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Creating Projects and Generating Web Views  

A Vector Census project includes:  

 A database of issues (and their revision histories).  

 A database of definitions, which includes the queries, sorts, layouts, reports, notifications, fields, and tabs 
available in the project.  

Each project can have multiple Web -based views.  

 

Each Web view is customized to meet the needs of a class of users. F or example, customers on a beta list don't 
need to see all the issues in a project, just the ones submitted by the beta list. And customers don't need to see 
any fix - related information added to the issues by the development staff. Internal development sta ff, on the 
other hand, needs access to all the issue information in the project.  

With Vector Census, you can provide separate views for external customers and for internal staff. Each view is 
accessed through the same web -based interface.  

Views are easy to define using the Web view Editor. Just choose the queries and fields that you want users to 
see:  

 Queries determine which issue s users can retrieve from the project database.  

 Fields determine what information users can view and modify for each issue.  

To c reate projects and edit definitions (of fields, queries, reports, sorts, layouts, and notifications), use Census 
Admin, a Windows program. Census Web Admin is a Web -based tool that allows you to remotely edit some of the 
project definitions (such as tabs a nd choice lists).  

Administering Projects and Web Views  

 

Related Topics  

Creating New Projects  

Editing Fields   

Defining Reports   

Defining  Queries   

Defining Sorts   

Defining Layouts   
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Managin g Users, Contacts, and Groups   

Users  

All users must have a Vector Census user account, which consists of a user name and an optional password. Use 
Census Web Admin to create and manage user accounts.  

Groups  

By assigning users to groups, you  can control:  

 Access to features in Census Admin, Census Web Admin, and Web views.  

 Access to projects.  

 Access to Web views.  

 Workflow permissions.  

Use Census Web Admin to create groups, edit gro up privileges, and assign users to groups.  

 

Contacts  

A contact is a person who is not a Vector Census user, but who reports an issue. For example, a guest from 
another company may report an issue with a computer while they are working on -site. In this ca se, the guest is 
the contact, and the help desk analyst who enters the report is the submitter.  

To create and manage a list of contacts, use Census Web Admin. Web views can also include a Contact button 
that opens the Users and Contacts dialog. Access to this dialog from a Web view is controlled by the group 
permissions defined in Census Web Admin.  

Vector Census provides a set of tools for administering projects and Web views:  

 Census Admin for administering projects.  

 Web View Editor for defining and genera ting Web views for projects.  

 Census Web Admin for administering projects and users through the Web.  

Related Topics  

Defining User Groups   

Creating User Accounts   

Adding and Removing Users   

Def ining Conditions based on User Groups   

Setting Group Access Permissions for Web views   

Census Admin   

Web View Editor   

Census Web Admin   
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Product Support Services  

You can use the following link to get support information.  

Technical Support   

http://www.vector-networks.com/support/contact.html
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Census Admin   

Census Admin is an application for a dministering Vector Census projects. For example, you can use it to:  

 Create projects  

 Customize fields  

 Define queries, sorts, and la youts  

 Define reports  

 Define and set up e -mail notifications  

To start Census Admin:  

On the Start  menu, point to Programs , click  Vector Census , and then click Census Admin . 

Related Topics  

Creating New Projects   

Editing Fields   

Defining Reports   

Defining Queries   

Defining Sorts   

Defining Layouts   
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Web View Editor   

Web View Editor is a Microsoft Windows application that creates Web views for your Vector Census projects. Web 
views are Web -based applications th at provide access to projects through a Web browser.  

To start the Web View Editor from Census Admin:  

On the Tools  menu, click Web  and then click Web View Editor . 

The Tools  > Web  > Web View Editor  command is available only when the Web View editor is installed on the 
computer running Census Admin.  

To start the Web View Editor from the Start menu:  

 

On the Start  menu, point to Programs , click  Vector Census , and then click Web View Editor . 

Notes  

 Census Admin and Web View Editor are installed on the Web  server, by default. You can install additional 
copies of these tools on other computers, so you can perform administration tasks locally. However, to 
create new Web views, you must use the editor on the Web server.  

Related Topics  

Creating Web Views   
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Census Web Admin  

Census Web Admin is a Web -based administration tool. It allows you to perform the following administrative 
tasks over the Web:  

 Manager users and user groups, and define group privileges (access to features and projects)  

 Add and edit contacts  

 Define workflow rules  

 Create new tabs  

 Set up choice fields  

 Enable e -mail notifications  

 Migrate projects to SQL Ser ver and move projects to different SQL Server computers  

 Move attachments to a different computer  

To logon to Census Web Admin, ch oose one of the following methods:  

 In your Web browser, go to // server /censusadmin, where server  is the name of your Web server.  

 In Census Admin, click Tools > Web > Web Admin . 

 At the Web server, click Start  > Programs  > Vector > Census  >  Web Admin Start  > Programs  > 
Vector  >  Census  >  Census Web Admin . 

Related Topics  

Administering Vector Census on the Web   

Troubleshooting Census Web Admin   

About Workflow Rules   

Working with Tabs   

Editing Choice Tables   

Setting Up Notifications   

Relocating Databases to SQL Server   

Relocating Attachments   
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Troubleshooting Census Web Admin   

If users cannot successfully relocate databases or perform other tasks with Census Web Admin, check that there 
is a global group named YOURDOMAIN \ CensusAdminsGroup, and that t he user (especially if the user is a domain 
user, not a domain administrator) is a member of this group.  

Census Web Admin uses your Windows credentials to run tasks if you are a member of the CensusAdminsGroup 
group or the local Administrators group on th e Census Server computer. Otherwise, Census Web Admin runs 
tasks as CensusUser.  

Members of the CensusAdminsGroup group (or of the local Administrators group on the Census Server computer) 
have the required permissions to perform any task with Census Web A dmin. The CensusUser account, on the 
other hand, cannot perform IIS - related tasks such as unloading virtual directories (when logging off users), and 
may not be able to relocate databases to other computers.  

During installation, the Setup program creates the CensusAdminsGroup group and adds all members of the 
domain Administrators group to the CensusAdminsGroup group. Setup also adds the CensusAdminsGroup to the 
local Administrators group on the Census Server computer. The purpose of the CensusAdminsGroup is to control 
access to Web Admin.  

If Setup was unable to create the CensusAdminsGroup, you can create it manually.  

For example, if you want to allow a domain user that is not a domain administrator (because domain 
administrators already belong to the lo cal Admins group by default) to use the Relocation tab, you can create the 
CensusAdminsGroup and add the domain user to the group. This allows the domain user to perform tasks that 
are typically only available to local admins:  

 Managing SQL Server databases and physical files.  

 Logging off Vector Census users (which requires permissions to control IIS).  

To manually create the CensusAdminsGroup after Vector Census is installed:  

1    Create a global group named CensusAdminsGroup  in the domain.  

2    Add CensusAdmin sGroup as a member of the local Administrators group of the Web server.  

3    On the Start  menu, click All Programs > Vector > Census > Census Tools > Set Up Global Group . 
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Planning   

Before you can set up your Vector Census system, you need to understand your business structure and have a 
clear idea of the process you want to implement. The following sections illustrate the sort of information required 
to set up a typica l Vector Census installation.  

Information Recording and Tracking  

 What information do you want to record and track for each issue ? 

 How do you categorize issues?  

 Do you want to provide different views of the issue data?  

For example, do you want a summary view optimized for logging issues and categorizing problems, and a 

detailed view for recording things such as how the issue was resol ved, and how long it took?  

 Do you want to be able to link issues? Vector Census supports parent -child relationships  between issues.  

Workflow  

 What is your help desk process?  

Can you represent the path of an issue through the process as a sequence of steps, or decisions, such as 

New, Assigned, Verified, Resolved?  

 Do you want to enforce this workflow process?  

 Who needs permission to make decisions? Who is responsible for carrying out each step in the process?  

 Do you need e -mail notifications to enforce ownership and accountability? When issues are submitted or 
resolved, who needs to be alerted?  

Roles and Responsibilities  

 What are the different roles and responsibilities of the people that use Vector Census? Can you identify 
different groups of users?  

 Do different groups have different requirements of the issue tracking system? Do you need to restrict access 
to the system based on group membership?  

For example, you probably wan t to restrict most users to the ability to submit and track issues. Support staff, 

on the other hand, require greater access to the system.  

 Do you need to manage and coordinate work teams? Vector Census allows you to define work teams and the 
assign issues to them rather than a specific individual.  

Related Topics  

Implementation Roadmap   

Creating a New Project   

Customizing Fields   

Creating Groups and Granting Permissions   

Managing Work Team s  

Creating User Accounts   

Generating Web Views   

Setting Up Notifications   
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Implementation Roadmap   

This roadmap outlines the major steps in implementing an issue tracking system. Performing the steps in the 
sequence recommended here save time a nd simplify the process.  

Step 1. Create a project  

A project defines the fields, queries, sorts, layouts, and reports that you see in a Web view.  

1    Create a new project.  

2    Customize the fields in the project.  

3    Edit and define the queries, reports,  sorts, and layouts to match the set of fields defined in the project.  

Step 2. Define user groups and create user accounts  

1    Define user groups and set group permissions to control access to data and administrative features.  

2    Create user accounts so people can log on. You can either import user accounts from Active Directory (or 

from a Windows domain), or create user accounts in Vector Census.  

3    Assign users to groups.  

4    Define work teams and assign users to work teams.  

Step 3. Define and generate  Web views  

After you generate and test your Web views, you can perform more advanced customizations, such as defining 
workflow and notifications.  

Step 4. Define field dependencies (optional)  

Use the workflow editor in Census Web Admin to make the possib le values in one choice list depend on the choice 
selected from another list.  

You can apply changes made in the workflow editor without regenerating the Web view.  

Step 5. Define a workflow (optional)  

Use the workflow editor in Census Web Admin to define  workflow rules to emulate your process. For example, 
you can enforce a sequence of steps by controlling the possible values of the Progress  field.  

Step 6. Define Service Level Agreements  

A service agreement  is an agreement between the help desk and users. The service agreement defines a required 
level of service for the users.  

A service agreements can be with individual user s (contacts), with all users in a department, or all users in a 
company.  

A service level is a guarantee of a certain level of service. For example, a basic service level may provide 9 - to -5 
service during the regular working week, while a more comprehensiv e service level might provide 24 hour 
service, 7 days a week.  

Each service level has its own hours of service, target response and closure times for issues, and escalation rules.  

Step 7. Import existing data (optional)  

After you finalize the set of fields in a project, you can import information from existing databases.  

Step 8. Define and set up notifications  

You can define and set up notifications after you generate your Web views, but you should do this before people  
start using the Web views to submit issues.  

Step 9. Go live  
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Make your Web views available for general use.  

Step 10. System maintenance (ongoing)  

You should regularly backup your projects, databases, Web views, and other system files.  

You should also run the Repair and Compact utility (in the Tools  menu of Census Admin) on a regular basis. 
Compacting Microsoft Access databases and files often is the best preventive maintenance.  

Related Topics  

Creating New Projects   

Editing Fields   

Defining Reports   

Defining Queries   

Defining Sorts   

Defining Layouts   

Importing User Accounts   

Defining User Groups   

Creating User Accounts   

Users: Changing Group Membership   

Groups: Adding and Removing Users   

Assigning Users to Work Teams   

Creating Web Views   

About Workflow Rules   

Defining a Workflow   

Importing Issues   

Defining Notifications   

Pointing Users to Web Views  

Backing Up   

About t he Repair and Compact Tool   
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Creating a Project   

A project defines everything you see in a Web view: the fields, queries, reports, sorts, and layouts.  

How Many Projects Do You Need?  

Each project has its own issue database.   

For example, you can record different t ypes of issue in separate databases by creating separate projects. 
Separate projects mean smaller databases and better performance. They also mean you can customize the fields, 
queries, sorts, layouts, and reports, so you can simplify your Web Views.  

Howe ver, tracking issues in separate projects has some disadvantages:  

 You cannot generate reports across all projects.  

 You cannot create a single view that covers all projects.  

 You cannot link items from different projects  

 People who work with all three types of iss ue can find that separate projects are inefficient and time -
consuming.  
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Customizing Fields   

You can edit and delete most fields in Vector Census. For example, if a field is the right data type and size, but 
has the wrong caption, you can change the caption. Similarly, you can replace some or all of the entries in choice 
lists.  

Before customizing a project, you should familiarize with  the fields, and determine:  

 Which of the existing fields you can use as is, or by changing the label, choice table, or tab  

 Which fields you need to add  

 Which the existing fields you want to delete  

You should also familiarize yourself with what you can and cannot do when editing fields.  

You Can:  

 Add new fields.  

 Change field labels.  

 Change the list of choices for a choice list and update the queries that test the choice values.  

If you change the Progress  choice list, you should either disable or update the d efault workflow rules 
because the default workflow is based on this list.  

 Delete most fields.  

To delete a field, you must first remove it from any queries, sorts, layouts, reports, and notification that use 

the field.  

Before you delete a field, go through the different queries, sorts, layo uts, reports, and notification conditions 

and either remove the field or delete the style.  

 Create linked choice lists so that th e contents of one list depends on a selection in another list.  

 Move fields between tabs.  

 Change tab names, and reorder the tabs.  

 Disable fields (make read -only) either for all users or for specific user groups.  

 Hide fiel ds. Note that when you hide a field, it is hidden in all Web views.  

You Cannot:  

 Change field types.  

For example, you cannot chang e a single choice field into a multi -choice field, or a Number field into a Text 

field.  

 Change the field size.  

For example, you c annot change the size of a text box from 20 to 30.  

 Delete certain fields. Some fields, such as Owner , State , and Progress , canno t be deleted.  

When you generate a Web view, you can choose not to include specific fields. So even if you cannot delete 

them, you can remove them from all views. Of course, the fields  still take up space in your database.  

 Use multi -choice lists in workflow rules.  

 Use multi -choice lists in formulas, charts, or cross - tabs when building custom reports with Crystal Reports.  

Notes  

 If you need to change the type or the size of a field, the best thing to do is to copy the field and delete the 
original. When you copy a field, you can edit its type and size. Note that copying a field does not copy the 
stored data, and deleting a field d estroys any stored data.  
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What Happens to Styles  

Styles such as queries and reports are based on fields. For the most part, Census Admin automatically updates 
styles when you customize the fields, but there are some exceptions.  

When you add a new field, y ou need to add it to the following reports:  

 Current Issue -  Detailed  

Used to print the current issue in a Web view.  

 Notification -  Detailed Record, Notification -  Summary  

Used to format the contents or attachments to e -mail notification messages.  

Notes  

 In a Web view, these reports show only the fields exported to the view.  

When you rename a field  

When you change the label appearing on choice lists, Census Admin automatically updates any reports and 
layouts that use the field name as a title.  

If you change just the Field Caption label, Census Admin does not update any reports and layouts that use the 
field name as a title.  

If you re name a field such as the Progress  field, you may want to rename any sorts, queries, and layouts whose 
names are based on the name of the field.  

When you edit a choice list  

If you delete a choice from a choice table (for example, Assigned  from tblSubstate , the Progress  choice 
table), then you have to update any queries that test the choice value. The same is true if you change the choice 
text (for example, from Assigned to Started).  

You may also have to update custom reports that use the choice list. For example, when you change the choice 

text, custom reports that use a specified sort order add the new choice to the Others category.  

You should also check the workflow rules if you edit the Progress  choice list.  

When you delete a field  

Custom reports that  use the deleted field do not display properly. For example, if a custom report uses the field 
for calculations, or as a chart axis, then deleting the field invalidates the report. In many cases the report still 
works, but the data does not make sense.  

Re lated Topics  

Editing Fields with the Field Editor  

Editing Field Attributes in the Web View Editor  

Planning  
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Creating Groups and Granting Permissions   

If you want to restrict access to Web views or administrative features, use groups. Typically, you create groups 
that match the different roles in your business process. For example, if you have separate groups for sales and 
development staff, you can prevent the sales staff from opening the same Web views used by the development 
staff.  

Vector Census includes several built - in grou ps that cannot be deleted: Users , Admins , and Guests . It also 
includes several sample groups that reflect the basic roles in a product development process: Developers , QA, 
Managers , and Customers . 

If a developer is responsible for administering your system , you can make the developer a member of both 
Developers and Admins. As a member of Admins, the developer has full access to all administrative features.  

You can have several different admin - type groups, with each group providing a different level of acce ss to 

administrative capabilities. For example, a basic admin group could allow members to create new user accounts 
and update contact information, while other admin groups could:  

 Create fields, edit choice lists, rename tabs, change workflow.  

 Create reports, queries, sorts, and layouts, define notifications.  

 Create projects, delete records, perform database mainten ance, set up notifications.  

About the Built - in Groups  

Users  

All users are automatically members of the Users  group. You cannot remove users from this group, or delete it. 
Permissions granted to this group apply to all users, and cannot be overridden.  

Adm ins  

Members of the Admin  group have complete access to all projects and administrative features. You cannot 
disable features or projects for the Admins  group.  

Guests  

The Guests  group is intended for users who are not full - time employees, such as custome rs or visitors from 
other companies.  

Features  

Features allow you to control:  

 Who can use the Ad -hoc Query Editor, generate rep orts, update contact information, view revision histories, 
or change their password in a Web view.  

 Who can log on to Census Admin,  Census Web Admin, and the Web View Editor.  

 Who can use certain tools in Census Admin and Census Web Admin. For example, who can edit workflow 
rules in Census Web Admin, and who can create reports or edit fields in Census Admin.  

Projects  

When you create a project, you specify which groups can open the project. Groups allowed to open a project can:  

 Log on to Web views of the project (if they also have permission to open the view).  

 Edit the project in Census Admin.  

 Edit views of that project in Web View Editor, or generate new views of that project.  

Admins  can always open a project. Instead of allowing Users  to open a project, you should allow specific 
groups. That way you can gra nt access permissions to views on a group -by -group basis in the Web View Editor.  
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Views  

Groups allowed to open a view can log on to the view. A group must be allowed to open the project before it can 
be allowed to open a view.  

Remember that if members of  the Users group are allowed to open the view, then any user can open the view.  

Related Topics  

Defining User Groups  

Enabling and Disabling Fe atures   

Enabling and Disabling Projects   

Setting Group Access Permissions for Web Views  
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User Accounts   

User accounts provide basic logon se curity. Vector Census supports the following types of account:  

 Vector Census user accounts.  

 Active Directory user accounts.  

 Windows  NT user accounts.  

The authentication method used for each user is specified in Census Web Admin.  

A user account must is required to access Census Admin, Census Web Admin, and the Web View Editor. Users 
must also log on to access Web Views unless they use  a submit -only view.  

Submit - only Views  

A submit -only view allows an unlimited number of users to enter issues from a single user account. All users 
automatically log on to the view with this account (in fact, the users never see the logon window, they go straight 

to the view).  

This user account must belong to a group that has permission to open the Web view, and to add and update 
contacts. The account is used to set the Submitter  field.  

Users submitting issues by this method are recorded as the contact. They must enter the required contact 
information (name, e -mail, and so on) the first time they submit an issue.  

Importing User Accounts from Windows  

You can import accounts from an Active Dire ctory domain or from a Windows NT domain. Vector Census includes 
a User Account Manager wizard to help you import user accounts.  

You can also schedule imports to keep Vector Census synchronized with Active Directory (or Windows domains).  

Predefined User Accounts  

Vector Census includes several built - in users: demo , guest , and admin . It also includes sample users that 
reflect basic help desk roles. You can disable most of these accounts in Census Web Admin. The admin  account 
cannot be disabled, so you should change the admin password.  

Disabled user accounts are still listed in the Contact , Owner , and Submitter  lists. You must edit the project 
database files to delete the users from the database, or to remove them fro m the choice lists.  

Related Topics  

Importing User Accounts   

Creating User Accounts   

Users: Changing Group Membership   

Groups: Adding and Removing Users   

Hiding Users in Projects   
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Generating Web  Views   

Parent - child relationships between issues?  

You can add a Child Issues  tab to a Web view to allow users to link one or more child issues  to a parent issue. 
For example:  

 If you have several bugs that are all symptoms of the same problem, y ou can make those bugs the children 
of the main, parent bug for the problem.  

 If a task consists of a number of sub - tasks, the sub - task issues can be children of the main task.  

 If a bug is present in multip le branches of your code, you can create a child issue for each code branch.  

By default, the parent issue controls the substate of the child issues. For example, when a user changes the 
substate of the parent to Fixed , the children are also marked Fixed . I f you want the substate of a child issue to 
be independent from the substate of the parent issue, you must export the Substate contro lled by parent  field.  

Customized files from the base project?  

New projects automatically inherit the customized Web view files of the base project including any custom 
reports.  

When you create a new project, everything in:  

CUSTOMIZEDFILES\ #Project#< base - project> \   

is copied to:  

CUSTOMIZEDFILES\ #Project#<your - project> \   

What if you donôt export a field?  

Queries  

If you donôt export a field, donôt export queries that reference the field. The query wonôt work.  

For example, suppose you donôt export the Owner  field, but you do export a query like My Open Issues , which 
tests the value of the Owner  field. When a user tries to run the query, the user gets a message saying that the 
query could not be completed and the view is rolling back to the previous que ry.  

If the query is the default query for the view, users get a more informative message when they log on.  

Layouts  

Layouts do not include fields that are not exported.  

Sorts  

Sorts default to sorting by issue number if a field is missing.  

Listing Reports  

Listing reports (such as the Current Issue -  Detailed  report, which is used by the Print  button) include only 
the fields exported to the view.  

Custom Reports  

Like listing reports, custom reports include only the fields exported to the vi ew. However, unlike listing reports, 
custom reports do not always handle missing fields properly.  

For example, if the Owner  field is not exported, then, instead of showing owner names along one axis of a chart, 
the report may show the summary descriptions  or the priority values. What the report shows depends on the 
order of the fields in the report definition (if a field is missing, the next one in the definition is used).  
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Sho uld you automatically update choice lists?  

If you expect to frequently update a choice list, set the Automatically Update List  attribute to Yes . This means 
you wonôt have to regenerate the Web view every time you update the list because the view checks for updates 
each time a user logs on.  

By default, only the Contact , Owner , and Submitter  choice lists are automatically updated.  

Automatically updating a large number of choice lists may affect performance. You should automatically update 
only the choice l ists that you plan to frequently change.  

Changing field labels  

To change field labels, set the Caption  attribute in the Web View Editor. This allows you to override the label 
specified in the project.  

The Caption  attribute only changes the label in the H TML form. Everywhere else in the Web view (such as in 
reports and the Ad -hoc Query Editor), the label defined in the project is used.  

When do you have to regenerate?  

When you:  

 Add a new field or query to a project. Remember to move the new field or query to the Export to View  list 
before you generate.  

 Change a choice list (for example, add a new choice, or change the text of a choice), unless Automatically 
Update List  is set to Yes . 

 When you change any of the attributes for a field (such as when you set Automatically Update List to 
Yes ).  

You donôt have to regenerate when you:  

 Change the definition of a query, sort, or layout.  

 Define new sorts and layouts. All sorts and layouts are automatically exported to views of the project.  

 Create or edit reports.  

 Add a group to, or remove from, the list of groups allowed to open the view. You just have to  save the view.  

 Enable or disable features.  

Notes  

Web view users must exit and log back on to see the changes.  

How to control the layout of fields  

The order of the fields in the Export to View  list determines the order in which they are laid out in the two 
columns of the HTML form. For example, hereôs how the first six fields in the Export to View  list would be 
arr anged, if:  

 None of the first five fields are Memo fields.  

 Field 3 has Column Span  = 2.  

 Field 6 is a Memo field and has Column Span  = 2 and CSS Class  = MemoFieldWidth . (Memo fields 
automatically have Column Span  set to 2 and CSS Class  = MemoFieldWidth .)  
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In this example, fields 1 through 5 have the CSS Class set to either ComboBoxWidth  or TextBoxWidth . You 
can change the default widths by editing the CSS classes in C ensusMain.css.  

Related Topics  

Creating and Generating Web Views  

Automatically Updating Choice Lists  

Adding the Child Issues Tab  

Changing Field Captions  

Setting Field Labels  

Spanning Columns  

Applying CSS Styles  

Planning  
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Setting Up Notifications   

Notifications allow you to alert users when issues are updated. For example, you can:  

 Notify analysts and developers when issues are assigned to them.  

 Notify support staff when  employees update an issue.  

 Notify employees and customers when issues are resolved.  

Use notifications to alert users to changes to critical fields such as Owner , Progress , and Priority . Defining too 
many update notifications can overwhelm users with e -mail, resulting in users missing important notifications.  

Related Topics  

Planning  

Defining Notifications   
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Chapter 3 -  Projects  
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What is a Project?   

In Vector Census, projects are used to keep issues in separate databases. How you organize your projects is up 
to you. You can have one project for tracking all issues, or you can have several projects. To create and manage 
projects, use Census Admin . 

A project includes:  

 A database of issues and their revision histories, attachments, Service Level Agreements and e -mails.  

 A set of project -specific  definitions, which include styles (queries, sorts, layouts, reports, and report pages), 
the fields, e -mail templates, choice lists and notification definitions. These definitions are shared by all users 
of a project.  

Project Structure  

 

Related Topics  

Creating New Projects   

Copying Definitions and Styl es  

Building a Project Template   

Deleting Projects   

Relocating Databases to SQL Server   

Relocating Attachments   

Editing Project Properties   
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Creating Projects   

Typically, you start a new project because you want to start tracking issues in a new database. However, there 
are other reasons for creating a new project. For example, you may want to:  

 Build a template project and use it as a base for all other projects.  

 Break a large project into several smaller projects.  

New projects are always based on an existing project. When you create a new project, you can copy the issues, 
styles, notifications, Web views and the fields from the base project.   

To create a project:  

1    Start Census Admin, and click New Project  in the File  menu.  

2    In the Project Name  box, type the name of the new project.  

3    In the Base Project  list, click the project you want to use as a template for the new project.  

4    In t he Groups Allowed to Open Project , click the user groups that are allowed to access the project 
through Census Admin, Census Web Admin, the Web View Editor, or Web views.  

Note that access to individual Vector Census components can be selectively disabled. For example, a group 
can have access to Web views of a project, but no access to Census Admin, Census Web Admin, and the Web 
View Editor.  

5    Under Global Styles and Notifications :  

 Click None  to create a project with no queries, sorts, layouts, reports, or notifications. Only the fields are 
copied from the base project.  

 Click Copy from the Base Project  to copy the definitions of fields, queries, sorts, layouts, reports, and 
notifications to the new project.  

If you are creating your first project, we recommen d you use one of the sample projects that come with 

Vector Census as the base project. Copy the styles and notifications, but do not copy the issues and revision 
history. Also, read Building a Project Template  before you start tracking issues.  

6    If you want to copy the issues from the base project, click the Copy issues and revision history from base 
project  check box.  

7    If you donôt want to copy the Web views from the base project, clear the Copy Web views from the base 
project  check box.  

Copying Web views from the base project can save time. For example, copying the Web views from Census 

means you don't have to manually set up timestamping in a new Web view.  

Related Topics  

What is a Project?   

Copying and Sharing Definitions   

Building a Project Template   

Deleting Projects   

Reloc ating Databases to SQL Server   

Relocating Attachments   

Editing Project Properties   
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Copying Definitions a nd Styles   

A new project is always based on an existing project. The new project can start empty  or take a copy  of the 
styles, notifications, and fields in the base project. In the New Project dialog, select the option that corresponds 
to what  you want to do with the new project:  

 None   

Clear the styles and notifications so you can build your own. Copy the fields from the base project and use it 

as a starting point.  

 Copy from the Base Project   

Copy the styles, notifications, and fields from the base project and use them as a starting point, or template, 

for the new project. This is the suggested way.  

Why copy styles an d notifications?  

Copying styles and notifications allows you to configure your new project faster by making changes on existing 
styles instead of creating them from scratch. For example, a new report may be very similar to a report that 
exists in the base  project, with the only difference being that you need to add or replace new fields that only 
exist in the new project. In this case, it is faster to copy the styles, and therefore the reports, from the base 
project and then create the new fields and updat e the report in the new project.  

Related Topics  

Creating New Projects   

Building a Project Template   
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Building a Project Template  

Before you start using Vector Census to track issues, you should build a project template. A project template is a 
project that acts as the base for all new projects. The project template contains styles and definit ions common to 
all projects.  

For example, a project template can define a standard set of queries, reports, and notifications. In addition, a 
project template can include a set of fields customized to match your company's process and terminology.  

Using a  project template allows you to reuse custom styles, notifications, and fields. Each new project can copy 
the styles and definitions from the project template.  

Before you build a project template, you must evaluate your issue tracking and reporting requir ements. For 
example, you should decide:  

 Which custom fields and choice lists are required.  

 Which standard queries and reports you want in each project.  

 Which notifications are needed to the workflow in your process.  

To build the actual project template, create a new project based on the Census project, then customize the issue 
fields and define the custom styles and notifications you need.  

Related Topics  

What is a Project?   

Creating New Projects   

Copying Definitions and Styles   
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Deleting Projects   

To delete a project:  

1    In Census Admin, click a project in the Project  list.  

2    On the File  menu, click Delete Project . 

Related Topics  

What is a Project?   

Creating New Projects   
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Editing Project Properties   

The project properties are displayed when you click a project in the Project  list.  

Project Location  

Location of the project files, which includes the definitions database.  

Definitions Database   

The name of the project definitions database. The definitions database contains the definitions of the fields, 
queries, sort s, layouts, reports, and notifications for the project.  

Database Engine  

Specifies whether the project uses Microsoft Access or SQL Server for the issue database.  

Groups Allowed to Open Project  

List of user groups that are allowed to open the project. G roups allowed to open a project can:  

 Log on to Web views of the project (if they also have permission to open the views).  

 Edit the project in Census Admin (depending on what features are enabled for the group).  

 Edit views of that project in Web View Editor, or generate new views of that project.  

If the Users group is allowed to open the project, then all groups can open the project. The Admins group is 
always allowed to open projects.  

Current Users   

Displays the users currently logged on to Web views of the project.  

Name   

Logon name of the user.  

Date/Time  

Date and time that the user logged on.  

Workstation   

The userôs IP address or computer name.  

Project   

The user is logged on to a Web view of this project.  

Virtual Directory  

The virtual directory is the final part of the URL used to access the Web view. For example, if the virtual directory 
is named  census, then the URL is http://server/census.  

Virtual directories such as census00, census01, and census02 are all accessed through the //server/census URL.  

Application   

This is always Web View . The Logons Editor  also lists the Web View Editor and Web Admin.  

Re lated Topics  

Relocating Databases to SQL Server   

Relocating Attachments   
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Chapter 4 -  Editing Fields  
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About the Field Editor   

Before you start recording and tracking issues, you probably need to customize some of the fields used to collect 
and display information. For ex ample, the Problem Area  and Priority  fields should list choices that correspond 
to your organization's terminology and environment.  

You may want to delete unused fields, add new fields to track additional information, or add new tabs. For 
example, you may  want to add a tab for hardware configuration details.  

Census Admin provides a Field Editor for editing fields. To open this editor, click Field Editor  on the Project  
menu. The Field Editor allows you to edit field definitions, but to export fields to Web views use the Web View 
Editor.  

Editing Fields  

Click a field in the Field  list to edit, copy, rename, or delete the field. The Field  list contains all the fields def ined 

in the project.  

The buttons beside the Field  list allow you to create new fields or copy, delete, or edit the selected field.  

Destination Tab  

Tabs allow you to group sets of related fields.  

Labels  

A field has two labels. One label is the field name, which appears in choice lists such as the Field list in any of the 
Census Admin editors. The other label is the caption that appears beside the field in a Web view.  

Data  

Under Data , you specify what ty pe of input the field accepts: text, dates, times, numbers, yes/no values, or 
choices from a list.  

The choices displayed in a choice list field are defined in a choice table. To edit and create choice tables, click the 

browse  button adjacent to the Table Containing Choices  list.  

Field Is  

The Field Is  check boxes give you control over how the field behaves in a Web view. Required  fields cannot be 
left blank. Visible  fields appear in a Web view, instead of being hidden. Enabled  fields accept user input, while 
disabled fields are read -only (they display data but do not accept user input).  

The Read - Only For  list specifies which user groups cannot edit the field.  

Show in Choice Lists  

This check box controls whether you can use the field to build queries, reports, and other styles.  

Maintain Revision Hist ory  

This check box controls whether Vector Census tracks revisions to the field, and whether you can use the field for 
update notifications (update notifications are generated when the value of a field changes).  

Applying Changes  

To apply changes to fiel ds, Census Admin must log off the users who are logged on to Web views of the project.  

Related Topics  

Customizing Fields   

Setting Default Values for Fields   

Adding Fields   
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Editing Choice Lists   

Removing Fields   

Working with Tabs   
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About Adding Fields   

You can add fields to any of the tabs. New fields are automatically available in all Vector Census editors, such as 
the Query Editor and Report Editor.  

New fields are not automatically exported to Web views. You must use the We b View Editor to export the fields 
and regenerate the Web views.  

To use a field as a starting point for a new field, click an entry in the Field  list and click .  

Related Topics  

Customizing Fields   

Setting Default Values for Fields   

Generating Web Views   

About the Field Editor   

Adding New Fields to Reports   

Making Fields Required   

Making Fields Read -Only   

Using Fields to Define Styles   

Tracking Changes   

Choosing a Destination Tab   

Setting Field Labels   

Choosing a Field Type   

Setting the Field Size   

Removing Fields   

Working with Tabs   
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Adding Fields to Reports   

When you add new fields, you must update the reports that Vector Census uses to print issues and to format 
notifications:  

 Cur rent Issue -  Detailed  prints the current issue in a Web view.  

 Notification -  Detailed Record  and Notification -  Summary  formats t he contents or attachments of e -
mail notifications.  

Related Topic  

Customizing Fields   

Adding Fields   

Specifying Notification Contents   
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Making Fields  Required   

By default, users can leave the Web view fields blank when they submit an issue. To force users to complete a 
field before saving an issue, click the Required  check box. The field label is highlighted in Web views to show 
that it is  mandatory.  

Related Topics  

Adding Fields   

Making Fields Read -Only  
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Making Fields Read - Only   

To make a field read -only for all users, clear the Enabled  check box.  

To make a field read -only for a specific user group, click the Enabled  check box, and then click the group in the 
Read - Only For  list.  

Related Topics  

Displaying Read -Only Fields   

Adding Fields   
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Using Fields to De fine Styles   

If you don't need to use a field to build queries, sorts, layouts, reports, or notifications, clear the Show in 
Choice Lists  check box. This removes the field from the Field  lists of editors, such as the Query Editor and the 
Ad-hoc Query Editor of a Web view.  

For example, the Attachments  field is not needed for queries, sorts, layouts, reports, or notifications. How often 
would you expect users to search for or sort issues based on the files attached to an issue?  

Related Topics  

Customizing Fields   

Adding Fields   
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Tra cking Changes   

If you don't want to track changes to a field, clear the Maintain Revision History  check box. Vector Census 
doesnôt update the revision history when a user changes the field.  

For a memo field, Vector Census doesnôt track the changes to the field value. Instead, it marks the field as 
modified.  

Notes  

 To send notifications when a field is updated, select t he field's Maintain Revision History  check box.  

Related Topics  

Adding Fields   

Sending Notifications of Field Update   
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Choosing a Destination Tab   

The Destination  Tab  specifies the tab to which the new field is added.  

Fields added to the Contact  tab are read -only (visible but not enabled). These fields are also added to the Users  
and Contact  page in Census Web Admin, which is where you enter data into the fields.  

Related Topics  

Adding Fields   

Working with Tabs   
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Setting Field Labels   

Field Caption  is the  label displayed by the field in a Web view. You can override this label in the Web View Editor 
by setting the Caption  attribute.  

Choice Lists  is the label that appears in any choice list that allows a user to choose a field (for example, in the 

Field  list of the Ad -hoc Query editor of a Web view). To change this label, click  to rename the field.  

Related Topics  

Adding Fields   

Changing Field Captions  
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Choosing a Field Type   

Currency, Date, Number, Text, and Time  

These are text entry fields. Vector Census validates the text entered in these field types, and displays a warning 
if users enter invalid characters or uses the wrong format.  

For example, Number  fields accept only numeric values, and Currency , Date , and Time  fields require the input 
values to follow the Windows Regional Settings.  

Memo  

A Memo  field is a text field that allows a large amount of characters to be input.  

Single Choice and Multi Choice  

These fields are drop -down choice lists. Choic e lists present fixed lists of choices to the user. Multi Choice  fields 
allow a user to select one or more choices.  

Yes/No  

This is a check box.  

Related Topics  

Adding Fields   

Setting the Field Size   

Adding Pop -up Editors to Memo Fields   
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Setting the Field Size   

For Text  fields, the field size is the maximum number of characters that a user can type in the field. For Number  
fields, however, the size is determined by the selected data size:  

Size  Description  

Byte  Stores numbers from 0 to 255 (no fractions).  
Decimal precision: None  
Storage size: 1 bytes   

Integer  Stores numbers from ï32,768 to 32,767 (no fractions).  
Decimal precision: None  
Storage size: 2 bytes  

Long Integer  Stores numbers from -2,147,483,648 to 2,147,483,647 (no fractions).  

Decimal precision: None  
Storage size: 4 bytes   

Single  Stores numbers from  
ï3.402823E38 to  
ï1.401298E ï45 for negative values and from  
1.401298E ï45 to 3.402823E38 for positive values.  
Decimal precision: 7  
Storage size: 4 bytes   

Double  Stores numbers from  
ï1.79769313486231E308 to  
ï4.94065645841247E ï324 for negative values and from 
1.7976931348 6231E308 to 4.94065645841247E ï324 for positive values.  
Decimal precision: 15  
Storage size: 8 bytes   

Related Topics  

Choosing a Field Type  
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About Removing Fields   

To remove a field, you can either delete it or hide it. Alternatively, you can choose not export the field when you 
generate your Web v iews.  

You can also disable fields by making them read -only .  

Related Topics  

About the Field Editor   

Adding Fields   

Deleting Fields   

Hiding Fields   

Removing Fields from Web Views   
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Deleting Fields   

Deleting a field removes it and all stored data from the issue database. If you don't want to lose the data, you 
can disable the field, hide it, or remove it from the Web views.  

You can delete a field only if it is not used in any query, sort, layout, rep ort, or notification.  

Related Topics  

Hiding Fields in all Web Views   

Hiding Fields in specific Web Views   

Removing Fields from Web Views   
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Hiding Fields in all Web Views  

Because you can remove a field from a Web view by not exporting the field, the ability to hide fields is no t often 
required. However, you may want to hide a field if some of the queries you export use the field, but you donôt 
want users to see it.  

To hide a field in all Web views of a project, clear the Visible  check box in the Field Editor. To hide a field in 
specific Web views, use the Visible  attribute of the field in the Web View Editor.  

Notes  

 Hidden fields are still available in editors unless you clear the Show in Choice Lists  check box.  

 Queries do not work if fields used in the query definition are not in the Web view.  

Related Topics  

Deleting Fields   

Removing Fields from Web Views   

Hiding Fields in Web Views   
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Removing Fields from Web Views   

Using the Web View Editor, you can remove fields from some Web vie ws and leave the fields in other views.  

Related Topics  

Deleting Fields   

Hiding Fields in all Web Views   

Hiding Fields in specific Web Views   

Exporting Fields to Web Views   
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About Choice Lists   

A choice list is a list of choices displayed in a selection list on an HTML form. Th e choices are defined in a choice 
table.  

Related Topics  

Editing Choice Tables   

Editing Choice Text   

Renaming Choice List Tables   

Sorting Choice Lists  

Editing the Progress and State Lists   

Automatically Updating Choice Lists   

Setting Default Values for Fields   

Global Choice Lists   
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Editing Choice Tables   

You can edit the choices in the list from Census A dmin or from Census Web Admin. Both allow you to add new 
choices, delete choices, change choice text, and reorder choices.  

Using Census Admin  

Use Census Admin when you want to create new choice tables. Using the Field Editor, you can create the choice 
ta ble and  associate it with a field.  

Also, use Census Admin when you want to edit the Progress  choice table. Progress choices must be mapped to 
State choices (see Editing the Progress and State Lists ) using the Field editor.  

When to use Census Web Admin  

Use Census Web Admin to edit existing choice tables (for example, when you want to edit choice text or add new 
cho ices). While you can create new choice tables in Census Web Admin, you cannot associate the new choice 

table with a field ðfor that you need to use the Field Editor in Census Admin.  

Also, donôt use Census Web Admin to edit the Progress  choice list. Use Census Admin instead. All Progress 
choices must be mapped to a State choice, and you cannot edit (or even view) that mapping in Census Web 
Admin.  

Any new choices added to the Progress  list are not mapped to a State choice. If you edit th e text of a progress 
choice and the new text changes the sense of the choice, the State  field must be changed. For example, if you 
change Resolved  to Reopened , then Reopened  still corresponds to the Closed  state until it is remapped.  

Census Web Admin can also delete choice lists when they are not referenced by a field.  

Advantages of Census Web Admin  

The advantage of Census Web Admin is that you can edit choice lists across the Web. You don't have to be sitting 
at a machine where Census Admin is installed . Also, you must use Census Web Admin to define global choice 
lists.  

Related Topics  

Editing Choice Text   

Renaming Choice List Tables   

Sorting Choice Lists   

Editing the Substate and State Lists   

Automatically Updating Choice Lists   

Setting Default Values for Fields   

Global Choice Lists   
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Editing Choice Text   

When you change the text of a choice, you must update any queries that test the choice value. For example, 
consider this query:  

Progress = Assigned  

If you change the choice text from Assigned  to InProgress  in the choice table, the query will not find any 
issues. Issues store the index of the choice, but queries store the text.  
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Renaming Choice List Tables   

Census Web Admin (in the Choice List  list on the Choices  tab) displays a name associated with the choice table, 
not the name of the choice list field.  

A choice table has two names: the name of the choice table (for example, tblState ) and a fr iendly name (for 
example, State ). Census Web Admin displays the friendly name. You can change the friendly name by renaming 
the choice table in Census Web Admin.  

Related Topics  

Editing Choice Tables   
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Sorting Choice Lists   

Web Views can list choices in any order. For example, a non -alphabetic choice order such as Highest, High, 
Medium, Low, Lowest is more appropriate for a list of relative values than the alphabetic orde r.  

When you create a new choice list, you choose how you want to order the list. The Allow Choice Order Sort  
check box controls whether a choice list supports non -alphabetic choice orders and sorts.  

By default, Vector Census lists choices in alphabetic o rder. However, when you allow choice order sorts, you can 
define the sort order by assigning a numeric ID to each choice. This ID controls the position of the choice in the 
list (1st, 2nd, and so on).  

 

Related Topics  

Editing Choice Tables   

Editing Choice Text   

Editing the Substate and State Lists  
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Editing the Progress and State Lists  

The Progress  choice list is a special type of choice lis t. When a user selects a choice from the Progress  list, the 
State  field is set to Open  or Closed .  

To change the mapping of progress values to state values, use Census Admin. Its choice table for the Progress  
list contains an extra column that maps Progres s  choices to State  choices. You must complete this column when 
you add or edit the choices in the Progress  list.  

 

When you edit the State  choice table, remember that the Closed  choice sets the Closed Date  and Time  fields. 
So, for example, changing the choice text from Closed  may confuse users.  

Notes  

If you edit the Progress  choi ce list, check that workflow rules based on the Progress  field still work.  

Related Topics  

Editing Choice Tables   

Editing Choice Text   



Vector Networks   Vector Census ï Administratorôs Guide 

 

55 | P a g e 

 

Global Choice Lists   

Global choice lists are shared by all projects.  

To define a global choice list  

1    In Census Web Admin, click the Choices  tab.  

2    In the Project  list, click Global Choice Lists . 

3    Click  to create a new choice list.  

Alternatively, to base the new list on an existing list, select an entry in Choice L ist  and click .  

4    In the Add Choice List dial og:  

a    In the Choice List Name  box, type a name for the database table in which you want to store the list 
choices.  

b    In Choice List Caption , type a display name for the choice list (this is the name displayed in in Census 
Web Admin).  

c   Select the Non -Alphabetical Choice Order  check box if you want to define a non -alphabetical order for 
the choices in the list (for example, Applications , System , Hardware ).  

d    In the Choices  section, click  to add a new choice to the list.  

To associate the new choice list with a field, use the Field Editor in Cen sus Admin, then regenerate the Web views 
that use the field.  

Related Topics  

Editing Choice Tables  
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Working with Tabs   

Census Web Admin allows you to add new tabs to a project. After you add a new tab, use the Field Editor to add 
new fields to the tab.  

You can also reorder the tabs, change the tab names, and delete tabs. To delete tabs you must delete all the 
fields on the tab or move the fields to another tab.  
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Chapter 5 -  Finding and Listing 

Issues  
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About Queries   

To build queries in Census Admin, click Query Editor  on th e Project  menu. In the Query editor, use And  and Or  
operators to combine multiple search conditions. You can control the order in which search conditions are 
evaluated using parentheses.  

Notes  

 To base a new query on an existing query, choose an entry in the Query Name  list, click Copy , and name 
the new query.  

 To test a query, click Preview . 

Related Topics  

Exporting Queries to Web Views   

Searching by Dates   

Searching  for Unassigned Issues   

Finding Issues for the Current User   

Finding New Issues   

Finding Parent Issues   

Searching Choices Lists with Relational Operators   

Previewing Queries   

Saving Queries   

Inserting Parentheses Around Search Conditions   

Searching for Strings   

Searching for Wildcards   
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Searching by Dates  

Use the < Today > value to match the current date. For example, you can search for all issues submitted or 
updated today.  

To sea rch against specific dates, double -click the Value  box, then double -click a date in the calendar.  

Related Topics  

Building Queries  
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Searching for Unassigned Issues  

By default, the Owner  field is set to < None >. You can use the value < None > in queries to find unassigned 
issues.  

Related Topics  

Building Queries  

Searching for Null Values  

Searching for Strings  

Searching for Wil dcards  
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Finding Issues for the Current User   

Use the value < User > to match the current user. With < User >, you can build generic queries that work for any 
user. For example, the My Assigned Issues  query finds all issues assigned to the current user.  

Related Topics  

Building Queries  
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Finding New Issues   

To find all issues that have not been updated si nce they were first submitted, search against the revision 
number: Revision Number = 1 .  

Related Topics  

Building Queries  
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Finding Parent Issues   

You can find the parent issues of a child issue by searching against the Child Issues  field. For example, to find 
the parent issues of the issue 22, use the Advanced Query editor to search for Child Issues = 22 .  

To find all parent issues, use the Advanced query editor to search for Child Issues <> 0 .  

Related Topics  

Building Que ries  
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Searching Choices Lists with Relational Operators   

The relational operators are <, <=, >=, and >. When you search choice lists with a relational operator, the 
search is based on the order of the choices in the list.  

For example, if the choices in the Problem Area  list are ordered:  

Apps -  Gold mine  

Apps -  MS Excel  

Apps -  MS Outlook  

Apps -  MS Word 

Apps -  Other  

HW -  Disk  

...  

the query Problem Area < HW -  Disk  returns all the application - related issues.  

When a choice list uses a non -alphabetical sort order, the sense of the relational operators i s reversed. For 
example, if the Priority  list is ordered:  

Highest  

High  

Medium 

Low 

Lowest  

the query Priority > Medium  returns issues marked High  or Highest , and the query Priority < Medium  
returns issues marked Low  or Lowest .  

Related Topics  

Building Queries  
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Previewing Queries   

To check the results of a query without closing the Query editor, click the Preview  button. This runs the query 
and displays the results in a preview window.  

Related Topics  

Building Queries  
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Saving Queries   

To save changes and continue editing, click Apply . 

To save changes and exit the Query editor, click Close . 
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Inserting Parentheses Around Search Conditions   

When you combine search conditions with the And  and Or  operators, you m ay not always get the results you 
expect. For example, suppose you want to find all new issues with priorities ASAP  or Today .  

Progress = New And  

Priority = ASAP Or  

Priority = Today  

And  has a higher precedence than Or , so this query finds all new issues with priority ASAP , plus all issues (not 
just the new ones) with priority Today .  

To find only new issues with priorities ASAP  and Today , click the Priority = Today  search condition, then click 

 to place parentheses around the conditions joined by Or . For example:  

Progress = New And  

(Priority = A SAP Or  

Priority = Today)  

Related Topics  

Building Queries  
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Searching for Strings  

The Contains  operator performs a case - insensitive search for a string of text anywhere in a field. You can us e 
Contains  to search for keywords in the Summary  or Description  fields. This allows you to package common 
keyword searches such as predefined queries. For example:  

Summary Contains printer  

You can also use Contains  to find all choices in a list that contain the same string of characters. For example, the 
choices in the default Problem Area  list start with ñHW -ñ ñ, ñApps -  ñ, or ñSystem -  ñ. So Contains ñHW -ò 
finds all hardware problems.  

Related Topics  

Building Queries  

Searching for Wildcards  

Searchin g for Null Values  

Searching for Unassigned Issues  
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Searching for Wildcards   

To provide flexibility in the specification of search patterns, t he Like  and Not Like  operators support wildcard 
characters. Using wildcards, you can search for inexact patterns of text in any field.  

Wildcard  Matches  

_  Any single character. For example:  

run_time  matches run time  or run - time   

%  Zero or more characters. For example:  

Contains run%time  matches any string that contains runtime , run 
time , or run - time .  

Like Install%  matches any string that starts with Install .  

Like %run%time%  matches the same strings as Contains 

run%time .   

[charlist]  Any single character in charlist. Can include spaces, but not the right 
bracket (]) character. For example:  

SP[56]  matches SP5  or SP6    

Use a hyphen to specify a range of characters. For example:  

[1 - 36 - 9]  matches the digits 1, 2, 3, 6, 7, 8, o r 9   

To match the hyphen character, the hyphen must be either the first or 
last character in charlist. For example:  

[ - 0 - 9]  or [0 -9 - ]  match any digit or a minus sign   

[!charlist]  Any single character not in charlist. For example:  

[!tb]rash  matches cras h  but not trash  or brash    

To search for the wildcard characters _ and %, you must enclose them in brackets. For example, to search for a 
percent sign, use the pattern [%] .  

Related Topics  

Building Queries  

Searching for Strings  

Searching for Null Values  

Searching for Unassigned Issues  
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About Sorts   

You can sort the Summary List by issue number, priority, state, progress, owner, or any other field or 
combination of fields. Vector Census allows you to define sorts, which are named sets of sort criteria. Sorts 
appear in the Sort list on t he Summary toolbar.  

To define a sort in Census Admin:  

1    Click Sort Editor  on the Project  menu to open the Sort editor.  

2    In the Sort editor, choose the fields you want to use as sort keys. The first field is the primary sort key, the 
second field is  the secondary key, and so on.  

For example, if you sort by Owner  and Priority , all issues belonging to the same person are grouped 

together, and the issues for each owner are sorted by priority.  

To base a new sort on an existing sort, choose a sort from the Name  list, click Copy , and name the new sort.  

Related Topics  

Sort Orders   

Previewing Sorts   

Saving Sorts   
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Sort Orders   

Choice Order Ascending and Choice Order Descending  sort the issues based on the order of the choices in 
the choice list, not on alphabetical o rder.  

For example, a choice list may contain the values High , Medium , Low  in that order. An alphabetical order for 
the sort list would be High, Low, Medium  or Medium, Low, High , which doesn't make as much sense.  

Related Topics  

Defining Sorts  
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Previewing Sorts   

To check the results of a sort without closing the Sort editor, click the Preview  button. This runs the sort and 
displays the results in a preview window.  

Related Topics  

Defining Sorts  
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Saving Sorts   

To save changes and continue editing, click Apply . 

To save changes and exit the Sort editor, click Close . 

Related Topics  

Defining Sorts  
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About Layouts   

Different queries can list different information in the Summary List . For example, a query that lists only the 
issues assigned to the user does not need to display the Owner  column, unlike a query that lists all issues 
assigned to a group.  

Vector Census a llows you to define layout styles that specify the column layout and contents of the Summary 
List . Layout styles appear in the Layout  list on the Summary Toolbar .  

To define a layout in Census Admin, click Layout Editor  on the Project  menu to open the Layo ut Editor .  

Each column in the Summary List  corresponds to a field. Choose the fields you want to list, and set the column 
widths and alignments. By default, field names are used as column headings, but you can change this by entering 
a new heading in the Title  cell.  

Notes  

To base a new layout on an existing layout, choose the layout from the Name  list, click Copy , and name the new 
layout.  

Related Topics  

Previewing Layouts  

Saving Layouts   
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Previewing Layouts   

To chec k a layout definition without closing the Layout editor, click the Preview  button.  

Related Topics  

Defining Layouts   

Saving Layouts    
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Saving Layouts   

To save changes and continue editing, click Apply . 

To save changes and exit the Layout edi tor, click Close . 

Related Topics  

Defining Layouts   

Previewing Layouts   
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Chapter 6 -  Reporting  
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About Reports   

Reports help you understand and assess the state of your project. An issue tracking system like Vector Census 
contains a lot of valuable information about a project. Reports allow you to access this inf ormation, break it 
down, analyze it, and present it.  

Vector Census provides three types of reports: Summary  (cross - tab), Listing , and Time  (trend).  

In additi on to defining standard Listing reports in Census Admin, you can also use Crystal Reports, which must be 
purchased separately, to customize Listing reports by adding features such as charts, formulas, field highlighting, 
and running totals  

To design repor ts in Census Admin, click Reports  on the Project  menu, and then click Report Editor .  

Related Topics  

Viewing Reports   

Changing Report Viewers   

Selecting Issues for a Report   

Defining Summary Reports   

Defining Listing Reports   

Defining Time Reports   

Defining Report Pages  
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Viewing Reports   

Depending on the report format and definition, you can view reports as text or as line, bar, or pie charts. Charts 
can be in  either 2D or 3D.  

You can view Summary, Time, and Listing reports in Census Admin. You can also view Listing reports in Web 
views. By default, Web views use HTML to format and display Listing reports, and Crystal Reports for custom 
reports (Vector Census includes the Crystal Reports Runtime Software).  

Related Topics  

About Reports   

Changing Report Viewers   
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Changing Report Viewers  

Options control which report viewers are used by the Web views:  

 Standard Report Engine  specifies the report viewer used for Listing reports . 

 Custom Report Engine  specifies the report viewer used for Custom reports.  

To set these options, log on to Census Admin, and on the Tools  menu, click Options .  

Note : If you have a version of Crystal Reports that is newer than version 9, you must still select Crystal 
Reports 9  as the report viewer.  

By default, Vector Census uses the included Crystal Reports v9.0 Runtime Software to display custom reports, 
and a built - in HTML report engine to display listing reports, print issues from the Web Views, and format 
notification contents such as attachments.  

It is possible to use the Crystal Reports engine for all the Listing reports, rather than the HTML report engine.  

For more information about this, see the Building Custom Reports  topic.  

Related Topics  

Viewing Reports  

Building Custom Reports  

Defining Listing Reports  
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Selecting Issues to Include in a Report   

In the Query  list, choose a query to extract issues from the issue databas e and include them in the report. For 
example, if you want a report that breaks down the open issue count, then use the Open Issues query.  

In Web views, users can use a combination of predefined and ad -hoc queries to specify what issues to include in 
a re port. The Web -based report viewer allows users to generate reports using the current contents of the 
Summary List, or using the current issue.  

Related Topics  

Abo ut Reports   

Defining Summary Reports   

Defining Listing Reports   

Defining Time Reports   

Defining Report Pages  
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Summary Reports   

Summary reports are like spreadsheets. They provide a numerical break down of the state of your project. Use 
Summary reports to answer questions like: "How many of the open issues are urgent?" or "Is there a re lationship 
between department and issue priority?"  

You can view Summary reports in Census Admin.  

Adding Rows  

Each row corresponds to a possible value of a choice - list field (single or multi). For example, you can add rows 
for all users in the Owner  list , or just for the help desk analysts in the list.  

A row  is different in each type of report.  

Text (cross - tab) reports  

Each row is a row in the cross - tab table.  

Bar charts  

A bar chart shows bars for each row. That is, the rows  define the horizontal axis, while the column  defines what 
the bars represent.  

If you donôt include a column, then there is one bar for each row. This bar represents the total number of issues 
for the row. If you include a column, side -by -side bars are di splayed for each row.  

Pie charts  

Each row is a slice of the pie. To ensure that the slices add up to 100%, select < All > in the Rows  column.  

Adding Columns  

Each co lumn corresponds to a possible value of a choice - list field (single or multi). For example, you can add 
columns for all possible priority values, or just for the highest priorities.  

Like rows, columns mean different things in the different report formats:  

 Text (cross - tab) reports  

Each column is a column in the cross - tab table.  

 Bar charts  

The column specifies what bars to display for each row.  

 Pie charts  

Columns are not used in pie charts.  

Calculating Totals  

You can insert rows to calculate the totals of columns of numbers. Choose < Total > from the Field Name  list, 
then choose the groups for which you want a total.  

A group  is the  set of rows for a given field. The Group  column displays the group ID. When you add a total row, 
use these IDs to specify which groups of rows you want to total.  

A Total  row sums only the numbers in the selected groups. So, each group of rows can have it s own subtotal. To 
add a grand total, choose < ALL >.  

To add a column that calculates the totals of rows of numbers, select the Total  check box.  

Using Totals and the Show Setting  

Suppose you want to break down the open issue count, not by individual owner , but by groups of owners. For 
example, you might want to see the distribution of open issues between the analysts group and the group leaders 
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group.  

For both groups, add a group of rows and a total row. The group of rows (for example, row 1 below) contai ns a 
row for each help desk analyst. The total row for analysts (row 2) totals up the individual numbers to give a 
group total.  

Showing Totals for Groups  

 

To hide the rows for the individual owners in a group, clear the Show  check box.  

Customizing Row and Column Headings  

Use the Title  fields to enter the heading text for rows and columns.  

Controlling Column Width in Text Reports  

Use the Column Width  box to set a maximum width for all columns in a report, including the column headings.  

Examples  

Text (cross - tab) report  

A Summary rep ort can break down the open issue count by owner and by priority.  

 

This example includes a row for each help desk analyst, and columns for the priorities ASAP, Next 4 Hours, 
Today, and Tomorrow. The report also includes totals.  
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Bar chart  

Bar charts show data as vertical bars. If you have no columns (in the Columns  list, clic k < None >), the bar chart 
shows a total for each row.  

 

If you add columns, the bar chart shows a series of side -by -side bars for each value of the horizontal field. For 
example, to show an issue breakdown by priority, enter Progress  = New .  
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Pie charts  

A pie charts shows a percentage breakdown of the issues with each slice of th e pie corresponds to a row. Since a 
whole pie represents 100%, select  <All > in the Rows  list.  

 

In a pie chart, columns are ignored, and you cannot have more than one group of rows or a total row. If the 
report defines more than one group of rows or a total row, clear the Show  check box before you view the pie 
chart.  

 

Related Topics  

About Reports   

Viewing R eports   
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Selecting Issues to Include in a Report   

Defining Listing Reports   

Defining Time Reports   

Defining Report Pages   
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Listing Reports   

Listings  extract and present subsets of the information entered in issues. Listings are available only as text.  

You can view Listing reports in Census Admin and in Web views. You can  use Crystal Reports to customize the 
version of the listing report that is displayed in Web views.  

Defining Listing Reports  

Listing reports are listings of information entered in issues. Use Listing reports to extract specific information 
from issues.  

For example, you can use a Listing report to print a summary of the resolution details for each resolved issue, or 
to print only the issue number, owner, and summary for each issue. With Listing reports, you choose a set of 
issue fields, and only those fie lds are included in the report.  

Query  

Retrieves the issues included in the report  

Sort  

Sorts the issues.  

Page  

Header, footer, and title to apply to the report.  

Tabular  

Tabular listings list issues in the columns of a table. A tabular report is like  the Summary List, except that you 
can use a report template to add things like a report title or page numbering.  

 

Multicolumn  

Multicolumn listings arrange issue information into blocks; these are repeated down the page for each issue.  

 

Custom Report  
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Marks the report as a custom report. In a Web view, custom reports are listed on the Custom  tab of the View 
Reports dialog. Custom reports are typically Listing reports customized with Crystal Reports.  

Related Topics  

About Reports   

Viewing Reports   

Changing Report Viewers   

Selecting Issues to Include in a Report   

Defining Summary Reports   

Defining Time Reports   

Defining Report Pages   
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Time Reports   

Time reports show trends over time. Use Time reports to answer questions like: "What is the issue arrival rate?", 
or "How fast are issues being resolved?"  

Defining the Time Axis  

The time axis divides the reporting period into intervals of days, weeks, mo nths, quarters, or years (this is the 
granularity of the report). The Time report then sorts the issues into the time intervals, and counts the number of 
issues in each interval.  

To sort issues into time intervals, a Time report uses a master date. The ma ster date is a specified in an issue 
field such as Submitted Date , Closed Date , Assigned Date , or Update Date .  

Master Date  Description  

Assigned Date  The date an issue was assigned.  

For a report that shows the number of open issues per analyst or 
develop er, you could use the Assigned Date  instead of the 
Submitted Date.   

Closed Date  The date an issue was closed. This happens when Progress  is set to a 
value that maps to the Closed  state.  

Use this date for reports that show the number of issues  fixed over 
time (fix rate reports).  

Submitted Date  The date an issue was submitted.  

Use this date for Time reports that show the number of submitted, 
open, or closed issues over time.  

Update Date  The date an issue was last modified.  

Including All Da tes  

Select the Show dates with no values  check box to show days, weeks, months, quarters, and years when 
there were no issues. For example, in a report that shows the daily arrival rate of new issues during the last 
week, you probably want to see a value for each day in the week, even if that value is 0.  

Showing Interval Totals  

When the Cumulative  check box is selected, a Time report accumulates the number of issues from one interval 
to the next. For example, suppose you have a Time report that shows the  number of submitted issues per week. 
To see how the total number of submitted issues grows week by week, select the Cumulative  check box. To see 
the number of issues submitted each week, clear the Cumulative  check box.  

Defining Reporting Periods  

Enter s pecific From  and To  dates, or choose one of the When conditions: This Month , This Quarter , or This 
Year . You can also combine From  or To  with When . For example, if the year is 2006 and you set From  to 
3/3/06  and When  to This Year , your reporting period wou ld be 3/3/06 to 12/31/06.  

Including Totals  

Select the Total  check box. For each time interval, the Time report shows the total number of issues included in 
the report.  

Controlling Column Width in Tabular Time Reports  

Use the Column Width  box to set a maximum width for all columns in a report, including the column headings.  

Defining the Field Axis  

The field axis determines which issues a report counts. For example, to include the number of ASAP  and Today  
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priority issues, choose these Pri ority  field values as the columns. The Time report then counts the number of 
ASAP  and Today  priority issues in each interval.  

Each column corresponds to a possible value of a choice - list field (single or multi). For example, you can add 
columns for all possible priority values, or just for the highest priorities (ASAP, Next 4 Hours, Today).  

Text (cross - tab) reports  

Each column is a column in the cross - tab table.  

Line charts  

Each column is a line in the line chart.  

Bar charts   

The column specifies what bars to display for each row.  

If you set Field Name  to < None >, then the Time report provides a total of all issues for each i nterval.  

 

Related Topics  

About Reports   

Viewing Reports   

Selecting Issues to Include in a Report   
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Defining Summary Reports   

Defining Listing Reports   

Defining Report Pages   
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Defining Report Pages   

Repo rt pages define formatting elements common to every page of a report, such as headers, footers, titles, and 
column layout. Report pages also define report titles. Pages can be shared by many reports, allowing you to 
define a standard look for all reports g enerated by Vector Census.  

Vector Census comes with a set of predefined pages. You can adapt these templates to your specific 
requirements, or define entirely new pages.  

To open the Page Editor:  

On the Tools  menu, click Report , then click Page Editor .  

 Choose a page from the Name  list. You can then edit, delete, or rename the page.  

 To use on e page as a starting point for a new page, choose a page from the Name  list, click Copy , and give 
the new page a name.  

 To create a page from scratch, click New . 

You can use the Page editor to define headers, footers, and titles for your reports. In addition to typing and 
formatting plain text, you can insert placeholders for the curre nt date, time, and page number. When you 
generate your report, these placeholders are replaced with values.  

To do this  Click  

Insert the current date   

Insert the current time   

Insert the current page number   

Left -align text   

Center text   

Right -align text   

Format text by changing fonts and point sizes, and applying 
bold, italic, or underline styles.  

 

Related Topics     

About Reports   

Defining Summary Reports   

Defining Listing Reports   

Defining Time Reports   
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Chapter 7 -  Managing Contacts, 

Users and Groups  
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About Users and Contacts   

In Vector Census, you work with two types of users:  

 Users, who have logon names and passwords and can log on to Web views, Census Web Admin, Census 
Admin, or the Web View Editor.  

 Contacts, who cannot log on. Contacts are people who, for example, report issues by telephone, e -mail, fax, 
or through submit -only views.  

Users are not specific to projects. For example, a user can use the same logon name and password to log on to 
any Web view of any project. However, each project can store different information for users. When you add a 
field to the Contact  tab of a project, that field is a project -specific user information field. That is why you have to 
choose a project before you can create or edit users in Census Web Admin.  

Importing Users and Contacts from Windows  

You can import user accounts from Active Directo ry (or from a Windows NT domain), so users can log on to 
Vector Census with their Windows user names and passwords. Use the User Account Import Manager to import 
user accounts and keep Vector Census synchronized with Active Directory/Windows.  

Administerin g Users and Contacts  

To create and manage users and contacts in Vector Census, use Census Web Admin. For example, you can use 
Web Admin to disable users, create contacts, and to create user accounts.  

Users with the required permissions can also create co ntacts in Web views.  

Related Topics  

Importing User Accounts   

Creating User Accounts   

Disabling User Accounts   

Changing Passwords and Editing User Information   

Groups: Adding and Removing Users   
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About Security   

Vector Census security enables you to manage user access to issue data and features. In Vector Census, security 
is based on the users and groups.  

When you install Vector Census, the Setup program creates sample users, such as Admin , and demo , along with 
a number of role -based user accounts.  

To secure your projects, you must import or create user accounts for users. You then assign the users to groups, 
and use group privileges to control their access to tools, such as Census Admin and Census Web Admin and for 
individual features such as the Report editor.  

Related Topics  

About Users and Contacts   

About Groups   

Importing User Accounts   

Creating User Accounts   

Defining User Groups   

Groups: Adding and Removing Users   

Enabling and Disabling Projects   
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About Groups   

Each user is a member of one or more groups. Access to Vector Census features and projects is based on group 
membership. You can enable and disable features and projects on a group -by -group basis. A user can only access 
a feature or project if the user is a member of a g roup where the feature or project is enabled.  

Vector Census has several default groups.  

 The Admins  group has all features enabl ed 

 The Users  group enables features that you want to make available to all users. All users are members of this 
group  

 The Analysts  and Group Leaders  groups have access to all Web View features controlled by security 
permissions  

 The Employees  group cannot access any of the Web view features controlled by security permissions  

To control access to Vector Census features, you assign users  to the groups based on their roles and 
responsibilities in the issue tracking process. For example, a member of the QA staff who is also responsible for 
administering Vector Census would be a member of both the QA  and the Admins  group.  

Notes  

 Use the Web View Editor to set the group access permissions  that control who can log on to the Web views of 
a project.  

 Use Census Admi n to control access to projects.  

Related Topics  

About Users and Contacts   

About Security   

Defining User Groups   

Groups: Adding and Removing Users   

Enabling and Disabling Projects   
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Importing User Accounts   

You can import user accounts from an Active Directory domain or from a Windows NT domain.  

To import user accounts:  

1    Log on to the User Account Import Manager, and click Next  in the Welcome dialog.  

2    In the Import Rules dialog, click an import rule to specif y the users you want to import.  

3    In the Active Directory Servers and Windows Domains dialog, select an Active Directory LDAP server or a 
Windows NT domain.  

To add an Active Directory server, click Add LDAP . To add a Windows NT domain, click Add Domain . 

4    In the Active Directory Servers and Windows Domains dialog, click the Active Directory server or Windows 
domain from which you want to import users.  

5    In the Import Users dialog, choose one of the following options:  

 To import all users listed in the dialog, click Next . 

 To filter the list based on Active Directory groups, click Add Filter  and select the groups to filter, then click 
Append  to add the group filter to the cur rent search filter, or click Replace  to replace the current filter 
with the group filter. Click Refresh  to apply the search filter.  

You can also type additional LDAP search filter conditions directly in the Filter  box. For example, 
"(cn=e*)" selects all u sers with user names starting with "e", and "(&(!cn=IUSR*) (!cn=CensusUser))" 
filters out all IUSR_<computername> accounts and the CensusUser account.  

 To filter the list based on Windows Domains groups, select the groups you want to import from the list.  

 To import some of the users, click Selected Users , then click the users you want to import.  

6    In the Import Settings dialog, select the Import as Contacts  check box if you want to import contacts 
instead of users.  

7    To add the imported users to a speci fied user group, such as Employees , click the group to which you want 
to add the new users in the Import to Group  list. (Note that imported users are always added to the Users  
group.)  

8    To schedule imports, select the When Scheduled  check box, then click  Configure . 

Related Topics  

Defining Import Rules   

Adding Active Directory Servers and Windows Domains   

Adding a Windows NT Domain   

Filtering Users   

Import S ettings  
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Defining Import Rules   

An import rule remembers the settings from the last time you used the rule.  

To define an import rule:  

1    In the Import Rul es dialog, click Add  and type a name for the import rule.  

2    Click Next  and continue through the remaining steps of the User Account Import Manager.  

All your subseque nt choices and settings are saved in the import rule. For example, suppose you select an Active 
Directory server, specify an LDAP search filter, and change the default import settings. The next time you run the 
User Account Import Manager, you can select t he import rule to use the same choices and settings.  

Related Topics  

Importing User Accounts   

Adding Active Directory Servers and Windows Domains   

Adding a Windows NT Domain   

Filtering Users   

Import Settings  
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Adding Acti ve Directory Servers and Windows Domains   

Before you can import user accounts, you must add a connection to an Active Directory server or Windows NT 
domain.  

To add an Active Directory server:  

1    In the Active Directory Servers and Windows D omains dialog, click Manage . 

2    In the Manage Active Directory Servers and Windows Domains dialog, click Add LDAP . 

3    In the Display Name  box, type a name for the LDAP server. Vector Census uses this name to identify the 
server.  

4    In the Host , Port , an d Base DN  boxes, enter the connection information for the LDAP server:  

Host  is the IP address of the LDAP server.  

Port  is the port the LDAP server is running on. By default, LDAP servers run on port 389. LDAP over SSL uses 

port 636 by default.  

Base DN  is the top level of the LDAP directory tree. For example, if your organizationôs DNS domain name is 

mycompany.local , the Base DN is dc=mycompany,dc=local . 

5    If you want to use anonymous authentication for the connection, select the Anonymous Bind  check box.   

Alternatively, clear the Anonymous Bind  check box and enter the information for authenticating a user 
when connected to the server, where:  

User DN  is the user to authenticate For example: CN=Administrator,CN=Users,DC=mycompany,DC=local  

Password  is the us er's password  

6    In the LDAP Logon Name Field  box, type the name of the LDAP property that stores the user account 
name. Vector Census uses this name to log on.  

7    Click Test  to test the connection.  

Related Topics  

Importing User Accounts   

Defining Import Rules   

Adding a Windows NT Domain   

Filtering Users   

Import Settings   
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Adding a Windows NT Domain   

To add a Windows NT domain:  

1    In the Active Directory Servers and Windows Domains dialog, click Manage . 

2    In the Active Directory Servers and Windows Domains d ialog, click Add Domain . 

3    In the Domain  list, click the Windows NT domain you want to add.  

4    If the Computer Name  box is not automatically filled in, type the name of the server that is the primary 
domain controller, in the format ñ\ \serverò. 

5    Click Test  to test the connection.  

Related Topics  

Importing User Accounts   

Defining Import Rules   

Adding Active Directory Servers and Windows Domains  

Filtering Users   

Import Settings   


















































































































































































































































































































































































































































































































































