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Chapter 1. General Information
OfficeClip is a web-based suite of applications that enables business teams to collaborate, manage
employees, customers and issues.

1.1. About this Reference Manual
This reference manual is intended for OfficeClip Suite version 8.2. It is not intended to be used for any
version prior to 8.2, due to many feature enhancements and functional andinterface differences between
version 8.2 and earlier versions.

Because this manual serves as a reference, it does not provide general instruction on web-based software in
general. It also does not provide information on internal or back-end details about the OfficeClip software.

The OfficeClip software is constantly under development, and the reference manual is updated frequently
as well. The software features that are added in the build releases may not be updated promptly in the
manual. This means that all changes from version 8.2.1 to 8.3 will be reflected in the documentation of
version 8.3.

1.2. Conventions used in this Manual
This manual uses certain typographic conventions:

• Text in this style is used for statements that are taken directly from another source, such as
OfficeClip screens or printed documentation.

• Text in this style is used for screen buttons that the user presses to take an action.

• Text in this style is used to denote a hyperlink or a menu choice on the screen.

• Text in this style is used to denote a submenu on the screen.

• Text in this style is used to denote a screen label or field name.

• Text in this style is used to show if a particular feature is supported in an edition of the OfficeClip
software.

• Text in this style is used to denote user input. For example, the input that user enters in the
textbox.

1.3. About OfficeClip
OfficeClip is a web-based application that provides an integrated solution for better management of your
office setup and operations. OfficeClip facilitates information tracking and sharing in a manner that is
relevant to an organization. One of the striking features of OfficeClip is that it provides you an interface for
interacting with all the different types of people that are related to your business, both internal and external.

First, OfficeClip has a strong suite of intranet-based components that make the management of information
within the organization simple and straightforward. It also includes tools to plan projects and monitor their
implementation. Second, it has a customer relationship management component, called Contacts, that can
be used to maintain records of all the organizations and individuals with whom you do business. The
Extranet component also allows you to reach out to people outside your organization.
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1.3.1. The OfficeClip Components
The OfficeClip application is made up of the following components, which centralize and organize the
office operations:

• Office Portal

• Desktop

• Contacts

• Issue Tracker

• Time and Expenses

• Projects

• Setup

• Extranet

Each OfficeClip component works as a self-contained independent unit, offering unique features for the
administrator and the user. These components can be created and managed by the administrator/creator,
who can also set permissions for other users.

1.3.1.1. Office Portal

The Portal component is used to manage your information resources. It allows you to retrieve content
updates from Internet locations directly into OfficeClip. You can also use it to interact, communicate, and
collaborate with users of your OfficeClip organization by setting up forums, polls, and announcements.

1.3.1.2. Desktop

The Desktop component is used for managing your schedule, e-mail, and documents.

1.3.1.3. Contacts

Contacts is an important component, used for managing all your business contacts, for tracking business
opportunities, and for running e-mail campaigns targeting your contacts.

1.3.1.4. Issue Tracker

The Issue Tracker helps you increase your efficiency by allowing you to track unresolved problems with
your projects. Dynamic functionality makes the issue tracker both flexible and detailed.

1.3.1.5. Time and Expenses

The Time and Expenses component is used for tracking the attendance of the users of an organization. The
Timesheet feature is integrated with the Projects component so that users can track the time they spend on
projects. An offline component allows users who are off-site to track time and upload it to OfficeClip.

1.3.1.6. Projects

You can use the Projects component to manage all your organization's projects, including assigning users
to projects, and track their progress.



General Information

3

1.3.1.7. Extranet

The Extranet component is used to make information from your OfficeClip database available to an
audience that is not a part of OfficeClip. Just as in the other components, OfficeClip allows you to control
who accesses the information.

See Also:

Office Portal

Desktop

Contacts

Issue Tracker

Time and Expenses

Projects

Extranet

1.3.2. Tags
Tags are free-form labels that can be linked with any objects (e.g. Contacts, Accounts, Opportunities, and
Campaigns etc.). Tag is an important feature of many Web 2.0 services. Many websites and blogs use tags
to easy labeling articles and searching them efficiently.

OfficeClip implements a hierarchical tagging for its objects. Tag Groups are used to group similar tags.
These groups provide a structure to the otherwise free-form tags that can quickly go out of control. We
recommend grouping tags wherever appropriate, although tags without groups are also supported and is
equally powerful for searching and creating filters.

Administrators can limit who can create new tags and associate tags with various objects like Contacts,
Accounts etc. This is because unlike in websites where users can link blogs with any arbitrary tags, some
organization might want to enforce policy on tagging various objects they own.

Tags are currently available for Contacts, Accounts, Opportunities and Campaigns. To access tags user
can go to the bottom of the summary details. Tags can also be managed (if authorized) by clicking on the
Tags link on the button bar.

1.3.3. Scheduled Reports
OfficeClip allows Reports to be scheduled so that they can be run in the background at regular intervals
and then emailed to the user who requested the report. To schedule a report, do the following:

1. Go to the Reports Screen.

2. Click on the  icon and fill-in the time to schedule the report

3. Type the Email address to whom the report needs to be sent

4. Click on Apply.
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1.4. Getting Started
The OfficeClip suite works best on Microsoft Windows 2000 (Microsoft Windows NT 5.0.2195) Service
Pack 4 Operating System or later. To start using the features of the application, the user must login to
OfficeClip.

1.4.1. Logging on to OfficeClip
1. Log on to the OfficeClip home page, through this URL- https://www.officeclip.com/OfficePortal/

homepage/homepage.aspx

The login page is displayed.

2. Type a valid username in the Username field.

3. Type the password in the Password field.

• The user can select the Save my Login id on this machine option for the machine to remember your id.

• The user can even select the Open OfficeClip in a new window (suppress browser buttons) option.

4. Click the Login button to enter the application.

On the login page, links to the OfficeClip tutorials and the OfficeClip Knowledge base are provided.

See Also:

OfficeClip Interface

1.4.2. OfficeClip Interface
The OfficeClip Interface is designed to provide quick accessibility to all the applications from the main
page. After logging in to the application, the main page displays all the major components. The center of
the screen is the work area for all the application components, surrounded by the Tool bar, Menu bar, Info
bar, Left bar, and the Button bar. Let us look at each of the interface components in detail:

Menu bar: This bar displays the File, Tools, and Support buttons on the left, and Help and Log Off button
on the right. It also displays the date and the user's name.

• The File menu allows the user to Log off the OfficeClip application. The user can even log off by
clicking the Log Off button on the right of the menu bar.

• The Tools menu gives access to all the OfficeClip applications.

• The Support menu allows the user to access the help files for all the OfficeClip components. The context-
sensitive help files can be accessed by clicking the Help button on the right-end of the menu bar.

Tool bar: This bar provides quick access to each of the OfficeClip applications. The user can start an
application by clicking the appropriate button on the tool bar.

Info bar: This bar displays the current component. It has the Quick Createdrop-down menu; this provides
direct access to pages for creating an event, task, note, email, issue, or contact, and to send an SMS message.
It also displays the name of the current Organization.

Left bar: The left bar displays all the applications within the current component.
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Button bar: This bar displays the buttons available for the currents component.

See Also:

Logging on to OfficeClip
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Chapter 2. OfficeClip Setup

2.1. Overview 
The OfficeClip Setup application provides the capabilities for setting up various components to manage
OfficeClip suite. It includes site management, organization management, and personal profile. It can be
accessed by clicking on the Setup toolbar icon from within any OfficeClip screen. Different parts of the
setup menus are shown to each user, depending on the privileges of the user.

There are two types of administrators in OfficeClip:

• Site Administrators - A site is like an umbrella over all organizations. Users with this privilege will
have access to the Site Management functions of the OfficeClip Setup. They will be able to setup site
privileges, site applications, templates, letterheads etc. They will also be able to manage OfficeClip
licenses.

• Organization Administrators - A single installation of OfficeClip can support multiple organizations.
Each organization can be independent of any other organization in the sense that they will not have
any shared data and other resources. Users with this privilege will have access to the Organization
Management functions of the OfficeClip Setup.

Note

A site administrator, by default, does not have access to the organization administration under
the Organization Management section of the Setup. Similarly, an organization administrator,
by default does not have access to the site administration functions that are available under
the Site Management section of the Setup.

Setup in OfficeClip consists of three main sections:

• Site Management - Allows setting and changing site-wide privileges and information.

• Organization Management - Allows setting and changing information for the current organization
such as role privileges, users, and application access.

• Personal Profile - Allows changing of personal preferences such as password, personal details, and
menu preferences.

2.2. Site Management 

2.2.1. Manage Site Information

Site Information is separated into two categories for easier management: Manage Site Parameters and
Manage Site Presentation. To access this screen, click Setup on the toolbar and under the section titled
Site Management, click Manage Site Information.

2.2.1.1. Manage Site Parameters

This section contains links that allow you to manage settings related to the information for the entire site.
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2.2.1.1.1. Change Regional Settings

The Site Administrator can set the date and time format to match what is used in his or her geographical
area. This information is used in OfficeClip to represent time and date throughout the site. OfficeClip
provides three types of date and time formats:

• Short Date & Time Format - is used mainly for screens where the user inputs the date and time
manually (or via a calendar interface)

• Medium Date & Time Format - is used where date and time are displayed in lists.

• Long Date & Time Format - is used for reports and at the top of the OfficeClip toolbar.

1. To change regional settings, click Setup on the toolbar, and then click Manage Site Information. Finally,
click Change Regional Settings.

2. After clicking the link, the user can set the date and time format by selecting it from the drop-down
menus.

3. Once the preferred formats have been selected, click Update.

2.2.1.1.2. Manage Site Classifications

Site classifications deal with objects in OfficeClip such as a vacation, seminar, client or a meeting.
Currently the site classification is only implemented in the OfficeClip Calendar application. The Site
Administrator can set up various classifications for the objects that will then appear on the calendar. For
example, the Site Administrator can set the site classifications for a meeting to be the color yellow and so
whenever a meeting is set on the calendar, it appears in yellow background.

1. To Manage Site Classifications, click Setup on the toolbar.

2. Click Manage Site Information in the Site Management section. Then click Manage Site Classifications.

3. An array of classifications will be available with a choice of colors. The delete icon helps to delete
any classification that is not required. Simply select the desired row and click Delete.

4. Click Save when complete. The newly revised template will be saved.

2.2.1.1.3. Manage Site Holidays

Site holidays, once set by the Site Administrator, will apply throughout the site and will be useful in various
applications, such as Calendar, and Timesheet and Expense. The site holidays can be set for your country
from a selection of different countries. It will appear with a different background color whenever that
holiday date is displayed in the application.

1. To set up the Site Holidays, click Setup on the toolbar.

2. Click Manage Site Information in Site Management, and then click Manage Site Holidays.

3. Select a country and a year from the drop-down menus.

4. To add a holiday, click the Add Holiday link at the top of the list. Click the edit icon or delete icon to
edit or delete a holiday from the list.

5. When your information is in place, press the Setbutton.
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Caution

The system comes pre-populated with known holidays in different countries. Once you have
selected the country and the year, you can change them to suit your site policy. However, if
the country or date drop down is changed after this, all the changes made will be lost.

2.2.1.1.4. Manage Site Document Space

This feature is only available in the Installed Edition of OfficeClip.

Manage Site Document Space allows the Site Administrator to control how much document space is
allocated to the OfficeClip software. It is possible to restrict the space on the user's hard disk to be used
for OfficeClip, and also to give more space as the need arises. Document space is used in two main areas
of OfficeClip:

• Document Sharing application - Increasing the space allocated to OfficeClip software will allow all
users to upload and share more documents

• Attachments - Almost all OfficeClip applications have an attachment feature to upload and attach
documents to other OfficeClip objects.

1. To manage Site Document Space, click Setup on the toolbar.

2. Click Manage Site Information in Site Management and then click Manage Site Document Space.

3. The next screen shows the total amount of document space, as well as the amount of space used and
amount of free space. From the drop down box, choose whether to add or delete space and choose the
amount of document space by which you would like to adjust it. Click Save when finished.

2.2.1.1.5. Update Site IDs

This option allows site administrators to set a login ID for each OfficeClip user. This is required if
OfficeClip is used in conjunction with any LDAP server (e.g. Windows Active Directory). Each OfficeClip
email address can be associated with a unique login ID, making it easy for users to login with their own
ID. When OfficeClip is being used in an Active Directory environment, the user can login to OfficeClip
with the same password as he or she does to login to Windows. The user will then have to remember only
one password. In order to use this feature, the Site Administrator must put in the password of each user.

1. To update the site IDs, click Setup on the toolbar then click Management Site Information in Site
Management.

2. Click Update Site IDs.

3. Enter the appropriate login ID for the users in the list shown and when finished, press Save.

2.2.1.2. Manage Site Presentation

This section contains links that allow modification of the look and feel of the entire site.

2.2.1.2.1. Setup Site Header

Note: This feature is only available in the Professional Edition of OfficeClip
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The Site Header Setup feature allows the Site Administrator to place the company's own header on all
the OfficeClip screens, replacing the OfficeClip header. It is setup by inputting HTML code that shows
up as the header.

Tip

If there are images embedded in the html code you are using, those images should be hosted
on an external site and then the image url should be put into the HTML code.

1. To format your site header, click Setup in the toolbar.

2. Click Manage Site Information in Site Management, and then click on Setup Site Header.

3. Enter HTML code into the text box and click Update when finished

2.2.1.2.2. Login Screen Setup

Note: This feature is only available in the Professional Edition of OfficeClip

The login screen in OfficeClip can be formatted with an HTML header to personalize it with your
company's information, logo, etc. The Site Administrator can change not only the header but can also
put a HTML message box in the right hand side area of the screen for the users. The message box area
could be used for information pertaining to the site. For example, letting users know when the site will be
undergoing maintenance, such as backups and other housekeeping.

1. To access the Login Screen Setup, click Setup on the toolbar.

2. Click Manage Site Information in the Site Management section and then click Login Screen Setup.

3. Enter the appropriate HTML code in the Header Html text box.

4. To place a message in the message box, simply type it in the Message Html text box. You may use
HTML code in this box for more formatting.

5. Press Update when finished, Reset to start over, or Cancel to return to the previous screen.

2.2.1.2.3. Manage Letterheads

Letterheads are used in OfficeClip for sending Campaigns. Letterheads have three parts: header, body
and footer, with the Campaign text going in the body. The idea and purpose of Letterheads is similar to
a stationary letterhead; you can put your company logo and colors in the header section of the template
and send it as part of the Campaign. The Site Administrator can create different Letterhead templates for
different campaigns as needed.

1. To create a Letterhead for your site, click Setup on the toolbar.

2. Click Manage Site Information in the Site Management section and then click Manage Letterheads.

3. You may click the Letterhead Name to edit a letterhead or click on the delete icon to remove a letterhead.
In addition, you may also click New Letterhead to begin fresh a letterhead.

4. While creating a new Letterhead you may set attributes for the header, footer and body of the letterhead.
Choose from the color selections. In addition, adjust the alignment as necessary.

5. Click preview to see the changes on the right. You may adjust colors multiple times and preview each
by simply clicking Preview.
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6. Click Next when satisfied and click Save on the following screen to complete.

Tip

When editing a Letterhead you can take advantage of the full HTML editor to fine-tune the
changes in various sections.

2.2.1.2.4. Manage Email Templates

This feature gives the Site Administrator control to create templates for messages that are sent from
OfficeClip. If a calendar event is updated, for example, the template will enable an email to be sent
to all users that are associated with the particular event. There are many templates already available in
OfficeClip. The Site Administrator can change the look and feel of any of the templates that are currently
in the site. HTML code can be used to write a new template or to change an existing template. An HTML
editor is provided with OfficeClip for this purpose.

In the email template, you can select entities and attributes, which can be copied to the body of the template
text. The entities and attributes will be replaced with the actual information when the emails are sent out.

Note

There are still some email clients that do not support HTML emails and for this reason
OfficeClip email templates provide a way to format the text portion of the message differently
from the HTML portion. These two parts are sent simultaneously with each message. The
recipient's email client selects appropriate format for the display. While creating the text
portion of the message, a feature is available for extracting the HTML message from the
text. The Site administrator can then fine-tune the text part of the message with regards to
formatting.

1. To edit email templates, click Setup on the toolbar.

2. Click Manage Site Information in Site Management. Then, click Manage Email Templates.

3. An array of templates is available. From here, simply select the desired template. To preview a template
instead of edit, click Preview.

4. You may modify the description, letterhead, and mode. Click Next to continue.

5. The HTML message will appear (if the mode is selected as HTML). Select an entity from the dropdown
box and select attributes from the next dropdown box. The concatenated entity and attribute will be
displayed in the text box below, which you can copy and paste in the body of the template. Click Next
to continue.

6. Edit the text mail message with the necessary field and body changes. Click on Extract from Html link
to extract the text portion of the message and fine tune it.

7. Click Save when complete. The newly revised template will be saved in the main template screen.

See Also:

Manage Site Privileges and Applications

Manage Site License
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2.2.2. Manage Site Privileges and Applications 
This section allows site administrators to change the permissions and privileges of users across the
entire site. Once this is done, the Organization Administrators can fine tune the privileges for their own
organization.

2.2.2.1. Manage Site Administrators and Users

From here you can manage the security of the site by setting users and administrators. There can be
multiple Site Administrators and multiple Organization Administrators per organization, depending on
your company's needs.

2.2.2.1.1. Manage Site Administrators

By clicking here, you can see a list of available users who are Site Administrators. You can click grant
or revoke icons to give the user these privileges or remove them. When the site administrator privilege
is available to a user, they will see the Site Management section on the Setup screen and will be able to
edit and modify site information.

1. To grant or revoke administrators and users from your site, click Setup on the toolbar.

2. Click Manage Site Privileges and Applications in Site Management.

3. To manage administrators, click Manage Site Administrators. Click the icon to the left of the user's

name to Grant  or Revoke  as necessary with relevant administrators.

2.2.2.1.2. Remove Site Users

Since a user can be a user of many organizations, it is useful to have a feature that can remove him from
all organizations at once, should it become necessary, such as when an employee leaves the company. In
this section, the users are listed along with the organizations of which they are users and how many times
they have logged in. Using this screen, the user can be removed from all organizations of which he is
user. This action does not, however, remove shared data of the user, which is kept in OfficeClip database
permanently. When a user is removed, another user can be added to the same OfficeClip license.

1. To remove Site Users from your site, click Setup on the toolbar.

2. Click Manage Site Privileges and Applications in the Site Management section.

3. To remove, click Remove Site Users. Click the deleteicon  beside relevant users as necessary.

4. When you have completed all your changes, click Finished.

2.2.2.2. Manage Site Applications

This section allows the site-wide control of OfficeClip applications. It also has a link to let OfficeClip
engineers do a remote login and make database changes.

2.2.2.2.1. Manage Site Applications Access

The Site Administrator can manage which applications the site users will be able to access. Removing
unnecessary applications reduces clutter on the users' screen so they can easily find applications they are
actually using.

1. To manage site application access, click Setup on the toolbar.
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2. Click Manage Site Privileges and Applications in the Site Management section.

3. To add or remove a specific application from your site, click Manage Site Application Access.

4. Check the boxes beside the application you want to show and click Save when finished.

Caution

The applications removed will not be available in any organizations.

2.2.2.2.2. Login to OfficeClip SQL Server

The purpose of this screen is to allow OfficeClip engineers to fix a problem within the customer's database.
The engineer will gain access to the database by utilizing a double-key system. The Site Administrator of
the company logs in with his or her own password- the first key- and give the OfficeClip engineer access
to this screen. The OfficeClip engineer will put in his or her own password- the second key- to continue.
This is provides an added level of security for the system here.

1. To log into OfficeClip Sql server, click Setup on the toolbar.

2. Click Manage Site Privileges and Applications in Site Management.

3. Click Login to OfficeClip Sql Server.

Note

OfficeClip does not usually provide the password for these screens to its customers unless
it is requested separately from the support team. Note that changing the OfficeClip database
in an inconsistent manner may damage the database beyond repair and may also void the

support contract with OfficeClip.

See Also:

Manage Site Information

Manage Site License

2.2.3. Manage Site License 
Depending on which version of OfficeClip you have, Hosted or Local, you will see different information
regarding your license. If you have the Hosted Edition of OfficeClip, you will be able to renew your
subscription, increase or decrease the number of licenses and pay by credit card. If you have the Local
Edition of OfficeClip, it will show you a screen with additional links that are described below.

2.2.3.1. License Information and Renewal

2.2.3.1.1. Show License Information

This option is only available in the Installed Version of OfficeClip

This is an informational screen that gives the details of the company's license with OfficeClip. It displays
the version, active users and groups, the product name, which applications the company has, what models
are installed, etc.

1. To view license information, click Setup on the toolbar.
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2. Click Manage Site License in Site Management.

3. Click Show License Information. Click Done when finished viewing.

2.2.3.1.2. Request New License

To request a new license, you can select how many users and what package you want. Once you press
the Request License button, your site directly connects with the OfficeClip license server and checks
your license information. If you are requesting a license for the first time or are changing requirements, a
temporary, thirty-day license is issued and should be downloaded by following the displayed instructions.
After this has been completed, it is necessary to contact OfficeClip and pay for the new license(s), after
which OfficeClip issues a permanent license.

1. To request a new license key, click Setup on the toolbar.

2. Click Manage Site License in the Site Management section.

3. Fill in the appropriate package and number of licenses and click Request License.

4. Follow on-screen instructions to install the license.

2.2.3.1.3. Download Latest Patches

This section is only available in the Installed Version of OfficeClip

Clicking this link brings up a window on the OfficeClip website where you can download the latest version
of OfficeClip.

1. To download the latest OfficeClip patches, click Setup on the toolbar.

2. Click Manage Site License in the Site Management section.

3. Click Download Latest Patches. Here you will find the latest downloads, as well as a variety of required
components, and additional components.

See Also:

Manage Site Information

Manage Site Privileges and Applications

2.3. Organization Management
In OfficeClip, organizations are independent entities that mimic real world business organizations, with
each one being independent in the sense that users from one organization cannot see any of the data within
another organization. This kind of structure can be useful to companies with multiple divisions that are
independent of each other. This part of the setup documentation reviews the administrator's capabilities
within each organization.

2.3.1. Icons
Various icons are used throughout this section and they are described in more detail here:

 - Allows you to edit the item
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 - Print the screen you are viewing easily by clicking this icon

 - Easily and quickly rename a role by clicking this icon

 - Click this icon to edit the privileges assigned to various roles

 - Delete an item or role user by pressing this icon

 - Quickly block role applications by selecting this icon

 - Delete a role user without sending an email notification

See Also:

Manage Organization Roles and Privileges

Manage Organization Users

Manage Organization Information

2.3.2. Manage Organization Roles and Privileges
These sections allow you to create various roles in the organization and to set restrictions on those roles.
This adds security to the organization to ensure that users are only given to access to the areas they need.

Important

Organization Administrators cannot have any restrictions; they are given all access to all
functions.

2.3.2.1. Manage Organization Roles

Within an organization, there can be many administrators and also many roles, which determine the access
of a person who is a user of that organization. The administrator, in creating roles, can group the same
kind of people together in one role and give them permissions in that role. This determines not only what
they can and cannot do but also the information to which they do and do not have access.

OfficeClip has two pre-defined roles:

• Administrator- This role cannot be restricted. An Organization Administrator will have access to all
the resources in the organization-all the screens, all the data, etc.

• All Users-All the users in an organization automatically belong to this role and the administrator can
restrict privileges in this role but cannot delete it.

The administrator can create other roles based on the needs of the organization, such as a sales role in
which he can put various users and assign privileges and restrictions based on what the users of that role
need to do.

2.3.2.1.1. Manage User Roles

This screen allows for the management of individual roles. It also shows the names of the roles in the
organization, a description, all the users within each role and, on the far right column, various icons that
allow the administrator to manage user roles. These icons are based on the roles so that they can be edited
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according to the privileges each role has. The  icon, which is visible in the All Users role, gives a
list of the applications and their parts, to which a user can have access. Notice that the icons are different
for each role. This is because in some cases certain actions cannot be performed against those roles, such
as the Administrator role which cannot be deleted or have any restrictions assigned to it.

1. Click Manage Organization Roles and Privileges listed under Organization Management. Click Manage
User Roles.

2. From here, roles can be added by clicking Add New Role.

3. To delete a role, click the delete icon; to change the name of an existing role, click the rename icon and
press Update after filling in desired name.

4. To add or remove role privileges, click the Edit Role Privileges icon or click Manage Role Privileges.

5. Select the Edit Role Users icon or Manage Organization Administrators to select users for particular
roles.

2.3.2.1.2. Manage Organization Administrators

This screen allows the administrator to view the Available Users for Role and Users in Role by selecting
the appropriate role from the Show Users for Role drop-down menu.

1. Click Setup on the toolbar, then select Manage Organization Roles and Privileges listed under
Organization Management. Click Manage Organization Administrators.

2. You can easily move available users into a role, such as Administrator, by clicking on each user or
holding down the Ctrl key to make multiple selections and clicking the > button.

3. To remove users from a particular role, simply make the selections from the Users in Role box and
click the < button. The selected user(s) will no longer belong to that role, but will always at least belong
to the All Users role.

Note

At least one user in an organization must be in the Administrator role at all times.

2.3.2.1.3. Create a New Role

An organization can have multiple roles; all created by the administrator(s), and can be useful for separating
and organizing projects and teams within your company. OfficeClip offers security through role privileges,
which allow the administrator to select the applications and features of those applications that will be
available to each role. You can access more information on this by clicking Manage Role Privileges.

1. To create a new role, click Setup on the toolbar, and then click Manage Organization Roles and
Privileges, under Organization Management. Click Create a New Role.

2. Type a name for the new role into the field and enter a description in the text box (optional).

3. Press Create when finished.

2.3.2.1.4. Manage Role Privileges

The administrator can give various privileges for each role within OfficeClip. This is a way to implement
security in the applications, as each role will have access only to those applications and sources of
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information that are necessary for the users of that role to perform their assignments. Although users can
be in multiple roles, the most restrictive role will take precedence. This enables the administrator to restrict
a user without changing an existing role.

The administrator, for example, can give users in the All Users role access to Edit Content within the
Contact Manager application by checking the box, but can deny the privilege to another role, such as
Standard Employee, by selecting the role from the drop-down menu and un-checking the box next
to Edit Content. In this scenario, no one who is a user of the Standard Employee role can edit content
within the Contact Manager application, even though they are granted the access as users in the All
Users role. The more restrictive role becomes the effective role.

1. To set role privileges, click Setup on the toolbar, then Manage Organization Roles and Privileges, under
Organization Management. Select Manage Role Privileges.

2. Select a Role from the drop down menu.

3. To give access to the selected role, check the box to the application task; to place a restriction to the
selected role, un-check the box beside the task.

4. Click Save when finished.

2.3.2.1.5. Manage Users for a Role

This screen allows the administrator to move users into various roles. For a step-by-step procedure
on how to select or deselect users for particular roles in an organization, click Manage Organization
Administrators.

2.3.2.2. Manage Organization Applications and Access

2.3.2.2.1. Manage Organization Applications

This feature gives the administrator control over what applications are visible on the screens in OfficeClip.
For example, if a particular organization is not using the Document Sharing application, it can be blocked
so that it does not appear on the users' screens. This is also useful for security purposes as it allows the
administrator to block an organization's access to certain applications.

1. To block an application, click Setup on the toolbar, then click Manage Organization Roles
and Privileges, and finally click Manage Organization Applications under Manage Organization
Applications and Access.

2. Select the application you want to block, or make multiple selections by holding down the Ctrl key and
selecting, then click Remove. The applications will no longer be visible in OfficeClip screens.

3. To un-block applications, select them from the Additional Applications box and click Add.

4. When the selections are complete, press Finished.

2.3.2.2.2. Manage Application Access Defaults

In OfficeClip, an object refers to an individual component of the application. For example, in Document
Sharing, an object refers to one document and in Contact Manager, an object refers to one contact,
etc. By default, OfficeClip applications are designed so that the organization-level default permission is
Read, No Write, No Delete and No Append. The administrator and the creator of an object
have full access to that object; other users in the organization will have access based on the defaults the
administrator sets.
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1. To manage the access defaults, click Setup on the toolbar and then click Organization Roles and
Privileges under the Organization Management section. Click Manage Application Access Defaults.

2. The screen shows the application, its respective object type, the access given and the function column.
To set, or change, the default access, click the edit icon.

3. To give access of objects to all the users in the organization, check the box next to each access type: read,
write, append, and/ or delete. Leaving any of the boxes unchecked means that only the administrator
and the creator of the object will have accessKackieK.

4. Click Save when finished.

Note

The creator of an object, for example a user who creates a contact, will always have access to
his contacts; the administrator cannot change this. The administrator, however, can restrict
this by changing the ownership of the object and fine-tuning the permission.

See Also:

Icons

Manage Organization Users

Manage Organization Information

2.3.3. Manage Organization Users
This section relates to managing the people within an organization and gives the administrator access to
change and update a user's information, to reset a password for a user and also to add or remove a user
from an organization.

2.3.3.1. Modify User Information

In this section, the administrator can change a user's personal information such as address and phone
number.

1. To modify user information, click Setup on the toolbar, then click Manage Organization Users under
the section titled Organization Management.

2. Click Modify User Information and fill in the fields as necessary.

3. Click Save when finished.

2.3.3.2. Reset User Password

If an organization user needs a new password, the administrator can easily assign one in this section.
OfficeClip can automatically create a new password and send it via email to the selected user or the
administrator can set the password manually and choose whether or not to have the new password emailed
to the user.

1. To reset a user's password, click Setup on the toolbar, then click Manage Organization Users under
Organization Management.

2. Click Reset User Password. Choose a user from the Select User drop down menu.
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3. Click the radio button to Automatically create password and email to user or, to set the password
manually, click the radio button next to Password and enter your own password for the selected user.

4. The box is checked by default to email the new, manually created password to the user. If you do not
want to email the new password, un-check the box.

5. When finished, press Reset.

2.3.3.3. Add or Remove User from Organization 

This screen allows the administrator to add a new user to an organization or remove an existing user from
the organization. When creating a new user, the administrator can also create a password for the new user,

either manually or automatically. When removing users, the administrators can click the  icon, which
will remove the user and send him an email alert that he has been removed. Alternatively the administrator

can click the  icon, which will remove the user and send no email alert.

1. To add or remove a user, click Setup on the toolbar, and then click Manage Organization Users under
Organization Management.

2. Click Add or Remove User from Organization. The fields with an asterisk * are required.

3. Click the radio button next to your preference for creating a password for the new user, then click Add.

4. To remove an existing user, click the appropriate removal option from the Option column.

Note

The last administrator cannot be removed from the organization. There must always be at
least one administrator in an organization.

See Also:

Icons

Manage Organization Roles and Privileges

Manage Organization Information

2.3.4. Manage Organization Information
The administrator can manage information about the organization such as creating a new organization,
renaming organizations, changing the timezone, and adding divisions to organizations.

2.3.4.1. Create New Organization

The user who creates an organization is automatically given administrator privileges and will have them
until there is at least one other user to assign as an administrator.

1. To make a new organization, click Setup on the toolbar and click Mange Organization Information
under the section titled Organization Management.

2. Click Create New Organization. Type in a name for your organization in the field Organization Name
and select the appropriate timezone from the drop down menu.
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3. Click Save when finished.

2.3.4.2. Remove Organization

Removing an organization removes all the information and data that is part of that organization. This
includes all contacts, all timesheets, all projects, and any other user created data. For this reason, OfficeClip
has added the step of typing in the word YES to remove the organization, as well as clicking a button, to
ensure the administrator is fully aware of what will be lost. The screen also displays a complete list of all
the current information within the selected organization.

1. To remove an entire organization and all its information from OfficeClip, click Setup in the toolbar.

2. Click Manage Organization Information under the section titled Organization Management and then
click Remove Organization.

3. Type YES in the text box to show you are ready to remove the organization and aware of all the
information that will be deleted.

4. Press Remove to permanently erase the organization.

If you remove an organization, all information associated with the organization will be deleted.

2.3.4.3. Rename Organization

This feature allows the administrator to change the name of the organization.

1. To change the organization name, click Setup on the toolbar, then click Manage Organization
Information under the section titled Organization Management.

2. Click Rename Organization. The Old Name is displayed and you can type the New Name into the text
box.

3. Click Save when finished.

2.3.4.4. Change Organization Timezone

This particular function is used to change the timezone of the organization and could be useful in the case
of a company relocating or opening a new location.

1. To change the timezone, click Setup in the toolbar then click Manage Organization Information under
the section Organization Management.

2. Click Change Organization Timezone. The current timezone is displayed and you can change it by
selecting the desired timezone from the New timezone drop-down menu.

3. Click Save when finished.

2.3.4.5. Manage Organization Division

An organization can have multiple divisions that function like an organization but are still hierarchical
within the organization. These divisions are independent of one another and even the organization, and
they act as a security feature as well. A user in a division will be able to see information in that division
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and the organization that the division belongs to, but he will not be able to access information in other
divisions within the same organization. The divisions will display in the Organization drop-down menu
underneath the organization and indented slightly.

1. To maintain or add a division to an organization, select the Organization from the drop down menu,
then click Setup on the toolbar

2. Click Manage Organization Information under the section Organization Management and then click
Manage Organization Division.

3. Update Existing Divisions by selecting them, then changing the name in the Division Name field and
clicking Update when finished.

4. Create a new division by typing in the desired name and clicking Save when finished.

Note

Divisions cannot be added to other divisions

See Also:

Icons

Manage Organization Roles and Privileges

Manage Organization Users

2.4. Personal Profile

2.4.1. Manage OfficeClip Password
Users can change their password in this section, which is recommended to be done at regular intervals
for security purposes.

1. To change your user password, click on Setup on the toolbar.

2. Click Manage OfficeClip Password under the section titled Personal Profile.

3. Enter your Current Password and your New Password, then enter your new password again in the Re-
enter Password field.

4. Click Save when finished.

See Also:

Manage Personal Preferences

Manage Personal Detail

2.4.2. Manage Personal Preferences
The users can choose preferences for how they want the menu bar, tool bar and left bar to be displayed
on their screens and can also choose their timezone. This feature is useful if an employee is traveling and
needs to change the time to match the location in which he or she is working.
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1. To edit your personal preferences, click Setup on the toolbar and click Manage Personal Preferences
in the section titled Personal Profile.

2. Select your preferred timezone from the My Timezone drop-down menu.

3. The Left Bar can be Expanded, Collapsed or Hiddenby clicking the appropriate radio button.

4. Select Visible or Hidden to set your preference for the Tool Bar.

5. The Menu Bar can appear as either Page Menu or Popup Menu.

6. Press Save when finished.

See Also:

Manage OfficeClip Password

Manage Personal Detail

2.4.3. Manage Personal Detail
In this screen, users can update and add personal information to their profile such as email, phone number,
or date of birth. Only the fields marked with asterisks * are required to be filled in.

1. To change your personal details, simply click Setup from the toolbar.

2. Click Manage Personal Details listed under the section Personal Profile.

3. Enter your relevant details and click Save.

2.4.3.1. Configuring the Pay Period in the Personal Detail Section

1. To update an individual's pay period details under Payroll, users' pay period mode can be modified to
Weekly, Bi-weekly, Semi-monthly, and Monthly. See below for definitions of each.

Note

As default, the payroll is set to a weekly mode.

2. Listed below are the definitions of the pay periods.

• Weekly: Covers 7 days from the chosen start day.

• Biweekly: Covers 14 days from the chosen start day.

• Semi-monthly: Divides a month into two time periods. Dates are defined as: the first of the month
through the date you set, and the day after the date you set through the end of the month.

• Day-range: Covers X number of days, beginning from the chosen start day.

3. Choose an applicable time and expense sheet pay period from the dropdown box. Click Save at the
bottom of the page to save user detail changes.

See Also:

Manage OfficeClip Password
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Manage Personal Preferences
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Chapter 3. Accounts

3.1. Overview
OfficeClip Accounts is a full-featured account tracking and reporting application for managing accounts
and tasks, appointments, issues, campaigns, documents, and time associated with an account. It provides
a convenient way to track customers, clients and partners associated with your business.

To enter this application, click Contacts on the toolbar. Click the Accounts link on the left menu within
Contacts.

The Account List screen displays all of the accounts that have been entered for your organization.
Organization administrators can modify the fields that are displayed on this list.

3.2. Understanding OfficeClip Accounts
With OfficeClip Accounts, managing the details of your accounts is easy and efficient. Information is
available to each user of your organization and the amount of information the users have access to can be
controlled, ensuring that all information is secure.

The following are important aspects the Accounts application:

• Accounts are added to an organization with details such as personal information, address information,
Account source, etc.

• You can set permissions for various roles of an organization based on the hierarchical levels making
the information easily accessible. You can configure all the details of your Accounts to make them as
secure as needed by your organization.

• Various items such as tasks, appointments, issues, campaigns, documents, and time associated with each
Account can be easily managed and reported.

• You can search the details of an Account using the given criteria or by creating filters to sort out details
that you specify.

• Reports can be exported to various formats like MS Excel, PDF etc..

• You can track the history of tasks performed and changes made to an Account.

3.3. Using Accounts
This section describes ways to use the Accounts application effectively.

3.3.1. Creating a New Account
This screen allows you to enter all the details associated with a new Account such as address, email, phone
number, etc. The administrator can add User-Defined Fields to show up at the bottom part of this screen,
allowing for additional Account information to be entered.

1. To create a new Account, click on New Account on the button bar within Accounts.
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2. The New Account screen allows you to enter the details for an Account.

3. Enter the Account information. Some fields have a pick-list denoted with an  icon. Depending on
the configuration, you may be forced to click this button in order to enter information. Clicking this
button opens a list from which to select the value. If the value isn't in the list, type it into the text field,
and then click Save. You can then select the value you have just entered.

4. Click Save when you are finished entering information in the fields.

See Also:

Bulk Options

Editing Accounts

Searching and Filtering Accounts

Creating Reports

Importing and Exporting Accounts

Shared Items

Account Tags

3.3.2. Bulk Options
The administrator can perform bulk operations, such as deleting all accounts or checked accounts and
reassigning checked or all accounts to another user.

1. In the main Accounts List screen, click the Show Bulk Options link at the bottom of the list.

2. Choose delete options by clicking the appropriate link.

3. To reassign accounts to another user, select his/her name from the drop down list and then click the
appropriate link.

4. When finished, you can click the Hide Bulk Options to close the boxes.

See Also:

Creating a New Account

Editing Accounts

Searching and Filtering Accounts

Creating Reports

Importing and Exporting Accounts

Shared Items

Account Tags
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3.3.3. Editing Accounts
From the main Account List, you can modify the Personal Information, Address Information, Other
Information, User-Defined Fields and Ownership of the Account, as well as Track Time spent on an
account.

1. To edit an Account, click Accounts on the main toolbar, then select Accounts on the left toolbar. The
Account list is displayed.

2. Click the  icon next to the Account you want to modify. Press the Modify button under the Function
column to make changes to the Account. Press Save when finished, Cancel to exit or you can press
Delete to remove the Account. You will be taken back to the main Edit Account screen.

3. You can delete an Account by pressing Delete under the Function column. You can export the Account
to a vCard file by pressing the Export button, and then choosing Open or Save from the pop-up dialogue
box.

4. You can Clone an Account by pressing the Clone button in the function column. Cloning Accounts
allows you to make a copy of all the account information except the Name and Email address, so you
can easily add more accounts without re-entering company information, etc.

5. Also in this screen, you can move to another Account from the list by pressing the <<Previous and
>>Next buttons.

6. The Edit Account screen offers Show Children link and if it has been enabled by the administrator, click
All, which will include: Appointments, Contacts, Opportunities, Documents, History, Email, Notes,
Issues and Tasks.

7. You may also choose to show only certain children, such as only Notes in the screen. Once the children
have been selected, you can fill in the fields with the necessary information.

8. Press Finished when you have completed all the modifications. This will save all actions.

Note

The Track Time, Ownership and Children features are described in more detail in the
following sub-sections.

3.3.3.1. Tracking Time

The tracking time feature mainly serves as a tool for monitoring the time that is spent on various issues.
It allows a user who is working on an Account to keep track of the amount of time he/she is spending on
it. This enables management to know where project resources are being used.

1. To Track Time for an Account, click on Accounts from the tool bar.

2. Then click on an Account from the Accounts List.

3. On the Accounts Details page where you can view the item, click on the Track Time button.

4. A window will pop up, which will show the tracked time and allow you to add a new item. To add
time, go to the Add New section.

5. Enter the duration, date, and any other notes (these notes are internal in the sense that they will not be
shown in the timesheet details if the time is exported to the Timesheet application).



Accounts

26

6. Press Save when finished.

7. To Edit a tracked time entry, click on the Edit icon on the Actions column and then change the
information at the bottom and finally click on Save.

8. Your new item will appear in the Track Time list. Press the Cancel button to close the window and
return to the screen to continue making changes to the Account.

3.3.3.2. Permissions and Ownership of Accounts

You can change the Read, Write, Append and Delete status of an Account and also change who owns the
object in the Ownership section of the Edit Account screen. By default (unless changed by an administrator)
only the creator of the Account and the administrator has access to it and all other users only have Read
access. The creator can change the kind of access other users have by changing the permissions.

1. To change the owner of an Account, click on the Account from the main Account List and then click
Re-Assign under the Ownership section of the Edit Account screen.

2. Select a user to Assign Ownership To from the drop down list and if you want to send that user an email
notification, check the box. Press Save when finished or Cancel to exit.

3. Click Change Permissions under the Ownership section of the Edit Account screen to edit the
permissions associated with the Account.

4. In the screen that pops up, you can see the access that various users have and you can change this by

clicking the  icon to the left of the user name.

5. Check the appropriate boxes based on the permissions needed and click Save when finished or Back
to return to the previous screen.

6. To see the users for a particular role, click the  icon next to the role you want to view.

See Also:

Creating a New Account

Bulk Options

Searching and Filtering Accounts

Creating Reports

Importing and Exporting Accounts

Shared Items

Account Tags

3.3.3.3. Using Children

This section will describe how to use the various children that are associated with the Accounts application.

3.3.3.3.1. Tasks

When the Task child is enabled, it will show at the bottom of the details screen with all the tasks associated
with that particular account. You can filter tasks by selecting a category from the drop down list or by
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checking the Owned by me or Assigned to me checkboxes. To create a new Task, click the Create a New
Task link and fill in the fields. The task will be associated with the account.

3.3.3.3.2. History

Note: This feature is only available in the Professional Edition of OfficeClip

This will show any history associated with the account.

3.3.3.3.3. Contacts

The Contacts child enables you to see any contacts that are associated with the account. Create a new
contact by clicking the New link and filling in the fields as needed.

3.3.3.3.4. Issues

The Issues displayed are issues within the Issue Tracker application that are associated with the particular
account. You can select a binder to view any issues within that binder and you can create new issues and
new binders by clicking on the respective links and then filling in the necessary fields.

3.3.3.3.5. Appointments

You can create and manage appointments associated with the account. This is useful for keeping track of
meetings, etc. with clients and business partners. Click the New Appointment link and then fill out the
information needed to make the appointment.

3.3.3.3.6. Emails

You can compose an email to your account and view any received emails from that account to you. Click
Compose Email to write a new email.

3.3.3.3.7. Documents

Relevant documents can be attached to an account, allowing important information to be easily accessed
from one place. Click the Edit Attachments link and then click Browse to find the file. Click Upload to
attach the document then press Finished.

3.3.3.3.8. Notes

Notes allow you to write any additional information regarding the account, any of the Children, etc. You
can write up to 4000 characters and can spell check your note as well. Simply click on the New Note link
and write your note. Click Save when finished.

3.3.3.3.9. Opportunities

Even if you already have an account (customer, business partner, etc), you can still have more opportunities
within the account and they can be easily managed from this screen. To create a new opportunity, click
the New link and fill in the information needed to create an opportunity.

3.3.3.3.10. Relationships

Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.
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• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

7. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.

8. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

9. The Relationship is now set up between the two participants.

See Also:

Task Application

Contacts Application

Issue Tracker Application
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Notes Application
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Account Tags

3.3.4. Searching and Filtering Accounts
By using Searches and Filters in OfficeClip, you can easily find the Accounts you are looking for, by
specifying particular words and utilizing filters. This feature allows you to search for Accounts by typing in
a keyword and selecting a field, such as Description. You could search for a certain word to be in the field
Description and all items with this criterion would show up in the list. This is helpful for viewing items that
may be related to a certain project, time period, user, etc. without having to search through the entire list.

Tip

On the search box you can type and between multiple words to match all the words or use
comma (,) between multiple words to match either of then. For example, John and Jill
will match all the records that have both John and Jill in them while Mary, Jeff will bring
all matches for Mary and also all matches for Jeff together.

Users can create filters to better customize their searches. Filters allow the user to specify many criteria
and save them for future use. You can also remove filters if you no longer need them.

3.3.4.1. Search and Sort

To sort the entries by a particular field, click the header name (i.e., Last Name). Clicking the same header
again toggles the results between ascending and descending order.
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To search for particular text associated with an Account, type a word or phrase in the Search field at the top
of the main Account List. Select the field you wish to search from the drop down box and click Go. The
search results are displayed. To exit the search result screen and view the full list of Accounts, click Cancel.

3.3.4.2. Filters

The Filters option allows you to create a customized search based on selected criteria that you define. After
a filter is created, it is saved for future use. Filters allow you to save time by creating a category to sort
through your Accounts and the fields you want to filters

1. To create a filter, click the New Filter link that appears next to the filter selector dropdown. A screen
will appear. To edit a filter, select the filter then click the Edit Filter link.

2. Type a name for the filter. A good filter name is one that describes the filter, such as Georgia
Accounts or Source-Web with Opt Out.

3. Select the scope of the filter:

a. Information Owned by Me allows you to filter the output so that only Accounts of which you are
the owner are displayed.

b. All I Can See allows you to see the Accounts owned by you, as well as Accounts you have permission
to view or edit.

4. Select filter conditions by clicking the  icon on one of the filter condition sections. The Configure
Filter window will pop up.

5. Select the field you wish to filter from the drop down list.

6. Select the operation. If the field that is selected is a text field, Greater than or Less than operation will
be based on alphabetical order. If it is a date field, the Greater than or Less than operation will be based
on the selected dates. Press Save when finished configuring the filter or press Cancel to exit without

saving. Pressing the  icon will reset the row of the filter.

7. Select the fields to be shown in the list of results from the drop down lists in step 4. These fields will
show things like Name, Address, Company, etc., depending on your selections, when you filter your
Accounts.

8. Select visibility:

c. Visible to Everybody allows everyone in your group to see and use the filter.

d. Visible only to Me creates a private filter that will not be seen by anyone else in the group.

9. Click Save when finished, Cancel to exit without saving or, if you are editing a filter, Delete to remove it.

See Also:

Creating a New Account

Bulk Options

Editing Accounts

Creating Reports

Importing and Exporting Accounts
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Shared Items

Account Tags

3.3.5. Creating Reports
Reports have a similar interface to filters, but filters display information according to selected criteria,
while reports allow field information groupings, as well as numeric field summaries. Results can also be
saved, printed or exported into many popular formats such as MS Word and Adobe PDF. Controls on the
screen allow users to scroll forward and backward on the page through the report results, search for an
item in the report, and zoom in and out on the report.

Click Accounts on the main toolbar, and then click Accounts from the left toolbar. To create a new report,
click Reports on the button bar. Three types of reports are shown on the next screen.

3.3.5.1. Pre-Defined Reports

Click on Account Reports then choose the desired report type. The next screen will show the report and
you can export the report to a PDF, MS Excel, MS Word, or RTF file by selecting from the drop down list
and clicking Export. Press Open or Save in the pop up dialogue box.

3.3.5.2. User-Defined Reports

1. Click Create New User Defined Reports. See the section on Filters for information about the next screen.
When you have finished filling in the fields and making selections, press Next.

2. Select the grouping fields. For example, if you wish for the report to be grouped by City, select City.
You can also select whether these groupings are displayed in ascending or descending order.

3. Select the fields to sort by within the groupings, as well as whether to display them in ascending or
descending order.

4. Add an optional report description. This description will show up on the report list screen.

5. Select the column margin width, and enter a report header and footer text, if desired. Click Save when
finished, Cancel to exit, <<Previous to go back to the previous screen or, if you are editing a report and
you want to remove it, click Delete.

6. To view the report, click the report name on the report list screen. To edit the report, click the  icon.

3.3.5.3. Track Time Reports

You can create and view relevant reports based on tracked time in the Accounts application.

1. Click the View Track Time Report link. Select the dates for which you want to report the tracked time
and select the type of file you want to export it in. Click Export and then click Open or Save on the pop
up dialogue box depending on what you want to do with the file.

2. You can submit the report by clicking the Submit button or you can Cancel to exit the screen without
taking any action.

See Also:
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3.3.6. Importing and Exporting Accounts

3.3.6.1. Import

This feature allows Accounts to be imported into the OfficeClip Accounts application from a CSV file.

1. Click Accounts on the main toolbar, then click Accounts from the left toolbar. To import Accounts,
click Import/Export on the button bar.

2. Click the Import Accounts in comma separated (CSV) file link to import a CSV file or. In the next
screen, click Browse to find the file to upload, then click Import or click Cancel to take no action.

3. Select the fields in the imported CSV file that will be mapped to the OfficeClip fields. This ensures that
fields in the CSV file are correctly matched to the OfficeClip fields.

4. Click Ok. The Account import results will be displayed on the next screen.

3.3.6.2. Export

The Export feature allows Accounts (or filtered Accounts) to be exported into the comma-separated values
(CSV) format or all Accounts can be exported in XML format.

1. Click Accounts on the main toolbar, and then click Accounts from the left toolbar. To import Accounts,
click Import/Export on the button bar.

2. To export Accounts in CSV format, click the link and on the next screen, select which fields from the

OfficeClip database you want to have in the CSV file. You can move them up and down with the 
icons and these fields will appear as the first row in the CSV file after being exported.

3. Click Export when finished mapping or click Cancel to exit without taking any action. Click Open or
Save from the pop up dialogue box.

4. To export Accounts from a particular filter to a CSV file, click the link and, from the next screen, select
the filter from the drop down list and click Export. Press Open or Save.

See Also:

Creating a New Account

Bulk Options

Editing Accounts
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Searching and Filtering Accounts

Creating Reports

Shared Items

Account Tags

3.3.7. Account Tags
A General description of Tags can be found here.

Tags can be accessed by going to the Summary of the Account Detail. Users who have adequate
permission can associate existing tags with a Account or can create new Tags.

Tags can be managed using the Tags button on the AccountsButton bar. This option is visible to all
administrators and users who have privilege to manage Tags.

See Also:
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3.3.8. Shared Items
Accounts allows you to share items with Extranet users, who have limited access to OfficeClip. You control
from this screen only shared Accounts Items, making it easy to manage and make changes. (See the Help
section in Extranet to set up users, control access, etc.)

5. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

6. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

7. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

8. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

9. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).
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10.Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

11.Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Creating a New Account

Bulk Options

Editing Accounts

Searching and Filtering Accounts

Creating Reports

Importing and Exporting Accounts

Account Tags

3.4. Accounts Administration

3.4.1. Icons
Below are the icons and their respective functions that are used throughout the Accounts Administration
section.

 Allows the user to access the Configure List Fields screen

 Users can click to edit an item such as a contact, account, etc.

 Use these to re-order various fields

 Users can delete an item whenever this icon is shown

 Allows the users to view the details of contacts, accounts, opportunities, etc.

 Allows you to reset a filter field

 Users can run all the rules by clicking this icon

 Access a calendar for inputting dates

 Allows the user to preview certain items, such as campaigns

See Also:

Fixed Fields
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User-Defined Fields

Child Objects

Rename Sections

Rules

Position Fields

Relationships

3.4.2. Fixed Fields

The Fixed Fields configuration screen enables administrators to change the names and other attributes of
fixed Account fields.

1. After clicking on Contacts from the main toolbar, click on Accounts from the toolbar on the left. Then,
click Admin on the button bar. Click Edit Fixed Fields on the button bar of the Admin menu.

2. To edit a fixed field, click the  icon in the Functions column on the right side. From this screen, the
administrator can configure the field.

3. To alter the display name, simply type the desired name into the text field.

4. The field type can not be changed in fixed fields, only in user-defined fields.

5. If you want fields to show in the main Account list screen check the box beside the Show in List Screen?
Field.

6. If you wish to make certain fields mandatory when information is entered either for a new Account or
an existing Account, check the field in the Mandatory column corresponding to the field you wish to
make mandatory. The fields will appear with an asterisk * next to them in the Account entry/edit screen.

7. You may wish to make certain fields editable by only certain roles in your organization. To select the
role you wish to grant edit privileges, select the role in the dropdown. By default, the All Users role
has edit privileges for each field. For more information on roles and privileges, please see Setup by
clicking Setup on the toolbar.

Note

If many fields are selected to show in the main Account list, a horizontal scrollbar will appear
on the Account list screen to accommodate the field.

Field Description

Account Number The number of the customer account

Account Name The name of the account

Short Account Name The short form of the account name

Parent Account Name of the parent account

Primary Contact The main contact you can approach

Relationship Type Customer's relationship with your organization

Website Customer's Web Site URL
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Email Address Customer Email ID

Main Phone Customer's primary contact number

Other phone Other contact numbers

Fax Fax Number

Archived Selecting the check box archives the account information

Currency Type Currency type the customer uses

Account Source Source of the account to be selected from the drop-down list

Address Line 1 First line of the customer's address

Address Line 2 Second line of the customer's address

City Name of the city

State Name of the state to be selected from the drop-down list

Zip/Postal Code Zip or postal code

Country Name of the country to be selected from the drop-down list

Industry The industry of the customer's company

Annual Revenue Annual revenue generated by the company

No. of Employees Total number of employees of the company

SIC code Standard Industry Classification code of the company

Ownership Mode of company ownership

Description Any other information that you can record for the account

3.4.2.1. Configuring List Fields

1. A List field is a dropdown box with a list of available choices relevant to the field. To edit

dropdown list items, click the  icon in the Functions column on the right side. A window pops up
which allows you to add or remove list items, select the default list item to be initially displayed and
change the order in which they appear in the list.

2. To add an item, type the name in the Add New field and click Add.

3. To delete an item, click the icon next to the field you wish to remove.

4. To change the position of an item as it appears in the list, click the  icons.

5. To select a default value, select a value from the Default Value drop down list.

6. Click the Save button to save settings or Cancel to exit without saving.

See Also:

Icons

User-Defined Fields

Child Objects

Rename Sections

Rules
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Position Fields

Relationships

3.4.3. User-Defined Fields
A main Accounts feature, the ability to add custom fields enables users to manage more specific Account
items than the fixed fields provide. In addition, these fields can be used in Account reports and filters that
are defined by the user.

1. Click Contacts on the main toolbar, and then click Accounts from the left toolbar. Click Admin on the
button bar and finally, select Edit UDFs on the Admin button bar.

2. By default, no UDFs are defined for a group. If you want to edit an existing UDF, click the  icon
to the right of the UDF you want to modify. In order to add UDFs, click the Add UDF button on the
screen. A popup window will appear. The display name is shown on the next screen.

3. Type in the name you wish to have the UDF displayed as. The following sub-sections will describe in
more detail each of the other fields in the Add UDF screen.

4. When you have finished filling in the fields, click Save to save the UDF and have it displayed in the
Accounts application.

3.4.3.1. Field Type

User-defined fields allow you to choose from a variety of field types, each of which has a different function.
You can choose the field type from the drop down list. More information about the Field Types is described
as follows:

Field Description

List This provides a dropdown list for the user. List field types must be configured by an
administrator by adding list values to the list (see Configuring List Fields, below, for
further information).

Date A date field shows up with a calendar icon. It can be clicked to select a date to insert
into the field. Dates can also be added manually to the field using the "mm/dd/yyyy"
format. Date fields are validated to ensure that an actual date is entered.

DateTime A date/time field is similar to a date field, with the addition of a time selector
dropdown list.

Short Text A text field that can contain up to 30 characters.

Long Text A text box that can contain up to 255 characters.

Huge Text A text box that can contain up to 5000 characters.

Number A number-only field. This field is validated upon saving to ensure that only a
numeric value is added.

Float A number that contains a decimal point. This field is validated to ensure only a
numeric value is entered.

Email A text field in which an email address is typed. It is validated to ensure that an email
address is entered.

Currency A numeric field that allows two decimal places to be entered (i.e., 120.00)

Boolean A Boolean field is displayed with a checkbox. It is a "yes/no" field.
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Short Text Lookup A short text lookup field displays with a (...) button next to it. Text can be directly
added or selected from a list of values that appears when the button is clicked. The
values that appear come from the corresponding field of other Accounts that have
been entered.

User List A dropdown list that contains the current OfficeClip organization users.

Owner List A list that shows owners of the object.

See Also:

Icons

Fixed Fields

Child Objects

Rename Sections

Rules

Position Fields

Relationships

3.4.3.2. Mandatory Fields 

If you wish to make certain fields mandatory when information is entered either for a new Account or an
existing Account, check the box beside the Mandatory field. The fields will appear with an asterisk * next
to them in the Account entry/edit screen.

3.4.3.3. Restricting a Field Edit-ability by Role

To make certain fields editable by only certain roles in your organization, select the role you wish to grant
edit privileges from the drop down list. By default, the "All Users" role has edit privileges for each field.
Selecting a particular role to have edit-ability privileges means that other roles will not be able to make
any changes to that particular user-defined field. For additional information on roles and privileges, please
see Setup by clicking Setup on the toolbar.

3.4.3.4. Configuring List Fields

1. A List field is a dropdown box with a list of available choices relevant to the field. To edit dropdown

list items, click the  icon in the Functions column on the right side. A window pops up which allows
you to add or remove list items, select the default list item to be initially displayed and change the order
in which they appear in the list.

2. To add an item, type the name in the Add New field and click Add.

3. To delete an item, click the icon next to the field you wish to remove.

4. To change the position of an item as it appears in the list, click the  icons.

5. To select a default value, select a value from the Default Value drop down list.

6. Click the Save button to save settings or Cancel to exit without saving.
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3.4.4. Child Objects
Each Account can have various children associated with it. The administrator can control which of these
items can be viewed and utilized by users. The children allow the user to more effectively manage
an account by making appointments for the account, attaching issues from OfficeClip Issue Tracker to
the account, uploading relevant documents, etc. The Accounts application has the following children
associated with it:

• Events

• Documents

• History

• Email

• Notes

• Contacts

• Issues

• Opportunities

• Tasks

1. Click on Contacts on the main toolbar, then select Accounts from the left toolbar. Click Admin on the
button bar.

2. Click Edit Children on the button bar of the Admin menu.

3. On the screen that appears, the child objects that are currently associated with Accounts are displayed in
the Displayed Entities column on the right. All available entities are displayed in the Available Entities
to Display column on the left.

4. By including all available associated entities, users can conveniently have access to the full array of
associated objects.

5. Select the entities to be displayed or removed by clicking the entity. Holding down the Ctrl key allows
you to select more than one entity. Click the > button to move the selection to the right column or the
< button to move the selection to the left column. You can also use the Up and Down button to move
the children in the order they will appear in the Account.

6. Choose Save to save the changes, Save & Next to save and go to the next Admin section or Cancel
to exit without saving.

See Also:

Icons

Fixed Fields

User-Defined Fields

Rename Sections

Rules
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Position Fields

Relationships

3.4.5. Rename Sections

When an Account is created, edited, or viewed the fields are organized according to the nature of the fields
the section contains. For example, all of an Account's address information is found under the Address
Information section. Section names can be changed in this screen, although they cannot be removed or
added.

1. Click Contacts from the main toolbar, and then click Accounts from the left toolbar. Click Admin on
the button bar. Click Rename Section on the button bar of the Admin menu.

2. Change the section names as needed. Click Save when finished, Save & Next to save and go to the next
Admin section or Cancel to exit without saving.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Rules

Position Fields

Relationships

3.4.6. Rules
Administrators can set rules for Accounts to trigger certain events based on conditions of the Accounts.
Rules have the following components:

• Conditions- Certain conditions need to be satisfied to trigger a rule

• Actions- The actions are taken when a condition is satisfied

In OfficeClip Accounts, rules are used to allow or restrict access to Accounts when various conditions
are met. For example, if the administrator wants all Accounts with a certain company name to be able to
be accessed by all users, he/she can set up the condition If field Company Name value is
OfficeClip, give Read, Write, Append, Delete access to the All Users
role.

1. Click Contacts from the main toolbar, and then click Accounts from the left toolbar. Then, click Admin
on the button bar. Click Ruleson the button bar of the Admin menu.

2. By default, there are no rules listed. To create a rule, click the Add Rule button. If you want to edit a

role, click the  icon or to remove a rule completely, click the  icon. To run a rule that is not active,

click the  icon or, to run all existing rules, click the Run All Rules link.
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3. Clicking Add Rule brings up a new window. You can choose to add conditions by clicking the Add
link. This will bring up corresponding fields to fill in according to the conditions you need. Click Next
to continue or Cancel to exit.

4. Select the actions by checking the box. If certain conditions are met, you can give Read, Write, Append,
and/or Delete access of the Accounts meeting these conditions by selecting the Role from the drop
down list. Click Next to continue, Previous to go back to the previous screen or Cancel to exit.

5. Give a name to the rule. The Enabled check box is automatically selected, which means the rule will
be active. To make the rule inactive, uncheck the box. Click Save Rule when finished, Previous to go
back or Cancel to exit without saving the rule.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections

Position Fields

Relationships

3.4.7. Position Fields
The order of the Account fields can be adjusted to match the user's preference.

1. Click Contacts from the main toolbar, and then click Accounts from the left toolbar. Then, click Admin
on the button bar. Click Position Fieldson the button bar of the Admin menu.

2. The screen that appears allows you to position the Account fields with the up and down arrows .
Category headings (Access, User, Other, and Additional Information) may be repositioned. Category
attributes (Account Name, Account Number, Est. Revenue, etc) may be repositioned as well.

3. Click Save to save your modified positioning or Cancel to exit without saving.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections

Rules

Relationships
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3.4.8. Relationships
Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

1. Click Contacts from the main toolbar, and then click Accounts from the left toolbar. Then, click Admin
on the button bar. Click Relationson the button bar of the Admin menu.

2. Click the Add New button and type in the name of the relationship you wish to add (such as broker,
partner, etc.). The click the Insert link to insert this relationship into the application.

3. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.

4. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

5. The Relationship is now set up between the two participants.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections

Rules

Position Fields
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Chapter 4. Address Book
4.1. Overview 

OfficeClip Address book allows users to share contacts (for sales leads, customers, vendors, etc.) within
the organization. Address book lists can be either personal or group-based and are made simple by allowing
multiple imports to create a group or address book. The interface of the Address book is similar to that
of the User application.

4.2. Using Address Book 
The sections below describe ways to use the OfficeClip Address Book application effectively.

4.2.1. Accessing Address Book 
1. Log in to OfficeClip

2. Click Address Book from the left menu within Desktop.

3. In order to view details, click the desired name.

See Also:

Creating Address Books

Searching Address Book

Import

Accessing Address List

New Address

4.2.2. Creating Address Books 
Creating address books enables you to organize and manage all your addresses.

1. To create an address book list, click on Address Book on the left menu within Desktop.

2. Click New Address Book on the button bar from the main Address Book List screen.

3. Give your address book a name by filling in the textbox and check the box if you wish to share the list
with other users of your group. Click Save when finished.

4. Your user list will appear on the Address Book List screen.

See Also:

Accessing Address Book

Searching Address Book

Import
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Accessing Address List

New Address

4.2.3. Searching Address Book 
1. To search for a person in your Address Book, click Search on the button bar within Address Book.

2. Enter the search text and, from the drop down box, select whether to search by initials, first name, last
name, email address, or all. Click the Search button.

3. A list of entries whose information contains the search phrase will be shown. To go to it, click the entry
you would like to view.

4. The user's name will be highlighted in yellow in the Users List screen.

See Also:

Accessing Address Book

Creating Address Books

Import

Accessing Address List

New Address

4.2.4. Import 

4.2.4.1. Importing from CSV and vCard files

1. Log in to OfficeClip

2. Click on Address Book from the left menu within Desktop.

3. After selecting the desired address book, click on Import on the button bar.

4. Select whether to upload from a CSV or vCard file by clicking the appropriate link.

5. Click Browse to select the file to be imported into Address Book, and then select the desired option by
clicking the radio button beside it. Press Upload to import the file into OfficeClip.

6. The imported entries will be listed.

4.2.4.2. Importing from LDAP file

1. Log in to OfficeClip

2. Click on Address Book from the left menu within Desktop.

3. After selecting the desired address book, click on Import on the button bar.

4. Fill in the fields by specifying the LDAP server, typing the LDAP user account name and password
and typing the User List's DN on the LDAP server (for example DN=Users, DC=OfficeClip, DC=Net).



Address Book

44

5. Select an upload option by selecting the radio button.

6. Click Upload to import the file into OfficeClip or Cancel to exit the screen without importing.

See Also:

Accessing Address Book

Creating Address Books

Searching Address Book

Accessing Address List

New Address

4.2.5. Accessing Address List
1. Log in to OfficeClip

2. Click Address Book from the left menu within Desktop.

3. Now, in the Name column, click on the desired address books.

See Also:

Accessing Address Book

Creating Address Books

Searching Address Book

Import

New Address

4.2.6. New Address 
Use this feature to create new addresses within your address books.

1. Log in to OfficeClip

2. Click Address Book from the left menu within Desktop.

3. Now click on an address book name.

4. Click on the New Address link on the button bar.

5. Fill in the details in the various fields and click Save.

Note

Fields marked with an asterisk * are required in order to save the new address.

See Also:

Accessing Address Book
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Creating Address Books

Searching Address Book

Import

Accessing Address List
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Chapter 5. Announcements
The Announcement module can be used to convey important information to all the employees in your
organization, and helps the organization to stay up-to-date with the latest and most crucial information. It
allows the administrator to create customized announcements, using the HTML formatting control panel
and specifying the expiration details to close the announcement. To avoid duplicate creation of the same
announcements, the user can email notifications to all other users. Announcements that have closed can
be archived or stored for future reference.

5.1. Using Announcements

5.1.1. Access Announcements
1. Log in to OfficeClip click the Desktop button.

2. Click Announcements in the left menu of the Home panel.

The Announcements screen opens with the Announcements List displayed.

See Also:

Add an Announcement

Archived Announcements

5.1.2. Add an Announcement
Customized announcements can be created by specifying the date and time of the announcement.

1. Click New Announcement on the button bar.

The screen appears with the announcement creation template.

2. Give a suitable title to the announcement in the Title field.

3. Type the announcement in the Announcement box and format it using the options provided in the tool
bar.

The user can use either the Design view or the HTML view while writing the announcement.

4. Select an Expiration option. The user can choose to close the announcement manually or automate it
by setting the date and time.

5. Select the Notify Announcement creation to all users box to notify all the users by Email.

6. Click Save to send the announcement or Cancel to exit.

See Also:

Access Announcements

Archived Announcements



Announcements

47

5.1.3. Archived Announcements
All the closed announcements can be archived for future reference.

1. To archive an announcement, click the checkbox beside the announcement(s) you want to archive in
the main Announcement List screen.

2. Click the Archive button at the bottom of the list to send them to the Archived Announcements.

3. Click the Archived Announcements button on the button bar to view the announcements.

Tip

Before archiving, make sure the status of the announcement is closed.

See Also:

Access Announcements

Add an Announcement
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Chapter 6. Bookmarks
The Bookmarks module can be used to store a list of favorite or important websites and their URLs. This
saves time and ensures that all the users refer to the specified sites for important information. When adding
a bookmark, a user can categorize it and test the URL to make sure it works properly.

6.1. Using Bookmarks

6.1.1. Access Bookmarks
1. Log in to OfficeClip. Click Bookmarks on the left menu of the Home panel. The Bookmarks screen

opens with the Bookmark List displayed.

See Also:

Add a Bookmark

6.1.2. Add a Bookmark
1. Click New Bookmark on the button bar. The screen appears with the bookmark creation template.

2. Specify the group name in the Group field.

3. Give a suitable title to the Bookmark in the Title field.

4. Type the description in the Bookmark Description field.

5. Give a URL for your bookmark in the URL field and test it by clicking Test URL.

6. Select the Bookmark Category from the drop down list or select New and type the category name.

7. Click Save to save the Bookmark in the Bookmark List, or Cancel to exit.

See Also:

Access Bookmarks
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Chapter 7. Calendar

7.1. Overview
OfficeClip Calendar can be used to create and review group events, personal events, appointments,
deadlines, and other items posted by you or other users of your organization. Group events can be viewed
by all group users; personal events are marked with a red bullet and can only be seen by you. Meetings
are viewed by users, organizers and attendees. You may choose to view events for a specific group, all
groups, or your own personal events.

7.2. Accessing and Using Calendar
This section describes ways to use the OfficeClip Calendar effectively.

1. Log in to OfficeClip.

2. Click on Calendar from the left menu within the Desktop application.

3. To view a particular month, select the month and year from the drop down lists. If the calendar shows
up with numerous events, you may click on the Todaylink on the far right side of the screen to bring
today's schedule to the top of the screen.

4. To view details of an event, click on the event title within the calendar. If you are the creator of an
event, you may choose to modify or delete the event after selecting its title on the calendar screen.

7.2.1. Creating Events
1. To create a new event for you, a group, or a meeting, click on the New Event button bar within the

Calendar menu.

2. Choose the Event Type from the drop down menu and then fill in the appropriate information.

3. To view a listing of all upcoming events for your selected group, choose the button bar item Upcoming
Events.

Note

Meetings are only visible to those invited. When setting a group event you can choose to ask
for RSVP's. In this way, your invitees can respond if they will be attending the event, so you
can keep track of the attendance status.

4. When you create a Meeting, you can click on the Manage Attendees button that appears, allowing you
to select either OfficeClip User from the drop down list or you can select External Attendee and type
the Name and Email address of the External Attendee and then click on Invite. When you are finished
inviting, click Finished.

5. You can now select the Start Time, End Time, Timezone, Recurrence and other options that correspond
to the meeting event.

6. By clicking the Reminders field at the bottom, you can conveniently set the event to remind you and/
or the rest of the group by email a certain amount of time before the event.
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7. With the Regarding field, calendar events are tied with the relevant parent entity (e.g. account, contacts,
opportunities etc.). In this way, events will automatically be recorded in the Account List with the
corresponding account, or with the relevant contact if selected.

8. After filling in all the necessary information for your event, click Save.

9. A screen will verify your information.

10.Your new event will now be visible on your calendar for all pages (day, week, month, etc.).

See Also:

Accepting RSVP's

Import and Export Calendar

Shared Items

7.2.2. Accepting RSVP's
By accepting an RSVP, you let the creator of the event know if you will be attending, which then allows
the event to be entered in your own calendar so that you can see it.

1. Click on the Alert icon on the toolbar frame.

2. Checkmark the item and click on Accept button for the particular message you want to accept in the
list of alerts.

3. Set your appropriate status for the RSVP and click Set.

4. The icon within Calendar will now show the added RSVP.

Tip

The RSVP icon can be clicked from any calendar view to see the status of all RSVP's

See Also:

Creating Events

Import and Export Calendar

Shared Items

7.2.3. Import and Export Calendar
1. Log in to OfficeClip.

2. Click on Calendar from the left menu within Desktop.

3. Click on Import/Export from the button bar.

4. You may choose to import or export calendar events.

5. To Import events from a CSV file, browse for the CSV file. Map the import data to the OfficeClip
database to ensure all information is imported correctly.

6. Finally, Import the data into OfficeClip.
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Calendar Import/Export also allows you to export calendar events into a CSV file.

See Also:

Creating Events

Accepting RSVP's

Shared Items

7.2.4. Shared Items
Calendar allows you to share calendar items with Extranet users, who have limited access to OfficeClip.
You control from this screen only shared Calendar Items, making it easy to manage and make changes.
(See the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Creating Events

Accepting RSVP's

Import and Export Calendar

7.3. Administration of the Calendar
This section describes ways to effectively administer the OfficeClip Calendar.

7.3.1. Resource Management
Resources can refer to meeting rooms, a company car, a computer lab, etc. depending on the type of
company you have, and the administrator can manage these resources for the group.
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1. To manage resources, click Admin on the button bar within Calendar.

2. Under Resource Management, click Add New Resource to include new resources. Fill in the fields as
applicable and click Save when finished or Cancel to exit the screen without saving.

Note

Fields marked with an asterisk * are required to be filled in.

3. Click Maintain Resources on the Resource Management screen to update and edit current resources.

Click the  icon to modify the resource or click the  icon to delete the resource. From this you can
also enter a new resource by clicking the Add New Resource button.

4. Once you have finished editing the current resources, click Update or click Cancel to leave the screen
and not save the changes.

5. Click Grant/Revoke Resource Access Rights for Groups on the Resource Management screen if you
wish to change the access privileges for a certain resource. This is useful if you want only specified
groups to be able to use a certain meeting room, company vehicle, etc.

6. To give and revoke access, move the organization between the Available Organizations box to the
Organizations with Access box by clicking the < and > boxes.

7. Click Cancel to exit the screen without saving any changes.

See Also:

Organization Profile

Personal Profile

7.3.2. Organization Profile
The administrator can set calendar preferences at the organization-level, such as the day that each week
starts on, the start and end time of each day, work days and a default for creating new events.

1. To manage the organizational preferences, click Admin on the button bar within Calendar.

2. Under Organization Profile, click Organizational Preferences to modify preferences for the entire group.
Set the preferences by selecting from the drop down lists or checking the appropriate boxes.

3. Click on Save when finished or Cancel to exit.

See Also:

Resource Management

Personal Profile

7.3.3. Personal Profile
The administrator can set user preferences here, such as the view of the calendar in the main calendar
screen and the default status to show on the calendar.

Calendar Proxy allows you to assign other group users as proxies who can create events on your behalf.
These users can view all of the events with which you are associated, including private events. This feature
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enables an executive to have an assistant schedule his daily activities. By granting proxy access to the
Calendar, the executive gives the assistant the ability to create both private and group events and schedule
meetings on his/her behalf.

1. Click on the Admin menu within Calendar.

2. Click User Preferences under Personal Profile to adjust aspects such as Default Calendar View (Day,
Month, etc), as well as Default Status.

3. Click Save when finished or Cancel to exit without saving.

4. Under Personal Profile, click Set who can use your calendar in your behalf (Proxy).

5. You can select the group user whom you wish to give responsibility for managing your calendar events.
You can also select to give selected users Read Only access by checking the box.

6. Press Update when finished or press Cancel.

See Also:

Resource Management

Organization Profile
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Chapter 8. Campaigns
8.1. Overview

Campaigns are the informative and promotional mails you send to potential prospects about your products
and services. The Campaigns application helps you to manage bulk E-mailing to your existing customers
and can save the time of your staff. This application allows you to create HTML, text, or MS Word based
campaigns. You can keep track of the sent mails and the time they were received.

8.2. Understanding OfficeClip Campaigns
Campaigns are an effective marketing tool, used to send periodic emails and brochures which contain
product and/or service information.

The following are some of the main features of Campaigns:

• Users can create and send html/text bulk email campaigns to all or some contacts using an on screen
editor.

• The application keeps track of campaign history and sent/read status. This feature allows you measure
the effectiveness of your campaigns.

• New campaigns can be created using a template where the user defines a specific name to the campaign,
selects a custom letterhead and incorporates fields from the OfficeClip Contacts database.

• Email campaigns can be in HTML or text format, and can be sent through SMTP accounts. An HTML
editor allows easy input of HTML campaigns. However a backup text mail is also created for those
readers who cannot read the HTML mails. Text campaigns can be created by extracting information
from the HTML campaign.

• The status of the campaign for a contact can be viewed on the Contacts application detail screen.

To enter this application, click the Contactson the toolbar, and then click Campaigns on the left toolbar.

8.3. Using Campaigns
This section describes ways to use the Campaigns application effectively. Campaigns assist organizations
with their list of contacts by allowing users to create, organize, report, filter, create campaigns, etc, from
a list of relevant contacts.

8.3.1. Creating Campaigns
You can create email campaigns to send to your contacts. Campaigns are often used as marketing and
sales tools and can be customized to fit your needs. Letterheads, created by the administrator, can have
a company's logo and/or colors in it and the actual campaign can be created with words and images,
depending on your needs. You are able to select from the entire list of contacts, as well as any filtered lists
of contacts that you may have created, allowing for easy organization and targeting of the campaign.

1. Click on Contacts from the main toolbar then click Campaigns on the left menu.

2. From the Campaign List screen, click New Email Campaign on the button bar within Campaigns. Set
the basic properties by filling in the Name and Description fields and selecting a letterhead, mode (text
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or HTML) and a POP account (you can create a new account by clicking the New E-Mail Account link)
from the drop down menus. The box is already checked to create a recurring campaign; if you do not
the campaign to occur more than once, uncheck the box.

Note

Letterheads can be set up by organization administrators in the Setup section. POP accounts
can be created in OfficeClip Email application.

3. Specify the contacts to associate with the campaign. Highlight contacts by clicking them and click the
> button to move the selection to the Contacts in this Campaign or the < button to move the selection
to the Available Contacts for this Campaign. Holding the Ctrl key allows you to select more than
one contact or filter at a time. You can also order the contacts using the Up and Down buttons.

4. Click Next>> to create or Cancel to exit.

5. In the next screen, select an Entity and then an Attribute from the drop down menus, which can be
copied to the body of the email. The entities and attributes will be replaced with the actual information
when the emails are sent out.

6. Depending on your Mode selection, you can fill in the HTML mail message or the Text mail message.
The text mail message will be simply text and the HTML mail message can contain images, logos,
colors, etc. as well as text; you can use the Design tab to edit the message.

7. Click Next>> when you are finished editing, <<Previous to go back or Cancel to exit.

8. If you have edited an HTML message, clicking Next will take to a screen where you can edit the text
mail message. Click Save when finished, <<Previous to go back or Cancel to exit without saving.

Tip

On the text message edit screen you can click on the Extract from HTML link to extract the
text part of the html message from the previous screen and then you can fine tune the format.
This part will be used if the recipient's e-mail client cannot read or format html mails.

See Also:

Modifying Campaigns

Mail Merge Campaigns

Relationships

Campaign Tags

8.3.2. Modifying Campaigns
1. Click on Contacts from the main toolbar, then click Campaigns on the left menu within.

2. Click the chosen campaign name or click the  icon to view and modify properties and associated
contacts.

3. Click Next to continue. Edit the campaign mail message and click Next.
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4. The next screen allows you to modify the text mail message. Click Save to return to the Campaign List
screen, <<Previous to go back a screen or to exit without saving. You may now choose to click the

relevant icons to preview , send  or delete  a campaign.

See Also:

Creating Campaigns

Mail Merge Campaigns

Relationships

Campaign Tags

8.3.3. Mail Merge Campaigns
This feature allows you to open a mail merge campaign in MS Word.

1. Click Contacts on the main toolbar, and then click Campaigns on the left toolbar. Select New Mail
Merge Campaign from the button bar and choose either Open or Save from the pop up dialogue box,
depending on what you want to do.

See Also:

Creating Campaigns

Modifying Campaigns

Relationships

Campaign Tags

8.3.4. Campaign Tags
A General description of Tags can be found here.

Tags can be accessed by going to the Summary of the Campaign Detail. Users who have adequate
permission can associate existing tags with a Campaign or can create new Tags.

Tags can be managed using the Tags button on the CampaignButton bar. This option is visible to all
administrators and users who have privilege to manage Tags.

See Also:

Creating Campaigns

Modifying Campaigns

Relationships

8.3.5. Relationships
Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:
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• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

2. Click Contacts from the main toolbar, and then click Campaigns from the left toolbar. Then, click
Admin on the button bar. Click Relationson the button bar of the Admin menu.

3. Click the Add New button and type in the name of the relationship you wish to add (such as broker,
partner, etc.). The click the Insert link to insert this relationship into the application.

4. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.

5. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

6. The Relationship is now set up between the two participants.

See Also:

Creating Campaigns

Modifying Campaigns

Mail Merge Campaigns

Campaign Tags
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Chapter 9. Contacts
9.1. Overview

OfficeClip Contacts application is a full-featured contact tracking and reporting application for managing
the details of customers, partners and employees as well as the time associated with a contact. It provides
a convenient way to track business leads, customers, partners, and other people associated with your
business. Information such as appointments, documents, history of activities associated with a contact,
issues, and tasks can all be viewed and managed using the Contacts application.

9.2. Understanding OfficeClip Contacts
With OfficeClip Contacts Manager, all contact information is available to every user of your organization,
but the amount of information the users have access to can be controlled, ensuring that all information
is secure.

The following are important aspects the Contacts application:

• Contacts are added to an organization with details such as personal information, address information,
contact source, etc.

• You can set permissions for various roles of an organization based on groups, making the information
easily accessible yet still secure. You can configure all the details of your contacts to make them as
secure as needed by your organization.

• Various items such as tasks, appointments, issues, campaigns, documents, and time associated with each
contact can be easily managed and reported.

• You can search the details of a contact using the given criteria or by creating filters to sort out details
that you specify.

• Reports can be imported or exported in CSV files or XML files.

• You can track the history of tasks performed and changes made to a contact

9.3. Using Contacts
This section describes ways to use the Contacts application effectively.

To enter the Contacts application, click the Contacts link on the toolbar, and then click Contacts on the
left menu.

The Contact List screen displays all of the contacts that have been entered for your group. Group
administrators can modify the fields that are displayed on this list.

9.3.1. Creating a New Contact
This screen allows you to enter all the details associated with a new contact such as name, organization,
address, email, phone number, etc. The administrator can add User-Defined Fields to show up at the bottom
part of this screen, allowing for additional contact information to be entered.

1. To create a new contact, click on New Contact on the button bar within Contacts.
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2. The New Contact screen allows you to enter the details for a contact.

3. Enter the contact information. Some fields have a pick-list denoted with an  icon. Depending on the
configuration, you may be forced to click this button in order to enter information. Clicking this button
opens a list from which you can select the value. If the value isn't in the list, type it into the text field,
and then click Save. You can then select the value you have just entered.

4. Click Save when you are finished entering information in the fields.

See Also:

Bulk Options

Editing Contacts

Searching and Filtering Contacts

Creating Reports

Importing and Exporting Contacts

Shared Items

Contact Tags

9.3.2. Bulk Options
The administrator can perform bulk operations, such as deleting all contacts or checked contacts and
reassigning checked or all contacts to another user.

1. In the main Contact List screen, click the Show Bulk Options link at the bottom of the list.

2. Choose delete options by clicking the appropriate link.

3. To reassign contacts to another user, select his/her name from the drop down list and then click the
appropriate link.

4. When finished, you can click the Hide Bulk Options to close the boxes.

See Also:

Creating a New Contact

Editing Contacts

Searching and Filtering Contacts

Creating Reports

Importing and Exporting Contacts

Shared Items

Contact Tags
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9.3.3. Editing Contacts
From the main Contact List, you can modify the Personal Information, Address Information, Other
Information, User-Defined Fields and Ownership of the contact. You can Track Time spent on the contact
and you can also convert the Contact to an Account, if the need arises.

1. To edit a contact, click Contacts on the main toolbar, then select Contacts on the left toolbar. The
Contact List is displayed.

2. Click the  icon next to the contact you want to modify. Press the Modify button under the Function
column to make changes to the contact. Press Save when finished, Cancel to exit, or you can press
Delete to remove the contact. You will be taken back to the main Edit Contacts screen.

3. You can delete a contact by pressing Delete under the Function column, and you can export the contact
to a vCard file by pressing the Export button and then choosing Open or Save from the pop-up dialogue
box.

4. You can Clone a Contact by pressing the Clone button in the function column. Cloning Contacts allows
you to make a copy of all the contact information except the Name and Email address, so you can easily
add more contacts without re-entering company information, etc.

5. Also in this screen, you can move to another contact from the list by pressing the <<Previous and
>>Next buttons.

6. To change the Contact into an Account, press the Convert button under the functions column.

7. The Edit Contacts screen offers an option to Show Children; if these have been enabled by the
administrator, click All, which will include: Events, Appointments, Documents, History, Notes,
Campaigns, Issues and Tasks.

8. You may also choose to show only certain children, such as only Notes in the screen. Once the children
have been selected, you can fill in the fields with the necessary information

9. Press Finished when you have completed all the modifications. This will save all actions.

Note

The Track Time, Ownership and Children features are described in more detail in the
following sub-sections.

9.3.3.1. Tracking Time

The tracking time feature mainly serves as a tool for monitoring the time that is spent on various contacts.
It allows a user who is working on a contact to keep track of the amount of time he/she is spending on it.
This enables management to know where project resources are being used.

1. To Track Time for a contact, click on Contacts from the tool bar.

2. Then click on a Contact from the Contact List.

3. On the Contact Details page where you can view the item, click on the Track Time button.

4. A window will pop up, which will show the tracked time and allow you to add a new item. To add
time, go to the Add New section.

5. Enter the duration, date, and any other notes (these notes are internal in the sense that they will not be
shown in the timesheet details if the time is exported to the Timesheet application).
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6. Press Save when finished.

7. To Edit a tracked time entry, click on the Edit icon on the Actions column and then change the
information at the bottom and finally click on Save.

8. Your new item will appear in the Track Time list. Press the Cancel button to close the window and
return to the screen to continue making changes to the Contact.

9.3.3.2. Permissions and Ownership of Contacts

You can change the Read, Write, Append, and Delete status of a contact and also change who owns the
object in the Ownership section of the Edit Contact screen. By default (unless changed by an administrator),
only the creator of the contact and the administrator have access to it; all other users only have Read access.
The creator can change the kind of access other users have by changing the permissions.

1. To change the owner of a contact, click on the contact from the main Contact List and then click Re-
Assign under the Ownership section of the Edit Contact screen.

2. Select a user to Assign Ownership To from the drop down list and if you want to send that user an email
notification, check the box. Press Save when finished or Cancel to exit.

3. Click Change Permissions under the Ownership section of the Edit Contact screen to edit the
permissions associated with the contact.

4. In the screen that pops up, you can see the access that various users have and you can change this by

clicking the  icon to the left of the user name.

5. Check the appropriate boxes based on the permissions needed and click Save when finished or Back
to return to the previous screen.

6. To see the users for a particular role, click the  icon next to the role you want to view.

See Also:

Creating a New Contact

Bulk Options

Searching and Filtering Contacts

Creating Reports

Importing and Exporting Contacts

Shared Items

Contact Tags

9.3.3.3. Using Children

This section will describe how to use the various children that are associated with the Contacts application.

9.3.3.3.1. Tasks

When the Task child is enabled, it will show at the bottom of the details screen with all the tasks associated
with that particular contact, and you can edit it as needed. You can filter tasks by selecting a category from
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the drop down list or by checking the Owned by me or Assigned to me checkboxes. To create a new Task,
click the Create a New Task link and fill in the fields. The task will be associated with the contact.

9.3.3.3.2. History

Note: This feature is only available in the Professional Edition of OfficeClip

This will show any history associated with the contact.

9.3.3.3.3. Campaigns

The Campaigns child enables you to see any campaigns that are associated with the contact. You can also

click the  icon to see a preview of the campaign.

9.3.3.3.4. Issues

The Issues displayed are issues within the Issue Tracker application that are associated with the particular
contact. You can select a binder to view any issues within that binder, and you can create new issues and
binders by clicking on the respective links and then filling in the necessary fields.

9.3.3.3.5. Appointments

You can create and manage appointments associated with the contact. Click the New Appointment link
and then fill out the information needed to make the appointment.

9.3.3.3.6. Documents

Relevant Documents can be attached to a contact, allowing for important information to be easily accessed
from one place. Click the Edit Attachments link and then click Browse to find the file. Click Upload to
attach the document then press Finished.

9.3.3.3.7. Notes

Notes allow you to write any additional information regarding the contact, any of the Children, etc. You
can write up to 4000 characters and can spell check your note as well. Simply click on the New Note link
and write your note. Click Save when finished.

9.3.3.3.8. Relationships

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

1. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.
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2. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

3. The Relationship is now set up between the two participants.

See Also:

Task Application

Campaign Application

Issue Tracker Application

Calendar Application

Notes Application

Documents Application

Contact Tags

9.3.4. Searching and Filtering Contacts
By using Search and Filter options in OfficeClip Contacts application, you can easily find the contacts you
are looking for. This feature allows you to search for contacts by typing in a keyword and selecting a field,
such as Description. You could search for a certain word to be in the field Description and all items that
match this criterion would show up in the list. This is helpful for viewing items that may be related to a
certain project, time period, user, etc. without having to search through the entire list.

Tip

On the search box you can type and between multiple words to match all the words or use
comma (,) between multiple words to match either of then. For example, John and Jill
will match all the records that have both John and Jill in them while Mary, Jeff will bring
all matches for Mary and also all matches for Jeff together.

Users can create filters to better customize their searches. Filters allow the user to specify many criteria
and save them for future use. You can also remove filters if you no longer need them.

9.3.4.1. Search and Sort

To sort the entries by a particular field, click the header name (e.g. Last Name). Clicking the same header
again toggles the results between ascending and descending order.

1. To search for particular text associated with a contact, type a word or phrase in the Search field at the
top of the main Contact List. Select the field you wish to search from the drop down box and click Go.

2. The search results are displayed. To exit the search result screen and view the full list of contacts, click
Cancel.

9.3.4.2. Filters

The Filters option allows you to create a customized search based on selected criteria that you define. After
a filter is created, it is saved for future use. Filters allow you to save time by creating a category to sort
through your contacts and the fields you want to filter
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1. To create a filter, click the New Filter link that appears next to the filter selector dropdown. A screen
will appear. To edit a filter, select the filter then click the Edit Filter link.

2. Type a name for the filter. A good filter name is one that describes the filter, such as Georgia
Contacts or  Source-Web with Opt Out.

3. Select the scope of the filter:

a. Information Owned by Me allows you to filter the output so that only contacts of which you are
the owner are displayed.

b. All I Can See allows you to see the contacts owned by you, as well as contacts you have permission
to view or edit.

4. Select filter conditions by clicking the  icon on one of the filter condition sections. The Configure
Filter window will pop up.

5. Select the field you wish to filter from the drop down list.

6. Select the operation. If the field that is selected is a text field, Greater than or Less than operation will
be based on alphabetical order. If it is a date field, the Greater than or Less than operation will be based
on the selected dates. Press Save when finished configuring the filter or press Cancel to exit without

saving. Pressing the  icon will reset the row of the filter.

7. Select the fields to be shown in the list of results from the drop down lists in section 4. These fields
will show things like Name, Address, Company, etc., depending on your selections, when you filter
your contacts.

8. Select visibility:

a. Visible to Everybody allows everyone in your group to see and use the filter.

b. Visible only to Me creates a private filter that will not be seen by anyone else in the group.

9. Click Save when finished, Cancel to exit without saving or, if you are editing a filter, Delete to remove it.

See Also:
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Bulk Options
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9.3.5. Reports
Reports have a similar interface to filters, but filters display information according to selected criteria,
while reports allow field information groupings, as well as numeric field summaries. Results can also be
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saved or printed. The report can be exported into many popular formats such as MS Word and Adobe PDF.
Controls on the screen allow users to scroll forward and backward on the page through the report results,
search for an item in the report, and zoom in and out on the report.

1. Click Contacts on the main toolbar, and then click Contacts from the left toolbar. To create a new report,
click Reports on the button bar. Three types of reports are shown on the next screen.

9.3.5.1. Pre-Defined Reports

1. Click on Contact Reports then choose the desired report type. The next screen will show the report and
you can export the report to a PDF, MS Excel, MS Word or RTF file by selecting the file type from the
drop down list and clicking Export. Press Open or Save in the pop up dialogue box.

9.3.5.2. User-Defined Reports

Note: This feature is only available in the Professional Edition of OfficeClip

1. Click Create New User Defined Reports. See the section on Filters for information about the next screen.
When you have finished filling in the fields and making selections, press Next.

2. Select the grouping fields. For example, if you wish for the report to be grouped by City, select City.
You can also select whether these groupings are displayed in ascending or descending order.

3. Select the fields to sort by within the groupings, as well as whether to display them in ascending or
descending order.

4. Add an optional report description. This description will show up on the report list screen.

5. Select the column margin width, and enter a report header and footer text, if desired. Click Save when
finished, Cancel to exit, <<Previous to go back to the previous screen or, if you are editing a report and
you want to remove it, click Delete.

6. To view the report, click the report name on the report list screen. To edit the report, click the  icon.

9.3.5.3. Track Time Reports

You can create and view relevant reports based on tracked time in the Contacts application.

1. Click the View Track Time Report link. Select the dates for which you want to report the tracked time
and select the type of file you want to export it in. Click Export and then click Open or Save on the pop
up dialogue box depending on what you want to do with the file.

2. You can submit the report by clicking the Submit button or you can Cancel to exit the screen without
taking any action.

9.3.5.4. Scheduled Reports

Note: This feature is only available in the Professional Edition of OfficeClip

Reports can be scheduled so that they can be run at pre-determined times and emailed to OfficeClip Users.
Click here to see how reports are scheduled.

See Also:
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9.3.6. Importing and Exporting Contacts

9.3.6.1. Import

This feature allows contacts to be imported into the OfficeClip Contact Manager from a CSV file.

1. Click Contacts on the main toolbar, and then click Contacts from the left toolbar. To import contacts,
click Import/Export on the button bar.

2. Click the Import contacts in comma separated (CSV) file link to import a CSV file or. In the next screen,
click Browse to find the file to upload, then click Import or click Cancel to take no action.

3. Select the fields in the imported CSV file that will be mapped to the OfficeClip fields. This ensures that
fields in the CSV file are correctly matched to the OfficeClip fields.

4. Click Ok. The contact import results will be displayed on the next screen.

5. Click the Imports contacts via ocXML file link to import contacts from an XML file.

6. On the next screen, click Browse to choose the file you wish to import, then click Import or click Cancel
to take no action.

Note

While importing contact using csv file, you can also specify what actions to take if the file
being imported has a contact that is already present in OfficeClip. The valid actions are Skip,
Merge and Delete.

9.3.6.2. Export

The Export feature allows contacts (or filtered contacts) to be exported into the comma-separated values
(CSV) format or all contacts can be exported in XML format.

1. Click Contacts on the main toolbar, then click Contacts from the left toolbar. To import contacts, click
Import/Export on the button bar.

2. To export contacts in CSV format, click the link and on the next screen, select which fields from the

OfficeClip database you want to have in the CSV file. You can move them up and down with the 
icons. These fields will appear as the first row in the CSV file after being exported.
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3. Click Export when finished mapping or click Cancel to exit without taking any action. Click Open or
Save from the pop up dialogue box.

4. To export contacts from a particular filter to a CSV file, click the link and, from the next screen, select
the filter from the drop down list and click Export. Press Open or Save.

5. Click the Export all contacts in ocXML format link and then click Open or Save in the pop up dialogue
box depending on what you need to do.

See Also

Creating a New Contact

Bulk Options

Editing Contacts

Searching and Filtering Contacts

Creating Reports

Shared Items

Contact Tags

9.3.7. Contact Tags
A General description of Tags can be found here.

Tags can be accessed by going to the Summary of the Contact Detail. Users who have adequate
permission can associate existing tags with a Contact or can create new Tags.

Tags can be managed using the Tags button on the Contact ManagerButton bar. This option is visible
to all administrators and users who have privilege to manage Tags.

See Also
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9.3.8. Shared Items
Contacts allows you to share items with Extranet users, who have limited access to OfficeClip. You control
from this screen only shared Contacts Items, making it easy to manage and make changes. (See the Help
section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.
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2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also
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9.4. Contacts Administration

9.4.1. Icons
Below are the icons and their respective functions that are used throughout the Contacts Administration
section.

 Allows the user to access the Configure List Fields screen

 Users can click to edit an item such as a contact, account, etc.

 Use these to re-order various fields

 Users can delete an item whenever this icon is shown

 Allows the users to view the details of contacts, accounts, opportunities, etc.
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 Allows you to reset a filter field

 Users can run all the rules by clicking this icon

 Access a calendar for inputting dates

 Allows the user to preview certain items, such as campaigns

See Also:

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections

Publish Input Forms

Rules

Position Fields

Relationships

Duplicates

9.4.2. Fixed Fields
The Fixed Fields configuration screen enables administrators to change the names and other attributes of
fixed contact fields.

1. After clicking on Contacts from the main toolbar, click on Contacts from the toolbar on the left. Then,
click Admin on the button bar. Click Edit Fixed Fields on the button bar of the Admin menu.

2. To edit a fixed field, click the  icon in the Functions column on the right side. From this screen, the
administrator can configure the field.

3. To alter the display name, simply type the desired name into the text field.

4. The field type can not be changed in fixed fields, only in user-defined fields.

5. If you want fields to show in the main contact list screen check the box beside the Show in List Screen?
field.

6. If you wish to make certain fields mandatory when information is entered, either for a new contact or
an existing contact, check the field in the Mandatory column corresponding to the field you wish to
make mandatory. The fields will appear with an asterisk * next to them in the contact entry/edit screen.

7. You may wish to make certain fields editable by only certain roles in your organization. To select the
role you wish to grant edit privileges, select the role in the dropdown. By default, the All Users role
has edit privileges for each field. For more information on roles and privileges, please see Setup by
clicking Setup on the toolbar.
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Note

If many fields are selected to show in the main contact list, a horizontal scrollbar will appear
on the contact list screen to accommodate the field.

9.4.2.1. Configuring List Fields

1. A List field is a dropdown box with a list of available choices relevant to the field. To edit dropdown

list items, click the  icon in the Functions column on the right side. A window pops up which allows
you to add or remove list items, select the default list item to be initially displayed and change the order
in which they appear in the list.

2. To add an item, type the name in the Add New field and click Add.

3. To delete an item, click the icon next to the field you wish to remove.

4. To change the position of an item as it appears in the list, click the  icons.

5. To select a default value, select a value from the Default Value drop down list.

6. Click the Save button to save settings or Cancel to exit without saving.

See Also:

Icons

User-Defined Fields

Child Objects

Rename Sections

Publish Input Forms

Rules

Position Fields

Relationships

Duplicates

9.4.3. User-Defined Fields
A main Contacts feature, the ability to add custom fields enables users to manage more specific contact
items than the fixed fields provide. In addition, these User-Defined Fields (UDFs) can be used in contact
reports and filters that are defined by the user.

1. Click Contacts on the main toolbar, and then click Contacts from the left toolbar. Click Admin on the
button bar and finally, select Edit UDFs on the Admin button bar.

2. By default, no UDFs are defined for a group. If you want to edit an existing UDF, click the  icon
to the right of the UDF you want to modify. In order to add UDFs, click the Add UDF button on the
screen. A popup window will appear. The display name is shown on the next screen.
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3. Type in the name you wish to have the UDF displayed as. The following sub-sections will describe in
more detail each of the other fields in the Add UDF screen.

4. When you have finished filling in the fields, click Save to save the UDF and have it displayed in the
Contacts application.

9.4.3.1. Field Type

User-defined fields allow you to choose from a variety of field types, each of which has a different function.
You can choose the field type from the drop down list. More information about the Field Types is described
as follows:

Field Description

List This provides a dropdown list for the user. List field types must be configured by an
administrator by adding list values to the list (see Configuring List Fields, below, for
further information).

Date A date field shows up with a calendar icon. It can be clicked to select a date to insert
into the field. Dates can also be added manually to the field using the "mm/dd/yyyy"
format. Date fields are validated to ensure that an actual date is entered.

DateTime A date/time field is similar to a date field, with the addition of a time selector
dropdown list.

Short Text A text field that can contain up to 30 characters.

Long Text A text box that can contain up to 255 characters.

Huge Text A text box that can contain up to 5000 characters.

Number A number-only field. This field is validated upon saving to ensure that only a numeric
value is added.

Float A number that contains a decimal point. This field is validated to ensure only a
numeric value is entered.

Email A text field in which an email address is typed. It is validated to ensure that an email
address is entered.

Currency A numeric field that allows two decimal places to be entered (i.e., 120.00)

Boolean A Boolean field is displayed with a checkbox. It is a "yes/no" field.

Short Text Lookup A short text lookup field displays with a (...) button next to it. Text can be directly
added or selected from a list of values that appears when the button is clicked. The
values that appear come from the corresponding field of other contacts that have been
entered.

User List A dropdown list that contains the current OfficeClip group users.

Owner List A list that shows owners of the object.

9.4.3.2. Mandatory Fields

If you wish to make certain fields mandatory when information is entered either for a new contact or an
existing contact, check the box beside the Mandatory field. The fields will appear with an asterisk * next
to them in the contact entry/edit screen.

9.4.3.3. Restricting a Field Edit-ability by Role

To make certain fields editable by only certain roles in your organization, select the role you wish to grant
edit privileges from the drop down list. By default, the "All Users" role has edit privileges for each field.
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Selecting a particular role to have edit-ability privileges means that other roles will not be able to make
any changes to that particular user-defined field. For additional information on roles and privileges, please
see Setup by clicking Setup on the toolbar.

9.4.3.4. Configuring List Fields

1. A list field is a dropdown box with a list of available choices relevant to the field. To edit dropdown

list items, click the  icon in the Functions column on the right side. A window pops up which allows
you to add or remove list items, select the default list item to be initially displayed, and change the
order in which they appear in the list.

2. To add an item, type the name in the Add New field and click Add.

3. To delete an item, click the icon next to the field you wish to remove.

4. To change the position of an item as it appears in the list, click the  icons.

5. To select a default value, select a value from the Default Value drop down list.

6. Click the Save button to save settings or Cancel to exit without saving.

See Also:

Icons

Fixed Fields

Child Objects

Rename Sections

Publish Input Forms

Rules

Position Fields

Relationships

Duplicates

9.4.4. Child Objects

Each contact can have various children associated with it. The administrator can control which of these
items can be viewed and utilized by users. The Contacts applications as the following children associated
with it:

• Events

• Documents

• History

• Email
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• Notes

• Campaigns

• Issues

• Tasks

1. Click on Contacts on the main toolbar, then select Contacts from the left toolbar. Then, click Admin
on the button bar.

2. Click Edit Children on the button bar of the Admin menu.

3. On the screen that appears, the child objects that are currently associated with contacts are displayed in
the Displayed Entities column on the right. All available entities are displayed in the Available Entities
to Display column on the left.

4. By including all available associated entities, users can conveniently have access to the full array of
associated objects.

5. Select the entities to be displayed or removed by clicking the entity. Holding down the Ctrl key
allows you to select more than one entity. Click the > button to move the selection to the right column
or the < button to move the selection to the left column. You can also use the Up and Down button to
move the children in the order they will appear in the contact.

6. Choose Save to save the changes, Save & Next to save and go to the next Admin section or Cancel
to exit without saving.

See Also:

Icons

Fixed Fields

User-Defined Fields

Rename Sections

Publish Input Forms

Rules

Position Fields
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Duplicates

9.4.5. Rename Sections

When a contact is created, edited, or viewed the fields are organized according to the nature of the fields the
section contains. For example, all of a contact's address information is found under the Address Information
section. Section names can be changed in this screen, although they cannot be removed or added.

1. Click Contacts from the main toolbar, and then click Contacts from the left toolbar. Click Admin on
the button bar. Click Rename Section on the button bar of the Admin menu.
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2. Change the section names as needed. Click Save when finished, Save & Next to save and go to the next
Admin section or Cancel to exit without saving.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Publish Input Forms

Rules

Position Fields

Relationships

Duplicates

9.4.6. Publish Input Forms

Users are able to create an input form, which can then be put on a website. Any information input from
this form will be entered in OfficeClip. This will allow potential customers, clients, etc. to fill out their
information on your website to then to be entered into OfficeClip as a Contact.

1. Click Contacts from the main toolbar, and then click Contacts from the left toolbar. Then, click Admin
on the button bar. Click Publishon the button bar of the Admin menu.

2. Choose the fields to be displayed on your web page by checking items in the Display option. Choose
the fields that need to be validated by checking items in the Validate option. Validation means that
these fields are mandatory when the user is inputting the data. If validated (mandatory) fields are left
blank when they filling in their information, users will be prompted to enter this mandatory data.

3. Specify a return asp (or aspx) page which will be automatically called after the information is saved.

4. You can generate the HTML Code by clicking on the corresponding link. A new window with HTML
code will appear which will let you copy and publish it on your site.

Important

You need to have working experience with asp.net in order to create an aspx page to be
automatically called after the information is saved

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects
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Rename Sections

Rules

Position Fields

Relationships

Duplicates

9.4.7. Rules
Note: This feature is only available in the Professional Edition of OfficeClip

Administrators can set rules for contacts to trigger certain events based on conditions of the contacts. Rules
have the following components:

1. Conditions- Certain conditions need to be satisfied to trigger a rule

2. Actions- The actions are taken when a condition is satisfied

In OfficeClip Contacts, Rules are used to allow or restrict access to contacts when various conditions are
met. For example, if the administrator wants all contacts with a certain company to be able to be accessed
by all users, he/she can set up the condition If field Company Name value is OfficeClip,
give Read, Write, Append, Delete access to the All Users role.

1. Click Contacts from the main toolbar, and then click Contacts from the left toolbar. Then, click Admin
on the button bar. Click Ruleson the button bar of the Admin menu.

2. By default, there are no rules listed. To create a rule, click the Add Rule button. If you want to edit a

role, click the  icon or to remove a rule completely, click the  icon. To run a rule that is not active,

click the  icon or, to run all existing rules, click the Run All Rules link.

3. Clicking Add Rule brings up a new window. You can choose to add conditions by clicking the Add
link. This will bring up corresponding fields to fill in according to the conditions you need. Click Next
to continue or Cancel to exit.

4. Select the actions by checking the box. If certain conditions are met, you can give Read, Write, Append
and/or Delete access to the contacts meeting these conditions by selecting the Role from the drop down
list. Click Next to continue, Previous to go back to the previous screen or Cancel to exit.

5. Give a name to the rule. The Enabled check box is automatically selected, which means the rule will
be active. To make the rule inactive, uncheck the box. Click Save Rule when finished, Previous to go
back or Cancel to exit without saving the rule.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects
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Rename Sections

Publish Input Forms

Position Fields
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Duplicates

9.4.8. Position Fields
The order of the contact fields can be adjusted to match the user's preference.

1. Click Contacts from the main toolbar, and then click Contacts from the left toolbar. Then, click Admin
on the button bar. Click Position Fieldson the button bar of the Admin menu.

2. The screen that appears allows you to position the contact fields with the up and down arrows

. Category headings (Personal, Address, Other, and Additional Information) may be repositioned.
Category attributes (Last Name, City, Contact Source, etc) may be repositioned as well.

3. Click Save to save your modified positioning or Cancel to exit without saving.

See Also:
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9.4.9. Relationships
Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.
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To create relationships in Contact Manager, follow the steps:

4. Click Contacts from the main toolbar, and then click Contacts from the left toolbar. Then, click Admin
on the button bar. Click Relationson the button bar of the Admin menu.

5. Click the Add New button and type in the name of the relationship you wish to add (such as broker,
partner, etc.). The click the Insert link to insert this relationship into the application.

6. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.

7. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

8. The Relationship is now set up between the two participants.

See Also:

Icons

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections

Publish Input Forms

Rules

Position Fields

Duplicates

9.4.10. Duplicates
Note: This feature is only available in the Professional Edition of OfficeClip

Duplicate Management allows removal and merging of duplicate contacts in OfficeClip. Following are
some of the commands that are used to manage duplicates:

• Skip: Skips the duplicate, i.e. the duplicate is kept in the system

• Merge: Merges duplicates for more than one contact.

• Delete: Removes the duplicate contact.

Follow these steps to manage duplicates:

1. Select what to look for in the duplicates (The default is Email address but you can choose your criteria)
then click on the Search button.

2. A list of possible duplicates will be shown. Click on the appropriate radio button and click on Apply
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Important

When merging more than one contact, the first contact in the list is treated as the base contact
and other contacts in the group is used to fill-in the values that are empty on the base contact.
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Chapter 10. Documents
10.1. Overview

In OfficeClip Documents application, users can store, publish, distribute and organize documents with an
interface that similar to Windows Explorer and easy to use. Users can also move and copy documents
between folders, search for documents and rename documents and folders.

In addition, group administrators can administer group permissions, manage and delete group documents
and perform bulk uploads.

10.2. Using Documents
The following sections describe efficient utilization of the OfficeClip Documents application.

10.2.1. Accessing Documents
1. Log in to OfficeClip

2. Click on Documents from the left menu within Desktop.

10.2.1.1. Document Attributes

Every files and folders in OfficeClip is associated with an attribute. They are

• R=Read,

• W=Write,

• A=Append, and

• D=Delete.

These attributes can be altered by clicking the  icon. This brings up a property screen. Users can then
click on the Permissions link to provide access privileges.

See Also:

Creating Folders

Uploading Documents

Modifying Documents/Folders

Sharing Documents

Searching Documents

Locking and Unlocking Documents

10.2.2. Creating Folders
Folders help you to manage and organize your documents within OfficeClip. You can name folders
to match a project, task, etc. so that they can be easily recognized and accessed by the users of the
organization.
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1. To create a new folder, click New Folder on the button bar within Documents. Use this option to create
a new folder directly in the main root folder location. To create a new folder in a more specific location
(inside an existing folder), first click on the desired folder location from the Document List screen.
From the desired folder location, click New Folder to continue to step 2.

2. Enter the name of the new folder and click Save when finished or Cancel.

Note

The address above the "New Folder Name", displays the location of the new folder.

See Also:

Accessing Documents

Uploading Documents

Modifying Documents/Folders

Sharing Documents

Searching Documents

Locking and Unlocking Documents

10.2.3. Uploading Documents
You can upload documents of a variety of file types, such as MS Word, MS Excel, Adobe PDF, etc into
OfficeClip Documents application. All users in the organization can see the documents by default, although
their access to the documents can be modified by the administrator.

1. To upload a document to OfficeClip click Upload Document from the button bar within Documents.

2. You may upload as many as six files at a time. Directly enter the desired file names or select Browse,
which will open a popup window to allow you to choose the file from the location folders. Select the
file and click Open.

3. Select a destination folder by clicking Browse.

4. The selected destination will now be displayed in the Destination Folder Box.

5. Choose additional safety options. You may select the checkboxes for Warn if the document is already
present in the folder, as well as If document is not locked by me, create a new version.

Note

When uploading, if an existing file version is already in the system and the checkbox marked
If Document is not locked by me, create a new version is checked, it allows multiple revisions
to be stored. Both the original version (Rev 1) and the new version (Rev 2) will be stored.

6. The storage details are also displayed at the bottom. Click Upload when finished.

See Also:

Accessing Documents
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Creating Folders

Modifying Documents/Folders

Sharing Documents

Searching Documents

Locking and Unlocking Documents

10.2.4. Modifying Documents/Folders

10.2.4.1. Moving and Copying Documents and Folders

You can move or copy folders and documents, which can be very helpful in organizing and managing
documents and folders for a project. Documents can be moved or copied into folders and one folder can
be easily moved or copied into another folder.

1. To move or copy a document or folder, first select the checkbox next to the relevant document name
from the main Documents screen and the click Copy or Move button at the bottom of the document list.

2. Select the destination folder by clicking Browse. Also note the necessary checkboxes for Do not
continue if an error or warning is found and If a file of same name exists, create a new revision options.
Click Move or Copy button or press Cancel to exit the screen without taking the action.

3. You will be taken to the final Move/Copy screen, where you will be able to see the results of the file
operation.

See Also:

Accessing Documents

Creating Folders

Uploading Documents

Sharing Documents

Searching Documents

Locking and Unlocking Documents

10.2.5. Shared Items
Documents module allows you to share items with Extranet users, who have limited access to OfficeClip.
You control from this screen only shared Document Items, making it easy to manage and make changes.
(See the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.
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4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Accessing Documents

Creating Folders

Modifying Documents/Folders

Uploading Documents

Searching Documents

Locking and Unlocking Documents

10.2.5.1. Deleting Documents and Folders

This feature allows the user to remove files and folders from the Document application. It will delete a
file/folder from the desired location, however if the file is also in another folder location, it will not be
removed from that location.

1. To delete a document or folder, select the checkbox next to the document name from the Document
List screen and click the Delete button. Alternatively, you may first click the folder or document to see
details and then click the Delete button.

2. A safety screen will display the content details allowing you to confirm to delete the selected documents
or folders. Click Delete to continue or Cancel to not delete. Click Finished on the final screen.

10.2.5.2. Renaming Documents and Folders 

1. To change the name, keywords or description of a document, go to the Document List screen. Under

the Functions column, to the right of the document, click the icon.

2. A window will display the file name details. Enter a file name in the New Name box. Click Rename to
finish or Cancel to exit without renaming the document or folder.

Note

A file can not be renamed if it is locked. Unlock the file by clicking the  icon.
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See Also:

Accessing Documents

Creating Folders

Uploading Documents

Modifying Documents/Folders

Searching Documents

Locking and Unlocking Documents

10.2.6. Searching Documents 
OfficeClip allows users to easily search for and find documents based on certain criteria. You can search
by a file name, by the size of a file and created and modified dates of the document.

1. To search for specific documents, click Search on the button bar within Documents.

2. Enter any keywords or descriptions in the Text box. Select from the dropdown menu whether you
would like to search in keywords, file name, details, created by, or All. You can also limit the search
to documents of a certain file size and/or date. Click Search when finished or click Cancel to exit.

3. A list of found documents that contain the search rules will be displayed.

See Also:

Accessing Documents

Creating Folders

Uploading Documents

Modifying Documents/Folders

Sharing Documents

Locking and Unlocking Documents

10.2.7. Locking and Unlocking Documents 
Locking a document is useful for situations in which two or more people are working on the same
document. If a document is locked and then downloaded by a user, any other user that downloads the
document to make changes won't be able to upload it again with the changes until the initial users uploads
it and unlocks. This prevents one user's changes from writing over another user's changes.

1. Users can directly see the lock/unlock status of their documents from the Functions column in the main
screen.

2. If you would like to lock a document, go to the Document List screen. Under the Functions column, to

the right of the document, click the icon to lock the document.

3. The newly locked document will show the  icon, allowing you to easily unlock it by clicking the
icon. If you would like to reverse the status, simply re-click the icon.
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4. In addition, under the Functions column, you may click the corresponding documents  icon. In
the pop-up screen, you may view the document's properties and details before locking. Press Lock to
proceed with locking, View/Download to view the document or Cancel to exit the pop-up screen.

Note

A file can not be renamed if it is locked. Unlock the file by clicking the  icon, and then

click the  icon to rename.

See Also:

Accessing Documents
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Sharing Documents
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10.3. Administration of Documents 
Administrators can further manage their organizations' documents by clicking Admin on the button bar
within Documents.

10.3.1. Application Documents 
Documents can be attached to applications such as Bulletin Board, Timesheet, Expenses, Calendar
etc. These are managed by OfficeClip's Document Management, but do not appear in the document
management folder structure. However, application documents can be managed from a central location.

1. Click Admin on the main Document screen. Click Application Documents.

2. The documents associated with each application appear under each application name. If no documents
are listed, users have not attached documents in other applications, such as Contact Manager.

3. To remove a document, select the checkbox next to the document name and click the Delete button.

4. Click Cancel to return to the main Documents view screen.

See Also:

Bulk Upload

10.3.2. Bulk Upload 
Bulk upload allows uploading multiple files and directories on the local disk to OfficeClip. The bulk upload
is a powerful process and for that reason, it must be done on your server, by the site administrator.
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Note

This feature can only be used by the site administrator and can be run only on the server
where OfficeClip is installed.

1. Click Admin on the Document List screen.

2. Click Bulk Upload.

3. To upload, type the destination path in the given textbox.

4. Select a destination folder by clicking Browse. If relevant, select the checkbox option for Do not upload
if there are upload errors.

5. Click Upload.

See Also:

Application Documents
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Chapter 11. Email
11.1. Overview 

OfficeClip Email application lets you access email from your POP accounts.

You can setup any number of POP accounts and check your messages in one place.With OfficeClip Email,
users can:

• Setup mailing lists

• Enable email blocking and filtering

• Organize folders with configurable rules

• Create an email signature file

• Utilize reply options

11.2. Using Email 
This section describes ways to use OfficeClip Email effectively.

11.2.1. Accessing Email 
OfficeClip Email application lets you access email from your POP accounts. You can setup any number
of POP accounts and check your messages at one place. Email features include setting up mailing lists,
mail blocking, organizing, setting up your signature, and customizing your reply options.

See Also:

Composing Emails

Creating Email Accounts

Email Folders

Searching Emails

Email Options

11.2.2. Composing Emails 
1. To compose an email, click on Compose Email on the button bar within Email.

Note

If you have not setup an email account yet, you will be prompted to do so by clicking the
Setup New Account link.

2. You can select the account which will be used to send the email. You can send html- based emails along
with custom graphics using the advanced email editor. Click Send when finished.
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See Also:

Accessing Email

Creating Email Accounts

Email Folders

Searching Emails

Email Options

11.2.3. Creating Email Accounts 
You can setup any number of POP accounts and access them in one place. For an example of how
OfficeClip works with Yahoo!, see Working with Various Email Servers below.

Note

From the Account List, users can also edit and delete accounts.

.

1. To setup an account, click on the Account List from the button bar within Email. Click Setup New
Account.

2. Enter your account name, your Incoming Mail server and Outgoing Mail server names.

3. Choose a mode of Send Only, Receive Only or Send and Receive.

4. Your user name for your external mail account is the first part of your external mail address (before
the '@' sign).

5. Your password is what you use to access you POP email. This is not necessarily your OfficeClip
password.

6. The color scheme will let you distinguish messages retrieved from different external mail accounts.

7. Outgoing email uses your SMTP server to send mails. If you need SMTP server authentication to send
emails check the Outgoing Email server needs authentication option. You can also choose Use same
settings as incoming mail server by checking the box.

Note

If you check the Leave a copy of the message on the server option, the emails will not be
removed from the server after they are downloaded by OfficeClip. If OfficeClip emails are
removed from the Deleted Folder, these emails will again be reloaded from the server.

11.2.3.1. Working with Various Email Servers

OfficeClip email works with various POP and SMTP clients. Given below are instructions for using
OfficeClip Email application with Yahoo clients.

Yahoo! Mail Plus account
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1. Click on Desktop toolbar and then click Email from the left menu.

2. Choose a mode from Send Only, Receive Only or Send and Receive.

3. For Incoming Mail Server (POP) type: pop.mail.yahoo.com.

4. For Outgoing Mail Server (SMTP) type: smtp.mail.yahoo.com.

5. For Login User Name (POP) type: Your Yahoo! mail id (Yahoo email address without the
@yahoo.com).

6. For Login Password (POP) type: Yahoo! account password.

7. For Reply Email Address type: Your Yahoo! email address.

8. For Server Options: check mark the box if you want the mails to be copied and not moved from the
Yahoo! server.

9. You may select a color scheme to distinguish which emails are from your Yahoo! account.

10.Check mark the box that says Outgoing email server needs authentication.

11.Check mark the box that says Use same settings as incoming mail server.

12.Click on the Save button.

See Also:

Accessing Email

Composing Emails

Email Folders

Searching Emails

Email Options

11.2.4. Email Folders 
Email folders show the list of all the folders in the current email account. These folders can be renamed or
removed by the user or new folders can be made. You can also view folder details including the number
of messages, message content size, etc. with this feature.

1. To create an email folder, log into OfficeClip, then click Email in Desktop.

2. Select Folders from the button bar and click the Create New Folder link.

3. Give the folder a name and press Save. The new folder will be displayed in the main Folders List.

See Also:

Accessing Email

Composing Emails

Creating Email Accounts
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Searching Emails

Email Options

11.2.5. Searching Email 
1. You can search your emails by clicking Search on the button bar within Email.

2. Filter conditions are provided to simplify your search. You can type in text to search for and select which
part of the email to search for that text. You can also search by From and To email addresses,
date and time, read or unread, etc.

3. Click Search or Cancel to leave the screen without searching.

4. Your search results will be displayed.

See Also:

Accessing Email
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Email Folders

Email Options

11.2.6. Email Options 
From here, you can set up various features of your email within OfficeClip, such as your signature, reply
settings and other general options for better managing emails.

1. Users can configure several email options by clicking Options on the button bar within Email.

2. Select the General Email Options link to setup the Compose Email option, the Default Account for
sending email and to save a copy of sent mail. Press Save when finished.

3. You can customize your mailing lists by clicking the Mailing List link and selecting a group of email
addresses to correspond to a mailing list. Press Save when finished.

4. You can block senders by clicking the Block Sender link and typing in the email address to block,
then pressing Save. You can un-block an email address by clicking the Remove button. Click Finished
when you are done.

5. You can create rules for emails and folders by clicking the Organize link. Use the Conditions and
Actions to process new email messages. Use the Move Up and Move Down buttons to change the order
in which the rules are applied. Click Save when done or Cancel to exit without saving.

6. You can add your signature by clicking the Signature link and then typing your signature information
in the box. Press Save when finished.

7. You can set your reply settings by clicking the Reply Settings link. This screen allows you to choose
whether to include original content when relying and if so, how it should be separated. You can also
set a reply-to address. Press Save when finished.

See Also:
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Searching Emails
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Chapter 12. Expenses
12.1. Overview

OfficeClip Expenses are records of cost incurred from work-related tasks such as travel, supplies, lodging,
food etc. In the normal workflow, expenses are entered by employees, then approved by their supervisor,
and finally reimbursed by the accounts. Users may also receive a cash advance that is adjusted with the
payment.

The Timesheet and Expense link shows the status of all the expenses that are submitted for your approval,
pending approval, rejected etc., allowing you to quickly take action on the ones that need your attention.

Tip

In OfficeClip, Timesheet and Expense are available as two separate modules packaged
together in one application. If your organization is interested in a single module, you can
easily disable the other module.

12.2. Understanding OfficeClip Expenses
The OfficeClip Expenses component is used to track a user's official expenses. The expense sheet aids
in calculating the expenditure incurred for project related activities and helps in billing these activities
accurately. When integrated with the timesheet component, this component helps the organization get a
clear income and expenditure graph, as well as the profitability graph.

The following are the important aspects of the expense sheets:

• Users enter the expenses for a project and expense type. An expense type can either be billable or non-
billable.

• If the details required check box has been enabled by the administrator, then the user has to provide the
details of the expense type selected.

• The default currency is set to ensure that all the transactions are done through a single currency type.

• Completed expenses have to be submitted for approval through the routing method selected by the
administrator. Routing rules can be configured separately for each user.

Note

For users to be able to use expenses, the projects, expense types, default currency, and
customers need to be defined.

12.2.1. Currency
A default currency can be set for a particular group. This helps the user to customize the expenses
component to his/her organizational standards.

Once the default currency is set, it cannot be changed and all existing expense reports will be set to the
default currency.
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12.3. Using Expense

12.3.1. Creating an Expense
Note: The Add Receipt feature is only available in the Professional Edition of OfficeClip.

Expense types are the types of expenses incurred by a user involved in a project. OfficeClip has some
default expense types built into the expense report template. You can customize your expense type by
giving them specific names, which are displayed in the expense type column of the New Expense screen.
Types are to be specified in order to avoid double entry of an expense and to indicate if the expense is
billable or non-billable.

1. To create a new expense, select New Expense from the menu within the expense application. Each row
of the New Expense screen can be used to record expenses for a combination of Customers, Projects,
and Expense Types, and expenses for a particular day can be entered in the textbox.

2. If the administrator has enabled the details required option, then the user must click the Details link
below the text box, and provide all the necessary information about the expense in the expense detail
screen.

Note

OfficeClip Expenses reusers the Customer, Projects and Expense Types from the last expense
sheet that you filled in. This saves some of your time when you work on multiple projects
for more than one period. Any row that is kept empty will not be remembered in the expense
sheet for the next period.

3. Additional information related to the entire expense report can be entered in the Comments text box,
and the text can be spell-checked before saving.

4. You can also attach documents such as bills, vouchers, and invoices to support the expenses by clicking
the Edit Attachments link and uploading a document.

Tip

Use the Additional Information field to notify the supervisor of certain things that pertain
to the entire expense report. For example, you may want to notify the supervisor the reason
why you had to extend your stay, and submit some documental proof for this as well.

5. A history of all the comments are kept and shown with the expenses. These are preserved for audit
purposes.

Caution

Remember to double check your comments before submitting the expenses. Once submitted,
the comments cannot be removed from the history.

6. Finally, the user can save the expenses by clicking on the Save button, cancel the entry by clicking on
the Cancel button, or select one of the submission buttons. If the manual workflow is set for the user
(which is default), the approver can be selected from the drop down box and the expenses can be sent
by clicking on the Submit button. If automated routing is set by the approver, the user cannot select the
approver, clicking on the Submit button automatically routes the expenses to the approver.
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7. Once the expense is submitted, it appears in the Pending state on the user's Outbox. The user will not
be able to do further editing on the timesheet. The same expense also appears on the approver's Inbox
with Submitted status allowing approval or rejection of the expense. When the approver selects a
timesheet and clicks Bulk Approve, the expense is removed from the approver's Inbox and appears in
the user's Inbox with Approved status.

See Also:

Inbox/Outbox Portlet

Exporting Expenses

Generating Expense Reports

Archiving Expenses

Reimbursements

Shared Items

12.3.2. Inbox/Outbox Portlet
When you login with your credentials, you can view the email dashboard displaying the list of approved,
rejected or saved expenses. Pending items are listed in the outbox. You can view the expenses belonging
to all groups or for specific group.

1. To view or edit the detailed expenses, click on the view/edit  icon. Approved expenses cannot be
edited; only expenses with Saved status can be modified and this can be done by updating the expense
details, comments or adding new attachments. You can view the workflow history in the edit screen
if the administrator has enabled the feature. To view a printer friendly screen of the expense, click on

the printer  icon.

2. You can delete expenses by selecting the checkbox of a particular item and clicking Delete. To maintain
a minimum number of expense sheets in your Inbox, you can archive them by selecting them and
clicking the Archive button.

3. If you are the approver of expenses, you will see the Bulk Approve button. Select the timesheets you
want to approve using the checkboxes and click the Bulk Approve button.

4. This button is not visible for users who do not have the privilege of approving. You can approve your
own expenses, if you have been given the privilege.

See Also:

Creating an Expense

Exporting Expenses

Generating Expense Reports

Archiving Expenses

Reimbursements

Shared Items
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12.3.3. Exporting Expenses
Expenses can be exported to MS Excel format for reporting; both individual expenses and bulk expenses
can be exported.

1. From your login, select Timesheets, then Expenses, then Export.

2. If you select the Individual Expense Report link, you can generate an expense report for a given user
for a specific time period.

3. You can select the details to be included in the report. Choose the date range and select the users using
the checkbox, and click Continue. Click Select all to select all users at a time or click Clear all to
clear the selections. If there is no expense sheet, the following message is displayed There is no
expense in the system for the selected period.

4. To export expense details for multiple users to a comma separated (CSV) file, select the Bulk Expense
Export link. Here there is a provision for exporting only approved expenses. Choose the date range,
select the users, and click Continue.

5. In following screen you can rename the fields and move the fields as you wish them to appear in the

report. Click on the or button to move the fields up or down the list, which will determine their
order in the Excel sheet. In the top section, select the checkbox if you want the column names to appear
as the first row in the Excel sheet. Click Export to view or save as an Excel file.

See Also:

Creating an Expense

Inbox/Outbox Portlet

Generating Expense Reports

Archiving Expenses

Reimbursements

Shared Items

12.3.4. Generating Expense Reports
The user can generate a variety of expense reports. They are described here:

12.3.4.1. Expense Reports

• Individual Expense Report- Generates an expense report for a given user for a given time period. The
user can select the details of the expenses to be included in the report.

• Expense Tracking-Contains expensereports developed by OfficeClip

12.3.4.2. Other Reports

• General Reports-Contains general reports developed by OfficeClip

• Custom Reports- Contains custom reports that are created by the OfficeClip development team.
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Expense reports can be generated based on different parameters. Depending on the needs of the company,
they can be generated based on date of a project, profitability of a project, expenditure incurred in a project,
etc.

1. From your login, select Timesheets, then Expense, then Report.

2. If you select Individual Expenses Report link, you can generate an expense report for a given user for a
specific time period. Choose the date range and select the users using the checkbox, and click Continue.

In the next screen, click the  icon to preview the report.

3. The Expense Tracking reports, General report, and Custom report can be generated in any of four
formats- Adobe PDF (.pdf), Microsoft Word (.doc), RTF File (.rtf), and Microsoft Excel (.xls).

4. From your login, select Timesheets, then Expense, then Report.

5. Select a report link, choose the date range and select the users. Select an output format and click Next
to preview the report.

See Also:

Creating an Expense

Inbox/Outbox Portlet

Exporting Expenses

Archiving Expenses

Reimbursements

Shared Items

12.3.5. Archiving Expenses
OfficeClip allows you to manage your inbox by giving you the convenience of working with the Archiving
feature. All the approved expenses can be archived for any future reference.

1. To archive an expense, select it from the Expense inbox and click Archive.

2. You can restore the expenses if you need to edit or modify them. To restore an expense, click Archive
in the expense menu bar, select the expense, and click Restore.

See Also:

Creating an Expense

Inbox/Outbox Portlet

Exporting Expenses

Generating Expense Reports

Reimbursements

Shared Items
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12.3.6. Reimbursements
Once the expenses are approved, they can be reimbursed. The user can view all the reimbursed bills and
their details for a selected time period, under the Reimbursement tab.

See Also:

Creating an Expense

Inbox/Outbox Portlet

Exporting Expenses

Generating Expense Reports

Archiving Expenses

Shared Items

12.3.7. Shared Items
Expense allows you to share items with Expense users, who have limited access to OfficeClip. You control
from this screen only shared Timesheet Items, making it easy to manage and make changes. (See the Help
section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Creating an Expense

Inbox/Outbox Portlet

Exporting Expenses
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Generating Expense Reports

Archiving Expenses

Reimbursements

12.4. Expense Administration
The Expense component must be configured in the same manner as timesheets. Administering the Expense
application includes setting up the system for the users, setting up customer accounts and projects, creating
users and allocating them to projects, customizing the expense sheets of users based on expense types and
currency, and so forth. For a detailed understanding of the administration pre-requisites, click Timesheet
Administration .

12.4.1. Editing Fields to Create Aliases
If you do not want accounts, projects, and service items to display their original names, you can create
aliases for them. The accounts, projects, and service items will then be referred to by these aliases on all
the pages.

To create aliases, select the Edit Fields link in the Admin section of the Expense component. Type aliases
in the specified fields and click Save.

See Also:

Setting Up Expense Profiles

Setting Up Expense Workflow

Adding Expense Types

Setting up Default Currency

Manage User's Expense Sheets

Allocating Projects to Users

Users

12.4.2. Setting up Expense Profiles
Each organization can setup and customize the expense properties according to the organizational
requirements.

1. To modify various items within the expense sheet, click Profiles on the Expense Admin button bar.

2. Select the options according to your preference from the specified drop-down lists for the following
characteristics:

Field Description

Expense Start Day The day which appears on the first column of a
weekly expense
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No. of Rows in Expense Report The number of rows that are shown in the
expense report.

Allow users to approve their own expense
report

An option to allow the users to approve their
own expense sheet in case of manual work
flow

Show detail link on weekly expense report An option to show the detail hyperlink on the
weekly expense report

Show row and column totals for expense
report

An option to see the row and column totals on
the input and edit screens of expense sheet.

Allow external file upload An option to allow file or image attachment on
the weekly expense report

Number of forward periods The number of starting dates a user will be able
to choose to create a new expense report

Show History Displayed on expense edit screen

Show Reimbursements Screen to
Administrators

An option to show the reimbursement
processing screen to the administrator

Enable Bulk Approve Allows bulk approval of user's expense reports

See Also:
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12.4.3. Setting up Expense Workflow
Setting up the Workflow of an expense involves configuring the Routing and Communicating options.
Routing is the process of selecting the users to whom expense reports are submitted automatically and
there is also an option for the users to submit expense reports manually. The user who receives the expense
reports has three communication options to notify the users about the result of the submission:

• Approved

• Rejected

• Submitted

The status of the submitted expense report can be seen in the user's inbox.

1. Click Workflow in the Admin menu bar. Select the User and click Setup.

2. In the Setup Workflow screen, select the Type of Routing, and a Communication Option, and click Save.
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See Also:
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12.4.4. Adding Expense Types
Expense types are the types of expenses incurred by a user involved in a project. You can customize your
expense types by giving them specific names which are displayed in the expense type column of the New
Expense screen.

1. To add an expense type, click the Expense Types tab in the Admin menu bar.

2. In the template, select the Expense Type from the pre-defined types and type in the name for the expense
type in the Expense Namefield. The name appears on the new export report.

3. Select the Details Required check box, if you want the user to provide the details of the expenses in the
expense report. Select the check box in the Is Billable column, to make the expense billable. To modify
an existing expense type, select the corresponding item in the Billable Modify column.

4. If you wish to add a header and footer to your timesheet, enter the required text in the respective text
boxes and click Save & Next.

See Also:
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12.4.5. Setting up Default Currency
A default currency can be set for a particular group.

To set up a default currency, click Currency in the Admin menu bar. Choose a default currency and save
it by clicking Save Default.
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See Also:

Editing Fields to Create Aliases

Setting Up Expense Profiles

Setting Up Expense Workflow

Adding Expense Types

Manage User's Expense Sheets

Allocating Projects to Users

Users

12.4.6. Managing User's Expense sheets
After completing the above configurations, the expense report can be previewed for a final check, in this
screen. This feature even allows you to reroute the expense for further modifications or delete an invalid
expense report.

Caution

Once the expense report is submitted, the user cannot have it returned for any modifications
whatsoever.

1. Click Manage in the Admin menu bar. Select the date range and user, and click Show Expenses to take
you to the next screen.

2. From here, click Preview to view the expense report and Delete to erase the expense report.

12.4.6.1. Rerouting Expense sheets

1. To redirect the Expense, select the expense using the radio button and click Reroute to me.

2. The expense is then listed in the user's Outbox, so that the user can take immediate steps to modify
and resubmit the expense report.

3. Click Cancel to return to the previous screen.

See Also:
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12.4.7. Allocating Projects to Users
When users are allocated to multiple projects, timesheets can be configured appropriately for the respective
users.

1. To allocate projects to users (or users to projects), click Projects on the toolbar, and select Admin from
the menu

2. The Allocate Project link allows you to allocate one or more projects to the selected user. When you
select a user, all the projects are listed down. You can choose one or more projects and click Save to
allocate them to the user.

3. The Allocate User link allows you to allocate one or more users to the selected project. When you select
a project, all the users are listed down. You can choose one or more users and click Save to allocate
them to the project.

Note

To allocate all projects/users,selectthe Check All Boxesoption. If you do not want to allocate
any projects/users, select the Clear All Boxesoption.

See Also:
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12.4.8. Users
If you log in as an Administrative user (for example Manager), you can view and edit the details of the
users belonging to the same group or organization and you can also set up the payroll period information
when configuring the user profile. There are four standard periods defined in OfficeClip: weekly, biweekly,
semimonthly, and monthly.

If you set weekly period for a user, only seven days will be displayed in the users timesheet and if you
select biweekly, 15 days will be displayed in the users timesheet, and so on. To access this screen, click
Admin on the Expense button bar, then click Users on the Admin button bar.

See Also:
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Setting Up Expense Workflow
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Adding Expense Types

Setting up Default Currency

Manage User's Expense Sheets

Allocating Projects to Users
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Chapter 13. Extranet
13.1. Overview 

Extranet allows limited access to OfficeClip information for partners and service providers and can serve
as a support portal for customers. Two kinds of access to the Extranet are possible:

• Public access: Allows access of OfficeClip information to anybody by providing them with a web page
URL (Universal resource Locator, i.e. the web address in this case). No password is required to view
this information.

• Secured Access: Allows the OfficeClip organization administrators to set a login id and password for the
user that accesses the extranet. This allows secured access to a limited part of the OfficeClip information.

13.2. Understanding Extranet 
Extranet offers its users many features and benefits, including:

• Issue Tracker: Help Desk - It allows issue reporting via web forms. Issue Tracker features are offered
as two basic types: Public and Secure.

• The Public Feature allows the general public to create new issues for a particular binder and view the
current status of the issue by clicking on the link that is emailed to them. This is useful for allowing
the public to report bugs, suggest ideas, comment on company offerings or any other area of interest.

• The Secure Feature allows the logged in user to view all current issues for a binder, create new
issues, add notes to the issue, or change the status of the issue.

• Issue Tracker: Knowledge Base - A knowledge base can be automatically created from an OfficeClip
Issue Tracker binder to function like a support portal, through which customers can browse existing
issues, resolutions etc. The knowledge base has the capability for full text search, automatic creation of
topics and subtopics, and has a feature enabling the knowledge base article to be emailed.

• Calendar - The group calendar can be exposed to the customers, partners or general users. Also, extranet
users can request an appointment that can be automatically emailed to the administrators.

• Expense Reports - OfficeClip reports can be shared with the customers in a secured manner.

• Documents - Selected documents can be shared via Extranet.

• TimesheetReports: OfficeClip Timesheet reports can be shared with customers, contractors, partners,
etc. in a secured manner.

• Contact Manager: Share Contacts, Accounts and Opportunities reports securely with Extranet users.
Give them limited access to this information

13.2.1. Extranet Features
The following comparison table highlights the differences between the Public Extranet and the Secured
Extranet for each feature.

Feature Public Extranet Secured Extranet



Extranet

104

Security Accessible to any user who has access to
the Extranet web page.

Accessible only using a login id and
password.

Document
Management

Ability to Share Documents with Public
users

Ability to Share Documents with
Secured users

Expense Reports  Ability to share reports with the Secured
Extranet users

Timesheet Reports  Ability to share reports with the Secured
Extranet users

Track Issues Public Extranet users can enter issues and
track their status using a tracking number
that can be sent to them when an issue is
entered.

Secured Extranet users can enter issues,
see a list of the issues they entered (or
are assigned to), change the status and
add notes.

Group Calendar Ability to share group calendar Ability to share password protected
group calendar

Creation of Knowledge
Base

Ability to publish a knowledge base with
all users

Ability to publish a password protected
knowledge base

See Also:

Accessing Extranet

Adding Extranet Users

Managing Extranet Users

Creating Extranet Items

Editing Extranet Shared Lists

Testing Extranet

13.2.2. Accessing Extranet 
The administrator can set up access for external users to the Extranet.

To setup Extranet, click Desktop on the toolbar, then click Extranet on the left panel. This will take you
into the main Shared List screen of the Extranet.

See Also:

Extranet Features
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Editing Extranet Shared Lists

Testing Extranet
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13.2.3. Adding Extranet Users
You can easily and quickly add users to the OfficeClip Extranet.

1. To add a new user to your Extranet, click Extranet on the toolbar.

2. Click the New User button on the button bar.

3. Next, fill in the form to create the new user profile and click Save when finished or press Cancel to
exit without saving.

Note

Fields marked with an asterisk * are required to be filled in to be saved.

See Also:
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13.2.4. Managing Extranet Users
You can effectively manage users for the OfficeClip Extranet by modifying their information, status and/
or permission.

1. Click Extranetfrom within the Desktop.

2. Click User List on the button bar. The User List allows administrators to edit user information, change
user status or change user permission.

3. To edit a user, click on the user name. A screen similar to that of the new user will be presented. To
change the status of the user, select the status from the drop down menu at the top, select the user
checkbox and click on Go. This can be used to activate or deactivate the users.

4. To change the user permission, click on the icon on the right. A new permission screen will popup.
Select the checkbox for the items for which the permission should be granted and click Save.

See Also:

Extranet Features
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Testing Extranet

13.2.5. Creating Extranet Items
The OfficeClip Administrator is able to create new extranet items. There are several items that can
be created within various OfficeClip applications and you can access more details on them in the
Understanding Extranet Applications section. The next sections give details on how to make New Shares
in each of the available applications.

13.2.5.1. Sharing Group Events in Calendar

The externally-published calendar ensures non-OfficeClip users can view important events and make
appointment requests. Internal administration can configure whether to show the event names and
other information. The external view dynamically updates based on changes in the connected calendar.
According to the configuration, external users may be able to request an event to be added to the calendar.
Once an event has been requested, an email will be sent to the user when the event request is accepted.

1. Click New Share on the button bar. Click Calendar from the list and Name the item in the next screen.

2. Check or uncheck the box for Active. This makes the feature available for use; external links will not
work if they are inactive. Click Next.

3. The next screen enables the administrator to select the fields that will be published to the Extranet. You
can select to Show Event Details by checking the box.

4. You can enable viewers to request appointments via email by checking the Enable request feature and
send email box and selecting the email address from the drop down list. Press Next to continue, Prev
to go back to the previous screen or Cancel.

5. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

6. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.2. Sharing Documents 

External Extranet users can easily view folders and documents which organization administrators have
created and organized for external access. As a safeguard, documents can be locked against accidental
overwrite or deletion. OfficeClip users can organize folders, and securely share documents with external
extranet users.

1. Click New Share on the button bar. Choose the Document Sharing application and then name the item
on the next screen. Click Next.

2. Check or uncheck the box for Active. This makes the feature available for use; external links will not
work if they are inactive. Click Next.

3. The next screen enables the administrator to select documents that will be published to the Extranet.
Press the Select button to bring up a pop up screen with all available documents. Choose the document(s)
you want to publish and click the Save/Continue button or press Cancel to close the window.
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4. Your selected document will appear in the Select Documents box. Press Next to continue, Prev to return
to the previous screen, or Cancel to exit.

5. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

6. Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

7. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.3. Sharing Expense Reports 

External users can securely access a variety of expense reports. As a safeguard, reports cannot be shared
with public access. Expense reports range from corporate expense reports to expense reports by binder,
client, or employee. External users can choose a report from the available selection.

1. Click New Share on the button bar. Name the item and choose the Expense application and
corresponding feature from the drop down lists.

2. Check or uncheck the box for Active. This makes the feature available for use; external links will not
work if they are inactive. Click Next.

3. The next screen enables the administrator to select the fields that will be published to the Extranet.
Select a report from the box and press Next to continue, Prev to return to the previous screen, or Cancel.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.4. Creating Knowledge Base 

External Extranet users can view an organization's externally published issues and binders, in the form of
a Knowledge Base. Issues which have been entered in Issue Tracker will automatically be recorded on
the published Knowledge Base website without unnecessary upkeep. A wizard allows the administrator to
generate a fully-searchable knowledge base without having to know HTML programming. The knowledge
base is dynamic and automatically updated when New Shares are added.

1. Click New Share on the button bar. Choose the Knowledgebase from the Tracker application and name
the item on the next screen. Click Next.

2. Check or uncheck the box for Active. This makes the feature available for use; external links will not
work if they are inactive. Click Next.
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3. The next screen enables the administrator to select the fields that will be published to the Extranet.

4. Choose the project from the drop down list and choose a topic and subtopic for Knowledge Base
navigation. From here, the administrator can select the fields that will be published to the Extranet by
selecting the checkboxes. Select a filter for the issues from the drop down list and type a welcome
message for the Knowledge Base in the text box. Press Next to continue, Prev to return to the previous
screen, or Cancel.

5. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

6. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.5. Creating Issue Capture Form

When external users access the published issue input form, certain features will be enabled depending on
the choices made while creating the form. They will be able to enter issues, whether they have public or
secured access. The data the external users enter is placed securely into the binder without allowing the
user to see any existing data. If users have secure access, they have the option of tracking the entered issue
via the web. In this way, customer service issues can be managed and tracked easily.

1. Click New Share on the button bar. Choose the Public/Secure Tracker application and name the item
on the following screen. Click Next.

2. Check or uncheck the box for Active. This makes the feature available for use; external links will not
work if they are inactive. Click Next.

3. The next screen enables the administrator to select the fields that will be published to the Extranet.
Select a project from the drop down menu and then choose the fields that you want displayed on the
website by checking the box. Other setting options include:

• the choice of whether an email should be sent to the user when he/she enters an issue,

• who the issue will be automatically be assigned to,

• the message shown to the user after the issue is entered, and

• whether the user should be sent a tracking ticket. A tracking ticket allows the sender of the message
to click on a link and go to the detail of the case.

4. Click Next to continue, Prev to return to the previous screen, or Cancel to exit.

5. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

6. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.
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13.2.5.6. Sharing Timesheet Reports 

External users can securely access a variety of timesheet reports. As a safeguard, these reports cannot be
shared with public access. Timesheet reports range from administrative and billing reports, to reports by
employee hour, employee tasks and employee profitability on a project. External users can choose a report
from the available selection.

1. Click New Share on the button bar. Choose the Timesheet application and corresponding report from
the expanded list.

2. Name the item and check or uncheck the box for Active. This makes the feature available for use;
external links will not work if they are inactive. Click Next.

3. Select a type of report from the list based on your needs. Press Next to continue, Prev to go back or
Cancel to exit.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.7. Sharing Contact Manager Reports 

External users can securely access a variety of contact reports. As a safeguard, these reports cannot be
shared with public access. Contact reports show information about contacts and the children associated
with those contacts.

1. Click New Share on the button bar. Choose the Contacts application.

2. Name the item and check or uncheck the box for Active. This makes the feature available for use;
external links will not work if they are inactive. Click Next.

3. Select a type of report from the list based on your needs. Press Next to continue, Prev to go back or
Cancel to exit.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.8. Sharing Accounts Reports 

External users can securely access a variety of Accounts reports. As a safeguard, these reports cannot
be shared with public access. Accounts reports show the accounts and the children associated with each
account.
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1. Click New Share on the button bar. Choose the Accounts application.

2. Name the item and check or uncheck the box for Active. This makes the feature available for use;
external links will not work if they are inactive. Click Next.

3. Select a type of report from the list based on your needs. Press Next to continue, Prev to go back or
Cancel to exit.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.9. Sharing Opportunities Reports 

External users can securely access a variety of opportunities reports. As a safeguard, these reports cannot
be shared with public access. Opportunities reports give users limited access to see the opportunities and
the children associated with it.

1. Click New Share on the button bar. Choose the Opportunities application.

2. Name the item and check or uncheck the box for Active. This makes the feature available for use;
external links will not work if they are inactive. Click Next.

3. Select a type of report from the list based on your needs. Press Next to continue, Prev to go back or
Cancel to exit.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether
to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

13.2.5.10. Sharing Projects Reports 

External users can securely access a variety of Project reports. As a safeguard, these reports cannot be
shared with public access. Projects reports cover allocated projects and reports for project rates.

1. Click New Share on the button bar. Choose Projects.

2. Name the item and check or uncheck the box for Active. This makes the feature available for use;
external links will not work if they are inactive. Click Next.

3. Select a type of report from the list based on your needs. Press Next to continue, Prev to go back or
Cancel to exit.

4. The Access Control screen determines the shared item's access permissions. Choose Public or Secured
access by selecting the appropriate radio button. Then, if Secured Access is selected, choose whether



Extranet

111

to allow all secured users, or only select users to have permission. Check or uncheck the box for Show.
This allows the feature to be shown or not shown on the Extranet, with external links still functional.
Click Save when finished, Prev to return to the previous screen, or Cancel to exit the screen without
saving.

5. The next screen will show you the email you can send out and the link the users are going to need to
access the shared item.

See Also:
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13.2.6. Editing Extranet List Items
Extranet List items can be edited in a tabbed interface for easy modification and updating.

1. Click Extranet on the main toolbar.

2. To edit an item, click on the item name from the main Shared List.

3. Make any changes to the Shared Item in the same way that you created this item initially. Go through
the pages by clicking Next. See each specific Item to learn how to create it.

4. Click Save when you have finished or press Cancel to exit without saving any changes.

See Also:
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13.2.7. Testing Extranet
1. To test the settings of the Extranet, click Extranet on the toolbar within the Desktop.

2. Press the Click to Test link to the right of the URL. This allows you to see how the information will
look to the extranet user.

3. You can either view public portals by clicking the desired link that appears, or view secured portals
by entering a username and password.



Extranet

112

4. To invite a user to use the Extranet, click the Invite Public User link to the right of the URL and type
his/her email address in the text box that appears. Click Send to invite.

See Also:
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Managing Extranet Users

Creating Extranet Items

Editing Extranet Shared Lists

13.3. Administration of Extranet Options
This section describes ways to effectively administer OfficeClip Extranet options. The administrator can
set a timeout for the extranet session, create an HTML header, put in copyright text and a URL, as well
as give the browser a title and the homepage a title.

1. Click Desktop then click Extranet from the main toolbar buttons.

2. Click Admin on the button bar. Make the necessary changes and click Update when finished. This
will update the Extranet page for the user. You can press Cancel to exit this screen without saving or
updating any changes.



113

Chapter 14. Forums
The Forums module can be used to collaborate and share ideas with your team. You can create any number
of forums and post replies through Email notification. The most recent replies are displayed first in the
Forum List and all the forums can be viewed by clicking the All My Groups tab in the Show Forums menu.

New topics can be added to the forums and the user can even be notified by Email when replies to the
topic are posted.

14.1. Using Forums

14.1.1. Access Forums
1. Log in to OfficeClip.

2. Click Forums on the left menu of the Home panel.

The screen opens with Forums List displayed.

See Also:
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14.1.2. Create a Forum
1. Click New Forum on the button bar.

2. Give a suitable name to the forum in the Forum Name field.

3. Type the description in the Forum Description field.

4. If you wish to let all the users in the organization know about this forum, select the Inform group
members about this Forum checkbox.

5. Click Save to save the forum in the Forum List or click Cancel to exit.

See Also:
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Searching Forums

14.1.3. Add a Topic
You can create new topics for the existing forums, allowing users to further share their ideas on a topic.
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1. In the Forum List, select the forum in which you want to create a new topic.

2. Click New Topic on the button bar.

3. Type a suitable topic name in the Topic Name field.

4. Type the description to your topic in the Description field. Use the Spell Checkto identify and correct
any spelling errors.

5. Select the Notify check boxes.

• You can choose to be notified by Email if anybody replies to the Topic.

• You can choose to notify the organization members about this Topic.

6. Click Save to save the topic in the Forums List or click Cancel to exit.

See Also:
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14.1.4. Reply to a Topic
You can post replies to topics of the forums.

1. In the main Forum List screen, click the topic you want to post a reply for.

2. Click the Post Reply button on the button bar.

3. Type your reply in the Message area.

4. Click Update to send your reply or Cancel to exit.

See Also:
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14.1.5. Searching Forums
You can search for the forums through the Search feature by specifying the date or matching words.

5. Click Search in the button bar of the main Forum List screen.

6. In the Search screen, enter the words you want to search for, select a forum from the Search Forum
drop-down list, and select a date from the Search by Date drop down list.
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7. Click Search to begin searching for the forum or Cancel to exit.

8. The results will be displayed

See Also:

Access Forums
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Add a Topic

Reply to a Topic
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Chapter 15. Home Page
15.1. Overview

OfficeClip Home Page provides applications to allow collaboration between your employees to make them
more efficient. It is the core application that can be used as the intranet in your organization. The Portal
component is built to provide secure access and the administrator decides the level of access.

15.2. Understanding OfficeClip Home Page
The OfficeClip Home Page consists of a dashboard representation of most OfficeClip applications. It
provides the user a consolidated view of the entire OfficeClip suite.

The Home Page button bar gives access to the My Dashboard, My Catalog, Reset Dashboard, and Admin
buttons.

• My Dashboard displays the typical Home Page Portlet view, with a list of recently accessed Portlets.
User can move the portlets by dragging and dropping them elsewhere on the page. User can also remove,
minimize or edit the Portlet properties.

• My Catalog displays previously removed Portlets, so that users can access them when needed. Note this
catalog is user specific and each user can activate different portlets in the catalog.

• Reset Dashboard resets all the portlets to the default configuration or the configuration set by the
administrator.

• Admin allows administrators to make changes to the look and feel of the Portlet that is available to all
users. Note that this may not change the individual configuration of the portlets that are set by individual
users.

15.3. Using Home Page

15.3.1. Accessing Home Page
1. Log in to OfficeClip.

2. Click Home on the toolbar.

See Also:

Manage Portlets
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15.3.2. Manage Portlets
The Portlets on the Home Page can be minimized, maximized, removed, or edited, allowing you to
customize the screen to fit your needs.

1. Drag and Drop the portlets by holding the mouse on the Portlet title bar and moving it to any location
of choice.
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2. To minimize/maximize a Portlet, click the minimize icon.

3. To close a Portlet, click the Close icon.

4. To edit a portlet, click the Edit icon.

Editor Zone appears on the left side of your screen once you have clicked the Edit icon at the Portlet title
bar. Here you can modify the Local Properties, Layout and Appearance of a portlet.

1. Local Properties are present based on individual Portlet design. They can be changed and persisted as
per each user's settings.

2. To modify the Layout of a portlet, select the values in the Chrome State, Zone Index, and the Zone
drop-down boxes.

3. To modify the Appearance of a portlet, select the values in the Title, Chrome Type, Direction, Height,
and Width drop-down boxes.

4. Click Apply to save the changes, or Cancel to erase the changes.

5. Click OK to exit Manage Portlet and return to the Home Page.

See Also:

Accessing Home Page
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15.3.3. Reset Dashboard
The portlets on the Home Page can be reset to return to their default position.

1. Click Home on the toolbar.

2. Click Reset Dashboard on the Home Page button bar.

The next screen appears with a question- Are you sure you want to reset your Portlet
settings?

3. Click the Reset button if you want to reset your portlet settings.

4. Click Cancel if you do not want to reset your portlet settings.

See Also:

Accessing Home Page

Manage Portlets
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Chapter 16. Issue Tracker
16.1. Overview

Issue Tracker allows you to track, assign and audit issues in your organization. Once the issue is entered
in the Issue Tracker, it can tracked, allowing mangers to see the status of issues, developers to see notes
put in by other developers, etc. Issues are organized in various binders, each configured to track different
types of issues. For example, you can track software bugs for the development team in one binder and "to-
do" lists for a group in another binder. The binders can be created with various templates; depending on
what types of issues you will be tracking, allowing you to better organize your project and your team.

16.2. Understanding OfficeClip Issue Tracker
Issue Tracker has been designed to simulate filing cabinets, which have numerous binders and each binder
can be categorized to hold different types of issues.

The following describes how OfficeClip Issue Tracker is used:

• Administrators create a binder based on a template

• Users enter issues to be tracked, add details about the issues, and can track their own time spent on each
issue.A list of issues is visible on the issue list screen. This list can be sorted and filtered.

• Issues are color-coded and style-coded (they show up in a different font style on the issue list screen)
to enable the user to easily recognize issues of a particular type.

• Users can make reports of various issues based on their needs. There are detailed reports, statistical
reports, user-defined reports, and tracking time reports.

• Issues can be imported from CSV or XML file formats into Issue Tracker, and issues in Issue Tracker
can be exported to file types such as MS Excel.

16.3. General Concepts

16.3.1. User Defined Fields
A main Issue Tracker feature, the ability to add custom fields, enables users to manage more specific issue
details than the fixed fields provide. In addition, these fields can be used in issue reports and filters that
are defined by the user, and appear in the bottom part of the New Issue screen.

Many field types are available and each field type has a different functionality. They are described in more
detail in the following list:

List This provides a dropdown list for the user. List field types must be configured by an
administrator by adding list values to the list (see Configuring List Fields).

Date A date field shows up with a calendar icon. It can be clicked to select a date to insert into the
field. Dates can also be added manually to the field using the "mm/dd/yyyy" format. Date fields
are validated to ensure that a valid date is entered.

Decimal A number-only field that can hold decimal places.

Text A text field that can contain up to 30 characters.
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Number A number-only field. This field is validated upon saving to ensure that only a numeric value is
added.

Email A text field in which an email address is typed. It is validated to ensure that an email address is
entered.

Boolean A Boolean field is displayed with a checkbox. It is a "yes/no" field.

UserList A dropdown list that contains the current OfficeClip organization users.

See Also:

Rules

Email Capture

16.3.2. Rules
Administrators can set up rules in the binder to trigger certain events based on conditions of the issues.
Rules have the following components:

• Conditions- Certain conditions need to be satisfied to trigger a rule

• Actions- The actions to be taken when a condition is satisfied

Currently there are two kinds of rules supported by the Issue Tracker:

1. Notification Rules- These rules allow users to be notified by email when certain conditions in an issue
are satisfied. For example, a notification rule can be whenever an issue is assigned to
a user; send an email to the person who created the issue.

2. Escalation Rules- These are used to escalate an issue whenever an issue is not attended to in a timely
manner. Escalation rules allow changing the value of the field by sending an email when an escalation
occurs. For example, an escalation rule can be if an issue is currently open and the
criticality is high for the past 7 days, assign the issue to Bob and
send an email to the issue creator.

See Also:

User Defined Fields
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16.3.3. Email Capture
The Email Capture feature enables OfficeClip to capture issues from emails. This is useful in situations
when you want to capture customer or partner issues that cannot be entered into OfficeClip directly. In such
cases, OfficeClip administrators can assign an email address to a binder and provide that email address to
anyone who wishes to submit issues via email.

The steps below explain how Email Capture works in Issue Tracker:

1. The OfficeClip administrator sets up an email account (POP account; this information can be viewed
from MS Outlook or another POP compatible email viewer) on his/her mail server.

2. The administrator can set the Project Defaults, which are the fields that will be automatically filled in
when an email containing an issue is received.
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3. OfficeClip users can send an email to all customers that want to send their issues via email.

4. The Issue Tracker checks the mailbox periodically, capturing the information from the emails and then
entering them as issues in the Issue List, based on the administrator's settings.

See Also:

User Defined Fields

Rules

16.4. Using Issue Tracker

16.4.1. Creating and Editing Issues
Note: The Document Attachment feature is only available in the Professional Edition of OfficeClip

All issues have a field called Title that is used to provide a short description of the issue. In addition, issues
have fields such as category, status, description, etc. to help further explain the issue. For example, an issue
can be tracked with High criticality and Open status, meaning in general that the issue is very important
and it has not yet been acted upon.

Note

The drop down lists for various fields can be customized to have different meanings
depending on the type of organization.

Issues can be assigned to certain users and rules can be set to have an email sent to them, notifying them
that a new issue has been created and assigned to them. Users can also give details about the resolution of
the issue in the Resolution text box, type any additional information in the Comments text box and write
a note by clicking the New Note link. Issues can also be edited; each edit creates a history log so that
progress on an issue can be accurately recorded.

1. To create a new issue, select the Issue Tracker application and click on a binder name to view the list
of issues associated with a particular binder.

2. Click on New Issue and on the button bar, click on a particular issue to edit it or click the edit icon
in the far right column.

3. Fill in the fields as applicable to your issue (See the field explanations below).

4. Click Save when finished or press Cancel to exit the screen without saving any of the information.

The following fields are presented to the user while entering issues:

Title Give the issue a title

Description Write in the details of the issue

Category Allows you to categorize an issue in ways that fit your needs

Status Select the state the issue is in from this list

Priority Assign a level of importance to the issue

Kind Select what type of issue you have
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Regarding Choose if this issue is linked with another object like Accounts, Contacts,
Opportunities or Projects etc.

Resolution Write details about the how the issue was resolved

Comments Additional details, commentary, etc. about the issue can be written here

Attachments Outside documents can be attached to the issue by clicking the Edit Attachments link.

Email Case To Send the issue to anyone by typing in their email address

Note

The field names can be changed by the administrator, who can also add an unlimited number
of user-defined fields.

Important

The required fields are shown with an asterisk * in front of them. These fields must be filled
in for the issue to be saved.

See Also:
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16.4.2. Tracking Time
The tracking time feature mainly serves as a tool for monitoring the time that is spent on various issues.
It allows a user who is working on an issue to keep track of the amount of time he/she is spending on it.
This enables management to know where project resources are being used.

1. To Track Time for an issue, click on Issues from the tool bar.

2. Select a binder by clicking on it on the main Binder List screen.

3. Then click on an issue from the Issue List.

4. On the Issues page where you can edit the item, click on the Track Time button.

5. A window will pop up, which will show the tracked time and allow you to add a new item. To add
time, go to the Add New section.

6. Enter the duration, date, and any other notes (these notes are internal in the sense that they will not be
shown in the timesheet details if the time is exported to the Timesheet application).

7. Press Save when finished.

8. To Edit a tracked time entry, click on the Edit icon on the Actions column and then change the
information at the bottom and finally click on Save.

9. Your new item will appear in the Track Time list. Press the Cancel button to close the window and
return to the screen to continue making changes to the issue.
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16.4.3. Searching and Filtering Issues

16.4.3.1. Simple Search

This feature allows you to search for issues by typing in a keyword and selecting a field, such as
Description. For example, you could search the Description field for the word slow and all issues with
this criterion would show up in the list. This is helpful for finding issues that may be related to a certain
project, time period, user, etc. without having to manually read through the entire issue list.

1. Click on Issues to view Binders.

2. Click on a binder name to view the Issue List.

3. To search issues, type the applicable words into the Search for text box and select a field from the Any
Field drop down list.

4. Click Go. The search results will be displayed.

Note

The search result can be cancelled by clicking on the Cancel button

16.4.3.2. Filters

Users can create filters to better customize their searches. Filters allow the user to specify many criteria
and save them for future use. You can also remove filters if you no longer need them.

1. To create a filter, click New Filter.

2. Basic Filtering Options and Advanced Filtering Options are shown.Select the basic filtering options
from the various drop-down lists. Some lists allow you to select more than one item from the drop-
down lists by holding the Ctrl key.

3. If you have specified all the information you want to enter, click Search. However, if you want to
continue specifying search criterion, go to Step 4.

4. Select the Advanced Filtering Options you wish to use. If you want to search for a word or phrase,
select the field you wish to search from the Search Text In dropdown list. Type the applicable search
word(s) in the for String textbox, then click the Searchbutton. If you wish to save the filter, type a name
in the Filter Name textbox and click Save, then click Search.

5. Your new filter will be saved for future use and the results will be displayed.

See Also:
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16.4.4. Reports
OfficeClip Issue Tracker has a variety of reports that can be generated by the users and they are described
in more detail here:

• User Defined Report - The user can select filters, name the report and select fields to be shown on the
report. The report can also be edited later on by clicking the edit icon and changing the fields as needed.
Basically, the user is able to customize this report to fit his/her needs by selecting the filters and fields
to report certain information on certain issues.

• Detail Report - A very simple report, giving all the details of the issues, which can also be filtered
to only report certain details, such as Status, Criticality, Modified By, etc. This report is particularly
useful when all information on the issues within a binder needs to be reviewed; in this report it is all
listed in one place.

• Statistical Report - This is a simple report that can be shown in various groupings, such as Status, in
which all the issues in a binder will be displayed according to their status, e.g. Open, Resolved, etc. The
report can be viewed in different chart formats including a pie chart and bar graph.

• Track Time Report - All issues for which time is tracked over a period of time specified by the user.
This report will show how much time has been spent by users on the issues, allowing management to
see how project resources such as labor and budget are being used to resolve project issues.

To create Reports in Issue Tracker:

1. Click on Issues in the toolbar.

2. Click on a binder name. Then click on Reports to view the different kinds of reports.

• User Defined Reports: Create a new report by allowing the user to select filter and view the report.

• Detail Reports: Review all issues for the binder in detail.

• Statistical Report: Review the statistics of issues.

• Track Time Report: View time tracked across all the items in a particular binder.

3. To create a User Defined Report, click the link and then, in the next screen, click the New Report link

(or click the  icon in the report list to edit an existing report). Fill in the Report Name, select a filter,
and choose the various fields that you want to be included in the report and set the visibility be clicking
on the radio button. Click Next when the fields are set. The following screen allows you to set the format
of the report, such as whether the fields are in ascending or descending order, adding a description and
setting a report header and footer. Click Save when finished.

4. To make a detail report, click the Detail Report link, which will bring up the complete details of all the
issues, sorted by the Created Date by default; change this by selecting your choice from the Sort By
drop-down list. You can also narrow the scope of the detail report by doing a search within a field, such
as the word error in the Comments field, and selecting Go.
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5. Click the Statistical Report link to go to that screen and select a grouping from the Group By drop down
menu, then choose the chart formatting from the Show As drop down menu.

Tip

If the Statistical Report does not look sharp enough to you, increase the magnification.

6. To create a Track Time Report, click the link and then choose the From and To dates for the report.
Press Submit to view the report in OfficeClip or choose an outside application from the drop down list
and press Export. You can open or save the exported report.

See Also:
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16.4.5. Import and Export 
Import/Export allows you to exchange OfficeClip Issue Tracker information with other file formats. There
are two ways to import files into OfficeClip: CSV and XML, and two ways to export files from OfficeClip:
CSV and XML. Various types of import and export tasks in OfficeClip Issue Tracker are explained below.

16.4.5.1. Importing Issues from ocXML file

Importing issues into OfficeClip Issue Tracker can be done in an internal ocXML format, which is
primarily used by developers who are on other systems that have issues. They can create an ocXML file,
then OfficeClip users can use this link to import the XML file. All the issues contained in the file will
appear in OfficeClip.

1. Click Issues on the toolbar.

2. Click on a binder name to go to the Issue List screen.

3. Click the Import issues from ocXML files link.

Note

The ocXml format is a standardized OfficeClip Xml format. The schema for this format is
available from OfficeClip.

16.4.5.2. Importing Issues from a CSV file

Importing a CSV file into a binder requires that certain fields be mapped to ensure the data from your
CSV file is imported correctly. The fields in the CSV file will be listed in one column, along side another
column for the OfficeClip database fields. You can map the fields appropriately by choosing the field that
most closely matches the information in your file.

1. Click Issues on the toolbar.

2. Click on a binder name to go to the Issue List screen.
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3. Click the Import issues from comma delimited (CSV) file link.

4. Select Browse to find the file and then click Upload. Map the CSV file to match as closely as possible
the field in the OfficeClip database.

5. Click Import when you are finished mapping. Press the OK button to be taken back to the main Binder
List. From here, you can select your binder and see the newly imported issues.

16.4.5.3. Exporting Issues to XML

This will enable you to export issues from OfficeClip to an XML file.

1. Click Issues on the toolbar.

2. Click on a binder name to go to the Issue List screen.

3. Click the Export Issues to XML file link.

4. Click the Export button. The issues will be exported into an XML file.

5. Press Cancel to return to the main Import/Export screen.

16.4.5.3.1. Exporting Issues to CSV file

This feature enables the user to export issues from OfficeClip into a CSV file.

1. Click Issues on the toolbar.

2. Click on a binder name to go to the Issue List screen.

3. Click the Export Issues to CSV file link.

4. To export issues to a CSV file, choose either the current binder or All the binders belonging to
organization in which you are a user and click Export.

5. The next screen allows you to select which fields from the OfficeClip issues you want to have in your
new CSV file; you may even rename them in the CSV file if you wish. You can also move the fields
with the up and down arrows, which affects the order in which the fields will be displayed in the first
row of the CSV file.

6. Click Export when finished or Cancel to exit the screen.

7. Click Open or Save in the dialogue box to view the exported issues in the CSV file.

See Also:
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16.5. Issue Tracker Administration
This section describes ways to administer the OfficeClip Issue Tracker effectively.
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16.5.1. Icons
Issue Tracker uses several icons throughout the application, generally appearing in the Function column
of the various Admin screens. They are explained below to help you use them effectively.

 Allows you to edit the item

 Print the screen you are viewing easily by clicking on this icon

 Rename a binder by clicking on this icon

 This appears in the binder list and enables you to archive the binder

 Click this icon to change permission for the binder

 Delete the entire binder by pressing this icon

 Configure fields and set style and color coding by clicking this icon

See Also:
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16.5.2. Creating Binders
Issue Tracker allows you to make multiple binders, each created with a template that can track a variety
of issues.

1. To create a new binder in Issue Tracker, click on Issues in the toolbar.

2. Click on New Binder from the main Binder List screen. Enter the binder name and select the appropriate
template type from the list.

3. Click Create when finished.

See Also:
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Shared Items
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16.5.3. Shared Items
The Issue Tracker allows administrators to share items with Extranet users, who have limited access to
OfficeClip. Administrators control from this screen only shared Issue Tracker Items, making it easy to
manage and make changes. (See the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Issue Tracker Items, click the Shared Items button from the
button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user.

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:
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16.5.4. Fixed Fields 
Some of the fields in Issue Tracker are fixed, meaning the type of these fields cannot be changed and the
fields cannot be removed. You can, however, modify the names of the fixed fields. Some fields can also

be further configured under the functions column by clicking the  Icon in the Functions column.

1. From the Issue Tracker, click one of the binders then, click Admin on the button bar. Click Edit Fixed
Fields on the button bar of the Admin menu.

2. Certain elements of the fixed field can be edited, including: Display Name, Administrator Edit,
Mandatory, Color-Coded, Style-Coded, and Functions, which will be addressed in the following steps.

3. To alter the Display Name, simply type the field names in the Display Name column of the grid.

4. You may wish to make certain fields editable by only certain roles in your group. By checking the
Administrator Edit box, only administrators will be granted edit privileges.

5. If you wish to make certain fields mandatory when information is entered either for a new issue or an
existing issue, check the field in the Mandatory column corresponding to the field you wish to require.
The fields will appear with an asterisk * next to them in the issue list screen.
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16.5.5. Configuring List Fields 
1. To configure a fixed field of type List, click the  icon in the Functions column on the right side.

From this screen, administrators can configure the field using both checkboxes and the icons under the
Functions column.

2. Once you have clicked the  icon, a window pops up which allows you to add or remove list items,
select the default list item to be initially displayed, and change the order in which they appear in the list.
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3. To add an item, type the name in the Add Item field and click Add & Save.

4. To delete an item, click the icon next to the field you wish to remove.

5. To change the position of an item as it appears in the list, click the up and down arrows.

6. To set a default value, select a value from the Default Value dropdown list.

7. Color Coding and Style Coding can be enabled by clicking the appropriate checkbox. The colors (for
color coding) can be set by clicking on the box to the right of each color field and fonts (for style coding)
can be set by checking Bold or Italics. Click Save to save these changes, close the window and return
to the main screen.

Note

Only one field can be style coded and one field color coded. Once you have selected a field
to be ether color or style coded, the selection checkbox will be disabled for all other fields.

8. Click the Save button to save settings, click Save & Next to continue to the next section or click Cancel
to exit without saving the changes on the screen.
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16.5.6. User-Defined Fields
1. From the Issue Tracker, click one of the binders. Then, click Admin on the button bar. Click Edit UDFs

on the button bar of the Admin menu.

2. By default, no UDFs are defined for a binder. In order to add UDFs, click the Add New button on the
screen. If UDFs are already present, click the Add More button. A popup window will appear.

3. Type in the Display Name you wish to have appear in the textbox and then choose the Field Type from
the drop down list. (For more information on field types, see the General Concepts section).

4. If you wish to make certain fields mandatory when information is entered either for a new issue or an
existing issue, check the field in the Mandatory column. The fields will appear with a "*" next to them
in the issue list screen.
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5. You may wish to make certain fields editable by only certain roles in your group. By checking the
Administrator Edit box, administrators will be granted edit privileges.

6. Click Add when finished or press Cancel to return to the main UDFs screen without adding the new
UDF.

7. For more details on configuring the list fields see the section on Configuring List Fields.
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16.5.7. Options
The Options configuration screen enables administrators to manage the fields displayed on the Issue List
screen. All issues are assigned a number and the administrator can set the Prefix for the issues as either
the user's initials or a fixed 3-letter ID. The administrator can choose the number of issues to be displayed
per page and also select which fixed fields and which user defined fields will be displayed on the Issue
List screen.

1. From the Issue Tracker, click the  icon for a binder. Click Options on the button bar of the Admin
menu.

2. From here, the administrator can configure the main list screen. You may choose which fields to display
by checking the appropriate box, the number of issues to show per page by choosing form the drop
down list, and the system for prefix names for each issue that is entered. Click Save & Nextto save
information and continue to the next section.

3. Simply click Save if you have completed all admin option configurations.

See Also:
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16.5.8. Rules
Note: This feature is only available in the Professional Edition of OfficeClip

The Rules configuration screen enables administrators to add rules by which each issue can be tracked.
Rules involve taking some action based on certain events. For example, if one user assigns an issue to
someone else; they get a notification email so they know immediately there is a new issue to work on. For
additional information on Rules, see the General Concepts section.

1. From the Issue Tracker, click one of the binders. Then, click Admin on the button bar. Click Rules on
the button bar of the Admin menu.

2. To add rules to your binder when issues are entered, click on Add Rule.

3. A window will pop up to allow you to choose your options. Click Add under the Conditions section (you
can add more than one condition) and new fields will show up under the Current Conditions section
where you can specify the appropriate field from the drop down list and what the field will be changed
to in order to take an action from the second drop down list. Press Next when the fields are complete.

4. The Rule will be shown at the top of the screen. Under the Actions section, check the box next to the
action you want to execute based on the rule you have created.

5. Click Previous to go back to the previous screen and make any changes, press Cancel to close out of
the screen completely, or press Next to go to the next step.

6. The next screen displays the new rule and new action that you have set. Now you can type the name of
the rule in the Name textbox. The Enabled box is already checked for you, but if you do not want the
rule to be enabled, simply un-check it and the rule will not be in effect.

7. Click Save Rule to return to the Rules menu screen.

8. To edit an existing rule, click the  icon in the Functions column. To delete a rule, click the  icon.

See Also:
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16.5.9. Bulk Processing 
The Bulk screen allows administrators to conveniently perform bulk operations with issues. Issues of a
certain Status can be copied to another binder in OfficeClip or bulk archived so that they do not show on
the main Issue List screen. Archived issues can be deleted in bulk based on their age. Archived issues can
be seen later by selecting the binder and then selecting the filter for the Archived Issues.

Binders can also be archived by selecting the Archive icon next to the particular binder in the binder list.
At the top of the Binder List, there is a link to Show Archived Binders and clicking this allows you to
view all the binders that have been archived.

1. From the Issue Tracker, click one of the binders. Then, click Admin on the button bar. Click Bulk on
the button bar of the Admin menu.

2. Copy issues from one binder to another binder by selecting the fields from the drop down menu and
select Next. The screen shows the mapping of how the fields will be transferred. Press Copy to copy
the issues.

3. Issues can be archived by selecting the specific status and age from the relevant dropdown boxes. Press
the Archive button to move the issues into the archive.

4. Archived issues ranging from zero days to one year old can be deleted by selecting from the dropdown
box the desired number of days and pressing Delete.
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16.5.10. Email Capture 
This feature allows the OfficeClip server to capture information from customers' emails and put them into
issues that will then appear in the main Issue List. More details can be found in the General Concept section.

1. From the Issue Tracker, click one of the binders. Then, click Admin on the button bar. Click Email
Capture on the button bar of the Admin menu.
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2. Users can enable or disable the email capture function. To enable the function, enter the POP settings,
which can be viewed from Outlook or other POP email viewer. This email address will be used
specifically to enter issues for this particular project.

3. Set up the Project Defaults by selecting the appropriate options from the drop down lists.

4. Under Additional Options, you can set how often the OfficeClip server will check for new emails and
add them as issues in the binder by selecting a time from the drop down list.

5. Click Save to finish.

Note

The project default entered will determine how issues are stored. The subject and body of
the email will respectively form the title and description of the issue and any attachments on
the email will show up in the Attachments field in the issue.
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Chapter 17. Newsfeeds
The News Feeds module uses a syndication technology known as RSS to display headlines, along with
their corresponding summaries, from a variety of publicly-available newsfeeds. OfficeClip's RSS feed
implementation allows you to view a selected news feed's current "headlines." When the deadline is
clicked, a new window takes you to the story from the main site of the feed. New newsfeeds can be added,
edited, or deleted. While adding a newsfeed, one can choose to display it as a portlet or as an active feed.

17.1. Using Newsfeeds

17.1.1. Access Newsfeeds
1. Log in to OfficeClip.

2. Click Newsfeeds on the left menu of the Home.

The screen opens with the Newsfeeds list displayed. By clicking the links you can read the top headlines
of that particular feed. Clicking the headline opens the full article in a separate window.

See Also:
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17.1.2. Adding a Newsfeed
1. Click Manage Newsfeeds in the button bar.

Click the Add New button below the feed links. A new field appears below the existing feed links.

2. Enter a name in the Name field.

3. Enter the URL of the feed in the RSS Content URL field.

4. Select the Is Active? and Is Portlet? boxes to make the feed active and display it in the main Portal
screen.

5. Click Update to accept the changes, or Cancel to exit.

6. Click Finished to exit and return to the Newsfeed Listscreen.

See Also:
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17.1.3. Edit a Newsfeed
1. Click Manage Newsfeeds in the button bar.
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To modify the feed, click the Edit link next to the feed link. The feed link is displayed in the editable
mode.

2. Enter an alternative name of the feed in the Name field.

3. Enter the new URL in the RSS Content URL field.

4. Select the Is Active? and Is Portlet? checkboxes as applicable.

5. Click Update to accept the changes, or Cancel to exit.

6. After completing the entries for the new feed, click Finished to add the feed link to the Newsfeed List.

See Also:
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17.1.4. Delete a Newsfeed
1. Click Manage Newsfeeds in the button bar.

2. Click Delete in the same row which contains the feed link.

See Also:
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Chapter 18. Notes
The Notes modile is like a notepad used to write any reminders- official or personal. It can be saved and
accessed from anywhere by logging in to OfficeClip, since it is stored in the application.

A personal note can be created by simply selecting the 'Private' check box while adding a new note.

The user can even use the Spell Check feature to ensure an error-free note.

18.1. Using Notes

18.1.1. Access Notes
1. Log in to OfficeClip.

2. Click Notes on the left menu of the Home panel.

The Notes screen opens with the Note List displayed. The Note List displays all the notes, starting with
the most recent ones.

See Also:
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18.1.2. Add a Note
1. Click New Note on the button bar.

The screen appears with the note creation template.

2. If you are creating a personal note, click the Private check box. In the Note List a lock icon  is
displayed beside the note, indicating that it is a personal note.

3. Type your note in the Note box and click Spell Check to identify and correct any spelling errors.

4. Click Save to save the note in the Note List, or Cancel to exit.

See Also:

Access Notes
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Chapter 19. Opportunities
19.1. Overview

The Opportunities application enables an organization to efficiently manage, update and track the progress
of their opportunities. Opportunities can be modified as they change and turn into actual sales for the
company. Potential revenue and probabilities can be assigned to each opportunity, and the opportunities
are also tied to OfficeClip Accounts to better provide easy and accurate management.

19.2. Understanding OfficeClip Opportunities
OfficeClip Opportunities application assists organizations with their potential client opportunities. Using
this application, users can create, organize, report, and filter a list of relevant opportunities. These can also
be integrated with specific accounts with relevant profit and revenue estimations.

To enter this application, click Contactson the toolbar, then Opportunities on the left menu.

• Opportunities are added to an organization with details such as Access information, User information,
Ownership, etc. You can manage information such as estimated revenues, the probability of the
opportunity, the stages and next steps for the opportunity, etc. in these sections.

• You can set permissions for various roles of an organization based on the hierarchical levels making
the information easily accessible. You can configure all the details of your Opportunities to make them
as secure as needed by your organization.

• Various items such as tasks, appointments, documents, and time associated with each Opportunity can
be easily managed and reported.

• You can search the details of an Opportunity using the given criteria or by creating filters to sort out
details that you specify.

19.3. Using Opportunities
This section describes ways to use the Opportunities application effectively.

19.3.1. Creating a New Opportunity
This screen allows you to enter all the details associated with a new Opportunity such as the account
name, the stage the opportunity is in, the probability of the opportunity, the estimated revenue from the
opportunity, etc. The administrator can add User-Defined Fields to appear at the bottom part of this screen,
allowing for additional Opportunity information to be entered.

1. To create a new Opportunity, click on New Opportunity on the button bar within Opportunities.

2. The New Opportunity screen allows you to enter the details for an Opportunity.

3. Enter the Opportunity information. You can choose the Type, Account Name, Stage, and Currency
Type of the opportunity from the drop down lists. Fields with an asterisk * are required to be filled in
to save the opportunity.

4. Click Save when you are finished entering information in the fields.
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19.3.2. Bulk Options
The administrator can perform bulk operations, such as deleting all opportunities or checked opportunities
and reassigning checked or all opportunities to another user.

1. In the main Opportunities List screen, click the Show Bulk Options link at the bottom of the list.

2. Choose delete options by clicking the appropriate link.

3. To reassign accounts to another user, select his/her name from the drop down list and then click the
appropriate link.

4. When finished, you can click the Hide Bulk Options to close the boxes.

See Also:

Creating a New Opportunity

Editing Opportunities

Searching and Filtering Opportunities

Creating Reports

Shared Items

Opportunity Tags

19.3.3. Editing Opportunities
From the main Opportunity List, you can modify the Access Information, User Information, Other
Information, User-Defined Fields and Ownership of the Opportunity. The main Opportunity List shows the
Title, Account Name, Next Step, Account number, Est. Close Date, Probability, Est. Revenue and Owner
in the top row and clicking any of these links allows you to changes whether they appear in descending
or ascending order.

1. To edit an Opportunity, click Contacts on the main toolbar, then select Opportunities on the left toolbar.
The Opportunity list is displayed.

2. Click the  icon next to the Opportunity you want to modify. Press the Modify button under the
Function column to make changes to the Opportunity. Press Save when finished, Cancel to exit, or you
can press Delete to remove the Opportunity. You will be taken back to the main Edit Opportunity screen.
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3. You can delete an Opportunity by pressing Delete under the Function column.

4. Also in this screen, you can move to another Opportunity from the list by pressing the Previous and
Next buttons.

5. You can Clone an Opportunity by pressing the Clone button in the function column. Cloning
Opportunities allows you to make a copy of all the opportunity information except the Title, so you can
easily add more opportunities without re-entering company information, etc.

6.

7. The Edit Opportunity screen offers Show Children, and if these have been enabled by the administrator,
click All, which will include: Appointments, Documents, History, Notes and Tasks.

8. You may also choose to show only certain children, such as only Notes in the screen. Once the children
have been selected, you can fill in the fields with the necessary information

9. Press Finished when you have completed all the modifications. This will save all actions.

Note

The Ownership and Children features are described in more detail in the following sub-
section.

19.3.3.1. Permissions and Ownership of Opportunities 

You can change the Read, Write, Append, and Delete status of an Opportunity, and also change who owns
the object in the Ownership section of the Edit Opportunity screen. By default (unless changed by an
administrator) only the creator of the Opportunity and the administrator has full access to it and all other
users only have Read access. The creator can change the kind of access other users have by changing the
permissions.

1. To change the owner of an Opportunity, click on the Opportunity from the main Opportunity List and
then click Re-Assign under the Ownership section of the Edit Opportunity screen.

2. Select a user to Assign Ownership To from the drop down list and if you want to send that user an email
notification, check the box. Press Save when finished or Cancel to exit.

3. Click Change Permissions under the Ownership section of the Edit Opportunity screen to edit the
permissions associated with the Opportunity.

4. In the screen that pops up, you can see the access that various users have, and you can change this by

clicking the  icon to the left of the user name.

5. Check the appropriate boxes based on the permissions needed and click Save when finished or Back
to return to the previous screen.

6. To see the users for a particular role, click the  icon next to the role you want to view.

See Also:
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19.3.3.2. Using Children

This section will describe how to use the various children that are associated with the Opportunities
application.

19.3.3.2.1. Tasks

When the Task child is enabled, it will show at the bottom of the details screen with all the tasks associated
with that particular opportunity, and you can edit it. You can filter tasks by selecting a category from the
drop down list or by checking the Owned by me or Assigned to me checkboxes. To create a new Task,
click the Create a New Task link and fill in the fields. The task will be associated with the opportunity.

19.3.3.2.2. History

Note: This feature is only available in the Professional Edition of OfficeClip

This will show any history associated with the opportunity.

19.3.3.2.3. Appointments

You can create and manage appointments associated with the opportunity. This is useful for keeping track
of meetings, etc. with potential clients. Click the New Appointment link and then fill out the information
needed to make the appointment.

19.3.3.2.4. Documents

Relevant documents can be attached to an account, allowing for important information to be easily accessed
from one place. Click the Edit Attachments link and then click Browse to find the file. Click Upload to
attach the document then press Finished.

19.3.3.2.5. Notes

Notes allow you to write any additional information regarding the opportunity, any of the Children, etc.
You can write up to 4000 characters and can spell check your note as well. Simply click on the New Note
link and write your note. Click Save when finished.

19.3.3.2.6. Relationships

Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account



Opportunities

141

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

7. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.

8. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

9. The Relationship is now set up between the two participants.

See Also:

Task Application

Calendar Application

Notes Application

Documents Application

Shared Items

Opportunity Tags

19.3.4. Searching and Filtering Opportunities
By using Searches and Filters in OfficeClip, you can easily find the Opportunities you are looking for,
by specifying particular words and utilizing filters. This feature allows you to search for Opportunities by
typing in a keyword and selecting a field, such as Account Name. You could search for a certain word to
be in the field Account Name and all items with this criterion would show up in the list. This is helpful
for viewing items that may be related to a certain project, time period, user, etc. without having to search
through the entire list.

Tip

On the search box you can type and between multiple words to match all the words or use
comma (,) between multiple words to match either of then. For example, John and Jill
will match all the records that have both John and Jill in them while Mary, Jeff will bring
all matches for Mary and also all matches for Jeff together.

Users can create filters to better customize their searches. Filters allow the user to specify many criteria
and save them for future use. You can also remove filters if you no longer need them.

19.3.4.1. Search

1. To search for particular text associated with an Opportunity, type a word or phrase in the Search field
at the top of the main Opportunity List. Select the field you wish to search from the drop down box
and click Go.

2. The search results are displayed. To exit the search result screen and view the full list of Opportunities,
click Cancel.
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19.3.4.2. Filters

The Filters option allows you to create a customized search based on selected criteria that you define. After
a filter is created, it is saved for future use. Filters allow you to save time by creating a category to sort
through your Opportunities and the fields you want to filter

1. To create a filter, click the New Filter link that appears next to the filter selector dropdown. A screen
will appear. To edit a filter, select the filter then click the Edit Filter link.

2. Type a name for the filter. A good filter name is one that describes the filter, such as Georgia
Opportunities or Source-Web with Opt Out.

3. Select the scope of the filter:

a. Information Owned by Me allows you to filter the output so that only Opportunities of which you
are the owner are displayed.

b. All I Can See allows you to see the Opportunities owned by you, as well as Opportunities you have
permission to view or edit.

4. Select filter conditions by clicking the  icon on one of the filter condition sections. The Configure
Filter window will pop up.

5. Select the field you wish to filter from the drop down list.

6. Select the operation. If the field that is selected is a text field, the Greater than or Less than operation
will be based on alphabetical order. If it is a date field, the Greater than or Less than operation will
be based on the selected dates. Press Save when finished configuring the filter or press Cancel to exit

without saving. Pressing the  icon will reset the row of the filter.

7. Select the fields to be shown in the list of results from the drop down lists in section 4. These fields
will show things like Name, Address, Company, etc., depending on your selections, when you filter
your Opportunities.

8. Select visibility:

a. Visible to Everybody allows everyone in your group to see and use the filter.

b. Visible only to Me creates a private filter that will not be seen by anyone else in the group.

9. Click Save when finished, Cancel to exit without saving or, if you are editing a filter, Delete to remove it.

See Also:

Creating a New Opportunity

Bulk Options

Editing Opportunities

Creating Reports

Shared Items

Opportunity Tags
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19.3.5. Creating Reports
Reports have similar functions to filters, but filters display information according to selected criteria, while
reports allow field information groupings, as well as numeric field summaries. Results can also be saved
or printed. The report can be exported into many popular formats such as MS Word and Adobe PDF.
Controls on the screen allow users to scroll forward and backward on the page through the report results,
search for an item in the report, and zoom in and out on the report.

Click Contacts on the main toolbar, and then click Opportunities from the left toolbar. To create a new
report, click Reports on the button bar. Three types of reports are shown on the next screen.

19.3.5.1. Pre-Defined Reports 

Click on Opportunity Reports then choose the desired report type. The next screen will show the report
and you can export the report to a PDF, MS Excel, MS Word or RTF file by selecting the file type from
the drop down list and clicking Export. Press Open or Save in the pop up dialogue box.

19.3.5.2. User-Defined Reports

1. Click Create New User Defined Reports. See the section on Filters for information about the next screen.
When you have finished filling in the fields and making selections, press Next.

2. Select the grouping fields. For example, if you wish for the report to be grouped by Account Name,
select Account Name. You can also select whether these groupings are displayed in ascending or
descending order.

3. Select the fields to sort by within the groupings, as well as whether to display them in ascending or
descending order.

4. Add an optional report description. This description will show up on the report list screen.

5. Select the column margin width, and enter a report header and footer text, if desired. Click Save when
finished, Cancel to exit, Previous to go back to the previous screen or, if you are editing a report and
you want to remove it, click Delete.

6. To view the report, click the report name on the report list screen. To edit the report, click the  icon.

19.3.5.3. Track Time Reports

You can create and view relevant reports based on tracked time for various accounts that pertain to
opportunities.

1. Click the View Track Time Report link. Select the dates for which you want to report the tracked time
and select the type of file you want to export it in. Click Export and then click Open or Save on the pop
up dialogue box depending on what you want to do with the file.

2. You can submit the report by clicking the Submit button or you can Cancel to exit the screen without
taking any action.

See Also:

Creating a New Opportunity

Bulk Options
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Editing Opportunities

Searching and Filtering Opportunities

Shared Items

Opportunity Tags

19.3.6. Opportunity Tags
A General description of Tags can be found here.

Tags can be accessed by going to the Summary of the Opportunities Detail. Users who have
adequate permission can associate existing tags with a Account or can create new Tags.

Tags can be managed using the Tags button on the OpportunitiesButton bar. This option is visible
to all administrators and users who have privilege to manage Tags.

See Also:

Creating a New Opportunity

Bulk Options

Editing Opportunities

Searching and Filtering Opportunities

Creating Reports

Shared Items

19.3.7. Shared Items
Opportunities allows you to share items with Extranet users, who have limited access to OfficeClip. You
control from this screen only shared Opportunities Items, making it easy to manage and make changes.
(See the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.
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7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Creating a New Opportunity

Bulk Options

Editing Opportunities

Searching and Filtering Opportunities

Creating Reports

Opportunity Tags

19.4. Opportunities Administration

19.4.1. Icons
Below are the icons and their respective functions that are used throughout the Opportunities
Administration section.

 Allows the user to access the Configure List Fields screen

 Users can click to edit an item such as a contact, account, etc.

 Use these to re-order various fields

 Users can delete an item whenever this icon is shown

 Allows the users to view the details of contacts, accounts, opportunities, etc.

 Allows you to reset a filter field

 Users can run all the rules by clicking this icon

 Access a calendar for inputting dates

 Allows the user to preview certain items, such as campaigns

See Also:

Fixed Fields

User-Defined Fields

Child Objects

Rename Sections
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Rules

Position Fields

Contact Roles

Relationships

19.4.2. Fixed Fields

The Fixed Fields configuration screen enables administrators to change the names and other attributes of
fixed Opportunity fields.

1. After clicking on Contacts from the main toolbar, click on Opportunities from the toolbar on the left.
Then, click Admin on the button bar. Click Edit Fixed Fields on the button bar of the Admin menu.

2. To edit a fixed field, click the  icon in the Functions column on the right side. From this screen, the
administrator can configure the field.

3. To alter the display name, simply type the desired name into the text field.

4. The field type can not be changed in fixed fields, only in user-defined fields.

5. If you want fields to show in the main Opportunity list screen check the box beside the Show in List
Screen? field.

6. If you wish to make certain fields mandatory when information is entered either for a new Opportunity
or an existing Opportunity, check the field in the Mandatory column corresponding to the field you
wish to make mandatory. The fields will appear with an asterisk * next to them in the Opportunities
entry/edit screen.

7. You may wish to make certain fields editable by only certain roles in your organization. To select the
role you wish to grant edit privileges, select the role in the dropdown. By default, the All Users role
has edit privileges for each field. For more information on roles and privileges, please see Setup by
clicking Setup on the toolbar.

Note

If many fields are selected to show in the main Opportunity list, a horizontal scrollbar will
appear on the Opportunity list screen to accommodate the field.

Field Description

Title The main title of the opportunity

Stage The stage the opportunity is in

Account Name The account that the opportunity is tied into

Type The type of account: New or Existing

Next Step The next step to be taken

Account number The account number that the opportunity is tied into

Est. Close Date The date the opportunity is closed

Currency Type The currency of the opportunity

Amount Amount of money associated with the opportunity
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Probability The probability that the opportunity will occur

Est. Revenue The estimated revenue to made from the opportunity

Created User The user who created the opportunity

Created Date The date the opportunity was created

Modified User A user who has changed any of the opportunity's information

Modified Date The date that an opportunity was modified

Owner The owner of the opportunity

Description Any other information regarding the opportunity

19.4.2.1. Configuring List Fields

8. A List field is a dropdown box with a list of available choices relevant to the field. To edit dropdown

list items, click the  icon in the Functions column on the right side. A window pops up which allows
you to add or remove list items, select the default list item to be initially displayed and change the order
in which they appear in the list.

9. To add an item, type the name in the Add New field and click Add.

10.To delete an item, click the icon next to the field you wish to remove.

11.To change the position of an item as it appears in the list, click the  icons.

12.To select a default value, select a value from the Default Value drop down list.

13.Click the Save button to save settings or Cancel to exit without saving.

See Also:

Icons

User-Defined Fields

Child Objects

Rename Sections

Rules

Position Fields

Contact Roles

Relationships

19.4.3. User-Defined Fields
A main Opportunities feature, the ability to add custom fields enables users to manage more specific
Opportunity items than the fixed fields provide. In addition, these fields can be used in Opportunity reports
and filters that are defined by the user.

1. Click Contacts on the main toolbar, and then click Opportunities from the left toolbar. Click Admin on
the button bar and finally, select Edit UDFs on the Admin button bar.
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2. By default, no UDFs are defined for a group. If you want to edit an existing UDF, click the  icon
to the right of the UDF you want to modify. In order to add UDFs, click the Add UDF button on the
screen. A popup window will appear. The display name is shown on the next screen.

3. Type in the name you wish to have the UDF displayed as. The following sub-sections will describe in
more detail each of the other fields in the Add UDF screen.

4. When you have finished filling in the fields, click Save to save the UDF and have it displayed in the
Opportunities application.

19.4.3.1. Field Type

User-defined fields allow you to choose from a variety of field types, each of which has a different function.
You can choose the field type from the drop down list. More information about the Field Types is described
as follows:

Field Description

List This provides a dropdown list for the user. List field types must be configured
by an administrator by adding list values to the list (see Configuring List Fields,
below, for further information).

Date A date field shows up with a calendar icon. It can be clicked to select a date to
insert into the field. Dates can also be added manually to the field using the "mm/
dd/yyyy" format. Date fields are validated to ensure that an actual date is entered.

DateTime A date/time field is similar to a date field, with the addition of a time selector
dropdown list.

Short Text A text field that can contain up to 30 characters.

Long Text A text box that can contain up to 255 characters.

Huge Text A text box that can contain up to 5000 characters.

Number A number-only field. This field is validated upon saving to ensure that only a
numeric value is added.

Float A number that contains a decimal point. This field is validated to ensure only a
numeric value is entered.

Email A text field in which an email address is typed. It is validated to ensure that an
email address is entered.

Currency A numeric field that allows two decimal places to be entered (i.e., 120.00)

Boolean A Boolean field is displayed with a checkbox. It is a "yes/no" field.

Short Text Lookup A short text lookup field displays with a (...) button next to it. Text can be directly
added or selected from a list of values that appears when the button is clicked.
The values that appear come from the corresponding field of other Opportunities
that have been entered.

User List A dropdown list that contains the current OfficeClip organization users.

Owner List A list that shows owners of the object.

19.4.3.2. Mandatory Fields

If you wish to make certain fields mandatory when information is entered either for a new Opportunity or
an existing Opportunity, check the box beside the Mandatory field. The fields will appear with an asterisk
* next to them in the Opportunities entry/edit screen.
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19.4.3.3. Restricting a Field Edit-ability by Role

To make certain fields editable by only certain roles in your organization, select the role you wish to grant
edit privileges from the drop down list. By default, the "All Users" role has edit privileges for each field.
Selecting a particular role to have edit-ability privileges means that other roles will not be able to make
any changes to that particular user-defined field. For additional information on roles and privileges, please
see Setup by clicking Setup on the toolbar.

19.4.3.4. Configuring List Fields

1. A list ield is a dropdown box with a list of available choices relevant to the field. To edit dropdown

list items, click the  icon in the Functions column on the right side. A window pops up which allows
you to add or remove list items, select the default list item to be initially displayed, and change the
order in which they appear in the list.

2. To add an item, type the name in the Add New field and click Add.

3. To delete an item, click the icon next to the field you wish to remove.

4. To change the position of an item as it appears in the list, click the  icons.

5. To select a default value, select a value from the Default Value drop down list.

6. Click the Save button to save settings or Cancel to exit without saving.

See Also:

Icons

Fixed Fields

Child Objects

Rename Sections

Rules

Position Fields
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19.4.4. Child Objects

Each Opportunity can have various children associated with it. The administrator can control which of
these items can be viewed and utilized by users. The children allow the user to more effectively manage an
Opportunity by writing notes for the Opportunity, uploading relevant documents, etc. The Opportunities
application has the following children associated with it:

• Events

• Documents
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• History

• Notes

• Tasks

1. Click on Contacts on the main toolbar, and then select Opportunities from the left toolbar. Then, click
Admin on the button bar.

2. Click Edit Children on the button bar of the Admin menu.

3. On the screen that appears, the child objects that are currently associated with Opportunities are
displayed in the Displayed Entities column on the right. All available entities are displayed in the
Available Entities to Display column on the left.

4. By including all available associated entities, users can conveniently have access to the full array of
associated objects.

5. Select the entities to be displayed or removed by clicking the entity. Holding down the Ctrl key allows
you to select more than one entity. Click the > button to move the selection to the right column or the
< button to move the selection to the left column. You can also use the Up and Down button to move
the children in the order they will appear in the Opportunity.

6. Choose Save to save the changes, Save & Next to save and go to the next Admin section or Cancel
to exit without saving.

See Also:

Icons
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19.4.5. Rename Sections

When an Opportunity is created, edited, or viewed the fields are organized according to the nature of
the fields the section contains. For example, all of an Opportunity's access information is found under
the Access Information section. Section names can be changed in this screen, although they cannot be
removed or added.

1. Click Contacts from the main toolbar, and then click Opportunities from the left toolbar. Click Admin
on the button bar. Click Rename Section on the button bar of the Admin menu.

2. Change the section names as needed. Click Save when finished, Save & Next to save and go to the next
Admin section or Cancel to exit without saving.
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See Also:
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19.4.6. Rules 
Administrators can set rules for Opportunities to trigger certain events based on conditions of the
Opportunities. Rules have the following components:

• Conditions- Certain conditions need to be satisfied to trigger a rule

• Actions- The actions are taken when a condition is satisfied

In OfficeClip Opportunities, Rules are used to allow or restrict access to Opportunities when various
conditions are met. For example, if the administrator wants all Opportunities in a certain stage to be
able to be accessed by all users, he/she can set up the condition If field Stage value is
Prospecting, give Read, Write, Append, Delete access to the All Users
role.

1. Click Contacts from the main toolbar, and then click Opportunities from the left toolbar. Then, click
Admin on the button bar. Click Ruleson the button bar of the Admin menu.

2. By default, there are no rules listed. To create a rule, click the Add Rule button. If you want to edit a

role, click the  icon or to remove a rule completely, click the  icon. To run a rule that is not active,

click the  icon or, to run all existing rules, click the Run All Rules link.

3. Clicking Add Rule brings up a new window. You can choose to add conditions by clicking the Add
link. This will bring up corresponding fields to fill in according to the conditions you need. Click Next
to continue or Cancel to exit.

4. Select the actions by checking the box. If certain conditions are met, you can give Read, Write, Append
and/or Delete access of the Opportunities meeting these conditions by selecting the Role from the drop
down list. Click Next to continue, Previous to go back to the previous screen or Cancel to exit.

5. Give a name to the rule. The Enabled check box is automatically selected, which means the rule will
be active. To make the rule inactive, uncheck the box. Click Save Rule when finished, Previous to go
back or Cancel to exit without saving the rule.

See Also:

Icons
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19.4.7. Position Fields
The order of the Opportunity fields can be adjusted to match the user's preference.

1. Click Contacts from the main toolbar, and then click Opportunities from the left toolbar. Then, click
Admin on the button bar. Click Position Fieldson the button bar of the Admin menu.

2. The screen that appears allows you to position the Opportunity fields with the up and down arrows

. Category headings (Personal, Address, Other, and Additional Information) may be repositioned.
Category attributes (Last Name, City, Opportunity Source, etc) may be repositioned as well.

3. Click Save to save your modified positioning or Cancel to exit without saving.

See Also:
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19.4.8. Contact Roles
Contact roles will allow you to associate multiple contacts with each opportunity and to give those contacts
a particular role in the opportunity, such as Manager or Associate. Associated Contact roles with your
opportunities will help you to better manage your opportunities and who is working on them.

1. Click Contacts from the main toolbar, and then click Opportunities from the left toolbar. Then, click
Admin on the button bar. Click Contact Roleson the button bar of the Admin menu.

2. Type the names of the roles you want to create, such as Manager, Contractor, Assistant, etc. and then
click Save. Then, click the Edit Children button from the top menu of the Admin Screen, select Contact
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Roles from the Available Entities to Display box and move it into the Displayed Entities box. Press
Save.

3. Click Opportunities from the left menu bar and then click the  icon. At top are the Children, click
the Contact Role link.

4. On the far right of the screen, click the New Contact Role link. The drop down list will display the

roles you created within the Admin section. The  icon will give a list of Contacts from which you
can choose who will have that Contact Role for that opportunity.

5. If you want a Primary Contact for the opportunity, simply click the radio button beside that person.
Click Save when finished.

See Also:
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19.4.9. Relationships
Note: This feature is only available in the Professional Edition of OfficeClip

OfficeClip Contact Manager provides the ability to create arbitrary relationships between various entities
in OfficeClip. For Example:

• For Real Estate Transactions, a Broker can be a relationship between two Contacts.

• An Account can be a Partner of another Account

• A Contact can be a Coordinator for an Opportunity.

To create relationships in Contact Manager, follow the steps:

6. Click Contacts from the main toolbar, and then click Opportunities from the left toolbar. Then, click
Admin on the button bar. Click Relationson the button bar of the Admin menu.

7. Click the Add New button and type in the name of the relationship you wish to add (such as broker,
partner, etc.). The click the Insert link to insert this relationship into the application.

8. To create relationships between the modules of the Contact Manager (Contacts, Accounts,

Opportunities and Campaigns) click on the  icon of the Contact, Account, Opportunity or Campaign
you want to add a relationship to, then click Relation on the Children bar along the top.
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9. Click the New Relationship link in the table. Your First Participant will be named, you can select the
relationship from the drop-down menu and then select the Second Participant. Click Save.

10.The Relationship is now set up between the two participants.

See Also:

Icons
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Chapter 20. Photo Album
This module allows you to create and store personal and official photo albums. You can view, add, or
delete photos from the Album List and add up to 5 photos to the album at once. Photos can be viewed in
list or thumbnail form. The thumbnails are automatically created by OfficeClip and you can access the full
size version and details of the image by clicking on the thumbnail.

20.1. Using Photo Album

20.1.1. Access Photo Album
1. Log in to OfficeClip.

2. Click Photo Album in the left panel of the Home.

The Photo Album portlet opens with the Album List displayed. You can view the albums by clicking
the links in the album column.

See Also:

Creating an Album

Add Photos to an Album

Deleting Photos

Deleting an Album

Viewing an Album

20.1.2. Creating an Album
1. Click New Album in the Album button bar.

2. Type the album name in the New Album Name field.

3. Click Save to add the album to the list, or Cancel to exit.

See Also:

Access Photo Album

Add Photos to an Album

Deleting Photos

Deleting an Album

Viewing an Album

20.1.3. Add Photos to an Album
1. To add photos you can do one of these:
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• Choose the album to which you wish to add photos from the Album List and click the icon in
the Functionscolumn.

• Click the album link in the Album column and in the next screen, click Add New Photos.

2. In the Namefield, click the Browse button to browse for the file that contains the photo.

3. Enter a title for the photo in the Title field.

4. Enter the description of the photo in the Description field.

5. You can add up to 5 images at once. After adding all images, click Upload to add the photos to the
album or Cancel to exit.

See Also:

Access Photo Album

Creating an Album

Deleting Photos

Deleting an Album

Viewing an Album

20.1.4. Deleting Photos
1. Click the album name in the Album column of the list.

2. The next screen displays thumbnail images of the photos. Click Delete below the photo you want to
delete.

3. Click OK in the confirmation box.

See Also:

Access Photo Album

Creating an Album

Add Photos to an Album

Deleting an Album

Viewing an Album

20.1.5. Deleting an Album
1. Click Album List in the button bar.

2. Choose the album you wish to delete and click the icon in the Functions column of the same row.

See Also:

Access Photo Album
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Creating an Album

Add Photos to an Album

Deleting Photos

Viewing an Album

20.1.6. Viewing an Album
To view an album, click the album name in the Album column of the Album List. The screen displays the
thumbnail images of all the photos of that particular album.

1. To view the full size of the image, click Detail given below the image.

The image is displayed in its full size.

2. You can add a description to the image and save it by clicking Save, or return to the Album List by
clicking Back.

See Also:

Access Photo Album

Creating an Album

Add Photos to an Album

Deleting Photos

Deleting an Album
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Chapter 21. Polls
The Polls module is a very convenient feature that allows easy resolution of issues within the organization.
Decision making through consensus is conveniently achieved by using this feature effectively. The user
can add, delete, close, and archive polls as well as attaching documents to a poll. The user can create
customized polls by allowing the members to choose single or multiple answers and he/she can further
customize by having an open or anonymous poll. The status of the polls is displayed; all open polls are
available for voting and all closed polls are available for viewing results. Polls can be closed manually by
the administrator/creator, or automatically by setting expiration details date and time. Closed polls can be
archived or stored for future reference.

21.1. Using Polls

21.1.1. Access Polls
1. Log in to OfficeClip.

2. Click Polls in the left menu of the Home.

The screen opens with the Poll List displaying the open and closed polls.

See Also:

Adding a Poll

Vote in a Poll

Archive a Poll

Delete a Poll

Close a Poll

21.1.2. Adding a Poll
1. Click New Poll in the Polls button bar.

2. Enter the issue in the Poll Question area. The issue should not exceed 2000 characters.

3. Enter the answer choices in the Poll Choices. You can enter up to 20 choices, with at least 1 being
required.

4. Select the Poll Type, which allows the users to select either a single choice or multiple choices.

5. Select the Expiration option. You can choose to close it manually, or automatically by selecting an
appropriate date and time.

6. Select the Anonymity option. You can opt to show voter name and their choice, or not.

7. Select the Security option. You can either display results at all times or only after the poll expires.

8. Select the Notify Poll Creation to all members check box.

9. To attach a local file or OfficeClip document to the poll, click Edit Attachments.
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10.In the Attach Documents screen, click the Browse button to locate the file.

11.Click Upload to attach the document to the poll and click Finished to exit the Attach Document screen.

12.Click Save to view the polls in the Poll List or Cancel to exit.

See Also:

Access Polls

Vote in a Poll

Archive a Poll

Delete a Poll

Close a Poll

21.1.3. Vote in a Poll
1. Choose a poll question from the Poll List and click the  icon displayed in the Functions column.

The vote screen opens, displaying the answer choices.

2. Click the attachments to view the documents supporting the poll.

3. Click a choice, if it is a single choice poll or click multiple choices, if it is a multiple choice poll.

4. Click Vote to cast your vote or Cancel to exit.

5. Click Results in the vote screen to view the results of the poll. You can even view the results by clicking

on the  icon in the Functions column.

See Also:

Access Polls

Adding a Poll

Archive a Poll

Delete a Poll

Close a Poll

21.1.4. Archive a Poll
1. Select the check box (es) next to the polls you want to archive and click the Archive button at the

bottom of the list.

The polls are moved to the archived list.

2. Click Archived Polls on the button bar to view the archived polls.

See Also:

Access Polls
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Adding a Poll

Vote in a Poll

Delete a Poll

Close a Poll

21.1.5. Delete a Poll

To delete a poll, click the icon in the Functions column of that particular poll.

See Also:

Access Polls

Adding a Poll

Vote in a Poll

Archive a Poll

Close a Poll

21.1.6. Close a Poll

To close a poll, click the icon in the Functions column of that particular poll.

See Also:

Access Polls

Adding a Poll

Vote in a Poll

Archive a Poll

Delete a Poll
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Chapter 22. Projects
22.1. Overview

The OfficeClip Project application allows you to create and manage projects and accounts. Accounts from
the Account Manager application can also be tracked and managed in OfficeClip Project, and each account
can have many projects within it. For example, a client account can have several projects associated with it
and the Projects application allows the administrator to easily allocate them to various users. This enables
the administrator to better manage and organize the project and the labor resources for the organization.

22.2. Understanding OfficeClip Projects
OfficeClip Projects is used to effectively manage client accounts and the projects that go along with them.
The following describe some of the main features and uses of the application:

• Accounts, such as a client account, are created and then projects are created within that account as
needed.

• Details are entered into accounts and projects, allowing the users to track the progress of the project
and various components of that project (such as the budget), and also view and update any account
information over the life of the project.

• Project information such as jobs, customers, and service items can be imported from a QuickBooks
Timer file.

• The administrator can allocate an organization user to an account and project, and can also assign
multiple users to an account and project at one time.

22.2.1. Accessing Projects
1. Log into OfficeClip.

2. Click on Projects in the toolbar.

See Also:

Creating Accounts

Creating Projects

Modifying Account Lists

Modifying a Project

Importing and Exporting Projects

Shared Items

22.2.2. Creating Accounts
The New Account screen allows you to enter account details for a client, such as address and company
information. Creating accounts allows you to create projects within that account. The administrator can
also allocate users to an account.



Projects

162

1. To create a new account in OfficeClip Projects, click the New Account button from the button bar.

2. This screen allows you to put in as many details about the account as are needed. The fields marked
with an asterisk * are required. You must give the account a Name, Number and Primary Contact in
order to save the account.

3. Click on Save when finished or press Cancel to exit without saving.

See Also:

Accessing Projects

Creating Projects

Modifying Account Lists

Modifying a Project

Importing and Exporting Projects

Shared Items

22.2.3. Creating Projects
Projects are created within the accounts that are either made within OfficeClip Projects application or
Contact Manager Application. The administrator can allocate users to various projects of an account.

1. A Project List page is displayed when you click on Projects from the toolbar.

2. An account can be chosen from the Select an Account drop down list, which will list all the projects
for that account.

3. Click on the New Project button to create a project within the selected Account.

4. Enter the detailed project information as needed; fields marked with an asterisk * are required, so the
project must be given a Name and a Screen Name (the Name can be abbreviated for entry screens).

5. Click Save when finished or press Cancel to exit without creating a new project.

See Also:

Accessing Projects

Creating Accounts

Modifying Account Lists

Modifying a Project

Importing and Exporting Projects

Shared Items

22.2.4. Modifying Account Lists
Modifying an account enables you to make changes to the account information of a client, keeping your
accounts organized and manageable.
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1. To modify an existing account, click the Account List button on the button bar. Select the desired
account from the Account List by clicking on it.

2. Click on the Details button.

3. At the bottom of the table, you can change the ownership of the account by pressing the Re-Assign link
under the Ownership section. Select the user whom you want to have ownership and check the box to
send him/her an email notification. Press Save when finished or Cancel.

4. Also in the Ownership section you can change the permission of the account by clicking the Change

Permission link. In the screen that pops up, click the  icon to change the permission of various users
with respect to the selected account. Press Save or Cancel when finished.

5. In the Function column, click Modify to make changes to the account, Delete to remove the account,
Export to open and save the account in a vCard file, or Back to return to the main Account List.

6. If you have clicked Modify, fill in the fields you want to change then press Save, Delete to remove the
account, or Cancel to return to the main Account List without saving any modifications to the account.

See Also:

Accessing Projects

Creating Accounts

Creating Projects

Modifying a Project

Importing and Exporting Projects

Shared Items

22.2.5. Modifying a Project 
You can easily edit projects to keep information about the project, such as the budget and the percent
complete, up to date and relevant.

1. Select an account from the drop down list of Accounts, which will display the projects for that account.
Select the project you want to modify from the list

2. Click on the Details button to view the details of the project.

3. Under the Function column, click Modify and fill in the fields where you want to make changes. Click
Save when finished, or Cancel to exit without saving.

4. To delete a project completely, click the Remove button under the function column.

5. Press the Back button to return to the main Project List.

See Also:

Accessing Projects

Creating Accounts

Creating Projects
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Modifying Account Lists

Importing and Exporting Projects

Shared Items

22.2.6. Importing and Exporting Projects
If you already have relevant account and project information in a QuickBooks file, you can upload it into
OfficeClip Projects. In QuickBooks, locate the information you want to export to OfficeClip Projects and
click File > Time > Export List for Time and save this file in a temporary directory so it can imported.

1. To import account and project information from a QuickBooks file, click on the Import/Export button
on the button bar.

2. Next click on the Import Customers, Jobs and Service Items from the QuickBooks file link.

3. Click on the Browse button to select the file to be imported. This will import all the customers, projects
and service items from QuickBooks Timer file.

4. Press Upload to import the file or Cancel to exit without importing any information.

See Also:

Accessing Projects

Creating Accounts

Creating Projects

Modifying Account Lists

Modifying a Project

Shared Items

22.2.7. Shared Items 
External users can securely access a variety of Project reports. As a safeguard, these reports cannot be
shared with public access. Projects reports cover allocated projects and reports for project rates. You
control from this screen only shared Project Items, making it easy to manage and make changes. Changing
Shared Project Items within the Projects module will change them in the main Extranet module as well.
(See the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.
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5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Accessing Projects

Creating Accounts

Creating Projects

Modifying Account Lists

Modifying a Project

Importing and Exporting Projects

22.3. Administration of Projects
The administrator can allocate users to various accounts and projects in the Projects application in
OfficeClip. This allows the administrator, who may be, for example, the project manager, to assign users
to (or remove users from) projects and accounts quickly and easily, as needed.

22.3.1. Allocating Projects
You can assign projects and accounts to users in the organization.

1. Click Projects on the main screen, and then click Admin on the Projects button bar.

2. The Allocate Project screen is displayed. Select a user from the drop down list and a screen displaying
a list of accounts and projects will appear.

3. Select the accounts and projects to assign the user to by clicking the appropriate checkboxes. From this
screen you can also remove the projects assigned to a user by un-clicking the checkbox.

4. Click Save when finished or Cancel to exit the screen without saving.

See Also:

Allocating Users

22.3.2. Allocating Users
The user of an organization can be allocated to a project.

1. Click Projects on the main screen, then click Admin on the Projects button bar.
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2. Press the Allocate User button on the button bar.

3. Choose the Account/Project from the drop down screen. The screen displays users that can be assigned
to that project.

4. Select the users to allocate to the project by clicking the checkbox. Alternatively, you can remove users
from a project by un-clicking the check box.

5. Press Save when finished or Cancel to exit without saving.

See Also:

Allocating Projects
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Chapter 23. Punch Clock
23.1. Overview

The OfficeClip Punch Clock component has been designed to record the daily working hours of employees
in an organization. OfficeClip makes it very easy to integrate Punch Clock with the Timesheet application,
to get an optimum use of the Timesheets component. The Timesheet and Punch Clock components can be
used by a group to record the time spent on a particular project assigned.

The Punch Clock component enables the employee to record his/her entry and exit timings by using the
Punch In and Punch Out Time feature. The list of recorded entries aids the administrators in calculating
the total number of working hours put in by an employee, by viewing the punch clock input screen.

23.2. Using Punch Clock Input Screen
The Punch Clock Info screen gives a link to the Punch Clock Input screen and also the View and Edit
Punch Time screens. The user can either access the punch clock input screen and record punch in or punch
out timings, or access the Edit Punch Time screen, to edit the punch details.

1. To view Punch Clock input screen, click the Punch Clock Input screen link given in the Punch clock
info screen.

2. To punch in or punch out, enter the Email Addressand Password provided by the administrator and
click Punch In or Punch Out. The details are recorded in the View/Edit Punch Time screen.

3. Click Details to view the details. You can see the timings in the table and the details including day,
date, hours, and the user's name under History.

4. The user can save the details sheet by clicking Save or click Cancel.

23.2.1. Viewing/Editing Punch Time
This screen allows the user to view and edit the punch time details. The user can choose to view the details
of any user and their corresponding work period in this screen. The screen displays a table of in time, out
time, break time, and the total time period put in by the user on a particular day. Below this table is the
Grand Total of the weekly work period of the user. You can view the number of times a user has punched
in and out under the History feature.

1. To access the View/Edit Punch Time screen, click the link View / Edit Punch Time, given in the Punch
Clock Info screen.

2. You can edit the punch details for a particular day and save the details by clicking Save.

23.3. Exporting Punch Clock
The Export feature allows the user to export the Punch Clock report of a particular user, to the required
location. The exported reports are stored in a Comma Separated Values File format and opens up as a
Microsoft Excel sheet when exported.

To export Punch Clock data, click Export in the Punch Clock menu bar, select a From and To date to
select a period, and then choose a user by checking the appropriate check box. Click Export and choose
a destination to save the report.
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23.4. Punch Clock Administration
The administrative features allow the administrator to restrict the use of certain features of the Punch Clock
component.

23.4.1. Setting Permissions
By setting permissions, the administrator can allow the users to edit the punch time and choose to show
history on the edit screen.

To set admin permissions, click Admin on the Punch Clock menu bar. Select the option Yes to Allow Users
to edit punch times, and option Yes to Show history on the edit screen. Click Saveto set the permissions
or click Cancel to exit.
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Chapter 24. Tasks
24.1. Overview

Tasks are list of activities that are performed by OfficeClip users. Tasks are tracked in OfficeClip with
respect to task type, start date, end date, percent complete etc. Tasks differ from OfficeClip Calendar
events in that they represent personal or group activities that must be performed according to a schedule, as
opposed to a multiple-user meeting or scheduled event. Recurring tasks can be created to allow a repetitive
action to be tracked.

Administrators and task owners (creators) can control access to tasks.

24.2. Using Tasks
This section describes ways to use the OfficeClip Tasks effectively.

24.2.1. Accessing Tasks
1. Log in to OfficeClip

2. Click on Tasks from the left menu within Desktop.

3. View the Task List screen. Once a task is completed, it is removed from the list of due tasks and can
be reviewed on the Task List screen.

See Also:

Creating Tasks

Filtering Tasks

Tracking Time

Import and Export

24.2.2. Creating Tasks
Users can create tasks, give the task a subject, enter due date, etc., assign tasks to other users, send them
an email notification, add attachments and add a recurrence if the task needs to be performed frequently.
Users can also link tasks with a corresponding account, contact or opportunity by using the Regarding
field. This allows the person doing the task to see who he is doing the task for and view information about
the contact, such as company, address, phone number, etc.

1. To create a new task, click New Task on the button bar within Tasks.

2. Fill in the required sections to create the new task. A Start Date, Due Date, and Completed Date can
be added. Users can also fill in the task's type, priority, and regarding fields. The task subject field is
mandatory.

3. If the task is tied to a account, contact, or opportunity, select the corresponding entity within the
Regarding field, then click on the Select button that appears to the right of the Regarding field after
making a selection of the object (an account, a contact, or an opportunity).

4. Tasks can be assigned a Recurrence in which the due date is set to each occurrence of the task.
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5. Attach documents to a task by clicking the Edit Attachment link. This will bring up a new popup.
A document can be attached to the task by browsing to the file, clicking the Upload button and then
clicking Finished.

6. When the fields are filled in, click Create to create the task or click Cancel to not create the task and
exit the screen.

7. The most recent tasks created are displayed in the main Task screen.

Note

In the main Task List screen you can mark tasks as complete, by selecting the tasks and
pressing the Complete button. To delete tasks, select the tasks and click the Delete button.

See Also:

Accessing Tasks

Filtering Tasks

Tracking Time

Import and Export

24.2.3. Filtering Tasks
Filtering tasks allows you to select the tasks that show up on the main task list screen according to certain
criteria. You can choose these criteria, such as Completed Tasks, High Priority tasks, etc. and you can also
choose to show tasks that are owned by you or assigned to you. Another option is to show tasks of all
groups that you are a user of, one particular organization or your own private tasks.

1. The Task List screen allows you to view all of your tasks. It can be filtered to show tasks with a certain
status, such as In Progress or Completed.

2. To filter tasks, select a filter option from the drop down list on the main Task List screen. The screen
will automatically refresh with filtered tasks listed.

3. Near the button bar, users can click the applicable link according to whether they wish to view Private
tasks or Group tasks.

4. Users can also filter tasks by checking/un-checking the Owned by Me or Assigned to Me boxes.

See Also:

Accessing Tasks

Creating Tasks

Tracking Time

Import and Export

24.2.4. Tracking Time
The tracking time feature mainly serves as a tool for monitoring the time that is spent on various tasks. It
allows a user who is working on an task to keep track of the amount of time he/she is spending on it. This
enables management to know where project resources are being used.
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1. To Track Time for a task, click on Task from the tool bar.

2. Then click on a task from the Task List.

3. On the Task page where you can edit the item, click on the Track Time button.

4. A window will pop up, which will show the tracked time and allow you to add a new item. To add
time, go to the Add New section.

5. Enter the duration, date, and any other notes (these notes are internal in the sense that they will not be
shown in the timesheet details if the time is exported to the Timesheet application).

6. Press Save when finished.

7. To Edit a tracked time entry, click on the Edit icon on the Actions column and then change the
information at the bottom and finally click on Save.

8. Your new item will appear in the Track Time list. Press the Cancel button to close the window and
return to the screen to continue making changes to the task.

See Also:

Accessing Tasks

Creating Tasks

Filtering Tasks

Import and Export

24.2.5. Import and Export
OfficeClip allows you to import or export tasks in XML file format. XML format allows tasks to be
represented in a structured format that is easy to import and export between various systems.

See Also:

Accessing Tasks

Creating Tasks

Filtering Tasks

Tracking Time



172

Chapter 25. Timesheet
25.1. Overview

Web Timesheet application enables you to track the duration of your user's activities. It automates periodic
time reporting with real-time processing.

Timesheets are records of the activities performed in order to complete tasks assigned to your employees.
Recording a timesheet activity involves inputting the complete details of an activity such as the duration
of the activity, type of activity, the date of the activity, the customer name, and the project name.

The Timesheet link shows the status of all the timesheets that are submitted for your approval, pending
approval, rejected, and so forth, allowing you to quickly take action on the ones that needs your attention.

25.2. Understanding OfficeClip Timesheet
Timesheets in OfficeClip are more than just static records of time spent by the users of your organization.
OfficeClip also provides other integrated components so that this information has a direct bearing on
calculating your revenues and expenses and, ultimately, profitability.

Important features of OfficeClip Timesheets include:

• Users record time for a project and service item. A service item can either be billable or non-billable.

• Each user can also specify a payroll item. The payroll item determines if the time recorded is regular
work, overtime, or time-off. Regular items are the normal hours worked by the employee. Overtime is
usually specified as paid by time multiplied by a factor (e.g., 1.5 or 2). Time-off is the record of time
not worked by the employee, whether paid unpaid. Examples of time-off are vacations and jury duty.

• Completed timesheets need to be submitted for approval to the supervisor or another designed
employee of the organization. You can set up the timesheet so that it is submitted automatically to
selected users, or you can allow users to submit the timesheet manually. This feature is called Approval
Routing. Approval rules are configured separately for each user.

• Cost and billing rates can be defined for each user and for each customer. The cost is the amount
payable to a user per hour, and the billing rate is the amount billed to the customer per hour for the same
work. These rates are used in the generation of certain reports that help you calculate your profitability.
OfficeClip Timesheet can track multiple cost and billing rates over a period of time. This usually happens
when the cost or billing rates changes frequently.

• Timesheet rules can be defined to ensure that the data entered by users is valid.

Note

For users to be able to use OfficeClip timesheets, the service items, projects and customers
need to be defined in the system.

25.2.1. Proxy 
Proxy is a mechanism that allows a user to create, submit or approve a timesheet on behalf of another user.
If the proxy feature is enabled, a drop down box appears on the first screen of the timesheet which allows
the current user to select another user and perform the selected process on his/her behalf.
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25.3. Using Timesheet

25.3.1. Creating a Timesheet
Note: The document attachment feature is only available in the Professional Edition of OfficeClip.

Each row of the new Timesheet screen can be used to record time for a particular combination of
Customers, Projects and Service Items. Time for a particular day can be entered in the textbox in decimal
notation (e.g. 5.5, meaning 5 and half hours) or in colon notation (e.g. 5:30, meaning 5 hours and 30
minutes).

1. To create a new Timesheet, select New Timesheet from the menu within the timesheet application.

2. Details for the time worked can be entered by clicking on the Details link just below the Textbox. It also
allows employee to specify if the service item is billable (this is possible only if the billable property
can be changed for the service item).

Note

OfficeClip Timesheet reuses the Customers, Projects and Service Items from the last
timesheet that you filled in. This saves some of your time when you work on multiple projects
for more than one period. Any row that is kept empty will not be remembered in the timesheet
for the next period.

3. Comments can be entered for the entire timesheet by typing it in the Comment Textbox below the time
entry grid. These comments are saved with the entire timesheet rather than the individual time entries.

Tip

Use the Comment field to notify the supervisor of certain things that pertain to the entire
timesheet. For example, you may want to notify the supervisor the reason why you could not
submit the timesheet on time, or some time needs to be adjusted later.

4. A history of all the comments are kept and shown with the timesheet. These are preserved for audit
purposes.

Caution

Remember to double check your comments before submitting the timesheet. Once submitted,
the comments cannot be removed from the history.

5. Finally, the user can save the timesheet by clicking on the Save button, cancel the entry by clicking on
the Cancel button, or select one of the submission buttons.

6. If the manual workflow is set for the employee (which is default), approver can be selected from the drop
down box and the timesheet can be sent by clicking on the Submit button. If automated routing is set
by the approver, the employee cannot select the approver; clicking on the Submit button automatically
routes the timesheet to the approver.

7. As soon as a timesheet is submitted, it appears in the Pending state on the Employee's Outbox.
Employee will not be able to do further editing on the timesheet. The same timesheet also appears on the
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supervisor's Inbox with Submitted status allowing approval or rejection of the timesheet. When the
supervisor selects a timesheet and clicks Bulk Approve, the timesheet is removed from the supervisor's
Inbox and appears in the user's Inbox with Approved status.

See Also:

Inbox/Outbox Portlet

Exporting Timesheet

Reports

Shared Items

Importing TrackTime

25.3.2. Inbox/Outbox Portlet
When you login with your credentials and click on the timesheet application, you can view two dashboards
displaying your inbox and outbox.

Inbox shows the timesheet that you need to work on. These include saved, submitted and approved
timesheets. The following items are operations that can be performed on the timesheets in the inbox:

• Saved Timesheets - These timesheets can be edited, removed or submitted by the user.

• Submitted Timesheets - These are submitted for approval by other users in the organization. User can
open the timesheet, make necessary corrections, save them, approve them, reject them or send them to
the next person in the approval path.

• Approved Timesheets - These are the timesheets that have been approved by the approver and cannot
be edited or deleted by the user. These timesheets can only be archived by the user.

Outbox shows the timesheets that you have submitted for approval and are awaiting action by the approver.
These timesheets can be viewed but cannot be edited or deleted by the user.

To view or edit the detailed timesheet, click on the view/edit  icon. Approved timesheets cannot be
edited. You can only modify the timesheets with Saved status, allowing you to update the timesheet
duration, comments or add new attachments.

You can view the workflow history in the edit screen if the administrator has enabled the feature. To view

a printer friendly screen of the timesheets, click on the printer  icon.

You can delete timesheets by selecting the checkbox of the timesheet item and click Delete. If your inbox
contains a large number of timesheets, you can archive them by selecting the timesheets and clicking the
Archive button.

If you are the approver of timesheets, you will see the Bulk Approve button. Select the timesheets you
want to approve using the checkboxes and click the Bulk approve button.

This button is not visible for users who do not have the privilege of approving timesheets.

You can approve your own timesheet, if you have been given the privilege.

See Also:
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Creating a Timesheet

Exporting Timesheet

Reports

Shared Items

Importing TrackTime

25.3.3. Exporting Timesheet
Timesheet data can be exported to MS Excel format for reporting. You can export individual timesheets
or export bulk timesheets at once.

After logging in to OfficeClip, select Timesheets from themenu, and then click Export.

If you select Individual timesheet report link, you can generate a timesheet report for a given user for a
specific time period. You can select the details to be included in the report. Choose the date range and
select the users using the checkbox, and click Continue. Click Select all to select all users at a time. Click
Clear all to clear the selections. If there is no timesheet the following message is displayed: There is
no timesheet in the system for the selected period.

To export timesheet details for multiple users to a comma separated (CSV) file, select the Bulk Timesheet
Export link. There is a provision for exporting only approved timesheets, which you can select by checking
the box. Choose the date range and select the users, then click Continue. In following screen you can

rename the fields and move the fields as you wish them to appear in the report. Click on the or button
to move the fields up or down the list, determining their order on the exported Excel sheet. In the top
section, select the checkbox, if you want the column names to appear as first row in the comma separated
file. Click Export to view or save as an Excel file.

See Also:

Creating a Timesheet

Inbox/Outbox Portlet

Reports

Shared Items

Importing TrackTime

25.3.4. Importing TrackTime
This feature allows users to import time tracked via other applications (e.g. Issue Tracker, Tasks,
Contact Manager etc.) to the OfficeClip Timesheet. Tracked Time can be imported either to an
existing timesheet or to a new timesheet. This feature can be activated by clicking on the Import TrackTime
menu button. Following are the steps:

1. Set Search Parameters: Select the application and the starting period of the timesheet where the
tracked time is to be imported and then click on the Search button.

2. Select TrackTime Entries: On this section, the user selects the time to be included on the timesheet.
If the entire time is not billable, the billable time can be adjusted.
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3. Select Timesheet Details: Customers, Projects and Service Items can be selected here.
These values will be used to enter the tracked time in the timesheet. If there are multiple projects or
service items where time needs to be tracked, they will need to be entered separately. The Include
only billable time checkbox should be checked if only billable time should be put on the timesheet.
The Include the Detail checkbox should be checked if the full detail of each item should be put on the
timesheet.

4. Select Timesheet: This section gives an option to create a new timesheet or add the tracked time to
an existing timesheet.

Clicking on the Import Timesheet button imports the tracked time to the timesheet of choice and also
allows user to import more items in the same timesheet or in a different timesheet.

See Also:

Creating a Timesheet

Inbox/Outbox Portlet

Exporting Timesheet

Reports

Shared Items

25.3.5. Reports
You can generate a variety of reports based on timesheets. They are described here:

25.3.5.1. General Reports

• Individual Timesheet Report - Generates a timesheet report for a given time period. The user can
select the details to be included in the report.

• Timesheet Submission Status - Generates a timesheet submission status report.

• Time Tracking Reports - Contains time reports by customer, projects, and employees ordered by date
range, month, and year.

• Billing and Profitability Reports - Contains reports on billing and profitability by customer, project,
and task.

• Utilization Report - Reports on how much time the employee is utilized in terms of billable and non-
billable hours.

• Budget Reports - Reports on how much money is spent compared to the total budget of the project.

25.3.5.2. Other Reports

• General Reports - Contains general reports developed by OfficeClip.

• Custom Reports - Contains custom reports that are created by the OfficeClip development team.

1. To create a report, click Reports on the button bar within the Timesheet application.
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2. Click the type of report you want to generate. In the next screen, select the dates for the report, the
users you want to generate the report for and the type of file you want the report to be exported into
(PDF, MS Excel, etc).

3. Once you have made your selections, click Next to view the report within the Timesheet application
(you can choose to Export from this page as well) or click Export to immediately have it exported into
your chosen file type.

See Also:

Creating a Timesheet

Inbox/Outbox Portlet

Exporting a Timesheet

Shared Items

25.3.6. Shared Items
Timesheet allows you to share items with Extranet users, who have limited access to OfficeClip. You
control from this screen only shared Timesheet Items, making it easy to manage and make changes. (See
the Help section in Extranet to set up users, control access, etc.)

1. To view and make changes to the Shared Items, click the Shared Items button from the button bar.

2. You can now see all items from this application that are in the Extranet list. From here, you can
Deactivate any of these items, meaning they will still exist (not be deleted) but they will no longer be
visible to Extranet users. If an item has been Deactivated, you can click Activate to turn it back on again.

3. If you want to delete one or many shared items completely, click the item so the checkbox is checked
and click Remove.

4. The icons in the Actions column are used to email the item to a user  and to edit the item , which
you can also do by clicking on the item name.

5. To manage each item, simply click on it. In the next screen, you can name the item. Click Next to edit
the details of the shared item. This page allows you to select what information will be shown to the
Extranet user (for example, a particular report).

6. Click Next to continue to the Access Control page where you can set permissions for the Extranet users.
You can create public access or go all the way to choosing each individual Extranet user who will have
access to that particular item.

7. Click Save when finished and you will either get a Public Link on the next screen which you can send
out in the email provided, or only the users you selected will be emailed the private link to see the
Shared item.

See Also:

Creating a Timesheet

Inbox/Outbox Portlet

Exporting a Timesheet

Reports



Timesheet

178

25.4. Timesheet Administration
The timesheets must be configured effectively for users to use them successfully. The features here allow
the administrator customize the timesheet to better manage the projects. Administering the Timesheet
application includes tasks such as setting up the system for the users, setting up customer accounts and
projects, creating users and allocating them to projects, and customizing the timesheets of users based on
payroll category. The tasks are described in detail.

25.4.1. Editing Fields to Create Aliases
If you do not want accounts, projects, and service items to display their original names, you can create
aliases for them. The accounts, projects, and service items will then be referred to by these aliases in all
OfficeClip applications.

1. To create aliases, select the Edit Fields link in the Admin section of the Timesheets component.

2. Type aliases in the specified fields and click Save.

See Also:

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.2. Setting up the Timesheet Profiles
The Timesheet application allows you to setup various timesheet properties according to the requirements.

1. To modify various items within the timesheets, click Profiles in the Admin section on the Timesheet
button bar. Select the options according to your preference from the specified drop-down lists for the
following characteristics:

Field Description

Timesheet Start Day The day which appears on the first column of a
weekly timesheet

No. of Rows in Timesheet The number of rows that are shown in the
timesheet

Allow users to approve their own timesheet An option to allow the users to approve their
own timesheet in case of manual work flow
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Show detail link on weekly timesheet An option to show the detail hyperlink on the
weekly timesheet

Show row and column totals for timesheet An option to see the row and column totals on
the input and edit screens of timesheet.

Allow external file upload An option to allow file or image attachment on
the weekly timesheet

Select Time Format The time format applied in the time entry
screens

Number of forward periods The number of starting dates a user will be able
to choose to create a new timesheet

Number of backward periods The number of starting dates a user will be able
to choose to create a new timesheet

Show Payroll Column Displayed on the new timesheet screen

Show History Displayed on timesheet edit screen

Enable DCAA Mode Users will be forced to add comments for each
edit; all timesheet history will be recorded

Allow Proxy Data Entry Allows administrators to enter timesheet on
behalf of others.

2. Click Save when finished, Cancel to exit without saving or Save & Next to save and move to the next
section of Admin.

See Also:

Editing Fields to Create Aliases

Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.3. Setting up Workflow - Routing
Setting up the Workflow of a timesheet involves configuring the Routing and Communicating options.
Routing is the process of selecting the users to whom timesheets are submitted automatically and this
can vary between one, two and three people. There is also an option for the users to submit timesheets
manually. The user who receives the timesheets has three Communication Options to notify the users about
the result of the submission:

• Approved
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• Rejected

• Submitted

Administrator can set up the notification options so that users can be notified when a timesheet is approved,
rejected or submitted. The following notifications are possible:

• The supervisor can be notified whenever a timesheet is submitted for approval.

• The employee can be notified whenever the timesheet is approved or rejected.

An approver can set the timesheet so that it automatically gets approved whenever the timesheet is
submitted to the user. In this scenario, the approver does not have to explicitly approve the timesheet and
the system automatically sends the timesheet to the next stage of the approval path. The timesheet history
records the timesheet as approved by the user. The status of the submitted timesheet can be seen in the
user's inbox.

To manage the approval process, you can create approval paths. OfficeClip Timesheet supports two kinds
of approval paths:

• Manual Approval Path: In this mode when the users submits the timesheet, they can manually select
(from a drop down list) who the timesheet should be sent to for approval. This method is useful in
situation where approval paths cannot be determined in advance or changes frequently.

• Pre-determined Approval Path: In this mode the approval paths are created by the administrator and
can be up to three stages long. This means that the timesheet can be routed to up to three people before
being finally recorded in the system as approved.

1. To setup Workflow Routing, Click Workflow in the Admin menu bar. Select the User and click Setup.

2. In the Setup Workflow screen, select the Type of Routing, and one, two or all three of the
Communication Options, and click Save.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.4. Adding Service Items 
Service Items are the billable entities of a timesheet. The user can modify the service items, and make them
either billable or non-billable. These items can be customized while creating timesheet report templates
for specific accounts or projects. Once the administrator selects the service items, the users are restricted
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to submit their timesheets only for the selected items. This feature even allows you to add header and
footer to the timesheet.

1. To create Service items, Click Service Items in the Admin menu bar. In the template, enter the service
item code and name. Select the check box in the Is Billable column, to make the item billable.

2. To modify an existing service item, select the corresponding item in the Billable Modify column.

3. Select the corresponding Account/ Project to which the user belongs. If you wish to add header and
footer to your timesheet, enter the required text in the respective text boxes and click Save & Next.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.5. Configuring Billing Rates 
This involves the setting up of cost and billing rates for all the users of a group. The billing rate is used
while billing the customer of the company, and the cost is what is paid to the user or employee. The
billing process begins upon the date the rates are specified to start. This feature also helps in estimating
the project cost.

1. Click Rates in the Admin menu bar. Select the User, Customer, Effective Date from when the billing
begins, Cost (per hour), and Billing rate (per hour). Click Save & Add More, to add more rates, or click
Save & Next to configure the next admin feature.

2. Below this template, the table consisting of the current cost and billing rate is also displayed for the
user's convenience. You can view only the latest records or all records by clicking the Show latest and

Show all links respectively. To delete a record, click the  cross mark.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Adding Service Items

Defining Rules for the Timesheets
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Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.6. Defining Rules for the timesheets
Rules can be defined to regulate the entries and approvals of timesheets. Rules are a set of predefined
conditions and actions. Based on the condition, an error message or a warning is displayed. Rules can be
enabled or disabled. You can save the rules for future use and you can group the rules and run the rule
group for a single event.

The following conditions are defined in the Timesheets application. You can also use a combination of
conditions.

• Check the Total Hours of the Timesheet

• Check the Total Hours worked in a Day

• Check if one of the columns is left Empty

• Check if a Negative Time is entered on the Timesheet

Example:

ConditionsIf a negative time is entered on the timesheet.

ActionsShow the error message error to the user and do not allow timesheet entry

To define rules, Click Rules in the Admin menu bar. The screen displays the existing rules. Click Add
Rule, if you want to add new rules. The rule creation process follows a three-step procedure:

• Set Condition: Add by selecting one of the pre-defined conditions.

• Manage Action: Select an action, by entering an Error message or Warning.

• Confirm Rule: Save the rule by giving it a name.

25.4.6.1. Combining rules

You can combine rules for managing complex conditions. You can add a rule and add another rule to
manage a complex condition. Click on the arrow marks to modify your rule. Click the cross mark to delete
the rule. Click Next to set up the error message or warning that will be displayed to the user when these
conditions occur.

25.4.6.2. Editing rules

In the Rules display page, click on the  icon, to edit the rule. Click on the cross mark  to delete rules.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles
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Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Payroll Categories

Managing User's Timesheets

Allocating Projects to Users

Users

25.4.7. Defining Payroll Categories 
The Payroll feature helps you to configure various payroll variants such as bonuses, commissions, overtime
pay, pay for holidays, and vacations. Using the Payroll feature, you can add, modify and remove payroll
categories, and track various payroll parameters.

1. To add a new payroll category, select the Payroll link in the Admin section and click Add.

2. After submitting payroll category information and tracking information, click Save.

3. To modify a payroll category, select it from the list and click Modify. To remove a payroll category,
select it from the list and click Remove.

Note

To disable payroll tracking, enter 0 in the Total and Used columns.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Managing User's Timesheets
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25.4.8. Managing User's timesheets 
After completing the above configurations, the timesheet report can be previewed for a final check, in this
screen. This feature even allows you to reroute the timesheet for further modifications. You can also delete
an invalid timesheet in this screen.
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Caution

Once the timesheet is submitted, the user cannot have it returned for any modifications
whatsoever. Only the administrator will be able to return a previously submitted timesheet
to the user.

To manage timesheets, Click Manage in the Admin menu bar. Select the date range and user, and click
Preview to view the timesheet report. This timesheet report displays the user, the selected week, number
of working hours put in by the user, status of the submitted timesheet, whether archived, the user's login
ID, Comments, and Attachments, if any.

25.4.8.1. Rerouting timesheets

This feature is used in case there is a mistake in a user's timesheet and it must be modified. Only the
administrator will be able to return a previously submitted timesheet to the user. To redirect the timesheet,
select the timesheet using the radio button and click Reroute to me. The timesheet is then listed in the
user's Inbox, so that the user can take immediate steps to modify and resubmit the timesheet.

To preview the timesheet, select the user and click preview. Click Cancel to return to the previous screen.
To remove the timesheet record, click Delete.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Allocating Projects to Users
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25.4.9. Allocating Projects to Users
When users are allocated to multiple projects, timesheets can be configured appropriately for the respective
users.

1. To allocate projects to users (or users to projects), click Projects on the toolbar, and select Admin from
the menu.

2. The Allocate Project link allows you to allocate one or more projects to the selected user. When you
select a user, all the projects are listed down. You can choose one or more projects and click Save to
allocate them to the user.

3. The Allocate User link allows you to allocate one or more users to the selected project. When you select
a project, all the users are listed down. You can choose one or more users and click Save to allocate
them to the project.
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Note

To allocate all projects/users,selectthe Check All Boxesoption. If you do not want to allocate
any projects/users, select the Clear All Boxesoption.

See Also:

Editing Fields to Create Aliases

Setting up the Timesheet Profiles

Setting up Workflow - Routing

Adding Service Items

Configuring Billing Rates

Defining Rules for the Timesheets

Defining Payroll Categories

Managing User's Timesheets

Users

25.4.10. Users
If you log in as an Administrative user (for example Manager), you can view and edit the details of the
users belonging to the same group or organization. You can set up the payroll period information when
configuring the user profile. There are four standard periods defined in OfficeClip: weekly, biweekly,
semimonthly, and monthly.

1. To manage users in Timesheet, click Admin on the button bar, then click Users.

2. Fill in the fields as needed, then click Save.

See Also:
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Chapter 26. Users

26.1. Overview 
The OfficeClip Users application is your virtual office user directory, enabling you to manage the
organization's directory and user contact details, as well as import and export with personal information
managers such as MS Outlook, Lotus Organizer, Symantec ACT, Palm Computer, etc. You can also use
the notice board to post group notices, which show up as "sticky posts" next to your name.

26.2. Using Users
The following sections describe ways to use the OfficeClip Users application effectively.

26.2.1. Accessing Users 
1. Log in to OfficeClip

2. Click Users from the left menu within Desktop.

See Also:

Managing Users

Modifying User Details

Searching Users

Import and Export

Creating User Notices

26.2.2. Managing Users 
This screen allows you to add new users to an organization and give them a password via email, add users
of other organizations to the current organization and remove users from the current organization.

1. To manage users within OfficeClip, click Manage Users on the button bar within Users.

2. Either new users or existing users can be added. To add new users, enter the details in the fields.

3. Select whether to Automatically create password and email to user or to Set password manually by
clicking the appropriate radio button. You can also email the new password to the user by checking
or un-checking the box.

4. Click Add when finished.

5. If you would like to add an existing user, choose the user from the dropdown box and click Add.

6. To remove current users, beside the user's name, click either the  icon to delete a current user and

send an email notification or click the  icon to remove the user without notification.
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Note

The last administrator of an organization cannot be removed.

See Also:

Accessing Users

Modifying User Details

Searching Users

Import and Export

Creating User Notices

26.2.3. Modifying User Details 
Any user can change their own personal details, such as their address, phone number, email, etc. and can
upload a photo, etc.

1. To view or modify your personal details, click on your name from within the Users List screen.

2. Fill in the information you would like to have listed. If you would like to add a photo, click Edit Picture...

3. A window will pop up. Click Browse to select a file from your hard drive.

4. Select a .gif or .jpg file, preferably one that is 120 pixels or higher. Click Open. Click Upload to upload
the photo to the database and press Close when finished.

5. The new photo will now be displayed. Click Save when finished or press Cancel to exit without saving
changes.

Note

An administrator can also change any user's information. In addition the administrator (and
not the user themselves) can edit the payroll information. Also, the payroll information of
one user is not visible to another non-administrator user.

See Also:

Accessing Users

Managing Users

Searching Users

Import and Export

Creating User Notices

26.2.4. Searching Users 
This screen allows you to search for a user, his/her telephone number, what organizations the user belongs
to, etc.
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1. To search for someone within Users, click the Search button on the button bar.

2. Enter the text you want to search for and, from the dropdown box, select whether to search by initials,
first name, last name, or email address. Click the Search button.

3. A list of users whose information contains the matching search criteria will be shown with each
organization in which they are a user. To go to the User List of the organization, click Go.

See Also:

Accessing Users

Managing Users

Modifying User Details

Import and Export

Creating User Notices

26.2.5. Import and Export 
This screen allows you to import users into OfficeClip from external files or export users within OfficeClip
to external files

26.2.5.1. Importing Users from CSV files

1. Log in to OfficeClip

2. Click on Users from the left menu within Desktop.

3. Click on Import/Export button bar.

4. Click Import User from CSV file under Import Users.

5. Export Contact Data from your Personal Information Manager (e.g., MS Outlook) to CSV format.

6. Use the Browse button to select the CSV formatted file and select the appropriate import options by
clicking the radio button.

7. Make sure that the first line of the CSV file has headings.

8. Click on the Import button.

26.2.5.2. Importing Users from vCard files

1. Log in to OfficeClip

2. Click on Users from the left menu within Desktop.

3. Click on Import/Export button bar.

4. Click Import User from vCard file under Import Users.

5. Click Browse to find the file you want to upload and then select an import options by clicking the radio
button.
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6. Press Import or Cancel to exit the screen without importing.

26.2.5.3. Importing Users from LDAP files

1. Log in to OfficeClip

2. Click on Users from the left menu within Desktop.

3. Click on Import/Export button bar.

4. Click Import User from LDAP file under Import Users.

26.2.5.4. Export Users to CSV or vCard file

1. Log in to OfficeClip

2. Click on Users from the left menu within Desktop.

3. Click on Import/Export button bar.

4. User Export allows you to export users into a CSV file or a vCard file.

5. Click Export Users to CSV or vCard file under Export Users.

6. Select which file you want to export by clicking the appropriate radio button, then click Continue.

7. Select the necessary items to include by clicking the check box beside each item, then click Export to
transfer the data. Choose OK and then click Open or Save to view the exported file or Cancel to abort.

8. The exported users will be listed in an Excel spreadsheet.

See Also:

Accessing Users

Managing Users

Modifying User Details

Searching Users

Creating User Notices

26.2.6. Creating User Notices
Notices allow users to, for example, let others know when they will be out of the office, etc. and other
users can see the notices by the "sticky note" that will appear next to your name in the main User List of
your organization(s). This lets everyone in the organization see your notice without them sending you an
email and then getting an "out of office" reply.

To create a notice for others to see, click Notice on the button bar within Users.

1. Enter the notice and the dates you would like to have it displayed. These can be changed later if
necessary. Click Add when finished.

2. Other users will then be able to click on the  icon next to your name to see the notice.
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See Also:

Accessing Users
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Import and Export


	OfficeClip Reference Manual
	Table of Contents
	Chapter 1. General Information
	1.1. About this Reference Manual
	1.2. Conventions used in this Manual
	1.3. About OfficeClip
	1.3.1. The OfficeClip Components
	1.3.1.1. Office Portal
	1.3.1.2. Desktop
	1.3.1.3. Contacts
	1.3.1.4. Issue Tracker
	1.3.1.5. Time and Expenses
	1.3.1.6. Projects
	1.3.1.7. Extranet

	1.3.2. Tags
	1.3.3. Scheduled Reports

	1.4. Getting Started
	1.4.1. Logging on to OfficeClip
	1.4.2. OfficeClip Interface


	Chapter 2. OfficeClip Setup
	2.1. Overview
	2.2. Site Management
	2.2.1. Manage Site Information
	2.2.1.1. Manage Site Parameters
	2.2.1.1.1. Change Regional Settings
	2.2.1.1.2. Manage Site Classifications
	2.2.1.1.3. Manage Site Holidays
	2.2.1.1.4. Manage Site Document Space
	2.2.1.1.5. Update Site IDs

	2.2.1.2. Manage Site Presentation
	2.2.1.2.1. Setup Site Header
	2.2.1.2.2. Login Screen Setup
	2.2.1.2.3. Manage Letterheads
	2.2.1.2.4. Manage Email Templates


	2.2.2. Manage Site Privileges and Applications
	2.2.2.1. Manage Site Administrators and Users
	2.2.2.1.1. Manage Site Administrators
	2.2.2.1.2. Remove Site Users

	2.2.2.2. Manage Site Applications
	2.2.2.2.1. Manage Site Applications Access
	2.2.2.2.2. Login to OfficeClip SQL Server


	2.2.3. Manage Site License
	2.2.3.1. License Information and Renewal
	2.2.3.1.1. Show License Information
	2.2.3.1.2. Request New License
	2.2.3.1.3. Download Latest Patches



	2.3. Organization Management
	2.3.1. Icons
	2.3.2. Manage Organization Roles and Privileges
	2.3.2.1. Manage Organization Roles
	2.3.2.1.1. Manage User Roles
	2.3.2.1.2. Manage Organization Administrators
	2.3.2.1.3. Create a New Role
	2.3.2.1.4. Manage Role Privileges
	2.3.2.1.5. Manage Users for a Role

	2.3.2.2. Manage Organization Applications and Access
	2.3.2.2.1. Manage Organization Applications
	2.3.2.2.2. Manage Application Access Defaults


	2.3.3. Manage Organization Users
	2.3.3.1. Modify User Information
	2.3.3.2. Reset User Password
	2.3.3.3. Add or Remove User from Organization

	2.3.4. Manage Organization Information
	2.3.4.1. Create New Organization
	2.3.4.2. Remove Organization
	2.3.4.3. Rename Organization
	2.3.4.4. Change Organization Timezone
	2.3.4.5. Manage Organization Division


	2.4. Personal Profile
	2.4.1. Manage OfficeClip Password
	2.4.2. Manage Personal Preferences
	2.4.3. Manage Personal Detail
	2.4.3.1. Configuring the Pay Period in the Personal Detail Section



	Chapter 3. Accounts
	3.1. Overview
	3.2. Understanding OfficeClip Accounts
	3.3. Using Accounts
	3.3.1. Creating a New Account
	3.3.2. Bulk Options
	3.3.3. Editing Accounts
	3.3.3.1. Tracking Time
	3.3.3.2. Permissions and Ownership of Accounts
	3.3.3.3. Using Children
	3.3.3.3.1. Tasks
	3.3.3.3.2. History
	3.3.3.3.3. Contacts
	3.3.3.3.4. Issues
	3.3.3.3.5. Appointments
	3.3.3.3.6. Emails
	3.3.3.3.7. Documents
	3.3.3.3.8. Notes
	3.3.3.3.9. Opportunities
	3.3.3.3.10. Relationships


	3.3.4. Searching and Filtering Accounts
	3.3.4.1. Search and Sort
	3.3.4.2. Filters

	3.3.5. Creating Reports
	3.3.5.1. Pre-Defined Reports
	3.3.5.2. User-Defined Reports
	3.3.5.3. Track Time Reports

	3.3.6. Importing and Exporting Accounts
	3.3.6.1. Import
	3.3.6.2. Export

	3.3.7. Account Tags
	3.3.8. Shared Items

	3.4. Accounts Administration
	3.4.1. Icons
	3.4.2. Fixed Fields
	3.4.2.1. Configuring List Fields

	3.4.3. User-Defined Fields
	3.4.3.1. Field Type
	3.4.3.2. Mandatory Fields
	3.4.3.3. Restricting a Field Edit-ability by Role
	3.4.3.4. Configuring List Fields

	3.4.4. Child Objects
	3.4.5. Rename Sections
	3.4.6. Rules
	3.4.7. Position Fields
	3.4.8. Relationships


	Chapter 4. Address Book
	4.1. Overview
	4.2. Using Address Book
	4.2.1. Accessing Address Book
	4.2.2. Creating Address Books
	4.2.3. Searching Address Book
	4.2.4. Import
	4.2.4.1. Importing from CSV and vCard files
	4.2.4.2. Importing from LDAP file

	4.2.5. Accessing Address List
	4.2.6. New Address


	Chapter 5. Announcements
	5.1. Using Announcements
	5.1.1. Access Announcements
	5.1.2. Add an Announcement
	5.1.3. Archived Announcements


	Chapter 6. Bookmarks
	6.1. Using Bookmarks
	6.1.1. Access Bookmarks
	6.1.2. Add a Bookmark


	Chapter 7. Calendar
	7.1. Overview
	7.2. Accessing and Using Calendar
	7.2.1. Creating Events
	7.2.2. Accepting RSVP's
	7.2.3. Import and Export Calendar
	7.2.4. Shared Items

	7.3. Administration of the Calendar
	7.3.1. Resource Management
	7.3.2. Organization Profile
	7.3.3. Personal Profile


	Chapter 8. Campaigns
	8.1. Overview
	8.2. Understanding OfficeClip Campaigns
	8.3. Using Campaigns
	8.3.1. Creating Campaigns
	8.3.2. Modifying Campaigns
	8.3.3. Mail Merge Campaigns
	8.3.4. Campaign Tags
	8.3.5. Relationships


	Chapter 9. Contacts
	9.1. Overview
	9.2. Understanding OfficeClip Contacts
	9.3. Using Contacts
	9.3.1. Creating a New Contact
	9.3.2. Bulk Options
	9.3.3. Editing Contacts
	9.3.3.1. Tracking Time
	9.3.3.2. Permissions and Ownership of Contacts
	9.3.3.3. Using Children
	9.3.3.3.1. Tasks
	9.3.3.3.2. History
	9.3.3.3.3. Campaigns
	9.3.3.3.4. Issues
	9.3.3.3.5. Appointments
	9.3.3.3.6. Documents
	9.3.3.3.7. Notes
	9.3.3.3.8. Relationships


	9.3.4. Searching and Filtering Contacts
	9.3.4.1. Search and Sort
	9.3.4.2. Filters

	9.3.5. Reports
	9.3.5.1. Pre-Defined Reports
	9.3.5.2. User-Defined Reports
	9.3.5.3. Track Time Reports
	9.3.5.4. Scheduled Reports

	9.3.6. Importing and Exporting Contacts
	9.3.6.1. Import
	9.3.6.2. Export

	9.3.7. Contact Tags
	9.3.8. Shared Items

	9.4. Contacts Administration
	9.4.1. Icons
	9.4.2. Fixed Fields
	9.4.2.1. Configuring List Fields

	9.4.3. User-Defined Fields
	9.4.3.1. Field Type
	9.4.3.2. Mandatory Fields
	9.4.3.3. Restricting a Field Edit-ability by Role
	9.4.3.4. Configuring List Fields

	9.4.4. Child Objects
	9.4.5. Rename Sections
	9.4.6. Publish Input Forms
	9.4.7. Rules
	9.4.8. Position Fields
	9.4.9. Relationships
	9.4.10. Duplicates


	Chapter 10. Documents
	10.1. Overview
	10.2. Using Documents
	10.2.1. Accessing Documents
	10.2.1.1. Document Attributes

	10.2.2. Creating Folders
	10.2.3. Uploading Documents
	10.2.4. Modifying Documents/Folders
	10.2.4.1. Moving and Copying Documents and Folders

	10.2.5. Shared Items
	10.2.5.1. Deleting Documents and Folders
	10.2.5.2. Renaming Documents and Folders

	10.2.6. Searching Documents
	10.2.7. Locking and Unlocking Documents

	10.3. Administration of Documents
	10.3.1. Application Documents
	10.3.2. Bulk Upload


	Chapter 11. Email
	11.1. Overview
	11.2. Using Email
	11.2.1. Accessing Email
	11.2.2. Composing Emails
	11.2.3. Creating Email Accounts
	11.2.3.1. Working with Various Email Servers

	11.2.4. Email Folders
	11.2.5. Searching Email
	11.2.6. Email Options


	Chapter 12. Expenses
	12.1. Overview
	12.2. Understanding OfficeClip Expenses
	12.2.1. Currency

	12.3. Using Expense
	12.3.1. Creating an Expense
	12.3.2. Inbox/Outbox Portlet
	12.3.3. Exporting Expenses
	12.3.4. Generating Expense Reports
	12.3.4.1. Expense Reports
	12.3.4.2. Other Reports

	12.3.5. Archiving Expenses
	12.3.6. Reimbursements
	12.3.7. Shared Items

	12.4. Expense Administration
	12.4.1. Editing Fields to Create Aliases
	12.4.2. Setting up Expense Profiles
	12.4.3. Setting up Expense Workflow
	12.4.4. Adding Expense Types
	12.4.5. Setting up Default Currency
	12.4.6. Managing User's Expense sheets
	12.4.6.1. Rerouting Expense sheets

	12.4.7. Allocating Projects to Users
	12.4.8. Users


	Chapter 13. Extranet
	13.1. Overview
	13.2. Understanding Extranet
	13.2.1. Extranet Features
	13.2.2. Accessing Extranet
	13.2.3. Adding Extranet Users
	13.2.4. Managing Extranet Users
	13.2.5. Creating Extranet Items
	13.2.5.1. Sharing Group Events in Calendar
	13.2.5.2. Sharing Documents
	13.2.5.3. Sharing Expense Reports
	13.2.5.4. Creating Knowledge Base
	13.2.5.5. Creating Issue Capture Form
	13.2.5.6. Sharing Timesheet Reports
	13.2.5.7. Sharing Contact Manager Reports
	13.2.5.8. Sharing Accounts Reports
	13.2.5.9. Sharing Opportunities Reports
	13.2.5.10. Sharing Projects Reports

	13.2.6. Editing Extranet List Items
	13.2.7. Testing Extranet

	13.3. Administration of Extranet Options

	Chapter 14. Forums
	14.1. Using Forums
	14.1.1. Access Forums
	14.1.2. Create a Forum
	14.1.3. Add a Topic
	14.1.4. Reply to a Topic
	14.1.5. Searching Forums


	Chapter 15. Home Page
	15.1. Overview
	15.2. Understanding OfficeClip Home Page
	15.3. Using Home Page
	15.3.1. Accessing Home Page
	15.3.2. Manage Portlets
	15.3.3. Reset Dashboard


	Chapter 16. Issue Tracker
	16.1. Overview
	16.2. Understanding OfficeClip Issue Tracker
	16.3. General Concepts
	16.3.1. User Defined Fields
	16.3.2. Rules
	16.3.3. Email Capture

	16.4. Using Issue Tracker
	16.4.1. Creating and Editing Issues
	16.4.2. Tracking Time
	16.4.3. Searching and Filtering Issues
	16.4.3.1. Simple Search
	16.4.3.2. Filters

	16.4.4. Reports
	16.4.5. Import and Export
	16.4.5.1. Importing Issues from ocXML file
	16.4.5.2. Importing Issues from a CSV file
	16.4.5.3. Exporting Issues to XML
	16.4.5.3.1. Exporting Issues to CSV file



	16.5. Issue Tracker Administration
	16.5.1. Icons
	16.5.2. Creating Binders
	16.5.3. Shared Items
	16.5.4. Fixed Fields
	16.5.5. Configuring List Fields
	16.5.6. User-Defined Fields
	16.5.7. Options
	16.5.8. Rules
	16.5.9. Bulk Processing
	16.5.10. Email Capture


	Chapter 17. Newsfeeds
	17.1. Using Newsfeeds
	17.1.1. Access Newsfeeds
	17.1.2. Adding a Newsfeed
	17.1.3. Edit a Newsfeed
	17.1.4. Delete a Newsfeed


	Chapter 18. Notes
	18.1. Using Notes
	18.1.1. Access Notes
	18.1.2. Add a Note


	Chapter 19. Opportunities
	19.1. Overview
	19.2. Understanding OfficeClip Opportunities
	19.3. Using Opportunities
	19.3.1. Creating a New Opportunity
	19.3.2. Bulk Options
	19.3.3. Editing Opportunities
	19.3.3.1. Permissions and Ownership of Opportunities
	19.3.3.2. Using Children
	19.3.3.2.1. Tasks
	19.3.3.2.2. History
	19.3.3.2.3. Appointments
	19.3.3.2.4. Documents
	19.3.3.2.5. Notes
	19.3.3.2.6. Relationships


	19.3.4. Searching and Filtering Opportunities
	19.3.4.1. Search
	19.3.4.2. Filters

	19.3.5. Creating Reports
	19.3.5.1. Pre-Defined Reports
	19.3.5.2. User-Defined Reports
	19.3.5.3. Track Time Reports

	19.3.6. Opportunity Tags
	19.3.7. Shared Items

	19.4. Opportunities Administration
	19.4.1. Icons
	19.4.2. Fixed Fields
	19.4.2.1. Configuring List Fields

	19.4.3. User-Defined Fields
	19.4.3.1. Field Type
	19.4.3.2. Mandatory Fields
	19.4.3.3. Restricting a Field Edit-ability by Role
	19.4.3.4. Configuring List Fields

	19.4.4. Child Objects
	19.4.5. Rename Sections
	19.4.6. Rules
	19.4.7. Position Fields
	19.4.8. Contact Roles
	19.4.9. Relationships


	Chapter 20. Photo Album
	20.1. Using Photo Album
	20.1.1. Access Photo Album
	20.1.2. Creating an Album
	20.1.3. Add Photos to an Album
	20.1.4. Deleting Photos
	20.1.5. Deleting an Album
	20.1.6. Viewing an Album


	Chapter 21. Polls
	21.1. Using Polls
	21.1.1. Access Polls
	21.1.2. Adding a Poll
	21.1.3. Vote in a Poll
	21.1.4. Archive a Poll
	21.1.5. Delete a Poll
	21.1.6. Close a Poll


	Chapter 22. Projects
	22.1. Overview
	22.2. Understanding OfficeClip Projects
	22.2.1. Accessing Projects
	22.2.2. Creating Accounts
	22.2.3. Creating Projects
	22.2.4. Modifying Account Lists
	22.2.5. Modifying a Project
	22.2.6. Importing and Exporting Projects
	22.2.7. Shared Items

	22.3. Administration of Projects
	22.3.1. Allocating Projects
	22.3.2. Allocating Users


	Chapter 23. Punch Clock
	23.1. Overview
	23.2. Using Punch Clock Input Screen
	23.2.1. Viewing/Editing Punch Time

	23.3. Exporting Punch Clock
	23.4. Punch Clock Administration
	23.4.1. Setting Permissions


	Chapter 24. Tasks
	24.1. Overview
	24.2. Using Tasks
	24.2.1. Accessing Tasks
	24.2.2. Creating Tasks
	24.2.3. Filtering Tasks
	24.2.4. Tracking Time
	24.2.5. Import and Export


	Chapter 25. Timesheet
	25.1. Overview
	25.2. Understanding OfficeClip Timesheet
	25.2.1. Proxy

	25.3. Using Timesheet
	25.3.1. Creating a Timesheet
	25.3.2. Inbox/Outbox Portlet
	25.3.3. Exporting Timesheet
	25.3.4. Importing TrackTime
	25.3.5. Reports
	25.3.5.1. General Reports
	25.3.5.2. Other Reports

	25.3.6. Shared Items

	25.4. Timesheet Administration
	25.4.1. Editing Fields to Create Aliases
	25.4.2. Setting up the Timesheet Profiles
	25.4.3. Setting up Workflow - Routing
	25.4.4. Adding Service Items
	25.4.5. Configuring Billing Rates
	25.4.6. Defining Rules for the timesheets
	25.4.6.1. Combining rules
	25.4.6.2. Editing rules

	25.4.7. Defining Payroll Categories
	25.4.8. Managing User's timesheets
	25.4.8.1. Rerouting timesheets

	25.4.9. Allocating Projects to Users
	25.4.10. Users


	Chapter 26. Users
	26.1. Overview
	26.2. Using Users
	26.2.1. Accessing Users
	26.2.2. Managing Users
	26.2.3. Modifying User Details
	26.2.4. Searching Users
	26.2.5. Import and Export
	26.2.5.1. Importing Users from CSV files
	26.2.5.2. Importing Users from vCard files
	26.2.5.3. Importing Users from LDAP files
	26.2.5.4. Export Users to CSV or vCard file

	26.2.6. Creating User Notices



