value fields. 
When you choose a duration, you are presented with a list of durations such as last month, this fiscal
quarter and this month to date.  ExtraView understands the meaning of these durations and will filter your
query or report using the duration you select.

Advanced Query Filter Conjunctions

The following conjunctions can be used between the different filters of a report:
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Conjunction Meaning

and
This filter will ensure that both filter conditions on each side of the and are true, before
including the results

or
This filter will include results from the search, if either of the conditions on each side of
the or is true

union

This will take the results of all the filters together preceding the conjunction union,
together with the results of the filters in the query following the conjunction, and merge
the results of both queries. For example, if you union two queries together, then you will
see the results of both queries being returned on the report. The area within the red outline
shows the results returned by two queries using the union conjunction.

minus

This will take the results of the query filter(s) before the conjunction minus, and remove
all results in common with the results of the query filter(s) following the conjunction. For
example, if the query before the minus returns 100 rows, and the query following the
minus returns 60 rows, 30 of which are to be found in the first part of the query, you will
see 70 rows on the report that is generated. The area within the red outline shows the
results returned by two queries using the minus conjunction.

intersect

This will take the results of the query filter(s) before the conjunction intersect, and only
display the results that are in common with the results of the query filter(s) following the
conjunction. For example, if the first part of your query before the intersect returns 100
rows, and the second part of the query after the intersect returns another 100 rows, and 30
of the results are in both parts of the query, you will see these 30 rows returned on the
report. The area within the red outline shows the results returned by two queries using the
iintersect conjunction.
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If your ExtraView installation is running on a Microsoft SQL Server database prior to the 2005 version or
on the MySQL database0 not all the conjunctions are functional due to database limitations. Only
conjunctions that are known to work are operable. Check with your administrator if you are not certain
which database is used by your company. If you have more than one union, minus or intersect
conjunction in a query, then the filters up to the first one that contains the conjunction are grouped together.
The order in which you choose filters is significant if you choose to use the “or” conjunction in your query.
The rules for parsing the queries are as follows, with the parentheses showing the precedence.

Order of
conjunctions

Significance

One “or” as the
last filter

The condition in the filter with the “or” is used over the whole query. For example:
Product equals XYZ and Priority equals P 1 and Status equals Open or Severity
equals Severe This query is parsed as follows: (Product equals XYZ and Priority
equals P 1 and Status equals Open ) (or Severity equals Severe )

One “or” that is
not the last filter

The “and” operators take precedence over the “or” operator. For example: Product
equals XYZ and Priority equals P 1 or Priority equals P 2 and Severity not equal
Severe This query is parsed as follows: (Product equals XYZ and Priority equals P 1
) (or Priority equals P 2 and Severity not equal Severe )

There are
multiple “and”
and “or” filters

Once again, the “and” operators take precedence over the “or” operators. For
example: Product equals XYZ and Priority equals P 1 or Priority equals P 2 and
Severity not equal Severe or Severity not equal Major This query is parsed as
follows: (Product equals XYZ and Priority equals P 1 ) (or Priority equals P 2 and
Severity not equal Severe ) (or Severity not equal Major )

Note: You can toggle between standard search mode filters and advanced search mode filters at any time,
but the filters currently on the screen are reset. Filters are not lost when you change between condensed
and expanded filters.

Allowed Values and Advanced Queries

Allowed values do not operate within filters selected for advanced queries. You will see all the parent and
all the child values in the filter lists for these queries.

Querying for Inactive Values

Within Advanced Search lists, an entry * Show disabled values * will appear in any list that contains
values that have been disabled by the administrator. For example, you may wish to search for issues where
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the originator of the issue has left your company and their account has been disabled. If the field contains
any values that are disabled, then you can select * Show disabled values * and the screen will refresh,
showing all the disabled values. You can revert to only displaying enabled values with the prompt * Do not
show disabled values * that will now be in the list.

Querying with Date / Time Functions

Day and Date display type fields have two basic ways in which they are used as query filters, depending on
the operator you select.

Operator Functionality

Equals
Greater than
Less than
Not equal
Less than or equal
to
Greater than or
equal to
Between
Empty
Not empty

When you choose one of these operators, two date input fields appear, each with a
popup calendar.  Depending on the operator you select, you will enter a date (and
potentially time) into none, one or the two fields.  When you select Equals,
Greater than, Less than, Not equal, Less than or equal to, or Greater than or equal
to then you only enter a date into the first field.  When you select Between, you
enter two dates.  If you select Empty or Not empty, then you do not enter any date
values.

When using a date field as a filter, the time of day is adjusted as follows when the
time component is not entered as part of the filter:

For all filters, the user's time zone is utilized
For the equals, greater than, greater than or equals operators, the end of the
day is used as the precise point in time
For the less than, less than or equals operators, the beginning of the day is
used as the precise point in time.
The between opeator is inclusive of the 2 dates provided in the filter.

During
After
Before
After or during
Before or during

When you choose one of these operators, you are presented with a number of date
/ time expressions which complete the filter.  The list of valid expressions and their
meanings is as follows.  This table assumes that today's date is Friday, November
3rd, 2017 and the fiscal year setting of your installation starts on January 1.

Title Data dictionary field name
Expression resolves
to

Last 4 weeks EVDTF_LAST_4_WEEKS
October 1st 2017 -
October 28th 2017

Last 7 days EVDTF_LAST_7_DAYS
October 27th 2017-
November 2nd 2017

Last fiscal
quarter

EVDTF_LAST_FISCAL_QUARTER
July 1st 2017 -
September 30th 2017

Last fiscal
year

EVDTF_LAST_FISCAL_YEAR
January 1st 2016 -
December 31st 2016

Last fiscal
quarter to date
*

EVDTF_LAST_FQ_TO_DATE
July 1st 2017 - 
November 3rd 2017
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Last fiscal
year to date *

EVDTF_LAST_FY_TO_DATE
January 1st 2017 - 
November 3rd 2017

Last month EVDTF_LAST_MONTH
October 1st 2017 -
October 31st 2017

Last month to
date

EVDTF_LAST_MONTH_TO_DATE
October 1st 2017 -
November 3rd 2017

Last quarter EVDTF_LAST_QUARTER
July 1st 2017 -
September 30th 2017

Last quarter to
date

EVDTF_LAST_QUARTER_TO_DATE
July 1st 2017 -
November 3rd 2017

Last week EVDTF_LAST_WEEK
October 22nd 2017 -
October 28th 2017

Last week to
date *

EVDTF_LAST_WEEK_TO_DATE
October 22nd 2017 -
November 3rd 2017

Last year EVDTF_LAST_YEAR
January 1st 2016 -
December 31st 2016

Last year to
date

EVDTF_LAST_YEAR_TO_DATE
January 1st 2016 -
November 3rd 2017

Next 4 weeks EVDTF_NEXT_4_WEEKS
November 5th 2017 -
December 2nd 2017

Next 7 days EVDTF_NEXT_7_DAYS
November 4th 2017 -
November 10th 2017

Next fiscal
quarter

EVDTF_NEXT_FISCAL_QUARTER
January 1st 2018 -
March 31st 2018

Next fiscal
year

EVDTF_NEXT_FISCAL_YEAR
January 1st 2018 -
December 31st 2018

Next month EVDTF_NEXT_MONTH
December 1st 2017 -
December 31st 2017

Next quarter EVDTF_NEXT_QUARTER
January 1st 2018 -
March 31st 2018

Next week EVDTF_NEXT_WEEK
November 5th 2017 -
November 11th 2017

Next year EVDTF_NEXT_YEAR
January 1st 2018 -
December 31st 2018

This week to
date

EVDTF_THIS_WEEK_TO_DATE
October 29th 2017 -
November 3rd 2017

This fiscal
quarter

EVDTF_THIS_FISCAL_QUARTER
October 1st 2017 -
December 31st 2017

This fiscal
year

EVDTF_THIS_FISCAL_YEAR
January 1st 2017 -
December 31st 2017
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This fiscal
quarter to date
*

EVDTF_THIS_FQ_TO_DATE
October 1st 2017 -
November 3rd 2017

This fiscal
year to date *

EVDTF_THIS_FY_TO_DATE
January 1st 2017 -
November 3rd 2017

This month EVDTF_THIS_MONTH
November 1st 2017 -
November 30th 2017

This month to
date *

EVDTF_THIS_MONTH_TO_DATE
November 1st 2017 -
November 3rd 2017

This quarter EVDTF_THIS_QUARTER
October 1st 2017 -
December 31st 2017

This quarter to
date

EVDTF_THIS_QUARTER_TO_DATE
October 1st 2017 -
November 3rd 2017

This week EVDTF_THIS_WEEK
October 29th 2017 -
November 4th 2017

This week to
date *

EVDTF_THIS_WEEK_TO_DATE
October 29th 2017 -
November 3rd 2017

This year EVDTF_THIS_YEAR
January 1st 2017 -
December 31st 2017

This year to
date

EVDTF_THIS_YEAR_TO_DATE
January 1st 2017 -
November 3rd 2017

Today EVDTF_TODAY November 3rd 2017

Yesterday EVDTF_YESTERDAY November 2nd 2017

* These expressions are not commonly used.  If you require to use these, ask your administrator to turn
them on within the data dicationary by setting the Filter Criteria of the expression fields to Yes.

Querying for Multiple Issue Numbers (ID's)

On the Search/Report screen, you can type multiple issue ID’s into the Issue ID field. Separate these by a
semicolon ‘;’.

Querying for Null or No Values

There are occasions when it is useful to be able to search for a null value, or the absence of a value. For
example, you may want a report where the filter is to be “show me all the records that have an empty
customer field”. If the field is a list field, you can select the entry * None *. If the field is a text field,
however, you can enter the character string {null}, to signify that you are looking for a null.

Querying with User Name Fields

User fields have two options related to their ability to search, using the selected value or values as filters.
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First, there is an entry within the search list, * Current User *. When this entry is selected, the name of
the user currently signed in is used as the filter value. If your administrator has enabled the option, there
may also be an entry in the list, * Include Inactive Users *. By default, each list of users only includes
activated users. When you select this option, the screen refreshes and the user list will include both active
and inactive user names. If your installation uses pop-up selection for users, a checkbox will allow any
search you make, to include inactive user names.

Querying with Checkbox Fields

Checkboxes are odd in their behavior.  This is because you, the user sees them as unchecked and checked. 
However, the underlying databases upon which ExtraView relies also sees them as not being set at all.  To
the databases, this is different value, termed a "null" value.  Therefore checkboxes have three potential
values, null, unchecked and checked.  As far as possible, ExtraView treats the null value as being the same
as unchecked.  However, once a checkbox is checked, and then subsequently unchecked, its value remains
as unchecked and never goes back to null.  Querying for a value of unchecked within a checkbox, will also
include looking for the null value.

Querying with Popup Field Lists

Popup field lists are typically large lists.  There is a button beside each popup field on the screens that
present popup fields to the user.  When this is clicked, there is a window that allows you to search in a
variety of ways to select the value you are interested in using as a filter:

You can type part of the value, and use an asterisk as a wildcard to search for all values that match. 
You can then select the value from those returned
There is an option to show disabled entries in the list and to then allow you to search for disabled
values that exist in your issues
A string of letters and numbers are presented that represent the first charachter of the possible values
you can select.  Click on any letter or number to see all the values that begin with that character
You can select the value * Any *
You can select the value * None *

Within the entry field on the screen with the filters, you can directly enter the value you want to use as a
filter.  You may also use the asterisk wildcard within this entry field.  However, note that if the field is a
child within an allowed value relationship, you cannot use the Use Allowed Values in Filters checkbox
option at the same time.

Queries that Use Values of Different Fields within Filters

This feature is especially valuable for reports that are embedded within add and edit layouts.  This allows
you to set up a filter on a field which uses the value of a different field as the input.  For example, a report
that you embed may want to retrieve an issue where the ID of the current issue is equal to the value of the
field named PARENT_ID within the current issue:

$$PARENT_ID$$ refers to the field name which contains the issue ID of the parent issue you want to
retrieve.

Note that this only works with fields with a display types of text or number.  However, if you would like
this feature to operate with other field types such as list field display types, you can create a hidden text
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field on the layout in question and use a business rule to assign the value to that hidden field.

Runtime Replacement Filters

Both Container Reports and Dashboard Reports provide the opportunity to run multiple reports that give a
single, combined output.  Each individual report within Container Reports and Dashboards may, and
probably will, have their own filters.  However there are times where it can be useful to apply a single set
of runtime filters to all the reports.  Container Reports and Dashboard Reports give the opportunity to
provide runtime replacement filters that are applied to all the reports on their output.

For example, you might want to apply a runtime replacement filter that applies the same date range to all
the output, or apply a filter that provides only results from a specific product within the output.

When you specify runtime replacement filters within a Dashboard Report or Container Report, they will
replace filters for the same field within the individual reports that they contain.  If a runtime replacement
filter at the Dashboard or Container report level does not appear within the contained report, it will have no
effect.  Further, it is not possible to specify conjunctions for the runtime replacement filters - they simply
replace filters for the same field within the contained reports.  The runtime replacement filters are always
displayed in expanded mode, allowing you to make multiple selections within a field.

Tip: A typical use case might be to create a dashboard that contains several reports about all your products,
but you want to filter on the report output by a single product.  You cannot select a runtime replacement
filter with a value similar to Product = Any, but you can select all the product values in the list and store
that as your filter.  Then, after viewing the dashboard, you can select a new filter value that is either just
one, or a selection of products.

Quicklist Reports
Quicklists are reports where the format (i.e. the fields that are displayed) is prepared by your administrator.
Typically this report is designed to show you the most important and most frequently accessed fields.
Selecting Run Quicklist Report and pressing the Go button will generate a report using the filters
selected on the screen in the Query Filter section. The resultant report can be sorted by any of the fields
displayed, with a single mouse click. Quicklists are ideal for selecting a group of records for further
examination. For example, a manager might want to create a Quicklist of newly submitted issues, and then
view or edit each in turn, in order to assign them to the appropriate person. Additionally, a manager could
create a Quicklist of all the issues with an Open status, in order to see the average number of days in status
for purposes of assessing efficiency or resource allocation.
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Quicklist Report

Quicklist reports may be sorted on any field in the title, by clicking on the title. When you first click on a
field, the report is resorted, using the field you selected in an ascending order. Clicking on the title a second
time will resort the report again, this time using the field in a descending order. If you sort on one field,
then choose a different field to sort the report on, the first field is still used in the sort order, but secondary
to the field you just clicked on. If your administrator has enabled the option, a button named Turn On
Record Selector will be on the menu bar of the Quicklist report. The function of this button is to allow
you to see a selector by each record on your Quicklist report. When you use the selector to choose records
from the Quicklist report, you can then perform one of the following mass operations on the selected
records:

Produce a Detailed Report with the selected records
Perform a Mass Update of the selected records
Export the results to local file on your computer, in a variety of formats

View other areas of this guide for information on each of these features. Turning on the record selector
alters the Quicklist report by displaying a checkbox by each record, as shown on the following screenshot.
Click on the checkbox to select each record. You can turn off the record selector with the button Turn Off
Record Selector on the menu bar. To execute one of the mass operations, simply click on the appropriate
button on the menu bar. You may also select all the records on the page by checking the box by the prompt
Click here to check or uncheck all the records on the page.
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Quicklist record selector

Exporting Results

Clicking the Export Results button pops up a selection lists as shown in this screenshot:

Simply click on the output format you would like to save the results within, and a local file will be created
on your computer.

Quickedit

Many Quicklist reports will have a Quickedit button. This allows you to update any of the fields on the
report, without entering the Edit screen. You may enter Quickedit for as many items as you like.
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Quickedit mode

When you press the Update button within a Quickedit session, all rules and validations are performed,
exactly as if you were in the Edit screen. Therefore, if a field becomes required as part of your update, and
the field is not on the Quicklist layout, then a window pops open and asks you to enter a value for the
missing field.

Hover Text Popups

Your Quicklist reports may have been configured with hover text. This is the content of specific fields that
your administrator allows you to see when you hover your mouse over the View button, without clicking
the button. This is often a shortcut to viewing the entire issue. A popup appears, with the contents of the
fields that were configured. A typical hover text popup looks like this:
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Detailed Reports
Detailed Reports produce more details than the Quicklist, and are configured by your administrator.
Typically, this report will give you access to view most fields within a issue. Selecting Run Detailed
Report and pressing the Go button will generate a report using the filters selected on the screen in the
Query Filter section. Like Quicklist Reports, Detailed Reports typically also give you the ability to click
into edit mode to edit the issue, assuming you have permission. They may also have other buttons to access
issue history, or to delete the issue.
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Sample Detailed Report

Other options on the menubar of the Detailed Report are identical to those of the Quicklist Report. Click
here for details of these options.

Output & Query Options
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Report Destination

This select box allows you to control the destination of the report. The choices are:

Output to saved format - this outputs the report to the format saved with the report. Note that for
Quicklist and Detailed reports, this is always Browser output
Output to Browser
Output to Microsoft Excel spreadsheet (plain output)
Output to Microsoft Excel spreadsheet (formatted output)
Output to Microsoft Word document
Output to Adobe PDF document
Output to text file

Note that some reports (such as charts) can only be output to the browser window or to a PDF document.
Calendar reports and planning reports can only be output to the browser window. Note that when you
output reports to Microsoft Excel, there is an option to output the plain, raw data with no formatting or to
output the data with formatting. The formatted output will only work with the 2003 version of Microsoft
Excel or later. There is no support for formatted output with earlier versions. When you are outputting the
plain data, no totals or statistics are generated. This allows you to create your own totals and formulae, as
you need, within Excel. If your data in ExtraView contains double-byte characters (this normally means
Asian languages) then you should set your Microsoft Office character set to windows-1250 within your
personal options.

Also note that you cannot output some field display types to Excel, as there is no mechanism within Excel
that would allow you to view these fields. For example, you cannot output attachments, HTML Area fields,
document fields, and image fields to Excel.

Records per Page

You can choose to output a different number of records for the report on each page. These numbers have
been defined by the system administrator, but by default are 20, 100, 500 and unlimited. If you are
outputting the results to a browser, then you are able to page back and forward between pages of the report.
If you are outputting to any other device, the report will display the number of records selected in this
field. Note that ExtraView remembers the last entry in this field and will use the value for successive
reports until you change it once again, except for an unlimited numbers of records. ExtraView does not
remember this selection. Also, please note that your Administrator may have disabled the option to retrieve
an unlimited number of records.

Note that the control of Records per Page only applies to reports directed to the browser, not to reports sent
to Microsoft Excel, Microsoft Word or text. This is deliberate, as in use, it is typical to want all the records
for a report exported at one time.

Query Options

Condensed / Expanded Query Filters – When you are in Condensed mode each query filter on the
screen allows a single selection. When you are in Expanded mode, each filter that has a display type
of list or tab allows multiple selections. Note that you will only see these options if your
administrator has granted you permission. This is discussed in detail below.
Standard / Advanced Query Screen – When you are in Standard query mode, you see a range of
query filters (either in Expanded or Condensed mode), as set up by your administrator. You select
filters for the report by choosing from the various selection lists or entering text or numeric
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information. When you are in Advanced query mode, you create query filters one at a time. Standard
query mode is quick and simple to use for straightforward searches, but Advanced mode allows
more complex query filters to be built before running your report. Note that you will only see these
options if your administrator has granted you permission.
Clear Filters – Pressing this button clears all the query filters on the screen back to their initial state

Keyword Searching
Keyword searching allows you to perform searches on text data fields, documents and file attachments
stored in your ExtraView database. There are two searching technologies used within ExtraView:

The standard keyword search mechanism uses direct queries on the database to obtain results. The
advantage is that there is no special setup needed by the administrator of your system. The
disadvantage is that queries are relatively slow, especially on large databases.
The Quickfind mechansim requires a small amount of setup by the administrator, but once set up is
extremely fast to return results from your queries. It also has special properties in better use of
wildcards, phrase search, and in the support of Boolean logic within your searches. This feature may
not be turned on within your installation. If you are not sure, please ask your administrator as there is
no way to tell from the user interface if Quickfind is enabled.

All searching for keywords is case-insensitive.

Using Keyword Search

There is an option to be able to search attached documents, as well as searching for keywords within the
text of the issues in your database. If file attachment searching is enabled, the search box will look like:

Check the box to allow ExtraView to search the attachments in its database. Note that if you have a large
number of attachments and / or the attachments are of a large size, and Quickfind is not enabled, the search
is likely to take longer to finish. Also, note that the administrator may have restricted the file types through
which you can search for keywords. For example, you will probably be allowed to search through
Microsoft Word documents, but not through image files. In the same way, the administrator may have
placed a limit on the total size of the attachments that can be searched, without warning the user.  When
you elect to search attachments for the keywords, then the issue is returned when the keyword is found
either in the attachment or within the text in the issue.

Note: You cannot save a report that performs a keyword search with the option to search attachments. This
is intended as a feature to be used on an ad hoc basis as opposed to being used for routine reporting.

Standard Search Mechanism

For efficiency, searching attachments works slightly differently if your underlying ExtraView database is
Oracle or Microsoft SQL Server. The searching with an Oracle database is case sensitive, and the searching
with Microsoft SQL Server is case insensitive. Your system administrator can tell you which database is
being used, if you are not certain. This basic search mechanism has the following features:
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To search for a single word, in any of the text type fields within issues, simply enter the word within
the keyword search field. For example, if you enter the word picture, then ExtraView will search for
this word anywhere within the text of an issue. Finding a keyword within a field means that the
search will look for all words that start with the text you enter. For example, if you enter the
keyword table, then issues containing both table and tabletop will be found
To search for multiple keywords enter them, separated by spaces. All the keywords entered must
exist within the same field within an issue. For example, if you enter the words picture frame then
ExtraView will search for the occurrence of both words within the same field within an issue. The
same general rule about special characters as in searching for single keywords applies
If you have four or more search words, then words that are a single character are dropped. If there
are four or more words and all are only single characters, then only the first one is used. Also, if
duplicate words are found in the search, then only one is used
You may use an asterisk as a wild card character in your query.  This will match any number of
characters in the result you are looking for.  You may also use a question mark, in which case only a
single character is used as the wild card.  For example, if you have a field in the data with the
characters abcdefg this will be found with the wild card ab*fg but will not be found by ab?fg. 
However, abcdefg will be found by both abc*efg and by abc?efg.

Quickfind Search

ExtraView’s Quickfind technology allows especially fast searching for text within your installation when
seeking keywords that may be spread through thousands of issues or file attachments. Quickfind’s
efficiency and speed comes from techniques that index the text and the file attachments you enter into your
database. In addition to searching for text, the Quickfind technology may also be used to search for issue
ID's, email addresses and URLs within issues. All searches executed using Quickfind are case-insensitive.

Searching for Single Words

To search for a single word, in any of the text type fields within issues, simply enter the word within the
keyword search field. For example, if you enter the word picture, then ExtraView will search for this word
anywhere within the text of an issue. Finding a keyword within a field means that the search will look for
all words that start with the text you enter. For example, if you enter the keyword table, then issues
containing both table and tabletop will be found. Keywords that you search for should not contain special
characters (see below), with the exception of email addresses within fields, and with the exception of valid
URLs.

Searching for Multiple Keywords

Enter the keywords, separated by spaces. All the keywords entered must exist within the same text type
field within an issue. For example, if you enter the words picture frame then ExtraView will search for the
occurrence of both words within the same field within an issue. The same general rule about special
characters as in searching for single keywords applies.

Wildcard Searches

Within each specified keyword there may be either or both of the wildcard characters, * or ?. This
produces a wildcard search. At each position where a * exists, there may be zero or more characters in the
string in the field for a match to occur. For example, abc*def matches a field value of abcdef or
abcxyzdef. At each position where a ? exists, there must be a single character in the string in the field for a
match to occur. For example, abc?def matches a field value of abcxdef but NOT abcdef. Wildcards at the
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beginning of a keyword will invoke a lengthy search of all words within the database and should be
avoided if possible. Wildcards may appear once or multiple times in a keyword, and they may appear in
any or all of the keywords in a multiple keyword search.

Phrase Searches

A phrase search is used when a keyword is in either of three formats:

1. The keyword is surrounded by single or double quotes
2. The keyword contains special characters
3. The keyword contains token breaks

A phrase search of type 1 produces a hit when the exact keyword phrase inside the quotes is found in the
field values. Basically, this means that the keywords in the phrase appear in the specified order and are
separated only by special characters or spaces. For example, a phrase of "abc def" will match with a field
value of abc    def or abc-def or abc - - def. Note that - is a special character. A phrase search of type 2 is
converted to a phrase search of type 1 by replacing the special characters with spaces and surrounding the
result with double quotes. Essentially, the special characters are replaced with token separators and the
resultant phrase is used in the phrase search. A phrase search of type 3 is converted to a phrase search of
type 1 by replacing all word breaks with a space character and surrounding the result with double quotes, if
it is not already surrounded by double quotes. As an example, a string like Fredまままま gets broken into
Fred ま ま ま ま, which consists of five words (Alphanumeric and Hiragana). Another example is Fredキ
キキ, which gets broken into Fred キキキ, which consists of two words (Alphanumeric and Katakana).
As another example, abc-def will produce a phrase search of "abc def". This would match a field value of
abc   def or abc-def or abc - - def, but not abcdef. Terms in a phrase search may use the * and ?
wildcards. However, they are not permitted to appear at the beginning of any term used in a phrase search.

Searching within Repeating Row Data

When using the contains operator on a keyword search, in conjunction with other query filters that only
return a subset of repeating rows in the results, you can use the Filter Repeating Row Values checkbox to
restrict the results returned to only those rows that appear in the records returned from the repeating rows
that match the query filters on those rows.

Special Characters

This refers to installations with Quickfind enabled only. The Quickfind special characters are:

+ - & | ! ( ) { } [ ] < > ^ " ~ * ? : \

Note that * and ? are wildcard characters.  Special characters are ones that Quickfind does not index and
you cannot query for these characters, either as characters by themselves or when the character is part of a
word, i.e. there is no space between the special character and an adjoining alphanumeric character.

When a text field which contains special characters is indexed, the special characters are removed and are
treated as a space.  For example if you enter (abc)def then this is indexed as the two separate words abc
followed by def.

Complex Queries
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You can use Boolean operators within your keyword, to perform complex queries. To accomplish this, you
use the following operators with the AND, +, OR, NOT and -. To indicate to Quickfind that you are
entering a complex query, preface the query with the # character and ensure that the AND,  OR and NOT
are in upper case.

AND
The AND operator matches issues where both terms exist anywhere in the text of a single field
within the issue. This is equivalent to an intersection using sets. The symbol && can be used in
place of the word AND. To search for documents that contain abc def and def ghi use the query:

#abc def AND def ghi

+

The + or required operator requires that the term after the + symbol must exist somewhere in a
the field of a single issue. To search for documents that must contain abc and may contain def
use the query:

#+abc def

OR

The OR operator matches documents where any of the terms exist within the text of a single
field within the issue.  The symbol || can be used in place of the word OR. To search for
documents that contain abc def or def ghi use the query:

#abc def OR def ghi

NOT

The NOT operator excludes issues that contain the term after NOT. This is equivalent to a
difference using sets. The symbol ! can be used in place of the word NOT. To search for issues
that contain abc def but not def ghi use the query:

#abc def NOT def ghi

Note: The NOT operator cannot be used with just one term. For example, the following search
will return no results:

#NOT abc def

-

The - or prohibit operator excludes issues that contain the term after the - symbol. To search for
issues that contain abc def but not def ghi use the query:

#abc def - def ghi

Searching Within Specific Fields

You can restrict which Extraview fields to search. You must know the ExtraView field name to perform
this searching. To achieve this, you first enter the field name, then a : character, and then the term you are
searching for. You can combine the specific field search with other complex search criteria. For example,
you might want to search only the SHORT_DESCR field for the term abc. The syntax for this is:
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#SHORT_DESCR:abc

Note that if you want to search for multiple words within a field, you need to repeat the field name. For
example, to search the SHORT_DESCR field for the terms abc and def you would enter:

#SHORT_DESCR:abc AND SHORT_DESCR:def

Grouping Queries

Quickfind supports using parentheses to group clauses to form sub queries. This can be very useful if you
want to control the boolean logic for a query. For example, to search for either abc or def and ghi use the
query:

#(abc OR def) AND ghi

This eliminates any confusion and makes sure that ghi must exist and either term abc or def may exist.

Escaping Special Characters

Quickfind supports escaping special characters that are part of the query syntax. The list of special
characters is:

+ - & | ! ( ) { } [ ] ^ " ~ * ? : \

To escape these character use the \ before the character. For example to search for (1+1):2 use the query:

#\(1\+1\)\:2

Fuzzy Searches

Quickfind supports fuzzy searches based on the Levenshtein Distance, or Edit Distance algorithm. To do a
fuzzy search use the tilde ~ symbol at the end of a single word term. For example to search for a term
similar in spelling to roam use the fuzzy search:

#roam~

This search will find terms like foam and roams. Note the use of the # at the beginning of the search term.
An additional, optional parameter can specify the required similarity. The value entered is between 0 and 1,
with a value closer to 1 only terms with a higher similarity will be matched. For example:

#roam~0.8

The default that is used if the parameter is not given is 0.5.

Proximity Searches

Quickfind supports finding words are a within a specific distance from each other. To do a proximity
search use the tilde ~ symbol at the end of a phrase. For example to search for abc and def within 10 words
of each other in a document use the search:

#abc def~10
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Expanded Queries
The Expanded Query capability within ExtraView allows you to select multiple values from the available
lists for a single search. For example, the Expanded Query would be helpful if you would like to run a
report on Open and Unassigned issues that were originated by Bill Engineer or Sue Engineer. With the
standard search screen, you can only search for one of the Statuses and one of the Originators. Your
administrator may not have given you permission to use this feature.

Note that when you select multiple values from a list, the search query uses the “or” operator
between the different values.
Additionally, the expanded query option allows you to choose None as an option in select lists.
You can select any combination of filters with different fields.
Expanded queries are available from the Search/Report screen and from the screens that create
custom reports, summary reports and charts.

Allowed Values and Expanded Queries

Similar to Advanced Queries, allowed values do not operate within filters selected for expanded queries.
You will see all parent and all child values in the filter lists for expanded queries.

Using Expanded Queries

Expanded Query field

Proceed to select your report parameters. If you are using a Windows operating system, you can
select multiple values by pressing the control key and clicking the mouse button on each of the
multiple values. If you are using a Unix operating system, simply click on each of the multiple
values the same way you would click single values. If you are using a Macintosh, use the Apple
command key.
The above example is analogous to selecting the following filters, if you were using the advanced
search mode, with condensed filters:

Category equals Documentation or Category equals Software

After you have made all of your selections, use one of the standard reporting tools to view your
results.
With multi-valued select fields, there are two buttons which allow you to expand and to shrink the
display size of the lists.  This aids in selecting multiple value on long lists.
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Expanded Query screen

Reporting
Click for administrative documentation

The ExtraView reporting feature offers the user a variety of different ways to report on, analyze and
summarize the data within the database. After clicking the Report button on the navigation bar, users have
the option of creating and running one of several report types; Column Report, Summary Report, Matrix
Report, Dashboard Report, Charts and more. Reports can be created and saved for future use. If the
administrator has granted you permission, the reports you create and save can be made available to all
users; else the reports can be saved for your own personal use.

End User Guide https://docs-stg.extraview.com/book/export/html/28870

121 of 297 7/15/2021, 6:34 PM

https://docs-stg.extraview.com/administration-guide/site-configuration-menu/reporting-querying
https://docs-stg.extraview.com/administration-guide/site-configuration-menu/reporting-querying


Sample Report screen

Reports can be manipulated on the report screen in a variety of ways:

Drag-and-Drop - You may drag a report from one folder to another report folder, assuming you
have permission to write to the destination folder.  You may also drag a complete folder to another
location
Double-Click on the Report Icon - When you double-click on the report icon, you can alter the
name or title of a report, without the need to enter the report editor
Right-click on Report Name or Title - When you right-click on a report, you see a popup menu
that allows you to:

Add the report to My Favorites
Copy the report URL to your clipboard.  This URL can be shared with other users.  Security
still applies in that the user must sign on to their account, and they will only see the report and
its contents according to its permissions
Edit the report
Run the report (the same as clicking on the report title)
Delete the report
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Creating New Reports

To create a new report, you have the following report options:

New Column Report - Select the columns you want to display and which filters to set. For more
information regarding Column Reports, please see here
New Summary Report - This allows you to design a report which will summarize on up to 10
fields, providing a total at each level. There is an option to provide additional statistics for each
report level For more information regarding Summary Reports, please see here
New Matrix Report - You can select two fields as axes for the report, and see a count of all the
issues at each coordinate For more information regarding Matrix Reports, please see here
New Aging Report - This provides a report that shows the time issues have spent within different
statuses For more information regarding Aging Reports, please see here
New Calendar Report - These allow you to represent issues upon a calendar, with a date within
each issue being used For more information regarding Calendar Reports, please see here
New Planning Report - Planning reports work with parent and child related issues. The child issues
use a start and an end date on a calendar, and can be dragged to alter the dates. Visually, you are
looking at many child issues on the report, and can therefore move the start and end dates of any
issues to plan many interacting tasks For more information regarding Planning Reports, please see
here
New Chart - Charts provide the ability to create pie, line, bar, and area charts For more information
regarding Charts, please see here
New Taskboard Report - Ths report type allows issues to be represented as tiles on a background.
The tiles represent tasks and can be dragged to new positions on the background. In this way, you
can easily manipulate any number of issues to better organize work schedules and manage tasks For
more information regarding Taskboard Reports, please see here
New Dashboard Report - Dashboard reports allow you to organize many reports into a single
report. Typically dashboards will be shared to show key metrics that drive your organization For
more information regarding Dashboard Reports, please see here
New Custom URL Report - These give access to run custom reports, and to place the contents of a
URL external to ExtraView within your workspace or ExtraView screen For more information
regarding Custom URL Reports, please see here
New Container Report - Container reports allow you place a number of reports together within a
single PDF document that can be shared For more information regarding Container Reports, please
see here
New Layout for Existing Reports - Layouts can be used to summarize information and place the
results within Container reports For more information regarding Layouts, please see here
New Geospatial Reports - Produce interactive maps displaying the locations related to issues within
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the system.  Click here for more information
New History Reports - These create reports showing the changes made to the selected issue over
time.  Click here for more information
New Admin Reports - Create reports with administrative information such as user access reports. 
Click here for more information

Document Repository

The section on the screen following the list of saved reports is the document repository, where documents
are stored and accessed.

Click for administrative documentation

Common Report Functions

Adding Issues from Report Output
This common feature applies to Column Reports, Matrix Reports and Summary Reports.

It is sometimes useful to be able to add a new issue whilst viewing a report and to have the new issue retain
the characteristics of the report filters.  For example, you might be viewing issues on a report with filters
for a specific product and a specific status and want to create a new issue with the same values for the
product and status.  To enable this feature, report editors have a prompt Allow addition of issues.  When
this is clicked, you will choose the business area / project in which new issues will be added from the
report output.

A key part of this feature is that when you add an issue, as best as can be interpreted, values used for filters
for the report will be set within the add issue screen that is displayed.  For example, if the report used a
filter of Assigned To equals Tom Booth, then the Assigned To field within the add issue screen will be
set to Tom Booth.  Of course, the user may override this value if they desire.
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The way in which you utilize the feature on report output varies from report to report.  For simple Column,
Summary and Matrix Reports, there will be an Add Issue button on the report output menubar - within a
workspace, this will be a + icon on the menubar of the panel.  For Column reports that use grouping of the
results, you can right-click on the heading to each group and see an Add Issue button.  This allows the
values within the issue to be added to adopt the value(s) of the report grouping.

Once you have added the new issue, the underlying report is refreshed, and will include the result from the
issue just added.

Additional Runtime Options
At the bottom of each report editor there is a fold with the title Additional Runtime Options.  When you
open this you will see a section of the screen similar to the following:

The Ask at runtime options button is an overall switch for this feature.  When this is checked, the report
runtime options screen will always be displayed, irrespective of whether fields with the ask at runtime
option have been selected as filters.  Each of the options selected in the remaining checkboxes will appear
as options on the runtime options screen.

The options offered are different for each report type, as not all the options are relevant to choose for a
given report type.  The additional options correspond to the options for each report type.

Selecting any of these options on this section of the report editor allows the user to override the option
chosen within the report editor when they run the report.  The runtime filter screen will show a section like
this to allow the override:
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Note the popup when you select any statistical option.  This is accessed by clicking on the title of the
option, just as do within the report editor.  This provides access to options such as altering the runtime title,
precision and other options for the statistic.

Conditional Formatting of Results
Conditional formatting of the results on report output can accomplish many criteria.  The formatting
attributes may be applied to these report types:

Column reports
Summary reports
Matrix reports
Treegrid reports.

The formatting that may be applied is one of the following:

Make values on the output have a different color
Make the background color of a value on the output have a different color
Make the text of the value bold
Make the text of the value italic
Place a colored dot within the cell that holds the value
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Conditionally hiding a value dependent on one or more conditions.

More than one formatting value may be applied to a single value on the report, but it should be recognized
that conflicts may arise.  For example, you might want to place the following two conditional attributes
within a report:

Make the background color of a cell colored blue, if the Category field equals Software
Make the background color of the same cell red, if the Priority field equals High.

If both conditions are true, there is a conflict and only one of the conditional formatting attributes can be
applied.  No error will result, but only the first condition will be applied.

Creating Conditional Formatting for Column & Treegrid Reports

Within the report editors, right-click on the small red button on a field selected for the report.  If the field
supports conditional formats, this button will appear:

Clicking this button leads to a popup:

The user may apply the conditional formatting as follows:

The color of the text may be altered from the default black (#000000) color
The color of the background to the value may be altered from the default white (#FFFFFF) color

The text may be made bold
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The text may be italicized

A color dot or emoticon can be placed by the value, or instead of the value
Using the * Hide Value If * option in the select list will cause the value to be hidden on the report
output if it meets the condition.

This shows conditional formatting being applied to a Column report:

Each Product has a different background color applied to the value
When the Status.of a product is Open there is a red dot inserted.

You may add multiple conditions for the selected field, using the  button.  All conditions, except for the

first, may be removed with the  button.  When you click the  button, you may apply a style for the
field value, based on more complex conditions that are based on any fields.  These complex conditions
may be set for any formatting condition and look like this:
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Creating Conditional Formatting for Matrix & Summary Reports

The principals are similar to creating conditional formatting for Column and Treegrid reports, but with
some distinct differences.  First, you will typically create the formatting based upon the count of items on
the report and secondly you may want to create conditional formats based on sub-totals, totals and the
statistics computed in the results.  As examples, you might want to format results based on these:

Apply a format to any cell in the results when the count is greater or less than a number
Apply a format to all of a row or column in the results when the count is greater or less than a
number
Apply a format to a total column, total row or both dependent upon the results.

To initiate conditional formatting of results within matrix and summary tables, consider the following
screenshot:

The user has chosen to add statistics in the form of Totals and Percentages.  The screenshot further shows
that having clicked on the Total label, the user has set a Title of Total, a Precision of ### and that the
statistics should be applied to both axes.  These choices led to the area of the screen titled Format
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Statistics and Aggregation Fields being populated with entries allowing the user to optionally apply
conditional formats to the appropriate statistics of the report output,  The user may then right-click on any
of these statistics to apply conditional formats:

You may add multiple conditions for the selected field, using the  button.  All conditions, except for the first, may be removed

with the  button.  When you click the  button, you may apply a style for the field value, based on more complex conditions

that are based on any fields.  These complex conditions may be set for any formatting condition.  You may base the
conditional format on the value of the result, selecting an operator, a value and the format. 

The user may apply the conditional formatting as follows:

The color of the text may be altered from the default black (#000000) color

The color of the background to the value may be altered from the default white (#FFFFFF) color

The text may be made bold

The text may be italicized

A color dot or emoticon can be placed by the value, or instead of the value.

Conditional Formatting on Time Periods and Historic Data

It is sometimes useful to be able to provide conditional formatting on data that has changed within a
specific period.  For example, you might want to provide the formatting on values that changed within the
last week.  This is accomplished with a complex filter as shown above, and using the changed operator.  As
an example, this screenshot displays how to provide a green background on Assigned To values that
changed in the last 7 days:

Resolving Conflicts

It is entirely possible that you might set up conflicting conditional formatting attributes.  For example, you
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might set up a conditional formatting attribute that sets a background color when a specific condition is
met.  Another conditional formatting attribute on the same field might require a different background color
to be set for a different filter condition.  ExtraView will use the first specified conflicting attribute.  In
some cases, this can be an advantage, for example when you wish to set up ranges, according to counts
within your report.

In this example, we want to establish background colors as follows:

Range Color

Less than, or equal to 7 Green

Greater than, or equal to 7 but less than 11 Purple

Greater than 11 Red

To take advantage of the fact that the attributes in the list are processed in order and the earliest one in the
list is used when there is a conflict, you set the attributes as follows.  The order is important:

Limitations

Output to Text - No conditional formatting is applied
Output to Microsoft Excel (Plain output) - No conditional formatting is applied

Output to PDF and Container Reports - Conditional formatting is not supported.  It is expected that this limitation will be

removed in a future release

Output to Microsoft Excel (Formatted output) - Not all colored dots can be rendered.  A marker is used within the

output for those that cannot be displayed.

Creating New Reports & Output Options
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Creating New Reports and Report Options

Only the report types to which the administrator has granted you access will appear.  Click on a report type
at the top of the screen to create a new report. This takes you to the report editor where you can compose a
report before saving it.

You can use the remaining options as follows:

Output Options - When you click on a report to run it, the output will appear in the report
destination that you have saved within the report editor. The default output option is to use this saved
format as the destination. However, you may override this by selecting a different report destination.
Note that if the report destination is not the browser, you will see this by holding the mouse over the
report title. The help tip will show its default destination. The available output formats are:

Browser - the report results will appear in a browser window, using HTML to render the
results. This is the default for most report output. Calendar, Dashboard and Planning reports
can only output to the browser
Text- this outputs the report to text, appearing within a browser window. You can save the text
from your browser to a file for further use
Microsoft Word - this requires Microsoft Word to be installed on the user's computer and
outputs the report directly into a Word document. Note that no images, buttons or links are
output with this format
Microsoft Word mail label (Merge with uploaded file) - This option allows a Microsoft Word
document template (.dotx file) to be uploaded and the output of the report will merge the
records into the template.  Typically this is used to merge address information within
ExtraView issues into mailing labels
Adobe PDF (Portrait) - This requires the Adobe PDF Reader software to be installed on the
user's computer. The report output will appear within an Adobe PDF window and in Portrait
format. Container reports may only be output to Adobe PDF files
Adobe PDF (Landscape) - This requires the Adobe PDF Reader software to be installed on
the user's computer. The report output will appear within an Adobe PDF window and in
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Landscape format. Container reports may only be output to Adobe PDF files
Microsoft Excel (formatted output) - This outputs the report with basic formatting to
Microsoft Excel, which must be installed on the user's computer. Charts cannot be output
directly to Microsoft Excel
Microsoft Excel (plain output) - This outputs the report with no formatting to Microsoft
Excel, which must be installed on the user's computer. Charts cannot be output directly to
Microsoft Excel
Microsoft Excel (merge with uploaded file) - This outputs the report to a Microsoft Excel
spreadsheet. To prepare this output format, a spreadsheet is first uploaded into ExtraView, and
ExtraView will send its data to a sheet within the file. Other sheets within the file may
manipulate this data and perform any actions of which Excel is capable. Microsoft Excel must
be installed on the user's computer. This output option is only available with Column reports.

Not all output options may be used with all report types.  This table explains which options are valid, and
which options may utilize the report scheduler:

Report
Type

Browser Text Word
Word
Mail
Label

PDF
Landscape

PDF
Portrait

Excel
Plain
output

Excel
Formatted

output

Excel
Merged

Template

Can
Be

Scheduled

Admin
Report

x x x x x x x Yes

Aging
Report

x x x x x x x Yes

Calendar
Report

x No

Chart x x x
PDF

output
only

Column
Report

x x x x x x x x x Yes

Container
Report

x x Yes

Custom
URL
Report

x x x x x x No

Dashboard
Report

x No

Geospatial
Report

x x x
PDF

output
only

History
Report

x x x x x x x Yes

Layout
Report

No
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Matrix
Report

x x x x x x x Yes

Planning
Report

x x x No

Summary
Report

x x x x x x x Yes

Taskboard
Report

x No

Treegrid
Report

x x x x x x x Yes

Rows per Page - This allows you to set the rows per page for the report to use, when output to the
browser.  This value is remembered once it is set.  Note that this option is only used with Column
reports and queries that produce a Quicklist report.

The screen also has buttons to allow you to perform the following functions:

Manage User Groups - These are informal groups of arbitrary users that you form for a specific
purpose.  For example, a group of users might be project based and reports may be created and
shared amongst the group
Manage Scheduled Reports - This provides a single location from where you can manage your
personal scheduled reports
Manage Report Folders - This function allows you to create, rename and delete report folders.

The gear wheel icon at the top of the report list extends the report display to include all the metadata about
each report.  Included in the display are:

The report type
The date of creation
The date the report was last updated
The user who last updated the report
The last date and time the report was run
The owner of the report
The internal report ID.

Document Repository

The document repository is accessed via the Reports screen.  Users may send documents to the repository
from the report scheduler, either on an immediate basis, or on a timed basis according to the schedule they
create for the report.  The user may store documents in a personal repository or within a public, shared
repository.  Permission from the administrator is required to write documents to the repository and separate
permission is required to download documents from the repository. 

Documents are saved in the repository by scheduling the report and setting the folder within the repository
into which you want the document to be saved.  You may create an automated naming convention to store
your documents, for example indicating the year and month within which the report was created.
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Reports sent to the repository are termed documents.  These are viewed from the Reports screen,
following the list of reports that a user may run.  The repository documents may be stored in folders and
sub-folders.  Similar to reports, these can be personal in nature, stored in the My Documents section, or
public, stored within the Public Documents section. 

Sending Documents to the Repository

From a report editor of a saved report that supports being scheduled, click on the Schedule Report button. 
Then click on the Document Repository tab.

Setting up the Report Scheduler to Send a Document to the Repository

From the Document Repository tab, you set up output to the repository with the button Send to
Repository, and then you select the folder in the repository to which you want the document to be placed
when the report scheduler runs.

Select a Document Folder for Repository Output

Within the popup where you select the folder, you can also create new folders and sub-folders.  Simply
right-click on the folder beneath which you wish to create a new folder, and a New Folder appears.  Name
this folder appropriately.

There is a tab name Advanced Document Security which is used to override the standard permission
settings for controlling access to documents.  Within this tab, you can set specific permissions for the
document being output.  See here for more information.
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Virtual Folder Names

Within the document repository it is often useful to collect documents for similar purposes under the same
folder.  The user has no ability to alter the name of the folders as documents are being created for insertion
into the repository, as the report scheduler creates the documents automatically.

For example, you might want to place all the documents generated for a specific month into the same
folder, or you might want all the documents generated about a specific product placed in the same folder. 
To facilitate this requirement, you can create a folder with a virtual name.  The ExtraView report scheduler
will use the information within the virtual name to automatically create folders as necessary.  For example,
when a new month starts and the report scheduler creates a new document for insertion into the repository,
a new folder will be created automatically.

The date-based tokens you can use to create a virtual folder are:

$$DAY$$ The numeric day of the current month

$$MONTH$$ The numeric month of the current year.  Note that month names are not supported to
ensure readability of the months by non-English language users and to ensure that the
months will be kept in a reasonable sort order within the repository

$$YEAR$$ The current year as a 4-digit number

The tokens can be interspersed with normal text.  For example, a virtual folder name of Monthly reports
for $$MONTH$$-$$YEAR$$ will be actualized as Monthly reports for 02-2016 when the current
month is February 2016.

Sending Documents to the Repository Without a Schedule

There are occasions when you might want to send a report output to the document repository without
setting up a schedule for the report.  To achieve this, from the report editor, click on the Schedule Report
button, click on the Document Repository tab, set the folder as necessary and choose to send the report to
the repository, then click on the Run Now button.

Accessing Documents in the Repository

From the Reports screen, click on the View Documents button within the Document Repository section
of the screen.
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The Document Repository on the Reports Screen

You may drag and drop documents between folders within the document repository.  However, you may
not alter a public document to become a personal document and vice versa.  Righ-clicking with your
mouse on a document allows you to view, download or, with permission, to delete the document.

You may view or download any document by simply clicking on its title.  If you have permission, you may
use the right-click mouse button to delete the document.  If you click on the gear wheel in the controls for
the repository, you will see additional columns as follows:

Extended Repository Options

From this view, you can click on multiple documents, and delete them.  Use the Select checkbox to
identify the documents you want to delete.  In addition you see additional information about the documents
stored.

Editing Reports from Report Output
If you run a report of the following types to a browser, then a button labeled Edit Saved Report will
appear on the menubar of the report output:

Aging Report

Calendar Report
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Charts
Column Report
Dashboard Report

Geospatial Report

Matrix Report

Planning Report

Summary Report
Taskboard Report
Treegrid Report

Within a workspace, when you click this button, a new panel opens with the report editor.  Note that you
are opening the saved report.  Be aware that if you have another panel open with the same report being
edited and have changes that are unsaved, these changes will not be reflected in the panel you just opened.

Outside of a workspace, the Edit Saved Report button will open a new browser tab with the report editor.

You cannot edit a report from the output unless the report has been saved, but in most circumstances you
will still have the report editor open at that point. 

Filter Report Fields
Within the report editors with field lists from which the user may choose a number of fields, some
installations may present a list of many hundreds, or possibly thousands of fields.  These fields are likelyto
be spread across many business areas and projects.  The administrator may have enabled an option to filter
the fields, so that only the Business Area and/or Project for which the report is being prepared will be
visible.

The user can simply select a Business Area from the list in order to see all the reportable fields for that
Business Area, including all the Projects.  They can select a Project within a Business Area, in which case
they will only see the fields from within that Business Area.

To return to the full list of fields, click on the * Select * entry within the list.

You can further search for fields within the field list by clicking in the Find a field... input and starting to
type.  The fields will be filtered to those that match the characters you type.  This example displays
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typing date into the field.  Note that fields where either the field title, or the field name match are
displayed.  You can see the field names ass well as the titles if you click on Show field names.

Hierarchical Reporting
This feature works with Column Reports, Treegrid Reports, Summary Reports, Matrix Reports, Charts,
Planning Reports and Calendar Reports.

Your administrator will have defined hierarchies for reporting. These allow you to select records at a parent
level, and at up to seven child levels for reporting. You may choose to view different fields on a column
report for each of the different hierarchy levels, and you may apply different filters to each of the hierarchy
levels. In addition, there are functions available that allow you to aggregate the count of the number of
issues at each level in the hierarchy.

Note: You must be in the Advanced Query Screen mode to create reports that use reporting hierarchies.

An example of a hierarchy report is that you may want to show a list of all issues by customer, showing
details from the Customer business area for each customer, while showing details from the Customer
Issues business area for each issue. The following screen shows how this may be set up.
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Creating a hierarchical report

First, make certain you are in Advanced Query Mode. Next, you select the hierarchy from the available
list of hierarchies within the options section of the report design screen. When you do select the hierarchy,
the screen refreshes and you will see a field selection list for each level of the hierarchy, as well as a set of
filters to be used for each level of the hierarchy.

The report output will show all the fields selected at all levels of the hierarchy, in the order they appear
over all the selection lists.

For each level of the hierarchy, you can apply any filters required for that level in the hierarchy.

Hierarchical Options

The following options apply to the child levels of the report filters you select.  Consider the parents with
their children in this diagram:
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Include parents without children - In this case, all parents (John, Mary and Sheila) and all the
children (Alison, Oscar, Leslie, Julie and Sophie) will be selected and displayed on the results.  The
default if this is not selected as an option is that only John and Sheila and their respective children
will be selected to display within the results.  This option is not supported for Charts
Exclude parents with children - John and Sheila both have children, so only Mary will appear
within the results.  This option is not supported for Charts
Perform aggregate function on results - This option allows the COUNT of the items at the child
level.  Other aggregate functions are also available.  If we select the Include parents without
children option and count the ID field on the child level, we will get the count of John = 2, Mary = 0
and Sheila = 3 on the report output.  See below for additional details.

After following these instructions, you may see a Column report similar to the next screenshot.
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Sample output of Hierarchical Report

Column reports support a special type of hierarchical reporting, called side-by-side hierarchies.  Reporting
hierarchies are defined with a chain of descending levels, such in ways such as parent, child, and
grandchild levels.  With side-by-side hierarchies, the user can select multiple, independent hierarchies, all
with the same base (top) level, and place the results side-by-side on the report output.  For more
information, click here.

Aggregation

In the report editor, you can turn on aggregate counting functions for child levels within a hierarchical
report. For example, you may want a count of Fixed issues for each customer. This implies that you need to
display each customer from the Customers business area and then count the Fixed issues.

Aggregate functions

This may be achieved by a variant of the above report. First, you check the box against the prompt
Perform aggregate functions on results. The list of fields at the child level of the query (in this case the
Issues level) will clear. Select a field and you may then use your right-hand mouse button to access the
output options for the field. In our example, we can count the ID’s with an additional filter of Status =
Fixed to achieve the results we would like to see. This selection process may result in a report something
like:

Aggregate report showing count of Fixed issues

The complete list of aggregate functions you can use is:
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Function Purpose

Count This will count the number of child records within each parent record that match the selection
filters

Sum This will sum the total of the numeric value of the child records within each parent record that
match the selection filters

Min This will show the minimum numeric value of the child records within each parent record that
match the selection filters

Max This will show the maximum numeric value of the child records within each parent record
that match the selection filters

Mean This will show the mean of the numeric values of the child records within each parent record
that match the selection filters

Historic Point-in-Time Reports
Using the option labeled Generate report as of this date, you can look at the data in a report, as of the
date you enter.

The report that is generated will display the results as of the date that you enter.  Note the following:

Point in Time filters are available for Column, Summary, Matrix, Aging, Treegrid, Dashboard,
Container and Custom report types

You cannot drilldown from a point-in-time aging report, as the results are not useful
Dashboard and Container reports may or may not contain reports which have point-in-time
date options set.  In these report types, the dates set will override the dates set within the
individual reports
Custom URL reports will require custom code to support the feature

All issues that are retrieved for point-in-time reports compare the date entered in the report editor to
the last modified date (the TIMESTAMP field within the database)
The title of the report is modified to highlight the point in time which is used to generate the report,
thereby clarifying that the report is not displaying current information
You may use $$SYSDAY$$ or $$SYSDATE$$ as the date for the point-in-time report.  For
example, if you want to generate a report that always showed yesterday's results, you can set
$$SYSDAY$$-1 as the date
If the report contained filters that used $$SYSDAY$$ or $$SYSDATE$$ as values, then these values
will be replaced with the same date that you entered into the Generate report as of this date field.

Example: To generate a report so that it always returns the data as of the close of business on the
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previous day, use $$SYSDAY$$ - 1 as the entry

You may use the $$RUNTIME$$ token as the date for the results to be generated.  The runtime filter
screen will prompt for the date when running the report
Any drilldown from the report, by clicking on a value within a Summary or Matrix report, or
clicking on the Edit button within a Column report will show the current results, not the historic
result.  This prevents you from attempting to edit the historic values within any issue as this would
be a contravention of the audit trail that is maintained within all issues
The date used for the point-in-time results will be displayed on the report output, in the user's
personal date / time format.  Within workspaces this is found by mousing over the user button which
displays who prepared the report along with the date and time
If your administrator imported legacy issue data into ExtraView from a remote source, the
TIMESTAMP on these records reflects the actual date and time the records were imported.  This is
not likely to be the same date and time the records were created and point-in-time reports are not
likely to display the results that you expect.  This is the correct behavior, and cannot be altered, as it
is imperative that ExtraView's audit trail correctly records the transactions.  Note that the Date
Created field (DATE_CREATED) may be altered on the import of issue data, but the date last
modified (TIMESTAMP) field is independent of this
Within workspaces, dragging and dropping issues to and from point-in-time reports is disabled
You cannot perform a mass update from the output of a point-in-time report
You cannot perform a Quickedit operation from a poin-in-time report.  If a Quickedit button is
placed on a point-in-time report, it will not be rendered.

List Values with Associated Images
List values within your installation may have been configured such that there is an image associated with
each value in the list.

For example, you might have a list of countries, and there may be an image of the flag for each country
stored.  When this field is chosen for a report, there is an option to display either the title only, the image
only or both the title and the image associated with the title.  To select these options for a report, right-click
on the button by the selected field and view a dialog that will look like this:

When images are included in reports, they may look like this:
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Merging Data with Microsoft Excel Files
There can be a need to use ExtraView data for reports that cannot be created within ExtraView, but can be
created within Microsoft Excel. This feature extends ExtraView so that you can harness all of Microsoft
Excel's capabilities in conjunction with any subset of ExtraView data. For example, you might want to use
ExtraView data within a pivot table, or you may want to generate charts that are outside the scope of
ExtraView's own charting capabilities.

This feature works with Column reports, Summary reports and Matrix reports.

The procedure to merge ExtraView data with an Excel spreadsheet/workbook is as follows:

Create the Excel sheet that contains the ExtraView data

Create an individual sheet which will be used to hold the ExtraView data. This will most often be empty of
data, but the columns should be formatted as follows to receive data of the correct type. The columns may
also contain Excel formulae. The ExtraView data is merged with the sheet and only overwrites values, not
the formulae.

All ExtraView text type fields do not require any formatting in the sheet
ExtraView date and day display types will be placed in columns in the sheet as seconds since the
epoch
ExtraView currency and numeric display types will be placed in columns in the sheet as plain
numbers
It is not valid to send buttons, image and document display types to the Excel sheet
Save the workbook.  It must be saved with an extension with an extension of .xlsx.  The old style .xls
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files are not supported

The following screenshot show how it might look, after ExtraView populates the data into this sheet.
Again, the sheet should be empty at this stage:

The Excel data sheet

Create the remainder of the Excel workbook

Create an additional sheet, or sheets, within the same Excel spreadsheet, which contain the reports or other
Excel objects. These should source the ExtraView data by referencing a data range within the first sheet
you created. An example pivot table might look like this:
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The Excel output report

Save the spreadsheet

Note that the spreadsheet must be saved as type XLS, not type XLSX. This is due to a limitation in
third-party utility software used to manage the Excel spreadsheet within the ExtraView server.

Upload the spreadsheet to ExtraView

Now, you upload the saved spreadsheet into ExtraView. Create a new Column report, then select
Microsoft Excel (Merge with uploaded file) as the output format. Most of the report creation is identical
to creating other column reports.
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Creating the report

Click the button to upload the Excel workbook / spreadsheet. This takes a copy of the spreadsheet
from your local computer and places it in the database on the ExtraView server
The titles to all the sheets contained within the Excel workbook are displayed in the select list.
Choose the sheet that is to be the destination for the ExtraView data
The default is that the ExtraView data will be placed at the top left-hand corner of the sheet,
beginning with cell A1. You may alter the beginning cell by placing the data at any other row and
column in the sheet
Use the checkbox Include Column Titles in Sheet to indicate whether you want the column titles
from the ExtraView data to be placed in the sheet. Note that for most purposes you want the column
titles to match up with the titles as they will be used in the other sheets inside the Excel workbook.
The matching is case sensitive
The checkbox Use Template Format gives control of the data formatting within the spreadsheet that
is output. If this box is not checked, then ExtraView's field formats are used. If this is checked, then
the formats of the data within the spreadsheet are observed and used. This has uses to control items
such as the format of dates in the spreadsheet. You might want to use the format mandated by the
cell formats in the spreadsheet, or you might want to use the user's date format as specified by their
personal options.
Select the columns for the report that are to be used to fill in the Excel data sheet
Apply any filters required
Save the report in the normal way.

Run the report

When you run this report, ExtraView will take the data returned by the query, and populate the Excel sheet.
The report is then downloaded for you, in the form of a standard Excel spreadsheet.

Tips

Wrapping text within Excel cells - it is recommended that you highlight all rows within your
spreadsheet and set the text wrapping option before saving and uploading to ExtraView.  If you do
not do this, then you have to double-click within the cell in the downloaded report before the text
wrapping works
Custom date formats - it is not recommended that you set your personal options within ExtraView to
use a custom date format.  Excel does not understand all the possible custom date masks that can be
used
ExtraView can summarize on a significantly larger number of rows and / or columns (eight) within
Matrix and Summary reports than Excel.  Excel cannot produce charts with more than 3
summarization levels.
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Report Definitions
All report editors have a checkbox option titled Output Report Definition.  When this is selected, the
report is displayed in the normal way.  However, for Browser, Microsoft Word, and Adobe PDF output, the
report is followed by two sections, the first displaying all the options selected for the report output, such as
the title, columns being displayed and the sort order.  The second section shows the filters used to create
the report.

Report Filters
Setting up report filters is identical to setting up query filters. Please see the section on Querying for
details.

Runtime Filters

It is often desirable to create a report that can be used with different filters. For example, you may want to
create a report which filters using different start and end dates, or you may want to create a report which
when run will show the results for a different business area.

This can be accomplished using runtime filters. Within each filter list, you will see an entry * Ask at
runtime *. If you select this entry, then when you run the report, you are asked for a value for this filter. If
you do not choose one, the report is still produced, using the * Any * filter, i.e. all values are chosen as if
there is no filter.

You can create a runtime filter for a text, date or other numeric type field, by entering $$RUNTIME$$ in
the field. This is saved with the report and you are asked at runtime for a value to use as a filter.
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Note that if you intend to use runtime filters within a report container, then each report that is included in
the report container must have the identical runtime filters defined. If you do not do this your runtime
filters will be ignored for the execution of the container report and no error occurs.

Reports with runtime filters cannot be placed on a user's Home Page as a report. This is because it is
undesirable to stop the preparation of a Home Page and ask a user to input values for filters.

Runtime filters

There are occasions when you might want to run a report that has a complex set of filters, including the use
of several and and or conjunctions. For example, you might want to pose the following query filters (this
is not a real query, but it is useful as an example):

   (Customer = * Ask at runtime * AND Status = Open)
OR (Customer = * Ask at runtime * AND Status = Fixed)
OR (Customer = * Ask at runtime * AND Status = Duplicate)

This would be represented in the report editor like this:
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Setting up a complex query with runtime filters

When the report is run, the user will see the following screen:
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Running a complex query with runtime filters

When the user selects a customer from the top list, all the bottom filters that require a Customer will be set
to use the value set from the top list. To accomplish this type of query with complex runtime filters, your
administrator will have set up some special fields to use as runtime filters that can propogate their value to
all filters.

Changing Filters after Running a Report

Once you have your report results, it is sometimes useful to be able to alter the value of the filters you
selected, and view the new results. To achieve this, there is a button with the title Filters on the menubar.
When you select this, a window pops up and allows you to reset the values of any of the filters, then
immediately re-run the report.
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Altering filters after you have run a report

Note that if you set the value of any filter to * Any *, then you cannot reuse the Filters button a
subsequent time on the same filter. When set to * Any *, the filter is removed from the list.

Complex Filters
Filters that are part of a report provide a limited capability when it comes to expressions that refer to report
hierarchies.  It is possible to extend the filters in your report to allow general references to hierarchies. 
These may or may not be part of the current report selections.

Compound Report Filters

A compound filter group contains filters at a hierarchy level other than the hierarchy level(s) associated
with the hierarchies currently selected for the fields in the report.  This extends the current filter groups
available for reports.  For example, a single-hierarchy report with a hierarchy titled My Hierarchy
currently may have filters referring to the hierarchy titled My Hierarchy.  With compound query filters,
the report may have filters referencing hierarchies other than My Hierarchy.

As another example, a report without any hierarchies may have compound filters that reference any
accessible hierarchy.  This report does not display its output in a hierarchal format just because it contains
hierarchy filters.

Filter Data Structures

The data structures that affect filter access are:

1. Filter groups - these are collections of filters associated with a report
2. Report layouts - these are the layouts containing the field selections and hierarchy levels for a report
3. Filter - these are the objects containing the conjunction, field name, operator, and hierarchy level

In a non-hierarchical report, there is a single filter group, a single report layout, and the filters do not have
a hierarchy level (more accurately the hierarchy level is zero).

In a single-level hierarchy report - typically a parent-child type report - there is one filter group, one report
layout for each level of the hierarchy, and the filters each refer to the level within the hierarchy.
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In a multi-hierarchy report, the single filter group consists of a collection of filters for each hierarchy level.
The filter collections are grouped by their hierarchy level.  For the first hierarchy, there may be filters at
the top level.  These top-level filters are propagated to all other hierarchies before the report is run. Filters
in the hierarchies after the first may NOT have hierarchy top level filters specified

User Interface within the Report Editors

The user interface for defining compound filters in a report is similar to that used for multi-hierarchy
reports.  There is a Compound Filter checkbox that enables the feature and allows compound hierarchy
filters to be defined on the screen.

The resulting filter group from the GUI shall be generated as follows:

1. Each filter may have its own hierarchy level
2. No field selection is necessary for compound hierarchy levels
3. For each filter hierarchy, the filters for that hierarchy are ordered by their position on the report

editor screen, from top to bottom
4. The hierarchy level for a compound filter may be any level in the associated hierarchy, including the

top level.

Report Folders
Reports are stored in report folders. Folders may contain other folders in a hierarchy.

The top level folders are fixed and contain Personal Reports and Shared Reports. Personal Reports are
reports that you create and manage yourself. With permission from the admnistrator, you can share a report
within your Personal folders.

With permission you can create Shared reports which will be visible to all users. You can also create
reports that can only be shared with users of a specific role. There is no need to share a Shared report with
specific users.

Note that when a report is shared with other users, whether it be a Shared report, a report shared with users
in role or a report shared with specific users, there is no guarantee that users who view the report will be
able to see all the fields or all the issues within the report. There may be field-level security permission, or
privacy of issues that prevent the visibility of such information.

Note that you can double-click on any report within the report folders, and providing you have permission,
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you can alter the report title or description, without needing to endter the report editor.  You may also drag
a report from one folder to another.  However, you cannot drag a private report to a shared report folder, or
vice versa.

Report Folders

Saved Filters
The Query screen and each report editor allows the user to save sets of filters that can be reused and shared
between reports.  Depending on the security permissions, this feature can:

Be invisble and not used
Allow a user role to save and reuse filters for personal use
Allow a user role to save and share filters for public use across the installation.
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Use the Save / Update Filters button to open the popup which allows you to save, replace and delete the
filters  Whatever filters are displayed on the Query screen or report editor are used to save or update a set
of filters.  You may use the list to select a saved filter and delete it from the list:

Saving Reports
Reports can all be saved so that they may be run at any time in the future.

Assuming you have been granted permission by your administrator, there are 3 potential areas into which
you can save a report:

The My Reports area, where only you have access to the reports that are saved
The Shared Reports area, where reports created for everyone's use are saved.  You may or may not
have access to edit these reports.  Reports which have been saved so that only individual users,
specific user groups and / or user roles are also displayed here, in addition to Shared Reports

If a report already exists when you click the Save button, you are prompted to overwrite the existing
report. If you click the Save & Continue button, the report will be saved as it currently stands and
you may continue editing the report after seeing the message that the report was saved successfully. 
If you click the Save As button, you will be saving the report with a new name and/or description.

Reports have a title, up to 100 characters in length. This is required.

There is a button to the right of the Report Title that appears when you are editing an existing
report. When you place your mouse over this button, you will see who created the report, who last
updated the report and the dates when these actions occured. This is most useful when managing
shared reports

Reports have a description, up to 100 characters in length. This is required
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When you click on Save or Save As, you will see the following dialog box, asking you to confirm
the Report Title and Description, and giving you the opportunity to save the report for personal use
within the My Reports folder, or for shared use, within the Shared Reports folder.

In both cases, you can place the report into an existing report folder by selecting the folder name
within the Existing Folders selection list, or you can create a new folder by providing its name in
the appropriate field.

If you save the report for shared use, you can make the report available to all users who have
permission to see and run shared reports.  You may also share shared reports to a much more limited
audience.  You achieve this with entries on the Select Optional Visibility and Report Editor
Privileges are of the dialog.  You may share the report with individual users, members of a User
Group or with all members of a User Role.  Note that User Groups are created and maintained on
the Report screen.  Further, when you share a report in this manner, you may allow the users with
whom the report is shared to only run the report, or to be able to run and to edit the report.

Note that the administrator may not have given you privileges to store shared reports or reports for
different user roles. The administrator may also have used a setting that ensures that you have a
minimum number of filters to be used for any report. On large databases, this is a way in which it is
ensured that a single report does not attempt to download a huge number of issues, consuming
significant resource on the server.

Note: When you use the Optional Visibility and Report Editor Privileges, you should be careful
to retain permissions for yourself.  If you simply allow another user to see and edit a report, you will
no longer have access to the report yourself.  It is recommended that you add yourself as a user who
can both see and edit reports.

Saving a report for personal use
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Saving a Shared or shared report

A user cannot save more than one report with the same title and description that is for personal use,
and a report cannot be saved for global use, if a report with this title and description already exists
If you use the Save As option to create a copy of the report with a different name and/or title, there is
an option to allow the user to save the report schedule to the new report
If you click the Save & Continue button within the report editor, you will see a message that the
report has been saved successfully and you are able to carry on working within the report editor.

Scheduling Reports
Reports can be set up to be generated automatically on a time schedule, and delivered to yourself and other
users via email. The scheduler may also send reports directly to the Document Repository.  Your
administrator will have enabled the scheduling of reports for the entire system, and assuming you have
been given permission, you will be able to schedule your own reports to be received by yourself and other
users of the system.

You can send a report to the document repository at the same time you send it to users on the schedule or
you can set up a schedule to perform just one of these functions.

Column reports, Summary reports, Matrix reports, Charts and Container reports may be scheduled and
delivered via email. Note that other report types may not be scheduled - typically because they require
interactivity with the user. Also note that fields with drilldown capability, such as the Attahments,
Document Fields and Image fields are removed from the output of a scheduled report. Before you
schedule a report, you must first save it. After saving, you may edit the report and you will see a button in
the menubar with the label Schedule Report. When you click this button, you will see a screen similar to:
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Setting the schedule for a report

The functions of the entries on this screen are as follows:

Entry Purpose

Schedule
Enabled

You may enable and disable the schedule for a report. If you disable the schedule,
ExtraView suspends the sending of future reports on this schedule, but the schedule details
are maintained.

Frequency You may select one of Hourly, Daily, Weekly, Monthly on a day, Monthly on a date,
Quarterly on a day, Quarterly on a date, Yearly on a day and Yearly on a date.

Start after
this date

This determines the first date and time that the report may be sent.  Note that the report
may not be sent precisely on the time you select. If many users have scheduled reports at
the same moment, then ExtraView queues these and sends them one after the other. This
avoids swamping the server and degrading the performance to all users while the reports
are being prepared and sent.  Note that the time selected is the time in the schedule owner's
own time zone

Run as
Owner

When Run as Owner is checked, the report will be run once as the owner and sent to all
recipients, using the role selected in the next option. If this is not checked, the report is run
as each recipient and sent to them individually.

Note that only roles that the owner can select are available as choices.
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Select the
Owner's
Role

By default the current role of the user creating the report is selected. However, there may
be reasons to run the report as a different role, including the role of the owner at the time
the report is run - this is the choice * Owner's Current Role *. For example an
Administrator may want to set up a schedule, but send out the report using the permissions
of the Quality Assurance role.  If you are not running the report as the owner, then this
select list does not appear

Suppress
recipient
list

This allows the report scheduler to suppress the names of all the recipients who receive the
report.

Suppress
column
reports

By default, ExtraView will always generate and send a scheduled report to all the
recipients. If this option is selected, then the entire email is suppressed if there are less than
the number of rows on the report.  A zero implies that the report is suppressed if there are
no results. It is worth noting that if the scheduled report is being prepared for each
recipient, as opposed to being prepared once and sent to all recipients, then the report may
or may not be generated for each individual user, according to the filters used on the
report, such as privacy group. The administrator will have set up the options that enable or
disable this functionality.

Report(s)
Scheduled

The first entry in the list is always for the current report.  You may select and add
additional reports to be sent along with the current report by choosing these from the list
with the option * Add additional reports to schedule *.

Scheduled reports are sent as attachments to the email that the recipient receives.  The
option list by each report you select allows you to choose a different format for each of the
scheduled reports. You can choose to send the attachment as either a text file, a Microsoft
Word file, a Microsoft Excel file, an HTML file or an Adobe PDF file. Note that the links
to many functions that appear within the same report created within a browser are
removed, as are images. This is because these links and images rely on the user being
signed on to ExtraView when they are utilized. Note that the output format you select for a
scheduled report overrides the saved output format for any report.

There is a button by each of the additional reports you add, allowing you to remove a
report from the schedule.

The list of reports on a single schedule can be accessed from within any of the scheduler
screens within any of the reports.

Once you have filled in the information, you click on the Set Report Schedule button in the menubar of
the popup window to save your schedule.

Note that if you use the Save As option within a report editor, an option appears on the screen allowing the user to check a box if
they want to copy the report's schedule to the new report.

Sending Report Output to the Document Repository

This tab sets up the location of the output to which the output report document will be sent when the
scheduler runs the report.  The document repository is accessed via the Reports screen.

No output to the document repository is sent, unless the Send to Repository button is set to Yes.  There is
the capability to send the report to either a personal folder within the respository, or to send the document
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to a shared public folder.  Click on the Select a Different Folder button to select a different destination
folder from the one displayed.

Setting up output to the document repository

To select a different folder, simply click on its name in the folder list.  You can use a mouse right-click on a
folder to create a sub-folder within there.  Right-click mouse actions also allow you to delete empty
folders.  Double-click on the folder title to edit its name.

Selecting a document repository folder

The Advanced Document Security tab allows additional security around documents sent to the
repository.  The report editor may select individual users, user roles, or user groups.  When selected, these
options override the standard permissions of visibility, and narrow down the users who may view a
document after it is sent to the repository.  This is achieved with the Document Visible checkbox.  The
Document Editor checkbox again overrides the standard permissions for the documents, and controls
which users may delete and rename documents within the repository.
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More information about the Report Repository can be found here.

Setting Up Email Delivery of the Scheduled Report

Click the Email Output tab to setup the recipients of the report, as well as the email subject and email
body that will accompany the scheduled report output.
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Selecting recipients for a report

Use the Click button to select and add users to schedule button to add users to the schedule, or use the
Del button to remove the user from the schedule. You may only schedule reports to be delivered to licensed
ExtraView users, not to any person through an email address. However, it is permissible to schedule a
report for delivery to an ExtraView guest user so if you need to deliver a scheduled report to a person who
is not an ExtraView user, ask you administrator to create a guest account with appropriate permissions.

You will usually want to create an accompanying email with the scheduled report. The default Subject
Line for the email delivery is the title to the report, but you can change this.  Use the Email Body editor to
compose the email that you want to send. Note that if you want to embed an image or logo within the body
of the email, that the image must exist on a server that both you and the recipients of the report can access.
If any of the recipients are going to be outside the firewall of your company's network, then you should use
an absolute path to the image. For example, if you plan to add a company logo as part of your signature to
the body of the email, you might include this image with a URL such as http://www.mywebsite.com/images
/company_logo.png.

The Run Now Feature

Note the button named Run Now in the menubar of the popup. When you click this button, the report is
immediately sent to the scheduler task and executed. All recipients should receive their copy of the report
with this action, within a few moments of clicking the button.

Managing Your Scheduled Reports

On the Query screen, click the button with the title Manage Scheduled Reports. This will display a list of
all scheduled reports for which you are the owner. From this screen you can edit the schedule for any
report that has an existing schedule.

Managing your scheduled reports

Note that in order to be able to alter the schedule, you must be the person who created the schedule. The
exception to this is that the administrator may also modify the schedule for all scheduled reports.

Sharing Reports
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Provided the administator has enabled this feature, reports may be shared between arbitrary groups of
users. This is contrasted with shared reports which all users can see, and reports saved for user roles, which
all members of a user role can see.

Setting up user groups

User groups are set up from the Report screen as shown here:

Managing user groups from the Report screen

When a user clicks the button, they are given a screen where they will see all the user groups they have set
up, and where they can create new user groups, and where they can administer exactly which users belong
to each of their groups. The user who creates a group is termed the owner of the user group.
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The user group popup

From the above screen, the user can either create a new user group, alter the members of an existing user
group, or delete an unneeded user group.
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Editing the members of a user group

The arrow in the above screen point to the button that is used to add users to the group.

Utilizing user groups

When you save a report, the popup window presents a list of all the information required to save and share
your reports.
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Sharing a report with the members of a user group

A list of user groups are displayed when you elect to save a report as a personal report in the My Reports
folder. If you choose a user group, then the report will be visible to all members of the user group.

User Groups
User groups provide the ability to create an arbitrary list of users with whom you wish to share a report. If
this feature has been enabled by your administrator, you will see the button Manage User Groups on the
Reports screen. When you enter the feature, you will see a screen similar to this:
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Manage User Groups

With permission, you can create a new ad hoc group of users, and maintain the list of users within the
groups.

Personal & Shared Reports

Personal Reports

These are reports or charts that you have prepared and saved for your personal use. Other users may not
access these.

Shared Reports

These are reports or charts that you or someone else has prepared for use across individual user roles or for
everyone’s use. Your administrator must give you permission to create and save shared reports.  With
permission, you can create and maintain groups of users that you may share reports with.

Role-Based Reports

These are reports or charts that may be shared across all the users of a user role. Your administrator must
give you permission to create and save shared reports.

Report Organization

Reports are organized within the Personal Reports and the Shared Reports folders that you see on the
Query screen. Within both the Personal Reports and the Shared Reports sections, you can create sub-
folders to keep reports of a similar nature organizaed. Sub-folders may contain other sub-folders.

You can manage the folders by clicking on the Manage Report Folders button. If you do not have any
folders to manage, then this button will not appear. This displays a screen similar to the following:
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Folders can be created at any point in the tree by clicking on the place in the tree where you want to create
the new folder, then entering a new folder name, followed by clicking on the Update button. The Edit
button allows you to rename any report folder. Note that the Delete button only appears by a report folder
that does not contain any reports. If you want to delete a report folder that contains reports, you must either
move the reports to a different location, or delete them first.

Report Types
There are several actions that can be taken from the Report screen to create and maintain different types of
reports. You select the action for the report type from the select list and press the Go button.

Admin Reports
Typically, only users with the Administration role are given access to these reports.  For the current release
there is only a single admin report, but in the future this list will be expanded.  The key reason why these
reports appear outside of the administration screens is in order to be able to use the Report Scheduler to
provide an automated means to deliver the reports.  Like all other reports, you should create the report,
save it, then edit it to create a schedule.

User Sign On Log

The User Sign On log can also be accessed from the Administration utility of the same name.  It is
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provided as a true report, in order that users may use the report scheduler to run and automatically
distribute the report.  When the user clicks on the report entry to create a New Admin Report, the
following report editor screen appears:

Usage is straightforward. 

The report type is User Sign On Log.  You may select the sort order of the output with the Sort
Column option
The report may be output to the browser, text, Microsoft Word or Adobe PDF
You may schedule the report through the Schedule Report button, once the report has been saved.

If you do not select any filters, the entire user sign on log will be produced.  You may select a subset of the
log using the filters provided. 

You can use $$SYSDATE$$ and $$SYSDAY$$ tokens in the Start Date and End Date fields.  You
can also specify simple arithmetic.  For example, set the Start Date to $$SYSDATE$$-30 and the
End Date to $$SYSDATE$$ to obtain the log for the last 30 days
Both the Concurrent Users and Guest Users columns have the ability to filter using greater than
and less than math.  For example, enter >10 in the Concurrent Users column to see a log of all the
times when more than 10 concurrent users were signed on

The output from the log will be similar to the following:
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Aging Reports
If you choose the Create new aging report from the Query / Reports screen offers a variety of aging
reports, designed to show how long issues have remained in various statuses as the issues were progressed
from stage to stage. The aging report produces a count of issues that have been in each status for a defined
period of time. These reports are offered at multiple levels as discussed below. When you select this
option, you will see the following screen:
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Creating an aging report

The Aging Report options are the same as for Column and Summary reports. Likewise, selecting filters is
the same as for other report types. The specific information required for aging reports is collected in the
center sections of the report editor.

Select Status values to display on report, and select the options to age the values

This section sets up the report output, providing a summary report with the details available as drilldowns
from the output.

Status List This presents all the statuses available, and you may select the statuses you
want to display on the aging report, when you run the report

Select the number of
columns to display on
the aging report

This option allows you to decide how many columns you want to display on
your aging report. The default is five columns, but you can choose any number
from one to one hundred

Select the time interval
(hours or days) to
count for each column
of the report

This sets how long each period of the aging report is. For example, if you select
the default value (seven) you are choosing either seven hours or seven days for
the aging period, as further defined by the next option. The maximum for this
selection is thirty-one, allowing for a breakdown by days over one complete
month

Select the time units
for each column of the
report

In conjunction with the time interval, this selects whether you are aging the
information in either hours or days. The default value of days, used with the
other default options, results in an aging report with five columns, each
representing one week in time

There is a button to the right of the Report Title that appears when you are editing an existing report.
When you place your mouse over this button, you will see who created the report, who last updated the
report and the dates when these actions occured. This is most useful for managing shared reports. When
you have selected the options and pressed the button to run the report, the output will look similar to the
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following:

Aging report display

As you can see from the sample, the report displays each of the statuses selected, along with a count of the
number of issues that have been in that status for the different time intervals on the report. Each of the
counts is a link to the issues that make up the count. Clicking on the number drills down to a further report
that gives a history of the time the individual issues spent in each status as shown in the following diagram.
Note that incomplete days are not counted in the aging. Similarly, if your report is based on an hourly
drilldown, then incomplete hours are not counted.
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Drilling down into an aging report

From this report, you can drill down again, by clicking on the issue ID #. This results in the Detailed
Report for the issue being displayed.

Detailed Display Output - Select one Status and a Time Interval to only display aging
detail

It is optional to select entries in this section of the report editor.  If you do, then the summary output is
skipped and you are provided with the above screenshot, for the Status and Time Interval you select.

Calendar Reports
Calendar reports are named as their output is presented in a traditional calendar format. All calendar
reports rely on choosing a date on which an event happens. The date may be, for example, the due date of
an activity or task, or may be a date such as the date a group of issues were created.

When there is an activity or event displayed on a calendar report, you will see metadata associated with the
event on the report, and additional information when you hold your mouse over the event. Double-clicking
on the event will pop up an Edit window for the event. Double-clicking on an empty spot on the calendar
will allow you to create a new event (or issue). Assuming you have permission to alter the date that is
being displayed on a report, then you can drag the event to a new place on the calendar. Doing so
automatically updates the underlying issue. You may take an existing event and create recurrences of the
event. For example, you might have an inspection that is due each Tuesday morning at 10:00 a.m. You
create the first inspection event, then use the recurrence to create additional events at the same time on
each successive week. Any one issue or event may be set up to recur a maximum of 366 times.
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Once displayed, the calendar report contains many views - daily, weekly, the work week, monthly and an
agenda view. Of special interest is that you may overlay many calendar reports on top of each other. This
allows you to create many filtered views of events using different dates within your system, or events with
different filters. These can then all be displayed on the one calendar report screen, using color to
differentiate between the different sets of results. It is simple to navigate to different dates and date ranges.

A key point is to recognize how dates with a field display type of date and day are treated. Date type
fields are placed on the calendar output at the precise time during the day that they occur. Day type fields
have no time component and they are always placed at the top of the calendar report, at midnight of the
day on which the event occurs.

Creating a Calendar Report

From the Query screen, choose the Create new calendar report option. You will see this screen:

Calendar Editor

The Report title and the Description are required before you can save the report you create.
Calendar reports may only be output to the browser. They cannot be output to other destinations such
as Microsoft Office documents or to Adobe Acrobat PDF formats
Items displayed on Calendar reports are based on either a single date field or on two fields. If you
select the option Use a date field at a single point in time then the calendar will display items at the
date and time of the value of the field you select. If you select to Use a time span between two date
fields then there will be two date fields used where you enter the starting date and time of the event
in the first field and the ending date and time of the event in the second date field. Only date fields
will appear in the lists offered. If the field you select has a display type of day then it does not have a
time component, and the event will be displayed at midnight of the value of the event. If the field
you select has a display type of date then the event is displayed at the time during the day of the
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event. Note that items created at a single point in time are actually displayed as one hour-long
events. This is simply for display purposes. This has one effect that is worth noting. If an item at a
point in time is created closer than one hour to midnight, then the event will only appear in the same
day. It will not appear into the next day.

Choosing dates for calendar reports

The View option allows you to initialize the calendar report in either a daily, weekly, work week,
monthly or agenda view
If you check the box to Collapse Toolbar then the toolbar on the output is not displayed when the
report is first created
The Title Fields are going to be displayed on the calendar, at the top of the event. It is recommended
that you select the ID and Title of the item to be displayed
The Description Fields are those that will appear in a window that pops up on the report output
when you hover your mouse over an item. You may place any fields here, but it is recommended not
to choose more than a handful of fields
There is a button to the right of the Report Title that appears when you are editing an existing
report. When you place your mouse over this button, you will see who created the report, who last
updated the report and the dates when these actions occured. This is most useful for managing
shared reports.

Viewing the Output

Click on the Day button to see the daily view.
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Calendar Daily View

Click on the Week button to see the weekly view. Note there is also a Work Week view which will only
display Monday through Friday.
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Calendar Weekly View

Click on the Month button to see the monthly view.
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Calendar Monthly View

Click on the Agenda button to see the agenda view. This displays all the results in time-sequence.
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Calendar Agenda View

If you place your mouse over an event on the calendar, a popup appears displaying the fields selected in
both the title and description field lists in the report editor.

Calendar Popup

Manipulating Issues on the Calendar Output

You can both update events directly on the calendar report as well as add new events. In addition you can
alter the time or duration of the event by dragging it to a new location on the calendar.

Adding an event: Double-click on the background of the calendar and an add screen will open,
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allowing you to add a new issue (event) to the database. The add screen that appears will be that of
your current Business Area and Project. Note that no verification screen appears after adding a new
issue via the Calendar report
Updating an event: Double-click on an event on the calendar, and you will open up the event (issue)
in an edit window. Make any changes to the underlying issue and then update the issue in the normal
way
Moving an event: Click on an event and drag it with your mouse to a new location on the calendar.
The date field upon which the event is based is updated when you drop the event at its new date and
time. Note that if the field is read-only, or is one of ExtraView's built in fields (such as the Date
Created or the Date Last Updated then you will not have permission to drag-and-drop the event to a
new date and time
Extending the duration of an event: This is only applicable to events that cover a time span, i.e. they
have a beginning start date and time and an ending date and time. You may move the event, in the
same fashion as the previous bullet, or you can extend or reduce the duration of the event by using
the anchor point at the bottom of the event. You can click on this and drag the end point of the event
to the new date and time.

Adding Additional Calendar Reports to the Current Report

A useful attribute of the calendar is the ability to many calendar reports onto the same report output. The
results of each additional query after is selected via the Add/Remove Calendar Reports button after
displaying the first calendar. When you press the button, you will see a screen similar to:

Adding Additional Calendars to the Report

Simply check the reports you want to add into the existing report output. Up to 24 calendars can be added
into the one report. This image shows two calendar reports displayed together:
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Multiple Calendars on a Single Report

If any of the calendar reports that have been added to the output have runtime filters, then an icon appears
beside the report title at the left-hand side of the screen. Clicking this icon allows the runtime filters for the
report to be altered.

Recurring Events

Recurring events may be created from any calendar event where there is write permission to the date
field(s) upon which the report is based. For example, you cannot create a recurrence on a report based on
the date created field as this is system maintained, but you may create a recurrence from a calendar report
that is based on a user defined field to which the user has write permission. The ability to create a
recurrence is indicated by a small arrow at the top left-hand corner of the calendar event as shown here:

Click here to enter the recurrence for an issue

When you click on the arrow, a window dialog box pops up, allowing you to create various types of
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recurrence:

Creating a recurrence for an issue

Issues can be made to recur on a daily, weekly, monthly or yearly basis. For any choice of the period, the
popup dialog box alters to allow you to set up the recurrence. For each recurrence, a new issue is cloned
from the original at the appropriate day and time. You can set up any issue to recur a maximum of 366
times. Once the issues have been created, they work independently when a user updates each issue,
although you can alter the recurrence, or sever an issue from the recurrence.

Hierarchical Calendar Reports

If your administrator has defined hierarchies on which you can report, you will see an additional prompt on
the report editor screen:
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Reporting on hierarchies within calendar reports is similar to the way they are defined for column reports
(See the section on Column reports for a full explanation). The key difference is that you are only required
to select the filters for each level in the hierarchy. These filters will be applied to each level of the
hierarchy for the preparation of the data to be placed on the report. The report output will look very similar
to a standard summary report, except that the additional filters are applied.

Charts
Selecting the Create new chart option from the Query / Report screen allows you to create charts of
various types. Pie charts, bar charts, stacked bar, area charts and line charts can be built and displayed.
Each chart you create may have filters that allow you to select what data is represented.

Note: The font used on the display of charts you prepare is set as a personal option. You can edit your
personal options and choose the font you wish to use for the charts you prepare.

All charts are generated as of a specific point in time. For example, you can draw a pie chart of the status
of issues within a product, as of one month ago, or you can draw a bar chart of open issues as they stood at
the beginning of each month for the last year. These charts may have query filters set. For example, you
may draw the chart for a specific product. The specific product used for the preparation of the chart will be
the one currently stored within the issue. If this product changed within the history of the issue, the chart
will not reflect this, and will report as if the issue always reported the same product. In most cases, this is
sufficiently accurate, as fields outside of status that are used in the selection of filter criteria do not
typically change often, if at all.

Care should be taken when selecting the filters to use for a chart, after selecting the field or fields which
you are going to use for the chart itself. This matters if you choose the same field as a filter and for the
chart. You might generate a chart that does not have the values you expect, by filtering out all the values.

Note: Depending on how your administrator has configured any field you select in the Select field to
chart entry, may or may not be required when you are entering and updating issues. This is represented by
the * None * value you see in the list. You may not want your charts to contain the * None * value.
ExtraView will only place the * None * value on your chart if you explicitly include this in your list. If you
choose the * Any * value, you will not see the * None * entry on your chart.

There is a button to the right of the Report Title that appears when you are editing an existing chart. When
you place your mouse over this button, you will see who created the chart, who last updated the chart and
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the dates when these actions occured. This is most useful for managing shared reports.

Common Chart Attributes and Filters

Most attributes are common across all chart types that you can create.  However, some attributes do not
appear on all report types as they have no context.

Chart Attributes
You may choose a reporting hierarchy.  If you do, you will be able to set report filters for
each level of the hierarchy.  Reporting on hierarchies within charts is similar to the way they
are defined for column reports. The key difference is that you are only required to select the
filters for each level in the hierarchy. These filters will be applied to each level of the
hierarchy for the preparation of the data to be placed on the chart. The chart output will look
very similar to the standard chart you are preparing, except that the additional filters are
applied
There is an option to display the chart on mobile devices
There is an option to output the chart fields and filters definition along with the chart
Choose the presentation options for the chart – 2D or 3D, whether to display a legend,
whether to show the percentages for each slice of the pie, whether to display the labels, and
whether to display the values for each slice
If you have chosen to create a chart with a time series on the X axis, then there will be an
option to select the Date format for the labels on the chart.  The default will be your own date
format, but you may choose a different format.  The key use of this is to shorten the length of
the labels on the charts you create.
If you check the box Display legend separately then the legend for the chart will not be
rendered within the chart, but will be rendered to the right of the chart, in a separate area. This
is useful if you have very long labels on the chart, and they overflow the size of the chart area
If you check the box Display table of results, a table with the numeric results will accompany
the chart output. For each data point on the chart, you will see its value in a table on the same
page as the report
For many chart types you can add a drilldown link.  When the user clicks on the segment of
the chart, a Quicklist is prepared with the issues that formed the chart segment
Value-based charts with field names on the X axis have an option to display the titles
horizontally, vertically or at a 45° slant
Also selectable is the overall width and height of the chart. You are limited to charts that are a
minimum of 100 pixels in width and height and a maximum of 1,600 pixels in width and
height
For pie charts, you can explode a slice of the chart
There is an option to display the table of results along with the chart
You can select a color scheme for the chart or design your own by choosing the Custom
option
Alter the color of the plot area and the background color for the chart with the options
provided. You can either type in a hexadecimal color value, or click on the color picker button
to select a color from a palette
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Color Picker

Chart Filters
You should not set a field as a filter if you have selected the same field as the Select field to
chart. Doing so will lead to incorrect results being displayed
Select the filters for the report. Like other report types, you can move between the standard
query filters, and the advanced query filters, using the radio buttons at the top of the screen.

After choosing the pie chart option a typical report editor screen looks like this:

Charts with Repeating Rows

There is currently a restriction on multi-valued fields within charting. Only one of the values for a time
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interval will be reported.

Pie Charts
Pie charts are all produced at a point in time, as specified by the date you select within the Report Date
field.

You simply select the enumerated field you wish to place on the chart, and select the values within the field
that you wish to place on the report.

One option for pie charts is to explode a slice of the pie.  Select the value of the field you are plotting for
this operation.

A sample pie chart is as follows:

Bar Charts

Time-Based Bar Charts

Choose the time-based bar chart type from the chart selection list. Complete the remainder of the form as
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follows:

Select the field to chart.  The list presents all the potential enumerated list fields which are eligible
for the chart type
From the field you select, you can choose one, multiple or all the values within the field
Select the Start and End dates.  Note you can choose $$SYSDAY$$ to represent the current day, and
you can perform simple arithmetic on the date.  For example, $$SYSDAY$$ - 30 represents 30 days
ago
Choose the increment for the X axis, from days, weeks months and years
Cumulative results include every item that matched criteria during the time period you selected. If
this box is not checked then only the items that first transitioned to match criteria in the given time
period are used to calculate the values displayed on the chart.

A sample time-based bar chart looks like this:

Value-Based Bar Charts

Choose the value-based bar chart type from the chart selection list. Complete the remainder of the form
as follows:

Select one or two fields to chart.  The lists presents all the potential enumerated list fields which are
eligible for the value-based are chart type
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The current point in time is used to draw the chart
If you want to use only some of the values within the field(s) you selected, set a filter for the field,
and select the values you want to display on the chart output

A sample value-based bar chart looks like this:

Stacked Bar Charts

Time-Based Stacked Bar Charts

Choose the time-based stacked bar chart type from the chart selection list. Complete the remainder of
the form as follows:

Select the field to chart.  The list presents all the potential enumerated list fields which are eligible
for the chart type
From the field you select, you can choose multiple values within the field.  Each value becomes a
different segment of the stacked bars
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Select the Start and End dates.  Note you can choose $$SYSDAY$$ to represent the current day, and
you can perform simple arithmetic on the date.  For example, $$SYSDAY$$ - 30 represents 30 days
ago
Choose the increment for the X axis, from days, weeks months and years
Cumulative results include every item that matched criteria during the time period you selected. If
this box is not checked then only the items that first transitioned to match criteria in the given time
period are used to calculate the values displayed on the chart.

A sample time-based stacked bar chart looks like this:

Value-Based Stacked Bar Charts

Choose the value-based stacked bar chart type from the chart selection list. Complete the remainder of
the form as follows:

Select one or two fields to chart.  The lists presents all the potential enumerated list fields which are
eligible for the value-based are chart type
The current point in time is used to draw the chart
If you want to use only some of the values within the field(s) you selected, set a filter for the field,
and select the values you want to display on the chart output
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A sample value-based stacked bar chart looks like this:

Line Charts

Time-Based Line Charts

Choose the time-based line chart type from the chart selection list. Complete the remainder of the form as
follows:

Select the field to chart.  The list presents all the potential enumerated list fields which are eligible
for the chart type
From the field you select, you can choose one, multiple or all the values within the field
Select the Start and End dates.  Note you can choose $$SYSDAY$$ to represent the current day, and
you can perform simple arithmetic on the date.  For example, $$SYSDAY$$ - 30 represents 30 days
ago
Choose the increment for the X axis, from days, weeks months and years
Cumulative results include every item that matched criteria during the time period you selected. If
this box is not checked then only the items that first transitioned to match criteria in the given time
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period are used to calculate the values displayed on the chart.

A sample time-based line chart looks like this:

Time-based line charts typically use the last date/time that the issue was modified as the X axis.  However,
there is a list on the report editor with the label Date Reference.  This allows you to choose a different date
or day type field for the axis.

Value-Based Line Charts

Choose the value-based line chart type from the chart selection list. Complete the remainder of the form
as follows:

Select one or two fields to chart.  The lists presents all the potential enumerated list fields which are
eligible for the value-based are chart type
The current point in time is used to draw the chart
If you want to use only some of the values within the field(s) you selected, set a filter for the field,
and select the values you want to display on the chart output

A sample value-based line chart looks like this:

End User Guide https://docs-stg.extraview.com/book/export/html/28870

192 of 297 7/15/2021, 6:34 PM



Area Charts

Time-Based Area Charts

Choose the time-based area chart type from the chart selection list. Complete the remainder of the form
as follows:

Select the field to chart.  The list presents all the potential enumerated list fields which are eligible
for the chart type
From the field you select, you can choose one, multiple or all the values within the field
Select the Start and End dates.  Note you can choose $$SYSDAY$$ to represent the current day, and
you can perform simple arithmetic on the date.  For example, $$SYSDAY$$ - 30 represents 30 days
ago
Choose the increment for the X axis, from days, weeks months and years
Cumulative results include every item that matched criteria during the time period you selected. If
this box is not checked then only the items that first transitioned to match criteria in the given time
period are used to calculate the values displayed on the chart.

A sample time-based area chart looks like this:
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Value-Based Area Charts

Choose the value-based area chart type from the chart selection list. Complete the remainder of the form
as follows:

Select one or two fields to chart.  The lists presents all the potential enumerated list fields which are
eligible for the value-based are chart type
The current point in time is used to draw the chart
If you want to use only some of the values within the field(s) you selected, set a filter for the field,
and select the values you want to display on the chart output

A sample value-based area chart looks like this:
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Pareto Charts
Pareto charts plot a single enumerated list field, providing a count of the number of issues within each
value, from high to low.  You can select the maximum number of values to plot before lumping the rest of
the values in an Other category.

A sample pareto chart display looks like the following:
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Control Charts

Control Charts - cCharts

Control charts (cCharts) are viewed as one of the Seven Basic Tools of Quality (Reference - Montgomery,
Douglas (2005).  Introduction to Statistical Quality Control.  Hoboken New Jersey: John Wiley & Sons,
Inc.).  Control charts are used to help identify if business and/or manufacturing processes are currently
under control, and to also predict future performance.  If the process if out of control, the chart can be used
to help identify areas that require further analysis. 

The ExtraView documentation is not intended as a thorough treatise on the use and interpretation of control
charts.  The user is expected to be familiar with the concepts and to understand the topic.

A control chart renders 3 horizontal lines which indicate the Upper Control Limit (UCL), the Lower

Control Limit (LCL) and the Mean ( ).  The UCL is +3σ from the Mean line and the LCL is -3σ from the
Mean line.

Visible indicators are used to identify data points that signal areas of concern.  Points on the chart that are
deemed to be behaving in an unusual way are referred to as Special Cause points.  These points are colored
red.

There are up to 8 tests that can be used to identify Special Cause points.  Any combination of tests can be
selected and any integer can be set as the test condition for that test.  The conditions referenced below are
examples and are not necessarily considered to be standard default values.  Examples of the use of control
charts with these tests are:

Test 1: Any point outside of the Upper and Lower Control Limits
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Test 2:  5 points in a row on the same side of the Mean line.  (Default is 9)

Test 3:  6 points in a row increase or decreasing in the same direction (Default is 6)

Test 4: 10 points in a row in alternating directions. (Default is 14)

Test 5: 2 out of 3 points more than 2σ from the Mean line (same side).  This would be points outside
of sections B and C on the graph.  (Default is 2)

Test 6: 4 out of 5 points more than 1σ from the Mean line (same side).  This would be points outside
of section C on the graph.  (Default is 4)
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Test 7: 12 points in a row within 1σ of the Mean line (either side).  This would be points inside of
section C on the graph.  (Default is 15)

Test 8: 12 points in a row more than 1σ of the Mean line (either side).  This would be points outside
of section C.  

Time-Based cCharts

The time-based control chart allows the user to select a date field to be used and displayed on the x-axis. 
In order to create a new time-base control chart, choose the Create New Chart Report option and then
choose Time-based Control cChart as the chart type.  Follow the steps corresponding to the labels on
the screenshot below:
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1 Chart Options - Enter the title and descriptions for the chart

2 Chart Type - Select the Time-based Control cChart option

3 Date Field to Chart - Select from a list of the date fields presented in the list

4 Select Special Cause tests - These options provide the flexibility of specifying the number of points
required for each special cause rule.  Defaults are provided for the values of the special cause tests
and the user may select different values.  To turn on one of the tests, check the box at its left.  This
step highlights points visually on the chart that violate the rules you require.  An understanding of
cCharts is important when altering the values for these tests

5 Date Options - The available options in this section are:

With the Timeframe option, either choose a timeframe from a specific start date with a specific
number of periods for the control data, or select by previous periods, where you may choose
the number of periods for the report data as well as the number of periods to use for the control
data
You may Increment the periods reported on the x-axis by either days, weeks, months, years or
quarters
To clarify the display of the x-axis dates, you may skip a number of labels
The Threshold Value allows you to control the presence of a horizontal threshold line on the
control chart display
If you check Omit trailing intervals, you are controling whether the date interval starts on the
first day of the month
Choosing Excluded Control Dates allows you to exclude data for specific dates from being
computed as control data points
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6 Chart Attributes - These are the common chart attributes used to embellish the display of all charts

7 Query Filters - Select the approriate filters to be used to select the data set being used to compute the
results

8 Create Chart - Click the button to produce the control cChart.

A sample time-based control cChart is shown here:

Value-based Control charts

Value-based control charts allow the user to select an enumerated type field to be used on the x-axis.  This
differs from time-based control charts where a date field is used as the x-axis.

Value-based control charts are set up in a similar fashion to time-based control charts.  The key difference
is that you choose an enumerated field such as a list field to display on the x-axis.  You do not need to enter
any date range information.  The typical output of a value-based cChart is as follows.  The screenshot also
shows how a table of results may also be displayed.
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Control Charts - uCharts

uCharts are a type of control chart used to monitor "count"-type data where the sample size is greater than
one, typically the average number of nonconformities per unit.  Time-based control uCharts are used if the
same sample size is variable.  uCharts allows the user to select a date field to be used on the x-axis.  They
chart records over time in relation to a volume amount. 

uCharts differ from cCharts in that they account for the possibility that the number or size of inspection
units for which nonconformities are to be counted may vary. Larger samples may be an economic necessity
or may be necessary to increase the area of opportunity in order to track very low nonconformity levels.

Preparing a Time-Based uChart is similar to creating a cChart.  The differing options are:

Select the Time-based Control uChart from the selection list of chart types
Select a Date field to chart from the list 
Select a Date field to aggregate volume by from the list
Select field for volume amount from the list of numeric type fields

A sample time-based uChart look like the following screenshot:
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Column Reports
With Column reports, you select which columns to display, and which filters to set. The resultant report
can be sorted by any of the fields displayed, with a single mouse click. Column reports can be saved as
personal or shared reports. You are able to select from any fields to which you have read permission. To
prepare a new Column report, choose the Create New Column Report option. The screen presented to
you will be similar to the following:
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Creating a column report

Selecting columns to display and the sort order

Select the columns that you require on your report, by dragging the field to the selected field
list or double-clicking on each field name; the selected fields will be moved to the right-hand box. If
you want to alter the order of the fields being displayed on the report, you can click on a field in the
right-hand box and drag it to a new position. To remove a field from the report, drag it out of the box
Use the area with Find a Field ... to search within the field list.  Type any characters within the field
title you are looking for.  As you type, the list of field titles shortens to allow you to home in on the
one you are looking for.  If you click the Show Field Names checkbox, you will see all the field
names as well as the field titles in the list
By default, the columns that can first be selected are all the fields to which you have permission. If
you want to place a button on your report, click on the Buttons radio button.

The possible buttons that can be placed on a column report are:

Delete Button This allows the deletion of the issue

Edit Button This button allows you to edit the issue

History Button Clicking this button displays the history of the issue

Quickedit Button This allows you to use Quickedit mode within the report

View Button Displays the Detailed Report for the issue

✔ (Record Selector)

Places the record selector button on the menubar of the report.  When you
click this, a checkbox appears beside each issue which is used to select the
issue for further processing, such as a mass update operation, to group the
issues together, or to drag the issue within a workspace

If you want to select from available calculated fields (expressions), click on the Expressions button:

Similarly, choose the columns on which you wish to sort the report. You may select up to four
columns on which to sort the report in either an ascending or a descending order. The default of
ascending order is first selected when you choose a column. If you do not choose any sort order,
ExtraView will use the issue number as the sort order in descending order (i.e. the most recently
added issues will appear first)
If you click on the title of the browser output to a column report, the report is resorted, using the
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field you selected in an ascending order. Clicking on the title a second time will resort the report
again, this time using the field in a descending order. If you sort on a field, then choose a different
field to sort the report on, the first field is still used in the sort order, but secondary to the field you
just clicked on.

Column width on the report output

By default, the width of columns on browser output are not set, and the user's browser determines the
width of each column using its own algorithms.  Most of the time, this works well, but there are times
when you might want to more accurately fix the width of the columns being displayed on the output. 
Right-click on the red button by the field name you selected for the report, and one of the fields allows you
to set the width of the column, measured in pixels.  This number is approximate, as browsers will
sometimes override the number you set, particularly if you are displaying a large number of columns on
the screen, relative to the width of the screen.  Microsoft Word and PDF column width output are set using
the same option.

Transposing the rows and columns on the output

You may use the option Transpose rows/cols to alter the report output such that the rows on the report
display become columns and vice versa. There is a limit to the number of resulting records that can be
displayed in this way. For browser output this limit is much higher that you will be able to see on a display
without scrolling a huge amount in a horizontal direction and is much higher than you could ever print on a
sheet of paper.  However, for PDF output, the width is constrained to the width of the portrait or landscape
selection.  The number of records output are then truncated.  The number of records displayed as being
output is omitted to avoid viewing a discrepancy  with the number of records selected by the query.

Selected column options

Once a column has been selected to display on a report, a small button appears to the left of the field title.
This allows you to set options or attributes, according to the type of field. To view or change the attributes,
place your mouse cursor over the button, and click the right-hand mouse button. A window pops up, giving
access to the available attributes.

Selecting options for the Category column
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In the example shown below, the user right-clicked on an expression type field, where they can enter an
alternative title for the field to be displayed on this report’s output, a width for the field and an expression
and an aggregate function.  Calculated expressions are more fully explained in the Administration guide.

Selecting options on a field that allows calculated expressions

Drilldown option for text fields

Text fields, such as the issue ID field have one additional option, which allows a link to drilldown into the
issue to be placed on the field when it is output to a report. This drilldown may be to the Detailed report,
using the View function, or to the Edit screen, using the Edit function.

Note: You should only place a drilldown on a field that contains an issue number, such as Issue ID or a
field with a related issue number. It is likely that using a drilldown will generate an error if there is not a
valid ID.
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Field
Display
Type

Expression Results

Number,
Currency,
Decimal

The result will be numeric. For example, you may add or multiply different fields together:
To calculate a field that shows the total of an amount plus 8% tax, use an expression
similar to: $$AMOUNT$$ * 1.08

Date, Day
The result will be another date. For example, if you want to calculate a due date, one week
after a given date, you may use an expression similar to: $$DUE_DATE$$ + 7

Text

This can be used to concatenate different text values together. For example, to produce a
full name from a field named MYNAME plus a field named MYID, you may use an
expression similar to: $$MYNAME$$ || ’ ‘ || $$MYID$$ Note the use of the || to
concatenate text strings together. This is because the underlying database uses this
convention as opposed to using the more natural + to concatenate two text strings. Also,
note the use of single quotes around text literals. This is a standard SQL database
convention. Double-quotes do not work, and you will receive an error if you use these.

Formatting of Fields on the Output

If the administrator has specified a specific style or format for a field, this will be utilized on the report
output.

Totaling of Numeric Fields

If there are numeric fields on the report that you have prepared, and the administrator has enabled totaling
on the field, then the numeric fields displayed will be totaled.

Sorting the Output

You can click on column titles to sort the report by the values in that column. Note that your administrator
must have elected to allow sorting on each field, so not every column on a report may be sortable in this
way. If it is sortable, a small grey icon appears to the right of the field. Click on the column title or icon to
sort the output. One click sorts the column descending, and one more click sorts the column contents
ascending.
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Group Headings

If you click on the rightmost box by a field you have selected as a sort order, then the field is promoted to
become a group heading on the output display. This is seen below, when the field Business Area and
Assigned To fields were checked and were promoted to group headings. All four sort order fields that can
be selected can be promoted to become group headings on a column report.
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Sample column report with group headings

Column Reports & Hierarchies

Column reports can work with hierarchies in two separate ways.  These ways can also be combined
together for output.

The first hierarchical report method uses a predefined hierarchy, as set up and named by your site
administrator, and described on the page Reporting on Hierarchies.  These hierarchies are typically of the
parent-child variety, where one parent issue has some number of child records directly related to the parent
issue.  For example, a Customer issue may each have many Contacts.  A report will display issues for this
simple hierarchy in this fashion:
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Logical Representation of Simple Parent-Child Hierarchy

Report Output of Simple Parent-Child Hierarchy

The second method of hierarchical reports is to combine two or more hierarchies on a single report.  This
method relies on each hierarchy having the same parent field, but there are two (or more) separate child
relationships.  The different child records may not have anything in common with each other.  These are
termed side-by-side hierarchies on the report.  Consider this set of relationships:

Logical Representation of Two Hierarchies with the Same Parent

Report Output of Two Hierarchies with a Common Parent

Note that there is no direct relationship between the Contacts and the Locations, even though they are
displayed on the same row of the report output.

It is possible to present multiple side-by-side hierarchies on a single report, and each of these hierarchies
may have multiple levels.  In all cases, the records from each of the side-by-side hierarchies will be
rendered beginning with the top row of its parent value.

To create a report with a hierarchy, choose the hierarchy you wish to use from the list, as shown below. 
This will add a new section to the report editor, allowing you to add the fields to be displayed for each
level of the hierarchy, as well as a filter section where you can set the conditions for displaying the records
at that level:
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Selecting a Report Hierarchy

Once you have selected a report hierarchy, you select a side-by-side hierarchy with the additional select list
that is displayed at the bottom of the first hierarchy:

Adding a side-by-side hierarchy

After adding a side-by-side hierarchy, a new set of fields and filters, with a different background color
appear.  The side-by-side hierarchy that you select should have the same parent field as the first report
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hierarchy you selected, else you will not obtain meaningful results.

Within the report result output, there is the usual count of records in the form Displaying records 1 to nn
records of yy.  Note that the nn refers to the number of records on the page, and yy refers to the total
number of issues presented in the report.  Given that the report involves one-to-many relationships, this
number is likely to be greater than the number of rows on the report.

When you add more than one hierarchy level to a column report, a checkbox appears at each new level as
shown here:

Hierachy intersections

Checking this box causes each level of the hierarchy to be filtered. The filter will look for the database
intersection of the issue ID's on each hierarchy level with the issue ID's in the base level. At each hierarchy
level, only rows that are returned within the base level and participate in the intersection will be displayed.

There are also checkboxes that appear at each level of the hierarchy, labeled Include parents without
children and Exclude parents with children.  These options allow you to control how parents with and
without child records appear or do not appear on the report output.

There are occasions when you want to sort the results of hierarchical reports at levels beyond the base level
of the data.  To facilitate this, you may add the columns to be sorted for each level of the hierarchy to the
sort field list at the base level of the report, and then use the red button by the field name to popup a dialog
that allows you to set the sort order of the field at the desired level:
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The above example screen shows a report with 3 levels to a hirearchy.  The user wants to sort by the Issue
# at each level of the report output, so they select the Issue # field 3 times from the field list.  To set the
sort order for each level of the output, the user right-clicks on the red button for each level of the output
and sets the level to which the Issue # field applies, first to the base level, then the child level, then the
grandchild level.  This is shown in the screenshot below, where the child level is being set:

In the above screenshot, within the Hierarchy Level select list, there is an entry * All Levels *.  This entry
allows the same sort sequence to be applied to all levels of the hierarchy.

Transposing Rows/Columns
It is sometimes very useful to transpose (swap) the rows and columns on a report. Checking the option
Transpose rows/cols performs this action.

Creating a transposed column report

This screen shows the normal output from a report:
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Normal output

This screen shows the same report, with the rows and columns transposed:

Transposed output

Add new comment

Service Level Agreement Reporting
If your administrator has configured your installation to report on Service Level Agreements, a selection
list will appear at the top right-hand of the screen, with the title Use SLA. This is a list of administrator-
defined Service Level Agreement (SLA) criteria. An SLA is a measurement that can display one of three
indicators, depending on the criteria and the time the issue has been in a given state. This table shows how
your organization may have defined SLAs that are expected to be met.

Status Transition

Priority New-Open Open-Resolved Resolved-Closed

P1 Issues < 2 hours < 1 day < 2 days

P2 Issues < 4 hours < 5 days < 30 days

P3 Issues < 1 day No commitment < 180 days

Consider an issue that has a given priority of P2. This is governed by the middle row in the table. Your
defined workflow is to transition the issue from New to Open to Resolved to Closed as your personnel
address the issue.

1. If the issue being addressed is in an Open status and two hours have elapsed since the issue was
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created, then it is within normal time limits. In this case, a green indicator is displayed on the report
2. If the issue being addressed is approaching the deadline and three hours have elapsed, an amber

indicator may be displayed on the report to indicate that you are in jeapordy of not meeting the SLA
3. If more than four hours have passed, the issue being addressed has exceeded the agreed SLA. In this

case, a red indicator is displayed on the report.

You prepare an SLA report like any other column report, but must select one or more SLA States to place
on the report. The SLA report may be saved and updated like all other reports. The following is an
example of output from a SLA report.

Ranking Reports
Ranking fields that are used within reports are set up by the administrator.  A ranking field is used to
indicate the relative importance of each issue in a collection, for example as part of a product release cycle,
indicating the order in which issues may be addressed.  Ranking fields have definitions that act as filters to
provide a filtered list of isues that are the entire scope of the issues that may be ranked.  These filters allow
great flexibility, for example to set different rankings for different users.  You might, for example rank, or
order, all the issues assigned to you as part of a product release cycle.

Rank fields may have been placed on add and edit layouts as well as on reports, and may be manipulated
in all these places.  However, they really come into their own when you view the collection of issues and
their rankings together on a column report.  Assuming you are running within a workspace, you can drag
any issue within the collection to a different spot, and the rankings are automatically updated to reflect the
new position in the report.  When you edit a rank field on an edit screen, the updates to the ranking will
still occur, but you do not have visibility of the ranking of all the other issues in the collection.  To set up a
ranking report, use the following procedure:

Create or modify a Column report within a workspace.  You must operate within a workspace to
enable drag-and-drop to alter the ranking of the issues within the report
Place the fields you wish to see along with your ranking field on the report.  If you have access to
more than one ranking field, only place one on a report, else the results you achieve when modifying
a ranking will be ambiguous
Set the sort order of the report to be the ranking field, ordered ascending
Create filters for the report, making sure that only issues defined within the ranking definition will
be selected and displayed
It is advised to set the number of rows being displayed on a report page to a number higher than the
total number of issues on the report output.  You cannot drag issues from one report page to another,
only within a page
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Save and then run the report
If the rankings that have not been set when you first view the report output will not show any
values.  If the rankings have been set, then you will see the ranking field for the first issue with a
value of 1, the second issue will have a value of 2, etc.
Drag-and-drop the issues within the report.  As you do so, the issues will automatically reorder,
showing the rankings in ascending numeric order.

Ranking Report Editor

Ranking Report Output Showing an Issue Being Dragged
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Note the Ranking field in ascending order on the report output.  The screen shows an issue being dragged
and dropped to a higher position.  Once dropped, the rankings to all of the issues less than the one on
which the issue is dropped will be reordered. 

Note: A change to the ranking order does not cause any entries in the history of an issue.  Ranking fields
are not subject to the normal audits.  This is because during a ranking session, there may be thousands of
updates to the database.  These changes have no real value yet might take a long time to perform.

Merging Data with Microsoft Word Templates
This feature is used to merge ExtraView data produced with a Column report, with a Microsoft Word
template that contains mailing (or similar) data.  The typical use for this report is to create a Microsoft
Word document containing mailing labels, using data from ExtraView issues.

The steps to create the mailing labels are as follows:

First, create the Microsoft Word template
It is recommended that you work with a standard document to begin with, saving it with a .doc
or .docx extension
You will design the document with the appropriate mailing labels, using the Microsoft Word
MAILINGS function
Within the MAILINGS function, you compose each label similar to this screenshot.  Notice
that you embed the ExtraView field names within $$ tokens

Use the Options button within the above dialog to select or design the mailing label style you
want to use
The final template must be saved as a .dot or .dotx Word template file.  If you need to make
subsequent changes to the template, do not modify the .dot or .dotx file as this will invisibly
break the internal structure of the template file. To make changes, edit the .doc or .docx file,
then re-save as a .dotx file. The template file will look something like this:
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Now use the column report editor to compose the Column report.  The key point is to select the
output type as Microsoft Word mail label (merge with uploaded file).  You may then upload the
.dot or .dotx template file

Select the fields to be output into the template, and any fields you might want to use to sort the
results
Select the filters you want for the report to obtain the issues for the labels
When you run the report, the output will be a Microsoft Word document, with the data merged from
the ExtraView issues that are selected by the filters of the report.

Custom URL Reports
As the name implies, Custom URL reports allow the user to create a custom report, which may or may not
involve execution of the report within ExtraView. The key point is that these reports use the ExtraView
framework to present the report.

For example, the report may execute ExtraView custom code to present results in a way that the inbuilt
ExtraView functions were never designed. As well as executing code within ExtraView, Custom reports
can run almost anything that can be accessed via a URL.

Note that the security of your browser may be set such that URLs may not be opened within an ExtraView
screen, as this might be seen as a cross-domain event. Most browsers have settings that allow you to
control this. For example, within Internet Explorer, you can set the domain of the site you want to view
within a dashboard report, to trusted status.
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Example 1

This shows the preparation of a report executed with custom code within the ExtraView environment. Note
on the screenshot how a URL is called within the ExtraView environment, and how filters that are set can
be passed to the code:

Preparing a Custom URL report that executes code within the ExtraView environment

Example 2

Here we will access a URL outside of ExtraView, the Google search page, and then open this within the
ExtraView enviroment. The second screenshot shows how this "report" may be accessed from within a
workspace:

Creating a Custom report that accesses the Google search engine
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The Google search screen within a workspace

Dashboard Reports
Dashboard Reports are created for the purpose of placing these on user’s Home Pages. Like all other
reports, they may be personal or shared. A dashboard report is designed to show summary information.
This summary information may originate in a Summary Report, a Matrix Report, an Aging Report, a Chart
or a Custom URL report.

A typical Dashboard Report

You may place up to 10 individual reports on a Dashboard Report, up to 10 horizontally, and up to 10
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vertically. Care should be taken when designing a Dashboard Report, to ensure that you place these in a
readable fashion and that you do not try to place too much information on the dashboard. To create a new
Dashboard Report, choose the option Create new dashboard report from the list of new report types on
the Query screen and press the Go button. You will see a screen similar to the following:

Creating a new Dashboard Report

Like all other reports, you may set the report title and description. Note that the report title will be
displayed as the title to the entire dashboard report when it is placed on your Home Page. You can alter the
number of rows and columns of the reports contained in the dashboard report at any time, when first
creating or when editing a dashboard report. When editing a report, there is a button to the right of the
Report Title. When you place your mouse over this button, you will see who created the report, who last
updated the report and the dates when these actions occured. This is most useful for managing shared
reports. The reports that may be placed on the dashboard report are placed in select lists; you may alter the
display size of any report by using the Width and Height options. These are measured in pixels. Note that
you should not exceed the width of the window for your dashboard reports. The overall default size is set
by the administrator, and is typically around 1,000 pixels. The Test button allows you to run the report and
place it on the dashboard so you can check for the presentation.

One chart placed on a Dashboard
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As you place reports onto the dashboard, it is recommended that you resize immediately. Note that when
we placed the next report on the dashboard, we resized the output to a width of 350 and a height of 220, to
retain a reasonable presentation of the results. All titles are placed at the top of the individual dashboard
reports, and the reports are always rendered with the small font size, no matter the user’s personal option
setting. This is to allow sharing of the dashboard amongst users who may have selected different text sizes
and to maximize the amount of information on a dashboard.

Placing a second report on a Dashboard

Completing a single-row Dashboard Report

Once you have saved your dashboard report, you may place it on your Home Page, in exactly the same
way as any other report. Dashboard reports have one special property not shared with other reports. If you
are going to share a dashboard across a user role, or make it shared, only the dashboard report itself needs
permission to be run by the other users. The other users do not need to have permission to run the reports
within the dashboard. This permission will be given to them automatically. This allows you to keep the
reports within the dashboard as personal reports so that the other users may not individually run or edit
these reports. However, the individual field permissions still apply so users will not see fields to which
they do not have read permission.
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Runtime Replacement Filters

Setting runtime replacement query filters on dashboard reports allow you to apply these filters to all the
individual reports configured within the dashboard report.  For example, you might want to apply the same
date range to all the reports, or to select a single report as a filter for all the reports.  Note that if any of the
reports contain a filter on a field used as a runtime replacement filter, then the filter at the individual report
level is dropped completely and replaced with the runtime replacement filter for the field.

For example, you might want to apply a runtime replacement filter that applies the same date range to all
the output, or apply a filter that provides only results from a specific product within the output.

When you specify runtime replacement filters within a Dashboard Report, they will replace filters for the
same field within the individual reports that they contain.  If a filter on a field specified at the dashboard
level does not appear within the contained report, it will have no effect.  Further, it is not possible to
specify conjunctions for the runtime replacement filters - they simply replace filters for the same field
within the contained reports.  The runtime replacement filters are always displayed in expanded mode,
allowing you to make multiple selections within a field.  Runtime replacement filters within a dashboard
report are ignored if the dashboard report is placed on a Home Page.  It would not be good behavior to stop
every entry to the Home Page and ask for a replacement filter to be selected.

Tip: A typical use case might be to create a dashboard that contains several reports about all your products,
but you want to filter on the report output by a single product.  You cannot select a runtime replacement
filter with a value similar to Product = Any, but you can select all the product values in the list and store
that as your filter.  Then, after viewing the dashboard, you can select a new filter value that is either just
one, or a selection of products.

Geospatial Reports
Click here for administrative documentation

Geospatial reports allow the user to produce maps with the results of their queries.  There are 3 types of
map that can be produced, with somewhat different features:

Interactive maps.  These maps allow the user to perform a query and display a map that indicates a
count of issues that occur at each location.  These maps are interactive, i.e. the user can scroll around
the map and zoom in and out.  You can drilldown from the issues at a location to produce an
ExtraView Quicklist of the issues that occur at that point.  As you zoom in, the results become more
granular with a circled number representing the number of issues within the vicinity.  When all the
issues being displayed are at a specific location, the circled number becomes a pointer.  When you
place your mouse over the pointer you will see details of the location and the number of issues that
exist at that point.

Interactive maps may only be displayed within browsers and mobile clients.  Maps are available for all

parts of the world.  Interactive geospatial reports may not be scheduled.

To scroll around the map, click on the background and move your mouse in the desired direction.  To
zoom in and out, use the thumbwheel on your mouse.

End User Guide https://docs-stg.extraview.com/book/export/html/28870

222 of 297 7/15/2021, 6:34 PM

https://docs-stg.extraview.com/administration-guide/site-configuration-menu/reporting-querying/geospatial-setup
https://docs-stg.extraview.com/administration-guide/site-configuration-menu/reporting-querying/geospatial-setup


Outside of the common reporting features, the report editor that produces interactive maps allows the
user to set the size of the map and the color to be used as the pointer to single issues at a map
location.

Note that when you produce an interactive map, there is a button named Driving Directions on the
menubar.  Use this to highlight 2 points on the map and obtain driving directions between the points.

1. Shaded maps.  These maps also allow the user to perform a query and display a map that indicates a count of issues
that occur at each location. However, the report output is static with no user interaction.  The user may set ranges for the
number of results within an administrative boundary on the map, and a color corresponding to the number within the range
is used to display the result.  The reports may be output to the browser and to Adobe PDF format.  These maps may be
scheduled.  Maps are available for the world down to each Country.  Only maps for Northern America are available at
more detailed levels, in the case of the USA they are available down to the County level and in the case of Canada to the
Provincial level.  All issues found at levels beneath the County, such as at the Zip code level are consolidated into the

number of issues within the County for display.
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Administrative boundaries indicate the level at which the map is displayed.  These administrative boundaries are set up by
the site administrator.  Typically, four administrative levels are provided:

1. Boundary Level 1 - The world

2. Boundary Level 2 - The Country

3. Boundary Level 3 - The State / Province or similar within a country

4. Boundary Level 4 - The City or Zip code or Post code within the State / Province.

When creating a map within the report editor, the user chooses the levels to which the map is to be produced.  For example, if
only Boundary Level 1 is chosen, the map will be a map of the world.  If Boundary levels 1 and 2 are selected the map will contain
information at the Country level.  If Levels 1,2 and 3 are chosen then the map will contain information down to the State / Province
level.  If Level 4 is added (which is typically either the City or Zip code level), then the maps will display the States and the Cities
(or Zip codes) that are defined with the report filters.

The user may set the ranges for the colors according to how many issues they expect within each range.  The color of the
shading may be selected.

In addition the user may select to display a table of results, the count of issues within each administrative boundary and labels
may be turned on and off.  A legend displaying the ranges of the counts may be turned on and off.

1. Heat maps.  These maps also allow the user to perform a query and display a map that indicates a count of

issues that occur at each location. However, the report output is static with no user interaction.  The user

may set a color for the results displayed on the map, and a point with the color is drawn at the location.  The reports
may be output to the browser and to Adobe PDF format.  These maps may be scheduled.
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Heat maps are produced in a very similar manner to shaded maps, but as a single point represents
each issue, only a single color may be selected.  The only exception is that there is no legend, as
there is no need with one point representing one issue.

Creating Geospatial Reports

From the Report screen, click New geospatial report
The report editor will look similar to this if the Interactive heat map option is selected:
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If you have selected a shaded map or heat map, the Map Settings have additional prompts.  These
ask you to set the administrative level for the output.  The administrative levels are set by your
administrator, but they are typically:

Level 1 - The World
Level 2 - The Country
Level 3 - The State or Province
Level 4 - The City or the Zip / Postal Code

Level 1 is always set at the World.  If only this is selected, then you will see a map of the world
Level 2 is the Country level and this implies that you will see a map of the World, with Country
boundaries.  Level 2 is usually selected as there is little point in seeing a map where only the issues
in the entire world are selected and counted
Level 3 is typically set to the State / Province.  If you have selected a filter for your issues with the
USA or Canada as the value for the Country, this implies that you will see a map of the USA or
Canada, broken into States or Provinces
Level 4 is typically either City or Zip/Postal code administrative level.  An example is that if you
have selected:

Level 1 = The World
Level 2 = Country
Level 3 = City
Filter 1: Country = USA

You will generate a map of each of the States within the USA.  With a shaded map, each State will display
the County boundaries (the lowest level of map available) and with each County containing shading that
represents how many issues are counted within each County

If you use the settings in the previous bullet point to generate a heat map, the same maps will be
generated, but with a colored dot within each County showing the location of each issue found at
that location
Error handling - It is possible that your issues may contain incorrect or missing values for the
latitude and longitude.  In these cases the values may not be mapped, or be mapped in the wrong
place.  If the coordinate values for latitude and longitude are missing or cannot be placed on a map,
ExtraView will display a count of these incorrect values at the bottom of the map.  If the coordinates
do not match a filter that you have set, but are valid for the administrative level you have selected,
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then more than one map may be generated.  For example with these settings:
Level 1 = The World
Level 2 = Country
Level 3 = City
Filter 1: Country = USA
Filter 2: State = California

if data values for latitude and longitude exist within the filters, but do not exist within California, maps for
these states will also be generated

If more than one set of fields in your installation has been configured to store the values for latitude
and longitude, then you need to identify which fields you are going to use for the report you are
generating.  The report editor will display an extra section to allow you to pick which latitude and
longitude fields to use for the report:

Click here for administrative documentation

History Reports
This report type allows you to examine the changes made over time to the issues that are reported with
whatever filters you set in the report editor.

The report editor in the screenshot below allows you to compose the report.  Typically you will want to see
the Issue number and the date last modified fields for the issues selected by the report filters, so these are
pre-selected for you.  Of course, you may add other fields, or take the pre-selected fields away.

There is one report option not shared with other report types.  This is the option to Show Changes Only. 
When this option is checked, rows on the report that have identical results will be elided.  This will occur
when there are multiple updates to the issue that affected fields that are not selected for presentation on the
report output.  Note this is a global selection for all the fields selected on the report.  If you want to show
the changes on a field-by-field selection basis, right-click on the red icon by the selected field and use the
option titled Show Changes for this Field and to not use the global Show Changes Only report option.
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The above selection will produce report output that looks similar to the following:

As you can see, you can trace the audit trail of the issue, from its creation, to the current time.

Matrix Reports
When selected, this feature creates a report where ExtraView will display a results grid with one or more
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selected fields across the page and one or more selected fields down the page. When used with the
aggregation method to count issues, this report will produce results identical to running a summary report
with two selected columns, but rather than the results being displayed in a column, they are displayed in a
grid form. Examples of useful matrix reports include:

A report of statues of issues by customer
Break down the number of issues by priority, by product
Breakdown the number of reported issue by customer for the last month
Display a count of the issues created by country, by region over each month for the last two years.

You are able to select from any fields to which you have read permission, and which are able to be
summarized and counted. For example, you can typically summarize on different values in a list, but
cannot summarize on text fields.

To prepare a new Matrix report, choose the Create New Matrix Report option. The screen presented to
you will be similar to the following:

Creating a new matrix report

Selecting columns to summarize and display

There are two basic counting mechanisms for matrix reports.  You can simply count the number of
issues that are at the intersection of the two axes you select and filtered by your selection, or you
can sum the values within a specific field that are at the intersection of the two axes.  These produce
quite different results.
Select the columns that you require on your report, by selecting up to ten field names from the Field
across (X axis) list, and then select up to ten fields from the Field down (Y axis) list
You can use the options Include columns with no data and Include rows with no data to display
columns and rows on the report that have zero values. The default is that if all values for a column or
all values for a row are zero, then that column or row will not be displayed. If the field you are using
for the X axis or the Y axis is not of a list type, then this option is ignored. For example, if you are
summarizing on a text field, you cannot include rows or columns with no data. This is because you
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may be selecting a huge number of values with no data, a circumstance that will inevitably lead to a
report that does not display reasonable data.

Columns on the report output may be sorted by clicking on the column title.  When there is more than one
field on the Y axis, and you have selected an option to display sub-totals, then the sort takes place within
each group of results.

The following two screenshots show a matrix report with the Assigned To and Category fields selected
for the axes.  The first report shows a count of the issues within each Category that are Assigned To each
user.  The second report is summing a field within the issues by each of the Assigned To personnel within
each Category.

Sample matrix report counting issues

Note that by clicking on the titles in each column, you can resort the results.

Column Width on the Report Output

By default, the width of columns on browser output are not set, and the user's browser determines the
width of each column using its own algorithms.  Most of the time this works well, but there are times when
you might want to fix the width of the Y axis column titles being displayed on the output.  Right-click on
the red button by the field name you selected for the report, and one of the fields allows you to set the
width of the column, measured in characters.  This number is approximate, as browsers will sometimes
override the number you set, particularly if you are displaying a large number of columns on the screen,
relative to the width of the screen.  Microsoft Word and PDF column width output are set using the same
option.  Note that you may also use the report option titled Wrap Titles on Output to assist in controlling
the width of columns on the output.  When you both set the width of a column and set the Wrap Titles on
Output option, the column width setting takes precedence.

Multiple Field Breakdowns on Matrix Reports

You may select up to four fields on each axis of a matrix report, and ExtraView will automatically
categorize the results.  As an example, here is a report with two fields on each of the axes.  The X axis is
displaying Status within Assigned To, and the Y axis is displaying Category within the Business Area.

Sample matrix report summing issues
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Sample matrix report with 2 fields selected for each axis

Again, you may click on columns to resort the results.  When more than one field selected for the Y axis,
you can use the Expand All and Contract All buttons to view more or fewer rows in the result.s.  You
may also click on any of the values within the titles to view more or less of the results.  As an example, if
you click on the Contract All button in the above screen, the results displayed become:

Matrix Reports and Date Fields

Date fields have special properties when used on matrix reports.  This helps you produce a variety of time-
based reports, with the date fields being used on the X axis as column headings.  The key properties are:

You can group all the results for a time period.  For example, you can group by week, or group by
month, or group by year.  Right-click the small red button at the left of the field name to popup a
panel with this option
You can select the same date field more than once for the X axis, then group the results.  For
example, you can group results by month within years, or by weeks within months within
years  Right-click the small red button at the left of the field name to popup a panel with this option
The groupings may be made on calendar or fiscal time periods.  There are also other groupings
basing results on days of the month or week and on month and year starting and ending dates  Right-
click the small red button at the left of the field name to popup a panel with this option
You can select up to four levels for groupings
You can sub-total the results at any or all the grouping levels  Right-click the small red button at the
left of the field name to popup a panel with this option
You can alter the format of the date field on the column heading.  Select between Short, Medium and
Long.  As an example, the month of January will appear as J, Jan or January, depending on which
format is selected  Right-click the small red button at the left of the field name to popup a panel with
this option
You may check the box on the report editor to Include columns with no data.  This will fill in
periods with no data.  For example, if you have a report where you want to display all the months of
a year, but only some columns have data, you will still see a column header for each month of the
year

Example
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The objective is to prepare a report for last year, displaying sub-totals by quarter.  The report will show the
number of issues assigned to each person in each time period.

Note the following:

The Date Created field was selected 3 times for the X axis
Use the popup accessed by right-clicking the red button by the field to group the first selection to
Year, the second to Quarter and the third to Month
On the Date Created - Month popup, select the Display sub-totals checkbox
Select the Category field for the Y axis
Use a query filter of Date Created during Last year or similar filter to define the time period
When you right-click the small red button, the popup allows you to refine the report output with
additional options

Ability to display sub-totals on any grouping
Ability to set alternate titles to the fields
Ability to override the user's data format and define the format of the dates on the report
output for all users
Ability to set the grouping as described in the above bullets
The button with the title Set Output Time Span allows you to enter a beginning and end date
for the columns that are to be displayed on the report.  These dates may or may not coincide
with the data values contained within the report.  All columns following the Start Date will be
displayed whether or not they contain data.  All columns before the End Date will be
displayed,  whether or not they contain data.  For this to work correctly and to include all the
empty columns on the report, you must also check the box Include columns with no data
The format option allows you to shorten the titles for the months of the year and the days of
the week.  There are 3 options, short, medium and long.

This produces a report similar to the output below.
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Adding Statistics to Matrix Report Output

There are several options with the Add Statistics to Report checkboxes.  You can elect to add Totals, the
Percentage, the mean, the minimum, or the maximum to the report output.  This may look similar to this:

Using the Report Editor to Define the Statistics to be Added to the Report Output

You may click on each of the statistical methods, bringing up a popup window where you may alter the
title of the column and set the decimal precision of the displayed results for the statistic that is being
generated.  Note that this precision is independent of the precision of any decimal number that might be
displayed within the body of the report.  You may also set whether to display the statistics on the X axis,
the Y axis or both axes.

Also, note the select list directly beneath the Fields Down Rows (Y axis) field box.  This offers the ability
to provide an initial sort on the columns displaying the statistical output.  You may sort any of the columns
in an ascending or descending order when the report is first displayed.  Once displayed, you may click on
the column titles to resort the report.
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Formatting the Statistical Output on the Report

Statistics on the Y Axis of a Matrix Report

Adding Conditional Formatting to the Output of Matrix Reports

This is fully explained here.  Conditional formatting may be added to the cells within the matrix report, to
sub-totals and totals and to any of the other statistics rows / columns that appear on the report output.

Aggregation Method

The default option is that the summary report produces a count of issues within each cell of the matrix.  If
you select the option to sum the issues, you are asked to select a numeric field.  ExtraView will then sum
the values within each cell, for the count of issues.

Display on Mobile

Check the option if you want the report to be available within mobile clients.

Output Report Definition

Checking this option displays the report selected options and fields along with the filters used at the end of
the report.

Comparisons with Prior Periods

The report editor screen has an option that allows you to make a comparison of the results on your matrix
report with either the prior period you have selected, or with the same period in the previous year.  The
output will then show three sections side-by-side; the results selected, the prior results and the difference. 
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The time period against which the comparison is made is identified with a query filter.  For example, if you
set a query filter of Date Created During Last Year and select Comparison equals Prior period, then
the report will display last year's data, plus the previous year's data plus a comparison of the two years.

Notice that when making prior period comparisons, the report option to Include rows with no data is
purposely enabled.  This is to ensure that the same set of rows are displayed in the results and the prior
results.  If this did not happen, then it is entirely possible that the rows of data would not line up correctly
when you view the report.

Comparisons with prior periods are not supported on matrix reports that have statistics added, on anything
other than totals.

Displaying the Row Values within the Cells of the Output

There is a checkbox option titled Render Y field values in cells.  When you check this option, and choose
a single field within the row (Y axis) list.

Note that each cell of the matrix report has the value of the field - Assigned To in the above example.  The
count of issues is also displayed.

The example also shows how conditional formatting was applied to highlight the values that were greater
than a count of 5.

Hierarchical Summary Reports

If your administrator has defined hierarchies on which you can report, you will see an additional prompt on
the report editor screen:

Reporting on hierarchies within matrix reports is similar to the way they are defined for column reports.
The key difference is that you are only required to select the filters for each level in the hierarchy. These
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filters will be applied to each level of the hierarchy for the preparation of the data to be placed on the
report. The report output will look very similar to a standard matrix report, except that the additional filters
are applied.

Grouping on Multiple Levels of Hierarchical Filters

This feature produces a standard matrix report for the output, but allows you to group the results using
filters at each level of the report hierarchies.

As an example, we will utilize a hierarchy with 3 levels representing an organization that tests
software.  The organization creates Test Plans and Test Cases.  Some subset of the available Test
Cases are placed within a Test Plan, in a parent-child relationship.   When Test Cases are executed, a
Test Result is created as a child relationship of the Test Case
To represent this, we have the following reporting hierarchies defined

Tests, which uses the relationship Test Plans --> Test Cases at the topmost level and Test
Cases --> Test Results at the second level
Test Plans --> Test Cases as a single-level reporting hierarchy
Test Cases --> Test Results as a single-level reporting hierarchy

To prepare and run a matrix report that groups on multiple levels of hierarchical filters, perform the
following steps:

Create a new matrix report
Select Condensed Query Filters
Select Advanced Query Screen
Select the report hierarchy titled Tests
Select Assigned To as a field to display and group by.  You group by this field by right-clicking on
the red button by the field and selecting Test Plan -->Test Case as the hierarchy level
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Beneath the field list for the X axis, you see the Perform count on select list.  Again, select the Test
Plan --> Test Case entry.  The important point is that this is the same hierarchy level that you chose
in the last step
Choose the base level query filters.  E.g. select the filter PROJECT = Test Plans for the base level
For the Test Plan --> Test Case level of the hierarchical filters, select the filter PROJECT = Test
Cases
For the Test Case --> Test Result level of the hierarchical filters, select the filter PROJECT = Test
Results
Run the report.

Planning Reports
Planning reports will not work with all configurations, and require your data to be organized in a specific
way. Your administrator may have turned off this feature if it's not appropriate.

The basic premise is that you have a controlling issue (i.e. a parent issue). This controlling issue will be in
a relationship with a number of child issues, where each of the child issues has two date fields, signifying a
start and an end time for an event. The use case is often that you have a project, and this project has an
open-ended number of tasks, each scheduled to start and to stop at a specific time.

The Planning report allows the user to see many project records, and their tasks, all on a single report. The
user can interact with the tasks on the report, allowing them to move the start or end dates of each task.
The user can also drilldown into any task and update the fields on the task. This is shown in this
screenshot:

Planning report output

The user interaction on the report allows the "grabbing" with the mouse, of a task, or the edge of a task.
When the user moves the mouse, the entire event, or the start or end date will move. When the user
releases the mouse button, the task is reset to the new time period. If the user clicks on a date within the
grid and drags the mouse to another date, a window will popup, allowing the user to enter a new task for
that time span. To set up a new planning report, the screen looks similar to this:
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Planning report setup

Use reporting hierarchy - You must choose a reporting hierarchy for a planning report. This will
have been created by the administrator
Fields to Use for Row Titles - These are the fields on the parent issue that you will use for the titles
to each row on the output
Grid Title Field - This field is used to provide the title that is displayed on each child issue
Starting Date / Time Field - This is the field on the child record that contains the starting time of
the event
Ending Date / Time Field - This is the field on the child record that contains the ending time of the
event
Select Area for Drilldowns - When the user double clicks on a child record, this is the Business
Area that is selected in which to start the add issue operation
Select Project for Drilldowns - When the user double clicks on a child record, this is the Project
that is selected in which to start the add issue operation
Parent ID Field - This is the name of the field in the child record that contains the pointer to the
parent issue
Number of columns to display - The default is that the report will display 30 days worth of
information. You may alter this to display between one and sixty days of information
Show background grid - Turns the background grid to the report off and on
Display color key using this field - As you can see in the above screenshot, there are two colors of
blocks. These represent different values of the STATUS field inthe different child records. The color
key is shown above the grid.

Report Layouts / Container Reports

Container Reports
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Container reports are designed to output to the Adobe PDF format only. They do not output their results to
any other format.  Container reports are designed to allow more than one report to be placed into the
output. Container reports are typically used to prepare a reporting pack where multiple individual reports
are to be circulated.  For example, you can place several reports and charts within a single PDF report.  To
achieve this, you place existing saved reports into a Container, and then run the Container with its
indivudal reports. 

A useful point is that you may schedule the Container report to be generated on a periodic basis and then
distributed automatically to the appropriate users within your organization.

There is an alternative intermediate format called a layout for an existing report,  These layouts may be
used to embellish individual reports with styling and to further group individual summary reports into a
single output  These layout reports may also be placed into the container from which the PDF output file is
created.

Sample process of preparing layout and container reports

Container reports also have other attributes that assist in the creation of professional reporting packs.  For
example, they have title pages for the report, and you may implement headers and footers throughout the
document you produce.  The headers and footers may contain information such as page numbers and the
date of production.
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At their simplest, you can use the process to convert a single report or chart to a layout and then place it in
a container as a method of outputting the report or chart to a PDF. At a more complex level, the container
report may create a PDF that contains many reports that with traditional output must be output one at a
time. Also, with the process described here, you can alter the style of many elements of the output, such as
the font size and styling of the headers or data on the PDF output. A sample PDF report output over
multiple pages may look like this:
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PDF output of several report layouts

Single Group By Layouts
Single group by layouts are prepared by first designing one or more Summary reports, each with a single
field as the object of the summary list. For example, you may prepare a Summary report using the
product_name or the area field. Any filters may be applied to each of the reports.

Further, each of the summary reports may use a different field as its object. This will allow you to prepare
a layout where each row or column of the layout represents a totally different variable being counted. Thus
you can have different rows or different columns represent different information on a single report.

To prepare a Single Group By layout report, choose the Create layouts for existing reports from the
Query / Report Options list and press the GO button. You will see the following screen:

Preparing a single group by report

Note that the radio button selection at the top of the screen already reflects your choice of the Single Group
By report. To prepare the report:
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Decide whether the titles for each Summary report that is to be rendered are to be in the columns or
rows of the report. Notice that the image that portrays the style of the report changes to represent
your choice
Within the field Select query field to group by, you will see a list of all the Summary reports that
are possible to select. These will all be Summary reports that have a single field selected for the
summary. These reports must all exist before you create the layout
Enter the text for the report header and for the legend to appear under the header
For each of the report header, the legend, the column header and the data display, you can set the
style of the output by using the  button. When you hold your mouse over the button, you will see
a summary of the style that is set. When you click on this button, you will see a pop up window
where you can set the style

There are options in the form of checkboxes that allow you to suppress empty columns and empty
rows on the report output
Next there is an option that you can check to automatically compute totals for the report. If you are
rendering titles in Columns, then you will get column totals, if you are rendering the output in Rows,
then you will get row totals on the output
Next, you set the number of queries you want on your report. For each query, you will have a
selection list from which to select the reports. Then you select the reports, and you select the title to
display for each of the reports
You are able to create complex, multi-line headers above the columns of data, using the capability in
the Optional Report Headers section. You define the number of header rows, and then for each row
you can define how many individual headers you require, and how many columns each of these will
span. Please be careful to calculate these numbers accurately, as ExtraView does no checking and
incorrect calculations will lead to strange-looking results. The diagram on the screen shows how the
optional headers will appear
When you have completed the screen, Save the report. Note that you cannot run the report directly;
it must first be placed in a container report before you can run it and output it to a PDF.

Example Single Group By Report

First create and save three summary reports. Each of these has the product_name field (titled Product) as
the selected field. For each of the three reports, select a single filter, as follows for each report:

Status = Open
Status = Fixed
Status = Closed

You will now have three summary reports titled something like:
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Summary of Open Customer Issues
Summary of Fixed Customer Issues
Summary of Closed Customer Issues

Now we will place these fields onto the layout:

Sample Single Group By Report

Notice how we supplied the field to group by as Product and then set up three queries to include. Of
course, these are the three summary reports we set up earlier in the example. For this example, we also set
up some additional header rows as shown on the screenshots. If we save this, then include into a container
report, and run the container report, we will see results similar to this:
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Sample Single Group By Report

Double Group By Layouts
Double group by layouts are prepared by first designing a summary field, with two fields selected as the
object of the summary list. For example, you may prepare a Summary report using the Assigned to and the
Product fields. Any filters may be applied to this report.

To prepare a Double Group By layout report, choose the Create layouts for existing reports from the
Query / Report Options list and press the GO button. After pressing the radio button Double Group By
Report at the top of the screen, you will see the following:
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Preparing a double group by report

To prepare the report:

Setting the style of an element on a PDF report

There are options in the form of checkboxes that allow you to suppress empty columns and empty
rows on the report output
Next there is an option that you can check to automatically compute totals for the report. If you turn
this on, then totals for both the rows and the columns of the report will be generated
You are able to create complex, multi-line headers above the columns of data, using the capability in
the Optional Report Headers section. You define the number of header rows, and then for each row
you can define how many individual headers you require, and how many columns each of these will
span. Please be careful to calculate these numbers accurately, as ExtraView does no checking and
incorrect calculations will lead to strange-looking results. The diagram on the screen shows how the
optional headers will appear
When you have completed the screen, Save the report. Note that you cannot run the report directly;
it must first be placed in a container report before you can run it and output it to a PDF.

Example Double Group By Report

First create and save a summary report. For our example, we create a Summary report with both Assigned
To and Status selected. Now we will place this report onto the layout:
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Sample Double Group By Report

Notice how we supplied the report to run as Assigned To by Status as the report to group the results in a
matrix form. If we add total, and some style information, then save the report, then include into a container
report, and run the container report, we will see results similar to this:

Sample Double Group By Report

Column Reports as Layouts
Column reports as layouts are prepared by first designing the column report. The column report is any
column report that you create, with any filters.
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To prepare a Column layout report, choose the Create layouts for existing reports from the Query /
Report Options list and press the GO button. After pressing the radio button Column Report at the top of
the screen, you will see the following:

Preparing a column layout

To prepare the report:

Setting the style of an element on a PDF report

You are able to create complex, multi-line headers above the columns of data, using the capability in
the Optional Report Headers section. You define the number of header rows, and then for each row
you can define how many individual headers you require, and how many columns each of these will
span. Please be careful to calculate these numbers accurately, as ExtraView does no checking and
incorrect calculations will lead to strange-looking results. The diagram on the screen shows how the
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optional headers will appear.
When you have completed the screen, Save the report. Note that you cannot run the report directly;
it must first be placed in a container report before you can run it and output it to a PDF.

Example Column Layout

First create and save a column report. For our example, we created a Column report with several fields.
Now we will place this report onto the layout:

Sample Column Layout

Note that we simply used the style buttons to embellish the column report output to the PDF. As a result, it
looks like the following sample report.
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Sample Column Report

Charts as Layouts
Charts as layouts are prepared by first designing the chart in the standard way as explained in this
documentation section. The chart is any that you create, with any filters.

To prepare a chart layout, choose the Create layouts for existing reports from the Query / Report
Options list and press the GO button. After pressing the radio button Chart at the top of the screen, you
will see the following:

Preparing a chart layout

To prepare the report:
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Setting the style of an element on a PDF report

When you have completed the screen, Save the report. Note that you cannot run the chart directly; it
must first be placed in a container report before you can run it and output it to a PDF.

Example Chart Layout

First create and save a chart. For our example, we created a pie chart with the title of My Open Issues.
Then we place this chart onto the layout:

Sample Chart Layout

Note that we simply used the style buttons to embellish the column report output to the PDF. As a result, it
looks like the following sample report.
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Sample Chart as a PDF

Creating the Container Report
The objective a container report is to take one or more saved reports or layouts for existing reports, and
combine them together on a single PDF as the output.

Saved reports are placed directly into the Container report.  Layouts for existing reports are used to
embellish a saved report before placing these within the Container report.  For most purposes, placing the
report directly within the Container provides clear and consistent presentation.  The layouts allow the
addition of styling information, enhanced headers and the ability to combine the output of dissimilar
summary reports into a single layout.

When you select the Create new container for existing reports option from the Report screen, you will
see a screen similar to the following:
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Report Container Screen

Setting the style of an element on a PDF report

There is a button to the right of the Report Container Title that appears when you are editing an
existing report. When you place your mouse over this button, you will see who created the report,
who last updated the report and the dates when these actions occured. This is most useful for
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managing shared reports
The * Saved filter list * allows for the selection of filters to modify the replacement filters beneath
the Advanced Options fold towards the bottom of the screen
Within the Overall Page Settings, you can select the paper size, the orientation and the select from
inches or centimeters as the measurement. Using this measurement, you may also set top, left, right
and bottom margins of the PDF you will create.  This section also allows you to place the Headers /
Footers on the Cover Page as opposed to only showing these on the reports and allows you to
output the report definitions at the end of the reports
The Page Headers and the Page Footers allow you to set text and styles for the PDF headers and
footers
If you want to place the page number on a header or footer, use the tag $$PAGE_NUM$$.  The full
list of tags you can include within your titles, headers and footers is explained in the section
Substitutable Field Values later on this page
You can insert a line break into a header or footer with a <br> tag
In the section Select Reports to Place in Container, you first set how many reports across and how
many reports down the page you want to render. These may be rendered by column or by row, giving
a different layout on the PDF.  Most of the individual reports within a Container use filters.  At this
time, it is important that all the individual reports use either standard or advanced filters only.  You
may not mix these within a single Container report

Rendering by column
Rendering by row

Note how the top of each report in the container is aligned according to whether you are rendering
by column or by row. The number of selection boxes will change according to how many rows and
columns of reports you will include in the container. Simply select the report you want to place at the
appropriate place in the container

You may place up to 100 reports within columns within the report, with a maximum of 3 columns
being displayed
An example of the Container report output may look something like this:
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Sample Container report output as a PDF

Note: When you output a report to a PDF, and you see the message “ERROR:Infinite table loop”, this
indicates that there is too much data to fit horizontally on the output page. The most likely solution is to
reduce the number of columns you are trying to place on the output page, or to reduce the font size of the
output.

Substitutable Field Values

It is often useful to be able to substitute a value in the header, footer or legend of a Container report with
the current value from the report.  For example, you might prepare a report for a Product that is chosen at
runtime, or you might want to put the current date onto the report metadata.  To achieve this, you can use
tokens, of the form $$FIELD_NAME$$ within the container report legend, footer or headers.  There are
several built-in tokens that you may use, as follows:

$$field_name$$

The value of the filter with the field
name of field_name.  Only fields that are
filters are eligible to be included in the
headers and footers

$$SYSDAY$$ The current date

$$SYSDATE$$ The current date and time

$$PAGE_NUM$$ The current page number of the report

$$NUM_PAGES$$ The total number of pages in the report
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$$HTML:<img src="http://www.site.com
/image.png" width=xx height=yy>$$

This inserts an image that exists at the
URL you specify into the output, with a
width of xx and a height of yy

$$REPORT_ID$$
The unique report ID of the report being
output within the Container, as stored in
the database

$$CONTAINER_ID$$
The unique ID of the Container report
from the database

$$CONFIDENTIALITY_MESSAGE$$
The text within the behavior setting
named
CONFIDENTIALITY_MESSAGE

$$USER$$ The name of the user creating the report

Advanced Options

When you click on this fold, you will see the following:

Advanced Options

The Select Summary Report to Group Container Report Output option allows you to choose a saved
summary report for a special purpose.  ExtraView will take each row of this report and use it as input to the
Container report as a runtime replacement filter, generating a copy of the container report for the list value
returned in each row of the Summary report.

For example, you might want to prepare a container report which contains the same report numerous times,
but using a different Product for each iteration of the report.  If the Summary report returns 10 rows for 10
different products, then the Container report output will contain 10 sub-reports, each one filtered by a
different Product.

The number of reports that can be produced by this iteration may be limited by your system administrator. 
If the report you produce is limited, there will be a message at the end of the report providing this
indication.

Runtime Replacement Filters

Setting runtime replacement query filters on Container reports allow you to apply these filters to all the
individual reports configured within the Container report.  For example, you might want to apply the same
date range to all the reports, or to select a single report as a filter for all the reports.  Note that if any of the
reports contain a filter on a field used as a runtime replacement filter, then the filter at the individual report
level is dropped completely and replaced with the runtime replacement filter for the field.

For example, you might want to apply a runtime replacement filter that applies the same date range to all
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the output, or apply a filter that provides only results from a specific product within the output.

When you specify runtime replacement filters within a Container report, they will replace filters for the
same field within the individual reports that they contain.  If a filter on a field specified at the Container
level does not appear within the contained report, it will have no effect.  Further, it is not possible to
specify conjunctions for the runtime replacement filters - they simply replace filters for the same field
within the contained reports.  The runtime replacement filters are always displayed in expanded mode,
allowing you to make multiple selections within a field.

Tip: A typical use case might be to create a Container report that contains several reports about all your
products, but you want to filter on the report output by a single product.  You cannot select a runtime
replacement filter with a value similar to Product = Any, but you can select all the product values in the list
and store that as your filter.  Then, after viewing the Container report, you can select a new filter value that
is either just one, or a selection of products.

For each report you select to display within the Container, there is a checkbox option, Ignore
Replacement Filters.  When selected, the replacement filters will not be used to prepare this report.  This
allows some reports to use, and some not to use, the replacement filters.

Conditional Formatting

This is not supported within Container Reports for this release.

Summary Reports
When selected, this action creates a report where ExtraView will provide a count of the number of issues
for different fields. Summary reports can be saved as personal or shared reports. Examples include:

A breakdown of how many issues have been fixed by each engineer in a given period
The number of issues for each status, broken down by owner
A breakdown by severity level of all open issues in the system

Using Summary reports, project or area managers can have a snapshot, at any time of the current overall
project status. This sort of information is invaluable for producing internal status reports that are backed by
real data.

You are able to select from any fields to which you have read permission, and which are able to be
summarized. List values are those which are most commonly summarized.  To prepare a new Summary
report, choose the Create New Summary Report option. The screen presented to you will be similar to
the following:
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Creating a new summary report

Options

There is a button to the right of the Report Title that appears when you are editing an existing
report. When you place your mouse over this button, you will see who created the report, who last
updated the report and the dates when these actions occured. This is most useful for managing
shared reports
There is an option in the preparation of Summary Reports, to Add Statistics to Report. The default
option is to display the Total count.  You can also elect to display the Percentages, Mean, Minimum,
Maximum of the issues generated on the report
The option Include Rows with no Data allows you to include rows within the results that had no
results. Although this is not normally useful, consider the use case where you want to use the report
as a target for issues that are going to be dropped on the report. Including zero rows on the report
allows you to drop issues onto reports that have no value up to the time you drop the issues
The Aggregation Method allows you to either produce a summary report that counts the number of
issues within each row of the report, or accumulates the total of one or more numeric fields within
the row of the report.  If you choose to Sum Issues, then a list of all the numeric fields appears. 
Choose the fields you want to display and total on the report output
The Add Statistics checkbox options allow you to add a number of different statistics - totals,
percentages, means, minimums and maximums to the report output
For each of the statistics selected, you may apply conditional formatting to the report out.  This is
fully explained here
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The Display on Mobile button will allow the report to appear on a mobile phone or tablet
The Output Report Definition button places the options and filters used in the production of the
report at the end of the output
The option to Wrap Values on Output changes the default presentation of values within fields.  The
default presentation is that the values are displayed on a single line without line breaks, even though
the value contains more than one word.  If you enable this option, the text values used as row
headings will be wrapped.  This is useful if you are summarizing long text values.  This is not a
frequent use case, but when needed, this option improves the readability of the report
If your administrator has enabled the option that allows you to search for users that have been
disabled, you will see a checkbox option that allows you to Show Inactive Users. When you click in
the checkbox, the screen will refresh and all user lists will show inactive as well as active users. Note
that this option only works with the Standard Query screen, and does not work with the Advanced
Query screen.

Selecting columns to summarize and display

Select the columns that you require on your report, by double-clicking on each field name. If you
want to alter the order of the fields being summarized on the report, you can click on a field in the
right-hand box and drag it to a new position. To remove a field from the report, drag it out of the box
You can choose from one to ten columns to summarize on a single summary report
The value columns and the relevant statistical columns may be sorted by clicking on their title
Note the red button to the left of the fields that you have selected to summarize.  Right-click on this
and a small window will appear where you can set other options for the field.  These options are
different according to the display type of the field.  They include:

The ability to display sub-totals for the field
The ability to select the initial sort order of the field on the report output, ascending or
descending.  You can also sort by the sub-totals as opposed to sorting by the initial values
The ability to display an alternative title for the field
The ability to set the width of the field on the output
For date fields, you can group the results in a variety of means, for example by week, or by
fiscal quarter
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Sample summary report
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Sample summary report with statistics

Note that you may click on the title value in each section of the report to expand or collapse the values to a
single row.  You can alos use the buttons at the top of the report for the same function.

Column width on the report output

By default, the width of columns on browser output are not set, and the user's browser determines the
width of each column using its own algorithms.  Most of the time, this works well, but there are times
when you might want to more accurately fix the width of the Y axis titles being displayed on the output. 
Right-click on the red button by the field name you selected for the report, and one of the fields allows you
to set the width of the column, measured in pixels.  This number is approximate, as browsers will
sometimes override the number you set, particularly if you are displaying a large number of columns on
the screen, relative to the width of the screen.  Microsoft Word and PDF column width output are set using
the same option.  Note that you may also use the report option titled Wrap Titles on Output to assist in
controlling the width of columns on the output.  When you both set the width of a column and set
the Wrap Titles on Output option, the column width setting takes precedence.

Summary Reports and Repeating Records

If you prepare a summary report, and include one or more fields from the repeating record as any the fields
that is to be summarized, then it is possible (indeed probable) that an individual record will be summarized
into more than one line of the summary report that is displayed.

This works without problem, and you can drill down from an individual line of the report to see the issues
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that made up the total for the line. The totals for the displayed summary report will be accurate totals of the
lines of the report. If you drill down into the total and grand total lines of the displayed summary report,
the issues that were included on different lines of the summary report are not repeated as this would be
confusing. However, this does lead to the possibility that there will be fewer issues on the drill-down report
than appear in the total of the summary report.

For example, you may see a grand total of 135 issues on a summary report, but when you drill down into
this total, there may only be 125 issues displayed. This probably indicates that 10 of the issues rightfully
appeared in two rows of the summary report.

Summary Reports and Date Fields

Date fields are stored within ExtraView, with the time component accurate to the nearest millisecond.
Therefore, if you want to summarize on a date field, you should recognize that the count of issues with the
identical date is likely to be one! This may be a little surprising at first, but it is accurate. ExtraView
provides alternative methods for summarizing on date fields, so you can answer questions such as “How
many issues were opened by each support technician on a given day”? Inbuilt date fields such as “Date
Created” have an alternative form, which is the truncated version of the date, i.e. with no time component.
If your administrator has given you access to these, then summarizing on this will give a total account
within a day. Also, if your administrator configured a date field such that the time component is ignored,
then the fields will summarize by the complete day.

If you summarize on a normal date field, the behavior also depends on your personal time format, stored
within your personal information. If you have a date format that includes the time within the day, the report
will most likely show you a single row for each date entry, with a count of 1. The date displayed on each
row will show the time. If your personal date format does not include time, then all the date values are
consolidated onto a single label for all the rows of the report, and you will still see one row for each date
within the report.

Displaying Only the Top Summarized Results

It can be useful when displaying a summary report to only display the most significant results. For
example, a summary report may return 100 rows, but you might only be interested in the ten rows with the
highest values. To achieve this, there is filter that is normally used in conjunction with the advanced query
mode, titled Top-n rank filter. For the above example, if you set the filter to Top-n rank filter less than
or equal to 10, then only the ten highest values will be displayed. If you set the filter to be Top-n rank
filter equal to 3 only the third highest value will be displayed. If you ask for the top 10 results, and the
tenth result has more than a single record with that value, then all results with that value are displayed. 
This implies that there may be more than 10 results displayed, even though you are interested in the top
ten.

Note that this feature is not supported on all databases.  If your installation is utilizing MySQL or Apache
Derby as its underlying database, then this feature is inoperable.

Hierarchical Summary Reports

If your administrator has defined hierarchies on which you can report, you will see an additional prompt on
the report editor screen:
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Reporting on hierarchies within summary reports is similar to the way they are defined for column reports.
The key difference is that you are only required to select the filters for each level in the hierarchy. These
filters will be applied to each level of the hierarchy for the preparation of the data to be placed on the
report. The report output will look very similar to a standard summary report, except that the additional
filters are applied.

Grouping on Multiple Levels of Hierarchical Filters

This feature produces a standard summary report for the output, but allows you to group the results using
filters at each level of the report hierarchies.

As an example, we will utilize a hierarchy with 3 levels representing an organization that tests
software.  The organization creates Test Plans and Test Cases.  Some subset of the available Test
Cases are placed within a Test Plan, in a parent-child relationship.   When Test Cases are executed, a
Test Result is created as a child relationship of the Test Case
To represent this, we have the following reporting hierarchies defined

Tests, which uses the relationship Test Plans --> Test Cases at the topmost level and Test
Cases --> Test Results at the second level
Test Plans --> Test Cases as a single-level reporting hierarchy
Test Cases --> Test Results as a single-level reporting hierarchy
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To prepare and run a summary report that groups on multiple levels of hierarchical filters, perform the
following steps:

Create a new summary report
Select Condensed Query Filters
Select Advanced Query Screen
Select the report hierarchy titled Tests
Select Assigned To as the field to summarize and group by.  You group by this field by right-
clicking on the red button by the field and selecting Test Plan -->Test Case as the hierarchy level
Beneath the field list, you see the Perform count on select list.  Again, select the Test Plan --> Test
Case entry.  The important point is that this is the same hierarchy level that you chose in the last step
Choose the base level query filters.  E.g. select the filter PROJECT = Test Plans for the base level
For the Test Plan --> Test Case level of the hierarchical filters, select the filter PROJECT = Test
Cases
For the Test Case --> Test Result level of the hierarchical filters, select the filter PROJECT = Test
Results
Run the report.
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Summarizing Multiple Fields on a Single Report

This variation of a summary report allows you to sum multiple fields on a single summary report.  You
may choose multiple numeric fields from the list that appears when you select to Sum issues.  These fields
are summed on the report output.  Additionally, you can determine the order of the fields appearing on the
output, by dragging and dropping the fields into the order you desire within the Format Statistics and
Aggregation Fields list.
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Taskboard Reports
Taskboard reports are designed to offer a matrix of issues on a display. The axes may be any enumerated
list type field. For example, you might have Assigned To on one axis and Status on the other axis. Issues
are displayed within tiles on the report output. You decide which fields are to be placed on the report, both
in a title area, and within the description area of the tile. The key attribute of the taskboard report is that
you can drag individual tiles from one location on the report, to a different area. Using the example above,
this means you can drag an issue with a specific Assigned To value and a specific Status value and drop it
on another area of the report, thereby updating either the Assigned To or Status value, or both values at
one time.
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Taskboard Report Output

With the above screenshot, you can use your computer's mouse to drag the issue represented by the tile in
the top left-hand corner of the report and drop it elsewhere. This issue has values of Bill Smith for the
Assigned To and New for the Status field. When you drop the issue in another row and column, the values
for the Assigned To and Status are immediately updated to those of that row and column. If the update
triggers additional rules, then a popup window appears, asking for values to satisfy these rules. For
example, you might need to provide a Comment when you update an issue's Status from Open to Fixed,
so the popup would ask you for a value for the Comment field.
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Taskboard Tile

The Taskboard Report Editor

Taskboard Report Editor
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Provide a title for the report
Provide a description for the report
Note that the only valid output option is your browser
Like all other report types, you may use Condensed or Expanded query filters
Like all other report types, you may use the Standard or Advanced query mode
You may select a reporting hierarchy for the filters. When you choose a hierarchy, you will see query
filters for each level of the hierarchy
Select from one to four fields to use to set the top axis of the report. The valid fields to choose from
are all of the various list types within your installation. When you choose more than one field for the
axis, you will see the tiles will appear on the report output within new sections that are created
within each field. Note that multi-valued list fields may not be placed on axes
Select from one to four fields to use to set the side axis of the report. The valid fields to choose from
are all of the various list types within your installation. When you choose more than one field for the
axis, you will see the tiles will appear on the report output within new sections that are created
within each field
Choose the fields to display within the title of each tile. Typically you will only choose one or two
fields such as the issue ID and the Title of the issue
Choose the description fields to place within the body of each tile on the report output. Note that you
may also choose various buttons to place on the output. All the buttons you select are gathered
together and placed in a mini-button bar under the title of each report tile
Choose the filters for your data. It is possible to create a vast number of cells on your report output if
you do not provide reasonable filters for the data. Your administrator will have set some limits as to
how many tiles you can place on a report. Obviously, a report that has tens of thousands of tiles
becomes unworkable and virtually impossible to navigate
In the usual way, run or save your report

Editing Fields on a Taskboard Tile

There are several ways in which you can alter values within a Taskboard tile. In order to be able to edit an
issue, you must have permission, and in order to be able to edit a field within an issue, you must have
permission to write to that field:

Drag the tile and drop it within a different row and column of the report. This will update the values
within the issue to those that appear on the title of the row and column
Double-click on a field within the description area of a tile. This allows you to update a single value
within the field on the tile. Note that if this field is also a field on one of the axes of the report, then
the tile will be moved to the appropriate row and column of the report. If you use double-click to
initialize the edit operation, you use the enter key within a text field to complete the edit. With a list
field you simply select the new value. If you want to cancel your edit, then use the Escape key on
your keyboard. The report will not allow you to edit values that are read-only, or fields to which you
do not have write permission
Use the Quickedit button to allow the editing of all the fields on the tile at one time. You will also
see an Update and Cancel button appear within the button bar as controls.  Note that you cannot use
Quickedit on more than one tile at a time
Use the Edit button on the button bar to enable a popup window with the entire record available for
editing and updating.

Treegrid Reports
Treegrid reports are similar in nature to column reports, but they are specifically designed to be used with
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hierarchical reports.  The basic principles are:

The issues within each level of the hierarchy will appear as different rows within the report output
The issues are contained within expandable / collapsible sections within the report.  Each level may
be opened or closed with a single mouse click
The levels of the hierarchy are highlighted with indentations and background shading to aid the user
in navigating over many issues
There is an option on whether the report output repeats the column headings at each level of the
report, or only display the titles as a single row at the head of the report.

The selections within the report editor are similar to those within the Column report editor.  The principal
differences are:

The report option titled Display Titles at Each Hierarchy Level implements a distinct difference in
the appearance of the report results.  Without this option selected the report output may look like the
following.  When the same fields from each level of the report are displayed, they are consolidated
into the same column of the report, and only one title row is displayed:
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With the report titles being repeated, the output will look like the following with titles appearing
before each set of child issues.  Each set of fields from each level of the report is displayed
independently:

When you have selected buttons (View, Edit, Quickedit, History or Delete) at any level of the report,
they are consolidated and placed at the left-hand edge of the fields
It is recommended that you make use of the width option for each field to better present the fields
across the report.  This is accessed for each field by right-clicking the red button by each field within
the report editor.  Without choosing Display Titles at Each Hierarchy Level, only the widths at the
parent level are recognized.  When choosing this option, you may vary the field width for each field,
at each level of the hierarchy:

Output to Adobe PDF, Microsoft Word, Microsoft Excel & Text

There is a subtle, but useful difference when outputting a Treegrid report to these formats.  First, reports
are always output in Expanded mode as there is no equivalent to clicking on sections of the report to
expand and shrink the sections of the report.  Instead, ExtraView places a numerical outline at the
beginning of the report rows, allowing the user to easily view the levels in the hierarchy.  An example in
Excel is:
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Sorting Fields on Child Levels

The sorting of fields at the base level of a hierarchical report is straightforward, and identical to the sorting
of non-hierarchical reports, using the field selector where up to eight fields may be sorted.  It is sometimes
desirable to sort fields on the child levels of hierarchical reports.  Consider the following output, where
the Document # field exists at two child levels in a 3-level hierarchy.  It should be clear why it is important
to sort the Document # field at all levels of the report.
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This configuration is achieved through the field selector at the parent level of the report editor.  You must
place the ID # (ID) field as the primary sort order, and the field you want to sort on - Document # in this
case - as the second sort field.  Then you right-click on the red button of both sort fields and set
the Hierarchy Level to a value of  * All Levels *.

Formatting of Fields on the Output

If the administrator has specified a specific style or format for a field, this will be utilized on the report
output.

Quickedit Mode - Direct Inline Editing
A button with the label Qedit or similar may appear on columnar reports and on Quicklist reports. This is
the report Quickedit mode. When this is pressed, you can edit the record on the report directly. This is a
very fast and efficient means of updating many records in succession. For example, if you have a weekly
status meeting where you review many issues and make changes to details such as priorities and who an
issue is assigned to, then the Quickedit mode is very useful.

Report Quickedit mode
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When you press the Qedit button, you are able to edit the fields that appear on that row of the report. This
is often much speedier than going into the edit mode of the issue. When you are in the Quickedit mode,
you must exit by either updating the issue, or canceling the update. There are some caveats using the
Quickedit function, as follows:

You must have write access to a field in order to update its value
The administrator must have placed the field on the edit layout for the appropriate business area and
project in order to update its value. If the field is part of the issue and not on the layout, you may still
see it in a read-only mode
If you see ‘–‘ where you expected to see a field you wish to edit, it is because the field is not an
ExtraView built-in field and it has not been placed on the edit screen layout by your administrator.
This happens when your user record is currently in one Business Area and Project, but the record
you are trying to edit resides in a different Business Area or Project, and does not have that field
Calculated fields such as Days Open and Days in Status will be displayed as read-only
If a field has a link, using the “Display as URL” function, this link is not active when in Quickedit
mode
You cannot ever edit the Business Area or the Project field in Quickedit mode
Radio button fields are displayed as single-select list fields to conserve space on the screen
If you are using repeating rows, you may edit the values on a row, but you cannot add a new row
All allowed value relationships are maintained. However, if the parent value is not on the report, you
may only select a new child value within the current parent value
Quickedit mode does not operate within a report displaying the results of a hierarchical report. This
is because these reports display multiple issues on a single row
All business rules will be executed in the same way as if you were using the full edit mode on the
issue. This means that if your edit in Quickedit mode triggers a rule that makes a field required, and
this field is not on the report, then a popup window will appear and ask you to complete the missing
value. It is not possible to bypass the rule and update the issue. If there is a “chain” of required
fields, within one being dependent upon another, then you may see more than one popup window
until you satisfy all the rules
If you have any image or document display type fields on your report that are subject to being visible
or required according to a condition on its edit layout, then the report cannot be used with Quickedit.
Under this circumstance, you will see a dialog box that informs you that you should use the normal
edit mode.
All issue notifications will be sent out as normal.

Calculated Fields
Not every filter that can be used or field that can be displayed is a field with data explicitly entered or
updated by the user. For example, ExtraView will automatically calculate the values for fields defined
internally. These fields and their meanings are:

Field Name
Default
Title

Purpose

DATE_CLOSED Date
Closed

The date and time the issue was closed.

DATE_CLOSED_MONTH Date
Closed
Month

The month the issue was closed (useful when
summarizing information)
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DATE_CLOSED_SINCE Days
Since
Closed

The number of days since the issue was closed. Days
are calculated using your own time zone, back to
midnight for the first day (this is zero days since
closed) and then incremented by one for each further
day back in time that you go

DATE_CLOSED_WEEK Date
Closed
Week

The week the issue was closed

DATE_CLOSED_YEAR Date
Closed
Year

The year the issue was closed

DATE_CREATED Day
Created

The date and time the issue was created.

DATE_CREATED _MONTH Month
Created

The month the issue was created (useful when
summarizing information)

DATE_CREATED _SINCE Days
Since
Created

The number of days since the issue was created. Days
are calculated using your own time zone, back to
midnight for the first day (this is zero days since
created) and then incremented by one for each further
day back in time that you go

DATE_CREATED_TRUNC Created The date the issue was created

DATE_CREATED _WEEK Week
Created

The week the issue was created

DATE_CREATED _YEAR Year
Created

The year the issue was created

DATE_LAST_STATUS_CHANGE Date of
Last Status
Change

The date and time of the last status change

DATE_LAST_STATUS_
CHANGE_SINCE

Days
Since Last
Status
Change

The number of days since the last status change.
Days are calculated using your own time zone, back
to midnight for the first day (this is zero days since
the last status change) and then incremented by one
for each further day back in time that you go

DAYS_IN_STATUS Days in
Status

The number of days the issue has remained in its
current status

DAYS_OPEN Days
Open

The number of days since the issue was created until
it was placed in a Closed status.

EV_TOP_RANK Top-n rank
filter

This field only applies to summary reports. When it
is applied, you enter a positive number. For example,
if you enter 10, then the results displayed will only
contain the ten results with the highest values. This is
useful if you want to provide a summary count of
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issues where there are many rows returned, but only
those with the highest n count may have useful data.
Note that this feature is not supported on all
databases. If your installation is utilizing MySQL as
its underlying database, then this feature is
inoperable.

MONTHS_IN_STATUS Months in
Status

The number of months (defined as 30-day periods)
that the issue has been in its present status

MONTHS_OPEN Months
Open

The number of days since the issue was created until
it was placed in a Closed status.

START_DATE Created
Start Date

Used as a filter to determine the created day from
which to start counting issues

START_UPDATE Updated
Start Date

Used as a filter to determine the last day modified
from which to start counting issues

STOP_DATE Created
Stop Date

Used as a filter to determine the created day to which
you want to count issues

STOP_UPDATE Updated
Stop Date

Used as a filter to determine the last day modified to
which you want to count issues

TIMESTAMP Last
Modified

The day and time an issue was last modified

TIMESTAMP_DAY Day Last
Modified

The day an issue was last modified

TIMESTAMP_MONTH Month
Last
Modified

The month an issue was last modified

TIMESTAMP_SINCE Days
Since Last
Modified

The number of days since an issue was last modified.
Days are calculated using your own time zone, back
to midnight for the first day (this is zero days since
last modified) and then incremented by one for each
further day back in time that you go

TIMESTAMP_TRUNC Last
Modified

The day an issue was last modified

TIMESTAMP_WEEK Week Last
Modified

The week an issue was last updated

TIMESTAMP_YEAR Year Last
Modified

The year an issue was last updated

WEEKS_IN_STATUS Weeks In
Status

The number of weeks an issue has remained in its
present status

WEEKS_OPEN Weeks
Open

The number of weeks since an issue was created until
it was placed in a Closed status.
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Date Fields as Filters
When you use a field with a display type of date as a query filter, ExtraView will assume that the date has
a time of midnight of the day selected. Your filter is set at the beginning of the day, not at the end. This
may have an effect on the results within your report. At the same time, you should remember that this time
is midnight for your own time zone. If different users have created and updated issues in different time
zones, it is entirely possible (indeed probable) that the list of issues created or updated within your day is
different than the list of issues created or updated within a different user’s time zone.

Also note that if the date format stored within your user settings includes a time component (e.g. if you set
Medium with Time), then you may see the time component of the date as you create a report or chart, if you
use the pop-up calendar. However, the time will not be used when the report is run, or when you save the
report.

Simple Arithmetic with Date Field Filters

It is often very useful to prepare reports for periods such as the last week, the last thirty days, or similar. To
facilitate this, both date and day display type fields being used as report filters can utilize simple
arithmetic. For example, you might want to prepare a report on all the issues created in the last week. To
facilitate this, you would set up an advanced filter like so:

DATE_CREATED between $$SYSDAY$$ - 7 and $$SYSDAY$$

This works equally well using $$SYSDATE$$.

Only simple addition and subtraction work with this capability.

Cloning Issues from a Report
This procedure only clones issues from one Project in your installation to another Project. The destination
project may be within a different Business Area. The operation of this feature is from within the Mass
Update facility described in the last section.

Follow the guide in the previous section and select the Project field from the list of available fields to
update. Your administrator must have given you permission to write to this field within your current
Business Area and Project. When you choose the Project field, you will see a screen similar to the
following:
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Mass cloning of issues from one Project to another

You must give your consent to the cloning of the issues displayed before proceeding.
Select the destination Business Area and Project in which to place the newly created issues
Proceed by clicking on the Clone all records button

Sorting Report Result Columns
You can resort the output from a Quicklist or other report by pressing the title at the head of the column.
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Resorting Report Columns

The current sort is shown with an arrow. When you first click on the title, it will resort by that column, in
ascending order. If you press the same column label again, the column will be sorted in descending order.

Each time you press a label to resort the report output, the previous sort order is remembered, and becomes
a secondary sort within the report.

Not all fields can be sorted, and the ExtraView administrator has the ability to make decisions about which
fields can be used for sorting. If you cannot sort a column, there will be no icon besides the column
heading, and the heading appears in a different color.

Sorting multi-valued list fields can have results that at first glance do not give the results you expect. First,
when you click on a field to sort the results, and then click on a second field to sort by that new field, the
original sort order is retained as a secondary sort to the second sort. Now, with multi-valued fields, you
will get duplicated rows with sorted values appearing at all the positions where they belong, according to
the sort. This is true whether the sort field is the primary sort field or not. A further complication is that
when duplicated rows appear adjacently in the report, the second is elided, i.e. you will never see the same
row twice together in the report. This can change the number of rows rendered, depending on the sort.

Security Permissions and Reporting
You are only able to view columns and fields on reports that your administrator has given you permission
to view. If you are granted permission to view a report that contains individual fields that you do not have
permission to view, the restricted fields are dropped from the report.

The behavior is such that not only will you not see fields that you do not have permission to view, but these
same fields will be dropped from the report preparation, if they have been used as report filters or summary
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columns on a Summary report. If you have permission to view a report, but you do not have permission to
view any of the fields on the report, ExtraView will offer you a message that tells you that you do not have
permission to view the report.

Reports with Repeating Rows
It can sometimes be important to understand the distinction that ExtraView makes between rows on a
report and records on a report. This difference in semantics is used to distinguish between the times when
ExtraView returns a precise number of records on a report and when it returns a set of rows that may or
may not correspond exactly to the number of records. The difference comes when a query may return a
single record multiple times on a report, or count the same record multiple times on the same report. This
happens when there are one-to-many relationships within your data and with repeating rows on reports.
The two most common times this happens are:

Reporting with Repeating Record Fields

You prepare a report that uses repeating row records, then use a repeating row field to sort the report.
When you use a field on a repeating row record to sort, it will generate a row on the report for each
occurrence of the repeating row. Therefore, if you have 3 repeating rows within a single issue, it will
generate 3 rows on the report for each record.
You use reporting hierarchies. In a similar manner to the above bullet, one record at a level in the
hierarchy may have multiple child records, and when you sort by a field at the child level, you will
generate one row on the report for each record.
If you create a report and want to place any fields from the Release field on the report, you must
always include the RELEASE_FOUND field on the report, as this is the key field used to extract the
remaining fields from the ExtraView database.

Reports that Include Repeating Row Fields from Different Repeating Row Layout
Types

When you have reports that include fields from two or more repeating row types, it can be confusing to
view the results from the different layout types aligned on the same row of the report, as the data from any
one repeating row record is unlikely to be related to the data from any other repeating row record.  Care
should be taken when interpreting the data displayed on a report which contains data from multiple
repeating row layouts.

Managing your Personal Options
Click for administrative information

Note that you must have been granted permission by the system administrator to see and update your
personal options. If you are using the standard interface, you click on your name in the navigation bar in
order to access your personal options:
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If you are using the workspace interface, you access your personal options from the Home Menu:

You will be asked for your password before gaining access to your personal options.

Personal Information
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User ID - You may not change your User ID. Once this was created it is a permanent entry into the
database
Alternative User ID - You may change your Alternative User ID and use this to sign on to
ExtraView, as opposed to using your User ID. Given you are not able to alter your User ID, this
provides a convenient mechanism to change your sign on. For example, this can be used to alter your
sign on ID when you change your name upon marriage. This field is only visible if your
administrator has enabled it
Password
First name and last name
Password
Email address
Job Title
Company name and address
Telephone contact numbers
Security Information (only displayed with permission)
Photograph and signature (only displayed with permission)

Personal Details input

When you add a new photograph, a popup window appears where you both upload your photo and can
crop the image to size.  This looks like this:
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Use the cropping tool to select the portion of the image you want to use as your personal photo:
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The uploaded phot will look like this:

Personal Options

The text size within your browser. You can select small, medium or large fonts for the display. Most
users prefer the small option
Language. If this prompt is visible, you can alter your language setting to the available languages in
the list. When you select a language, this also has the effect of allowing you to select different date
formats. For example, if you choose English (United States) as opposed to English (Great Britain),
the date formats presented to you will be according to the convention of the country. Also, if the
language of the country is not English, all dates will be presented in your local language
Time zone to which you belong
Date format to use on display of date fields and an optional date mask to further customize the
display of the date. See Appendix A for details of how to set the date mask, if one of the inbuilt date
formats is insufficient for your needs
Selection of 12 or 24 hour format in which to display the time
File Attachment char set. You can set a default character set for documents you upload. The default
for the English language is UTF-8, but you can use other values. For example, in Japan, Shift-JIS is
the most likely value for this field. This option will not appear if your administrator has not enable
working with some languages
Chart font. This font will be used on charts you prepare.
Start Page. If this option has been made available to you, you can set your start page to be one of
the following: Home Page, Search / Report screen, Add Issue, Administration or Workspace. If you
select an option to which you do not have permission, you will be directed to the Home Page.
Workspace Settings. If you have been granted permission to utilize workspaces, then you may set
some options for this.

Default Workspace - you can set the default workspace to be loaded when you first enter the
workspace feature
Size of icons on panels -Choose small or large icons in the panel menubars
Drilldown for Reports - you can select whether your personal preference is to minimize the
number of Quicklist panels opened when you drill down from reports. You may prefer to keep
this number to a minimum, or to create a new panel with each new drilldown
Auto-scroll to Panels - you may choose what action that ExtraView takes when you click on a
panel within a workspace. The default is that the panel obtains the focus and you work within
that. However, you can choose to have ExtraView auto-scroll as much of the panel as it can,
into view, from the top left-hand corner of the workspace that's visible. The first choice is
better if you do a lot of dragging and dropping of issues between panels, as the panels will
remain in their place within your browser. The second choice is better if you work mainly in
add or edit screens, and want to see as much of their contents as possible, when you click on a
panel. In both cases, clicking on a panel's icon within the navigation bar, will auto-scroll the
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viewing area of the workspace to make as much of the panel visible as is possible
Scroll Panels - setting this to Panels Do Not Need Focus allows you to scroll the workspace
canvas or any workspace panel or element within that panel when the mouse pointer is over
the respective area. Panels do not get focus when this happens. The Panels Need Focus option
signifies that you can only use your mouse to scroll the panel and its elements, if the panel has
focus. You need to sign off and on again for this to take effect
Vertical Offset for New Panels - If this is set to Yes then new panels are opened to the right
and down from the position where the previous panel was opened.  If you set this to No then
new panels are only opened to the right of the previous panel, and at the same vertical offset.

Personal Options input

Report Options

This screen controls the options to access reports for each user.

Drilldown Format (Quicklist or Detailed Report). This offers you an alternative when you drill
down from a summary report, to reach the Quicklist or the Detailed Report. See the reporting section
of this guide for information on the Quicklist and the Detailed Report
Choice of up to three reports that are available to you to place on your Home Page. Each report must
have been previously saved, and you must have permission to run the report. You may also select
these reports directly from the Home Page.
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Report Options Input

Notification Options

This section controls the notification of issues to you.

Notification Options. You can turn on and off email notification at your primary email address
(entered on the Personal Details tab) and at your alternative email address that you define on this tab.
Control of sending notification to each of the addresses is independent.
Alternative Email Address - You can enter an alterative email addres and elect to receive emails at
this address
Notify on Own Updates. If you select no for this option, then email notification to yourself will not
take place for changes that you initiate
Receive Attachments with notifications. Use this option to suppress incoming attachments with
your notifications
Email format for notification – HTML, plain text (full), plain text (brief), or plain text (very brief).
The HTML and plain text (full) options will send a notification of all the key fields; the plain
text(brief) option displays a smaller set of the fields that changed and the plain text (very brief)
displays only the changed fields
Interest Lists. This displays all the interest lists to which you may subscribe. Note that many of
these allow you to opt-in or opt-out of the interest list, according to how your administrator defined
the interest list. Interest lists are used to notify users when specific values are present in issues, such
as notifying an account manager when an issue for one of their customers is updated
Escalation Rules – You can opt-in and opt-out of all escalation rules that your administrator has
made eligible for you to join and leave. Escalation rules are used to provide automatic notification to
you or other users when specific criteria defined in the escalation rule have been exceeded. For
example, issues that have not changed in Open status for more than one week may be escalated.
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Notification Options input

Editing your personal account options

On the navigation bar, click on your name
After entering your password you will be able to change your account options
Enter or update your data on any of the tabs on the screen
To save your information, click the Update User button.

Click for administrative information

External User Directories
An LDAP Server or Active Directory may be used to authenticate users in a centralized fashion for your
installation. If your company has enabled this functionality of ExtraView, then searching for users works
slightly differently to accommodate the fact that you may be searching through many thousands of entries
for the name you seek. If your administrator has set up a central directory, there will always be a “user list”
icon by the name field. You can either enter a name in the field and continue, or enter no name in the field,
or enter a partial name. When you enter no name or a partial name and click on the “user list” icon, a
search form appears, similar to the following screen:
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LDAP and Active Directory search form

Use this form to search for the name you want to select. You simply click on the User ID of the name you
want to select, when the search returns one or more results.

Ambiguous Entries When Searching for Users

Occasionally, you may need to look up a list for a value, but find that several entries match the search. For
example, there may be more than one John Smith in an organization. Ambiguous names may also occur if
you only enter a partial name in a field, and then try to insert or update the record. The following
screenshot shows how ExtraView presents the information to you, if you entered the letter “G” in a field,
then attempted to update the record:
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Resolving a user with an ambiguous name

ExtraView Help
The ExtraView application includes a comprehensive HTML-based help system that you can access at any
time by clicking the Help button on the navigation menu. In addition, many tool tips and context-sensitive
links are defined throughout the application.
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Index screen

Appendices

Date Masks

Overview

Each ExtraView user has the capability to set their date and time format. The date and time formats
determine how dates and times are displayed in output text or html and how they are parsed when entered
by the user. The user can select their date and time format on the Personal Options screen. Either one of the
in-built formats can be selected, or the user can set the Date Format to the value of Custom Date Mask
and then provide their own mask in the field labeled Date Mask.

Localizable Date and Time Formats

Dates and times are represented differently around the world. An ExtraView user may choose one of the
date/time formats that are sensitive to the specific locale they are using. The following date and time
formats will be represented differently dependent on the user’s current locale setting. The following table
shows the date format names used in ExtraView, with an example of how this appears in English/US locale
representation:

Format Name Description Example

SHORT Short without time 12/30/02

MEDIUMDATE Medium without time Dec 30, 2002

LONGDATE Long without time December 30, 2002

FULLDATE Full without time Monday December 30, 2002

SHORTDATETIME Short with time 12/30/02 1:15 PM

MEDIUMDATETIME Medium with time Dec 30, 2002 1:15 PM

LONGDATETIME Long with time December 30, 2002 1:15 PM

FULLDATETIME Full with time Monday December 30, 2002 1:15 PM

Standard Date/Time Parsing Formats

Certain date and time formats are built in to ExtraView as patterns to be used for parsing dates. If a date is
entered in one of the standard formats, it will be parsed without any errors. Use of a custom date mask
extends the possible date/time entry formats to include the custom mask pattern.

The following are the standardized date/time parsing formats:

Format Example
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MM/dd/yy 04/21/03

dd/MM/yy 21/04/03

MM/dd/yyyy 04/21/2003

dd/MM/yyyy 21/04/2003

dd-MMM-yy 21-April-03

dd-MMM-yyyy 21-April-2003

yyyy/MM/dd HH:mm:ss z 2003/04/21 10:23:34 PST

yyyy/MM/dd HH:mm:ss 2003/04/21 10:23:34

yyyy/MM/dd 2003/04/21

yyyy-MM-dd HH:mm:ss 2003-04-21 10:23:34

yyyy MM dd HH:mm:ss 2003 04 21 10:23:34

MM-dd-yyyy HH:mm 04-21-2003 10:23

yyyy-MM-dd 2003-04-21

MM/dd/yy HH:mm 04/21/03 10:23

MM/dd/yy HH 04/21/03 10

yy-MM-dd 03-04-21

MMM dd yyyy April 21 2003

MMM dd, yyyy April 21, 2003

MMM. dd yyyy Apr. 21 2003

MMM. dd, yyyy Apr. 21, 2003

Custom Date Masks

A custom date mask provides the ExtraView user with the maximum of flexibility, but the representation
of dates and times using a custom date mask are formatted similarly regardless of the user’s current locale
setting. Text strings such as month names or days of week within the representation are locale-sensitive.

Entry of date values into forms can use one of the ExtraView standard date formats or whatever format the
user has defined using a custom date mask.

Custom date masks consist of a sequence of characters consisting of punctuation or pattern letters that are
chosen from the following:

Letter Date or Time Component Usage Examples

G Era designator G AD

y Year yyyy, yy 1996; 96
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Y Week Year (context sensitive) YYYY, YY 2015; 15

M Month in year (standalone MMMM, MMM, MM July; Jul; 07

L Month in year LLLL, LLL, LL July; Jul; 07

w Week in year ww 29

W Week in month W 3

D Day in year DDD 219

d Day in month dd 10

F Day of week in month F 3

E Day in week EEEE, EE Tuesday; Tue

a Am/pm marker a PM

H Hour in day (0 - 23) HH 24

k Hour in day (1-24) kk 24

K Hour in am/pm (0 - 11) KK 10

h Hour in am/pm (1-12) hh 12

m Minute in hour mm 30

s Second in minute ss 55

S Millisecond SSS 834

z Time zone (general) Z Pacific Standard Time; PST; GMT-08:00

Z Time zone (RFC 822) Z -0800

X Time zone (ISO 8601) X -08:00

Pattern letters are usually repeated, as their number determines the exact presentation:

Text: For formatting, if the number of pattern letters is 4 or more, the full form is used; otherwise a
short or abbreviated form is used if available. For parsing, both forms are accepted, independent of
the number of pattern letters.
Number: For formatting, the number of pattern letters is the minimum number of digits, and shorter
numbers are zero-padded to this amount. For parsing, the number of pattern letters is ignored unless
it's needed to separate two adjacent fields.
Year: For formatting, if the number of pattern letters is 2, the year is truncated to 2 digits; otherwise
it is interpreted as a number. For parsing, if the number of pattern letters is more than 2, the year is
interpreted literally, regardless of the number of digits. So using the pattern "MM/dd/yyyy",
"01/11/12" parses to “Jan 11, 12 A.D”. For parsing with the abbreviated year pattern ("y" or "yy"),
ExtraView must interpret the abbreviated year relative to some century. In ExtraView, the year on a
date parsed from user input is always checked to see if it is greater than 1000. If not, the year is
adjusted to a more “rational” value by adding either 1900 or 2000 to the specified year. 2000 is
added if the result would be less than or equal to the current year, otherwise, 1900 is added. For
example, using a pattern of "MM/dd/yy" and a date presented on Jan 1, 1997, the string "01/11/03"
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would be interpreted as Jan 11, 2003 while the string "05/04/64" would be interpreted as May 4,
1964.
Month: If the number of pattern letters is 3 or more, the month is interpreted as text; otherwise, it is
interpreted as a number.
General time zone: Time zones are interpreted as text if they have names. For time zones
representing a GMT offset value, the following syntax is used: GMTOffsetTimeZone: GMT Sign
Hours : Minutes Sign: one of - Hours: Digit Digit Digit Minutes: Digit Digit Digit: one of 0 1 2 3 4 5
6 7 8 9 Hours must be between 0 and 23, and Minutes must be between 0 and 59. The format is
locale independent and digits must be taken from the Basic Latin block of the Unicode standard. For
parsing, RFC 822 time zones are also accepted.
RFC 822 time zone: For formatting, the RFC 822 4-digit time zone format is used:
RFC822TimeZone: Sign TwoDigitHours Minutes TwoDigitHours: Digit Digit TwoDigitHours must
be between 00 and 23. Other definitions are as for general time zones. For parsing, general time
zones are also accepted.

The HTML Area Utility
The HTML Area is available to as a rich text editor for HTML, allowing you to enter rich text or HTML
without knowing the HTML language. It offers many features similar to a word processor, but it is not a
full word processor, due to the limitations of Internet browsers.  Advanced users may switch to edit HTML
directly.  HTML Area fields may contain images which are pasted into the field from the user's clipboard. 
Likewise, entire files may be embedded.  Embedded files are represented by an icon, once they have been
placed within the field.

As you enter text / images into an HTML Area field, it will grow in height to allow you to see as much of
the information as possible, to a maximum height which is set to be a little less than most screens.

As set by your administrator, one of three available toolbars will be displayed, or you may customize a
toolbar solely for your company's use.  The built-in toolbars are shown in the following screenshots.  Your
administrator may have cofigured the toolbar with a different set of buttons for your site.  The HTML Area
utility makes use of scripts that run within the browser, and according to the security settings of the
browser, you may need to acknowledge that it is OK to run these scripts.  If you are using a mobile client,
only the basic toolbar is initialized, to conserve space on the screen.

Images and Embedded Files

There are several methods of including images and files within your HTML Area fields:

Paste an image into the field from your computer clipboard.  Simply place the cursor at the point
where you want the image to be included, right-click with your mouse and choose the paste option. 
Ctrl-V accomplishes the same action.  Depending on your browser settings you may see a popup
window and be asked to paste the image again.  You will see a message that the image has been
uploaded and the image will appear within the field
You can include an image that resides on any server by knowing the URL path to the image.  In this
case, use the  button on the toolbar and enter the URL of the image.  You will see the image at the
point where you inserted it in the field
There is a behavior setting named MAX_EMBEDDED_IMAGE_WIDTH that can be used to resize
large images to a more reasonable size when they are displayed on add, edit screens and reports. 
This aids the usability of these screens so that users do not need to scroll horizontally to view the
images when they are embedded on these screens.  The images within the database are stored exactly
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as they were uploaded and are not resized
You can copy a document type file, such as a word processing or spreadsheet file from the computer
clipboard into the field.  When pasted, you will see an icon as a placeholder within the field.  When
viewing the issue, you can click on the icon to download and view the file.

IE 11 Note: There are known issues with embedding document files in an HTML Area field when using
the Microsoft Internet Explorer version 11 browser.  Dragging-and-dropping or copying and pasting a file
(directly from the file system) is often unreliable.  This is a problem within the Microsoft browser software
which ExtraView cannot work around.  The most reliable way to use the feature is as follows, although it
may also fail on occasion:

Click within the HTML Area field within the browser window so that the cursor appears at the
location where you want to embed the document
Select the file within a Windows Explorer window and drag it into the HTML Area field
You should see the document appear within the HTML Area field and see the message File
Successfully Upoaded.

Basic Toolbar

Standard Toolbar

Full Toolbar

The use of the HTML Area field is intuitive.  Just enter text and use the buttons on the toolbar to provide
the formatting. 

Note that there are some limitations when entering and updating text within the utility.  A key limitation is
that you cannot click on a link when the field is being updated.  This functionality only works when the
field is in read-only mode.

The available toolbar buttons are:

Basic Standard Full Button Function

✓ ✓ ✓ Toggle bold on and off for the selected text

✓ ✓ ✓ Toggle italic text on and off for the selected text

✓ ✓ ✓ Toggle underlined text on and off for the selected text
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Basic Standard Full Button Function

✓ ✓ ✓ Remove text formatting from the selected text

✓ ✓ ✓ Toggle a numbered list for the selected text

✓ ✓ ✓ Togle a bulleted list for the selected text

✓ ✓ ✓ Add a link to the selected text

✓ ✓ ✓ Remove the link from the selected text

✓ ✓ ✓ Print the contents of the HTML Area

✓ ✓
Toggle the display mode between "what-you-see-is-
what-you-get" and HTML source views

✓ ✓ Cut the selected text to the clipboard

✓ ✓ Copy the selected text to the clipboard

✓ ✓ Paste the text from the clipboard to the cursor position

✓ ✓
Paste the text, as plain unformatted text, from the
clipboard to the cursor position

✓ ✓
Paste text from Microsoft Office documents - this will
remove the obscure formatting that Microsoft Office
documents often contain

✓ ✓ Undo the last operation

✓ ✓ Redo the last operation that was undone

Use a style from the list.  Note that there are
interdependencies with the Style, Format, Font and
Size lists.  Not all combinations work with all
computers, as your browser, or computer operating
system may not support the combination you choose

✓ ✓

Format the text from the selections within the list. 
Note that there are interdependencies with the Style,
Format, Font and Size lists.  Not all combinations work
with all computers, as your browser, or computer
operating system may not support the combination you
choose

✓ ✓

Select a font from the selections within the list.  Note
that there are interdependencies with the Style, Format,
Font and Size lists.  Not all combinations work with all
computers, as your browser, or computer operating
system may not support the combination you choose

✓ ✓
Set a size for the text from the selections within the
list.  Note that there are interdependencies with the
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Basic Standard Full Button Function
Style, Format, Font and Size lists.  Not all
combinations work with all computers, as your
browser, or computer operating system may not
support the combination you choose

✓ ✓ Set a color for the selected text

✓ ✓ Set a background color for the selected text

✓ ✓
Mximize / Restore the size of the HTML Area within
the browser

✓ ✓ Strikeout the selected text

✓ ✓ Subscript the selected text

✓ ✓ Superscript the selected text

✓ ✓ Outdent the selected text

✓ ✓ Indent the selected text

✓ ✓ Place the selected text in blockquotes

Place the selected text in an HTML DIV

✓ ✓ Left-justify the selected text

✓ ✓ Center-justify the selected text

✓ ✓ Right-justify the selected text

✓ ✓ Full-justify the selected text

✓ ✓ Insert an HTML text anchor tag

✓ ✓ Insert an image

✓ ✓ Insert a table

✓ ✓ Insert a horizontal rule

✓ ✓ Insert a smiley face

✓ ✓ Insert a character symbol

Insert an HTML Iframe

✓ Search for text within the HTML Area field

✓ Search and replace text within the HTML Area field

✓ Select all the text within the HTML Area field

✓ Text direction goes from left-to-right (the default)
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Basic Standard Full Button Function

✓ Text direction goes from right-to-left

✓ Insert a page-break for printing
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