\\/ software USER GUIDE

MADCAP FLARE ONLINE

Getting Started Guide




Copyright © 2025 MadCap Software. All rights reserved.

Information in this document is subject to change without notice. The software described in this document is furnished
under a license agreement or nondisclosure agreement. The software may be used or copied only in accordance with the
terms of those agreements. No part of this publication may be reproduced, stored in a retrieval system, or transmitted in
any form or any means electronic or mechanical, including photocopying and recording for any purpose other than the
purchaser's personal use without the written permission of MadCap Software.

MadCap Software

1660 17th Street, Suite 201
Denver, Colorado 80202
858-320-0387
www.madcapsoftware.com

THIS PDF WAS CREATED USING MADCAP FLARE.



CONTENTS

CONTENTS

CHAPTER 1

Introduction .. S)

CHAPTER 2

INterface 7
Responsive Interface ... 13

CHAPTER 3

Users and Permissions ..., 15

CHAPTER 4

T M 21

CHAPTER 5

Projects and BUilds ... 24
Creating Projects ... 26
Uploading Projects ... 27
Associating Users With Projects ... 28
Project Dashboard ... 33
BUIldS 34
Checklists .l 35
WOIKSPACEe ... 36



CONTENTS

RO S 38
Translations ..o 39
Accessing Other Projects ... 40

CHAPTER 6

SIS 42

CHAPTER 7

ANAlYIICS 43

CHAPTER 8

REVIEWS 44

CHAPTER 9

T ASKS 47
Board 51
G 57
Calendar . 58
BacCKIOg .o 61
ATCRIVE L 62

CHAPTER 10

WiIAGEtS 63

APPENDIX

PO S 67



CHAPTER 1

Introduction

MadCap Flare Online is a cloud-based platform that lets you plan, track, and manage the processes,
content, and teams that are at the heart of your organization. It is especially ideal for MadCap Flare
Desktop users, but even non-Flare Desktop users can take advantage of MadCap Flare Online.

Home C ( Paul Stoecklein
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This guide discusses the following:

Interface Take a quick look at the basic areas of the interface, especially the main navigation
framework. See "Interface" on page 7.

Users and Permissions Learn about inviting users to your license and setting permissions to
control what each person is allowed to do. See "Users and Permissions" on page 15.

Teams Discover how you can organize users on your license into teams. See "Teams” on
page 21.

Projects and Builds See how you can create projects directly in Flare Online, upload projects,
associate users with them, and manage builds (output). See "Projects and Builds" on page 24.

Sites Learn about using sites to manage your output (live and/or private), as well as the
domains (URLs) for accessing the output. See "Sites" on page 42.

Analytics View user activity on published HTMLS5 output. See "Analytics" on page 43.

Reviews Take a look at how you can view, edit, and manage Flare review files. See "Reviews"
on page 44.

Tasks Understand how tasks can help you manage your workload and processes. See
"Tasks" on page 47.

Widgets Learn how to insert information objects (widgets) into your Home and Project
dashboards. See "Widgets" on page 63.
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CHAPTER 2

Interface

After you first log in to Flare Online, you will see your name at the top, and the avatar (or initial)
representing your license is on the right side. If you are a user on more than one license, you can
click it to switch between licenses without signing out.
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On the left side is a series of icons that open the different pages and dashboards where you will
work. In order, these are: Home, Projects, Tasks, Reviews, Teams, Users, and Translation.

Home Gt

18] Home

(] Projects
|£ Analytics

@ sites (

£ Reviews

Q Tasks

g‘% Teams

® Users

NOTE If you are a subject matter expert (SME), rather than a Flare author, you will only see
the Reviews page.

+
Your Home dashboard is initially empty, but you can add widgets to it by clicking at the top.
Widgets provide a quick glance of various types of information throughout your system. See
"Widgets" on page 63.
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Each page in Flare Online has a toolbar that lets you add, manage, and remove information on that
page. Some pages—such as Projects and Tasks—have additional options at the very top of the
interface, which let you see different sub-pages (or views).

Regulartoolbar options
on the Teams page

Teams
)LEJ\ sl 1 team selected Cancel
tl Projects = Name "'L_f' Users Projects Sites
. _ -
L e 0 @ @%@ M
@ st D E @ FV‘I!" Cool Team . e @ @ wow
ites =

[l : o PrivateQutputs . o ﬁ @ 200
"O Reviews

[l 3 a Management Team . e @
ﬁ Tasks ) -

] H O Module3 Team . o 9 @ "E
92 Teams
e : ﬁ Module2 Team . o 9 @
® Users O g & Modulel Team . e ﬁ O a0
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Sub-page (or view) options Regulartoolbaroptions
on the Tasks page on the Tasks page

= All Tasks
’E‘:J\ Home
D Projects
g Analytics
@ sites
£ Reviews
;(? Tasks
g% Teams
Users

{ Default Board Grid Calendar Backlog Archive G + £ %

To Do tasks: 6 [ hrs: 0 -~ In Progress tasks: T [hrs: 1~
rY
& Beginner Kick Boxing Video &
hrs: 1

Project Creation Video #

hrs: 0 Due: 04/30

hrs: 0 Due: 04/21 hrs: 0

G
C
th

Reference Topics

I.

hrs: 0 Due: 05/06
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Depending on the page, some toolbar options might not be accessible until you make selections by

clicking the check boxes next to rows.

Notice that these
options on the Users
page are disabled.

Users
'ﬁ} Home
t| Projects U Name 7 'Sr:;te V]
M Analytics ] 3 9 Beatrix Kiddo SME

] 3 @ i SRS
@ sites

That'sbecausenone

] -{ of the rows have yet
L Reviews been selected.

] 3 o — —re——
}? Tasks -

] 8 “#__ Roger Hershey Author
Qg
&2 Teams ] 3 9 nigo Montoya Authar
® Users ] 3 9 John Harkins Author
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]

{ET Home
. Seat
t] Projects = Name Type W]
|L" Analytics ] 8 0 Beatrix Kiddo SME
o @
@ sites
Now that one or more rows
have been selected, the
4,<> Reviews options above are enabled.
O @
;{? Tasks -
] ; “%_  Roger Hershey  Author
Qo
Teams
= [] 8 e nigo Montoya Author
@ Users ] 3 ? John Harkins Author
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| Responsive Interface

The Flare Online interface is responsive, which means that the elements of the workspace shift
automatically when you move from a large screen to a smaller one, or from a high-resolution
monitor to a low-resolution display.

If you are working on a small screen or at a low resolution, you will notice that the main navigation
and some elements are moved into a flyout pane, which you can open by clicking Elin the upper-
left corner. This leaves the primary areas of focus in view, but also makes other options easily
accessible.

On a small screen notice that the
Tasks page is still able to show
the entire calendar.

= Al Tasks Default Board Grid Calendar Backlog Archive C 4+ £ ¥ ( l Lloyd Dobler M 4

&

Click here to see the

: ma"I]1 pagte iconsina Scroll bars are available when |
Run Analytics : youtmenu. necessary to see information
that is out of view.

No Dates Thursday Friday Saturday

hrs: 0 Due: 04,21

L) 5 7 o o o o »
@ Advanced Tutorial ~ [ )] [ ] [ ] [
=0 Completed Task cards for the selected - 16 17 18 19
Create a PDF day are listed on the left. > 0 > @ o © 0 )
tutorial for the
[ ] o0 o0 o0 o0 o0
@ YO0 27 e 2 6 » e » @ 5 @ =
hrs:0  Due:04/30 o0 o0 o0 o0 o0 000 000
& © 7 ©® 330 » O

hrs: 0 Due: 05/06 -
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Default Board Grid Calendar Backlog Achive © + £ ¥ LloydDobler B L

2oy

Lﬁ] Home
- Today ( > Apr ==
(3 Projects
- Sunday Monday Tuesday Wednesday Thursday Friday Saturday
L Analytics 1 2 : 4 5
From the flyout menu,

you can open any of the
@ Sites other main pages.
£ weviews 7 (1] 1] 1) (1] 12
,Q Tasks [ ] [ ] [ [ ]
e 2] S G 5 @ © 7 @ 2] 19
o Teams
® T | [ ] o0 o0 o0 o0 o0

You can also access the activity || @ 2 2 O 4 @ 25 @ 26
feed and system messages, which
are normally shown in an area on
the right for larger screens. o0 o0 o0 o000 o000
— ) 29 O
All Tasks This is where you will also find the
S options to switch between all tasks
My Tasks and just your own tasks. PP eee®

CHAPTER 2 14



CHAPTER 3

Users and Permissions

The first person to log in to MadCap Flare Online using your company's license has “User
Administration” permission. From the Users page, this person can invite other individuals to join the
license.

Users
‘E_’d\ Home
Seat
t| Projects Name S T;‘I?e ¥
L/ analyics 0 9 BeatrixKiddo  SME
@ Sites Click here to invite Clarice Starling Author
new users.
Ella Fitzgerald SME
£ Reviews
O H @ Jack Frost Author
ﬁ Tasks -,
O 3 c§ Roger Hershey Author
0o
A~  Teams O H 0 Inigo Montoya Author
® Users ( 0O 3 '9 John Harkins Author
O 3 & Jeff Lebowski Author
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You can add multiple kinds of users.

® Author An author is an individual who works in projects, creating and editing content. This
person can also be the "owner" of a review when they send topics and snippets that need to
be reviewed by others. Owners can assign other reviewers with the author seat type and
permission to manage reviews. Authors can monitor reviews, access grids for information
and progress, and create review packages directly in Flare Online. Along with the reviewers,
the author can open and edit files in the Review Editor. Authors with the appropriate
permissions can send a project out for translation. They can also create and edit content in
Flare Online via the project Workspace page.

® Subject Matter Expert A subject matter expert (SME) is an individual whose main purpose in
Flare Online is to review topics and/or snippets sent by an author. Therefore, a SME only sees
the parts of the Flare Online user interface that are necessary for reviews.

® Viewer A viewer is an individual whose only role is to view live private output. These users do
not even need to belong to your company. However, they must set up a Flare Online
password; not to access Flare Online itself, but to see live private outputs with which they are
associated. Viewers can also see live output that is not set as private, just as anyone in the
general public can. So if you do not need private output, you do not need to invite viewers to
the license.

NOTE A person who has the author user type can function as either the owner (i.e., original
author) or a reviewer during the review process.

You can invite users one at a time or in bulk by pointing to a CSV file containing each person’s
email, first name, then last name. If you do not yet have a CSV file, you can download a template
from Flare Online and complete it with your users’ details.

Invite User X

User Type _— Teams
o Start —— e Authar —_— e CSV File o Permissions optonal e Summary

Download the template C3V file. Then click the button below and select the file. For more information, click here.

No more than ‘I,C-G* rows are allowed per CSV file.

] Select Your File *
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When inviting multiple users, your
CSVileshould be organized like
this. Notice the spelling of the
email, first name, and last name
column headings.

Ny il

A \./ B C
1 |Email FirstMame LastMame
2 |ldobler@fictionsoft.com Lloyd Dobler
3 |breynolds@fictionsoft.com Burt Reynolds
4 |wsmith@fictionsoft.com will Smith
5 |hsimpson@fictionsoft.com Homer Simpson
& |sbsguarepants@fictionsoft.comm  SpongeBob Squarepants
7
g
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A person with “User Administration” rights can assign permissions to other users (authors only, not
SMEs or viewers). Some users might receive only basic permissions, while others might be granted
higher administrative rights.

When a new user is invited, that person receives an email. The individual must click a link to
complete the invitation to Flare Online. This allows the user to confirm or edit his or her name, and
set up a password. After the user submits the information, the account is activated.

From the Users page, you can see all other users in the system, view their profiles, and contact
them. Users with a crown icon have “User Administration” permission.

User Admin

O o o o o

Y20 ROHD

coan

coa

Mame ﬁ?

Beatrix Kiddo

Clarice Starling

Ella Fitzgerald

Jack Frost

Roger Hershey

nigo Montoya

John Harkins

Seat
Type

SME

Auth

Click a user's name or avatar
to see the profile. From here
you can sendthat person a
message, change
permissions, and more.

Author

Author

Author

CHAPTER 3

18



If you click your avatar or name at the top of the interface, your profile opens.

Click your name or avatarto open your profile. I

@ EddieVanetti B L0 O, Help

CHAPTER 3
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Profile b4
Avatar
Eddie Vanetti /- o
Vanetii@ahem.madcapsofiware.
[l_i:irtr;' Change Delete
La Jolla, CA First Name *
(123) 456-7800 o
(123) 098-7654 Eddie
Last Name *
Vanetti
EV Title
(123) 456-7890 (123) 098-7654
. La Jolla, CA RRD
<: Settings ]
Select options on the
Password left, then make
o=y Changesinthearea
—+ Access to the right.
%/ Assign New Task
Cancel
NOTE The notifications feature is available for author user types only, not for SMEs or
viewers.
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CHAPTER 4

Teams

The Teams page can be used to organize users into groups. This provides a convenient way to
associate authors with projects, as well as to give users permissions on the license. Teams are also
important if you produce private output, because only members of a team that is associated with
the private site can view that output.

Teams
’EJ\ Home
b Projects J Users Projects
o ” C—
M Analytics O H . o @ @ 000 Y]
. | Click here to create = —
@ sites 0o anew team. . Q o @ HTM
[ ]
O : Vianagement 1earm . e @
£ Reviews
[ ]
O 3 0 Module3 Team . . 9 @
,‘{? Tasks
] 3 ﬁ Module2 Team . . 9 @
92  Teams . =
o O g & Module1 Team . . @ Q 000
® Users
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Not only can you associate specific users with a team, but you can also link teams to projects and
sites. You can also set permissions for authors who you've added to the team.

Create Team x

QT O™ — 03— @ e © sts —— © summay

»

B selectall

] . Alfre Vong

] 9 Beatrix Kiddo

@ Clarice Starling

] e Eddie Vanetti

3 Ella Fitzgerald

] e Inigo Montoya

] o Jack Frost

0 Jeff Lebowski

] 9 John Harkins =

Back Next
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After teams are created, you can see the users and projects associated with each one.

Teams
'ELT Home
b Projects [ Name e Users Projects Sites
3 ET—
g Analytics O : @ Mew Team e 3 @ m
@ st O @ My Cool Team . e o @ —]
ites =
: " o
] : o PrivateOutputs . e @ @ w00 —
p Reviews
8 o
O g a Management Team . e @
/'Q Tasks
] 8 a Module3 Team . e 9 @ “E
92 Teams
=5 ] : ﬁ Module? Team . e 9 @
® Users O 8 & Module1 Team . e ﬁ e v0s
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CHAPTER 5

Projects and Builds

The Projects page displays a grid, which lists all projects that have been created in Flare Online or
uploaded to your Flare Online license. Creating a project using Flare Online’s Ul is a convenient way
to make basic projects in the cloud. Users associated with the project can always import it later
from Flare Online to Flare Desktop if more advanced features are needed.

Uploaded projects are copies of the local projects located on users’ desktops. Some reasons to
upload (i.e., bind) projects to Flare Online, are the following: (1) You can let Flare Online build and
host your output, which means you can publish without having to involve an IT department; (2) the
connection between your local project files in Flare Desktop and the cloned files in Flare Online can
be used as a source control solution, with branching integrated in various places in Flare Onling;
and (3) you can use Flare Online as a platform for topic reviews.

Regardless of whether you create a project in Flare Online or upload it, you can do the following: (1)
collaboratively author, add, and edit project files directly in Flare Online, with the ability to tap into
the power of ChatGPT; (2) manage progress on topic development by using checklists; and (3)
create a translation branch, using MadTranslations or a third-party language service provider to get
translations done.

(l LioydDobler &P L Help [r]
13} Home = Storage: 42.07 MB/ 10.00GB
[ Projects < O Name 7 Teams vsers Sowe ¥ LBt LestAcoiiy
. H stin-Proje . . Apr28,2025  Apr 29,2025
LS Analytics O ¢ B susineoes . 0 (-] 0 € rome 912 AM 8:46 PM
. . Nov 27,2024
@ sies o i B@ e -] pctive 12:08 AM
i fodule Apr29,2025
O : m Medule | ° . o 0 i' Act 7:51PM
£ Reviews
i My-Pro . Apr 28,2025
O i Bm e . ' Active 8:54 PM
Tasks
< - >
Ot B@ rowos T B
28 Teams
© users
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This chapter discusses the following:

Creating Projects ... . 26
Uploading Projects ... 27
Associating Users With Projects ... 28
Project Dashboard ... . 33
BUIIS 34
CheCKliStS ..o 35
WOTKSPACE . 36
COMMITS Lo 37
R OIS . 38
Translations ... 39
Accessing Other Projects ... . 40
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| Creating Projects

You can create projects from scratch directly in Flare Online; eliminating the need to interact with

Flare Desktop. This centralized workflow is ideal for basic projects, or for keeping project
management simple.

New Project Wizard x

Name Template "
Empty Branding Summary

My-Project

Name *

My-Project

Description

For a new client

Language

English
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| Uploading Projects

You do not upload projects from within Flare Online. Instead, you do this from the desktop project
itself, using a recent version of Flare Desktop that supports it.

Project Analysis Review Tools
o 2 B =
Q= L.} B M =
Content  Project File Source Control s Flare Start Messages
Explorer Organizer  List Explorer Online Page
Explorer Cor
— Flare Online AR S — Start Page

@ e X a &

Lo obler
| ctionsoft.com

Use the icons above to interact with Flare Online (e.g., upload
the open Flare project, import a project from Flare Online,
upload file changes, open Flare Online in your browser),

(D IMPORTANT Flare Online is not a replacement for Flare Desktop. You can continue to
author your project content locally in Flare Desktop. If you are working in a single-bound
model, you then commit your files and synchronize (pull, push) your changes with the
cloned project in Flare Online. If you are working in a dual-bound model, you use your
normal (third-party) source control tool to synchronize your files and then use Flare
Desktop to push those changes to Flare Online. Whichever method you use, this ensures
that your files are up-to-date in Flare Online before you build output.

NOTE When you upload a project to Flare Online, the files are connected to Flare Online via
an integrated source control system (Git). Your interaction with source control can follow
one of two models—single-bound (recommended) or dual-bound. For more information,
see the Help system or the Projects and Builds Guide.
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I Associating Users With Projects

All users can see all the projects listed in the grid on the Projects page. However, to open a project
(by clicking on its name) or take action on it, you must be associated with that project. There are a
few ways to become associated with a project. First, you can upload a project to Flare Online
yourself. Second, another user can add you to his or her project. Third, if you have “Manage Teams
and Projects” permission, you can open your profile and add yourself to a project. And fourth, if
another user sends files from a project for you to review, you will automatically become associated
with that project.

Users ( i ! Lloyd Dobler
L Home e Author Seats: 17 /30 SME Seats: 5/ 10 Viewer Seats: 3
o i
A Seat g . Last Last Si
g Projects [} Neme 57 Type Y Email 4+ % staws 7 Online ngn n s Dil .
_ R - . B - May 02,2023 May 0
M Analytics O 9 Beatrix Kiddo SME bkiddo@ahem.madcapsoftware.com Active No 944 AM 302 Pl
o . . o . May 03,2023 May 0
@ - [l @ Clarice Starling  Author cstarling@ahem.madcapsoftware.com Active No 714 AM 2:53 Pl
y . . . - - May 03, 2023 May 0:
O ’ Ella Fitzgerald SME efitzgerald@ahem.madcapsoftware.com  Active No 712 AM 253 Pl
&O Reviews
N . P i . . Mov 30, 2021 Nov 30
Q [} ° Jack Frost Author frost@ahem.madcapsoftware.com Active No 120 BM 724 I
Tasks
L4 & R - o . Apr 23,2025 Apr 23
(] ‘i‘ Roger Hershey Author Hershey@ahem.madcapsoftware.com Active No 533 PM 535 PI
22 teams o ) . ) ! Aug 26,2021
O nigo Montoya Author imontoya@ahem.madcapsoftware.com Active No S
10:57 AM
I=me * ) . ins@madcansoftw . Apr29,2025  Apr29
® [l John Harkins Author jharkins@madcapsoftware.com Active No 10:07 AM 1208 F
chew . iy X . . May 02,2023  May 0
O e Jeff Lebowski Author jlebowski@ahem.madcapsoftware.com Active No 2:02 PM 4:49 Pl
. . Oct 19,2022
Ninnfiel A e . § ]
O @ Jules Winnfield Author .com Active Away 747 AM
1. On the Users page, you : Apr28,2025  Apr2g
Lloyd Dobler - 3 5 m Active No . !
O ‘ . can click your name 2:03PM 1219+
- . . Apr 28,2025 Apr28
L Marti i
O .b aura Martin Author — p— - Active No 021 AM 806 Pl
. e - . S . May 03,2023  May 0f
O ‘ Marge Gunderson SME mgunderson@ahem.madcapsoftware.com Active No 713 AM 253 Pl
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Access

» Teams (6)

Lloyd Dobler

ldobler@ahem madcapsoftware. » Projects (3)
com

RED

La Jolla, CA
{123) 456-7890
(123) 098-7654

& settings

Password

> ACCess 2. If you have "Manage Teams/Projects”
permission, click here.
=/ Assign New Task

Edit
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Lloyd Dobler
ldobler@ahem madcapsoftware.
Com

RED

La Jolla, CA

(123) 456-7890

(123) 098-7654

¢ Sattings

Password
+ ACCess

=/ Assign New Task

CHAPTER &
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» Teams (6)

» Projects (3)

3. Click Edit.

Edit
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Lloyd Dobler

ldobler@ahem madcapsoftware.

com
RED

La Jolla, CA
{123) 456-7890
(123) 098-7654

& settings

Password
> ACC@SS

/ Assign New Task

CHAPTER &
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e

> Teams
| Projects
m Austin-Project
[] m ComChips
m Module
h My-Project
[] m Project One

4 Youcanthen
associate yourselfwith
any team or project.

Cancel

Save
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There is also a drop-down on the Projects page that lets you switch between seeing all projects and
only the projects you are associated with.

All Projects

Storage: 48.11 MB / 10.00 GB

Y I IO O

Name T ? Teams Users Status ? Last Built Last Activity

m Austin-Project . o a( 0 e Active ‘;:F:r;fﬁazﬁ ‘2;:]2;3&'2025
h CornChips @ Active T;\éginﬁmd
= ®o ve 3 g
m My-Project . . Active ::%;235025
h Project One @ e “é‘, . Active ;z;‘l:ﬁmﬁ g:q:2$025

My Projects Storage: 48.11 MB / 10.00 GB
active Fikers My Projects <
| Name T 57 Teams Users Status Last Built Last Activity
: o Broie . . ADr 28,2025  Apr 28, 2025
U : @ Austin-Project . o =] 0 (’ Active 9:12 AM 5:20 PM
H . . - - Apr 28,2025  Apr 29,2025
O B vodue e (=} Active 9:00 PM 400 AM
. R .y Apr 28,2025
[l : h My-Project . o Active 854 PM
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| Project Dashboard

Once you are associated with a project in Flare Online, you can open it from the main Projects page
by clicking on the project name.

When you first open a project in Flare Online, it displays by default in Dashboard view. As with your
Home dashboard, it will be empty at first. You can populate each project dashboard with widgets
that you find useful. See "Widgets" on page 63.

1. Click here to open
the Project
Dashboard.

We've already added several
widgets to this project dashboard.

= Austin-Project Dashboard Builds Checklists Workspace Commits Reports Translations
ﬁ‘d\ T Checklist | Austin-Project | My Generic Checklist Y Project Properties | Austin-Project o Add Widgets
Created: 07/2 M
Modified v D Bookmarks
[ Projects 89% Total: 21
® Buids B O suild Activity
. 3 3 O/‘ @ Project Files: 2.45 M|
[/ analytics 0 Live Sites: 0 ) 1 AustinPr. £
Total Builds: 3 Build History
) 0
@ s @ [ checkist
O Reviews Live Sites
& Build Activity | Austin-Project I:I
9 Tasks D Branch Target D Project Properties - -
e 3. Use this dialog to
[ Resorts \I choose widgets to add.
Column Items Complete
83 Teams P 121041 master All-AbOUT-AUSTIA-...
Task Calendar
® ® Mike /3 33% 121039 lang/af/blah  All-About-Austin-...
Users
[ Task summary
® saly R 113409 master All-About-Austin-..
Add
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I Builds

You can click Builds at the top of the interface to work with the targets in the project. The Builds
view lets you generate, open, and manage output from a target. To set output as “live” (i.e., it can be
viewed by the public) or configure domains (URLs), you can use the Sites page (see "Sites" on page

42).

In this example, we've
selected Builds

Dashboard

Currently, the Builds grid
is active, but you can
also switch to Schedules
to tell Flare Online to

autogenerated ID. Click it
to open the profile dialog
forthat build. You can

Builds

Checklists Workspace Commits Reports

automatically generate
outputsin the future = e Branch 7 Target Y Keep
O [ 90206 feature3 All-sbout-Austin-HTMLS| &
This build is associated |
with a site for the purpose a23164343dd S -
of setfing it as "live,” This buildis
"private,” or both. I associated with a
. live site
O H 90080 featurel All-About-AusiierDr
Select one or more |
builds to take — H 90076 featurel All-About-Austin-HTML "
action on them. r
O 3 90059 feature2 All-About-Austin-HTMLS
Eachbuildasan

Click here to generate a
new build. You can
selecta specific branch
and target.

Translations

This build has been

see details and take
various actions.

set as "keep.”

Finished Y Duration State ~ Progress
Nov 30, 2021 .
844 AM 00:00:14 Complete

Click a build row to

expand it and see

more information.
Nov 29, 2021 o
7-42 &M 01:13:11 Complete
Nov 29, 2021 .
7-42 AM 16:33:26 Complete
Nov 27, 2021 A
—
0-44 AM 00:00:13 Complete
3
Items per page: 25 /\\—Aof.:

The branch foreach build
is shown. If you are not
using multiple branches, it
will display master.

CHAPTER 5
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can see more information_such
as who generated a build,
whether it originated from Flare
Online or Flare Desktop, errors,
wamnings, and more.
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I Checklists

You can click Checklists at the top of the interface to create and manage checklists related to your
project.

Checklists might have to do with specific files (e.g., topics) in your project. These are called “Project
Files” checklists. You can create custom columns for whatever types of activity you want to track
for each file, and you can use a note column for specific information about each row. Also, you can
associate a Project Files checklist with a specific branch. which is helpful when tracking the
progress of content that is in a state of development. Alternatively, you might create checklists for
random things you need to accomplish, such as a product release “To Do” list. These are called
“Generic” checklists, and they let you manually name each column and row. You can set the
appropriate status on each item as you work. At the top of the interface you can select to show
charts and percentages as you progress through the checklist.

Click to create and manage
templates, which are useful if you
create lots of checklists that
contain the same rows or columns.

In this example, we've Gl Erei @ ey

selected Checklists. checklist - generic or
based on project files.

Dashboard Builds Checklists Workspace Commits Reports

Translations c + This area shows charts and data related to
the progress of your checklist.

Checklists My Generic Checklist 4 . @ show Charts

My Generic Checklist 33.3%

Click here to edit Click to show/hide
the checklist. charts for the checklist.

My Project Files Checklist

A 33% >
Checkists are listed here. @ /\

Click arrow for different types of
charts (1.e., total % complete,
checklist item % complete, and

checklist completion table).
Items Mike wee Sally  wes Note
Use this area to work with
an open checklist.
[ Research o -~ e - Click to add a note

[ Fix bugs IO

Click to add a note

@
(

Statuses - To Do, In
Progress, Complete, N/A [ Run reports ~ D~ Click to add a note
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| Workspace

You can click Workspace at the top of the interface to view, edit, and author files in your project.

In this example, we've
selected Workspace.

= Austin-Project Dashboard Builds
o
[n] Home Files e
m Projects Content
Print-Only-Topi
\£ S rint-Only-Topics
Resources
@ Sites
13 Attractions.htm
,,0 Reviews
13 Famous-Austin-Folks.htm
/Q Tasks

13 Home htm

Teams

b2
c

Introduction htm

@

Users 13 Music.htm

13 south-by-Southwest htm
Project
L1 _gitignore

4 Austin-Project flprj

Checklists

Workspace Commits Reports Translations

G Lloyd Dobler

Ig Content Code Commits Content/Attractions.htm Commit @ Workspace
L 1 Edit
3|
v 1 User
[ ) N Use these tabs fo view a file as regular
Tag Info: body > p text centent, in code, or look at its {® Repository
source control history (i.e., commits). .
Attractions in AustilT O committed ®
L] There are many places to visit in Austin. Three of these are the State Capitol, Zilker Park, and Lady Apr 25, 2025, 7:32 PM
Bird Lake. 3 Edits
° \ User

Source files fromthe

project are listed here.  Memorial, the Vietnam Way monument, and miniature Statue of

hed in 1888. It boasts 22 acres with numerous monuments. These

Show History
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I Commits

You can click Commits at the top of the interface to see details of all the source control changes
that have taken place over time for the project.

ﬁ‘h\ Home
m Projects
\£ Analytics
@ Sites
1,0 Reviews
/Q Tasks
2‘% Teams
® Users

b

Dashboard Builds

‘commit snippet
Laura Martin

remove cond tag
Laura Martin

Delete this file.
Laura Martin

New title

Laura Martin

Changed text in content.

Laura Martin
c
Eddie Vanerti
b
Eddie Vanetti
delete
Eddie Vanetti
new name
Eddie Vanetti
cc
Eddie vaneti
new file
Eddie Vanetti
creating a snippet
Eddie Vanatti

In this example, we've
selected Commits.

Checklists

Workspace Commits Reports

All of the commits are
listed, with the most
recent at the top.

Translations

|t If you click a commit on the
left, you can view more
details about a commit,
including file differences.

mmitted 4 days ago

Content/Attractions.htm [CranceD) ~

<2xml version="1.8" encoding="utf-8"?>

<html smlns:MadCap="http://www.madcapsoftuare. com/Schemas/MadCap. xsd">
3 - <head>
4 - </head>

E - <body>

<h1>attractions</h1>
<p>There are many places to visit in Austin. Three of these are
<h2>state capitole/hz>
<p>The Texas State Capitol was finished in 1888. It boasts 22 @
<p>

<img src="Resources/Imoges/capitol.jpg” alt="state Capitol”
</p>
<h2>Zilker Park</h2>
<psCovering 351 acres, Zilker Park is a popular recreational ar
<>

<img src="Resources/Images/zilker-rark.jpg” alt="zilker Par
<lp>
<hz>Lady gird Lake</h2>
<p>This popular lake is a section of the Colorado River named &
<p>

<img src="Resources/Images/Lady-Eird-Lake.jpg" alt="Lady Bl
</p>

2 - </body>
3+
“ + chead> </head>
=
+ <body>
7+ [ <hD>Attractions</hi>
S+ «prThere are many places to visit in Austin. Three of these are the s
9 +| <hd>State Capitole/h2>
+ <p>The Texas State Capitol was finished in 1888. It boasts 22 acres w
+ | <p>eimg src="Resources/Inages/Capitol.jpg" alt="state capitol” /></p>
+ <h2>Zilker Park</h2>
+  <p>covering 351 acres, zilker Park is a popular recreational area offi
+ <preimg Src="Resources/Images/zilker—park.jpg" alt="zilker Park® /></
+  <h2>Lady eird Lake</hz>
+ <mThis nanular lake i< a sectinn of the cnlaradn River named after t

Assigned Teams/Users -~

No Teams

Users

[ Y XXX <R3

Project Activity ~

Laura Martin associated New
Documentation task with
Austin-Project project in
Default Board task board

Aday ago in Tasks

Laura Martin created Screensh
ots task and associated it with
Austin-Project project

Aday ago in Tasks

Laura Martin edited My Project
Files Checklist checklist
associated with Austin-Project
project

A day ago in Checklists

- Build for
All-About-Austin-HTMLS in
Austin-Project project
completed successfully with
waminns
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| Reports

After opening a project in Flare Online, you can click Reports at the top of the interface to see
various types of reports and statistics. When you select a report or statistical category on the left, a
chart and grid are populated on the right with details.

In this example, we've
selected Reports.

= Austin-Project Dashboard Builds Checklists Workspace Commits Reports Translations

Apr 30, 2025, 9:44:47 AM Details (T & @ show Graph
Achartshowing the
results of each push.

Critical reports with

the number of
issues (if any) from > Critical Reports
the most recent Broken Links - Last 10 = scans

scan are listed here. . Broken Bookmarks 0 10 v
8

@ e Broken Links 4 6
4
"O Reviews . Broken Snippet Links 0 2
0
;Q - . Undefined Condition Tags 1 Apr 25 Apr 25 Apr25 Apr 25 Apr 25 Apr25 Apr 26 Apr 26 Apr 30 Apr 30
Folder File Link Link Text Link Tag Extensi
‘g% Teams . Undefined File Tags o
Project/TOCs Print-TOC.fitoc  Content/Austin-City-Limits.htm TocEntry htm
® =D Undefined Glossary Terms o
Project/TOCs Online-TOC.fitoc  Content/Austin-City-Limits.htm TocEntry htm
. Undefined Variables 0
Content Music.htm Content/Austin-City-Limits.htm stin City Limits MadCapxref htm
Statistical categories
are listed here. Content Home.htm Content/Famous-Austin-Folfks.htm stin Folks MadCap:xref htm

. Images 10
Agnd listing the information
related to the selected report or
Segments 96 statistical category on the left.
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I Translations

You can click Translations at the top of the interface to begin the translation process and to control

your multilingual projects. The Translation page includes two grids, Packages and Branches.
Functionally, the grids do the same things, but they each provide a different way to view the
translation project.

—{ View language branch
lnforigagggkgzzordng Dashboard Builds Checklists Workspace Commits Reports Translations
san i
{3} Home Packages Branches Create Translation Package
) D Projects B Name ke Targets 7 Source Branch v Due Date e Target Language Method Status
M Analytics O B @ Project2 1 target ® master Sep 28,2024 2 languages New
H a Project 1 target ® master Sep 20,2024 3languages associatedwitha |, o,
@ Sites package.
O H @ Test-Austin 1 target ® master 0ct 23,2024 2 languages = New
"0 Reviews
O H @ waterloo 1 target ® master Sep 03, 2024 1 language Manual Sent
ﬁ Tasks R

Click the vertical three-dot
menu for options.

View language branch  SGEEITNETT Builds  Checklists ~ Workspace  Commits Reports  Translations
information individually.
& : )
(H) ome Packages Branches Create Translation Package
. Target Last Last Tran:
) D Projects = Name Select " bl Language W Method  status Y Downloaded v Uploadad PacH
elect a row o enable
toolbar options.
M Analytics O H @ c 4 Czech [cs] Manual New
Each row is a franslation branch
@ B @ Greek [el] (5 Sep 20,2024 Greek [el] Manual New T02n R with a language associated to it.
Sites
o - 5 o . Sep 09, 2024 Sep 09, 2024
H Ge de] 5 Sep 20,2024 eceived
] H @ German [de] o Sep German [de] Manual Received 10:24 AM 1:06 PM
& Reviews
- . o Sep 09, 2024
5 Frenc! (5 Sep 20,2024 W N
O @ rench [fr] o Sep 20, French [fr] Manual New 10:24 AM
9 Tasks
O H @ Japanese [ja] Oct 23,2024 Japanese [ja] = Sent Manage and monitor
status of the
Q2 - translation branch.
i TS O H @ talian [it] Oct 23,2024 Italian [if] & New
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I Accessing Other Projects

Once you've opened a project in Flare Online, you can access a drop-down in the upper-left corner
of the interface.

2>

Austin-Project Dashboard Builds Checklists
Fa
[nl Home Bulds  Schedules
D Projects ] D RTd Branch
|/~ Analytics ] : 121981 master
s 121941 master
@@ Sites E]
[] 8 121939 lang/af
é:> Feviews
] ; 113409 master
X/ Tasks
E-..% Teams
® Users
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From this drop-down, you can quickly navigate to any other projects that you have permission to
open. This is quicker than going back to the main Projects page grid to open another project.

Dashboard Builds Checklists

Schedules

Module

Branch

Austin-Project
2 121981 master
8 121941 master
8 121939 lang/af}]
3 113409 master
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CHAPTER 6

Sites

The Sites page lets you manage and view sites on the license. A site is a collection of information
about an output and its destination. In other words, after you generate output, you want to make it
available to your customers. That's what sites are all about. Four page views are available: Sites,

URLs, Security, Themes.

— Sites Sites URLs Security Themes
)L:?IJ\ Home
D Projects (| Live S MName hTd Vanity Private N7  Access
N — X )
|j_,r Analytice 0O H @ aUs| Austin-Online-Help All users
. £ Proiect-Comb I
) H LA are-Project-Combo All users
@ sites ( O
- .
O F Htm] HTMLS - Private cool-html5-v1 All users
4,0 Reviews
o C—
O H ] Mod 1 HTMLS All users
5:) Tasks
- -
O 2 Mod 1 PDF V1 help All users
22 Teams =
O g Mod 2 - HTML5 mod2-help All users
® Users
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CHAPTER 7

Analytics

The Analytics page lets you view user activity on published HTML5 output. This includes search
phrases used, search phrases with no results, topics viewed, context-sensitive Help calls, and
demographic statistics (browsers and operating systems).

Analytics phrases C [ ¥ &  Fiheredby Last30days 3/15/25-4/14/25

Search 5
fou

_— —
—
Pirases wih i Fesis —

procscura 2

Content

Seerch Quary

Topics @atting atar:

Context-Sensitive Help Calls

Gompany
Demographics

Browser Statistics Saarch Gou

Operating System Statistics seachouey 7 Number of Searches Topic Resuks Micro Content Resuks 7

<

feature 1 & [

-
<

procedure 1 4

AN

procedure 2 3 3

%

procedures 4 16

%

Company 1 1

%

dolor 3 42

%

FAQ 1

%

festure 2 2 2

Analytics works on projects located in Flare Online, or you can host output on your own servers. If
you host the output outside of Flare Online, you still need to use Flare Online with a key to view the
analytics data. Also, the server where the output is hosted must be able to communicate with Flare
Online (e.g., not be behind a firewall).
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CHAPTER 8

Reviews

The Reviews page lets you view, edit, and manage review packages that have been sent for review
on a particular branch. Bundling files in Flare Desktop enables monitoring the progress of a review
and updating packages as needed in Flare Online. The data grids for packages and files gives at-a-
glance review package information such as recent activity, reviewers, status, and more. Those
reviewing files in Flare Online can see them in a contextual TOC view (i.e., assembled order of
topics for output).

Reviews Reviews Grids
o n =
L/ Home Pending / Package Content Module 1 | Procedures ‘ D Procedures.htm  Saved Submit What's New!
We've made some
improvernents. Check out
[J Projects Files Toc what weve been up tol
& . £ LY IS q v E - Gal (1]

| D Procedures.htm

f Analytics
\_ z Tag Info: body > p Package ~
[ Procedures.htm
@ Sites. Procedures
Procedures
[ Procedure2.ntm
Lorem ipsum dolor rit amet, consectettr adipiscing elit. Eusce Status: Open
,,O Reviews blandit sapidn 2 dolor accumsan "ccumsan. Nullam nepue velit, Project: Module 1
D Procedure1.htm omare vek orci vel, mollis frhngilla mauris. Dunag sagittis
elemenstim arcu, at gravida puam mollis id” Suspdndisse lectus Branch: master
Q Tasks augte, auctor in aliqual nec, fringilla id dnlor. Suspendisse Commit ID: 437312
L4 All review files loaded. endum gﬂnp'sr et korem ac placerat A;\quam purus maurir, Source: Flare Deskto:
AR VAR ANA 7S AR - B, o 1 N - P
ormare tincidunt qutrum eu, grawaa qtis nisi. Integer pukvinar .
oo Iy [ibem, eget volulpat entl fnibus non. Ay m st veldipat Toc: Nene
&> Teams o d o y Owner: Paul Stoecklein
P rocess @ Deleted Created On: Apr 29, 2025
® Users Akiguam purus maurir, ornare }rncwdl_"r:_g guirum ey, gravida gtis
NS, hteger pukvinar lacus lIberm, eget volutpat enil finibus Fon. @ -l .
Reviewers ~

Aliqu'm erat volutpat. Ph'sellus finibus telpus nisl

@ Adced ' Jeff Lebowski (Author)

e Lloyd Dobler (Author)
L

? | Minny Jackson (Author)

All reviewers loaded.
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CHAPTER 8

AUTHOR

(fﬂ Invite Reviewer
to License

REVIEWER
Receives Emai

AUTHOR

4 Select File(s),
\ Choose

Reviewer(s), Send

- G
Pending File,

REVIEWER
Receives Email

\/ AUTHOR

Accept File

(ﬁ REVIEWER
Set Password

REVIEWER

Edit/Annotate

3 AUTHOR
( Accept/Reject
\

Changes

REVIEWER
Py Submit File

AUTHOR
Receives Email After All
Reviewers Submit

...........................................

— AUTHOR
- '% Close
: : Review File
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Benefits of this review workflow include:

CHAPTER 8

Cloud Review SMEs do not need to download and install any software. The review takes
place in the cloud.

Multi-User Editing Multiple reviewers (e.g., SMEs, authors) can make changes and add
comments to the same topic or snippet at the same time.

Review-Only Interface A lightweight version of the editor means a streamlined interface. You
only see options and features that are relevant to the review process.

Auto-Save and Tracking Changes in the editor are auto-saved as you work. In addition, all
changes are automatically tracked so the owner can easily locate edits for approval or
rejection.

Branching Files can be sent for review from a specific Git branch. This lets you keep reviews
limited to files that are still in a state of development, as opposed to finished and ready for
publication.

Workflow Management Bundling files into review packages favorably services everyone in
the review process workflow. Reviewers (e.g., SMEs) can edit and view content from a flat file
list or from a contextual TOC view where files display in a TOC for output that an end user
might see. Owners (e.g., authors) can edit but they can also monitor and manage reviews in
Flare Online. They have access to customizable package and file grids that show review
information and progress.
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CHAPTER 9

Tasks

Before creating any tasks, you must first have a task board to hold the tasks. In Flare Online, you
can create multiple task boards. This lets you organize tasks according to projects or certain time
periods (e.g., product releases).

In the All Tasks and My Tasks columns, you will see two numbers. The first number indicates how
many active tasks are associated with the board. The number in parentheses indicates how many
inactive tasks are associated with the board; in other words, these are tasks that have been moved
to either Backlog or Archive.

Boards
O Mame e Description All Tasks My Tasks Storage
O Branding Marketing tasks 4(0) 1(0) 0.00B
O Widgets Board  Tasks that have to do with widgets 3(0) 0(0) 0.00B
O ELE| elearning Board Tasks related to eLeaming 4(0) 0(0) 0.008
O DEF] Default Board 9(2) 1(0) 0.00B
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The Tasks page lets you keep track of work that needs to be completed and visualize the work flow.
When creating a task board and then tasks within it, you can provide various kinds of information.

B rome
tl Projects
L Analytics
@) Sites

‘,0 Reviews

b
A

0o
g
3
|

Users

Default Board Grid Calendar

tasks: 6 [ hrs: 0 ~

In this example, the
defaulttask board is
selected.

Backlog

Archive

Click here to create a
new task forthe
board.

({5 tord obler D O hep [r

Completed tasks: 2 [hrs: 1~
Getting Started Tutorial ~

hrs:1
k@

Run Analytics s
hrs:0 Due: 04/21
Reference Topics 2

hrs:0 Due: 05/06

I

New Documentation

hrs:0 Due: 04/30

@ Advanced Tutorial ~

hrs:0 Completed
Create a PDF tutorial for
the advanced opticn.

X
What's New!
We've made some
improvements. Check out
what we've been up 16!

Tasks Activity &

Lloyd Dobler moved Advanced
Tutorial task to "‘Completed”

Aday ago in Tasks

Lloyd Dobler set end date for A
dvanced Tutorial task to April
18, 2025 in Default Board task
board

A day ago in Tasks

Lloyd Dobler set start date for
Advanced Tutorial task to April
13, 2025 in Default Board task
board
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Details

Add details for the task
in this dialog. Only the
title field is required.

Reference Topics

@ Low Priority

Status: To Do

Eo &0 o hrs 3

Task Board: Default Board

Move | Delete

- Start: 4725/2025

= 12200 @

v Due: 5/6/2025 g (12:00 AM @

pos [ ] A&l Day Evemt

owner: Project:

. Paul Stoecklein i {: p

Assigned: By default, the task is assigned to

. Paul Stoecklein yourself. You can click this drop-
down to assign itto someone else.

Description:

B ] 18] r g - = W
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Tabs at the top of the page let you see tasks in multiple views.

Multiple ways to view tasks.

—  All Tasks ( Default Board Grid Calendar Backlog
fﬁ_'\ Home To Do tasks: 3 hrs: 0 -~
tl Projects Reference Topics
hrs: 0 Due: 05/06 hrs: 1
Analytics Before publication, complete

this checklist: . m .
Produce Release Checklist Getting Started Tutorial A

Reviews hrs: 0 Due: 05/22 hrs: 1
<7 Tasks

[y

hrs: 0 Due: 05/30 hrs: 0 Due: 04/30
® Create a video that

Users .
summarizes the product. . .

@ N

I

Sites

i

I

This chapter discusses the following:

Board 51
G 57
Calendar ... 58
BaCKIOg ..o 61
ATCRIVE 62
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I Board

The task board view is similar to a Kanban board. It consists of three preset milestones: To Do, In
Progress, and Completed. You can move tasks from one milestone to another as work progresses.

Anyone can open a task and add a comment to it. This lets you maintain conversations with others
related to a specific task.

The main area shows task
cards in different states (To Do,
In Progress, Completed),
‘ similarto a Kanban.

Default Board Grid Calendar Backlog archive G/ 4+ £ Y

tasks: 3 [hrs:0 ~ In Progress tasks: 4/ hrs:2 ~ Completed tasks: 2 [hrs:0 ~~
Reference Topics Beginner Kick Boxing Video @ Advanced Tutorial

hrs: 0 Due: 05/06 hirs: 1 Due: 04/30 hrs: 0 Completed
Before publication, complete Create a POF tutorial for the

this checklist: . w . advanced option.
Produce Release Checklist New Documentation Run Analytics

hrs: 0 Due: 05/22

hrs: 0 Due: 06/30 hrs: 0 Completed
New feature for June

. software release. w e .
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You can collapse and expand any or all cards. This lets you view more task cards on the screen.

N\

You can click the arrow at the
top to collapse or expand all
tasks in a milestone.

—

tasks: 3[/hrs: 0 -~

Reference Topics

I

hrs: 0 Due: 05/06
Before publication, complete
this checklist

Produce Release Checklist

I

hrs: 0 Due: 05/22

hrs: 0 Due: 05/30
Create a video that
summarizes the product. .

In Progress tasks: 4 [hrs:2 -~
Beginner Kick Boxing Video A~

hrs: 1 Due: 04,/30
New Documentation A

hrs: 0 Due: 06/30
Mew feature for June
software release. m e
Getting Started Tutorial ~
hrs: 1

CHAPTER 9




To Do tasks: 3| hrs: 0~ In Progress tasks: 4 [hrs:2 -~
Reference Topics Beginner Kick Boxing Video A

W
W

hirs: 1 Due: 04/30
Produce Release Checklist

A
hrs: 0 Due: 06/30

All tasks in To Do are Mew feature for June
collapsed. software release. m e

tasks: 3/ hrs: 0 -~ In Progress tasks:4{hrs:2 .~

Reference Topics A Beginner Kick Boxing Video a

hrs: 0 Due: 05/06 hrs: 1 Due: 04/30
Before publication, complete

this checklist: . m .

You can also click the arrow on

Produce Release Checklist A individual task cards to collapse or
expand just those cards.

hrs: 0 Due: 05/22

Mew feature for June

. software release. m e

hrs: 0 Due: 05/30 hrs: 1
Create a video that

summarizes the product. . m .
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To Do tasks: 3/ hrs: 0 -~ In Progress tasks:4{hrs:2 -~
Beginner Kick Boxing Video ~

Reference Topics ~

hrs: 0 Due: 05/06 hrs: 1 Due: 04/30
Before publication, complete

this checklist . m .

Produce Release Checklist o
Just these two task cards
are collapsed.

Overview Video o

e

SOTtware release. m e
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Also, you can customize the order of the tasks within a milestone column by dragging and dropping
the cards.

To Do tasks: 3 [hrs: 0~ In Progress tasks: 4 [hrs:2 -~
Reference Topics ~ Beginner Kick Boxing Video ~
hrs: 0

Due: 05/06 hirs: 1 Due: 04/30
Before publication, complete

this checklist: .

Moving this task lower in
the order.

Produce Release Checklist s hrs: 0 Due: 06/30
MWew feature for June
hrs-0 Due: 05/22 software release. m e

I Getting Started Tutorial ~

hrs: 0 Due: 05/30 hirs: 1
Create a video that

summarizes the product. . m .

l.
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fasks: 3/ hrs: 0 -~

Reference Topics

&

hrs- 0 Due: 05/06
Before publication, complete

this checklist:

o
.

hrs: 0 Due: 05/30
Create a video that

summarizes the product.

tasks: 4 [hrs: 2 -~

In Progress

Beginner Kick Boxing Video

5

hrs: 1 Due: 04/30

New Documentation

I

)
L

hrs: 0 Due: 06/30
Mew feature for June

software release.

Produce Release Checklist

i &

New location forthis

task. ial

-0

Due: 05/22
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1 Grid

The Grid view displays tasks in a row format. You can click a task name to edit it. Also, you can use

the check boxes to select one or more rows in order to take an action on all those tasks at once,

such as moving them to another milestone or deleting them.

Default Board

H &

2 tasks selected Cancel

Grid Calendar Backlog archive G + Z£

- . P Start
B Name e Project 57 Assigned To STa Priority e Date '8
H " - ey o Ve ; : Apr 22,2025
O 3 New Documentation m e Eddie Vanetii @ High 19:00 AM
O 2 Getting Started Tutorial h . Lioyd Dobler @ Low
O §  Beginner Kick Boxing Vi... Click a task name to ftoeckiein @ Low Apr 28, 2025
editit 1200 AM
O 2 Finish Index Dobler @ Low
2 verview Vide . - May 07, 2025
3 Overview Video | Notice the check boxes. You can [</sin @ Low 1200 AM
e — multi-select tasks and take action
z dvance i on them (e.g., delete). ; ; Apr 13,2025
Advanced Tutorial Klein @ Medium 12:00 AM
= : Apr 25, 2025
O & sefeence ™ Clickthe three-dot @ rouisoecken @ Low 12:00 AM
menu to take action Aot 00, 2025
H on a specific task. . Paul Stoecklei L pr o,
O H an Analytic p aul Stoecklein @ Low 12:00 AM
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| Calendar

The Calendar view displays tasks in a calendar format for the day, week, and month, with task cards
listed to the left. Tasks in all milestones—including the Backlog and Archive—are included. However,

only tasks that contain dates are displayed in the Calendar view. Small, color-coded circles
represent tasks and their priority levels. Hovering over a circle lets you see the name of a task, and

clicking the circle opens the task so you can edit it.

Relevant tasks for Calendar

the day, week, or
month (in this case
month). Overdue

Backlog Archive

Today (

Y Apr2025

G + Z ¥

Day Week Month

tasks are at the top.

Sund Mond Tuesd. Wednesd Thursd Frid Saturd
No Dates v o unday onday uesday ednesday ursday riday urday
over over a circle to )
see the name ofthe o O - o 12
@ Advanced Tutorial -~ task. Click a circle to C_Olt_)fS represenl_me
open a task for more priority levels. Acircle
hrs: 0 Completed information orto edit it. ] with a check mark ]
Create a PDF tutoria indicates the task is
for the advanced o 1 14 o o completed. 18 e 19
© » ® 2 O © © » O 0
Produce Release Checklist ~
209 209 00 00 000 o000 o000
hrs: 0 Due: 05/22
" o 7 © (5] e 30
o000 00000 900000 O0O0O0OOFOS

Since the Calendar view can get cluttered if you have a lot of users and many colored circles
representing tasks for all them, this is a good place to use a filter. For example, you can switch
between All Tasks (showing tasks for all users) and My Tasks (showing only tasks assigned to
you). This and other filters work in any of the Task page views, but can be especially useful in the

Calendar view.
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To use the "All Tasks/My Tasks" filter, click the upper-left corner of the interface, which by default,
should initially say All Tasks.

All Tasks ‘ : Default Board Grid Calendar

Home tasks: 3 [hrs: 0 -~

2

[

Projects Reference Topics

hrs: 0 Due: 05/06
Analytics Before publication, complete
this checklist:

N

@ sites
f-O Reviews hirs: 0 Due: 05/30

Create a video that

summarizes the product. .
X7 Tasks

Produce Release Checklist

I

EE, Teams

hirs: 0 Due: 05/22

® Users .
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Then, in the flyout menu, you can select My Tasks.

Default Board Grid Calendar Backlog Archive G + £ %

All Tasks
: . : g
My Tasks To Do tasks: 0| hrs:0 -~ In Progress tasks: 1[hrs:2 -~

hrs: 0 Due: 06/30
Default Board MNew feature for June

software release. w e

el.earning Board

Widgets Board
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| Backlog

The Backlog view displays tasks that are not yet complete and need to be removed from the work
flow. The idea is that backlogged tasks will be revisited in the future so that they can be completed.

Default Board Grid Calendar Backlog Archive c +

These tasks were
moved into the
. Backlog.
- Start Due Est.

O Name N7 Pr Y Priority hTd Date hTd Date hTd Fours S Info

s ) ; Apr09,2025 Apr21,2025

H I Paul Stoecklein Low
a g RunAnaly. . o 12:00 AM 12:00 AM 0
O 3 My New T... . Lloyd Dobler @ Low 0
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I Archive

The Archive view displays tasks that have been finished and moved out of the current workflow. It
is sort of like putting boxes of old documents into the attic; you want them out of the way but can
retrieve them later if necessary.

Default Board Grid Calendar Backlog archive G + £ %

These tasks were
moved into the

Archive.
- - - Start Due Est.
O MName Project S Assigned To e Priority e Date T Date e Hours S Info
@ . . : Apr22,2025  Jun 30,2025
H w Doc a.. Eddie Vanetti High ' '
g New Documenta M e ® Hig 12:00 AM 12:00 AM 0
O H Finish Index . Lloyd Dobler @ Low 0

CHAPTER 9 62



CHAPTER 10

Widgets

Widgets are standalone information objects that let you see data at a glance and provide quick
access to certain areas. You can add widgets for all kinds of information on your Flare Online

license.

As information is added to your system, you will probably find it useful to add widgets to your Home
dashboard, as well as to individual Project dashboards. Users can customize their own dashboards

to meet individual preferences and work habits.

Home

B

Home

e

Projects

N

Analytics

@

Sites

©

Reviews

Tasks

S

Teams

® Users

b8

Click here to add
widgets to the page.
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8 0 0 0 0 O O

O

<

Add Widgets

Bookmarks

Build Activity

Build History

Checklist

Live Siies

Project Properties

Feoorts

Storage and Usags

Task Calendar

Task Summary

Add
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You can click and drag widgets to resize them as you like on your dashboard.

In this example, we've
added three different
widgets to the Home page.

Home

ﬁ;\] Home
(3 Projees
IL Analytics
@ Sites
£ Reviews
/Q Tasks
g% Teams

® Users

The Storage and Usage

widget lets you view and

manage your space and
seats on the license

Storage and Usage

Storage
8 MB 33
MB

Authors

Subject Matter Experts

Viewers

The Live Sites widget lets you
see any outputs that are
published for people to see.

Live Sites | All Projects

MName

o :
aus|  Austin-Online-Help

Project

Mod 1 HTMLS

m Austin-Project ¥

0B

Branch

Any Branch

master

The Bookmarks widget lets
you quickly open certain

o

2MB

Purchase

Target

All-About-Austin-...

Vanity

project pages.

Bookmarks

m Module 1
m Austin-Project
m My-Project

Live Date
Apr 29, 2025
1.38PM

Apr29, 2025
1.37PM

If the screen width is reduced enough, the widgets are reconfigured to stack on top of one another,
making them easier to see.
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Keep in mind that you can add the same kind of widget multiple times to your dashboard. For

example, if you are a documentation manager, you might want to add a Task Summary widget and
filter it to show only your tasks. But you then might want to also add a separate Task Summary

widget for each of your writers to see the tasks assigned to each of them.

In this example, we've
added two Task
Summary widgets

Click here to filter a widget,
as well as to perform other

actions, such as duplicating
or deleting a widget. I\

Task Summary | All Projects | Lloyd Dgbler

This widget has been
filtered to show tasks
for one user.

I ToDo

Il n Progress

Il complete

B Backlog

W Archive

~

0(0%)

3 (75%)

o

0(0%)

Task Summary | All Projects | Burt Reynolds

And this widget has
been filtered to show
tasks foranother user.

I ToDo

Il n Progress

Il complete

B Backlog

W Archive

1(33%)

1(33%)

0(0%)

1(33%

0(0%)
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APPENDIX

PDFs

The following PDFs are available for download from the Help system.

Al Assist Guide
Analytics Guide
Authoring Guide
Branding Guide
Building Output Guide
Checklists Guide
Conditions Guide
Getting Started Guide

Images and Multimedia
Guide

APPENDIX

License Management and
Purchasing Guide

Links Guide
Projects Guide
Reports Guide
Reviews Guide
Security Whitepaper
Sites Guide

Snippets Guide

Source Control Guide
Targets Guide

Tasks Guide

Topics Guide
Translation Guide
Users and Teams Guide
Variables Guide

What's New Guide

Widgets Guide

6/
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