
Softalot  Action Item Manager 7.0 ð Enterprise Edition. (c) 2006-2012 by Softalot LLC 1 

 
 
 
 
 

Action Item Manager 7.0  Enterprise  Edition  

Userôs Guide 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Version 7.01  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Copyright notice: Softalot Action Item Manager and its component parts are the intellectual 
property of Softalot LLC and its suppliers. The file upload component ñUpload without COMò 
has been provided by © Lewis Moten (www.lewismoten.com), all rights reserved. Use of the 
software is governed by the Softalot EULA which has been made available to you with the 
product.   



Softalot  Action Item Manager 7.0 ð Enterprise Edition. (c) 2006-2012 by Softalot LLC 2 

 
 
 
 
 

Installation  
 
 

 
Important:  
 
Before you install Action Item Manager, please make sure that 
you have full and complete backups of both your Web Server 
and your SQL Server.  
 

 
 
Action Item Manager 7.0 Enterprise ï or AIM 7 for short ï comes as a ZIP file which you can 
extract into an application directory of your  web server, e.g. into a directory called 
C: \ InetPub \ wwwroot \ AIM7 
 
After you have extracted the files, start Internet Information Services  and create a new web site 
or virtual directory. Point the local path to the physical direct ory, e.g. 
C: \ InetPub \ wwwroot \ AIM7. Then, under Home Directory -> Configuration -> Options , 
enable session state and buffering . 
 

 

 
 

 
 
AIM 7 also has a few SQL scripts that are used to create database tables and to create the default 
Admin account. AIM 7 has been designed using MS SQL Server 2005 (including the Express 
version).  If you are using MS SQL Server 2000 you will need Enterprise Manager and Query 
Analyzer, if you are using MS SQL 2005, you will need to run Management Studio. For the 
purposes of this manual, we will describe the process for MS SQL Server 2005. 
 

1. Start Management Studio. 
2. Create a new database called ñAIM 7ò 
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3. Create a new login. The default is aim 7_user . This login is a SQL server account type. 
You can also use a Windows built -in account. Remember the password for this login, as 
youôll need it later for the applicationôs database connection string. 
 

 
 

4. Create a user mapping for the aim 7_user  login, giving it  db_public , 
db_datareader , and db_datawriter  as role permissions on the AIM 7 database. Then 
click OK. 
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5. Now open and run the AIM  7.0  Create Data base Tables .sql  script. It will create the 
database tables and indices. 

6. Then open and run the AIM 7.0  Add  Admin  User.sql  script. It will add the SysAdmin 
user account with a default password of ñadminò. 

7. Close Management Studio. 
8. Navigate to the application directory and edit a file called aim 7_config.asp  using the 

Windows Notepad application.  
9. Topmost you will find the connection string  for SQL account types: 

 
sDatabaseCon nectionString = "Provider=sqloledb;" & _  

           "Data Source=HP_DESKTOP;" & _     

           "Initial Catalog= aim 7;" & _   

           "User Id= aim 7_user;" & _      

           "Password=aim"  

 
Change the Data Source  parameter from ñHP_DESKTOPò to the machine name of 
your SQL server computer. If you have multiple instances of SQL Server running, or if 
you have a named instance (you can hover over the SQL Server Agent icon in the system 
tray to check what name SQL is using) you must use this name as Data Source. 
 
Finally,  change the Password  parameter to whatever password you gave to the SQL 
login account ñaim_userò. 
 
If you want to use a Windows built -in account, the connection string looks like this , and 
you only need to change the data source and initial catalog parameters. By default, the 
Windows account type connection string is commented, so you will have to uncomment 
it, and remove the SQL account type connection string from the configuration file.  
 
sDatabaseConnectionString = "Provider=SQLOLEDB.1;Integr ated Security=SSPI;" & _  

  "Persist Security Info=True;Initial Catalog=aim 7;" & _  

  "Data Source=SONY - LAPTOP\ SQLEXPRESS;" 
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Custom Labels 
 
This version of Action Item Manager  has 4 custom category fields. You can customize the label 
of these fields to suit your needs. To customize labels, please edit the file aim 7_config.asp . 

 

 

public  function  getCustomName (p)  
 select  case p 
 case "CUSTOM1" 
  getCustomName = "Accounting"  
 case "CUSTOM2" 
  getCustomName = "Billable"  
 case "CUSTOM3" 
  getCustomName = "Clien t"  
 case "CUSTOM4" 
  getCustomName = "Project"  
 case "CUSTOM5" 
  getCustomName = "Cost Center"  
 case "CUSTOM6" 
  getCustomName = "n/a"  
 case "CUSTOM7" 
  getCustomName = "n/a"  
 case "CUSTOM8" 
  getCustomName = "Identity"  
 case "TEAM" 
  getCustomName = "Team"  
 case else  
     getCustomName = p   
 end select  
end function   

 

 

 
It contains one function that returns the label name for each of the 4 custom fields. To change, 
simply overwrite t he ones you currently see, e.g. Accounting, Billable, Client, Project, etc.. Be 
careful not to delete any of the quotation marks. 
 
With the exception of Custom field #8,  all of these fields are indexed, can be used as Filter , and 
also appear as column in the main item list.  
 

Pick List Values for Custom Fields 
 
Also new in Version 7, is that all drop down lists now have predefined values configured in a 
database table. In prior versions, pick lists were self-cleaning and auto-expanding fields, 
meaning if a pick list item was not present, you would just type the new item and it woul d 
automatically be added to the existing pick list. There are arguments for both approaches, 
limited pre -defined vs. auto-expanding. We have had several clients say that they would prefer 
tighter control over these lists, hence the change. 
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To change the option values for each field open SQL Server Management Studio, navigate to 
your AIM7 database, and edit the ñoptionsò table.  
 
The second column is ñGROUPIDò. Action Item Manager allows for virtual separation of 
independent groups, almost as if you were running different servers for different sets of users. 
The default group is [DEFAULT], and if you donôt create additional groups in the applicationôs 
user setup, it will be the only one. 
 
If, however, you one day decide to have multiple groups, you will have to define pick list option 
values for each group separately. The GROUPID column allows you to do so. 
 
The third  column is ñCATEGORYò. These are the values that will appear in your category field 
when editing action items. These same values are also provided when filtering for categories. 
 
Columns 4-10 contain the pick list values for custom fields 1 through 7 respectively. 
 
Defining fields and values can be a challenge, and it really depends on your business and how 
you want to utilize Action Item Mana ger. The field names and lists shipped with the product 
may serve as ideas. Also keep in mind that field values are stored as text and not by reference. 
This means, that you can change your pick lists without affecting action items already entered. 
 
And if  you need to change field values in existing action item records, you can always use the 
Global Edit functionality.  
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Email Notifications Setup 
 
The last section in the aim 7_config.asp  file pertains to email notifications. By default, the 
feature is disabled. AIM 7 uses Windows built-in CDOSYS to create and send email notifications. 
To enable and configure email, please see descriptions in the table below: 
 
public sub sendMail ( ByVal toPerson, ByVal subject, ByVal message ) 
 ó comment the next line to activate email notifications 
 exit sub 
 if Trim(toPerson) <> "" then 
  Set myMail=CreateObject("CDO.Message") 
  myMail.Subject=subject 
  myMail.From="beta@softalot.com" 
  myMail.To=toPerson 
  myMail.Bcc = "beta@softalot.com" 
  myMail.HTMLBody = message  
  myMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/sendusing") = 2 
  ómyMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/smtpserverpickupdirectory") =  
   "c:\inetpub\mailroot\pickup" 
  myMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/smtpserver") = "xxx.xxx.xxx.xxx" 
  myMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/conf iguration/smtpserverport") = 25 
  myMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/smtpauthenticate") = 0 'cdoAnonymous 
  'Your UserID on the SMTP server 
  ómyMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/sendusername") = "windowsaccount" 
  'Your password on the SMTP server 
  ómyMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/sendpassword") = "windwospassword" 
  'Use SSL for the connection (False or True) 
  myMail.Configuration.Fields.Item("http://schemas.microsoft.com/cdo/configuration/smtpusessl") = False 
  myMail.Configuration.Fields.Update 
  myMail.Send 
  set myMail=nothing 
 end if  
end sub 
 

Line : Statement/ Parameter  Value  Description  

Line 3: exit sub  To enable email notifications, either delete this  line or put 
a comment character (apostrophe) in front of it.  

myMail.From  Email address Please replace this email address.  This is the person to be 
notified if an email is not deliverable  and ñbouncesò.  

myMail.Bcc Email Address You can use the blind copy feature to keep a copy of all 
email notifications sent. This can be helpful, if emails are 
lost, or if you want to keep an eye on the activity level of 
your AIM 7 users. Make sure that using this feature does 
not violate privacy laws and/or your company policies. To 
disable, simply comment the line by putting an 
apostrophe character (ó) at the beginning of the line.   

myMail.Configésendusing 1 (=local) 
2(=remote)  

You can use your local smtp server and pickup directory 
to process emails without building a connection first.  

myMail.Configésmtpserver Name or IP Enter the name, e.g. smtp.companydomain.com, or the IP 
address of your outgoing mail server.  

myMail.Configésmtpauthenticate 0 (= anonymous)  
1 (= basic) 
2 (= NLTM)  

If your email server does not require authentication, you 
can leave the value to 0 (zero). If you choose basic 
authentication (value = 1), you must provide a windows 
user account and password in the next 2 fields. 

myMail.Configésendusername Windows account If you are using basic authentication, please remove the 
comment character (ó) from the beginning of this line, and 
provide a valid Windows user account name. 

myMail.Configésendpassword Account password If you are using basic authentication, please remove the 
comment character (ó) from the beginning of this line, and 
provide the password for the above Windows account. 
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Daily Digest Configuration and Operation 
 
A new feature in AIM 7 is the Daily Digest. Itôs a scheduled service that runs once a day and 
alerts task owners and managers of upcoming deadlines. Instead of sending individual emails 
for each item coming due, the digest collects all items that are due, and presents them in a list 
grouped by Items Overdue, Due Today, and Due Soon. The meaning of ñdue soonò can be 
configured as number of days from Today. 
 
The daily digest script dailydigest.vbs  runs as a Windows script (as opposed to ASP script) and 
therefore has its own configuration. The database connection string  and the email configuration 
are exactly the same as in aim 7_config.asp . 
 
In addition you can see a statement that says 
 
soonDays = 2  ' how many days ahead do you consider DUE SOON  

 
By default, the daily digest will look 2 days ahead from today and include all items becoming due 
during that time frame.  
 
Once you have configured dailydigest.vbs , you can test it by executing it. Double-click on the file 
name will do that for you. To see any result, your database must have some items coming due 
and their assigned owners or managers must have a valid email address on file. 
 
To schedule daily execution, you must use your windows task scheduler, which may be slightly 
different depending on the version of Windows you are using. In Windows 2003 Server , the 
scheduler is found under the Control Panel ->Scheduled Tasks. Use the Scheduled Task Wizard  
and make dailydigest.vbs  the executable for a daily task: 
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It is imperative, as a security precaution, that you disable read access for the dailydigest.vbs file, 
otherwise, anonymous users could download the file via browser and read your database 
connection string and email configuration. If you are using a database connection string with 
Integrated Security, this is less of a concern, but as a matter of good housekeeping, we suggest to 
disable read access, or to move the dailydigest script file to a different location. 
 

    
 
 
 
 
 
 
The following is a sample screen shot of a Daily Digest  email sent to the Manager  of certain 
items. It has 3 sections, i.e. Overdue, Due Today, and Due Soon. For each item you can see the 
ID, the name, the due date, the assigned person, and how many hours remain until completion. 
As people use AIM 7 in different ways, e.g. some donôt track remaining hours, Daily Digest  will 
consider items open until they are explicitly closed, that is, independent on how many hours of 
work are still remaining.  
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Gettin g Started  

 
Now that you have installed the product, please direct your browser to the applicationôs web site.  
Please note: The application user interface utilizes Adobe Flash Player 9. If the Flash Player 
plug-in is not yet installed on your machine, you have to install it  first to run this application . 
 

 
 
Enter SysAdmin  for User ID  and admin  as a Password, and then click the Login  button. If this 
is the first time the application is accessed, this may take a few seconds as IIS is loading the 
application  and database drivers. The main application window appears.  
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Users, Teams, and Groups 
 
Before your coworkers can access the system and before you can assign any action items to 
them, they need to be registered as users of the system. Click on the Users button on the very 
right.  A dialog with a list of users appears. You can now change details of existing users.  
 
 

 
 
 
At this point, e.g. changing the password of the SysAdmin account would be a good idea. Click 
on the account you want to change. The values for GroupID, U ser ID,  Email Address , and 
Password appear in their respective edit fields. You can simply overwrite any of these fields and 
hit the Save button to update the database. 
 

Groups 
 
In AIM 7 Enterprise Edition , you can setup Action Item Manager to serve independent 
departmental groups. Itôs almost like providing a second server with a separate copy of the 
software. SysAdmin  is the only user in the system that can access all groups. All other users 
have an account inside their respective Group. 
 
There is a default group called [DEFAULT] , and for many organizations this one group is all 
they need. If you are working with multipl e teams, such as project teams that sometimes share 
resources across project boundaries, you can use Team membership as organizational 
separation. This is discussed a little later . For the purpose of this manual weôll work with the 
DEFAULT group only.  
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New Users 
 
Click on the New User button to add a new account. A new record is inserted in the list of users 
(left portion of the dialog) and the Group ID, User ID are filled with default values.  
 

 
 
Type in the new users account name, e.g. ñTonyò, then type an email address, a password, and 
finally click on the Save button. Please note: If you intend to use Assignment and Update 
Notifications via email, users must have a valid email on file. If the email is wrong or missing, 
the respective user will not be notified.  

Teams and Permissions 
 
In Action Item Manager 5, a team is defined as a group of people that share action items of that 
team, attached files, and comments. Action Items are created in and for a team, and they are 
visible to members in that team only. 
 
By default, team members have access to Action Items  according to the following rules:  
 

1. You can see all items assigned to you or managed by you. 
2. You can see all items not assigned and not managed. 
3. Items which have no Manager  and no Assignee can be edited by any team member. 

These items are also called unmanaged items. 
4. Managed items, on the other hand, can only be edited by the Manager  and the currently 

assigned team member. Assignees can not modify the Item Name, Team, Priority and 
Manager fields. 

5. Time reports and Expense reports can only be viewed by the Manager of an item, and by 
the person that submitted the report.  

6. The Administrator can access and modify any item. 
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In addition to this default behavior, each team member can have additional permissions per 
each team membership to  
 

1. View all action items 
2. Edit all action items  
3. View all Time and Expense reports 

 
Please note: Every change to an item is recorded and logged in its history and this history is also 
visible to everyone that has access to the item.  
 
Before you can assign an item to a specific user, the item must belong to a Team and the person 
must be a team member in that Team. To add a user to a Team, first select the user in the list on 
the left, in our example Tony, then click on the New Team Membership button on the right hand 
side. 
 
The name of the default Team is [default] . You can either select any preexisting Team name 
from the drop down list, or you can type a new Team name ï which is how you create new 
teams. After checking the extra permissions click on the Save button.  
 

 
 
 
In our example, Tony is member of 3 teams: Office Administration, Project X, and Sales. In 
ñProject Xò he has the additional permissions to view all items and any related time and expense 
reports. Please note: the Group Administrator  (Admin)  account has implicit access to every 
Teamsô action items, no need to create an Admin account for every team membership. 
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Working with  Action Items  
 
Action Items  can be used for many purposes; one scenario everyone is familiar with  is a typical 
team meeting at which the current state of affairs is discussed, and before the end of which a list 
of action items is compiled and items are assigned to individual team members. 
 
Depending on the type of business and the type meeting, these items can be of very different 
categories. Letôs assume we are talking about the classic Monday morning meeting of a small 
advertising company, where all the upcoming events, deadlines, goals, etc. are discussed. As the 
meeting progresses the following steps may occur: 
 

Adding new Action Items 
 
To add new action items, click on the New Item  button to the upper right.  Please note, you can 
also press the key combinations CTRL+ENTER or ALT+CTRL+N  to add a new item. A new row 
is added to the table and the I tem Details Dialog  goes into Edit Mode , meaning it is displayed 
brighter and it ha s the input focus. 
 

 
 
You enter a name for the item, choose a priority level, maybe assign or create a new category, 
select a deadline, and possibly add a comment. This is just the first draft of the item, so nothing 
has to be cast in stone. 
 
When done, click on the Save button to store the action item in the database. The record gets 
updated with your edits  and a log entry is recorded that outlines the changes to the item 
compared to its previous version. Monday meetings are good for 20 ï 40 new items easily.  
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Copy Action Items 
 
Instead of adding new empty items, you can also create new items by copying existing items. 
Simply select an item then hit the Copy button. A new record, pre-populated with the selected 
item data is created.  This comes in handy, when some of the fields will have identical values. 

Assigning action items 
 
You can assign items to team members already when you create an action item;  however, more 
often than not, items are created first , and assigned later. Action Item Manager allows either 
way. To assign or re-assign an item, edit the item by double-clicking on its name in the item list  
(or by pressing the ENTER key on any selected item). The itemôs Details  appear in Edit Mode . 
To assign a team member, simply select a person from the dr opdown list . Click Save when done. 
 
Since all team members can edit and update unassigned items, as long as no Manager has been 
chosen, action items can also be self-assigned. Depending on how your team operates, you can 
leave certain items unassigned, until someone volunteers and picks it up  from the queue. 
 
Once you assign an item, a notification email will be sent to the assignee, provided email 
notifications are enabled and the assignee has a valid email address on file. If the check box 
ñEmail Managerò is checked, notifications of any change will be sent to the manager of said item. 

Item Descriptions 
 
Action items may require longer descriptions than what can be expressed in an item name. For 
example, your action item may be to finalize the draft of a license agreement. During drafting 
stages, you can put the text as Item Description , and have co-workers read and update the 
description (all versions are kept in the log).  Please note that you can zoom the Item Description  
editor to full width for editing larger amounts of text. 
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Uploading Files 
 
For some type of items, you may want to attach files. You can upload as many files as you like. 
Just select the Files tab and click on the Select File to Upload link button above the upload 
progress indicator. Please note that depending on your version of IIS and its settings, file 
uploads may be limited to 4MB in file size. 
 
 

 
 
 
Once uploaded, files appear in 3 different places: In the Files tab, where you have uploaded the 
file, in the History Log , where all changes to an item appear in chronological order, and in the 
Files summary tab, where files of all filtered action items are listed. 
 

Submitting Time Reports & Expenses 
 
AIM 7 offers a simple mechanism for reporting time and expenses against individual items . It 
cannot replace full -blown timesheet applications, but for certain type of projects and scenarios, 
the built -in capabilities may be sufficient.  
 
For example, if you work in a small team of 5 remote developers, basic contract work for hire, 
you may use the Time Reports feature to track your budget and burn rate. In professions that 
operate on time and materials, expenses can track the materials portion. 
 
Again, the functionality will not replace any billing software, but it allows you to track time and 
expenses as you move along in your projects. 
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Time is entered in hours, and expenses are entered as dollar amounts or whatever your 
currency. For each report you provide a date for when the work was done or the expense 
occurred, and you can add a comment. 
 
 

 
 

 
Time & Expenses appear in multiple  locations: In the tab where you entered individual line 
items, in the History Log , where everything is logged, in the Time & Expenses summary tabs, 
where a pie chart is drawn and annotated by current categories, and in the Group Performance 
Summaries discussed later.  
 
Please note that a time report only consists of the Date, the Amount of Hours, and a Comment. 
You need to click the Submit Time Report  button to submit that report.  You can add more than 
one time report  during one item edit, e.g. for multiple days.  Work (Time Planned) and Time 
Remaining belong to the rest of the Item data, and they are updated by clicking Save for the 
entire action item . 
 
Time Remaining and Time Planned also play into how the Gantt Chart computes percentage 
complete, and whether tasks are at risk. For example, if your planned time is 40 hours, and the 
time remaining is 10 hours, the task is 75% complete. Tasks are considered ñat riskò, if their time 
remaining (work effort) does not fit in to the time remaining before the deadline. For more 
information see the Chapter on the Interactive Gantt Chart.  

Multi-user Access 
 
One of the attractive features in AIM 7 is that multiple  team members can access and edit  items. 
Sometimes this freedom leads to a situation where 2 users would like to modify the same item at 
the same time. 
 
To avoid accidental overwriting of another userôs input AIM 7 uses record locking. This means 
that when you open an item, the system will remember that you currently ñownò the item for 
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this edit. If another user tries to open the same item for edit , he/she will receive a message like 
this one: 
 

 
 
 
This can also happen during Global Changes or while rescheduling tasks in the Interactive Gantt 
Chart. In t hat case, only the conflict tasks remain unchanged. 

Global Changes 
 
A new feature in Version 7 is the ability to select multiple items and edit some of their fields 
together. For example, if Anna is sick or has left your team, you could select all of Annaôs items, 
and assign them to a new person. 
 

 
 
Please note that you must have Manager permissions to the items you want to change in this 
manner. More specifically, you must either be named as Manager, or you must be the assigned 
task owner, and the task has no named manager. 
 
All changes using this function will be recorded in each itemôs history log. 
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Group, Sort, Filter, and Refresh 
 
By default, your action item list shows all items for the currently selected Team. The list is 
sorted by Item ID , which is a unique sequential number assigned by the database. So the default 
sorting is basically the sequence of when the items were created. 
 
You can sort the list by any column, either in ascending or descending order, simply by clicking 
on the column header. You can also resize or reorder the columns by dragging.  
 
In order to group your item list, simply drag the column to group by  in front of the ID  column, 
i.e. to the left of the ID  column. By default,  you should see expandable folders for each group 
value. If  you prefer to show all groups opened, you can check the Show Groups Open checkbox. 
 

 
 
Please note that you can also do multi-level grouping by dragging more than one column to the 
left of the ID  column. To toggle between collapsed and expanded view, you can either click on 
the plus and minus  icons, double-click on the row that has the group folder, or you can use the 
Enter  key on the selected row. 
 
Please also note that you can use the CTRL key in combination with clicking on a column header 
to move the column left most in the table. This way, far away columns donôt have to be dragged 
across the whole grid. Column sequence and widths are remembered when you log out, and will 
be restored next time you log in. 
   
To reduce the number of items you see at any given time, the list can be filtered by Team, 
Manager , and Assigned Person. You can also filter by Category  and Custom fields. For example 
you could ask to only see items pertaining to Office Management . You define the list of 
categories as you go, simply by typing them into  the Category  combo box while editing 
individual  item details . The system automatically maintains a list of currently used categories 
and offers them in the drop down lists for filtering and item editing.  
 


