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Incident Tracking System - Introduction

Thanks for purchasing your copy of the Incident Tracking System by TPS of lllinois,
Incorporated (www.tps-of-il.com).

We have created a ready-to-go application that can be used as a:

Project management issue tracking system
Helpdesk ticketing system
System support tracking system

Etc.

All you require is to have Microsoft Access 2000 or greater installed on your computer to
use this application.

Enjoy and if you have any questions or comments, please contact us by visiting our
website (www.tps-of-il.com).
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Getting Started

Follow these steps to setup your new Incident Tracking System.

Note: These steps should be performed by the person who is the administrator for this
system.

1. Copy the MS Access database file to a location you and other users have access
to.

2. Double click on the MS Access file to open the database.

3. When you get the following screen, hold the Shift key and click on “Open”.

Security Warning §|
Opening "C:\Documents and Settingsitsotiropoulosi iy
DocumentsiPersonaliBusiness Issue Databaseilssue_tracking_Database-Devs
- Production version wo sec,mdb"

This file may nok be safe if it conkains code that was inkended ta harm wour
computer.
Do wou want to open this File or cancel the operation?

"C__anl:el ] [ Qpen ] [ More Info
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4. Once the database opens, click on the “Tools” menu and open the “Options”
submenu. Then click on the “Hidden objects” check box and click “OK”. This will
display all the hidden database objects.

Options
Advanced International Error Checking Spelling Tables/Queries
Wiew | Genetal Edit/Find Kevboard Datashest Forms/Reports Pages
Shiow
Status bar Hidden objects
Startup Task Pane []5vstem objects
Mew object shortcuks windows in Taskbar

Show in Macro Design

[ Imames calumn []conditions calumn

Click options in database window
() Single-click open
(%) Double-click open

(] 8 ] [ Cancel ] [ Apply
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5. Click on the MS Access Objects Tables link. From here you can configure the
Incident Tracking System for you specific business needs:

El Microsoft Access - [Issue_tracking Database-Devh - Production version wo sec : Database |

|5 |.=3 f.:jvl-;@}_g

j File Edit Wiew Insert  Tools  ‘Window Help  WebEx  Adobe PDF
_.j '.j il n:l | __ ? | | | | :.?jJ - | _;Fj | ey
Objects @;J iCreate table in Design view:
] Tables %Q Create table by using wizard
=] ;
E—'J Queries _=J Create table by entering data
: 1 thl Assignes
mi = F
e 3 thl Category
i@ Reports . thlIssue Log
Y4 Pages 3 thl IssueType
B Macros . tbl Module
S thbl Priorityz
Modul
i 1 thl Skakus
Groups .} thlYesho
&l Favorites

The following tables can be configured for your organization:

= Tbl Assignee:

= Tbl Category:
= Tbl IssueType:

Stores all users/resources that will be utilizing the system

or that will be assigned to work on incidences.

Classification type to further break-down the Issue Type.
Classification type for each Incident.

= Tbl Module: Area/System that the incident pertains to.
= Tbl Priority2: Priority level for the incident.
= Tbl Status Status for the incident.
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—
To enter/edit values in these tables, select the specific table and click on the L Spen

button. Click “Save” when your have completed your changes.

Microsoft Access - [tbl Assignee : Table]

; Fil= Edit “iew Insett Formatk  Records Tools  indow  Help  WebEx  Adobe PDF

120 N E R AR N AN R R A=A S f=F=RNC)

. Name | Title | Organization | FPhone

M}l Simons IT Developer i 202-997-5545
| |dimmy Jones Analyst Financial Repoarting 202-555-5445
| [Jahn Smith Project Manager Fr0 202-857-1122
|| Patty Klien Business Owner Financial Reparting 202-55858-4444

6. Once you have completed all your configuration changes in the tables identified
above, click on the “Tools” menu and open the “Options” submenu again. Then
uncheck the “Hidden objects” check box and click “OK”. This will hide all database
objects to avoid accidental changes from happening.

7. Your Incident Tracking System is now ready for use.
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User Guide

Follow these steps to begin using your new Incident Tracking System.

1. Double click on the MS Access file/icon to open the database. Note: all users need
to have MS Access installed on there computer in order to utilize this system.

2. When you get the following screen, click on “Open”.

Security Warning E|

Cpening "CiDocuments and Settingsiksotiropoulost My
DocumentsiPersonaliBusinesstIssue Database\lssue_tracking_Database-Dews
- Production wersion wo sec.mdb”

This File may nok be safe if it contains code that was intended ta harm your
compuker.
Do wou want o open this file or cancel the operation?

En ] [ Maore Info
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3. This will then take you to the Incident Tracking System home page. From here you
can click on the appropriate button to access the function you require.
[ Microsoft Access - [frm Main Form : Form]

Eile Edit wew Insert Format Records  Tools  window  Help

|| Tahoma R |
H AN KNS I AR e N

webEx  Adobe PDF

=l oAl =

Add/Update Incident

Add Incident Report Update Incident Report

All Incidents (Dpen, Closed)

Open Incidents - By Due Date Range
Open Incidents - High Priority

Incidents Counts - Open Status

All Open Incidents - All Assignees Incident Counts -
Open Incidents by Area/System

All Open Incidents - Issue Description Search
DOpen Incidents - Assigned To

Open Incidents - Issue Name Search
Open Incidents - By Category

Open Incidents - Opened By
Open Incidents - By Type

Open Incidents - Target Date Range
Dpen Incidents - Unassigned

View Data Values

Area/System

Click to exit database  §i*

Form Wiew
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Support

Any questions or comments that you have can be directed to the customer service
department at TPS of lllinois, Incorporated. We can assist with ways to enhance or
secure your specific Incident Tracking System.

Our email address is cust service@tps-of-il.com

Or

Visit our website at www.tps-of-il.com
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