SAGE KNOWLEDGESYNC
(Professional Edition)

USER’S GUIDE

Welcome to Sage KnowledgeSync!

Thank you for using the Sage KnowledgeSync Professional Edition solution. Please
note that there are two versions of Sage KnowledgeSync — the Professional Edition and
the Enterprise Edition. This guide is designed to be used with the Professional Edition.

If you are looking for documentation on the Enterprise Edition, please download the
following document:

http://knowledgesync.com/lit/ks impl quide.doc

http://www.vineyardsoft.com/lit/ks manual.zip

System Requirements

Sage KnowledgeSync must be installed on a server that has ODBC (Open Database
Connectivity) access to the Sage Software application you wish to integrate with. Sage
KnowledgeSync is installed on only one machine (a server) with the following minimum
hardware requirements:

Platform: MS Windows NT, 2000, 2003, XP, or Vista
Memory:: 256 MB (or greater)

Processor: 1.0 GHZ (or greater)

Disk Space:  (For installation) 64 MB

Disk Space:  (For the application) 32 MB

Download the Professional Edition

Go to www.sageknowledgesync.com and click on the Link to download the Professional
Edition application to the server on which it will be installed. Note that this Download
will install the live Sage KnowledgeSync application; it comes with a 30-day evaluation
license code so that you can try out the software before you purchase it.

If you choose to purchase the Professional Edition, you will be provided with a license
code that will enable you to keep using the application beyond the initial 30-day
evaluation period.
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Installation

Once you have downloaded the Professional Edition installation file
(“SAGE_KS_Setup_V72”) execute this file to begin the installation. You will be shown
the following window:

i Sage KnowledgeSync Professional Setup E|§|E|

Welcome to the Sage
KnowledgeSync Professional
Installation Wizard

It iz gtrongly recommended that you exit all Windows programs
before running thiz setup program.

Click Cancel to quit the setup program, then close any programs
you have running, Click Hest o continue the inztallation,

Wit RAMIMG: Thiz program iz protected by copyright law and
international treaties.

|drnauthorized reproduction or distribution of this program, or any
partion of it, may result in zevere civil and criminal penalties, and
will be prozecuted ta the masimum extent pozsible under law.

Mext > ] [ Cancel

INITIAL INSTALLATION WINDOW

Click on “Next” to continue and you will see the following window:

i Sage KnowledgeSync Professional Setup

License Agreement

“r'ou muzt agree with the licenze agreement below to proceed,

VINEYRRDSCOFT CORPORATICN ENOWLEDGESYNC S5OFIWARE LICENSE -~

1. GERANT OF LICENSE. Vineyardsoft Corporation
("Vinevardsoft™), grants to you, the end user, a
personal,

nonexclusive license to use a single copy of this
software

program, including any updates, additional modules, or
additional =zoftware provided by Vinevardsoft in

connection
therewith (the "Software™), =solely for your own use, and
solely in accordance with the terms and conditions of w

()| accept the license agresment
(#) | do not accept the licenze agreement

[ Rezet ] [ < Back

LICENSE AGREEMENT WINDOW

Wiz Inztallation wizard®
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This window presents you with the Sage KnowledgeSync License Agreement. Review
the terms of the agreement, click on “I accept the license agreement” and then click on
the “Next” button to display the following window:

5 Sage KnowledgeSync Professional Setup

The following information describes this installation.

Sage EnowledgeSync Professional V7.2 Notes January 31, -
2008

Flease note:

¥You mu=st have CODEC installed on all computers that will
use Sage EnowledgeSynec.

¥You mu=st also hawve a unigue CDBC source for each
application that you wish to create inside Sage
Enowledge3ync. Before you can access applications within
S5age EnowledgeSync, you must first create unigue source
names pointing to each application. These sources need to
e the zame on all computers that will use the same Sage
EnowledgeSync database.

Wise Installation Wizand®

[ < Back H Mext » l [ Cancel

OPEN DATABASE CONNECTIVITY (ODBC) INFORMATION

The information in this window lets you know that Sage KnowledgeSync uses ODBC (a
standard application integration technology) for integrating with your Sage application.
Sage KnowledgeSync requires a system (not user) ODBC source defined to the location
of your Sage application database. If one does not already exist, you will have the
opportunity to create it at the end of the installation.

The next window allows you to specify your name and organization name, along with
specifying who has access to the Sage KnowledgeSync application. (Note that additional
user access settings are configured within the KnowledgeSync application.)
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i Sage KnowledgeSync Professional Setup

Enter the following information to personalize your inztallation,

Full Mame: [Dwned

Drganizahion: |

The settings for thiz application can be installed for the curent user or for all uzers that
share thiz computer. Y'ou must have administrator rights to install the settings for all
uzers. Install this application for:

(#) Anyone who uses this compter
2 Oy for me [Dwner)

Wise Installation Wizard®

[ < Back H Mext > ] [ Cancel

INSTALLATION PERSONALIZATION SETTINGS

Fill in this information and click on “Next”.

i Sage KnowledgeSync Professional Setup

Destination Folder

Select a folder wihere the application will be ingtalled,

The Wize Inztallation wizard will inztall the files for S age KnowledgeSyne Profezzional in
the fallawing folder.

To ingtall inta a different folder, click the Browse button, and select anather folder.

'ou can chooze not to install 5 age KnowledgeSync Professional by clicking Cancel o,

Destination Folder

C:%Program FileshSage Softwareh5 age KnowladgeSpnch

Wiz Inztallation wizard®

[ < Back H Mewt > ] [ Cancel

INSTALLATION LOCATION

Specify where you would like KnowledgeSync to be installed. Use the “Browse” button
if you would like to install KnowledgeSync in a location other than the default.

Click “Next” to move on to the following window:
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i Sage KnowledgeSync Professional Setup E]|E|Pz|

Select Features ﬂ
(Toe)

Core Compaonents Feature Description:
=- 5'_3[""3' LComponents Core companents needed far all other installed
= = | Client Compornents features.

Thiz feature will be installed an the local hard
drive
This feature requires 17ME on wour hard drive.

Current location:
Browse

C:\Program Files\Sage SoftwareSage KnowledgeSynch
Wize Installation Wizand®
DiskCDst] [ Rezet ] [ < Back H Mext = l [ Cancel ]

INSTALLATION COMPONENTS

By default, the Professional Edition installs all three components of Sage
KnowledgeSync and this is the recommended configuration.

(The only time you should consider not installing all three components is if you wish to
install the KnowledgeSync “core” and “server” components on one machine, and the
“client” components on one or more other machines.)

Click on “Next” to begin the installation:

i Sage KnowledgeSync Professional Setup EI|E|PE|
Ready to Install the Application .
Click Mest to begin installation.
? 8

Click the Back buttan to reenter the installation infomation or click Cancel ta exit

the wizard.

wize Installation ‘Wizard®

[ < Back " NS ] [ Cancel

BEGIN INSTALLATION

Click on the “Next” button and the remainder of the KnowledgeSync installation will
proceed until finished. The installation will take approximately one minute to complete,
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at which time you will be shown the following window:

i Sage KnowledgeSync Professional Setup Q|§|@|

Sage KnowledgeSync
Professional has been
successfully installed.

Click the Finish button to exit this installation.

- Eimish

INSTALLATION COMPLETION MESSAGE

Click on “Finish” and you can now proceed with connecting Sage KnowledgeSync to
your specific Sage application.

Initial Configuration

Go to your “Sage Software - Sage KnowledgeSync” Programs Group and select the
“Navigator” option. The following log-on window will appear:

. Sage KnowledgeSync Event Manager E|

User Name: |4dmin

Password: |

k. Cancel

KNOWLEDGESYNC LOG-ON WINDOW

By default, KnowledgeSync is shipped with a username of “Admin” and no password.
(You can add to or change user authorizations in the “Administrator” module.)

Click on the “OK” button and you will be brought to the following window:
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w. Sape KnowledgeSync - Professional Edition Initial Setup and Configuration g@g|

Fleaze zelect one [1] Sage Application below to uge with Sage KnowledgeSune Professional

SaneMas S0 ERP 4.7
Sage MaS S0ERP 4.1
Sage MaS 200 ERP 3.7
Sage Mas 200 ERF 41
Sage MaS 500 ERP
Sage PP ERF
SAG E Sage BusineszsVision
Sage Business'work s Accounting
KN OWLE DG ESYNC Peachtree by Sage
Sage Timberline Office
Sage Pro ERP

Sage Accpac ERP
ACT! by Sage
SageCRM

Sage FAS Fived Aszets
Sage SalesLogix

Sage Knowledgesune will need to connect to vour Sage application uzing an ODBC Data Source Mame. This ODBEC
Source Mame must be a SYSTEM ODEC source and must NOT reference a mapped diive. Maote, you may have to
create this yoursell if you don't have a source setup already. Please consult your Sage product's documentation on how
to create a SYSTEM ODEC source and connect to your Sage application's database.

|se evisting ODBC Source Name: | J |

Usermame: |

Password | | |

Sage Knowledge uses email meszages to notify people in pour organization when alerts and events are iggered in your
Sage application. In order ta deliver these email messages, pou must first define the email address that will be used ta
send these emails. Please enter the email address below.

Email address: |

Cancel

SAGE KNOWLEDGESYNC FIRST-TIME LOG-ON WINDOW

Please refer to the following sections for details on filling out the information in this
window.

Choose Your Sage Application

Your first step is to select the Sage Software application that you will be using the
Professional Edition with. Note that you can select only one (1) application. (If you wish
to use KnowledgeSync with multiple Sage applications, you will need to install the
Enterprise Edition of Sage KnowledgeSync).

» Single-click on the Sage Software application you will be using with the
Professional Edition.

Select Your ODBC Source

Your next step is to choose the ODBC source that points at the location of your Sage
Software application. Click on the List button to display currently-defined ODBC
sources. If the source you require does not currently exist, click on the “Create New
ODBC Source” button to go into the option to create ODBC sources.

Note: Your ODBC source must not reference mapped drives. Please be sure to use UNC
formatting when specifying the location of your Sage application.
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If your ODBC source requires a username and/or password, enter that information here
and then click on the “Test ODBC Connection” button to confirm that your ODBC
source can successfully access your Sage application database. (The test’s results will be
displayed in the lower left-hand corner of this window.)

Specify Your Email Alert Account

The last step in this window is to specify the email address of the account that Sage
KnowledgeSync will send alerts from.

By default, the Professional Edition includes an embedded SMTP (Internet) email engine;
all you need to do is to specify a valid email address within your organization’s domain
that you’d like to have the alerts sent from.

Note that you can also change the name of the email alerts account from “Sage
KnowledgeSync” to anything that you prefer.

Click on the “OK” button.

Note for MAS 90 / MAS 200 Providex Clients

If you are using Sage KnowledgeSync with the Providex database versions of either
MAS 90 or MAS 200, Sage KnowledgeSync will run an extra “Optimization Module” to
facilitate the processing of the MAS application data.

You will notice some messages that appear at the bottom-left of the preceding window as
KnowledgeSync goes through this optimization process. This process may take a couple
of minutes, but — when finished — will present you with the main Navigator window as
detailed in the following sections.

License Code Entry (If Purchased)

If you have purchased the Sage KnowledgeSync Professional Edition, your license code
will have been sent to you via email. If you are evaluating the Professional Edition, you
may skip this section, as the application comes with a 30-day evaluation license code.

If you have received a perpetual license code, follow these steps to enter it into the
Professional Edition:

*  With the Navigator module open, click on the “Help” menu and choose “About
Sage KnowledgeSync”.

» Click on the “License” button. Cut-and-paste the license values from your email
message into the License Code Entry window and click on “OK”.

Note that in the Professional Edition, your license code expires annually; you will receive
a new license code upon renewing your annual Maintenance and Support contract for the
Professional Edition.
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If You Are Evaluating .

If you are evaluating Sage KnowledgeSync, follow these initial steps to show how
KnowledgeSync can deliver an email alert message about a critical condition within your

Sage application database.

Define Yourself as an Alert Recipient

The first step is to add yourself to KnowledgeSync as a potential alert recipient (called a

“subscriber” in KnowledgeSync).

In the Navigator, expand the “Subscribers” branch, locate the “Sales Team”, right-click

on that group and select “New User”.

You will see the following window:

Sage KnowledgeSync - Subscribers\Sales Team

Elle Edit Help

Histary:

[ saveand Close jgf Save and lew | ¥ Delste

Subseriber Mame:

Description ]Cupﬂ Emall] Fax] Fage] WebEasll SubSDHDhUnS]

Intemal [0 number:

Last Marne: ||

First Name: |

Full Mame: |

Job Title: |

Company Name: |

Phone Number: |

IP &ddress: |

Computer Name: |

User Lookup Key: |
[~ Active

Item created by: |

Item created on:

Item last changed by: |

Item last changed or:

| Nest »» | Cancel ‘

Help

» Fillin the your last, first, and full name, company, and title. Click on the

“Active” checkbox.

* Click on the “Email” tab. You will see the following window:

SUBSCRIBER DEFINITION

Administration




Sage KnowledgeSync - Subscribers\Sales Team

Fle Edit Help
& save and Close i Save and New | ¥ Delete

Subscriber Name:

DESCIiD[iDI’]} Copy IFaxl F’age] WEhEasl] Subscriptions

Email Address1: |
Email Address2: |

Please select which Email Address to use at the specified time:

1=Email Address 1, 2=Email Addiess 2, * = Both, Space Bar for None
Segment [ Sunday tanday Tuesday | “Wednesday [ Thursdap Friday Saturday | =
> 12:00 AM 2 2 2 2 2 2 2
12:30 AM
1:00 &b
1:30 A6
2:00 &t
2:30 40
200 &
330 A
4:00 &b
4:30 A0
5:00 &b
530 A
E:00 &t

rafra| [ ra | rafro o ra | fraf o
rafra| [ ra | rafro o ra | fraf o
rafro| [ re | rafro o ra | [raf o
rafro| [ re | rafro o ra | [raf o
rafro| [ re | rafro o ra | [raf o
rafro| [ re | rafro o ra | [raf o
rafro| [ re | rafro o ra | [raf o

Restore Defaults ‘ Use AddressT for Al ‘ Use Address2 for Al ‘ Use Both for Al ‘

<< Back ‘ Mext »> | Cancel | Help ‘

SUBSCRIBER “E-MAIL” TAB
»  Enter your email address in both the “Address 1” and “Address 2” fields.

» Click on “Save and Close” at the top-left of this window.

Select an Event to be Notified About

The next step is to choose an event that you wish to be notified about. Follow these steps:

» Close the “Subscribers” branch of the Navigator so you no longer see the
subscriber group names.

« Expand the “All Events” branch so you can see the name of the Sage application
you are monitoring with KnowledgeSync.

» Expand the Sage application branch. Your window should look like the
following:
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—. 1

Clients > 120 Days Overdue |
i
:;J' Clients Running Out of Credn :
— c
oo |

o B T L. Itern Sale Starts or Ends Today ;
|
Subscribers [ 7 -

= .
fr oo |
oo ]

S PO tems Dus for Recept Today |1

— 4

SAGE MAS 90 EVENT LISTING

Select an event that — based upon the data in your Sage application — you think

there will be matching records. (E.g., if you know that you have items that are
below their re-order level, choose the event called “Items at or Below Reorder

Point”.)

Right-click on your selected event and choose “Edit Event”. The following

window will appear:

& Sage KnowledgeSync - Application Events\Sage MAS 90 ERP 4.1\Events

File Edit Help

[ save and Cloze g Save and new | # Delete | A& Previous = W Next -

Histary:

Ewent Description: Items At or Below Reorder Point

Description Iﬂuenesl Hepurtsl Filesl CUD.VI Emai\l Faxl Pagal WEbCasll Acliuns' Subscribers' Schedulel Tracking

Intemal D rumber: 5545

Event Descriptian: IItems At or Below Rearder Paint

Lookup Key (O ptional): I
Priarity [0=Highest): m
[~ Active
v Repeat notification for tiggered items.

v FK.eep only last checked record in Monitor

Item created by: IKnanedgeSync Ewent M anager

lkem created on: |1.v‘1 B/2008 6:54:08 A

Item last changed by: IKnowIedgeSync Ewent Manager

ltem last changed on: |11‘28J2DDS 10:24:22 5M

Motes:

<< Back | Newt > | Cancel | Help

EVENT CONFIGURATION DETAILS
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Review the Event’s Alert Configuration

Click on the “Email” tab to see what the alert message will look like:

& Sage KnowledgeSync - Application Events\Sage MAS 90 ERP 4. 1\Events
File Edit Help

& zaveand Close i Save and New | 3 Delete | 4 Previous ~ 4 Next -
Event Description:  Items At or Below Reorder Point

{

Des:nptiunl Queries} Flepculs] F\IES} Copp Em.
Available values far use in meszage content:

Fax] Page] \N"ebCasll Actions] Subscnbars] Schedu\e] Tracking]

Itern_D escription} A~

Itern_\Whse_Keyt =]

ItemMumbert |
{MasimumOnHand}

M inimumOrderCity} hr]

Email Account to Send From: |Sage KnowledgeSyne

Email Reply Address (Optional): |

Lol Ll

Meszage Subject;

IC; Item Warehouse; Item is At or Below Recrder Point

Meszage Text:

The following items =re =t or below their reorder peint:

: -~
{BEGIN“REPEAT} 1
Item Number :  [ItemMumber}

Ttem Name {ItemDescription} B
Warehouse {WhseDescription}

Bin Location : {BinLocaticn}

v

~ 3
-

<< Back ‘ Mest > | Cancel ‘

Help

EVENT ALERT MESSAGE CONFIGURATION

Subscribe to the Event

Click on the “Subscribers” tab and click on the “Add Subscriber” button. The following
window will appear:
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&, Sage KnowledgeSync - Add Subscribers

Flace a checkmark next to the subscriber or group to notify

= E\Suhscrihels‘é
Dtompulers
=[] Users
[[] Customer Service
=[] Engineering
[[] Client Group
[ Documentation
[] Quality Assurance
[] Research and Development
[[] Server Group
[ Sustaining Group
[] Executives
[] Finance
[] 5age MAS 90 ERP 4.1 Salesreps
[] Sales Team

[ R

Add Subscriber Cancel

EVENT SUBSCRIBER CONFIGURATION

» Expand the “Sales Team” group and put a checkmark next to your name.

e Click on the “Add Subscriber” button and then click on “Save and Close” at the
top-left of your window.

You are now ready to run this event and send yourself an alert.

Run the Event

In a normal KnowledgeSync environment, each event is scheduled to check for its
conditions on a periodic basis, such as every 30 minutes, hourly, every Monday at 9 AM,
and so on.

But since we want the event to run right now, follow these steps:

» Right-click on the event you just subscribed to and choose “Schedule This Event
Now”. This option will run this event once - right away.

» Click on “Yes” to confirm that you wish to run the event right now.
Monitor the Event’'s Execution

Go to your “Sage Software - Sage KnowledgeSync” Programs Group and select the
“Monitor” option. The following window will appear:
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= Sage KnowledgeSync Event Monitor

Fle View Help
Achivity
El Maoritor Folders Server Status
e i Activity Server Status Errar Message
Y Sewer Status ¥ | Sage KnawledgeSune | 1dle
5 Cuntent User Logins Scheduler dle
% 3 # Scheduler Application Event Idle
* ? Application Events Emai Server Idle
2 1 Report Distrbution Page Gerver Shutdawn Shutdawn
o = Email Delivery Fa Server Shutdown Shutdown
- & Fax Delivery Capy Server Shutdown Shutdown
& B File Dslivery Fieport Server Shutdown Shutdown
- B3 Pager Delivery “Webcast Server Shutdawn Shutdawn
[ é “Webcast Delivery Action Server Shutdown Shutdown
] Report Generation
Schaduler 63 # Actions Taken
- i Email Response

Application Events
Repart Distribution
Email Delivery
Fax Delivery
File Delivery
Pager Delivery
‘Wehcast Delivery
Repart Generation

Actiors Taken
ol | i

Email Response
Cancel

KNOWLEDGESYNC MONITOR WINDOW
Expand the branch called “Application Events”.

Click in the “Checked Today” branch. You should see that the event was
successfully checked, as shown in the following illustration:

= Sage KnowledgeSync Event Monitor

Eile View Help
Aty lication Events
Scheduler
Fpmlination Events | |24 Manitor Folders - Application Events Checked T oday
o g Activy [ 10 [ Application [ E vent Diescription
[ Server Status (3] 7| S age MG G0 ERF 4.1 Tters Ao Eelow Flearder Fait

& Current User Logins
W ¥ Scheduler
=) (2 Application Events

TN Pending

+ Checked Today

+ Checked Vesterday

+ Checked [ALL)
Triggered Today
Triggered Yesterday
&) Triggered [ALL)
Errors Today

< 4B

e

Errors Yesterday
Ermors [ALL)
HEED::"%‘:S:':”“ -~ §7) Riepon Distibution
& =1 Emal Delivery
Fa Deltvery - il Fain Delivery
File Delvery e [ File Deliveny
Pager Delivery - B Pager Delivery
‘wehcast Delivery 63 ‘webcast Delivery
Repart Generation | | = é Report Generation
Actions Taken + Actions Taken ™
Emal Fesporse | | €1 = : =2

Cancel

KNOWLEDGESYNC “CHECKED” EVENT

Next, click in the “Triggered Today” branch. If the event found matching
conditions in your Sage application database, you should see that the event was
triggered, as shown in the following illustration:
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=] Sage KnowledgeSync Event Monitor

File View Help
Actiity Application Events
Scheduler
Application Events | 1= Monitor Foiders ~ Application Events Triggered Today
- Activity [ 1D [ pplication [ Event Description
& T Server Status ] 1 5age MAS SOERP 41 | Items At or Below Reorder Point
M Cunent User Logins

% Scheduer
=4 Appiication Events
J N Pending
¥ Checked Today
 Checked Yesterday
 Checked (ALL)
§ Tod:

jered T oday]

Triggered Y esterday

{8 Triggered [ALL)
Enors Today
Enars Yesterday
Enors [5LL)
— “ Fieport Distibution
ESIESET] + g Emi\\Dahvevy

FaxDelivey v & Fax Delivey

File Delivery w- fl File Delivery

PagerDelvey |5 & Pager Delivery
Webcast Delivery | | é Webcast Delivery

Fieport Distribution

Fiepor Genetation Riepart Generation
Actions Taken Actions Taken )
s el e

|~ ==

Email Flesponse

Deliverables Cancel

KNOWLEDGESYNC “TRIGGERED” EVENT

» From here, you can scroll the right-hand window to the right to display the text of
the alert message (scroll until you see a column called “Message Text” and then
point your cursor at that field to pop up the alert message details) and you can
click on the “Deliverables” button (at the bottom-left) to see who the alert was
sent to, when it was delivered, and so on:

E Sage KnowledgeSync Event Monitor

File View Help
Acthity Application Events
S cheduler
Application Everts | |2 Monitor Foldsrs ~ Application Events Triggered Today ||
=gl Activity [ Sublect [ Message Text
T server Status ¥ }IC: Item Warehouse; | The fallowing items are at or below thei reorder point;

B Curent User Logins
B Scheduler
-4 Application Events

N Pending 1< _ 1
~ Checked Today Deliverables For: Sage MAS 90 ERP 4.7 - Ikems At or Below Reorder Paint
+] Checked Yesterday [0 [Method [ Subscriber [Sent/action [ Desti

¥ Checked [ALL) ¥ [Ewail | Farber, Don [Vinepadsolt Coporation] | Message | Addre

#4) Triagered Today
&) Triggered Yesterday
&) Triggered [&LL)
Errors Taday
Enrors Yesterday
Errors [ALL)

4B

&

Ficpurt Distibution

41 Report Distribution
EFmaMD DTllveu' =] Email Delivery
ax Delivery & Fax Delivery
File Delivery £l File Delivery
Paget Delivery

B3 Pager Delivery
‘Webcast Delivery
Fieport Generation
Actions Taken b

| & Ll 10
Close Deliverables Cancel Triggered ltems

Wiebcast Delivery
Fieport Generation
Arlions Taken
Email Fiesporrse

A FEE -

KNOWLEDGESYNC EVENT “DELIVERABLES”

And you should now check your own email account, as there should be an alert
message waiting for you, delivered by KnowledgeSync.
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KnowledgeSync Users Guide

The remainder of this guide details all the components of the Sage KnowledgeSync
solution. If you have any questions or require any assistance, please contact Vineyardsoft
Corporation or look through the on-line KnowledgeSync knowledgebase.

Note that the remainder of this guide addresses all of the KnowledgeSync options that are
available in the Professional Edition. Those options that are not available in the
Professional Edition (but are available in the Enterprise Edition) will appear within the
Professional Edition software, but will not be able to be activated

Those options that are available in only the Enterprise Edition will not be detailed within
this guide.

Alert Recipients (Subscribers)

Before you begin adding or configuring events, you should begin by defining your alert
recipients — also called “subscribers”.

Events can be configured to send an alert to:

* A pre-determined set of people (e.g., an event that identifies overdue receivables
might always sends its alert to your CFO).

» People related to the condition that occurred (e.g., an event that identifies new
orders might send its message to the customer for whom the order was placed).

No set-up is required for the second type of recipient; but you do need to configure
“subscriber profiles” for the first type of recipient; this should be done before you start
working with your events.

Event Subscribers

Event subscribers are stored in “groups”. To see a list of all currently-defined Subscriber
Groups, expand the Subscribers branch as follows:
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KnowledgeSync Event Manager- Graphical Designer

’ All Events m Executives

Py
gt Finance

P

gt Macola Users

P

g MAS Salesreps
P

gt Sales Team

Py

gt SalesLogix Users

SUBSCRIBER GROUPS

Each event can be configured to notify individual subscribers or everyone within certain
subscriber groups. Although you can add subscribers to the pre-configured groups that
come with KnowledgeSync, you can also create additional groups of your own.

To add a subscriber group, right-click on the “Subscribers” branch, select “New User
Subscriber Group”, key in the name of the new group and click on “OK”.

To change the name of a subscriber group, display the group whose name you wish to

change, right-click and select “Properties”, change the group’s name and click on “OK”.

Adding a Subscriber

To add a subscriber, expand the “Subscribers” branch, locate the group to which you
wish to add the subscriber, and right-click on that group and select “New User”.

You will see the following window:

Administration
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KnowledgeSync - Subscribers\Sales Team

Fle Edit Help
& save and Close i Save and New | ¥ Delete

Subscriber Name:

Description IEnpy] Emai\] Fax] Page] WEhEasl} Suhscriplinnsl

Internal 10 rumber

Last Mame: ”

First Name: |
Full Mame: |
Job Title: |

Campany Mame: |
Phong Murber: |
IP Address: |

Computer Mame: |

Uszer Lookup Key: |

[ Active
Histary:

Item created by: |

Itemn created on: |

Item last changed by: |

Itemn last changed on: |

‘ Mext »> | Cancel Help

SUBSCRIBER DEFINITION

Fill in the user’s name, company, title, and related information. If this person can
receive alerts, click on the “Active” checkbox. Make sure the “Full Name” field
has a value, as this is used when subscribers are listed in the application.

Click on the “Email” tab. You will see the following window:

KnowledgeSync - Subscribers\Sustaining Group

File Edit Help
[ save and Close il Save and New | X Delete

Subseriber M ame:

Description] Copy Email ]Faﬂ Page] W’ebtastl Subscnpt\ons]

Email Address1 |
Ermnail Address2: |

Please select which Email Address to uge at the specified time:

1=Email Address 1, 2=Email Address 2, * = Both, Space Bar for None
Segment|  Sunday Monday Tuesday |*Wednesday | Thursday Friday Saturday | =
b 12004M 2 2 2 2 2 2
12:30 &M
1:00 &M
1:30 AM
200 &M
2:30 44
300 AM
2:30 &M
400 &M
4:30 AM
500 &M
5:30 &M
E:00 AM

ra|rafma [ro | maf o ra | raf o ra | e
o rafmafro | rafrafra ra | raf o ra | ra
o rafmafro | rafrafra ra | raf o ra | ra
o rafra R0 rafrafro ra | rafro | ra | ra| ro
ol rafrafro | rafrafro ra|rafro | rara
ol rafrafro | rafrafro ra|rafro | rara
ol rafrafro | rafrafro ra|rafro | rara

Restore Defaults | Use Address1 for Al | Use Address2 for Al | Use Bath far Al |

<< Back | Mexst>> | Cancel ‘ Help |

SUBSCRIBER “E-MAIL” TAB

Key in the subscriber’s email addresses.

Note that if you enter a primary delivery address and press your tab key, the
primary address will automatically be copied into the secondary address field.
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The grid in this tab is where you can specify which address (primary, secondary,
both, or none) will be used based upon the time of day and day of the week when
an alert occurs. Notice that the grid scrolls down to display times after 6 AM.

The number ‘1’ indicates the primary address, ‘2’ is the secondary address, an
asterisk will alert both addresses, and a blank will cause no alert to be sent.
» Click on “Save and Close” at the top-left of this window.

(Please note that Email is the only alert delivery method in the Professional Edition; other
alert delivery methods are allowed in Sage KnowledgeSync Enterprise Edition.)

The “Subscriptions” Tab

The “Subscriptions” tab is an informational listing of all the events that this subscriber is
currently signed-up to receive alerts about.

Deleting Subscribers

To delete a subscriber, go to the subscriber you wish to delete and click on the “Delete”
button at the top of your window.

Adding & Editing Events

To add or edit an event, open the KnowledgeSync Navigator module. You will see the
following window:

KnowledgeSync Event Manager- Graphical Designer

, In Progress
G
O e
m
i
m

o ams
m Subscribers

KNOWLEDGESYNC NAVIGATOR

Expand the “All Events” branch and the Navigator will show you the application that
KnowledgeSync is currently configured to monitor, as follows:
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[ Sage KnowledgeSync Event Manager- Navigator

In Progress

m B 5296 1as 90 ERP 4.1

I :::: Job Streams

m Subscribers

~
I‘G\ I} I g/l

INTEGRATED APPLICATION

To add a new event, right-click on the Application name and choose “New Event” as
shown below:

(3 Sage KnowledgeSync Event Manager- Navigator

2l Scheduled

; In Progress
m B 5290 MAS 90 ERP 4.1

Properties...

- : Job Streams New Query...

m Subscribers New RewrtDeﬁniﬁEg‘..

New Scheduled Report...
New Basic Script...

|
Iﬂ\ - w1 @1

TO ADD A NEW EVENT

This will bring you to the Description tab of the Event Design Wizard. Fill out this tab,
followed by the Queries, Files, Email, Subscribers, and Schedule tabs. (Each of which
is detailed in the following sections.)

If you wish to work with an existing event, expand the application that contains the event,
as follows:
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Chents > 5,000 Over 30 Days |
o Chonts > 120 Days Overdve |

Hem Price Change |
P -
3 e Hem Sale Stans or Ends Today
(@) s10e s 0 ERP 41 ;

LISTING OF APPLICATION EVENTS

And, to view the configuration of an event (such as its alert message or alert recipients),
you would expand that event as follows:

¥
i
g
§

H BN

1R D
H
i
H
4
¢

TR

"

) vy 15 v Warshouse: em s At o Bekow Receder Point
i, Devweaties

IR
HE

8 tems. Encassuin Cont berease
i oms. High Backonsa Gty

I
il
i

E

n

3
il

R
]

N

2

EVENT COMPONENTS

Event Designing

The following pages detail the 6 main event components; each component corresponds to
a tab in the Event Design module.

If you are designing a new event, go through the following pages in sequential order; they
start with the Description tab and end with the Schedule tab.
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If you are working with an existing event, look through the following pages for the event
component or function that you wish to work with. Although the following sections are
arranged primarily according to the name of the tab in the Event Designer, within each of
those “tab” sections are sub-sections that are named according to the event function that
you wish to work with.

Also — you will see the words “View / Edit” and “Add” at the start of each sub-section.
This tells you how — using the Navigator module — you can view, edit, or add the
corresponding event component within an existing event.

Description Tab

& KnowledgeSync - Application Events\Sage MAS90/200\Events 3]

Fle Edit Help
[ save and Close i Save and New | ¥ Delete

Event Descriptior:

Description |Queries| Reports| Fies| Copy | Email] Fax] Page] WebCast| Actions] Subscribers| Schedue] Tracking

Internal ID number:

Evvent Dessiption: [

Lookup Kep (Dptionall: |
Priodty (D=Highest): [ ]
[~ Active
I~ Repeat notification for tiggered items.

I~ Kesp only lsst checked record in Moritor
Histary

Hem created by [

Item created or:

Iexm st charged by |

Memlsstchangedorc [

Naotes:

‘ Mest > ‘ Bt ‘ Help

EVENT “DESCRIPTION” TAB

Event Name & Priority

View / Edit / Add : Double-click on the Event Name

Event Description : Key in an informative description of the purpose of the event.
Lookup Key . Leave blank (not used in the Professional Edition)

Priority . Suggested setting is ‘5’

The “Priority” field controls the order of event execution if you have multiple events
scheduled to run at the same time of day. ‘0’ is highest; ‘9’ is lowest.

Enable/Disable an Event
View / Edit / Add : Double-click on the Event Name
Active . Controls whether the event is eligible to run

If checked, event is eligible to run; if not checked, event will not run unless submitted
manually.
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Repeat Vs. One-Time Alerts
View / Edit / Add : Double-click on the Event Name
Repeat Notifications : Controls whether the event triggers once or repeatedly

Consider an event that checks for an inventory item that has dropped below its reorder
level; the event runs every day at 9 AM.

Monday at 9 AM the event runs, finds item #123 is below is reorder level, and an alert is

sent. When the event next runs — on Tuesday at 9 AM — do you want the event to trigger
another alert message?

If your answer is “yes” — check the “Repeat Notifications” box; if you want to receive
only a single alert when a record meets certain criteria, leave this box unchecked. (A
typical event that would not “repeat notifications” is an order confirmation — once you
send a confirmation about an order, you do not need to send it again.

Tracking When an Event Has Run
View / Edit / Add : Double-click on the Event Name
Keep Last Checked : Controls auditing of past event runs

By default, “Keep only last checked record” field is checked on. This tells
KnowledgeSync to store the date and time of only the last time the event was run.
KnowledgeSync will also default to storing 30 days of history of triggered events.

Queries Tab

& KnowledgeSync - Application Events\Sage MA5S90/200\Events
File Edit Help

[ save and Close fod Save and New | X Delete | 4 Previous ~ W Next ~

Event Description:  Clients » 120 Days Overdue

Description  Queries ]Hepulls} FiIeS] CUDPI Emaﬂ Fax] Page] W'ebCasl] Acl\uns] Subscribels] Schedule} Tracking]

Queries Selected For Content

‘ Application | Guery Description |
Add Query..

[ Use Sciipt instead of Query Script: | Select Script...
<-Remove Quemy

Ewent Trigger Parameters

| Question Anzwer

<< Back MNewt > ‘ Cancel Help

EVENT “QUERIES” TAB
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In order for an event to determine if its conditions are met, it executes a query. The
“Queries” tab is where you specify which query an event will use:

The EventPak that you installed with KnowledgeSync contains an extensive list of pre-
configured queries; to view this list, click on the “Add Query” button. Note that you
cannot create or modify queries in the Professional Edition.

There are two types of queries that can be used in KnowledgeSync events:

e Hard-Coded Query. A “hard-coded” query is one whose conditions have been
pre-defined and cannot be modified. A query that retrieves “today’s orders” or
“items below reorder level” are hard-coded query examples. These queries will
have no “Event Trigger Parameters” at the bottom of this tab.

e Parameter-Driven Query. A “parameter-driven” query is one that may have
some pre-defined conditions but also allows you to further define or restrict its
criteria. A guery that retrieves “90 day receivables > “x’ dollars” or “invoices due
within ‘x” days” are examples of this.

Parameter-driven queries will display their parameters — and allow you to specify
your particular criteria or thresholds — at the bottom of this tab.

Identifying an Event’s “Triggering Conditions”

View / Edit : Expand event; double-click on the ‘Query’ branch
Add : Double-click on event name; go to ‘Queries’ tab

To choose a query for an event, click on the “Add Query” button:

&, KnowledgeSync - Add Query

Application: 5age MAS90/200

Select Another Application ‘

Queries Available For This Application

Query Description Motes

Accounts; Al

Accounts: Balance Over 30 Days > W'

Accounts: Balance Over B0 Days > W'

Accounts: Balance Over 30 Days > W'

Accounts: Count of the Mumnber of Accts Whose Ower 120 Day Bal » 'y

Accounts: Count of the Mumnber of Accts Whose Taotal Baliz » ' f
3

L |
Select Cancel

LIST OF AVAILABLE QUERIES

Choose the query to use with the event. If the selected query has no “trigger parameters”,
you are done with the Queries tab; if the query does have trigger parameters, you will see
them at the bottom of the Queries tab and may proceed by filling in the parameters with
the specific values you want the event to check for. (See following section.)
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(You may ignore the checkbox titled “Use Script instead of Query” as KnowledgeSync
Professional Edition does not allow the use of VB Scripts.)

Event Trigger Parameters

If a query has trigger parameters, the Navigator will indicate this by showing a plus sign
next to the ‘Query’ branch as shown below:

owledgeSync Event Manager- Navigator OEx

|3

AR; Client Bal > $5,000
; Clients: < $3.000 Avail Credit

; Clients; No Orders > 30 Days
Clients: Over Credit Limit
Quotes; Due to Expire

(77
; Staff; Excessive Sick Time \«} Active, but not scheduled to run (Repeat ON)

Stock; » 10 on BackOrder n Query: Inventory; BackOrdered Qty > 'x' [? Backordered Quantity is Greater Than- 10

i Stock; Insufficient On-Hand ) . Deliverables

=

? T I
Fo oo ]

< I ]

EVENT TRIGGER PARAMETER AS SHOWN IN NAVIGATOR

Parameters are also shown at the bottom of the Queries tab as follows:

& KnowledgeSync - Application Events\Sage MAS90/200\Events

File Edit Help

[ zave and Close i Save and New | ¥ Delete | 4 Previous ~ W Next ~

Event Description:  Clients > 120 Days Overdus

Description  Queries IFlepUllsI F\Iesl Cupyl Emai\l Faxl F’age' WebCaslI Acliums' Subsclibelsl Schedulal Track\ngl

Queries Selected For Content
| Application | Guery Description |
Add Huery | [ »]5age Ma530/200 | Accounts; Balance Over 120 Days » ' |

I Use Script instead of Query Seript: | Select Script..
<-Femove Query <<Femove All Queries |

Ewent Trigger Parameters
| Question |Answer |
P | Amount Over 120 Days is Greater Than: | |

<< Back | Mest > | Cancel | Help |

EVENT TRIGGER PARAMETERS IN QUERIES TAB
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An event will not run successfully if any of its parameters are left blank.

Trigger parameters are answered by supplying the specific value or threshold that you
want the event to check for. In the preceding illustration, you could answer the parameter
with 1000’ if you wanted the event to identify any clients who had more than $1,000 in
invoices that were more than 120 days old.

If you don’t know how to answer a parameter, you can click in the “Answer” field (at
which point a list button will appear), and then click on that button to get a list of values
that have been used in that field, as shown below:

% KnowledgeSync - Please supply a value

Ower 120 Day Bal iz Greater Than:

AgeCatdamt i

o
8625

1414.44
58051.16
ZCurrent D ate?l
ZCurrent D ay? b’
QK | Select This Itern to compare Cancel

PARAMETER FIELD — VALUE LISTING

If a parameter field is asking for a date value, you can either enter a specific value (such
as “5/15/2008) or you can use a “date substitution variable”. A date substitution variable
refers to a specific date — by name — such as “current date”, “last Monday date”, “next
Friday date”, and “current month end date”. This enables you to configure an event once,

and always have the appropriate date values used within the event.

To use a date substitution variable, click on the list button in the “Answer” field and
you’ll see the following list:

w. KnowledgeSync - Please supply a value

Fequired *ithin How Many Days?

Available Substitution W ariables:

ZCunent Date MM/DDAYYYE A~
%Cunent Date Time

ZCunent Date v MM/DD %

%Cunent Date v MMDDZ

Cument Date v v r-Mid-DD

HCument Dates

ECurrent Dayp? v

0K | Select This lkem to compare Cancel

DATE SUBSTITUTION VARIABLES
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Note that these variables come in different formats — yyyy/mm/dd, yyyy-mm-dd, and so
on. The variable with no format next to it (‘%Current Date%’) uses the KnowledgeSync
server’s regional date format (e.g., mm/dd/yyyy for the U.S.).

Here is an example of an event that uses date substitution variables:

Email Tab

& KnowledgeSync - Application Events\Sage Saleslogix\Events

File Edit Help
[ save and Close fed Save and New | X Delete

Ewent Description: Pending Sales Alert

Description  Queries ]Hepulls} FiIeS] CUDPI Emaﬂ Fax] Page] W'ebCasl] Acl\uns] Subscribels] Schedule} Tracking]

Gueries Selected For Content
‘ Application | Guery Description |

Add Query.. » ‘ Sage SalesLogix | Opptys; Due to Close; Probahility > %' Mat in Final Stage |

[ Use Sciipt instead of Query Script: |

<-Aemove Query

Event Trigger Parameters

<<-Remave Al Queries

Question Answer
Close Date Fange Begins: {%Current D ates}
Cloge Date Range Ends: {%Current Month End Date
& | Probability iz Greater Thar: 51}
<< Back | Mext > Cancel Help

AN EVENT WITH DATE SUBSTITUTION VARIABLES

=4 KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

[l Save and Close ] Save and New | 3¢ Delete | 4 Previous ~ W Next -
Event Description: Order Confirmation

Descnptlon] Quenes] Fleports] F\Ies} Copy IFaH] Paga] Web[}ast] Actlnnsl Subscribers Schedule] Tracklng]

Awallable values for use in message content:

{AliasitermMumber} A
{BilT atvddiess1}

{Bill abddress2} |
{BilT a&ddiess3}

{BilT ntsddiessd} b

Email Account to Send Fronm: |Know|adgaSync Alerts j
Email Reply Address (Optionall: |{Salasparsun_Ema\hddless} j

Meszage Subject:

[SzlesOrderNumber} Confirmzticn

teszage Text:

whkek  QRDER  wwww ~

Company Name Order Number: {SalesCrderNumber}
Order Date: {SalesOrderDate}
Customer Number: {CustomerNumber}

1
Company Address 2
Company Address 3

¥ Inchude reports as email attachments. v Include files a5 email attachments.

v Email notifications should wait until reports are completed.

<< Back Next »» Cancel Help
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EVENT “EMAIL” TAB

Email Alert Message

View / Edit . Expand event; expand Deliverables; double-click on the
‘Email’ branch
Add : Double-click on event name; go to ‘Email’ tab

The “Email” tab is where you configure the content and design of the email alert message
that is sent when the event is triggered (i.e., has its conditions met):

The top of the tab lists “Available Values for Use in Message Content” which are data
fields that you can use in your alert message. (You can also use date substitution values.)

Account to Send From : This field must be filled in with the name of the
KnowledgeSync email account from which these alerts will be sent. (This account is
auto-configured when you install the KnowledgeSync application.)

Reply Address . This field is used only if you think that a recipient of this alert
might wish to reply to it. If so, you can either specify a value (e.g., support@acme.com)
or you can click on the list button and see if a “dynamic reply address” is available.

(A dynamic reply address is an address such as “salesrep_email” — and if an alert gets
delivered to a client and they reply, the reply would go back to their salesperson.)

Message Subject : This field can contain any combination of hard-coded text and
data field values.

Email Message Text

The email alert message may be formatted in either plain text or HTML,; the total size of
the message cannot be larger than 32k.

When creating a message in plain text, position your cursor in the Message Text field,;
you can type hard-coded text as well as go up to the list of “Available Values” and select
data fields for your alert message. A typical alert message about overdue invoices would
look like the following:
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& KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

[ save and Close i Save and New | < Delete | 4k Previous v W Next ~

Event Description:  Invoices; Overdue

Description] Queries] Fleports] F\Ies] Copy  Email ]Faxl F‘aga] WebCast] Actions] Subsclibers] Schedula] Tracking]
Available values for use in message content:

+
{Customer ame} |
CustomerNumber}

{Emailtsddressh b

Email &ccount to Send From: |KnnwledgeSync Alerts

Email Reply Address (Optianal]: |

L L4

Mezsage Subject;

Invoice #{InvoiceNumber} Overdue for Payment

tMezsage Text:

The Zcllowing scccunts zeceiveble invoice is overdue Zor payment: A

Customer Number :{CustcmerNuwker}  {CustomerName}
Invoice Date :{InvoiceDate}

Due Date : {InvoiceDueDate}

Balance :{Balance}

v Include reports as email attachments. W Include files as email attachments.

Iv Email notifications should wait until reports are completed.

<¢ Back | Mext > Cancel Help

ALERT MESSAGE ABOUT OVERDUE INVOICES

Field Formatting Options

KnowledgeSync includes a number of special field formatting functions that you can use
when designing your alert messages.

Text Length: Append a colon, the desired length of the field, and the plus sign. (Note

that the ‘+” sign will “pad” the field so that 25 characters is always allocated to this field.)
Example: {lItem_Description:25+}

Number Length: Append a colon and the desired length of the field.
Example: {Units_Ordered:7}

Numbers; Right-Justified; two decimal places: Append a colon, the desired length of
the field, and the pound sign.

Example: {Units_Ordered:10#}

Numbers; Left-Justified; two decimal places: Append a colon, the desired length of
the field, and the percent sign.

Example: {Units_Ordered:10%}

Numbers; Right-Justified; no decimal places: Append a colon, the desired length of
the field, and the exclamation mark.

Example: {Units_Ordered:10!}

Numbers; Right-Justified; no decimal places: Append a colon, the desired length of
the field, and the asterisk symbol.

Example: {Units_Ordered:10*}
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Currency; Right-Justified: Append a colon, the desired length of the field, and the
dollar sign.
Example: {sales_amount:10$}

Currency; Left-Justified: Append a colon, the desired length of the field, and the
ampersand sign.
Example: {sales_amount:10&}

Skip Field if Value is Null: Append a tilde.
Example: {Comment_Code:30~}

Embedding URL Links

You can send an email with a URL link in it (such as a link to a shipper's website). For
example:

http://www.fedex.com/cgi-bin/tracking?action=track&tracknumbers={fedexnumber?}

Note that the value ‘{fedexnumber}’ comes from the associated query.

HTML Message Design

To create your email alert in HTML format, you need to use a standard HTML editing
tool, such as FrontPage™ or Microsoft Word™.

Using such a tool, design your message as you wish it to appear; when finished in your
HTML editor, copy your HTML source code from your editor into the email ‘Message
Text’ field.

Once you have done so, scroll the list of “Available values” to the end of the list. Place
the {BEGIN*HTML} command at the beginning of your HTML syntax, and place the
{END*HTMLY} label at the end of your HTML syntax.

Multiple Records Per Alert Message

The previous illustration shows an event that sends out one alert message per overdue
invoice. But what if you wanted one alert message that contained all overdue invoices?
Or one alert message per salesrep who has clients with overdue invoices?

You can configure an event to include the details of multiple records in a single alert
message; this uses a function called “Begin Repeat”.

Putting All Records in a Single Alert Message

To change the alert message for the “overdue invoice” event so that it sends just a single
alert message, you would edit the message text, identify the part of the message that you
wish to have “repeated” for each overdue invoice, and surround that section of the
message with the commands {BEGIN*REPEAT} and {END*REPEAT}.

{BEGIN*REPEAT} and {END*REPEAT} are located at the bottom of the list of “Available
Values”.
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When used in the *Overdue Invoices’ event, the alert message would look like the
following:

i KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

[ save and Close 5] Save and New | 3¢ Delete | 4+ Previous ~ W Next ~
Ewent Description:  Invoices; Dverdue

Descripliun] Queries] Hepurls] Files] Copy E
Available values for use in message content:

Fax] Page] W'ebCasl] Acliuns] Subscribels] Schedule] Tracking]

s{%vesterday DateX%}

ID"REPEAT}

Email Account to Send From: |Knuw\edgaSync Alerts

Email Reply Address [0 ptional: |

Ll L4

Meszage Subject:

Invoices Overdue for Payment

Message Text:

The following sccounts receivable invoices sre overdus for payment:
[BECIN#RIDEAT)

Customer Number :{CustomerNumber} {Customerlame}

Invoice Date :[InvoiceDate} Due Date :{InvoiceDueDate}
Bzlance :{Bzlance}
{END+REDEAT}

v Include reports as email attachments. Iv Include files as email attachments.

v Email natifications should wait until reports are completed

<< Back | Mest > Cancel Help

A SINGLE ALERT MESSAGE FOR ALL INVOICES

Grouping Records in a Alert Messages

An event can send one alert per triggered record; an event can send one alert for all
triggered records. An event can also send out one alert that contains a group of similar
records. For example, a KnowledgeSync event could retrieve overdue invoices and send a

CFO one message per customer -- each message would list all of the overdue invoices for
that customer.

Alert messages can “group” records based either on a common field of data (such as
customer, region, product, etc.), or based on the recipient of the message. The following
sections will detail how to group records based on a common field of data; the section on
“Alert Recipients” details how to group records based on the alert recipient.

How KnowledgeSync “Groups” Records

Consider an event that retrieves overdue invoices and sends a CFO individual messages
listing each customer’s overdue invoices. To configure such a scenario, you need a query
that not only retrieves overdue invoices, but also groups them together by customer.

This “grouping” (also referred to as “sorting™) is specified on the query level; thus the
query that retrieves overdue invoices would also group these invoices by customer. Once

a query is designed in this manner, any event that uses such a query can be configured to
“break” to a new message whenever the grouping value changes.
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Thus in order for an event to successfully group records together in an alert message, first
make sure that the event’s query is configured to “sort” its records by the same field that
you wish to group by in your alert messages.

Grouping Records by a Common Field

Let’s again consider the event that retrieves overdue invoices and sends a CFO one
message per customer, each message listing a customer’s overdue invoices. We will
assume that the query for this event sorts its results by customer name or number.

After choosing the event’s query, you would design the alert message using
{BEGIN*REPEAT} and {END*REPEAT?} around the detail lines that you wish to be
repeated for each matching invoice.

Since “break” fields are often — but not always — associated with an alert recipient, you
would go to the “Subscribers” tab to specify your break field.

Go to the “Subscribers” tab and click on the “Advanced” sub-tab. Go to the first field in
the top grid, click on the list button and choose your “grouping” field (in the above
example, this would be the “customer number” field). That’s all there is to it:

& Sage KnowledgeSync - Application Events\Sage MAS 90 ERP 4.1\Events

File Edit Help
[ save and Close i Save and New | < Delete | 4k Previous v W Next ~
Event Description: AR Invoices; Overdue

Description] Queries] Fleports] F\Ies] Cop_l,l] Emai\] Fak] Page] WwiebCast | Actions Subscribers ]Schedule] Tracking

Standard  Advanced ]

Ieseage Break Field / Database Lackup Value

Diatabase Field Type Emnail Fax Copy Page | WebCast
Pl ICustomert umbet] > | User r r r r r
~ | User Group r r r r r
IrweoiceM umber
Irenicel ate
ﬂ Irvoiceluelate *+
- g:::;E;rsonCode email, pager, fax or webcast Mame using database value
Caomment v Contains this value
(] SlerepEmaildddress ¥ | Cantaing Email Address to zend ta
Contains Email CC Address o send to
Contains Email BCC Address to send to
Contains Fax Number to dial
Caontains Paging Yendar Station Phone Mumber ta dial
Containg Pager PIM to page
Contains WwebCasting Mame for web delivery
4 »

<¢ Back | Mext > Cancel Help

AN EVENT THAT GROUPS INVOICES BY CUSTOMER

When the “overdue invoice” event runs, KnowledgeSync will create one alert message
for each customer who has overdue invoices (each message listing all of that client’s
overdue invoices), and then will deliver each of those messages to the selected recipients.
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E-Mail Message Handling Options

At the bottom of the E-Mail tab there are three checkboxes which do not pertain to the
Professional Edition. You may ignore them.

Subscribers Tab

& KnowledgeSync - Application Events\Sage MAS90/200\Events

File Edit Help
& save and Close i Saveand New | ¥ Delete | 4k Previous ~ ¥ Next ~
Event Description:  Order Confirmation
Description] Queries | Reports| Files| Copy] Email| Fax| Page] WebCast| Actions # :E]Schedulel Tracking
Standard ]Advanced]
Add Subscriber...
Users Targeted For Delivery
Subscriber Type E mail Fax Copy Page | ‘WebCast
» |Finance User Group r r [ r r
Farber, Don P, Sales ' User I r r r r
Computers Targeted For Delivery
Subscriber | Type Copy
<-Remove Subscriber <<-Femove Al Subscribers
<< Back | Mext > | Cancel | Help
EVENT “SUBSCRIBERS” TAB
Alert Recipients (Subscribers)
View / Edit . Expand event; expand Subscribers; double-click on the
Subscriber you wish to view/edit
Add : Double-click on event name; go to ‘Subscribers’ tab
View Profile : Right-click on subscriber name & select “Edit™

The “Subscribers” tab is where you specify whom will receive the email alert when this
event’s conditions are met. There are three items you need to consider when choosing
subscribers for an event:

1. Should the event notify one or more specific people or groups? If an event
should, for example, notify the CEOQ, the Sales Manager, or everyone in the
Finance group, you will need to select these recipients as “standard subscribers”.

2. Should the event notify one or more people who are associated with the records
that meet the event’s conditions? An ‘Order Confirmation’ event, for example,
usually notifies the customer for whom the order was placed, and their salesrep.
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3. Should the event “group” records together according to the recipient of the
message? For example, you might have an event that sends each salesrep a list of
their customers who have overdue invoices.

Choosing a “Standard” Subscriber

To choose a “standard” subscriber for an event, click on the “Subscribers” tab:

& KnowledgeSync - Application Events\Sage MAS90/200\Events

File Edit Help

[ save and Close g Save and New | 3 Delete | 4 Previous - W Next -
Event Description: Invoices; Overdue

Descmplinn] Querias] Hepﬂrts] Fi\es] Enpy] Emaﬂ Fax] F’age} WehEastl Actions Gl ]Schedula] Tracking

Standard Mdvanced}

Add Subseriber...

Users Targeted For Delivery
|Subscribel |Typs ‘ Email ‘ Fax | Copy ‘ Page | ‘wiebCast ‘

Computers Targeted For Delivery
Subscriber | Type Capy

<-Remove Subscriber <<-Remove All Subscrbers

<< Back ‘ MNest »> ‘ Cancel | Help

STANDARD “SUBSCRIBERS” TAB

Click on the “Add Subscriber” button and you’ll see a window like the following:

=, KnowledgeSync - Add Subscribers

Place a checkmark nest to the subscriber or graup to natify

El ‘Subsclibels'é
|:|Cumpule|s
=[] Users
[[] Customer Service
=[] Engineering
[] Client Group
[[] Documentation
[ Quality Assurance
[] Research and Development
[] Server Group
[[] Sustaining Group
[] Executives
[] Finance
[ MAS Users
[] Sales Team
[] SalesLogix Users

Add Subscriber Cancel

STANDARD “SUBSCRIBERS” TAB
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Place a checkmark next to the names of the subscribers — or subscriber groups — you wish
this event to notify. When done checking subscribers/groups, click on “Add Subscriber”:

& KnowledgeSync - Application Events\Sage MA5S90/200\Events

File Edit Help
m Save and Close g Save and New X Delete | 4 Previouz ~ W Next +
Ewert Description: Invoices: Overdue
Descripliun] Quenes] Hepurts] F\Iesw CUD}'] Emai\] Fax] Page] WEbCasl] Actions  Subscribers ]Schedule] Tracking
Standard ]Advanced}
Add Subscriber...
Users Targeted For Delivery
Subseriber Type Email Fax Copy Page | ‘WebCast
P} [Finance User Group ~ r r r r
Cate, Tricia 'Sales Mgr' Llger = r r r [
Farber. Don "F. Sales' User £ r r r r
Computers Targeted For Delivery
Subsciiber Type Copy
<<-Remove All Subscribers
<< Back | MNewt > ‘ Cancel | Help

SELECTED SUBSCRIBERS

(Email is the only available alert delivery method in the Professional Edition; the other
alert methods are available in the Enterprise Edition.)

Choosing an “Advanced” Subscriber

An “advanced” subscriber is a person who is associated with a record that meets an
event’s criteria. If an event is checking sales orders, an advanced subscriber might be the
salesperson associated with the order as well as the customer associated with the order. If
the event is checking purchase orders, an advanced subscriber might be the vendor
associated with the PO.

Before you choose an “advanced” subscriber for an event, you should check to see that
the query selected for this event provides you access to the field(s) that contain the email
address for the advanced subscriber(s) you wish to select.

For example, if you are working with an ‘Order Confirmation’ event and wish to
configure the event to alert the customer and the customer’s salesperson, you should
make sure that the query retrieves the email address for both of these recipients. To select
an Advanced Subscriber, follow these steps:

1. Within the ‘Subscribers’ tab, click on the ‘Advanced’ tab. You will see the
following window
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4 KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

& seveand Close i Saveand New | % Delete | 4 Previous ~ W Next ~

Ewvent Description:  Invoices: Overdue

Descﬂpl\un] E!uenesl F\Epurts} F\Iesw EUDH Emal\l Faﬂ Fagel ‘webCast| Actions Subscribers ] Schedule| Tracking
Standard  Advanced 1
Deliver to user or group in subscriber folder using database lookup value
Databaze Field Type Email Fax Copy Page | ‘webCast
7 User r r r r r
User Group r r r r r
K| i
Deliver to a specific email, pager, fax of webcast Name using database valus
Database Field Contains this valug
£l | Containg Email Address to send to
Contains Email CC Address o send to
Containg Email BCC Address to send to
Contains Fax Mumber to dial
Contains Paging WVendor Station Phone Number to dial
Containg Pager PIN to page
Containg ‘WebCasting Name for web deliveny
Ll | i

<< Back | Mext »» ‘ Cancel | Help

ADVANCED “SUBSCRIBERS” TAB

2. Refer to the first three fields in the lower grid — this is where you will specify the
name of the database field that contains the email address that you want the event
to deliver its alert to. Click in any of these 3 fields, click on the list button, and
select the field that contains the email address you want the alert delivered to.

For example, the following illustration shows an ‘Order Confirmation’ event that
notifies both the customer and the customer’s salesperson:

& KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

[ saveand ciose g Save and ew ¥ Delete | 4 Previous v W Next v

Ewent Description.  Order Confirmation

Descnplinﬂ] Oueries 1 Flepnrls] Fi\esl Enpy] Ernail] Fax] Pagel ‘wiehCast | Actions  Subscribers l Schedulel Tracking
Standard #d: I
Deliver bo user or group in subscriber falder using database lookup value
Database Field Type Email Fax Copy Page | WebCast
» > | User r r r r r
User Group - | r r r
Ll | 2
Deliver to a specific email, pager, fax or webcast Mame using database value
Databage Field Corkaing this value
b | Cust_Email_Address | Containg Email Address to send to
Salesperson_Emaildddress Containg Email CC Address to send to
Corttaing Email BCC Address to gend to
Cortaing Fax Mumber to dial
Cantaing Paging Yendor Station Phone Number ta dial
Contains Pager PIN to page
Containg ‘WebCasting Mame for web delivery
K ]

<< Back | MNext»> | Cancel | Help |

ORDER CONFIRMATION — NOTIFYING BOTH CLIENT & SALESREP

Administration 36



Sending a Person All of Their Records

In “Grouping Records by a Common Field” it was explained how you can use
{BEGIN*REPEAT} along with a “break field” to create an event that sends individual alert
messages that contain multiple, similar records.

You can take this a step further — by creating an event that sends individual alert
messages that contain multiple records that are all associated with a specific individual,
and then deliver the alert to that individual.

For example, we’ve detailed an event that sends a CFO one alert for each client who has
overdue invoices. (Each alert lists a client’s overdue invoices.) Consider an event that
sends each customer a list of their overdue invoices. This can be done in a single event.

This event’s query would sort its records by customer. You would design your alert
message and use {BEGIN*REPEAT?} within it. And, you would use an Advanced
Subscriber whose value is the email address of the customer.

This configuration would cause the event to repeat the details of each overdue invoice for
a specific customer within a single alert message — and then each message would be
delivered to the corresponding customer.

Sending a Person a Subset of Their Records

The preceding scenario can be expanded on. What if you don’t want to send each
customer one email for all their invoices, but rather one email for their invoices for
product ‘a’, a second email for their invoices for product ‘b’, and so on.

This is referred to as “sending a person a subset of their records” — and is done using the
same process as above — but with one additional step: the designation of a secondary
break field.

In the preceding section, the primary break field is “customer”; if a secondary break field
is needed, you would specify this value in the first field in the upper grid on the
“Advanced” Subscribers tab as follows:
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& KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

& save and Close i saveand New | ¥ Delete | 4k Previous ~ W Next ~
Ewent Description: hvoices; Dverdue [Send to Customer; Group by Product]

Dascriptinn] Queries] Flepnrtsl Files] Enp_u] Email] Faxl F‘age] ‘wehCast [ Actions

Schedule| Tracking
Standard  Advanced ]
Digliver ta uzer ar graup in subseriber folder using database lookup value
[ atabasze Field Type Email Fax Copy Page | ‘weblCast
# | Product User r r r r r
User Group r r r r r
K i
Deliver to a specific email, pager, fax or webcast Mame using database value
D atabase Field Containg this value
Custorner_E mailsddress Containz Email Address to zend to
» Containg Email CC Address to send o
Containg Email BCC Address to send to
Containg Fax Number to dial
Cortain: Paging Yendor Station Phane Muriber ta dial
Cortain: Pager PIM to page
Containg ‘webCasting Mame far web delivery
[l | +

<< Back Mext > Cancel Help

OVERDUE INVOICES — SEND TO CLIENT; GROUP BY PRODUCT

Viewing a Subscriber’s Profile

To view a subscriber’s profile (such as their email address & their work hours versus

non-work hours), use the Navigator to locate the subscriber whose profile you wish to
view. Then, right-click on that profile and choose “Edit”.
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Schedule Tab

& KnowledgeSync - Application Events\Sage MAS90/200\Events
File Edit Help

& save and Close isd Save and New | X Delete | 4k Previous ~ W Next v

Ewent Description:  Order Confirmation

Descriplion] Queries] Heports] Files] Eopy] Emai\] Fax] Page] WebEast] Actions} Subserbers G ]Tracking]
Choose a schedule to use: |Every Haur j
Edit This Schedule.. | Create New Schedls. .|

Scheduling Information:

Frequency:Every n Minutes, Minutes 60 -
Allowed Daps:Monday Tuesday Wednesday Thureday Friday
Allowed Months: anuary February b arch &pril May June July August September October Movember December

[v Should this run on a holiday

Add Dependency...
The current event will be tiggered if the fallowing event(s] are triggered:
Application | Ewvent Description
<-Remove Dependency | <<-Remove All Dependencies |
<< Back Hest »» ‘ Cancel | Help |

EVENT “SCHEDULE” TAB

Event Frequency of Checking (Schedule)

View / Edit . Expand event; go to “Active/Inactive” branch; if ‘Active’,
right-click & select “Edit” to modify

Add : (If “Inactive’) double-click on event name; go to ‘Schedule’ tab

Add New Schedule : Right-click on ‘Scheduled’ branch & select “Create New”

The last step in configuring an event is specifying how often you wish the event to check
for its conditions; this is referred to as the event’s “schedule”:

KnowledgeSync comes pre-configured with approximately a dozen schedules; you can
use these schedules, modify them, and also create additional schedules of your own.

To choose a schedule for an event, click on the list button at the top of this window. You
may also specify whether this event will run if its submission date falls on a holiday
(holidays are defined in the Administrator module).

(Event dependencies are not enabled in the Professional Edition.)

Adding/Editing a Schedule

To add or edit a schedule in KnowledgeSync, click on either the “Edit This Schedule” or
“Create New Schedule” button. A window such as the following will appear:
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KnowledgeSync - E‘
Eile Edit Help
[ save and Close | 3 Delete | 4 Previous - ¥ Next -
Schedule: Every Hour
Internal D number. ’197

Schedule: [Every Hour

Should not wn uniil after date/time: |

Frequency Infarmation:

Frequency! |Eveny n Minutes hd

Minutes [&0

Notes:

ADDING 7/ EDITING A SCHEDULE
* You can specify the following information for a schedule:
e Schedule . The schedule description (“Daily at 3 PM”)

» Should Not Run Until : The date on which this schedule will become active
(enter in the format xx/xx/yyyy) Leave blank to activate the schedule

immediately

»  Frequency : Choose from:

= Every ‘n’ minutes

=  Hourly

= Daily

= Weekly

= Monthly

= Annually

= None (used only for events that have no schedule)
e Interval :The time of day or day of week to run.
» Allowed Range : The months of the year, days of the week, and

beginning and ending hours during a day when the schedule can run

Saving Your Event

Once you have completed filling out the Description, Queries, Files, Email, Subscribers,
and Schedule tabs, your event configuration is complete. Click on “Save and Close” at
the top-left of your window.

Test An Event

To test the execution of an event, follow these steps:

1. Expand the “All Events” branch and navigate to the event you wish to test.
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2. Right-click on the event and choose “Test This Event Now”.

3. You will be prompted to confirm that you wish to test the event right now, and
then will be presented with a web browser window in which the details of the
tested event will appear.

Note that “testing” an event does NOT actually run the event; it just displays a web
browser that shows you the details of what would have happened if the event had actually
been run.

Schedule An Event to Run Now

To schedule an event to run (one time) right now, follow these steps:
1. Expand the “All Events” branch and navigate to the event you wish to run right now.
2. Right-click on the event and choose “Schedule This Event Now”.

3. You will be prompted to confirm that you wish to run the event right now, and then
will receive a confirmation that the event has been submitted.

Please refer to the Sage KnowledgeSync Monitor to review the status of this event once it
has been submitted to run.

Tracking Triggered Records

If “repeat notifications” is not checked for an event, KnowledgeSync will store a list of
the records that meet an event’s criteria and have already been triggered. (This list may
be viewed in the “Tracking” tab of an event.)

And if “repeat notifications” is not checked and you re-run an event, the event will NOT
re-trigger for those records that have already been triggered. So, you need the ability to
“un-trigger” a record — to remove it from the list of triggered records for an event. To
clear a triggered record from the history of an event, do the following:

» Click on the “Tracking” tab of an event

» Highlight the record you wish to “un-trigger” and click on “Remove Tracked
Items” or click on “Remove All Tracked Items”.

Note that removing tracked items from an event will cause those items to re-trigger the
next time the event is run.

E-Mail Alert Requirements

To send e-mail alert messages from KnowledgeSync, all of the following need to be true:
» The event must have an e-mail subject and message text.

» The event must have a valid e-mail sending account
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The event must have at least one subscriber who is to receive alerts via e-mail

The subscriber(s) who are selected to receive alerts via e-mail must be “active”,
they must have a valid e-mail address specified in their profile, and their
“delivery times” must be configured to allow message receipt on the day/time the
event is triggered.

The KnowledgeSync Service and email server must be running
The event’s associated query must retrieve matching records

The matching records must not be in a triggered state.

(If the event has already been triggered, you must: a) remove the triggered items,
or, b) the event must be configured to “repeat notifications for triggered items™.)

» The “Hermes EMail Server” Windows Service must be running (this is the email
service that is embedded within Sage KnowledgeSync)

Vineyardsoft suggests that you run an “e-mail test” (from the Administrator module) to
ensure that KnowledgeSync can send a generic email message before attempting to send
mail as a result of a triggered event.

Monitoring the Status of Events

When an event triggers the sending of an e-mail alert, you can use the KnowledgeSync
Monitor to track the status of the delivery of those alerts.

Monitoring the Status of E-Mail Alerts

In the Monitor, you can click on the “Email Delivery” branch, and within that you can
track:

Mail messages that are “Pending” delivery.
Mail messages that have been “Sent” successfully.

Mail messages with “Errors” that have failed to be delivered successfully.

If any of your e-mail alerts have failed to complete successfully because of an error
condition, you may attempt to correct the message delivery, mark the delivery as
“complete”, or you may manually delete the erroring delivery.

(Go to the KnowledgeSync Administration module, click on the “Corrective Actions”
branch, and then click on the “Email Delivery Errors” sub-branch.)

Note that KnowledgeSync will attempt to re-deliver an erroring e-mail message every
minute.
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Event Exceptions

The branch called “Exceptions” shows you those events that are currently in an “Error”
state in Sage KnowledgeSync. This option will show the same content as is available
from the Sage KnowledgeSync Monitor, using any of the Monitor “Errors All”” options.

Event “exceptions” occur because of an error in the processing of an event. Errors can be
caused by such things as an email server being down.

Like the “In Progress” tab, the number of sub-branches that you will see under
“Exceptions” will vary — depending on whether you have any event errors or email
errors. Next to the title of each of these sub-branches will be a number that shows how
many “exception” items there are in each of these categories.

For example:

E KnowledgeSync Event Manager- Graphical Designer |;”E”X‘

Scheduled
Application Events (0}

; In Progress
- (= = | Email Delivery
TR .
Qe |

33

[

Report Generation (28)

Actions (0)

[ :::: Job Streams

< AL ] 2

EVENTS THAT ARE IN AN “EXCEPTION” (ERROR) STATE

(Note that since Sage KnowledgeSync automatically re-queue events that are in an
erroring state, all items that are listed as “exceptions” will also automatically appear
within the “In Progress” branch of the Navigator.)

When you expand any one of these sub-branches, you will be shown a list of the
applications for which these exception items exist. If you then expand any one of these
application branches, you will be shown a listing of the specific items that are in a
pending state. You can drill-down into the details of the exception records and see the
following information about them:

» The name of the event that is related to the exception item

e A box with a red exclamation mark in it which describes the error that is
occurring™ (see notes below)
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* More details about the specific item that is in an error state. This information will
vary, based upon the item; for example, email errors will show you such details
as the content of the alert as well as the email address of the account that the alert
is to be sent from.

Note the following:

1. The “Exceptions” branch will show you sub-branches only for those Sage
KnowledgeSync servers that are currently enabled and active.

2. If an Exceptions sub-branch has no “Exceptions” items, the branch will show
with a zero (‘0’) next to it.

3. The “Exceptions” branch will show no results if the Sage KnowledgeSync
Service is not currently running.

Correcting Event Exceptions

When a Sage KnowledgeSync event encounters an error, Sage KnowledgeSync
automatically re-queues the event and if the error is something that is self-correcting
(such as an email server that is down), the error will eventually go away once the event
successfully runs. However, there are other error conditions which are not self-correcting,
and you have the ability to “correct” the error that is occurring or manually “flag” the
error as complete and remove it from “pending” items.

To correct an error, you would begin by using the Navigator “Exceptions” branch to
navigate to the particular error/exception that you wish to correct and then follow these
steps:

» Go to the Exceptions box with the red exclamation mark in it — this is the box
that contains the details of the error condition that is occurring

» Double-click on this box. A window titled “Edit/Complete Error Status” will
appear. From here you will see full details of the error that is occurring as well as
have the ability to correct or manually override the completion status of this
event.

Once you are finished correcting or completing an exception record, simply click on the
“OK” button at the bottom of this window to save your entry and return to the main
Navigator window.

KnowledgeSync Administration

The KnowledgeSync Administration Module lets you perform seven functions:
View the status of application servers
View the names of all users logged onto KnowledgeSync modules
Configure software settings for e-mail alerts
Specify user authorizations for access to different KnowledgeSync modules
Maintain and optimize the KnowledgeSync database
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Log into the KnowledgeSync Administrator (default user name is “Admin” and no
password); you will see “Administration Folders” with a branch titled “Activity.”

Activity Folder

The KnowledgeSync Activity folder tells you about the current processing and user
activity occurring within the application.

Server Status

This will display the current status of all the servers used by KnowledgeSync. Note that
the first four servers must be running in order for KnowledgeSync to successfully check
for events and trigger email alerts.

Enabling / Disabling a Server
You may either enable a server to run, or disable a server from running.

To enable a server, select (double-click on) the server record from the Server Status
window and place a check in the field titled "Allow Server to Process."”

To disable a server, select (double-click on) the server record from the Server Status
window and make sure that there is no checkmark in the field titled "Allow Server to
Process."

KnowledgeSync Server Login Information

The KnowledgeSync Service logs into KnowledgeSync using user “Admin” and a blank
password. However, if you delete the *Admin’ name or change its password, you need to
tell the KnowledgeSync Service what username and password it will use when accessing
the KnowledgeSync database. Follow these steps:

» Highlight (single-click on) the “Server Status™ branch.

» Click on the “Server Login Information” button.

* Fill in the username and password for the KnowledgeSync Service.
* Click on OK.

Current User Logins

The Current User Logins option tells you who is currently logged into the
KnowledgeSync application.

Corrective Actions

See preceding section titled “Correcting Event Exceptions”.
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Software Set-Up

In the Professional Edition, there is only one option that requires your review; holiday
calendar definition

Holiday Schedule

When KnowledgeSync events are configured, you have the option to specify whether or
not the event will be submitted if it’s scheduled execution date falls on a holiday. The
definition of these holidays is done within this option.

To define a new holiday, click on the “Holiday Schedule” branch and then click on the
“New Holiday” button at the top-left of the Administrator window. Specify

The holiday name (e.g., “Christmas Day”)
The holiday date (entered in the format “XX/XX/YYYY™)

Whether the holiday falls on the same date every year (e.g., Christmas always falls on December
25th)

Whether the holiday is currently active, thus enabling an event to be configured to observe that
holiday.

User Access: Logins

The last branch in the list of Administrative functions is titled “User Access” is where
you control the user access privileges of people who have access to KnowledgeSync.

Expand the “User Access” folder and single click on the branch called “Logins.” Click on
the “New KnowledgeSync Username” button at the top-left. You will be taken into the
option where you can define this user’s access settings.

The “General” Tab

The “General” tab is where you can specify the following:
* Login Name: The name the user will log into KnowledgeSync with.
e Description: The user’s full name.
e Active: Whether this user is granted access to the selected modules.

» Set/Change Password...: Click this button to password protect this username.
Passwords may be 1-14 characters in length and are case sensitive.

If you accidentally change authorizations so that no one can access KnowledgeSync,
contact Vineyardsoft’s Technical Support department.

The “User Access” Tab

The “User Access” tab controls what KnowledgeSync modules and functions a specific
user has access to. The options are divided by application module (the KnowledgeSync
Administrator, Event Manager, and Monitor). Note the following:
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If you give a user access to the “User Access” option within the Administrator, that user can
modify the authorization settings for himself/herself and for any other users.

Database Tools

The final administrative functions in KnowledgeSync are located under the “File” menu.
The options are:

Remove Completed Items

Remove Pending ltems

Compact Database

Remove Completed Items

Depending on how many events you are checking, how often you check them, and how
many alerts you send out, the amount of history in KnowledgeSync can grow quite large.
The option to “Remove Completed Items” allows you to remove (delete) the history of
completed events from the KnowledgeSync database.

This removal process may be done on either an ad-hoc manual basis, or you may
schedule it to occur automatically within the KnowledgeSync database.

To manually remove completed items from the database, follow these steps:

Shut down the KnowledgeSync Service.

Make sure that no other users are logged onto the application.
Click on the Administrator “File” menu.

Select “Database Tools”.

Select “Remove Completed Items”

Type in the date prior to which you wish to remove all KnowledgeSync history
of completed events.

Click on the “Remove” button.

You should always select the option to “Compact Database” after you have
removed completed items.

Purging History & Database Backup

By default, KnowledgeSync will automatically remove completed items more than 30
days old every night at 1:03 AM. After doing so, KnowledgeSync will backup its
database. To view or modify this setting, follow these steps:

Click on the Administrator “File” menu.

Select “Database Tools”.

Select “Remove Completed Items”.

Click on the “Automate This Task” button.

Specify the time of day that this procedure should run.
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* Indicate how many days worth of history KnowledgeSync should retain in its
database. (The default is 30 days.)

» Click on “OK”.
KnowledgeSync’s back-up procedure makes copies of the following database files:
» “KS_Inbox” (a “KS_Inbox_Backup” is created)
» “KS_Triggered” (a “KS_Triggered_Backup” is created)
» “KS_Object” (a “KS_Object_Backup” is created)
» “KS_Changed” (a “KS_Changed_Backup” is created)

Vineyardsoft suggests that you create a nightly job (such as a batch job) that picks up
these four files and either makes copies of them, writes them out to a tape back-up, or
otherwise safeguards them for later use, if necessary.

» If you are running KnowledgeSync under a heavy load (e.g., 50 or more events
running every few minutes, sending alerts to 100+ subscribers), you may wish to
decrease the number of days to ‘14’ to or even “7’. This will optimize system
performance.

Remove Pending Items

“Remove Pending Items” lets you to remove (delete) pending items (such as pending e-
mail messages) from the KnowledgeSync database. This option is particularly useful if
you have a large number of pending items that are pending because of an error state, and
you simply wish to delete the erroring records.

To remove pending items from the database, follow these steps:
e Shut down all KnowledgeSync Service.
» Make sure that no other users are logged onto the application.
» Click on the Administrator “File” menu.
» Select “Database Tools”.
» Select “Remove Pending Items” and the following window will appear:

»  Select the types of items you wish to remove. Choose from:
Application events
E-Mail messages

e Click on the “Remove” button.
e Click on “Yes” to confirm the removal.

* Run “Compact Database” after you have removed completed items.

Compact Database

Compacting the KnowledgeSync database is always advised after you delete records
from the database. Note that you'll need 3 times the size of the database in free disk space
to compact the database. To compact your database, follow these steps:
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e Click on the Administrator “File” menu.
o Select “Database Tools”.
» Select “Compact Database”.

» Click on the “Compact” button.

Note that you can delete the KS_*_[previous_year].mdb databases from your system

Moving KnowledgeSync to a New Server

Moving KnowledgeSync from one server to another server is referred to as “Re-
Licensing”. There is a $500 fee for each time you wish to re-license KnowledgeSync.

To move KnowledgeSync from one server to another, follow these steps:

» Install KnowledgeSync on the new server, using (if possible) the same disk and
directory on the new server as you had chosen on the old server.

» Copy all the folders from old server to the new one. Make sure to get all of the
files from the following folders located within your “KnowledgeSync” folder:

\Attachments
\Data
\Reports
\Scripts

Event Monitor

The KnowledgeSync Event Monitor is a real-time “dashboard” or “Operator’s Console”
that you can use to keep track of the status of the events that you are checking for and the
alerts that have been (or need to be) delivered.

Using the Monitor, you can keep track of:
The status of the application servers that KnowledgeSync uses to check for events and send alerts
The events that are scheduled to be checked and those that have been triggered

The alerts that have been sent out (or are about to be sent out), including whom they are sent to,
via what means, and whether they were successfully delivered

The full text of the outgoing alert messages

Whether any kind of errors have occurred that would prevent KnowledgeSync from either
checking for events or responding to them

Please note that the Monitor is an informational display only; you cannot use the Monitor
to modify any of the information that appears within it.
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Logging In to the Event Monitor

The KnowledgeSync Event Monitor is a separate module within the KnowledgeSync
application, and so the first step is to log into that module.

* Log into the Event Monitor (default user “Admin” and no password):

[®] KnowledgeSync Event Monitor [_]O]

JJ Filz “iew Help
5] Monitor Folders Sarver Status
= ﬁ Activity Server Status Enror Message
Server Status I | KnowledgeSync Shutdown Shutdown
Current User Loging Scheduler Shutdown Shutdown
& Scheduler Application Evert Shutdown Shutdawn
------------ ﬁ Application Events Ernail Server Shutdown Shutdown
) Report Distribution Page Server Shutdown Shutdawn
= Email Deliven Fax Server Shutdown Shutdown
& Fan Delivery Copy Server Shutdown Shutdown
@l File Deliven Report Server Shutdown Shutdown
& Pager Delivery webcast Server Shutdown Shutdawn
[ = Webcast Delivery Action Sereer Shutdown Shutdown
[ Fieport Generation
Scheduler - Actin.ns Taken
m []% Email Response
| Report Distribution |
| Email Delvery
[ Fie Delivery |
Pager Delivery
| ‘Webcast Delvery |
| _Fieport Generation |
Actions Taken
Email Response LI_I 2
Cancel |
&

KNOWLEDGESYNC MONITOR INITIAL WINDOW

The first branch of information that is shown to you is the “Server Status” branch (within
the “Activity” folder) and this is detailed in the following sections.

Resizing the Display Grid
In some cases, you will find the need to expand or contract the width of specific columns
within the grid. To do so, follow these steps:

* Inthe heading line of the grid (the line with the column titles in it), position the
cursor at the vertical dividing line between the columns whose width you wish to
adjust.

» The cursor will change into a two-headed arrow.
»  Click your left mouse button and hold.

» Drag your mouse to the right or to the left to enlarge or decrease the width of the
corresponding columns.

Specifying a Column’s Sort Order

You can control the order in which records are displayed anywhere in the Event Monitor.
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Simply move your cursor to the heading above any column in the Monitor and click your
mouse/cursor in that field. Each click of your mouse/cursor will reverse the order in
which records are displayed.
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Activity Folder

The KnowledgeSync Activity folder tells you about the current processing and user
activity occurring within the application.

Server Status

This will display the current status of all the servers used by the KnowledgeSync
application. The possible status states are as follows:

Shutdown: The server is not running at this time. Among the possible reasons for this are:

= The KnowledgeSync service could be shutdown.

= The server is flagged not to run.

Idle: The server is running and in memory but is not processing any data.
Processing: The server is processing event data.

Startup: The server is in initialization and startup mode.
KnowledgeSync Server Notes

Please note the following about the KnowledgeSync servers:

If any of the first three servers are shutdown or paused, KnowledgeSync will not be able to check

for events, send notifications about triggered events, or execute event response actions.

If the email servers is shutdown or paused, KnowledgeSync will not be able to send notifications.

Scheduler Folder

The “Scheduler” folder has one branch within it — “Next Run Date/Times” — and this
allows you to see what events are due to be submitted next.
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EVENTS “NEXT SCHEDULED RUN DATE/TIMES”

Application Events Folder

The “Application Events” folder enables you to track the status of application events that
are due to run, have already run, or have failed to run successfully because of an error.
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APPLICATION EVENTS: CHECKED TODAY

Application events are divided into four categories:
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Pending. A pending event is one that has not been submitted either because its time has not yet
arrived, or because the event failed to complete successfully.

It is important to understand that an event is placed into a pending state at the minute it is due to
be submitted, and thus does not remain in a pending state for very long (unless the event errors).

Checked. A checked event was successfully executed. A checked event may or may not be
“triggered”, depending on whether its conditions were met.

Triggered. A triggered event was successfully executed and whose conditions were met. Note
that a single event can create multiple triggered records.

Errors. A record will show up under the “errors” branch if KnowledgeSync has been unable to
successfully check the event. An event that fails to be checked successfully will automatically be

placed back into the “Pending” branch.

Displaying Full Message Text

Any column of information within the display grid (such as the e-mail alert message text)
may be expanded to display the full text that it contains.

To display the full text of a field within the grid, simply point your cursor at that field and
the Monitor will automatically pop-up a window that shows you the full content you wish

to view.
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DISPLAYING ALERT MESSAGE DETAILS

Note that this is an excellent way to test your event alert messages. Instead of actually
sending the messages via e-mail, you can simply trigger the corresponding event and
view the alert message details in the Monitor.
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(And you can use the Administrator function to “Delete Pending Items” to remove these
pending alerts if you choose not to send them.)

Deliverables Button

The “Deliverables” button is one of the most important (and useful) in the
KnowledgeSync Monitor.

When an event is triggered, it often results in alerts being sent to one or more individuals.
The “Deliverables” button lets you see who was notified, the address to which the alert
was sent, and whether the alert was successfully delivered.

To use the “Deliverables” function, follow these steps:
* Goto any of the “Triggered” branches under the “Application Events” branch
» Highlight (single-click on) the event whose deliverables you would like to see.

e Click on the “Deliverables” button at the bottom-left of the Monitor window.
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AN EVENT’S “DELIVERABLES”

Note that you may adjust the height of the deliverables window by clicking and dragging
the horizontal dividing line that separates the deliverables window from the triggered
event listing.

Triggered Items Button

When an event is configured in KnowledgeSync, the event designer has the option to
identify a single field of data within the event that will uniquely identify each triggered
record.
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For an event such as one that is triggered by orders meeting certain criteria, this might be
a field such as the “order number.” And for an event that is triggered by support calls
meeting certain criteria, this might be a field such as the call’s “ticket ID.”

If an event is configured to store this unique identifying value, then it is also possible
within the Monitor to see what these values are for a triggered event. In the Monitor, this
unique identifying value is referred to as an event’s “triggered items”.

To use the “Triggered Items” function, follow these steps:
» Gotoany of the “Triggered” branches under the “Application Events” branch
» Highlight (single-click on) the event whose triggered items you would like to see.

» Click on the “Triggered Items” button at the bottom-right of the Monitor

window.
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AN EVENT’S “TRIGGERED ITEMS”

Please note that you will not have access to an event’s “triggered items” if either of the
following is true:

» The event’s query(ies) do not have a “unique” value identified

» The event is configured to “repeat notifications for triggered events” (specified
on the event’s “Description” tab)

E-Mail Delivery Folder

The “Email Delivery” folder is divided into three branches:

Pending. A pending mail message is one that has not been sent either because KnowledgeSync
is busy processing other messages, or because the mail message failed to be sent successfully.
(See note about “How to Handle E-Mail Delivery Errors™.)
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Sent. A “sent” mail message is one that was successfully delivered to its recipient. Note that a
mail message that results in an “undeliverable” reply message is still considered successful by
KnowledgeSync because the delivery of the message did succeed (even though the recipient was
invalid).

Errors. A mail message will show up under the “errors” branch if KnowledgeSync has been
unable to successfully send the message. A message that fails to be sent successfully will
automatically be placed back into the “Pending” branch.
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E-MAIL DELIVERY FOLDER

Note that you may use the “Email Delivery” folder to view the contents of pending e-
mail alert messages.

How to Handle E-Mail Delivery Errors

E-mail errors can occur for a number of different reasons, including an error in the
recipient’s address, and KnowledgeSync’s inability to access a mail server on a machine
that may be down.

Note: The most common reason why an e-mail message would fail to be delivered
successfully is that the KnowledgeSync E-Mail Sending Account (as defined in the
KnowledgeSync Administrator) is not correctly configured. Please go to the
Administrator, review the setup of the KnowledgeSync e-mail account, and perform an
“E-Mail Test” to confirm whether this account is correctly set up..

When an e-mail message fails to be delivered successfully because of an error, three
things happen:

The message will appear in the “Errors” branch under “Email Delivery”.
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The message will appear in the “Pending” branch under “Email Delivery”.

KnowledgeSync will attempt to re-send the message every minute until:

The message is successfully sent
The mail address error is corrected

The mail message is deleted

If the message is erroring and you wish to either correct an invalid address or delete the
pending message, you need to go to the KnowledgeSync Administrator. From there, you
have three choices:

You may go into the “Corrective Actions” branch for “Email Delivery Errors” and may correct
the invalid address.

You may go into the “Corrective Actions” branch for “Email Delivery Errors” and may manually
delete (or mark as “successfully delivered”) this e-mail message.

You may go to the “File” menu, select “Database Tools,” and select “Remove Pending Items.”
You may then select the option to remove all e-mail messages that are pending. Please note that
this removes ALL pending e-mail messages.

KnowledgeSync Service Not Running

By default, the KnowledgeSync Windows Service will be auto-configured for you and
this step will not be required unless your system shows that the KnowledgeSync Service
is not running.

To check to see if the KnowledgeSync Service is running, follow these steps:

Log in to the KnowledgeSync Monitor module (default user name is ‘Admin”
and there is no password)

The first window that you are brought to in the Monitor is for “Server Status”.
Make sure that the first four servers show a status of “Idle”. If they do, your
KnowledgeSync Service is running successfully.

If these servers do not show as “Idle”, take the following steps to manually
configure your KnowledgeSync Service.
Go into the “Administrative Tools” option on the Sage KnowledgeSync server.

Locate the “KnowledgeSync” Windows Service and if it is started, stop the
Service.

Right-click on that service and choose “Properties”

Click on the “Log On” tab and make sure that this service logs on using an
account that has “Domain User” rights

Save your work and start the KnowledgeSync service and confirm that it stays
running. Check status of the first four servers as detailed above.
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