This tutorial shows you how to add an issue in the Issue Tracking application.
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Issues

Search Criteria &

|ssue (D (if known): | | Status: |AII v| Filter By Date Rande

Zontact: | Select a Contact v| Priority: |AII v| Date Created Date Modified

Product: | Selecta Product v| Issue Type: |AII v| Frorm: | V| Frorm: | v

Fage the results IFl Aszsign To: |Se|ecta Contact v| Ta: i V| To: | hd
| search  J[  Reset  J| add New Issue |

Search Results I

Priority: Emergency

Status Priority Contact | Contact Company | Product Subject Entered |Modified| IssueType |Assigned To
Select |New v| |LDW v| Mark Turkel [Palm Beach Software  |MasterClass |test issue 1/11/2010 Cosmetic Issue (John Coggin [&|cClose
Select |New v| |LDW vl John Coagagin |GoSmallBiz.com MasterDoc  |This is Test Issue Entry |2/25/2010 Usability Issue @ Close

Begin by selecting the ‘Add New Issue’ button.
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Issue Mo.: 49 Created By: - 3182010 Pi- 3ME2010
Contact: | Chad Smith | Product:|wWidget W
Type: Cosmeticlssue  +| Priority: High « |Status:| MNew W

Assigned To: | ohad Delta w |

Start by selecting the values that best fit the issues by selecting a:
-Contact
-Product
-Type
-Priority
-Status

Also, you may add and edit any of these values through the ‘Manage Values’
tab.
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Issue No.: 49 Created By:- 31182010 Modified By: - 3182010
Contact: | Chad Smith | Product:|'Widget W
Type: | Cosmeticlssue | Priority: High « |Status: | MNew ~
Assigned To: | chad Delta v
Chriz Cook ”
) e RickWong -
michael Boyd . —
Issue Fob Osborne & Ha 5 ._l !; = R —— m—
Joey Recker 1 @ _—— .
ine dahl 1'% g @b L3 "@ 'ﬁ
Chip Smith ¥ lize » || Formatting w || Style » || Inzer »

After you have selected the other values, you must assign the issue to an
employee under the ‘Assigned To:’ menu. Once you have assigned an
employee to a specific issue, that employee will receive an email notifying
them of the issue that they are in charge of.



Subject: ey Issue Name the subject of the issue.

Issue: g 5 U = ¥ e i=
A2 000 2% #dvE R

Font || Size || Fo ing W || Style

Describe the issue in this box.

Notes: sdd Note Add a note if necessary.

After selecting all of your values, you may:
-Name the Subject of the issues.
-Add a description if necessary.

-And add a note.
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Modified By: - 3118/2010

Issue No.: 49 Created By: - 3182010
Contact: | Chad Smith | Product:|Widget ~
T¥Pe: | Ccosmeticlssue  + | Priority:| High « |Btatus:| Mew »
Assigned To: | chad Delta w
Subject: yaw [ssue
Issue: B 7 U s 4 @A 9@ =E=== IFE SS
A2 Q.00 2% &AW
Faorit || Size || Formatting W || Style || Insert w

Describe the issue in this box.

MNotes: Add Mote

Compl :ted: Date: By:

Save & Return ][ Save & Add MDI’E} )

Once you have completed filling out the issue, you may click ‘Save and
Return’ to return to the main menu or select ‘Save & Add More’ to add
another issue.



Search Criteria &

15508 ID (f Known): | | Status: 2l v Filter By Date Range

Contact: Selecta Contact  » Priority: All w Date Created Date Modified
Product: Select a Product  » |lzsue Type: All w From: From:
Page the results P Agsign To: Selecta Contact  w To: To:

Search Reset Add Mew Issue

Search Results

Priority: Emergency

Status Priority Contact |Contact Company | Product Subject Entered Modified| IssueType |Assigned To
Select |New V| |LDW V| Marlk Turkel |Palm Beach Software  |MasterClass [test issue 141172010 Cosmetic Issue [John Coggin @, Close
Select |NeW v| |LDW V| John Coggin [(GoSmallBiz.com MasterDoc  |This is Test Issue Entry |2/25/2010 Usability Issue @ Close

Priority Contact Contact Company Product Subject Entered Modified IssueType Ass_irlined
Selact |Closed v| |Emergency v| !I\'fl::lt(el ;‘;Eﬂwgfeacrh MasterDoc $::E 1192010 | 2/25/2010 | Feature request @ Close
e eves ‘ = | Rick . Test Problem with Mark
e I ~| | [Emerce ~ Crossatt GosmallBiz.com MasterDoc | =0 1/27/2010 | Z/25/z010 function Turkel Close
Chad : hew : Chad
/—l amith widget Issue 341842010 Cosmetic Issue Delta @ Close

Once you have saved your issue, it will appear in the main menu in the list of
open issues. If your issue is an ‘Emergency’, it will appear above under the
‘Priority: Emergency’ list of issues highlighted in yellow.



Status Priority Contact Contact Company Product Subject Entered Modified IssueType Assigned

To

Select |Closed vl |Emergency v| Mark Palm Beach MasterDoc | 185t 1/19/2010 | 2/25/2010 | Feature request [& | close
Turkel Software Task

Rick p Test Problem with Mark
Select |New vl |Emergency v| Crossett GosmallBiz.com MasterDoc Lecuie 1/27/2010 2/25/2010 function Turkel @ Close

- Chad . Mew f Chad
/Select |New v| |H|gh v| Semith widget Lesue 3/18/2010 Cosmetic [ssue Delta Close

__#-_—_-

To add or edit any information to an existing issue, click the ‘Select’ button next to the
iIssue of your choice.
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Issue No.: 45 Created By: - 31182010 Modified By: MiA- MiA

Contact: | Chad Smith + | Product:|Widget w

Type: | Cosmeticlssue  ~ | Priority:|High w | Status: | New w

Assigned To: [ chad Delta “

Subject: naw Issue

Issue: | B 5 U s 4 3@ 9 o =

A 0.0 0 28 M 4Ev®

Farit || Size

(il
]
¥
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|| Formatting || Style W | Inzert e

Describe the issue in this box

MNotes: Add Mote
All Motes m. R

|No Internal Motes Found,

Completed: Date: By:

Save B Return ][ Save & Add MDrE] [ Reset ][ Cancel

Once you have selected the existing issue, you may update any information as
well as add any additional notes. Click ‘Add Note’ to add or view a note.



=g B m-lll External Mote | Motification Select Category.
Mewr Internal Mote:

Type note here.

And click 'Save' to continue.

Here you may view or add notes through three different categories. These categories
include:
-Internal Note: A note associated with the product or issue.

-External Note: A note that may be associated with information about the
customer,
-Notification: A note intended to notify other employees.

NOTE: These categories can be implied anyway your organization intends to use them.
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