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1 Welcome to PROLIN Smart Client

Welcome to PROLIN Smart Client. PROLIN Smart Client is a robust, thoroughly tested client for your Service
Management System. Using PROLIN Smart Client you secure the investment you made in your Service Management
System and add modern flexibility, feel, and software quality you are used to from using Microsoft products.

g . My Tasks - PROLIN Srmart Client =
lE_‘ Home AP
YTy ) Clock 3
e e & @ om 48 Elow @ 2 @ |
/7] calendar
New [# Copy % paste Refresh & Links + | Advanced Options More Tools » | Toggle Ful Navigator
- Find Screen | & Dashboard
Item Edit Data Actions Tools Warkspace
@ @
a
Service Desk - | |13 #  Items assigned to me # My approval tasks ]
=) = = =
IS My Tasks n .. |Item... | Description Assignment... | Assignment... | Deadline & BRI IE T er to oroup by that column L
- Service Today 887 Workor... TestWo from Inc New a2
4 . = c
& Service call 166 Service ... description Accept jul Item type Description Deadine i
Actual & Planned Cost per SLA 162 Service ... Cannot print my e-mail Accept High 03/04/2002 ... s
’*:: Open o :IKE cals 163 Service ... Cannot print large e-mails Accept Medium 03/04/2002 ...
Al sercs Lals 885 Work or... TestCreate Waorkorder from S... Accept 09/12/2010 ...
chive Service calls
ervice per CI Category
Cl Service calls
Duration per medium
-First C
-Open =
- Open
-~ Open Service A Items assigned to my group
~Open Service Item... | Description Assignment 5. | AssignmentP... | Toperson | Deadine 4 |
Open Service st
Service Call By
- N 712 Work order Replace Mr. Westwood's PC New Scholes, Ann
Service Call By Status
. Service calls and subcontract calls ... 713 Work order Replace Ms Newhouse's PC New Scholes, Ann
852 Work order Prepare desk space for new employee at location mentioned in se... Accept
st 7 days by impact 853 Work order Order new PC according to specifications below ininformation field. ~ Accept
arkgraup Worklaad 354 Work order Install PC atnew employee's desk Accept
@ Incident 855 Work order Install software on new PC Accept
& Problem 900 tinck ccd Cot i trdkonc o o oo Py
@- Change -
&-Work order ! B Organization: All Organizations UREE ]
% Dashboard

PROLIN Smart Client 10

PROLIN Smart Client is built from the ground up. The basis is a new, very solid core. The PROLIN software
development process is based on testing. You can be assured that every line of code is thoroughly tested. PROLIN
Smart Client is created using the latest technology and the latest, most efficient software development methods.
With almost 20 years of software development experience, PROLIN provides you the very best in ITIL support

software.

PROLIN Smart Client enhances your Service Management System installation with a client that fits in a Microsoft
Office work environment. You can use the functionality you are used to in your favorite office application. The look
and feel of PROLIN Smart Client is close to Microsoft Office 2010.

PROLIN Smart Client is only the start of easy to use, powerful and flexible ITIL implementations.

1.1 State of the Art User Interface

The user interface of PROLIN Smart Client is very similar to the look and feel of Microsoft Office 2010. PROLIN
Smart Client will be familiar and actions you can take in the Microsoft Office user interface are applicable to PROLIN

Smart Client.

Page 8 © 2024 PROLIN Inc.
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The user interface components in PROLIN Smart Client are consistent throughout, giving each component a
recognizable look and feel.

1.1.1 Gadgets and Action Windows

PROLIN Smart Client 2020

The action windows will help you to structure your work in the UL You can place the tools at a location in the
workspace of your choice. Have the tools available at the spot where you need them. The tools that make your
working life enjoyable will be made available as Smart Client gadgets. PROLIN, PROLIN's partners and third parties
are working to create the Smart Client gadgets that make ITIL even more easy.

Two currently available tools available in action windows are:
e The navigator that makes it easy to find the items used in processes.
¢ The attachment management window used in forms to manage attachments.

Smart Client gadgets are easy to read user interface components. Smart Client gadgets show information in a
colorful, compact or joyful way.

Currently, the following Smart Client gadgets are available:

Calendar

Monday, March 29, 2010

1 September # 4 2008 »
SM TW T F S
% 12 3 45 &
¥ 7 8 9 10 11 12 13
B 14 15 16 17 18 19 20
B 21022 23 24 25 28 27
4l 23| 29 30

| Today |

Clock

Smart Client gadgets are pluggable components and may be provided by PROLIN, PROLIN partners or third parties.

© 2024 PROLIN Inc. Page 9
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1.2 Highest Quality

The PROLIN development team makes use of the latest methodologies to create PROLIN Smart Client. With test
driven development the PROLIN development team makes sure that every line of code is tested several times a day.
Every day new tests are added in order to test the code under different conditions. The tests are created before the
code is written. The code is then developed until the tests results indicate the software functions correctly. The
benefits of test driven development for you:

e Our developers are more productive. They have more time to add the functionality you want.

e Our developers create tests from the user's perspective. The resulting program is very close to the way you
work.

e Our developers know immediately when they do something wrong. Their mistakes will not find their way into the
end product you work with.

e The code is better structured, allowing more precise changes later. You can start using the software with
confidence immediately.

1.3 Accessibility

Consistent with the Microsoft Office 2010 look and feel, accessibility is supported in the following ways:
¢ Navigation through the keyboard
e Keyboard shortcuts

See Using Shortcut Keys

Page 10 © 2024 PROLIN Inc.
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2 Using the Smart Client

You will find that the PROLIN Smart Client is very easy to use and will improve your productivity. In this chapter
you will learn the basics of using PROLIN Smart Client. In the following chapters you will explore the PROLIN
Smart Client more in-depth. By going through this manual from time to time you will find that you can unlock even
more functionality than is apparent at first glance.

2.1 Starting the Smart Client

To start PROLIN Smart Client, do one of the following:
o Double click the PROLIN Smart Client icon on the desktop,

Client 2016

e or, in the Start menu point at PROLIN, Inc., then point at Service Management and choose PROLIN Smart
Client.

When you are starting PROLIN Smart Client for the first time, you need to setup your account first which can be
done by pressing the Create New Account... in the shown startup screen:

Version 2016 T14

B PROLIN®

SMART CLIENT

© 2015 PROLIN Inc.. All rights reserved.

Before you can continue you must configure your account settings first, Press
the button to create a new account.

Create New
. Account... |

Cancel

© 2024 PROLIN Inc. Page 11
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In the Account Properties dialog you first indicate the type of connector your are using and the server name or
IP address of either PROLIN Power Server or Service Desk. To verify that you entered this information correctly,
press the Test Connection button:

Account Properties x

Friendly Mame

r, Enter the name by which you would like to refer to this
1} account.

Connection

Connector: | PROLIN Power Server Connector hd
Provider: | PROLIN.SP39

Transport: | itp hd

Server:

Authentication

| Cancel

The Transport option allows you to select a different form of communication between the client and the server.
This can only be a different value than itp if you are using the PROLIN Connector and if you are using PROLIN
Power Server 2016 or later.

By clicking on the Auto Configuration button PROLIN Smart Client will try all options and suggest the one that had
the best results for your specific location.

Depending on the selected connector you now need to specify the method for authentication you want to use. In
general, Basic authentication is supported by all connectors and requires you to enter a username and a
password. If you use the PROLIN Power Server connector can also make use of Integrated Windows
authentication which allows you to sign in using your Windows credentials. Note however that this type of
authentication requires that you have logged on to the Windows domain and that the server is configured properly.

This is all you need to do to use PROLIN Smart Client. Your connection information will be stored locally in a safe
location. The next time you start PROLIN Smart Client, it will automatically use the saved information. The PROLIN
Smart Client console will now open.

Page 12 © 2024 PROLIN Inc.
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2.2 Using the Application Menu

Use the Application menu for many application wide functions and settings. The Application menu can be found
left of the Home tab in the ribbon. The following image shows the Application menu.

i s =
@ B
[El= Home
[ ] new...
&= Open...
=] Print
[@ Print Preview

Administration

Reports
_ﬁ; User Options

[ Exit

For an explanation of the commands, follow the hyperlinks below:

e New: Creating a New Item.

e Open: Opening An Item In A Form

¢ Print: Running Reports

Print Preview: Changing The Layout Of A Report

Administration: Administration Module

¢ Reports: Smart Reporting
e User Options: Changing User Options

e Exit: Closing The Smart Client
See also Parts Of The Console.

© 2024 PROLIN Inc. Page 13
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2.3 Changing User Options

Depending on your authorization settings, you may be able to change and save your user options.

To change user options, choose User Options from the Application menu.

%’ | User Options %

User options in the A pplication
menu

Make sure you exit the User Options dialog with OK to save the chosen user options.

2.3.1 Notification, Report and Refresh Settings

In the General Options screen of the User Options dialog, you can choose notification, report and refresh settings.

User Options T X
NMatification Settings
Applications
Provide feedback with sound
Regional
{... Formatting | Show Flashing tray icon when items are assigned ta my group
Security Send me an e-mail when items are assigned ko my group
Search | Show Flashing tray icon when items are assigned to me
Appearance Send me an e-mail when iterns are assigned to me

| send me an e-mail if I need to approve an item

Report Settings

Oukput folder:

v \Documents and Settings

Refresh Settings

Allow automatic refresh

ok Cancel

General settings av aialble in the User O ptions

Notification Settings
The following settings are available:

e Provide feedback with sound. If selected, feedback such as warnings and error messages will be
accompanied with a sound.

e Show flashing tray icon when items are assigned to my group. If selected, let Smart Client scan for
Service Today items that are assigned to your work group. At the moment an item is newly assigned to your
group, an icon in the system tray will draw your attention so you can take immediate action. This option is handy
when you have PROLIN Smart Client running, but are working on other items or using other applications.

e Send an e-mail when items are assigned to my group. If selected, let the server scan for Service Today
items that are assigned to your work group. At the moment an item is newly assigned to your group, an e-mail
message will be sent to you so you can take immediate action. This option maybe handy when you are away
from your desk and have immediate access to your e-mail.

Page 14 © 2024 PROLIN Inc.
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e Show flashing tray icon when items are assigned to me. If selected, let Smart Client scan for Service
Today items that are assigned to you. At the moment an item is newly assigned to you, an icon in the system tray
will draw your attention so you can take immediate action. This option is handy when you have PROLIN Smart
Client running, but are working on other items or using other applications.

PROLIN Smart Client 2020

¢ Send an e-mail when items are assigned to me. If selected, let the server scan for Service Today items that
are assigned to your work group. At the moment an item is newly assigned to your group, an e-mail message
will be sent to you so you can take immediate action. This option maybe handy when you are away from your
desk and have immediate access to your e-mail.

e Send me an e-mail if I need to approve an item. If selected, let the server scan for Service Today items that
require your approval. At the moment an item is saved that requires your approval an e-mail message will be
sent to you so you can pay attention to the item. This option maybe handy when you are not always using PROLIN
Smart Client and have immediate access to your e-mail.

Report Settings

Select the location where reports are saved by clicking the browse button at the right most side of the Output
folder field. When you save a report, you can find it in the folder you select here.

Refresh Settings

Select Allow automatic refresh if you want to update a view regularly. For example, some customers use this
option on a large screen in the Service Desk room. However, notice that if you select a short interval in the
Refresh Interval field this option may cause a large amount of network traffic and significantly slow down PROLIN
Smart Client. Use this option with proper judgement.

2.3.2 Applications Settings

The Applications screen in the User Options dialog allows to set applications used in Smart Actions. These
settings are the local settings for application called for by Smart Actions. With proper local settings, Smart Actions
can be defined centrally and used everywhere.

User Options 7 X

General Application Mame Command Line Start In

Inkernet Explorer iexplore.exe o

i Formatting

Fing Ping.exe oy
Security

cearch Support.com c:hprogram filesitiogaladm... c:\program filesitiogaiadm...
eard

Service Desk Farm "2 S0 _CLIEMTHOMES:bin. .. el
OPCMSG opcmsg S

Appearance

Application Properties

Application name: Mokepad
Command line: notepad. exe
Start in: o

Test

ok Cancel

Local options for applications in smart actions

To set the properties of an application, do the following:

© 2024 PROLIN Inc. Page 15
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—

. Select an application from the application list at the top.

N

Enter a name, command line and working directory in the Application Properties section at the bottom.

Click Test.

w

Application name should be the same as used in the Smart Actions.

The command line must only contain the name of the executable.

The command line shall not contain parameters as these will be provided by the action.

The command line may contain environment variables in the application's path.

2.3.3 Selecting the Time Zone, Language and Date
Format

The regional settings are concerned with formatting values in forms and views.

Lser Options T X

General General

Language: IEngeIs {Werenigde Staten) -

- Formatting
Securty
Search Primary: I(LITC -06:00) Central Standard Time (Chicago) -
Appearance

Time Zone

Date & Time Formats in Farms

DatejTime Format: I Z2I0Z/2011 14124 -
Date format; | 2zinzizony -

Tirne Format: I 14:24:00 h

ok Cancel

Time zone settings in Reginal screen

The language setting determines what language is used for labels, buttons, field names etc. If a choice is available,
it will be shown in the Language list. However, the language must be made available through translation and
distribution of files. Depending on your company, other languages than the standard English language are available.

To view the time values correctly in Views and Forms, you must set the time zone in which you work. Every date
and time value in PROLIN Smart Client is stored in Greenwich Mean Time (GMT) and shown to you in the time zone
you select in the user options. You can choose the correct time zone from the Primary time zone list.

The date and time formats make it easier to quickly read dates. Choose a format that you are most comfortable
with. What formats are available depends on the language of the operating system settings you use. For date
formatting in views, see Changing View Options.

Page 16 © 2024 PROLIN Inc.
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2.3.4 Adding and Editing Login Accounts

You find settings for your login accounts and password in the Security screen of the User Options dialog.

A first account will be made when you first start up PROLIN Smart Client. After the first login, you can add accounts
to login to alternative servers. PROLIN Smart Client will automatically adjust to the right service pack needed to log
on to the server used in the account.

User Options

Manage all your user specific settings _

General Accourts
Arylicatians S New 2 Edit | 3§ Delete
Regional
Proofing
|i Security
Advanced
Search
Appearance
i Themes

Account Mame Server Provider

Startup Settings

4=, when the application starts:
;
f‘ 14 Sign in using the default account

) Let me choose which account to use

Change Password

&‘fﬁ Change the acrount password of your currently active connection,

| Change Password...

I oK | | Cancel |

User Accounts

To add an account, click New.

© 2024 PROLIN Inc. Page 17
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To edit account setting, select an account in the Accounts list and click Edit.

Account Proparties x

Friend'y Name

0=, Enter the name by which you would ke to refer to this

ﬁ account.

Connection

Connector: | PROLIN Power Server Connector -

Provider: | PROLIN.SP33

Transport: | itp ¥
Server: 10.56.1.31

Auto Configuration’ | | Test Connection |
Authentication
Method: Basic suthentication v
User name: | system
Password: | sevessseees

ok || cancel

User Accounts Dialog

The Transport option allows you to select a different form of communication between the client and the server.
This can only be a different value than itp if you are using the PROLIN Connector and if you are using PROLIN
Power Server 2016 or later.

By clicking on the Auto Configuration button PROLIN Smart Client will try all options and suggest the one that had
the best results for your specific location.

NOTE With the Account Properties dialog you do not create an account on the server. Ask your system
administrator for the correct account information. Changing the password in the Account Properties dialog has
no use if the password is not known on the server. For correctly changing your password, see below.

To set an account to default, select an account in the Accounts list and click Set As Default. The default account
change will take effect the next time you start PROLIN Smart Client. If log on with the new account fails, there is no
option to change accounts and start up may then take longer. Make sure you change to an account that will work
the next time you start up. For example, test the connection first before you set the account as default. To test a
connection, select an account in the Accounts list and click Edit. In the Accounts Properties dialog, click Test
Connection.

To change the password of the currently active account, click Change Password and fill in the correct and new
information in the Change Password dialog. Using this function makes sure the password is updated on the
server.

Change Password x

Accounk:  syskem

0ld password: |
Mew passwaord:

Confirm password:

oK Cancel

The change password dialog
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2.3.5 Search Settings

Even though PROLIN Smart Client is optimized for performance, still searches use a lot of resources and may have
considerable impact on how you appreciate performance. The search settings will have an impact how quickly
PROLIN Smart Client responds. Settings that may cause large search results will give you complete information.
Settings that may cause small search results will give you faster results. Choose your search settings wisely.

You find the following settings in the Search screen of the User Options dialog.

Prompt when new search will clear current search criteria . PROLIN Smart Client optimizes searches by
reusing search criteria. If search criteria cannot be reused, you will notice a temporary reduction of performance
until optimizations are found again. A notification when search criteria are cleared, helps you make use of
optimizations by allowing you to choose different search criteria.

Recently used searches . Recently used searches are used to find optimizations in searches. More searches
kept will result in better optimizations, but also in larger cache sizes.

4

User Options

General Advanced Find
Applications
Prompt when new search will clear current search criteria
Regional

.. Formatting Recently used searches: 20
S
5
Appearance

ety Restriction

Show warning when query restriction is exceeded

Start Advanced Find when Quick Find exceedes query restriction

ok Cancel

Search settings in the User O ptions dialog

Show warning when query restriction is exceeded . A query restriction may be set on your account by the
system administrator. The query restriction limits the amount of items returned in a search result. A low number
in the query restriction helps reduce network traffic and resource use, but may give the impression that PROLIN
Smart Client does not return all information needed. A warning if the query restriction is exceeded thus helps
validate the search result.

Start Advanced FAnd when Quick And exceeds query restriction . Query restrictions also apply to Quick
Finds. Large amounts of items in a Quick Find result are cumbersome to use. Using Advanced Find with Quick

Find will thus help you find the right choice quickly.
2.3.6 Changing Appearance

Changing the appearance of PROLIN Smart Client will attract better attention to the required fields.

Stakus: IIn Progress -

A ppearance of a required field
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At the side of the label you will see a bar indicating the field is required, make sure these fields have a value. The
field may be required because ITIL processes make it required, or because your company's processes make it a
required field. Before you can save and close a form, all required fields must have a value. A field may become
required after giving another field a specific value. For example, if you set the Status field of a Service Call to a

Closed value, the Closure code becomes required. With the Closure code you provide the reason why the Service
Call is closed. Sometimes required fields may be obscured for some reason, make them as clear for you as
possible.

User Options T X

General Required Fields

Applications
) Indicator color: | HE Crimson -
Regional

{.-- Farmatting W wieh W
Security 1 Winlet -
Search T Porple:

B DarkMagenta
I Magerta

I Fuchsia

=3 Crchid

I MediumioletRed
B DieepPink

[ HotPink,

[ LavenderBlush
[ PalevioletRed

Crimson

| OF | | Cancel

Choose color for the required field

To choose a better appealing color for required fields, open the Indicator color list. From the Indicator color
list, choose a color. In the Custom tab you can define your own color, or choose from the predefined colors. In the
Web tab you can choose a large number of predefined colors by name. In the System tab you can choose from
predefined system colors. The system colors are colors as they are used in forms and buttons of the operating
system.

The appearance settings are one of the many accessibility features in PROLIN Smart Client, see also:
¢ Required Fields

o Accessibility

e Using Shortcut Keys

Specify a theme to modify the look & feel of PROLIN Smart Client
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Manage all your user specific settings

General Themes

App!lcahans Current theme:

Regional Blue

Security

Search Preview:

A.ppearance Tab 1 (F=l3ed

Label:
Check Box
© Radio 1
) Radio 2 [ Button |
—
<« 3

By choosing one of the themes you can modify the way the application looks like.

2.4 Closing the Smart Client

Selected theme:

Available themes:

-«
@ @

dm m
[ I

e W

=
Y

To close the console, do one of the following:

oK

Cancel

e Click the close window (cross) button in the upper right hand corner of the console.

e Click the Exit button.

Ppplication icon and menu
_Exit button

S
Home

Application Exit from the Quick A ccess bar

e Choose Exit from the Application menu.

| @ Exit % |

Application exit from the
application menu

e Press Alt + F4 on the keyboard.

e Press Alt, now different key options are shown.

e Press E to exit the Smart Client, or

e Press A to open the application menu. In the application menu press E to exit the Smart Client.

© 2024 PROLIN Inc.
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2.5 When Starting the Client Fails

When starting PROLIN Smart Client fails, the following may help.

e The message "Access denied: incorrect name or password. Click Sign In to retry to log on" appears.
You entered the wrong user name or password. Find the correct user name and password and try again.

e The message "Failed to connect with server. Check that the application server is running." appears.
This problem may have the following causes:

1. You are trying to connect to a server where no Service Desk server is running. Contact the system
administrator to find the correct server.

2. You are trying to connect to the correct server, but the Service Desk server is not running. Contact the
system administrator to make sure the Service Desk is running.

3. You are trying to connect to the correct server, but have not provided the correct port number. Depending
on the configuration of the Service Desk server the standard or an alternative port number is chosen for
communication. If an alternative port number is chosen, the port number must be provided with the server
name. In the login screen enter the server name as follows:

o If the standard port is used, enter the server name or the IP address in the Server field.

¢ If an alternative port is used, enter the server name, followed by a colon, followed by the port number
(<server name>:<port number>) in the Server field.

4. You are trying to connect to the correct server with a running Service Desk server. In this case, a firewall
may prevent connection to the Service Desk server. Contact your system administrator to create an
exception for PROLIN Smart Client in your firewall.

2.6 Updating the Client

When there is a new version available of PROLIN Smart Client it can be downloaded via the website:

http://products.prolin.com.

A newer version can always be installed over the older version, there is no need to do an uninstall first.

2.7 Changing Supported Service Packs

When PROLIN Smart Client starts, the software checks the service pack of the Service Desk server. If the service
pack of the Service Desk server does not match any of the service pack support files already available on your
computer, the service pack configuration screen will appear at start up.

If you do not want to install extra Service Desk service pack support on the computer you work on:
¢ Click Back to return to the log on screen and choose a different server,
¢ Click Cancel to quit the PROLIN Smart Client start up.

Click Continue to download and install the required Service Desk service pack support files. After the service pack
support files are installed the log-on screen will be shown again. Enter the information and click Start.
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The Service Desk service pack support files are installed only once. Once the necessary service pack support files
are installed on the computer, PROLIN Smart Client will automatically detect the service pack of the server you
connect to and switch to the correct service pack support files.
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If the Service Desk server has a service pack not currently supported by PROLIN Smart Client, then please contact
PROLIN or your PROLIN partner to request support for your particular service pack. If an unsupported service pack
is detected, a screen notifying the user appears.

2.8 Using the Client Behind a Firewall

PROLIN Smart Client needs network access to the Service Desk server. When your computer is protected by a
firewall, you must create an exception for PROLIN Smart Client or allow the use of Service Desk client
communication ports.

The PROLIN Smart Client application is found in the location that is given during installation and is called smc.exe
(default is C:\Program Files\PROLIN Smart Client\smc.exe).

To learn how to create an exception in your firewall, read the documentation of your firewall. For example, to make
an exception for PROLIN Smart Client in the Windows firewall, do the following:

Log on to the computer as the administrator.

In the Start menu, click Control Panel.

Click Security Center and then click Windows Rrewall.

In the Exceptions tab page of the Windows Firewall dialog, click Add A pplication.

In the Add Application dialog, click Browse.

In the Browse dialog, navigate to the PROLIN Smart Client executable as described above.

Selestnc.exe  and click Open.

® N o U x> W D=

Selestnc.exe  in the application list and click OK.

0

Close the firewall and the Control Panel.

Because the application is stored in the user folders of the computer, an exception must be created for every user
that uses PROLIN Smart Client on the same computer.

When you create an exception for the application, you do not need to create an exception for the ports used.
However, if you create and exception for the used ports you do not have to create an exception for PROLIN Smart
Client for each user.

2.9 Support

The installation website provides the updates of the software automatically. Updates of PROLIN Smart Client
software will be delivered regularly. See Updating The Client to learn how to update PROLIN Smart Client.

If you have comments, suggestions or requests. Contact your support group or send an e-mail message to
support@prolin.com
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2.10 Help Improve PROLIN Smart Client

The best way to help improve PROLIN Smart Client is to use it. PROLIN Smart Client will make your life easier at
work. However, there may be times when you encounter issues the development team would like to know more
about.

PROLIN Smart Client

PROLIN Smart Client has encountered a problem. 9
We are somry for the inconvenience. <]
TEST
Ignore this emor and attempt to continue.

Please tell PROLIN about this problem.
To help improve the software you use, PROLIN is interested in leaming more
about this emor. We have created a report about the emor for you to send to us

Please provide information on what you were doing when this emor occumed in
the Information field below.

Information:

Save as File Next > Dont Send

These kind of problems occur infrequently and so PROLIN would like your help.

If you want to make sure your information stays correct, make sure the Ignore the error and attempt to
continue option is not selected. This should only be needed if you started an operation that involves saving
information.

Please provide as much info as you can in the information field concerning the steps that led up to this error
message.

If you have no direct access to the internet, then click Save as Hle. You can then save the error report as a file
and send the file to support@prolin.com.

You can help improve PROLIN Smart Client by simply sending the problem report and click Send Error Report.

PROLIN Smart Client

Do you want to be contacted by PROLIN regarding this ‘g_
problem? ba]

If yau want ta be contacted by PROLIM regarding this errar, please provide your
e-mail address. This infarmation will nat be used far any other purpose.

Email addiess:

1 prefer ta send this ieport anargmausly.

Provid your email with the error report
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PROLIN would appreciate the opportunity to contact you about the error. If you want to be contacted by PROLIN,
then please provide your e-mail address. If you do not want to provide your e-mail address for any reason, select I
prefer to send this report anonymously. Click Send Error Report.

PROLIN Smart Client

Please wait while PROLIMN Smart Client iz sending the report ‘g_
to PROLIN through the Internet. La,

J  Preparing the erar report.
W Connecting to server,
J  Transterring report.

 Emor reporting completed. Thank you.

The message is sent

Thank you for your cooperation and we apologize for any inconvenience.
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3 Navigating the Smart Client

The amount of information you can access through PROLIN Smart Client may be overwhelming. In this chapter you
will learn how to find your way through the user interface. In the next chapter you will learn how to perform basic
tasks.

3.1 Parts of the Console

When you start PROLIN Smart Client the console is automatically shown. In PROLIN Smart Client you do your work
by analyzing, finding and updating information in items. The items may be Service Calls, Incidents, Problems and
many more. While working on the items in the console your work is part of the IT processes as they are defined in
your organization. PROLIN Smart Client helps you adhere to the defined processes and procedures. The console is
the starting point of your work.

The central part of the console is the view window. The view window contains a view showing items. Above the
view window you will find the ribbon and the application icon. The ribbon contains tabs and each tab contains
commands. There are two tabs in the ribbon. The Home tab contains general commands such as Print and
Advanced Fnd. The View tab contains commands to configure the view.

To the left, right and bottom of the view window you will find action windows. These action windows contain tools
you may regularly need while working with PROLIN Smart Client.
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The below image names the parts of the console.

Application lcon
Application Menu
Quick Access Toolbar Vi
/ Tab / e
/

Fi
[x7) q/ / Al Service Cals - )?ﬁOLIN Smart Cliert =8
8- Home | view / %
Cea =
SO uersen Bt § P/M G o= Mo #H L@
o Newl ¥ Cloce Cpen Ttem(s) | COPY 3 Paske | Reftesh Updafe Export | Refersnces gy Links ~ | Advanced More Tools = Toggle Full Wavigator
o - ' ‘ / - Find Screen
Ttem Edit [Fata J Actions ] Tooks i Workspace
| [Havigator | call: All Service Calls £ Calenda; 2
3 [seeeoto) 3 o i
Q My Tasks | 27/07 2001, sword Forgotten For 5e Desk | . |
-g L';}--Suryu.c Today 2 26/07/2001... Runmanagement involce summary batch job
: § & Service call AT T 77277 77
o @"Infl—d"ﬂr 8 27/07{2001... Password Forgotten HP Server 02 |7 B9 0 12/18 i b
5 [ @ Problem /o105 a6 /17 1819 20/ /IR
E @ Change 20 27/07/2001... Printcard Printer error message: "Card memory overflow”
O L'J Work order
.8 E-Project 23 27/07/2001,,. Password Forgotten,
©
g 26 26/07/2001... Printet toner cardridge empty
£ ‘
o 28 01/08/2001,,. Caloulation result error after retrieving sales volume report,
% Dashboard
——
Trems: B4y - 0
\ \Closed dockable window Connection status

Number of items in the view

Parts of the Console
Some parts of the console have a standard place:
e The view window will always be in the middle of the console.

e The scrolling action windows are always to the outside of the pinned action windows.

3.1.1 Checking the Connection

MOpUIM 8|gexoop Buljjolog

The lower right hand corner shows the status of the connection. PROLIN Smart Client may have to retrieve a large
amount of information and thus may be working for some time. The lower right hand corner shows you what is

going on.

I

Lower right hand corner when working

© 2024 PROLIN Inc.
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A moving green indicator shows that PROLIN Smart Client is working. Please wait.

Mot Connected

Lower right hand corner if connection is lost

When the green indicator stopped and the connection indicator is red, then the connection is lost. PROLIN Smart
Client will try to reconnect to the server again. Once the connection is established, the connection indicator returns
to normal. The connection tool tip will show the user's name and the name of the server PROLIN Smart Client is
connected to.

—l

Connected

ser: swskermn
Setver: 10,1,10, 158730932

Low er right hand corner when connection is
good

3.1.2 Counting Items in the View

The lower left hand corner shows how many items are shown in the view and how many items are selected.
PROLIN Smart Client may have to retrieve a large amount of information and thus may be working for some time.
The lower left hand corner shows you what is going on.

.
4% Cashboard

Working. ..

The lower left hand corner when
working

The text Working indicates that PROLIN Smart Client is searching for items. Please wait.

i ARMYILE dll Oy JldLUs

4% Cashboard
Ikems: 35

The lower left hand corner when
nothing is selected
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The search resulted in items. Now the lower left hand corner indicates the number of items shown in the view.
When the number of items in the view is larger than fit on in the view, scroll bars will be shown. The number of
items in the view will not exceed the query restriction set for your account.

PROLIN Smart Client 2020

o JETVILE dll Dy JLdLUs
4% Dashboard
Items: 35 Selected: 12 |

The lower left hand corner with
twelv e items selected

When you select more than one item, the lower left hand corner will show the number of items you selected. The
selection may exceed the height of the view, still the lower left hand corner will conveniently show the number
selected.

3.2 Customizing the Console

You can customize the console in various ways. Do any of the following.
o Changing The MyTasks View

¢ Minimizing And Maximizing The Ribbon

e Moving Action Windows

o Customizing The Navigator

¢ Maximizing The Workspace

e Maximizing The Form

Customizations are saved upon closing the console.

3.2.1 Changing the MyTasks View

The MyTasks view is a great view to start your day. All items that are assigned to you or to your group, and all
approval tasks that you have are shown in one view. You may not have approval tasks or you may not be interested
in the items assigned to your group. So, you may want to change the MyTasks view.

To minimize, collapse, the My Tasks windows
windows within the MyTasks view 2 lioms rigned ome
click on the double V button in the . =
upper left hand corner of the “Click to collapse
window you want to collapse.
¥ Items assigned to me

“Click to expand
My Tasks collapsing and expanding

To resize the windows in the Splitter
MyTasks view, drag the splitter

until the window has the right

size.
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3.2.2 Minimizing and Maximizing the Ribbon

In PROLIN Smart Client you will work with many items and may want to see as many items and details as possible.
To see as many details as possible, scroll up action windows and minimize the ribbon. For easy access to settings,
maximize the ribbon.

To minimize and maximize the ribbon do the following:
¢ To minimize the ribbon, press Ctrl-F1.
e To maximize the ribbon, press Ctrl-F1.

When minimized, the ribbon will use very little screen space. To use the commands in the ribbon, click on the
ribbon tab and then click the command. After using one of the commands in the ribbon, the ribbon will
automatically minimize again.

3.2.3 Moving Action Windows

Action windows can be moved around. Changing the location of action windows allows you to adjust the console (or
form) to your way of working.

To move an action window, do the following:
1. Point the mouse at the name of the action window, the window scrolls open.
2. Pin down the action window. While you move the mouse away, the window stays open.

3. Click and hold the title bar of the action window and drag the window to the location you want the window to
be. As you near the location where you can drop the window, location markers are shown.

4. Drop the action window on the location marker that indicates the location you want the window to be. When you
move the mouse over a location marker, the location where the window will be placed is indicated with a blue
shaded area.

5. Unpin the action window to allow the window to scroll.

Location markers

- My Tasks
- Service Today

- Service call
- Incident
- Problem

B-E-8-5-8-8-8

-Change
-Work order

1
H

Moving dockable window with location markers
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When you drag the action windows around, location markers are shown on the console. These location markers
indicate locations where you may drop a window.

Inside markers

/

4
| o

|~
Outside markers

=

F Y

] -

Markers for inside and outside locations

The inside markers indicate locations on the inside section of the console, for example on the outside of the action
window. The outside markers indicate locations on the outside of the console. When you move the action window
over an already docked window, the location markers relative to the docked window will appear. With moving

around and using the right location marker you can easily place the action windows exactly where you want them.

3.2.4 Customizing the Navigator

To customize the grouping in the Navigator, click Customize Groups at the top of the Navigator.

It is possible to choose how you want the Navigator to behave while you are changing views that you've opened in

several tabs.

1.
the tabbed views.

If the "Track Navigation" option is off, the Navigator remains in the position it was after adding the last view to

2. If the "Track Navigation" option is on, the Navigator will show the position in the navigation tree of the view that

is currently active.

@
Service Desk -
= My Tasks
I:rJ Service Today
& Service call
i Al Open Service Calls
i All Service Calls

chive Service calls

- Actual & Planned Cost pe...

Track Navigation

Location of Track Navigation Button
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3.2.5 Maximizing the Workspace

Every once in a while you may want to maximize your workspace. The columns in a table view cannot get wide
enough. You would like to see more of the navigation view in an Explorer view. Or, you look at a chart with small
details and you want to make a good print of the chart.

To enlarge your workspace, you can do the following:
¢ Close all action windows, if they are open. For opening and closing action windows, see Using Action Windows.

¢ Minimize the ribbon. To minimize the ribbon, click the Minimize Ribbon button at the far right hand of the ribbon
tabs.

e Maximize the window. To maximize the window, click the Maximize Window button in the upper right hand
corner of the window. Alternatively, pre#bLT+SPACE on the keyboard to open the system menu and choose
Maximize.

To maximize the workspace with one click, in the Workspace group in the Home tab, click Toggle Full Screen.
The Toggle Full Screen command closes pinned action windows, minimizes the ribbon and maximizes the
window.

Maximize window

Minimize ribbon

=

/ Open the navigator

Tagale Full
Screen |
wiorkspa

Open the clock
Open the calendar

Open the dashboard

Full Screen button

Workspace group
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When the ribbon is minimized, the Minimize Ribbon button is replaced with the Maximize Ribbon button.

PROLIN Smart Client 2020

Call Peaks - PROLIM Smart Client - & x

[ 2 4

T T T T T T T T T T T T
% ) &5, Gz, 4,

g, £ gy, % & G 2 % i) W2 2 L G <2 27! % <,

" 2 8 Doy % 5 05 N 0 % 2

A full screen window

To take the PROLIN Smart Client window out of full screen mode, click the Home tab label to open the Home tab
and then click Toggle Full Screen. Alternatively, click the Maximize Ribbon button and then click Toggle Full
Screen in the Home tab.

3.2.6 Maximizing the Form

In a form the fields in the main page or tab page may not be visible. However, you want to have as good an
overview as you can and still navigate from item to item in the form.

To maximize the space available for the form, do the following:

1. Open the form.

K 4 b M

First Previous

Mowe

The First, Previous, Next and Last
commands

2. Minimize the ribbon. To minimize the ribbon, press Ctrl-F1. See also Minimizing And Maximizing The Ribbon.

3. Click the Maximize button in the upper right hand corner of the form, or press Alt + SPACE to open the form's
system menu and select Maximize.
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3.3 Using Action Windows

Action windows contain tools that you may need regularly while working with PROLIN Smart Client. While PROLIN
develops the PROLIN Smart Client, more tools that reside in action windows may become available. These tools
may be created by PROLIN, PROLIN partners or third party providers. Some tools are required for easily finding
information such as théavigator , other tools may just make working more enjoyable. Depending on how you use
the tools, you may want to scroll the action window, pin it down or close the window.

To open or close a action window, click the button of the action window in the Workspace group on the Home
tab.

IZ' &) Clock I@I

Togale Full = Calendar Mavigator
i
Sareen

Warkspace

Alternatively, to open and close the action window, move the mouse over the name of the action window. The
window scrolls open. When you leave the action window and work on another part of the console or form, the
action window will close.

| 2
Tuesday, March 23, 2010

I 1 September | # 4 2003 »

=

KA T W T = =
O pen dockable window
In case you often need the tool in a action window, you may want to have the action window open all the time. To
keep the action window open, open the window by moving the mouse over the name of the action window and

click the pushpin button. A horizontal pushpin means the action windows scrolls open and close. A vertical pushpin
means the action window is pinned down.

Pushpin

Up Down

Pushpin states

To remove a action window from the console or form, click the close window (cross) button in the window's upper
right hand corner. The standard action windows will stay in the view or form. You cannot remove the navigator,
calendar, clock and dashboard from the console nor can you remove the attachments window from the form.

3.4 Parts of a View

Views provide an overview of the items. The items may be Service Calls, Problems, Changes etc. Different views
are available:

e MyTasks view. The My Tasks view shows all tasks and items that are assigned to you.
e Service Today view. The Service Today view shows all items that can be assigned.

e Table view. The Table view shows items in a list.
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o Explorer view. The Explorer view provides for easy navigation through the records that may be shown in a table
view.

PROLIN Smart Client 2020

o Tree View. The Tree view shows items in a hierarchical tree structure.
e Chart view. The Chart view shows aggregated information in a picture.

o Configuration Item Structure view. The Configuration Item Structure view shows configuration items and their
relations. Different layouts of the view can be used to visualize relations between Cls.

o Scheduler view. The scheduler view shows Projects, Changes and Work Orders in a project format.

See also: Finding And Opening A View

3.4.1 The My Tasks View

The My Tasks view shows all tasks and items that are assigned to you. The My Tasks view is a perfect starting
point of your day. See Working With My Tasks.

The MyTasks view has the following parts:

Assigned To Me ,Approval Tasks

#  Items assigned to me A My approval tasks

. De.. A A 4 Drag a column header here to group by that «
descri__ Acc :
i .. Mtem.. |Descr.. |Dea..
% Items assigned to my group

Description As.. Ass.. N. _4+ |=
=|
-

\
“Assigned To Group
Parts of My Tasks View

3.4.2 The Service Today View

The Service Today view shows all items that can be assigned. The item types shown can be assigned to a Person
or a Workgroup, these items are Service Calls, Incidents, Problems, Changes and Work Orders.
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The Service Today view is either a table view or an explorer view that shows more than one item type. You will see
the Item Type column only in the Service Today view. The Item Type column shows you which type the item is.
When you open an item from the Service Today view, the system opens the item in a form appropriate for that
item. A Work Order will open in a Work Order form and an Incident will open in an Incident form. You can not
change the Item Type field of the items. See Working With Service Today.

Item Type
I_,Column
= /
/
ltem type Description vy A. A, . |. =
| Service call Oracle database nee. . New 26
...| Service call Motable to sende-...  Ac... 22..
.| Service call MS-Outlook hangs ... Me.. 26...
.| Incident Memory errar: mapp... Ac_. Me.
.| Work order Make: plan for install... Ac._. 03... E
...| Work order Make inventory of all... New 11...
..| Work order Make inventory of all... Ac... 29..
.| Service call Mailserver probably ... 26...
| Service call Mail server out of or__. Me. . 06
| Service call Mail server out of or__. 26
| Work order Introduction of new e New

Parts of Service Today View

3.4.3 The Table View

Table views show items in a list. You use table views to find items, and see the main information of the item. To
find and change details of the item, you open the item in a form. The table view is the common view used to open
items in forms. Table views can be part of other views such as the My Task View and the Explorer view. See

Filtering Items In A Table View.
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The table view has the following parts:

Grouping Field
Group by Box Column Header
Category 4
.4 | Dead.. Description S. |5
Group Category:

Headers Category: Complaint
Category: Incdent
Category: RFC (Request for change)

= 5 Q 0 0 O

... 01/08/2... How can |look up a charge numberinthel... Re..

2700772 How to Open Someone Else's Calendar or .. Clo__

List Area

Parts of The Table View

3.4.4 The Explorer View

An explorer view provides for easy navigation through the records that may be shown in a table view or chart. In an
Explorer view you can navigate through items based on the values of different fields. The field value selected in the

navigation view filters the items in the base view. The items in the detail views are items that have a relation to the
item selected in the base view. See Finding Items In An Explorer View.
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The explorer view has the following parts:

Base View

/
£

[=}- Desktop
Loap

- Database Managem. ..
- Webhost
5 Server

Navigation View

L. O¥O Services an...
- Network
- DBA
- HP Hardware Service

i -

5u | Drsplagf

; Histar‘r

Cre 2

.:5 ent-

Parts of The Explorer

3.4.5 The Tree View

“Detail View

A tree view shows items in a hierarchical tree structure. Just like a table view, the tree view shows details of
selected fields. The tree allows easy navigation of the items.

Tree views show information in a way that resembles a tree. In a tree there is a root and from this root grow one
or more branches. The branches may have smaller branches and so on. If we take an organization as an example,
the root may be the company. The company at the root may branch out in divisions. The divisions may branch out
in regions, The regions may branch out in departments. Of course, how a company is structured depends on the

organizational style of the company. Each entry in a tree is called a node. In the example, the company is the root

node and the departments are the end nodes. End nodes do not have further branches.

See also Navigating Trees.
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The following figure shows an example Tree view.

| ¥? Organiza
T 3
Mame 1 Category Status
B eon ootz Ogamon e
b Research & Development BU Business unit
esearch Department Department
evelopment Department Department
5+ IT Service BU Business unit
IT Operations Department Department
- IT Service Management Dept. Department
5+ Sales & Marketing BU Business unit
- 5ales Department Department
Marketing Department Department
- Control BU Business unit
- Logistics BU Business unit
- Production BU Business unit
B Hewlett-Packard Company Active
- HP QV Sales Organization Company
- HP OV Support Organization Company
- Spruce Casualty and Life Company
--E-Go Trading Inc. Company
- Broadband Service Provider Service Provider (external) Active
- DSL Service Pravider Service Provider (external) Active

Example of an organization structure in a Tree view

3.4.6 The Chart View

A chart view shows aggregated information in a picture. Charts are an easy way to get an overview. The 3D chart
is ideal for inclusion in presentations. See Running Reports, to make a report in an image file format. The chart is
then ready for use in a presentation. Use the 2D chart in information analysis tasks, see Drilling Down In A Chart.

There are various types of charts available.

Category B Manager: 1
B CaE: 1

[ Unplanned: 7

Unplanned: 7

Example of A Chart View

3.4.7 The Network View

A network view is a graphical representation of connected configuration items. The network follows the parent-child
relations of the Configuration Item. That means that the elements in the network view may or may not follow a
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physical network such as an IP network. The relations between Configuration Items may be created to find
important relations, for example the relation between installed software and the operating system version it is
installed on. Other relations may be created to quickly assess the impact of Changes. What the network view shows
depends on the kind of relations your organization puts into the Parent-Child relations of the Configuration Items.

PROLIN Smart Client 2020

The items in a network view are connected with arrows. The arrow originates from the parent and points to the
child in the Parent-Child relation.

@ Configuration Item Structure

I

| & B3| 88 CIETEGENE ) |l aly

| Curent Reset Alens |
View ies

()

| Manage J Graph

' |Show Edge Show View
T Lobels | Navigator

8| .. Configuration Item: Configuration [tem Struchure

DB - ||[:3]

(4 Configuration Ttem

£fF7 - partner ITC - Configuration Ttems
L[ - parter ITC - Licenses

a
)
g

CI Per Workgroup =
[ e structure gu” g
{5 CIsPer Location = 2
%] CIs Per Mant. Contract N

£.[F8 configuration Items g g o i g e

L5 Licenses E E - = =

£ [7% Quick Find - Configuration [tems " = g -
([ Maintenance contract

| 5 service cal: Release planning | §58 Service call: Release requests [EEARI Mg B CuRe s NGt Bl Vet L 558 Project: Project View | 38 Service cali Open Service Calls By Organization

| oashoord
Ttems: 376 |

3.4.8 The Scheduler View

A scheduler view shows Projects, Changes and Work Orders in a project format. You can find items in a Project or
Change quickly by scrolling through the timeline or clicking the search buttons. The Scheduler view shows multiple
projects in one view. Double clicking a planned item opens the item in a form.
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The Scheduler view has the following parts.

Item Search Button

Fi

2 /
Monday, .'iH:IgLISt 27, 2001 - Sunday, September 02, 2001 | Sunday, September 02, 20,
7
27Mon /28 Tue | 29wWed | 30Thu 31Fri 1 5at 2 5un 3 Man 4 Tue

/

Project Lane
ieh upgrade
=

e

3

( __JI,'Z Upgrade workstations to Windows 2000 specdifications To Sep 13 &

Project Lane
Upgrade to wWind...
4 ol d

e
-

“Planned Item (Change)
Parts of The Scheduler View

3.5 Navigating Trees

The Navigator, the Explorer views and Tree views contain trees. You can navigate all trees in PROLIN Smart Client
the same way. Use one of three basic methods:

e Using The Mouse
e Using The Keyboard
e Typing Letters

-Name 1
5+ Invention Incorporated _,-r':':' llapsed branch
Flus Sig”‘-a.h (- Research & Development BU- _Current selection

_E}-Sales & Marketing BU .

Minus sign.~7 { . Sales Department-_ Expanded branch
. i Marketing Department =~ First child
- Control BU

Names used in trees

Using The Mouse
To expand or collapse branches select an item name and do one of the following.
o Click on the plus sign to expand the branch.

e Click on the minus sign to collapse the branch.
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Using The Keyboard

¢ Press Numeric Key + to expand the current selection.

¢ Press Numeric Key - to collapse the current selection.

¢ Press RIGHT ARROW to expand the current selection if it is not expanded, otherwise select the first child.
e Press LEFT ARROW to collapse the current selection if it is not collapsed, otherwise select the parent.

e Press DOWN ARROW to select the next line in the tree.

e Press UP ARROW to select the previous line in the tree.

Typing Letters

If you know the name of an item you are looking for you can navigate a tree using the alphanumerical keys on your
keyboard. Do the following:

1. Select an item in the tree.

2. Type the first letter of a name, the first item name in the tree with the typed first letter will be selected. If that
view is in a collapsed item, the item will be expanded.

3. Type the second letter, the first item in the tree with a name beginning with the two typed letters will be
selected.

4. Continue typing until you find the right item.

chk Filter results Typed filter text
W—— i) Filter{PRO) match(es): 19
Serwt‘.ﬁ Deﬁkv LDES Ber o ECFEE'
& Sefvice Taday ID ltemiype De
ﬂppmval Tasks For Curre...
hlem 5
L Kiprobleme 162 Service call Ca
é----.ﬁ.rchwaPmElems 163 Service call Ca
Qpen( Prub\ems
§---'!?rc[blen1 By Category

Quick Filter results as you ty pe in the Navigator

You can continue typing with any speed, even wait. To begin a new sequence, press Esc, select a node with the
mouse or select anything outside the tree view.

In the Navigator, the tree is filtered as you type. A balloon showing the filter and the number of matching views is
shown. Matching views names will remain in the navigator. Only the navigator tree has a filter and shows the
number of matching items in a balloon.

See also Using Shortcut Keys.

3.6 Parts of a Form

The forms have the same parts as the console. Although console and forms contain the same parts, console and
forms serve different purposes. The console presents multiple items in a view, a form presents the details of an
individual item in pages. You open the form from a view.
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The central part of the form consists of the main page and the tab pages. Left, right and to the bottom of the
pages, you will find action windows. The form has two special action windows.

¢ In the Attachment window you can manage attachments of an item.

e The results of the View Action commands are shown in action windows.

The following image shows the parts of a form.

Ribbon

Dockable Window

See also:

Application Icon
/" Quick Access Toolbar

Action Commands
' View Action Results

"‘_’. g Service call /-, / - B x
e A - =
Fi
. = s
02270 @e Gse A(H am) K |
3 Delete |4 - chm:
Nea Save Prink _H - pchrents
tper |5 o @ ks //
Fie PriniLrey EdL l\.J_Ul_l:_/ rhepcn
|e R e BRTEERERN Description Created | {000kl
I | e & e i i = Category: 3
g : Claces by ; i
5 b i s s deserpton LSBT0,
; Er=red by persan 1 [ PRORIEY s
7 Tl inl_ 0304200
W ctual Finishy I
Drcanzation: it =
[ Al
Confeir atich Itnthe e P P R IR R R R R R K K R IR
b [T ks
S S W repean:
Service Lavel Gold {245 7y
(S RECT T sl A e B B e e e e e e
e T s O AnsignmentEron . Hch
R T C e T
Canrot Sty emal =
7 N Fdden
............. :r""‘J’“V'
wihien Iy Fyprnt Av eaial i Cutlank, e Annier docen'- respani: i
<. Clasgifications
&N
- Werdn:
G iieiaat |

Main Page /

The Parts of a Form

e Opening An Item In A Form
e Opening Views Related To A Form
e Managing Attachments In A Form

3.7 Shortcut keys

Next to the standard Windows shortcut keys PROLIN Smart Client has a few specific shortcut keys available as well.

Tab Pages

The table below gives an overview of these keys. Whether or not a shortcut key works depends on where you are
(i.e. Ctrl-S works in @ Form but not in a View).

Console

Fl
F2

F5

Help
Advanced find

Refresh
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F11 Window full screen

Alt-F4 Application exit

Ctrl-F4 Close open item(s)

Ctrl-D Delete selected item(s)
Ctrl-F Quick search in view data
Ctrl-M Open selected item(s)
Ctrl-N New item

Ctrl-0O Open Item dialog

Ctrl-P Print

Data Form + Email Data Form

F2 Advanced Find
F5 Refresh

E7 Spellcheck
Alt-sS Save and Close
Data Form

Ctrl-F4 Close

Ctrl-D Delete

Ctrl-N New

Ctrl-0O Open Item dialog
Ctrl-P Print

Ctrl-S Save

Email Data Form

Ctrl-R Reply
Ctrl-S Send
Ctrl-Shift-F Forward
Ctrl-sSshift-R Reply all

Attachment Pane
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Del

Ctrl-Add (+)

Collection Editor

Del

Advanced Fnd

F2

F11
Ctrl-D
Ctrl-N
Ctrl-0O
Ctrl-P

Ctrl-S

Delete

Add attachment

Remove item/remove relation

Search/Find now
Window full screen
Delete selected items
Create new filter
Open filter

Print

Save filter

Expression List (filter advanced tab)

Ctrl-Add (+)

Ctrl-Subtract (-)

Forms Designer

F11

Del
Ctrl-F4
Ctrl-E
Ctrl-R
Ctrl-S
Ctrl-Left
Ctrl-Right
Ctrl-Up
Ctrl-Down

Ctrl-sSshift-D

Add expression

Remove expression

Window full screen
Remove element
Close form

Form properties
Rename element
Save form

Move page left
Move page right
Move element up
Move element down

Remove Page
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Ctrl-Shift-P Add page

Ctrl-Shift-R Rename page
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4 Using Views

Let's get to work. In this chapter you will learn how to perform basic tasks with PROLIN Smart Client. Refer to
Navigating The Smart Client to learn the parts of PROLIN Smart Client and what their names are.

4.1 Finding Information

PROLIN Smart Client makes finding information easier than ever. PROLIN Smart Client has smart functionality that
help you find the detail quick and easy.

Basic to finding any information in PROLIN Smart Client is knowing that you work with the most sophisticated ITIL
compliant Service Management software available. ITIL is all about good or best practices. Best practices result in
activities and tasks, coming forth out of processes and procedures, that provide the best results. Eventually you
perform the activities to achieve the objectives of the processes.

In PROLIN Smart Client processes and procedures are designed around items. For example, Problem Management
is a process around Service Calls, Incidents, Problems, Changes, and Services. In Problem Management you will
analyze all these items to identify possible Problems. Once identified and created in PROLIN Smart Client, you can
resolve the Problem.

In the next sections three examples of finding information are discussed. The discussions are brief. In the
discussions you will find links to pages where you can learn details of a certain task. In the first two examples
Problems are used, however you can perform the shown tasks on other items too.

The following examples are discussed here:

¢ Finding Problems, an example of finding information by analyzing items

¢ Closing a Solved Problem, an example of finding detail information of an item

e Finding a Colleague, an example of finding any information using advanced find

Finding Problems

Amongst other responsibilities, Problem Managers are responsible for identifying Problems. For example, Problems
can be identified by analyzing Incidents that come in over a given period, an hour, a day or a week. If in a given
hour the number of Incidents reported from network configuration items increased dramatically, then there might
be a problem. Often the network management system will automatically react to most events, but problems may
arise.

You can take two steps to identify Problems:

1. Manipulate a table view. Table views show all records and are thus the ideal starting point for a search.
e Find the view that contains the right information. See Finding And Opening A View.
e Filter the information that you see in the view. See Filtering Items In A Table View

¢ Show or hide columns to look at the information from various perspectives. See Manipulating Columns In A
Table View.

e Group items to focus on one group of items with shared field values. Within the group of items you can see
what further they have in common or how they are different. See Grouping Records In A Table View.
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2. Create a chart. Chart views show aggregated records and are thus ideal for showing trends in the records.

e Standardize analysis with drilling from a chart to another view. See Drilling Down In A Chart.

e Use charts to regularly create a report of a Problem. See Running Reports.

Closing A Solved Problem

Apart from identifying Problems, the Problem Managers are also responsible for the life cycle of the Problem.
Problem Managers identify and record Problems, and they make sure that Incidents do not occur anymore. To
change the details of an item, you may do the following:

1. Find And Open A View.
2. Open The Item In A Form.

3. With the form open, you may change the field values and save the result. To close a Problem, change the status
code.

Finding A Colleague

While there are more specific organizational networking tools, PROLIN Smart Client contains all the information for
your work related network. Whether it is to drink coffee or to discuss a Problem, all information about your
colleagues is available.

To find a Person you can either use a table view of the Person item of the Organization item group or you can use
Advanced Find. See Using Advanced Find to learn more.

4.2 Finding and Opening a View

To find and open a view, you use the navigator. The navigator is a action window, usually located to the left hand
side of the console. The navigator shows groups of items. For each item the available views are shown. The items
are shown in a tree and the views are shown in the branches under each item.

You easily navigate through a large number of views with the navigator's quick filter.

Using The Mouse
To navigate to and open a view do the following:
1. Open the navigator, the navigator is usually open on the left hand side of the console.

2. At the top of the navigator select an item group. You can choose from the item groups that you are authorized
for.

Service Desk ~

v Service Desk
Organization %
CMDB
5LM

Other

:Sel:ect Item group Service
Desk

3. In the navigator tree, open an item branch. You can choose from the items you are authorized for.
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4. 1In the item branch, select the view.

Service Desk ~

- My Tasks
‘tii--Serwce Today
\i?l--Service call
\til--Incident

- Problem

| Prob@s

lect view All Problems

5. The view opens in the view window.

Alternatively, do the following:

Click All Views in the Manage group on the View tab.

In the All Views dialog, select the item type you want to see from the Item list on the right hand side.

In the Views list, select a view and click Apply View.

S N e

When you have found the right view, close the All Views dialog.

Using The Keyboard
You can quickly find and open a view if you know the name of the view.

The navigator contains a tree. The root of the navigator tree is a process and the smallest branches in the
navigator are views. The navigator may contain a large number of views. To more easily find the view you need,
the views are organized by item. Each item has views in branches. You can collapse and expand branches to
temporarily hide views and get a good overview. If an item has views in its branches, then there is a plus or minus
sign left to the item name. See Navigating Trees.

4.3 Changing View Options

Most views you will work with will be the same views as your colleagues use. The same views are used for the
same kinds of tasks. During your work you may find that changing a view slightly will give you a better look on the
details or will result in a better report you need for a meeting. Instead of creating a new view, you decide to alter
the view. Creating a new view is needed when a new task arises that is better supported with a new way of looking
at the items.

To change the layout of the view, do the following:
1. Open the view you want to change.
2. Open the View tab. The groups and icons available in the View tab depend on the view type that is opened.

3. In the View tab click Current View.

=] & Ed

Current all views
WView
Manage

Current View command for a table
view
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4. The View Options dialog is now shown.

Fields
1D, Description, Status, Planned Finish, Actual Finish, Planned Cost, Actual Cost, Mame 1

Formatting
- GroupBy

- SortBy

- Filter

- FormatRules
- Other

GroupBy
Name {Ascending)

SortBy
Status (Ascending)

Filter
FormatRules

Other
Other view settings

oK Cancel

View O ptions dialog for a Table view
5. Change the settings in the View Options dialog box.

You can change some of the more common options of the view by using the commands in the View tab of the
ribbon.

Fields

Depending on the type of view, you can choose the fields the view shows. In a table view you can choose which
fields are shown in the columns. In a chart view you can choose the fields which are used to create the chart.

To select the fields in a table view, open the Felds screen. In the Relds screen, one list shows the available fields
and the other list shows the fields used in the table view. To show a field as column in the table view, select the
field in the available fields list and click Add or double click the field name. To select a field from related items,
choose the related item from the Show available field for list. To choose a display format for each field, first
open the formatting screen then select the field and choose the formatting options.

To select the fields in a chart view, open the Relds screen. In the Felds screen select fields for the X-Axis, the Y-
axis and for the series. Not all chart types show all these fields.

Filters

Part of the view definition of a table view and chart view is a filter definition. A view's filter determines which items
are shown in the view. Using a filter you can create a view that only shows Service Calls that are assigned to you.
See Editing Filters to learn more about advanced filters.

Format Rules

Format rules allow you to attract your attention to specific items in the list. In a view that shows all Service Calls,
you could highlight Service Calls that are past their deadline with a red font.

To create a new format rule, do the following:
1. In the View Options dialog, open the FormatRules screen.

2. Inthe Rules screen, click Add. In the Name dialog change the name and click OK.
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3. In the Rules Properties, select one or more character formatting settings. The Sample field will show what
the result is of the selected settings.

Rule Properties

Mame: deadline past red

Fant: Biold

AaBbYwZz
Ttalic
Undetline

Strike ouk Calar: I F=d -

View format rule properties

4. Open the Condition list and create one or more conditions. The rule condition determines to which items the
selected formatting will apply. The conditions are created like filters, for more information about how to create
filters see Editing Filters. The Condition list can be resized if needed.

5. When you have completed the condition, click the check mark button to save the condition.

4.4 Creating Personal Views

The views that are available when you start PROLIN Smart Client are the views made available for the processes in

your company. You may have the privilege to create your own personal views. Personal views are stored locally and
you can change them to make uncommon tasks easier.

NEEN - Vi
_ . orme =

X ) | A= e &, B [—]

I = T & Expand All L= =4 = W !

- - s |
Current All Views | o) Collapse Al r. Shicwst Ernply
Yign ' Figlds
Manage Cards Sorking Fields and Formatting

Example of View ribbon

To create a personal view, do the following:

1. Click All Views in the Manage group of the View tab.

2. In the All Views dialog, click New.

3. In the New View dialog, enter a name for the view and choose the type of view you want to create.
4

. In the View Options dialog, set the view. See Changing View Options.
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5. When ready, click OK.
Mew
f,.'Edli ;,-Hename f_;FEe*:;ei

/
e /] /7

ppply view | |} £ | X | %) Rename.. = B @) R

\ﬁ.pply WView \ \Cn \Set as default

Delete Irnpuri
Export

Personal view toolbar

NOTE : The newly created and save personal view will be available in the Navigator with all selected fields when you
restart PROLIN Smart Client.

In the All Views dialog you can also do the following:

¢ Click Edit to open the View Options dialog. See Changing View Options.

¢ Click Delete to delete the currently selected view. You can only delete personal views.

¢ Click Copy to copy the currently selected view. A dialog will appear in which you can enter a name for the copy.
¢ Click Rename to rename the currently selected view.

e Click Reset to return a system view to the original settings, as received from the server. You cannot reset
changes to a personal view.

¢ Click Export the save the view configuration of the currently selected view to a file. You can distribute the file to
other users.

¢ Click Import to open a view configuration file.

4.5 Opening and Switching Multiple Views

To open multiple views, hold the Ctrl key while opening the view.
o Hold the Ctrl key while clicking on the view's name.
¢ Hold the Ctrl key while pressing Enter when selecting the view by name.

When you open views while holding the Ctrl key, each consecutive window is opened in its own tab page. If only
one view is open, there are no tabs visible.

4,759
4,861

5,004
4991

v | [ Service call: All Servi...  x JEEH

To switch views, click on the tab of a view.
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To close views, click the close button (cross) button shown on each tab. Note that the tabs will not be visible for the
last open view.

4.6 Exporting View Data

PROLIN Smart Client 2020

Views give you a good overview for use in reports or presentations. You can export table views and chart views to
file. The exported file you can use in reports and presentations.

PROLIN Smart Client has many formats available for export. You can export to PDF which is a good format for a
document you want to distribute electronically. Picture files such as JPG or PNG files are good formats to use in
reports or presentations.

To export a view, do the following:
1. Open the table view or chart view.
2. Click Export in the Home tab of the ribbon:

OB & 2 e

Linkg =
Refresh Expork Uomiler ey o rlfhe Ml aaps B
- 'u i - Vil

Data 51 Portable Document Format (FOF)

PR 5 web Page (HTML) |

gingle File Web Page (MHT)

|
Bl 1 | Rich Text Format (RTF) I
- 2

N T I

Microsoft Excel 2000-2003 Warkbook (5150

W00 0700 Padan
e . | Microsaoft Excel 2007 Woarkbook (=L5E) I
2001 07-00 Pvinte Plain Tesxt (TXT)

! . b Comma Separated Yalues (CSV)

2000 0700 How ¢

Image (BMP, GIF, JPEG, PNG, TIFF, EMF, WHF)

Choose thg-fo-r;ﬁ.gt-grom the menu
3. Choose the format you want from the Export menu.

4. Depending on the file type, a dialog will appear in which you can determine specific settings for the export
format.

5. Find a location and enter a name for the document in the Save As dialog, and click Save.

Some file formats, will use a picture of the view. For example, a PDF will use a picture of a chart. The view's picture
may not fit the page in the exported document. If you change the size of the view by changing the layout of the
console, you may find a better fit of the view in the exported document.

4.7 Table Views

Table views represent your data in a tabular format and provide a number of features for formatting, grouping,
sorting and filtering.
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4.7.1 Finding Items

The list of items in a table view may be long. Do not forget the scroll bar to scroll through the information.
To open an item in a form, double click on the item line in the view.

Item line
N ID Description

' 880 fasfsdfsd
N 718 Add new user to Server
\7[19 Order 2 new e-\eciras

683 Test WO

o

Ttem line, ready to open the form
For working with a table view see

e Manipulating Columns In A Table View
e Grouping Records In A Table View

o Filtering Items In A Table View

4.7.2 Filtering Items

Filtering items in a table view is a quick way to zoom in on similar items. A filter can be set in the definition of the
view. In addition to the definition of the view you can create filters on the view yourself.

Creating filters on date fields works slightly different than creating filters on other fields, see Creating Date Field
Filters in this section.

Creating a filter on a column
To create a filter on a column do the following:

1. Move the mouse over the column header that you want to filter. Move until the filter button Fappears, the filter
button is normally hidden at the upper right corner of the column header. The filter icon resembles a funnel.

2. Click the filter button.

3. From the filter menu, choose a filter setting.

Name_ L J IE‘ L L T
(Custom)

Johnson, Martin fims) I
{(Mon blanks) =

Johnson, Martin
Meeks, Bil k
Schaoles, Ann

iSvAr
Column Filter drop down menu

4. The filter button is now shown in the column header and a filter setting box is shown below the table view.

Page 54 © 2024 PROLIN Inc.



B8 PROLIN®

PROLIN Smart Client 2020

Creating a Custom Filter

To start a custom filter, open the filter menu and click Custom. Now the Custom AutoFilter dialog is shown. In the
Custom AutoFilter dialog you can create a flexible filter based on the column you selected to create the custom
filter.

Custom AutoFitter x
Show rows where:
Name
like - joh%
2 And ) or

@ ‘ O | | Cancel |

Custom Filter dialog
You can adjust the filter as follows.
1. Choose a filter that comes close to your needs.
2. In the filter settings box at the bottom of the table view, click Edit Filter.
3. The FRlter Editor window appears. See Editing Filters

Creating Auto Filters

Auto filters allow you to quickly create and change filters. You create the auto filter in the view and the results are
shown immediately. However, Custom Filter give greater flexibility. To create an Auto Filter, do the following:
1. In the view, right click on any column header. From the context menu, choose Show Auto FRiter Row.

I
Description Status

%l Sort Ascending
El Sort Descending

Clear All Sorting

Group By This Column

Fl g0

Hide Group By Box

< [

Filter Editor...
Show Find Panel

Show Auto Filter Row
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2. The view now shows the Auto Filter row below the header row of the view and the current edit settings below
the view.

,"( Auto Filter Row

5 service call; &l Service Calls

n:ri?én
Calc

28 0y0s)... Calouation result efror sfter retrieving ... Re... Inddent

32 2707).,. Calodation results in an error after ... Re.., Incdent

® [ [Description] Like Calch' « Edit Filter

Current Filter Setting
View with Auto Filter row

3. Start typing text or numbers in the column that you want to filter. You can type text in multiple columns. The
column will be filtered using thigke  predicate. The view will show items that have the typed text somewhere in
the given column.

4. To close the Auto Filter row, right click in the header row and choose Hide Auto Fiter Row from the context
menu.

Creating Date Field Filters

To create a filter on a date field column do the following:

1. Open the filter menu of the date field column.

2. Select Show All, Specific Date or Prior to this year
Show All removes any existing filter.
Prior to this year shows all items that have a date that is before January 1st of the current year.
Specific Date allows to choose a date or a range of dates. See Date Selections below.

3. Click the close window (cross) button at the bottom left hand corner of the filter menu.

Date Selections
In the date field filter menu do one of the following.
¢ Click on one date to select that date.

e Zoom out: click on the month, year line to zoom out to months of a year, the years in a decennium and the
decennia in a century.

e Zoom in: click on a decennium, a year and a month to zoom to a specific date.
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4.7.3 Grouping Items

Grouping items is a great way to quickly gain overview. Sorting a column does group items with the same value
together. However, you can only sort one column at a time. Grouping brings items together and then you can still
sort the items on one of the other fields. You will quickly see resemblance and differences among the items in your
view.

Because you can collapse the groups, grouping helps navigating a table view. Collapse the groups and find the
group you are looking for, then expand that group to see the items available in that group.

To group items do the following:

1. Open the table view.

2. Inthe View tab, click the Group By command in the Grouping and Sorting group.

3. The Group By command is now highlighted and above the table view the Group By Box is opened.

% & Expand Al

Group | &) Collapse All | £]
By Box

Grouping and Sorting |
Group By command highlighted

4. Drag the column header you want to use for grouping to the Group By Box and drop the column header.

I}agaaimkheaderhem to group by that column
|

Description Name 1 Irv

R Terminal scre.. PCKAYA. .

RE.. .. CPU load to hi... OpenVie_.. D
In... ... Calculation err... Oracle 8.... [t
Im... .. Eesponse tim... Local Are.. M

T

Dragging the first column to the Group By box

Note that columns used for grouping can be filtered too. See Filtering Items In A Table View

Free Text Fields

Free text fields, such as descriptions, are not a good choice for grouping. Almost every free text field is different
and thus when you group by a free text field each group will contain only one item.
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Date Fields

Grouping on date fields will group items for each day on the calendar. To change the interval of the grouping, right
click on the column header in the Group By box, point at Group Interval and choose the interval.

-
[ Planned Finish: Clder
[ Planned Finish: T
# Planned Finish: Saturday
[ Planned Finish: Mext Month
# Status: To be approved

Grouped by Status and Planned Fnish
date

iterval asult

None Items are grouped by difference of the date, result is equal to
the Day interval.

Day Items are grouped for each day of the calendar.

Month Items are grouped for each month of the calendar.

Year Items are grouped for each year of the calendar.

Smart The grouping will be automatically chosen for optimal clarity.

Groups will be shown as applicable.

e For dates in the past, items will be grouped in the groups
Yesterday, Last Week, Two Weeks Ago, Three Weeks Ago,
Last Month.

e The Older group is for items with a date older than last
Month.

o For dates in the future items will be group in groups
Today, Tomorrow, Sunday, Monday, Tuesday, Wednesday,
Thursday, Friday, Saturday, Next Week, Two Weeks Away,
Three Weeks Away, Next Month.

e The Beyond Next Month group is for items with a date
farther away than next month.

4.7.4 Manipulating Columns

Table views are used to give an overview of a list of items and they are used to open items in a form. To see a
field better on print, you may want to make more space for that field by removing another field. For example, to
show the complete description you remove the status code. In other situations, you may want to increase the width
of the status code and reduce the width of the description field. Either way, you increase the space available for
one of the columns in the table view.

To increase the space available for a field shown in a table view, you can either remove columns temporarily or
change the width of the columns.
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Temporarily Removing Columns

To temporarily remove a column in a table view, right click on the header of the column you want to remove.
Choose Remove This Column from the context menu.

Information A

I 0] e |

Sort Descending

BN
—

Clear Sorting

Group By This Column

[ oo

Hide Group By Box

Remave This Column

Column Chcm%r

I mk

Best Fit

Best Fit (all columns)

T Filter Editor ..

Remov e the Information column

The column you remove this way will not be removed from the definition of the table view. To see which columns
of the table view definition are not currently shown, right click on a column header. Choose Column Chooser from
the context menu. The column chooser is not a action window.

To place the column you removed back into the table view, do the following:
1. Right click on a column header.

2. Choose Column Chooser from the context menu.

Customization x

Information

Information column in the
Column Chooser

3. Drag the column you want to place back from the Column Chooser window into the table view.

4. The column is back in the table view.

The removed column will stay in the Column Chooser until you replace the column or change the view options.

Changing The Width Of A Column

To change the width of a column, do the following:

1. Move your mouse over the side of the column header until a double arrow appears.
2. When the double headed arrow appears, click and drag the column border.

3. Release the mouse button when the column has the right size.

The changes of the width are not stored. The next time you open the view, the width of the columns will be
automatically adjusted.
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4.7.5 Copying Information

To copy information from an item in a table view, do the following:
1. In the table view, select one or more items.

2. From the Edit group in the Home tab, click copy. Alternatively pre@TRL+C on the keyboard.

[ga =h Cut

opy  Zh Paste

Edik
The Edit Group

3. You have now copied the information from the items to the clipboard. You have copied the information from the
visible columns of the selected items. This includes information from very narrow columns that are hardly visible
on the screen.

4. Switch to an application or a field where you want to paste the information. Place the cursor and press
CTRL+V on the keyboard, or use the paste facilities of the application.

NOTE : Using Paste in a view will open the form of a new item in which you can paste the copied information.
4.7.6 Calculating

Imagine a customer wants to know the average Planned Cost of planned Changes. You can export a filtered table
view of the requested Changes to a spreadsheet, see printing and exporting Views.

To give the quick answer however, right click in the bar at the bottom of a column in the table view. From the table
view function menu, choose a function. The result of the function will be displayed in the bar at the bottom of the
column. The type of value in the table column determines what functions are available in the table view function
menu.
-]

Planned Cost T

$11,500.00
$6,500.00
$999.00 e
$23.00 =

MG=$4,755.50 5 oo

- |

Maz

Counk

Q\M = ;ig.

Average

Mone

Choose from the table view function menu
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4.8 Explorer Views

Explorer views provide quick paths to items. For a Service Desk agent an explorer view may give quick access to
Service Calls created for people from a particular organization.

4.8.1 Finding Items in an Explorer View

In an explorer view you will find three parts. The navigation view, the base view and the detail views. What you
select in the navigation view filters the items in the base view. The information in the detail views are items related
to the item selected in the base view.

In the navigation view items may be shown as a tree or as a table. The trees are created from fields that refer to
an item with a hierarchy, for example Organization fields, or from codes that have hierarchy, for example Category
codes. The tables allow to show details of the item you use for navigating.

To be effective, explorer views take some time to plan and create. The item you are looking for may be in the detail
view. But, the explorer view is grouped with the views of the item in the base view. For example, to find the Service
Calls of a colleague of the caller you may use an explorer view that navigates on the organization, has Persons in
the base views and Service Calls registered for this Person in the detail views. Although you are looking for Service
Calls, you would find this explorer view in the Persons item branch in the Organization item group of the navigator
because the base view shows Person items.

The navigation view may be a table view or a tree view. To use the navigation view, do one of the following:
¢ See Navigating Trees to learn how to use trees.
e See Finding Items In A Table View to learn how to use a table view.

4.9 Chart Views

A chart view allows you to create an aggregated representation of your data.

0

Category

|RFI {Request For infarmation): 26 |

' RFC (Request For change): 5

o | Complaint: 2

The Pie chart Service Call by Category in 2D mode
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4.9.1 Drilling Down in a Chart

Drilling down a chart only works in 2D mode of the chart. To switch from 3D to 2D, click the 3D/ 2D command in
the View tab of the chart.

&8 30/

Chart in 3D mode
Some charts have a Drilldown View defined in the chart definition. The drilldown view allows to move from a
chart to another view by double clicking a series or value element in a chart. The new view then shows details of
the previous view in a table or another chart view. For example, in the pie chart Service Calls by Category when
you double click the RFI category you may get a table view with all Service Calls of the RFI category. The All
Service Calls table view will be filtered with the same filter as the pie chart with an additional filter on the Category
you double clicked. If you link several charts this way, you experience drilling for information. Creating a useful
drilling experience requires planning and design. The links selected between the chart and the view should be
created to support a specific analysis task. Also, longer drilling chains do not necessarily provide more useful
information.

To add a drill-down view to a chart do the following:

Click the Current View command in the View tab.

In the View Options dialog, open the General page.
In the Drilldown View field select an appropriate view.
Clear the 3D checkbox.

Click OK.

i A W N

To drill in a chart, double click on the display element of the chart. For example, double click a bar in a bar chart or
a section in the pie chart. Moving the mouse over the display element of the chart will highlight that display
element.

4.9.2 Changing a Chart

In PROLIN Smart Client most commands to change the appearance of a chart can be found in the View tab of the
chart. The appearance options allow you to quickly find a professional look for your chart and to print the chart. You
will be able to select an appropriate type of chart to represent the information.

NS i
| — Horne Wi

: &=l &o DD 00
fﬁ == PR ERCT : 3 100

=3 Legend Box —
Current Al Wigws I | g x| -
Wiz - ! - 1] | ] | =| |=) Point Labels
Manage Chart Zoar

View ribbon for a Chart view

To change the general definition of the chart see Changing View Options. Part of the definition of a chart view is the
combination of values you choose for the X and Y axis and for creating series. How these values are displayed
depends on the type of chart you choose.
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To change the type of chart, choose the type of chart in the Chart group of the View tab.

PROLIN Smart Client 2020

Choosing a
pie chart

When the chart is displayed in 3D, you can change the display angle of the chart. When you move the mouse over
the 3D chart, the cursor will turn into a flat hand. Click on the chart and drag the chart around, the cursor will turn
into a grabbing hand. In 3D mode, the 3D/ 2D button is highlighted.

e 3D/2D |

Highlighted 3D/2D
button

If the chart is displayed in 2D you may be able to drill down to the information contained in the chart. When the
chart is 2D mode, the 3D/ 2D button is not highlighted.

See also Drilling Down In A Chart.
=i

Category

|RFI {Request for infarmation): 26 |

RFiC (Request for change): 5
Complaint: 2

Fi—

inc dent: 4 |

The Pie chart Service Call by Category in 3D mode
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4.10 Scheduler Views

The scheduler view is a powerful view in PROLIN Smart Client which is available for all entities.

A scheduler view can be made by choosing New in the All Views dialog. Added to the standard view types you can
now also select type "Scheduler". If you've chosen that type there are three dialogs where you can modify the view
to your specific needs:

1. General
2. Fields
3. Filter
General
Wiew Options T X
Resource scheduler =
.. ¥ou need to select a valid Resource property =

zeneral

Schedule title:  Resource scheduler

Schedule Type

T
1 i 31 5] @
Diay Wik Morth WiorkWeek | Tirmeline

Display opkions

|| Show emply resources Show resource selector

Show resources vertically

[ulis | | Zancel
In this dialog you can specify the following:
Schedule Title Define the title of the view.
Schedule Type Define the default display mode of the view. This can be changed when the view is
shown.
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Show empty resources

ow resource selector

ow resources vertically

Fields

All records that don't have a value in the field defined as resource property are grouped
together under an empty resource. If this option is not selected, records with no value
in the resource property field are not shown.

When checked the resource selector is shown

If checked the value of the resource display property is shown vertically. Otherwise it is
shown horizontally.

Wigny Options

Resource scheduler

Scheduler Yiew

. ou need to select a valid Resource property ==

Date Range Fields

Ay ailable Fields: Skart date:
Deadline - Ackual Start

Development Phase end Erd date:

Development Phase start actual Finish

Early finish

Early stark

Estimated Finish

Init Phase end

Init Phase skart

Late finish l/\\"s

Late stark -

Appointment Fields

Subject: Description

Description: Information

Resource Fields

Resource; Wssignment = To person

Resource display:

ol | | Cancel

In this dialog you can specify the following:

rt date
d gdate
bject property

'scription property

The start date and time of the activity.
The end date and time of the activity.
The value which is shown in the view for the activity.

The value which is shown as more information in the tool tip when hovering over the
activity.
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'source property The value for which activities are shown. Activities are grouped by the Resource
property.

source display property  The value which is shown for the resource in the view.

Filter

This is the standard filter dialog where selection criteria can be defined for this view.

Example

In the screens in the example below a schedule view is used that shows how Changes within a Project relate to
each other visually. The schedules can be shown in various calendar forms and in a timeline. You can easily switch

between the display modes.

@ @ @ @ TIITIE|II‘|E

Day  Week Work Week Month

| Display |

Scheduler view display modes

In the four calendar modes, the Changes are shown on a calendar. In these modes all Changes of selected projects
are shown as they relate to each other on the calendar.

Change

/

¥ Project: Project

Man Tue WWed Thu Fri satjsun o
T ﬂ Switch to week mode

[ (L Lll:n;r-:cie Windows S ﬁ

17 18 19 20 1 E®

Upgrade ‘Windows 98 ko \Windows 2000

-

24 29 26 7 28 ﬂ
-

6

7

Upgrade Windows 98 to Windows 2000

ock 2 3 4 =]

Uparade Windows 98 ko Window J
8 e 10 11 12 13

Scheduler View shows changes on a month calendar
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In this time line, the scheduler view for Projects shows Changes related to a Project within a lane for that Project.

Changes

Scroll through

Monday, Sugust 27, 2001 - Sunday, 5 time lines

ZF¥Mon 28 Tue  29Wed  30Th

mber 02, 2001 | Sunday, 5
31 Fri 15at | Z5un

Project
time lines

Time line

4@ From Jul 10 &dd extra processor _-' J .'I
d navigation bar

web upgrade

i,

( J) Upagtade warkstations to \windows 2000 specifications To Sep 07 &

More lines
Fewer lines

bl Uparade to Win...
+ M4

|l 4

Scheduler shows projects in time lines

The time line view opens in the week that contains the current day. If a project lane shows no items, a quick
navigation tab appears in the time line. The quick navigation tab can navigate back in time or forward in time. Click
the quick navigation tab to jump to the start of the first next item in that direction.

Quick Navigation tabs

2 Sun & Thu

7 Fri & Sat

Web upgrade

< From Aug 27 Upgrade workstations ko Windows 2000 ) |

|+ A ]

Upgrade to Win_...

Quick Nagivation tabs in the time lines

4.11 Dashboard Views

Using dashboard views in PROLIN Smart Client end users can create composite views containing other view types
like tables, charts, cards, trees, and the new gauge views. The only restriction is that you cannot use other types of
composite views (like other dashboard views or explorer views). Note that a dashboard view is not bound to a
particular entity and can embed views that are entity-bound.
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By default PROLIN Smart Client is shipped with the My Tasks dashboard view as shown below. In previous
releases this view was already provided but end users were not allowed to change its layout or content. Note that it
now also shows two gauge views at the bottom right. Also note that it appears below the My Dashboards node in
the navigator on the left hand side. If you create other dashboard views then they will also be shown there.

(= & Iy Tasks - PROLIM Smart Client H - B X
253 Hare: View @~
S ES T N g Views = - T P’
- | & [ Dorowser | |e1+| @ Cock @
e () ue [@| W 2 @8 j
Mew Copy [T Paste | Refrash Advanced Mare Tools + || Toggle Ful |7 Calendar Mavigator
v = @ Other = || Find Screen

Item Edit Dats Actions Taols ‘Warkspace £

1o

Service Desk = | [ Itemtype | Description Assignment .., | Assignment: ... | Deadine 4 |
5 g My Dashboards

Service Today

B &
5]

Item type Descripkion Approval » Dea...

[

®

£k Service call

&€, Incident

L L Al Incidents
[} &l ncidents and subcontra...
[ Archive Incidents
1} Incident By Status NS
{2} Incidents per Service
7 Open Incidents

i ] Open Incidents By Priority

-4 Problem

% Change

- [F work order

(g Project

[=

=}

Itsm type | Description Assignms... | Assignme... | Assignme... Dea. &

-

EEEEREEEE

T

Dashboard showing 5 child views

You can rearrange the layout of a dashboard by dragging and holding the header of a child view and dropping it at
your location of choice. Similarly you can increase or decrease the size of a view by using the drag bars between
the individual views.

To close a child view simply click the close button (cross) in the top right corner of its header. Note that no
confirmation will be asked, so if you close a child view by mistake you can re-add it by using the Views section in
configuration dialog of the dashboard view as described in the next topic.

Configuration
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l
*

Wiy Options

My Tasks

i
L

Dashboard Yiew Wigws

oo Add View= 7 &

ﬁ Iterns assigned to me
| Service Today |

ﬁ My approval tasks
| |

Service Today

S i

Iterns assigned to my group
Service Today

,:(:}:, Al rmy open service calls

Service call

,(:‘ }-, My open calls within 2 days before deadline

Service call

IR

Cancel

The dashboard view configuration dialog

In the shown dialog you can perform the following tasks:
e Add a new or existing view to your dashboard view
e Remove a view from your dashboard view

¢ Edit the configuration of a referenced view.

Adding Views to a Dashboard View
To add a new view, do the following:
1. Click the Add View menu item.

2. Click the New View... menu item.
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ul
»

=R =

[

Zhange -

Item bype:

Marne:
Total changes For me
View type:
Card
Tahble
Chart
Tree
Scheduler
Mebwork,
| Gauge

Ok | | Cancel |

The New View dialog
3. In the New View dialog fill in an Item type, Name and View type
4. After pressing the OK button another configuration dialog will be shown for your new view.

5. Once you have configured your new view and pressed the OK button, it will be shown in the list of views in the
configuration dialog of the dashboard view.

To add an existing view, do the following:
1. Click the Add View menu item.

2. Click the And... menu item to open the Find View dialog and search for an existing view:
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E Find: Wiew T X
Accept Cancel
Wigww Mame: Ttem bype: | Mwiork order i
liew Name Wigw type [tem Type 1
Al ork Orders Wiork, order
Archive Worl, Orders Tablz Work, order
Open work Orders Table Wwiork, arder
“Wwhork order By Status Table wwork, order
Work order Open By External Contact Table Wwiork, arder
Work order Open By External Ora. Table Wwiork, arder
Wwhark order Open By Group Table Wwhork, order
YWork order Open By Specialist Table % Wwiork, arder

The Find View dialog

3. After clicking the Accept button, the selected view will be shown in the list of views in the configuration dialog
of the dashboard view.

4.11.1 Add or Remove Dashboard Views

Add Dashboard Views

While the default My Tasks dashboard view can be fully re-configured to your needs, it is also possible to add your
own custom dashboard views by doing the following:

1. On the console ribbon activate the View tab and then click All Views in the Manage section. As an alternative,
you can also right-mouse-click on the My Dashboards node in the Navigator and choose the Manage All
Views menu item instead.
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2. Inthe All Views dialog make sure that the item type in the top right corner is set to the (My Dashboards)

option:

2 all views

Applyview | [ 2 a0 N

.
e

Wiew Type Default | Vi Summary

Yiem's

(Gauge)

+ Service Today For Person {Table)

« Approval Tasks For Current Person (Table)
« Service Today For Workgroup (Table)

% + &ll my open service calls (Gauge)

« My open calls within 2 days before deadline

{My Dashboards) -

The All Views dialog showing dashboards

3. Click on the New button in the toolbar to create a new dashboard view:

=N =T 7T X

Item type:
My Dashboards)

MNarne:
Py Meww Dashboard

View bype:

- Dashboard 1, —-]

O | | Cancel

The New View dialog for creating a new dashboard view

4. Press the OK button to show the configuration dialog for dashboard views.
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5. After.you have configured your dashboard view and pressed the OK button your newly added view will be
shown in the navigator underneath the My Dashboards node and also in the All Views dialog.

PROLIN Smart Client 2020

Remove Dashboard Views

NOTE: You cannot remove the My Tasks dashboard view.

To remove a dashboard view do the following:

1. On the console ribbon activate the View tab and then click All Views in the Manage section. As an alternative,
you can also right-mouse-click on the My Dashboards node in the Navigator and choose the Manage All
Views menu item instead.

2. In the All Views dialog make sure that the item type in the top right corner is set to the (My Dashboards)
option.

3. Select the dashboard view that you want to remove.

4. Click the Delete button in the toolbar.

4.12 Gauge Views

A gauge view allows you to create an aggregated measurement on a certain item type in your system. For
example, you can count the number of service calls that are assigned to you or to your workgroup:

Unlike other types of views (like table, chart, explorer, etc), gauge views are not standalone views and can only be
part of a dashboard view and therefore will not be shown in the navigation pane.
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NOTE: In the current release a gauge are only capable to COUNT information in your system. In a future release
this will be extended with other aggregated functions like AVERAGE, SUM, MAX and MIN.

PROLIN Smart Client 2020

Add or Modify a Gauge View

Adding or modifying a gauge view can be done either using the configuration dialog of a dashboard view (this is the
recommended way), or using the All Views dialog.

Remove a Gauge View

When you remove a gauge view from the configuration of a dashboard view, then only the reference to the gauge
view will be removed; the configuration for the gauge view itself will be preserved. Use the All Views dialog to
delete the gauge view entirely from your system.

Configuration

The configuration of a gauge view is very simple. Currently all that is needed are a filter and a color.
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Wiy Options

Total Changes

Gauge Yiew

i General

aeneral

Color: [ Crange

|(~.; :}::I

x

IR

| | Cancel
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5 Using Forms

Now that you know where to find the information. We can now go into detail. The details are found in forms. In this
chapter you will learn how to open a form and change the information.

5.1 Set the Default Form

When you open a form from a view, the default form is used to show you the item. One form may have fewer
fields, but reacts quickly and contains just the right fields for the task. Another form may have the right fields in the
main page, and lesser used fields in the tab pages. Each form is better suited for a specific situation. Forms may be
created for a specific task, or you may have a preference for a certain form that allows you to quickly find what you
need.

To set de default form, do the following;
1. Navigate to a view of the item for which you want to set the default form.

2. Open the application menu, choose New.

o 9

Hicd

u Mew, ., h

ht]
Set the default form through the
application menu

3. In the New Item dialog box, the default form will be high lighted. Select the form you want to set as the new
default form.

4. In the lower left hand corner of the New Item dialog box, select the Use this form as default check box.

Item type: I Service call -

Service call with Approval  Service call (&l Fields)

Service call Ezzentials Service call

Idse this Form as default Create | | Close

Use this form as default in the lower left hand corner

5. Click Close.
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The new form is now set as the default form. The next time you open an item, the new default form will be used.

PROLIN Smart Client 2020

You can open the New Item dialog box in the following alternative ways:
e In the console from the Home tab, open the New list and choose Choose Form....
¢ In a form of the item for which you want to change the default form.

= Open the application menu, choose New....

= From the Home tab, open the New list, Choose Form....

5.2 Navigating Items in Forms

You open a form from a table view. A table view displays many more items than just one. You can move from one
item to the next item in the table view without closing the form.

Items In Forms

To move to the next item in the table view from the form, click Next in the Move group in the form's Home tab.

K q b M
First  Previous

Move

Move command group
In the same Move group you can move to the previous, first and last item of the list in the table view.

When you move to another item, the system will attempt to save the item you leave. Even if you did not change any
field yourself, automatic rules may have changed values. If any field is changed while moving to another item, a
warning about unsaved items is shown.

History Lines

Items are shown in forms and have the above navigation in the form. History lines are shown in History Line
windows. History Line windows have a similar navigation box in the upper right hand corner as forms.

Histaory line Service call x

Apply and Close | Close " |

Information:

E
&
4
i
=

Subject:
Status changed from "Registered” to "In Progress”. E]

Spent kimne: -

Registration

Mare:

Created by: Sharpe
Created: 11/22{2011 12:00 PM

Service Call history lines
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5.3 Understanding the Information in a Form

PROLIN Smart Client forms are power houses of information. To give the quickest overview of the information in an
item, look for the following.

Display fields

Information from a related item, such as the caller of a Service Call, or a history line, may be displayed in display
fields. While the main information is found in the field itself, below that field is a list with information from the item
selected in the field. Notice the scroll bar on the right hand side of the display field, there may be more lines
available than shown at once.

+Item selection field

rd
/ [— 1 J=
F ;Dmpld}f fields

P
el kit Bke 3 -
#
Hame: ¥ Wihikby, Alce
E=mebll; el e e cam

Telsghon= ra.. LG
drgarizetion: Beszarch Department

Scroll for more fields
Example caller display fields in a service call

Quickview tooltip

In addition to display fields, which take space in your form, the quickview tool tip will give information about the
related item. The quickview tool tip also gives information for items of which the display fields are not activated.
Hover your mouse over the item field for a second and the quickview tool tip appears below the cursor.

Iltem selection field
Cursor, still for one second

Coller; etk fry, e | 3 -
i Parsors Whitkey, &lice
E-mad:
Talephone r Heme: Whithy, &lice
E-rvsl e rtia me-inc 000
Crganization: Researdh Depel 2415 r
sschona raiber: 3416

X Hre: Research Engineer

CQuickview tool tip” | o=t =

Eastenn Shomdeard Tame (Hew York)

Quickview tool tip for caller in service call

5.4 Required Fields

Some fields may be required. Fields may be required because the values are needed in the process for the item.
Fields may also be necessary because the values are used to create relations with other items. Either way, a
required field must have a value before you save or close the form.
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You can recognize a required field by the thicker left hand border of the field edit box. The indicating border is
usually red, but the color can be set in the User Options. See Changing Appearance.

/Nnt-rr!ql.lrnd field

PROLIN Smart Client 2020

Medium: E-mad -
Closure code: Edvad » With specislist invalvemant =
Indicator bar \erquirnd field

Required Field with Inidcator Bar

5.5 Opening an Item in a Form

Forms provide you the details of an item. Depending on your authorizations the form also allows you to change field
values of items.

To open an item in a form do one of the following.

¢ Double click an item line in a table view.

¢ Right click on an item line in a table view and choose Open from the context menu.

e Select an item line in a table view, then choose Open Selection in the Item group of the Home tab.
e Select an item line in a table view, then press Enter on the keyboard.

e Select an item then press CTRL and press ARROW DOWN to select multiple items, then press Enter to open all
selected items.

Item line

Ay ID Description

EATE e —

' 880 fasfsdfisd

N 718 Add new user to Server
700 Order 2 new e-Vectras
833 Test WO

Item lines in a table view

See also Navigating Items In Forms.

5.6 Starting Form Actions

Smart Actions are powerful ways of enhancing PROLIN Smart Client with commonly available applications. For
example, it is easy to use Notepad to take quick notes. Notepad can be used in a Smart Action and made available
in all forms. You start actions from the Actions group in a form.

‘-\ﬁ &P Views ~

Refersnces gy links =

Actions

A ctions group
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Link Actions

The Notepad example would be created as a Link Action. A Link action is a Smart Action that uses other
applications and can send basic information from PROLIN Smart Client to the used application. For example,
imagine you use a Notepad action in a configuration item. The configuration item is named "HP Laserjet 5". When
you start the Notepad action, a text file will be created with the naméP Laserjet 5.&xt . Before you can use a Link
action the system administrator must create the Link action and make it available to you.

To start a Link action do the following:
1. Open an item in a form.
2. Click Links in the Action group in the form's Home tab.

3. From the Links menu choose an action.

View Actions

When you use a View action, a view will be opened that shows information related to the item in the form. For
example, imagine you are working on a Configuration Item named "HP Laserjet 5" and you want to see any
Problems pertaining to this configuration item. Problems may be directly related to Configuration Items, and
Problems can be related to Service Calls, Incidents and Changes as well. You may be able to simply find the
Problems related to the Configuration Item, but now you want to see the Problems related to any of the Service
Calls and Incidents related to the Configuration Item. In the configuration item there is a list of Calls and Incidents
related to the Configuration Item. You would have to open each Service Call and Incident to see if there is a
Problem created and open. A View action makes life easy. A View could be created that shows Problems related to
Service Calls or Incidents that are registered against a Configuration Item. The View Action adds the name of the
Configuration Item to the filter of the created View.

The View action's result can be any kind of View (table view, chart view, etc.). The View action's result is shown in
a action window. You can use the View action's result just like any other View, and you can place it just like any
action window in the form. When you navigate the form to another item (First, Previous, Next, Last in the Move
group) the View action's result will be updated for the new item. View actions are powerful tools for getting all the
information you need.

Before you can use a View action the system administrator must create the View action and make it available to
you.

To start a View action do the following:
1. Open an item in a form.
2. Click Views in the Action group in the form's Home tab.

3. From the Views menu choose an action.

See also:

o Navigating Items In Forms
¢ Using Action Windows

e Moving Action Windows
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5.7 Managing Attachments in a Form

Items often have to be documented with information that is best presented in its own format. For example, a
Service Call could be documented with a screen dump of an error situation, Configuration Items could be
documented with a PDF file containing manufacturer's troubleshooting information. Picture files, PDF files and
virtually any other file format can be stored as attachment. The time it takes to open an attachment depends on
the size of the file and the speed of the network.

You will find attached files in the Attachment window. The attachment window is an action window. Usually the
Attachment window is scrolled up to side of the form.

To add an attachment do the following:

Open an item in a form.

Click Attachments in the form's Home tab.

The Attachment window is now scrolled open and pinned down.
Click Add in the Attachment window.

A File dialog is opened, locate the file you want as attachment.

In the File dialog click Open.

The file is now attached to the item and a copy will be uploaded when the item is saved.

® N o h» W D=

Select the attachment and from the classification list select an appropriate classification.

— K Dilete ™ F Seve BN
gy ST

T‘: g

Aktachments (17

s Add... Remave

] erru:-rrepu:urt.saenu:r. o

Tesxk File -
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Choose an attachment classification
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NOTE : Notice how the Attachments window name bar shows the number of files attached to the item.
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This item has one
attachment

To remove an attachment do the following:

1. Open an item in a form.

2. Click Attachments in the form's Home tab.

3. The Attachment window is now scrolled open and pinned down.

4. Select the attachment you want to remove.

5. Click Remove in the Attachment window.

6. The file is now marked to be removed and will be removed when the item is saved.

If the attachment server is not available, then you will see a problem notification at the bottom of the Attachment
window. In case of a problem, you will not be able to save the attachment.

PROLIN Smart Client can print reports to many formats, also to PDF. Problem documentation can benefit from
regular reports of the chart or view used to analyze the Problem.

See also:
e Using Action Windows
e Moving Action Windows

5.8 Entering Information

A form is used to enter and present information. The fields have different types and each type of information
entered must be entered correctly to have value in the processes. PROLIN Smart Client provides nhumerous tools to
enter correct values in the fields. In this section you will learn about the tools available for the various field types.
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When you enter invalid information into a field, the field will change appearance. The following image shows a date
field with invalid data.

PROLIN Smart Client 2020

Caller: Do JE - SRS

A Field with invalid information entered

If a form contains invalid information, a warning will be shown when you try to save the item. You can then discard
the invalid information or return to the form to correct the information.

5.8.1 Selecting Options

Options, or more generally speaking, Boolean fields can have various forms. Options can have only two values; the
option is selected or not. The predefined option field is shown as a checkbox.

To select an option, do one of the following.

e Checkbox. Click the check box. A check mark will be shown when the option is selected.

¢ Radio button. Click the button. The button will appear pressed when the option is selected.
¢ Yes/No selection. Choose the option from the field's value list.

e True/False selection Choose the option from the fields' value list.

Unique

O ption field as a check box

5.8.2 Entering Text

Text fields come in a variety of lengths. Shorter text fields are shown as a one row text box, while longer text fields
are shown as a multi-row text box with possibly a scroll bar.

Text fields can contain any character determined by the character sets on your computer and the database. The
database must be configured to contain Unicode to enter Unicode characters.

In single-line text fields, predter to move to the next field. In multi-line text fields, prenter to start a new
line.

Marme:

adams, Paul il
Search code: I.ﬁ.D.ﬁ.MF'
Initials: P

Multi-line text field (abov e) and single-line text fields (lower two)

5.8.3 Entering Monetary Values

Monetary or currency values are numeric values. Enter a monetary value by entering a number. When you leave
the field, the number will be formatted as currency.
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Open the monetary value list and a calculator will appear. The calculator allows easy entering of values.

Cosks
Flanned Cost: M ~
Flanned Cost (Alternative): Back E s $1,133.14
Ackual Cosks e 7 g g i sqrt -
Actual Cost (alkernative): MR 4 5 & * o,

M5 1 2 5 -l i

M+ 1] +/- + = ‘

L — L____—]

Monetary fields with calculator

In the above picture, a value of $1,000 is being entered in the Planned Cost field. The Planned Cost
(ARternative) field is formatted as U.S. dollars.

The Planned Cost field is formatted with the primary currency format. The Planned Cost (Alternative) field is
a conversion of the Planned Cost field and is formatted according to the secondary currency format. What
currency the primary and secondary currencies are depends on the system settings for currencies.

5.8.4 Entering Date and Time Fields

Date fields contain a specific day from the calendar. Date-time fields contain a specific time of a day from the
calendar.

To set a date field, either type the date in the correct format or select the date in the calendar box. To change the
month click an arrow left or right of the name of the month and year. Alternatively, click on the name of the month
and year. A list of months in the year appears, now select the month. To change the year, click on the name of the
month and year, a list of months in the year appears, now click the arrows left or right of the year number. To
change the year by ten years at a time, click the number of the year above the month list, a list of years appears,
now click the arrows left or right of the year range.

Wi arranty date; 300042003 -
Thursday, February 17, 2011
¥ April, 2003 b

Sun Mon Tue Wed Thu  Fri Sak

14 1 Z 3 4 5
15 & 7 g 2 10 11 1z
s 13 14 15 16 1¥ 1§ 19
720 21 22 23 24 E5 0 E6

w27 28 29| 30
Clear

Select the date from the drop down calenar

Relative dates can be entered in the date field. For example, to enter tomorrow as a value typel  in the field.
Yesterday can be entered ad .When you leave the field, the correct date will be shown. In a date field you can
enter relative dates as whole numbers preceded by a plus or minus sign.
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For a date-time field, the calendar box also contains a clock. The calendar works the same as the calendar for the
date field. To change the hours in the clock, double click the hour value and click the arrows up or down. To change
the minutes in the clock, double click the minute value and click the arrows up and down.

PROLIN Smart Client 2020

Once you have set the date and time, click OK to return the changed value to the field.

Deadline: 111112010 07:20 - | ||

Mhae e altior Thursday, February 17, 2011
1 Movember, 2010 3

Plannwed tant Sun Mon Tue Wed Thu Fri Sat e
Faanned P s 1oz o3 5 6
Bllammmnd Dun o s 7 & 9 10 1z 13

% 14 1% 16 17 19 20
Bt Ml 0 21 220 230 024 26 27

A 25 29 30
Al Shaet 2
Acttl Finash Clear QK Cancel 07:20 .

Bl adl e e b - L&}

Set the date and time

Relative dates can be entered in the date-time field. For example, to enter tomorrow as a value typel  in the field.
Yesterday can be entered ad .When you leave the field, the correct date will be shown. In a date-time field you
can enter relative dates as whole numbers preceded by a plus or minus sign.

5.8.5 Selecting Codes

Code values can have two forms, a list or a hierarchy (tree). Both are easiest selected from the code value list.

A list of code values may also be shown as a set of radio options.

Service bype: 2 Business ) Operations manage ) Underpinning
Click the value to select a code
To select a code from a list, open the code selection list and choose the code value. Change the size of the code

selection list to see more values. To change the size of the code selection list, open the list and click and drag the
lower right hand corner of the list.

Impact: Low { 1 person affected) -
ey

Mone
Oeadlite Low { 1 person affected)

Actual Fimih Mediurn {Group [ Unit affected)
High {Department affected)
Top (Site [ Organization affected)

LI v s ol
Rl

Resizable code list
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To select a code from a hierarchy, open the code selection list and choose the code value. The hierarchical code
selection lists can be resized too. For easy overview, branches in the code tree can be expanded and collapsed. To
expand a branch, click on the plus sign. To collapse a branch, click the minus sign.

Closure code: Solved = \With specialist invalvement -
{ - Unable to reproduce A|
g
i -Unable to solve
oty Aqhand Curion i beworkaround offered
=k Salved
PO Growup
= With specialist involvement |
o WiFRen ik cmacialick imoaloarnank b

Clear

Resizable hierarchical code list

5.8.6 Entering Information in a Lookup Field

Relations to another item are entered in a Lookup field. Lookup fields have a magnifying glass and a Lookup field
menu at the right end of the field.

Caller: Adamns, Paul Q -

A lookup field

To enter a value in the Lookup field, start typing in the field. When PROLIN Smart Client has multiple suggestions
for the value a list will be shown and you can select a value from the list. Continue typing and when only one item
can be suggested from the typed part, the found value will be entered in the field. This function is called the auto
complete function. The auto complete function searches for suggestions based on the search codes of related
items.

T e

Caller: 4 Q -
Search code Firsk name Last name A | E-mail Location Manager
AMDRF Francis Andrews @invention-inc.com =401 Bickerstaffe, A...
Wi af o

onifigur ation M

Dy ipiiom

Lookup field with auto com plleté

Click on the magnifying glass, this will open Quick Find. Select an item in the view and click Accept in the Quick
Fnd to return the selected item to the Lookup field. Double clicking an item in the view will also return the item to
the Lookup field.

When you first open Quick Find, items are shown in the default Quick Find view. To change the view, select
another view from the View list. The types of views that can be selected in Quick Find include table views and
explorer views.
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Start typing a value in the Look for field and the Quick Find will make the selection more specific, showing those
items of which the left column starts with the characters in the Look for field. You can click and drag a column
header to the left most position to look for items based on the new column.

PROLIN Smart Client 2020

Click Clear to clear the Look for field and show all items in the view again.

Click Cancel to close the Quick And without returning a selected item to the Lookup field.

Sty Ill et o) =
Q Quick Find: Person - B X
Bagitan 051 12010 0720
|Bccept | Cancel | Clear
Entored by porton  Uter Syifes -
Look, For; Wiga I.ﬁ.ll Persons -
Zaller; Adams, Paul
Drag a column header here ko group by Ehat column
M
Email sty A Firs... " | La... & "|E-mai Loc... | Ma...
Talapiomns me s ADANMP  Paul Adarns adampi@inventi,.. US4 ... Philip...
AMDRF Francis  Andrews  @invention-inc.... USA = ... Bicker...
Ouganization s ¢ Degartsent
Configuration Res
Sanvice
S it Lévall- Bronss (8 x 5) —

Select the item in the quick find and click A ccept

To create a new item and return the new item to the Lookup field, open the Lookup menu and choose New. The
lookup menu also contains tools and actions that are useful for the given field.

“ T

Caller: Q-
L Aitarer . # [} Mew Item
£ el miarsfiEit el hirig (o
Teleot - L‘_ . I o [  open This Them
#M  Advanced Find
Cwganisation Sa-ttan ¢ Dnaghan Tasadin
Metmeeting
Cortagu ation Re i Mew Mail Message ]
Lathii 1 SLAs Far this person
Lonvice Lovel Bronge (8 x 5) all calls For this person
QA Cpen calls for caller
|| —

The Lookup menu

Using a Lookup field, you create a relation from one item to another item. The item you make a relation with, may
have many relations. For example, you can relate a Service Call to a Person in the Caller Lookup field. There is one
Person in the Caller Lookup field. However, in the Person form there will be a list of Service Calls for which the
Person is related as a caller. This is called a one-to-many relation, one Person may be related to many Service
Calls. Not all one-to-many relations can be seen from both sides.
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5.9 Creating and Changing Relations

Relations contain important information about an item. For example, the relation between a Service Call and a
Person tells for which Person the Service Call is created and so the relation provides the information who to call for
more information about the issue described in the Service Call.

There are three distinct relations in PROLIN Smart Client and each type of relation carries a different type of
information. The relation between a Service Call and a Person isane-to-many  relation. Many Service Calls may
be created for one Person. One Person may be the user of many CIs. One desktop may have only one user, but
some CIs such a printers have many Persons as users. The relation between a Person and a CI israany-to-many
relation. Then there is also the Generic relation, this is a speciahe-fo-one relation. With a Generic relation you
can relate one item to one other item. The generic relations are defined by your company.

In the following sections you will learn about the different relations, what they look like, how to create them and
how to change them.

5.9.1 One-To-Many Relations

One-to-many relations look different from either side of the relation. The Service Call to Person relation is a many-
to-one relation. In the Service Call you will find this relation in the Caller Lookup field:

Caller: Adams, Paul Q -

The Person-Service Call relation in the Service Call form

From the Person item perspective you will find this (one-to-many) relation in a list of Service Calls:

| General | Address & Fhone | Workroups | Cls [EERTEKGAEN ianaolill

ID &  Deadine Drescripkion Skatus | Cakegory
63 2710712001, Cannot archive files Closed  Incident
A9 2e/0712001,,, M3-Cutlaok hangs when downloading ... Closed  Incident
134 01/08/2001... How can I create new data forms 7 Closed RFI(Re...

The Person-Service Call relation in the Person form

To enter information in a Lookup field, see Entering Information in a Lookup Field
In a list of relations, you can create a relation with a new item or you can create a relation to an existing item.

To create a relation to a new item, click Add at the top of the relations list. The default form for creating new
items will appear. See Creating an Item for more information about different ways of creating new items.

To create a relation to an existing item, click Add Relation at the top of the relations list. The advanced find for
the item to relate will appear. See Using Advanced Find for more information. When you have found the item you
want to relate, double-click the item or click Select Item(s) in the Advanced Find dialog. This will return the item
to the list and close the advanced find.
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To edit the related item, select the item you want to edit and click Edit at the top of the relations list.

To remove the related item from the list, select the item you want to remove and click Remove Relation at the
top of the relations list. Removing an item from a relations list does not remove the item from the system.

The Service Calls list in the Person form does not allow creating or changing relations. The Service Call-Caller
relation is created when the Service Call is created and cannot be changed afterwards. This is a requirement of the
ITIL process. Other items have similar relations that can only be created one time and cannot be changed.

5.9.2 Many-To-Many Relations

Many-to-many relations are shown in similar lists in the items on either side of the relation. In either item, the
relation is shown as a list of items:

| General | Services | S and Outage [NIESEM Farent Cls | Chid Cls | Relat-iRile

g0 Add % Add Relation

Search code | Firsk name Last name E-rnail Location Manager
ADAMP Paul Adams adampi@iree, .. 15401 Phillips, Pip
A5HF] Jack. Ashfield @irvention.., 5403 Fritznek, Ben

The Person-ClI relation in the CI form

| General | Address&Phone | Workaroups [SEMl Service Call | Manager of: [KIG

Configuration Tkerm Marne 1 Location Category
PCEAYDOS PCEAYAK P3 900 Mhz ELRCOZ Business P
PCkAYO01 PCEAYAK P3 900Mhz sa02 Business P

PRLASOO1 HP Laserjet S5ikM:x

The Person-CI relation in the Person form

In a list of relations, you can create a relation with a new item or you can create a relation to an existing item.

To create a relation to a new item, click Add at the top of the relations list. The default form for creating new
items will appear. See Creating an Item for more information about different ways of creating new items.

To create a relation to an existing item, click Add Relation at the top of the relations list. The advanced find for
the item to relate will appear. See Using Advanced Find for more information. When you have found the item you
want to relate, double-click the item or click Select Item(s) in the Advanced Find dialog. This will return the item
to the list and close the advanced find.
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To edit the related item, select the item you want to edit and click Edit at the top of the relations list.

To remove the related item from the list, select the item you want to remove and click Remove Relation at the
top of the relations list. Removing an item from a relations list does not remove the item from the system.

5.9.3 Generic Relations

Generic relations are defined within the company and support company specific processes. Relations between items
carry important information about the two related items. Relations carry the information for processes. Most fixed
relations in PROLIN Smart Client are used in ITIL processes. For example, Work Orders are related to Changes to
show how the Change is actually executed. The configurable generic relations, can be used to fit in company
specific processes.

With generic relations you may connect any item to almost any item. Some restraint must apply to avoid negative
impact on performance. To fit the generic relation in the company's processes the allowed relations must first be
defined. After being defined, the Generic Relations lists must be added to forms to be available to the user.

Generic Relations have a direction, incoming or outgoing. Generic Relations go from one item to another item. The
relations that go out from the current item show up in another list than the items that come into the current item.
The direction of a Generic Relation is again important process information.

To create or edit a Generic Relation, first find the Generic Relations lists. Often these lists can be found in the
Generic Relations tab. In the following image, the list with incoming relations is at the top and the outgoing
relations are at the bottom.

&p Add Edit... Remove

r . |

Frorm Descripkion To Description

Genetic Relations 1 =

Subcontract call(s)

Ashfield, Jack Run management invoice surmmary batch job

Generic Cutgoing Relations

&p Add Edit... Remove

r . |

Frorm Descripkion To Description

Run management invoice surmmary bakch job Bdarns, Paul

Lists of incoming and outgoing generic relations
e To add a generic relation, click Add above the list of the right direction. The Generic Relation dialog appears.

¢ To edit a generic relation, select the relation in the list and click Edit above the list. The Generic Relation dialog
appears.
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e To remove a generic relation, select the relation in the list and click Remove above the list.
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& Generic Relation - M X

Apply and Close | Close

Tvpe
I PersonzSC q -

Related items
Frann
I'ﬁ.shFieId Jack q ~

To

Dialog for adding or editing generic relations

The current item is preselected and grayed out in the Generic Relation dialog. In the Generic Relation dialog
you can change the generic relation as follows.

1. Choose the type of generic relation from the Type list. The type of generic relation determines the type of item
that can be selected as the related item.

2. Choose an item in the Related Items section of the dialog. In an incoming relation you can select an item in
the From field, in an outgoing relation you can select and item in the To field.

3. Click Apply and Close to save the relation or click Close to discard the changes.

5.10 Copying Item Information

To copy information from an item in a form, do the following:
1. Open the form and select the value in a field.

2. From the Edit group in the Home tab, click Copy. Alternatively pre®GTRL+C on the keyboard.

4 A
Gg e Cut S,

Paste S5 Copy -

Edit
The Edit group in a form
3. To paste the information, switch to another application or to another field that can contain the copied

information. Place the cursor in the field and click Paste in the Edit group. Alternatively, pres€BTRL+V  on the
keyboard or use the paste functionality of the other application.

NOTE : The Copy menu contains predefined actions to create new items from copied information. See Copy
Information to a New Item.
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5.11 Text Snippets

Text Snippets are available in PROLIN Smart Client 2016 R9 and later.

5.11.1 What are Text Snippets

Text Snippets are pieces of text that can be saved and reused in text fields in forms. They can be very useful if you
want to use standardized pieces of text (for instance for communication to the caller) and don't want to type the

same text over and over again.

They are stored locally on a computer where PROLIN Smart Client runs. The location where they are stored is: C:
\Users \[USERNA ME]\ AppData\Roaming\PROLIN Inc\PROLIN Smart Client\11 in a file named

snippets.dat.

If you want to share Text Snippets you can distribute the snippets.dat file to other users.

5.11.2 How to use Text Snippets

Text Snippets are available per user. Every user can have its own texts or a standard file can be shared amongst

several users. They are usable in all forms, not linked to specific entity.
There are three ways to start the Text Snippets dialog:
1. Click on the Text Snippets button on the toolbar

il

&

Attachments Text Snippets

Workspace

2. Click on the Text Snippets button on the side bar

e —

Status:

sjuawpelyy

Entered by persa

Caller:

—
m
-
=
Wl
3

b=}

o
@
rr
o

3. Press Ctrl-T when you are in a text field
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Since it is a general tool window the Text Snippets dialog can be pinned to stay available or even undocked from its

location (similar to the Attachments pane).

@ —_

@}—] £S5 Close | mj [Ef Save &Clo
x Delete B BEY save &Ne

New Save

+~ 5 Open EY%| save asTe

| Item

Ask for more info

Please can you give me more info
about the issue you experience. ..

Mo scope

This issue falls out of the scope of
this project. Flease re-enter it f...

s

Snippet properties

Mame:
Ask for more info

Text snippet:

Please can you give me more
info about the issue you
experienced. Please explain
what steps lead to reproduction
of the issue. If you can add
screenshots that would darify a
lot as wel

Add a text to the Text Snippets list

Open the Text Snippet dialog. Click on the "+" button. You can now enter a name to identify the Text Snippet and
the text itself. The Text Snippets are stored automatically. You don't need to press a button to save.

Modify a Text Snippet
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Open the Text Snippet dialog. Select the Text Snippet you want to modify from the list. The values are shown in the

details at the bottom of the dialog. You can modify the text. The Text Snippets are stored automatically. You don't
need to press a button to save.

Delete a Text Snippet

Open the Text Snippet dialog. Select the Text Snippet you want to delete from the list. Click on the "X" button.
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6 Smart Reporting

The PROLIN Smart Reporting module in PROLIN Smart Suite enables customers to create nicely formatted reports
using all available fields and existing filter functions. These reports can be shared with all end users via PROLIN
Power Server.

In this chapter you learn how to create, run and share reports. You will also learn how to print a view or form and
how to make pictures you can use in a presentation or you can send through e-mail by exporting the view or form.

6.1 Running Reports by End Users

All users have an option to run reports in PROLIN Smart Client. This function can be found under Home - Reports:

< &3 Open Service Calls By Organization - PROLIN Smart Client - 8 x
[E+ Home view @ -
[ New...
~ Reports Available Report Templates
(5 Open...
=] Run @ ) @,
() Print 5 EPROLIN®
[al print Preview Service cal service call - Copy Service call - master slave report
\l: } Report =5 A Report =5 ):.e::/, .
Administration Service call chart Service Call totals Servicecall detail report:
1 u“-g Repart \ag Report {,a-} Report

Reports
i User Options

B Exit

Tite: servicecal detail report
Date Created: 7/23/20159:26:50 AM
Description:

S

Run Report

End user print function
Users can only access reports from entities they have view rights for.

In the middle section of the screen you can select an entity and under every entity you see the available reports. If
you select a report a preview is shown at the right side of the screen. Under the preview there is some general
information about the report and a button that will run the report.

After you click the Run Report button the following screen is shown (in this case showing the standard Servicecall
detail report):
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Open Save || Print Quick Options |Parameters| | Heacer[Foot=r Scale Margins Orientation  Size Find Thumbnais Gockmarks | First Previous NextPage LastPage | ° ManyPages ZoomCut Zoom ZoomIn |Page Color Watermark | Export Evmail | Close
Print - - - - Page  Page @ - - To- As+

| Document || Print. | Page Setup 5| Navigation I|! Zoom || PageBackground || Export || Clese |

Select call status [CLOSED &+
£ HANAGEMENT

— Servicecall detail report -
ID 3

Description  PERF: Optimize loading of code fields

Information  Opening a data form currently loads the data of all code fields. This must be deferred until the user
starts using a specific field.

Solution Multiple changesin data binder and data source logic. Combo box editors now always re-populate.
See also SC 524 and SC 737

Closure Code  SOLVED

Service Service Level

Bronze (8 x 5)

Deadline

Configuration ltem Category Location

Smart Client 7 M11.2 Smart Suite » Smart Client ARCHIVE

Call Category Classification

ENHANCEMENT REQUEST SMARTCLIENT

Priority

Page 40f 4684 |

User print preview window

In this window the generated report is shown. From here it can be viewed, printed and/or exported using the
functions in the ribbon.

6.2 Report Designer

Creating and modifying of reports can be done using the Report Designer which is available in the admin client
and therefore can only be done by users who are a member of the Administrator role.

6.2.1 Start the Report Designer

To start the Report Designer go to Home - Administration - Reporting - Reports

You will get the following screen:
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%] 5] All Open Service Calls - PROLIN Smart Client - O x
[E+ Home View A @~
[ new...
i] * Reporing + Reports F Q)
e @ = porting epor & @,
(S Print % Generdl Server Reports
B¢ searity — Change —Configuration Item — E-mail Service Call — Incident — Maintenance contract
el rint Preview G} Accounts t #) Folder t@ Folder h B Folder Lﬂ_‘,‘._i Folder |4 - g Foder
————— ) Roles =
Administration Audit Policies —— Organization —— Person — Problem —— Project — Service
Sl Foider (32| Folder Sy Folde: - oider S Folder
audit Log ! g Foider V& Foder I g Foider (&, Foicer LVF__.r
Reports Active Servers —, Service call —, Service Level Agreement ——, Service Today —, Waorkgroup —, Work order
Active Sessions |,_'g Falder |,_'n‘§ Falder Lﬂ_'gn,-‘aF: ider h'g Folder |4' B Fokder
_% User Options [Z+44] Business Logic
Iy Actions
B et By Rules

E

=3

The main screen shows (per entity) the reports that are saved on the server.

The Report Designer can be started by either double clicking on an existing report or by clicking the

button or the

Required Fields
[ scheduled Tasks
g Presentation
fla] Farms
A views
8 search Polices
[3# Reporting
Data Analysis
[ Reports
{101 Data
1l Templates
Codes
Custom Cades
Calculated Fields
Custom Fields
Copy Fields
[&] check Lists

=

50

n -
button on the toolbar.

|| Ereate

Reports are stored in the Smart Suite database. If you want to copy reports from one database to another you can

use the Importing/Exporting Reports function.

The Report Designer looks as follows:
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d ‘ ‘ New - Report Designer - A x
Report Designer Print Preview HTML View Toolbox E3

= B &% [ E S @ oo @4 [@ees @searsas P [ @ Q @ P

Save Save All | Properties Undo 75 - |[B I Ull= | ||/°0 = |ed| [& A =[] [ % ||| Fiter || Scripts |Zoom Out Zoom ZoomIn || Windows

Report Edit Font Alignment Layout Data || Saripts Zoom View

Y
Standard Controls ES 7] topMarginBand1
e |5 detailBand1
b Enter || battomMarginBand1
A Label [ Styles
- Formatting Rules
ill Check Box 4% Components
C . &} reportDataSource1
L:\, Rich Text v detailBand1
7| icture Box
_J Panel
T Table
\ Line [ Report Explorer
‘(IJ Shape
Report Report -
Wl Bar Code port Repo
U |52z 84
\8B]  7ip Code Appearance z B
i et Sackground Coloy [ Transparent  |= |
i

Border Color I Black

Border Dash Styh Solid

Border Width 1

Borders None

(5 Adda Group = T Addasort+ 0 o < & Font Times New Roman, ..
Foreground Color I Black
Formatting Rule ¢ (Collection)

Farmattina Rules (Collection)

()

) Gauge

[ Field Name Sort Order Show Header | Show Footer

[CACTEE % saipts Errors
Repert (Pepencnd: Letr | [ SE————CT

6.2.2 Example reports

Some example reports are distributed with PROLIN Smart Client. These can be found in: c:\[Smart Client
installation folder]\ Example Reports.

The following example reports are available:

Service call

Name Parameters Content

Service call detail Service call ID Shows a single record overview of a set of service call
attributes.

Service call master-detail Service call ID Shows per master service call the history lines and work orders

linked to that service call.

Service call totals Date created from Shows a count of number of service calls for the selected date

range per status, per priority, per assigned to workgroup.
Date created to gep per priority, p g grotp

Service call chart Date created from  Shows a pie chart of service calls for the selected date range
per category. And a set of bar charts grouped per status,

Date created to showing the count per priority.
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Person
Name Parameters Content
User - CI - CI Child User searchcode Shows an overview of the CI's and CI child's per users.

6.2.3 Run Reports from the Designer

In the Report Designer there are three tabs:

%

Repaort Designer Prinit Preview HTML View

On the Report Designer tab you can create and define reports. When you click on either the Print Preview or
HTML View tab the report is executed. The Print Preview shows how the report would look like if it is printed. The
HTML View shows how the reports will look like in an HTML Browser.

6.2.4 Save Reports

Report are saved in the database. This makes it easy to distribute reports to other users.

There are three buttons in the toolbar that control the saving of reports and the information that can be given with
a report:

Report Designer Print F
Ha
Save Save All | Properties

-

Report

If you press Save in a new report (or Save As in an existing report) you will get the following dialog:
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Report Properties xX

Item Type:  Service call
Name: Service Call Detail example

Description: | This report shows a detailed overview per Service call.
all fields are printed in portrait.|

Status: Draft A4 aK Cancel
Forms
Location: Views
| Reports

In this dialog you can specify some information of the report:

Name: The name of the report. This field is mandatory.

Description: A description of the report. This description is visible by end users if they have access to the
report.

Status: Here you can choose between "Draft" or "Published". If a report has status "Draft" the report can

only be seen by administrators. If the status is "Published" all users with view rights on the entity
this report is created in can see the report.

Location: This controls where the report is available for end users.

Forms: the report is available from the Print menu in forms
Views: the report is available from the Print menu in views in the console
Reports: the report is available under Home - Reports

Reports can be made available on more than one location at the same time.

This dialog can also be opened when you click on the Properties button in the toolbar.

When a report has sub reports you can open them in the same designer (see Sub Reports for more information).
With the Save All button you save all changes in all open reports.

6.3 Report Editing Basics

This chapter describes the most basic tasks you may encounter when initiating a report edit in the Report Designer.
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6.3.1 Basic Operations

The topics in this section cover the basics of working with reports in the Report Designer.

6.3.1.1 Controls Positioning

This document describes how to easily construct professional looking reports, by precisely aligning their elements to
each other. For this, the two following facilities are introduced in the Report Designer.

e Snap Grid
e Snap Lines

You can choose which mode to use for controls alignment within your report, by setting its Snapping Mode.

Property Grid El
myReportl Report |E|
Hz=| A
EHz= Z*‘
Draw the Grid fes
Row Count for Preview 0
Snap Grid Size 12.5 B
Snap to Grid s

ECTT
Snapping Mode Snap to Grid E!

Spedfies the mode in which repart elements are
snapped to each other, when they are resized or

Snap Grid

When a report is being designed in the Design Panel, it is lined up by the Snap Grid. This helps to establish the
distance between report elements, and to precisely align them to each other.

v [E Detail

To quickly align a control to the report's Snap Grid, right click the control, and in the invoked Context Menu, click
Align To Grid.
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. N (la
«|labell L
- = Bring To Front
Send To Back
L1 Align Te Grid
o Cut 5
[H Copy
Paste
5 Delete
Insert Band 3
Insert Detail Report »
Zoom 3
[ Properties

You can choose whether the Snap Grid should be visible, by selecting your report, and setting the Draw the Grid
option in the Property Grid.

Property Grid

[x]

<]

myReportl Report
BE 24

Draw the Grid ETES |E||:|

Row Count for Preview 0

>

=]
Snap Grid Size 12.5
Snap to Grid (=]
Snapping Mode Snap to Grid
Draw the Grid

Gets or sets a value indicating whether to draw the
grid at design time.

You also can adjust the Snap Grid Size, which is measured in the measurement units set for your report.

The Snap to Grid option specifies whether controls are snapped to the Grid when they are moved as usual (with
no additional keys being hold down). When the Snap to Grid option is enabled, the default move behavior works
in the following way.

e For controls to be aligned to the Snap Grid while being moved:
- Using the keyboard: move them using the ARROW keys.
- Using the mouse: move them as usual.

e For controls to ignore the Snap Grid while being moved:
- Using the keyboard: move them using ARROW keys while hold down CTRL.
- Using the mouse: move them while hold down ALT.
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Disabling the Snap to Grid option swaps the default manipulation to its opposite (you should press CTRL or ALT, to

enable the Grid snapping).

Snap Lines

Instead of the Snap Grid for control positioning and alignment, you can utilize the Snap Lines. These are guidelines

appearing when a control is being moved, and indicating the distance to other report elements (bands and

controls).
v [E] Detail
u | |
labell ulabel2
| = n

[,

iy

For each report element, you can modify its default Snap Line spacing (paddings for bands and Panel, and margins

for other controls) using the Property Grid.

Spedfies the inner indents to be maintained when
report elements are aligned to the control's edges

Property Grid El Property Grid El
Detail Detail E| labell Label E
| &z
Bz Z
Layout Location 24.58, 20
Height 459 Size 100, 23
B Snap Line Padding Gl Te T i) RN 10, 10, 10, 10
Al 10 All 10
Left 10 = Left 10
Right 10 Right 10
Top 10 Top 10
Snap Line Padding Snap Line Margin

Spedfies the control's margins that are maintained
when the control is aligned using snap lines.

6.3.1.2 Change Measurement Units of a Report

For your report, you can choose its global Measure Units, which can be either Hundredths of an Inch, or

Tenths of a Millimeter.

This can be specified either using the report's Smart Tag ...
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Jf Reportl® |

}.I| T e |

[

Report Tasks

Design in Report Wizard. ..
Edit and Reorder Bands...
Data Source

Data Member

Data Adapter

Filter String

Print when Data Source is Empty

Detail Print Count
Measure Units
—| Formatting Rules

Formatting Rule Sheet
Style Sheet

[ S T

Watermark

Detail Print Count when Data Source is Empty

1
0

Hundredths of an Inch
Hundredths of an Inch

(<] | ICB) [GR]

CEEE

Tenths of a Milimeter
Ly

{Collection)
{Collection)

{Mone)

EIEIE

... or via the Property Grid.

Property Grid

myReportl Report

(<]

R

Behavior

Export Options (Export Options)

Measure Units

Gets or sets the unit of measurement for the repaort,

][>

EHundrEdths of an Inch

Hundredths of an Inch

This defines the basic measurement unit for all the unit-related options of a report and its bands and controls (such
as location, size, border width, etc.). And, this determines the measurement unit of the report's Snap Grid.

6.3.1.3 Change Page Settings of a Report

In the Report Designer, page settings of a report can be specified in one of two ways. The first approach forces the
default printer settings to be used when the report is printed, while the other one enables you to alter page settings

independently.
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¢ Using settings of the default printer

For the orientation, margins and paper size, you can specify a requirement that applies the corresponding printer
settings instead of the report's. In this instance, the page properties in the Property Grid are disabled and displayed
as grayed out. This may be useful when the report is printed in several places with different printers and printer

settings.

Property Grid EI

myReportl Report M

E==| A
@z Z

Paper Mame (Default)
Printer Mame

B Lising Settings of the Default Printer JUEL: LRt n gt}

|se Landscape Yes
Use Margins Yes
Lise Paper Kind Yes

Using Settings of the Default Printer

Gets a value that spedifies which of the default printer's settings should be
used when printing an XtraRepaort.

Page Settings

o Specify the report's page settings

While designing the report, you can specify the page settings via the Property Grid:
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Property Grid El
myReportl Report El
s 2
Page Settings
Landscape Mo
Margins 100, 49, 100, 100
Faper Kind Letter =
Paper Mame
Printer Name
[=] Using Settings of the Default Printer  {Using Printer Settings)
|se Landscape Mo
Use Margins Mo
Use Paper Kind Mo

You can set the page orientation and modify the margins. The margin values are expressed in the report's
measurement units. You can select from the predefined paper sizes (Paper Kind property), choose Custom and
create your own paper size, or select one which is already defined for this printer (Paper Name property).

These settings affect the layout of the report's design surface. After their modification, you may notice red warning
marks, indicating that the controls go beyond the page width. These warnings can be switched off by setting the
Show Printing Warnings property of the report to No.

o L1 | I:| ! m]
ollabell -
[u} a a
[ ] L1 | I ! ]

label2 -
] [ ] J | ]

Printing warning: The following controls are outside the right page
margin, and this will cause extra pages to be printed -
labelZ, label 1.

¢ Modify the settings in Preview Tab

The report's Preview Tab toolbar has a corresponding button that enables you to modify the page settings. Clicking
this button invokes the Page Setup dialog, which allows you to adjust the page layout before printing or exporting,
and select the printer.
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A
—

T & | & [00%  [v] & |

LR A== =
2

Page Setup..
Page Setup

Page Setup

Paper

Size: [Letter v]
Source: [.I“H.I‘tﬂl'l'lEﬁCEI"}' Select - ]
Orientation Margins {inches)

@ Portrait Lift: 0 45| Right: 1

(71 Landscape Top: 1 Bottom: 1

- %][ Cancel

The margins can also be set visually by dragging the dashed lines in the Preview Tab as needed.
To change the measurement units shown in the margins tooltips, customize the report's Measure Units property.

Measure Units = Hundredths of an Inch

| Top Margin: 0.35" |
_I_
Chang 519.00
Anizeed Syrup $10.00
Queso Cabrales £21.00
Sir Rodney's Scones $10.00
Gorgonzola Telino $12.30
Mlascarpone Fabick $32.00
.
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Measure Units = Tenths of a Millimeter

+ .
Top Margin: 14 mm
Chang $19.00
Anizeed Syrup $10.00
COniezo Cabrales $21.00
Sir Fodney's Scones $10.00
Gorgonzola Telino 51230
MMascarpone Fabick £32.00
b T
—n_hh_h‘_—f'_"'——'-___'__'

6.3.2 Report Types

The tutorials in this section provide you detailed instructions on how to create reports of different types with the
Report Designer.

6.3.2.1 Table Report

This tutorial describes the steps to create a table report, which means that the report's data is arranged into a
table-like layout. This feature should not be confused with the master-detail report or cross-tab report.

To create a table report, follow the steps below.
1. Create a new report.
2. Bind the report to a data source.

3. To add a Page Header to the report, right-click anywhere on the report's surface, and in the invoked Context
Menu, choose Insert Band | Page Header.
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Paste
Delete
Insert Band 3 TapMargin
Insert Detail Report » | [8]  ReportHeader
Loom » | [F] PageHeader
@ Properties = GroupHeader L\\T
Detail
= GroupFooter
|=| ReportFooter
2l PageFooter
BottornMargin

4. Now, add two Table controls to the report's Page Header and Detail band.

To do this, in the Toolbox, click the Table icon. Then, in the Page Header's content area, click and hold down the
left mouse button while dragging the mouse cursor across the Detail band.

v |ﬂ PageHeader [one band per page]

=

v [F Detail |

¥ [ PageHeader [one band per pagel]

rabIECE]lzl tableCells tabl=Celld ‘

v Detaily O -
Table - rabIECE]ll tableCell2 tahleCell3 -
| | [ ] [ |

& L EE R |

|

As a result, two tables are created. One will be used as a header, and the other one - for the report's detail
information.

5. Type the headers into the upper table's cells, and bind the corresponding cells in the detail section to the
appropriate data fields. This can be done by simply dropping these fields from the Field List onto the cells.
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Field List [x]
[=H O] myDatasSet
15 Products
Product Unit Guantity Unit Price {55 CategoryID
v [E Detail Bl -{] Discontinued
] g _ -[35] EAN13
[Productiame]  [QuantityPers| tableCel | -[55] ProductlD

| - - — E ProductMame
4]

- 3h| QuantityPerUnit
-{i3| ReorderLevel

{123 SupplierID

v lﬂ FPageHeader [one band per page]

-3 UnitsInStock 5

......

-[55] UnitsOnOrder
:El Parameters

6. Finally, you can customize various properties of the tables, to improve their appearance. For example, using the
Property Grid you can define their Borders, as well as Background Color. To customize the cells' text options, use
the Formatting Toolbar.

A noteworthy feature is the capability to specify odd-even styles for the detail table.

6.3.2.2 Label Report

This tutorial describes the steps to create a label report containing employee badges, using the Report Wizard.
To create a label report, do the following:

1. In the Main Menu, select File and click New with Wizard... (or press CTRL+W).

2. Next, the Wizard will guide you through the process of creating a label report. For detailed instructions on the
wizard's steps, refer to Label Report Wizard.

3. Bind the report to a data source containing information about employees.

4. Finally, drop the required fields from the Field List onto the available Detail band's area, and customize their
layout.

¥ [5] Detail

[FirstName] [LastName] @
[Title] @

Space forrepeating colunms.
L Controls placedhere willbe printed incormrectly.

Note that you can employ the mail merge, to combine multiple data fields within the same control.
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6.3.2.3 Master-Detail Report (Detail Report Bands)

This tutorial describes the steps to create a master-detail report (or, invoice report) with hierarchically linked data,
using the Detail Report band.

Design a Master-Detail Report
To create the layout of a master-detail report, do the following:
1. Allocate parts of a master report on the report's Detail Band.

For the master report to be generated properly, the report's Data Member should be set to the master query. If you
added the master query first, this property is set to the required value automatically. To manually specify the data
member, click the report's smart tag and in the invoked actions list, expand the drop-down list for the Data Member
property and select the master query.

2. Now, to add a detail report band, right-click anywhere on the report's surface, and in the invoked Context Menu,
point to Insert Detail Report. When the report's data source contains a data relationship, it is displayed in the
Context Menu.

m
m
m

Insert Band [

Insert Detail Report » ﬂ Unbound

Zoom ¥ | [El "CategoriesProducts”
Iji Properties o

3. Then, drop the required data fields from the Field List onto the detail report band.

Note that you should drop items from the relation node (in this example it is the CategoriesProducts section), for
the detail report to be generated correctly.
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v & Detail Field List [x]
i EHE] myDataset
[Categories.CategoryName] E )& Categories =
! ' ' [} CategoriesProducts
v DetailReport - "Categories . Categories Products @ CategoryID

v Detaill Discontinued
] El

| | —
. - g ~{3b]| EAN13
[CateganeaPrqducts.Pruducﬂ'\lanm] |. 5] ProductiD

. . 5., . 2R | Productiame

QuantityPerUnit +
% ~{3| ReorderLevel

] -{123] SupplierID

{12 UnitPrice -

-{53] UnitsInStock

-{23] UnitsOnOrder

-{13] CategoryID

~{ab| CategaryMame

View the Result

The master-detail report is now ready. Switch to the Preview Tab, and view the result.
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Beverages
Cote de Blaye
lpoh Coffee

Condiments
Morthwoods Cranberry Sauce
Vegie-spread

Confections
SirRodney's Marmalade
Gumbéar Gummibarchen
Schoggi Schokolade
Tarte au sucre

Dairy Products

Queso Manchego La Pastora
Mascarpone Fabioli

Raclette Courdavault
Camembert Pierrot
Gudbrandsdalsost

Mozzarella di Giovanni

6.3.2.4 Multi-Column Report

This tutorial describes the steps to create a multi-column report, meaning that each page of the report document is
laid out in a specified number of columns.

To demonstrate the multi-column feature, we'll use a report with grouping.
1. Select the Detail band, and in the Property Grid, expand the Multi-Column Options section.

First, set the required Mode. It determines whether the number of columns is manually specified, or it depends on
the fixed column width.
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Property Grid El
Detail Detail [v]
== A_
[GES z_Jr ||
[=) Multi-Colurin Options  {Multi-Column Options)
Column Count 1
Column Spadng ]
Column Width ] EI
Direction First Down, then Across
Mone
Mode [
Gets or sets the mode in wh Use Column Width
be printed.

2. Then, if you've chosen to Use Column Count, set the Column Count to 2, and Column Spacing to 10.

The Direction determines the order in which records of the same group are processed.

Property Grid E'

Detail Detail [v]

[=] Multi-Column Options (Multi-Column Options)

Column Count 2

Column Spading 10

Column Width i] EI
EFirst Down, then Across

Mode First Down, then Across

First Across, then Down

Direction
Gets or sets the direction in which a detail band is printed on
a page when a multicolumn is enabled.

o E |I

3. Now, on the Detail band's surface a grey area appears, delimiting the available column's width. Adjust the

controls width, so that they fit within the effective borders.

v [E Detail
o L.
[ProductMame] [UnitPrice]

Space forrepeating colurrms.

Controls placedhere will be printed incorrectly.

The multi-column report is now ready. Switch to the Preview Tab, and view the result.
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Category: 1
Chai
Sasquatch Ak
Cote de Blaye
Ipoh Cofles
Cutback Leger
Category: 2
Anisesd Syup
Chef Anton's Gumbo N
Genen Shouy
Sirop d"érabie

Category: 3

Paviowa

SirRodney's Scones
GumbarGummibarchen
Chocolade

Valkoinen sukies

Scottich Longbresds

31800
31400
526350
54500
31500

51000
52135
315.50
52850

51745
31000
53123
51275
31625
51250

Chang

Steeleye Sout

Chartrausa vaiz

Laughing Lurmberjadk Lager
Lakkalikoon

Chef Anton's Cajun Sessoning
Morthwoods Cranbemy Ssuce
Gula Malacca

Vegie-sprad

SirRodney's Mamnalede
MuMuCa Mul-Mougat-Creme
Schoggi Scholobde
Maxilaku

Tarte au suce

51500
318.00
51800
51400
318.00

52200
34000
51945
54390

581.00
31400
54390
52000
545930

6.3.3 Navigation

The tutorials of this section cover the navigation-related features of the Report Designer.

6.3.3.1 Add Bookmarks

This tutorial describes the steps to create a report with bookmarks (a so-called Document Map). This feature allows
you to easily navigate through the report during print preview.

To demonstrate the Document Map feature, we'll use a report with grouping.

To create a report with bookmarks, do the following:

1. Click the Label in the Report Header band, to select it, and in the Property Grid, set its Bookmark property to the
same value as its text (i.e. Products by Categories).
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¥ E ReportHeader [one band per report]

Products by Categories |-

Property Grid E'
label3 Label [v]
E Ml —
2 v |
BE: Z
Mavigation
[ | H E
IS SN Products by Categories
Mavigation Target
Mavigation LIRL E|
Parent Bookmark  {none)
Bookmark
Bindable. Gets or sets the text of a bookmark: for this
control,

2. Now, select the Label in the report's Group Header band. As this control is bound to data, we will bind its
Bookmark property to the same data field, using the (Data Bindings) property.

==
¥ = GroupHeader]
]

Gla

s Category: [CategorylD] @

Property Grid E'
labeld Label
5% &4 |
[=] {Data Bindings)
[=] Bookmark [=]

| sndng__{QE0)

Formi [=H O] myDataSet

MNavigati
Tag
Text

Binding

[EHER Products

=]

{7 Discontinued
EAM13

-{23] ProductID

-{3b] Productiame
QuantityPerUnit
-{i3| ReorderLevel
-{23] SupplierID

-{1.2] UnitPrice

[>][]

(<]

Note that as with other bindable properties, you also can apply value formatting to the Bookmark property (e.g.

Category {03}).

3. Then, for this Label, specify its Bookmark, and set the Parent Bookmark property to the Report
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(.

|Categﬂ ry: [CategorylD]
[ ]

%

Property Grid [x]
labeld Label
o !
Mavigation -
Bookmark: Categories
Mavigation Target
Mavigation URL =]
Iabel3 .............. _
(none) -
Parent Bookmark label1
label2 —
eS|

The report with bookmarks is now ready. Switch to the Preview Tab, and view the result.

IFEIEEIEET IR EN O EY R
B . o
gmentite (2] Products by Categories
[=F myReportl
[} Products by Categories Category: 1
--Category 1 Chai $18.00 3
- Category 4 Sasquatch Ale $14.00
- Categary 3 Steeleye Stout $18.00
- Category 6 .
. Category 7 Cote de Blaye $263.50
- Category & Chartreuse verte $18.00
lpoh Coffes $46.00
Laughing Lumberjack Lager 514.00
Cutback Lager $15.00
Lakkalikoorn $18.00
Category: 2
Aniseed Syrup $10.00
Chef Anton's Cajun Seasoning 52200
Chef Anton's Gumbo Mix $21.35
<| I |
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6.3.3.2 Create Hyperlinks

This tutorial demonstrates how to embed a hyperlink into your report.

Note that a label will behave as a hyperlink both in a report's Print preview, HTML preview and when the report is
exported to PDF, HTML, MHT, RTF, XLS and XLSX formats.

To insert a hyperlink into your report, do the following:

1. Create a new report or open an existing report.

2. Drop a Label onto the report, and in the Property Grid, change its Text to the one required for the link.

e [:e:an i 5.

8w zomewhere. com

. .

*
A ]
7t
3

Text Alignment

Text

Property Grid E‘
labell Label [v]
BE |24

Tag

Text ‘www.somewhere.com

Middle Left

[ o]

In addition, to make the Label look like a typical link, you can change its appearance appropriately (e.g. make it blue

and underlined).

3. Now, set its Navigation Target to the required value (_blank, _parent, _s earch, _s elf, or _top), and define the

required Navigation URL.

¥ [E] Detail
L]

Gl.

W somewhers. com

The hyperlink is now ready. Switch to the Preview Tab (or, HTML View Tab), and view the result.

www.somewhere. com

b

Property Grid

[x]

labell Label

N

H=z| A
Ez=| Z

Bookmark
Mavigation Target
Mavigation URL
Parent Bookmark

[2]
_blank
http:/ fwww.somewhere.com
(none)
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6.3.3.3 Add a Cross-Reference

This tutorial demonstrates how to add a cross-reference to your report. A cross-reference is simply a link whose
target is located within the current document, which allows you to establish easy navigation through a report. In
this example, we place a link at the bottom of each group, leading to the beginning of the report.

To demonstrate this feature, we'll use a report with grouping.
To create a report with cross-references, do the following:

1. Drop a label onto the created ReportHeader band, which will serve as the report's headline. Click the label, to
type the desired contents into it. Then, in the Property Grid, set its Name property to reportTop.

B Grid
v [B] ReportHeader [one band per report] ropSrty G @
3 [ Bl |reportTop Label [~
= Products by Categories | [&&| 2
- = -
reportTop

2. To accompany the existing Group Header with the corresponding Footer, in the Group and Sort Panel, check the
Show Footer option.

Then, drop a label onto it. As it will be the link, change its Text to Top of Report, and apply the desired
formatting to it (e.g. the blue color and underlined text).

Set its Navigation Target property to _self. Then, if you click the drop-down list of the Navigation URL property,
you can see the controls available in your report. Choose the one named reportTop.

o - Property Grid |i|
¥ = GroupFooter] =
. . [l. |iabel3 Label ¥
u/Jopof Repolt  |a B=- AJ'
Ez=| Z
L] [] L]
MNavigation
Bookmark
Mavigation Target  _self

Parent Bookmark

Mavigation URL label1 g

label4

The report with cross-references is now ready. Switch to the Preview Tab (or, HTML View Tab), and view the
result.
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Products by Categories
Category: 1

Chai

Chang

Sasquatch Ale

Steeleye Stout

Cote de Blaye

Chartreuse verte

lpoh Coffes

Laughing Lumberjack Lager
COutback Lager

Lakkalikaan

Top of Report

)

6.3.4 Styles and Conditional Formatting

The topics of this section cover appearance-related information about the Report Designer.

6.3.4.1 Understanding Style Concepts
The Appearance Properties

In the Report Designer, a report and each of its elements (bands and controls) has a complete set of appearance
options (such as Background Color, Borders, Font, Foreground Color, Text Alignment, etc.). By default,
these properties aren't specified, meaning that their real values are obtained from a control's (or band's) parent,
which is the report itself. So, the appearance, specified for a report, is distributed to all its child elements. Similarly,
the appearance of a band is translated to the controls it contains.
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v [E] Detail ™
label3

label2

Property Grid [x]
Detail Detail
B2 24 |
Appearance ﬂ
Background Color [ Tomato
Border Color Hl Black E
Border Width 2 1
Borders All
Fant Arial, 9.75pt
Foreground Color ] White
Formatting Rules  (Collection)
Padding 0,0,0,0
Style Priority (Style Priority)
Styles (Collection)
Text Alignment Middle Left -

In turn, a control's appearance can be adjusted independently from its parent.

u | | El
ooy

Property Grid E'
label2 Label
24

Appearance

Background Color
Border Color
Border Width
Borders

Font

|§ Custom || Web || System |

Background Color

=3 MediumSpringGreen

1 MediumAguamarine
[ Agquamarine

[ LightSeaGreen E!

= MediumTurguoise

B DarkSlateGray

1 PaleTurguoise =
N Teal

B DarkCyan

[ Agua

[ Cyan

When it is required to reset a value assigned to a control's appearance property, you can right-click this property in
the Property Grid, and in the invoked menu, click Reset. So, the control will be restored to the appearance of its

parent.
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Property Grid

label2 Label

B 24

Appearance

Borders

[+] Font

Background Color

All
Arial, 9.75pt

Styles Priority and Inheritance

To differentiate appearance settings in your report, you can create comprehensive styles (which are stored in the

report's style sheet), and then can be assigned to individual elements. There are two ways to store a report's

styles.

¢ to save them to external files (with REPSS extension), and then load them to a report via its Style Sheet Path

property;

¢ to store the styles within the report, so that they can be easily accessed via its Style Sheet property.

Note that if styles contained in a style sheet loaded via the Style Sheet Path property have the same names as
styles already contained in a report, the latter ones are overridden.

When both styles and individual appearance settings are assigned to an element, you can control the priority of
their differing options, via an element's Style Priority property.

By default, most of the Style Priority's options (Use Background Color, Use Border Color, etc.) are set to

Yes.

This means that if any style is assigned to a control, its properties will have a higher priority than the appearance
properties of this element or its parent. You can assign a higher priority to an element's appearance property, by
disabling the corresponding Use* property.
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Property Grid
label? Label

[<]fix]

HE
I
k-]

Background Color [ Tomato H
Some properties are omitbed
Style Priority (Style Priority)
=] Styles (Collection)
Even Style {none)
Odd Style {none)
[=] Style controlStylel

Background Color [ Turguoise

Property Grid E' Property Grid E'
label2 Label [v] label2 Label [v]
8 4 | [E2 |
[=] Style Priority {Style Priority) (=] Style Priority (Style Priority)
Use Badkground Color Mo Use Background Color  Yes
[ | | | E | | [ | ! | |
[ | [ ] | | [ | [ ] [ ]

The same principles are applied to the odd-even s tyles feature, which allows you to alternate the appearance of
consecutive data rows in your report. For details on this, refer to Use Odd and Even Styles.

NOTE When conditional formatting is applied to an element, its appearance definition has the highest priority.

6.3.4.2 Use Odd and Even Styles

This tutorial describes how to apply odd and even s tyles to report controls, e.g. to alternate the background color
for each record.

To utilize odd and even styles, do the following:

1. Create a table report.

2. Select the detail table, and in the Property Grid, expand its Styles.
Invoke the drop-down list for the Even Style, and click (New).
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Property Grid

[B]
tablel Table

=] Styles (Collection) A

-(none)

This will create a style and assign it to the control's Even Style.

3. Now, expand the Even Style property, and adjust the required options, e.g. set the Background Color to
ControlLight.

Property Grid [x]
tablel Table
By ||
=] Styles (Collection) [
[=] Even Style controlStylel
SELEE LS [ ControlLight
Border Color I (Mot set)
Border Width (Mot set)
Borders (Mot set)
Font (Mot set)
Foreground Color [l (Mot set)
(Mame) controlStylel i
Padding 0,0,0,0 3
Text Alignment (Mot set)
Odd Style (none)
Style (nong) >
Background Color

If required, perform the same steps, to create and assign an odd style, as well.
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Product
Chai

Chang

Aniseed Syrup

Chef Anton's Cajun Seasaoning
Chef Anton's Gumbo Mix
Grandma's BoysenberrySpread

ncle Bob's Crganic Dried
Fears

Maorthwoods CranberrySauce
Mishi Kobe Miku

lkura

Queso Cabrales

Clueso Manchego La Fastora
Konbu

Tofu

Unit Guantity
10 boxes x 20 bags

24 -12 oz bottles
12 - 550 ml bottles
48 -6 0z jars

36 boxes

12 -8 0z jars
12 -1 b pkgs.

12 -12 0z jars
18 -500 g pkgs.
12 -200ml jars

1 kg pka.
10-500 g pkgs.
2 kg box
40-1100 g pkgs.

Unit Price
F18.00

518.00
$10.00
522.00
$21.35
$25.00

£30.00

540.00
$97.00
$31.00
£21.00
538.00

56.00
52325

6.3.4.3 Conditionally Hide Bands

To demonstrate this feature, we'll use a report with grouping.

To conditionally hide bands in a report, do the following:

1. Select the Group Header, and click its Smart Tag. Then, in the invoked actions list, click the ellipsis button for the

Formatting Rules option.
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. . [«
¥ = GroupHeader]

Category:

Group Header Tasks

Edit and F.eorder Bands. ..

Group Fields (Collection)
Group Union Mone
Level i

Sorting Summary | (Group Sorting Summary)

Formatting Rules | (Collection)

iallalcisla

Formatting Rules Editor

Rules available in a report:

g

&

Edit Rule Sheet...

y

Rules applied to a contral;

Ok

Cancel

In the invoked Formatting Rules Editor, click the Edit Rule Sheet... button.

2. Now, in the invoked Formatting Rule Sheet Editor, click the button, to create a new rule. Then, set its Visible

property to No, and click the ellipsis button for the Condition property.

Page 126

© 2024 PROLIN Inc.



f& PRO

LIN®

PROLIN Smart Client 2020 JAGEMERNT
Formatting Rule Sheet Editor
i K =
=5
Behavior [~]
Condition ;
[=] Formatting visible = False
Background Color [ (Mot set)
Baorder Color Il (Mot set)
Border Width (Mot set)
Borders (Mot set)
Font (Mot set)
Foreground Color I (Mot set)
Fadding (Mot set)
Text Alignment (Mot set)
Visible Mo
formattingBulel
3. Construct the required logical expression (e.g. [CategoryID] < 2), and click OK.
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{AGEMENT

Condition Editor

[CategoryID] < 2
+|—|X[|=][% | O | =#|<|<€|2 > | ® @0

Functions =HO] Products The type of this field is:
Seerators g0 coeconD [
Eiismnts -{7] Discontinued
Variables BAN13
Parameters (5] ProductID

-3k | Productiame

QuantityPerUnit

-{i3| ReorderLevel

~{123] SupplierlD

-{12] UnitPrice

{123 UnitsInStock

{153 UnitsOnOrder

To quit the Formatting Rule Sheet Editor, click Close.

4. Back in the Formatting Rules Editor, move the created rule to the dialog's right section (Applied Rules), to

make it active.

Formatting Rules Editor

Available Rules:

Applied Rules;

formattingRule1

[ Edit Rule Sheet...

And, do the same for the report's Detail band. That is, click the ellipsis button for its Formatting Rules property, and
in the invoked dialog, apply the same rule to this band, as well.
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Switch to the Preview Tab, and view the result. In our example, you can see that the first category isn't shown. So,

the conditional formatting was applied properly.

Products by Categories

Category: 2

Aniseed Syrup

Chef Anton's Cajun Seasoning
Chef Anton's Gumbo Mix
Morthweoods Cranberry Sauce
Genen Shouyu

Gula Malacca

Sirop d'érable

Vegie-spread

Category: 3

Pavlova

SirRodney’s Marmalade

6.3.4.4 Conditionally Change a Label's Text

This tutorial demonstrates how to change a label's text if a certain condition is met, without using scripts.

To conditionally change a label's text, do the following:

1. Create a new report or open an existing one.

2. To create a calculated field, in the Field List, right-click any item inside the created dataset, and on the invoked

menu, choose Add Calculated Reld.
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Field List [x]
[=H O] myDatasSet

EHEE Products

-{7] Discontinued

-1ab | EAM13 Edit Calculated Fields...
-{1z3] ProductID

~Iah| Productiame —
~{3h]| QuantityPerUnit
-{i3| ReorderLevel
@ SupplierlD

~{1a] UnitPrice

-{iz3] UnitsInStock
-{53] UnitsOnOrder
@ Parameters

Add Calculated Field

[

Remove All Calculated Fields

3. Select the calculated field, and in the Property Grid, set its Field Type to String. Then, click the ellipsis button
for its Expression property.

And, in the invoked Expression Editor, define the required logical condition for the calculated field (e.g.
Tif([UnitsOnOrder] == 0, 'None’, [UnitsOnOrder]), which means that if the UnitsOnOrder data field's value is
equal to 0, the control's text will be replaced with None).
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Property Grid E'
calculatedField1 Calculated Field

2= [all |

{Mame) calculatedField1
Data Member Products
Data Source myDataSet

Expression %
Field Type String

| Expression Editor

TIif{[UnitsOnCrder] == 0, 'Mone' , [UnitsOnOrder])

+|=|[X]|=]|% | |&)] | =] #]|<|g]|2|>] | @ @0
| Functions | |Logical Tif{Expression, TruePart,
FalsePart)
Operators 3 E 4
Fields LR, ) . | Returns either TruePart or
IsMull() FalsePart, depending on the

Constants IsMullOrEmpty ) evaluation of the Boolean
Parameters Expression.

Ok !}| | Cancel

To save the changes and close the dialog, click OK.

4. Finally, drop the required data fields (and the created calculated field as well) from the Field List onto the
report's Detail band.

Field List El
v [E] Detail ] ] (1 =HO] myDataSet
= : 5 HO] myDataSe o
[ProductMame] : [calculatedField1] : EHER Products
i REH| calculatedFieldl
{3 CategoryID
h -+ Discontinued
~{] 5,- -[35] EAN13
ab]
-{23] ProductID
ProductiMame
QuantityPerUnit

The report is now ready. Switch to the Preview Tab, and view the result.
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Chai None
Chang 40
Aniseed Syrup 70
Chef Anton's Cajun Seasoning None
Chef Anton's Gumbo Mix None

Grandma's Boysenbemy Spread None

Uncle Bob's Organic Dried Pears None

Morthwoods Cranberry Sauce None
Mishi Kobe Miku None
lkura None
Queso Cabrales 30

Queso Manchego La Pastora None
Konbu None

6.3.5 Change the Layout of Report Elements
To select a control, click it. To select the next control in tab order, press TAB. To select the previous control in tab
order, click SHIFT + TAB.

Individual controls can be moved, using either mouse or keyboard.

¥ [E] Detail

labell :iaEED .....

I
i

They can be precisely aligned to each other using either Snap Gird or Snap Lines. For details on this, refer to
Controls Positioning.

To resize a control using the mouse, select it, and then drag a rectangle drawn on its edge or corner.
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¥ [E] Detail

B

labell

To resize a band, drag its header strip.

v [E] I:-:EtzilIzl

To resize an element using the keyboard, press SHIFT+ARROW or CTRL+SHIFT+ARROW.
To select multiple elements, do one of the following.

e Click elements while holding CTRL or SHIFT.

e Click on a blank space and drag the mouse to create a selection frame. When the mouse button is released, all
controls within the selection frame's boundaries will be selected. In this case, the previous selection is cleared.

labell [ |checkBox1 u labell (=] checkBox1 [m

(=]l [=] o
label2 |:> labelZ

You can also easily align multiple controls or make them the same size, by utilizing the Layout Toolbar.

6.3.6 Change Fonts and Colors of Report Elements

To change fonts and colors (as well as paddings, text alignment and other appearance properties) of a report
control or band, select this element and do one of the following.

e Use the Formatting Toolbar.

Formatting Toolbar

] []

Times Mew Roman IEI 4

<]

B|ZI U|A-%-|

|
A sample text 10 H
11
12
14
16 h‘
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Use the Property Grid, where all appearance-related properties are located under the Appearance category.

B

.4 sample text

Note that the appearance settings of a band are applied to all controls contained within it.

Property Grid

Labell Label

<[]

el R

Appearance
Background Color
Border Color
Border Width
Borders

[+] Font

............... ................. | El

Formatting Rules
[=] Padding
Style Priority
[+] Styles

Text Alignment

Foreground Color

[+]

[ Transparent
Il ControfText
1

Mone

Times New Roman, ...

(Collection)
2,2,0,0

(5tyle Priority)
(Collection)

Top Left

Gets or sets the control's foreground color.,

5 [

When it's required to apply styles in bulk, we recommend using common style templates, which also can be stored
in an external style sheet file, and applied to multiple reports. In addition, this allows you to specify separate
odd/even styles, to improve your reports' readability. Another noteworthy option, is the capability to conditionally
change the appearance of report elements based on a certain logical expression (e.g. if a control's value satisfies

some rule).

6.3.7 Delete Report Elements

To delete a report element (band or control), select it in the Design Panel or Report Explorer (to select multiple

elements, hold down SHIFT while selecting), and then do one of the following.

e Press DELETE.

¢ Right-click the report element, and in the invoked Context Menu, choose Delete.
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|

[
Bring Te Front
Send To Back

Align Te Grid

g

Cut

h

Copy
Paste

X

Delete
Inzert Band 2
Insert Detail Report  »

Zoom 2

|ﬂ‘ Properties

e In the Main Menu, select Edit | Delete.

|| Eile | Edit | View Format Window J

%) Undo Ctrl+7
Bedo Ctrl+
g Cut Ctrl+ X
[H Copy Ctrl+C
Paste Ctrl+¥
Delete
Select All Ctrl+A

NOTE: You can cancel the operation by pressing CTRL+Z.

Note that certain elements cannot be deleted (such as the Detail band).

6.3.8 Add or Modify Static Information in Your Report

In a report, static and dynamic information is displayed using appropriate controls.

Dynamic information changes through a report, such as values from a database (which comprise the main report
data) or service information (such as current user name or page numbers). Approaches to embed dynamic
information to your report are detailed in the following document: Displaying Values from a Database (Binding
Report Elements to Data).

Static information is text or images that aren't obtained from a data source, and therefore don't change through
the report, and don't depend on the current computer. Static information can be printed only once (e.g. in a Report
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Header), can repeat on each page (e.g. in a Page Header) or can repeat with every entry in your report's data
source (a data-bound label, which is placed onto the Detail band).

v ﬂ Detail Report Explorer E'
Thiz item has been expired: = % e

[ProductName] = | TopMargin

G CHE] Detail
LA label2
L A labelt

n] BottomMargin

PROLIN Smart Client 2020

This item has been expired:
Chai

This item has been expired:
Chang

This item has been expired:
Aniseed Syrup

This item has been expired:
Chef Anton's Cajun Seasoning
This item has been expired:
Chef Anton's Gumbo Mix
This item has been expired:

Grandma's Boysenberry Spread

Static information can be either edited in-place, or loaded from an external file.

Change Static Information

Text elements (e.g. Labels and Rich Text Boxes) allow in-place editing of their content. Simply double-click an
element and activate the editor.

| | I

xrLaiagl 1
[ |

Load Static Information to Your Report

To load static information to your report from an external file, drop an appropriate control from the Control Toolbox
(e.g. Label, Rich Text Box or Picture Box). After it is properly positioned, edit its content using the Smart Tag.

For instance, the following instructions describe how to display a rich text (a formatted text with embedded images)
into your report.

1. Drop the Rich Text control from the Toolbox onto the Detail band.
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[El| Detail
’v ] | | | EI

rchText]

SNEIED)

2. To load content from an external RTF or TXT file, select the created control and click its Smart Tag. In the

invoked actions list, click the Load File... link.

ﬂl | |
anichTextl
| Clear
| |
Load File. ..
Data Binding {none) -
Bookmark
Farent Bookmark | {none) -

Formatting Rules | (Collection)

[¥] Can Grow

[] can Shrink

Then, in the invoked dialog, locate the required file, and click Open.

6.3.9 Use Mail Merge in Report Elements

The mail merge feature allows you to combine both static and dynamic content within the same control (e.g. to
append some text prefix or postfix to a value obtained from a database), or even bind a control to multiple data

fields at one time.

Mail merge is available for the following controls.
o Bar Code

e Check Box

e Label

Rich Text

Table Cell

Zip Code
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To embed dynamic data into a control's static content, type in data field names surrounded by [square brackets].
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u u El
Dear [FirstName] [LastName] , =

| am gladto notify you that the [ProductName] you
purchased on [OrderDate!MM/dd/yyyy] has been
shipped

¢

Dear Nancy Davolio,

| am gladto notify you that the Chai you purchased
on 092002008 has been shipped.

6.3.10 Add Calculated Fields to a Report

This document demonstrates how to add a calculated field to a report. The main purpose of calculated fields is to
perform pre-calculations (of virtually any level of complexity) over data fields.

In the Report Designer, a calculated field is similar to an ordinary data field (e.g. you can bind controls to it, and
group, sort and filter your report against it).

To add a calculated field to your report, follow the instructions below.

1. To create a calculated field, in the Field List, right-click any data member, and on the invoked menu, choose Add
Calculated Field.

Field List [x]
=H O] myDataset

153 Products

o

% Discontinued Add Calculated Field L}

-1ab | EAM13 Edit Calculated Fields...
-{3] ProductID

-{3h] Productiame —
~{3h]| QuantityPerUnit
-{13| ReorderLevel
-{3] SupplierD

-1,z | UnitPrice

-{53] UnitsInStock
{123 UnitsOnOrder
{7 | Parameters

Remove All Calculated Fields
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2. In the Field List, select the created field to show its properties in the Property Grid. Among these
options, make sure to change the Held Type property to an appropriate value.

Property Grid E'

calculatedFieldl Calculated Field m

| 2 -
Behavior
Data

Data Member Products
Data Source  myDataSet
Expression
reiToe TG
Design
{Mame) calculatedField1

Field Type
Spedfies the type of the value returned

3. Now, let's create an expression for the calculated field.

Click the ellipsis button in the Expression section, to invoke the Expression Editor. You can also invoke this dialog by
right-clicking your calculated field within the Field List and selecting Edit Expression...
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[UnitPrice] * [UnitsOnCrder]

+|—|[x|[ =%/ |6 | |=]#]</g]z]>]| @/ oo
Functions =HO] Products The type of this field is:
Operators @ CategoryID System.Int1s
Fields | -{+] Discontinued
Constants EAN13
Parameters @ ProductD

~{2b] Productiame
~{3b| QuantityPerUnit
-{13| ReorderLevel
-{53] SupplierID

-{1.z| UnitPrice

-{i3] UnitsInStock
B LnitsOnOrder

| o M | cancel |

Click Fields to see the field list. Double-click field names to add them to the expression string. Use the toolbar to
add operators between field names.

NOTE that it's also possible to employ parameters in a calculated field's expression.
To close the dialog and save the expression, click OK.

4. Finally, drag the calculated field from the Field List onto the required band, just like an ordinary data field.

¥ [H] PageHeader [one band per page] Field List El
iPm duct Name  Unit Price Drder Amourt | (=} ] myDataset
v [E Detail B [+ Products

[ProductName] O UnitPrice] Q|[u:alu:ulated]§'ie1d1] EW. R calculatedField 1
m .[5 CategoryID s
i -[/] Discontinued
-[36] EAN13

5‘ %’:‘@ ProductID
6.3.11 Add Parameters to a Report

For your report, you can employ parameters, which can be requested each time the report is being previewed.
And, based on specified values, the report will then being filtered. It is also possible to employ parameters in
expressions of calculated fields.
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In this example, we'll create two date-time parameters, to filter out orders which don't fall in the specified range,
from the report.

PROLIN Smart Client 2020

To add parameters and filter your report based on their values, follow the steps below.

1. In the Field List window, right-click over the Parameters section and in the invoked menu, click Add
Parameter.

Field List [ = 4
v rwindDataSet1
v EH Orders

7 | Parameters
S Add Parameter

Edit Parameters...

"
[% ReportE... | [23 Field List

2. In the invoked window for the created parameter, set its Name and Description. And, make sure to set its
Type to an appropriate value.

Default Value:

1/1/2015

[#] Bhow in the parameters panel!

[C] Supports the collection of standard values

[7] Allow multiple values

Add Mew Parameter b4
MName: FromDate

Description: From:

Type: Date

© 2024 PROLIN Inc.

Page 141



B8 PROLIN®

NOTE In Print Preview, the report's document is not generated until you have submitted values of all the parameters
that have the Show in the parameters panel option switched on via the Parameters UL

PROLIN Smart Client 2020

3. Enabling the Supports the collection of standard values option of the parameter allows end-users to modify
its value and also activates the Dynamic values and the Static values tabs of the window:

- On the Dynamic values tab, you can specify a parameter's data source, data adapter and data member. The
value member defines a data field that provides values to the parameter. The display member defines a data field
that provides display names for parameter values (how these values appear in the user interface available in a Print
Preview).

- On the Static values tab, you can manually fill the list of parameter values, with each value having an individual
description (specifying how this value appears in the Parameters panel).

Add Mew Parameter x
Mame: FromDate

Description: From:

Type: Date -
Default Value: | 1/1/2015 -

V| Show in the parameters panel
|| Supports the collection of standard values

[ Allows multiple values

Bl AT Static values

Value Description
| 1/1/2015 January 1, 2015
1/4/2015 April 1, 2015
W 1/3/2015 | August 1, 2015

| Ok | - Cancel |

Then, repeat the previous steps to create the second parameter, so that every time your report is previewed, you
will be asked to specify two dates.

6.3.12 Change Value Formatting of Report Elements

To apply value formatting for a data-bound control's content (e.g. for it to be treated as currency, or date-time
content), locate this control, click its Smart Tag, and in the invoked actions list, click the ellipsis button for the
Format String entry.

Then, in the invoked format string editor, choose one of the predefined formatting styles, or specify a custom one.
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" — Label Tasks
u [UnitPrice] o
Edit Text
u [ ]
Text label1
Data Binding myDataSet - Products. UnitPric
Farmat String m
Surmmary Mane ﬁ

| FormatString Editor

Category
DateTime
Mumber
Percent

Special

Sample
5100.00

J’ Standard Types || Custom |

&0
C

cl
c2

To quit the dialog and apply the changes, click OK.

Similarly, when the mail-merge is employed for a control's dynamic content, to apply a value formatting to an
embedded data field, select it in the in-place editor, and click the control's smart tag. Then, in the invoked actions
list, specify the required format.

= Label Tasks

The [ProductMName] has the following
MR UnitPrice! $0.00

Data Binding

Format String

myDataSet - Products. UnitPric
{0:$0.00}

Formatting Rules | (Collection)

5

=

Note that when a s ummary function is being applied to a control's dynamic content, value formatting is applied
separately, via the Summary Editor.

Independently from the general (or, summary) value formatting, you can specify a native XLSX format string, which
is to be preserved when the report is being exported to XLSX. This can be done via a control's Xlsx Format String

property.
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6.3.13 Change or Apply Data Filtering to a Report

For your report, you can specify a filtering expression (of virtually any level of complexity), to exclude excessive or
undesired data.

To filter a report's data, click the Riter button in the Ribbon:

b4

Filter

Data

You will get the well known filter dialog that you also get in the Advanced Find function:

W Fiter 5
General are tmm
ID:
Caller:
{'a:éq, T
Reference  Source {ID):
Description:
Categary:
@ ~
Priority:
b
Status:
-
Configuration Item:
{_')gh -
OK i i Cancel
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6.3.14 Change or Apply Data Grouping to a Report

This document demonstrates how to group a report's data. Note that data grouping can be performed only if a
report is bound to a data source.

To group records in a report, do the following:
1. Create a new report or open an existing report.

2. Now, switch to the Group and Sort Panel, and click Add a Group. In the invoked list, choose a data member
across which the report is to be grouped. Note that grouping across calculated fields is supported, as well.

Group and Sort E'
| Add a Grou Wi Add a Sort Delete Mowve Up Mowve Down
E P P

=HO] Products | Show Header | Show Footer | |

-{°7] Discontinued
~ab | EAN13

-{i23] ProductID

---{E Productiame
~{3h| QuantityPerUnit
-{13| ReorderLevel
@ SupplierID

-1, | UnitPrice

5 Unitsinstock

If multiple groups are created, you can specify the priority for each group, by selecting it in the Group and Sort
Panel, and using the Move Up and Move Down buttons.

3. After this, a Group Header band is added to the report, with the specified data member being set as its grouping
criterion.

Now, it's only left to drop the corresponding item from the Field List onto this band, so that it's displayed as a
header for each group.

Field List [x]

= GrounHezde
= GF;LFHMUT Gl. [CHO] myDataset
= [CategorylD] @/ 13 Products
= b u {E CategoryID
= {E Discontinued .

N 25| EAN13
i“‘ (23] ProductlD

-[35] Productiame

If required, you also can apply mail merge to this label.

4. In addition, you can enable the corresponding Group Footer band, by checking the Show Footer option in the
Group and Sort Panel.
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Group and Sort El
E Add a Group "}y Add aSort 3¢ Delete | Move Up Mawve Down
Field Mame Sort Order Show Header | Show Footer

CategorylD Ascending

To manage the sorting order of the group's items (ascending or descending), use the Sort Order drop down list.

5. Then, you can calculate a total across the group, by placing a Label onto this band, and specifying its Summary
properties in the following way.

Property Grid E‘
¥ = GroupFooter]
- = - label5 Label
| Sum( [UnitPrice] ) @|a @ 2 ||
| | [ ]
' (=] Summary Group, Sum, {0:%0.00}
" “Rumeg (S
Function Surm
Format String {0:50.00} =]
Ignore Mull Values Mo
Running
Gets or sets a value specifying a report area, for
which the arithmetic function is calculated.

Note also that value formatting is applied to a summary independently of the general formatting, and has a greater
priority.

6.3.15 Add Totals to a Report

With Report Designer, you can force a data-bound control to calculate one of the standard summary functions
(Average, Summary, Count, Running Summary, Percentage, Max or Min).

To calculate summaries (totals) within a report, follow the instructions below.

1. To display the result at the bottom of a report, the Report Footer band should be present. To add it, right-click
anywhere over the report's area and in the invoked Context Menu, select Insert Band | ReportFooter.
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Paste
Delete
Insert Band » TopMargin
Insert Detail Report » | [5  ReportHeader
Loom ¥ [F PageHeader
L‘?{ Properties = GroupHeader
Detail
= GroupFooter
|=| ReportFooter
2l PageFooter L\?
BottornMargin

2.Click the field for which a summary will be calculated, to select it. Then, hold down CTRL and drag the field onto
the Report Footer area, to create an exact copy of the Label that will display the summary.

¥ [E] Detsil

v d ReportFooter [one band per report]
|

3.Now, select the newly created Label, click its Smart Tag, and in its actions list, click the ellipsis button for the
Summary item. And, in the invoked Summary Editor, specify the summary options.

The following image shows an example of how you can set up your total. Note that the Summary Running option is
set to Report, to ensure that all values from the specified data field are taken into account.

© 2024 PROLIN Inc. Page 147



& PROLIN®

PROLIN Smart Client 2020

£

" —= Label Tasks
: [UmtsDriDrder][] —
Text label1
Data Binding myDataSet - Products, UnitsCn
Format String E|
Summary Maone E
| Summary Editor
Bound field:
Products. UnitsOnOrder
Summary function:
Sum
-2
Format string: 5
Total Units: {0} [+ ‘f{]
3
Ignore null values Total Units. 32
Summary Running
l::] Mone f:] Group
(O page () Report;

NOTE: The Ignore NULL values option won't affect the result in this example, since NULL values are treated like
zeros, by default. So, Sum won't change whether these values are taken into account or not. This option makes
sense for functions like Count or Average, because the number of elements counted will depend on it.

Note also that value formatting is applied to a summary independently of the general formatting, and has a greater

priority.
When calculating totals for groups, you can sort the groups against a summary function result.
To save the settings and close the dialog, click OK.

6.3.16 Add Page Numbers and System Information to a
Report

This document describes how to insert page numbers or other system information (e.g. current date and time, us
er name, etc.) into a report.

Generally, this information is displayed within the Page Header and Footer or Page Margin bands. To add page
numbers or system information to a report, locate the Control Toolbox and drag and drop the Page Info control.
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v Ifl PageHeader [one band per page]
] | | |

11

Ed

[ e

L]
-

U 4 0

4
TT—

Then, follow the instructions below for your specific task.
e Add Page Numbers

e Add System Date and Time

¢ Add the User Name

Add Page Numbers

1. Select the Page Info control, click its Smart Tag, and in the invoked actions list, expand the drop-down list for
the Page Information entry.\

= T o %) Page Info Tasks
mf| L/
- = Page Informaton "Current of Total” Page Mumb

Start Page Mumber | Mone
Page Mumber

"Current of Total” Page Mumbers

Running Band Page Mumber (Roma n::nwern:ase}l
Page Mumber (Roman, Uppercase)

anchor Vertically Current Date and Time

User Mame

Formatting Rules (Collection) E|

Format

Select whether to display only the page number (Latin or Roman - uppercase or lowercase), or the current page
number with total pages.

2. To format the control's text, via its Smart Tag, invoked its actions list, and specify the required format (e.g.
Page {0} of {1}).
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o/ Page lofl

< Page Info Tasks

Page Informaton

Start Page Mumber
Faormat

Running Band

Anchor Vertically

Formatting Rules

Page {0} of 1}

"Current of Total” Page Mumb

1

!

[JE] 6B

HB

3. Using the control's actions list, you also can specify the s tarting page number, and the running band (e.g. this
option is available when there are groups in a report, and it's required to apply independent page numbering for

them). For details on this, refer to Add Page Numbers for Groups.

The result is shown below.

Pagelof 2

Chang

Amizeed Syrup

Chef Anton's Cajun Seasorms

Chef Anton's Gumbo Mo

Grandma's Boysenberry Spread
Unicle Bob's Organic Dried Pears

Northwoods Cranbeny Sauce

Mishi Kobe Niku

Add System Date and Time

1. Select the Page Info control, click its Smart Tag, and in the invoked actions list, expand the drop-down list for
the Page Information entry, and select Current Date and Time.
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.: - » Page Info Tasks
u| 11
o 5 Page Informaton Current Date and Time
Start Page Mumber | Mone
Page Mumber
I "Current of Total” Page Mumbers
Running Band Page Mumber (Roman, Lowercase)

Page Mumber (Roman, Uppercase)

Anchor Vertically
User Mame

Formatting Rules (Collection) E|

2. To format the control's text, via its Smart Tag, invoked its actions list, and specify the required format.

You can either type it in the Format field, or, click its ellipsis button and use the Format String Editor.

£

o - = ! Page Info Tasks
u| Wednesday, Jamary
. = Page Informaton Current Date and Time
Start Page Mumber |1 @
Format {0:dddd, MMMM dd, yyyy} E
| FormatString Editor
Categary Sample
Wednesday, January 20, 2010
Mumber
Percent ( dard e )
Currency J Standard Types || Custom
Special
General M{dfyyyy
Mjdyy (=]
MM/dd fyy
MM/ddfyyyy
yyMMdd
yyyy-MM-dd
dd-MMM-yy
dddd, MMMM dd, yyyy
| .............. A | | — |
The result is shown below.
Cla

| |
Wednesﬂaj;, 20 Jﬁm.my, 2010 -
| _ | }

Add the User Name
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1.Select the Page Info control, click its Smart Tag, and in the invoked actions list, expand the drop-down list for
the Page Information entry, and select User Name.

= T = Page Info Tasks
mf !
- = Page Informaton User Mame

Start Page Mumber | Mone
Page Mumber

"Current of Total” Page Mumbers
Running Band Page Mumber (Roman, Lowercase)

Page Mumber (Roman, Uppercase)
Anchar Vertically Current Date and Time

Format

Formatting Rules (Collection) E|

2. To format the control's text, via its Smart Tag, invoke its actions list, and specify the required format (e.g.
Current User: {0}).

= = Page Info Tasks
= Andrew Fuller
" & Page Informaton User Name

Start Page Mumber |1

Format Current User: {0} I

(G 6B &

Running Band {none)

Anchor Vertically Mone

(<]

Formatting Rules (Collection)

H

The result is shown below.

| ] || u
ol Crurrent User: Andrew Fuller |,
| ] [ ] | |

6.4 Advanced Report topics

With the help of the Report Designer, you can edit existing reports, as well as create your own reports from

scratch. The following sections contain tutorials providing step-by-step instructions on both basic and advanced
report customization.
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6.4.1 Use parameters in filters

To use parameters at runtime and use these in your report's filter take the steps described below.

Open or create a report and go to the Feld List control:

Field List =X

[xH service call
d@ Parameters

e

EE‘) Report Explorer | I_E Field List

Right click on the Parameters branch and select Add parameter.

Add New Parameter X
Mame: ID_Sel

Description: jin] selection|

Type: Mumber (32 bit integer) -

Default Value: 0

%| Show in the parameters panel
| Supports the collection of standard values

1| Allow multiple values

| OK | | Cancel

Fill in the necessary information.

Show in the parameters panel - if checked this parameter is shown when running the report so a value can be
filled in.
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Supports the collection of standard values - If checked you can define a static or dynamic list the user can
choose a value from when running the report.

Allow multiple values - If checked the user can select more than one value to pass on to the report.

In order to use the parameter as value in the filter go to the filter by clicking the Flter button on the ribbon. In the
filter window go to the advanced panel and select the field you wish to use. Then select Parameter. You can now
choose from the available parameters:

L4
mmﬂi@ Advanced

I:E:I Add = | @& Remove
& And
i~ [ID] Equals ID_Sel

Field:

jin] -
Operator: ") Value &0 Parameter
Equals w | D _Sel g
oK || Cancel
oK, || Cancel

Click OK twice and then run your report.

You will see a panel on the left side with the parameter(s) you defined. You can enter a value here and press
Submiit to run the report.
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M Service call Detail TS - Report Designer

Report Designer | Print Preview | HTML View

@@@FJQ@D Q@*&%ﬁ%“@*ﬂ@wt

Save Print  Quick Options HeaderfFooter Scale Margins Orientation  Size Find  Thumbnails Bookmarks | First Previous MextPage LastPage
Print g T Page Page
Document Print Page Setup P Mavigation
H Report™ |
Parameters B X
ID selection 0

| [

The document does not contain any pages.
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6.4.2 Charts

Smart Reporting supports a wide range of charts that can be used to enhance your reports:

Choose Series View

O [ [ dbh W el (@8 @@ il

Bar Bar Stacked  Bar Stacked  Side By Side  Side By Side Bar 30 Bar 3D Bar 30 Side By Side
100% Bar Stacked  Bar Stack... Stacked Stacked 100% Bar 3D 5t...
ij s %0 e @ e—a.p ] s
H]H] Oouo o.o. :}: o"al-o ;:3.0 L!l {\J“
Side By Side  Manhattan Bar Point Bubble Line Line Stacked  Line Stacked Step Line Spline
Bar 3D Stac... 100%
Y M M ¥ ¥ F A & @
L
Scatter Line Swift Plot Line 3D Line 3D Line 3D Step Line 3D Spline 3D Pie Doughnut

o = = ¥ ¥ W & = &

MNested Pie 3D Doughnut 30 Funnel Funnel 30 Area Area Stacked  Area Stacked  Step Area
Doughnut 100%5
Spline Area Spline Area Spline Area Area 3D Area 3D Area 3D Step Area 3D Spline Area 3D Spline Area 3D
Stacked Stacked 100% Stacked Stacked 100% Stacked

B ol @ e sy & A R

Spline Area 30 RangeBar  Side By Side  Range Area  Range Area  Radar Point  Radar Line  Scatter Radar  Radar Area

Stacked 100%: Range Bar 3D Line
e (R ) I ) H]w — =
< . = =
Polar Point Polar Line Scatter Polar  Polar Area Stock Candle Stick Gantt Side By Side
Line Gantt

Cancel

Charts can be configured in a lot of ways. The following chapter describes how to create a basic bar chart.

6.4.2.1 Create chart

This chapter describes how to create a basic bar chart which will count the number of service calls per status.
Go to the Administration - Reporting - Reports function and then select the Service call entity.

Create a new report.

In this report create a new GroupHeader Band:
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Sl | New - Report Designer
Repart Designer Frint Preview HTML View Toolbox
HA8 0 « uJ TN po [merenrnn - [BVA| [Ees S @EnEwang P (@ @ @
Save Save All Properties | Cut Faste | Undo  Redo 9.75 -||B I U”_ == §| |m of ﬂ| |.§| %.: %ut @:’H [ %| Fitter || Scripts || Zoom Out Zoom
| Report || Edit Font || Alignment || Layout || Data || Scipts || Zoom
Mew™ |x|
: —
El Picture Box
Panel
] Table
\ Line
3]
u(‘l; Shape v detailBand]
. Edit and Reorder Bands...
Il Bar Code
0 Zip Code -
_‘w Chart Add Sub-Band
\!35' Eripe Insert Band Top
Insert Detall Report ReportHeader
d Sparkline
Zoom PageHeader
E Fivat Grid Properties GroupHeader
D Sub-Report
GroupFooter
I = i
E ReportFooter
. E PageFooter
ﬁ Add aGroup = “ AddasSort = o Delete (4 Move Up () Move Dowr N
ol (B
[ Field Name Sort Order show Header Show Footer

Then select Chart from the Toolbox on the left and drag that to the newly created Band.

When the chart item is dropped on the report you automatically get the following dialog:
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E_a Chart Designer = X
@ S i -
|]|]|] Series Collection ()
H (Legend) Appearance: Default (All Colors) -
- [11] Titles (o) Palette: Default HNNEEN -
L[ Annotations (0) Back Color: —/
Auto Layout: =
Border Visibility:
Border Calor: —
There are no visible series to represent in a chart. Border Thickness: 14
Try to add new series, or make sure that
at least one of them is visible.
Display the designer every time a new chart is added OK. | | Cancel

Go to the Series Collection on the left side and click the + to create a new series.
Choose for Bar

Go to the Properties tab on the right and scroll to the Data section.

Fill in Status as ArgumentDataMember

Fill in COUNT() as SummaryFunction

Data *
ArgumentDataMember Status
ColorDataMember
DataFilters (Collection)

cowntg)
ToolTipHintDataMembe

[# ToolTipImage (Image)

[# ValueDataMembers  (Collection)

Press the OK button

Click on the Print preview tab in the Report Designer.
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Your chart will look something like this:

d New - Report Designer

Report Designer Print Preview HTML View

. Q @ @ \J @ @ Margins ~ && Ei L_L,l_l \.4] <& Previous Page I k| Hu Q Zoom Out &) Page Color = || (@i ~
r|j Orientation - = e [> Mext Page {‘7}‘ Q Zoom -
Save Print  Quick Options Parameters || Header/Footer S?Ie 1] size - Find  Thumbnails Bockmarks 3-:; i LastPage || Q, Vany Pages &), Zoom In @ watemark (& -

Print
‘ Document || Frint || Zoom || Page Background || E!cport|

Page Setup T Mavigation

New* (x|

In Progress Completed Closed Waiting Registered

Page 1of 1 | E:E_E:E

To further modify the chart you can go back to the chart designer by clicking on the =. By icon next to the chart (the
icon is only visible if you have selected the chart item in the Report Designer).

You will get a context menu where you can select Run Designer... to go to the chart designer:
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Save...
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6.4.2.2 Link Chart to Group Data

Charts use the report filter to filter the data that they are showing. They are not automatically using grouped data
to modify their filter. If you want to do that you need to use a little piece of script to dynamically set the filter of the
chart.

In this example we are going to create a report that shows a chart of Service Calls per Status and break that down
per Category.

Create a new report.

Click on the Add a Group button in the Group and Sort section in the Report Designer and select Category:

|ﬁAddaGroup'| W, Add & Sort ~ 3§ Delete | (&) Move Up— () Move Dowin

[Field Name Sort Order Show Header Show Footer

This will automatically create a new GroupHeader Band.
In this band create the chart as was explained in Create chart

Then place the Category field in this GroupHeader Band by dragging it from the FReld List to the report:
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If you now run the report you will get a chart per Category but all charts have the same data.

To change this add scripting to the report.

Click on the button Scripts in the toolbar and add a Before Print script for the chart that looks like this:

private void chartl BeforePrint (object sender, System.Drawing.Printing.PrintEventArgs

e) {
XRChart xrc

= (XRChart) sender;,

// Gets the current value of the grouping field.
// For the master-detail report, use DetailBand.GetCurrentColumnValue in the detail

band instead.

var filter value =

// Clears the filters that may have been set earlier.

xrc.Series[0].DataFilters.Clear() ;

GetCurrentColumnValue ("Category") ;

// Creates and adds a new filter to the "TheGroupingField" data field
// that has the type System.String.
// The condition is that the data value equals the filter value parameter.

xrc.Series[0].DataFilters.Add (new DataFilter ("Category",

DataFilterCondition.Equal, filter value));

}

"System.Object" ,
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This will look like this in the Report Designer:

d New - Report Designer - B Xx
Report Designer Print Preview HTML View Toolbox Y
L] 7 oy | . - - 5 oY N ) 7
‘ B 8 X3\ A-||[EReE @ErEenmEa) W | :%}l e Q @ (@ ‘
Sava Save All | Properties B 1lUull= =| (/|77 e cl| = R | [Fo] [y By || Filter ||{Scripts! Wln?uws
Report Edit Font Alignment Layout Data || Scripts Zoom View
New* |x o
== chartl Chart - Before Print - | [ vaiidate || & R ETEE
il s 1 [ Actual Cost
= 2 | private void chartl_BeforePrint (object sender, System.Drawing.Printing.PrintEventArgs e) { [&] Actual Duration
| Picure Box 3 XRChart xrc = (XRChart)sender; @] Actual Finish
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1 Table ! var filter_value GetCurrentColumnValue ("Cate [55] Desariptian
\ Line E] // Clears the filters that may have been set sarlier. (] arl finsh
1 ®rc.Series[0].DataFilters.Clear(); @] Early start
L Shape 11 {1 FIDO_02912_BOOLEAN_BUTTON
« 12 // Creates and adds a new filter to the "TheGroupingField" data field {3E] FIDO_02912_MAIL_TEXT
Wl Bar Code 1 / that has the type Sy ing {35] FIDO_D3761_TEXT_255
. 14 / The condition is that the data value equals the filt e parameter. 5] FIDO_D3761_TEXT_4000
ﬁ Zip Code 15 Xrc.S5eries[0] .DataFilters.Add(new DataFilter("Category” Object™ , Il »
16 DataFilterCondition.Equal, filter_walue)): Lé Field List
‘M Chart 7
4
47 Gauge chartl Chart M
.~ Sparkine Bz 24
£ Potex Appearance =~ |8
ot Gri
—‘ Appearance Nam Default %
Dl Sub-Report. Background Coloi ]

[ Background Imag (Image)
Border Color I Black
Border Dash Styl Solid

[[jAddaGroun ~ W AddaSort = G Delete | :or:w Width ,14,,
— orders ne

[Field Name Sort Order Show Header | Show Footer @ Fil Style (Filstyle)

Category - Formatting Rules (Colction) -

[SECTELERR B scripts Errors
Report { Paperkind: Letter } | 1003 G : -

If you now run the report the data in every chart matches the Category it belongs to.

6.4.3 Sub Reports

The sub report function can be used to create reports that show information from multiple entities in one report.
This function let's you include one or more report(s) in @ main report so you can run all reports at once and create
one output file.

To include one report in another, open an existing report or create a new one. Then drag and drop the Sub-
Report item from the toolbox on to the report.

Then go to the Report Source Url property of the Sub-Report item and click on the list icon at the end of the
field to open a dialog where you can choose a report to be included in your report.
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Reports that are linked as sub report can be maintained as a standalone report in the Report Designer but they can

also be opened in a separate tab if you double click on the Sub-Report item.

6.4.3.1 Pass Parameters to Sub Report

You can pass values to a sub report to filter data based on a report value or parameters that are entered for the

main report.

To do this create a parameter in the sub report and make sure to disable Show in the parameters panel

For example:
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Add New Parameter b 4
MName: SubReportParameter
Description: Value is passed on by the main report.
Type: Mumber (32 bit integer) -

Default Value: |0

Show in the parameters panel;

[T Alloww multiple values

OK | | Cancel

Then in the main report do to the Sub-Report item and open the context menu and choose for Edit Parameter
Bindings.
0 1 2 ] 4 ] & 7

£
o L] b-Repo

u| Name: subrep. .

Edit Parameter Bindings. ..

........ Report Source (nane) -

Report Source Url 82707326-49ed4-433a-9081-a" ==+

— Formatting Rules | (Collection) Sl

This opens the following dialog:
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Collection Editor

[+
(il

N

-—

Sync | | Add Remave

OK | | Cancel

Click on the Sync button. Automatically an entry will be made that will contain the parameter from the sub report
that you have created before.

Collection Editor

ParameterBinding 1; SubReportParameter |%§§| %*

Misc

kol

Binding (none)
Parameter Name SubReportParam...

0K | | Cancel

Now select in the Binding field which field or parameter's value should be used to pass on to the sub report. Press
OK and save the report to store the changes.

© 2024 PROLIN Inc. Page 165



.D ®
PROLIN Smart Client 2020 mx PROLIN

6.5 Importing/Exporting Reports

Reports can be exported and imported using a wizard that can be found under Administration - Reporting -
Reports - Open

(= ] Al Open Service Calls - PROLIN Smart Client - mx
[E+ Home View : @ -
L New...
50 @ |t] » Reportng » Reports » Service cal 48 | || Create |25 Open ~| X Delete @,
|5 Open...
s Open Report
=
) Print - General All groups —55  Opensthe currently selected report.
- Security Drafts )
[l Print Preview & Accounts - - IEnpornExport Wizard...
R ——— .15 Roles | Chart In Group Test b | Service call test data reference entities [ o e
o @ Report G Report imy
Administration -~ Audit Policies L L
Audit Log Published
Reports Active Servers hL Servicecal category chart hL Servicecall test L Servicecalls per status
Active Sessions | @ Report | gp Report G Report
&, User Options -$F Business Logic
-y Actions
[ et #, Rules

Required Fields

{3 Scheduled Tasks

H-E Presentation

[& Forms

- HE Views

- Search Palides

[5-|2] Reporting
Data Analysis

-~ [F] Reports

-8 Data

|2 Templates
Codes
Custom Codes
Calculated Fields
Custom Fields
Copy Fields

-] Check Lists

After selecting the menu you will get the following dialog that lets you choose if you want to export or import
report(s).
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[ report Import/Export Wizard

Choose an action to perform

2 Export one or more reports to an external file

) Import reports from an external file

Mext =

Importing Report(s)

If you choose to import one or more reports you will get the following dialog asking for the location of the file.

This can be a single report (extension .repx) or a zip file containing more than one reports (extension .repz)
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(‘_') [Fl Report Import/Export Wizard

Select file to import

File:
Z:\C_vmHostShare\Service call Detail example.repx

70 Skip existing reports

) Replace existing reports

| Mext = || Cancel |

There are two options on how PROLIN Smart Client will act if the reports you try to import already exist:

Skip existing report: If the report already exist in the database it will not be imported.
Replace existing reports: Existing reports will be overwritten by the reports you are importing.

After choosing the report file and pressing Next the report(s) that exist in that file are shown. You can now select
them for import by clicking on the Add>> button.
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((_-) [ Report Import/Export Wizard

Select Reports to Import

Available: Selected:
{ ; Service call Totals example

Service czll

Add ==

Cancel

Click Next in this and the following screens to import the report(s).

If you open an imported report which has fields that are not existing in the database you import them in you will get
a dialog that looks as this:
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Edit Bindings - 8 x|
r Control Property Mame Source Binding Destination Binding )
label2 {Label} Text & CallerOrganization.Mame 1  (none) -

E-EH Service call -
-[5] Actual Cost =]
(@] Actual Duration
(@] Actual Finish

(@] Actual Start

7] Boolean1

= Deadline

. Description

(@] Early finish

-G Early start -

Show only invalid bindings

oK Cancel

This shows the field(s) that are not existing and you can choose an alternative destination.

Exporting Report(s)

If you have chosen to export existing reports you will get the following dialog:
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@ [ Report Import/Export Wizard

Select the Reports to Export

Item type:
&g Service call

Available: Selected:

= Senvicecall category chart sub report

) [ Service call
Servicecall test

Service ca

@ Servicecall test with status on general fite
tab
Cervice

ey

Servicecall with parameter test

Service ca

D

Servicecalls per status
k Service ca

| Mext =

Cancel

You can select per Item Type which reports you want to export.

After pressing Next you must specify the filename to which the reports will be exported.
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(l_-:il [ Report Import/Export Wizard

Export Options

Cutput file:

Browse...

V| Export embedded subreports
Delete exported reports from the server

You have two options for exporting:

Export embedded subreports: if a report has subreport(s) these will be automatically exported if this option is
checked.

Delete exported reports from the server: If this option has been selected the reports that have been exported
will be removed from the database.

6.6 Starting reports from a Form or View

You can run reports from a Form or View. When you do this the selected record(s) are printed in the report.

To do this you must make the reports you want to use in Forms and Views available by checking the correct
location option in the report properties. See Save Reports for more information.

From a form go to Home - Print, from a view go to Home - Print or choose Print from the context menu.

You will then get this dialog:
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E Service call Master Detail example

Service call detail report
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Category  Incident
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Description  Head Master Service Call
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Solution
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Document Print Page Setup B Navigation Zoom Page Background || Export || Close |
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Preview
=
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Monday, 28 Novembsr

Medium

Low ( 1 person affected)

Assigned to Workgroup Assigned to Per

son

HELPDESK

Page 1of 1

The first option in the left hand panel is the Preview function that was used in Smart Client until now in the

Print/Print preview functions.

Below the Preview option there is a list of available reports. By selecting one of the reports you will see the preview

of that report in the right hand panel.

The report will always show the record that you have selected in the form (or the record(s) that you selected in the
view). The filter that has been defined in the report is disregarded when the report is called from a form or view.

6.7 Changing the Print Layout

When you print a view or form directly, a default layout and default settings are used. Usually these settings are
good. In PROLIN Smart Client you have the flexibility to change the layout of the printed view or form.

To change the layout of a printed view or form, do the following:

1. Open the view and choose Print Preview from the Application menu.

@ = Preview - 8 X
| g =
Prink Presie
= open 2/ i b Quick Prink [7] Margins ~ GG/ ’_L:‘J_ U'\J < Previous Page | [phe M0y S, Zoom Out -l @
[[ih Optians [y Orientation ~ e B> Mext Page W Q, Zoom ~
(5] save Print Header/Footer Scale Find  Bookmarks | First . Many Pages Expart
[Z] Parameters . [0 Size - page Pl Last Page G &, Zoom In -
| Docurnent | | Print Page Setup = | Mavigation 200 |Page ...|

All Service Calls

Drescription Category

jin} ‘ Deadline ‘ | Status |

‘1 SINQEENN M= ‘Dl n mananement irenice summars hatkeh inh |Tn Prnnre |anir|Pr\I‘

Lay out options for a printed view or form

2
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2. A Preview window is shown.
3. Do any of the following

Click Options in the window's Print group. In the Print Options dialog you can choose what you want to
print and how you want to print.

Click Scale in the Page Setup group to fit the view or form to the printable page or to resize it larger or
smaller.

Click Header/ Footer in the Page Setup group to add and edit the header and the footer of the report's
pages.

Click the Page Background command or the Watermark command to change the background of the
printed view or form.

4. To print the view or form:
Click Print to open the Print dialog. Choose the printer and options and click Print.
Click Quick Print to print to the default printer.
NOTES Notes on the options in the Print Options dialog.
If you print a table view

¢ Select the Selected Rows option, in the Options tab page, to show only the lines or groups selected in the
console's table view to be printed. This option allows to hide some of the lines from a table view.

e Select the Auto Width option, in the Behavior tab page, to stretch to view to the width of the page. If you clear
the Auto Width option, the lines in a table view will take the size as they appear in the console's table view.

If you print a chart view

e Select the None option (for no resizing) to use the current rendering of the console's chart view. If the current
rendering is small, then the resulting report may have a low quality picture.

Forms and Scheduler Views have no print options.
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/ Doing Daily Tasks

PROLIN Smart Client provides numerous ways to make your daily tasks easy. In this chapter you will learn how to
make best use of PROLIN Smart Client technology.

/7.1 Working with My Tasks

Starting your day with the My Tasks view puts you in charge of your time. In one look you see the items assigned to
you, to your group and the approval tasks waiting for your attention. The My Tasks view is the perfect location to
assess your workload of the day.

My Tasks - PROLIN Smart Client

L T, ) & Views + P + 7
| & cu ) % 9 Browser - @ Clock @
-~ = 1\frj\;h : DS T e Ful
New Copy paste  Refres References Advanced  More Tools = Toggle Ful [ calendar Mavigator
- L & Other - Fing Sreen | o
Edit Data Actions Tools Workspace &
a
Navigator ® || mems assigned to me =1 My approval tasks ox | g
=
Service Desk~ | |[id D Ttem type Desaiption Assignment » Assig... | Assignment » Assig... | Deadine -
o
4 2 My Dashboards - 3
E.@ My Tasks D Item type Description ApPprova... a
: . )
E 623 Service call Add functi... |l ™
+ & Service Today
= 1,188 Service call Add functi...
3¢ Service call P I N d
+ & Incident 2‘351 SErv!ce caH Isysl:n M|m
+ @ Problem 2‘465 Servlce caH Ilmw arefm
+ & Change , ervice cal ogging of ...
2,654 Service call ability to ty...
2,705 Service cal abiity tore...
2,868 Service cal Advanced ...
2,974 Service cal ahility to a...
3,480 Service cal Enable Upd. ..
3,515 Service call Filter Defini...
3,534 Service cal password e...
3,387 Service call Email Com....
Ttems assigned to my group o x 3,689 Service cal mechanism ...
3,691 Service cal Add table/...
D Ttem type Description Assignment » A... | Assignment » A... | Assignment »T... |Deadine A e v
a
3,691 Service call Add tablefarray ... ACCEPT
v
N Al my open service cals O x My open calls within 2 da... © %
»
v
v
»
»
B service call: All Servi..,  x [{UNREENIY -
=

These are suggestions to give you a good start of the day:

e Review the approval tasks assigned to you. Decide whether you can approve to task, have to reject it or must find
information before you can make a decision.

e Make a to do list for your day in the Items assigned to me view. Depending on the procedures of your
organization, you may assign items from your group to yourself. The item will then automatically move from the
Items assigned to my group view to the Items assigned to me view.

¢ When you manage the assignments list of a group, you may review the Items assigned to my group list and
assign the items to individual Persons. The items will then be shown in the Items assigned to me view of the
assigned Person.
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7.2 Working with Service Today

Starting your day with Service Today allows you to manage several lists. When you manage the workload of a
Workgroup, it may be easier to start in Service Today. When you manage only your own workload, it may be easier
to work from the My Tasks view.

Mame lte... |Des.. |Assignme.. |Assignme.. | .. D 4

- Wark order

- Service call

.. Wor... Replac... New Sc...
.. Wor... Replac... New Sc..
- Change . Wor  Prepar . Accept
- Inddent .. Wor.. Order ... Accept
- Project .. Wor... Install ... Accept
.. Wor_.. Install ... Accept
... Wor... Setup ... Accept
... Wor... Prepar... Accept
... Wor... Order ... Accept

Wl mr I etnll Armend

- Problem

Service Today example

Service Today lets you focus on one list of items at the time. The Service Today views show items that can be
assigned (Service Calls, Incidents, Problems, Work Orders, Changes and Project) to Persons or Workgroups. Each
view can show you the items assigned to the current user of the client (you), to the Workgroup of the current user
(your Workgroup) or a selected user or Workgroup.

To determine which assignment is viewed, do the following:

Open the table view for which you want to determine the assignment.

In the View tab, click All View Options.

In the navigate view of the View Options dialog, choose the Filter group.

In the More Choices tab page select the right options.

i A W N

When you want to select a specific user or group that is not you or your group, then clear all options in the More
Choices tab page. Turn to the General tab page and select a specific user in the Assignment>To Person field
or the Assignment>To Workgroup field.

6. Click OK to close the View Options dialog.

See also:

e Working With My Tasks

7.3 Using Advanced Find

The database you use with PROLIN Smart Client may contain a large amount of information. Easily finding
information is important. At any time and at any moment you may want to use Advanced Find.

To use Advanced Find do the following:
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1. Click Advanced find, in the Tools group on the Home tab.

ﬂ &) weh

Advanced More Tadls -
Fird

Tools

Advanced Find in the Tools
command group

2. The advanced find opens with th@uery Composer  open. If th@uery Composer s not open, click the Query

Composer tab at the bottom of the dialog or click Compose in the Filter group.

% Acvanced Find - o x|
18 - Hame 2 -
RO Prom- ¥ e @

Fnd Mow  50op | Compose: W save... NeviFiler | S pelete || Togele Full
Screen

Search || Filzer Selection | Window |

Search for: Service cal

A
View: Al Open Service Calls - ()
177}
B Croce | e 1
I0: = <
= (4]
Caller; - é

e I

\ MExecuted Query

Query Composer
The advanced find dialog

3. In the Query Composer, select the item you are looking for in the Search for field.

4. Select the view you want to use for the results in the View field.

Search for:

Wigw Al Open Service Calls -

Gengral

I

Caller:

qQ -
Descripkion:
Category:
-
Priotity:
-
Skatus:
-
To person:
q -
Configuration Ikem:
qQ -

lQuery (o el Excecuibed Query

Advanced find composer
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5. Now you can enter search criteria

¢ In the General tab page you can use commonly used search criteria.

¢ In the More Choices tab page you can use predefined search criteria.

e For more information about the Advanced tab page, see Editing Filters.

More Choices

Search for: Service call -

View: Al Open Service Calls -

Advanced

And
és---[ActuaI Cost] Is greater than 1000
‘. [Actual Finish] Is

Query Composer |40 ety

Advanced Settings

6. Once you have selected your search criteria, click ind Now. Every time you change the search criteria, click
Find Now to see the results.

7. A change from your Service Management System is that Advanced Find always uses "contains" to search on a
text string if you don't add any search wildcards. If you add wildcards the exact string plus wildcards are used.
For example, if you search in the description field on "print" it finds all records that have the word "print" in the
description. However if you enter "print*" all records are found where the description starts with "print".

8. The search result is now shown in the result view, the Query Composer window can be closed to gain more
room for the results.

To clear the currently set conditions, click New Hiter in the Filter group.
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For advanced users the Executed Query action window shows the used query after you have clicked Find Now.

PROLIN Smart Client 2020

Service call

Where( == {{.ActualCost > Convert{10000}) &
((.ActualFinish == Convert({3/31/2010 12:00:00
AM)) & (. ActualFinish <= Convert({3/31/2010
11:59:59 PM)))))

Query Composer Sl Lei=eY

Executed Query

You can save and later re-use an advanced find filter. To save a search filter, click Save in the Flter group.
Navigate to a convenient location and save the filter. To open a search filter, click Open in the Flter group.
Navigate to the location where you store filters select a filter and open the filter. The Open menu will show recently
opened filters.

7.3.1 Global Search

The Advanced Find dialog contains an extra button "Global Search" in release 2016 and later. This function
searches the database over all entities (Servicecall, Incident, Problem, Change, Workorder, CI).

This function is only available when the PROLIN Power Server Connector is used and when the Search module is
active on PROLIN Power Server (which means Elastic Search needs to be installed on a server as well) and one or
more types have been indexed, the button will be active. Please check with your administrator if the Global Search
button is not enabled.

Clicking on it will activate a text editor in which the user can type search strings. Pressing the "Find Now" button or
the F2 key on the keyboard will execute the query.

The only view that is available for Global Search is the "Global Search" view. This view cannot be changed or
modified.
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@8 Advanced Find - = x
Home X @ -
O T T e |
Find Now Compose H Save... New Filter || Global K Delete || Toggle Full
Search Screen
Search Filter Selection Window
Query Composer £ =]
| Contert Type Title: Fragment Score
Corffiguration tem OSWINS5 Name1: Microsoft Windows 2000 14541187
Corfiguration em QOSNT4.0 Mamel: Microsoft \Windows NT4.0 1,3606496
General Configuration tem MSXCEL2000 MNamel: Microsoft Excel 2000 1,3569636
Corfiguration kem MSOUTLOOK2000 MNamel: Microsoft Outlcck 2000 1.3569636
Eaiz Sak Corfiguration tem MSOFFICE2000 Name1: Microsoft Office 2000 1,2987398
mierosoft Corfiguration tem MSEXCHANGE2000 Name1: Microsoft Exchange 2000 12987398
Configuration tem MSWORD2000 Mame1: Microsoft \wlord 2000 1,0303372
Corffiguration tem MSPOWERP2000 Mamel: Microsoft Powerpoint 2000 1,0303372
Corfiguration em OSWINZ000 Mame1: Microsoft \Windows 2000 0,50154505
Service call How to Open Someone Bse's Calendaror O...  Sclution: installation of Micresoft Outlock 047397591
Service call Cant Send Word Document with Qutlook Ex... Solution: CAUSE: Microsoft Outlook 038514143
Service call How can you convert the Inbox assistart rul Solution: The Micrasoft Outlook 58 Rules 027212963
Service call Why does Word Fail to Open "Cannct Open... Solution: SYMPTOMS: \wWhen you attempt to  0,23408706
Service call How do | deal with Matural Language Formul...  Solution: SYMPTOMS: In Microsoft Excel  0,2209527
Service call How to Uninstall Intemet Explorer 4.0 Solution: ) that was created before you 0,2063057
Service call How do | perform & web query? Solution: line in the \Wweb query file tells 0,13606481
Service call How do | use Outlock’s Intemet Free/Busy F... Sclution: Microsoft Internet Explorer 40 0,106012784
Items: 17

Global Search

7.4 Editing Filters

The advanced filtering of PROLIN Smart Client allows complex filters on views, columns of views and in advanced
find. Although the technology is the same, there are differences in the various filters.

e View filters are part of the view definition and can be changed in the View Options dialog. In the view filter you
can filter on any field available for the type of item the view is made for.

¢ View formatting conditions are part of the view definition and can be changed in the Format Rules screen of the
View Options dialog. In the Format Rule you can determine which items in the view are formatted to attract
extra attention.

¢ Column filters apply to the columns in a view and are edited in the Flter Editor window. In the column filter you
can only change the filter of columns already available in the view.

e Advanced find filters are found on the advanced tab of the Advanced Find dialog. Just like the view filter you
can filter on any field available for the type of item you are searching.

Although the choice of fields available for filtering is different, editing the filters works the same for all filters.

You can make very complex filters, for very specific results. Simpler search conditions return the results fastest.
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7.4.1 Parts of the Filter

A filter consists of one or more condition groups. A condition is a statement about how a field value must contain a
certain value. A field must contain an exact value or must contain a described value. One or more conditions are

combined in a condition group. If the values of an item meet the condition of the filter, the item is shown in the
view.

Condition group = Logical operator + Condition(s)

/ /

and o

[Descrption] Beqgins with Add

- [Deadine] I:ieh:u-e! 1

iy ;
/ / /

Condition = Field name + Predicate + Value
Parts of the filter

The logical operators determine how the conditions are combined to find results. You can nest condition groups.
Conditions are evaluated from the deepest nested condition group to the top. First the deeper nested condition
group is evaluated, the result is then used to evaluate the next higher condition group.

7.4.2 Editing the Filter

To edit the filter in the Advanced Filter of the View Options dialog or the Fiter Editor window, do the
following:

1. Click on the logical operator and choose a logical operator from the logical operator menu.

innd:
‘ I And
@ | Or
o Mok And
@ Mok Or
=, Add Condition
—+

Add Group

The logical operator menu

And 1o find results if all conditions in the group are true

@ to find results if one of the conditions in the group are true

Aot And to find results if all the conditions in the group are false

Aot  Or to find results if all conditions in the group are false or all conditions in the group are true.
Add Condition to add another condition to the group.

Add Group  to add another group within the current group.

2. Click on the bracketed field name and choose a field from the field name list.
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3. Click on the predicate and choose a predicate from the predicate menu. Different types of fields have different
sets of predicates.

PROLIN Smart Client 2020

| = Equals

Does nok equal
I= blank,
Is nok blank,

E @ O %

Is ary of
e [s none of

Predicates for code fields
and

| = Equals

#  Does nok equal

> Is greater than

2  Is greater than or equal to
< Islessthan

% Isless than or equal ko

4 Is bebween

3£ Isnok between

O Isblank

@  Is not blank

Predicates for monetary fields

| = Equals

#  Does nok equal
abc  Conkains

ach  Does nokb conkain
[F@b  Begins with

be]  Ends with

O Isblank

@ Isnot blank

Predicates for string fields

& any of results in true if the field equals any of the selected values.
& none of  results in true if the field does not equal any of the selected values.

e With hierarchical codeds any of results in true if the field equals any of the
selected values or a value that is a descendent of the selected value.
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= Is
Is nat

After

e Before

2
2

................ 2 Onor after
“
% Onor before

#  Does nok equal

2 Isblank O Isblank

@ Is ot blank 2 Isnok blank

Predicates for relation fields Predicates for date fields

& Blank anld not blank  are technically not predicated blank  will return true if no value is entered in the
fields not blank  will return true if any value is entered in the field.

4. Depending on the field name and the predicate you chose, the values must be entered in different ways.
Clikenter a value> and enter a value.

e Type a value or click the menu arrow to open a selection menu and select a value.
e For string and text fields, see Searching On Strings.
e For ID fields, see Searching On IDs.

e For date fields, see Searching On Date Fields.

7.4.3 Adding Groups and Conditions

To add a new condition group click on the operator and choose Add Group to insert a new condition group below
the current group.

To add a condition to a group click on the operator and choose Add Condition or click the plus button right from
the condition.

7.4.4 Searching on Strings

To search on strings and text fields, you type part of the text you are looking for. Depending on the predicate in the
filter, PROLIN Smart Client will search for the given text begin, end or anywhere in the text field.

You can also use wildcards in the search text. Two wildcards can be used, the percent (%) and the asterisk (*).
Percent and asterisk work the same, they function as placeholders of one or more characters. For example, the
search string 'PERF*op' will result in values that start with 'PERF' and that end with 'op' and that have any length of
characters in between.

7.4.5 Searching on IDs

To find items on their ID in Advanced Find in the General tab or the Advanced tab, enter one of the following in
the ID field.

e Type a single ID.
Example: 120. This example will retrieve the item with ID 120.
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e Type a range of IDs.
Example: 100-110. This example will retrieve all items with an ID in the range between 100 and 110.

e Type any combination of single IDs and ranges of IDs, separated by semi-colons..
Example: 100-110;120;130-135;203. This example will retrieve all items with an ID in the range between 100
and 110 or with the ID 120 or with an ID in the range between 130 and 135 or with ID 203.

7.4.6 Searching on Date Fields

To find items on date field values in Advanced Find in the General tab or the Advanced tab, click in the date value
field to open the date selection window. The date selection window appears above or below the field:

m— o mm ya

L Absolute date/time:

| ® Oxtober 2017 =]
SU MO TU WE TH PR SA
ST BECRLE B e S ‘
AR BRI & R PR R
SRR v AR T TR L REEE.s FEAS- 4
2 B oM s s |
bR R ‘

Relative date/time (standard):

Relative date/time (custom):

! Other:

Clear o Cancel

Create a date selection as follows:

e To select a specific date, click Absolute and select a date. Change month by clicking the triangle arrows.
Change the year by clicking on the year and then clicking the triangle arrows.

¢ To select a range of dates, click Absolute and click on the starting date then drag the mouse to the end date of
the range.

e To select a relative date, click Relative. When you have chosen the predicate After, On or after, Before or
On or before, then the slider will be solid. When you want a date that is equal or that is not-equal to a date in a
field, then the slider is split.

e With a solid slider, drag the slider left or right. A tool tip will show the selected value.

e With a split slider, first drag one side of the slider and then drag the other side of the slider to the right date.
While you drag each side of the slider the text in the date field is updated. Stop when the correct description
is shown. Example, "2 months ahead."

e To select a relative date range, click Relative. First drag one side of the slider and then drag the other side of
the slider to the right dates. While you drag each side of the slider, the text in the date field is updated. Stop
when the right description is shown. Example: "Between 2 weeks ago and 2 weeks ahead."

e To select another descriptive date, click Other and choose one of the options. Example: "Last week."
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/7.5 Using Shortcut Keys

General Shortcut Keys

Alt + M4

Exit the application

Alt + SPACE

Open the console's system menu. From the console's system menu, you can restore, move, resize,
minimize, maximize, or close the console

Navigating The Console

Alt or FLO

Pressing Alt or F10 when working in the console cycles between the toolbar and the windows in the
console.

Toolbars

If the toolbars are selected, labels will be shown press any of the keys as shown in the labels will
start that command.

For example, try the following sequences:

e Alt - E will exit the application.

e Alt - H- O opens the User Options dialog.

e Alt - H- N- A pins down or closes the navigator window.

In the ribbon the arrow keys allow to move from one command to the other, press Enter to activate
the command.

Windows

In the windows, the DOWN ARROW or UP ARROW key makes clear which window is selected.
DOWN ARROW moves to the window to the right of the previous selected window, the UP ARROW|
moves to the left of the previous selected window.

The Tab key will move selection to different parts of the window.

In the My Task window, if the double V icon is selected then Numeric Key + will expand the

window and Numeric Key - will collapse the window.

Navigating Trees

Numeric Key
+

Expands the current selection

Numeric Key

Collapses the current selection

RIGHT
ARROW

Expands the current selection if it was not already expanded, otherwise goes to the first child

LEFT ARROW

Collapses the current selection if it was not already collapsed, otherwise goes to the parent.

Table View

ARROW UP

Move to the item line above the currently selected item line.
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ARROW Move to the item line below the currently selected item line.

DOWN

Enter Open the form for the currently selected item.

Chart View

Al or FLO  [The sequence Alt +V + C will open up a menu with chart type. Use the arrow keys to select an
chart type, then press Enter to show the chart.

Explorer View

Tab Cycles throught the views in the explorer view. Shift + Tab cycles through the windows in the
reverse direction.

Form

Alt or FLO  |Cycle between toolbars and form pages.
The sequence Alt - A - Cwill close the form.

Tab Move to next field on page. If the last field is reached, focus moves to the first field on the page. If
the last field of the main page is reached, focus moves to the tab of the first tab page.

Shift + Tab [Move to previous field on page. If first field is reached then focus is moved to last field on page. If
first field of a tab page is reached the focus moves to the tab of the tab page.

ARROW If the tab page label is selected, move to next tab page.

RIGHT

ARROW LEFT[If the tab page label is selected, move to previous tab page.
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8 Working With Items

Information in PROLIN Smart Client is held in items. There are a large number of items in PROLIN Smart Client, for
example Service Calls, Work Orders, Incidents and Changes. Each item contains information that is used in a
process. To properly support the process, the item also behaves in specific ways. For example, fields may be
required or actions are started. With the standard configuration, PROLIN Smart Client is ITIL compliant. The
configuration may be changed to (also) adhere to company processes and procedures.

You will learn how to use basic behavior shared by all items in this chapter. Some items are closely related, for
example Service Calls and Incidents. Closely related items share much of their behavior. This chapter however,
explains the behavior shared by most items.

8.1 Creating an Item

There are different ways to create an item. One approach may give you more control over the creation process
than the other. One approach may be more applicable for one situation than the other. The following is an
overview.

New

To create an item with all default settings and with a default form, do the following:

1. Navigate to the item view for which you want to make a new item.

2. In the Item group on the Home tab, click New. The new item is now shown in the default form and contains
values as defined in the default template.

Ikem

The Item Action Group

Alternatively, to create a new item with all default settings, right click in the item's view and choose New from
the pop-up menu.

NOTE : In views that can show multiple items, such as thidy 7asks view, a dialog will appear in which you must
choose a specific item to create.
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3. To apply additional values from another template, choose a template from the Apply Template menu in the
Template action group. The currently applied template is highlighted in the menu.

@ @ & cut g A
Apphy Fate g Oy * i e e
Template =
Default ternplate Inbiound Ernail call "

Mail server out of order M35 Outlook

W W 4
MNew Employes Mewe MT account
Quick call template Service Pages Call 4
ig‘l
SPServiceCal i

Apply a templaée; on é new Em

After you save the item, you cannot change the chosen template anymore. The next time you open the
template, the button in the Templates group will be grayed out and the button's label will show the first applied
template.

Templates

First template
applied

NOTE You can create a new item with default settings and the default form from any view. In the view, select the
item you want to create from the New menu.

L Service cal

Create With 3
Change

Configuration Item

E-mail Service Call

Incident

Maintenance contrack

DFP8%

Crrganization

Person

Problem

Prioject

Service

Service Level Agreement

ok order

Eoe iR

‘Workgroup

Choose Form,..

The New Menu

Choose a Form to Create an Item
To create an item in the form of your choice, do the following:

1. Navigate to the item view for which you want to make a new item.
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2. Open the New menu and point to Create With.

New

L) Service call

]
1 Create with » | @ | service call (all Fields)
& Change L) Service call Essentials d
%  Configuration Item L} Service call with Approval
: e
44 E-mail Service Call -
iy Incident
4 Maintenance contrack »
¥ Organization
@ | Person
9&  Problem ' —
sy Project
@) Service ——
&) Service Level Agreement . a——
Bl Work order
8 | workgroup | —

Choose Form,.,.

Choose a form to create an item
3. Choose the form you want to use to create the new item.
See also:

Set the Default Form

Copy Information to a New Item

Service Calls, Incidents, Work Orders, Changes and Problems contain similar information. The information similar in
these items can be used to create a new item. When the new item is of the same type as the item you are working
with, more information is copied than when the new item is of another type. The information copied to the new
item cannot be changed. Not all copy directions are available, the copy methods available roughly follow common
ITIL process flows.

To create an item from copied information, open the item from which you want to copy. In the copy menu, choose
the item you want to create. The following image shows the copy menu from a Service Call form.

E@ oo | Ry by @ vew-
Faste | g Copy |~ Reforences . Links «

Copy

Copy values to new Change

Copy values to new Incident

Copy walues to new Problem

Copy values o new Servicecall

Copy walues to subcontrack Servicecall

Copy walues ko new Wark arder

Choose the item?)' c'reéte with copied
information

8.2 Creating Multiple Configuration Items at
Once

The Generate CI Wizard allows you to create multiple Configuration Items at once. Some planning is useful before
you start the wizard. Make sure that you have or know the following.

© 2024 PROLIN Inc. Page 189



[ | o
PROLIN Smart Client 2020 mx PROLIN

#he total number of Configuration Items to be created . The wizard will create the given number of

configuration items. Once started you cannot cancel it, if you use a number that turns out incorrect, you will loose
time with creating, deleting and re-creating configuration items.

#he template contains the right information . The template you use to create the configuration items
contains all the information that will be in the newly created configuration items. You can change the information
in the process, but the time you execute the wizard may not be the handiest time to check the template. Make
sure you use the right template and the template contains the right information before you start the CI wizard.

To start the CI Wizard, choose Generate CI Wizard from the More Tools menu in the Tools group.

- (L <

Advanced pore Tools = Do Ful
Find Sevmon

T| =8 Generate CI \Wizard k_ 1

Generate CI Wizard in the Tools group

1. The Generate CI Wizard opening screen appears, read and click Next.

Generate CI Wizard
e This wizard helps vou ko generate a specfied number of
5 canfiguration items based an an existing termplate.

Ta continue, click Mext.

CI Wizard opening screen

2. In the Total Numbers and Template screen, enter the number of Configuration Items you wish to make in the
How many configuration items do you want to generate? field.

Total Items And Template
Select the number of ikems vou want to create and the template vou want to use,

Hows many configuration iterns do wou wank to generate? 5 z

‘Which template do you want to use?
Default template

DTAADMIN
DTACPU
DTADISK
DTAMOUSE
DTADS
DTASOFTWARE

‘You can madify the fields copied fram the selected template: | Modify Fields... |

| < Back || MNext > || Cancel |

Enter total number of items and template

Select the template from the template list. Some templates need information specific for use in the wizard. For
example, the location of the configuration item may have to be set each time you use the wizard. To enter this
information click Modify Felds. A form is now shown in which you can modify field values. The modified field
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values are not stored in the template and are only used for the current use of the wizard. After you modified the
needed information, click Save and Close in the Modify Relds form.

After setting the total number and template, click Next. If the template does not contain required information, a
warning is shown. Read the warning, close it and modify the fields mentioned in the warning as described
above. Alternatively you may choose another template that contains the correct information.

"_-. For configuration item the Following fields are required:

Search code,
Skakus,

The mentioned fields need a value
. In the Define Search Code screen, determine what the search code will look like.

When you create non-unique items, you may want to allow variation in the search code. Choose the Functional
ID of Generated CI option to create suffixes that end in the functional ID. Choose Sequence number with
length, to generate a suffix that starts at 1 for each use of the wizard. If you choose to use a sequence
number, enter the length of the sequence number in the length field. The length of the sequence number must
be enough to contain the number specified as total number in the Total numbers and template screen. The
sequence number will be filled with zeros to the left to create the length of the suffix. For example, a sequence
number with a length of three will contain "001" to "999"

Make sure the search code complies to company standards. In the Search code format field you will see an
example of the search code using your settings.

Define Search Code
Select from the Following building blocks to define a search code.

| Template search code
| Suffis:
2 Functional ID of generated I
Sequence number with length:

Constant:

Search code format: DTAADMINZ34

<« Back. Next > Cancel

Define the search code
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4. You are now about to generate Cls, check the number of Cls that will be generated. When the number
surprises you or you feel unsure, click Back to review the settings. Click Next, the Cls will be generated. You
will not be able to stop the process. Depending on the total numbers to generate, generation of Cls may take
considerable time to complete. A progress bar will appear to show progress.

Generate CI Wizard

- ‘fou are sbout to generate & Configuration items.
-,

Click Mext to generate the Canfiguration Items. Depending on the
arnount of data this may take a while and cannot be cancelled.

| < Back || Mext = || Cancel |

Ready to generate CIs

5. Atter the Cls are generated, you may want to generate a report. Click Report to view and maybe print the

report. Click Restart the wizard to start with the first screen and generate more Cls. Click Anish to close the
wizard.

Generate CI Wizard

sl ‘fou can create a report showing the result of the generation
e process by clicking the Report button,

Report...

Click Finish to complete.

| Restart the wizard || Firish

CIs generated

Generated Configuration Items 11/02/11 15:57

Number 1ID Search code Success
1 84 DTAADMINS4 Yes

Close:

CI Wizard report
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8.3 Updating Multiple Items at Once

To update — edit — an item you open a form and change the field values in the form. See Opening An Item In A
Form.

When you need to update multiple items, opening forms and applying the same change in each item will be
cumbersome. PROLIN Smart Client has thigpdate A/ function that helps you apply the same change to a selection
of items.

When you select more than one item in a view, Update All becomes availablépdate A/l is not available in thidy
7asks  view.

s © 2 B

W g Paate Refresh  Update Export

Al
Bt | Drata {
¥ Service cail A Service Calls
K &  Deading Dhifir il

- - Frshiin ¥-ili i 0

Update all is available

To update selected items, do the following:

1. Select multiple items. The lower left hand corner will show the number of items selected.

e ARMYILE dll O JLdLU>

£% Dashboard
Items: 35 Selected: 12

Number of items in view and
number of items in selection
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2. Click Update Allin the Data group. Alternatively, you may right click in the selection and choose Update All in
the pop-up menu. The Update All dialog appears.

2 Update &l £ 4

Apply Changes Close | @ Clear

Actual Duration
Actual Finish .
Actual start

Appraval S

#Approvers Required

Deadline
Descripkion
Assignment

»

External Deadline

Information from sender

Actual Cost

The actual costs of handling this item.

Update all dialog

3. The Update All dialog shows all fields of the item that can be changed throudWpdate A// . Modify the field
values. To clear all field value changes you made, click Clear. The values you enter in the fieldeplace the
values currently stored in the selected items.

4. After you entered the needed field values, click Apply Changes. To close the dialog, click Close.

8.4 Deleting an Item

Deleting an item is a normal part of an item's life cycle. You may want to delete an item because the item is no
longer in use. However, company policies may require that you do not delete items. The Service Desk contains
archiving functions that remove items from the database according to set policies.

You can delete an item only if you are authorized to delete that type of item. If you are not allowed to delete items,
the delete function is not available to you.

An item can only be deleted if the item does not have a relation with items that depend on the item you are about
to delete. For example, many items have history lines. History lines that are not related to an item in the database
have no purpose. When an item still has reference to history lines, you cannot delete the item. When a database
contains history lines that are not related to the item they describe, the database has lost its integrity. To avoid a
database with impaired integrity, items with existing references cannot be easily deleted.

Some items, such as Person, can be blocked. Blocking is an alternative to deleting. A blocked Person cannot be
selected anymore in Lookup fields. For users of the system it seems as if a blocked item is deleted, however the
item is still in the database and existing items can still refer to blocked items.

When you want to delete an item, do the following:

1. Select the item you want to delete. You cannot delete multiple items at once.
2. Right click on the selected item and choose Delete from the popup menu.
The delete function may not be available to you.

To delete an item with references, do the following:
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1. Select the item you want to delete.

2. Click References in the Action group in the Home tab. The References dialog appears.

@? @ Views ~

References oy Links -

Ackions

References in the Actions group

3. The references dialog shows all references the current item has. Review details of the reference, select the
reference in the reference list and click Open.

Uy References 7T X

Close | [¥ Open 5% Delete

Service call: 2 - Run management invoice summary batch job

Drag a column header here to group by that calumn

Item Type 1D Description Reference

call

Service call History. Service call

Ihcident 152 Memom emor: mapping: FFF « Q00BAAF Relations Service call

Incident 183 Server down: Mo connection after 45 sec. Relations Service call

Service call 2 Fun management invoice summary batch job Relations. Service call

Service call 191 Run rmanagement invoice surmmary batch job Subcontract call Subcantract call fram servicecall
Service call 192 Runmanagement invoice summary batch job Subcontract call Subcontract call from servicecall
Service call 193 Run management invoice summary batch job Subcontract call Subcontract call from servicecal
Generic Relation To

Generic Relation From

References of a specific Service Call

4. When you agree that the current item and all listed related items can be deleted, click Delete. The delete
function may not be available to you.

8.5 Sending E-Mail Messages from Items

E-Mail messages can be sent from many items using a smart link. The Smart Links can be found in the Actions
group in the Home tab. The e-mail smart link must be made available by the system administrator.

The most common use of e-mail from PROLIN Smart Client is to communicate with a caller or with a Person who

has a Work Order assigned. The information contained in the created e-mail message depends on the configuration
of the system.

To send an e-mail message, do the following:

1. Select an item a view or open an item from a view.
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2. From the Links menu in Actions group, choose New Mail Message. The name of the Smart Link may vary
due to configuration differences.

e )
il &P Views - N d
References @ Links = it Puevidns

ackl & Metmesting tifey

n | @ Mew Mail Message

Send a New Mail Message

NOTE : The Netmeeting Smart Link works similar to sending e-mail messages. Availability depends on configuration
of the system.
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9 Advanced Topics

This chapter covers some advanced topics in order to get the maximum capabilities out of PROLIN Smart Client.

Command Line Allows you to execute some basic commands from the command line for integration
Automation purposes.

Variable Expansion  Allows you to specify certain constants which are replaced at runtime with real values.

View Performance Allows you to set view loading optimized for performance or for presentation.
setting

9.1 Command Line Automation

The Command Line Automation (CLA) feature allows you to execute some basic commands from the command
line for integration purposes. This feature consists of a separate program named smcc.exe which exists in the
same installation folder as PROLIN Smart Client. It can be started by typing its name from a Command Prompt
window:

(oo QU WL, ==

C:~Program Files <xB6>~PROLIMN-Smart ClientX>smcc

C:~Program Files <(xB6>~PROLIM“Smart Client>
PROLIN Smart Client Command Line 18.12.8.8
Copyright <c? 208Y-2011 PROLIMN Inc. All Rights Reserved.

r

Ingsufficient arguments specified. Type ‘smcc ~#help’ for more information.

C:~Program Filez <(xB6>~PROLIN-Emart Client>_

smcc (without arguments)

You can see all its options by typing "smcc /help" (without the quotes):
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BEX Command Prompt

C:~Program Filesz C(xB6>~PROLIM~Smart Client>
PROLIM Zmart Client Command Line 18.12.68.8
Copyright <c) 208Y-2014 PROLIM Inc. All Rights Reserved.

Uzage: smce [—optionz] [{args>]

Shows thiz help information.

Antomation mode for sending commands.
stimeout=<value> Wait time for a client reponsze in msz [300BA].
sUserConfigPath=<value’ Specifies a custom user configuration path.

C:~Program Files <xB6>~PROLIM“Smart Client_

To execute automation commands the first option must always be "/a" (again without the quotes) followed by a
number of arguments which you can see by omitting them:
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C:swProgram Files C(xB6>“PROLIN“S8mart ClientXsmcc ~a

C:~Program Files <(xB6>~PROLIMN-Smart Client>
PROLIM Emart Client Command Line 18.12.68.8
Copyright <c?» 2807-2811 PROLIN Inc. All Rights Reserved.

Uzage: smce ~#a <command?> <target?> [{criteria>] ...

CREATE @ OPEM | LIST

I¥YPE=<{typename> | FORM=<{formname >
“<fieldname><operator>[<value:]

The name of a field associated with <{tyvpename?.

=, Fn 2=, %, €=, ¥=, or © <(see below?

The value to either search for or to assign to <fieldnamel.

<command >
{target>
Lcriterial
‘fieldname >
Loperator’
<value >

Any <typename’ or <fieldname’* can be specified in either non—localized
Crecommended? or localized format. All operators C(except =2 can be used to
construct simple gueries. The assignment operator (:2 iz used for assigning
values to the fields of either a created or opened item. A <value’ can he a
reqular string or one of the following szpecial constants:

$4Process.CommandLine’ Represzents the full command line.
${Process .WorkingDirectoryr The current working directory.
${Process.MemorySiz=el The amount of availahle RAM.
${Machine .Name>} The name of the current machine.
${Machine .CPUCount> The total numbher of CPlUs.
${Network.IPAddress> The current machine’s IP address.
${Hetwork.MacAddress? The current machine’sz MAC address.
$4{0peratingSystem_.Hamel The name of the Operating System.
S{0peratingSystem.ServicePack’ The sewvrvice pack of the current 05.
S${0peratingSystem.Version? The version of the current 05.
$4{0peratingSystem.SystemDirectory? The location of the SYSTEM directory.
S{Uzer.Domain The domain of the current user.
S${User .Hame? The name of the current user.
${NETRuntime .Uersion} The .MET runtime version.

${CRLF> A carriage—linefeed.
S{umi:WMI_PATTERMN> Obtains WHMI specific information.
#»ENUI ROMMENT _UARIABLE: The value of an environment variable.

Mote that in a numher of casesz the <value* should be encloszed by doubhle guotes.
Thiz applies to regular string values containing spaces,. and environment
variahles.

Refer to the documentation for further information.

C:~Program Files <xB6>~PROLIM~Smart Client>

smcc (with automation help)

Automation Commands

The first argument is required and specifies which automation command should be executed. Currently PROLIN
Smart Client supports one of the following:

CREATE Creates a new item based on its type or form with optional values.

OPEN Opens an existing item based on specified criteria. Depending on search results this command will either
start Advanced Find (multiple items found), open the item in a form (single item found), or ask the user
whether a new item must be created (no items found).
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LIST Shows the Advanced Find dialog with the search results.
QUIT  Terminates PROLIN Smart Client.

Automation Target

The second argument is also required and specifies a so-called automation target. The notation of this argument
should be one of the following:

TYPE=<typena Uses the default form for a type specified by <typename>.

me>

FORM=<formna Uses the form specified by <formname>.
me>

If either <typename> or <formname> contains you must wrap them between double quotes.

Criteria

Any following argument (after the automation command and target) is treated as criterium and you can specify as
many as needed. You can use them as part of a query or to fill in fields with values. The notation of a criterium is
always:

<fieldname><operator>[<value>]

The <fieldname> can be either the internal (non-localized) field name or its (localized) display name. The following
operators are supported:

= Equals

> Greater than

> = Greater than or equals

< Less than

<= Less than or equals

I= Not equals

Assignment

Note that all operators (except the assignment operator) are used for filtering purposes. The assignment operator
is used to populate fields with values. Omitting the value means an empty value. You can also use wildcards (i.e. *)
for queries.
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Both the <fieldname> and <value> must be enclosed between double quotes when it contains spaces. For

example:

"Closure code"="Not solved"

The <value> can refer to field names as well when the automation command is started from a smart action. To

achieve this the value must be enclosed between square brackets:

"Configuration Item"=[Configuration Item]

There are also a number of special constants that can be used. These are replaced with runtime information upon

query execution or field assignment. There are some predefined constants, but you can also use system
environment variables and WMI information. For a complete list refer to Variable Expansion.

9.2 Variable Expansion

Variable Expansion allows you to specify certain constants which are replaced at runtime with real values. This
functionality can be used in filter conditions, but also as command line argument for the Command Line Automation
(CLA) feature. Besides some predefined standard constants you can also refer to system environment variables

using the the following syntax:
$VARIABLE NAMES%

For example:

oo

oS

o

Standard Constants

S{Process.CommandLine}
${Process.WorkingDirectory}
${Process.MemorySize}
${Machine.Name}
${Machine.CPUCount}
S{Network.IPAddress}
S{Network.MacAddress}
${OperatingSystem.Name}
${OperatingSystem.ServicePack}
${OperatingSystem.Version}
${OperatingSystem.SystemDirectory}
${User.Domain}

${User.Name}
S{NETRuntime.Version}

${CRLF}

© 2024 PROLIN Inc.

Page 201



PROLIN Smart Client 2020

B8 PROLIN®

WMI Constants

The WMI constants always use the following notation:

${wmi:<ClassName>}

The <ClassName> refers to a WMI class, for example:
${wmi:Win32 LogicalDisk}

Also, you can select a specific object like this:

${wmi:Win32 LogicalDisk[Name='D:'].Size}

For a complete list of WMI classes refer to http://msdn.microsoft.com/en-us/library/aa394084(VS.85).aspx.

9.3 View performance setting

Using the setting shown below you can improve performance of views by limiting the number of rows that is taken

into account for best fit calculation.

User Options

Manage all your user specific settings

General Caching
App!mahons W| Clear cache on exit
Regional
- Proofing
Security Performance
‘Advanced 0 Adjust for best performance
Search ) Adjust for best presentation
Appearance
.. Themes Delay refresh after saving item (in miliseconds):

Clear Cache Mow

Ok

Cancel

When best fit is being calculated for a view with a large number of rows, all those rows are taken into account

which brings down performance.
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In the User Options window under Advanced users can influence how Smart Client behaves when loading views.

The user can choose from two options:
1) Adjust for best performance (default)
2) Adjust for best presentation

The result of the first option is that for table views the first 1000 rows are taken into account when calculating the
best-fit widths for the columns. The second option takes all rows into account.

Note: When switching options PROLIN Smart Client needs to be restarted to activate the change.

9.4 Delay refresh after save item

This setting can be used in situations where the refresh of an item in the form after save is done before the server
side (database) rules are done. In some exceptional cases this can occur and setting this value can help solving that
synch issue.

The value can range from 0 - 5000 (ms). The value "0" means there is no delay used.

This value can be set via a startup parameter as well. See the installation manual for more information on this, and
other, startup parameters of PROLIN Smart Client.

Please always check with you administrator before setting this parameter.

User QOptions 7T X
Manage all your user specific settings
Ll
General Caching
Applications
Rizional | Clear cache on exit e ot
- Proofing
Security Performance
: Advanced 2 Adjust for best performance
Search Adjust for best presentation
Appearance
i Themes Delay refresh after saving item (in miliseconds): 0z
OK Cancel
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9.5 Service call Hierarchy

This function is available in PROLIN Smart Suite 2016 R5 and later versions.

It allows users to link service calls to service calls and thus create a Master - Subordinate structure.

Initialize Service call Hierarchy

In order to use this functionality some settings have to be set in the database. This can be done in the Admin -
Application Settings dialog.

Go to Business logic - Service call Hierarchy

If you are not connected to the correct version of Power Server (2016 R5) you will see below message and the
button will be disabled.

Application Settings 7T X

Manage all your general application settings.

General Service call Hierarchy Settings
" Notfieation ) ) - _
1 Before you can use the Service Call Hierarchy feature an initial setup is needed
Applcations which reguires that changes will be made to your application configuration settings.
Regional Press the button below to make the required changes.
Language Please upgrade your remote server to PROLIN Power Server 2016 RS or
[ Time Zone later before proceeding.
L Crrency
Attachments
Search
Security
Business Logic |
~{Service call Herarchy |
Advanced

OK Cancel

If you are connected to a correct version of Power Server you will see below message and the button is enabled.

Page 204 © 2024 PROLIN Inc.



B8 PROLIN®

PROLIN Smart Client 2020

General
L Netfication

Regional

Time Zone
Attachments
Search
Seourity
Business Logic

Advanced

Application Settings

Manage all your general application settings.

Service call Hierarchy Settings
1 Before you can use the Service Call Hierarchy feature an initial setup is needed

which requires that changes will be made to your application configuration settings.
Press the button below to make the required changes.

| Initial Setup |

Ok Cancel

If you press the Initial Setup button you will get a dialog asking to confirm that you will be making some additions

to the database.

Warning

l'-: Your application config will be changed. Are you sure you want to proceed?

el [

The changes are only for adding the Service call Hierarchy, no existing data is changed.

Service call Hierarchy settings

After the initial setup was successful you will get below dialog when going to Business logic - Service call
Hierarchy in the application settings function.
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Application Settings 7 X

Manage all your general application settings.

General Service cal Hierarchy Settings
L. Motification
Applications | Enable Service call Hierarchy
Regional Model Type
- Language Restricted (Maximum depth of 1)
. Time Tone 7 Unrestricted
- Currency View
Attachments 1 Default
Search Specific:
Seawity
Business Logic
IService cal Hierarchy
P

oK Cancel

In this dialog the Service call Hierarchy function can be enabled (by default the function is disabled).
Furthermore the following settings can be set here:

Model Type: choose between Restricted which means the structure can only go one level deep or Unrestricted
which allows for unlimited levels.

View: choose whether you want to use the default view or a specific selected view when showing subordinate
calls.

NOTE: PROLIN Smart Client needs to be restarted for all users to be able to use the Service call Hierarchy feature
when enabled (the same is the case when Service call Hierarchy is disabled).

Use Service call Hierarchy

Users can use the Service call Hierarchy function in the Subcontract calls section in a Service call form. The
Collection Editor has two new buttons: New and New with Copy.
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| General | Approval | Workorders | Relaions | Time/Cost | History [EFSUteS= 0N Generic Relations | Emais |

Subcontract call

Subcontract call from servicecall:

Subcontract call from incdent:

[ | New | | New with Copy
'Ip i | Deadline Description Status Category
650.709 sub Incident

If you use one of these buttons to create a new service call, the active service call automatically becomes the
Master service call. The newly created service call will be the subordinate of that master service call.

The "New" button allows the user to create a new Service call, which will be added as a Subordinate to the current
Service call.

The "New with Copy" button allows the user to create a new Service call with values of fields from the Master
Service call being copied over to the new Subordinate Service call.

The fields that will be copied are defined in the Copy Fields section in the Admin Console.

When the Service call Hierarchy function is enabled there are three types of Service calls: Regular, Master and
Subordinate. When the Service call is a Master or Subordinate, this is shown in the status bar on the bottom of the
form:

l Configuration Item:

Subordinate

When the Service call Hierarchy function is enabled, two extra buttons will be available in the ribbon of Service call
Forms.

If you are in a master service call, the Show Subordinates button is enabled:

£ -

590 LA
Showe
Subordinates
Hierarchy

If you click it, it executes an Overview action that shows the direct Subordinate Service calls for this master item.

If you are in a Subordinate Service call, the Open Master button is enabled:

. e
Open Master

Hierarchy

© 2024 PROLIN Inc. Page 207



B8 PROLIN®

PROLIN Smart Client 2020

Clicking this opens the Master Service call.

In a regular call (not a Master not a Subordinate Service call) both buttons are disabled.
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10 Administration Module

This chapter covers the functionality of the Administration module of PROLIN Smart Client.

10.1 Starting the Administration Module

To initiate the Administration module make sure PROLIN Smart Client is started and you are logged in.

Note: The admin functionality is not available if the admin module has not been installed or the logged in user is
not authorized under the System administrator role.

The Admin Client can be started from the Application menu. The Application menu can be found to the left of
the Home tab in the ribbon. The following image shows the Application menu.

o @
[El= Home
[ | New...
£ Open...
[=]l Print
[al Print Preview

Administration

Reports
% Liser Options

£y exit

Selecting Administration from the Application menu will display the PROLIN Admin Client main menu.
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© &

[El= Home

| New...
£ Open...
[l Print

@l Print Preview

Administration

Reports
‘.ﬁ, User Options

£y Exit

View
&
-5 General
|£a..'.¢__;;’ Security
&} Accounts
--\2| Roles
Audit Polidies
Audit Log

Active Servers
Active Sessions
544" Business Logic
.,ﬁ Actions
-8 Rules

Reguired Fields
- Scheduled Tasks
|_—.£I Fresentation

- Search Polices
=+ Reporting
Data Analysis
[ Reports
4001 Data
-1l Templates
- Codes
Custom Codes
Calculated Fields

Custom Figlds

- Copy Fields
-|%| Check Lists

10.2 Navigation

The main admin menu is where all the admin functions are located. See the next chapter for a map of SD admin

functions to identify where they are located in the new PROLIN Admin Client.

The navigation In PROLIN Admin Client has been improved to make it easier to find functions by providing a more

generic way to navigate between functions and the data in those functions.

The “General” item has its own layout due to the general nature of the items that can be modified under this group.

All other items have a similar method to navigate through them which are described below.
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When a function is opened a screen similar to the one below is shown.

Navigation Buttons

Action Buttons

Configuration Item Structure - PROLIN Smart Cient

[ Create X Delete

Search Box

¢ \a
[Ev | Home  vew
[ rew...
£ open Oel=ie
& print T General
& securty
[@] PrintPreview &} Accounts
] -3 Roles
Administration Audit Poliies
- Audtlog
Reports Actve Servers

8, User Options

B et

Required Fields
[ stheduled Tasks
&+ [30 presentation

A Forms

2 views

88 search policies

27 Reporting
Data Analysss
[ Reports
& i Data
{2 Templates
Codes
Custom Codes
- Calalated Fieds
Custom Fields
- Copy Fields
[2] CheckLists

All groups.
Standard Forms

FIDO Quick Assignment Y FIDO Quick Dispatch FIDO Quick Response

=

) - partner ITC - Service Cal HF ;
2 L) o L
' FIDO Senvice Gal 5 2z - FIDO Service Cal (0ld) & 22z - service Cal
[ L) o
5ub Forms
;ﬁ - partner ITC - sub - INCIDENT+++ L‘_} -partner ITC-sub - KNOWLEDGE L;ﬁ - partner ITC - sub - QUESTION L‘_} FIDO - 51 - INCIDENT+++

5 FIDO - sub - KNOWLEDGE ) FIDO - sub - QUESTION
W Lfm

Navigation Tree

Data Window

Administration Console

The screen consists of a toolbar, a Navigation Tree and a Data Window.

The toolbar contains the following items:

Navigation buttons

Buttons for “Back”, “Forward”, "Go Up" and "Refresh" view navigation.

Action buttons

Possibility to create a new item or delete an item for sections where this is valid.

Search box

Performs a search on the data in the data window.

The Navigation Tree shows all available administration functions.

The data window shows the data for that section. Depending on where you are you can either drill-down into the
data shown or open it for editing. For example, under Presentation — Forms you will view all available entities
(Change, Problem, etc.) in the data window. When you double click on an entity it shows all forms for that entity. If
you double click on a form it opens the data dialog.
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10.3 Mapping Service Desk functions

Some admin functions in the PROLIN Administration module are placed in a different group when compared to
Service Desk. The table below shows all currently available administration functions, where they are located in
Service Desk and where they are located in the new PROLIN Administration module.

SD Function

PROLIN Administration module

-ee location

dmin group

action

Analyzed data

D Reporting

Data Analysis

Business logic — Actions — Overview actions

D Business logic

Actions

Business logic — Actions — Smart actions

D Business logic

Actions

Business logic — Application

D General

Application Settings

Business logic — Scheduled Tasks D Business logic Scheduled Tasks
Business logic — Database rules D Business logic Rules

Business logic — Ul rules D Business logic Rules

Data — Copy Fields D Data Copy Fields

Data - Custom Fields

D Data

Custom Fields

Data - Calculated Fields

D Data

Calculated Fields

Data — Custom Code D Data Codes
Data — Codes D Data Codes
Data — Templates D Data Templates
Data - Checklist - General Checklist D Data Check Lists
Data - Checklist - Service Checklist D Data Check Lists
Data - Checklist - Classification Checklist D Data Check Lists
Presentation — Forms D Presentation Forms
Presentation — Views D Presentation Views

Presentation - Search

D Presentation

Search Policy

Security — Access — Applications Account

D Security

Accounts

Security — Access — Role

D Security

Roles

Security — Audit — Audit rules

D General

Application Settings - Security - Auditing

Security — Audit — Logged on users

D Security

Active Sessions

Security — Audit — Active Application Servers

D Security

Active Servers

Security - Enhanced Auditing - Audit Log

D Security

Audit Log
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Security - Enhanced Auditing - Configuration D General Application Settings - Security - Auditing
Security — Prevention — Required fields D Business logic Required Fields

System panel — General Settings D General Application Settings

System panel — Password settings D General Application Settings

System panel - Regional D General Application Settings
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3D/2D 62

Access denied 22

Accessibiity 10, 19, 78, 185

Accounts 17
Actions

view and link 79
Actions group 194
Add a coumn 58
Administration Module 209
Advanced find 176
AllViews 64
All Views dialog 51
Appearance 19, 49
Application menu 13, 21
Applications 15
Applied template 187
Assignments 175, 176
Attachments 81
Auto Complete 86
Auto Fiter 54
Average 60

Basics 11
Boolkean Values 83

-C-

Calendar 64, 84
Changing service packs 22
Changing windows 30
Chart views 39

Charts 47, 62

driing 62
Check box 83
Checking for updates 22

CI Wizard 189
Cls 189
Client fails to start 22
Clock 84
Closing 21
CMDB views 39
Code 85
Columns 58

little icon in 54
Command Line Automation
Communication

with caler 195
Condtion group 181
Configuration Items 189
Connection status 27
Console 26, 27, 28

keyboard navigation 185

Contactus 23
Copy 60,91, 189
to newitem 187
Creating Items 187, 189
copy to new tem 187
Critical updates 22
Currrency Values 83
Custom Fiter 54
Customizing 29
My Tasks 29
navigator 31
personal views 51

workspace 32
Daily tasks 175
Date

field fiters, creating 56
grouping on 58
seachon 184
selections 56

Date and Time Values 84

Desktop 11

Display fields 78

E-mail 95
sending from item 195

197
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Entering information 82
Error report 24
Exceptions 24

in firewall 23

Exit 21

Explorer Views 37, 61
keyboard navigation 186
External application 79

-F -

Fail to start clent 22
Failed to connect 22

Fields 82
grouping in table view 57
required 78

Fitter groups 183
Fiters 49, 54, 180
Find 47
advanced 176
Firewals 23
Format rulkes 49
Forms 42, 76, 78, 82
actionsin 79
attachments in 81
temsin 77
keyboard navigation 186
maximize 33
opening 79
set defaut 76
use to create item 187
Free text fields 57
Full Screen 32
Functions in table view 60

-G -

Gadgets 9
Generic relations 90
Grouping 57

-H-

Hierarchical Codes 85
History ines 77

-1I-

ID fied 183
Incoming relation 90
Installation

website 23
Integration 79
Invald Data 82
Item count 28
Item views 48
Items 187

Create 187

delete 194
ITIL 187

Keyboard navigation 185

Layout 29, 30, 49, 62, 173
Link actions 79

logon 14
Logical operator 181
Login

accounts 17
Lookup Fields 86
Lookup Menu 86

-M -

Mandatory updates 22

Maximize
form 33
workspace 32
Menu

application menu 13
Monetary Values 83
More Choices 176
Multiple service pack support 22
Multiple views 52
My Tasks 29, 175
My Tasks views 35
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Names of things 26, 30, 34, 41, 42

Navigating 26
Navigating trees 41
Navigaton 47, 61, 77
Navigator 34, 48
Netmeeting 195
Network access 23
New 189

New tems 187
Nodes 38

Notepad 79
Notification 14

-0 -

Office products 8
Operator 181
Optimazations 19
Optional updates 22
Options 14, 83
print 173
saving user 14
saving user options
view 49
Outgoing relation 90
Overviews 53

-P-

Page layout 173
Password 22

change 17
Paste 60, 91
PDF 95

as attachment 81
Performance 19
Personal views 51
Pindown 34
Port number 22
Predicate 181
Predicates 181
Primary time zone 16
Print format 95

14

Print options 173
Processes 175, 176, 187
Project view 64

Project views 40

Pushpin 34

Qualty 10, 24
Queries 19, 176
Query restrictions 19
Quick fiters 54, 61
Quick find 19, 86
Quickview 78

-R -

Radio button 83

References 194

Regional settings 16

Relations 88
generic 90
many-to-many 89
one-to-many 86, 88

Remove a coumn 58

Reporting problems 24

Reports 95, 209
Advanced Report topics 152
Example reports 98
Importing/Exporting Reports 166
Report Designer 96
Report Editing Basics 100
Running Reports by End Users 95
Start reports from a Form or View 172

Required fields 19, 78

Ribbons 30

Roaming 14

Running Reports 95

-S-

Scheduler 64
Scheduler views 40

Scrol 34
Scroling 30
Search 176
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Search 176

date 184

global search 179
IDs 183

settings 19

string and text values 183
Security settings 17
Selected 28
Selection count 193
Service call Hierarchy 204
Service packs 22
Service Today 176
Service Today views 35
Shorcut keys 185
Smart Actions 15
Sorting 61

Starting the client 11
Stopping the client 21
String 183

Strings Values 83
Support 23, 24
Switch views 52

-T-

Table Views 36, 47, 48
adding and removing columns 58
grouping 57
keyboard navigation 185
use of 54
Tested 10
Text Fields 83
Text search 183
Text Snippets 92
How to use Text Snippets 92
What are Text Snippets 92
Time Values 84
Time zone 16

Tools 9
Tree views 38
Trees

keyboard navigation 185
navigation 41
Troubleshooting 22
True/false values 83

-U-

Update Al 193

22, 23

User interface 26
User name 22
Using the client 11

Variable Expansion 197
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