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Introduction

Blueprint is a powerful requirements solution that allows users to collaboratively author, validate, and manage
requirements. This guide is intended for end users of the Blueprint product. New users will want to begin with the
Blueprint Getting Started Guide. Blueprint instance administrators and project administrators can refer to the
Instance Administration Guide and Project Administration Guide to learn how to administer the system.

About elevated trust in-browser

What is elevated trust in-browser (also known as 'elevated trust')?

To answer this question, you must first understand the kind of environment Blueprint runs in. Blueprint runs in
your web browser under Silverlight. This provides a rich, interactive application experience while at the same time
being secure without any major client footprint. Blueprint has virtually no access to hardware and operating system
level resources unless Silverlight explicitly allows it. This gives people peace of mind that any Silverlight application
can only operate in their own ‘sandbox’ without affecting anything outside of the application.

However, Microsoft did recognize that there are many applications that could need access to a greater set of
resources and a need to work with local applications. Therefore, they provided a safe and sanctioned way to
enable a way to run Silverlight in a more privileged mode while still running within the web browser. The full name
is ‘Elevated Trust in browser’ but we will call it ‘Elevated trust’ for the rest of this text.

What Blueprint features require 'elevated trust’?

Blueprint specifically leverages this mode for a few (optional) operations:

B Screen capture: This is the built-in capability that allows the user to capture images of their windows and
drop them directly into their graphical artifacts in one click. Silverlight by default would not allow the user
to access other windows unless their privileges are elevated. Screen capture is still possible via importing an
image file saved to disk.

B Pasting images: Silverlight by default revokes access to the clipboard for images, therefore any images that
may be on the user’s clipboard could not be pasted into Blueprint without additional privileges. For
example, if you had an image in your Microsoft Word document you wanted to paste into Blueprint, you
would not be able to without elevated trust.

B Rich text table integration with other applications: Because Silverlight by default revokes access to the
clipboard, the user needs the additional privileges to paste tables that are on the user's clipboard. For
example, if you have a table in your Microsoft Excel document you wanted to paste into Blueprint, you
would not be able to without elevated trust.

B Visio import/export: Our integration with Visio requires direct access to the Visio application on the client
computer. Silverlight by default allows no such direct application access based on the default security
model. Therefore, privileges would need to be elevated in order to allow this access.

Is 'elevated trust' secure?

Does 'Elevated trust' open a security hole?
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There is a very strict, and detailed admin-involved process required to enable elevated trust. This can be only be
done by a trusted administrator on the local client machine without any way to subvert this.

Once 'Elevated trust' is configured, has Silverlight security for the entire machine been dropped?

Not at all. Once this is done, the client machine knows that it needs to allow an application with Blueprint’s
certificate to run in an elevated mode. This gives Blueprint additional permissions that any other Silverlight
application on the machine would NOT have.

Every Silverlight application would have to follow a similar process in order to enable them specifically. On top of
this, nobody can spoof our private Blueprint certificate and create a rogue elevated application.

Even with elevated trust, this is something we leverage sparingly. We do not go outside of the standard Silverlight
boundaries unless we absolutely need to in order to accomplish a specific task, such as Visio in/out or screen
capture. If you feel you (or a particular user) will never use these features, you do not need to run in elevated
mode at all. All other parts of Blueprint will function without issue.

How do | know if | have elevated trust in-browser enabled?

You can check whether elevated trust in-browser is enabled by opening the Profile Options screen that is located
on the application menu [ veru |

Profile Options

Version Information

Version: 6.1 (6.1.0.136) Elevated Trust In-Browser: Enabled
Auto Save:
|| Automatically save every 5 _ minutes

Messages in information bar:
|| Show information messages || Show error messages

|+ Show warning messages || Show exceptions
Client log - Quota (Mb) 1

Download Increase quota...
Spelling
|| Disable Spell Check

Change Password

oK Cancel

Configuring elevated trust in-browser

Tip: This whole process has been purposely designed to be centrally managed and deployable via Group
Policy if your organization works in that manner. Refer to the Blueprint Installation Guide for more
information.
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Note: If you are running Windows XP, you have two configuration options: you can follow the instructions
for configuration via the Microsoft Management Console --or-- you can install the Microsoft Windows
Server 2003 Administration Pack in order to obtain the certutil . exe program that is necessary to
configure elevated trust in-browser.

Learn more about how to determine if elevated trust in-browser is enabled.

Installation Overview
At a high level, enabling elevated trust in-browser is a two step process:
1. Inform Silverlight that a specific application will require elevation. This is achieved by adding the key

(AllowElevatedTrustAppsInBrowser with avalue of DNORD: 1) to the registry. This key tells
Silverlight that there is an application that will require elevated trust mode.

Note: No elevation has occurred as a result of this step. This step simply tells Silverlight to allow for
a specific application to request elevation.

2. Inform Silverlight that Blueprint (and only Blueprint) needs to run in an elevated mode. This is achieved by
installing a certificate that uniquely identifies the Blueprint application.

How to configure elevated in-trust browser

To configure Blueprint to run with elevated trust in-browser, perform the following steps on each
client:

1. Download the elevated trust in-browser configuration files.
2. Unzip the package and note the directory where the files are located.
3. Run cmd.exe as Administrator.

1. Click the Windows Start menu and type cmd.exe into the search bar.

2. Right-click the cmd.exe program that appears under the Programs heading and then select Run as
administrator:


https://na60.salesforce.com/sfc/p/30000000ny3D/a/0c000000QUqE/T7lQ22Cz__Jctlg52EaXtklSuP5mH.Kt2fu3fOlYMao
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B Run as administrator

TextPad

Scan with Microsoft Security Essentials...

Add to archive...

Add'to “cmd.rar’
Compress and email.

i @ i &

Pin to Taskbar

Pin to Start Menu

Send to

Cut
Copy.

Delete

Open file location

Progran]
° Properties

Compressto "emd.rar” and email

Restore previous versions
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Docu:
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5) wi frames.js

Microsoft Outlook (1)

Files (17)
Cmdline2
CmdLinel
#] cmdlinel.cs

3 cmLinelcsproj

RE: New branch for release 5.0.1.0 has been created

3. When the confirmation dialog appears, click Yes.

The cmd . exe application launches with Administrator privileges:

4. Use the cd command to navigate to the folder where you unzipped the files.

For example:

cd c:\temp\elevated trust

5. Enter the following commands to allow elevated trust to run on your local machine:

regedit.exe /s AllowElevatedTrustAppsInBrowser64.reg

6. Run the following certutil command to apply the Blueprint public certificate:

certutil.exe -f

"TrustedPublisher"

publicBlueprintCertificate2017.cer

Here is an example of the commands run on a 64-bit operating system:

7. Restart your web browser for the changes to take effect.
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How to configure elevated in-trust browser (Windows XP users only)

1. Click the Start button and then type “mmc.exe” in the search field.
The search results appear.
2. Click mmc.exe in the Programs list results.
A user account control dialog box appears.
3. Click Yes.
The Microsoft Management Console appears.
4. From the File menu, click Add/Remove Snap-in.
5. Select Certificates and then click the Add button.
The Certificates snap-in dialog box appears.
Select Computer account and then click Next.
Select Local computer.

Expand Trusted Publishers.

L o N D

Right click Certificates > All tasks > Import.
10. Locate the file publicBlueprintCertificate2020.cer and place the certificate in Trusted Publishers.

Once the certificate is imported, you can see the Blueprint Software Systems certificate in Trusted Publishers.

Textual requirements

A textual requirement artifact is a documented property or capability that a product must possess to provide value
to a stakeholder. In this case, the requirement is documented in a textual (as opposed to visual) form.

Textual requirements are beneficial if you need to capture requirements rapidly. Once captured, textual
requirements are often used as the basis for visualizing requirements using other types of artifacts such as use
cases and Ul mockups.

Textual requirements, like all other artifacts, can be organized in a hierarchy. You can enhance your textual
requirements by taking advantage of rich text formatting. You can also attach files to your textual requirements,
and trace your textual requirements to other artifacts.

To support your existing business processes and standards, project administrators can customize the set of
requirement types, and create other custom properties as needed.

Textual Requirement Artifact Properties

By default, a textual requirement artifact contains the following system properties:

B Name: Indicates the name of the textual requirement.

B Td: Provides a unique identifier for the textual requirement. The Id cannot be modified.

Type: Indicates the type of artifact.

B Description: Provides the description of the textual requirement.

Your instance administrator can configure standard properties for each standard artifact type.
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Adding a textual requirement

To add a textual requirement artifact:

MNew

1. Click the New button
2. Select Child Artifact.

on the ribbon (Home tab, Artifacts group).

=

Textual

3. Click the textual requirement icon requirement,

Creating and editing textual requirement content

You can edit a textual requirement from the artifact list, or by opening the artifact. You may be interested in
learning more about keyboard navigation shortcuts to improve your efficiency.

Tip: If you are editing many requirements at once, it may be more efficient to edit the content directly
from the artifact list, which provides you with an edit in place experience.

To do this, use the Column Options button on the View tab and select only the fields you need to see in
the artifact list. Next, place a checkmark in the Wrap Text option. You can now view the textual
requirements in a table style. Example

Amazon.com > Requirements > Stores = General > Gift Cards =
E PF7757: Business r*

Name ID Description

Any dispute relating in any way to Gift Certificates in which the aggregate total claim for relief
sought on behalf of one or more parties exceeds CDpY 57,500 shall be adjudicated in any state or
federal court in King County,

Washington, and you consent to exclusive jurisdiction and venue in such courts.

Disputes BR7747

Gift Certificates must be redeemed through the Amazon.ca Web site, http:/fwww amazon.ca, toward

the purchase of eligible products. Purchases are deducted from the Gift Certificate balance. Any

unused balance will be placed in the recipient's Gift Certificate account when redeemed. If an order
Redemption BR7761 exceeds the amount of the Gift

Certificate, the balance must be paid with a credit card or other available payment method.

Amazon.ca may provide Gift Certificate purchasers with information about the redemption status of

Gift Certificates. To redeem or view Gift Certificate balances, visit "Your Account” on Amazon.ca.

# O b [ZE Limitations BR7762 There are limitations on the use of gift cards

The risk of loss and title for Gift Certificates pass to the purchaser upon our electronic transmission
Risk of Loss BR7735 to the recipient. We are not responsible if a Gift Certificate is lost, stolen, destroyed or used without
your permission.

Simply click the Description of any textual requirement to edit the text. You can also take advantage of rich
text formatting.

To create or edit textual requirement content:

1. Open atextual requirement artifact.
Click the artifact ID link of the textual requirement artifact you want to open.
2. Provide a name for the textual requirement.

Type a name into the Name field.

Tip: We recommend that you choose a name that is descriptive, but relatively short in length.

3. Setthe textual requirement type.
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Click the Type drop-down menu and select a type from the drop-down list. There is only one type by
default (Textual Requirement), but your project may have custom types configured (example: Business
Requirement or Functional Requirement).
4. Setany additional custom properties.
Custom properties vary from project to project and are configured by your Blueprint project administrator.
5. Provide a description for the textual requirement.
See Using the textual requirements editor for more information about formatting and enhancing your

textual requirements in Blueprint.

Note: You must publish the artifact before your changes are viewable by other users.

USING THE TEXTUAL REQUIREMENTS EDITOR

To enhance your requirements, you may want to use the utility panel to add an attachment or create a trace to
other artifacts. You can also take advantage of many rich text formatting features, such as creating lists or adding a

hyperlink to your textual requirements.

Rich text formatting

Blueprint provides you with the ability to create textual content using rich text formatting. In other words, you can
perform many of the operations that you can perform using a word processing application. The rich text formatting
features are available on the ribbon Home tab:

Arial -10 -|A A[|A3-

B 7 U abex x| ap. A. | W& X

Font

Here's a list of the rich text formatting features offered by Blueprint:

Change font type, color, and size

Make the font bold, italic, underline, subscript, superscript, strikethrough
Apply highlighting to font

Add a hyperlink

Create a bulleted or numbered list

Change the paragraph justification

Deleting a textual requirement

To delete a textual requirement:
1. Open the textual requirement that you want to delete, or select the textual requirement in the artifact list.
B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,

right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:
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B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About rich text formatting

Blueprint provides you with the ability to create textual content using rich text formatting. In other words, you can
perform many of the operations that you can perform using a word processing application. The rich text formatting
features are available on the ribbon Home tab:

Arial - 10 -|A A[|A3-

B 7 U abex x ap. A. & x =

Font Paragraph

Here's a list of the rich text formatting features offered by Blueprint:

Change font type, color, and size

Make the font bold, italic, underline, subscript, superscript, strikethrough
Apply highlighting to font

Add a hyperlink

Create a bulleted or numbered list

Change the paragraph justification

RICH TEXT FORMATTING IN THE ARTIFACT LIST

Rich text formatting is displayed differently in the artifact list depending on the current mode. Here's an
explanation of the different modes and the way rich text formatting is displayed:

B Editin-place mode

B 3|l rich text formatting is displayed.

[0 Ul Mockus control UMS87849 UT Mocks.
text fext bt bt g
B enreaietten

Bk bt beoct tet Rt bent
bt bet Beodt bt et bt

©tet tet text ettt st
+tet ettt ettt et |

1. bt et text text bext bext
= (1] Mew Requirement RQ1 Bt text tect teadt tet text Teausl £

text text text text text text
TEXT TEXT TEXT TEXT TEXT TEXT

text text text text text
text

TAXt TaXt text text text text

B Non-edit and wrap text disabled:

B textis displayed as plain text.

W UseLBsE & Wd0/ass un
[T 1 Mockup contral  UMS87549 i
* 1] New Requrement RQ1 Bot tet bt beat test tent T
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B on hover, a tooltip displays a limited amount of rich text. Bullets and lists are not displayed in the
tooltip.

[T vt Mockup control UMSET84% Ul Moskup i
® (2] hew Requirement RQL text text text text text text Textual kequirement

et e s ot Tt B
et tedveries et

Bt i bt e ettt
s Tttt et

et o 0
ettt ettt
Tttt Sttt
T e et vt

text text text text text text
TEXT TEXT TEXT TEXT TEXT TBT

text text text text text text

T v v o s v

B Non-edit and wrap text enabled:

B displays a limited amount of rich text. For example: Highlighting, bullets and lists are not displayed.
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text text et text text text
text  fexd bext bext text

et bext text bext text text
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text text text text
text text
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Use cases

A use case describes an interaction between an actor and the system that yields an “observable result of value” to
the actor.

Use cases are defined in order to specify all the different ways the system can be used. A complete set of use cases
defines all behavior required of the system, effectively bounding the scope of the system without defining any of
the system internals. Generally, use case steps are written using a structured narrative that is easy to understand.
Use cases should be easy to follow and engaging for users, in order to ease the validation of each use case.

One of the benefits of creating use cases in Blueprint is the ability to simulate them. Use cases can be simulated
using Ul mockups to promote a clear understanding of the requirements and enhance the feedback provided by
stakeholders.

Blueprint's use case editor provides you with the ability to easily create and edit use case artifacts. The use case
editor looks like this:
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and then dlicks Submit. Created date  19/12/20113:34PH @

main page features. |

Last update date  21/12/20112:57PM @
Alternate Flows

4: Usemname and password are correct.

4 Details

Description

5: System authenticates user and displays the

can access the main page

Use Case Artifact Properties

By default, a use case artifact contains the following system properties:

B Name: Indicates the name of the use case.
B Td: Provides a unique identifier for the use case. The Id cannot be modified.
B Type: Indicates the type of artifact.

B Use Case Level: Indicates the level of detail of the use case, measured from 1 (high level) to 10 (low
level). Use cases can be automatically excluded from simulation or test case generation based on the Use
Case Level.

B Description: Provides a description of the use case.

Your instance administrator can configure standard properties for each standard artifact type.

About the use case editor layout

The use case editor layout allows you to create use cases in either text view, workflow view, or split view (both text
view and workflow view). Try out the different views and choose which ones works best for you. Various
customizations are available for each view.

The use case editor looks like this:
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USE CASES GROUP ON THE RIBBON VIEW TAB

There are a number of features on the View tab of the ribbon that allow you to customize the layout of the use
case editor, as well as customize the look and feel of the diagram. The Use Cases group on the View tab looks like
this:
T L Full Text #Z Expand All
[ "] Alternate Layout 1~ Collapse All

Views
= |_| curved Lines

Use Cases

The view and customization options include:

B Views: Allows you to select your desired view while working with a use case artifact.
The view options are:

m Split: Displays both the text view and the workflow view in the main content area.
m Text: Displays the text view only, without the workflow view.

B Workflow: Displays the workflow view only, without the text view.

Tip: To make more space available to view your artifact(s), you can collapse both the utility

W

F

panel and the explorer panel by clicking the full screen button (the lower rightmost

corner of the window).

B Full Text: Displays the text of each use case step on a single line. This layout utilizes vertical space more
efficiently, allowing you to view more use case steps in the main content area without scrolling.

B Alternate Layout: Displays the diagram in a way that uses less vertical space, at the expense of more
overlapping connectors.

B Curved Lines: Displays the use case connectors using a curved line style. Curved lines are helpful if the use
case has a number of alternative flows where the entrance and exit connectors overlap with other flow
connectors. By switching to a curved line, the connector overlap is reduced.

® Expand All: Allows you to expand the alternate flows in workflow view. If you click Expand All, the alternate
flows are displayed in full detail in the diagram.

Note: You can also use the expand buttons in workflow view = and text view»-.
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B Collapse All: Allows you to collapse the alternate flows in workflow view. If you click Collapse All, the
alternate flows are collapsed.

Note: You can also use the collapse buttons in workflow view = and text view.

UsE CASES RIBBON TAB

When the use case editor is open, a Use Cases tab appears on the ribbon, providing you with various editing
features. The Use Cases tab looks like this:

|:| & E E ﬁ ¢.ﬂ[ + Move Step Up X Delete Step(s) I‘EEJ j x Move How Up o .@

¥ Move Step Down & Merge Steps # Move Flow Down

add Set SetUI UI Mockup Remove Include Add Set Simulate Save
Step Actor Mockup Settings UI Mockup Use Case Alternate Flow > Start/Return Steps 009 Change External Use Case to Image
Step Flow
Step group:
B Add Step: Adds a new step to the use case, directly below the selected step.
B Set Actor: Associates an actor with the selected use case step, pre condition, or post condition.
m Set Ul Mockup: Associates a Ul mockup with the selected use case step(s).
= Remove Ul Mockup: Removes a Ul mockup from the associated use case step(s).

Include Use Case: Associates a use case with the selected use case step. Including a use case in a step can
be beneficial when a step is high level and you want to link the step to another use case that demonstrates
the lower level steps that are required to complete that particular step. It also provides a way to reuse
common functions across multiple use cases.

Move Step Up: Moves the selected step(s) up one position in the use case.

Move Step Down: Moves the selected step(s) down one position in the use case.

Delete Step(s): Deletes the selected step(s).

Merge Steps: Merges two or more selected use cases into a single use case step.

Flow group:

B Add Alternate Flow: Allows you to add an internal or external alternate flow.

B Add Internal Flow: Adds an internal alternate flow to the use case. An internal alternate flow is an
alternate flow defined within a use case.

B Add External Flow: Adds an external alternate flow to the use case. An external alternate flow is an
alternate flow that is included from an separate use case.

Set Start/Return Steps: Allows you to set the start and return steps for an alternate flow.

Move Flow Up: Moves the selected alternate flow up one position in the use case.

Move Flow Down: Moves the selected alternate flow down one position in the use case.

Change External Use Case: Changes the use case artifact of an external alternate flow to another use case
artifact.

Simulate: Starts a simulation from the beginning of the use case.

Adding a use case

To add a use case artifact:

]

New

1. Click the New button "-° on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.
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Q

3. Click the use case icon UYse Case

After you have created a use case artifact, you may want to consider adding actors before building your use case
content.

Building a use case

A use case consists of one or more flows, which are built using a sequence of use case steps. Every use case has a
main flow that generally describes the main, or default, path through the use case.

Blueprint allows you to add alternate flows to your use cases. Alternate flows begin after a decision point, where
the use case splits into two or more directions. An external alternate flow is the same as an internal alternate flow,
except the flow is contained in a separate use case artifact.

Use case steps are typically associated with an actor, and are sometimes associated with Ul mockups and other use
cases. Actors are associated with use cases to clearly demonstrate the person or system that performs that task.
Associating Ul mockups with use case steps enhances the simulation experience, providing viewers with a richer
and clearer understanding of the use case. Including a use case in a step can be beneficial when a step is high level
and you want to link the step to another use case that demonstrates the lower level steps that are required to
complete that particular step. It also provides a way to reuse common functions across multiple use cases.

Key TERMS AND CONCEPTS

B A use case describes an interaction between an actor and the system that yields an “observable result of
value” to the actor.

B An actor can be any person, role, organization, application, system, and so on, that interacts with the system
being modeled.

B A pre condition lists the state(s) that must be true before the use case can begin.

B A post condition lists the state(s) that will always be true at the completion of the use case, regardless of the
path or scenario followed.

B A use case step describes a discrete action performed by an actor or by the system being modeled.

B A main flow describes the typical set of steps that should occur in order to satisfy the post conditions of the
use case.

B An alternate flow describes an optional series of steps that satisfies the post conditions of the use case.
B Aninternal alternate flow is an alternate flow defined within a use case.
B An external alternate flow is an alternate flow that is included from an separate use case.

B A Ul Mockup is a prototype of a user interface in the system. Ul mockups are effective on a standalone
basis, but are even more powerful when they are viewed in simulations.

TYPICAL USE CASE CREATION

Use cases are typically created as follows:

1. Define the pre condition and the post condition.
2. Add new use case steps to define the main flow.
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Set actors on the use case steps.

Add alternate flows, if applicable

o ukw

UsE CASE EXAMPLE

The following example shows a use case in split view, which includes both the text view and the

the main content area at one time.

Main Flow

& O Pre Condition: browser is displayed, and lets user enter a
address

1. Customerlogs inlnclude

2. Amazon.comdisplays main page indicating customer has

] i
&

logged in and lets user enter search item or buy a gift card
- 3. Customerselected to buy a book

4. Include UC3208: Buy Books
5. Amazon.com displays main page

Post Condition:

Alternate Flows

| ¥ 3a. Customerchose to view profile
3al.
Return to 5

1| ¥ 3b. Customer selected to buy a gift card
3b1. UC3209: Gift Card

Return to Post Condition

Adding use case steps

Include use cases in the use case steps, if applicable.

Add Ul mockups to the use case steps, to enhance the simulation experience.

e
e
rowser is displayed;
and lets user enter a
a 1 _—
1: Customer logs in
Include 3205: Log in

ATl

| =
2: Amazon.com
displays main page
indi customer has

workflow view in

I
3b: Customer
selected to buy a gift
card l

|
3: Customer selected
to buy a book

|

l
3a: Customer chose to
wiew profile

3b1: 3209: Gift CardJ

|4: Include 3208: Buy
Books

3a1: 3210: Show J
Profile I‘I'I

I

5: Amazon.com

displays main page

A use case describes an interaction between an actor and the system that yields an “observable result of value” to

the actor.

A use case step describes a discrete action performed by an actor or by the system being modeled.

Note: You can only add one use case step at a time.

To add a use case step:

1. Selecta use case step.

B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.

B |n workflow view, click a use case step.

2. Click Add Step.

Choose one of the following options to add a use case step:
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B (Click the Add Step button on the ribbon (Use Cases tab, Step group).
B (Click the Add Step option on the context menu when you right-click an existing use case step.

The new step is added directly after the selected step.

Tip:
If you are using text view, you can easily add a new step by pressing the Enter key when your cursor is

positioned on an existing use case step.

To add a line break, press Shift+Enter.

Deleting use case steps

You can delete use case steps using a variety of methods, depending on whether you are building your use case
using text view or workflow view.

To delete a use case step:

1. Select the use case step(s) that you want to delete.

B |n text view, use your mouse to select the text of one or more use case step(s).
B |n workflow view, click a use case step. You can select multiple steps in workflow view by holding
the Ctrl key and clicking multiple steps, or by drawing a box around a group of steps.

2. Click Delete Step(s).

Choose one of the following options to delete the use case step(s):

® (Click the Delete Step(s) button on the ribbon (Use Cases tab, Step group).
B C(Click the Delete Step(s) option on the right-click context menu.
B (Click the Delete key on your keyboard.

Merging use case steps

Merging use case steps is useful whenever you want to combine multiple steps into one use case step. When you
merge steps, the text from each step is preserved but combined into a single step. Blueprint allows you to merge
two or more steps at one time.

To merge two or more use case steps:
1. Selecttwo or more use case steps that you want to merge.

B |n text view, use your mouse to select the text of one or more use case step(s).
B |n workflow view, click a use case step. You can select multiple steps in workflow view by holding
the Ctrl key and clicking multiple steps, or by drawing a box around a group of steps.

2. Click Merge Steps.

You can use the following buttons to merge use case steps:

H the Merge Steps button on the ribbon (Use Cases tab, Step group)
B the Merge Steps option on the right-click context menu

After you have successfully merged two or more use case steps, the text from both steps are merged into a single
use case step.
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Tip: In textual view, you can also merge two steps by pressing the Backspace key at the beginning of a
step, or by pressing the Delete key at the end of a step.

Rearranging the order of use case steps and flows

While you are creating or editing a use case, you may need to move steps or flows up or down. Blueprint provides
some easy ways to perform this task.

To move steps up or down within the flow:
1. Select the step(s) that you want to move.

B |n text view, use your mouse to select the text of one or more use case step(s).
B |n workflow view, click a use case step. You can select multiple steps in workflow view by holding
the Ctrl key and clicking multiple steps, or by drawing a box around a group of steps.

2. Click Move Step Up or Move Step Down.

Choose one of the following options to move the step(s) up or down:

B (Click the Move Step Up or Move Step Down button on the ribbon (Use Cases tab, Step group).
B (Click the Move Step Up or Move Step Down option on the right-click context menu.

To move a flow up or down within the use case:
1. Select the flow that you want to move.

B In text view, place the cursor on the text of an alternate flow.
B In workflow view, click a use case step in the alternate flow.
2. Click Move Flow Up or Move Flow Down.
Choose one of the following options to move the step(s) up or down:

® (Click the Move Flow Up or Move Flow Down button on the ribbon (Use Cases tab, Flow group).
B (Click the Move Flow Up or Move Flow Down option on the right-click context menu.

Adding an actor to a use case step

An actor can be any person, role, organization, application, system, and so on, that interacts with the system being
modeled.

Adding actors to your use case steps is beneficial because it helps to more clearly illustrate the interaction between
the person (or abstract entity) and the system.

Note: You can only set actors on use case steps one at a time.

To add an actor to a use case step:

1. Selecta use case step.
B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.
B In workflow view, click a use case step.

2. Click Set Actor.
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Choose one of the following options to add an actor to a use case step:

B (Click the Set Actor button on the ribbon (Use Cases tab, Step group).
® (Click the Set Actor option on the right-click context menu.

After you have successfully added an actor, the name of the actor is included as a link in the use case step. You can
click the actor link to view the actor details. Here's an example of the actor link in workflow view:

3: User enters
credentials

Including a use case in a step

A use case step describes a discrete action performed by an actor or by the system being modeled.Including a use
case in a step can be beneficial when a step is high level and you want to link the step to another use case that
demonstrates the lower level steps that are required to complete that particular step. It also provides a way to
reuse common functions across multiple use cases.

4 N\

Example

Sam, a business analyst, is creating a series of use cases for a web application. All of the use cases
require that the user logs into the system before using any other features.

Sam starts by creating a Login use case. She then includes that use case at the beginning of all
other use cases, instead of duplicating the login steps.

When Sam realizes she must make a change to the Login use case, she only has to update one use
case instead of 20.

To add a use case to a use case step:

1. Selecta use case step.
B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.
B In workflow view, click a use case step.

2. Click Include Use Case.

You can use the following buttons to add a use case to a use case step:

B the Include Use Case button on the ribbon (Use Cases tab, Step group)
B the Include Use Case option on the right-click context menu

After you have successfully associated a use case with a step, the name of the included use case is displayed as a
link in the use case step. You can click the use case link to view the details of the included use case. Here's an
example of the included use case link in workflow view:

l

1: Include UC43531:
login

Adding an internal alternate flow

An internal alternate flow is an alternate flow defined within a use case.
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Alternate flows allow you to demonstrate the behavior of the system, given a particular condition. For example, the
system will behave differently depending on whether the user clicks Yes or No after a confirmation dialog is
displayed.

To add an internal alternate flow to a use case:

1. Select the step where you want the alternate flow to begin.

B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.
B |n workflow view, click a use case step.

2. Click Add Alternate Flow > Internal.
Choose one of the following options to add an internal alternate flow:
® (Click the Add Alternate Flow drop-down on the ribbon (Use Cases tab, Step group) and then select

Internal.
® (Click the Add Internal Flow option on the right-click context menu.

3. Setthe start and return steps.

You can use the following buttons to set the start and return steps:

B the Set Start/Return Steps button on the ribbon (Use Cases tab, Flow group)
= the Set Start/Return Steps option on the right-click context menu

After you have added an alternate flow, a decision point <>appears in workflow view. In text view, a new flow
appears under the Alternate Flows heading.

In workflow view, you can expand and collapse the alternate flow using the expand ® and collapse =licons. In text
view, you can expand and collapse the alternate flow using the expand » and collapse ¥ icons.

Note: Alternate flows are labeled the same way in both text view and workflow view. Conditions that are
peers end in letters (example: 2a, 2b, and 2c). The regular steps in the flows end in numbers based on the
condition. Therefore, condition 2a has steps labeled 2al, 2a2 and so on.

Flow Conditions

The first step in an alternate flow is a condition. Also, the step in the main flow immediately after the decision point
also becomes a condition. The text of the condition steps must indicate under what condition the main flow and
the alternate flow will be exercised.

In the example below, the alternate flow is exercised in the event that an incorrect password is provided by the

user:
2; Password is correct 2a: Password is
incorrect
3: System authenticates 2al: System displays
user error message |+|

I I |
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Adding an external alternate flow

An external alternate flow is an alternate flow that is included from an separate use case.

Alternate flows allow you to demonstrate the behavior of the system, given a particular condition. For example, the
system will behave differently depending on whether the user clicks Yes or No after a confirmation dialog is
displayed.An external alternate flow is the same as an internal alternate flow, except the use case content is stored
in a different (external) use case artifact.

To add an external alternate flow to a use case:
1. Select the use case step where you want the external flow to begin.
B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.

B |n workflow view, click a use case step.

2. Click Add Alternate Flow > External .
Choose one of the following options to add an external alternate flow:
B (Click the Add Alternate Flow drop-down on the ribbon (Use Cases tab, Step group) and then select

External Flow
® Click the Add External Flow option on the right-click context menu

After you click the button, the Select Use Case dialog appears.
3. Select the use case you want to add.
1. Search or browse for the use case.
2. Click OK.
4. Setthe start and return steps.
You can use the following buttons to set the start and return steps:
B the Set Start/Return Steps button on the ribbon (Use Cases tab, Flow group)
B the Set Start/Return Steps option on the right-click context menu

Read more about Setting start and return steps.

After you have added an alternate flow, a decision point <>appears in workflow view. In text view, a new flow
appears under the Alternate Flows heading.

In workflow view, you can expand and collapse the alternate flow using the expand # and collapse = icons. In text
view, you can expand and collapse the alternate flow using the expand » and collapse ¥ icons.

Note: Alternate flows are labeled the same way in both text view and workflow view. Conditions that are
peers end in letters (example: 2a, 2b, and 2c). The regular steps in the flows end in numbers based on the
condition. Therefore, condition 2a has steps labeled 2al, 2a2 and so on.

Flow Conditions

The first step in an alternate flow is a condition. Also, the step in the main flow immediately after the decision point
also becomes a condition. The text of the condition steps must indicate under what condition the main flow and
the alternate flow will be exercised.
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In the example below, the external flow is exercised in the event that an incorrect password is provided by the

user:
2: User clicks continue 2a: User clicks sign
out
3: System displays the 2al: UC5018820:
main screen Logoff [h

l I

Changing an external use case

An external alternate flow is an alternate flow that is included from an separate use case. If you have added an
external alternate flow to your use case, you can easily change it to a different external use case.

To change an external use case:

1. Select the external use case that you want to change.

B |n text view, place the cursor anywhere in the text of the external flow.
B |n workflow view, click a step in the external flow.
2. Click Change External Use Case
Choose one of the following options to add an external flow:
B (Click the Change External Use Case drop-down on the ribbon (Use Cases tab, Flow group).
B (Click the Change External Use Case option on the right-click context menu
After you click the button, the Select Use Case dialog appears.
3. Selectthe use case you want to add.

1. Search or browse for the use case.
2. Click OK.

Setting start and return steps

Setting the start and return steps is useful when you want an alternate flow to start from, or return to, a different
step in the use case.

Alternate flows can start from any step in the use case, and can end in any step, the post condition, or exit.

To set the start and return steps:
1. Selectan alternate flow.

B |n text view, place the cursor on the text of an alternate flow.
B |n workflow view, click a use case step in the alternate flow.
2. Click Set Start/Return Steps.

You can use the following buttons to open the Set Start/Return Steps dialog:
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® the Set Start/Return Steps button on the ribbon (Use Cases tab, Flow group).
® the Set Start/Return Steps option on the right-click context menu.

3. Choose the start and return steps.

Use the drop-down options to setthe Start Step and the Return Step. Alternate flows can start
from any step in the use case, and can end in any step, the post condition, or exit.

4. Click OK.

After you have set the start and return steps, the step numbers are updated in text view, and the connectors are
updated in workflow view.

Setting Ul mockups on use case steps

A Ul Mockup is a prototype of a user interface in the system. Ul mockups are effective on a standalone basis, but
are even more powerful when they are viewed in simulations.Associating Ul mockups with use case steps
enhances the simulation experience, providing viewers with a richer and clearer understanding of the use case.

To add a Ul mockup to a use case step:
1. Select one or more use case step(s) that you want to associate with a Ul mockup.

B |n text view, use your mouse to select the text of one or more use case step(s).
B |n workflow view, click a use case step. You can select multiple steps in workflow view by holding
the Ctrl key and clicking multiple steps, or by drawing a box around a group of steps.

2. Click Set Ul Mockup.

You can use the following buttons to set a Ul mockup for use case steps:

B the Set Ul Mockup button on the ribbon (Use Cases tab, Step group)
B the Set Ul Mockup option on the right-click context menu

In workflow view, a Ul mockup(= indicator appears in the upper-left corner of the use case step after a Ul mockup
has been set. In text view, the Ul mockup indicator appears beside the step on the left side. You can click the U/
mockupindicator to view the associated Ul mockup.

Removing a Ul mockup from a use case step

A Ul Mockup is a prototype of a user interface in the system. Ul mockups are effective on a standalone basis, but
are even more powerful when they are viewed in simulations.

When a Ul mockup is associated with a use case, a Ul mockup @ indicator appears above the use case step in
workflow view.

Note: You can only remove Ul mockups from use case steps one at a time.

To remove a Ul mockup from a use case step:

1. Select the use case step that is associated with the Ul mockup you want to remove.

B |n text view, place the cursor on a use case step by clicking anywhere on the use case text.
B |n workflow view, click a use case step.

2. Click Remove Ul Mockup.
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Choose one of the following options to remove the Ul mockup from the use case step:

B (Click the Remove Ul Mockup button on the ribbon (Use Cases tab, Step group).

B (Click the Remove Ul Mockup option on the right-click context menu.

® (Click the Remove Ul Mockup option that appears when you right-click the Ul mockup@ indicator in
workflow view.

After you have removed the Ul mockup, the Ul mockup & indicator no longer appears above the step in workflow
view.

Deleting a use case

To delete a use case:

1. Open the use case that you want to delete, or select the use case in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.
You can find the Delete button in the following locations:
B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.
After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About use case simulation

Overview

Envisioning what a feature or end product will look like can be challenging when you only have fragmented Ul
Mockups and requirements. Simulation can alleviate the issue of having many scattered requirements by
presenting an interactive animation in which all details connect. A simulated use case is a visual animation, like a
movie, that draws attention to the progress of a multi-layered scenario. The Blueprint simulation feature allows you
to develop the relationships between requirements rather than focusing too much on the requirements as
separate entities.

Example

Sam, a business analyst, has been collecting requirements from various stakeholders for an airline
web site. She wants to discover the value her requirements can have together. She has created a
use case that involves a customer checking in online and now she wants to explain the use case
scenario to other stakeholders. In a meeting with developers, Sam walks through each step of the
use case simulation on a projection screen. Starting now, the developers fully comprehend the
functionality they are going to build. The simulation has sparked discussions about build planning,
which propels the developers forward in their project's progress. In another meeting, Sam shows the

A\ J
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use case simulation to sales representatives. One of the sales representatives suggests a piece of
functionality that could be added to the use case, creating discussion about how the new
functionality could better meet customers's needs. For the first time since the project began,
stakeholders are able to understand the project and, as a result, contribute to its success and
completion.

Simulation can help meet the unique needs of various teams. On its most basic level, use case simulation helps
requirement authors explain their feature to stakeholders. Business analysts and developers can "walk through"
simulated use cases together to verify if a feature works. Business analysts and higher management can watch use
case simulations together to see if the functionality aligns with business goals. Simulating a use can help to identify
and eliminate gaps in the requirements and the project as a whole, which is valuable to all stakeholders.

Simulating a use case

Note:Simulations only display changes that you have saved or published. If you need to modify an artifact,
you can make changes to the artifact, save the changes, and then refresh the simulation.

To simulate a use case:
1. Click the ID of the use case artifact you want to simulate.
The use case artifact opens in the main content area.
2. Click the Simulate button (Use Cases tab).
The confirmation dialog appears.

3. Click OK.

The Blueprint Simulate window appears with your Use Case Simulation in the Explorer panel.

Navigating your Use Case Simulation

OVERVIEW

The use case steps appear in the Explorer panel to the left (under Use Case Simulation).
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Tip: Click the arrows next to your use case to view the steps in the Use Case Simulation.

Use cases are typically navigated step-by-step, from pre condition (the beginning) to post condition (the end).

However, you can begin the simulation at whichever use case step you prefer. For more information about starting
from a different point, see Starting the simulation at another step.

NAVIGATION MARKERS

The use case step you have currently selected has an orange outline:

' ]ﬁ]: Use Case Simulation

PI' Customer has chosen to check-in nnlinel

When you select a use case, the use case, and all of its steps, become green:
4 8. Customer chooses Cancel
?ﬂ: 8a. Customer chooses modify

4 ?qa 8b. Customer chooses to print boarding pass

b

&% Customer has completed Online Check in process

Use case steps you have already viewed are highlighted in the Use Case Simulation:
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Explorer &«
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|3. System presents optional purchases page inclu{
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5. System presents option to modify seat selection
p 6. Customer chooses Mext (Customer)

7. System presents display summanzing choices a
B 3. Customer chooses Cancel

&% Customer has completed Online Check in process

CHANGING THE SCOPE OF THE USE CASE SIMULATION

The scope controls allow you to show any connected external flows and/or included use cases in the simulation.

You can alter the scope of the Use Case Simulation by using the following controls (Home tab, Scope group):

B Simulate Related Use Cases (selected by default): when selected, the chain of included use cases is added
to the scope of the simulation. When deselected, only the main use case is simulated.

B Use Case Level: allows you to control the degree to which any included use cases and external flows are
shown. You can select a higher number of connected levels to show, or you can select a low number to
hide included use cases.

Note: All levels of included use cases are auto-detected when the Simulate Related Use Cases
check box is selected.

[+ Simulate Related Use Cases

Show Use Case Level: 3 -

Scope

USING THE NAVIGATION CONTROLS

To navigate through the Use Case Simulation, use the buttons in the Navigation Controls group (Home tab):

B To control the progression of steps, click the Next Step button whenever you want to move to the next
step.

B To watch a computerized navigation of the use case, click the Start Automatic Navigation button.
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Note: Automatic Navigation stops when it reaches any step that is connected to alternate flows and
requires actor input. For more information about actors interacting with alternate flows, see Actor-system

interaction and alternate flows.
To restart the viewing, click the Start Over button at any time.

After clicking Start Over, the orange outline reappears on the first step.

B To navigate to the previous use case step, click the Previous Step button.

@StartDuer
QO

Mavigation Controls

STARTING THE SIMULATION AT ANOTHER STEP

The use case simulation starts at the pre condition and then progresses sequentially but you can choose to start the

simulation at any step you like.

Note: The Simulate Related Use Cases check box must be selected in order to start the simulation from
any included use case step.

To start a simulation at another step:

B Right-click the step you want the simulation to start with and then click Start Simulation from Here.

A <Pg], 8b. Customer chooses to print boarding pass
4 (0 UCEe379. Print Boarding Pass
3b1. System presents boarding pass and prompts user to print
8b2. Customer selects print (Customer)

8b3. System invo L@ | Start Simulation from Here L .

An orange outline appears around the step, signifying that it is selected. The step details appear in the main

content area.

ACTOR-SYSTEM INTERACTION AND ALTERNATE FLOWS

Blueprint Simulate allows you to test use case steps that require flow selection from an actor. Blueprint Simulate
puts you in the role of the actor, navigating the scenario you have created. You, playing the actor, can choose one
of the available flows in order to progress with the scenario (that is, to progress to the next step).

-

Example

Sam, a business analyst, wants to simulate a use case that involves checking in online for an airline
flight. To begin the simulation, she clicks the Start Automatic Navigation button. The first use case
step (that is, the main check-in web page displaying all flights) appears for a set number of seconds.

Then, automatically, the next step appears, which requires the customer (actor) to select a flight for
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check-in. Sam must select a flight from the list and click the Check In button to progress to the next
step.

B 7: UI Mock
« | ucs377: ut Mockup UC§377: UI Mockup

Any
(Grcit cardused 1o purchese St wilbe cherged)

Current Time: 12:42pm Thur Sept 24, 2009 Meal ‘Combo (Wth arnk and side) $750  Snack Box 5450
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BP330 Tampa to NY-Kennedy. October 3, 2009

BP419 Hartford to Philadelphia, September 25, 2009
X8 LU99A08 Inciyged: 2 Lugoage and T Personal camy-on (€. purse, briefcase, etc)
1 6xtra (204 §10.00)

Checkin in cronagcn aom Oy Bose 2600 as 5250
Vitin 24tve avaiabl o slecion 3Ea a005400)

Optional Purchases Total: $3250 Next.

u = Update total afer every optional purchase selection u

Egg Salad Sandvich Combo Chicken Snack Box
Display current time at top-right Vegetarian Sandvich Combo Cheese & Crackers Snack Box

The actor has to choose
one of the options to
progress to the next step.

UC6377: Checkin Online

Step 2. Customer selects fight for checkin (Customer)
| purchases page including meal choice, extra luggage choice.

Ul Mockup  6404: Online Checkin Main Page

Using keyboard shortcuts during use case simulation

Blueprint offers a number of keyboard shortcuts that allow you to conveniently perform various operations and
navigate your Use Case Simulation using your keyboard instead of your mouse. Using keyboard shortcuts can be
helpful when presenting a use case simulation to stakeholders or other individuals. The controls provide an easy
way to navigate to other steps in the simulation and to refresh artifacts, letting you focus on the content matter you
are presenting.

This article outlines keyboard shortcuts for both basic and navigational operations in Use Case Simulation. Many of
the operations listed in this article are also accessible on the application ribbon.

Note: Some keyboard shortcuts are currently unavailable for Internet Explorer, such as the font editing,
refresh and help operations.

KEYBOARD SHORTCUTS FOR FONT EDITING OPERATIONS

Firefox and Chrome

Operation Result / Effect
Keyboard Key - /
CTRL+ B Make the selected | You can apply the bold operation to text in the Comment field
text bold within the Utility Panel.
CTRL + 1 Italicize the You can apply the italicize operation to text in the Comment field
selected text within the Utility Panel.
CTRL+ U Underline the You can apply the underline operation to text in the Comment

selected text field within the Utility Panel.
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KEYBOARD SHORTCUTS FOR SIMULATION NAVIGATION

Firefox and Internet
Chrome Explorer Operation Result / Effect
Keyboard Key Keyboard Key

F8 F8 Start Starts Auto Navigation mode at the selected use case step.
automatic | \yhen Auto Navigation mode is started, each use case step
navigation | 5nnears for the number of seconds specified in the Auto-Nav
mode Interval setting.

Note: Automatic Navigation stops when it reaches any step
that is connected to alternate flows and requires actor input.
For more information about actors interacting with alternate
flows, see Actor-system interaction and alternate flows.

F8 F8 Pause Pauses Auto Navigation mode at the selected use case step.
automatic | 14 resume automatic navigation, press F8 again.
navigation
mode

F7 SHIFT + F9 Navigate | The previous use case step is selected in the Explorer panel
to the and the step details appear in the bottom pane.
previous
use case
step

F9 F9 Navigate | The next use case step is selected in the Explorer panel and
to the the step details appear in the bottom pane.
next use
case step

CTRL + SHIFT + F8 | CTRL + SHIFT + F8 | Start over | The first use case step is re-selected in the Explorer panel and
from the | the step details appear in the bottom pane.

beginning
KEYBOARD SHORTCUT TO REFRESH
Firefox and Chrome .
Operation Result / Effect
Keyboard Key
CTRL + F5 Refresh all | Reloads the use case simulation with the most recent version of the use

artifacts case artifact and any related artifact(s).
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KEYBOARD SHORTCUTS TO ACCESS HELPFUL INFORMATION

Firefox and Internet
Chrome Explorer Operation Result / Effect
Keyboard Key Keyboard Key

F1 - Get help The Blueprint Help web site opens in another tab. You can
using enter the keyword(s) for the issue you are experiencing in
Blueprint the search field and press ENTER.

CTRL + SHIFT+ 1 | CTRL + SHIFT+ 1 | Opens The Keyboard Shortcuts dialog box appears with a list of all of
keyboard the Home tab shortcuts mentioned in this table.
shortcuts
pop-up

VIEWING A LIST OF SHORTCUTS

To view a list of shortcuts within simulation, press CTRL + SHIFT + 1.

Keyboard Shortcuts x |
Action Firefox and Chrome Internet Explorer
~ Font
Make the selected text bold. ctrl+B
Italicize the selected text. Ctrl+I
Underline the selected text. Ctrl4+u
~ Mavigation Controls
Navigate to the previous use case step. F7 Shift+F9
Start automatic navigation mode. F8 F8
Pause automatic navigation mode. F8 F8
Navigate to the next use case step. FS FS
Start over from the beginning. Ctrl+shift+F8  Ctrl+Shift+F8
~ Actions
Refresh all artifacts. Ctrl+F5
»~ Help
Get help using Blueprint. F1
Open the keyboard shortcuts pop-up. Ctrl+Shift+1 Ctri+Shift+1
Close
Ul mockups

A Ul Mockup is a prototype of a user interface in the system. Ul mockups are effective on a standalone basis, but
are even more powerful when they are viewed in simulations.

Ul Mockup Properties

By default, a Ul mockup artifact contains the following system properties:
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B Name: Indicates the name of the Ul mockup.

B Td: Provides a unique identifier for the Ul mockup. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Width: Indicates the width of the Ul mockup, measured in pixels. The maximum size is 7000 pixels.
B Height: Indicates the height of the Ul mockup, measured in pixels. The maximum size is 7000 pixels.

B Description: Provides adescription of the Ul mockup.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a Ul mockup

To add a Ul mockup artifact:

New

1. Click the New button
2. Select Child Artifact.

on the ribbon (Home tab, Artifacts group).

UI Mockup

3. Click the Ul mockup icon

Deleting a Ul mockup

To delete a Ul mockup:

1. Open the Ul mockup that you want to delete, or select the Ul mockup in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Previewing a Ul mockup

Blueprint allows you to preview how your Ul mockup would function in a use case simulation. There is no need to
save your Ul mockup and then simulate your changes in a use case. You can preview the final product with the click
of a button.
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Interactive and non-interactive widgets

Ul mockups can contain interactive widgets in addition to non-interactive widgets.

An interactive widget is any Ul mockup shape that can be interacted with. For example, you can click an interactive
widget, select options from a widget or type text in a widget.

Example

Jorges, a business analyst, adds a Login button to his Ul mockup of an online log-in page. When his
use case is simulated, viewers can click the Login button to go to the next step in the simulation.

A non-interactive widget can fall into one of two categories: shapes that model Ul elements, like browsers, and
shapes that call out system behavior. For example, a callout widget can be used to explain a new feature and then
can be hidden on use case steps when the callout does not need to be seen.

Types of interactive widgets include but are not limited to:

Button

Checkbox
Dropdown Button
Dropdown List
Hyperlink

Slider

Text Area

Text Box

There are two ways to interact with Ul mockup widgets: launching a simulation of a use case and viewing a preview
of the Ul mockup.

To preview your Ul mockup:

1. Click the Preview button (Ul Mockup tab).

The Preview Mode bar appears at the top of your Ul mockup.
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If you have added any interactive widgets, you can test widget functionality similarly to how viewers of a
use case simulation would interact with your Ul mockup.

2. To exit Preview mode and return to editing mode, click the Preview button.

About screen captures

Important: This feature is only available if Blueprintis configured to run with elevated in-trust browser.

The Screen Capture feature allows you to quickly and easily take a screen capture of an application running on your
computer and then insert it into a Blueprint artifact. Screen captures are automatically resized to fit the canvas if
the image is too large to fit. Whenever Blueprint resizes screen captures, the aspect ratio is preserved.

Example

Matt, a business analyst, plans to make some changes to an existing web page. He starts by
creating a new Ul mockup artifact. He then uses the screen capture feature to quickly add a screen
capture of the existing web page to the Ul mockup. At this point, Matt can take advantage of the Ul
mockup widgets to create a rich visual representation of the new user interface.

APPLICABILITY

You can add a screen capture to any Blueprint artifact that supports images, including:

B Ul mockups
B Use case diagrams
B Generic diagrams
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ribbon ( Generic Diagram tab, Image group). If you open an actor or document artifact, this button is not available.

ADDING A SCREEN CAPTURE TO AN ARTIFACT

™

When you click the Screen Capture == button, Blueprint displays a list of all application windows that are open
(but not minimized) on your computer.

To add a screen capture to an artifact:

1. Open the application from which you want to take a screen capture.

2. Leave the application running and switch to Blueprint.

Important: Ensure the application window does not become minimized when you switch to
Blueprint.

3. Open the artifact that you want to add a screen capture to.

The Screen Capture feature is only available in artifacts that support the insertion of images. Refer to the
Applicability section to learn more about support for this feature.

4. Click the Screen Capture button on the ribbon.
‘o

in the Image group.

After you click the button, the application windows are displayed. If you are using Windows 7, the windows
are displayed as thumbnail images. If you are using an older version of Windows, the windows are displayed
in a list of window titles.

5. Click the application window that you want to capture.

After you click the application window that you want to capture, the screen capture is taken and automatically
inserted into the artifact.

Glossary artifacts

A glossary artifact is a compilation of terms and definitions. Glossary terms can be linked from other artifacts,
providing readers with easy access to definitions.

Maintaining a glossary is one of the simplest ways to reduce misunderstanding by encouraging project members to
use a common vocabulary. Blueprint allows you to create multiple glossaries. You can then merge terms between
glossaries to create a repository of common words. Blueprint's glossary artifact provides you with an easy way to
manage and reference definitions for acronyms, business terms, and technical terms.

Glossary Artifact Properties

By default, a glossary artifact contains the following system properties:
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B Name: Indicates the name of the glossary.
B Td: Provides a unique identifier for the glossary. The Id cannot be modified.
B Type: Indicates the type of artifact.

B Description: Provides a description of the glossary.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a glossary

To add a glossary artifact:

]

New

1. Click the New button "-° on the ribbon (Home tab, Artifacts group).
2. Select Child Artifact.
Z

3. Click the glossary icon Glossary

Deleting a glossary

Note: If you delete a glossary, all terms that are linked from other artifacts will continue to reference a
read-only version of the glossary.

To delete a glossary:
1. Open the glossary that you want to delete, or select the glossary in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Adding a new term directly to the glossary

1. Open aglossary artifact.
Right-click and select Add Term. A new row appears in the table.

3. Type the name of the term and definition into the Term and Definition columns.
The terms and definitions are now sub-artifacts of the glossary.
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Adding a new glossary term from another artifact

You can easily add a new term to a glossary while working on any artifact in the system.

Notes

When you use the Add to Glossary feature, the term is added to the glossary, but a link to the glossary
term is not automatically included in the artifact that you are working on.

After the new term is added, you still have to edit the glossary to provide a definition for the term.

To add a new glossary term while working on another artifact:

1. Highlight the text that you want to add as a term to the glossary.
2. Click Add to Glossary.

1. right-click and select Add to Glossary.
The Add to Glossary dialog appears.

3. Select the glossary you want to contain the new term.

1. Search or browse for the glossary.
2. Click OK.

A dialog appears to notify you that the term was added successfully.

After you have added the new glossary term, you may want to link the term to some text in your artifact. You may
also want to edit the glossary term to provide a definition for the new term.

Linking to an existing glossary term from other artifacts

Linking to a glossary term is referred to as a glossary reference. After you have created a glossary reference, you
can point to the terms to view the definition inline.

1. Open the artifact and highlight the text that you want to link to a glossary term.

2. Click Add Glossary Reference.

1. Right-click and select the Add Glossary Reference option.
The Add Glossary Reference dialog appears.

3. Select the glossary term.

1. Search or browse for the glossary term.
2. Click OK.

After you have added a glossary reference, the term is displayed as a link. If you hover on the link, the definition is
displayed as follows:
Improve customer retention by allowing customers to sign up for our rewards program online at any time, including when making a

reservation.
Project: Wyngs Air - Reservation System Reservation: A purchased ticket on @ Wyngs Air flight that is holding a
seat for a passenger.
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Editing a glossary term

1. Open the glossary that contains the term that you want to edit.
2. Double-click the term or definition that you want to edit. Edit mode is now activated, allowing you to make
changes to the existing content.

Deleting a glossary term

Note: After you delete a glossary term, the definition is no longer available from any artifacts that are
linked to the term.

1. Open the glossary artifact that contains the term you want to delete.
2. Right-click the term you want to delete and select Remove Term.

About Storyboards

A storyboard artifact provides a quick way to depict scenarios of a user progressing through the screens of a
system.

Storyboards can show screen sequencing and branching to different screens. Storyboards contain frames, that in
turn can contain Ul mockup artifacts. Frames can act as placeholders for future screens, and can also provide
descriptive text of screen content and interaction. Storyboards tend to be used to communicate user interface
requirements at a high level, as opposed to use cases which tend to communicate detailed actor—system
interaction.

Storyboard Artifact Properties

By default, a storyboard artifact contains the following system properties:

B Name: Indicates the name of the storyboard.

B Id: Provides a unique identifier for the storyboard. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Width: Indicates the width of the storyboard, measured in pixels. The maximum size is 7000 pixels.
B Height: Indicates the height of the storyboard, measured in pixels. The maximum size is 7000 pixels.

B Description: Provides a description of the storyboard.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a storyboard

To add a storyboard artifact:
1. Click the New button " on the ribbon (Home tab, Artifacts group).
2. Select Child Artifact.
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Click the storyboard icon Storyboard

Deleting a storyboard

To delete a storyboard:

1.

2.

Open the storyboard that you want to delete, or select the storyboard in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Actors

An actor can be any person, role, organization, application, system, and so on, that interacts with the system being
modeled.

After you have created actor artifacts, you can set one or more actors for each step in a use case. The purpose of
creating actor artifacts is to include them in use case steps.

Actor Artifact Properties

By default, an actor artifact contains the following system properties:

Name: Indicates the name of the actor.
Id: Provides a unique identifier for the actor. The Id cannot be modified.
Type: Indicates the type of artifact.

Inherits From: If the actor is inherited from another actor (that is, a parent), this property indicates the
name and ID of the parent actor.

Image: Indicates the filename of the actor image.

Description: Provides a description of the actor.

Your instance administrator can configure standard properties for each standard artifact type.



blueprint

Adding an actor artifact

An actor can be any person, role, organization, application, system, and so on, that interacts with the system being
modeled.

To add an actor artifact:
0

1. Click the New button "= on the ribbon (Home tab, Artifacts group).
2. Select Child Artifact.

S

3. Click the actor icon #Actor

After you have added a new actor artifact, you may want to set actor inheritance or set a custom image for the
actor. You may also want to associate the actor with a use case step.

Setting and removing actor inheritance

Actor inheritance allows you to establish relationships between actors.

Note: When you set actor inheritance, a relationship is established, but no properties are shared between
the actors. Actor Inheritance creates a special relationship between actors. Property values of the parent
actor are not automatically set as properties for the child.

Example

Sally, a business analyst, has created two actors: Part Time Employee and Full Time Employee.
Some of her use case steps can be performed by both actors. Instead of including both actors in each
use case step, Sally creates a third actor called Employee. She then modifies the two existing
actors and sets the Inherits From property to the new Employee actor. Now, Sally can simply
include the new Employee actor in the use case steps because the other actors inherit from the
Employee actor.

To set the inheritance of an actor:
1. Open an actor artifact.
Click the artifact ID link of the actor artifact you want to open.
2. Click the Edit link located under the Inherits From property.
The Select Actor dialog appears.

3. Search or browse to select an actor.
4. Click OK.

The OK button is only accessible if you have selected an actor artifact.
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After you have setthe Inherits From property, Blueprint displays the ID and name of the actor:

4 Properties

Mame Online Banking Customer

1d AC4668429

Type Actor -
Inherits From AC4668428 : Customer Edit fRemove

You can also view the actor inheritance on the Relationships tab in the utility panel if you select Other in the Traces
drop-down:

» Utility Panel

BIL=ZPLPO
& Ac4sssd28: Customer

Add Trace Relationships ~

j(s] Title Traces
~ Actor Inherits Parent / Child
4= [ AC4668429 Online Banking Custom; ¥ Other

4= a AC4668430 Tele-Banking Customer ©Online Banking

To remove the inheritance of an actor:
1. Open an actor artifact.
Click the artifact ID link of the actor artifact you want to open.

2. Click the Remove link located beside the Inherits From property.

Setting and removing an actor image

When you set a custom image for an actor, the image appears in simulations when the actor is set on a use case
step. This provides viewers with a visual indication of what actor is performing that particular step in the use case.

To set a custom image for an actor:
1. Open an actor artifact.
Click the artifact ID link of the actor artifact you want to open.
2. Click the Edit link located under the Inherits From property.
After you click the link, the Open dialog appears.

3. Select the image file that you want to associate with the actor.

After you have set the actor image, Blueprint displays the picture in the rectangular box above the Edit link.

To remove a custom image for an actor:
1. Open an actor artifact.
Click the artifact ID link of the actor artifact you want to open.

2. Click the Remove link located under the image.
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Deleting an actor artifact

Note: After you delete an actor artifact, the artifact can only be accessed in read-only mode. Any use case
steps that are associated with an actor will link to the read-only version of the deleted artifact.

To delete an actor:

1. Open the actor that you want to delete, or select the actor in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Business process diagrams

Business process diagram artifacts provide a clear visual representation of requirements involving sequence, flow,
branching, conditions, etc.

Business Process Diagram Artifact Properties

By default, a business process diagram artifact contains the following system properties:
B Name: Indicates the name of the business process diagram.
B Td: Provides a unique identifier for the business process diagram. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Width: Indicates the width of the business process diagram, measured in pixels. The maximum size is
7000 pixels.

B Height: Indicates the height of the business process diagram, measured in pixels. The maximum size is
7000 pixels.

B Description: Provides a description of the business process diagram.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a business process diagram

To add a business process diagram artifact:
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1.
2.

3.

a

Click the New button "= on the ribbon (Home tab, Artifacts group).

Select Child Artifact.

Click the business process diagram icon Business...

Deleting a business process diagram

To delete a business process diagram:

1.

Open the business process diagram that you want to delete, or select the business process diagram in the
artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About Generic Diagrams

A generic diagram refers to a diagram that is created using Blueprint's Generic Diagram Editor. With the Generic
Diagram Editor, you can draw free form diagrams, where the only limitation is your imagination.

Generic diagrams can be used for example to communicate:

Context, scope, boundaries, and system interfaces.

Structure, components, and deployment.

States, sequence, and timing.

Any form of requirement that is not already better expressed using one of the other artifact editors in
Blueprint.

Generic Diagram Artifact Properties

By default, a generic diagram artifact contains the following system properties:

Name: Indicates the name of the generic diagram.
Id: Provides a unique identifier for the generic diagram. The Id cannot be modified.
Type: Indicates the type of artifact.

Width: Indicates the width of the generic diagram, measured in pixels. The maximum size is 7000 pixels.
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B Height: Indicates the height of the generic diagram, measured in pixels. The maximum size is 7000 pixels.

B Description: Provides a description of the generic diagram.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a generic diagram

To add a generic diagram artifact:

a

1. Click the New button "= on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.

3. Click the generic diagram icon Generic...

Deleting a generic diagram

To delete a generic diagram:
1. Open the generic diagram that you want to delete, or select the generic diagram in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About Domain Diagrams

A domain diagram is generally used for problem analysis. A domain diagram shows the major pieces of
information (entities), what they’re composed of (elements), and how the information is related to each other. It
uses relationship notation similar to Entity Relationship Diagrams (ERDs) used to model data schemas. Domain
diagrams are sometimes referred to as domain models, information diagrams, information models, or conceptual
data models.

Domain Diagram Artifact Properties

By default, a domain diagram artifact contains the following system properties:
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B Name: Indicates the name of the domain diagram.

B Td: Provides a unique identifier for the domain diagram. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Width: Indicates the width of the domain diagram, measured in pixels. The maximum size is 7000 pixels.
B Height: Indicates the height of the domain diagram, measured in pixels. The maximum size is 7000 pixels.

B Description: Provides a description of the domain diagram.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a domain diagram

To add a domain diagram artifact:

New

1. Click the New button
2. Select Child Artifact.

on the ribbon (Home tab, Artifacts group).

E.—E

3. Click the domain diagram icon Domain...,

Deleting a domain diagram

To delete a domain diagrama feature:

1. Open the domain diagramfeature that you want to delete, or select the domain diagramfeature in the
artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About use case diagrams

Use case diagrams display relationships between use cases and actors in the system.
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Tip: To make more space available to view your artifact(s), you can collapse both the utility panel and the

v

explorer panel by clicking the full screen button '# | (the lower rightmost corner of the window).

Use Case Diagram Artifact Properties

By default, a use case diagram artifact contains the following system properties:

B Name: Indicates the name of the use case diagram.

B Td: Provides a unique identifier for the use case diagram. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Width: Indicates the width of the use case diagram, measured in pixels. The maximum size is 7000 pixels.

B Height: Indicates the height of the use case diagram, measured in pixels. The maximum size is 7000
pixels.

B Show Conditions: Indicates whether or not conditions are shown.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a use case diagram

To add a use case diagram artifact:

a

1. Click the New button "= on the ribbon (Home tab, Artifacts group).
2. Select Child Artifact.

Use Case

3. Click the use case diagram icon oisgram .

Deleting a use case diagram

To delete a use case diagram:
1. Open the use case diagram that you want to delete, or select the use case diagram in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.
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Document artifacts

A document artifact allows you to upload a file and then reference that file from multiple artifacts.

Document artifacts are different than file attachments. Document artifacts can be referenced from multiple
artifacts by adding it as a document reference to other artifacts in the utility panel files tab. File attachments are
also added in the files tab of the utility panel and are associated with a single artifact. Refer to File attachments and
document references for more information.

Example

Pauline, a regulatory analyst, has asked business analysts to adhere to a number of standards while
gathering requirements for the system. She creates a new document artifact and uploads the
standards document to the artifact.

Gabrielle, a business analyst, modifies a use case so it adheres to the applicable standards. She
adds a document reference to her use case artifact so other users will understand the rationale for the
changes. She also adds a comment to the use case artifact to explain the reason for the
modifications.

Document Artifact Properties

By default, a document artifact contains the following system properties:

B Name: Indicates the name of the document.

B Td: Provides a unique identifier for the document. The Id cannot be modified.
B Type: Indicates the type of artifact.

B Description: Provides a description of the document.

B File: Providesthe name of the uploaded file.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a document artifact

A document artifact allows you to upload a file and then reference that file from multiple artifacts.

To add a document artifact:

a

1. Click the New button "= on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.

3. Click the document icon Document

After you have added a new document artifact, you will probably want to upload a file.
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Uploading a file to a document artifact

A document artifact allows you to upload a file and then reference that file from multiple artifacts.

After you create a document artifact, you can upload a document file to the artifact. Each document artifact can
contain a single document file. However, if a file already exists, you can upload a new file to replace the existing
file. You can also use the files tab in the utility panel to upload multiple file attachments and document references
to a document artifact.

1. Open adocument artifact.
Click the artifact ID link of the artifact you want to open.
2. Click Attach a File or Replace.

The Attach a File link is only displayed if a file has not yet been uploaded. The Replace link appears after a
user has uploaded a file. The Replace link allows you to upload a new file to replace the existing file. After
you click one of the links, the Open dialog appears.

3. Select the file you want to upload and then click Open.

By default, the file selection window only displays DOCx Files (.docx) files. To select a different file type,
click the drop-down and select a different type, or select All files.

Note: Not all file types may be available. Instance Administrators can specify the types of files that
can be uploaded to Blueprint by whitelisting certain uploadable file types.

4. Save or publish your changes to upload the file.

The file is uploaded from your computer to Blueprint. This may take some time depending on the size of the
file you are uploading.

Note: Blueprint enforces a maximum file size for document uploads. The maximum file size is
configurable by your project administrators.

Note: You must publish the artifact before your changes are viewable by other users.

After you upload a document file, you may want to add a textual summary of the file to the Description field.
The document artifact Name is automatically replaced with the name of the document you uploaded, but Blueprint
allows you to change the name, if required. The File field is also replaced with the name of the document, but
you cannot change this value unless you rename the file on your computer and upload it again.

After you upload a file, you can click the Download link to download or open the file. You can also click Replace to
upload a new file to replace the existing file:

~  Properties

Name

Gift Card Terms and Conditions.docx
File

Gift Card Terms and Conditions.docx

Download Replace

Note: If you are using Internet Explorer 8, you must enable the automatic prompting for file downloads
security setting before you can download the file from Blueprint. To enable this setting, click Tools >
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Internet Options > Security > Custom level... > Downloads and then enable the Automatic prompting
for file downloads option.

Deleting a document artifact

To delete a document:
1. Open the document that you want to delete, or select the document in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

User stories

A user story is a type of requirement used in agile development that contains brief, high-level information. User
stories express a need for a new capability and are often written in the language of the end user interacting with
the software.

User stories can be useful when you need to create a requirement that is not too detailed and can be adaptive to
change. User stories are typically written with the goal of identifying a business value.

User stories, like all other artifacts, can be organized in a hierarchy and are often children of a higher-level epic
artifact. You can also attach files to your user stories and trace your user stories to other artifacts.

User Story Artifact Properties

By default, a user story artifact contains the following system properties:

B Name: Indicates the name of the user story.

B T1d: Provides a unique identifier for the user story. The Id cannot be modified.

B Type: Indicates the type of artifact.

B Acceptance Criteria: Provides the criteria or goals the user story must meet to be completed.
B Story Points: Provides a detailed estimation of work effort.

B TShirt: Provides a brief, high-level estimation of work effort.

Your instance administrator can configure standard properties for each standard artifact type.
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Adding a user story

To add a user story artifact:

MNew

1. Click the New button =" on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.

a0
]

3. Click the user story icon Yser Story

Deleting a user story

To delete a user story:
1. Open the user story that you want to delete, or select the user story in the artifact list.
B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,

right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Epics

An epic artifact is a large user story that can be separated into smaller user stories.
Once an epic artifact has been captured, it is often used as a parent artifact for smaller user story artifacts.

To support your existing business processes and standards, instance administrators can customize the set of
requirement types and create other standard properties as needed.

Epic Artifact Properties

By default, an epic artifact contains the following system properties:

B Name: Indicates the name of the epic.

B Td: Provides a unique identifier for the epic. The Id cannot be modified.

Type: Indicates the type of artifact.

B TShirt: Provides a brief, high-level estimation of work effort.
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Your instance administrator can configure standard properties for each standard artifact type.

Adding an epic
To add an epic artifact:

Mew

1. Click the New button =" on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.
=1

Epic

3. Click the epic icon

Deleting an epic

To delete an epic:
1. Open the epic that you want to delete, or select the epic in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Themes

A theme broadly describes a goal, new capacity or area of focus within a roadmap.

Identifying themes first can help you prioritize larger goals before identifying smaller details related to the release.
Once themes have been captured, they are often used as parent artifacts for user stories and epics.

Theme Artifact Properties

By default, a theme artifact contains the following system properties:

B Name: Indicates the name of the theme.
B Td: Provides a unique identifier for the theme. The Id cannot be modified.

B Type: Indicates the type of artifact.

Your instance administrator can configure standard properties for each standard artifact type.
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Adding a theme

To add a theme artifact:

MNew

- on the ribbon (Home tab, Artifacts group).

iy

3. Click the theme icon Theme

1. Click the New button
2. Select Child Artifact.

Deleting a theme

To delete a theme:
1. Open the theme that you want to delete, or select the theme in the artifact list.
B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,

right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.
You can find the Delete button in the following locations:
B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.
After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Features

A feature is a service that provides value to a customer by fulfilling their needs. Feature artifacts can be used as
high-level categories to organize other artifacts, such as epics and user stories.

To support your existing business processes and standards, administrators can customize the set of requirement
types and create other properties as needed.

Feature Artifact Properties

By default, a feature artifact contains the following system properties:
B Name: Indicates the name of the feature.
B TId: Provides a unique identifier for the feature. The Id cannot be modified.

B Type: Indicates the type of artifact.

B MoSCoW: Identifies the importance of the feature to the release.



blueprint

A feature can have one of the following priorities:

B Must: The feature is critical to the release.

B Should: The feature is high priority.

B Could: The feature is desired but not necessary.

B Won't: A requested feature that will not be included in the current phase but might appear in a
future phase.

B TShirt: Provides a brief, high-level estimation of work effort.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a feature

To add a feature artifact:

a

1. Click the New button "= on the ribbon (Home tab, Artifacts group).
2. Select Child Artifact.

=

3. Click the feature icon Feature

Deleting a feature

To delete a feature:
1. Open the feature that you want to delete, or select the feature in the artifact list.
B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,

right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Scenarios

A scenario is an example of how a person or organization interacts with a system.

Scenarios can be useful when you need to add context to a requirement by creating an example.
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Scenarios, like all other artifacts, can be organized in a hierarchy and are often children of a higher-level epic or
user story artifact. You can enhance your scenario by taking advantage of rich text formatting. You can also attach
files to your scenarios and trace your scenarios to other artifacts.

To support your existing business processes and standards, instance administrators can customize the set of
requirement types and create other standard properties as needed.

Scenario Artifact Properties

By default, a scenario artifact contains the following system properties:

B Name: Indicates the name of the scenario.
B Td: Provides a unique identifier for the scenario. The Id cannot be modified.

B Type: Indicates the type of artifact.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a scenario

To add a scenario artifact:

New

1. Click the New button - on the ribbon (Home tab, Artifacts group).

2. Select Child Artifact.

3. Click the scenario icon seenaric

Deleting a scenario

To delete a scenario:
1. Open the scenario that you want to delete, or select the scenario in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.
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About rich text tables

In Blueprint, you can create tables in any artifact field that supports rich text formatting. For example:

B Description fields

B Custom properties that support rich text
B Comment fields

B Text areas of diagrams

m Home View Import/Export Layout and Styling

% = width: | 100%[%| Q E g [E E[| & Shading - fEHeight: | auwolz| EIEIE
R o |-
Select Delete Insert Insert Insert Insert Borders Merge Split | ™1 Videh: |EE| l%‘ E lE‘
hd hd Above Below Left Right DBurderCDIor @ Cells  Cells Q E E
Table Rows & Columns Table Styling Merge Cell

When you create a table, the Layout and Styling tab appears on the ribbon with table styling options to choose
from.

To change the layout of your table, one or more table cells must be selected so that the Layout and Styling tab
appears with styling commands.

Copying and pasting rich text tables to and from other applications

Important: This feature is only available if Blueprint is configured to run with elevated in-trust browser.

To copy and paste rich text tables from Blueprint to other applications, and vice-versa, you need to have elevated
in-trust browser enabled (Profile Options menu). For more information about enabling elevated trust-in browser,
see About elevated trust in-browser.

Copying tables from Blueprint and pasting in Microsoft Office documents

When you copy a table from Blueprint and paste in a Microsoft Office program, like Word or Excel, any rich text
formatting in the table is preserved.

Copying tables from Microsoft Office documents and pasting in Blueprint

When you copy a table from Microsoft Word or Excel and paste in Blueprint, any rich text formatting that is
supported in Blueprint is preserved.

For example, when you copy a table with bold header font from Microsoft Word and paste it in Blueprint, the
table's bold formatting is preserved (see image below). However, any font family in the Word table that is not
supported in Blueprint is not preserved when pasting into Blueprint.
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Password Requirement Description
Length o Atleast8-characters.
Required Characters

Password Requirement Description

Length

percase alphabetic character Required Characters

se alphabetic character

er e.g.

Uity panel

Invalid Characters

Invalid Characters ame or last name, date

character ez,

‘Additional Policies ‘Additional policies

 Cannot be changed more than four times in a day.

Examples:

IrgmomTdd

P it | o7 |5 1

Adjusting the height of a cell

You can customize cells to appear with specified heights or with an automatically selected height. The automatically
selected height adjusts the height so there is always enough room for the contents inside.

To change the height of a cell:
1. Select the cell for which you want to adjust the height.
2. Click the Height field (Layout and Styling tab, Cells group).
The cell height menu appears.

3. Select Auto if you want Blueprint to adjust the height automatically, or select px if you want to define the
height yourself.

[EHeight: | [aute 2] [E]E][F
T \Width: |: ===
| El=E

Cell

4. Inthe Height field, specify the pixel height for your cell.

The new height of your cell appears in your table, affecting any cells within the same row.

Adjusting the width of a table

You can adjust the width of a cell, a table column, a table row or an entire table.

To adjust the width of an entire table or cell(s):

1. Select the cell(s), the table column or the table row you want to alter.

Example
Selecting a table's rightmost column:

2. Click one of the following Width fields:

©2019 Blueprint Software Systems Inc. All rights reserved 66 of 222
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Home View Import/Export Layout and Styling
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Select Delete Insert Insert Insert Insert Merge Split
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Table Rows & Columns Table Styling Merge

T Width:

Cell

To change the width of an entire table: click after the number in the Width field in the Table group.

To change the width of one or more cell(s): click after the number in the Width field in the Cell group.

3. Choose a width format.
To choose the automatic width, click Auto.
To specify width in pixels, click px.

To specify width in percentage, click %.

[Ereight: [ [ EIEIF
= width: [ s 2| El[E][F
El=l<d

4. Enter the new width in the Width field (Layout and Styling tab).

The cell(s) you have selected are resized to their new width.

Changing the border styling (color and weight) of a table or cell

Important: Border weight is only applied after selecting the border type. For example, if you select a

border weight of 3 pt, the change is not applied until after you click All Borders.

To change the border of a table or cell:

1. Select the cells containing the borders you want to change.

2. Selectyour border color.

g

Click Border Color and then click the new color of your border (Layout and Styling tab, Table Styling group).

3. Select your border weight.

Click the Borders button, select Weight and then click the border weight you want (Layout and Styling tab,

Table Styling group).

Note: The changes are not applied until the next step.

4. From the Borders menu, select your border type.
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The border types you can choose from are specific to the sides of the border(s).

HH Borders ~

B [

Bottom Border

Top Border

Left Border

Right Border

Mo Border
All Borders

Outzide Borders

HH H H

InsideBorders

— | Inside Horizontal Border
|1 | Inside Vertical Border

Weight 3
Your new border styling appears on your table or cell(s).

Deleting cells in a table

To delete cells:

1. Select one or more cell(s), columns or rows in a table.

[ Example
| Selecting a table's rightmost column:

I

2. Click the Delete button and then click the corresponding command (Layout and Styling tab, Rows
& Columns group).

B

Delete Insert Insert |
- Above Below

Bl | Delete Cells
B Delete Columns
B Delete Rows
B Delete Table

To delete the selected cell(s): click Delete Cells.
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To delete selected column(s): click Delete Columns.
To delete selected row(s): click Delete Rows.

To delete the entire table: click Delete Table.

The cells you have selected have been deleted.

You can also right-click the cell, table, column or row you want to delete, and the following menu allows you to

click a corresponding command:

Description

[ & B &b o =

¢ 0O

Add to Glossary

Add Glossary Reference

Paste

Paste Unformatted Text

Insert 3
Delete 3
Select 3
Merge Cells

Borders 3
Border Color 3
Shading 3
Cell Alignment 3

(B E &

Delete Cells
Delete Columns
Delete Rows

Delete Table

Inserting a new row or column

To insert a new row or column:

1. Selectacellin the table.

2. Click one of the following buttons from the Layout tab (Rows & Columns group):

To insert a new row: click Insert Above or Insert Below.

To insert a new column: click Insert Left or Insert Right.

rtfExport I Layout and Styling l

e a2 |

Delete Insert Insert Insert Insert
- Above Below Left Right

Rows & Columns

Your table now has the row or column you inserted.
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Merging and splitting cells

Merging cells allows you to have a different cell structure on each row or column. After you perform a merge, you
can split the cells to restore the original cell structure.

Merging cells

You can merge two or more cells in a row or column into one cell.

To merge cells in a table:

1. Select the cells that you want to merge in your table.

Example
Selecting a table's rightmost column:

2. Click the Merge Cells button (Layout and Styling tab, Merge group).

The selected cells merge into one cell.

Splitting cells to undo a merge

The Split Cells button allows you to conveniently undo a cell merge at any time.

To undo a cell merge:

1. Select the cell that you merged.

2. Click the Split Cells button (Layout and Styling tab, Merge group).
The cells are restored to their original structure, reversing the merge.

Reusing requirements artifacts

Overview

Blueprint allows you to reuse requirements artifacts that have a standard artifact type.
Reusing artifacts can help you achieve the following business goals:

B Accelerate requirements delivery by leveraging resources that already exist

B Maintain consistency and follow standards in releases and projects

When you reuse an artifact, a trace relationship is established between the new artifact and the original artifact.

g
A reuse icon '/ appears in the Indicators column, which you can click to open the relationship in the utility panel
(Relationships tab, Reuse group).
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Note: If the reuse icon is grayed out, you do not have the permissions to view the original artifact.

Note: If the Override read-only settings check box is available in the Reuse dialog, you have the ability to
select the setting, which allows you to ignore any read-only configuration. As a result, you will be able to
edit any of the reused artifact properties as well as any additional settings, such as relationships,
attachments and document references.

Reconciling reused artifacts
n

The suspect icon {J appears when an artifact in a reuse relationship is out of sync. Blueprint gives you a variety of
options to reconcile a reused artifact, including:
B Detailed option
You can overwrite individual properties from either artifact in the reuse relationship.
B Qverwrite options
You can completely overwrite one of the artifacts in the reuse relationship.
B (Clear Suspect

You can remove the suspect flag although technically the artifact(s) will remain out-of-sync.

To reconcile a reused artifact:

1. Click the suspect icon {!} on the artifact you want to reconcile (/Indicators column).
The reuse relationship appears in the Relationships tab.
2. Right-click the reuse relationship you want to reconcile.
3. Select Reconcile and then click a reconciliation option.
If you click the Detailed option, a dialog appears and you can select which properties to overwrite.

If you click one of the overwrite options, a confirmation dialog appears. Click OK.

You have successfully reconciled the reuse relationship.

About spell check

Blueprint provides a spell check so your requirements can be communicated more clearly. Within rich text fields,
misspellings are automatically detected and appear underlined in red. The built-in spell check recommends
spellings, letting you make the final decision about the right word for your requirement.

The spell check also lets you add a term to the Dictionary when a word is spelled correctly but the word does not
exist in the Blueprint Dictionary yet.

Blueprint allows you to ignore the detection of a misspelling at your convenience.
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Recommended spellings

When Blueprint detects a misspelling in a rich text field, you can right-click the misspelling to view recommended
spellings. You can click the proper word, which replaces the misspelling.
~ Properties

Name Type

Rejection Motice Business Rule -

Description

We do a good job at notifying customers when thier, Cradit Coed iz snnrauad WWa nasd tg
improve and ensure our SOP is met and customers

Credit Card application is rejected.

ys when

Ignore All

Add to Dictionary

Add to Glossa
+ | Add Glossary Reference
fa | Cut
=3 | Copy
ﬁ'}. Paste
ﬁg Paste Unformatted Text

Ignore all

When you want Blueprint to ignore the misspelling of a word in a rich text field, you can right-click the word and
select Ignore All.

As a result, Blueprintignores all instances of the word in all of your projects.
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~  Properties

Name Type

Credit Approval Authority Business Reguirement -

Description

The mm credit approval process will be automated.

However, the BankingCompany

card application is approved or

T . o ’ authority on whether a credit
banking company

I Ignore All

Add to Dictionary

Add to Glossary

=+ | Add Glossary Reference

Copy

Paste

R

Paste Unformatted Text

Adding a term to the Dictionary

Note: After you add a term to the Dictionary, you cannot remove the term from the Dictionary.

When you spell a term correctly and the word is mistaken for a misspelling, you can add the term to the Dictionary.

~  Properties

Name Type

Credit Approval Authority Business Requirement -

Description

The WM credit approval process will be automated.

authority on whether a credit

However, the BankingComeanx

card application is approved or banking company

Ignore All

IAdd to Dictionary I

Paste

Paste Unformatted Text

LK

When you add a word to the Dictionary, the spelling of the word is accepted in all users's projects. The Dictionary is
a database of accepted terms that is shared by all users.

[ Example 1
| Sam adds the term BankingCompany TM to the Dictionary. |
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Afterwards, Jesse types the term BankingCompany TM in a rich text field within his artifact. The
typed word does not appear underlined in red because the term BankingCompany TM now exists in
the Blueprint Dictionary.

The difference between Ignore All and Add to Dictionary
By using either feature (Ignore all or Add to Dictionary), you can make the detection of a misspelling (red
underlining) disappear.

However, performing the above operations (Ignore All and Add to Dictionary) affects users differently, as this table
demonstrates:

i X Ignore Add to .
Operation applies to: L. Explanation
All Dictionary
All projects When you use the Ignore All or Add to Dictionary

functionality, all projects are affected whether they are
open or closed.

All users Performing Ignore Alldoes not affect all users whereas
performing Add to Dictionary affects all users.

The difference between spell check and the glossary

Spell check detects the incorrect spelling of words.

A glossary is an artifact that contains compiled terms and definitions, often for shared use among project members
only.

Adding a term to the Dictionary
When you type a word that is mistaken for a misspelling, you can add the term to the Dictionary.

To add a term to the Dictionary:

Note: After you add a term to the Dictionary, you cannot remove the term from the Dictionary.

1. Type your word and then right-click your word.
The Add to Dictionary command appears.

2. Click Add to Dictionary.
Your word has been added to the Dictionary.

The spelling checker now accepts the spelling of the word in all users's artifacts and projects.

Disabling the spell checker

The spell checker detects misspellings within rich text fields. Misspellings appear in red and underlined.

You have the option of disabling the spell check.
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To disable the spell checker:

1. Click the menu button on the ribbon.

2. Click the Profile Options button on the application menu.
The Profile Options dialog box appears.

3. Select the Disable Spell Check check box.

4. Click OK.

Now the spell checker does not detect misspellings, nor suggest recommended spellings.

Enabling the spell checker

The spell checker detects misspellings within rich text fields. Misspellings appear in red and underlined.

To enable the spell checker:

1. Click the menu button on the ribbon.

2. Click the Profile Options button on the application menu.
The Profile Options dialog box appears.
3. Deselect the Disable Spell Check check box.

If you select the Disable Spell Check check box, the spell check no longer detects misspellings in rich text
fields.

4. Click OK.

The spell checker now detects misspellings in rich text fields and suggests recommended spellings.

About locks

Overview

The lock mechanism ensures that two people do not edit an artifact at the same time. The lock indicator & appears
in the artifact list beside all artifacts that you are editing, regardless of whether your changes are saved or not.

Note: The lock will only appear if the artifact was previously published.

When you start editing an artifact and the lock indicator appears, other users cannot modify the artifact, unless
Steal Lock privileges are possessed. When an artifact is locked, other users only see the read-only indicator & along
with the last published version of the artifact. Private changes are not made publicly visible to other users and the
lock is not released until you publish your changes.

When any user possesses the lock and is editing an artifact, any other user with Steal Lock privileges has the ability
to discard the previous user's changes. For more information on stealing a lock, see Stealing a lock.
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Stealing a lock

Note: Steal Lock is an action that is only available to users who are assigned to a role with the Steal Lock
privilege.

The Steal Lock feature is useful in situations when a person needs to edit an artifact but it is locked by another user.
Ideally, you would contact the user who holds the lock and ask them to either publish or discard their changes.
However, if the user is unreachable, it may be necessary to steal the lock.

Stealing a lock involves selecting or opening an artifact that is being edited by another user and discarding their
changes by clicking the Steal Lock button.

] Ty X Delete = Print -+ [®] Follow~ & Bulk U &> Indent | £ Manage Traces
| | L-\ -
: B Discard All -~ Search ([ Share ~. sare <8 Outdent | B Add Inline Trace ~
Table  MNew Save Publish . @ g . -

- - %] Refresh @ GoTo T Add TA
Tables Actions

EEC Traceability Explorer
Relationships
0o | = | PF1978522: Busin...

BP Air (Latest Version) = BP Air = Requirements = 1 - Business Requirements = tag
ﬁ PF1978522: Business Requirements

Name Y| 1D % | Description % | Artifact Type k¢

| ® [ZZ] Scope Summary BR1978634 BP Air would like to expand its customer Business Requirement
[ [Z5] online Reservations BR1978635 BP Air needs to reduce cost of sales by ¢ Business Requirement
® [ZF] online Flight Status BR1978636 BP Air needs to improve customer satisfi Business Requirement
[Z5] online Check-in BR1978637 BP Air needs to increase check-in efficier Business Requirement

[ZF] online Account Management BR1978638 BP Air needs to reduce customer service Business Requirement

[ZZ] online Rewards Program BR1978639 BP Air needs to improve customer reteni Business Requirement

[ZF] online Payment BR1978640 Payment for booked flights will be made Business Requirement

Stealing a lock effectively:

B Deletes the other user's private draft

B Releases the lock so other users can edit the artifact.

Warning: When the Steal Lock feature is used, all changes made by the current lock holder are lost! You
may want to contact the individual before discarding their changes to prevent the loss of work.

If you need to edit an artifact that is locked, you can verify who has locked it by opening the artifact. A header
appears with the name of the user that is currently editing the artifact.
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= BR1978637: Onlin...
m a = BP Air = .... » 1 - Business Require... = Business Requirement... = r*
J BR1973637% ck-in

& Locked by user 'cmcnish’ on '20/01/2014 9:16:18 AM’

-  Properties

Name Type

‘Dnline Check-in ‘ Business Requirement

RC2010 ID Status_1

‘BRG ‘ |npprm.red |
Risk_1 Version

‘High ‘ |1-U |
Priority

‘High ‘

| Description

BP Air needs to increase check-in efficiency by providing online check-in.

[

To steal a lock:

1. Open the locked artifact.

A header appears with the name of the user that is currently editing the artifact.

Warning: When the Steal Lock feature is used, all changes made by the current lock holder are
lost! You may want to contact the individual before discarding their changes to prevent the loss of
work.

2. Click the Steal Lock button (Home tab, Artifacts group).
The Steal Lock dialog appears.
3. To steal the lock and discard the other user's unpublished changes, click Yes.

The other user's changes have been discarded. You now have control to edit and publish changes to the
artifact.

View management and saved views

A view refers to the artifact list settings that control what and how information is displayed in the artifact list.
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Blueprint remembers which view you selected for individual folders. You can see which view you are using by
looking at the ribbon (View tab, Artifact List group):

Full Text

[¥] Files Alternate Layout T—
|| External shapes || UT Mockups

Show Indicators

3 Curved Lines
Artifact List Use Cases

The System view automatically saves your artifact list view settings. At any time, you can select the System view to
restore your last used settings. The System view, therefore, can be different for each user because it saves the last
used settings. This view cannot be reset. The System view is sufficient for many users, while others may want to
take advantage of Saved Views.

Artifact list view settings and scope

Views consist of the following artifact list settings:

® Show/Hide Columns

You can configure which columns of data are displayed in the artifact list by clicking Column Options (View
tab, Artifact List group).

B Column Order

You can configure the order of columns in the artifact list by clicking Column Options (View tab, Artifact List
group) or by dragging and dropping columns in the artifact list.

B Column Sort Order
To adjust the column sort order, click a column header in the artifact list.
® Column Filters
To adjust the filter settings, click the filter ¥ button in the artifact list column headers.
After applying a column filter, the filter icon changes to yellow V. The yellow filter icon is a visual reminder
that the filter is applied.
® Column Width

To adjust the column width, drag and drop the edge of a column in the artifact list.

Saved Views

Saved views allow you to save your artifact list view settings so you can easily restore those settings at any time. For
example, you may want one view that only displays basic artifact information, and another view that displays
detailed information such as custom properties.

Note: Blueprint allows you to create and customize views on a project basis. When you create a view, it
only appears in the project where you originally created the view.

You can make your views private, or you can share your views so other users can take advantage of your view
settings. When you create a shared view, you can control whether or not other users have the ability to modify or
delete the shared view.

When you modify artifact list settings to values that differ from the view that is currently activated, an asterisk (*) is
displayed beside the view name. You can click the Reset button at any time to revert back to the saved view
settings. If you are using a Private or Shared (Allow Modifications) view, you can click the Save View button to
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modify the view that is currently selected by overwriting the existing view settings. Alternatively, you can use the
Save View As button to create a new view using the current artifact list settings.

Tip: Be careful when you are using shared views because shared views can be changed by all users
and/or the creator of the view, depending on the type of shared views. If you depend on a shared view to
perform tasks, you may want to consider duplicating the view and saving it as a private view so that it
cannot be modified without your knowledge.

Saved View Types

There are three types of views:

= Private
When you create a private view, you are the only user who can use and modify the view.
B Shared (Read-Only)

When you create a Read-Only Shared view, all users can use the view. However, you are the only person
who can modify the view.

® Shared (Allow Modifications)

When you create a Shared (Allow Modifications) view, all users can view and modify the view.

Tip: You can zoom in and out of the main content area by using the Zoom controls at the bottom right of
the window.

100 % (4[] )

Alternatively, you can use your browser's zoom settings to enlarge or minimize all contents of the
Blueprint window.

Selecting a view

When you select a view, your artifact list settings are automatically changed with the settings that are stored in the
selected view. Read more about the scope of views to learn about the settings you can save and restore using
views.

Saved views allow you to save your artifact list view settings so you can easily restore those settings at any time. For
example, you may want one view that only displays basic artifact information, and another view that displays
detailed information such as custom properties.

Tip: Be careful when you are using shared views because shared views can be changed by all users
and/or the creator of the view, depending on the type of shared views. If you depend on a shared view to
perform tasks, you may want to consider duplicating the view and saving it as a private view so that it
cannot be modified without your knowledge.

When you modify artifact list settings to values that differ from the view that is currently activated, an asterisk (*) is
displayed beside the view name. You can click the Reset button at any time to revert back to the saved view
settings. If you are using a Private or Shared (Allow Modifications) view, you can click the Save View button to



blueprint

modify the view that is currently selected by overwriting the existing view settings. Alternatively, you can use the
Save View As button to create a new view using the current artifact list settings.

To select a different view:

1. Click the Current View option on the ribbon (View tab, Artifact List group) and select the view you want to
select.

After you select a view, your artifact list is immediately updated with the view settings.

Adding a new view

Saved views allow you to save your artifact list view settings so you can easily restore those settings at any time. For
example, you may want one view that only displays basic artifact information, and another view that displays
detailed information such as custom properties.

You can add as many views as you need. You can also share views so that other users can take advantage of the
view you created.

To add a new view:

1. Setyour artifact list options the way you want them. Read more about the artifact list settings that are saved
and restored using views.

2. Click the Save View As button on the ribbon (View tab, Artifact List).
The save dialog appears:
PSa\reAs - X

Enter View Name:

|New View

View Type:

% (=) Private
You are the only user who can use and modify this view.
(_) Shared (Read-Only)
Other users can use this view but cannot medify it.

() Shared (Allow Modifications)
Other users can use and maodify this view.
0K Cancel

3. Specify a name for the new view.
4. Specify a View Type.
The following view types are available:
® Private
When you create a private view, you are the only user who can use and modify the view.
B Shared (Read-Only)

When you create a Read-Only Shared view, all users can use the view. However, you are the only
person who can modify the view.

B Shared (Allow Modifications)

When you create a Shared (Allow Modifications) view, all users can view and modify the view.

5. Click OK.



blueprint

The view is automatically selected after you add the view. You can easily select a different view at any time.

Duplicating a view

Duplicating a view allows you to create a new view using the artifact list settings that were saved in an existing

view.

To duplicate a view:
1. Click the Manage Views button (Views tab, Artifact List group).

2. Click the view that you want to duplicate.

3. Click the duplicate % button.
The duplicate view appears in the list with (2) appended to the end of the name.

4. Double-click the name of the duplicated view to modify the name. You can also double-click the view type if
you want to change the type.

5. Click OK.

You can click Cancel instead of OK if you want to discard your changes.

Modifying a view

After you have created a view, you can modify the view settings, the name of the view, and the type of view.

You can modify the following views:

B any of your own private views
B any Shared (Read-Only) views that you created

B any Shared (Allow Modifications) views that you or other users created

To modify the view settings:

1. Click the Current View option on the ribbon (View tab, Artifact List group) and select the view you want to
modify.
2. Change the artifact list settings.

A asterisk (*) appears beside the view name to indicate that there are changes. You can click the Reset
View button at any time to discard changes to a view.

3. Click the Save View button on the ribbon (View tab, Artifact List group).

To modify the name or type of a view:
1. Click the Manage Views button (View tab, Artifact List group).
2. Double-click the view name or view type that you want to change and then make your modifications.
3. Click OK.

You can click Cancel instead of OK if you want to discard your changes.
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Deleting a view

You may want to delete views if you no longer need the view or if you find a duplicate, for example.

Note: You cannot delete the System view.

You can delete the following views:
B any of your own private views
B any Shared (Read-Only) views that you created

B any Shared (Allow Modifications) views that you or other users created

Warning: When you delete a Shared view, other users can no longer access the view. If you delete a
view that another user is using, the System view is automatically selected for that user. You cannot delete
the System view at any time.

To delete a view:

1. Click the Manage Views button (Views tab, Artifact List group).

2. Click the view that you want to delete.

3. Click the delete X button.

4. Click OK. You can click Cancel instead of OK if you want to discard your changes.

After you delete a view, the view no longer appears as an option in the Current View selection menu.

Expanding or collapsing all artifacts in the artifact list

Blueprint provides you with the ability to quickly expand all artifacts in the artifact list as well as to collapse all
artifacts.

The Expand All and Collapse All buttons are accessible in the View tab (Artifact List group):
EE8 vome  view | 1mport/Export

Snapto Grid = Relationships -~ [+] Discussions (L Zoom Current View: Q) Save View || wrap Text Expand Al
Grid Lines [+] Follow [+] Files $ 100% * System - [ save View As  FF Column Optiens Collapse All
[[] External Shapes [¥] UT Mockups | [ Fit to Window | EF) Manage Views A Reset View § Clear Sort and Filter
Show Indicators Zoom Artifact List

To expand all artifacts:



blueprint

1. Right-click any column header in the main content area.

Name
El MODEL INFORMATION

gﬂ Uze Case Diagram (BP Air) %
[ Requirements

£ Glossaries

E3 Actors

(£ Business Processes

5 Use Cases

Vv v v v v

B UI Mockups

The context menu appears.

2. Click the Expand All button.

Expand All

Collapse all

Column Options 5419

Hide

Your artifacts and folders expand, showing all child artifacts.

To collapse all artifacts:

1. Right-click any column header in the main content area.

Name
MODEL INFORMATION

gﬂ Use Case Diagram (BP Air) %
3 Requirements

E5 Glossaries

5 Actors

[ Business Processes

E5 Use Cases

vwv v v v v

£ UT Mockups

The context menu appears.

2. Click the Collapse All button.

Expand &ll
Collapse All
Column Options 5419

Hide

Your artifacts and folders collapse, hiding all child artifacts.

t87
PF3803302
PF3803304
PF3803295
PF5803298

PF3803291

281

t87
PF3803302
PF5803304
PF5803295
PF3803298

PF3803291

281

Mame: BP Air

% | Description

MName: BP Air

% | Description | Artifact Type % | Indicators

Textual Requirement
Use Case Diagram
Folder

Folder

Folder

Folder

Folder

Folder

Artifact Type % | Indicators
Textual Requirement

Use Case Diagram

Folder

Folder

Folder

Folder

Folder

Folder

Tip: You can zoom in and out of the main content area by using the Zoom controls at the bottom right of

the window.

100 % (4[] )

Alternatively, you can use your browser's zoom settings to enlarge or minimize all contents of the

Blueprint window.
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Global Search

Using the search toolbar near the upper-right of the main Blueprint interface, you can perform different types of
searches, ranging from a quick artifact look-up within an open project, to a cross-project search based on several
intersecting project-property queries.

Quick Search

Entering a term or phrase in the Search field produces a list of matching instances among artifacts in the current
project, or all open projects. The search is performed against any textual artifact property, and the Name, Label,
and Description fields of sub-artifacts.

Using a wildcard character (*) in a search term expands the scope of the search, with a potential compromise in
search speed.

Advanced Search (Queries)

With an advanced search, you can execute a more focused search by using a broader set of criteria. An advanced
search is based on a query that combines one or more searches for a qualifying value of a specific artifact property.

Consider the following example:

Search X

Query: IAnna demo '] Manage Queries

Projects to Search: Wyngs Air - Reservation System '~

Include Sub-Artifacts: v/

Property Operator Value
[+] 0 ChoiceCustom ~ | Not Equal v | demo v
o Q Created By - Equal v Anna v
© €@ | cCreatedon ~ | Greater Than v | 1/1/2016 £
© €@ | Createdon ~ | Less Than v | 272972016 £
0 Q Priority - Equal v Medium, Low v
0 Add Another Property

Reset Save Query Save Query As Search Cancel

This query looks at artifacts from a specific project. It finds artifacts that have been created by a specific Blueprint
user, have been created within a two-month time frame, contain a specific custom property, and are setata
specific priority level. Only artifacts that meet all of these query criteria are included in the list of results.

Search Scope

The search scope is completely user-defined:
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B You can Select Projects that will be searched by clicking their corresponding check boxes.
To assist with selections, clicking a folder automatically selects all of its child projects, and entering a project
name in the Search box refines the list to matches.

B You can also search All Open Projects to perform a search within all projects listed in the Explorer at the left
of the main interface, or search All Projects that you have permission to access.

B Include Sub-Artifacts to apply any queries on Name, Label, and Description properties of sub-artifacts.

Operators

The operator that defines the searched property value is context-sensitive; the choices available in the Operator
list depend on the Property selected (similarly, the Value format is also dependent on the type of property):

Contains: Returns items that have a full or partial match for the specified value.

Equal: Returns items with the specified value.

Not Equal: Returns items that do not have the specified value.

Empty: Returns items that do not have data for the specified property.

Is Not Empty: Returns items that have any data for the specified property.

Greater Than: Returns items that have occurred after the specified date or are greater than the specified
number.

® Less Than: Returns items that have occurred before the specified date or are less than the specified
number.

Project Confidentiality

Queries that have been shared by users are visible to all other users on the same Blueprint instance. However, to
use, edit, or even view details of a query, a user must also have permission to access the projects with which the
query is used.

If a user selects a query that belongs to a project they do not have access to, any selected project names, as well as
artifact property searches are hidden. Users will also not be able to save a copy of the query. Consider the previous
example query, now viewed by a user who does have permission to access the corresponding project:

Search X

Query: IAnna demo | 'I Manage Queries

Projects to Search: None |+

Include Sub-Artifacts: v/

Property Operator Value
© O -] [ Not Equal -

¢ ol ) 2

© O +] [ Greater Than -

© O +] [ Less Than -

¢ ol 3} (e 5

€ Add Another Property

Reset | SaveQuery  Save Query As Search Cancel

Note that queries that are defined to search multiple projects will only be accessible to users to have access to all
of these projects; even if they have access to all but one of the projects in the search scope, they will still not be
able to use or modify the query.
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Query Management

All users have the ability to create and manage queries. Queries can be private, user-exclusive searches, and can
also be shared with all other project users.

Users can manage queries they own by renaming them, and changing their shared status. Users can only modify
queries that they have originally created.

An existing query can be used to build a new one. The searches that make up the query can be modified or
removed, and new searches can be defined and added to the existing set.

Search results

After you submit search criteria, search results open in a new tab. You can filter and sort search results like you
would sort and filter artifacts in an artifact list.

22|+ | PRa78146: Wyngs... | Search Result(s): .. x
Projects To Search: All Projects
@ search Resuit(s): 175 atact(s) Found
Query: Created On = "7/7/2015

Project Name Y| V| Artifact Type | Artifact Path Y| Created By V| CreatedOn Y/ Last Ed
ole ER278143 Request 7/7/2015 11:02 AM Har

7/7/2015 1:23PM  Am:

d By V| Last Edited On V| Project Path Y
© 7/13/2015 4:36 PM /Bl
7/7/2015 1:23PM /8

PF278147

PF278148 7/7/2015 1:23 P4 Am: 7/7/2015 1:23PM /8

PF278149 2 7/7/20151:23PM  Am: 7/7/2015 1:23PM /8

DOC278150 Wyngs A Aman Bhalla  7/7/2015 1:23 PM  Aman Bhalla 7/7/2015 1:23 P11 /Bluepri
Viyngs Air - Reservation System O Login uc278151 Wiyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23 P Aman Bhalla 7/7/2015 1:23PM /Blueprint/Sample
Wiyngs Air - Reservation System B Online chat BUS-RQ275152 Busines ent (Nonstandar ngs Air - Aman Bhalla  7/7/2015 1:23 PM  Aman Bhalla 7/7/2015 1:23PM /Blueprint/Sample

Viyngs Air nlin BUS-RQ278153 Bus r ngs A Aman Bhalla  7/7/2015 1:23 PM  Aman Bhalla 7/7/2015 1:23 PM
Viyngs Air Qs-RQ278154  Quality of Service Requiremen ngs A Aman Bhalla  7/7/2015 1:23 PM Aman Bhalla 7/7/2015 1:23 M
Wyngs Air - Reservation ules PF278155 older ngs Air - Aman Bhalla  7/7/2015 1:23 PM  Aman Bhalla 7/7/2015 1:23PM  /Blueprint/sample

Viyngs Air - Reservation System R | Points for Platinum m  BUS-RL278156  Business Rule Wiyngs Air - Reservation § Aman Bhalla  7/7/2015 1:23 P Aman Bhalla 7/7/2015 1:23 PM /Blusprint/Sample
Viyngs Air - Reservation System O Book a Flight uczrs1s7 Use Case Wiyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23 M Aman Bhalla 7/7/2015 1:23PM /Blueprint/Sample

Each search result shows up on a new line with the following details:

Project Name
Name

ID

Artifact Type
Artifact Path
Created By
Created On
Last Edited By
Last Edited On
Project Path

By default, the search results are limited to 1,000 results and are sorted in order of last modified time and date.
The default search-result limit can be reduced to ease load, or increased to accommodate wider searches. The
result order can similarly be modified for quick searches only. Contact your instance administrator for information
on making the appropriate changes to the Blueprint web . config file.

Tip: You can export your search results to a Microsoft Excel file by clicking the Artifact List View button
on the ribbon (Import/Export tab, Export group). You must save itasa .x1s or .html file in order to
open the file later.
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Searching for Artifacts

Searching for artifacts and sub-artifacts provides a quick-and-easy way to find the artifact that you want to view or
modify.

If you know where the artifact is located, you may prefer to browse artifacts to find it. (see "Browsing artifacts" for
more information.) If you only remember part of the name, cannot recall the location, or only know a piece of
information in the artifact's textual, user, or choice properties, it may be more efficient to use one of the search
features.

Advanced searches allow greater control over search criteria, and query building. see "Global Search" for more
information about the options available in the Search dialog.

To perform a quick search:

1. Inthe Search box, in the upper-right of the main interface, enter a search term or phrase.

arch |P v|

Tip: You can use a wildcard character (*) in your search to expand its scope. Note that this may
affect the overall search speed.

2. Inthe search drop-down, indicate the scope of the search.

KB | = Advanced Search

(#) Current Project

i) All Open Projects
By default, a quick search is performed in the Current Projectthat has focus. If no project has focus, All
Open Projectsare searched.
3. Click the Search icon

A list of results appears in a new Search Results tab.

To perform an advanced search:

1. Inthe upper-right of the main interface, click Advanced Search.
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Advanced Search

The Search dialog is displayed:

Search X

Query: h Query

'] Manage Queries

Projects to Search: All Open Projects '~

Include Sub-Artifacts: | |

Property Operator Value
© o I 2

O Add Another Property

Reset Save Query Save Query As Search Cancel

2. Click the Query box to make a selection from the list of existing queries.
To assist with the selection, start typing the name of a query.

3. Indicate the scope of Projects to Search.

Note: To optimize subsequent search times, selected projects that produce no matches will be
removed from the scope after the search is saved. The change is reflected in the search scope the
next time the query is selected.

4. If you want to expand the scope of the search to Include Sub-Artifacts, click the corresponding check box.

5. Click Search to perform the query and display the results in a new tab:

88| < | PRozs1ds: wyngs... Search Result(): .. *
Projects To Searchiall Projects
@ scorch Resuit(s): 175 sttt Feund
Query: Created On = 7/7/2015'

Project Name Y Name Y o V| Artifact Type | Artifact Path V| Created By V| Created On W Last Edited By V| Last Edited On V| Project Path v
[ imemal Evhancement Requests (] Allow for a trus boole ER275143 __ Enhancement Reuest temal Ehancement Re. Matthew Lui7/7/2015 11102 A Handike Handako. 7/19/2015 43 PH_/BlueprintProduct Manag
Wyngs Al - Reservation System (] Business Pr27s1er Folder Wyngs Al - Reservation € Aman halla  7/7/2015 1237 AmanBhalls  7/7/2015 123 PM  (BlucprinySample
Wyngs Air - Reservation System (5 Application PF278148 Folder Wyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23PM  Aman Bhalla 7/7/2015 1:23PM  /Blueprint/Sample
Wyngs Air - Reservation System (5] Document Output PF278149 Folder Wyngs Air - Reservation & Aman Bhalla ~ 7/7/2015 1:23PM  Aman Bhalla 7/7/2015 1:23PM  /Blueprint/Sample
Wyngs Air - Reservation System [} Wyngs Air.docx DOC276150  Document Wyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23PM  Aman Bhalla  7/7/2015 1:23PM  /Blueprint/Sample
Wyngs Al - Reservation System O Lagin Ucaraist | usecase Wyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23 PH  Amanshalls  7/7/2015 1:23PM _ /Blueprint/Sample
Wyngs Air - Reservation System ] online chat 5US-RQ278152 Business Requirement (Nonstandard) Wyngs Al - Reservation € Aman Bhalls  7/7/2015 1:23 P  AmanBhalls  7/7/2015 1:23 PM /Blueprint/Sample
Wyngs Air - Reservation System B Manage Account onlin BUS-RQ278153 Business Requirement (Nonstandard) Wyngs Air - Reservation € Aman Bhalla  7/7/2015 1:23PM  Aman Bhalla 7/7/2015 1:23 PM  /Blueprint/Sample
Wyngs Air - Reservation System Q' Browser Support QS-RQ278154  Quality of Service Requirement Wyngs Air - Reservation S Aman Bhalla  7/7/2015 1:23PM  Aman Bhalla 7/7/2015 1:23PM  /Blueprint/Sample
Wyngs Air - Reservation System [ Business Rules PF278155 Folder Wyngs Air - Reservation & Aman Bhalla ~ 7/7/2015 1:23PM  Aman Bhalla 7/7/2015 1:23PM  /Blueprint/Sample
Wyngs Al - Reservation System [ Poins for Platinum m  BUS-RL276156  Business Rule Uyngs Air - Resevation S Aman Bhalla  7/7/2015 1:23 PH  Aman Shalls  7/7/2015 1:23 P /Blueprint/Sample
Wyngs Air - Reservation System O Book a Flight Ucs1s7  use cose Wyngs Air - Reservation S Aman Bhalla | 7/7/2015 1:23 PH  AmanShalls  7/7/2015 1:23PM  /Blueprint/Sample

6. If you are looking for a specific artifact, you can click its ID to open it in a new tab. You can also right-click any
part of its row, then click Show Location to display the artifact within its hierarchy in its project tab:

22| +| PR202266: Wyngs... | Search Result(s): ... X

Projects to Search:Wyngs Air - Reservation System (Total: 1)
e Search Result(s): 9 Artifack(s) Found
Query: Last Edited On > '1/1/2016', Name ~= "book' g [

Project Name ¥V Name ¥V o Y Artifact Type V| Artifact Path V Created By ¥ Created Ot
[ Wyngs Alr - Reservation System (> Book a Flight UC1 202277 Use Case (Nonstandard) Wyngs Air - Reservation System/Application/Components/Reserve Flight Ken Lee 3/4/2016
Wyngs Air - Reservation System 73 Book a Flight $B202322 Storyboard Wyngs Air - Reservation System/Application/Components/Reserve Flight Ken Lee 3/4/2016
Wyngs Air - Reservation System [[7] Book a Flight SCRN202337 Screen Wyngs Air - Reservation System/Application/Components/Reserve Flight Ken Lee 3/4/2016
Wyngs Air - Reservation System (U| Book a Flight LISFR-R0202378  User Requirement Wyngs Air - Reservation User Ken Lee 3/4/2016
Wyngs Air - Reservation System (U Book a Hotel B stow Localion 191 User Requirement Wyngs Air - Reservation icatic i User Requ Ken Lee 3/4/2016
Wyngs AIr - Reservation System K| Book a New Flight  FUNC-RQ202395 Functional Requirement  Wyngs Alr - Reservation Requirerr Ken Lee 3/4/2016
Wyngs Air - Reservation System © Book a Flight UC1_202406  Use Case (Nonstandard) Wyngs Air - Reservation System/Reuse Library/Use Cases Ken Lee 3/4/2016
Wyngs Air - Reservation System © Book a Flight2 UC1_202416  Use Case (Nonstandard) Wyngs Air - Reservation at Incorre Ken Lee 3/4/2016
Wyngs Air - Reservation System (2] Book a Flight USTRY202435  User Story Wyngs Air - Reservation System/Application/Backlog Ken Lee 3/4/2016

To build a new, or modify an existing advanced search:
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1. Inthe upper-right of the main interface, click Advanced Search.

Advanced Search

The Search dialog is displayed:

Search

Query: I Search Query '] Manage Queries

Projects to Search: All Open Projects  ~

Include Sub-Artifacts: |_|
Property Operator Value
, ]
© O | 7]

o Add Another Property

Reset Save Query Save Query As Search Cancel
2. If you are modifying an existing search, click the Query box to make a selection from the list of existing

queries.
To assist with the selection, start typing the name of a query.

3. Indicate the scope of Projects to Search.

Note: To optimize subsequent search times, selected projects that produce no matches will be
removed from the scope after the search is saved. The change is reflected in the search scope the
next time the query is selected.

4. If you want to expand the scope of the search to Include Sub-Artifacts, click the corresponding check box.
5. Define the artifact property searches that make up the query.

6. Once you have finished defining the property searches, you can either save the search, or perform the

search before saving it:

® (Click Save Query if you are modifying or creating your own query.

B (Click Save Query As if you are modifying a query that you did not create (that is, it is another user's

shared query).
= |f you wish to preview the query results first, click Search to display the results in a new tab.

From here, you can click the query to re-open the Search dialog, or click the applicable Save Query
or Save Query Asicon:

22| +| PR202266: Wyngs...  Search Result(s): ... X

Projects to Search:Wyngs Alr - Reservation System (Total: 1)

e Search Result(s): 9 Artifact(s) Found
Query: Last Edited On > '1/1/2016), Namme ~= vmw
Project Name V| Name Y o Y Artifact Type V' Artifact Path V Created By V| Created Ot

( Wyngs Air - Reservation System < Book a Flight UC1_202277  Use Case (Nonstandard) Wyngs Alr - Reservation System/Application/Components/Reserve Flight Ken Lee 3/4/2016
3/4/2016

Wyngs Air - Reservation System 3 Book a Flight $B202322 Storyboard Wyngs Air - Reservation System/Application/Components/Reserve Flight Ken Lee

Wunns Air - Rasarvation Svstem 771 Rank & Flinkt SCRNINIAAT Sermen Wiunas Air - Resarvatinn Sustam/Annlicatinn (Camnanents/Reserve Fliaht Kon 1 o0 2ama
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Managing queries

Users who have created queries can rename them, share them with other users, make shared queries private, or
delete queries that are no longer relevant. Query management can be started from the Search dialog.

To manage queries:

1. Inthe upper-right of the main interface, click Advanced Search.

Advanced Search

The Advanced Search dialog is displayed:

Search x

Query: l Search Query '] Manage Queries

Projects to Search: All Open Projects '~

Include Sub-Artifacts: | |
Property Operator Value
N ]
© o ! 7]

0 Add Another Property

Reset Save Query Save Query As Search Cancel

2. Click Manage Queries.
Queries that were created by you (in black text), and queries created and shared by other users (in grey
text), are listed. Note that only your own queries can be managed.

3. To help locate a query, optionally apply afilter.
To do this, click the filter button ¥ located beside the applicable column header text, specify your filter
criteria, and click Filter.

4. When you have located the query, select it by clicking anywhere in its row, then edit it as required:

B Torename it, click its Name a second time to highlight it; type a new name.
B To switch it between a private and shared query, click its Type to activate the drop-down, then click

again to make the appropriate selection.
B To delete the query, click the X at the top of the list.

About the utility panel

Overview

The utility panel is located on the right side of the Blueprint user interface. The utility panel allows you to view
detailed information about an artifact such as properties, comments, files, traces, and history. You can also use the
utility panel to access review information.
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The utility panel looks like this:

» Utility Panel

BEEFIZ=ZLOR

) UC4668432: Online Banking

4 Properties

Mame Online Banking

Id UC4668432

Type Use Case 2
UseCase Level 1 -
Priority High -

Effort in Days 1]

Stability 0

4 Author History

Created By Christina McNish

Last Edited By Christina McNish

Created On 21/02/2013 9:19 AM ]

Last Edited On 21/02/2013 9:19 AM :

4 Details

Description

Top Level use case in the Online Banking system,

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel

BIL=ZLO

‘33 GD4668410: Online Banking System Interfaces

4 Properties

Mame Onli ystem

1d GD4|

Type Genernic Diag) -
width 1308

Height 768

Resizing and expanding/collapsing the utility panel

You can resize the utility panel by pointing to the vertical border. When the double arrow <= cursor appears, click
and drag the panel border to the left and right to increase or reduce the width of the panel. You can also expand
and collapse the utility panel using the expand « and collapse » buttons.

Tip: To make more space available to view your artifact(s), you can collapse both the utility panel and the

v

-

explorer panel by clicking the full screen button (the lower rightmost corner of the window).

Understanding the utility panel tabs

There are 8 tabs located in the utility panel. Each tab provides you with the ability to view different information
about the artifact.

Icon Tab Name Description

Properties The properties tab allows you to view and
change artifact properties.
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Icon Tab Name Description

= Comments The Discussions tab allows you to view
comments, create new comments, reply to
existing comments, and change the status of
discussions.

4 Files The files tab allows you to view, add, and
delete artifact file attachments and document
references.

A

Relationships The Relationships tab in the utility panel allows
you to view and add artifact traces, effectively
establishing relationships with other artifacts.

Outline The outline tab provides you with an outline
view of the artifact. The outline view of an
artifact shows the parent-child relationships of
a diagram. The outline view presents the
artifacts and sub-artifacts in a tree-view style,
making it quick and easy to navigate diagrams.

b Search The browse tab allows you to browse and
search for all types of artifacts.

© History The history tab allows you to view previous
versions of the artifact and compare changes
between them.

= Reviews The reviews tab provides you with a list of all
reviews that contain the artifact.

About artifact properties

An artifact property refers to the descriptive data that is associated with an artifact or sub-artifact. All artifacts and
sub-artifacts have default system properties. These default system properties vary depending on the type of artifact
or sub-artifact. Artifacts can also have standard properties (configured by instance administrators) and/or custom
properties (configured by project administrators). Sub-artifacts can have custom properties as well, which are
configured by project administrators.

The properties tab allows you to view every property that is associated with an artifact or sub-artifact. The
properties tab on the utility panel looks like this:
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» Utility Panel

BB Z=ZL0OR

2 UC4668432: Online Banking

4 Properties

Mame Online Banking

Id UC4658432

Type Use Case =
UseCase Level 1 -
Priority High -

Effort in Days o

Stability 0

4 Author History

Created By Chrnistina McNish

Last Edited By Christina McNish
Created On 21/02/2013 9:19 AM ::

Last Edited On 21/02/2013 9:19 AM :

4 Details

Description

Top Level use case in the Online Banking system.

Understanding the properties tab in the utility panel

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel

BILZEZTLO

‘33 GD4668410: Online Banking System Interfaces

4 Properties

Mame Onli ystem...

Id GD4l

Type Generic Diag) -
Width 1308

Height 768

The property tab displays all associated properties, including default system properties, any standard properties
configured by the instance administrator and any custom properties configured by the project administrator. You
can expand and collapse the headings (example: Properties, Description) to show or hide the information.

Viewing and changing artifact and sub-artifact properties

To view the properties of an artifact, simply open the artifact and click the properties tab =l in the utility panel. If
you want to view the properties of a sub-artifact, you must open the artifact that contains the sub-artifact, and then
select the sub-artifact. For example, if you want to view the properties of a shape in a diagram, you must open the
diagram and click the shape (sub-artifact) to view the properties.

Changing the value of a property is as simple as changing the information that appears in the properties tab. Some
properties, such as the ID, cannot be modified.

Note: You must publish the artifact before your changes are viewable by other users.
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Performing a bulk update

The bulk update feature allows you to update your artifacts more efficiently. When you have an update you need
to apply across multiple artifacts, bulk update lets you apply the change with one simplified action. You can bulk
update up to 5000 artifacts.

In the main content area, simply select the artifacts that you want to update and then click the Bulk Update button:

— i— [l e ] 7% Delete =t Print + |&] Follow * | [ Bulk Update = Indent
1 Discard All = @ Search (-1 Share ~ ﬁ\fersion Compare <@ Outdent
—_ = Table New Save Publish -
i = = 2] Refresh @ Go To tAdd To~™ Steal Lock
Paragraph Tables Actions Artifacts
oo . i
l:!:l % PR4405707: BP Al...
Blueprint > Christina >
@ PR4405707: BP Airways 3.0 s
Name ? ID ? Description
25| Reserve Online TR_RU4405714 BP Air needs to allow customers to reserve online.
4 -] Edit Reservations TR_RU4405715 BP Air needs to allow customers to edit their reservations online.
5] cancel Reservations TR_RU4405716 BP Air needs to allow customers to cancel their reservations online.

You can bulk update any of your artifacts's properties or artifact types. Read-only artifacts are the only artifacts that
cannot be updated in bulk.

To perform a bulk update:

Important: If you undo a bulk update because the bulk update results do not meet your expectations, the
undo is not automatically published.

Tip: Before you do a bulk update, we recommend publishing or discarding any desired changes. If the
bulk update does not meet your expectations, you can discard all changes without losing work.

1. Inthe main content area, select the artifact(s) and/or folder(s) you want to change and then click Bulk
Update (Home tab).
The Bulk Update dialog box appears.

2. To update a property or artifact type, select it from the Select property to bulk update menu and then click
the Add button.
The property or artifact type appears below the menu.

To remove a property or artifact type, click the red X next to the property field.

Bulk Update - 2 artifacts
Select property to bulk update: Description

Priority Low - X
name |

Read-only artifacts and artifacts with changed read-only properties are excluded from the update

(] Apply changes to all children of the selected artifact(s). Update cancel
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Tip: By selecting the Apply changes to all children of the selected artifact(s) check box, you can
also update the child artifacts of the selected parent artifacts.

3. To update another property or artifact type, perform the previous step again.

4. Make your changes in the fields that appears next to your properties or artifact type.

Bulk Update - 43 artifacts 22
Select property to bulk update: | Description - Add

Measursl ble O L x
[ This property doesn't apply to all artifacts types within set of selected artifacts |

Read-only artifacts and artifacts with changed read-only properties are excluded from the update.

[+/] Apply changes to all children of the selected artifact(s). Update Cancel

Note: When the blue information icon appears next to a property or artifact type you want to
update, the property is not shared by all of the artifacts you selected. The update will not apply to
all of your artifacts.

5. When you have made all of your changes, click Update.
If your update succeeded, your artifacts appear with lock icons in the main content area.

6. To apply the bulk update to your artifacts, click the Save All button or Publish All.

Artifact outline

The outline view of an artifact shows the parent-child relationships of a diagram. The outline view presents the
artifacts and sub-artifacts in a tree-view style, making it quick and easy to navigate diagrams. You can click any sub-
artifact in the outline view, and the sub-artifact is automatically selected in the artifact editor.

Example

Deb, a business analyst, wants to make some modifications to a large and complex business
process diagram. She has tried using the zoom feature to view the entire diagram in the main content
area, but now the text is too small to read. She has also tried scrolling up and down the diagram, but
she keeps losing her place.

Deb finds the artifact outline in the utility panel and ends up saving herself some time. She can easily
navigate the diagram using the tree view of the sub-artifacts. Deb still uses the graphical view of the
diagram, but she usually uses the artifact outline to locate a specific area.

A J

The artifact outline is available on the outline tab in the utility panel. The outline tab looks like this:



blueprint

EEFI<K=ZLP0O0R

‘33, GD4668410: Online Banking System Interfaces

4 Sub Artifacts
%, GDCT4668537 Curved
5, GDCT4668538 Curved
5, GDCT4668545 Curved
5, GDSH46658460 Ellipse
4 % GDSH4668481 Group
%, GDSH4668452 Ellipse
5, GDSHA4668483 Rectangle
5, GDSH4668484 Rectangle

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel

BILZEZTLO

‘33 GD4668410: Online Banking System Interfaces

4 Properties

Mame Onli ystem...

Id GD4l

Type Generic Diag) -
Width 1308

Height 768

Applicability

Note: The outline view is not available for all artifact types.

The outline view is available for the following artifacts:

Use Cases

Business Process Diagrams
Ul Mockups

Storyboards

Generic Diagrams

Domain Diagrams

You must open an artifact before you can use the outline view. In other words, the outline view is not available if
you simply select an artifact in the artifact list. If the outline view is not applicable for any reason, the following
message is displayed on the outline tab: There are no items to show. This function is not
applicable for the selected item.

Displaying the outline view of an artifact

The outline view of an artifact shows the parent-child relationships of a diagram. The outline view presents the
artifacts and sub-artifacts in a tree-view style, making it quick and easy to navigate diagrams.

To display the outline view of an artifact:

1. Open an artifact that supports the outline view.
Click the artifact ID link of the artifact you want to open.

Blueprint offers the outline view for the diagram artifacts. View the full list of supported artifact types.
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2. Open the outline tab in the utility panel.

1. Click the outline tab = icon.
You can also point to the tab icon to view the name of the tab.

You can expand and collapse the sub-artifacts in the outline view in order to navigate the hierarchy. For example,
all Lanes in a business process diagram can be expanded to view the sub-artifacts contained within the lane.

Expanding or collapsing all artifacts in the artifact list
Blueprint provides you with the ability to quickly expand all artifacts in the artifact list as well as to collapse all
artifacts.

The Expand All and Collapse All buttons are accessible in the View tab (Artifact List group):
I vome  view | 1mport/Export

Snapto Grid  ={ Relationships ~ [¥] Discussions (. Zoom Current View: Q) Save View || wrap Text Expand Al
Grid Lines (] Follow ] Files £ 100% * System - [ save View As  FF Column Optiens Collapse All
(] External Shapes [¥] UT Mockups =% Fit to Window | ) Manage Views & Reset View & Clear Sort and Filter
Show Indicators Zoom Artifact List

To expand all artifacts:

1. Right-click any column header in the main content area.

Name Expand Al % | Description | Artifact Type % | Indicators
[Z5] MODEL INFORMATION Collapse All 281 Name: BP Air  Textual Requirement
8& Use Case Diagram (BP Air) [} | Column Options |3419 Use Case Diagram

[* £ Reguirements Hide '837 Folder

£ Glossaries PFSBDSSIDE Folder

I 5 Actors PF5803304 Folder

[» [ Business Processes PF5303295 Folder

I+ [ Use Cases PF5803298 Folder

' £ Ul Mockups PF5803291 Folder

The context menu appears.

2. Click the Expand All button.

Your artifacts and folders expand, showing all child artifacts.

To collapse all artifacts:
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1. Right-click any column header in the main content area.

Name Expand Al . % | Description | Artifact Type % | Indicators
[T5] MODEL INFORMATION Collapse All 281 MName: BP Air Textual Requirement
gﬂ Use Case Diagram (BP Air) B | Column Options 3919 Use Case Diagram

[* £ Requirements Hide '87 Folder

P £ Glossaries PF5803302 Folder

 EF Actors PF5B03304 Folder

[* 5 Business Processes PF5803295 Folder

[ £3 Use Cases PF5303298 Folder

I+ £ UI Mockups PF5803291 Folder

The context menu appears.

2. Click the Collapse All button.

Your artifacts and folders collapse, hiding all child artifacts.

Tip: You can zoom in and out of the main content area by using the Zoom controls at the bottom right of
the window.

100 % ([ )

Alternatively, you can use your browser's zoom settings to enlarge or minimize all contents of the
Blueprint window.

Artifact searching and browsing

Searching and browsing provides a fast and efficient way to locate artifacts in Blueprint. If you know where the
artifact is located, you may prefer to browse to find the artifact. If you remember part of the artifact name, or if
you can't recall the location of the artifact, it may be more efficient to use the search feature.

You can also search for artifacts and sub-artifacts within the selected project. To help you find artifacts more easily,
Blueprint allows you to restrict your search to a particular type of artifact, or even search for an artifact by its ID
(only possible in Utility Panel Search).

The browse® tab in the utility panel allows you to browse artifacts and sub-artifacts within any single project,
provided you have sufficient access to the project and the artifacts.

The browse tab in the utility panel looks like this:
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BEE2ILZ=ZLP0OHE

‘Ssarch | Lo

Online Banking 21.02.2013 -

e

4 ﬁ PR45668401 Online Banking 21.02.2013
b [ PF4658403 Executive Sponsor Interview
» [53 PF4668404 Online Banking Website
» [E3 PF4668405 Apply for Credit Card Online
[*5] RQ4668419 Identify Non Enterprise Tasks
ACR4668406 Acronyms
GL4665407 Business Terms
GL4665405 Technical Terms
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DOC4902264 Document - Online Banking
D0OC49023058 Document - Online Banking
D0OC4903652 Document - Online Banking
DOC4944638 VideoDemo

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel

BILZEZTLO

‘33 GD4668410: Online Banking System Interfaces

4 Properties

Mame Onli ystem...

Id GD4l

Type Generic Diag) -
Width 1308

Height 768

Browsing artifacts

You can browse for both artifacts and sub-artifacts within any project, provided you have sufficient access to the
project. By default, the current project is selected. If you cannot find the artifact you are looking for, you may want
to consider searching instead.

To browse artifacts using the Browse tab in the utility panel:

1. Selectthe project that you want to browse.

To select a different project, simply click the project drop-down that is located under the search field. Then,
expand the folders until you locate the project you want. Click the project to display the contents in the
utility panel.

2. Expand the folders and artifacts to locate the artifact you are trying to find.
Simply click the expand buttons (or double-click the artifacts) to display the contents of each artifact.
Tip: To see the location of an artifact or folder in the artifact list, right-click an artifact in the Browse
tab and then click Show Location. The corresponding artifact or folder is selected in the artifact

list.

After you have located the artifact that you want, you can:
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B open the artifact
B share the artifact
B create atrace to/from the artifact

Opening artifacts from the utility panel browse tab

While you are browsing or searching for artifacts, you may want to open an artifact from the browse tab in the
utility panel.

To open an artifact from the utility panel browse tab:

1. Open the browse tab in the utility panel.

Click the browse 2 tab.

You can also point to the tab icon to view the name of the tab.
2. Right-click the artifact that you want to open.

The context menu appears.
3. Click Open.

The artifact opens in a new tab in the main content area.

File attachments and document references

File attachments and document references allow you to associate content in a file (or document) with an artifact or
sub-artifact. A document reference is an existing document artifact that you can associate with one or more
artifacts. A file attachment is a file that you upload and associate with a single artifact.

Example

Jeff, a business analyst, is working on a business process and wants to add a photo of a rough
diagram that was drafted during a recent meeting. In this case, Jeff uploads the photo as a file
attachment because he does not intend to reference the photo from any other artifacts.

Example

Joe, from the legal department, recently created a new document artifact and uploaded a terms and
conditions document. The terms and conditions must be accepted by users prior to creating a new
account in the system.

Sally, a business analyst, has been notified by the legal department that users must accept the same
terms and conditions prior to using the system to make a purchase. In this case, Sally opens the
Purchase use case, and adds the terms and conditions as a document reference. Now, there are
multiple references to the same document artifact.

|\

Document artifacts are different than file attachments. Document artifacts can be referenced from multiple
artifacts by adding it as a document reference to other artifacts in the utility panel files tab. File attachments are
also added in the files tab of the utility panel and are associated with a single artifact.

The files tab allows you to view, add, and delete artifact file attachments and document references. The files tab in
the utility panel looks like this:
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~  Attachments

[ﬂ All_FunctionalRequirements.docx

~  Document References

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

» Utility Panel

BRI ZPORB

‘3?, GD4668410: Online Banking System Interfaces

4 Properties
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Type Generic Diag! -

Width 1308
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Determining whether or not an artifact contains file attachments or document references

When an artifact contains file attachments or document references, the files 0 indicatorut is displayed in the Icons
column in the artifact list. Click the Column Options button on the ribbon view tab to enable the display of this
column.

You can also view the file indicator in the upper right corner of each sub-artifact (example: shape) that contains file
attachments or document references.

Adding a file attachment to an artifact

A file attachment is a file that you upload and associate with a single artifact. Blueprint allows you to add multiple
file attachments to an artifact.

Tip: If you plan to upload the file to multiple artifacts, you may want to create a document artifact instead.
If you create a document artifact, you can then add a document reference to multiple artifacts.

Note: Blueprint enforces a maximum file size for file attachments. The maximum file size is configurable
by your project administrators.

To add a file attachment to an artifact:
1. Open an artifact.
Click the artifact ID link of the artifact you want to open.
2. Open the files tab in the utility panel.
Click the files tab ¥ icon.

3. Click New and select Add Attachment.
4. Select the file that you want to attach.
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Search or browse to locate the file that you want to upload and attach to the artifact.

5. Click Open.

Note: Not all file types may be available. Instance Administrators can specify the types of files that can be
uploaded to Blueprint by whitelisting certain uploadable file types.

Adding a document reference to an artifact

A document reference is an existing document artifact that you can associate with one or more artifacts. Blueprint
allows you to add multiple document references to an artifact.

Before you can add a document reference to an artifact, the document artifact must already exist. If the document
has not already been uploaded to a document artifact, you may want to create a document artifact. Read more
about Adding a document artifact.

Tip: If the document is only applicable to a single artifact, you may want to add the document as a file
attachment instead. See Adding a file attachment to an artifact and File attachments and document
references for more information.

To add a document reference to an artifact:
1. Open an artifact.
Click the artifact ID link of the artifact you want to open.
2. Open the files tab in the utility panel.
Click the files tab & icon.

3. Click New and select Add Document Reference.
4. Select the document artifact that you want to reference.

Search or browse to locate the document artifact that you want to reference.

5. Click OK.

Opening a file attachment or document reference

You can open file attachments and document references directly from the files tab in the utility panel. Blueprint
also provides you with an easy way to open the document artifact for any existing document references.

To open a file attachment or document reference:
1. Open the artifact that contains the file attachment or document reference that you want to view.
Click the artifact ID link of the artifact you want to open.
2. Open the files tab in the utility panel.
Click the files tab 4 icon.
3. Right-click the file attachment or document reference that you want to view.
The context menu appears.

4. Click Open.
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When you open a file attachment or document reference, the file is automatically downloaded to your
computer in a temporary directory. Your computer then decides which application is most appropriate for
opening the file.

Tip: You can also open the document reference artifact by selecting Open In Application.

Deleting a file attachment or document reference

When you delete a file attachment, the file is permanently removed from the system and is not available in
historical versions of the artifact. However, when you delete a document reference, the reference is removed but
the document artifact remains available in the system.

To delete a file attachment or document reference:
1. Open the artifact that contains the file attachment or document reference.
Click the artifact ID link of the artifact you want to open.
2. Open the files tab in the utility panel.
Click the files tab 4 icon.
3. Right-click the file attachment or document reference that you want to delete.
The context menu appears.

4. Click Delete.

Warning: There is no delete confirmation dialog. The file attachment or document reference is
immediately removed. However, the deletion is not permanent until after you publish your
changes.

Note: You must publish the artifact before your changes are viewable by other users.

About rich text formatting

Blueprint provides you with the ability to create textual content using rich text formatting. In other words, you can
perform many of the operations that you can perform using a word processing application. The rich text formatting
features are available on the ribbon Home tab:

Arial - 10 ~|A AT[|A3-

B 7 Uaex x| ap. A. | % X

Font
Here's a list of the rich text formatting features offered by Blueprint:

Change font type, color, and size

Make the font bold, italic, underline, subscript, superscript, strikethrough
Apply highlighting to font

Add a hyperlink

Create a bulleted or numbered list

Change the paragraph justification
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Rich Text Formatting in the Artifact List

Rich text formatting is displayed differently in the artifact list depending on the current mode. Here's an
explanation of the different modes and the way rich text formatting is displayed:

B Editin-place mode

B all rich text formatting is displayed.

[ Ut Mockup control UM587849 Ul Mocke

text
text fext ot ot oy
B tectetietie

text et bext text text text
text et text bext text text

RN —
et et et et vt et |

L. LN texT te text et bext

- (7] Mew Requirement  RQ1 ot text text text bext bext Textual F
text text text text text text
TEXT TEXT TEXT TEXT TEXT TEXT

text text text text text
text

Baxt Saxt text text text text

B Non-edit and wrap text disabled:

B textis displayed as plain text.

L rew use Lase & uL30s8Ls ™
[T U1 Mockup control UMS8784% ul
® 7] New Requirement AG1 text text text bext text text T

B on hover, a tooltip displays a limited amount of rich text. Bullets and lists are not displayed in the

[T Ul Modikup control UMSET8<S Ul Mogkup i
* (] New Requirement QL text text text text text bext Textual Requirement

bt e s et et
Mot et et vot

B e bt e et 2t
sttt vt vt et v

et
ettt St Dt
e e et £t 20

text toxt text text text taxt
TEXT TEXT TEXT TEXT TEXT TBXT

text text text text text text

e
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B Non-edit and wrap text enabled:
® displays a limited amount of rich text. For example: Highlighting, bullets and lists are not displayed.

3 ul Mockup control  UMS87849 Ul Mockup »

et et B beat test text
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Keyboard shortcuts

Blueprint offers a number of keyboard shortcuts that allow you to perform various operations in Blueprint using
your keyboard instead of your mouse. This article outlines keyboard shortcuts for basic operations in Blueprint.
Many of the operations listed in the table below are also accessible as buttons on the menu EE3 55 well as on the

Home tab (on the ribbon).

‘ Blueprint Welcome Default Instance Admin | Home | Logout

= Sl o == - - B2 Jpdate ) Reuse A -
% Cut | [t usertntert ~ |8 -] a0 [Aa == D j | I 7 Delete &4 Print ~ | [#] Follow Bulk Update ® Indent | ={ Manage Traces € Reuse Artifact
o Ea copy 4 Discard All - search | §=] Share ~ Version Compare <= Outdent Add Inline Trace ~
Paste B L Ul x|® « A& % = Teble New Save Publsh @ g = =
M = a3 - - - - |4] Refresh @GoTo FHAddTo- 5" Steal Lock [ Traceability Explorer
Clipboard Font Paragraph Tables Actions Artifacts Relationships

Keyboard shortcuts for basic operations

Keyboard Key(s)

Operati
Internet Firefox on Result / Effect
Explorer (Windows)
CTRL+ O Open a | The Open project dialog appears as well as a list of projects. You can then

project ' open aproject.

CTRL + F4 Close Closes the artifact editor tab that is currently open within the main

the content area.
current | | L .
dit oo = PR1978492: BP Al... RQ1978495: MOD... x GL1978494: BP A... *
editor
tab BP Air (Latest Version) = BP &ir = Glossaries = Corporate Glossary =
I 7| GL1978494: BP Air Corporate Standard Glossary
-
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Keyboard Key(s)

Internet
Explorer

ESC

CTRL+Z

CTRL+Y

CTRL + X

CTRL+C

CTRL+V

Firefox
(Windows)

ESC

CTRL+Z

CTRL+Y

CTRL + X

CTRL+C

CTRL +V

CTRL+B

CTRL + 1

CTRL+ U

Operati
on

Exit
current
editing
operati
on

Undo
the last
action

Redo
the last
action

Cut

Copy

Paste

Make
the
selecte
d text
bold

Italicize
the
selecte
d text

Underli
ne the
selecte
d text

Result / Effect

This shortcut is equivalent to clicking the Cancel button when in edit
mode. This shortcut can be used when editing artifact menus or when
editing artifact names in the main content area.

Undoes most authoring actions, except for save, publish and discard
operations.

Redoes the last action that was undone.

Cuts text, images and most artifacts. For more information about the cut
operation's capabilities, see About copying and pasting. For information
about cutting and pasting artifacts across projects, see Moving artifacts
from one project to another project

Copies text, images and most artifacts. For more information about
copy's capabilities, see About copying and pasting. For information about
copying and pasting artifacts across projects, see Moving artifacts from
one project to another project

Pastes text, images and most artifacts. For more information about
paste's capabilities, see About copying and pasting. For information
about copying and pasting artifacts across projects, see Moving artifacts
from one project to another project

Makes the text you selected in the rich text field bold. For more
information about rich text formatting, see About rich text formatting.

Italicizes the text you selected in the rich text field. For more
information about rich text formatting, see About rich text formatting.

Underlines the text you selected in the rich text field. For more
information about rich text formatting, see About rich text formatting.



blueprint

Keyboard Key(s)

Internet Firefox
Explorer (Windows)

CTRL + SPACE | CTRL+ N
BAR

Operati
on

Create
new
artifact

Result / Effect

Selecting an artifact and then pressing CTRL + SPACEBARcreatesa
new sibling actor artifact.

Here is an example of a new artifact that is created (New Actor 7) after
selecting the Sign In artifact and then pressing CTRL + SPACEBAR:

4 ) Authenticate Online Banking Customer
Sign In

s & |New Actor 7

Account Summary
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F8

Keyboard Key(s)

Internet
Explorer

Firefox
(Windows)

F8

CTRL+S

Operati

Result / Effect
on
New Selecting an artifact and then pressing 8 makes the Create New
Artifact | Artifact menu appear. You can then click a command within the menu
right- to add a new artifact or edit the existing selected artifact.
click i o
menu [7] Register Existing Reward Programs R{2504947
[Z=] sign up for the SkyMiles program RO2504948
[T-] Trade or Convert Points Mew Child Artifact  » 2504949
Mew Sibling Artifact »
MNew Child Folder 3
Mew Sibling Folder »
Wl | Open
& | Cut
53 | Copy
1=y | Paste
75 | Delete
ae  Rename
# | Bulk Update...
E Version Compare...
Reuse ¥
Export to F
Collection 3
Baseline 3
Share »
Follow
Unfollow
Close
Save Saves the artifact that is currently open or the artifact(s) you selected in
the the artifact list.
selecte
d

artifact

(s)
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Keyboard Key(s)

Internet
Explorer

F9

DEL

CTRL
+ SHIFT+ W

CTRL + SHIFT
+1

Firefox
(Windows)

CTRL+ P

CTRL + SHIFT
+S

DEL
F5

CTRL + F5

F3

CTRL+ G

CTRL
+ SHIFT + W

F1

CTRL + SHIFT
+1

Operati
on

Export
the
artifact
to a PDF
for
printing

Save all
artifacts

Delete

Refresh
the
selecte
d
artifact

Refresh
all
artifacts

Open
the
search
dialog

Search
for an
artifact
by ID

Manage
traces

Get
help
using
Bluepri
nt

Open
Keyboa
rd
Shortcu
ts pop-
up

Result / Effect

Exports the artifact you selected to a PDF, making it available to print.

Saves all changes that have been made to any artifact(s) or folder(s).

Deletes any selected artifact(s), text or content.

Refreshes the currently open artifact or the selected artifact(s) in the
artifact list.

Refreshes all artifacts within an open project.

Opens the search dialog. For more information about the search
feature, see About search.

Opens the Go To dialog. You can quickly open an artifact by entering an
artifact ID and pressing ENTER.

Note: You can omit the prefix of the artifact ID when using the Go To
dialog.

Within an open artifact, pressing CTRL + SHIFT + W makesthe
Traces dialog appear. You can then create, modify or delete a trace.

When selecting an artifact in a list, pressing CTRL + SHIFT + W
makes the Traces dialog appear. You can then create, modify or delete a
trace.

Opens the Blueprint Help web site for the applicable version of the
productin a new window.

For help with a different version of Blueprint, see the Blueprint Help
Resources web site.

The Keyboard Shortcuts dialog appears with a list of all of the Home tab
shortcuts mentioned in this table for quick reference.


https://documentation.blueprintcloud.com/
https://documentation.blueprintcloud.com/
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Viewing a list of shortcuts

To view a list of basic shortcuts within Blueprint, press CTRL + SHIFT + 1.

Keyboard Shortcuts x

Action Firefox and Chrome Internet Explorer
~ General
Open a project. Ctrl+0
Close the current editor tab. Ctrl+F4
Exit edit in place. Esc Esc
Undo the last action. Ctri+Z Ctri+Z
Redo the last action. Ctrl+Y Ctri+Y
~ Clipboard
Cut the selection and put it on the Clipboard. Ctri+X Ctri+X
Copy the selection and put it on the Clipboard. Ctrl+C Ctrl+C
Paste the contents of the Clipboard. Ctri+v ctri+v
~ Font
Make the selected text bold. Ctrl+B
Italicize the selected text. Ctri+I
Underline the selected text. Ctri+U
~ Bctions
Create a new artifact. Ctri+N Ctrl+Space
Access the New Artifact shortcut menu. F8 F8
Save the selected artifaci(s). Ctrl+s
Export the selected artifact to a PDF document for printing. Ctrl+pP
Save all artifacts. Ctrl+Shift+5 FS
Delete the selected item(s). Delete Delete
Refresh the artifact you are currently viewing, or the artifact(s) selected in the Fs
artifact list.
Refresh all artifacts. Ctrl+F5
~ Artifacts
Opens the search dialog. F3
Open an artifact by ID. The prefix of the ID can be omitted. Ctrl+G
~ Relationships
Open the Manage Traces dialog to add, modify, or delete trace relationships. Ctrl+Shift+W  Ctrl+Shift+W
~ Help
Get help using Blueprint. F1
Open the keyboard shortcuts pop-up. Ctrl+Shift+1 Ctri+Shift+1
Close

Keyboard Navigation

Blueprint offers a number of keyboard navigation shortcuts that allow you to perform various operations in
Blueprint using your keyboard instead of your mouse.
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Choice Drop-Down Keyboard Navigation

Keyboard
U Edit Mode Non-Edit Mode
Key
Arrow If the drop-down panel is open, arrow keys navigate within the drop-down | Navigates to next cell.
Keys list panel until end is reached.
If the drop-down panel is not open, the arrow keys navigate the list without
opening the drop-down panel.
Tab / Navigates to next cell. Navigates to next cell.
SHIFT Tab
Enter If valid, the Enter key commits changes and moves focus to the cell below. ' Navigates to the cell
If not valid, the Enter key flags field with an inline error and moves focus below.
to the cell below.
Space Bar | Opens the drop-down panel, allowing you to use the arrow keys to navigate | Places cell in edit in
the drop-down. place mode.
Typing Takes you to the closest match. If a match cannot be found, you can simply | Places cell in editin
type in a new value. place mode.
ESC Cancels edit mode. N/A
Multi-Select Keyboard Navigation
Keyboard
yKey Edit Mode Non-Edit Mode Pop-Up Open
Arrow Navigates to next cell. Navigates to next cell. Navigates between options in
Keys the scrollable list.
Tab / Navigates to next cell. Navigates to next cell. Navigates the pop-up content
SHIFT Tab (left to right and top to
bottom).
Enter Navigates to the cell below. Navigates to the cell below. Accepts the value and closes
the pop-up.
Space Bar | Opens the multi-select dialog. Places cell in edit in place mode | Selects/Deselects options in
After the dialog is closed, the and displays the multi-select list. | the scrollable list.
cell is shown in edit in place
mode.
Typing N/A N/A N/A
ESC N/A N/A Cancels edit mode.
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Select Users Dialog Keyboard Navigation

The Select Users dialog is applicable for custom properties when the Type is set to User. The Select Users dialog

looks like this:

Select Users

Display Mame
[__| | Alex Perhin
| | First Last
|| Steph Hubert

[

Email

aleksey.pershin@blueprintsys.c “

mail@temp.com

steph.hubert@blueprintsys. com L

[

0 Selected

€

Cancel

4

Here are some guidelines for navigating the Select Users dialog using your keyboard:

Keyboard
U Edit Mode
Key
Arrow Navigates to next cell.
Keys
Tab / Navigates to next cell.
SHIFT Tab
Enter Navigates to the cell below.

Space Bar | Opens People Picker Dialog. After the
dialog is closed, the cell is shown in edit in

place mode.
Typing N/A
ESC N/A

Non-Edit Mode

Navigates to next cell.

Navigates to next cell.

Navigates to the cell
below.

Places cell in edit in place
mode and displays people
picker

N/A
N/A

Moving artifacts from one project to another project

Pop-Up Open

Navigates between
options in the scrollable
list.

Navigates pop-up content
(left to right and top to
bottom).

Accepts the value and
closes the pop-up.

Selects/Deselects options
in the scrollable list .

N/A

Cancels edit mode.

Most artifact types can be moved between Blueprint projects (exceptions include baselines, collections, and

reviews).

Data preservation differences between cross-project move and cross-project copy

Moving an artifact has a different effect from copying an artifact.
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The following table shows which artifact data is moved and/or copied within a project compared to across projects:

Move Copy
In-Project Cross-Project In-Project Cross-Project
Trace relationships Preserved Preserved No No
Attachments Preserved Preserved Preserved Preserved
IDs Preserved Preserved No» No?
Comments Preserved Preserved No No
Custom properties Preserved Depends* Preserved Depends*
Document references Preserved Preserved No No
History Preservedx Preservedx No No

AFor example, when you copy an artifact, the new copy of the artifact has a different ID from the original artifact.

*A custom property is only preserved when the destination project has the same custom property with the same
name and type.

HThe artifact will gain a new historical version when it is moved to, and published as part of the destination project.

Undoing an artifact move

When you cut or copy an artifact from one project to another project, the Undo button is unavailable to undo the
action (that is, greyed-out).

To undo your artifact move, manually perform one of the following actions:

B Select your artifact, press CTRL+X and then, to paste your artifact into its original folder, press CTRL+V
B Select your artifact and then drag the artifact back to its original folder.

Moving an artifact from one project to another project

You can move an artifact to a destination project by dragging and dropping, or cutting and pasting. A moved artifact
is locked for editing, and automatically saved to the destination project; the artifact is not automatically published to
the project.

To move an artifact by dragging it from one project to another project:

1. If the artifact is to be moved within the destination project hierarchy, ensure the destination project is
expanded in the Explorer area, and the appropriate folder is visible.

2. Place focus on the project that has the artifact you wish to move. In the artifact list, select the artifact's first
column (that is, the column to the left of the Name column).
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Bluepnnt = Fabma Al =
PR2731228: BP Air 1.0

Name Y| 1D Y
[Z=] online Application for Credit Card RQ2731232

3. Drag the artifact to the destination project and folder in the Explorer area.
Explorer & EE = PR2Z731223: BP Ai...

=l Discussions Blueprint > Fatima Ali >

& Activity Center @ " 228: BP Air 1.0

@ Unpublished Changes

me

Y| ID Y

Online Application for Credit Card ROQ2731232

(@ BP Air 1.0
. Collections 1

E Baselines an

@ BP Air 2.0 | ] RG2731232 Onlige Application for Credit Card
. Collections |3 1ove Inside BP Airas g

E Baselines and Reviews

Your artifact and any of its related information (such as its ID and comments) now exist solely in the
destination project.

4. To publish the move, click the Publish All button.

Note that publishing the artifact adds another historical version, and modifies the artfact Lasted Edited By and Last
Edited On properties.

To move an artifact by cutting it from one project and pasting it into another project:

1. Inyour project, right-click the artifact you want to move and select Cut. (You can also use the Ctrl+X
keyboard shortcut.)

A scissor icon appears next to your cuticon.
Mame ¥ | ID iTd

[EZ] new Business Process Diag BP4337701

I.ﬁ Textual Requirement DOC4937700

2. Right-click the project or folder into which you want to paste the artifact, then select Paste. (You can also
use the Ctr1+V keyboard shortcut.)

Your artifact and any of its related information (such as its ID and comments) now exist solely in the
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destination project.

3. To publish the move, click the Publish All button.

Note that publishing the artifact adds another historical version, and modifies the artfact Lasted Edited By and Last
Edited On properties.

About copying and pasting

Copying and pasting text

In Blueprint, you can copy text from one artifact and paste it in another artifact. You can also copy text from one
project and paste it in another project.

Using the Ctr1-V keyboard shortcut to paste preserves any rich text formatting that your text has.

When you copy formatted text (bold, italics, and so on) and click the Paste button to paste it, you have the option of
pasting your text without formatting or keeping the formatting.

B =3 Copy
Paste B 7 U
[ Paste

Paste Unformatted Text

Copying and pasting text examples

4 N\

Example

Lewis, a business analyst, wants to copy bolded and green text from his Ul mockup and paste it in
his textual requirement. All he has to do is copy the formatted text onto his Clipboard, select where
he wants to insert the text, and use the Ctr1-v keyboard shortcut.

Example

Susan, a business analyst, wants to copy information from her Ul mockup and paste it in her textual
requirement. The information is bolded but she wants to paste the text without formatting. All she
has to do is copy the text onto her Clipboard, select where she wants to insert the text, click the
Paste button, and then click Paste Unformatted Text.

A J

Pasting shapes

Blueprint shapes can be copied from one Blueprint artifact and pasted into other artifacts of the same type.
Blueprint shapes can be pasted in the same project or pasted into other projects.
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Pasting Visio shapes

Important: This feature is only available if Blueprint is configured to run with elevated in-trust browser.

You can copy shapes from Microsoft Visio and paste the Visio shapes in Blueprint diagrams. When you copy a shape
from Visio and paste it in a Blueprint diagram, your Visio shape is inserted as an image. When you copy multiple
Visio shapes and paste them in a Blueprint diagram, your Visio shapes are inserted as an image.

Shapes can be copied from Microsoft Visio and pasted into the following artifact types:

Ul mockups

Business process diagrams
Domain diagrams

Generic diagrams

Use case diagrams

Copying artifacts

Caution: When you copy and paste an artifact, trace relationships, IDs and comments are not preserved in
the new artifact.

With the exception of review artifacts, baseline artifacts and custom artifact types, all artifact types can be copied
from one project and pasted in another project.

Custom artifact types can only be copied and pasted into another project when the destination project has the
same custom artifact types.

When an artifact has custom properties, the custom properties can only be copied and pasted into another project
when the destination project has the same custom properties.

In Blueprint, you can copy a folder from one project and paste it in another project.

Pasting text in a diagram

To paste text within a diagram shape:

1. Copy the text onto your Clipboard using the Copy button or the Ctr1-V keyboard shortcut.
2. Open the artifact in Blueprint where you want to paste the text.

Click and drag a text-compatible shape onto the canvas, such as a text area or callout.
3. Click the shape to place focus on it.

4. When the text cursor appears on the shape, click the Paste button on the ribbon (Home tab, Clipboard
group) or use the Ctrl-V keyboard shortcut.

Tip: To paste the text without formatting, select the Paste button on the ribbon (Home tab, Clipboard
group) and then click Paste unformatted text.
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About pasting images

Important: This feature is only available if Blueprintis configured to run with elevated in-trust browser.

With Blueprint, you can copy and paste images or screen captures from other applications into any Blueprint
artifact that supports images, including:

Ul mockups

Use case diagrams
Generic diagrams

Domain diagrams
Business process diagrams

Maximum image size

You can paste images into Blueprint if the image size on the clipboard is 1900KB or less.

Note: When you copy an image to the clipboard, the image is copied to the clipboard in Bitmap format,
which is much larger than a JPG for instance. If the image is too large, you may want to consider using the
Image shape from the palette to add your shape to the diagram.

File type restrictions

Not all file types may be available. Instance Administrators can specify the types of files that can be uploaded to
Blueprint by whitelisting certain uploadable file types.

Pasting an image into Blueprint

To paste an image into Blueprint:

Note: You can copy and paste images that are up to 1900KB in size.

1. Copy the image onto your Clipboard.

2. Open the artifact in Blueprint where you want to paste the image. Click the canvas to place focus on the
canvas.

3. Click the canvas to place focus on it.

4. Click the Paste button on the ribbon (Home tab, Clipboard group) or use the Ctr1-V keyboard shortcut.
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Importing and Exporting

Blueprint allows you to import and export data using a variety of methods.

Blueprint allows you to import:

B textual requirements from Microsoft Excel
B glossary terms from Microsoft Excel
B Visio diagrams

Blueprint allows you to export:

B gartifacts to an Office Document
B grtifacts to an ALM target
B test plans to Excel or an ALM target

About Excel update

Note: You can only use this feature if it has been enabled by your instance administrator and if you have
the correct project role and project role assignment.

Blueprint allows you to efficiently edit artifacts in Microsoft Excel spreadsheet format and import your updates into
Blueprint. There are two methods of updating artifacts using Excel: using an Excel update template generated
within Blueprint or creating your own update template.

With the first method, Blueprint gives you the ability to generate an Excel list of artifacts from any single projectin
Blueprint and then make your changes to the list in Excel. For more information on generating an Excel update
template, see About generating an Excel update template

Alternately, you can create and edit your own update template. For more information on creating your own
update template and meeting the formatting requirements, see About Excel update.

For more information about updating an artifact list, see Updating artifacts using Excel.

Note: Only . x1sx files can be used to edit artifacts and import the updates into Blueprint.

Formatting requirements

Before editing or creating a spreadsheet to update artifacts, you should familiarize yourself with the formatting
specifications below.

Important: The only property that is required in your spreadsheet is the artifact ID. You must specify the
ID column in the first or second row. Next, list the artifact ID(s) you need to edit below, as the following
image demonstrates.
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A
1
2 D
9 3473676
4 3505496
5 3501861

Only the ID header and artifact ID numbers are required. Do not specify prefixes. For example: For the
artifact ID UC12345, only specify 12345,

This image shows which properties you have the option of specifying and which fields are read-only:

A B C D E F G H
1 Property to Update |Yes Yes No Yes No
2 | Artifact to Update Version D Name Artifact Type Description | Custom Property 1| Custom Property 2
3 |Yes xx0
4 |No xx1
5 |Yes xx2
6 No xx3
7 |Yes xx4
8 No XX5
9 |Yes xx6
10 |No xx7
11 |Yes xx8
12 No xx9
13 |Yes 10
14 No 11
15 |Yes 12
16 |[No 13
17 |Yes 14
18 |No 15
19 |Yes 16
20 No 17
21 Yes 18
22
23 Mandatory
24 Optional

N
o}

Non-Functional / Read Only

Note: If version numbers are not specified in the spreadsheet, the updates you performed in Excel will
override the latest version(s) of the artifacts when you import the Excel file into Blueprint.

Specifying custom property values

When you are specifying a custom property value within your spreadsheet, use the following punctuation to
differentiate multi-choice custom properties from single-choice custom properties:

Value Description Example
, Commas specify and separate multi-choice High,Medium,Low
values.

(The multi-choice values above belong to an example
priority property, Project Risk.)

Quotations preserve the content within them. "Smith, Joan"

Tip: To use a comma in a single-choice property, | (The single-choice value above belongs to an example
wrap your value in quotations. custom property called Full name.)
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About generating an Excel update template

Blueprint allows you to generate an Excel update template from any project. In every generated Excel update
template, each row contains information about the artifact that you can edit. Each column contains property
information that you can edit as well. The template contains update variables in the first row and column, as the
image below shows:

Changethis variable to Yes when
updating a property in the column.

A B - D E 5
1 Property to Update No No No
Changethis Artifact to Update  |Version ID Name Artifact Type Description
variable to Yes No 1 3473676 Submissions Folder
_when updaiing 4 |No 2 3505496 Credit Card Application Textual
information in this .

row. 5 |No 1 3501861 Requirements Folder
6 |No 2 3473675 Non-functional requirements Folder
7 |No 2 3473674 Technical and data requirements Folder
g |No 2 3473678 Examples Folder
g |No 2 3473677 Glossary Folder

When you update any row in the file, you also need to change the update variables in the same row and column to
Yes. This allows Blueprint to recognize that you want to update the associated artifact.

Note: Empty update fields trigger updates by default.

e )

Example

Jorges, a product manager, has generated an Excel update template with the goal of quickly updating
his Blueprint project using Excel. He wants to makes the following changes to his artifact list:
renaming Credit Card Application to Credit Card Application Process and Technical and data
requirements to Data requirements. To trigger updates, he also needs to change the update
variables to Yes. Here are the changes he made to the generated Excel update template:

A B c D E F A B c D E F
Property to Update No No No 1 Property to Update @ No No

Arifactto Update ~ Version 1D Name Attifact Type  Description 2 Atifactto Update  Version ID Attifact Type  Description

No 3473676 Submissions Folder 3 No 1 3473676 Folder
No 3505496 Credit Card Application Textual 4 Yes 2 350548 extual
No 3501861 Requirements Folder 5 No 1 3501861 Rew Folder
No 3473675 Non-unclional requirements  Folder 7 2 347367 femens  Folder
3473674 Technical and data requirements ~ Folder @ 2 T () Folder
8 2 3473673 B Folder
2

No
3473678 Examples Folder
3473677 Glossary Folder

No
No 3473677 Glossary Folder 9 No

© @~ oo N~
[T RN

About exporting and importing rich text formatting using Excel update

Microsoft Excel does not support certain rich text styles. Therefore, certain rich text formatting cannot be
successfully exported from Blueprint using Excel update template generation, nor imported back into Blueprint.

The following table identifies which types of rich text formatting you can successfully export from Blueprintin an
Excel update template or import into Blueprint using Excel Update:

Generating an Excel update Importing an Excel

Rich text feature . . .
template (exporting) update into Blueprint
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Font family
Font color
Font size
Bold

Italic
Underline

Horizontal alignment

CALQALS

Hyperlink

Subscript

Superscript

Strike-through

Bullets and numbered lists

Tables

*

Background color

XXXXXXXLLLC(CS

X XXXXXX

*Table cells are divided into separate tabs within Excel.
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Updating artifacts using Excel

Blueprint allows you to efficiently edit artifacts in Microsoft Excel spreadsheet format and import your updates into
Blueprint. There are two methods of updating artifacts using Excel: using an Excel update template generated
within Blueprint or creating your own update template.

With the first method, Blueprint gives you the ability to generate an Excel list of artifacts from any single project in
Blueprint and then make your changes to the list in Excel. For more information on generating an Excel update
template, see About generating an Excel update template

Alternately, you can create and edit your own update template. For more information on creating your own
update template and meeting the formatting requirements, see About Excel update.

To update a project using Excel, perform the following steps:
1. Create a new spreadsheetin Excel or generate an Excel update template in Blueprint.
For more information on formatting your own spreadsheet, see Formatting requirements.
To generate an Excel update template:
1. Open the project containing the artifacts you want to update.

2. Click the Generate Excel Update Template button.

Generate Excel
Update Template

The Save As dialog appears.
3. Enter a name for the file, choose a location to save the file and then click Save.

The Excel update template starts downloading.

4. Open the Excel file.

2. Update the Excel template as needed.

For information on updating a generated Excel update template, see About generating an Excel update
template.

Note: When making changes to the artifact list, you must change the value in the header row and
the header column to Yes.

3. Click Save.

4. Import the changes into your Blueprint project.

1. Click Excel Update (Import/Export tab, Import group).
The Update Artifacts from Excel dialog appears.
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I Update Artifacts from Excel

Select Project
Select the project you would like to update

Select Project BP Air (Latest Version)

Select Excel File

Update Summary

Back Mext Cancel

2. Selectthe projectin the list you want to update and then click OK.

Note: Project(s) will not be listed in the Select Project window if the project has an active
workflow or does not have "Excel Update" permission.

The Select File to Update dialog appears.
3. Click the ... button, select the file to update and click OK.
4. Click the Upload button.

Any errors or warnings appear in the list below.

Tip: You can export the list of errors and/or warnings to a CSV file by clicking Export to
Csv.

5. Click Update.
The update summary screen appears.

6. Click Close.

Note: Artifact updates are automatically saved but not published. To publish all changes you have made,
click Publish All.

Generating an Excel update template

Blueprint allows you to generate an Excel update template from a single project. The generated Excel template
contains a list of artifacts that you can arrange in whatever way you want them to appear in your template.

To generate an Excel update template, perform the following steps:

1. Open the project containing the artifacts you want to update.

2. Arrange the list of artifacts in the way you want them to appear in your generated template.

Note: Make sure to save any changes you have made that you want to appear in the Excel update
template.

3. Click the Generate Excel Update Template button.
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Generate Excel
Update Template
The Save As dialog appears.
4. Enter a name for the file, choose a location to save the file and then click Save.

The file downloads successfully. Now you can perform your updates to the template within Excel. For more
information about updating artifacts using your template in Excel, see Updating artifacts using Excel.

Importing new requirements from Microsoft Excel

Blueprint provides you with the ability to import requirements from a Microsoft Excel spreadsheet. In other words,
you can create your requirements in Microsoft Excel and then import them into Blueprint.

Note: You cannot undo an import from Excel. You can, however, delete the imported requirements.

Blueprint provides the following features to make importing requirements easier:

B The Excel spreadsheet can include hierarchical specifications for each requirement, if desired.
B Blueprint allows you to select the project and the folder or parent requirement under which you want to
import the requirements.

Note: Although you can drag and drop requirements to adjust the hierarchy after the importis
complete, hierarchy declarations in the Excel spreadsheet and parent-folder selection allow you
to optimize the import process, minimizing load in Blueprint.

B A list of any mismatches, between the Excel spreadsheet and the Blueprint project, in terms of Artifact
Types, Properties, or Valid Values. The list identifies the column/row in the spreadsheet so you can fix the
error prior to importing.

B A preview of the requirements is displayed prior to performing the actual import operation.

Tip: To better visualize where the requirements will be imported, we recommend that you turn off Wrap
Text (View tab, Artifact List group) option on the ribbon, and select the folder or parent requirement
under which you want the new requirements to be imported.

Sample Import Spreadsheets

For your convenience, take a look at the following examples:

B Requirements Import Template: Provides a basic template with only system properties. This template will
work with all Blueprint projects.

B Sample Requirements Import: Provides an example with hierarchy columns, custom artifact types, and
custom properties. Here are a few important details to keep in mind while you are looking at this template:

B The Hierarchy column (and blank columns to the right of it) are optional: depending on where +
symbol is, the artifacts will be made children

B |n this template, the values in the Artifact Type column are custom artifact types. This template will


https://documentation.blueprintcloud.com/downloads/ImportingRequirements_Samples.zip
https://documentation.blueprintcloud.com/downloads/ImportingRequirements_Samples.zip
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not work unless the project contains Artifact Types called Business Rule and Business Requirement.

B Additional columns (example: Priority, Effort in Days) are custom properties and must exactly match
the name of the custom property in your project.

Excel Spreadsheet Format

Each new requirement that you want to import must appear as a new row in the spreadsheet. The Excel
spreadsheet looks like this:

Home | Insert  Pagelayout  Formulas  Data  Review  View  Blueprint  Blueprint Manager  Team
S Calibri ~1 o AW S5 Wrap Text General - fi‘ ﬁ:};' l;% === 9‘ ’—
o Facemy- = » el m E
Paste e o B ZU- 5- &»-A- = B Merge &iCenter = | § + % 3 | %8 %8 F(anl:ﬂdﬁl&l;r;alv asF'nf;rS\aEt' SQ(/\EE‘:' Insert Delete Fe
Clipboard £l Font £l Alignment E] Humber £l Styles Cells
D8 - £
A B C D E F G H
1 Hierarchy Name Artifact Type Description Priority  Effortin Days
Credit Card Process
2+ Improvements Process Improvement High 0
‘We do a good job at notifying customers when their Credit
Card is approved. We need to improve and ensure our
Standard Operating Procedure (SOP) is met and customers
3 + Rejection Notice Business Rule are notified within 2 business days when their Credit Card High [}
As part of the Business Analysis, collect the average time to
a + Process Timing Report Process Improvement  carry out each step in the Credit Card management process ~ Medium 1)
Identify Tasks for
5 + Improvement Pracess Improvement Medium 0
Identify any steps in the Credit Card management process
6 + Reduce Manual Tasks Process Improvement  that are purely manual (not supported by any bank Medium 2
Identify any steps in the Credit Card management process
+ Identify Non Enterprise Tasks Process Improvement that still utilize the mainframe. TBD 1)
8
3

The following columns can be included in the Excel spreadsheet:

Spreadsheet Required
Column Description or Valid Values
Name Optional
Hierarchy You can use Hierarchy columns to specify | Optional | The plus sign, + , must appear in the
the relative outline level at which each appropriate column depending on the
Textual Requirement will be imported. desired hierarchy.

When no Hierarchy is specified, all
requirements are imported at the same
hierarchy level.

Name Defines the name of the requirement. Required | Specify the text that you want to import as
the name of the new requirement.

Artifact Defines the artifact type. Required | This value must be an artifact type that

Type exists in the project to which you are
importing. In other words, requirements
are only imported when matching artifact
types have been configured by the project
admin in the Blueprint project.

Description | Defines the description of the Optional | Specify the text that you want to import as
requirement. the description of the requirement.
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Spreadsheet Required
Column Description or Valid Values

Name Optional
Custom Allows you to import values for custom Optional | Other Excel columns, such as Priority or
Artifact properties in your project. Effort in Days, will only be imported when
Properties matching Properties and Valid Values have
(example: been configured by the Project Admin in
Priority, the Blueprint project.
Owner)

To import new requirements from Microsoft Excel:

aua A W N R

8.

Create your import spreadsheet using Microsoft Excel. Save the document in the . x1sx file format.

In Blueprint, click the Artifacts button on the ribbon (Import/Export tab, Import group).

Select the project to which you want to import the requirements. Click Next.

Select the folder or parent requirement under which you want to import the requirements. Click Next.
Click the - button and locate the .x1sx file that contains your requirements.

After selecting a file, a list of any mismatches between the Excel spreadsheet and the Blueprint project (in
terms of artifact types, properties, or valid values) is displayed.

You must correct all validation errors before you can import the requirements. To assist you, the list
identifies the column and row in the spreadsheet where an issue exists. As you make changes to the Excel
file, you can click the Validate button at any time to revalidate the import data.

When the data is validated without any errors, you will be able to click Next.
Review the import summary to verify that the requirements will be added to the project as expected.

If desired, select the Automatically publish imported artifacts check box, then click Next.

Note: Leaving these artifacts unpublished gives you another opportunity to review the artifact
import for issues.

The import job is placed in the Job Management queue, which can be viewed in the Job Management
window (Menu button, Manage, Jobs).

Close the dialog.

When the import job has completed, a confirmation dialog will appear asking you if you would like to refresh your
project to display the new artifacts.

After the requirements have been imported, if you did not select the Automatically publish imported artifacts
check box, the artifacts with be unpublished and unsaved. You must publish them before other users can view
them. You can discard the changes if you notice a problem with the import.

Tip: You can also update your requirements artifacts using Excel. For more information about using Excel
to update artifacts, see Updating artifacts using Excel.


https://documentation.blueprintcloud.com/downloads/ImportingRequirements_Samples.zip
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Importing glossary terms from Microsoft Excel

Blueprint provides you with the ability to import glossary terms from a Microsoft Excel spreadsheet. In other
words, you can create your glossary terms in Microsoft Excel and then import them into Blueprint.

Important: You must open a glossary artifact before the Glossary Terms button becomes accessible on
the ribbon (Import/Export tab, Import group).

To get started, simply download the glossary term import template and add your glossary terms and definitions on
anew row.

To import glossary terms:
Create your import spreadsheet using Microsoft Excel. Save the document as a . x1sx file.
Open a glossary artifact

Click the Glossary Terms button on the ribbon (Import/Export tab, Import group).

A W ON P

Click the |-/ button and locate the .x1sx file that contains your glossary terms.

A list of any validation errors is displayed. You must correct all validation errors before you can import the
textual requirements. You can click the Validate button at any time to re-validate the import data.

When the data is validated without any errors, click Next.

5. Read the import summary to verify that the glossary terms are going to import as expected. To continue,
click Next.

A status summary is displayed.

6. Click Finish to close the dialog.

After the glossary terms are imported, the glossary artifact contains unsaved and unpublished changes. You must
publish the artifact before other users can view the new glossary terms. You can discard the changes if you notice a
problem with the import.

Exporting an artifact list view to Excel

Blueprint allows you to conveniently export your artifact list view to a Microsoft Excel document (.x/s format).
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Collapsed and expanded artifacts

When you export your artifact list view, the generated Excel document lays out your artifacts as they appear in
Blueprint.

If you expand any parent artifacts before exporting your list view, their children appear in the generated Excel
document.

Name Y V| Description Y

4 [ Executive Sponsor Interview PFags8403  Sr.

cus
b [ online Application for Credit Card ~ BR4668412 |
wek

b [ Credit Card Process Improvements ~ P14668414

If you collapse any parent artifacts before exporting your list view, their child artifacts do not appear in the
generated Excel document.

Preserved column details

When you export your artifact list view to Microsoft Excel, the following aspects of your artifact list are preserved:

Name

ID

Description

Artifact Type

Any custom properties you have in your view

Indicators (that is, icons for trace relationships, comments, attachments and follows that link to related data in
Blueprint) are not preserved.

Microsoft Excel preserves certain rich text formatting. For information about rich text formatting Microsoft Excel
preserves, see About exporting and importing rich text formatting using Excel update.

To export your artifact list view to Microsoft Excel:

1. Expand and collapse items in your artifact list so it is displaying the content that you want included in your
generated Excel document.

2. Click the Artifact List View button on the ribbon (Import/Export tab, Export group).

m Home View Import/Export
INEmEE

Artifacts Glossary Visio Excel ALM  Test Artifact Generate Excel Visio
Terms Diagram Update Document~ Export Plans List View Update Template Diagram

Import Export

The Save As dialog box appears.

3. Name the file with an .x/s extension in your preferred location and then click Save.

After the document has generated successfully, you can find the new Excel document at the output location that
you specified.
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Tip: To open the . x1s file, launch Microsoft Excel and then click File > Open. Alternatively, you can right
click the .x1s file and click Open with > Microsoft Excel. If you attempt to open the .x1s file from your
browser, you may experience issues.

About ALM integration

ALM integration allows you to export artifacts to an ALM (Application Lifecycle Management) system. Your project
administrator must setup an ALM Target and grant you access to the target before you can export artifacts to an
ALM system.

Read the example below to learn more about ALM integration works in Blueprint.

What data is exported to the ALM system?

The following data is exported:

B grtifact data (example: name, description, and other properties including custom properties)

Note: The way in which artifact types and artifact properties are mapped depends on how the
ALM target is configured in Blueprint. The artifact types and properties must be mapped in order
to export the data.

B sub-artifact data

Note: The concept of sub-artifacts is not preserved in the ALM system after the export. Any data
related to a sub-artifact in Blueprint is rolled up to the artifact level in the ALM system. For
example, if a shape (sub-artifact) in a diagram contains file attachments, the files are exported but
they are associated with the artifact.

artifact attachments (assuming this is option is configured in the ALM target)

artifact traces (assuming both of the traced artifacts are exported to ALM)

diagram image (for Ul mockups, business process diagrams, domain diagrams, generic diagrams)

B each artifact that is exported to an ALM system contains a hyperlink to the original artifact in Blueprint.

The following data is not exported:

B comments
B version history
® traces (if both artifacts are not in the ALM system)

Example

Exporting artifacts for the first time

Let's start by creating a new Login folder in Blueprint and then creating 3 new artifacts:

B Login (textual requirement artifact)
B Login Use Case (use case artifact)
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B Login Page (document artifact with a . jpg file)

After the new artifacts are published, the artifact list looks like this:

Test =

ﬁ PF20608: Login

Name ID Description Artifact Type
Login Page DOC20609 Document
5] Login RQ20610 The login page shall authenticate the use Textual Requirement
O Login Use Case Ucz0611 Use Case

Now we will use the ALM Export feature to export these artifacts to the ALM system. The export settings used are:

B Publish all artifacts selected
B Publish Path: Requirements\Export_Mar17

The Change Summary screen in the ALM Export Wizard looks like this:

Adding (4) Updating (0) Deleting (0) =
1d Hame Action
PF20608 Login
‘DOC20609 Login Page

‘qumsm Login

‘UC20611 Login Use Case

As you can see in the Change Summary image, there are 4 new artifacts being exported to the ALM System (the
Login folder and the 3 new artifacts).

After the exportis complete, here is what the new items look like in HP ALM:

= [ Export Mar17 -— aglaizel 3666
o] = @ Login 7 Mot Covered aglaizel 3667
@ ":' Login Page W Mot Covered aglaizel 3668
] @ Login W Mot Covered aglaizel 3669
@ ":' Login Use Case §¢ Mot Covered aglaizel 3670
Description | Comments | Rich Text | Aftachments #* | History

B I UAayliEi= =z wm-—,e\@%

The login page shall authenticate the user if the username and password are correct.

Exporting artifact changes and deletions

Now, lets make the following modifications in Blueprint:

B update the description of the Login textual requirement.
B create a new Ul mockup called Login Mockup
B delete the Login Page document artifact

After the changes are made, the artifact list looks like this:

Test =

ﬁ PF20608: Login

Mame ID Description Artifact Type
Login RQ20610 The login page shall authenticate the use Textual Requirement
2 Login Use Case ucz20611 Use Case
Login Mockup UM20615 UI Mockup

Now we will use the ALM Export feature to export these artifacts to the ALM system. The export settings used are:



blueprint

B Publish all artifacts that changed since last publish, 3/17/2012 1:28PM
B Export Path: Requirements\Export_Mar17

The Change Summary screen in the ALM Export Wizard looks like this:

Adding (1) Updating (1) Deleting (1) b
d Name Action

UM20615 Login Mockup Details

As you can see in the Change Summary image, the export to the ALM System includes 1 added artifact, 1 updated
artifact, and 1 deleted artifact.

After the exportis complete, the new items appear in HP ALM v11:

= [= Export_Marl7

- aglaizel 3668
= @ Login W Mot Covered aglaize! 3667

o

] ) Login 7 Not Covered aglaizel 3669
[ ) Login Use Case 7 Not Covered aglaizel 3870
L[.] Q Login Mockup 5 Not Covered aglaizel 367

Description | Comments | Rich Text | Attachments # | History

9 o |y

The login page shall authenticate the user if the username and password are correct. Otherwise, an error shall display.

= i= = =
= = G

B I U A &y

e Ta

As you can see in the image above, the Login Page item is deleted, the Login Mockup has been added, and the
description of the Login requirement has been updated.

Exporting artifacts to an ALM Target

Overview
You can export artifacts to an ALM system if your project administrator has configured an ALM Target and granted
you access to it.

Exporting artifacts to an ALM target is an operation that consists of the following two jobs:

1. Setting up the export

2. Performing the export

Setting up the export

To set up the export to an ALM target:

1. Click the ALM Export button on the ribbon (Import/Export tab, Export group).
The Source Project screen of the ALM Export Wizard appears.

2. Select the project that contains the artifact(s) you want to export to an ALM target, and then click Next.
The Select Target screen appears.

3. Select the target that you want to export the artifacts to, modify the export options, and then click Next.

The following options can be set:
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B What would you like to do?

® Export all artifacts that changed since last publish: Allows you to export all artifacts that
have changed since the last export.

B Export all artifacts selected: Allows you to export only the selected artifacts.
m Export Path: Defines the path in the HP ALM system where the artifacts will be exported. To change
the path, click the |- button to open the Location Picker dialog. The Location Picker dialog displays

the directory structure of your ALM system. Choose the directory where you want to export the
artifacts and then click OK to close the dialog.

Note: This option is only available for HP ALM targets.

B Generate images for document output: Defines whether or not you want to generate images for
graphic artifacts that you are exporting, such as diagrams. If this option is disabled, images are not
exported.

If this option is disabled, images (that is, graphic artifacts) are not exported to the ALM system.

After you click Next, the Select Revision screen appears.

4. Select whether you want to export data from live artifacts, or data from a baseline or review and then click
Next.

The Artifacts to Export screen appears.
5. Select the artifacts you want to export and click Next.

Select the artifact(s) that you want to include in the document. Simply select the artifacts and click the Add
button.

The Map Area Path screen appears if you chose a TFS target.
6. Specify the area path to which the artifacts should be exported and click Next.
This option is only applicable when you are exporting to a TFS target. This option is not applicable for ALM
targets.
After you click Next, your setup job is scheduled to run in the queue.
To check the status of your job: click the Menu button (on the ribbon), point to Manage and then click Job

Management.

When the status of your job changes, a notification icon (F) appears in the lower left corner of the screen. When
your job has completed, click the Completed status in the notification to proceed to the next step: Performing the
export.

Performing the export

When your setup job has completed successfully, a notification icon (F) appears in the lower left corner of the
screen. Click the Completed status in the notification to complete this step.

To perform the export to an ALM target:
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1. Resolve conflicts and verify the summary of changes is correct.

The Change Summary screen provides you with the total number of artifacts that you are adding, updating
and deleting from the ALM system. You can click the Details link to view information about the property
mappings.

Conflicts occur when you attempt to export an artifact that have changed in the ALM system since the last
update. You have the option to keep the version in the ALM system or overwrite it. To resolve conflicts,
select all or some of the artifacts using the check box on the left side of the screen and then click the
Resolve Selected Conflicts button. When the Resolve Conflict dialog appears, choose Overwrite or Keep
and then click OK.

2. Click Finish to export the artifacts.
After you click Finish, your export job is scheduled to run.

To check the status of your request: click the Menu button (on the ribbon), point to Manage and then click Job
Management.

When the status of your job changes, a notification icon (F) appears in the lower left corner of the screen. When
your job has completed, click the Completed status in the notification.

A dialog appears, showing your export status.

ALM Export X

Export completed.

2 artifacts pushed successfully

Type | Blueprint ID 7| Blueprint Artifact ¥ Message
> |Success PF2504998 Glossary Successfully exported raptor item 25049938 by creating...
|Success PF2504999 Glossary Successfully exported raptor item 2504999 by creating...

Save to CSV

oK

Blueprint provides you with the option of saving this message to a . csv file.

About Visio integration

Blueprint supports the ability to import and export Microsoft Visio diagrams.

About importing Visio diagrams
You can import Visio diagrams into the following artifact types:

B Generic diagram
® Ul mockup
B Business process diagram
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When you import a Visio diagram, Blueprint substitutes your Visio shapes with matches that exist on the palette. In
cases Where a suitable Blueprint shape does not exist, the original Visio shape is imported as an external shape.

Note: Blueprint does not currently support importing rich text formatting in shapes from Visio. Instead,
text is imported with plain text formatting.

About External Shapes &

An external shape is a Microsoft Visio shape that has been imported as a vector or bitmap image and has not been
replaced by an equivalent shape on the Blueprint palette.

The differences between vector images and bitmap images are as follows:

Vector Bitmap
B Has a transparent background B Has an opaque background
B Quality is not diminished when the image is resized B Quality is diminished when the

image is resized

B Can be edited with the following tools: B |mage cannot be edited using the
B Drawing tools (Editor Tools tab, Drawing group) following Blueprint tools:
B Font tools (Editor Tools tab, Font group) B Drawing tools (Editor Tools
B Paragraph tools (Editor Tools tab, Paragraph group) tab, Drawing group)
B Font tools (Editor Tools tab,
Font group)

B Paragraph tools (Editor Tools
tab, Paragraph group)

B |s suited for print B Print quality is diminished
For more information about exporting a diagram for print,
see Exporting a diagram to Visio.

About exporting Visio diagrams

You can export any of the following diagrams in Visio 2010, 2013, or 2016:

Generic diagrams

Ul mockups

Business process diagrams
Use case diagrams
Storyboard diagrams

Blueprint exports diagrams in Visio drawing format, . vsd.

Importing a Visio diagram

Important: This feature is only available if Blueprint is configured to run with elevated in-trust browser.
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You can import Visio diagrams into the following artifact types:

B Generic diagram
® Ul mockup
B Business process diagram

When you import a Visio diagram, Blueprint substitutes your Visio shapes with matches that exist on the palette. In
cases where a suitable Blueprint shape does not exist, the original Visio shape is imported as an external shape.

Note: Blueprint does not currently support importing rich text formatting in shapes from Visio. Instead,
text is imported with plain text formatting.

Requirements

To import a Visio diagram, you require the following:

B Elevated trustin-browser
B Blueprintversion 5.1.2 and later
B Microsoft Visio 2010 or 2013 must be installed. However, you can import Visio files from version 2003 and

2007.
To import a Visio diagram:

1. Save the document containing the diagram on your computer as a . vsd file.

Note: Only . vsd files can be imported.

2. In Blueprint, open the artifact to which you want to import the Visio diagram.
3. Click the Visio Diagram button on the ribbon (Import/Export tab, Import group).

22

=]
Visio
Diagram

The open dialog box appears.
4. Select the Visio diagram you want to import and then click Open.

The diagram appears in the main content area.

Upon importing a diagram, Blueprint replaces the diagram's shapes with equivalent Blueprint shapes. In certain
cases, imported shapes have no equivalents on the Blueprint palette.

Tip: By using the External Shapes indicator, you can identify imported shapes that have not been replaced
with Blueprint shapes.

To identify an external shape:
B Select the External Shapes check box on the ribbon (View tab, Show Indicators group):

|+| External Shapes
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Indicators appear next to all external shapes in your diagram.

Exporting a diagram to Visio

Important: This feature is only available if Blueprint is configured to run with elevated in-trust browser.

You can export any of the following diagrams for use in Microsoft Visio 2010 or 2013:

Generic diagrams

Ul mockups

Business process diagrams
Use case diagrams
Storyboard diagrams

Blueprint exports diagrams in Visio drawing format, . vsd.

Requirements

To export a diagram to Visio, you require the following:

B Elevated trustin-browser
B Microsoft Visio 2010 or 2013
® Blueprint version 5.1.2 and later

To export your Blueprint diagram to a Visio .vsd file:
1. InBlueprint, click the Visio Diagram button on the ribbon (Import/Export tab, Export group).
The save dialog box appears.

Zo

s
Visio
Diagram

Important: If you want to import your Blueprint diagram into an existing Visio document, make
sure the Visio document is closed.

2. Enter afilename for your export diagram and then click Save.

You have successfully exported your Blueprint diagram to a Visio .vsd file.
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About artifact printing

Overview

Blueprint allows you to efficiently print individual artifacts in Microsoft Word and PDF files. You can print the latest
version of an artifact or choose a specific version to print.

Welcome Chritina | Logout

R : T
B o =S

o E8t Ven VindowHob
Bew: BE RS RPH| 0P RBB - asmee - |
[n|Rg[@®=T]|H B Tools | Sign | Comment

« 53] <] prasyaaca:

* = 2Ry el - - [BR1978634: Scope Summary [Business Requirement] T
> Business Requirement... > B9L=ZP0O

Oviiast Artae:hitp:ftodydefault aspaArtiactid=1978634
Verson: 1

| B AT (Latet versi
|Z=] sras7asas: scope.

) Unpubished Changes (1) | sRao7aesas scope summary
4 @ Gettng Started ) Properties ©properties 3 Descipen:
» 3 aria Sanchez Tvpe — JE—
3 Baseines and Reviews : Gettig Started Business Requirement & risrscas ondtions
“ | @A ates Vepior) rc201010 Status_1 e Business Requirement

B osta

E3 | [aporoves = R0 ea
53 Documents Referenced
status 1 soproved -
> 3 images Risk_1 Version 9/23/2013 103639 A
Rk 1 vigh i
» E3oear High 1o = = o Christing,
[ Baselines and Reviews : B2 A Lates Verson) (resion o
Priority Priority High
igh 4+ Author istory
| cremeany | chistinn
Desaiption, Last Edited By Christina
Cratedon 23/05/2013 10:38 A .
LastEdited On  22/08/2013 10:38 A N
petais
a v 5 .| [oescrition

Output file

If you are using the default print template, your output file contains the following information about the artifact:

Artifact ID

Artifact name

Artifact type

Artifact URL

Version number
Description

Created By

Created On

Last Edited By

Last Edited On

Any custom properties
Any trace relationships

Your artifact data is laid out in a table (see images below).
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RQ4668419. icrosoft Word

Home Insert Page Layout References Mailings Review  View Blueprint Blueprint Manager ) 0:
iz
a

RQ4668419: Identify Non Enterprise Tasks [ Textual Requirement]

oOriginal Artifact: http://today/default.aspx?Artifactld=4668419
Version: 10

Description:
Identify teps in the Credit Card
«  5till utilize the mainframe

+  Canngk bacarried outremotely over the Internet

#
MName T wame
D RQ4668419
MName Identify Mon Enterprise Tasks
Created By Christina McNish
Created On 21/02/2013 9:19:28 AM
Last Edited By Christina McNish
Last Edited On 08/04/2013 11:08:31 AM

Acceptance Criteria
Priority
Effort in Days. 0

o

Attachments:
expand2.xls

Related Artifacts:

From 4= FR4668425: Transfer Funds Manual
To - DOC4944639: New Document 1 DocumeniReference
Page | 1
-
2
o
s
4| [ | »
Pagglni2|Woms:99|® | ‘Eﬁl%"--_ g% (= U (&)

File Edit View Window Help ®

REes|® ) 0 |@®[==]] 50| | Comment | Share

RQ4668419: Identify Non Enterprise Tasks [Textual Requirement]

Original Artifact: http://today/default.aspx?Artifactld=4668419
Version: 8

Description:

Iderify any steps in the Credit Card management. process thet:
« Sl utilze the mainframe
+ Can not be camiad out remonsly over the Intemer

D RO4668419
Name Tdentify Non Enterprise Tasks
Created By Christina McNish
Created On 21/02/2013 9:19:28 AM
Last Edited By Christina Mchish
Last Edited On 08/04/2013 9:55:19 AM
Acceptance Criteria
Priority
Effort in Days 0
Attachments:
expand2 xls
Related Artifacts:
‘Direction  [Name " [Relationship Type |
From - FR4668425: Transfer Funds Manual
To - DOC4944639; New Document 1 DocumentReference
To -, DOC4734331: Document -VideoDemo DocumentReference
Page | 1

Blueprint supplies a default template that structures your artifact for printing. The default print template is
accessible at the project level as well as at the instance level.

©2019 Blueprint Software Systems Inc. All rights reserved 138 of 222
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Modifying the default print template at the project level

Blueprint provides project administrators that have the applicable privileges with a default Word template for the
purpose of exporting and printing artifacts.

The template is written and designed using the document template authoring add-in.

3 L L v — - &"‘ - [=[=] = ]
s = DefaultPrintTemplate.d Microsoft Wo =HUS L S
m_u - | pl Dc' rc
File Home Insert Page Layout References Mailings Review View Blueprint Blueprint Manager @

y 21O

L]

<end if> <If is a textual requirement ><Set requirements tag>

[bookmark]<ID>: <Name> [<ArtifactType>]

[IfExist]Original Artifact: [link:[out]:link]:if]

Version: [out]

<If Publisher Exists>Published by: <LinkToEmal=[out]<endlink= <End If>
Description:

<Description>

2]

Name Value
<Properties=<Name=  <Valuex

<CustomProperties: <Value=

Attachments:

<far each attachment>
[attachrment text]

<end for each attachment=
<gnd if>

<HasTraces> fl

Related Artifacts:

Direction Name Relationship Type

<traceRequirement | [link] [out]: [outl:ink] [out] I

5><IsNotDocument

Ref>[switch:[case:
-

['From] From

Page | 2

W Ow A

4 | il | »
Page:20f 22 | Wordsi1,271 | 5 | [Eleag = = s = y! (%)

We do not recommend making changes to the template directly unless you have document template authoring
experience. For more information about document template authoring, see the Document Template Authoring
Help.

Note: The default print template can be changed at two different levels of administration privileges.
Instance administrators with the applicable privileges can modify the default print template within the
Instance Administration Console, setting a new default template for all projects. Both instance
administrators and project administrators with the applicable privileges can change the default print
template within the Project Administration Console, which sets a new print template for that individual
project only.

Once you change the print template at the project level, changes to the template at the instance level do not
override the project level template.

To modify the default print template:

1. Open the Project Administration Console.

2. Click the Project Print Template link.


https://documentation.blueprintcloud.com/DeveloperCenter/TemplateAuthoring/
https://documentation.blueprintcloud.com/DeveloperCenter/TemplateAuthoring/
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Important: To restore the system default document template later on, it is a good idea to click the
Download link to save a copy of the default document template locally. When you want to restore
the system default document template, you can simply click the Replace link to upload it. If you do
not save a copy of the system default document template and you use the Restore operation, you
will restore the latest document template that has been uploaded by the instance administrator.

3. Create a new template or modify an existing document template.

If you want to modify the existing template, click the Download link.

Note: If you are using Internet Explorer 8, you must enable the automatic prompting for file
downloads security setting before you can download the file from Blueprint. To enable this setting,
click Tools > Internet Options > Security > Custom level... > Downloads and then enable the
Automatic prompting for file downloads option.

If you want to change the scale of rich text font size to improve print quality, you can select a different
percentage.

4. Click the Replace link.

The save dialog box appears.
5. Select your new print template and then click Open.
6. Click Save.

Your new print template is saved. Whenever you click the Print to PDF button or the Print to Word button on the
ribbon (Home tab), your print template is used to export an artifact to a file for printing purposes.

Printing a historical version of your artifact

Note: Before printing, make sure to save and publish your artifact.

To print a specific version of your artifact:
1. Click the artifact version you want to print (History tab).
The artifact details appear in the main content area.
2. Select Print to PDF and then click Print to Word (Home tab, Artifacts group).
Your artifact appears in a Word file.
In Word, you can perform any stylistic edits and print the artifact with your preferred settings.
3. Printyour Word artifact.
On the File menu, click Print.

When the print dialog box appears, click OK.

Printing an artifact to a PDF document

Note: Before printing, make sure to save and publish your artifact.
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To print your artifact to a PDF document:
1. Click the artifact you want to print.
The artifact details appear in the main content area.
2. Select Print to PDF and then click Print to PDF (Home tab, Artifacts group).
Your artifact appears in a PDF file.
3. Printyour PDF artifact.
On the File menu, click Print.

When the print dialog box appears, click OK

Printing an artifact to a Word document

Note: Before printing, make sure to save and publish your artifact.

To print your artifact to a Word document:
1. Click the artifact version you want to print (History tab).
The artifact details appear in the main content area.
2. Select Print to PDF and then click Print to Word (Home tab, Artifacts group).
Your artifact appears in a Word file.
In Word, you can perform any stylistic edits and print the artifact with your preferred settings.
3. Printyour Word artifact.
On the File menu, click Print.

When the print dialog box appears, click OK.

About job management

After you start a job, your job is placed in the Job Management queue. Jobs are processed according to their order
in the queue. With the Job Management feature, Blueprint provides you with the ability to view and manage any of
your jobs. A variety of operations can be applied to jobs, helping to manage the queue. For example, when a job
has failed or terminated, you have the option of restarting the job or removing the job from the queue.

Instance administrators with the correct privileges can manage any job within the instance.

The Job Management dialog contains the following columns:

Column Description
Name
Job Id Indicates the ID of the job.
Start Indicates the date and time the user started the job.
End Indicates the date and time the job completed, failed or terminated.

User Indicates the user that started the job.
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Job Type Indicates the type of job that was executed. To view a complete list of jobs that can be performed,
see Job types.

Project Indicates the ID and name of the project within which the job was executed.

Status Indicates the status of the job. To learn more about job statuses, see Job statuses.

Tip: The Job Management list can be filtered the same way as an artifact list. For more information about
filtering a list, see View management and saved views.

When you select a job in the queue, the Details pane on the right populates with information about the job,
including processing details.

The Details pane contains the following information:

B Job Id:Indicates job ID number.

B Submitted Date/Time: Indicates the date and time the system started processing the job.
B Job Start Date/Time: Indicates the date and time the user started the job.

B Job End Date/Time: Indicates the date and time the job completed, failed or terminated.
B Job Owner: Indicates the user that started the job.

B Status: Indicates the status of the job. To view a list of statuses, see Job statuses.

B Job Type: Indicates the type of job that was executed. To view a list of jobs that can be performed, see
Job types.

B Project: Indicates the ID and name of the project the user executed the job in.
B Service: Indicates the service that executed the job.

B Progress: Indicates the percentage of job completion.

Note: Below the Progress field, the Details field contains processing details about the job.

Job types

The following types of jobs can be performed:

B Document Generation

You can export artifact data to a Microsoft Word or Microsoft Excel document, assuming your project
administrator has added templates to the project. For more information on generating a document, see
Generating an office document.

® ALM Export

If your Project Administrator has set up an ALM target and you have an author license, you can export
artifacts to an ALM target.

Exporting artifacts to an ALM target is a two-step process that is divided into the following jobs:

B Setting up the export
This job appears in the Job Management dialog as a Change Summary (Job Type column).

B Performing the export

For more information on exporting artifacts to an ALM target, see Exporting artifact(s) to an ALM target.
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E Test Plan Export

When a test plan project contains an ALM target, the test plan(s) export to ALM is processed as a job. For
more information on test generation, see Generating a test plan.

Job operations

Depending on your job type and status, some of the following operations are available:

® Cancel
When your job is running, you have the option of canceling it.
E Remove
When a job has failed, terminated or completed, you can remove the job from the queue.
= Restart
When a job has failed or terminated, you can restart the job.
= Show Result

If the job is a document generation, you can click Show Result to see the artifact that contains the
document output.

Job Management X

[1ob10 ¥ start Y End V User Y Job Type ¥ PV Status |4 [ Details
269
[zsg 1/15/2015 2:46:46 PM_1/15/2015 2:54:46 PM_ Default Instance Admin HP ALM REST Export PRISS Completed Job 10 | J
268 1/15/2015 2:46:25 PM  1/15/2015 2:51:03 PM  Default Instance Admin QC Export PR153 Completed Submitted Date/Time |1/15/2015 2:46:35 PM J
267 1/15/2015 2:45:36 PM 1/15/2015 2:45:45 PM_ Defoult Instance Admin HP ALM REST Change PR153 Completed Job Start Date/Time | 1/15/2015 2:48:45 PM J
266 1/15/2015 2:44:41 PM  1/15/2015 2:44:54 PM  Default Instance Admin QC Change Summary PR153 Completed = Job End Date/Time | 1/15/2015 2:54:46 PM |
265 1/15/2015 2:38:15 PM  1/15/2015 2:38:35 PM Default Instance Admin HP ALM REST Export PR153 Completed Job Owner | Default Instance Admin
264 1/15/2015 2:34:32 PM  1/15/2015 2:34:44 PM_ Defoult Instance Admin HP ALM REST Change PR153 Completed
Status | Completed

263 1/15/2015 2:33:13 PM  1/15/2015 2:33:37 PM _ Default Instance Admin QC Export PR1S53 Completed

Job Type | HP ALM REST Export |
262 1/15/2015 2:32:19 PM 1/15/2015 2:32:42 PM  Default Instance Admin QC Change Summary PR153 Completed L
261 1/15/2015 2:29:17 P 1/15/2015 2:29:46 PM  Default Instance Admin QC Export PR153 Completed Project |PR133503: Test Project for ALM Export |
260 1/15/2015 2:27:58 PM  1/15/2015 2:28:16 PM  Default Instance Admin QC Change Summary PR153 Completed Service |Blueprint Job Service (qa,lx“)@PRDWEr\
259 1/15/2015 2:26:04 PM 1/15/2015 2:26:32 PM  Default Instance Admin HP ALM REST Export PR153 Completed Progress | 100% J
258 1/15/2015 2:25:20 PM 1/15/2015 2:25:33 PM  Default Instance Admin HP ALM REST Change PR153 Completed Started the first ALM export,
257 1/15/20152:22:22 PM  1/15/2015 2:23:20 PM  Default Instance Admin HP ALM REST Export PR153 Completed Exported /3 artifact(s).

Exported traces for 9/9 artifact(s).
258 1/15/2015 2:21:12 PM 1/15/2015 2:21:22 PM  Default Instance Admin HP ALM REST Change PR1S3 Completed Finished ALM export.
255 1/15/2015 1:46:01 PM  1/15/2015 1:50:49 PM  Default Instance Admin QC Export PR153 Completed
254 1/15/2015 1:45:13 PM 1/15/2015 1:45:31 PM_ Defoult Instance Admin QC Change Summary PR153 Completed
253 1/15/2015 11:23:28 AM 1/15/2015 11:24:04 AM Default Instance Admin QC Export PR1S53 Completed
252 1/15/2015 11:23:00 AM 1/15/2015 11:23:34 AM Default Instance Admin HP ALM REST Export PR153 Completed
251 1/15/2015 11:22:20 AM 1/15/2015 11:22:28 AM Default Instance Admin QC Change Summary PR153 Completed |
Refresh | Show More | Show All cancel | Remove Show Result Close

Instance administrators with the correct privileges can apply the above operations to any job within the instance
when the operation is available.

Tip: To view the most updated version of the queue, click Refresh.

Job statuses

A job can have one of the following statuses:

Status Reason

Scheduled | The job has been placed in the queue. Any jobs that are ahead of your job in the queue will be
processed first.

Running The job is currently being processed.
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Canceling The cancel operation is being processed.

Cancel The client submitted a cancel operation to the server.
Requested

Completed | The job has successfully completed.

Terminated  The job has been canceled, either by you or an Instance Administrator. If an Instance Administrator
has canceled the job, you can view details of the cancellation at the bottom of the Details pane.

Failed The job has not completed successfully. The Details pane in the Job Management dialog provides
high-level logs for troubleshooting.

To open Job Management:

B (Click the Menu button, point to Manage and then click Jobs.

The Job Management dialog appears.

Canceling a job

Blueprint allows you to cancel any jobs you have scheduled to run or are currently running. After you cancel a job,
the job remains in the queue. Blueprint also provides you with the option of restarting the job after it has been
canceled.

Note: Instance administrators with the correct privileges can cancel any running or scheduled job in the
instance.

To cancel a job:

1. Open Jobs.
Click the Menu button (on the ribbon), select Manage and then click Jobs.
The Job Management dialog appears.

2. Selectthe job in the list you want to cancel.

Note: You can only cancel one job at a time.

3. Click Cancel.

After the operation is processed, the Canceled status appears.

Checking the status of a job

Blueprint provides you with the ability to check the status of any jobs you have started. Instance administrators with
the correct privileges can view the details of any job within the instance.
To check the status of a job:

1. Open Jobs.
Click the Menu button (on the ribbon), select Manage and then click Jobs.
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The Job Management dialog appears.

2. Select the job in the list you want to view.

The job details appear in the Details pane.

About notifications

After you start a job, the job runs in the background and Blueprint notifies you whenever the job status changes.
There is no need to manually keep track of your job status or to wait while a progress bar finishes.

A notification (™) appears in the status bar whenever a job status changes to any of the following:
B Running
B Completed

B Terminated
B Failed

When a job has completed, the Completed job status contains a link to the result, which differs according to job
type. A completed document generation job links to a document artifact whereas an ALM export links to the next
required job.

The following image shows an example of a document generation job that has completed. The Status links to the

resulting output, a document artifact.

Job Type Document Generation ®

Project PR2504940:; BP Air - Rewards Program M...
Status Completed

n

Whereas document generation only consists of completing a single job, exporting artifacts to an ALM target consists
of completing two jobs (a change summary and an export). For more information on document generation and
exporting artifacts to an ALM target, see Generating an office document and Exporting artifacts to an ALM Target.

When a job has terminated or failed, you have the option of restarting the job in the Job Management dialog. For
more information on restarting jobs, see About job management.

To open a notification:
® Click the notification icon (/™) that appears in the bottom leftmost part of the application window.
The notification dialog appears.

If a Completed job status appears, click the link to see the job result or to open the next job.

About saving artifacts as images

Blueprint allows you to save visual artifacts, such as diagrams, as an image file on your computer so you can use it
for other purposes. For example, you may want to print the image or e-mail it to others.
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Tip: If you want to share the artifact with others, you may want to consider sharing the artifact
with Blueprint instead of distributing an image. If you share the artifact using Blueprint, the viewers can
see all associated information about the artifact such as properties and comments.

When you save an artifact as an image, Blueprint always creates an image using the settings that are currently in
use. The zoom level is the only exception to this rule. For example, if you have grid lines enabled in Blueprint when
you save the image, the grid lines are included in the image. The image is always saved with a 100% zoom level,
regardless of the current setting in the artifact editor.

Applicability
You can save the following artifacts as an image:

Use case (workflow view only)
Use case diagram

Business process diagram
Generic diagram

Domain diagram

Ul mockup

Storyboard

&

When the Save to Image feature is applicable, a Save to Image &= button appears on artifact editor contextual tab

&

on the ribbon. For example, if you open a generic diagram, the Save to Image i~ button appears on the ribbon (
Generic Diagram tab, Image group). If you open an actor or document artifact, this button is not available.

Supported image formats

You can save diagrams to the following image formats:

= PNG
= JPG

Saving an artifact as an image

To save an artifact as an image:

1. Open the artifact that you want to save as an image.

The Save to Image feature is only available for visual artifacts (such as diagrams). Refer to the Applicability
section to learn more about support for this feature.

&

2. Click the Save to Image % button on the ribbon.

The Save to Image button is located on artifact editor contextual tab (example: Generic Diagram tab) in the
Image group.

3. Specify the location, file name, and file type.

4. Click Save.

You can now access the image on your computer at the location you specified.
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About test generation

Test generation allows you to generate test plans from your use cases. You can also export the tests to an ALM
target.

Blueprint generates a test for each path variation that can be taken in a use case. For example, if you have a simple
use case with one alternate flow, there are two possible paths that can be taken. Therefore, Blueprint generates
two tests for this use case. One of the tests would cover the main flow of the use case, and the second test would
take the alternate flow.

Follow the example below to learn more about how test generation works in Blueprint.

Example

Here's the simple use case that we will use to generate a test plan:

|/ N \\I
User wants to login
\\‘,_ /

l

1: Employee navigates
to the login screen.

|

2: System displays
login screen.

l

3: Employee enters
username and
password, and clicks

¢

l

4: System 4a: System displays a
authenticates and Login Error message.
displays the Main

WEer is authenticatad
(and can access TSSQ‘—
parts of the syste

A test plan was generated with the following options:

m Selected use case only: there are no included use cases in the example, so this option is satisfactory.

B Generate only for 10 levels: the test plan will generate tests for level 10 and below (that is, all use
case levels).

B Break loop-backs: Yes

Here's the an example of the generated test plan in . csv format:
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[ A I B c D 3

1 [Test Generation Parameters: 1

2
3 Revision: Live

4 Top Use Case: UC588369: Login
5 Use Case Only? Yes

6 Break loop-backs? Yes

7 Timestamp: 15/03/2012 3:26:02 PM
8

©

Test Generation Results:
10

11 #of Tests: 2

12 # of Execution Paths: 1

13 Pre-Condition (for all tests): User wants to login

14 Post-Condition (for all tests): User is authenticated and can access ather parts of the system
15

16 Execution path: UCS88369

17 #of Tests: 2

18

19 Test1

20 STEP# INPUT REFERENCES EXPECTED RESULT REFERENCES
21 1 Employee navigates to the login screen. System displays login screen,

2 2 Employee enters username and password, and clicks Login. System authenticates and displays the Main Screen.

23

24 Test2

25 sTEP # INPUT REFERENCES EXPECTED RESULT REFERENCES
26 1 Employee navigates to the login screen. System displays login screen.

27 2 Employee enters username and password, and clicks Login. System displays a Login Error message.

28

Because the example only contains one alternate flow, there are two path variations in this use case. Therefore,
there are a total of two tests generated for this use case. There are a number of columns that provide you with
data:

B |NPUT: provides the actor steps
B EXPECTED RESULT: provides the system steps
B REFERENCES: provides information about any included use cases, external flows, attached Ul Mockups, and

SO on.

Here is an example of the one of the tests after exporting to HP ALM:

Details | Design Steps + [ Test Script | Test Parameters | Attachments | Req Coverage | Linked Defects | Dependencies ‘ History |

. I B i3
|5t ie x| 5|2 0] o %0 |
1l Step Name |Descnmiun |Expecled Result |
Test Step 1 Employee navigates to the login screen. | System displays login screen
Test Step 2 Employee enters username and System authenticates and displays the
password, and clicks Login. Main Screen

Generating a test plan

When you generate a test plan, you can view the generated tests in . csv format. You can also export the tests to
an ALM system if your project administrator has configured an ALM target and granted you access to it.

To generate a test plan from one or more use cases:

1. Click the Test Plans == button on the ribbon (Import/Export tab, Export group).
The Select Project screen of the Test Plan Generation wizard is displayed.

2. Select the project that contains the use cases that you want to generate tests for, and then click Next.
The Select Revision screen appears.

3. Select whether you want to generate tests from data in live artifacts, a collection, or a baseline or review,
then click Next.

The Select Use Cases screen appears.

4. Place acheck mark beside all use cases for which want to generate tests, and configure the use case
options if required.

The following options are available:
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m Selected use case only (default): Only the selected use cases are included in the test plan.
m Selected use case and children: The test plan also generates tests for all included use cases and
external flow use cases.

By default, up to 10 levels of external flow use cases are generated. As part of this step, you can
modify the number of levels to include in the tests.

B Break loop-backs: If selected, loop-backs are broken in order to reduce the number of tests in the
test plan. The resulting test plan still provides full test coverage but does not cover all permutations
of conditions.

5. Click Next to generate the tests.

Test Plan Generation x

o The test plan generation job 629 has been created and queued.

oK

The Test Plan Generation wizard closes and a dialog is displayed, confirming that the project export job has
been placed in the Job Management queue.

6. Click OK to close the dialog.

7. To continue, you will need to access the completed job.

The amount of time the queued job requires depends on how extensive use-case selections were,
and how busy the job queue is.

You can access the job one of two ways:

® Notifications: When the job has completed, a notification icon () appears in the status bar, in the
bottom leftmost part of the application window. (see "About notifications" for more information.)
Click the notification icon. If a Completed job status appears, click anywhere in the dialog.

4 [ Components 4 [ Document Qutput PF1_636904
£33 Main Application D Wyngs Air.zip DOC1_636951
[1 Reserve Flight |Z] wyngs Air.docx DOC1_636905
[3 Register for Reward Program 4 [ Reuse Library PF1_637032
[ Create account 4 [ Actors PF1_637035

(3 Reserve Car & customer AC637036

(3 Reserve Hotel & Airport Database  ACG37038

[ Maintain Online Account Inform 4 [ Use Cases PF1_637033

X 7 Wwunne Air Nnlina 11 AR70N4N

Job Type Test Plan Generation
Project PR636901: Wyngs Air - Reservation Syste...

Status Completed N M

F s

B The Job Management queue: Locate the job in the Job Management dialog (Menu button, Manage,
Jobs). (see "About job management" for more information.)
Confirm its status is Completed. Click the job row, then click Show Result.
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After accessing the completed job, the Test Plan Generation wizard is displayed, resuming at the Review Test
Plans screen.

8. Click Download generated test(s) to save the tests as a . csv file.
You can open this file in Microsoft Excel to review the test plan.
9. If your project does not have any ALM targets, click Close.

If your project has ALM Targets, click Next to export the tests to an ALM system.

Project administrators manage your ALM Targets. See "Managing ALM targets and security" in the
Blueprint Project Administrator Guide for more information.

10. On the Select Target screen, select the ALM system that you want to export the tests to, and then click
Finish.

Clicking the Cancel button closes the dialog without exporting the tests.
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Social collaboration

Blueprint offers a variety of features that facilitate collaboration in Blueprint:

B Activity center

B E-mail notifications
B Commenting

B Sharing artifacts

About the activity center

The activity center is a powerful feature that keeps you up-to-date about artifacts that you care about. It also
provides easy access to all reviews in which you are a participant.

You can access the activity center by clicking Activity Center in the explorer panel. The activity center appears in
the main content area. It displays recent activities on the left side, and on the right side it provides a list of all the
reviews to which you are a participant. The activity center looks like this:

oo | ¢ i
Go | 7| Activity Center View ArtifactClick the View
Artifact link, or the artifact name to
@ Activity Center open the artifact.
Recent Activities Your Reviews

RVP4907508: Feedback

® Chnstlrsh has published a new version of SB5018795: Upgrade existing Blueprint install
ifact 1 minute ago % = Request

View A

@ Christina McNish has commented on SB5018755:Upgrade existing Blueprint install RVP_49959331 Live Artifact
Use this storyboard to load all the wireframes in the experience. Review

Reply WView Discussion 12 minutes ago # Settings: Click this % RWP5018781: Formal Review
. button to remove the
Chn =a McHMish has =dded you to a review, RVP5018781:Fu event or unfollow the

pur ak™, artifact. )
Click Reply to Click View Discussion Provides alist of
o reply tothe  jag adde; © open the discussionin 33:Live Artifact Review reviews o which you
= comment the utility panel are a participant.

ur ago Click the review name

to open the review.
Christina McNish has added you to a review, RVP4907508: Feedback Request
ol

View Review Thursday March 21, 2013 at 10:38 AM ##

Recent activities provide an overview of what is happening with artifacts that you care about in all of your projects,
not just the projects that you currently have opened. Blueprint displays up to 60 of the most recent activities.

Populating your activity center

There are two ways to start populating your activity feed:

B Follow an artifact
Following an artifact in Blueprint is similar to following a person in other social media applications. When
you follow a Blueprint artifact, the activity center is populated with activities whenever users edit, delete, or
comment on that artifact. To follow an artifact, simply select the artifact and click the Follow button in the
artifact header.

You can follow an artifact in two ways:
B Manually follow an artifact by clicking the Follow button.
B Automatically follow an artifact:

B when you create a new artifact (authors automatically follow the artifacts they create).
B when you comment on an artifact.
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B when you are mentioned in a comment by another user.

B Participate in a review

When the review has been started or closed, your activity center is updated with a new activity.

Understanding the items that appear in your activity center

The following table outlines the activities that can appear in your activity center:

Activity

Type This activity occurs when... This activity occurs because...

© A new version of an artifact has been You are following the artifact with the newly
published. published version.

© An artifact has been deleted. You are following the artifact that has been deleted.

& A comment has been added to, or deleted You are following the artifact with the added or
from, an artifact. deleted comment.

= You have been added to a review. You are a participant in the review.

= You have been removed from an review. You were previously a participant in the review.

= The review status has changed to active or You are a participant in the review.

closed.

Removing items from your activity center

The actions % button appears beside every activity in the activity center. This is the button you must use to remove
activities from your activity center. You can remove activities one at a time, or you can remove all review activities
(for a particular review) at once.

From the actions menu, you can also click the Unfollow Artifact option to prevent future activities from appearing
for that particular artifact.

Note: When you remove items, the action is cached. If you login to Blueprint using a different browser or
on a different computer, the activities will reappear.

To remove activities from your activity center:

1. Click the actions % button located beside an activity.

&
Remove this Activity
Unfollow Artifact

2. Select Remove this Activity.

To remove all review activities (for a particular review) from your activity center:



blueprint

1. Click the actions % button located beside a review activity.

-]
Remove this Activity

Remove All Activities for this Review

2. Select Remove All Activities for this Review.

About discussions and commenting

Comments allow multiple stakeholders to collaborate on requirements. Blueprint users or e-mail collaborators can
add comments to any artifact or sub-artifact, including (but not limited to) textual requirements, use cases, actors,
use case steps, diagrams, shapes in diagrams, glossaries, and glossary terms.

You may also be interested in learning how you can use the activity center to stay up-to-date about what's going on
in your projects.

The Discussions tab allows you to view comments, create new comments, reply to existing comments, and change
the status of discussions.

Note: Comments and replies cannot be deleted, unless your project administrator has enabled this
feature. You can collapse a discussion and change the status to closed.

The Discussions tab in the utility panel looks like this:

» Utility Panel

BEEIKZ=ZLPO0HE

?E SB5018795: Upgrade existing Blueprint install

New Comment T

christina McNish ()
w1 09/04/2013 3:42 PM 0K 05 Open -
Use this storyboard to load all the wireframes
in the experience.

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

» Utility Panel

BRI ZPORB

‘3?, GD4668410: Online Banking System Interfaces

4 Properties

Mame onli ystem...

Id GD4

Type Generic Diag! -
Width 1308

Height 768

Determining whether or not an artifact contains open discussions

When an artifact contains comments, the discussion 2 indicator is displayed in a column in the artifact list. Click the
Column Options button on the ribbon (View tab, Artifact List group) to enable the display of this column.

If you uncheck the Discussions option on the ribbon (View tab, Show Indicators group), the discussion indicator is
also displayed in the upper right corner of each sub-artifact (example: shape) that contains open discussions.
Example
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| =

1: Customer logs in
Incude 7664: Log in

Viewing comments in the utility panel

You can view comments for any artifact or sub-artifact by performing the following steps:

1. Open or select the artifact that contains the comments you want to view.
Click the artifact ID link of the artifact you want to open.
To view comments for sub-artifacts, select the sub-artifact (example: click a shape in a diagram).

2. Open the Discussions tab in the utility panel.

1. Click the Discussions tab & icon.

You can also point to the tab icon to view the name of the tab.

Discussions can be expanded and collapsed by clicking anywhere on the header of the discussion, or by using the
expand ¥ and collapse '~ buttons. When you click the collapse '~ buttons, the entire discussion is collapsed,
including the original comment and all replies.

You can change the status of a discussion to either Open or Closed. The status is applied to the entire discussion. In
other words, you cannot assign a status to individual comments and replies. Read more about changing the status of
a discussion.

Note: Your project administrators may have configured custom discussion status values in addition to the
default status values of Open and Closed.

A discussion looks like this:

Comment Comment

Autor Thread
Status
Steph Hubert (=)
V13 3/22/2012 3:32 PM on) 0K | Open. |
Please note that an error must be displayed if the Comment
credentials are incorrect. Text
Steph Hubert
w13 3/22/2012 4:21 PM ot oy

the error should be displayed in red font.

Reply
Text

Adding a new comment

Comments allow multiple stakeholders to collaborate on requirements. Blueprint users or e-mail collaborators can
add comments to any artifact or sub-artifact, including (but not limited to) textual requirements, use cases, actors,
use case steps, diagrams, shapes in diagrams, glossaries, and glossary terms.
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Note: Comments and replies cannot be deleted, unless your project administrator has enabled this
feature. You can collapse a discussion and change the status to closed.

To add a new comment to an artifact:
1. Open an artifact.
Click the artifact ID link of the artifact you want to open.

2. Open the Discussions tab in the utility panel.

1. Click the Discussions tab & icon.

You can also point to the tab icon to view the name of the tab.

3. Click the New Comment link.
A new text field appears.
4. Type your comment into the space provided.

5. Click the Publish link located below the comment to publish it.

Note: You must publish your comments, or publish the artifact, before you comments can be viewed by
other users.

Mentioning someone in a comment

Overview

Note: To use this feature, e-mail integration settings must be enabled and configured by your instance
administrator.

Within comments you have the ability to mention other Blueprint users as well as stakeholders that do not use
Blueprint. Comments allow multiple stakeholders to collaborate on requirements. Blueprint users or e-mail
collaborators can add comments to any artifact or sub-artifact, including (but not limited to) textual requirements,
use cases, actors, use case steps, diagrams, shapes in diagrams, glossaries, and glossary terms.

Note: Comments and replies cannot be deleted, unless your project administrator has enabled this
feature. You can collapse a discussion and change the status to closed.

To mention a user in a comment:

1. Type the @ symbol and attach the name of the user or e-mail address of the person you want to mention.
Example: @David or david@acme.com

If you are mentioning a Blueprint user or an e-mail address that has been referenced in a comment before,
Blueprint displays a list of matching users and e-mail addresses.

2. Click the user or e-mail address that you want to mention in your comment.

B |f you are entering an e-mail address that has not been mentioned before, press ENTER.
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After you publish the comment, the individual that you mentioned receives an e-mail notification if your instance
administrator and project administrator have configured and enabled e-mail notifications from the Instance
Administration Console and Project Administration Console. Also, if you mentioned a Blueprint user, the user is
now automatically following the artifact. By following the artifact, the user will receive updates about the artifact in
the Activity Center.

Replying to an existing comment

Comments allow multiple stakeholders to collaborate on requirements. Blueprint users or e-mail collaborators can
add comments to any artifact or sub-artifact, including (but not limited to) textual requirements, use cases, actors,
use case steps, diagrams, shapes in diagrams, glossaries, and glossary terms.

Note: Comments and replies cannot be deleted, unless your project administrator has enabled this
feature. You can collapse a discussion and change the status to closed.

To reply to an existing comment:

1. Open an artifact.

Click the artifact ID link of the artifact you want to open.
2. Open the Discussions tab in the utility panel.

1. Click the Discussions tab & icon.
You can also point to the tab icon to view the name of the tab.

3. Click the Reply link.

A new text field appears.
4. Type your comment into the space provided.

5. Click outside of the field to exit edit mode.

Note: You must publish your comments, or publish the artifact, before you comments can be viewed by
other users.

Changing the status of a discussion

There are two default discussion status values: Open and Closed. The discussion status can be helpful for keeping
track of which comments have already been addressed. For example, if a stakeholder's feedback has already been
addressed, the discussion can be set to Closed.

Note: Your project administrators may have configured custom discussion status values in addition to the
default status values of Open and Closed.

To change the status of a discussion:
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1. Click the discussion status.

The following drop-down menu appears:
Open -
Open
Closed

2. Select a status for the discussion.

Use the drop-down option to select Open or Closed.

Note: Your project administrators may have configured custom discussion status values in addition
to the default status values of Open and Closed.

About artifact sharing

There are few different ways to share artifacts:
B Via e-mail
B Via a hyperlink (that can be included in an instant message or e-mail)

B Mention another user in a comment so the user receives an email notification

. . - . ,
® Using the share icon () at the top of the open artifact (main content area)

Note: Only project administrators with the correct permissions can perform this action.

Sharing artifacts from the utility panel browse tab

Sharing artifacts allows you to easily direct other individuals to the artifact. Artifacts are shared using hyperlinks.

When you share a folder, the hyperlink contains an associated view. When another user opens the hyperlink, the
associated view is identical to your view of the artifact list at the time that you shared the folder.

You can share an artifact link via e-mail, or you can copy the link to the Clipboard and paste it into other applications
such as instant messaging.

To share an artifact (via e-mail):
1. Open the browse tab in the utility panel.
Click the browse 2 tab.
You can also point to the tab icon to view the name of the tab.
2. Right-click the artifact that you want to open.
The context menu appears.
3. Click Share > Via e-mail.

A new email message is initiated in your default email program. The email message contains a link to the
artifact.

To share an artifact (via Clipboard):
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1. Open the browse tab in the utility panel.

Click the browse 2 tab.

You can also point to the tab icon to view the name of the tab.
2. Right-click the artifact that you want to share.
The context menu appears.

3. Click Share > Copy to Clipboard.

A link to the artifact is copied to the Clipboard so you can paste it into another application, such as email or
instant messaging.

Artifact versioning and history

Artifact history refers to the ability to view historical versions of an artifact. Every time you publish an artifact, a
new version is saved and can be viewed at any time by opening the History ® tab in the utility panel.

The history tab allows you to view previous versions of the artifact and compare changes between them.

The history tab in the utility panel looks like this:

» Utility Panel

BRI Z=ZPORA

‘3?, GD4668410: Online Banking System Interfaces

VEI'SI;H ¥ Author U Date AT
3 Christina McNish 4/4/2013 10:19 AM
2 Christina McNish 2/27/2013 10:56 AM

‘ 1 Christina McNish 2/21/2013 9:19 AM

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

» Utility Panel

=] =
El = =
‘3?, GD4668410: Online Banking System Interfaces

4 Properties

Mame onli ystem...
Id GD4
Type Generic Diag! -

Width 1308

Height 768

Understanding the utility panel history tab

The history tab displays a history table with the following columns:

B Version: Indicates the version number.

Note: Version 1 is always the first version of the artifact. The highest version number is always the
most recent. However, keep in mind that you, or another user, may have made changes to the

most recent version and not yet published the changes. In this case, a new version appears in the
history table after the changes are published.
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B Author: Indicates the name of the person who published the version.
B Date: Indicates the date and time the version was published.

Sorting and filtering historical versions

Sorting versions

You can sort the historical versions by version number, author or date. Simply click the column headers to toggle
between an ascending or descending sort order.

Filtering versions

You can filter versions by version, author and date. Sorting can be useful in many cases but sometimes there may
be an extremely large number of versions. In this case, it may be more effective to filter versions rather than sort
them.

To apply a filter:

1. Click the filter ¥ button located beside the column header text, depending on the type of filter you want to
apply.

2. Specify your filter criteria. Refer to the sections below for more information about filtering by version
number, author and date.

3. Click the Filter button.

After applying a column filter, the filter icon changes to yellow V. The yellow filter icon is a visual reminder that
the filter is applied.

To remove a filter:

1. Click the Clear Filter button located on each of the filter dialogs.

FILTERING BY VERSION NUMBER

Filtering by version allows you to filter the versions based on the version number. The version filter dialog looks like
this:

Select All &

1

2

3

4

5

[
Show rows with value that
is not equal to -
And -
is less than -

Filter Clear Filter

You can filter by version using one of three methods:
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B Place a checkmark beside the versions you want to display.
B Build a query using the operator drop-downs and by specifying appropriate values. For example, you can

Show rows with value that is less than or equal to 100 And is greater than or equal to 90. This query will
return versions 90 to 100 inclusive.

B A combination of the previous two methods. If you select versions using the check boxes AND by specifying
query values, versions are only displayed in the results if all criteria is met.

FILTERING BY AUTHOR

Filtering by author allows you to filter the versions based on the name of the person who published the version.
The author filter dialog looks like this:

Select All Es
Steph Hubert
Show rows with value that contains

ah

Filter Clear Filter

You can filter by version using one of three methods:

B Place a checkmark beside the publisher of the versions you want to display.

B Type the name (or part of the name) of the publisher of the versions you want to display. For example, type
Fred to display all versions published by individuals with the name Fred or Freddy.

B A combination of the previous two methods. If you select versions using the check boxes AND by specifying
query values, versions are only displayed in the results if all criteria is met.

FILTERING BY DATE

Filtering by date allows you to filter the versions based on the date the version was published. The date filter dialog
looks like this:

Select All *
10/17/2011 10:22:27 AM
10/18/2011 2:32:16 PM
11/24/2011 3:37:31 PM
11/24/2011 3:37:37 PM
11/24/2011 3:37:46 PM
11/24/2011 3:38:01 PM

Show rows with value that

is equal to -

EnterDate :]

And -

is equal to -

EnterDate ]

Filter Clear Filter

You can filter by version using one of three methods:

B Place a checkmark beside the publication date of the versions you want to display.

B Build a query using the operator drop-downs and by specifying dates. For example, you can Show rows with
value that is greater than 10/16/2011 And is less than 10/19/2011. This query will return versions that
were published on 10/17/2011 and 10/18/2011.

B A combination of the previous two methods. If you select versions using the check boxes AND by specifying
query values, versions are only displayed in the results if all criteria is met.
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Viewing a historical version of an artifact

Note: Historical versions of artifacts are read-only and cannot be modified.

To view the historical version of an artifact:
1. Open an artifact.
Click the artifact ID link of the artifact you want to open.
2. Open the history tab in the utility panel.
1. Click the history tab @icon.

You can also point to the tab icon to view the name of the tab.

3. Click the version ID link of the version you want to view.

The selected version is displayed in a new tab in the main content area.

Viewing the changes between two historical versions

You can view the changes between any two versions of an artifact. Viewing the changes between two versions can
be beneficial if you have reviewed a version of the artifact, and then you want to determine what is different in the
next version.

To view the changes between two historical versions:
1. Open an artifact.
Click the artifact ID link of the artifact you want to open.
2. Open the history tab in the utility panel.
1. Click the history tab ®icon.
You can also point to the tab icon to view the name of the tab.

3. Select the versions to compare.

You can select a version by clicking a row in the table. Any selected rows are highlighted in blue. To select
multiple rows, simply hold the Ctr1 key and click a second row.

m |f you select only one version, the version will automatically be compared to the previous version.
B If you select two versions, the two selected versions are compared.

The changes are automatically displayed at the bottom of the history tab in the utility panel.

Understanding the changes

Changes between versions are displayed at the bottom of the history tab in the utility panel as soon as a version is
selected. The summary of changes looks like this:
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»  Utility Panel

BB =PLPOHE

533 GD4668410: Online Banking System Interfaces

Vers én % | Author % | Date i
3 Christina McMish 4/4/2013 10:19 AM
2 Christina McMish 2/27/2013 10:56 AM
1 Christina McMish 2/21/2013 9:19 AM
-

GD4668410: Online Banking System Interfaces, V2 and V3
4 Properties (2 Changed)

Dld:

=< 7uml version="1.0" encoding="utf-
16"?= <GDRawData
Raw item. . xmins:i="http:/fwww.w3.0rg/2001/XML
Mew: Schema-instance"
xmlns="http:/fwww.blueprintsys.com/g
d"==LibrarnyVersion=1</LibraryVersion
»=/GDRawData=

Dld:
Description

MNew: Online Banking System Interfaces
Relationships (32 Changed)
Sub-artifacts (84 Changed)

The change history panel is labeled with the artifact name, and outlines the two versions that are compared
(example: New Generic Diagram 1, V2 and V3).

When changes to properties have occurred, you can click the arrow that appears next to Properties and view the
additional details about the changes.

Note: Blueprint displays No History Available if you have only selected Version 1, because there
is no previous version for comparison. The No History Available message is also displayed if you
select more than two versions, because you cannot compare more than two versions.

To view a specific version of an artifact, click the version number in the Version column. The selected version of
the artifact appears in the main content area.
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Viewing the changes between two versions of an artifact using Side by
Side

You can view the changes that have occurred within any artifact by using Side by Side View.

Here's an example of two different versions of a Ul mockup being compared in Side by Side View:

» 83| +| Pr6065045: Side ... | Side by Side View... x » Uty Panel

8 IEB I =L OB

Test > Side by Side > Test > Side by Side >
[T umeoesoss: Logn [T umeoesoss: Logn
19 UMe0ss0ss: Losin
©Version 2, BLUEPRINTIcrrish, 09/08/2013 2124119 P Open Latest Version O Version 3, BLUEPRINTScrcrish, 09/08/2013 2:24:29 M Open Latest Version
3 V| pate Y
i B PR |
T ooos coemaany |
BP Air Login BPAIrLogin 1 Christna wetish 03/08/2013 2:24 P
User ID User ID
L Unsoesoss: Login
5 Password Password Comparig: V2 st 0o/08/2013 224 P o
2 V3 3t 09/08/2013 224 P11
& Open Side by Side View
< arat
Properties (0 Changed)
Eorgot My Password Forgot Password -
Cancel New User Login Cancel “
4 Sub-Artifacts (5 Changed)
UisHeossos: ew
UisHeos5067:
uisHeossoss. Texthox

UISHE06506:

==

To view the changes between two versions of an artifact:
1. Select the artifact you want to view.
2. Selectthe two versions you want to compare (History tab, Utility Panel).
To select two different versions of an artifact, press CTRL and then select the artifacts.

3. Click the Open Side by Side View link (History tab, Utility Panel).

The two versions appear in a new tab.

To open the latest version of the artifact, click the Open Latest Version link.

About Version Compare

Overview

Version Compare provides you with the ability to look at the changes that have been applied to an artifact over a
selected period of time. Version Compare works with all types of artifacts in Blueprint.

-

Example

Susan, a business analyst, wants to see what has changed between major milestones in her project
so she compares two different baselines.

Example

Latoya, a business analyst, has received approval on a formal review that she sent out a couple of
weeks ago. Since then, some additional feedback has come in and some additional changes have
been made to the artifacts. Latoya wants to see all of the changes that need to get re-approved so
she compares the review to a live timestamp.

(.
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[ Example 1
Maria, a business analyst, created an artifact and then shared the artifact with stakeholders. Over
time, multiple stakeholders made many changes to the artifact. Maria wants to see what changes
were made, when and by whom, so she compares the artifact to a past timestamp.

At a high level, Version Compare is a three step process:

1. Select a project node, a folder or artifact(s).

2. Click the Version Compare button.

3. In the Version Compare dialog, select a baseline, review or timestamp.

When the Version Compare report is generated, the report displays changes between the items you
selected in Step 1 and the items or timestamp that you selected in Step 3.

You can compare the following:

E Baseline

After you select a baseline and open the Version Compare dialog, you can compare the baseline to the
following:

B The contents of another baseline.
B The contents of a review.

B Timestamp (that s, the baseline at a particular pointin time).

H Review
After you select a review and open the Version Compare dialog, you can compare the review to the
following:
B The contents of a baseline.
B The contents of another review.

B Timestamp (that is, the review at a particular pointin time)

B Project node
After you select a project node and open the Version Compare dialog, you can compare the project node to
the following:
B The contents of a baseline.
B The contents of a review.

B Timestamp (that s, the project node at a particular pointin time).

B Artifact(s)

After you select one or more artifacts and open the Version Compare dialog, you can compare the artifact
(s) to the following:

B The contents of a baseline.
B The contents of a review.

B Timestamp (that s, the artifact(s) at a particular pointin time).

H Folder(s)
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After you select one or more folders and open the Version Compare dialog, you can compare the folder(s)
to the following:

B The contents of a baseline.

B The contents of a review.

B Timestamp (that is, the folder(s) at a particular pointin time).

Version Compare report

A Version Compare report provides you with the ability to view changes that have occurred within an artifact, a set
of artifacts, a baseline or a review over a selected period of time. Version Compare provides a list of actions that
have occurred over the selected period of time. The Version Compare report always compares changes from the
older date to the newer date.

Tip: You can sort and filter your Version Compare results the same way you would sort or filter any
artifact list in Blueprint. You can also export your Version Compare report to Excel.

82 | = | PR1208368: BP Ai... Version Compare:... X

é% Version Compare

PR1208368: BP Air - april 20th

Comparing: PR1208368: BP Air - april 20th
With: July-25-13 12:00 AM

Action | Name | ID | Artifact Type | Change Type Y | Change Summary Y| Last Edited By | Last Edited Date

Created Mobile Support FR5804420 Functional Requirement Artifact Created Allison Burnett 26/07/2013 3:46 PM

Scope Summary BR1208375 Business Requirement Property Changed Priority Allison Burnett 26/07/2013 3:46 PM
Book a Flight UM12084%4 UI Mockup Sub-Artifact{s) Changed Allison Burnett 26/07/2013 3:58 PM
Scope Summary BR1208375 Business Requirement Property Changed Risk_1 Allison Burnett 26/07/2013 3:59 PM
Online Reservations BR1208376 Business Requirement Property Changed Status_1 Allison Burnett 26/07/2013 3:59 PM
Online Check-in BR1208378 Business Requirement Property Changed Description Allison Burnett 26/07/2013 3:59 PM
Create Online Account UR1208400 User Requirement Property Changed MName Allison Burnett 26/07/2013 4:00 PM
Online Check-in BR1208378 Business Requirement Property Changed Version Allison Burnett 26/07/2013 4:01 PM
> Deleted International Flights UR1208412 User Requirement Artifact Deleted Allison Burnett 26/07/2013 4:09 PM
International Restrictions RU12083587 Business Rule Relationship Removed Allison Burnett 26/07/2013 4:09 PM
Modify a Flight UR1208392 User Reguirement Relationship Changed Allison Burnett 26/07/2013 4:12 PM
Modify an Existing Flight FR1208421 Functional Requirement Relationship Changed Allison Burnett 26/07/2013 4:12 PM

Here's an explanation of the data contained in each Version Compare report, outlined in the order the columns

appear:
Data Field Description
Action The type of action that the user applied to the artifact.
Name The name of the artifact that was affected.
ID The ID of the artifact that was affected. The ID contains a hyperlink to the artifact.
Artifact Type The type of artifact that the action was applied to.
Change Type The part of the artifact that changed. For example: a relationship, sub-artifact or actor

inheritance might have changed within the artifact.

Change Summary

might have changed.

Identifies the name of the item that changed. For example: the Description of the artifact
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Data Field Description
Last Edited By The user that last performed the action.
Last Edited Date The time and date the last action occurred.

Different ways of accessing Version Compare

You can access Version Compare in any of the following ways:

Right-click an artifact and then click Version Compare

Select an artifact and then click the Version Compare button on the ribbon (Home tab, Artifacts group)
Right-click a folder or project node in the Explorer panel and then click Version Compare

Open the contents in a baseline and then click the Version Compare button on the ribbon (Home tab,
Artifacts group)

Comparing versions of an artifact

You can view the changes that have occurred within an artifact, multiple artifacts, a review or a baseline by using

Version Compare.

To compare versions of an artifact:

Note: Before using Version Compare, make sure to save and/or publish the artifacts you want to
compare.

1.

3.
4.

Select a project node, a folder, a baseline, a review or artifact(s) that you want to compare.

Note: Regardless of whether you selected the newest or oldest version(s) of your artifact(s),
review or baseline, Blueprint always compares the oldest contents in the Version Compare
analysis to the newest contents.

Click the Version Compare button on the ribbon (Home tab, Artifacts group).
The Version Compare dialog box appears.

If you want to include all children in your Version Compare report, select the Compare all children of the
selected artifact(s) to the baseline, review package or timestamp selected above check box.

Select a baseline, review package or a timestamp to compare your contents with.

Click OK.

Your Version Compare report opens in a new tab. Each action applied to your artifact appears on a new line and
the artifact data is organized according to columns. To learn more about Version Compare reports, see Version

Compare report.

Exporting a Version Compare report to Excel

Blueprint allows you to export your Version Compare report to Microsoft Excel. Once exported, you can use

Microsoft Excel to print your report.
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To export your Version Compare report to an Excel document:
1. Click the Artifact List View button on the ribbon (Import/Export tab, Export group).
The Save As dialog box appears.
2. Name the file with an .x/s extension in your preferred location and then click Save.
Your artifact appears in an Excel file.
In Excel, you can perform any stylistic edits and print the artifact with your preferred settings.
3. Printyour Version Compare report.
On the File menu, click Print.
Click the Print button.

When the print dialog box appears, click OK.

About Baselines

A baseline artifact is a snapshot in time of one or more artifacts in a project. Baselines provide you with a reference
point for viewing project artifacts as they existed at a particular point in time, even after the artifacts have changed.
Baseline artifacts can be included in reviews to obtain feedback and approval.

Baselines can be sealed or unsealed:

B A sealed baseline contains a timestamp and contents that can no longer be modified. Sealing a baseline is a
manual action performed by a user and once sealed, a baseline can never be unsealed. Only artifacts in
sealed baselines can be Approved as part of a review.

B When a baseline is unsealed, you are able to modify the contents. While artifacts in an unsealed baseline
can be viewed and commented on as part of a review, they cannot be Approved.

Finding your baseline artifacts

Baseline artifacts are special artifacts that are treated somewhat differently than other artifacts in Blueprint.
Baseline artifacts are stored in a separate location in Blueprint.

You can find your project's baseline and review artifacts by clicking the Baselines and Reviews folder located
below your project in the explorer panel of Blueprint:

Explorer
& piscussions
a Activity Center
@ Unpublished Changes( 13 }

4 [ online Banking 21.02.2013
£ Executive Sponsor Intervij

[E3 Online Banking We

[E3 Apply for Credit C:

[E3 Actors

E Baselines and Reviews : Online Banking
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Typical Baseline Usage

Baselines are typically created as you reach a milestone in the project. Baselines ensure that you can view the
artifacts as they existed at a particular momentin time.

If you need arecord of artifacts at a particular moment in time (for any reason):

1. Create a new baseline artifact.
Configure and seal the baseline artifact.

3. If artifacts are ready to be reviewed and approved, you can add a review and configure the review to
include the baseline in the review contents.

Baseline Artifact Properties

By default, a baseline artifact contains the following system properties:

B Name: Indicates the name of the baseline.
B Td: Provides a unique identifier for the baseline. The Id cannot be modified.
B Type: Indicates the type of artifact.

B Sealed: Indicates whether or not the artifact is sealed. This property can be Yes or No. When a baseline
artifact is sealed, you can no longer change the baseline contents.

B Description: Provides a description of the baseline.

Your instance administrator can configure standard properties for each standard artifact type.

Creating a new baseline

A baseline artifact is a snapshot in time of one or more artifacts in a project. Baselines provide you with a reference
point for viewing project artifacts as they existed at a particular point in time, even after the artifacts have changed.
Baseline artifacts can be included in reviews to obtain feedback and approval.

You can create a baseline within the Baselines and Reviews folder or you can add artifacts to a new baseline within
the artifact list. For more information on the latter topic, see Adding an artifact to a baseline.

To add a baseline artifact:

1. Click the Baselines and Reviewsfolder in the explorer panel.

Explorer «
= Discussions
a Achivity Center
Unpublished Changes
4 [ Getting Started (" Click to view
4 [ John Smith baselines and
5 Login reviews in the

main content
(3 Actors area

(&3 Bill Payment
(&3 Diagrams

‘J Baselines and Reviews : Getting Started

a

2. Click the New button "= on the ribbon (Home tab, Artifacts group).
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3. Select Child Artifact.
i3

4. Click the baseline ‘g==in= jcon.

Next, you will probably want to configure and seal the baseline. Read more about Configuring and sealing a
baseline

Configuring and sealing a baseline

After you have created a new baseline or added artifacts to a baseline, you must configure a few settings before
you can seal the baseline.

Baselines can be sealed or unsealed:

B A sealed baseline contains a timestamp and contents that can no longer be modified. Sealing a baseline is a
manual action performed by a user and once sealed, a baseline can never be unsealed. Only artifacts in
sealed baselines can be Approved as part of a review.

B When a baseline is unsealed, you are able to modify the contents. While artifacts in an unsealed baseline
can be viewed and commented on as part of a review, they cannot be Approved.

To configure and seal a baseline:

1. Provide a name for the baseline artifact.

Type a name into the Name field.

Tip: We recommend that you choose a name that is descriptive, but relatively short in length.

2. Setthe baseline timestamp.

1. Click the calendar button ® and select the desired date and time, or click the Live button to
reference the live versions of the artifacts.

Note:

After you save the baseline artifact with a time stamp, the baseline will reference the
artifacts as they existed at that particular day and time.

If the Timestamp is set to Live Artifacts, the baseline contents will always reference the
most up-to-date (live) versions, until the baseline is sealed. If the Timestamp is set to Live
Artifacts when you seal the baseline, the Timestamp is automatically updated with the
current date and time, and the baseline will always reference the versions as they existed
at that date and time.

2. Click Close to close the calendar.
3. Provide a description for the baseline.

1. Type adescription into the Description field.

The description can be used for any purpose, but it is typically used to provide information about the
purpose of the artifact.

4. Choose the artifacts to include in the baseline.
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Click the Select Baseline Content button. The Select Baseline Content dialog appears. By default, all

artifacts are added to the Baseline Contents section on the right side of the dialog.
Use the Add and Remove buttons to move all of the desired artifacts to the right side of the dialog.

3. Click OK to save the baseline contents.

Note: If any of the selected artifacts are currently being edited, a warning is displayed. The
options are Continue, OK, or Cancel. Click the Continue button to select the content with
the unsaved versions of the artifact. Click the OK button to close the dialog. Click the Cancel

button to completely cancel the content selection.

5. Seal the baseline.

1. Click the Seal Baseline button to seal the baseline.

Viewing baseline contents

The purpose of creating a baseline is to gain the ability to view artifacts as they existed a particular moment in time.

Note: Baseline contents are read-only and cannot be modified.

To view baseline contents:
1. Click the Baselines and Reviews folder in the explorer panel.
You can find your project's baseline and review artifacts by clicking the Baselines and Reviews folder

located below your project in the explorer panel of Blueprint:

Explorer
= Discussions
@ Activity Center
@ Unpublished Changes( 13 )
4 [ online Banking 21.02.2013
[E3 Executive Sponsor Intervi

3 Online Banking We
=1 Apply for Credit C:
£ Actors

E Baselines and Reviews : Online Banking

2. Open the baseline artifact that contains the baseline contents that you want to view.

The baseline contents appear in the main content area.

Deleting a baseline

Note: You cannot delete baseline artifacts that are sealed.

Tip: Consider creating folders to organize your baseline artifacts. For example, you may want to create a
folder named Archive to store the artifacts that you used for testing, or those that you no longer need.

To delete a baseline:
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1. Open the baseline that you want to delete, or select the baseline in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.

You can find the Delete button in the following locations:

B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

Adding an artifact to a baseline

Blueprint allows you to conveniently add one or more artifacts to a baseline without leaving your artifact list.

i Print - @ Follow = Bulk Update > Indent
@ Search || Share ~ E Version Compare <8 Outdent
@ GoTo PHAddTo~ ) Steal Lock

Review pifacts
OO = PR Baseline |

@ PR1978452: BP Air (Latest Version) o

Name W 1D W
| - £5 Data PF1975496
| [* £ Documents Referenced PF1978497

I+ 5 Images PF1975408

You can also create a new baseline for your selected artifact within the same operation.
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Add to Baseline(s) x

Select Baseline(s)

| Search L -

¥ @ PR4663401 Online Banking 21.02.2013

4 | E REL4668402 Baselines and Reviews : Online Ba

| ] ABL5018708 MNew Baseline 1
ABL5018714 New Baseline 2

4 1] >

You can only select unsealed baseline(s)

|| add all children of the selected artifact(s) to the baseline(s)

Create Baseline QK Cancel

Alternatively, you can create a baseline from within the Baselines and Reviews folder (Explorer Panel). For more
information about creating a baseline, see Creating a new baseline.

Adding an artifact to a baseline

To add an artifact to a baseline:

1. Select the artifacts in your artifact list that you want to add to a baseline.
You can also add a single artifact to a baseline when the artifact editor is open.

2. Click the Add To button on the ribbon and then click Baseline (Home tab, Artifacts group).
PHAddTe -
Review
Baseline

The Add to Baseline(s) dialog box appears.
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Tip: To add all of the contents of any selected folder(s), select the Add all children of the selected
artifact(s) to the baseline(s) check box.

3. Select your baseline(s) and then click OK.

To create a new baseline, click Create Baseline.

The baseline(s) appear(s) with your included artifacts.

Next, you will probably want to configure and seal the baseline. Read more about Configuring and sealing a
baseline

Traceability and relationships

A traceis a type of relationship between two artifacts or sub-artifacts. Traces are used to establish and define the
direction of a relationship.Blueprint allows you to create traces to/from any artifact or sub-artifact, with the
exception baseline and review artifacts.

The Relationships tab in the utility panel allows you to view and add artifact traces, effectively establishing
relationships with other artifacts.

The Relationships tab in the utility panel looks like this:
BEIL=ZLPO

B'| BUS-RQ39: Online Reservations

Manage ¥ Relationships™
D Title Project
~ Manual

—— E8 Br-DG4a Traveler Booking Wyngs Air

-p U USER-RQ12% Book a Flight Wyngs Air
-p U USER-RQ130 Modify a Flight Wyngs Air
“ Ul USER-RQ132 Rent a Car Wynags Air
wp [Z=] USTRY178  Logon Wynas Air

mp [=] USTRY186  Book a Flight Wyngs Air

4= O ucrs Wyngs Airlines  Wyngs Air

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel

BRI ZLPOB

‘33 GD4668410: Online Banking System Interfaces

4 Properties

Name onli ystem

1d GD4|

Type Generic Diag -
Width 1308

Height 768

Trace Types

There are 3 types of traces, depending on the direction of the relationship between two artifacts.
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Icon Name Description

From Trace A From trace describes a one way relationship to an artifact From
the artifact in the utility panel.

To Trace A To trace describes a one way relationship from an artifact To the
artifact in the utility panel.

Bidirectional Trace A Bidirectional trace indicates a two way relationship between an
artifact and the artifact in the utility panel.

If a red exclamation point appears on the relationship indicator (example: #), the trace relationship has been
marked with the suspect flag. Read more about Adding and removing the trace suspect flag.

Viewing and filtering relationships

To view the relationships of an artifact, simply open the Relationships tab in the utility panel. The relationships are
displayed in a table. Example

(o] Title Project
~ Trace
-—p GL4668408 Technical Terms Online Banking

4= [Z5] FR4668420 Customer Accounts Screens Online Banking

The table contains the following columns:

The left most column indicates the type of trace. The trace type can be From, To, or Bidirectional.

The second column indicates the type of artifact, by displaying the artifact icon.

ID: The ID column indicates the unique ID of the artifact. You can click this link to open the traced artifact.
Title: The Title column indicates the name of the artifact.

B Project: The Project column indicates the project the artifact belongs to.

To filter the information that appears in the Relationships tab, click the Relationships drop-down and select all of
types of relationships you want to appear in the table:

B Traces: If selected, traces are displayed in the table.
B Parent/Child: If selected, parent and child artifacts are displayed in the table.
B Other: If selected, the following relationships are displayed:

B Associations (see details)

UC Step to Actor

UC Step to Ul Mockup

UC Step to Included UC

UC Step to External Alternate Flow

B |nherited Actors
B Document References

Impact Analysis

Overview

Impact Analysis illustrates the effect of change exerted by an artifact on its related artifacts. This allows for an
understanding of the full impact of change, and the ability to estimate time and resources more accurately. Any
artifact can be used as the starting point of Impact Analysis.
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To initiate Impact Analysis

® Navigate to an artifact in your project that has a relationship indicator CC

m (Click the Impact Analysis icon in the Relationships group on the ribbon "i!‘ Impact Analysis

B The Impact Analysis module will open in a new browser tab

blueprint Impact Analysis Welcome Marina Kononova S, - (2)
Last generated on Wednesday, January 17, 2018 at 3:45:28 PM
£ Actor2 (=]
AGea113
[£] Document1 o
DOGs81074
2, Actor1 o
AGs81070
[] Folder1 (]
PFe81084
- Process 2 (]
PROBBI
£ Actorz o 8 Qfmn (=]
i Process 1 O
PROG81088
=] Document 1 o £ Actor1 (=]
DOC881074 ACe81070
[ Folder1 o 2 Actor1 o
PFG31084
o

< Process 2 o Actor 1 o
PROBBI117 ACE81070

The default display will expand the tree of relationships to three levels.

B A solid blue circle beside an artifact indicates that there may be another level that can be expanded.
B Once clicked, if the circle turns grey, it is the last artifact in that branch.

B Once a branch is expanded, you can collapse it by clicking the hollow blue circle next to the artifact.

i ]
® A loop icon *= indicates that this artifact has a loop back to an artifact in the same relationship. Impact
Analysis will not display additional branches from an artifact with this icon.

Each time Impact Analysis is generated, it will be time stamped with a date and time (shown in your local time).

Impact Analysis Interface

There are three icons located in the top left of the main screen that allow you to customize your Impact Analysis
experience.

The Source icon allows you to change the source (root) of the highest-level artifact in the tree view, by
entering its product ID.
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The Filter icon allows you to change the artifact types that are displayed in the tree view. The list of
artifact types is displayed based on the project relationships, and is organized by project in the filter menu. Here,
you can also choose whether or not you want the artifact's parents displayed (by default, Show Parents is enabled).

o

analysis.

The Export to Excel icon allows you to export the Impact tree to an Excel document for further

The Legend, located in the bottom-right corner, displays the icon and title of each artifact type that is displayed in
the Impact tree. The artifacts in the Legend are grouped by project. Traces between artifacts can be intra or cross-
project, and suspect traces will also be displayed. These are represented by different colored lines (shown in the
Legend). Additionally, any artifact with an Include will be shown with an indicator.

== Suspect Trace
Intra-Project Trace
== Cross-Project Trace

o° Included In

Eﬁ test project

«{i} Process

Properties and Discussions

You can access an artifact’s properties, discussions, files, relationships, and history in Impact Analysis. Clicking an
artifact will open a window displaying the aforementioned five tabs. All tabs are read-only, with the exception of
the Discussion tab — where you can start and reply to discussions.
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£ AC681070: Actor 1
= Properties %Discussions & Files DSRelatiunships QHfstory

Artifact Type

Actor

Created By Last Edited By
Marina Kononova Marina Kononova
Description

No Data Available

Note: The discussion feature supports rich text and is a real-time field. The comments you enter will be
displayed in Blueprint when you return and refresh the artifact.

Export to Excel
When exporting the Impact tree to Excel, you must select the number of levels you wish to have exported from
the source artifact. The maximum Impact Analysis supports is 10 levels. You can also change the source ID, if

desired.

Export to Excel

Source ID: Depth:

681088 2 Levels

e

Once you have entered your criteria, click the Export button. An Excel file (.xIsx) will be created. The name of the
file will represent the choices you have selected in the export window.

Example: Source ID 340342 with 3 levels of depth will be generated as ImpactAnalysis
340342_3.x1sx
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Impact Analysis Generated for Artifact: PROG81083 - Process 1 with 5 levels on Wed, 17 Jan 2018 23:28:32 GMT
Tatal paths detected 20

Legend Suspect
Loop Detected

| k| L | ]
Path1 PROGE10ES - Process 1 ACER1070 - Actor 1 ACE81113 - Actor 2 PR -P 1
Path 2 PROBE108S - Process 1 b ACBEL070 - Actor 1 b DOCER1074 - I}ncumemjlw_l M
Path 3 PROBB10BA - Process 1 3 ACBB1070 - Actor 1 3 PF681084 - Folder 1 k PRI - P 1 M
Pathd PROGE10BA - Process 1 3 ACBRI0T0 - Actor 1 3 PROGEL11T - Process 2 h BRI - P i 3
Path 5 PROBE10ES - Process 1 h ACBE1113 - Actor 2 h ACBB1070 - Actor 1 b DOCS81074 - Docw mem?lmm_l h
Path& PROGE108S - Process 1 3 ACBB1113 - Actor 2 3 ACE81070 - Actor 1 3 PFE81084 - Folder 1 7 PROGE10BE - Process 1 3
Path 7 PROGB10BA - Process 1 3 ACHB1113 - Actor 2 A ACB81070 - Actor 1 k PRI - P 1 3
Path& PROBE10EA - Process 1 3 ACBB1113 - Actor 2 3 ACBRIOT0 - Actor 1 3 PROGEL11T - Process 2 k PROGBIOBE - Process 1 h
Path§ PROBE108S - Process 1 h DOCBE1074 - Du:urmm‘] ACBB1070 - Actor 1 h ACE81113 - Actor 2 h PROGB10BE - Process 1 7
Path 10 PROGE108S - Process 1 3 DOCEB1074 - Dul:urnent‘] ACE81070 - Actor 1 3 PFE81084 - Folder 1 3 PROGE10BE - Process 1 k
Path 11 PROGB10BS - Process 1 3 DOCEB1074 - Dul:urnent‘l ACB81070 - Actor 1 3 PRI - P ) 3
Path 12 PROGE10ES - Process 1 3 DOCEBI074 - Ducurnem‘j ACBRIOT0 - Actor 1 3 PROGEL117 - Process 2 k PROGBI0BE - Process 1 X
Path 13 PROBGB108S - Process 1 b PF681064 - Folder 1 h ACG81070 - Actor 1 h ACE81113 - Actor 2 h PROGE108E - Process 1 N
Path 14 PROBE108S - Process 1 b PF6810@4 - Folder 1 b ACEB1070 - Actor 1 h DOCE81074 - Docw mnt;m 3
Path 15 PROGE108S - Process 1 3 PFE681084 - Folder 1 3 ACE81070 - Actor 1 3 PROGE10BE - Process 1 3
Path 16 PROGE10BA - Process 1 3 PF681084 - Folder 1 3 ACBB1070 - Actor 1 3 PROGB1117 - Process 2 k PROGBI0BE - Process 1 A
Path 17 PROBE10EE - Process 1 3 PROBE111T - Process 2 3 ACBRIOT0 - Actor 1 3 ACER1113 - Actar 2 h PROGBI0BE - Process 1 3
Path 18 PROGE108S - Process 1 b PROBE1117 - Process 2 b ACEB1070 - Actor 1 h DOCE81074 - Docw mm‘;w 3
Path 15 PROGE10ES - Process 1 3 PROGE1117 - Process 2 3 ACEB1070 - Actor 1 3 PFE31084 - Folder 1 3 PROGE10BE - Process 1 Y
Path 20 PROBE10ES - Process 1 ) PROBE1117 - Process 2 ) ACEB1070 - Actor 1 7 PROGBI0BE - Process 1 ]

The Excel file will contain a time-stamp, and provides you with a total count of paths that were exported. Each path
will display as its own line and will progress until it ends, or a loop is detected (shown in green). Any present
suspect traces are shown in red.

I - - L]
ACBE1070 - Actor 1 DOCEE1074 - Document 1 PROGE10EE - Process 1

| - - b
ACBEL070 - Actor 1 ’Fﬂ

| b
ACBELO070 - Actor PR

Name: Actor 1
PR) Artifact: ACBE1070

| ACEB1113 - Actor¥? | ag| Project: test project (634936)
rAtEB 3 5 b al Type: Actor (Prefic AC)
LM = | Relationship Type: Manual
ACBE1113 - Actor 2 AL
I b
ACGE1113 - Actor 2 ALY
I b
DOCEE1074 - Document 1 AC
I b
DOCEEL074 - Document ] ACE]

I b k| b |
DOCER1074 - Document  ACBE1070 - Actor 1 PROGBIOES - Process 1

LT T P N———— P PP T - L TN T TL T VR— A

To view the key properties of an artifact, you can hover your mouse over any of the cells with a red triangle
indicator in the upper right.

Adding traces from the relationships tab in the utility panel

Adding a trace establishes a relationship between two artifacts. Blueprint supports three different types of traces
depending on the direction of the relationship. Read more about Trace Types.
To add a trace using the Relationships tab in the utility panel:
1. Open the Relationships tab in the utility panel.
1. Click the Relationships < tab .
You can also point to the tab icon to view the name of the tab.

2. Click the Add Trace link.
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The Traces dialog appears.

Note: To trace an artifact across projects, you need Trace privileges for both projects and Create
and Edit privileges for either project. Contact your Blueprint project administrator for more
information about project role privileges.

3. Select the artifact that you want to trace and establish a relationship.
Search or browse of the appropriate artifact on the left side of the dialog.
4. Select the type of trace to create.

Click the drop-down arrow located on the right side of the Trace button, and select To, From, or
Bidirectional.

Trace »> -
v To
From

Bidirectional

Read more about Trace Types.
5. Click the Trace button.

The new trace appears on the right side of the dialog.
6. Click OK.

The trace is saved and now appears in the traces table on the Relationships tab in the utility panel.

After the trace is saved, it appears on the Relationships tab in the utility panel. If you do not see the new trace,
ensure that you have selected the Traces option in the Filter drop-down. Read more about Viewing and filtering
relationships.

Adding traces from the utility panel browse tab

A trace is a type of relationship between two artifacts or sub-artifacts. Traces are used to establish and define the
direction of a relationship.

The utility panel provides you with the ability to quickly create a trace between an artifact in the browse tab to an
artifact in the main content area or artifact list.

To add a trace from the browse tab in the utility panel:
1. Open the browse tab in the utility panel.
Click the browse 2 tab.
You can also point to the tab icon to view the name of the tab.
2. Dragand drop the artifact that you want to trace onto an artifact in the main content area or artifact list.

You can drag and drop any artifact or sub-artifact from the browse tab. You can drag and drop the artifact
onto any artifact or sub-artifact in the main content area or artifact list.

After you drag the artifact, the trace menu appears.
3. Selectthe type of trace you want to add.

Select Add Trace, and then choose one of the following options:
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B To: Creates a trace from the artifact in the browse tab TO the artifact in the main content area.
B From: Creates a trace to the artifact in the browse tab FROM the artifact in the main content area.
m Bidirectional: Creates a two way (bidirectional) trace.

Note: To trace an artifact across projects, you need Trace privileges for both projects and Create
and Edit privileges for either project. Contact your Blueprint project administrator for more
information about project role privileges.

Adding an inline trace

An inline trace creates a relationship between two artifacts and adds an inline hyperlink, allowing readers to click
the link to open the traced artifact. In addition to the hyperlink creation, the traced artifact also appears in the
Relationships tab in the utility panel.

You can add inline traces to any text field that supports rich text formatting. The Add InLine Trace button is located
on the ribbon (Home Tab, Relationships group) and is only accessible if you are editing a text field that supports rich
text formatting.

To add aninline trace:

1.

Place your cursor in a text field that supports rich text formatting.

If the text field does not supportinline traces, the Add InLine Trace button is inaccessible % #dd mne Trace -
(that is, grayed out).

Click the drop-down arrow on the Add InLine Trace button.

The drop-down arrow on the Add InLine Trace button looks like this:

@( Add InLine Trace] -

Select the type of trace you want to add.

Read more about Trace Types for more information.
Click the Add InLine Trace button.

The Artifact Selection dialog appears.

Note: To trace an artifact across projects, you need Trace privileges for both projects and Create
and Edit privileges for either project. Contact your Blueprint project administrator for more
information about project role privileges.

Select the artifact that you want to trace and establish a relationship.
Search or browse of the appropriate artifact on the left side of the dialog.
Click OK.

A new hyperlink is added to the text field.

Note: If an existing trace relationship already exists, Blueprint displays a dialog that asks you if you want to

use the trace as it currently exists, or convert it to the selected trace type. Example
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TS

A "To" Trace relationship already exists to the selected
artifact. Do you wish to use it unchanged or convert it
o to "From” 7

Use Convert Cancel

After you add the inline trace, the trace appears as a hyperlink in your text field. Example

When the user first visits the webpage,
the login page UC7664: Log in must
be displayed.

Changing the direction of a trace

You may need to change the direction of a trace if it was created incorrectly, or if a trace has changed from a one
way relationship to a two way relationship, or vice versa. In other words, you can modify the trace direction
without deleting and then re-creating the trace.

There are three trace direction types:

Icon Name Description

- From Trace A From trace describes a one way relationship to an artifact From

the artifact in the utility panel.

= To Trace A To trace describes a one way relationship from an artifact To the

artifact in the utility panel.

- Bidirectional Trace A Bidirectional trace indicates a two way relationship between an

artifact and the artifact in the utility panel.

You can view the direction of a trace by opening the Relationships tab in the utility panel. The first column of the
table displays an direction icon for each trace.

To change the direction of a trace:
1. Open the Relationships tab in the utility panel.
1. Click the Relationships < tab .
You can also point to the tab icon to view the name of the tab.

2. Right-click the trace that has the incorrect direction.
The context menu appears.
3. Select Change Direction and then choose the direction you want.
A checkmark appears beside the trace direction that is currently selected.

After you change the trace direction, the icon is updated in the traces table (on the Relationships tab in the utility
panel).

Adding and removing the trace suspect flag

When a trace is marked with a suspect flag, it generally indicates that one of the traced artifacts has changed, and as
aresult, the traced artifacts may require changes as well. Therefore, if you change an artifact, it is best practice to
mark the traced artifacts as suspect so they can be reviewed and updated at a later time.
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In the utility panel, traces that are marked with the suspect flag are displayed with a red exclamation point on the
relationship indicator (example: #).

A red exclamation point is also displayed on the relationship< indicator if the artifact or sub-artifact contains at least
one suspect trace. For example, if a shape (sub-artifact) contains at least one suspect trace, the relationship
indicator is displayed with a red exclamation point in the diagram. Example

| <

3: User user enters
credentials

To add or remove the trace suspect flag:

1. Open the Relationships tab in the utility panel.

1. Click the Relationships % tab .

You can also point to the tab icon to view the name of the tab.

2. Right-click the trace that you want to mark or unmark with the suspect flag, and then click Suspect.

The context menu appears after you right-click the trace. If the suspect flag is already set, a checkmark
appears beside the Suspect menu option:

Open Artifact
Delete
' | Suspect

Change Direction »

After you have marked a trace with the suspect flag, a red exclamation point # appears on the relationship
indicator. Also, a checkmark appears beside the Suspect option on the context menu.

Deleting a trace

Warning: Deleted traces cannot be restored. Unless you are sure you want to delete the trace, consider
marking the trace with the suspect flag instead of deleting the trace.

Deleting a trace removes the relationship between two artifacts. After a trace is deleted, the trace no longer
appears on the Relationships tab in the utility panel.

Tip: If you suspect that a trace is inaccurate or invalid, you may wish to mark it with the suspect flag
instead of deleting the trace. Read more about Adding and removing the trace suspect flag.

To delete a trace, perform the following steps:
1. Open the Relationships tab in the utility panel.
1. Click the Relationships < tab .
You can also point to the tab icon to view the name of the tab.

2. Right-click the trace that you want to delete.
The context menu appears.
3. Click Delete and then choose the direction you want.

The confirmation dialog appears.
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4. Confirm the deletion.

Warning: Deleted traces cannot be restored. Unless you are sure you want to delete the trace,
consider marking the trace with the suspect flag instead of deleting the trace.

About the traceability explorer

In the Traceability Explorer, you can view the trace relationships between selected artifacts in a grid layout or
matrix.

» B3 «| Prasssas: ap... Traceability Exp... * «

@( Traceability Explorer
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Note: Artifacts that are not covered are called orphaned and are displayed in red font.

To learn more on the topic of trace relationships, see Traceability and relationships.

The matrix lays out the trace relationships like an interactive Excel spreadsheet. The header rows and header
columns contain any selected projects, folders and artifacts with direct hyperlinks to the original artifacts. At the
center of the matrix, you can view the trace relationships that exist between the intersecting artifacts. The
Traceability Explorer allows you to perform visual analyses of your trace relationships. For example, you can use
the trace matrix to identify if you need to add any traces to a set of artifacts.

Home Wiew Import/Export | Traceability Explorer

4% Trace Direction - |+| Hide orphans | Artifact Type ~ Artifact Type - E'I‘ EF
iy .
l‘c Relationship Type - Sub-Artifact Type - Sub-Artifact Type - L= 'g
Scope . . Generate Export
1 Suspect - [ | show Sub-aArtifacts| || Show Sub-Artifacts  mMatrix  Matrix
Relationship Filters Row Filters Column Filters

The Traceability Explorer also allows you to do the following:

B After the matrix is generated, you can still change the scope and filter the relationships that are displayed.
You can filter by relationship type, relationship direction, suspect flag and orphaned items (no specified
relationships). After making changes, click the Generate Matrix button to re-generate the traceability
matrix.

B You can click the Refresh button at any time to refresh the information in the traceability matrix. This can be
useful if you modify artifacts and want the traceability matrix to reflect the changes.
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B You can run cross-project coverage analysis. Simply click the drop-down below the search boxes on the
Matrix Scope Selection dialog and select another project.

Exporting a traceability matrix to Microsoft Excel

Blueprint allows you to conveniently export your traceability matrix to Microsoft Excel. You can then print your
traceability matrix.

0

T Traceabilty Explorer

Boamo

For more information about the in-Blueprint traceability matrix layout, see About the traceability explorer.

Hyperlinks and icons are not preserved in the exported Excel spreadsheet.

Exporting a traceability matrix to Excel

To export a traceability matrix to Excel:

Important: If you have made any layout changes to your trace matrix, you should click Generate Matrix
to finalize the changes before exporting your matrix (Traceability Explorer tab).

1. Click Export (Traceability Explorer tab).
The Save As dialog box appears.

2. Save your file as an .x/s document in your desired location and then click Save.

You have successfully exported your traceability matrix to Excel. You can now open your file in Excel.

Exporting a traceability matrix to Microsoft Word

Blueprint allows you to conveniently export your traceability matrix to Microsoft Word. You can then print your
traceability matrix.
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For more information about the in-Blueprint traceability matrix layout, see About the traceability explorer.

Hyperlinks and icons are not preserved in the exported Word document.

Exporting a traceability matrix to Word

To export a traceability matrix to Word:

Important: If you have made any layout changes to your trace matrix, you should click Generate Matrix
to finalize the changes before exporting your matrix (Traceability Explorer tab).

1. Click Export (Traceability Explorer tab).
The Save As dialog box appears.
2. Save your file as an .doc document in your desired location and then click Save.

You have successfully exported your traceability matrix to Word. You can now open your file in Word.

Viewing trace relationships in a matrix

The Traceability Explorer allows you to perform visual analyses of your trace relationships. For example, you can
use the trace matrix to identify if you need to add any traces to a set of artifacts.

To view the trace relationships between your artifacts in a matrix:

1. Select the artifacts that you want to include in your matrix.

2. Click Open Traceability Explorer (Home tab, Relationships group).
EEl rome | view  tmpor/Export @

% cu . -

3 Cop
Paste REJEL

(T\ X Delete | @ print + [B] Folow~ P Bulk Update s Indent | f, Manage Traces
— _JJ :;;h Discard | @ Search (j3 Share ¥ [ Version Compare @@ Outdent | C Add Inline Trace ~
(2 refresh @ GoTo FOAddTo~ & Steal Lock Elz Traceability Explorer
Actions Artifacts Relationships

B 7 Uaex x| - A |

Clipboard Fant

The Matrix Scope Selection dialog box appears.
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Matrix Scope Selection b 4

The Traceability Explorer shows relationships that exist between the artifacts listed in the row and column headers of the matrix.

Select an artifact to include it and its children in the row and column headers.

Row Filters Column Filters
| Search | R ‘ Search Lo
Online Banking 21.02.2013 v [ Online Banking 21.02.2013 x| |
4 @ PR4663401 Online Banking 21.02.2013 - 4 @ PR4668401 Online Banking 21.02.2013 -
b [ PF4663403 Executive Sponsor Interview b [ PF4668403 Executive Sponsor Interview
» [T PF4663404 Online Banking Website » [ PF4668404 Online Banking Website
» [T PF4668405 Apply for Credit Card Online » [ PF4668405 Apply for Credit Card Online
[Z=] RQ4658419 Identify Non Enterprise Tasks [=] RQ4668419 Identify Non Enterprise Tasks
» [&] ACrasss406 Acronyms o » [] Acrass5406 Acronyms |
[] GL4666407 Business Terms 1 [t] GL4658407 Business Terms 1
[i] GL4658408 Technical Terms [&] GL4658408 Technical Terms
P [ PF4668409 Actors P [ PF4668409 Actors
» 636 GD4668410 Online Banking System Interfaces »r 533 GD46658410 Online Banking System Interfaces
» [=] Br4s68411 Credit Card Management Process » [E] Br4666411 Credit Card Management Process
4 DOC4734331 Document -VideoDemo 4 DOC4734331 Document -VideoDemo
DOC4734380 VideoDemo D0C4734380 VideoDemo
D0OC4902284 Document - Online Banking - D0OC4902284 Document - Online Banking -

OK Cancel

3. If desired, you can remove artifacts or add more artifacts to the matrix scope.

Click OK.

The Traceability matrix confirmation dialog box may appear, informing you that the matrix may take some
time to generate.

To prevent the message from appearing when generating matrices in the future: select Do not show this
message again.

Click Yes to continue.

The Traceability Explorer appears in the main content area.

Note: Artifacts that are not covered are called orphaned and are displayed in red font.

The Traceability Explorer tab appears on the ribbon with various commands for re-defining scope, filtering the
matrix, regenerating the matrix and exporting the matrix to other programs.

Collections

Blueprint gives you the ability to group requirements artifacts together into collections. Collections effectively let
you remember what artifacts you have multi-selected within a single project. You can create as many collections as
you like and apply a variety of actions to your collections, such as creating a review from a collection of artifacts.

Note: When you edit an artifact in your collection, you are editing the original artifact and not a copy.
Collections do not contain artifact copies but rather are another way of efficiently accessing the original

artifacts you selected for your collection.

Each project automatically has a Collections area, as you can see in the explorer panel below:
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Artifact rank recalculation

When a number property is used to rank artifacts, project administrators can also configure the property to

automatically recalculate its values whenever users make changes to them.

Rank recalculation ensures that, as you re-rank artifacts, there are no duplicate rank values, or missing values in the

rank value range.

Avoiding duplicates and gaps

Consider the following example, a project that is organized such that work items are found at the ends of

hierarchical branches. The project administrator has set the valid rank value range to be 1-99, and the automatic
recalculation range to be 1-10:

Wyngs Air - Reservation System K8 > Application >

PF18215: User Requirements

Name
U | Book a Flight

U | Modify a Flight

4 U | Establish Online Account
U'| Enter Contact Informati
U'| Establish ID and PW
U'| Select Account Preferen
4 U | Maintain Online Account In
U | Modify Contact Informa
U | Modify ID and PW
U | Modify Account Preferer
4 U | Register for Rewards Progri
U | Enter Sign-up Informati
U | Select Program Preferer

U'| Enter Other Reward Nui

U Rent a Car

U Book a Hotel

D

v

System Requirements >

Description \'¢

Artifact Type Y

USER-RQ18235

The customer shall be able to book a flight reservation b

User Requirement

USER-RQ18236
USER-RQ18223
USER-RQ18240
USER-RQ18239
USER-RQ18241
USER-RQ18222
USER-RQ18243
USER-RQ18244
USER-RQ18242
USER-RQ18221
USER-RQ18245
USER-RQ18246
USER-RQ18247
USER-RQ18238
USER-RQ18248

The customer shall be able to modify an existing flight vi.
The customer shall be able to establish on online account
The customer shall be able to enter their contact informa
The customer shall be able to establish and ID and PW fc
The customer shall be able to select from multiple prefer
The customer shall be able to maintain all online account
The customer shall be able to modify their contact inform
The customer shall be able to modify their User ID and P
The customer shall be able to modify their account prefer
The customer shall be able to register for the reward pro
The customer shall be able to enter sign-up information f
The customer shall be able to select their reward prograr
The customer shall be able to enter reward numbers for |
The customer shall be able to rent a Car

The Customer shall be able to rent a hotel room

User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement
User Requirement

User Requirement

[

N

w

»

(%)

o

B the work items related to online account creation and maintenance are ranked highest (1-6)
B booking a hotel is presently out of scope, so it has been temporarily assigned a rank of 99
B the remaining work items are ranked based on how these are organized in the project (by sequence and

hierarchy)
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The project lead decides that booking a flight should be at the top of the backlog, and ranked highest. When the
value of this task rank is changed from a 7 to a 1, all artifacts that are involved in the rank recalculation are
automatically locked and modified:

Wyngs Air - Reservation System K8 > Application > System Requirements > =4
[i PF18215: User Requirements

Name ¥ 1D ¥ Description Y Artifact Type | K-Rank
*& U | Book a Flight USER-RQ18235 The customer shall be able to book a flight reservation £t User Requiremen
U | Modify a Flight USER-RQ18236 The customer shall be able to modify an existing flight vi User Requirement 8

4 U | Establish Online Account USER-RQ18223 The customer shall be able to establish on online account User Requirement

£ U'| Enter Contact Informati USER-RQ18240 The customer shall be able to enter their contact informa User Requirement 2
*@ U'| Establish ID and PW USER-RQ18239 The customer shall be able to establish and ID and PW fc User Requirement 3
HE Ul Select Account Preferen USER-RQ18241 The customer shall be able to select from multiple prefer User Requirement 4
4 U | Maintain Online Account In USER-RQ18222 The customer shall be able to maintain all online account User Requirement
M U'| Modify Contact Informa USER-RQ18243 The customer shall be able to modify their contact inform User Requirement 5
*Q U | Modify ID and PW USER-RQ18244 The customer shall be able to modify their User ID and P User Requirement 6
B U'| Modify Account Preferer USER-RQ18242 The customer shall be able to modify their account prefer User Requirement 7

4 U | Register for Rewards Progri USER-RQ18221 The customer shall be able to register for the reward pro User Requirement
U | Enter Sign-up Informatl USER-RQ18245 The customer shall be able to enter sign-up information f User Requirement 10
U | Select Program Preferer USER-RQ18246 The customer shall be able to select their reward prograr User Requirement 11
U | Enter Other Reward Nui USER-RQ18247 The customer shall be able to enter reward numbers for | User Requirement 12
U | Rent a Car USER-RQ18238 The customer shall be able to rent a Car User Requirement 9

U Book a Hotel USER-RQ18248 The Customer shall be able to rent a hotel room User Requirement 99

When rank recalculation occurs, artifact values relative to each other are always retained, which can resultin a
cascading effect. In this example, artifacts that are ranked 1-6 are shifted to be ranked 2-7.

After publishing these changes, the project lead then decides that, similar to booking a hotel, renting a car is out of
scope. When the value of this task rank is changed from 9 to 98, another artifact is locked and modified:

Wyngs Air - Reservation System K8 > Application > System Requirements > EC
[i PF18215: User Requirements

Name ¥ 1D ¥ Description Y Artifact Type Y| K-Rank
U | Book a Flight USER-RQ18235 The customer shall be able to book a flight reservation b User Requirement 1
U | Modify a Flight USER-RQ18236 The customer shall be able to modify an existing flight vi. User Requirement 8

4 U | Establish Online Account USER-RQ18223 The customer shall be able to establish on online account User Requirement

U | Enter Contact Informati USER-RQ18240 The customer shall be able to enter their contact informa User Requirement 2
U | Establish ID and PW USER-RQ18239 The customer shall be able to establish and ID and PW fc User Requirement 3
U | Select Account Preferen USER-RQ18241 The customer shall be able to select from multiple prefer User Requirement 4

4 U | Maintain Online Account In' USER-RQ18222 The customer shall be able to maintain all online account User Requirement
U | Modify Contact Informa USER-RQ18243 The customer shall be able to modify their contact infornr User Requirement 5
U | Modify ID and PW USER-RQ18244 The customer shall be able to modify their User ID and P User Requirement 6
U | Modify Account Preferer USER-RQ18242 The customer shall be able to modify their account prefer User Requirement 7

4 U | Register for Rewards Progri USER-RQ18221 The customer shall be able to register for the reward pro User Requirement

B U | Enter Sign-up Informati USER-RQ18245 The customer shall be able to enter sign-up information f User Requirement 9 l

U | Select Program Preferer USER-RQ18246 The customer shall be able to select their reward prograr User Requirement 11
U | Enter Other Reward Nui USER-RQ18247 The customer shall be able to enter reward numbers for | User Requirement 12
*Q U Rent a Car USER-RQ18238 The customer shall be able to rent a Car User Requirement

U | Book a Hotel USER-RQ18248 The Customer shall be able to rent a hotel room User Requirement 99

When the car rental task is re-ranked, its original rank value of 9 is left unassigned. To avoid the existence a rank
value gap in the backlog, the next highest ranked artifact (that is, the artifact with a rank of 10) is automatically
assigned this rank value.

However, since the automatic recalculation range is 1-10, the remaining artifacts in this sequence (11 and 12) are
not automatically re-ranked. When rank recalculation is enabled, in addition to knowing the rank value boundaries,
you should also be aware of the recalculation range; rank recalculation can be applied to the entire rank value
range, or only a subset.
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Baselines and reviews

A baseline artifact is a snapshot in time of one or more artifacts in a project. Baselines provide you with a reference
point for viewing project artifacts as they existed at a particular point in time, even after the artifacts have changed.
Baseline artifacts can be included in reviews to obtain feedback and approval.

A review artifact allows you to request artifact feedback and/or approval from stakeholders. Review artifacts can be
set to one of two types: informal review (live artifacts), or formal review (baseline artifacts). You can only request
approval or electronic signatures on artifacts if they are included in a formal review. If you create an informal
review, review participants can add comments to artifacts, but the artifacts cannot be approved.

Note: A baseline must be sealed and published before you can include it in the review contents. This
ensures that the artifacts do not change while the review is underway.

Finding your baseline and review artifacts

Baseline and review artifacts are special artifacts that are treated somewhat differently than other artifacts in
Blueprint. Baseline and review artifacts are stored in a separate location in Blueprint. You can find your project's
baseline and review artifacts by clicking the Baselines and Reviews folder located below your project in the
explorer panel of Blueprint:

Explorer
=l Discussions
a Achivity Center
@ Unpublished Changes( 13

4 [ online Banking 21.02.2013
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[E3 Apply for Credit C:
[E3 Actors

E Baselines and Reviews : Online Banking

After you click the Baselines and Reviews folder for your project, your baseline and review artifacts are displayed
in the main content area.

Reviewer and Approver Roles in Formal and Informal Reviews

A review artifact can be set to either a formal review or an informal review. Formal reviews contain sealed baseline
artifacts, while informal reviews contain live artifacts.

B |n aformal review (thatis, sealed baseline artifacts), both reviewers and approvers have the ability to add
comments to the artifacts. Approvers also have the ability to approve or disapprove artifacts. If the
electronic signature option is enabled, approvers must verify their approvals/disapprovals via password or
federated authentication. Reviewers cannot approve or disapprove artifacts.

B |naninformal review (that s, live artifacts), both reviewers and approvers have the ability add comments to
the artifacts. Reviewers cannot approve/disapprove artifacts in an informal review.
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Baseline and Review Examples

-

Example

Lewis, a business analyst, is working on a set of requirements. He is close to completion and would
like to obtain feedback from a few individuals.

In this scenario, Lewis would create an Informal Review, which is a review containing live artifacts.
Lewis can continue to change the artifacts, and reviewers will always see the most recent published
artifact when they open the artifacts from the review.

Example

Susan, a business analyst, is finished incorporating feedback from prior reviews that she has
conducted. She is now confident that her artifacts are ready for approval.

In this scenario, Susan creates a baseline artifact. Next, she creates a review artifact and sets the
type to Formal Review. Susan can then select the stakeholders that she wants to approve the
requirements.

Example

Bill, a business analyst, is seeking approval on a complex use case artifact. In order to understand
the use case, there are a number of textual requirements that must first be understood.

In this scenario, Bill starts by creating a baseline artifact. He then creates a Formal review, and
includes the use case and the textual requirements in the review content. Bill only places a
checkmark beside the use case artifact, because this is the only artifact that he needs approved.
Read more about selecting the artifacts that require approval.

The review participants now have the ability to review the textual requirements, and then approve or
disapprove of the use case.

Example

Laura, a user experience designer, has completed her first draft of Ul mockups. She would like to
obtain feedback from numerous individuals, but is only seeking approval from a select few.

In this scenario, Laura creates a baseline artifact. She then creates a Formal review and adds the
Ul mockup artifacts to the review contents. Laura selects all individuals from the list, and then
changes the Permissions for each individual to either Revieweror Approver.

About Reviews

A review artifact allows you to request artifact feedback and/or approval from stakeholders. Review artifacts can be
set to one of two types: informal review (live artifacts), or formal review (baseline artifacts). You can only request
approval or electronic signatures on artifacts if they are included in a formal review. If you create an informal
review, review participants can add comments to artifacts, but the artifacts cannot be approved.

Note: A baseline must be sealed and published before you can include it in the review contents. This
ensures that the artifacts do not change while the review is underway.

When the review is active, you can view the review status information to determine which individuals have started
reviewing the artifacts and whether or not any of the artifacts have been approved.
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Finding your review artifacts

Review artifacts are special artifacts that are treated somewhat differently than other artifacts in Blueprint. Review
artifacts are stored in a separate location in Blueprint. You can find your project's baseline and review artifacts by
clicking the Baselines and Reviews folder located below your project in the explorer panel of Blueprint:
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After you click the Baselines and Reviews folder for your project, your baseline and review artifacts are displayed

in the main content area.

Key Concepts

REVIEWER AND APPROVER ROLES IN FORMAL AND INFORMAL REVIEWS

A review artifact can be set to either a formal review or an informal review. Formal reviews contain sealed baseline

artifacts, while informal reviews contain live artifacts.

B |n aformal review (thatis, sealed baseline artifacts), both reviewers and approvers have the ability to add
comments to the artifacts. Approvers also have the ability to approve or disapprove artifacts. If the
electronic signature option is enabled, approvers must verify their approvals/disapprovals via password or

federated authentication. Reviewers cannot approve or disapprove artifacts.
B |n an informal review (that s, live artifacts), both reviewers and approvers have the ability add comments to

the artifacts. Reviewers cannot approve/disapprove artifacts in an informal review.

REVIEW STATUS

The review can have one of the following statuses:

B Draft: The review has not yet been distributed to reviewers and approvers.
B Active: Reviewers and approvers have been notified about the review. Reviewers and approvers can view

and comment on the review contents. Approvers can also approve or disapprove of review contents.
B (Closed: Reviewers and approvers can no longer comment on the review contents after the review is closed.

Approvers can no longer approve or disapprove the review contents.

MODIFYING AN ACTIVE REVIEW

When any review is active, you can still modify the list of review participants. Your ability to change other review
parameters differs depending on whether you are modifying an Informal Review (live artifacts) or a Formal Review

(baseline artifacts). The differences are:
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B When an informal review is active, you can modify the review participants and change the review contents,
but you cannot change the review to include baseline contents.

B When a formal review is active, you can modify the review participants and their approval permissions. You
can also modify which artifacts are candidates for approval. You cannot, however, change the review
content to include a different baseline.

Typical Usage of Reviews

Review artifacts can be beneficial at any phase in the project when you want to elicit feedback from others. Here's
an example:

Example
Lewis, a business analyst, is working on a set of requirements. He is close to completion and would
like to obtain feedback from a few individuals.

In this scenario, Lewis would create an /nformal Review, which is a review containing live artifacts.
Lewis can continue to change the artifacts, and reviewers will always see the most recent published
artifact when they open the artifacts from the review.

A J

Review artifacts are also useful when requirements are complete and final approval is required. Here's an
example:

Example
Susan, a business analyst, is finished incorporating feedback from prior reviews that she has
conducted. She is now confident that her artifacts are ready for approval.

In this scenario, Susan creates a baseline artifact. Next, she creates a review artifact and sets the
type to Formal Review. Susan can then select the stakeholders that she wants to approve the
requirements.

Review Artifact Properties

By default, a review artifact contains the following system properties:

B Name: Indicates the name of the review.
B Td: Provides a unique identifier for the review. The Id cannot be modified.
B Type: Indicates the type of artifact.
B EndDate: Indicates the review deadline date.
B ReviewType: Indicates whether the review is formal or informal.
B ReviewURL: Indicates the URL to access the review.
B Status: Indicates the status of the review.
The review can have one of the following statuses:
B Draft: The review has not yet been distributed to reviewers and approvers.
B Active: Reviewers and approvers have been notified about the review. Reviewers and approvers

can view and comment on the review contents. Approvers can also approve or disapprove of
review contents.
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B (Closed: Reviewers and approvers can no longer comment on the review contents after the review is
closed. Approvers can no longer approve or disapprove the review contents.

B Description: Provides a description of the review.

Your instance administrator can configure standard properties for each standard artifact type.

Adding a review

This topic shows you how to add a review within the Baselines and Reviews folder.

Alternately, you can add a review using the Add to Review button without leaving your open artifact or artifact list.

For more information about adding a review with the Add to Review button, see Adding artifacts to an existing
review

To add a new review artifact:

1. Click the Baselines and Reviews folder in the explorer panel.
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2. Click the New button " on the ribbon (Home tab, Artifacts group).
3. Select Child Artifact.

v

Review

4. Click the review icon.

Configuring a review

To configure a review, perform the following steps:
1. Provide a name for the review artifact.

Type a name into the Name field.

Tip: We recommend that you choose a name that is descriptive, but relatively short in length.

2. Setthe review end date.

1. Click the calendar ® button and select the date. Or, type the date into the field in the following
format: MM/DD/YYYY (example: 11/14/2011).
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Note: The review does not automatically close when the End Date is reached. The end date is a
simple request for review participants to complete the review by a particular date.

3. Setthe review contents.

1. Click the Select Contents and Approval Button. The Choose review contents dialog appears.

2. Select Formal Review or Informal Review. Formal reviews allow your collaborators to view,
comment, and approve/disapprove artifacts in a sealed and published baseline. Informal reviews
allow your collaborators to view and comment on live artifacts in the review.

Note: You must select your desired option prior to selecting the review contents. If you
change this option after review contents have been selected, you will receive a warning
and you must discard the selected review contents prior to continuing.

3. Search or browse to select the artifacts that you want to include in the review, and then move them
to the right side of the dialog underReview Contents.

Choose Review Contents x
Select Review Contents
Formal Review

Allows your collaborators to view, comment, and approve/disapprove artifacts contained in a sealed and published baseline.

Informal Review
Allows your collaborators to view and comment on the selected live artifacts.

| Search L . Review Contents
Select which artifacts can be approved during the review:
4 @ PR4668401 Online Banking 21.02.2013 - [£5 PF4668403 Executive Sponsor Interview -
» [ PF466B403 Executive Sponsor Interview [£5 PF4668404 Online Banking Website

[Z5] RQ4922920 Identify Non Enterprise Tas
p [ PF4568404 Online Banking Website
» [ PF4668405 Apply for Credit Card Online

[] acrasssans Acronyms

Add ==
[t] GL4668407 Business Terms

[t] GLas58408 Technical Terms Add Children
5] PF4668409 Actors
% GD4668410 Online Banking System Inte

=] Bras68411 Credit Card Management Pr

vy v v v

DOC4734331 Document -VideoDemo
DOC4734380 VideoDemo

DOC43902284 Document - Online Bankin -
4 [ > -

|+ Do not count folders in the total number of artifacts to
review

OK Cancel

Tip: To select all child artifacts in a folder, select the folder and then click Add Children.

Note:If theDo not count folders in the total number of artifacts to reviewcheck box is
selected, folders are not counted as artifacts in the review. The total number of viewed
artifacts is displayed in View Overviewand theReviewers Experience.

4. |If you have selected a Formal Review, place a checkmark beside all the artifacts that you are seeking
approval.
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Choose Review Contents x
Select Review Contents
‘=) Formal Review

Allows your collaborators to view, comment, and approve/disapprove artifacts contained in a sealed and published baseline.

) Informal Review
Allows your collaborators to view and comment on the selected live artifacts.

‘ Search - Review Contents

Select which artifacts can be approved during the review:

i

r @ PR4663401 Online Banking 21.02.2013
4 [F] REL4663402 Baselines and Reviews : Onling
| [ ABL4995042 New Baseline 1

Add ==

4 n 3 -

Select All | | Deselect All

OK Cancel

Tip: To select all artifacts in a folder, select the folder and then click Select All.

Note: Artifacts that appear on the right side of the dialog without a checkmark can be
reviewed, but not approved.

5. Click OK to save the review contents.
4. Setthe reviewers:
1. Click the Select Review Participants button.

2. Place a checkmark beside the appropriate individuals.
3. Click OK to save the review participants.

5. If desired, you can Require electronic signatures for formal reviews.
If it has been enabled, you can also Require meaning of signature to implement an additional level of
security.

6. If you have selected a Formal Review, select which Review Participants will have the Approver role in the
Permissions column.
If meaning-of-signature definitions have been enabled, and the user has multiple project roles, you can also
select the roles that will be presented to the user when they are electronically signing their approval or
disapproval of an artifact.

7. Provide a description for the review.

1. Type adescription into the Description field.
The description can be used for any purpose, but it is typically used to provide information about the
purpose of the artifact.
8. Start the review.

Choose one of the following options for starting the review:

B (Click the Start Review button in the main content area when the review artifact is open.

m Click the Start =" button located on the ribbon (Baselines and Reviews tab, Review group).
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Note: The Start Review button cannot be selected until there is at least one artifact added to the
review contents.

After you start the review, the Status changes to Active, and review participants are sent an email notification
about the pending review request.

Note: Review artifacts are automatically published after you change the status of the review.

Modifying an Active Review

When any review is active, you can still modify the list of review participants. Your ability to change other review
parameters differs depending on whether you are modifying an Informal Review (live artifacts) or a Formal Review
(baseline artifacts). The differences are:

B When an informal review is active, you can modify the review participants and change the review contents,
but you cannot change the review to include baseline contents.

B When a formal review is active, you can modify the review participants and their approval permissions. You
can also modify which artifacts are candidates for approval. You cannot, however, change the review
content to include a different baseline.

Adding artifacts to an existing review

Blueprint allows you to conveniently add one or more artifacts to an existing informal review without leaving your
artifact list.

=t Print - @ Follow = B Bulk Update i Indent

@ Search ([} Share ~ E‘u‘ersinn Compare <8 Outdent

Q Go To Eﬁ.dd To~™ E|" Steal Lock
Review [ifacts

FR Baseline

oo
oo
1l

PR19734592: BP Air (Latest Version) *

w

Mame Y| 1D 5
4 [ BP AIr PF19758500
| [Z=] MODEL INFORMATION RQ1978495

gﬁ Use Case Diagram (BP &ir) UCD197863.

You can also create any type of review and add artifacts to it within the Baselines and Reviews folder (Explorer
Panel). For more information about creating a review, see Adding a review and Configuring a review.

To add an artifact to an informal review:
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1. Select the artifacts in your artifact list that you want to add to an informal review.

Important: Individually select each artifact you want to include in the informal review. Selecting a
folder does not automatically select all of its child artifacts for inclusion in the review.

You can also add a single artifact to a review when the artifact editor is open.

2. Click the Add To button on the ribbon and then click Review (Home tab, Artifacts group).
T AddTo ~
Review
Baseline

The Add to Review dialog box appears.
3. Selectyour review(s) and then click OK.
The Confirmation dialog box appears.

Click OK.

Your artifact(s) have been added to your selected review(s).

Next, you will probably want to configure the review. For more information about configuring the review, see
Configuring a review.

Viewing review status information

After you have started areview, the Review Status issetto Active. At this point, you may wish to view status
information so you can determine which review participants have started viewing the review contents, and
whether or not the artifacts have been approved, disapproved, or not yet specified. In addition to viewing status
information for active reviews, you can also view review status information for Closed reviews.

To view the review status information:

1. Open the review artifact.
2. Click the View Overview / View Details toggle link to view the review status in either the detailed or
overview layout. The two different layouts are explained below.

OVERVIEW LAYOUT

Note:If you selected theDo not count folders in the total number of artifacts to reviewcheck box during
the creation of the review, folders are not counted as artifacts in the review. As a result, folders are not
counted in the total number of viewed artifacts.

The Overview layout provides a graphical representation of the review status.

The Contents chart provides:

B number of viewed artifacts:

B the number of artifacts that have been viewed by all review participants
B the number of artifacts that have been viewed no review participants, or only some review
participants
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B number of artifacts by approval status:

B number of artifacts that have been Approved by all review participants
B number of artifacts that have been Disapproved by all review participants
B number of artifacts that have at least one Pending Approval status

'~ Contents

Number of Viewed Artifacts. Approvals
by Artifact Type

[0 viewed by all review participants.

Artifact Type

[ not viewed by all (or only viewed by some)
review participants

15 Approval [ Disapproval [ Pending Approvel

The Review Participantschart provides:

B the total number of review participants in each stage of the review (Complete, In Progress and Not Started).
B the total number of Approved, Disapproved and Pending Approval artifacts by review participant

|~ Review Participants

Number of Review Participants in each Stage of Approvals
the Review by Review Participant

s _

Matt Dodgson

Steph Hubert

Allison Burnett

Review Participants with Approval Permissions

[ complete [l 1n Progress [[] Not started

[ approval [l Disapproval [] Pending approval

DETAILS LAYOUT

The Details layout provides detailed numerical status information about the review.

Contents Table

The Contents table provides a breakdown, by artifact, of the total number of Approved, Disapproved, and Not
Specified statuses. The Approval column is set to Not Requested if approval was not requested for that particular
artifact.
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~  Contents
Name ID W | Approval -
E 5 Executive Sponsor Interview PF185117 Approval Not Requested
> E5 Online Banking Website PF185118 Approval Not Requested
I» (£ Apply for Credit Card Online PF185123 Approval Not Requested
Acronyms GL165124 10003 L
Business Terms GL185125 0004
Technical Terms GL185128  J0X 004
P [EF Actors PF185129  Approval Not Reguested
533 online Banking System Interfaces GD185130 /03004
B Document - Online Banking Copy  DOC195805 /00074
> [E credit Card Management Process  BP185136 /0 {0()4 -

Select Contents and Approval  View Details

To view the approval status for an individual artifact, select the artifact in the contents table, and click the View
Detailslink located below the table. The contentsView Details dialog looks like this:

View Details x

Artifact Name: Acronyms lﬁj &J

Reviewer v View State | Approval

Allison Burnett Mot Viewed Approval Not Requested

‘Steph Hubert Viewed + Approved

‘Matt Dodgson Mot Wiewed Approval Not Requested

‘Chnstlna McNish Mot Viewed () Pending Approval

Close

Reviewer Participants Table

The Review Participants table provides the following information about the participants in your review:

Permissions: Provides the review permissions of each individual. All review participants have permissions to
review artifacts. If a user has Approver permissions, the user can approve or disapprove artifacts. Approver
permissions can only be assigned in a formal review. The permissions can be set to Reviewer or Approver.
Role (Meaning of Signature): If Require Meaning of Signature is enabled for the review, and the review
participant's permission is set to Approver, the column displays all the roles that can be added to the
review. (In the Project Administration Console, the user is assigned a project role, and the project role is
assigned a meaning of signature definition.)

Status: Provides the review status of the individual. The status can be set to Not Started, In Progress, or
Completed.

Completed Date: The date and time the reviewer marked their review as complete.

Note that the timestamp on the Blueprint server is recorded in Coordinated Universal Time (UTC), but the
time displayed to the Blueprint user (here, and anywhere else in the interface) is their local time.
Approval: Provides the approval status for each individual. The Approvalcolumn provides the total number
of Approved, Disapproved, and Pending Approval artifacts for each individual.
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~  Review Participants

Review Participants Permissions | Role (Meaning of Signature) Status Completed Date Approval

Fawaz Ismail Approver | Collaborator (Approval) v Completed 11/6/2015 2:30 PM J1x4 16

Ken Lee Approver Author (Authorship), Project 2 ¥ In Progress /9)(0 12

Anna Tsaitlin Reviewer Not Applicable Not Started Approval Not Requested

Total: 1 Review Participants are Complete, 1 Review Participants are In Progress, 1 Review Participants have Not Started

Select Review Participants  View Details

To view the approval progress of an individual, select the individual in the review participants table, and click the
View Detailslink located below the table. The review participantsView Detailsdialog looks like this:

View Details x
Reviewer's Mame: Steph Hubert @ @
jin} v Name View State | Approval
PF185117 > [ Executive Sponsor Interview Not Viewed Approval \l
PF185118 > 5 Online Banking Website Not Viewed Approval |
PF185123 > £ Apply for Credit Card Online Viewed Approval |
GL185124 m Acronyms Viewed + Approv
GL185125 m Business Terms Not Viewed Pendini| =
GL185128 [] Technical Terms Viewed Pendin,
PF185129 > 3 Actors Not Viewed Approval |
GD185130 % Online Banking System Interfaces Not Viewed Pendin,
DOC195805 [ Document - Online Banking Copy  Not Viewed Pendin
BP185136 I [EE] Credit Card Management Process  Not Viewed Pendin
PF185137 > [ Generated Word Document Not Viewed Approval | ™

Close

Closing a review

The purpose of closing a review is to prevent review participants from adding additional comments to artifacts in
the review. It also prevents review participants from changing the approval status of artifacts.

Note: After a review is closed, it cannot be changed back to an active status.

To close a review:

1. Open the review artifact that you want to close.
2. Click Close Review.

Choose one of the following options for closing the review:

® (Click the Close Review button in the main content area when the review artifact is open.

m Click the Close === button located on the ribbon (Baselines and Reviews tab, Review group).

Note: Review artifacts are automatically published after you change the status of the review.

Reviewers and approvers can no longer comment on the review contents after the review is closed. Approvers can
no longer approve or disapprove the review contents.
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Creating a follow up review

Using a follow up review, you can quickly create a new review artifact based on an existing closed review with the
same review contents and the same review participants. The review participants's view state, approvals and
disapprovals are carried over into the new review. Review participants can see what, if any, artifacts changed in the
Reviewers Experience. The author of the review can modify the contents and review participants, if desired.Follow
up reviews are beneficial for many reasons. For instance, after you have incorporated stakeholder feedback from a
previous review, you may wish to send the same review contents for an additional review, to the same list of
stakeholders.

Note: You can only create follow up reviews for reviews that are closed.

To create a follow up review:

1. Open the review artifact that you want to follow up on.
2. Click Follow Up.

@

Follos

The Follow Up " button is located on the ribbon (Baselines and Reviews tab, Review group).
After you click Follow Up, the Confirmation dialog appears.
3. Click Yes to confirm that you want to create a follow up review.

A new review artifact is created with the same review contents and review participants. The name of the
new review artifact is the same, but follow-up is appended to the end of the name.

4. Configure and start the follow up review. Read more about configuring a review.

Deleting a review

Note: Review artifacts cannot be deleted if the Review Status is Active or Closed. You can only delete
Draft review artifacts.

Tip: Consider creating folders to organize your review artifacts. For example, you may want to create a
folder named Archive to store the artifacts that you used for testing, or those that you no longer need.

To delete a review:

1. Open the review that you want to delete, or select the review in the artifact list.

B To open an artifact, click the artifact ID link that is displayed in the ID column of the artifact list. Or,
right-click the artifact in the artifact list and then click Open.
B To select an artifact, click a row in the artifact list.

2. Click Delete.
You can find the Delete button in the following locations:
B on the ribbon (Home tab, Artifacts group).
B on the context menu when you right-click an artifact in the artifact list.

After you click delete, the Confirmation dialog appears.
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3. Confirm the deletion.

Click Yes to confirm deletion, or click No to cancel.

About the utility panel reviews tab

The reviews tab provides you with a list of all reviews that contain the artifact. From this tab, you can view summary
information about the reviews, or open the review for additional details.

The reviews tab in the utility panel looks like this:

BERILZLP0OR

EI BR5016598: New Business Requirement 1

Reviews Status | Approval Created Date
“ Live Artifact Review Active N/A 05/04/2013
|-’.‘ Formal Review Active /10072 09/04/2013

RVP4995933: Live Artifact Review
4 Details

Contents Live Artifacts
Artifact Version Current

4 Review Participants View State (3 Review Participants)

Review Participants Viewed

Docs Tester 2 NotViewed
Christina McNish NotViewed
Docs tester NotViewed

A label is displayed at the top of every tab in the utility panel. It provides the ID and name of the artifact or sub-
artifact you are viewing. For example:

»  Utility Panel
BILZ=ZLPO
‘33 GD4668410: Online Banking System Interfaces

4 Properties

Name onli ystem

1d GD4|

Type Generic Diag -
Width 1308

Height 768

UNDERSTANDING THE REVIEW SUMMARY TABLE

The top portion of the reviews tab displays a table of information with the following columns:

B Review Packages: Provides the name of the review.

Tip: You can click the review link to open the review in the main content area.

Status: Indicates the status of the review. Read more about review status.

Approval: Indicates the total number of artifacts that are approved, disapproved, or not yet specified. This
column displays N/A if approvals were not requested (example: informal reviews).

Created Date: Indicates the creation date of the review. This date provides the date the review artifact was
created, which is not always the same date the artifact became active.
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UNDERSTANDING THE REVIEW DETAILS

The review details are displayed at the bottom of the reviews tab in the utility panel as soon as a review is selected.

The review summary details panel is labeled with the review ID and name. Example

RWP4995933: Live Artifact Review

To view additional details about the changes, simply expand and collapse the headings (example: Details, Review
Participants View State) to view more details about the review.

About the Review Experience

The Review Experience refers to the user interface used by review participants. This is a very simple yet powerful
interface designed specifically for supporting review participant tasks.

Artifacts included in a review can have one of the following status values:

Pending: You have not yet approved or disapproved the artifact.
Approved: You have approved the artifact.

Disapproved: You have disapproved the artifact.

Custom status

Note: Each custom status must have a type of either Pending, Approved, or Disapproved
(example: Approved with Comments)

A Typical Review Process

A typical review process happens as follows. The review participant will:

1. Open the review.

View the contents of each artifact.

Provide feedback by adding new comments and replying to existing comments.
Approve or disapprove each artifact.

Change your review status to complete.

U b WN

Note: All artifacts in a review are read-only in the Review Experience. Live artifacts may be changed
during the review (but not using the Review Experience) while baseline artifacts cannot be changed.

Navigating the Review Experience

The Review Experience refers to the user interface used by review participants. This is a very simple yet powerful
interface designed specifically for supporting review participant tasks. As a Review Participant, you are provided
with a document-like, scrollable interface, containing artifacts requiring your review and/or approval — along with
their relationships, discussions, and attachments. This allows for efficient evaluation and feedback that is made
available to Review Managers in real time, avoiding the need to learn and navigate the core administrative and
editing interfaces of the Storyteller application.

Let's walk through the main aspects of the Review Experience.
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REVIEW EXPERIENCE BASICS

On the left side of the main header, you will find the Review name and ID, as well as the ID of the related Sealed
Baseline, if applicable. If the manager has set a description or participant instructions for the Review, you will also

see an info icon (ﬂ'). Click this icon to expand and contract the area containing the included content.

Description

Put important instructions or pointers pertaining to the Review here.

Review — RVPEA1153 : Gaseline |0 — ABLBE1256

Use the table of contents to quickly jump around the Review, while seeing a comprehensive view of it in context of
the broader project hierarchy. Indicators will show you which artifacts have comments, and, for Approvers, which
ones still need approval. Artifacts that haven’t been viewed yet will be bolded.

Table of contents

@ Approved Pending @ Disapproved
] PF&681068 Review Screenshots
< & AC681070 Actor 1
< [2] ® DOC681074 Document 1
51 PF681084 Folder 1
i ® PRO681088 Process 1

AC681113 Actor 2

«{-® PRO681117 Process 2

The artifact header contains each artifact’'s name and version, as well as when and by whom it was last published.
The core artifact details such as description, custom properties, and any relevant diagrams and images, are
displayed just below the artifact header. You can collapse or expand individual artifacts by clicking the rightmost

icon in the artifact header (). All artifacts can be collapsed or expanded at once by switching between expanded

and collapsed views using the global expand/collapse buttons () — these are located on the right hand side of the
interface, just above your first artifact.

The screenshot below shows a Review in collapsed view.
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Marina's Sample Review No. of artifacts
Review = Rv337225 6

PRO337145 - Process 1

= 3
Ver. 5 Published by Marina on 12122017 1:21 PM =
DOC348747 - Docl - % act ,
Ver. 3 Published by Marina on 1212/2017 1:21 PM -
DD348867 - Domain Diagram 1 — act b
Ver, 3 Published by Marina on 1212/2017 1:21 PM -
BP334867 - Business Process Diagram — e b
Ver, 3 Published by Marina on 12122017 1:17 PM -
GD349080 - Generic Diagram — o »
Ver. 3 Published by Marina on 12122017 1:21 PM -
PRO337004 - Process 11 — o ,

Ver. 5 Published by Marina on 12122017 1:21 PM

- perpage 10 %

The artifact header also contains the Utility Panel icons. See the section below for more information.

THE UTILITY PANEL

You can view an artifact’s discussions, downloadable files, relationships, version history, and additional properties in
the Utility Panel. The indicators are located on the right side of the artifact header and will be enabled (blue) when
there is information available. Clicking on any of the indicators will open the corresponding tab in the Utility Panel.

W

Within the Discussions tab, you can make comments, start new discussions, or reply to existing discussions. All
comments and discussions become accessible to other participants, as well as the Review manager, as soon as they
are posted. To mention someone directly, you can use the @-mention functionality; typing @, followed by a
system user name, will send an email notification to that user once the comment is posted.

Within the Files tab, you can view and download any associated files.

Within the Relationships tab, you can click the name of any related artifacts to bring up a Preview Pane that will
display their properties, discussions, files, relationships, and history. Impact Analysis can also be accessed directly
from this tab by clicking the Analyze Impact button.

Within the History tab, you can click any historical version of the artifact to bring up a Preview Pane that will display
the artifact’s properties, discussions, files, and relationships, as they were at that point in time.

Sub-artifacts (individual shapes within a diagram, for instance) also have their own properties, discussions, files, and
relationships — as you click on different artifacts and shapes within diagrams, you will see the contents of the Utility
Panel update in real time.
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= == -

Created By
Anna Kalimouline
Last Edit By
Marina

oo

Action 1 >
End

For convenience, the Utility Panel can also be left open during scroll.

Viewing and approving artifacts

X Utility panel

: PROS337024: Action 1

= Properties

< Discussions

> Relationships

- Analyze impact

All Traces Others

Traces

— | BP334867 - Business Process Dia... §
o Testingl< [] kee$

ol

— | PRO337145 - Process 1 1
o Testingld [) Fee$

i

— | DOC348747 - Docl {

If you are a Reviewer in a Private Review, or you are viewing a Public Review, a typical Review process entails
scrolling through and viewing the contents of each artifact while providing feedback by adding new comments and

replying to existing ones.

Note: All artifacts in a Review are read-only in the Review Experience. You can make comments and download

attatchments, but cannot make edits to the artifact itself.

If you are an Approver in a Private Review, in addition to the above, a typical Review process also entails approving

or disapproving artifacts.

Artifacts in a review can have one of the following approval status values:

B Pending: You have not yet approved or disapproved the artifact.

B Approved: You have approved the artifact.

B Dijsapproved: You have disapproved the artifact.

B Custom status: Each custom status must be a type of Pending, Approval, or Disapproval. These are set by

your Project Administrator.
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Change an artifact’s approval status individually by selecting one of the status values from the drop-down in the
middle of the artifact header.

Sample Review o No. of artifacts Approved Disapproved
Review - RVP681153 : Baseline ID - ABL681256 6 1

0

(¥

Bulk Actions ~ HiE

PRO681088 - Process 1

Pending
Ver. 1 Published by Marina Kononova on 12/11/2017 3:01 PM

Approved

Disapproved

Type Created By
Process Marina Kononova
Created On Last Edit By
12/11/2017 3:01 PM Marina Kononova
Last Edit On
12/11/2017 3:01 PM
Description
Action 1
start End

Change multiple artifacts’ approval statuses at once by selecting all desired artifacts, then selecting one of the status
values in the bulk actions drop-down.

Sample Review @ No. of artifacts Approved Disapproved
Review - RVP681153 : Baseline ID — ABL6B1256 6 1 0

¥

« | BulkActions HE
Pending
Not required = - »
Approved o B Kononova on 12/11/2017 3:01 PM
Disapproved a1 Approved = - N
Ver. 1 Published by Marina Kononova on 12411/2017 3:01 PM 1211372017 1:47 PM by
Marina Kononova
Approved
PF681084 - Folder 1 Not required = = ,
Ver. 1 Published by Marina Kononova on 12/11/2017 3:01 PM -
~ PROGB108S - Process 1 Pending — N
Ver. 1 Published by Marina Kononova on 12/11/2017 3:01 PM -
ACE81113 - Actor 2 Not required -— >
Ver. 1 Published by Marina Kononova on 1211/2017 3:01 PM -
| PRO6B1117 - Process 2 Pending - =

Ver. 1 Published by Marina Kononova on 12/11/2017 3:01 PM

- » per page 10

For information on monitoring the completion of your Review, see the Tracking your progress section.

Tip: Bookmark the Review and keep collaborating or updating until Complete.

ELECTRONIC SIGNATURE AND MEANING OF SIGNATURE

If the Review manager has enabled Electronic Signatures, you will be prompted to enter your login credentials
each time you change the approval status of an artifact. When using bulk actions to change the approval status of
multiple artifacts, you will only have to enter your login credentials once — the electronic signature will be applied
to all selected artifacts.
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eSignature Required

Approvals require your electronic signature. Please sign off.

-

reqguired

reguired

Log in with corporate credentials

If the Review manager has also enabled Meaning of Signature, you will be required to choose your role or reason
for submission, in addition to entering your login credentials, each time you change the approval status of an
artifact. When performing bulk actions, only artifacts or updates with the same Meaning of Signature should be
grouped together.

Tracking your progress

In the center of the Review header, you will find the Review statistics. In a Public Review, only the total number of
artifacts in the Review will be displayed. If you are a Reviewer in a Private Review, the number of artifacts viewed
and unviewed will be displayed alongside the total number of artifacts. If you are an Approver in a Private Review,
the number of artifacts approved, disapproved, and pending will be displayed alongside the total number of
artifacts. Statuses of artifacts you have seen will automatically be updated from unviewed to viewed.

Mo. of artifacts Approved Disapproved
6 3 0 0

COMPLETING THE REVIEW
If you're a Reviewer or an Approver in a Private Review, you will be able to manually update your status, from In

Progress to Complete, using the button on the right side of the Review header. This is how you signal to the Review
Manager that you are done with the Review.

[, e

In Progress -

4]
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Your status can also be updated automatically. When you have viewed all artifacts, you will get a pop up asking if
you want to complete the review — this changes the status of the review. If you’re an Approver, you will get a
similar pop up when you have assigned an approval status to all artifacts requiring approval.

© Complete Review

It looks like you have reviewed every artifact. You can
mark the Review as complete at any time. Please confirm
whether you would like to do that now.

Cance Complete

Once the Review status is changed to Complete, the Review becomes read-only — you will no longer be able to
change the approval status for any artifacts.

Note: You can flip between In Progress and Complete until the Review expires or the manager closes the Review.

About Rapid Review

An author can create a Rapid Review from a collection of artifacts. A Rapid Review is a document-style view of a
collection that promotes collaboration on artifacts with stakeholders. Its easy-to-use interface facilitates quick
reviews.

All of a collection's artifacts are listed in hierarchical order in document-style pages. They also include the following
artifact details:

B Properties
Discussions
Files
Relationships
History
Ratings

Note: Rapid Review is deprecated and will be removed in a future release as the new Review Experience replaces it.
Blueprint Enterprise customers should note that Rapid Review has been replaced by the new Review Experience in
Storyteller.

Using a Rapid Review

Project stakeholders are often involved in the requirements elicitation process because their insight is valued;
however, they are also typically not frequent Blueprint users. Rapid Review brings stakeholders seamlessly into the
requirements process by delivering artifact details to them in a familiar manner, and integrating their feedback into
Blueprint. The following features support this seamless integration.
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NAVIGATION

Artifacts in the Blueprint collection are presented using a familiar document-style interface:

B aset number of artifacts are displayed as a scrolling document in the main pane (A)

B |arger collections are divided into pages (B)

B an explorer view can be toggled (C)

B the explorer view allows reviewers to methodically click through the entire collection, or quickly jump to
any artifact of interest (D)

Rapid Review
EZE | = Fc-rassrs: Book ot Accomodatons - 8 % o
[E=] scRN6932: Database Request Al C n
B FUNC-RQE974. Book Car Rental Reservations - =l g (o]

[EE] SCRN6922: Database Retrieve

o Artifact Type Priority
[&=5] 5CRN6314: Book a Flight Lists Functional Requirement Medium
. Status (Nonstandard)
[E5] scRN6958: Book a Fiight Lists Rule Highlal  prposed
Created By Last Edited By
[BRL3cRN6e59: Thank you BP Support 2 BP Support 2
B FUNC-RQ6996: Book a Flight Description

The system shall support booking of car rental reservations for new or existing flight reservations. The customer shall be able to add a rental car 1o a new or

existing flight reservation.
4 @ FUNC-RQ6971: Online Flight Check-In

A —
FUNC-RQ6991: Retrieve Flight ltineraries)
B FUNC-RQ6989: Select ltinerary for Checifin
m USTRYE917: Reserve a flight - g g (o]
B FUNC-RQ6988: Change Seat Assignmen|
Artifact Type story Points
B FUNC-RQ6950: Print Boarding Pass User Story 20
B FUNC-RQ6975: Book Hotel Accomodations SR CET (el
6 Iteration 2
| FUNG-RQS974: Book Car Rental Reservatiis | Created By Last Edited By
BP Support 2 BP Support 2
8 Description

As a traveler | want to reserve flights online choosing from those available that meet my search criteria so that | don't have to spend time on the phene with
an agent

4 ERUSTRY61T:Reserveaflight [ |

B USTRY63916: Book a Flight

B USTRY6889: Modify a Flight

B USTRY6873: Reserve a car v [wzuorzs <€ < 2 3 4 5 &6 > > Artifacts Per Page aalv I
v

STATUS ICONS AND CONTAINERS

Each artifact’s title bar includes icons that indicate whether Blueprint-based artifact information exists, and can be
viewed from within the Rapid Review:

- gl = O]

A marker is displayed on top of the icon to indicate contents or activity:
B Discussions: if any discussion exists
B Files: if there are attachments or document references
B Relationships: if there are additional relationships beyond parent-child relationships
B History: if there have been any changes to the artifact in the last 24 hours

When anicon is clicked, a container opens to display the contents. In the following example, the artifact has a
document reference; its attached document can be downloaded or viewed from within the Rapid Review:
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I FUNC-RQ6936: Book a Flight
4 |FI|FUNC-RQE9T1: Online Flight Che
F | FUNC-RQ6391: Retrieve Flight
F| FUNC-RQ6989 Select Itinerary
F!| FUNC-RQ6988: Change Seat A
F| FUNC-RQ6930: Print Boarding
F{| FUNC-RQ6975: Book Hotel Accon

F | FUNC-RQ6974: Book Car Rental |

4 J§] USTRYE917: Reserve a flight

JS] USTRY6916: Book a Flight

/5] USTRYG889: Mouy a Fignt
5] USTRY8873: Reserve a car
78] USTRY6898: Reserve a hotel

4 JS] USTRY6939: Register for Reward

J§] USTRY6905: Enter Sign-Up Infi

JS] USTRY6915: Select Program P

:h ] USTRY6324: Enter Other Rews ¥
< >

pid Review Weicome Ken Lee
F'| FUNC-RQ6996: Book a Flight - % 3&
Artifact Type Priority
Functional Requirement High
Status (Nonstandard)
Approved
Created By Last Edited By
BP Support 2 BP Support 2

Description
The system shall provide online booking of flights. The customer shall be able to book a flight reservation between any cities that BP Air services.

F'| FUNC-RQ6971: Online Flight Check-In - =1
Artifact Type Priority
Functional Requirement High

& Discussions % Relationships @ History

4 Attachments

There are no items to show.

4 Document references

B DOC1_6906: Terms and Conditions docx (Terms and Conditions docx)

VIEWING RELATED ARTIFACTS

When an artifact has sub-artifacts, they can be selected in the Rapid Review display. Selected sub-artifacts (or sub-
artifact groups, if they exist) display an information icon, which can be clicked to display information about the sub-

artifact in a pop-up:

&
o

UC1_6945: BP Airways

[www bpair.com/go

1: Customer navigates to

v

screen

2: System presents login

ST7469: Step 3

v

3: Customer logs in

Include UC218845: Login

Step Of
Actor (Input)

Description
Customer logs in ... Include UC1_6872- Login

page

4: System presents main

X
M

f Flight

 Customer selects Log 5: Customer selects Book a 5a: C
Regis

jin screen

1: System presents
Book a Flight

When an artifact’s relationships are being viewed, information about the related artifact, when clicked, also

displays in a pop-up:

6: Include UC218854:

5a1: |
for Reward Program | ‘

® Discussions @l Files 3§ Relationships @ History (3] Preview
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UC1_6880: Book a Flight - & 3& o
Artifact Type Use Case Level A
Use Case (Nonstandard) 1
Created By Last Edited By
BP Support 2 BP Support 2
Description

Use case for customers to book a flight.

Ustomer navigates to BP
Air Online
SCRN6892: Book a Flight

[E SR e = Properties  # Discussions Bl Fi Relationships Histor
Pick area and allows user B & Fies  H ps O History [MP[REPE A

to choose round trip or one

a

blueprint air

@Round Tip @ One way

® Discussions Bl Files 3 Relationships [N

Traces Parent/Chil

» Traces

4 Parent/Child

% ISNEY PACKAGE DEALS!
3 ebrate 3 Free ights at the WaltDisney
Nofd® Resort Plus receive up o a 5200 gt

D Title
v
HAWAI STARTING AT $30
Agile Sample)
e d SCRN6914 Book a Flight Lists Book a Flight screen mockup. BP Airways (Blueprint for Enterprise
Agile Sample)
- SCRN6922 Database Retrieve Image indicating the system s retrieving data from  BP Airways (Blueprint for Enterprise
the airport database. Agile Sample)
N Gonnla Simnla Gannla start nana RP Ainave (Riiianrint for F

When viewing a related artifact or sub-artifact within the Rapid Review, the standard status icons for that artifact
exist (Discussions, Files, Relationships, History); additionally, Properties and Preview icons are available, which
allow users to see artifact properties in the pop-up, as well as a preview for non-text artifacts.

Viewers can further interact with related or sub-artifacts (such as drilling down through relationships, or adding
comments), even if they are not part of the original collection, provided they have access to them.

COLLABORATION IN A RAPID REVIEW

While the previous features facilitate the easy viewing of a collection's artifacts, a Rapid Review also allows the
stakeholder, while viewing an ongoing discussion about an artifact, to give immediate feedback into Blueprint.
Consider the following example:

B When areviewer posts acomment for an artifact (see below left), it appears in that artifact's Discussions tab
in Blueprint: (see below right):
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Rapid Review Welcome Ken Lee =

SCRNE959: Thank you - & B

Company Logo Here BP Airways Online Flight Reservations

Thank you for flying with BP Airways-

Passenger Jeremy Randall

Outbound Flight: BP263 24-Oct-2013 Dep: 11:55am IAD  Arr: 02:30pm LAX  Preferred
Return Flight BP167 7-Nov-2013 Dep: 11:05am LAX  Arr: 01:50pm IAD  Standard

Total $767.42

An itinerary and receipt has been emailed to you.

Should you wish to change or cancel your flight please call 1-800-589-3839 (online capability coming soon)

Print this Page

Hﬁ Files ﬁ Relalionships @ History

Start New Discussion

FontSizes ~ | B J U | A ~|Format~ o2 | E~

Lefs line up the flight text. Alzo, an itinerary and receipt have been emailed

For the phone switch likely to occur for Q4, does the system desizn ichude 2 switch we can easily flick (for new numbers and redirsots)?

&,

» Utility Panel

E 2 J «

[[7] SCRN6959: Thank you

PO H

New Comment AT
Ken Lee @
vl 11/3/2015 4:23 PM o0&y 0K Open -

Let's line up the flight text. Also, an itinerary and receipt
have been emailed.

For the phone switch likely to occur for Q4, does the
system design include a switch we can easily flick (for new
numbers and redirects)?

Reply
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A reviewer can use mentions to bring another stakeholder into the discussion. By using mentions with an
email address, reviewers can use Blueprint's email collaboration feature from within a Rapid Review.

THE RAPID REVIEW EXPERIENCE

The following describes a typical Rapid Review experience:

The stakeholder receives an email that a Blueprint user has shared a Rapid Review with them.

Clicking the link and logging in with their Blueprint credentials, the stakeholder begins to review all of the
artifacts that make up the Rapid Review on their tablet, laptop, or desktop.

They use the Explorer's hierarchical artifact list to click through the collection, or scroll through the Rapid
Review, viewing artifact details such as relationships or files, or participating in discussions.

When they require greater context, they can click and view information about related artifacts that aren't
necessarily part of the collection, or drill down to view sub-artifact details.

For any artifact, they can post new comments or reply to existing ones.

When desired, they mention other users directly in their comment, which emails them a copy of the
artifact and discussion.

In all cases, Blueprint brings their feedback quickly into the process, providing a richer collaborative experience.

Managing a Rapid Review

To work with Rapid Reviews from an author perspective, a user must meet the following requirements:

the user is assigned a project role that has Create and Edit Rapid Review privilege enabled (such as the
Author role)
the user has an Author license

Creating a Rapid Review

Click the Collections folder in the Explorer panel.

Create or open the collection that the Rapid Review will be based on.

Ensure the collection contains all the artifacts you would like to include in the Rapid Review.

The contents of a Collection and its corresponding Rapid Review can always be modified.

To add or remove contents, click Edit Contents in the collection tab, then modify the Collection as desired.
Ensure the Collection has been published.

In the Properties section, click Create Rapid Review.

The Rapid Review will launch in a new browser tab.
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6. Inthe Enter Details section, provide a Rapid Review Name, and add a Rapid Review Description.

Rapid Review Welome KenLee [ @

Rapid Review Settings ~
Create a Rapid Review for the selected collection and share it via email

4 Enter Details

Project ID / Name Collection ID / Name
PR6858 / BP Always (Blusprint for Enterprise Agile Sample) ACOS527650 / Booking and reserving

Rapid Review Name *
Rapid Review for bookings and reservations
Rapid Review Description

Functional requirements, screens, and user siories for fight (and other) bookings and reservations,
and rewards program registration.

a Artifact List Settings

D Mame
- &BUCD1_6851 Flight booking
UC1_6345 BP Alrways
Uc1_ 8380 Book a Fiight
[EiscRisa3t Google

Book a Flight

Database Request

Database Refrieve

[EEisCRNGI14 Book a Flight Lists
[EEISCRNG355. Book a Fiight Lists Rule Highlight
[EEisCRNGISY Thank you
F| FUNC-RGB9% Book a Fiight
4 F| FUNC-ROBOT1 Online Fiight CheckIn v
7. Click Save.

A confirmation message appears at the top of the screen:

@  saved successfully! View | Email Link to Rapid Review

You can now view, or email a link to the Rapid Review.

Modifying Rapid Review Details

1. Click the Collections folder in the explorer panel.
. Open the Collection that the Rapid Review will be based on.
3. Click the Edit link below the Rapid Review Name field.
The Rapid Review will launch in a new browser tab.
4. Modify the Rapid Review Name or Rapid Review Description as desired.
5. Click Save.

Editing Rapid Review Contents

1. Click the Collections folder in the explorer panel.
. Open the Collection that the Rapid Review is based on.
3. Click Edit Contents at the bottom of the Contents list.
In the pop-up, add or remove contents as desired.
4. Click Save.
5. Publish the modified collection (Home tab, Actions group).

Since the contents of the collection—and consequently, the Rapid Review—have changed, you may want to
broadcast this change to everyone who was previously sent the Rapid Review.
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Emailing a Rapid Review

1. Open the Rapid Review for the Collection you wish to broadcast to others.
If you have the Rapid Review URL, you can enter this in a browser. You can also launch the Rapid Review
from the main Blueprint application via its corresponding collection:
1. Click the Collections folder in the Explorer panel.
2. Open the Collection that the Rapid Review is based on.
3. Atthe bottom of the Rapid Review URL field, click View.
The Rapid Review will launch in a new browser tab.

For the convenience of the reviewer, the view is scrolled to the first artifact in the list.
2. Scroll up to reveal the Rapid Review title bar .

i Rapid Review for bookings and reservations # =
Funclional requirements, screens, and user stories for flight (and other) bookings and reservations, and rewards program registration

TR £ONA- Mactnmoar Cansien anfinn. - a _ ~

3. Click the Mail icon, located at the right.
4. The Email Link to Rapid Review pop-up appears.
Email Link to Rapid Review
To*
Select users or groups:
Subject =
Ken Lee has shared a link o a Rapid Review - Rapid Review for bookings and reservations

Message

Enter your message

s

5. Inthe Tofield, begin to enter the email address or name of the individual(s) or group(s).
Recipients are matched against Display Name and Email values for users that are registered with Blueprint.
Note that users require a Collaborator or Author license to participate in a Rapid Review.

6. Modify the Subject header if desired, and add a Message about the Rapid Review.

7. Click Send.
You will receive a notification that the email was sent successfully.

8. Close the browser tab to return to the main Blueprint application.

About electronic signatures

Note: Electronic signatures can only be requested for formal reviews.

Blueprint allows review coordinators to request electronic signatures from approvers. An electronic signature is an
indication that a requested approver verified his or her identity via a means of authentication and provided input
on the review. E-signature is a mode of verification that can help you meet certain industry standards and auditing
requirements.

Electronic signatures and approvers

The electronic signature feature can be enabled within a new formal review.
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SO | = RBL90: Baselines ... RVP15: New Revie... < * RVP7: Release 2... x

Baselines and Reviews : BP Airways =
7=\ RVP7: * Release 2.0 Review

-~  Properties

Name: |R.e|ease 2.0 Review
End Date: EnterDate B Review Type: |Fnrrna|
Status: | Draft | Start Review

Review URL:

| Launch Reviewers ExXperience

|| Require electronic signatures for formal reviews
[ | Mark Review As Complete only when all artifacts have been reviewed

Note: Project administrators can set all new formal reviews to require electronic signatures by defaultin
Project Settings (Project Administration Console).

When this option is enabled, electronic signatures are required from all approvers during the formal review. If the
additional Require Meaning of Signature checkbox is enabled, the reviewer will be required to select the project
role they are playing when they sign off.

This additional security step requires that meaning-of-signature definitions have been assigned to all approvers
(specifically, all approvers' respectively assigned project roles have been assigned meaning-of-service definitions).

After areview has started, review participants can launch the review in the Reviewers Experience. When the
review participant chooses to approve or disapprove an artifact, Blueprint prompts the user for an electronic
signature. The user must confirm his or her identity using federated authentication or password authentication.

-

Electronically Sign Artifact X

Electronically sign with Corporate co
Credentials

OR
Enter your password to electronically sign:

I Agree I Decline

Note: The federated authentication section of the Electronically Sign Artifact dialog can be customized
within the Instance Administration Console.
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In the above example, a meaning of signature is provided, the user name is required, and federated configuration
has not been configured.

The components of the electronic signature prompt depend on various settings:

B By default, the User Name field is automatically populated; the user only has to provide their password.
B |f the additional Require Meaning of Signature option is enabled, the User Name must also be provided.
B For meaning of signature, the user will be shown their role for the review, and what their sign-off means

from a project perspective.
B |f they have a single role, this role, and its elaborated meaning, will appear in the prompt.
m |f they have multiple roles, they will all be presented and enabled. The user can clear any

checkboxes for roles that do not apply to their signature for the artifact.
B |f federated authentication is configured, they will have the option to provide this information with the
external service instead.
The electronic signature and approval status details appear on the Reviews tab (bottom pane) when the artifact is

selected.
The electronic signature and approval status details are organized into the following columns:

B Review Participants
B Approval

B Electronically Signed On

EEIL=PLPOR

DOC1978571: AirportsList.xls

Reviews Status | Approval Created Date
2 First Review  Closed /10071 01/11/2013
| = Second Review Active N/A 04/11/2013

|$i Third Review  Active /10070 05/11/2013

-
RWP2124968: First Review
4 Details
Contents 2124967: New Baseline 1
Artifact Version 1
4 Review Participants Approval (2 Review Participants)
Review Participants | Approval Electronically Signed On
Christina Approved 01/11/2013 11:23:37 AM
Jamal Pending &pproval

Requesting electronic signatures for a formal review

Note: Project administrators can set all new formal reviews to require electronic signatures by default in
Project Settings (Project Administration Console).
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Blueprint allows review creators to request electronic signatures from approvers in a formal review. Electronic
signatures can only be enabled for all approvers in a formal review.

To request electronic signatures from approver(s):

Note: In order to configure a formal review package, you must first create a baseline to include in the
review package.

1. Create areview package.

Click the New button, point to Child Artifact and then click Review.
2. Selecta baseline to include in the review.

Click Select Contents and Approval.

The Choose Review Contents dialog box appears.

Select Formal Review.

Select your baseline and then click Add.

Click OK.

Note: Only after you select your baseline can you enable Require electronic signatures for formal
reviews.

3. Select Require electronic signatures for formal reviews.

The electronic signature feature can only be enabled for all approvers in a formal review.

HE | = | RBL90: Baselines ... RVP15: New Revie... * * RVP7: Release 2.,, x
Baselines and Reviews : BP Airways =
RVP7: * Release 2.0 Review

-~  Properties

Name: |R.Elease 2.0 Review

End Date: EnterDate B Review Type: |Furrna|

Status: |DmFt | Start Review
Review URL: | Launch Reviewers Expenence

|| Require electronic signatures for formal reviews
[ | Mark Review As Complete only when all artifacts have been reviewed

4. If you require meaning-of-service definitions to be assigned to users, select Require Meaning of Signature
(Mos).
Enabling this option will also require reviewers to provide their user name in addition to their password to
electronically sign off.

5. Add the approvers.

Click Select Review Participants.
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Select the users you want to include in your review and then click OK.
6. Startthe review.
Click the Start Review button.
To make the review live, click the Publish button (Artifacts group, Home tab).
When approvers begin the review and either approve or disapprove an artifact, they must provide electronic
signatures either via federated authentication or password authentication. If meaning-of-signature definitions are

required, approvers included in the review in multiple roles will also have to select the one that applies to the
current decision.

Generating an office document

Blueprint allows you to generate Microsoft Word and Microsoft Excel documents using the data from your
Blueprint artifacts.

Before you can generate office documents, your instance administrator or project administrator must author a
template and add the template to the instance or project.

Here's an example of a generated document in MS Word format:

Detailed Specification

Project Created By John Smith

Created 15/03/2012 11:23:45 AM
Document Source Live Artifacts

Requirements

BR555211: Business Requirement| Business Requirement]

Version: 1
Published by: John Smith

Name Value

ID BR555211

Name Business Requirement
Description

Qutline 1.1.

Custom Properties

QOwner

Priority

BR555215: Business Vision[ Business Requirement]

Version: 1
Published by: John Smith

Name Value

ID BR555215
Name Business Vision
Description

Qutline 3.1.1.1.

C Properties

QOwner

Priority

Here's an example of a generated document in MS Excel format:
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A B C D E F G H 1 ] K
1 NN Blueprint Hierarchy Outline Number 1D MName Blueprint Type Description Owner  Priority
BRS55 Business Business
2 1 + 1.1 211  Reguirement Reguirement
BRS55 Business Business
3 2 + 3.1.1.1. 215 Vision Reguirement
BR555 Business Business
4 |3 + 3.1.2.1. 216 Requirement Reguirement
UR355 User User
5 |4 + 3.1.2.2. 217 Requirement Reguirement

10

11

12
13
14

10

11

FR555 Functional Functional

+ 3.1.3.1 218  Requirement Requirement
MNon- MNon-
NR555 Functional Functional
+ 3.1.3.2. 219  Requirement Reguirement
BRS55 Business Business
+ 3.2.1.1. 220 Vision Reguirement
BR555 Business Business
+ 3.2.2.1. 221  Reguirement Reguirement
UR555 User User
+ 3.2.2.2, 222 Requirement Reguirement
Non- Non-
NRS55 Functional  Functional
+ 3.2.3.1 223 Requirement Requirement

FR555 Functional Functional
+ 3.2.3.2. 224  Requirement Requirement

You can export artifact data to a Microsoft Word or Microsoft Excel document, assuming your instance
administrator or project administrator has added templates to the instance or project.

To generate a Microsoft Word or Microsoft Office document:

1.

Click the Office Document button on the ribbon (Import/Export tab, Export group).
The Source Project screen of the Generate Office Documents dialog appears.

Select the project that contains the artifacts that you want to include in the generated office document, and
then click Next.

The Document Template screen appears.
Select the document template to use, and then click Next.

The name and format of each template is displayed. The template format can be MS Word or MS Excel. MS
Word templates can only produce MS Word output. MS Excel templates can only produce MS Excel output.

Note: If there are no templates listed, your instance administrator or project administrator must
author a template and add the template to the instance or project.

After you click Next, The Document Source screen appears.

Select whether you want to use data from live artifacts, or data from a baseline or review, and then click
Next.

If you select the baseline or review option, you must select a baseline or review.

After you click Next, the Document Scope screen appears.
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5. Select the document scope, and then click Next.

Select the artifact(s) that you want to include in the document. Simply select the artifacts and click the Add

button.

Tip: To select all artifacts in a folder, select the folder and then click Select All.

6. Specify your document output options.

® Specify the Document Name and location for the generated document.

B Generate images for document output: Defines whether or not you want to generate images for
graphic artifacts that you are exporting, such as diagrams. If this option is disabled, images are not

When office documents are generated in Blueprint, they are automatically saved in Blueprint for reference

exported.

If this option is disabled, images (that is, graphic artifacts) are not included in the document output.

purposes.

7. Click Finish.

The document generation has been scheduled and placed into the job queue.

When the document has generated successfully, you can click the notification icon (F) to see the new document

artifact. Simply open the document artifact and click the Download link to download or view the generated Office

document.

Note: If you are using Internet Explorer 8, you must enable the automatic prompting for file downloads

security setting before you can download the file from Blueprint. To enable this setting, click Tools >
Internet Options > Security > Custom level... > Downloads and then enable the Automatic prompting
for file downloads option.

Generating a Review Approvals Summary

As part of the Blueprint 8.3 release, you now have the ability to export a formal Review artifact through document
generation. The Review information appears as an Approvals Summary that details signoff based on all approvals
and elecontonic signatures submitted during the review process.

Review Approvals Summary

Name Signature Review Complete
AGanpaul Director of  Marketing 24 0 0 Anaud Ganpaul 12/2/2017 11:16:56
Marketing Stakeholder AM GMT -04:00
ABhalla VP of Product 23 0 1 Aman Bhalla 12/3/2017 18:10:11
Product Signoff AM GMT -04:00
AFergus Director of  IT Signoff 20 3 1 Adam Fergus 12/2/2017 21:04:01
DevOps AM GMT -04:00
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