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Now that you have changed your password, lets take another look at the “My Arena” tab.  The most important thing to 

remember is that the “My Arena” tab is really your home base. Here you will find easy access to information regarding project 

Teams, Time & Expense, Approvals, Issues, Tasks, Attachments, Alerts and Filters. This training will only cover Teams, Time & 

Expense, Issues and Tasks. 

Teams–Lists your level of interaction to any project/Projects you are associated with.

Time & Expense–Is where your weekly timesheets are found and submitted from.

Issues–All Issues assigned to you on any project can found here.

Tasks–Any Task assigned to you can be found here.

My Arena / Change Password cont’d

“My Arena” 

tab, “Teams” 

sub-tab
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Draft


Double-click here and type 
notes.






Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Title


Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Upon initial login into Innotas, you will be directed to the “Teams” section of the ”My Arena” tab. The Innotas interface is based on a tabbed structure.  In the example below the tab in the upper left is the “My Arena” tab, under that you will find the sub-tabs(sections) of “My Arena”. The “My Arena” tab simplifies the navigation on the system by keeping everything that you are associated with in one place. As you can see there are a number of sub-tabs housed under the “My Arena” tab. We are only concerned with a few.  Please take a look at the upper right corner of the screen where <your name>,” logout”, “help”, and “timesheet” are displayed. The first thing that needs to be done is to change your password. To do this please follow the process outlined below.


My Arena/Change Password


“My Arena” tab “Teams” sub-tab


Click on your name


Continue to next page


“Resource Info” tab is displayed


 


“Change Your Password” window is displayed


Enter your current password then your new password twice


Press “save”


After you have changed your password click on the “My Arena” tab



My Arena / Change Password cont’d


Press “password”


Now that you have changed your password, lets take another look at the “My Arena” tab.  The most important thing to remember is that the “My Arena” tab is really your home base. Here you will find easy access to information regarding project Teams, Time & Expense, Approvals, Issues, Tasks, Attachments, Alerts and Filters. This training will only cover Teams, Time & Expense, Issues and Tasks. 

	Teams – Lists your level of interaction to any project/Projects you are associated with.
	Time & Expense – Is where your weekly timesheets are found and submitted from.
	Issues – All Issues assigned to you on any project can found here.
	Tasks – Any Task assigned to you can be found here.


My Arena / Change Password cont’d


“My Arena” tab, “Teams” sub-tab


“My Arena” tab “Teams” sub-tab


Create Issue


Project “Tasks” sub-tab is displayed


Project “Issues” sub-tab is displayed


“Create a new Issue” window is displayed


Enter information


Press “save” button


4. Type: Issue category
	Financial: The issue has a financial component (i.e. budget)

	Resource: The issue concerns a resource(s) of the project (i.e. 	vendor, IT member, etc.)

	Risk: Identified event that will have an impact on the project. A risk can 	be positive or negative.  
 
	Schedule: The issue relates to the project schedule (i.e. task may 	slip 	depending on the resolution of the issue)

	Technical: The issue is technically related (i.e. problem with 	network, servers, etc.)

	Other: Any other issue that does not fall in the above categories

5. Specific Type: 
	Detailed description of Issue types determined by the Project 	Manager, specific to the Project. 

6. Priority: The urgency of the Issue.		
	High: The issue needs to be addressed immediately

	Medium: The issue needs to be addressed within the next 2 to 3 	days

	Low: The issue needs to be addressed within a couple of weeks	

7. Budget Impact	
	N/A: This issue has no affect on the project’s budget
	
	No: This issue is financial in nature but has no affect on the 	project’s budget
	
	Yes: This issue is financial in nature and will affect the project 	budget

8. Complexity: The difficulty of the Issue.	
	High: This issue is complex in nature and requires significant 	resources (people and/or capital) to resolve
	
	Medium: This issue contains moderate complexity	
	
	Low: This issue contains minimal complexity

9. Problem Description: Enter the information about the Issue here.  Be as detailed as possible so that other team members understand the Issue.

10. Start Date: Date the Issue was/is set to begin.

11. Target Date: The date the issue is expected to be resolved

12. Close Date: Date the Issue was resolved (remember for an issue to be resolved, the status must be marked Resolved).

13. Problem Resolution: Enter the proposed resolution to the Issue here for the Creator, if necessary the Creator will elaborate on the resolution prior to resolving the issue.

14. Visibility: Must be set to Public.
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1. Title: Short description of issue

2. Assigned To: This field is for the name of the person who is currently assigned to the issue.  This should change when the Issue is either assigned to a new person or if necessary when the Status of the Issue changes.   

3. Status: Current Status of the Issue.  This should be changed as the Issue progresses.  Only the Creator should ever mark this field Resolved.
	Identified: The issue concerns a resource(s) of the project (i.e. vendor, IT member, etc.)	
	Seeking Resolution: The assigned resource is searching for a resolution to the problem
	
	Solution Proposed: The assigned resource has provided a proposed solution to the problem
	
	Resolved: The resolution of the issue has been accepted and resolved (THE ISSUE IS 	CONSIDERED CLOSED)
	
	Escalated: The assigned resource cannot resolve the problem and has escalated to a higher level individual in the 	organization to address 

4. Project: Name of the Project this Issue is attached to in Innotas.


Field Definitions 


Create Issue cont’d


Continue to next page


5


“Issue” window “Basic Info” tab is displayed


Attachment


Close window


Please see “Attachments” page


No


Press the “edit” button to make changes to the issue (i.e. Status, Close Date, etc.)


Create Issue cont’d


Click “Attachments” tab.



Yes


Update Issue


“My Arena” tab “Teams” sub-tab


Click on “Issues” sub-tab


Click on issue title


Press “edit” button


Continue to next page


“Edit Issue” window is displayed


Edit information


Press “save” button


Issue window “Basic Info” tab is displayed


Close window


Update Issue cont’d


Close Date: Date the Issue was resolved (remember
 for an issue to be resolved, the status must be marked 
Resolved).
Problem Resolution: Enter the proposed resolution to the Issue 
here for the Creator, if necessary the Creator will elaborate on the 
resolution prior to resolving the issue.
Notes: Use this section to update the status of the Issue.
Alert Routes: You can use this portion of the Issue screen to add 
Users to alert notifications about changes to the Issue.



Create a new Note window is displayed


Enter Note “Subject” and “Message”


Press “save” button


Press “new” button


Add Note


Notes can be added to many different types of objects within Innotas. The process is very similar in most cases eg. Tasks, Issues Projects, Timesheets, etc. When you have the “Info” or “Basic Info” tab displayed in the lower left  portion you will notice a section with the heading “Notes”.  On the right of this heading you will see a button “new”. Below is a sample taken from the “Basic Info” screen of an “Issue” 

Notes differ from “Descriptions” in the fact you can reply to a “Note”. Notes are an open thread, and should be used accordingly.



Issue  window “Basic Info” tab


Continue to next page


Issue  window “Basic Info” tab


Close Window



As you can see from the above example when a note is entered:
Title is displayed “Test Message”
Resource who entered it “User1, Team” 
Date and time stamp “04/01/2008 5:07 AM” 
Note (message) “This is a Test Message. Please Reply”.
After you add a  “Note” to an object you have the option to “Edit” or “Delete” the Note you just entered.




Below is how a note is displayed to other users. As you may notice the “Edit” and “Delete” button have been removed. Notes can only be deleted by the person who created it. Also in the example below you can see a reply was entered. This is done by pressing the [Reply] button. Just as before, a window will open asking for a title and a message. For an example please refer to the first page of the notes section.



Add Note cont’d / Reply to Note


Threaded “Notes” example (zoomed)


“new file” button is used to attach a file from your local machine (ex. word doc, excel file, budget sheet)
“new link” button is used to attach a web link (ex. https://i3s1.innotas.com/dyn/project)


“Projects” tab “Attachments” sub-tab


Continue to next page


Press “new file” 
or 
“new link” button


Attachments


“Create a New Attachment” window is displayed


“File Upload” window is displayed


Select a file to upload


Press “Open” button


Attachments cont’d


Press “Browse” button


Continue to next page


“Create a New Attachment” window is displayed


Enter information


Press “save” button


Be sure to check the “Public” box. 
If this box is not checked the attachment will not be seen by anyone except the project team


If a “Title” for the attachment is not entered, Innotas will use the “Filename” as the default “Title”


Attachments cont’d


Continue to next page


Check in / Check out cont’d


 The “Attachment Info” sub-tab will be refreshed


A warning window will be displayed


Click “View” to open the document


“File Download” window will be displayed


Press “OK’ button


Continue to next page


Check in / Check out cont’d


Once the document is opened, save the file to your hard drive (note the save location)
Update document
After edits are complete, re-save the document
Begin document “check in” process


Press “Open” button


The person who “checks out” the document is the only one allowed to “check in” the document


Press “check in” button


.


“Attachment Info” sub-tab will be refreshed


Check in / Check out cont’d


“My Arena” tab
 “Time & Expense” sub-tab


Timesheet for date range is displayed


“My Arena” tab, “Teams” sub-tab


Task Info window “Basic Info” tab


“My Arena” tab “Tasks” sub-tab


Press “Log Time” 
button


New Project Time window is displayed


Enter the hours worked on the task, un-check billable check-box, add “Notes” if desired. The “Hrs to Comp” shows the estimated hours remaining for the task. Some Estimates may be over/under what it takes to complete the specific task. 


Task Info window “Basic Info” tab


Press “Save” Button


Timesheet for date range is displayed


Continue to next page


Overall Health
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Logging In to Innotas

Open your web 

browser to 

www.innotas.com

Type your 

User Name 

and 

Password 

into the box.

Click 

Login.

The user id for Innotas 

is your FULL umdnj 

email address.

The My Arena 

screen will 

appear.
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Upon initial login into Innotas, you will be directed to the “Teams” section of the ”My Arena” tab. The Innotas interface is based on a 

tabbed structure.  In the example below the tab in the upper left is the “My Arena” tab, under that you will find the sub-tabs(sections) of 

“My Arena”. The “My Arena” tab simplifies the navigation on the system by keeping everything that you are associated with in one 

place. As you can see there are a number of sub-tabs housed under the “My Arena” tab. We are only concerned with a few.  Please 

take a look at the upper right corner of the screen where <your name>,” logout”, “help”, and “timesheet” are displayed. The first thing 

that needs to be done is to change your password. To do this please follow the process outlined below.

“My Arena” tab 

“Teams” sub-tab

My Arena/Change Password

Continue to next 

page

Click on 

your name


oleObject2.bin
 


Draft


Double-click here and type 
notes.






Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Title


Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Upon initial login into Innotas, you will be directed to the “Teams” section of the ”My Arena” tab. The Innotas interface is based on a tabbed structure.  In the example below the tab in the upper left is the “My Arena” tab, under that you will find the sub-tabs(sections) of “My Arena”. The “My Arena” tab simplifies the navigation on the system by keeping everything that you are associated with in one place. As you can see there are a number of sub-tabs housed under the “My Arena” tab. We are only concerned with a few.  Please take a look at the upper right corner of the screen where <your name>,” logout”, “help”, and “timesheet” are displayed. The first thing that needs to be done is to change your password. To do this please follow the process outlined below.


My Arena/Change Password


“My Arena” tab “Teams” sub-tab


Click on your name


Continue to next page


“Resource Info” tab is displayed


 


“Change Your Password” window is displayed


Enter your current password then your new password twice


Press “save”


After you have changed your password click on the “My Arena” tab



My Arena / Change Password cont’d


Press “password”


Now that you have changed your password, lets take another look at the “My Arena” tab.  The most important thing to remember is that the “My Arena” tab is really your home base. Here you will find easy access to information regarding project Teams, Time & Expense, Approvals, Issues, Tasks, Attachments, Alerts and Filters. This training will only cover Teams, Time & Expense, Issues and Tasks. 

	Teams – Lists your level of interaction to any project/Projects you are associated with.
	Time & Expense – Is where your weekly timesheets are found and submitted from.
	Issues – All Issues assigned to you on any project can found here.
	Tasks – Any Task assigned to you can be found here.


My Arena / Change Password cont’d


“My Arena” tab, “Teams” sub-tab


“My Arena” tab “Teams” sub-tab


Create Issue


Project “Tasks” sub-tab is displayed


Project “Issues” sub-tab is displayed


“Create a new Issue” window is displayed


Enter information


Press “save” button


4. Type: Issue category
	Financial: The issue has a financial component (i.e. budget)

	Resource: The issue concerns a resource(s) of the project (i.e. 	vendor, IT member, etc.)

	Risk: Identified event that will have an impact on the project. A risk can 	be positive or negative.  
 
	Schedule: The issue relates to the project schedule (i.e. task may 	slip 	depending on the resolution of the issue)

	Technical: The issue is technically related (i.e. problem with 	network, servers, etc.)

	Other: Any other issue that does not fall in the above categories

5. Specific Type: 
	Detailed description of Issue types determined by the Project 	Manager, specific to the Project. 

6. Priority: The urgency of the Issue.		
	High: The issue needs to be addressed immediately

	Medium: The issue needs to be addressed within the next 2 to 3 	days

	Low: The issue needs to be addressed within a couple of weeks	

7. Budget Impact	
	N/A: This issue has no affect on the project’s budget
	
	No: This issue is financial in nature but has no affect on the 	project’s budget
	
	Yes: This issue is financial in nature and will affect the project 	budget

8. Complexity: The difficulty of the Issue.	
	High: This issue is complex in nature and requires significant 	resources (people and/or capital) to resolve
	
	Medium: This issue contains moderate complexity	
	
	Low: This issue contains minimal complexity

9. Problem Description: Enter the information about the Issue here.  Be as detailed as possible so that other team members understand the Issue.

10. Start Date: Date the Issue was/is set to begin.

11. Target Date: The date the issue is expected to be resolved

12. Close Date: Date the Issue was resolved (remember for an issue to be resolved, the status must be marked Resolved).

13. Problem Resolution: Enter the proposed resolution to the Issue here for the Creator, if necessary the Creator will elaborate on the resolution prior to resolving the issue.

14. Visibility: Must be set to Public.
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1. Title: Short description of issue

2. Assigned To: This field is for the name of the person who is currently assigned to the issue.  This should change when the Issue is either assigned to a new person or if necessary when the Status of the Issue changes.   

3. Status: Current Status of the Issue.  This should be changed as the Issue progresses.  Only the Creator should ever mark this field Resolved.
	Identified: The issue concerns a resource(s) of the project (i.e. vendor, IT member, etc.)	
	Seeking Resolution: The assigned resource is searching for a resolution to the problem
	
	Solution Proposed: The assigned resource has provided a proposed solution to the problem
	
	Resolved: The resolution of the issue has been accepted and resolved (THE ISSUE IS 	CONSIDERED CLOSED)
	
	Escalated: The assigned resource cannot resolve the problem and has escalated to a higher level individual in the 	organization to address 

4. Project: Name of the Project this Issue is attached to in Innotas.


Field Definitions 


Create Issue cont’d


Continue to next page


5


“Issue” window “Basic Info” tab is displayed


Attachment


Close window


Please see “Attachments” page


No


Press the “edit” button to make changes to the issue (i.e. Status, Close Date, etc.)


Create Issue cont’d


Click “Attachments” tab.



Yes


Update Issue


“My Arena” tab “Teams” sub-tab


Click on “Issues” sub-tab


Click on issue title


Press “edit” button


Continue to next page


“Edit Issue” window is displayed


Edit information


Press “save” button


Issue window “Basic Info” tab is displayed


Close window


Update Issue cont’d


Close Date: Date the Issue was resolved (remember
 for an issue to be resolved, the status must be marked 
Resolved).
Problem Resolution: Enter the proposed resolution to the Issue 
here for the Creator, if necessary the Creator will elaborate on the 
resolution prior to resolving the issue.
Notes: Use this section to update the status of the Issue.
Alert Routes: You can use this portion of the Issue screen to add 
Users to alert notifications about changes to the Issue.



Create a new Note window is displayed


Enter Note “Subject” and “Message”


Press “save” button


Press “new” button


Add Note


Notes can be added to many different types of objects within Innotas. The process is very similar in most cases eg. Tasks, Issues Projects, Timesheets, etc. When you have the “Info” or “Basic Info” tab displayed in the lower left  portion you will notice a section with the heading “Notes”.  On the right of this heading you will see a button “new”. Below is a sample taken from the “Basic Info” screen of an “Issue” 

Notes differ from “Descriptions” in the fact you can reply to a “Note”. Notes are an open thread, and should be used accordingly.



Issue  window “Basic Info” tab


Continue to next page


Issue  window “Basic Info” tab


Close Window



As you can see from the above example when a note is entered:
Title is displayed “Test Message”
Resource who entered it “User1, Team” 
Date and time stamp “04/01/2008 5:07 AM” 
Note (message) “This is a Test Message. Please Reply”.
After you add a  “Note” to an object you have the option to “Edit” or “Delete” the Note you just entered.




Below is how a note is displayed to other users. As you may notice the “Edit” and “Delete” button have been removed. Notes can only be deleted by the person who created it. Also in the example below you can see a reply was entered. This is done by pressing the [Reply] button. Just as before, a window will open asking for a title and a message. For an example please refer to the first page of the notes section.



Add Note cont’d / Reply to Note


Threaded “Notes” example (zoomed)


“new file” button is used to attach a file from your local machine (ex. word doc, excel file, budget sheet)
“new link” button is used to attach a web link (ex. https://i3s1.innotas.com/dyn/project)


“Projects” tab “Attachments” sub-tab


Continue to next page


Press “new file” 
or 
“new link” button


Attachments


“Create a New Attachment” window is displayed


“File Upload” window is displayed


Select a file to upload


Press “Open” button


Attachments cont’d


Press “Browse” button


Continue to next page


“Create a New Attachment” window is displayed


Enter information


Press “save” button


Be sure to check the “Public” box. 
If this box is not checked the attachment will not be seen by anyone except the project team


If a “Title” for the attachment is not entered, Innotas will use the “Filename” as the default “Title”


Attachments cont’d


Continue to next page


Check in / Check out cont’d


 The “Attachment Info” sub-tab will be refreshed


A warning window will be displayed


Click “View” to open the document


“File Download” window will be displayed


Press “OK’ button


Continue to next page


Check in / Check out cont’d


Once the document is opened, save the file to your hard drive (note the save location)
Update document
After edits are complete, re-save the document
Begin document “check in” process


Press “Open” button


The person who “checks out” the document is the only one allowed to “check in” the document


Press “check in” button


.


“Attachment Info” sub-tab will be refreshed


Check in / Check out cont’d


“My Arena” tab
 “Time & Expense” sub-tab


Timesheet for date range is displayed


“My Arena” tab, “Teams” sub-tab


Task Info window “Basic Info” tab


“My Arena” tab “Tasks” sub-tab


Press “Log Time” 
button


New Project Time window is displayed


Enter the hours worked on the task, un-check billable check-box, add “Notes” if desired. The “Hrs to Comp” shows the estimated hours remaining for the task. Some Estimates may be over/under what it takes to complete the specific task. 


Task Info window “Basic Info” tab


Press “Save” Button


Timesheet for date range is displayed


Continue to next page


Overall Health
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“Resource Info” 

tab is displayed

“Change Your 

Password” 

window is 

displayed

Enter your current 

password then 

your new 

password twice

Press 

“save”

My Arena / Change Password cont’d

Press 

“password”

After you have changed your password click on the “My Arena” tab
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Draft


Double-click here and type 
notes.






Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Title


Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Upon initial login into Innotas, you will be directed to the “Teams” section of the ”My Arena” tab. The Innotas interface is based on a tabbed structure.  In the example below the tab in the upper left is the “My Arena” tab, under that you will find the sub-tabs(sections) of “My Arena”. The “My Arena” tab simplifies the navigation on the system by keeping everything that you are associated with in one place. As you can see there are a number of sub-tabs housed under the “My Arena” tab. We are only concerned with a few.  Please take a look at the upper right corner of the screen where <your name>,” logout”, “help”, and “timesheet” are displayed. The first thing that needs to be done is to change your password. To do this please follow the process outlined below.


My Arena/Change Password


“My Arena” tab “Teams” sub-tab


Click on your name


Continue to next page


“Resource Info” tab is displayed


 


“Change Your Password” window is displayed


Enter your current password then your new password twice


Press “save”


After you have changed your password click on the “My Arena” tab



My Arena / Change Password cont’d


Press “password”


Now that you have changed your password, lets take another look at the “My Arena” tab.  The most important thing to remember is that the “My Arena” tab is really your home base. Here you will find easy access to information regarding project Teams, Time & Expense, Approvals, Issues, Tasks, Attachments, Alerts and Filters. This training will only cover Teams, Time & Expense, Issues and Tasks. 

	Teams – Lists your level of interaction to any project/Projects you are associated with.
	Time & Expense – Is where your weekly timesheets are found and submitted from.
	Issues – All Issues assigned to you on any project can found here.
	Tasks – Any Task assigned to you can be found here.


My Arena / Change Password cont’d


“My Arena” tab, “Teams” sub-tab


“My Arena” tab “Teams” sub-tab


Create Issue


Project “Tasks” sub-tab is displayed


Project “Issues” sub-tab is displayed


“Create a new Issue” window is displayed


Enter information


Press “save” button


4. Type: Issue category
	Financial: The issue has a financial component (i.e. budget)

	Resource: The issue concerns a resource(s) of the project (i.e. 	vendor, IT member, etc.)

	Risk: Identified event that will have an impact on the project. A risk can 	be positive or negative.  
 
	Schedule: The issue relates to the project schedule (i.e. task may 	slip 	depending on the resolution of the issue)

	Technical: The issue is technically related (i.e. problem with 	network, servers, etc.)

	Other: Any other issue that does not fall in the above categories

5. Specific Type: 
	Detailed description of Issue types determined by the Project 	Manager, specific to the Project. 

6. Priority: The urgency of the Issue.		
	High: The issue needs to be addressed immediately

	Medium: The issue needs to be addressed within the next 2 to 3 	days

	Low: The issue needs to be addressed within a couple of weeks	

7. Budget Impact	
	N/A: This issue has no affect on the project’s budget
	
	No: This issue is financial in nature but has no affect on the 	project’s budget
	
	Yes: This issue is financial in nature and will affect the project 	budget

8. Complexity: The difficulty of the Issue.	
	High: This issue is complex in nature and requires significant 	resources (people and/or capital) to resolve
	
	Medium: This issue contains moderate complexity	
	
	Low: This issue contains minimal complexity

9. Problem Description: Enter the information about the Issue here.  Be as detailed as possible so that other team members understand the Issue.

10. Start Date: Date the Issue was/is set to begin.

11. Target Date: The date the issue is expected to be resolved

12. Close Date: Date the Issue was resolved (remember for an issue to be resolved, the status must be marked Resolved).

13. Problem Resolution: Enter the proposed resolution to the Issue here for the Creator, if necessary the Creator will elaborate on the resolution prior to resolving the issue.

14. Visibility: Must be set to Public.
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1. Title: Short description of issue

2. Assigned To: This field is for the name of the person who is currently assigned to the issue.  This should change when the Issue is either assigned to a new person or if necessary when the Status of the Issue changes.   

3. Status: Current Status of the Issue.  This should be changed as the Issue progresses.  Only the Creator should ever mark this field Resolved.
	Identified: The issue concerns a resource(s) of the project (i.e. vendor, IT member, etc.)	
	Seeking Resolution: The assigned resource is searching for a resolution to the problem
	
	Solution Proposed: The assigned resource has provided a proposed solution to the problem
	
	Resolved: The resolution of the issue has been accepted and resolved (THE ISSUE IS 	CONSIDERED CLOSED)
	
	Escalated: The assigned resource cannot resolve the problem and has escalated to a higher level individual in the 	organization to address 

4. Project: Name of the Project this Issue is attached to in Innotas.


Field Definitions 


Create Issue cont’d


Continue to next page


5


“Issue” window “Basic Info” tab is displayed


Attachment


Close window


Please see “Attachments” page


No


Press the “edit” button to make changes to the issue (i.e. Status, Close Date, etc.)


Create Issue cont’d


Click “Attachments” tab.



Yes


Update Issue


“My Arena” tab “Teams” sub-tab


Click on “Issues” sub-tab


Click on issue title


Press “edit” button


Continue to next page


“Edit Issue” window is displayed


Edit information


Press “save” button


Issue window “Basic Info” tab is displayed


Close window


Update Issue cont’d


Close Date: Date the Issue was resolved (remember
 for an issue to be resolved, the status must be marked 
Resolved).
Problem Resolution: Enter the proposed resolution to the Issue 
here for the Creator, if necessary the Creator will elaborate on the 
resolution prior to resolving the issue.
Notes: Use this section to update the status of the Issue.
Alert Routes: You can use this portion of the Issue screen to add 
Users to alert notifications about changes to the Issue.



Create a new Note window is displayed


Enter Note “Subject” and “Message”


Press “save” button


Press “new” button


Add Note


Notes can be added to many different types of objects within Innotas. The process is very similar in most cases eg. Tasks, Issues Projects, Timesheets, etc. When you have the “Info” or “Basic Info” tab displayed in the lower left  portion you will notice a section with the heading “Notes”.  On the right of this heading you will see a button “new”. Below is a sample taken from the “Basic Info” screen of an “Issue” 

Notes differ from “Descriptions” in the fact you can reply to a “Note”. Notes are an open thread, and should be used accordingly.



Issue  window “Basic Info” tab


Continue to next page


Issue  window “Basic Info” tab


Close Window



As you can see from the above example when a note is entered:
Title is displayed “Test Message”
Resource who entered it “User1, Team” 
Date and time stamp “04/01/2008 5:07 AM” 
Note (message) “This is a Test Message. Please Reply”.
After you add a  “Note” to an object you have the option to “Edit” or “Delete” the Note you just entered.




Below is how a note is displayed to other users. As you may notice the “Edit” and “Delete” button have been removed. Notes can only be deleted by the person who created it. Also in the example below you can see a reply was entered. This is done by pressing the [Reply] button. Just as before, a window will open asking for a title and a message. For an example please refer to the first page of the notes section.



Add Note cont’d / Reply to Note


Threaded “Notes” example (zoomed)


“new file” button is used to attach a file from your local machine (ex. word doc, excel file, budget sheet)
“new link” button is used to attach a web link (ex. https://i3s1.innotas.com/dyn/project)


“Projects” tab “Attachments” sub-tab


Continue to next page


Press “new file” 
or 
“new link” button


Attachments


“Create a New Attachment” window is displayed


“File Upload” window is displayed


Select a file to upload


Press “Open” button


Attachments cont’d


Press “Browse” button


Continue to next page


“Create a New Attachment” window is displayed


Enter information


Press “save” button


Be sure to check the “Public” box. 
If this box is not checked the attachment will not be seen by anyone except the project team


If a “Title” for the attachment is not entered, Innotas will use the “Filename” as the default “Title”


Attachments cont’d


Continue to next page


Check in / Check out cont’d


 The “Attachment Info” sub-tab will be refreshed


A warning window will be displayed


Click “View” to open the document


“File Download” window will be displayed


Press “OK’ button


Continue to next page


Check in / Check out cont’d


Once the document is opened, save the file to your hard drive (note the save location)
Update document
After edits are complete, re-save the document
Begin document “check in” process


Press “Open” button


The person who “checks out” the document is the only one allowed to “check in” the document


Press “check in” button


.


“Attachment Info” sub-tab will be refreshed


Check in / Check out cont’d


“My Arena” tab
 “Time & Expense” sub-tab


Timesheet for date range is displayed


“My Arena” tab, “Teams” sub-tab


Task Info window “Basic Info” tab


“My Arena” tab “Tasks” sub-tab


Press “Log Time” 
button


New Project Time window is displayed


Enter the hours worked on the task, un-check billable check-box, add “Notes” if desired. The “Hrs to Comp” shows the estimated hours remaining for the task. Some Estimates may be over/under what it takes to complete the specific task. 


Task Info window “Basic Info” tab


Press “Save” Button


Timesheet for date range is displayed


Continue to next page


Overall Health



