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Introduction

One of the keys to an organization’s success is the ability to effectively
manage its projects. Regardless of the size or type of project you’re man-
aging, you need a solid, realistic plan. You then need to manage your plan
closely to ensure that everyone involved is on track and in sync, that every
step along the way is on schedule, and that you ultimately finish on time
and on budget with a positive end result.

Many professionals whose specialty lies in an area outside of project
management find that traditional project software is too complex or too
difficult to involve team members in multiple locations. Basecamp offers
an alternative: online, collaborative project management. With online
applications such as Basecamp, there is no software to download, install,
or maintain. Everyone involved in a project can log in from a computer,
netbook, or mobile device to update and view project progress.

This book targets readers who actively manage projects with Basecamp
(referred to as the account owner and administrators), but other Basecamp
project team members who update and view their progress in the system
can also benefit from its content.

Sams Teach Yourself Basecamp in 10 Minutes is designed to get you up
and running on Basecamp as quickly as possible. It introduces you to
essential project management concepts in plain English and focuses on
real-world techniques for ensuring project success. Because online appli-
cations such as Basecamp roll out new features on a regular basis, the
features available to you might vary from what’s covered in this book.
The companion website, however, will help keep you updated on what’s
new with Basecamp. For now, turn to Lesson 1, “Getting Started with
Basecamp,” to begin your journey with this powerful project management
tool.




Sam’s Teach Yourself Basecamp in 10 Minutes

Who Is This Book For?

This book is for you if...

» You're new to project management and want to manage your
projects online.

» You want to become productive on Basecamp as quickly as pos-
sible and are short on time.

Companion Website

This book has a companion website online at
http://www.patricerutledge.com/basecamp.

Visit the site to access the following:
» Book updates
» News about Basecamp enhancements and features

» Other books and courses that might be of interest to you

Conventions Used in This Book

The Sams Teach Yourself series has several unique elements that will
help you as you are learning more about Basecamp. These include the
following:

NOTE: A note presents interesting pieces of information related to
the discussion.

TIP: A tip offers advice or teaches an easier way to do something.
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Introduction

CAUTION: A caution advises you about potential problems and helps
you steer clear of disaster.

PLAIN ENGLISH: Plain English sections provide clear definitions of
new, essential terms.
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LESSON 1

Getting Started with
Basecamp

In this lesson, you learn the basics of collaborative project management
with Basecamp as well as how to set up your Basecamp account.

Introducing Online, Collaborative
Project Management

Basecamp (http://basecamphq.com) is an online project management tool
that emphasizes collaboration and communication over a reliance on tradi-
tional project charts, graphs, and statistics. With more than 3 million users
around the world, Basecamp’s many customers include Kellogg’s, Sun
Microsystems, the Mayo Clinic, National Geographic, and The World
Bank, as well as many small businesses and nonprofits.

PLAIN ENGLISH: Projects and Project Management

According to the Project Management Institute, a project is a tempo-
rary endeavor undertaken to create a unique product, service, or
result. Project management refers to the organized and coordinated
effort to complete that project.

With Basecamp, you can do the following:
» Collaboratively manage multiple projects and people
» Create, edit, and reuse to-do lists

» Create, track, and manage project milestones
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» Integrate with calendaring systems
» Post and share messages with project teams

» Upload and share project files, including documents, audio, and
video

» Track and manage project time
» Collaborate using writeboards and online chat functionality
Create and view RSS feeds

Access project data on your mobile device

vV v V

Extend Basecamp functionality with dozens of third-party tools
and applications

NOTE: Basecamp History

Basecamp was released in 2004 by 37signals
(http://37signals.com), a Chicago-based web design firm founded in
1999. After the success of Basecamp, 37signals changed its busi-
ness model from web design to software development, releasing
other popular web-based applications such as Backpack, Campfire,
and Highrise.

Basecamp follows the Software as a Service Model (SaaS), which offers
access to software as a web-based service. With Basecamp, there is no
software to download. Everything is hosted on Basecamp’s own state-of-
the-art servers.

NOTE: Is My Data Secure?

If you're new to the concept of hosted software and have some
questions about data security, read Basecamp’s security overview at
http://37signals.com/security.

You access Basecamp via a browser such as the following:
» Internet Explorer 7 or later (for the PC)
» Firefox 2 or later (for the Mac, PC, or Linux)

» Safari 2 or later (for the Mac)
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TIP: Focus on Embracing a New Way to Manage Projects

If you're used to traditional project management software such as
Microsoft Project or have completed training in formal project man-
agement methodologies, Basecamp will be a new experience for
you. Instead of trying to compare features or figure out how to cre-
ate a baseline or calculate the critical path (not part of the
Basecamp model), focus on embracing a new, streamlined way to
manage projects.

Understanding Basecamp
Account Plans

Basecamp offers numerous account options, including a free account and
several types of paid accounts. Basecamp accounts vary by feature and
monthly price. When choosing the right plan for you, consider carefully
your project management requirements. You can always upgrade to anoth-
er plan, but it’s a good idea to start with a plan that will work for at least
the next three to six months.

All plans include enhanced security and the ability to support unlimited
users. The features that differentiate the available plans include the fol-
lowing:

» Number of projects. Depending on the plan you choose,
Basecamp limits the number of active projects you can maintain.
Archived projects don’t count toward this limit.

PLAIN ENGLISH: Active vs. Archived Projects

In Basecamp, an active project is a project in progress. With an active
project, you can add to-dos and milestones, share files, collaborate
with others, and modify data. When you complete a project, you can
archive it. You can view an archived project, but you can’t modify its
contents unless you reopen it as an active project. See Lesson 4,
“Working with Projects,” for more information about active and
archived projects.
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» Amount of storage. Most Basecamp plans enable you to upload
and share files, with varying amounts of storage space available
to you. In addition to documents, pictures, audio, and video that
you upload, both active and archived projects count toward your
storage limit.

» Time tracking. If you want to track the time your project team
spends on tasks and create time-tracking reports, you need a
plan that includes this feature.

Table 1.1 shows the differences between the available Basecamp account
plans.

TABLE 1.1 Basecamp Account Plans

Plan Projects Storage Time Tracking Monthly
Price
Max Unlimited 75 GB Yes $149
Premium 100 30 GB Yes $99
Plus 35 15 GB Yes $49
Basic 15 5GB No $24
Personal 3 1 GB No $12
Free 1 None No None

The Personal plan isn’t available when you initially sign up, but you can
upgrade or downgrade to it after you’re a Basecamp customer. If you
choose the Max plan, you receive a premium Campfire account at no
charge, normally priced at $49 per month. Campfire
(http://campfirenow.com) is 37signal’s group chat tool for business. See
Lesson 12, “Working with Chat Functionality,” for more information.


http://campfirenow.com
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Signing Up for a Basecamp
Account

Signing up for a Basecamp account is a simple, straightforward task. If
you choose a paid account, you receive your first 30 days free as a trial.

Figure 1.1 shows the screen that greets you the first time you visit
Basecamp (http://basecamphq.com).

37signals lrio .

v Basecamp’ L T
The Better Way To Cowrmeas
Get Projects Done.

Trusted by millions, Basecamp is
the leading web-based project .
collaboration tool.

peat deadlines, assign tasks,
. make clients smile,

-2 o m Every day the world's most respected brands, small
w2 V& A D Gy

businesses, non-profits, and entrepreneurs depend
mp to make their projects run smoothly.
PO mals Cim

‘r’.“_'“ cwoy  patagonia MD’G‘Q“-' E."'r‘"-’\"! c-rl‘.. andalishls Slnas aons

FIGURE 1.1 You can quickly sign up for a trial account from Basecamp’s
home page.
To sign up for a Basecamp account, follow these steps:

1. Click the Plans & Pricing link on the top navigation menu of
Basecamp’s home page.

2. Click the Sign Up button for the plan you prefer: Max, Premium,
Plus, or Basic. The Sign Up page opens, shown in Figure 1.2.
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You're just 60 seconds away from your new Basecamp account.
Already use a 37signals praduct? Then 50 in with your 37signals 10 to save time
creare your F.nf.(‘mmp account
First name
Last name
Email

Campany
Time zone (GMT-U5:00) Eastem Time (US & Canada) +
Now choose a username & password

Username

Password

FIGURE 1.2 Enter your account and credit card information on the Sign Up
page.

PLAIN ENGLISH: 37signals ID

37signals ID is 37signals’ single sign-in system that enables you to
create and use one username and password for all 37signals appli-
cations, including multiple Basecamp accounts. See Lesson 16,
“Integrating Basecamp with Add-ons and Other Applications,” for
more information about the Launchpad and Launchbar, which make
accessing multiple accounts even easier.

NOTE: Consider a Basecamp Free Account

If you want to try out Basecamp without entering your credit card
information, click the Free Plan link below the boxes describing
Basecamp’s paid plans.

3. If you already have a 37signals ID from another 37signals appli-
cation or another Basecamp account, click the Sign In link.
Otherwise, enter your first and last name, email address, compa-
ny name, and time zone in the Create Your Basecamp Account
section.
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NOTE: Signing Up for an Account Makes You the Account
Owner

The user you enter in this section becomes the account owner who
manages your Basecamp account. This person should be the one
responsible for authorizing credit card payments and choosing the
appropriate Basecamp plan for your business. See Lesson 3,
“Managing People, Companies, and Permissions,” for more informa-
tion about the account owner.

4. Enter a username and password. Be sure to choose a strong pass-
word, preferably one that contains both letters and numbers.

TIP: Use an OpeniD for Your Username

If you have an OpenlD, you can use this identifier as your Basecamp
username. An OpenlD is a username and password that lets you
access multiple websites supporting OpenlD, including AOL,
Facebook, Google, Yahoo!, and Microsoft. Click the Use OpenlID link
to enter your ID or to learn more about OpenlID.

5. Enter the URL of the Basecamp site address you want to use.
For example, if your company name is Bon Appétit Catering,
you might want to choose http://bonappetitcatering.basecamphgq.
com. Your site address can include only letters and numbers.
Spaces aren’t allowed. If you enter an address that’s already
taken, Basecamp prompts you to enter a new name.

TIP: You Can Change Your Basecamp URL

If your business needs change, you can change your Basecamp URL.

See Lesson 15, “Managing Your Account,” for more information.

6. Enter your credit card data in the Enter Your Billing Information
section (if applicable). You can pay with a Visa, MasterCard, or
American Express credit card. Remember that your card won’t
be billed until your 30-day trial ends. If you cancel your account
before the 30 days, you won’t be charged.


http://bonappetitcatering.basecamphq.com
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7. Enter any optional referrer or coupon/discount codes if you have
one.

8. Review Basecamp’s Terms of Service, Privacy Policy, and
Refund Policy.

9. Click the Create My Account button to agree to these terms and
create your account. Basecamp opens a dialog box that thanks
you for signing up, shown in Figure 1.3. Basecamp also emails
you a welcome greeting that includes your URL, username, and
password.

Thank you for signing up

Your account is all set up and we've signed you in.

You can always return to your account at:
bonappetit.basecamphg.com
(You may want to bookmark this page)

Don'l worry, we've emailed you all this info as well

hS <

FIGURE 1.3 Log in to Basecamp from your own custom URL.

TIP: Bookmark Your Login Page

Remember to bookmark your login page and communicate it to all
your project team members.

10. Click the OK, Let’s Go! Button to log in to your Basecamp
account, shown in Figure 1.4.

TIP: Take a Video Tour of Basecamp

For a quick video tour of Basecamp, click the Click Me to Start the
Video link.
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Welcome to your Basecamp

Create your first project

It takes just a tew seconds and you'll be up and runming

Watch a quick Getting Started with Basecamp video

G alal @ wizemad
e e

ELeesl
i . ET___ :
Click me to start the video

[were ¥ |

Or first you can...

Upload your lago
Your logo will appear on the login page and on the dashboard.

FIGURE 1.4 The Dashboard welcomes you to Basecamp.

The Basecamp Dashboard offers a welcome message and some sugges-
tions for getting started. After you create your first project, this content is
replaced with details about your project’s to-do lists and milestones.
Although the Dashboard includes a link to set up your first project, there
are several other things you should do first, including customizing your
workspace and entering your project team members.

Summary

In this first lesson, you learned about the many features Basecamp offers
and how to sign up for an account. Next, it’s time to customize your
workspace.
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LESSON 2

Customizing Your
Basecamp Workspace

In this lesson, you learn how to customize your Basecamp workspace by
defining default settings and adding your own logo and color scheme.

NOTE: Not All Basecamp Users Can Customize the Workspace

Only the account owner and authorized administrators can make the
customizations described in this lesson. The Settings tab isn’t avail-
able to regular users.

Adding a Logo

To personalize your Basecamp workspace, consider adding an optional
company logo. Your logo must be in GIF, JPG, or PNG format and no
more than 300 pixels wide. Logos appear on the login screen, the
Dashboard, and Overview pages.

To add a logo, follow these steps:

1. Click the Upload Your Logo link on the Basecamp Dashboard.
The Settings page opens, shown in Figure 2.1.
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Settings  Color scheme | Chat Seltings

Your loge

100 els wide.
see this FAD.

background, you

and then upload

Upload logo

Default message categories

These are the message categonies that every new project starts with.

u Assets

» Code @

" Copywriting S

* Design &

s Miscellaneous @

s Transeripts &

Add a new default message category: Add categony

FIGURE 2.1 Upload your logo on the Settings page.

NOTE: Where’s the Upload Your Logo Link?

The Upload Your Logo link appears on Basecamp’s Dashboard only
until you create your first project. If this link is no longer on your
Dashboard, you can also click the Settings tab to open the Settings
page where you can also upload a logo.

2. Click the Browse button and select the photo on your computer.
Depending on your browser and operating system, this button
could be named Choose File instead.

3. Click the Upload Logo button. The logo displays as a preview
on the Settings page (see Figure 2.2).
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Settings | Color scheme | Chat Settings

Your lago

pixels wide

ee this FAQ.

¥ Put the laga in a white hox (why?)
Delete logo

FIGURE 2.2 Displaying your company logo helps personalize your
Basecamp workspace.

4. If you want to place your logo in a white box for better contrast
against Basecamp’s background, select the Put Logo in a White
Box checkbox.

TIP: Blend Your Logo into Basecamp’s Background

Instead of a white background, consider blending your logo into
Basecamp’s gray background. To do so, apply a gray background
(with hex color #e5e5eb5) to your logo in your graphics program, save
as a GIF, and upload to Basecamp.

5. Click the Save Changes button at the bottom of the page. Your
logo now appears on Basecamp.

To remove your logo from your Basecamp workspace, click the Delete
Logo link. You can also replace your logo by uploading a new logo.

TIP: Resolving Logo Upload Problems

If you upload a new logo and your old logo still appears, force your
browser to reload. On a PC, hold down the Alt key and click the
Reload button. On a Mac, hold down the Option key and click the
Reload button. If this doesn’t work, clear your browser’s cache.
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Specifying Color Schemes

If Basecamp’s default color scheme doesn’t suit your needs, you can
select another color scheme or create a custom color scheme. To do so,
follow these steps:

1. Click the Change Colors link on Basecamp’s Dashboard to open
the Color Scheme page, shown in Figure 2.3.

Settings Color scheme Chat Settings

Project Name cient name

This is the link color.
Choose a color scheme Customize the colors
. 1 Header Backaround

Prujecl Name -

Client Name -

Current Tab Text -

Tab Background [
Tab Text

Tab Hover Background [N
Tab llover Text

Links [

@ Cuslum culurs

FIGURE 2.3 Customize the colors on your Basecamp workspace.

NOTE: Where’s the Change Colors Link?

The Change Colors link appears on Basecamp’s Dashboard only
until you create your first project. If this link is no longer on your
Dashboard, you can also click the Settings tab and then the Color
Scheme link to open the Color Scheme page.

WoweBook.com


v@v
Text Box
WoweBook.com
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2. Select the option button next to the color scheme you prefer in
the Choose a Color Scheme section. The page displays a pre-
view of how the color scheme appears on the Basecamp work-
space.

3. Click the Save These Colors button to apply the new color scheme.
If none of Basecamp’s color schemes appeal to you or you want to apply

a color scheme that matches your company’s colors, you can create a cus-
tom color scheme. To do so, follow these steps:

1. Select the Custom Colors option button.

2. In the Customize the Colors section, click the box of the color
you want to change. The color palette opens (see Figure 2.4).

Customize the colors

Header Background l:l
project Mame [
Client Name -
Current Tab Text -
Tab Background [N
Tab Text
Tab Hover Background [

Tab Hover Test

inks [

Click to close color palette

FIGURE 2.4 Use the color palette to create a custom Basecamp color
scheme.

3. Select the color you prefer in the color palette or enter a specific
color’s hex code.

PLAIN ENGLISH: Hex Code

A hex code is a six-digit alphanumeric code used to identify a specif-
ic color on the web. It's prefaced by the # sign. In general, you would
use this if you want your Basecamp color scheme to exactly match
an existing color scheme, such as one you use on your company’s
website or logo.
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4. Repeat steps 2 and 3 to modify the other colors you want to
change.

5. Click the Close (x) button to close the palette.

6. Click the Save These Colors button to save your changes.

TIP: Create a Custom Color Scheme Quickly

If one of Basecamp’s existing color schemes is close to what you
want, select it and then begin modifying the colors you want to
change. This is much faster than creating a color scheme totally
from scratch.

Defining Default Settings

Before you start using Basecamp, you need to set up several default set-
tings. You define these settings on the Settings page, below the Your Logo
section. From the Basecamp Dashboard, click the Settings tab to open the
Settings page.

On this page, you can define the following:
» Default message and file categories

» Your Basecamp site name

v

Email notification preferences

v

Encryption preferences

Defining Default Message Categories

Basecamp enables you to post and share messages with other project team
members. Basecamp’s default message categories might work well for
some businesses, such as a web design business, but might not work at all
for other businesses. Think carefully about the types of messages you plan
to post and the best way to categorize them to suit the needs of your spe-
cific business. You can always modify these at any time, but it’s a good
idea to start with a plan that you feel is workable.
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TIP: Create Message Subcategories

Basecamp doesn't officially support subcategories, but there’s an
easy workaround for creating your own subcategories. Simply include
a colon or dash between your main category and subcategory. For
example, instead of including all messages under Design, you could
create the following categories: Design—Web, Design—Print,
Design—Multimedia, and so forth.

To specify the default categories for these messages, follow these steps:

1. In the Default Message Categories section of the Settings page,
review Basecamp’s suggested default categories (see Figure 2.5).
These include: Assets, Code, Copywriting, Design,
Miscellaneous, and Transcripts.

Click to delete this category

Default messqge categories

add a new default message category: Add categary

Default file eategories

These are categones that every new project starts with

Add a new default file category: Add categary

FIGURE 2.5 Review, delete, and add default categories to customize how
you use Basecamp.

2. To delete a category, click the Trash icon to the right of its name
and confirm that you want to delete.

3. To add a category, enter the new category’s name in the Add a
New Default Message Category text box and click the Add
Category button. The category is added to the list.

4. Click the Save Changes button at the bottom of the Settings page.
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You can also add a new message category on the Post a New Message
page.

See Lesson 8, “Posting and Commenting on Messages,” for more infor-
mation about Basecamp’s messaging features.

Defining Default File Categories

Basecamp provides three default categories for files that you upload to
Basecamp: Documents, Pictures, and Sounds. To specify alternative
default categories for your files, follow these steps:

1. In the Default File Categories section of the Settings page,
review Basecamp’s suggested default categories (see Figure 2.5).

2. To delete a category, click the Trash icon to the right of its name
and confirm that you want to delete.

3. To add a category, enter the new category’s name in the Add a
New Default File Category text box and click the Add Category
button. The category is added to the list. If you want to create
subcategories, consider using colons or dashes as a way to fur-
ther define your categories. For example, you could create sub-
categories for Picture such as Pictures—Logos and Pictures—
Clip Art.

4. Click the Save Changes button at the bottom of the Settings
page.

NOTE: Free Accounts Don’t Include File Sharing

If you signed up for a free Basecamp account, your plan doesn’t
include file sharing.

See Lesson 9, “Sharing Files,” for more information about Basecamp’s
file-sharing features.
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Changing Your Basecamp Site Name

Basecamp displays your site name in the upper-left corner of every page.
By default, this name is the company name you entered when you signed
up. You can change this to another name, however.

To do so, enter your new site name in the text box in the Your Basecamp
Site Name section on the Settings page. Click the Save Changes button at
the bottom of the page for your new name to take effect.

Defining Email Notification Preferences

By default, you can send an email to the people you select as responsible
for a particular to-do or milestone. You can also subscribe people on your
project team to receive email notifications about messages, comments, or
uploaded files (see Figure 2.6).

Email notification

@ yes, allow email notifications
No emall notifications for messages, comments, files, to-dos, and milestones

S5L 128-bit encryption

de of 5

If you prefer security

@ On (more sccure but slower)
Off (less secure but faster)

FIGURE 2.6 Send email notifications to your project team members.

If you prefer, you can disable the email notification feature and hide this
functionality from Basecamp pages. For example, you might have con-
cerns about sending confidential information over the Internet. An alterna-
tive to communicating via email is to use Basecamp’s RSS feature. See
Lesson 14, “Working with RSS Feeds,” to learn more about this option.

You define your email notification preferences in the Email Notification
section on the Settings page. The Yes, Allow Email Notifications option
button is the default selection. To disable notifications, select the No
Email Notifications option button and click the Save Changes button.
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Defining Encryption Preferences

Basecamp offers advanced security through SSL 128-bit encryption.
Encryption is turned on by default, but you can change this setting at any
time in the SSL 128-bit Encryption section of the Settings page. Keeping
it on increases security but slows your data transmission speed. Turning it
off decreases security, but increases your transmission speed. Be sure to
click the Save Changes button before leaving the Settings page.

Consider carefully the confidentiality and nature of your project data
before making a decision about your encryption preferences.

PLAIN ENGLISH: SSL Encryption

SSL stands for Secure Socket Layer, a cryptographic protocol that
offers security for data communications over the Internet. In other
words, SSL encryption keeps your Basecamp data safe from security
breaches. Ecommerce sites and banks also use SSL encryption to
ensure the safety and privacy of their customers’ credit cards and
personal data.

Summary

In this lesson, you learned how to customize your Basecamp workspace
and define default settings. Next, it’s time to set up people and companies
in your Basecamp system.



LESSON 3

Managing People,
Companies, and
Permissions

In this lesson, you learn how to manage people and companies in
Basecamp, as well as assign permissions to your users.

Setting Up People and
Companies in Basecamp

After signing up for Basecamp and customizing your workspace, you
need to determine who on your project team needs access to Basecamp
and what permissions you want to give to these people. Because
Basecamp is based on collaboration and communication, it benefits you to
include anyone who will do the following:

» Take responsibility for a to-do or milestone
» Have work hours to report on the project
» Manage or review project progress
» Handle administrative tasks associated with the project
In addition to adding people who work for your own company, you can

also add other companies and their staff. For example, you should also
add clients, vendors, partners, freelancers, and contractors.

A good approach for adding Basecamp users to your system is the
following:
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1. Update information about the account owner, such as title, phone
numbers, and optional photo.

2. Add all Basecamp users who work for your company.
3. Specify any account administrators among your company users.
4. Add additional companies, such as clients and vendors.
5. Add Basecamp users who work for other companies.
In this lesson, you focus on adding people and companies on the All
People tab. You can also manage these resources on the People &

Permissions tab associated with a specific project. See Lesson 4,
“Working with Projects,” for more information.

Understanding Account Owner
and Administrator Roles

Basecamp provides special permissions and access to two types of users:
the account owner and account administrators.

The account owner is the person who signed up for Basecamp and is the
only person who can do the following:

» Upgrade or downgrade your account

» View or change billing information such as credit card data or
lump sum payments

» Cancel your account

Only one person can be the account owner; you can’t share this role with
multiple people.

TIP: Make Another User the Account Owner

You can transfer the role of account owner to another Basecamp
user on the Settings page. See Lesson 15, “Managing Your
Account,” for more information about how to do this.
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The account owner can designate one or more account administrators.
These individuals can do the following:

» Create and modify projects

» Manage companies and people

» Edit the messages of other users

» Change project permissions and settings

> Change account settings

You can assign the account administrator role only to people associated
with your primary company. You can’t assign this role to someone who
works for a company you add to your system, such as a client, vendor, or
partner. See “Assigning Account Administrators” later in this lesson to
learn how to assign account administrators.

Remember that only the account owner and account administrators can
add, edit, and delete one or more companies and their associated people.
Regular Basecamp users can edit only their own information by clicking
the My Info link in the upper-right corner of the Basecamp page.

Managing People in Basecamp

Your success with Basecamp revolves around communicating and collab-
orating clearly with the people responsible for your project. To ensure this
success, you need to add everyone involved in a project to your Basecamp
system.

To start, from the Basecamp Dashboard, click the All People tab to view a
list of every company and person in your system, shown in Figure 3.1.

Dastoons A oople =
Every company and person In your system @3 Add a new company | (you can add pecle &
Bon Appetit Catering Soe e Admnistrator HEL 10 ghe of Eie way S0min powers
Baon Appetit Catering Potrice Rutledga
oz , T

FIGURE 3.1 View the people and companies that comprise your Basecamp
system.
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If you’re new to Basecamp, you should see only one company and one
person, the account owner.

Adding a Person to Basecamp

In Basecamp, a person must be associated with a company. If the person
you want to add doesn’t work for the primary company you entered when
you signed up, you must add that company first. See “Adding a Company
to Basecamp” later in this lesson for more information.

To add a person to a company, follow these steps:
1. From the Basecamp Dashboard, click the All People tab.

2. Click the Add Person link below the company name. The Add a
Person page opens, shown in Figure 3.2.

Add a person to Bon Appetit Catering

Thi | be displayed next to their messages, comments, to-dos

First Name Felice
Last Name  Manles

Email telicamEhonappabicalans

st is optianal. You can fill it in later if you'd like.

Office 2 ext:

Mobie 2

Fax #

Home =

IM Name on AOL -

Give automatic access to all new projects?
5 2alow. th reon will b

FIGURE 3.2 Add users to your Basecamp project team.

3. Enter the person’s name and email address.

4. Optionally, add details about this person, including a title, phone
numbers, and IM (instant message) username.
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5. If you want to give this person access to all new projects you
create, verify that the checkbox in the Give Automatic Access to
All New Projects? section is selected (the default setting). This
saves time over giving permission manually, but is worthwhile
only if this person is going to be involved in more than one pro-
ject. Keep in mind that this section is available only for people
who work for your company, not for external companies.

NOTE: Defining Additional Permissions

You can specify the access rights of users from other companies
in more detail on the People & Permissions tab associated with a
specific project. See Lesson 4, “Working with Projects,” for more

information.

6. Optionally, add a personal note to add to the welcome email
Basecamp sends to this person. You can preview this email on
the right side of the screen.

7. Click the Add This Person button to add this person to
Basecamp and return to the previous page.

Basecamp sends a welcome email to this person with a link to a web page
where new users can complete their Basecamp account. Options including
signing in using an existing 37signals ID (if they already use another
37signal application or have another Basecamp account), creating a new
37signals ID, or using an OpenlD.

Editing Personal Information

As an account owner or administrator, you can easily update the informa-
tion you store about your Basecamp users. For example, you can enter a
new email address or phone number or transfer a person from one compa-
ny to another (perhaps you hired a freelancer to work full-time for your
company). You can’t, however, change your users’ usernames or pass-
words, or upload their photo. For privacy, they must perform these tasks
on their own.
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NOTE: Editing Your Own Personal Data

If you don’t have account owner or account administrator rights, you
won’t have access to the All People tab. Instead, click the My Info
link in the upper-right corner of the Basecamp page to open the Edit
Your Personal Information page. On this page, you can edit your own
personal data and upload a photo.

To edit the personal information of an existing Basecamp user, follow
these steps:

1. From the Basecamp Dashboard, click the All People tab to list
all people and companies in your system.

2. Click the Edit link below the name of the person whose informa-
tion you want to edit. Basecamp opens the Edit [Person’s Name]
page. This page is nearly identical to the Add a Person page.

TIP: Resend a Welcome Email

If one of your Basecamp users never received a welcome email or
needs a new one, click the Re-send the Email Invitation link to
resend this message. This is particularly important if you change
information required to log in.

3. Update the data you want to change, such as email address,
company name, or phone number.

4. Click the Save Changes button.

Adding User Photos

Optionally, all users can upload a photo to personalize your Basecamp
system. Photos appear next to a user’s Basecamp activity, such as com-
ments. Account owners and administrators can’t add photos; users must
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upload and manage their own photos. Photos must be in a GIF, JPG, or
PNG format and will be resized to 48 pixels square. If you use a 37signals
ID to access more than one application or account, this photo appears
with those accounts as well.

To add a user photo, follow these steps:

1.
2.

From the Basecamp Dashboard, click the My Info link.

Click the Edit Your Personal Information link. Basecamp opens
the Update Your 37signals ID page.

. Click the Browse button and select the photo on your computer.

Depending on your browser and operating system, this button
could be named Choose File instead.

. Click the Save Changes button. The photo displays as a preview

on the page (see Figure 3.3) and appears next to your name on
Basecamp.

Update your 37signails ID detalls Use a different 37signals ID

FIGURE 3.3 Preview the way a user’s photo will appear on Basecamp.

To replace an existing photo, upload a new one.

TIP: Resolving Photo Upload Problems

If you upload a new photo and your old photo still appears, force
your browser to reload. On a PC, hold down the Alt key and click the
Reload button. On a Mac, hold down the Option key and click the
Reload button. If this doesn’t work, clear your browser’s cache.
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Deleting a Person

When you delete people from Basecamp, you remove them permanently
from your Basecamp system. They can no longer view, enter, or modify
any data, nor can they log in to your Basecamp account. Their prior activ-
ity on your projects, however, remains in Basecamp for you to view.

NOTE: Removing a Person from a Project

Instead of deleting people, you should also consider simply remov-
ing them from a project. In this case, they can no longer access the
project you removed them from, but they can access other projects
now or in the future. They can also participate in future projects you
manage on Basecamp without setting them up again in your system.
See Lesson 4, “Working with Projects,” for more information about
removing people from projects.

To delete a person from your Basecamp system, follow these steps:

1. From the Basecamp Dashboard, click the All People tab to list
all people and companies in your system.

2. Click the Edit link below the name of the person you want to
delete.

3. Click the Delete [First Name] Now link. Basecamp displays a
warning message confirming that you want to delete this person.

4. Click the Yes button. Depending on your browser and operating
system, this button could be called OK. Basecamp permanently
removes the person.
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Managing Companies in
Basecamp

Your Basecamp system needs at least one company (the primary company
you entered when you signed up), but you can add other companies such
as clients, partners, vendors, or agencies.

Adding a Company to Basecamp
To add a new company, follow these steps:
1. From the Basecamp Dashboard, click the All People tab.

Basecamp displays all companies and people currently in your
system.

2. Click the Add a New Company button. The page expands to dis-
play the Add a New Company section, shown in Figure 3.4.

Add a new company
After you add a company you'll be able to add people to that company.

Enter a new company name

Create company | or Cancel

FIGURE 3.4 Add all the companies that are involved in your project.

3. Enter the company name in the text box.
4. Click the Create Company button. Basecamp now displays this
company in its list of all companies and people.
Next, you can do the following:
» Add more details about this company
» Upload an optional company logo

» Add people to this company
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Editing Company Information

You can enter additional information about the companies you add to
Basecamp and modify this data whenever necessary. To do so, follow
these steps:

1.
2.

From the Basecamp Dashboard, click the All People tab.

Click the Edit link below the name of the company whose infor-
mation you want to edit. Basecamp opens the Edit [Company
Name] page, shown in Figure 3.5.

Edit Mango Designs Eelete this company

Only tt

he company name is required here, but the rest will come in handy when you want
our cammunication offline.

Company Name  Mango Deaigna
Address 1:
Address 2:
City:
State:
Z1P/Postal Code:
Country:  United States -
Time Zone: (GMT-08.00) Pacific Time (US & Canada) -
Web address: (w1 hitp//wwwvsite.com)

Office #:

Fax #:

FIGURE 3.5 Specify a company’s basic information and permissions.

3.

Enter or modify any company data, such as the company’s
address, phone numbers, or website. Company Name is the only
required field in this section, but completing the remaining fields
provides a more detailed record of the companies that are partic-
ipating in this project.

If you want to give users at the company the right to view private
messages, select the checkbox in the Can the People in This
Company View Private Items? section. This section doesn’t
appear if you're editing your primary company’s data.
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CAUTION: Consider Carefully Who Can View Private Messages

In general, you’ll want to allow only people in your own company to
view private messages. But if there’s a specific reason you want to
open this up to external companies, you can do so in this section.
See Lesson 8, “Posting and Commenting on Messages,” for more
information about private messages.

5. Click the Save Changes button.

Adding a Company Logo

Optionally, you can upload a company’s logo to personalize your
Basecamp workspace. Logos must be in GIF, JPG, or PNG format and no
more than 300 pixels wide. Logos appear on the login screen, the
Dashboard, and Overview pages.

NOTE: Adding a Logo for Your Primary Company

To add or modify the logo for your primary company (the one you set
up when you signed up for Basecamp), click the Settings tab from
the Basecamp Dashboard. See Lesson 2, “Customizing Your
Basecamp Workspace,” for more information about your primary
company’s logo.

To add a company logo, follow these steps:

1. From the Basecamp Dashboard, click the All People tab.

2. Click the Edit link below the name of the company whose photo
you want to upload. Basecamp opens the Edit [Company Name]
page.

3. Scroll down to the Company Logo section at the bottom of the
page.

4. Click the Browse button and select the photo on your computer.
Depending on your browser and operating system, this button
could be named Choose File instead.
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5. Click the Upload Logo button. The logo displays as a preview
on the page, shown in Figure 3.6.

Company logo
NOTE: The logo must be a GIF
If you ke eeing an old logo

@,

4! Put the logo in a white box (why?)
Delete logo

t and can't be m

an 300 pixels wide,
ded, see this FAQ

you've

FIGURE 3.6 Preview the way a company’s logo will appear on Basecamp.

6. If you want to place the logo in a white box for better contrast
against Basecamp’s background, select the Put the Logo in a
White Box checkbox.

7. Click the Save Changes button near the bottom of the page.

To remove the logo from your Basecamp workspace, click the Delete
Logo link. You can also replace the logo by uploading a new logo.

TIP: Resolving Logo Upload Problems

If you upload a new logo and your old logo still appears, force your
browser to reload. On a PC, hold down the Alt key and click the
Reload button. On a Mac, hold down the Option key and click the
Reload button. If this doesn’t work, clear your browser’s cache.

Deleting a Company

You can delete any company you add to Basecamp, but you can’t delete
the company of the account holder. In other words, you need at least one
company in your Basecamp system.
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CAUTION: Consider Carefully Whether to Delete a Company

Although it's easy to delete a company in Basecamp, you should
first consider whether this is a wise move. You can’t undo a compa-
ny deletion. Deleting is best for situations where you added a
company whose people never actually performed any work on the
project.

To delete a company from your Basecamp system, follow these steps:
1. From the Basecamp Dashboard, click the All People tab.

2. Click the Edit link below the name of the company you want to
delete.

3. Click the Delete This Company link. Basecamp displays a warn-
ing message confirming that you want to delete the company and
its associated people.

NOTE: Where’s the Delete This Company Link?

If a company is still associated with a project, you can’t delete it
and the Delete This Company link isn’t available. You must remove a
company from all projects before deleting it. See Lesson 4, “Working
with Projects,” for more information about how to do this.

4. Click the Yes, Delete This Company link. Depending on your
browser and operating system, the text on this button could dif-
fer. Basecamp permanently removes the company.

TIP: Consider Editing Rather than Deleting a Company

If you made a mistake in setting up a company, you don’t have to
delete it and start over. Just click the Edit link and change any com-
pany data, including the company name.
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Assigning Account

Administrators

To assign administrator rights to one or more people, follow these steps:
1. From the Basecamp Dashboard, click the All People tab.

2. Click the Administrator List link to open the Set Administrators
page, shown in Figure 3.7.

Set administrators Administrators can...

 Create and

Mote: The "administrator” setting applies acrose all projects.

- Change praject permi
= Change account and project settings

Which paople are administrators?

4! Felice Mantel
Patrice Rutledge (Account Holder) Only the Account Holder can...
» Cancel the account
= Upgrade or dewngrade the account

Save these changes
b 9 J = View ar change billing detads

FIGURE 3.7 Give other users at your company the right to manage and
edit your Basecamp data.

3. Place a checkmark before the names of anyone you want to
assign the role of account administrator.

NOTE: Why Are People Missing from the List?

Remember, you can assign this role only to people who work for your
company. The names of other people in your Basecamp system
won’t appear in this list. Also, you can’t remove this role from the
account owner. This person holds account administrator rights by
default.

4. Click the Save These Changes button.

Summary

In this lesson, you learned how to manage people, companies, and permis-
sions in Basecamp. Now it’s time to create your first project.




LESSON 4
Working with Projects

In this lesson, you learn how to create and manage your Basecamp
projects.

Defining Projects

Before you set up your first project in Basecamp, you need to define the
parameters of this project. If you’re an experienced project manager and
are just new to Basecamp, you probably already have a very clear idea
about how to structure your projects.

But if you’re new to project management, it might take a bit more effort
to divide the work you need to accomplish into manageable projects. As
you learned in Lesson 1, a project is a temporary endeavor undertaken to
create a unique product, service, or result.

For example, if you run a service business, you could set up your clients
as companies and create a new Basecamp project for each project you
handle for each company. This works well if your projects are large, such
as creating a website or planning a wedding. But if you work on many
smaller projects for the same client, you could also create separate mile-
stones and to-do lists for each and manage them under one project. This is
particularly useful if your account plan limits your number of active pro-
jects, and you usually have many small projects at the same time.

Determining the best way to manage your projects is both art and science.
Before you start, it’s worthwhile to carefully consider the way your busi-
ness operates, whether you have to follow any specific corporate guide-
lines in the way your group manages projects, the size and frequency of
your projects, and the number of people involved in each project.
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Fortunately, though,

Basecamp is very flexible. If you don’t like the way

you initially set up your projects, you can change them.

Projects

CAUTION: Only Account Owners and Administrators Can Create

In Basecamp, only account owners and administrators have permis-
sion to create projects. Regular users can’t perform most of the
tasks described in this lesson.

Creating

To create your first

a Project

project, follow these steps:

1. On the Basecamp Dashboard, click the Create Your First Project
link. The Create a New Project page opens, shown in Figure 4.1.

Your company

Bon Appet

Who should

so don't worry
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@ 1'd like to gi

Yl Give &

Create this

Managed with
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Mango Design
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Create a new projeci

Name the project ("Home Jage r

Which company? (or create a n
Bon Appelt Calering =

it Catering|Blog

be able to aqcess this project?

You can add er remove clienfs or companics from a project at any tme,

if you aren't spre right now.

mpany (Mangeo Design) for now.
ive a client or another company access to this project too.

company)

eryone from this company access to this project.

roject | or Cancel

Your client

FIGURE 4.1 Creat

e your first Basecamp project in minutes.
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NOTE: Where’s the Create Your First Project Link?

The Create Your First Project link appears on the Basecamp
Dashboard only until you create your first project. After that, the ini-
tial content that appears on your Dashboard is replaced with details
about your project activity. If this link is no longer on your
Dashboard, you can also click the Create a New Project button on
the right side of the dashboard.

2. Enter a name for your project in the Name the Project text box.

3. Specify who can access the project: only users in your company
or users at another company as well.

4. If you’re allowing users from another company to access your
project, select that company’s name from the drop-down list.
Alternatively, click the Create a New Company link if you didn’t
set up external companies in Lesson 3.

NOTE: Determining Who Should Have Access to Your Project

Remember that Basecamp is a collaboration and communication
tool. Including clients, partners, and vendors in your Basecamp pro-
ject fosters this collaboration.

5. Click the Create This Project button.

The Overview page for the project opens, shown in Figure 4.2.
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Open another project

Return to the Navigate to other
dashboard features and tasks Manage project settings

Bon Appetlt Catenng Blog Sa
O T e =

Project overview & activity

Hew message | New to-do list | New milestors | New fis
Welcome! Get started by clicking a tab above.

Post a message, add a to-do, schedule a milestone. Get started

Learn about the overview: Watch a video demo below
You can watch thes wdeo or view a screenshot any bme from the Overnsw tour paas. Stny up to date on this project

Tu s bo Feceive &
d.ll'; dIuL t nuufwnu you of any to-do
tems or milestones that were added
or completed in the last day,

B eroje

Paople on this project

1 Maego Dosign
Patrice Rutledge

Sam Wilson

ot " . Patrick Rhone

FIGURE 4.2 The Overview page is “command central” for each Basecamp
project.

When you first create a project, the Overview page displays a welcome
screen with a brief video tutorial to get you started. After you start enter-
ing project milestones and to-dos, this content is replaced with actual pro-
ject data.

From the Overview page, you can do the following:

» Navigate to other project features by clicking one of the tabs to
the right of the Overview tab. Depending on the account plan
you sign up for, tabs include Messages, To-Do, Milestones,
Writeboards, Chat, Time, and Files. You’ll learn more about
these Basecamp features in later lessons. If one of these tabs is
missing from your screen, your account plan doesn’t support this
functionality.
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» Start entering project data by clicking one of the shortcut links
to perform common tasks, such as New Message, New To-Do
List, New Milestone, or New File.

» Return to the Dashboard by clicking the Back to Dashboard link
in the upper-left corner of the screen. Depending on your
account plan and number of projects you have, the Back to
Projects link could appear instead.

» Open a different project by clicking the Switch to a Different
Project link in the upper-left corner of the screen. If you have a
free account, the Upgrade Your Free Account link appears
instead. If you have only one project, this link isn’t available.

» Manage project settings, such as creating an overview page
announcement or defining a start page, by clicking the Project
Settings link in the upper-right corner of the screen. See ‘“Man-
aging Project Settings” later in this lesson for more information.

» Manage project-specific people and permissions by clicking the
People & Permissions tab. See “Assigning People and Permis-
sions to Projects” later in this lesson for more information.

» Search for project data by clicking the Search tab. See “Search-
ing Project Data” later in this lesson for more information.

» Print the contents of the active page by clicking the Printer icon.
Basecamp displays a print preview of the page contents and
opens the Print dialog box where you can choose a printer.

TIP: Create a PDF with Your Basecamp Data

You can also save your Basecamp data to PDF if you've installed
software that enables you to print to PDF from the Print dialog box.
Some PDF creation tools include Adobe Acrobat, NitroPDF, or
PDF995.

» Receive a daily email digest of project activity by clicking the
Turn on Email Updates link. You’ll receive updates on new and
completed to-dos and milestones. If there is no new project data,
you won’t receive an email.
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TIP: Unsubscribe if the Daily Emails Aren’t Useful

To unsubscribe to the daily email digest, click the See Details About
the Digest or Unsubscribe link that appears after you subscribe.

» Subscribe to the RSS feed for this project. See Lesson 14,
“Working with RSS Feeds,” for more information about the ben-
efits of RSS.

» View a list of people assigned to this project by company as well
as by the last date they logged in.

You’re probably eager to start entering project data, but first, review the
rest of this lesson for important information about managing your project.
In particular, you’ll want to assign any project-specific permissions and
manage your project settings.

Assigning People and
Permissions to Projects

In Lesson 3, “Managing People, Companies, and Permissions,” you added
companies and people to your Basecamp system and gave them permis-
sion to access specific data. You can also assign permissions at the project
level on the People & Permissions page.

To assign people and permissions to a specific project, follow these steps:

1. From the Basecamp Dashboard, click the link of the project you
want to edit from the Your Projects list (if it isn’t already open).

2. Click the People & Permissions tab to open the People &
Permissions page, shown in Figure 4.3.

3. Click the Add People, Remove People, Change Permissions link
on the People & Permissions page. Figure 4.4 shows the page
that opens.



Assigning People and Permissions to Projects 45
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FIGURE 4.3 The People & Permissions page is very similar to the All
People page you explored in Lesson 3.
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FIGURE 4.4 Specify project-specific permissions on this page.
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The Add People, Remove People, and Change Permissions page displays
a list of the companies and people you gave access to the project when
you created it. You can change or refine these permissions on this page at

any time as long as your project is still active.

On this page, you can do the following:

» Select users from other companies who require access to this

project by placing a checkmark before their name. You’ll notice
that to the right of the name of each person at an external com-
pany, there are three option buttons. These are: Messages &
Files, Plus To-Dos, and Plus Milestones. By default, people from
other companies can post messages, leave comments, and upload
files. Optionally, you can give them permission to enter to-dos
and milestones as well.

TIP: You Can Remove Access as Easily as You Can Grant It

To take away a user’s permission to access this project, remove the
checkmark before that person’s name.

» Select users from your company who require access to this pro-

ject by placing a checkmark before their name. The account
owner receives access by default. You can’t remove this person.

TIP: Save Time by Granting Global Access Rights

If you have a long list of users for your company, you can quickly
change permissions for all users by clicking either the Everyone or
No One link.

» Add a new person to a company by clicking the Add a New

Person link below the company this person works for. The Add a
Person page opens, described in Lesson 3.

Add a company to this project by clicking the Add Another
Company to This Project button. The page expands to show
additional fields (see Figure 4.5). Select a company from the
Choose a Company drop-down list and click the Add Company
button. Basecamp adds this company to the page. If no other
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companies exist, the Enter a New Company Name text box
appears instead of the drop-down list. Enter the company name
and click the Create and Add Company button.

Which company do you want to add to the project?
After you add a company yau'll he ahle to specify which people from this company can access the praject.
Choose a company (or croate 3 new company)

Crealive Copywriling -

| Give everyone from this company access to this project now.

[ Add company | or Cance

FIGURE 4.5 Give additional companies access to your project.

NOTE: Add a New Company to Your Basecamp System

If you want to add a new company to the project, and to your
Basecamp system, click the Create a New Company link. See
Lesson 3, “Managing People, Companies, and Permissions,” for
more information about adding new companies.

» Remove a company from the project by clicking the Remove
link to the right of the company.

Updating Project Permissions on the
Edit Page

Now that you’ve added your first project, the Edit page for each of your
Basecamp users includes new project access fields.

To access the Edit page, click the Edit link below the name of any person
on the People & Permissions page. You can also perform this same task
on the All People page.

Figure 4.6 shows the [First Name] Can Access section that now appears
on the Edit page for all users except the account owner.



48 LESSON 4: Working with Projects
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FIGURE 4.6 Give an individual user access to specific projects.

In this section, you can specify project access for each individual person.
Be sure to click the Update Project Access button to save your changes.

Understanding What Users Can View on
Projects

Remember, what you can view as an account owner or administrator on
Basecamp project screens differs from what your users see. For example,
in Figure 4.4, user Nikki Robertson received permission to access mes-
sages, files, to-dos, and milestones. Figure 4.7 shows what she sees

when she opens the Overview page for a new Basecamp project with no
project activity. Figure 4.8 shows her screen view after project activity has
started.

As you can see, many of the tabs and links that appear on an account
owner’s or administrator’s Overview page aren’t available on that same
page for a regular user, even one who has received the highest level of
access permission.
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Project overview & activity

‘We're setting up your project, Nikki.

This project site will ensure communication and schedules are centralized, organized, archived
by date and topic, and accessible from any computer with a web browser,

We'll use this project site to make sure everyone's on the same page when it comes to project
updates, conversations, milestones and schedules, to-do lists, contact information, and more.

We haven't posted any messages or project updates yet, but when we do theyll appear on
this page.

Stay tuned,

- Mangao Design

FIGURE 4.7 The initial Overview page for a regular user differs from what
the account owner or administrator sees.
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FIGURE 4.8 Project users have access only to the features you give them
permission to view.

Managing Project Settings

The Project Settings page enables you to define project parameters when
you first set up a project, as well as manage these settings throughout the
project lifecycle.

From the Basecamp Dashboard, click the link of the project you want to
edit from the Your Projects list. Next, click the Project Settings link on the
upper-right corner of the screen.

The Project Settings page for that project opens, shown in Figure 4.9.
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FIGURE 4.9 Update project settings before you start entering project data.

NOTE: Where’s the Project Settings Link?

The Project Settings link enables you to manage settings for a spe-
cific project and is therefore available only when you're viewing a
project. It doesn’t appear on the Dashboard. In addition, you must
be the owner or an administrator to change account settings.

The remainder of this section describes tasks you can perform on the
Project Settings page. Be sure to click the Save Changes button at the bot-
tom of the page to ensure that your changes take effect.

Renaming a Project

The name you entered when you created your project appears in the
Project Name text box, but you can change this at any time.
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Creating an Overview Page
Announcement

If you want to communicate specific information to project team mem-
bers, enter your message in the Overview Page Announcement section.
Then, select the Yes, Display This Announcement on the Overview Page
checkbox.

For example, you could post a project overview, project updates, an urgent
message for team members, and so forth.

Defining Your Start Page

By default, Basecamp displays the Overview page when you first view a
project. You can display another page, however, as your default initial
view. To do so, select one of the following pages from the drop-down list
in the Start Page section: All Messages, To-Dos, or Milestones.

Selecting the Primary Company for a
Project

When you set up a project, you specified the primary company for it. To
change this, select a new company in the Select the Primary Company for
This Project section. A drop-down list displays all available companies.

The Basecamp Dashboard lists this project under the heading of the com-
pany you choose here. See Lesson 13, “Viewing Project Activity on the
Dashboard,” for more information.

Archiving a Project

When you archive a project, you essentially “freeze” it. You can still view
project data, but no one can edit it or add any new data. An archived pro-
ject doesn’t count toward any project limits that your current account plan
specifies. See Lesson 1, “Getting Started with Basecamp,” for a reminder
of how many active projects you can maintain.

To archive a project, select the Archived option button in the Project
Status section of the Project Settings page, shown in Figure 4.10.
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Project Status: This project Is...

8 Active — Fully functions

On hold

don't show up on t

d but not edited. Archived projects don't

FIGURE 4.10 Basecamp gives you three choices of project status.

TIP: Provide New Users Access to Archived Projects

At times, you might want to give a person the ability to view an
archived project who wasn'’t involved in the original project. To
enable a new person to view an archived project, you must temporar-
ily reactivate the project and then give this person access on the
Edit page. You can access this page by clicking the Edit link below
that person’s name on either the All People page or the People &
Permissions page.

Reactivating an Archived Project

If you want to edit or add content to an archived project, you must reacti-
vate it. To do so, select the Active option button on the Project Settings

page.

Remember, reactivating an archived project means that it now counts
toward the total number of projects allowed for your account plan. If
you’ve already reached your maximum, you won’t be able to reactivate a
project until you archive or delete another.

Placing a Project on Hold

If you don’t want project data such as milestones, messages, comments,
and to-dos to appear on the Basecamp Dashboard, you can place a project
on hold. To do so, select the On Hold option button on the Project
Settings page.

An on-hold project still counts toward the project limit for your account
plan. You can also still actively add and enter project data. In essence,
placing a project on hold is a way to continue working on it while “hid-
ing” its data from the Dashboard.
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Deleting a Project

To delete a project, click the Yes, I Understand—Delete This Project link
on the right side of the Project Settings page. A dialog box opens, where
you can confirm that you really want to delete the project.

CAUTION: There Is No Way to Undo a Project Deletion

When you click this link, Basecamp permanently deletes your pro-
ject. Consider carefully whether archiving your project better suits
your needs.

Searching Project Data

On large projects, it’s sometimes difficult to find the exact information
you need. For example, if you have hundreds of messages and comments,
it could take you a while to find the specific one where someone men-
tioned something about logo colors. To find information faster, use
Basecamp’s search feature to search for words or phrases mentioned in
messages, comments, milestones, to-dos, and files.

To perform a search, follow these steps:

1. On any page in the project you want to search, click the Search
tab.

2. On the Search page, enter the topic you want to search for in the
text box. Search terms aren’t case-sensitive, so searching for
“Flash” and “flash” return the same results, for example.

TIP: Search All Basecamp Projects at the Same Time

If you want to search all Basecamp projects, click the All Projects
link before entering your search term.

3. Click the Search button. Basecamp searches the project data and
displays a list of matches, shown in Figure 4.11.

WoweBook.com
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Text Box
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FIGURE 4.11 Search large projects for the exact information you need.

4. If your search returns a long list, you can filter Messages,
Comments, To-Dos, Files, or Milestones.

5. Click the title of the item you want to view.

Basecamp displays a list of your recent searches on the right side of the
screen. You can click the link for any of these previous searches to per-

form the search again on the latest project data. If you no longer want to
view your previous searches, click the Clear link.

Creating Subprojects

Although Basecamp doesn’t officially support subprojects, there’s an easy
way to create them. Use companies as categories, and the projects
assigned to these companies become subprojects for that category.

For example, let’s say that your company, Mango Design, works on both
web design and print design projects. You also want to use Basecamp to
manage several internal projects. You could create companies called “Web
Design Projects” and “Print Design Projects” to act as categories for your
subprojects and use your main company to house your internal projects.

Summary

In this lesson, you learned how to create and manage projects, as well as
how to provide your users with project-specific permissions. Now it’s
time to start entering milestones.
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Entering and Tracking
Milestones

In this lesson, you learn how to enter and track project milestones in
Basecamp.

Setting Realistic Milestones

Establishing realistic project milestones is one of the key components of

successful project management. In Basecamp, you can add, modify, com-
ment on, and track milestones, as well as create to-do lists that you asso-

ciate with these milestones.

PLAIN ENGLISH: Milestone

A milestone marks a significant event in your project, targeted for a
specific date. Sample milestones include the end of a phase, the
completion of a project deliverable, or an important meeting.

Although Basecamp makes adding milestones a simple task, you have a
better chance of successfully completing these milestones on time with a
little upfront analysis.

TIP: Integrate Milestones and To-Do Lists

Creating milestones and to-do lists for your projects are part of your
overall planning process, not two separate steps. It's recommended
that you review both Lessons 5 and 6, create your plan, and then
enter milestones and to-do lists in Basecamp.
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If you’ve used other project management systems in the past, it’s not diffi-
cult to map your milestones to Basecamp. But if formal project manage-
ment is new to you, you need to think carefully about the critical mile-
stones that you need to track. There is no one right or wrong way to set
milestones in Basecamp. That said, here are a few tips to help you estab-
lish realistic and achievable milestones:

» Consider any concrete dates or deadlines that you must meet. For
example, if you’re planning an event, you absolutely must finish
by the date of that event. If you’re managing a design project,
there might be a little more leeway about the final deadline, but
you could have design reviews with your client on specific dates.

» Consider creating milestones for other important events, phases,
tasks, or deliverables in your project. Alternatively, you could
create milestones by date if you plan to manage tasks on a week-
by-week basis. In this scenario, your milestone could be the end
of a specific week, and the to-do list you associate with it could
list all tasks scheduled for that week.

» Allow yourself enough time for worst-case scenarios. Don’t
make your milestone dates so close that the only way to achieve
them is under perfect conditions.

» Think about how your to-do lists will map to the milestones you
create. Planning milestones and to-do lists together creates a
more realistic project schedule.

» List your milestones and to-dos, analyze them, and make any
revisions before entering into Basecamp. If you plan to collabo-
rate with others on this, consider using the Basecamp writeboard
for your initial analysis. See Lesson 11, “Collaborating with
Writeboards,” for more information.

TIP: Expand on Basecamp’s Milestone Functionality with
Add-ons

The numerous third-party add-ons that integrate with Basecamp
enable you to create complex charts and graphs based on your mile-
stones and much more. See Lesson 16, “Integrating Basecamp with
Add-ons and Other Applications,” for more information.
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Understanding Milestone
Permissions

Access to Basecamp’s milestone features vary depending on the user’s
role in the system (account owner, administrator, internal user, or external
user).

Basecamp users from external companies who are assigned to a project
can do the following:

» View milestones on the Basecamp Dashboard and the project
Overview and Milestones pages.

» Mark as complete milestones assigned to them.

» Comment on milestones. They can edit their own comments
within 15 minutes of posting, but they can’t delete comments.

» Add milestones, if the account owner or an administrator assigns
permission on the Add People, Remove People, and Change
Permissions page. They can also edit and delete the milestones
they add. See Lesson 3, “Managing People, Companies, and
Permissions,” for more information.

Basecamp users at your company have full access to milestone functional-
ity, except for the ability to delete comments or assign permissions.

Account owners and administrators have full access to all milestone
features.

Adding Milestones

To add your first milestone for a project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Milestones tab to open the Milestones page, shown in
Figure 5.1.
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FIGURE 5.1 Basecamp offers assistance when you create your first mile-
stone.

3. Optionally, view the video demo to take a visual tour of
Basecamp’s milestone feature.

4. Click the Create the First Milestone for This Project link. The
Add a New Milestone page opens, shown in Figure 5.2.
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FIGURE 5.2 Select a target date for your milestone.
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NOTE: Where’s the Create the First Milestone for This Project
Link?

The Create the First Milestone for This Project link appears on the
Milestones page only until you create your first milestone. After that,
the initial content that appears on the page is replaced with details
about actual milestones. Alternatively, you can also create a mile-
stone by clicking the Add a New Milestone button on the Milestones
page or the New Milestone link on the Overview page.

5. Enter a milestone title in the Enter a Title text box.

6. Select the person responsible from the drop-down list. Your
name appears by default, but you can also choose another user
from your company or from an external company that you’ve
given permission to view this project.

7. The Email Now & 48 Hours Before It’s Due checkbox is select-
ed by default, which sends the party responsible an email notifi-
cation 48 hours before the milestone due date. If you don’t want
to send this email, remove the checkmark.

8. Select the date the milestone is due from the calendar. You can
select a month in the future from the drop-down list or use the
left and right arrows to navigate the calendar.

9. Click the Create This Milestone button to create the milestone.
Basecamp returns to the Milestones page, which now displays a calendar

with the milestone you just created. See ‘“Viewing Milestones™ later in
this lesson for more information.

TIP: Track Milestone Activity with the iCalendar Feed

If you want to track your milestones on an external calendar, click
the Subscribe to iCalendar link on the Milestones page to integrate
your project’s iCalendar feed with your own calendar system. See
Lesson 7, “Working with iCalendar,” for more information.
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Adding Multiple Milestones

If you have a lot of milestones to create, you can save time by entering
ten milestones on the same page. To do so, follow these steps:

1.

On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the Milestones tab to open the Milestones page.

Click the Add Ten at a Time link on the right side of the page.
Figure 5.3 shows the Add Up to 10 New Milestones page, which
opens.

Add up to 10 new milestones

Date due ¥ Set the dua dote Party responsible

Pick 3 date 4+ Dec2009 -~ M (Patnce Rutledge) w ¥ sand ramindar
Pick 3 date 1 2 3 4 5 M (Pance Rutledgae) w ] sand ramindar
Pick a date Me (Patrice Rutiadge) v [ Sund ramindar
Pick a date Me (Patrice Rutledge) * | Sand reminder
Bick o dale < Me (Patrice Rutiedge) = @ send remindsr
Fuck o dale Me (Patrice Rutedge) = | Send reminder

FIGURE 5.3 Save time by adding multiple milestones on the same page.

4,

Click in the Due Date field and select a date from the calendar
that appears.

Enter an appropriate Milestone Title. If you don’t enter a title,
Basecamp won’t save your milestone.

Select the Party Responsible from the drop-down list. Your name
appears by default, but you can also choose another user from
your company or from an external company that you’ve given
permission to view this project.

. The Send Reminder checkbox is selected by default, which

sends the party responsible an email notification 48 hours before
the milestone due date. If you don’t want to send this email,
remove the checkmark.
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8. Repeat steps 4 through 7 for any additional milestones you want
to create.

9. Click the Create These Milestones button to create the mile-
stones and return to the Milestones page.

Editing Milestones

After you add a milestone, you might need to change it. For example, you
could change the due date, reassign the milestone to another person, or
modify email notification settings. You can edit upcoming, late, and com-
pleted milestones.

To do so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

TIP: Edit a Milestone from the Dashboard

You can also edit a milestone from the Basecamp Dashboard if it
appears in the Late & Upcoming Milestones section. Click the mile-
stone link, mouse over the milestone title in the box that appears,
and click the Edit link.

2. Click the Milestones tab to open the Milestones page.

3. Mouse over the milestone you want to edit. The Edit link
appears to the left of the milestone title (see Figure 5.4).

Delete milestone Add a comment

All upeuiming

T Edit [ pesign Review 1 &

Edit milestone

FIGURE 5.4 Mouse over a milestone to display the Edit link.
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4. Click the Edit link to expand the page (see Figure 5.5).
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Keep shifted milestones off weekends

Save changes | or Cance

FIGURE 5.5 Quickly make changes to your milestones.

5. In the box that appears, make any desired changes. For example,
you can change the milestone title, select another person to be
responsible for the milestone, change the date, or change the
email notification status.

6. If you change the milestone date, the Shift Future Milestones
Too? box appears. You can choose to shift future milestones as
well as keep shifted milestones off weekends, if desired.

NOTE: Deciding Whether to Shift Milestones

If your project has numerous milestones, the ability to shift future
milestones can be a big time saver. This feature is most useful if
your milestones have dependencies. In other words, completing
milestone B is dependent on completing milestone A. If your mile-
stones are self-contained and independent of each other, shifting
future milestones might not be necessary.

7. Click the Save Changes button.

Basecamp updates the Milestones page with your changes.
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Commenting on Milestones

If you want to communicate with other team members about a particular
milestone, you can leave a comment. For example, you might want to
remind others about important information relating to this milestone, post
an alert about milestone roadblocks, and so forth. You can format com-
ment text and attach files, similar to message comments.

To comment on a milestone, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Milestones tab to open the Milestones page.

3. Mouse over the milestone you want to comment on. The
Comment icon appears to the right of the milestone title (refer to
Figure 5.4).

4. Click the Comment icon to open the Comments on This
Milestone page, shown in Figure 5.6.

i on this
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Meha Singh

Add this Comment | | Preview

FIGURE 5.6 Add comments and attach related files.
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5. Enter your comments in the Leave a Comment text box.

NOTE: Comment Formatting Options

You can enter comments as plain text or format your text using
HTML or textile codes. See the section “Formatting Message and
Comment Text” in Lesson 8, “Posting and Commenting on
Messages,” for more information.

6. To attach one or more files, click the Attach Files to This
Comment link. Click the Browse button and select the files on
your computer. Depending on your operating system, you might
see the Choose Files button instead. Attaching a file is particu-
larly useful if you want project team members to comment on it.
Each file must be less than 100MB and counts toward the file
storage limit of your Basecamp account plan.

TIP: Try the Basic Uploader if You Have Trouble Uploading Files

Basecamp uses the Advanced Uploader by default, which enables
you to upload multiple files. The Advanced Uploader requires that
you have Flash 9 or greater installed on your computer and that you
haven’t installed an ad-blocking plug-in on your browser. If you're hav-
ing trouble uploading, click the Basic Uploader link, which enables
you to upload files one at a time. See Lesson 9, “Sharing Files,” for
more information about file sharing and storage.

7. Select the team members you want to send email notifications to
in the Subscribe People to Receive Email Notifications section.
You can notify individuals assigned to this project, both at your
company as well as any external company. To save time, you can
also choose to notify all people at a company. The people you
select will receive email notification when you post your com-
ment and when any related comments are posted.

8. Click the Preview button to preview your comment.

9. If you need to make changes to your comment, click the Edit
button to return to the previous page.

10. Click the Add This Comment button to post your comment.




Commenting on Milestones

The Milestones page indicates that this milestone has a comment and lists
the number of comments. See “Viewing Milestones” later in this lesson
for more information.

Editing Milestone Comments

If you discover a mistake in your comment text or decide to change your
comment, you can edit it.

CAUTION: There Is a Time Limit for Editing Comments

You can only edit comments for up to 15 minutes after posting.
After that, your only option is for an account owner or administrator
to delete the comment. See “Deleting Milestone Comments,” later
in this section.

To edit a comment, click the Comment icon on the Milestones page and
click the Edit link next to the comment. Basecamp lets you know how
many minutes are left. Figure 5.7 shows a sample comment that can still
be edited.

Delete comment

- Patrice Rutledge Tue, 15 Sep at 10003pm | [d# (for anather 12 minutes)]
k. We should have an internal meeting befpre the design review.

12 minutes left to edit

FIGURE 5.7 Basecamp tells you how much longer you can edit a
comment.

If time has elapsed on your comment, the Edit link is no longer available.

Deleting Milestone Comments

The account owner and administrators can delete comments posted by all
members of their project teams, including themselves. Basecamp users
can’t delete comments.
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To delete a comment, click the Comment icon on the Milestones page and
then click the Trash icon next to the comment you want to delete (refer to
Figure 5.7). Basecamp asks you to confirm the deletion.

Completing Milestones

When you complete the work required to meet a milestone, you need to
mark the milestone as complete in your Basecamp system. To do so, fol-
low these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Milestones tab to open the Milestones page (see Figure
5.8).

f\ll upcoming

Complete First Draft

Complete milestone

FIGURE 5.8 A good project management system requires the accurate
reporting of completed milestones.

3. Select the checkbox before the milestone you’ve completed.

Basecamp marks the milestone complete as of the current date and moves
it to the Completed section. The Overview page and the Basecamp
Dashboard also show the milestone as completed, with a strikethrough
over the milestone title.

TIP: Mark Milestones as Complete on the Dashboard

You can also complete a milestone if it appears on the Basecamp
Dashboard in the Late & Upcoming Milestones section. Click a mile-
stone link in this section, select the checkbox, and click the OK
button. See “Viewing Milestones” later in this lesson for more
information.




Viewing Milestones 67

Viewing Milestones

Basecamp lets you view and update milestone progress in several places.
The milestone data you can view and the tasks you can perform depend
on where you are in the Basecamp system. In this section, you learn about
the options for viewing milestones in Basecamp.

Viewing Milestones on a Project’s
Milestones Page

A project’s Milestones page is the primary location for viewing and man-
aging milestone activity. Figure 5.9 shows a sample Milestones page of an
in-progress project.

This milestone has two comments
Late milestone

16 September,

Milestones Today |

Messages

Phase 3: Design Review *°7

Upcoming

Due in the next 14 days

wad Thu Fri Sat Sum Mon Tua
TODAY

All upcoming

Fhase 4. Design Revision

Phase 5: Client Acceptance

Sunday, 13 September Felice Mants

¥| Phase 2: Design

Completed milestone  Calendar for the next 14 days

FIGURE 5.9 The Milestones page for a specific project offers detailed data
on upcoming, late, and completed milestones.
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The Milestones page lists milestones by status and date. Late projects are
highlighted in red, upcoming projects in yellow, and completed projects in
green. If a project has existing comments, the Comment icon appears to
the right of the milestone title with the number of comments. The
Completion checkbox, to the left of the milestone title, is unchecked if the
milestone hasn’t been completed yet. If it’s been completed, there is a
checkmark in this box.

Mouse over the milestone title to display the Trash icon, Edit button, and
Comment icon.

Viewing Milestones on a Project’s
Overview Page

The Overview page for a specific project lists late milestones as well as
other milestones by date. Figure 5.10 shows an example of this page.

Late milestone

T— iesonss T wreebowris ] choc | tme [ s

Project overview & activity New message | Mew to-do list | New milestone | New file

Late & Upcoming Milestones
1 day Inte: Phase 3: Design Review (Nikki Robertson is responsible)

Due in the next 14 days

Wed T Sat Sun Mo

o _ _

Patrice K.
Falice M.

Patrice K.

Patsice R.

Completed milestone

FIGURE 5.10 Get a quick overview of your project, including milestone
data.
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Click the milestone link to open a specific milestone. A strikethrough over
the milestone title indicates a completed milestone.

Viewing Milestones on the Basecamp
Dashboard

The Basecamp Dashboard provides an overview of Late & Upcoming
Milestones across all projects as well as recent milestones by project, as
shown in Figure 5.11.

P EDEDE

Latest activity across your projects

Late & Upcoming Milestones

1 day late: Phase 3: Desian Baview [Bon Appetit Catering | Bon Appetit Catering Webeite | Nikki
Robertson]

Due in the next 14 days

Wed Thu Fri Sat Sun Mon Tue

Patrice R, TOBAY
Patrice R, TODAY
Patrice R. 13 Aug
Patrice R. 15 Aug
Rita A, 14 Aug

Rita A. 14 Aug

Rita A, 14 Aug

Click to open Milestones page Click to open dialog box

FIGURE 5.11 You can also update milestones from the Dashboard.

In the Late & Upcoming Milestones section, you can click a milestone
link to open a dialog box that displays milestones details (see Figure 5.12)
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Edit milestone Add comment

Milestone: Friday, 18 September

Phase 4: Design Revision @

Felice Mantel
Bon Appetit Catering Website
Bon Appelit Catering

Delete milestone
Complete milestone

FIGURE 5.12 Update milestones in this dialog box.

Mouse over the milestone title to display the Trash icon, Edit button, and
Comment icon.

Clicking the milestone links in the area below the Late & Upcoming
Milestones section takes you to the Milestones page. You must click a
link in the Late & Upcoming Milestones section to open the box where
you can update milestone data.

See Lesson 13, “Viewing Project Activity on the Dashboard,” for more
information.

Viewing Milestones on the Dashboard
Milestones Page

From the Dashboard, you can click the Milestones tab to view a calendar
that shows the milestones for all your Basecamp projects for the next
three months. Note that people at external companies can’t view this page,
only people at your company.

Figure 5.13 shows this calendar view.

Late milestones appear at the top of the page in red. You can also view
milestones assigned to a specific person by selecting a name from the
Show Milestones Assigned To drop-down list.

Click a milestone link on this page to move to the associated project’s
Milestones page.
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Display milestones for a specific person

p—

Everyone's milestones over the next 3 months

Account (Upgrade/Invoica t) m L]

Show milestonas assigned to! Evenone -

Late Milesiones

1 day late: Ban Appetit Catering | Bon Appet Catering Website | Nikia Rebertsan]

FIGURE 5.13 View a calendar of your milestones for the next three
months.

NOTE: There Are Two Milestones Pages in Basecamp

Even though their names are identical, the Milestones page you
reach from the Dashboard and the Milestones page associated with
each project serve a different purpose. The Dashboard Milestones
page provides a calendar view of everyone’s milestones across pro-
jects, whereas the Milestones page for a specific project focuses on
milestone details for that project only.

Deleting Milestones

If you make a mistake when entering milestones or decide that you don’t
need a milestone for any reason, you can delete it. You can delete upcom-
ing, late, and completed milestones.

To do so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.
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TIP: Delete a Milestone from the Dashboard

You can also delete a milestone from the Basecamp Dashboard if it
appears in the Late & Upcoming Milestones section. Click the mile-
stone link, mouse over the milestone title in the box that appears,
and click the Trash icon.

2. Click the Milestones tab to open the Milestones page.

3. Mouse over the milestone you want to edit. The Trash icon
appears to the left of the milestone title (see Figure 5.14).

Delete milestone

All upeuiming

Felice Mante

T Edit [[] Phase 4: Design Revision @

FIGURE 5.14 Click the Trash icon to delete a milestone.

4. Click the Trash icon to delete the milestone. Basecamp opens a
dialog box, asking you to confirm this permanent deletion. You
can’t undo a deletion.

5. Click the OK button to confirm.

Basecamp removes the milestone from the Milestones page and your
Basecamp system.

CAUTION: You Can’t Undo a Deletion

Be sure that you really want to delete a milestone before doing so.
Basecamp deletions are permanent, and there is no undo.

Summary

In this lesson, you learned how to add, modify, and track project mile-
stones. Next, learn how to add to-do lists for your project tasks.




LESSON 6

Entering and Tracking
To-Dos

In this lesson, you learn how to enter and track project to-do lists and to-
do items in Basecamp.

Understanding To-Do Lists

In addition to creating realistic and achievable milestones, you need to
define clear and specific to-dos for your project to succeed.

PLAIN ENGLISH: To-Do

A to-do is the Basecamp term for work to be performed. In other
project management systems, this is often called a task. Basecamp
to-do lists are similar to summary tasks, which include multiple
related subtasks, referred to as to-do items in Basecamp.

Before you start entering to-dos in Basecamp, you should create a draft of
your master to-do list somewhere you can easily edit its content. The
Basecamp writeboard is a great place to do this because you can collabo-
rate with other team members on your list. See Lesson 11, “Collaborating
with Writeboards,” for more information.

TIP: Integrate Milestones and To-Do Lists

Creating milestones and to-do lists for your projects are part of your
overall planning process, not two separate steps. It's recommended
that you review both Lessons 5 and 6, create your plan, and then
enter milestones and to-do lists in Basecamp.
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Defining Clear and Specific To-Dos

Here are several things to consider when creating your to-do lists:
» Review your estimated milestones for fixed dates and events.

» Define all the tasks that need to be performed, grouping them
into to-do lists and related to-do items.

» Determine the sequence in which tasks need to be performed
and modify your list if necessary.

» List the person responsible for each to-do list item.

» Estimate the time it should take to complete specific to-do items,
if relevant.

» Group your to-do lists under each associated milestone.
» Review your list for missing or redundant to-dos.

» Analyze whether your list is feasible considering your project
scope, available resources, and milestone dates.

» Adjust your list until you have a realistic plan.

Estimating To-Do Durations

Not every to-do item requires a time estimate, but in some cases, it’s
important to give the person responsible an idea of how much time a task
should take. This can also help your project from slipping past a deadline.

Here are three techniques for estimating the duration of to-do items:

» Expert judgment. This technique emphasizes the professional
expertise of both the project manager and team members. In
essence, it’s a judgment call based on past experience to deter-
mine how long a task should take.

» Analogous estimating. If you’ve completed similar projects in
the past, use your prior project documentation to determine how
long a task should take. This works well if your current project
is very similar to a previous project.
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» Three-point estimates. With this technique, you determine three
possible duration scenarios (most likely, optimistic, and pes-
simistic) and average the three.

TIP: Expand on Basecamp’s To-Do Functionality with Add-ons

The numerous third-party add-ons that integrate with Basecamp
enable you to create complex charts and graphs based on your mile-
stones and to-do lists, create to-do estimates, and much more. See
Lesson 16, “Integrating Basecamp with Add-ons and Other
Applications,” for more information.

Understanding To-Do List
Permissions

Access to Basecamp’s to-do features vary depending on the user’s role in
the system (account owner, administrator, internal user, or external user).

Basecamp users from external companies who are assigned to a project
can do the following:

» View to-dos on the Basecamp Dashboard and the project
Overview and To-Do pages. The account owner or an adminis-
trator can block this access, however, by specifying that a to-do
list is private. See “Creating To-Do Lists” later in this lesson for
more information.

» Mark to-do items as complete.

» Comment on to-dos. They can edit their own comments within
15 minutes of posting, but they can’t delete comments.

» Add, edit, and delete to-dos, if the account owner or an adminis-
trator assigns permission on the Add People, Remove People,
and Change Permissions page. See Lesson 3, “Managing People,
Companies, and Permissions,” for more information.

Users at your company have full access to Basecamp’s to-do functionality,
except for the ability to delete comments and assign permissions.
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Account owners and administrators have full access to all to-do features,
including the ability to delete comments and assign permissions.

Creating To-Do List Templates

Before you create a to-do list in Basecamp, consider whether you’ll need
to create similar lists in the future for other projects. For example, if you
design websites, develop software, plan weddings, cater events, or per-
form any type of regular service, your to-do lists might be very similar for
numerous projects. Rather than type this same data over and over again,
using a template can save you a lot of time.

Creating a to-do list from a template is an optional Basecamp feature. You
can also create your to-do list from scratch if you prefer.

CAUTION: Create Templates Before You Create To-Do Lists

If you want to use to-do list templates, you must create them before
creating a new to-do list. You can’t create a template from an exist-
ing to-do list.

Only the account owner or administrators can create to-do list templates.
To do so, follow these steps:

1. From the Basecamp Dashboard, click the Templates tab to open
the Templates page, shown in Figure 6.1.

Account (Upgrade/Invoices) BREETVEITCE m

About to-do templates

Te-Do Templates

1f you find yourself creating the same to-do
lists over and over, create a to-go kst

Create your first to-do list template template instead. You can use that
template in any project you wish.

What are to-do Iist templates? How do T use the templates?

Create to-do list bemplates just like normal to-do lists, Any lists you make here will appear in ;:;"ﬁ"“:ng:‘:‘:ez':s;'l‘:k"?,“’l;,";'" :

& pulldown when you oreate ksts nside your projects. Then you can just choose a template upper-righk that says “Use a to-da list

and it will load in — saving you time and typing. template.” Click the ink to chone 3
template for your list.

HNew to-do list
5 d a e ﬂmmm-l an 1 assign responsibilities to
ey templates?

Ne, responsibilities must be assigned from
within a project.

FIGURE 6.1 Save time and maintain consistency with to-do list templates.
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2. Click the Create Your First To-Do List Template link. If you’ve
already created a to-do list template, click the New To-Do
Template link instead.

3. Enter a title and optional description for your template (see
Figure 6.2).

To-Do Templates

Title
Phase 4. Design Revision

Optional: List description:

% Create this list | or Cancel

FIGURE 6.2 Enter a template title and description.

4. Click the Create This List button.

5. Enter the first to-do item for your list in the text box (see Figure 6.3).

To-Do Templates

Phase 4: Design Revision

To-do item text

Design review 1

+ Add this item = Cancel

FIGURE 6.3 Start entering to-do items.

6. Click the Add This Item button. Basecamp adds the to-do item.

7. Repeat steps 5 and 6 until you’re finished adding to-do items.
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TIP: Add More To-Do Items Later

You can add more to-do items to your template at any time by click-
ing the Add an Item link on the Templates page.

The Templates page displays your to-do list template and its to-do items.
Any time you create a to-do list, you can use this template to help you get
a fast start on setting up your project. Because the same people might not
work on all projects based on a specific template, you can’t specify an
assigned person on a template. You also can’t assign a due date. Instead,
you assign to-do items when you create your list.

Editing Templates

You can edit your template and its to-do items at any time. To do so, fol-
low these steps:

1. On the Templates page, mouse over the template or to-do item
you want to edit. The Edit link appears to its left, shown in
Figure 6.4.

Click to delete
Click to edit

Bt T Phase 4: Design Revision reorder
*  Design review 1

Design revision 1

* Design review 2

* Design revision 2

Add an item

FIGURE 6.4 Edit your templates as your needs change.

2. Click the Edit link.

3. If you’re editing a template, you can modify its title and descrip-
tion.
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4. If you're editing a to-do item, Basecamp enables you to modify
the to-do list text (refer to Figure 6.3).

5. When you’re done editing, click the Save Changes button.

Basecamp updates the Templates page with your changes.

Reordering Templates and To-Do Items

Basecamp displays templates and their associated to-do items in the order
you create them, but you can reorder these if you like.

To reorder the to-do items on a template, follow these steps:

1. On the Templates page, click the Reorder link next to the tem-
plate whose items you want to reorder.

2. Drag the to-do items to the order you prefer using the Drag
icons, shown in Figure 6.5.

To-Do Templates

Phase 4: Design Revision Done recrdering
X\ Design review 1
EEB Design revision 1
EZ8 Design review 2
EZ8 Design revision 2

Drag the item to a new location

Figure 6.5 Reorder to-do items if they aren’t in the right sequence.

3. When you’re finished, click the Done Reordering link.

TIP: Reorder Templates on the Templates Page

To change the order of the templates on the Templates page, click
the Reorder Lists link in the upper-right corner of the page. Drag the
templates to the order you prefer and click the I'm Done Reordering
Templates link when you finish.
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Deleting Templates

To delete a template or to-do item, follow these steps:

1.

3.

On the Templates page, mouse over the template or item you
want to delete. The Trash icon appears to the left of its title
(refer to Figure 6.4).

Click the Trash icon to delete. Basecamp opens a dialog box
asking you to confirm this permanent deletion.

Click the OK button to confirm.

Basecamp removes the template or to-do item from the Templates page

and your Basecamp system.

Creating To-Do Lists

To create your first to-do list for a project, follow these steps:

1.

2.

On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the To-Do tab to open the To-Do page, shown in Figure 6.6.

[oerven | vessoges IR viesons | wrcevors | crc [ e | s

To-do lists Recrder [ists

Create the first to-do list for this project

Make lists, add items, and check them off. Get things done with to-dao lises.

Learn about to-do lists: Watch a video demo below
You can watch this video or iew a screenshot any time from the To-dos tour page.

To-do lists

Things to finish this week

o start the video

FIGURE 6.6 Basecamp offers assistance when you create your first to-do

list.
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3. Optionally, view the video demo to take a visual tour of
Basecamp’s to-do list feature.

4. Click the Create the First To-Do List for This Project link. The
New To-Do List page opens, shown in Figure 6.7.

Click to use a template

I
New to-do list use 3 to-do

First give the list a name

Optional leatures
Private: (visible anly to Mango Design)
allow us to track time spent on this to-do list

List description or notes about this st

Does this hist relate to a milestone?
Mone -

Create this hist

FIGURE 6.7 Create a to-do list for your Basecamp project tasks.

NOTE: Where’s the Create the First To-Do List for This Project
Link?

The Create the First To-Do List for This Project link appears on the
To-Do page only until you create your first to-do list. After that, the
initial content that appears on the page is replaced with details
about actual to-do lists. Alternatively, you can also create a to-do list
by clicking the New To-Do List button on the To-Do page or the New
To-Do List link on the Overview page.

5. If you want to create your to-do list based on a template you’ve
already created, click the Use a To-Do List Template link and
select a template from the drop-down list. See “Creating To-Do
List Templates” earlier in this lesson for more information.

6. If you want to create your to-do list from scratch, enter a title in
the First Give the List a Name text box.
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10.

11.

LESSON 6: Entering and Tracking To-Dos

If you want to share this to-do list only with team members in
your own company, select the Private checkbox. People at exter-
nal companies that you’ve given permission to access this pro-
ject won’t be able to view this to-do list. If you haven’t given
any external company project access, this option isn’t available.

If you want to track time for this to-do list, select the Allow Us
to Track Time Spent on This To-Do List checkbox. See Lesson
10, “Tracking and Managing Time,” for more information. If
your Basecamp plan doesn’t support time tracking, this option
isn’t available.

Enter an optional description of the to-do list.

If you want to associate this to-do list with a milestone, select
the milestone from the drop-down list. Associating your to-do
lists with milestones can help keep your project on track by
defining to-dos by date. If you haven’t set up milestones yet, this
option isn’t available.

Click the Create This List button. Basecamp creates the to-do
list and enables you to start adding to-do items to the list. Figure
6.8 shows a to-do list created from a template, which includes
all the to-do items from the template you selected.

To-do lists

Phase 4: Design Revisions

Related milestore; 30 Nov - Phase 4; Design Revis
Dresign review 1
Design revision 1
Design review 2

Design revision 2

Enter a to-do item

Set the due date

wha's respensible? When is it due?
Anyane - .+ Mov2009 ~ —
Add this item | or I'm done adding kems 1 2 3 456 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21

d 22 23 24 2526 27 28
29 30

FIGURE 6.8 A to-do list created from a template.
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13.

14.

Creating To-Do Lists

If you created your to-do list from a template and want to assign
your to-dos to specific people or make any other changes, you
need to edit them. See “Editing To-Do Lists” later in this lesson
for more information. If you want to add more to-do items, fol-
low steps 13 through 16. Otherwise, skip to step 17.

If you created your to-do list from scratch or you want to enter
more to-do items, enter a to-do item in the text box.

Select the person responsible for this to-do item from the drop-
down list. You can select anyone from your company or any
external company that you’ve given permission to access this
project. If there isn’t a specific person responsible, select
Anyone.
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TIP: Notify Team Members of Their Assigned To-Dos

If you select anyone other than yourself as the person responsible,
the Notify by Email? checkbox appears. To avoid surprises, select
this checkbox to notify team members of the to-dos you assign to
them.

15.

16.

17.

If you want to specify a due date for this to-do, click the When
Is It Due? box. A pop-up calendar appears where you can select
a due date. If there is no due date, click the No Due Date link.
Due dates appear to the right of a to-do item on both the To-Do
page and the To-Dos page.

Click the Add This Item button. Basecamp adds the to-do item
to the page.

Repeat steps 13 through 16 until you finish adding to-do items
to the list.

TIP: Add More To-Do Items Later

You can add more to-do items to your list at any time by clicking the
Add an Item link on the To-Do page.

18.

Click the I'm Done Adding Items link to close the box.
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Editing To-Do Lists

After you create a to-do list and its related to-do items, you might need to
change them. For example, you could change the wording of a to-do item,
assign or reassign an item to a project team member, or modify email
notification settings.

To do so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the To-Do tab to open the To-Do page.

3. Mouse over the to-do list or to-do item you want to edit. The
Edit link appears to its left, shown in Figure 6.9.

Reorder

o-do lists

Phase 4: Design Revisions

Related milestone: 30 Nov - Phase 4: Design Revisions
Delete —= tat & [ Design review 1  Patrice Rutledge 24 tiov &

[Cl=Besygn revision 2

Addlan item

Edit Complete Add comment

FIGURE 6.9 Easily make changes to your to-dos on the To-Do page.

4. Click the Edit link.

5. If you're editing a to-do list, you can modify the to-do list title
and its description, as well as change whether or not you want to
enable time tracking or associate with a milestone.

6. If you're editing a to-do item, Basecamp enables you to modify
the to-do list text, person responsible, due date, and email notifi-
cation status. Figure 6.10 shows an example of editing a to-do
item.
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To-do lists

Phase 4: Design Revisions

Refated milestone: 30 Nov - Phase 4: Design Revision

Design review 1

Wha's responsible? When is it due?

Me (Patrice Rutledge) +  Mov 24, 2009

Save this item | ar Cancel

Design revision 1

Design review 2
Design revision 2

add an item

FIGURE 6.10 The To-Do page expands for you to edit your to-do item.

7. When you’re done editing, click the Save Changes button or the
Save This Item button. The button name varies depending on
whether you’re editing a to-do list or to-do item.

Basecamp updates the To-Do page with your changes.

Commenting on To-Do Items

If you want to communicate with other team members about a particular
to-do item, you can leave a comment. For example, you might want to
remind others about important information relating to this to-do, post a
status, and so forth.

To comment on a to-do item, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the To-Do tab to open the To-Do page.

3. Mouse over the to-do item you want to comment on. The
Comment icon appears to the right of the to-do title (refer to
Figure 6.9).
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4. Click the Comment icon to open the Comments on This To-Do
page, shown in Figure 6.11.

Comments on this to-do from Phase 4: Design Revision

Nikki Robertson: Design review 1

Df Leave a comment...

Attach files to this comment

#| Bon Appetit Catering: Nikli Robertson

All of Mango Design
Felice Mantei (¥ Neha Singh Patrice Rutledge

Add this Comment | | Preview

FIGURE 6.11 Add comments and attach related files.

5. Enter your comments in the Leave a Comment text box.

NOTE: Comment Formatting Options

You can enter comments as plain text or format your text using
HTML or textile codes. See the section “Formatting Message and
Comment Text” in Lesson 8, “Posting and Commenting on
Messages,” for more information.

6. To attach one or more files, click the Attach Files to This
Comment link. Click the Browse button (called the Choose Files
button on some browsers) and select the files on your computer.
Attaching a file is particularly useful if you want project team
members to comment on it. Each file must be less than 100MB
and counts toward the file storage limit of your Basecamp
account plan.
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TIP: Try the Basic Uploader if You Have Trouble Uploading Files

Basecamp uses the Advanced Uploader by default, which enables
you to upload multiple files. The Advanced Uploader requires that
you have Flash 9 or greater installed on your computer and that you
haven't installed an ad-blocking plug-in on your browser. If you’re hav-
ing trouble uploading, click the Basic Uploader link, which enables
you to upload files one at a time. See Lesson 9, “Sharing Files,” for
more information about file sharing and storage.

7. Select the team members you want to send email notifications to
in the Subscribe People to Receive Email Notifications section.
You can notify individuals assigned to this project, both at your
company as well as any external company. To save time, you can
also choose to notify all people at a company. The people you
select will receive email notification when you post your com-
ment and when any related comments are posted.

8. Click the Preview button to preview your comment.

9. If you need to make changes to your comment, click the Edit
button to return to the previous page.

10. Click the Add This Comment button to post your comment.

The To-Do page indicates that this to-do item has a comment and lists the
number of comments. See “Viewing To-Do Lists” later in this lesson for
more information.

Editing To-Do Item Comments

If you discover a mistake in your comment text or decide to change your
comment, you can edit it only within 15 minutes of initial posting.

To do so, click the Comment icon on the To-Do page and click the Edit
link next to the comment you want to edit. Basecamp lets you know how
many minutes are left. Figure 6.12 shows a sample comment that can still
be edited.
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Edit within 15 minutes

4 Patrice Rutiedge Wad, 16 Sep st 215pm | [de J anather 15 minutes
.a Let's schedule this review for next Friday.

Click to delete

FIGURE 6.12 Basecamp tells you how much longer you can edit a
comment.

If time has elapsed on your comment, the Edit link is no longer available.

Deleting To-Do Iltem Comments

The account owner and administrators can delete comments posted by all
members of their project teams, including themselves. Basecamp users
can’t delete their comments.

To delete a comment, click the Comment icon on the To-Do page and
then click the Trash icon next to the comment you want to delete (refer to
Figure 6.12).

Again, Basecamp asks you to confirm the deletion.

Completing To-Do Items

When you complete the work required for a specific to-do item, you
should mark the item as complete in your Basecamp system. To do so,
follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the To-Do tab to open the To-Do page (refer to Figure
6.9).

3. Select the checkbox before the to-do item you’ve completed.
Basecamp marks the to-do item complete as of the current date
and moves it below the other to-do items for that list.

WoweBook.com


v@v
Text Box
WoweBook.com
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The Overview page and the Basecamp Dashboard also show the to-do
item as completed, with a strikethrough over the to-do title. See “Viewing
To-Do Lists” later in this lesson for more information.

TIP: You Can Undo a Completed To-Do Item

If you make a mistake or discover that there is more work to be
done on a completed to-do, you can undo the completion by remov-
ing the checkbox. Basecamp moves the to-do item back up to the
active list.

Reordering To-Do Lists

Basecamp displays to-do lists and their associated to-do items in the order
you create them, but you can reorder these if you like.

To reorder a to-do list, follow these steps:

1.

On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the To-Do tab to open the To-Do page.

. Click the Reorder Lists link.

Drag the lists to the order you prefer using the Move icon,
shown in Figure 6.13.

Drag the Move icon

To-do lists ne reordering i

Phase 4: Design Revision

Phase 2: Design

FIGURE 6.13 Reorder to-do lists however you prefer.

5.

When you’re finished, click the Done Reordering Lists link.
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To reorder to-do items on the To-Do page, mouse over the item you want
to move and drag the Move icon to the location you prefer.

TIP: Move an Item from One To-Do List to Another
To move an item between to-do lists, drag it using the Move icon.

Viewing To-Do Lists

You can view your project to-do lists and to-do items in several places on
Basecamp. The data you can view and the tasks you can perform depend
on where you are at in the Basecamp system.

Viewing To-Dos on a Project’s To-Do Page
A project’s To-Do page is the primary location for viewing and managing
to-do lists. Figure 6.14 shows a sample To-Do page of an in-progress
project.

The To-Do page displays to-do lists and their associated to-do items, as
well as any related milestones. If a project has existing comments, the
Comment icon appears to the right of the milestone title with the number
of comments. The Completion checkbox, to the left of the to-do item, is
unchecked if the to-do item hasn’t been completed yet. If it’s been com-
pleted, there is a checkmark in this box.

NOTE: Entering and Viewing Times for a To-Do Item

The Clock icon also appears to the left of a to-do item if you
enabled time tracking and your Basecamp account plan supports
this feature. Click this icon to enter and view times. See Lesson 10,
“Tracking and Managing Time,” for more information.
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Mouse over the to-do title to display the Trash icon, Edit link, Comment
icon, and Reorder icon. Note that the Comment and Reorder icons are
available only for to-do items and not to-do lists.

In the right column, you can select the name of a specific project team
member from the drop-down list to display only the to-dos for that
person.

Completed to-do

|
[ocrven T vesoces T W ooaas T oo L e | e

To-do lists

Phase 1: Design Proposal & Strate

Patrice Rulledge: Create proposal

Private

Add an item

T WSy 16 N

Phase 4: Design Revision

Related milestone: 18 Sep - Phase 4: Design Revision
Nikki Robertson: Design review 1 L
Felice Mantel: Design revision 1
Nikki Robertson: Design review 2
Felice Mantei: Design revision 2

Neha Singh: Consult on design reviews

Add an item

To-do with comment

FIGURE 6.14 The To-Do page for a specific project offers detailed informa-
tion about your to-do lists and items.

Viewing To-Dos on a Project’s Overview
Page

The Overview page for a specific project displays the latest project infor-
mation, including to-dos. Figure 6.15 shows an example of this page.
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Project overview & activity New message | New to-do list | New milsstons | New file

Late & Upcoming Milestones

1 day late: Phase J: Design Review (Nikki Robertson is responsible)

Due in the next 14 daye

Wed Ths Fri Sat Sun Man

o

TODAY

RCREEY Rescargh-prededt (Phase 1; Design Proposal 8 Stratec Patrice R

Create proposal (¢ Patrice R

Commant JEEHIE Patsice R
T consul Neha &

Completed to-do

FIGURE 6.15 Get a quick overview of your project, including project to-dos.

Click the to-do link to open a specific to-do list. A strikethrough over the
to-do title indicates a completed to-do item.

Viewing To-Dos on the Basecamp
Dashboard

The Basecamp Dashboard displays recent activity across all projects,
including project to-dos, as shown in Figure 6.16.

Click the to-do link to open a specific to-do list. A strikethrough over the
to-do title indicates a completed to-do item. See Lesson 13, “Viewing
Project Activity on the Dashboard,” for more information.



Viewing To-Do Lists 93

Y s [iesone | e [ENEDE

Latest activity across your projects

Late & Upcoming Milestones

1 day Iate: Fhase 3: Design Review [Bon Appetit Catering | Bon Appetit Catering Website | Nikki

Robertson]

Due in the next 14 days
Waed Thu Fri Sat Sun Mon Tus

TODAY 1

Bon Appetit Catering — Ron Appetil Catering Welsite

B peyeest |
Create praposal (Phas

Patrica B, TODAY

Patrice R, TODAY

FIGURE 6.16 The Dashboard gives you an overview of your project activity
such as to-do items.

Viewing To-Dos on the Dashboard
To-Dos Page

From the Dashboard, you can click the To-Dos tab to view your assigned
to-do items across all projects. To display to-dos for another user, select
that person from the Show Items Assigned To drop-down list. Note that
people at external companies can’t view this page—only people at your
company can.

Figure 6.17 shows a sample of the To-Dos page.
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Patrice Rutledge's to-do items across all projects

Bon Appetit Catering — Bon Appetit Catering Website

Phase 1: Design Proposal & [7] Create proposal

— Strateqy

Mango Design — Marketing Campaign

Strateqgize Marketing Campaign [|] Create marketing plan

[}l Develop social media strategy

SaveKids — Logo-SaveKids

Research work []| Review research

Click to open to-do list Click to complete to-do item

FIGURE 6.17 View a specific users to-dos across projects.

Click a to-do link to open the project To-Do page for that specific to-do
list.

You can also mark to-do items as complete on this page by selecting the
checkbox to the left of the completed to-do item. The item disappears
from the To-Dos page, but remains on the To-Do page as a completed
item.

NOTE: The To-Dos Page and the To-Do Page Are Not the Same
Page

Even though their names are similar, the To-Dos page you reach from
the Dashboard and the To-Do page associated with each project
serve a different purpose. The To-Dos page focuses on to-dos for all
projects, whereas the To-Do page is specific to a particular project.
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Deleting To-Do Lists

If you make a mistake when creating a to-do list or decide that you don’t
need the list, you can delete it. When you delete a to-do list, you also
delete any associated to-do items. You can also delete individual to-do
items—both open and completed—without deleting the to-do list they
belong to.

To delete a to-do list or to-do item, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the To-Do tab to open the To-Do page.

3. Mouse over the list or item you want to delete. The Trash icon
appears to the left of its title (see Figure 6.18).

Phase 4: Design Revisio
Related milestone: 18 Sep - Phase 4: Design Revision
Nikki Robertson: Design review 1 L
o Edit + Felice Mantei: Design revision 1 @
Nikki Robertson: Design review 2

Felice Mantei: Design revision 2
Neha Singh: Consult on design reviews

Add an item

FIGURE 6.18 Click the Trash icon to delete a to-do list or item.

4. Click the Trash icon to delete. Basecamp opens a dialog box
asking you to confirm this permanent deletion.
5. Click the OK button to confirm.

Basecamp removes the to-do list or item from the To-Do page and your
Basecamp system.
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Summary

In this lesson, you learned how to enter and track to-do lists and associat-
ed to-do items in your Basecamp system. Next, learn how to view mile-
stones and to-dos on external calendars using the iCalendar feed.



LESSON 7
Working with iCalendar

In this lesson, you learn how to integrate your Basecamp milestones with
external calendars.

Understanding iCalendar

Although you can easily view your project milestones in Basecamp, there
are times you might want to view this data on an external calendar. To
support this need, Basecamp generates an iCalendar feed for each of your
projects, as well as a global iCalendar feed that includes all your projects.
You can subscribe to one or more feeds from any calendar that supports
the iCalendar format to stay updated on your Basecamp milestone and to-
do activity.

PLAIN ENGLISH: iCalendar

iCalendar is a computer file format for sharing and integrating calen-
dar data. Numerous calendars support the iCalendar format, includ-
ing Apple iCal, Backpack, Google Calendar, Microsoft Outlook 2007,
Mozilla Calendar (Lightning or Sunbird), Windows Calendar, and many
more.

PLAIN ENGLISH: Feed

A feed is a data format that provides regularly updated content that
users view in another application. Feeds are most commonly associ-
ated with blogs, but you can create a feed from other content as
well, such as your Basecamp milestones. In this case, Basecamp
syndicates your project data, enabling you to subscribe to it in your
favorite calendar application. See Lesson 14, “Working with RSS
Feeds,” to learn how to subscribe to other Basecamp feeds.
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Subscribing to an iCalendar Feed

The way you subscribe to a Basecamp iCalendar feed varies based on the

browser and calendar system you use. As you recall, you can subscribe to

an iCalendar feed for a specific project or to a global feed that includes all
your projects.

To subscribe to a feed for a specific project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Milestones tab to open the Milestones page.

NOTE: Consider the Global iCalendar Feed

To subscribe to the global iCalendar feed that includes all projects,
click the Global iCalendar link at the bottom of the Basecamp
Dashboard. The subscription process works exactly as it does with a
project-specific feed. Although subscribing to your global iCalendar
might save time initially, many calendars highlight individual project
calendar feeds in a different color, which can be a useful project
management tool.

3. Click the Subscribe to iCalendar link that appears on the right
side of the Milestones page (see Figure 7.1). Basecamp opens a
dialog box prompting you to take action on subscribing to your
iCalendar feed. The format and content of this dialog box varies
depending on your browser and available calendars on your
computer.

™ Subscribe to iCalendar

ck Calendar, Apple
s Mozilla Calendar, or any program that
supports the iCalendar standard, you can
subscribe to your Milestones. Learn more
about iCalendar and Basecamp.

FIGURE 7.1 Subscribe to the iCalendar feed for any project in Basecamp.
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TIP: Subscribe to Your iCalendar Feed Manually

Optionally, you can also right-click the Subscribe to iCalendar link,
select Copy Link Location or Copy Shortcut (depending on your
browser), and paste this link manually in your calendar system to
subscribe.

The rest of this section provides step-by-step instructions for several cal-
endar systems. Even if these instructions don’t describe the specific calen-
dar you use, they should give you an idea of how the subscription process
works.

Subscribing to Your iCalendar Feed with
Mozilla Calendar

If you use Mozilla Thunderbird with the Lightning Calendar add-in, fol-
low these steps to subscribe to your iCalendar feed:

1. In Basecamp, right-click the Subscribe to iCalendar link or the
Global iCalendar link. See “Subscribing to an iCalendar Feed”
earlier in this lesson for more information about where to locate
these links.

2. Select Copy Link Location or Copy Shortcut from the menu that
appears. The exact wording of this text depends on the browser
you use.

3. Log in to Thunderbird and click the Calendar button in the
lower-left corner of the screen. Your calendar opens.

4. From the menu, select Calendar, New Calendar.

5. In the Create New Calendar dialog box, select the On the
Network option button and click Next to continue to the next
screen.

6. Select iCalendar (ICS) as your format (see Figure 7.2).
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Create New Calendar [

Create a new calendar
Locate your calendar

Provide info about what is needed to access your remote calendar
Format g iCalendar (ICS)
1 CalDAV
) 5un Java System Calendar Server (WCAP)
Location: | 1=99d738a5%2cBeald0bbf53841551aeliproject_id=3572524

[ <Back | [ Net> | [ Cancel

FIGURE 7.2 Select the iCalendar format in Mozilla Thunderbird.

FIGURE 7.3 Color code your Mozilla calendar for easier identification.

7. Paste the link you copied from Basecamp in the Location text

box by pressing Ctrl + V. Click Next to continue.

8. On the Customize Your Calendar screen (see Figure 7.3), enter a

name for this calendar and select a color to apply to it.

Create New Calendar =

Create a new calendar
Custemize your calendar

You can give your calendar a nickname and colorize the events from this
calendar.

Name: Bon Appetit Catering Website
Calor: [
Show Alarms: [V

E-Maik Patrice-Anne Rutledge <patrice@patiicernutiedge.... [+ |

[ <Back | [ net> || cancel
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9. Optionally, specify whether you want to Show Alarms. Click
Next to continue.

10. Click Finish to add milestones to your calendar. Figure 7.4
shows a sample calendar.

Your Basecamp milestones

Fvents in the Mast 14 Days - zlmm Q|| Tek « B
Tate start End Category || ] Show completed Tasts
Review Mock-ups  Tuesday, Stptember .. Tutsday, September. = ¢ Tine =

4 0 & Tuesday, August 18, 2009 Calendar Week: 34

Tue Aug 1B

<10 Heme

<Ml Don AppesiCatering Website

Your iCalendar feed

FIGURE 7.4 View your Basecamp milestones in your Mozilla calendar.

TIP: Unsubscribe to an iCalendar Feed

To unsubscribe to an iCalendar feed, select the calendar on the left
side of the screen by highlighting it (not with a checkmark). From the
menu, select Calendar, Delete Calendar.

Subscribing to Your iCalendar Feed with
Windows Calendar

If you use Windows Calendar with Windows Vista, follow these steps to
subscribe to your iCalendar feed:

1. Log in to Basecamp using Internet Explorer.

2. Click the Subscribe to iCalendar link or the Global iCalendar
link. See “Subscribing to an iCalendar Feed” earlier in this
lesson for more information about where to locate these links.

3. If a warning dialog box opens, click the Allow button to
continue.
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4. In the Subscribe to a Calendar dialog box, click the Next button.
Your Basecamp feed loads to Windows Calendar and the Calen-
dar Subscription Settings dialog box opens (see Figure 7.5).

=

Subscnbe to a Calendar

Calendar subscription settings

alendar name:
Savellids IMG

\odate interval:
Every 15 minutes -

| indude remindars
| tncude tasks

Einish Cancel

FIGURE 7.5 Determine how often you want to update your calendar.

5. In the Calendar Name field, replace the URL string with a name
that’s easier to understand, such as the name of your Basecamp
project.

6. Select an Update Interval that best matches the frequency of
your Basecamp activity. Options include: no update, every 15
minutes, every hour, every day, or every week.

7. If you want to include reminders and tasks on your calendar,
select the appropriate checkboxes.

8. Click the Finish button.

Windows Calendar displays data from your Basecamp iCalendar feed,
shown in Figure 7.6.
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Your iCalendar feed

September, 2009

Rivirwy all the desiqns dicusied in last mesting.

Calendar | SavelGids IMG

unL

Task Information
¥ 0 Patrice’s Calendar
| Savekics MG Pricity:
Start
Due date
Reminder

Remnder | Neme -

uiremsents foe Meeting?-home page design
ngedesign basetampha.com/projects/ 35

Present ideas on the new page ..

Creale timefine for the homs pe...

mitps/ mangedesign bashcampha com.projects 354
S4d0/todos/complete_ited/ 40023383

To-do items from Basecamp Links to Basecamp

FIGURE 7.6 View your Basecamp milestones and related to-do items in
Windows Calendar.

Subscribing to Your iCalendar Feed with
Backpack

If you use 37signals’ collaborative organizational tool Backpack
(www.backpackit.com), follow these steps to subscribe to your iCalendar
feed:

CAUTION: Backpack Isn’t Included with Basecamp

Backpack is an individual 37signals application with a separate
monthly pricing structure. You need to sign up for a Max, Premium,
Plus, or Basic plan to receive the group calendar feature and inte-
grate with Basecamp.

1. In Basecamp, right-click the Subscribe to iCalendar link or the
Global iCalendar link. See “Subscribing to an iCalendar Feed”
earlier in this lesson for more information about where to locate
these links.


www.backpackit.com
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2. Select Copy Link Location or Copy Shortcut from the menu that
appears. The exact wording of this text depends on the browser
you use.

3. Go to your Backpack URL and log in to your Backpack account.

TIP: Use the Open Bar to Access Backpack

Alternatively, click the Backpack link on the Open Bar if you've inte-
grated Basecamp and Backpack using OpenlID. See Lesson 16,
“Integrating Basecamp with Add-ons and Other Applications,” for
more information.

4. Click the Calendar tab to open your calendar.

5. Click the Add a Calendar link on the right side of the screen (see
Figure 7.7).

Today September 7

Add an event

6pm Dinner" | How do I type dates/times
Repeat Nane -

| send an Email/sMS 30 minutes before

Add event

Calendars Add a calendar
M Fatrice-Anne R.

™. How to subscribe to calendars

FIGURE 7.7 In Backpack, you can add your Basecamp iCalendar feed as a
calendar.

6. Paste the iCalendar link in the Name the New Calendar text box.
7. Choose a color for your calendar data.

8. Click the Add Calendar button. Your Backpack calendar displays
your milestone and to-do items from Basecamp (see Figure 7.8).
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Basecamp to-do

Today September 7
Add an event

Next 6 weeks sl
Today 7
at Nene
Sand an Email/SMS 30 minutes before

Add ovent

Calendars
+| M Bon
.

(N

Basecamp iCalendar feed

FIGURE 7.8 Basecamp data now appears in Backpack.

Subscribing to Your iCalendar Feed with
Apple iCal

If you use iCal on a Macintosh, follow these steps to subscribe to your
iCalendar feed:

1.

In Basecamp, right-click (or control-click if you have a single but-
ton mouse) the Subscribe to iCalendar link or the Global
iCalendar link. See “Subscribing to an iCalendar Feed” earlier in
this lesson for more information about where to locate these links.

. Select Copy Link Location from the menu that appears. The

exact wording of this text depends on the browser you use.

. Launch iCal (located in your Applications folder).
. From the Calendar menu, select Subscribe...

. Paste the link you copied from Basecamp in the Location text

box by pressing Command + V. Click Next to continue.

. On the Customize Your Calendar screen, enter a name for this

calendar and select a color to apply to it. Optionally, specify
whether you want to Remove Alarms, Attachments, or To-Do
items. You may also choose to have it auto refresh here.

Click OK to Continue.

Your new calendar displays according to the criteria you entered.
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Troubleshooting Problems with
iCalendar

Although the iCalendar feed is a great way to integrate Basecamp data
into your calendar, the complexity of dealing with different applications
and browsers might cause some confusion. Here are some tips if you're
having trouble subscribing to an iCalendar feed:

4

Try subscribing manually. To do so, right-click the iCalendar
subscription link, copy, and paste the link in your calendar. See
“Subscribing to an iCalendar Feed” earlier in this lesson for
more information. Also, read the documentation or online help
for your calendar for details on subscribing to iCalendar feeds or
adding new calendars.

Try replacing the webcal:// prefix in your feed with http://. Not
every calendar recognizes webcal://.

Verity that your calendar supports iCalendar. Many, but not all,
calendar systems support this format.

Check to see if you have the right software version. For exam-
ple, Basecamp integrates with Microsoft Outlook 2007, but not
previous versions.

Verify that you haven’t changed your Basecamp password
recently. Changing a password resets your iCalendar feeds, so
you’ll need to subscribe to your feeds again.

Summary

In this lesson, you learned how to view your Basecamp milestones in
other calendars using the iCalendar feed. Next, learn how to master
Basecamp’s messaging and commenting features.
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Posting and
Commenting on
Messages

In this lesson, you learn how to collaborate on Basecamp using messages.

Posting a Message

Messages are a key collaboration tool in Basecamp. You can use them to
communicate informally with project team members, or you can use them
as a project approval tool. All users assigned to a project can post mes-
sages, leave comments, and upload files.

To create your first message for a project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Messages tab to open the Messages page, shown in
Figure 8.1.
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Marketing Campaign 1t2n00 Design

All Mezzages D Post a new message
Catogories it
Post the first message for this project [l wessaes |

Post messages, share project updates, ask questions, communicate. Assers

Code
Learn about messages: Watch a video demo below Cogywriting
¥ou can watch this video or view a screenshat any time from the Messaoes Lour saoe.
Dasion
ann S dmiopaiet . 0 Ml Muscellgnes
All Mearages Transcripts

Pocan fenm puly 27 walktiesagh

FIGURE 8.1 The Messages page helps you get started on entering your
first project message.

3. Optionally, view the video demo to take a visual tour of
Basecamp’s message feature.

4. Click the Post the First Message for This Project link. The Post
a New Message page opens, shown in Figure 8.2.

Marketing Campaign mango Design
R o | iestones | wisboards | chac | T | ies |

Post a new message

T
Brainstorming
Category Mo category -

Message body (Show extended message body

Let's atart brainat

sing ideas for our upcoming marketing campaign.

How san we get the word
out about the fantastic work we do here at Mango Design?

| | Attach filas (pach file should ba under 100 MB)

FIGURE 8.2 Create a message and attach any related files.
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NOTE: Where’s the Post the First Message for This Project
Link?

The Post the First Message for This Project link appears on the
Messages page only until you create your first message. After that,
the initial content that appears on the page is replaced with details
about actual message activity. Alternatively, you can also create a
message by clicking the New Message link on the Overview page or
the Post a New Message button on the Messages page.

5. Enter a message Title in the text box. This field is required.
6. Select a message Category from the drop-down list.

7. If the category you want doesn’t appear in the list, select Add a
New Category and enter the category name in the dialog box
that opens. Click OK to add this new category to the drop-down
list.

NOTE: Understanding Default Message Categories

The categories in this list come from the default message cate-
gories you set up on the Settings page. You can add another catego-
ry specific to this project, but any default message categories you
add or delete will only apply to future projects, not existing projects.
See Lesson 2, “Customizing Your Basecamp Workspace,” for more
information about setting up default message categories.

8. Enter your message in the Message Body text box. See
“Formatting Message and Comment Text,” later in this lesson,
for more information about how to format the content in this
field.

9. To enter extended text, click the Show Extended Message Body
link and enter additional text in the Extended Message text box.
When you select Expanded View on the Messages page, you
must click the Continued link to view the text you enter in this
field.
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10. If you want to share this message only with users in your own
company, click the Private Message checkbox. Users at external
companies such as clients or vendors won’t be able to see your
message. If you haven’t given any external companies permis-
sion to access your project, this checkbox isn’t available.

NOTE: Not All Plans Allow You to Attach Files

If you have a free Basecamp account, you receive an error message
if you try to attach any files. See Lesson 1, “Getting Started with
Basecamp,” for more information about which account plans include
file sharing and your file storage limits.

11. To attach one or more files, click the Browse button and select
the files on your computer. Depending on your browser and
operating system, this button could be named Choose File
instead. Attaching a file is particularly useful if you want project
team members to comment on it. Each file must be no larger
than 100MB and counts toward the file storage limit of your
Basecamp account plan.

TIP: Try the Basic Uploader if You Have Trouble Uploading Files

Basecamp uses the Advanced Uploader by default, which enables
you to upload multiple files. The Advanced Uploader requires that
you have Flash 9 or greater enabled on your computer and that you
haven't installed an ad-blocking plug-in on your browser. If you're hav-
ing trouble uploading, click the Basic Uploader link, which enables
you to upload files one at a time. See Lesson 9, “Sharing Files,” for
more information about file sharing and storage.

12. If this message relates to a milestone, select the milestone from
the Does This Message Relate to a Milestone drop-down list. A
link to this message will appear below the related milestone on
the Milestones page.
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NOTE: Why Can’t | Relate My Message to a Milestone?

This field doesn’t appear if you haven’t entered any milestones yet.
See Lesson 5, “Entering and Tracking Milestones,” for more
information.

13. If this message signifies the completion of the milestone, select
the Complete the Milestone checkbox. The milestone will be
marked as completed on the Milestones and Overview pages for
the project and on the Basecamp Dashboard.

14. Select the team members you want to send email notifications to
in the Subscribe People to Receive Email Notifications section.
You can notify individuals assigned to this project, both at your
company as well as any external company. To save time, you can
also choose to notify all people at a company. The people you
select will receive email notification when you post your initial
message and when any related comments are posted.

TIP: Unsubscribe to Message Activity

Basecamp users can unsubscribe to any message by clicking the
Unsubscribe link on that message’s detail page.

15. Click the Preview button to preview what your message looks
like.

16. If you want to make additional changes, click the Edit button.

17. When you’re finished with your message, click the Post This
Message button to post to Basecamp and send any email notifi-
cations.

Your message appears on the Messages and Overview pages, as well as

the Basecamp Dashboard. See “Viewing Messages and Comments” later

in this lesson.



112 LESSON 8: Posting and Commenting on Messages

Leaving Message Comments

To comment on an existing message, follow these steps:

1. Open the message on which you want to comment. You can find
messages on the Basecamp Dashboard or on the Overview or
Messages page for a specific project.

2. Enter your comments in the Leave a Comment text box, shown
in Figure 8.3. See “Formatting Message and Comment Text”
later in this lesson for more information about text formatting
options.

vcriow JRORY - oo itones | wchesrds | i [ e | s

= All messages New message  Edit this message | Delete

Brainstorming

Felice Mantei
Tue, 18 Aug 2009 at 1:31pm

Internal Campaigns

Let's start brainstorming ideas for our upcoming marketing campalgn. How can
we get the word out about the fantastic work we do here at Mango Design?

Leave a comment...

2

I Add this Comment I Preview

FIGURE 8.3 Enter a comment if you have something to add to the discus-
sion.

TIP: View Attached Files

If you want to review a file attached to messages or other com-
ments, click the file link to open it in another window. Image files
appear as thumbnails. If more than one image is attached, you can
click the View All These Images at Once link to preview them in
another window.
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3. If you want to attach a file related to your comment, click the
Attach Files to This Comment link. The page expands to include
a Browse button, which functions the same way as the Browse
button on the Post a New Message page.

4. Click the Preview button to preview your comment.

5. If you need to make changes to your comment, click the Edit
button to return to the previous page.

6. Click the Add This Comment button to post your comment.
Comments appear on the Messages and Overview pages, as well
as on the Basecamp Dashboard.

CAUTION: You Can Only Edit Comments for 15 Minutes

If you want to edit your comment, you can do so, but only for up to
15 minutes after posting. After 15 minutes, your only option is for
an account owner or administrator to delete the comment. See
“Editing Messages and Comments,” and “Deleting Messages and
Comments,” later in this lesson.

Formatting Message and
Comment Text

Basecamp provides several options for formatting your message and com-
ment text. You can use the following:

» Plain text
» Textile formatting

» HTML, JavaScript, or PHP

PLAIN ENGLISH: Textile

Textile is a simple text markup language that can be converted to
HTML for web viewing. Visit http://textile.thresholdstate.com for
more information about using Textile.
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Plain text is obviously the easiest way to create a message. Just type what
you want to say and post. Of course, there will be times when you want to
use common formatting, such as bolding or italics. Using textile format-
ting, you can bold text by surrounding it with asterisks, such as
*Basecamp*. To italicize, surround the text with underscores
(_Basecamp_).

If you’re familiar with HTML, you could also use HTML tags to accom-
plish the same thing:

<b>Basecamp</b>
<i>Basecamp</i>

TIP: Keep Formatting Simple

Although Basecamp provides a lot of flexibility in formatting your
messages, it's a good idea to communicate anything complex in an
attached file. For example, rather than trying to format a table in a
message, attach a Word or Excel file instead. Another option is to
use the writeboard feature to collaborate on a document. See
Lesson 11, “Collaborating with Writeboards,” for more information.

If you plan to enter code for project team members to review, you need to
be sure that it displays correctly. For example, let’s say that you enter the
following in a message:

<b>This text is bolded.</b>

When it’s posted, it appears as bolded text, without the HTML tags. This
is fine if you want bolded text, but what if you want your team members
to comment on the actual HTML code? In that case, you can use the
HTML tags <code> or <pre> to prevent the code from being rendered in
the browser.

For example, you could enter the following:

<pre>
<b>This text is bolded.</b>
</pr‘e>

For multiline code blocks, use <pre>. For inline code, use <code>.
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TIP: Use Third-Party Add-Ons for Complex Code

If you plan to review a lot of code using Basecamp messages, you

might want to consider third-party add-ons to simplify the process.

Two options to try include Pastie (http://pastie.org), a code-pasting
service, or Orbeon’s Markup to Basecamp tool (http://wiki.orbeon.
com/forms/contributions/escaping-markup-for-basecamp-textile).

Sending a Comment by Email

If you’re subscribed to receive email notifications of message and com-
ment activity on your Basecamp project, you can submit comments by
replying to those emails.

To do so, open the email you want to comment on and send your com-

ments in a reply. Be sure to enter your comments above the line that says:

Reply ABOVE THIS LINE to post a comment to the project.
Figure 8.4 shows a sample email reply.

Enter comment above this line

From: | Patrice-Anne Rutledge <patrice@patricerutiedge.com> - pelnceCpatncenutledge com

[~ Tec| o] Marketing Campaign <U40 47920 24656781 -reply@mangodesign basecamphg.coms

Subject: | Fes [Mango Design] Marketing Campaign
BodyTot || | Verdana A By EEE === |
Thanks for gettng things started, Febce. |l really thmk we need to mcorporate social media mto tis campaign.

Patrice

Fehee Manber wrote:

LINE to post a comment to the project ---

Mango Design
Marketing Campaign
ps://mangodesign.basecamphq. com/P24656T87

FIGURE 8.4 Submit comments to Basecamp by email.


http://pastie.org
http://wiki.orbeon.com/forms/contributions/escaping-markup-for-basecamp-textile
http://wiki.orbeon.com/forms/contributions/escaping-markup-for-basecamp-textile
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Comment replies must be in plain text format only. You can, however,
attach a file to your email that will be uploaded as an attachment to your
comment.

When Basecamp receives your comment by email, it’s posted just like a
comment you entered on the web.

NOTE: You Can’t Submit an Original Message by Email

Email submissions works only for comments. You can’t submit a
message by email.

Viewing Messages and
Comments

To view your project messages and comments, click the Messages tab.

On the Messages page, you can sort messages by category. To do so, click
the category you want to view in the Categories list on the right side of
the screen. The account owner and administrator can also rename, delete,
or add another category by clicking the Edit link. See Lesson 2,
“Customizing Your Basecamp Workspace,” for more information about
setting up message categories.

NOTE: Other Ways to View Message Activity

You can also view message and comments activity on the Basecamp
Dashboard and the Overview page for each project. See Lesson 13,
“Viewing Project Activity on the Dashboard,” for more information.

Using Expanded View

Expanded View is the default view for the Messages page, shown in
Figure 8.5.

Expanded View displays the text entered in the Message Body text on the
Post a New Message page. You can view text entered in the Extended
Message text box by clicking the Continued link to open the complete
message. This view also provides additional details on any attachments
and links to edit the message or post comments.
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Click to read extended text

WebSol-IMG saverias
e T O ES
All Mgssages Expanded view List vicw

SATURDMY, 13 AUGUST 2008

Projgct Changes B3

The dignt has reguested some changes, See details below.

Continued..,

Posted by Pairice Ruledge in Copvwriting | [Edit]| Pos 5t commen

FRICAY, 14 AUGUST 2008

Meeting 2 - Final ideas

1 comment Last by Patrice Rutledge on Sat, 15 Aug at 1:39pm

Attached i1s the final ist of our ideas from Meeting 2. I have highlighted the main discussion
peints and also the points that need to be worked upon in next meeting,

@ Hna docx

Posted by Rita 4dams in Migoglianeous | Edit | 1 comment

THURSDAY. 13 AUG 5T 2009
To use Flgsh or not?
2 comments L35t by Neha Singh on Fri, 14 Aug at 7:07am

There seems p lot of confusion about the idea of adding Flash. I checked with a few other

View details about attachments

FIGURE 8.5 You can view details about attachments with the Expanded
View.

Using List View
Click the List View link on the Messages page to view a list of your mes-
sages (see Figure 8.6).

With List View, you can see:

» A list of all project messages in chronological order (the most
recent messages appear at the top of the list).

» Which messages are new or have new comments, identified with
the green icon.

» Which messages you’ve already read, identified with the gray
icon.

» Who posted each message and when.
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» Who posted the last comment and when.

» How many comments each message has received, identified by a
number to the left of the message title. If no number appears, the
message has no comments.

» Which messages are private, marked by the red Private icon.

» Which messages have attached files, identified with the
Paperclip icon.

This message is private

WebSol-IMG saveridf
m Messages

All Messages

[icstones | Wrsboars | et | Tme | Fis

Expanded view | List view

[ - [
1 [ Meeting 2 - Final ideas &
2 [ To use Flash or not?
2 n Home page - ideas &

This message has two comments

FIGURE 8.6 View a simple list of all message activity on your project.

Click a message link to open the individual message and read its contents
and related comments. Figure 8.7 shows a sample message with com-
ments.

If you log out of Basecamp with List View selected on the Messages
page, this view becomes your default the next time you log in. You can
change your default back to Expanded View by selecting it before you log
out of Basecamp again.
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« All messages Mew message | Edit this message | Delste

Home page - ideas
Neha Singh
Thu, 13 Aug 2009 at 6:07am

Misgellaneous

The web design team came up with many ideas regarding the home page. It will
take a while to narrow them down but for now there is one idea that seems
particularly intriguing to me. It relates to the header of the home page which has
this unigue look. I have attached the file with more details about it. Do take a
look and let me know what you think about it.

Main puints to be considered are:

Logo positioning

Aesthetics

Target message

Attractiveness

Huadur-exams

Sam VWison Thu, 13 Aug at 7:51am s
Hi Nelja

1 chegred the attached document and while I think this is the best of the
lot we dicussed, there are scopes for improvement. I plan to put forward
my id¢as in the next meeting but for now all I can say is that this one

View attachment

FIGURE 8.7 View individual messages and reply to them.

Editing Messages and Comments

To edit a message, follow these steps:

1. Open the message you want to edit and click the Edit This
Message link. Alternatively, click the Edit link next to the mes-
sage you want to edit on the Messages page with Expanded
View selected. The Edit This Message page opens, where you
can modify your message. This page is almost identical to the
Post a New Message page, described in the “Posting a Message”
section earlier in this lesson.



120 LESSON 8: Posting and Commenting on Messages

2. Make any desired changes to your message.

3. If you want to notify the people who are subscribed to the mes-
sage that you’ve modified it, select the Yes, Notify the
Subscribers Above of These Changes via Email checkbox.

4. Click the Save Changes button.

You can also edit message comments, but only for up to 15 minutes after
making them. To do so, open the message and click the Edit link next to
the comment you want to edit. Basecamp lets you know how many min-
utes are left. Figure 8.8 shows a sample comment that can still be edited.

OO . o T viciones | rsboare | coe | ime | s |

message | Delate

New message | [

Brainstorming

Felice Mantei
Wed, 19 Aug 2009 at 12:25pm

Let's start brainstorming ideas for our upcoming marketing campaign. How can
we get the word out about the fantastic work we do here at Mango Design?

= Patrice Rutledge Wed, 19 Aug al 1234pm | Ed# (for another 15 minutes)
¢ Thanks for getting things started, Felife. How about meeting Friday
morning with Neha to discuss the canfpaign?

You must edit your comment within 15 minutes

FIGURE 8.8 Basecamp tells you how much longer you can edit a message
comment.

If time has elapsed on your comment, the Edit link is no longer available.

NOTE: Basecamp Editing Permissions

Basecamp users can edit only messages and comments that they
posted. The account owner and administrators can edit their own
messages and comments, as well as messages of project team
members. Remember that the 15-minute time limit for editing com-
ments applies to everyone.
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Deleting Messages and
Comments

The account owner and administrators can delete messages and comments
posted by all members of their project teams, including themselves.
Basecamp users can delete their own messages, but not comments.

Open the message you want to delete or whose comments you want to
delete, shown in Figure 8.9.

Click to delete the message

(oo [ 7o s | icomaris | it v e
es 22¢

New messags | Edit thi

Brainstorming

Felice Mantei
Wed, 19 Aug 2009 at 12:25pm

Let's start brainstorming ideas for our upcoming marketing campaign. How can
we get the word out about the fantastic work we do here at Mango Design?

= Patrice Rutledge Wed, 19 Aug at 12:34pm | Edi (for anclher 14 minutes)
;Q Thanks for getting thing rted, Felice. How about meeting Friday

marning with Neha to discuss the campaign?

Click to delete the comment

FIGURE 8.9 You can quickly delete messages and comments, but remem-
ber that your deletion is permanent.

On this message detail page, you can click the Delete link to delete the
entire message and all related comments. Click OK on the warning dialog
box that opens to confirm that you want to delete the message.

To delete an individual comment, click the Trash icon to the right of that
comment. Again, Basecamp asks you to confirm the deletion.

CAUTION: You Can’t Undo a Deletion

Be sure that you really want to delete a message or comment before
doing so. Basecamp deletions are permanent, and there is no undo.




122 LESSON 8: Posting and Commenting on Messages

Summary

In this lesson, you learned how to collaborate on Basecamp using mes-
sages and comments. Next, learn more about sharing files on Basecamp.



LESSON 9
Sharing Files

In this lesson, you learn how to collaborate with Basecamp’s file sharing

functionality.

Uploading Files

The ability to share and collaborate on files is critical to managing many
types of projects. With the exception of the free account plan, all
Basecamp plans offer hosted file storage.

NOTE: Can 1 Host Files on My Own FTP Server?

Basecamp no longer offers the option of FTP File Storage, which
was a temporary solution before the introduction of Basecamp File
Storage. Customers who originally used FTP storage can continue
to do so, but new customers must use Basecamp’s file storage

solution.

To upload your first file for a project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Files tab to open the Files page, shown in Figure 9.1.
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Bon Appetit Catering Website son appett Catering
[ oveien | wessooes | 1000 | wietanes | wikcbowds | ot | e KM

Files for this project List wiew  [moge-geid visw

Upload the first file to this project

Upload, download, and share files related to this project.

Learn about file sharing: Watch a video demo below
You can watch this wideo or view a screenshot any time from the Files Low page.

L
Files. for ihix prajeo

-

 Pecpie s permisiuns | search [N

@ Upload a file

Flla storage space
You're uging 108 KB of your 10 GH limit

Sort by

9 Date and brme
AZ
Fila size

Categories Edit
Mocuments

Bichures

Sounds

FIGURE 9.1 The Files page helps you get started on uploading your first

project file.

3. Optionally, view the video demo to take a visual tour of

Basecamp’s file sharing feature.

4. Click the Upload the First File to This Project link. The Upload

a File page opens, shown in Figure 9.2.

Upload a file

Choose a file to upload
Browse_

@ Bagic Uploadar

Notity people via email

] Bon Appetit Catering: Nikki Robertson

Al of Mange Design

Fehcs Mantei Neha Singh [ | Patrice Rutledge

Upload the file | or Cangel

FIGURE 9.2 Upload files of up to 100MB in size.

Bon Appetlt Catering Website Bon Appetit Catering
[verven | wessaos | 1000 | wiestones | wsbows | ra | 1ime [N
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NOTE: Where’s the Upload the First File to This Project Link?

The Upload the First File to This Project link appears on the Files
page only until you upload your first file. After that, the initial content
that appears on the page is replaced with details about actual files.
Alternatively, you can also upload a file by clicking the New File link
on the Overview page or the Upload a File button on the Files page.

5. Click the Browse button to select one or more files from your
computer. Depending on your browser and operating system,
this button could be named Choose File instead. Each file must
be no larger than 100MB and counts toward the file storage limit
of your Basecamp account plan. A box appears on the page for
each file you selected to upload, shown in Figure 9.3.

Upload a file

“& dbJ08987.j lemoye
la ) irg ¢

Category: Pictures -
Optignal description:
Soup

Make this file private

“ 36754007.j
) jpy

Category: Piclures -
Optianal description:

Raspberries

Make this file private

FIGURE 9.3 Enter details about each file you upload.

TIP: Try the Basic Uploader if You Have Trouble Uploading Files

Basecamp uses the Advanced Uploader by default, which enables
you to upload multiple files. The Advanced Uploader requires that
you have Flash 9 or greater installed on your computer and that you
haven't installed an ad-blocking plug-in on your browser. If you're hav-
ing trouble uploading, click the Basic Uploader link, which enables
you to upload files one at a time.
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Select an optional file Category from the drop-down list for each
file you uploaded.

If the category you want doesn’t appear in the list, select Add a
New Category and enter the category name in the dialog box
that opens. Click OK to add this new category to the drop-down
list.

NOTE: Understanding Default File Categories

The categories in this list come from the default file categories you
set up on the Settings page. You can add another category specific
to this project, but any default file categories you add or delete will
only apply to future projects, not existing projects. See Lesson 2,
“Customizing Your Basecamp Workspace,” for more information
about setting up default file categories.

10.

11.

12.

Enter an Optional Description for each file.

For each file that you want to share only with users in your own
company, click the Make This File Private checkbox. Users at
external companies such as clients or vendors won’t be able to
view your file. If you haven’t given any external company per-
mission to access your project, this checkbox isn’t available.

If you decide to upload additional files, click the Browse button,
which appears at the end of the list of files to upload. Again, this
is the Choose File button when using certain browsers.

Select the team members you want to notify of this file upload in
the Notify People via Email section. You can notify individuals
assigned to this project, both at your company as well as any
external company. To save time, you can also choose to notify
all people at a company.

When you’re finished uploading files, click the Upload the File
button to post to Basecamp and send any email notifications.

Your file appears on the Files and Overview pages, as well as the
Basecamp Dashboard. See “Viewing Project Files” later in this lesson.
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TIP: You Can Attach Files While Performing Other Basecamp
Tasks

You can also attach files to messages and comments, including
comments associated with to-dos and milestones. See the lessons
that cover these tasks for more information.

Viewing Project Files
To view a list of all files related to your project, click the Files tab. Figure

9.4 shows the Files page.

Identify private files
View older file versions

Bon Appetit Catering (Website ton appen
mmww ine [T

Flles for this praject List view |

L BonADDeULGIF o Farcs
Bon Appetit Design.doc
EE3 by Fedce Manted in Docyments 25K

Mesting Documents. pdf

Quickly determine the file type
Click to open file

FIGURE 9.4 Get a quick overview of all your Basecamp project files.

On the Files page, you can do the following:

» View the amount of file storage you’ve used and the file storage
limit for your account plan.
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Sort files by date and time, in alphabetical order, or by file size.

View files by category. To do so, click the category you want to
view in the Categories list on the right side of the screen. The
account owner and administrator can also rename, delete, or add
another category by clicking the Edit link. See Lesson 2,
“Customizing Your Basecamp Workspace,” for more information
about setting up file categories.

Edit, delete, and upload new versions of files. The rest of this
lesson covers how to handle these tasks.

TIP:

You can also view file activity on the Basecamp Dashboard and the
Overview page for each project. See Lesson 13, “Viewing Project
Activity on the Dashboard,” for more information.

Other Ways to View File Activity

Using List View
List View (refer to Figure 9.4) is the default view on the Files page, which
lists all your files in chronological order with a link to access each file.

With List View, you can see the following:

4

4

>

Thumbnail previews of image files

For all files other than image files, an icon depicting the type of
file (DOC, PDF, and so forth) so that you immediately know
what kind of file it is

Who uploaded the file and when
Previous versions of the file
Which files are private, marked by the red Private icon

Links to any related messages

When you click a file link, one of the following actions occurs depending
on your operating system, your browser, and the applications installed on

your computer:
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» The file opens automatically in another window. This is most
common with images or PDFs, if you have Adobe Reader or
another PDF-viewing application installed.

» The file downloads automatically to your computer.

» A dialog box asks you whether you want to open the file or save
it (see Figure 9.5). If you choose to open the file, the dialog box
offers a suggestion for the appropriate application to use. You
can also click the drop-down arrow and choose another applica-
tion if the suggestion isn’t what you want.

Opening Bon Appetit Design.doc [

You have chosen to open

[#] Bon Appetit Design.doc
whichis & Microsoft Office Word 97 - 2003 Document

from: https://mangodesign.basecamphg.com

What should Firefox do with this file?

Microsoft Office Word (default) -

") SaveFile

Do this automatically for files like this from now on.

L 4

FIGURE 9.5 You can view or download Basecamp project files.

If you make any changes to an open or downloaded file, you must upload
the new version again to share your changes with other project team mem-
bers. See “Uploading New File Versions” later in this lesson for more
information.

Using Image-Grid View

If you upload many images in GIF, JPG, or PNG format, you can view
them on one page by clicking the Image-Grid View link. Figure 9.6 shows
an example of this view.

WoweBook.com


v@v
Text Box
WoweBook.com
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Images for this project Listview  Image-grid view

3787063 2pg

Veguies

FIGURE 9.6 Preview your images all in one place.

With Image-Grid View, you can view thumbnail images in a visual grid,
sized at 200x200. Mouse over a file to view the Edit link and Trash icon.

NOTE: Where Are My Files?

Remember, the Image-Grid View displays only images in GIF, JPG, or
PNG format. If you have images in another format, such as TIF, they
won’t appear. Other files, such as Microsoft Word or Excel docu-
ments, PDFs, and so forth, also don’t appear in this view.
Additionally, Basecamp didn’t start creating thumbnails until May
2007. Images that you uploaded prior to this date won’t appear in
Image-Grid View either. If it's important to view all your images with
this view, you can upload older images again.

Editing File Details

To edit information about a file you’ve uploaded, click the Edit link below
the file name on the Files page. The page expands (see Figure 9.7),
enabling you to do the following:

» Change the file name.
» Enter a new description.

» Select a new category.
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» Select the Private checkbox to make the file visible only to pro-
ject team members in your company. If this checkbox is already
selected, removing the checkmark makes the file public.

Click the Save Changes button to save your edits.

Bon Appetit Design.doc

Documents -

Visible only to Manga Design

Save changes | or Cancel

FIGURE 9.7 Change the name or category of your existing file.

If you uploaded the file as part of a message or comment, the Description
and Private fields aren’t available.

Uploading New File Versions

Keeping your Basecamp system updated with the latest project informa-

tion is critical. Fortunately, you can easily update Basecamp with the lat-
est version when you make changes to project files. You can’t edit a file

online, however. You must download the file to your computer, update it,
and upload a new version to Basecamp.

To upload a new version of a file already posted to Basecamp, click the
Upload a New Version link below the file name on the Files page. The
Upload a New Version page opens, which is nearly identical to the Upload
a File page described in the “Uploading Files” section earlier in this les-
son.

After you upload a new version, the Files page opens again, shown in
Figure 9.8.
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The new version of the file
I

1
., BonAppetit.GIF [FIFES

g L& in Ficiures 28

| 2 ) by Felic

1 BonAQ-getlt:GIF by Patrice Ru |
The old version of the file Delete this file

FIGURE 9.8 View previous versions of your files on the Files page.

The new file becomes the active file, replacing the old file that now
appears in a list below the file name. You can retain previous files for
your reference, or delete them if you need additional file storage space.

Deleting Files

If you no longer need a file that you uploaded to Basecamp, you can
delete it. This also helps free up more file storage space. On the Files
page (see Figure 9.4), click the Trash icon next to the file you want to
delete. Basecamp displays a warning message, asking you to confirm that
you want to delete the file. Click OK to permanently delete the file.

Summary

In this lesson, you learned how to upload, share, and manage files on
Basecamp. Next, learn more about tracking time.



LESSON 10

Tracking and Managing
Time

In this lesson, you learn how to track and manage time in Basecamp.

Understanding Time Tracking in
Basecamp

Tracking and managing the amount of time spent on a project is a key
component of successful project management. If your company bills by
the hour, it’s critical to track project time. Even if you don’t need to track
time for billing purposes, knowing the amount of time your team is
spending on a project is invaluable information.

Basecamp’s Max, Premium, and Plus plans all offer the ability to track
time. See Lesson 1, “Getting Started with Basecamp,” for more informa-
tion about Basecamp’s account plans.

It’s important to note that only people who work for your company can
view or enter time in your Basecamp system. The time-tracking feature is
hidden from people who work at other companies, such as clients and
vendors, even if your account plan includes time tracking. People at your
company, however, can enter time for anyone involved in a project, even
at external companies.
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TIP: Define a Strategy for Tracking Time

Before you start entering project time, you need to determine whose
time you want to track. For example, if you're a service provider and
charge by the hour, you might not want to enter the time clients,
partners, or vendors spend on your project, even if they have to-dos
assigned to them.

Basecamp offers two ways to enter time. You can do the following:

» Enable time tracking for to-do lists and associate time entries
with a to-do list item.

» Enter time independently on the Time page for a specific pro-
ject.

In general, it’s a good idea to track the time your project team spends on
each to-do list item and reserve independent time entries only for tasks
that don’t correspond to a particular to-do.

NOTE: Enabling Time Tracking for To-Do Lists

In Lesson 6, “Entering and Tracking To-Dos,” you learned how to
enable time tracking when you set up your to-do lists. As a reminder,
on the New To-Do List page, select the Allow Us to Track Time Spent
on This To-Do List checkbox. If you didn’t enable time tracking when
you first created your to-do list, you can edit it and select the Enable
Time Tracking for This List checkbox.

TIP: Basecamp Add-ons Offer Additional Time-Tracking
Features

If you're looking for more sophisticated time-tracking tools, consider
one of the many add-on applications that integrate with Basecamp.
See Lesson 16, “Integrating Basecamp with Add-ons and Other
Applications,” for more information.
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Entering Time Associated with a
To-Do List Item

To enter time for a to-do list item, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the To-Do tab to open the To-Do page, shown in Figure
10.1.

To-do lists

Strategize Marketing Campaign
[ Patrice Rutledge: Create marketing plan
||| @ |Patrice Rutledge: Develop socal madia strategy
© |Sam Wilson: Develop offline PR strategy
71| @ |Felice Mantei: Develop online PR strategy
@ |[Neha Singh: Research speaking opportunities

Add an item

Clock icon

FIGURE 10.1 Click the Clock icon to enter time for a to-do list item.

3. Click the clock icon to the left of the to-do list item for which
you want to enter time. The page expands to display time fields
(see Figure 10.2).

Create marketing plan

Date Sep = 2 ~ 2009 ~
Person Patrce Rutledge -
Hours 25

Notes

Addto log | or Sancel

FIGURE 10.2 Enter the time and any related data.
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NOTE: Basecamp Time Clocks Are Color-Coded

You can easily tell which to-dos have time associated with them
based on the color of their time clock. A white clock indicates that
no one has entered time yet. A green clock indicates that time
entries already exist.

4. Select the date the work was performed. Today’s date appears by
default.

5. Select the person who performed the work. Your name appears
by default, but you can select the name of another project team
member.

6. Enter the Hours worked. You can record partial hours by using
numbers or actual time. For example, if someone worked two
and a half hours, you could enter 2.5 or 2:30 in the Hours field.

7. Enter any Notes regarding this time.

8. If you’ve already entered time for this to-do, the total hours
appear in a small green box (see Figure 10.3). To view the time
log for this to-do item, click the See the Time Log link. This link
appears only if you have existing time. Figure 10.4 shows a sam-
ple time log.

Research speaking opportunities

pXi] hours total See the time log for this to-do item

Date Sep » 2 ~ 2009 ~

Hours

Notes

Addtolog | or Cancel

FIGURE 10.3 You can quickly see how much time has already been logged
for this to-do.
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Click to return to previous page
Click to modify dates

T
Time tracking report Ly port | Bock to the ful time

Everyone's hours for the last 7 days for Develop social me...

Aug 28 Pabrice Rutledge  5.00 U3 Develop socal mesia strategy Bl

TOTAL 5.00

FIGURE 10.4 Viewing a sample time log.

CAUTION: Help! My Hours Don’t Match

By default, the time log shows only time entered for the last seven
days. If you've entered time beyond a one-week period for this to-do,
the hours in the green box won’t match the hours on the time log
report. To fix this, click the Create a Report link to select new dates
for your report. See “Creating a Time Report,” later in this lesson,
for more information.

9. Click the Add to Log button.

Basecamp tracks the time entry, which you can view on the Time page.

Entering Time on the Time Page

You can enter time that’s not associated with a to-do list item on the Time
page. To do so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to open
from the Your Projects list on the right side of the screen.

2. Click the Time tab to open the Time page, shown in Figure 10.5.
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[Grerien [essooes [ o0 | isioes [ irioeors | o el s Feove s pemsons | sear [
Time tracking
Sep » 2 - 2009 - Paice Rutledge - Addiolog |

Enter the first time log entry for this project above

It's easy: Just enter 3 date, person, time spent, and a description of what was dane.

Learn about time tracking: Watch a video demo below
You ean watch this video or view a sereenshot any time from the Time Lour

FIGURE 10.5 The Time page as it appears before making any time entries.

3. If this is the first time you’re entering times for this project, you
can view the optional video demo of Basecamp’s time-tracking
feature.

4. Select the date the work was performed. Today’s date appears by
default.

5. Select the person who performed the work. Your name appears
by default, but you can select the name of another project team
member.

6. Enter the Hours worked. You can record partial hours by using
numbers or actual time. For example, if someone worked two
and a half hours, you could enter 2.5 or 2:30 in the Hours field.

7. Enter any Description of the work performed.

8. Click the Add to Log button.

Basecamp tracks the time entry, which you can view on this page.
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Viewing Time Entries

You can view time entries for a specific project or for all projects.
To view time entries for a specific project, click the Time tab for that pro-

ject. The Time page opens, shown in Figure 10.6.

Click to edit
Time associated with a to-do Click to delete

Time tracking

Sep - 2 - 2009 - Patice Ruedge - Addlalog

TOTAL 17.50

FIGURE 10.6 View time entries for your project in one place.

This page lists all time entries by date. The To-Do icon appears before
any time entries associated with a to-do item.

TIP: Analyze Your Data for Greater Insight

To sort and analyze the data on this page, you can create a report
or download to Excel. See “Creating a Time Report” and “Exporting
Time Entries” later in this lesson for more information.

To view time entries for all your projects, click the Time tab on the
Dashboard. This version of the Time page (see Figure 10.7) displays
hours by project for the last seven days.
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Everyone's hours for the last 7 days

ATE  PERSON HOURS

Bon Appetit Catering Ran Apgetit Cater

Sep 02 Felice Mantei Loo = M. ]
Got lots of great insight from Nikki

Mango Design — Marketing Campaign
Sep 02 Patnes Rutledge  1.00  Researched university extensian teaching appartunities
Sep 02 Felice Mantei 2.50 =3

Aug 29 Patrice Rutledge  5.00 =D o

SaveKids — Logo-saverids

Aug 76 Rita Adams 3.00

Aug 26  Patrice Rutledge 10,00 Strategize with client

TOTAL 22.50

FIGURE 10.7 The Time page as it appears from the Dashboard.

You can’t enter time on this page. You must open a specific project to
enter associated times.

Editing Time Entries

If you make a mistake when entering times, it’s easy to adjust your
entries.

To edit a time entry, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Time tab to open the Time page.

3. Click the Edit link to the right of the entry you want to change
(refer to Figure 10.6). The page expands to reopen the time entry
fields, shown in Figure 10.8.

Time tracking Create 3 repart
RSON R c
Sep 02 Patrice Hutledge Loo Hesearched university extension teaching opportunities
Devclop onhng PR 3rolegy
Sep » 2 ~ 2009 -~ Felice Mantei - 25 Save Cangel

FIGURE 10.8 If you make a mistake, you can revise your time entries.



4.

5.

Creating a Time Report 141

Make any changes to the date, person responsible, hours, or
description.

Click the Save button.

Your changes appear on the Time page.

Deleting Time Entries

To delete a time entry, follow these steps:

1.

On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the Time tab to open the Time page.

Click the Trash icon to the right of the entry you want to delete
(refer to Figure 10.6).

Click the OK button in the pop-up box that opens to confirm
your deletion.

Basecamp deletes your time entry and removes it from the Time page.

Creating a Time Report

You can create time-tracking reports for a specific project or for all your

projects.

To create a report for a specific project, follow these steps:

1.

On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the Time tab to open the Time page.

Click the Create a Report link. The Time page expands to dis-
play the Create a Time Report section (see Figure 10.9).
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Create a time report

Show Everyone ~'s hours
From Aug ~ 15 ~ 2009 ~

To Sep » 2 ~ 2009 ~

| Create report | or Cancel

FIGURE 10.9 Create time reports filtering by date and person.

4. Select the person whose time you want to view from the Show
drop-down list. Everyone’s time appears by default.
5. Select the dates for the report.

Click the Create Report button. Figure 10.10 shows the report
that appears based on the sample criteria in Figure 10.9.

Click to return to the previous page

T
Time tracking report

Cregte angther report | Back te the fill time

Everyone's hours for the last 18 days

Sep 02 Felice Mantei

Aug 29 Patrics Rutledge

Fug 20 Neha Singh

FIGURE 10.10 A sample Basecamp time report.

From here, you can do the following:

» Create another report by clicking the Create Another Report
link.

» Return to the previous screen by clicking the Back to the Full
Time Log link.
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» Export this report data. See “Exporting Time Entries” later in
this lesson for more information.

» Click the Print icon in the upper-right corner to print the report
data. Depending on your printer’s capabilities, you can print a
hard copy, send the report as a fax, or save as a PDF.

NOTE: You Can’t Save Basecamp Reports

A Basecamp report is essentially a temporary view of the time
entries that exist in your system at any given time. You can’t save
reports in Basecamp itself, but you can save the data externally.

TIP: Create a Report with Time Entries for All Projects

If you want to create a report that includes all your Basecamp pro-
jects, click the Create a Report link that appears on the Time tab on
your Basecamp Dashboard. Follow the steps in this section to cre-
ate your report.

Exporting Time Entries

If you want to sort and analyze your data in Microsoft Excel or another
data analysis tool, it’s easy to export your time entries from Basecamp.
You can export your time entries to a CSV format by clicking the Export
link on the Time page.

PLAIN ENGLISH: CSV

CSV is an acronym for a comma-separated values file, a computer
file in which fields are separated by commas. This type of file uses
the .CSV filename extension for easy identification. The CSV format
is commonly used to export data from a database to a spreadsheet
application.
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The data that you export depends on where you are in the Basecamp
system when you click the Export link. For example, you export the
following:

» Time entries for all projects if you’re on the Time page you
access from the Dashboard.

» Time entries for a specific project if you’re on the Time page for
that particular project.

» Time entries that are part of a report if you’re on the Time page
that appears after creating a report.
To export time entries, follow these steps:

1. Click the Export link in the lower-right corner of the Time page.
A dialog box opens, shown in Figure 10.11.

Opening time-report.csv Ll
You have chosen to open
l;ik] time-report.csv

which is a Microsoft Office Excel Comma Separated Values File
from: https://mangodesign.basecampha.com

What should Firefox do with this file?

@ Qpenwith | Microsoft Office Excel (default) -

() SaveFile

[F] Do this automatically for files like this from now on.

| Cancel |

FIGURE 10.11 Select the application in which you want to open your
exported data.

2. To open the file with the default application (such as Microsoft
Excel), select the Open With option button.

3. To open the file with another application, select the application
you prefer from the drop-down list next to the Open With option
button. Alternatively, click Other to search for an appropriate
application.
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4. To save the file, select the Save File option button.

5. Click the OK button to perform the task you selected.

If you want to open your exported Basecamp data in the same application
every time, click the Do This Automatically for Files Like This from Now
On checkbox.

Figure 10.12 shows a sample time entry export in Microsoft Excel. From
here, you can sort, analyze, perform calculations, create charts, and so
forth.

C 4] E

hours description todo
1 Researched university extension teaching opportunities
9/2/2009 Felice Mantel 25 Develop online PR strategy
8/29/2009 Patrice Rutledge 5 Develop social media strategy
8/20/2009 Meha Singh 2 found several opportunities this fall Research speaking opportunities
8/19/2009 Sam Wilson 3 Develop offline PR strategy
8/15/2008 Sam Wilson 4 Develop otfline PR strategy

FIGURE 10.12 You can sort, analyze, and format Basecamp data in
Microsoft Excel.

Summary

In this lesson, you learned how to track and manage time with
Basecamp’s time-tracking features. Next, learn about the collaborative
power of the Basecamp writeboard.
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LESSON 11

Collaborating with
Writeboards

In this lesson, you learn how to collaborate using Basecamp writeboards.

Getting Started with Basecamp
Writeboards

In addition to collaborating through its message feature, Basecamp
enables collaboration with writeboards. Writeboards are a good choice for
brainstorming, getting feedback on drafts, and collaborating on any type
of written document. You can create multiple writeboards for each project
you manage in Basecamp.

PLAIN ENGLISH: Writeboard

A writeboard is a web-based tool that enables collaboration on text
documents. You can edit the content of a writeboard, maintain ver-
sions, compare changes, and comment on writeboard content.

Creating a Writeboard

To create your first writeboard for a project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Writeboards tab to open the Writeboards page, shown
in Figure 11.1.
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[ | essoves | 00 isones JUROWNY Gt v i Feoie s Pemisons | serr [
Writeboards O Create a writeboard

+ Import 3 witeboard

Create the first writeboard for this project Can other companies use Writeboards?
Everyone in your comparny with access to
this project can see the Writeboards tab.
You can also give the other companies
access if you'd Mce. Just check the box
below.

Witeboards make collaboratve writing sample.

Learn about writeboards: Watch a video demo below

e by Yes, give Bon Appetit Catenng access
to Writeboards too.
Optimize for Happiness

FIGURE 11.1 Basecamp offers assistance when you create your first write-
board.

3. Optionally, view the video demo to take a visual tour of
Basecamp’s message feature.

4. If you want to give external companies access to your write-
boards, select the checkbox in the right column of your screen.

5. Click the Create the First Writeboard for This Project link. The
Create a New Writeboard page opens, shown in Figure 11.2.

[ovurion T essave | To00 | tisiones [Tl Gt [T | i
Create a new writeboard

Name the writeboard ("Home page Lext” or "Business letter dralt”, etc)

Bon Appetit Catering: Brainstorming

¥ Make this writeboard private

Create a new wnteboard | or Cancel

FIGURE 11.2 Enter a meaningful name for your writeboard.
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NOTE: Where’s the Create the First Writeboard for This Project
Link?

The Create the First Writeboard for This Project link appears on the
Writeboards page only until you create your first writeboard. After
that, the initial content that appears on the page is replaced with
details about actual writeboards. Alternatively, you can also create a
writeboard by clicking the Create a Writeboard button on the
Writeboards page.

6. Enter a writeboard title in the Name the Writeboard text box.

7. If you want to share this writeboard only with users in your own
company, click the Make This Writeboard Private checkbox. Users
at external companies such as clients or vendors won’t be able to
see your writeboard. If you haven’t given any external companies
the permission to access your project, this checkbox isn’t available.

8. Click the Create a New Writeboard button. Figure 11.3 shows a
sample writeboard before you enter any text.

Bon Appetit Catering: Brainstorming

Everyone ot Mangs Desian

Felice Mantei Heha Singh Patrice Rutledge

Everyone at Ban Appetit Catering

Nikki Resbertson

FIGURE 11.3 Your first writeboard is an empty canvas, ready for you to
enter content.
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9. Enter your text in the large text box. See “Formatting
Writeboard Text” later in this lesson for more information about
formatting and content options.

10. Select the checkbox of every person you want to notify by email
about the writeboard content you entered. To save time, you can
notify everyone at a particular company.

11. Click the Save This Writeboard button.

Basecamp saves your content as the first version of your writeboard (see
Figure 11.4).

Click to return to your project This is the first version

Edit this page Epart

Bon Appetit Catering: Brainstorming

Let's brainstorm ideas before our clent presentation on Friday. Mikki at Bon
Appetit sald she'd ke some ideas beyond a traditional website.

Woebsite Ideas for Bon Appetit:

WardPress blog connected to the site

PDF brochure and menu to download

Hire external copywriter to create top-qualty content
photo gallery

FIGURE 11.4 The first version of a saved writeboard.

CAUTION: Be Sure to Save Your Writeboard

If you don’t plan to enter content in your writeboard right away, you
still must click the Save This Writeboard button to save your write-
board for future use. If you don’t, your writeboard won’t be saved.

TIP: Import a Writeboard

If you've created a writeboard in one of 37signals’ other applica-
tions, such as Backpack (www.backpackit.com) or Writeboard
(www.writeboard.com), you can import that writeboard into
Basecamp rather than recreate it. To do so, click the Import a
Writeboard link on the Writeboards page and enter your external
writeboard’s URL and password.



www.backpackit.com
www.writeboard.com
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Editing a Writeboard

After you enter content in a writeboard, its appearance and the way you
access it changes slightly. To edit a writeboard with existing content, fol-
low these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

NOTE: Other Ways to Access Writeboards

The Writeboards page is the easiest way to access project write-
boards, but you can also find writeboard links on the Basecamp
Dashboard or a project’s Overview page.

2. Click the Writeboards tab to open the Writeboards page, shown
in Figure 11.5.

[overiew  vessges 100 [ iesones WY G e ] i

wWriteboards

Bon Appetit Catering: Brainstorming povacy & [Perinn]

FIGURE 11.5 The Writeboards page displays a list of writeboards for a par-
ticular project.

TIP: You Can Change Writeboard Privacy Settings

You can change a writeboard’s privacy settings after you create it by
clicking the Privacy link next to the writeboard’s name on the
Writeboards page. In the box that appears, specify whether or not
you want other companies to view this writeboard.

3. Click the link of the writeboard you want to open. Figure 11.6
shows a sample writeboard with existing content.
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Edit this page Export

Bon Appetit Catering: Brainstorming

Let's brainstorm ideas before our dient presentation on Friday. Nikki at Bon
Appetit said she'd like some ideas beyond a traditional website.

Website Ideas for Bon Appetit:

WordPress blog connected to the site

PDF brochure and menu to download

Hire external copywriter to create top-quality content
Photo gallery

Add 2 commaent

FIGURE 11.6 You can view and edit the existing content of a writeboard.

4. Click the Edit This Page button.

CAUTION: Don’t Edit the Writeboard at the Same Time as
Another User

If another user is currently editing the writeboard, a warning dialog
box opens (see Figure 11.7). To return to the previous page, click
the Take Me Back, I'll Try Again Later link. To move forward with edit-
ing, click the | Understand the Risk, Let Me Edit Anyway link. To
avoid losing any data, it's best not to edit a writeboard that’s already
in use.

Hold on —

Patrice Rutledge is editing this writeboard right now!

If you edit now, there's a risk your changes won't be included in the
latest version. We recommend you wait until the ather person is
done before you edit this writeboard.

What would you like to do?

~— Take me back. I'll try again later (recommended)
— [Lunderstand the risk, let me edit anyway

FIGURE 11.7 Basecamp warns you if you try to edit a writeboard at the
same time as another user.
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5. Enter your changes to the writeboard, such as editing existing
content or adding your own content. See “Formatting
Writeboard Text” later in this lesson for more information about
formatting and content options.

6. If the edits you make are minor, select the Minor Edit, Don’t
Save a New Version checkbox (see Figure 11.8). The text on the
Save button changes to read: Save Over the Current Version.
Basecamp overwrites the existing writeboard version with your
current content.

7. If the edits you make are major and you want to save them as a
new version, don’t select the Minor Edit, Don’t Save a New
Version checkbox. In this case, the Save button text reads: Save
as the Newest Version.

Click to overwrite existing version

/| Minar edit, don't save a new version

Everyone at Mango Design

Felice Mantei | Neha Singh Patrice Rutiedge

Save over the current version

FIGURE 11.8 Specify whether or not to save a new version.

PLAIN ENGLISH: Version

A version refers to a copy of your writeboard content taken at any
given point in time. A writeboard can have multiple versions. One of
the biggest advantages of creating versions rather than traditional
backups is that a version control system enables you to compare
changes over time or by a particular user, as well as revert to a pre-
vious version if someone makes a mistake.
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8. Select the checkbox of every person you want to notify by email
about the writeboard content you entered. To save time, you can
notify everyone at a particular company.

9. Click the Save button. The exact wording of this button varies
depending on your actions in steps 6 and 7.

TIP: Create a New Version Only When Necessary

Creating a new version of your writeboard every time you edit makes
it more difficult to track changes in your content, not easier. It's best
to save a new version when you make substantial changes or want
to differentiate the feedback of multiple users rather than saving a
new version every time you fix a typo or make minor edits.

Formatting Writeboard Text

You aren’t limited to plain text on your writeboard. You can also format
text, insert hyperlinks, and display code and images using Textile just as
you can with messages and comments throughout Basecamp. See the sec-
tion “Formatting Message and Comment Text” in Lesson 8, “Posting and
Commenting on Messages,” for more information.

NOTE: Learn More About Textile

Visit http://textile.thresholdstate.com to learn more about Textile
formatting options.

Table 11.1 lists popular formatting options for writeboard content, as well
as samples of how to achieve these effects.


http://textile.thresholdstate.com
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TABLE 11.1 Writeboard Formatting Examples

Formatting Example

Bold text *Bold text *

Italicized text _ltalicized text _

Bulleted list * Bulleted list

Numbered list # Numbered list

Indented text block > Indented text block

Big header (H1) h1. Big header

Normal header (H2) h2. Normal header

Hyperlinked text “Basecamp”:http://www.basecamphqg.com
Image Ihttp://www.patricerutledge.com/basecamp.jpg!

TIP: Format Your Writeboard with HTML

If you're familiar with HTML, you can use HTML tags to format your
text. For example: <b>bold</b> or <i>italics</i>. Be aware that not
all HTML tags work on the writeboard, so you’ll have to experiment if
you want to use HTML formatting.

After you save the writeboard, your formatted text, links, and images
appear on your writeboard. When you edit the writeboard, your format-
ting codes appear again.

Including Links to Basecamp Files

Although you can’t formally attach files to a writeboard, there is a
workaround you can use to link to files in a writeboard discussion. To do
so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Files tab to open the Files page.

3. Right-click the file you want to link to on your writeboard (see
Figure 11.9).


http://www.basecamphq.com
http://www.patricerutledge.com/basecamp.jpg
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Select the file to link Copy link location

Open Link in New Window

Open Link in New Tab

Meeting Documents.p:

K& by Felice Wantei n Documents 4 e
- 37870632.jpg Save Link As...
3 veggies Send Link...

Patrice Rulledge in Pictures 5 Copy Link Location

36754007 .jpg Properties
B3 Raspberries i =
atrice Rulledge in Pictures 1
) Page Info »
. 36708987 jpg Fast Browser Search Toolbar Search
KLl Soup
atrice Rutiedge m Pclures 4 Upload a new verson / Edi &

FIGURE 11.9 Copy the link location of your Basecamp file.

4. Select Copy Link Location or Copy Shortcut. The exact text
varies based on the browser you use.

5. Click the Writeboards tab and open the writeboard where you
want to include the file link.

6. Click the Edit This Page button.
7. Paste the link in the appropriate location by pressing Ctrl +V.

8. Before the link, insert the name of the file surrounded by quota-
tion marks. Follow this with a colon. For example: “Design doc-
ument”:https://mangodesign.basecamphq.com/pro-
jects/3572524/file/34011594/DesignDoc.doc.

9. Be sure to indicate whether or not you want to save this as a new
version, and then click the Save button.

Your Basecamp writeboard displays a link to your file (see Figure 11.10).
Other team members can click this link from within the writeboard to
view the file.


https://mangodesign.basecamphq.com/projects/3572524/file/34011594/DesignDoc.doc
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Edir this page Export Remone flag

Bon Appetit Catering: Brainstorming

Let's brainstorm ideas before our client presentation on Friday. Nikki at Bon
Appetit sald she'd like some ideas beyond a traditional website.

Website Ideas for Bon Appetit:

= WordPress blog connected to the site

» PDF brochure and menu to download

» Hire external copywriter to create top-quality content
» Photo gallery

= Suggest related SEOQ and SMO campaigns

» Online media kit

* Customer testimonials

= Video greeting

=« New logo

Here's Bon Appetit's current logo:

Design document

FIGURE 11.10 Click the link to open the file.

TIP: Include Links to External Files

If you store files on your own site, you can also include links to
these files. You must include the complete URL, not just the file
name. For example, link to http://www.patricerutledge.com/base-
camp.jpg, not basecamp.jpg.

Formatting Code

If you plan to enter software code for project team members to review,
you need to be sure that it displays correctly. For example, let’s say that
you enter the following in a message:

<b>This text is bolded.</b>

When it’s posted, it appears as bolded text, without the HTML tags. This
is fine if you want bolded text, but what if you want your team members
to comment on the actual HTML code? In that case, you can use the
HTML tags <code> or <pre> to prevent the code from being rendered in
the browser.


http://www.patricerutledge.com/basecamp.jpg
http://www.patricerutledge.com/basecamp.jpg
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For example, you could enter the following:

<pre>
<b>This text is bolded.</b>
</pre>

For multiline code blocks, use <pre>. For inline code, use <code>.

Making Writeboard Comments

In addition to editing writeboard content itself, you can also attach a com-
ment to a writeboard. This works well when you want to offer feedback or
approval on writeboard content rather than edit it.

To make a writeboard comment, follow these steps:

1. Open the writeboard on which you want to comment. You can
find writeboard links on the Basecamp Dashboard or on the
Overview or Writeboards page for a specific project.

2. Click the Add a Comment link at the bottom of the screen.
The page expands to display the Comment text box (see Figure
11.11).

Add a comment

Comment

Notify people by email
Everyone at Mango Design

[ Felice Mantei [C] Neha Singh ] Patrice Rutledge

Add this comment | or Close

FIGURE 11.11 Enter your feedback or approval on writeboard content as a
comment.
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3. Enter your comment in the Comment text box. See “Formatting
Writeboard Text” earlier in this lesson for more information
about text formatting options.

4. Select the checkbox before the names of any people you want to
notify by email about your comment. To save time, you can
choose to notify everyone at a particular company.

5. Click the Add This Comment button.

Figure 11.12 shows a sample comment.

= Patrice Rutledge said... (1

Felice and Neha—Just talked with Doug at Bon Appetit and he loves the idea of
adding more photography and video.

FIGURE 11.12 Comments appear at the end of your writeboard screen.

Basecamp indicates the date the comment was made, as well as the write-
board version the comment relates to. When a comment is new, Basecamp
indicates how long ago it was made, such as < 1 min ago. By the next day,
this is replaced with a date, such as 08 Sep 09.

Click the Trash icon to the left of a posted comment to delete it. Click
View Comment History to view trashed comments. You can also restore
comments from this page.

Viewing and Comparing
Writeboard Versions

As soon as you make changes to the initial writeboard content and save it,
Basecamp displays it as the first version on the main writeboard page
(refer to Figure 11.4).

After you save more than one version of a writeboard, the right column
changes to list your versions (see Figure 11.13).
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Current version
Flagged version Previous version

Edit this page Export | Flag this versiun | Versions | |

You are viewing an older version (#1). Bovert bo s versoen 8 mirs #us Felice Mantei
18 ] 18 mins age Eatrice Rutledge

Bon Appetit Catering: Brainstorming Check twa and

Let's brainstorm Ideas before our client presentation on Friday. Nikkl at Bon
Appetit caid she'd like some ideas beyond a traditional website.
Website Ideas for Bon Appetit:

WaordPress blog connected to the site

PDF brochure and menu Lo download

Hire external copywriter ta create top-quality content
Photo gallery

T Pat

uthedge: sai

Fehee and Neha—Just talked with Doug at Bon Appetst and he loves the sdea of
adding more photegraphy and videa.

FIGURE 11.13 Basecamp lists all your writeboard versions.

The Versions section lists every writeboard version you create, including
the date it was created and the name of the person who edited that ver-
sion.

To view a specific version, click its date link. Figure 11.14 shows a previ-
ous version of a writeboard, which is clearly marked to avoid confusion.

Edit this page Export | Flag this version

You are viewing an alder version (#1). Hevert to this version

Bon Appetit Catering: Brainstorming

Let's brainstorm ideas before our dient presentation on Friday. Nikki at Bon
Appetit said she'd like some ideas beyond a traditional website,

Website Ideas for Bon Appetit:

wordPress hlog connected to the site

PDF brochure and menu to download

Hire external copywriter to create top-quality content
Photo gallery

FIGURE 11.14 Viewing a previous version of the writeboard.

If you made a mistake in your latest writeboard version, you can click the
Revert to This Version link to make the version you’re viewing the latest
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version. Basecamp asks you to confirm the reversion, which is permanent.
Doing this will erase the content of your latest version.

To compare two writeboard versions, select their checkboxes in the right
column and click the Compare button. Basecamp displays the compare
screen (see Figure 11.15), highlighting the changes in color for easy
viewing.

You're comparing | version 2| and version 1 | I'm dore: comgraring Color key

Bon Appetit Catering: Brainstorming

Let’s brainstorm ideas before our dient presentation on Friday. Nikki ar Bon You're comparing

Appelil said she'd like some ideas beyond a traditional website. B & & Fallen Mantal

Wehsite [deas for Bon Appetit: ® [ 34 ming ago Patrice Rutledge
» WordPress blog connected to the site Check two and | Compare

s PDF brochure and menu o download

= Hire external copywniter to create top-quality content
» Fhoto gallery

» Suggest refated SEQ and SMO campaigns

= Online media kit

+ Customer testimonials

= Video greeting

= New logo

Here's Bon Appetit's current logo:

Bon Appett logo

FIGURE 11.15 Compare writeboard versions to determine the changes
made.

When you’re finished comparing versions, click the I’'m Done Comparing
link to return to the latest version.

You can quickly compare the two most recent versions by clicking the
Quick Compare link in the right column.

TIP: Flag a Version for Easier Identification

If you have many versions of your writeboard, it can become difficult
to distinguish between them. To make a specific version stand out,
open it and click the Flag This Version button. This places a black
box around the version number. Flagging is useful if you want some-
one to view a specific version or if a specific version contains exten-
sive changes.




162 LESSON 11: Collaborating with Writeboards

Exporting a Writeboard
You can export the content of your writeboard as a text file or HTML file.
To do so, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

Click the Writeboards tab to open the Writeboards page.
Click the link of the writeboard you want to open.

Select the version you want to export, if not the latest version.

o & w0 BN

Click the Export button. The writeboard expands to display the
Export This Version to a File section, shown in Figure 11.16.

Edit this page Expnn Remave flag
Export this version to a file
Click a file below to download.

== bon appetit catering brainstorming-2.txt

@) bon appetit catering brainstorming-2.html

Clogs

FIGURE 11.16 Choose to export to a text file or HTML file.

6. Click the link of the file type you want to export, either the text
file or the HTML file.

CAUTION: Text Files Don’t Include Images or Links

If your writeboard contains images or links, you should choose the
HTML option. You will lose links and images in a text file.

7. In the dialog box that opens, indicate whether you want to open
or save the file and click the OK button. The appearance of the
dialog box varies based on your browser and operating system.
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Deleting a Writeboard

If you no longer need a writeboard and want to save space, you can delete
it. Exporting your writeboard content is a good idea if you want to retain
the contents for any reason.

To delete a writeboard, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Writeboards tab to open the Writeboards page, shown
in Figure 11.17.

Writeboards

Bon Appetit Catering: Brainstorming privacy %

FIGURE 11.17 Delete writeboards you no longer need.

3. Click the Trash icon to the right of the writeboard you want to
delete.
4. Click the OK button in the confirmation dialog box to confirm

that you want to delete the writeboard.

Basecamp permanently deletes the writeboard.

Summary

In this lesson, you learned how to collaborate using Basecamp’s write-
board feature. Next, learn how to add chat functionality by integrating
your Campfire account with Basecamp.

WoweBook.com
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LESSON 12

Working with Chat
Functionality

In this lesson, you learn how to participate in group chats on Basecamp
by integrating with the Camplfire real-time chat application.

Understanding Basecamp’s Chat
Functionality

Basecamp enables you to hold group chats with your project team mem-
bers using Campfire (www.campfirenow.com), the real-time chat applica-
tion developed by Basecamp’s parent company, 37signals.

Basecamp requires a Campfire account to use the chat feature, but only
one person needs to sign up for Campfire, not each individual project
team member. It’s recommended that this person is the account owner or
administrator who has access to all your Basecamp projects.

Anyone who has access to your Basecamp system can participate in chats
and upload files, but individuals from external companies aren’t able to
view, search, or delete chat transcripts. You can also invite individuals
who aren’t part of your Basecamp project team to participate in a specific
chat. See “Providing Guest Access to Your Chat Room” later in this les-
son for more details.



www.campfirenow.com
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TIP: Choosing Between Messages, Chat, or Writeboards

Basecamp offers several ways to communicate and interact with pro-
ject team members. It's a judgment call on the part of the project
manager to determine which communication method works best in
which situation. In general, chats are good for informal discussions
among team members, messages are designed for important com-
munications you want to maintain as part of your project record, and
writeboards work well for document collaboration.

Understanding Campfire Account
Types

Campfire (www.campfirenow.com) offers several account plans based on
how you plan to implement chat for your projects.

Table 12.1 shows the differences between the available Campfire account
plans.

TABLE 12.1 Campfire Account Plans

Plan Chatters Storage Security Monthly Price
Max 100 25GB Enhanced $99

Premium 60 10GB Enhanced $49

Plus 25 3GB Enhanced $24

Basic 12 1GB Standard $12

Free 4 10MB Standard None

The plans vary based on the following features:

» Number of chatters. This refers to the number of people who can
chat on your system at one time. This number includes people
chatting in all your rooms across projects, not just in one room.

» Amount of storage. All Campfire plans enable you to upload
and share files, with varying amounts of storage space available
to you. Consider the size of the documents, pictures, audio, and
video that you might upload to help determine which account
plan is best for your needs.


www.campfirenow.com
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» Security. Campfire accounts with enhanced security offer SSL
128-bit encryption for added privacy and protection. Accounts
that offer standard security use passwords for your protection.

PLAIN ENGLISH: SSL Encryption

SSL stands for Secure Socket Layer, a cryptographic protocol that
offers security for data communications over the Internet. In other
words, SSL encryption keeps your Campfire chats safe from security
breaches. E-commerce sites and banks also use SSL encryption to
ensure the safety and privacy of their customers’ credit cards and
personal data.

Campfire’s Max, Premium, Plus, and Basic accounts also include email
tech support, no advertising, and a custom lobby logo (your company logo
displayed on your Campfire home page).

NOTE: Basecamp Max Plan Subscribers Receive Campfire Free

Remember that if you have Basecamp’s Max plan, you receive a free
Campfire Premium plan (a $49 per month value). To receive this
offer, sign up for a free Campfire account and then send your
Basecamp and Campfire URLs to support@campfirenow.com,
requesting the upgrade.

Signing Up for a Campfire
Account

Signing up for a Campfire account is a simple, straightforward task. If you
choose a paid plan, you receive your first 30 days free as a trial.

Figure 12.1 shows the screen that greets you the first time you visit
Campfire (www.campfirenow.com).


www.campfirenow.com
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3I7signals 3;.

«(4 Campfire

Team collaboration
with real time chat.

Campfire is like instant
messaging, but designed
exclusively for groups.
Share text, files, and code in real time.
Save transeripts 50 you don't forget.

ns and Pricing
, Sign up in B0 seconds.

SeePla
30-day free I

Over 100,000 people have used Campfire to send
more than 60,000,000 chat messages to their clients,
in-house colleagues, and remote teams.

p-Dos  Milestones  Time

FIGURE 12.1 You can quickly sign up for a trial account from Campfire’s
home page.

To sign up for a Campfire account, follow these steps:

1. Click the Pricing & Sign Up link on the top navigation menu of
Campfire’s home page.

2. Click the Sign Up button for the plan you prefer: Max,
Premium, Plus, or Basic (see Figure 12.2). Alternatively, click
the Free Plan link to sign up for a plan with limited features at
no cost. The Sign Up page opens, shown in Figure 12.3.

30-day Free Trial on All Accounts

Over 100,000 people have Campfire accounts. Get your own in 60 seconds.

: Plus :
Max Premium $24/month Basic
$99/month $49/month OUR BEST VALUE $12/month
25 chatters
100 chatters 60 chatters 3 GB st 12 chatters
25 GB storage 10 GB storage slorage 1 GB storage
Enhancad security Enhanced security Enhanced security Standard security

We alsa elfer  [ree plon: 4 ehablers with 10 MB of storage.

FIGURE 12.2 Choose the Campfire plan that best suits your business
needs.
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You're just 60 seconds away from your new Campfire account.
Already use a 37signals preduct? Then sign in with your 37signals ID to save time.
Create your Campfire account
First name
Last name
Email

Company

Time zane  (GMT-0500) Eastem Time (LS & Canada) =

Now choose a username & password

Username

Password

FIGURE 12.3 Enter Campfire account information that you'll use to con-
nect with Basecamp.

NOTE: Consider a Campfire Free Account

If you want to try out Campfire without entering your credit card infor-
mation, click the Free Plan link below the boxes describing
Campfire’s paid plans.

3. If you already have a 37signals ID, click the Sign In link to sign
up for Campfire using this ID. Otherwise, enter your name,
email address, company, and time zone in the Create Your
Campfire Account section.

4. Choose and enter a Username and Password for your account.
Be sure to choose a strong password, preferably one that con-
tains both letters and numbers.

5. Enter the URL of the Campfire site address you want to use. For
example, if your company name is Mango Design, you might
want to choose http://mangodesign.campfirenow.com. Your site
address can include only letters and numbers. Spaces aren’t
allowed. If you enter an address that’s already taken, Campfire
prompts you to enter a new name.


http://mangodesign.campfirenow.com
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6. Enter your credit card data in the Enter Your Billing Information
section. You can pay with a Visa, MasterCard, or American
Express credit card. Remember that your card won’t be billed
until your 30-day trial ends. If you cancel your account before
the 30 days, you won’t be charged. The free account doesn’t
require a credit card.

7. If you have a coupon or discount code, click the Got a Coupon
Code? link and enter your code.

8. Review Campfire’s terms of service, privacy policy, and refund
policy by clicking the appropriate links.
9. Click the Create My Account button. Campfire transfers you to

your login page.

From here, you can log in to Campfire and use it directly or you can
return to Basecamp to set up Campfire to work within your Basecamp
system.

Configuring Basecamp to Work
with Campfire

Now that you have a Campfire account, you can set up Basecamp’s chat
functionality. To do so, follow these steps:

1. From the Basecamp Dashboard, click the Settings tab.

2. Click the Chat Settings link to open the Chat Settings page,
shown in Figure 12.4.

3. Verify that the Yes option button is selected to enable chat. This
should be selected by default.

TIP: Hide the Chat Tab if You Don’t Plan to Use Chat

Click the No option button if you don’t plan to use the chat feature.
This hides the Chat tabs on your project pages.
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Settings  Color stheme  Chat Settings

Do you want to enable chat on your projects?

When chat is enabled, a Chat tab will appear in each project.

@ Yes enable chat
No we won't be using the chat feature so please hide the Chat tabs

Configure Basecamp to work with your Campfire account

Campfire URL:  bonappatit -campfirencw.com

Camptire APT token:  §87124807c1Decdecd 6e2d07bde 707981051868

Update our chal selings

FIGURE 12.4 You must enable your Basecamp account to work with
Campfire.

4. Enter the Campfire URL you specified when you signed up for
Campfire, such as mangodesign.campfirenow.com.

5. Enter your Campfire API Token. You can find this information
by logging in to Campfire as an account owner and clicking the
My Info link that appears in the upper-right corner of the screen.

6. Click the Update Our Chat Settings button.

Basecamp is now configured to work with your Campfire account. The
Chat tab appears for each project in your Basecamp system.

Participating in Group Chats

To access the chat room for a project, follow these steps:

1. On the Basecamp Dashboard, select the project you want to
open from the Your Projects list on the right side of the screen.

2. Click the Chat tab to open the chat room, shown in Figure 12.5.
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Choose the chat roem for this project

Choose an existing room

Helow is a list of rooms in your Campfire account
Room 1 -

Qr, create a new room:

Example: Publicity Campaign

Choose this room

FIGURE 12.5 Set up a room the first time you enter chat for a project.

NOTE: Chat Room Prompts for New Users

If you haven’t already configured Basecamp to work with Campfire
on the Chat Settings page, you're prompted to do so. Click the
setup link in the chat room, configure Campfire, and return to the
chat room to begin your chat.

CAUTION: Help! I Can’t Find the Chat Tab

There are several reasons why the Chat tab might not appear on
your screen. Remember that this tab is only available when you're in
a project, not from the Dashboard. Also, verify that chat functionality
isn’'t disabled on the Chat Settings page.

3. Select a chat room to enter from the drop-down list. Basecamp
lists Room 1 by default, but you can create a new room in the
text box. You can attach only one room to a project, however. If
you’ve already attached a room to your project, this screen
doesn’t appear.
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TIP: Create a Name That Clearly Identifies Your Room

Rooms identified by number can become confusing if you have chat
rooms for each project. To make it easier to identify your rooms, cre-
ate room names that match your project names.

4. Click the Choose This Room button to enter the chat room.
Figure 12.6 shows the entry to the chat room. Basecamp lets you
know whether any other chatters are currently in the room. If
not, the room’s status is unoccupied.

Chat about this project Change the room for this project

Publicity
Campaign

FIGURE 12.6 See who else is already in the chat room.

5. Click the link for the name of the room to open the chat room.
Figure 12.7 shows a sample chat room the first time you enter it.
Figure 12.8 shows a sample chat room that’s in progress.

Go.back to Publicity Camoaion

.. Publicity Campaign
L | Search |

Who's herei Leave

Fehies Mante:

FIGURE 12.7 It's easy to start chatting with project team members.
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Turn sound on and off

G0 back to Marketing Campakin

Pabrica-Anne B, has sntered tha ss
Patrice-Anne R I'm he
Falica M. ha:

Felice M. hi Pat
plays a rimshat
T'm here =)
Patrice-Anne R. great - just waiting for Annabelie
Annabelie has entered the reem

Patrice-Anne R, and here she sl

Annabelle o guy

Patrice-Anne R. th
Annabelle v

Felice M. can we see all three and then discuss?

Enter your chat text here

Send message

Marketing Campaign

Campaign
Semch

Whe's hera? Leave

Patrice-Anne Rutledge

Latest S files (5

ud Ben’ppatit.GIF

o Meeting Documents.odi
1h BEnADDEtILGIF

=) Capture PG

xz3 Bon Appett Design doc

FIGURE 12.8 In addition to text chats, you can upload files and add sound

effects in your chat room.

In a chat room, you can do the following:

» Enter a message in the text box and click the Send Message but-

ton to post it.

» Turn sounds on and off in the room by clicking the Sound icon.

» Add a new discussion topic by clicking the Add a Topic link.

» Edit the room’s discussion topic by clicking the Edit link. To
remove the topic, delete the content of the text box and click

Save.

» View who is in the chat room in the Who’s Here? list.

» Search for words in chat text in the Search text box.

» Leave the chat room by clicking the Leave link.

» Upload a file by clicking the Upload a File link.
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TIP: Have Some Fun with Sounds Effects

If you'd like to have some fun with your chatters, you can play sound
effects in your chat room. Try entering one of the following: /play
crickets, /play rimshot, or /play trombone. Remember, though: A lit-
tle goes a long way with sound effects.

The remainder of this section focuses on common tasks you perform in
the chat room.

Uploading a File

Although you can upload files in other parts of Basecamp, sometimes it’s
more convenient to include files as part of your chat conversations.

To upload a file, follow these steps:

1. Click the Upload a File link.

2. Click the Browse button to select one or more files from your
computer. Depending on your operating system, this button
could be called the Choose File button instead. Each file must be
less than 10MB and counts toward the file storage limit of your
Campfire account plan.

3. Click the Upload button to upload the file.

The link for the file you upload appears in your chat room, as well as on
the right side of your screen (see Figure 12.9).

Falica M. has antarad the rocm Latest file (a8 Uplood o fie

Bontppetit GIF

Falica M, has

Patrice-Anne R, has ant

Patrice-Anne K. Boy

Preview image File icon
Click to open file

FIGURE 12.9 Upload files you're discussing in your chat room.
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Each file link is preceded by a file icon to make it easier to identify the
file type. If you upload an image, the image previews directly in the chat
window.

To open the file, click the link. Depending on the file type, Basecamp
might open the file directly or prompt you to pick an associated
application.

Viewing Files and Transcripts

Basecamp creates daily transcripts of your chats that you can review at a
later date.

To view chat files and transcripts in one place, click the All link next to
the list of uploaded files in the chat room. The Files, Transcripts & Search
page opens, shown in Figure 12.10.

Click to view transcript Narrow results to a specific room

File space: 0% used

Files, Transcripts & Search

Search

Which room? Allrooms -

Today, September 2

Fefice Mantei, Fatrice-Anne Authedge

Sunday, August 30

Patrice-Anne Rutladge

Saturday, August 29
Aenabelle, Mk, B

Saturday, August 29

Annie, Felice Mantsi, Patrice-anne Rutledge

oy Sapture JPG

FIGURE 12.10 Select a transcript to view.

Basecamp displays a list of all transcripts by date and room name. Links
to any files you uploaded appear below the transcript link.
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TIP: Specify Which Room’s Transcripts to Display

If you have a lot of transcripts, narrow what appears on your screen
by selecting a specific room from the Which Room? drop-down list.

To view a specific transcript, click its date link. Figure 12.11 shows a
sample transcript.

Marketing Campaign
Saturday, August 29 I
Peaple in this transcript
sundav, Aygyst 3! Annie
Folice Mantei
Patrice-Anne Rutiedge
g 29
Patrice-Anne . has sntered the roem Files In this transcript
Patrice-Anne K. let's talk about the marketing campaign Gm Mesting Documents pdf
plays a sad trombaons 3 Bon Appetit Design.doc
iy Capturc.JPG

plays 2 rimahot
s BonAppett GIF

Falica M. has artarad tha raem

Felice M. I'm heral

Mecting Doouments pdf

FIGURE 12.11 View transcripts of previous chats.

Deleting a Transcript

To delete a chat transcript, follow these steps:

1. In the main chat window, click the All link next to the list of
uploaded files.

2. Click the Delete Transcript link to the right of the transcript you
want to delete.

3. Click OK on the confirmation dialog box that opens.

Basecamp deletes the transcript permanently.

Deleting an Uploaded File

Because there is a limit to the number of files you store in Basecamp,
there will be times that you want to delete files you no longer need. To
delete a file you uploaded in chat, follow these steps:
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1. In the main chat window, click the All link next to the list of
uploaded files.

2. On the Files, Transcripts & Search page, mouse over the file you
want to delete. The Trash icon appears (see Figure 12.12).

[eecg] Bon Appetit Des

FIGURE 12.12 Mouse over the file name to view the Trash icon.

3. Click the Trash icon.

4. Click OK on the confirmation dialog box that opens.

Basecamp permanently deletes the file.

Searching Chat Transcripts

If you use chat frequently, it can become difficult to find the details of a
specific conversation over time. For example, you might remember talking
about a particular aspect of a client project several weeks ago, but you’re
not sure exactly when the chat took place or who said what.

There are two ways to search for chat content—in the chat room or on the
Files, Transcripts & Search page.

To search for chat content, follow these steps:

1. Enter search text in the text box to the left of the Search button in
either the chat room or on the Files, Transcripts & Search page.

2. Click the Search button to open the Search results page, shown
in Figure 12.13.

Search results zewm i non appett caterng wesste

|Bon Appetit Search

oo Wrerson __ Presor |
Marketing Campaign Patrice-Anne Rutledge o Borwy it GlE Sat, Aug 29 Open
Marketing Campaign Patrice-Anne Rutledge 3 Bon Appetit Design.doc Sat, Aug 29 Open
Bon Appetit Catering Website Patrice-Anne Rutledge  let's talk about the Bon Appetit logo Sat, Aug 29 Open

FIGURE 12.13 Search for specific chat room discussions.
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3. Review the search results and click the Open link next to the
result that best matches what you’re searching for. The transcript
opens to the specific location where your search term is men-
tioned.

Providing Guest Access to Your
Chat Room

At times, you might want to invite someone who isn’t part of your project
team to participate in a chat. For example, not every person at a vendor,
partner, or client might have, or need, an account on your Basecamp sys-
tem. If it doesn’t make sense to create an account for this person, consider
providing guest access to your chat room.

To do so, follow these steps:
1. Log into your Campfire account (not Basecamp).

2. Click the link of the chat room to which you want to invite your
guest.

3. Verify that guest access is on (see Figure 12.14). If it isn’t, click
the Turn It On link.

Guest access is on 2 Tuen it aff

http://mangodesign.campfirenow.com/f4646

Anyonae visiting the URL above will ba abla to
participate in this chat room.

FIGURE 12.14 Turn on guest access in Campfire.

4. Notify your guest of the URL to temporarily enter the chat
room, such as http://mangodesign.campfirenow.com/76e46. This
URL is unique to this room. If you turn off guest access and turn
it back on again, Campfire gives your room a new URL.

Your guest just needs to enter a name and click the Sign In button to
access your chat room. Like project team members at external companies,
guests can’t view, search, or delete chat transcripts.


http://mangodesign.campfirenow.com/76e46
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Guest URLSs shouldn’t be shared with anyone other than invited guests. If
an unauthorized person does enter your chat room, however, mouse over
that person’s name in the Who’s Here? List and click the Kick link (see
Figure 12.15).

Bon Appetit Catering

Website
Add 5 topic >

| Search |
Who's here? Leave

Annabelle Kick
Patrice-Anne Rutledge

FIGURE 12.15 Kick out anyone you don’t want in your room.

Basecamp notifies users you kick out of your chat room, so you probably
want to kick out only those people who are accessing your chat room
without your permission, rather than kicking out your vendors, or worse,
your clients.

Summary

In this lesson, you learned how to hold group chats in Basecamp by
integrating with the Campfire application. Next, learn how to view and
analyze project activity on the Dashboard.
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Viewing Project
Activity on the
Dashboard

In this lesson, you learn how to use the Dashboard to get a quick
overview of the latest activity across your projects.

Viewing the Dashboard as a
Project Owner or Administrator

When you first sign up for a Basecamp account, the Basecamp Dashboard
(see Figure 13.1) is a welcome screen that helps you get started with set-
ting up your system and your first project.

Mango Design

Walcomas to your Bagscamp

Create your first project

It takes pust a few seconds and you'll be up and runnng

Watch a quick Getting Started with Basecamp video

Or first you can...

Upload your logo

Your logo will appear on the login page and on the dashboard.

FIGURE 13.1 Initially, the Dashboard functions as a welcome screen.




182 LESSON 13: Viewing Project Activity on the Dashboard

As soon as your Basecamp account has projects and project activity, the
Dashboard begins to serve its true purpose—as the place to get a quick
overview of your current project activity and deadlines. As the account
owner or administrator, you can view the latest activity across your pro-
jects on the Dashboard.

Figure 13.2 shows the Dashboard of a company with multiple projects in
progress.

Milestone summary

Mango Design
oashbons [ peopic | scarn | ac

Latest activity across your projects

Late & Upcoming Milestones

11 days late: Moty ge design [SaveKids | WebSel-IMG | Neha Singh)
Due in e next 14 days
Tue Wed Thu Fri Sat Sun Mon

TOOAY Ang 19

s (Due 25 Aug) Patrice B. TODAY
Falice M. TODAY
Falica M. TODAY

Felice M. TODAY

Falica M. TODAY
Rita A, 14 Aug
sl Rits A, 14 Aug

Project details

FIGURE 13.2 The Dashboard helps you track activity on multiple
projects.

TIP: Get a Quick Overview of To-Do, Milestone, and Time
Activity

Click the To-Dos, Milestones, and Time tabs to view more detailed
project activity related to these tasks. See the lessons that cover to-
dos, milestones, and time tracking for more information about the
content on these pages.
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Viewing Milestone Activity

The top of the Dashboard displays late milestones, as well as a calendar
that shows you what’s due in the next 14 days.

TIP: View Milestone Activity Beyond 14 Days

To view milestone activity beyond the 14-day calendar that appears
on the Dashboard, click the Milestones tab.

To view details about the milestone, click its link. A pop-up box opens,
shown in Figure 13.3.

Delete the milestone Leave a comment

Milestone: Tuesday, 18 August l

Follow-up Meeting

Sam Wilson
webSol-IMG
Savekids

See all milestones for this project Close

Complete the milestone

FIGURE 13.3 This pop-up provides easy access to your milestones.
Mouse over the milestone title to view additional options. From this pop-
up box, you can do the following:

» Delete the milestone by clicking the Trash icon.

» Edit the milestone by clicking the Edit link.

» Add a comment by clicking the Comment icon.

» Mark the milestone as complete by clicking the checkbox.

» View any related to-dos by clicking their links.
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» View all project’s milestones by clicking the See All Milestones
for This Project link.

» Close the pop-up box by clicking the Close link.

See Lesson 5, “Entering and Tracking Milestones,” for more information
about milestones.

Viewing Project Activity
The lower part of the Dashboard lists your latest activity by project (see
Figure 13.4).

Bon Appelit Calering — uon Appetit Catering Website

Create project requi (Create project ed to Nikki R, TODAY
wish list)

Meet with Justin about requirements (Create project wish d to Nikki R, TOOAY
list)

irements (Due 18 Aug) . Nikki . TODAY

Felice M. TODAY
Falice M. TOODAY
Felice M. TODAY
Falice M. TOODAY

Felice M. TODAY

Patsice k. TODAY
Felice M. TODAY
Falice M. TOODAY
Felice M. TODAY

Falice M. TOODAY

Rita A, 14 Aug
o e Rita &, 14 Aug
e & meet (Due 18 Aug) . Nehs 5. 14 Aug
Mango Design — Marketing Campaign
BN (113 Mange Design Marketing Campaign.docx Felice M. TODAY
IS - .o - PP . |

FIGURE 13.4 See a detailed list of activity by project.
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For each project, you can view the following:

» An icon depicting the type of project activity, such as message,
comment, file, milestone, to-do, writeboard, and so forth. Each
activity type is color-coded for easy reference. For example,
messages are colored dark blue and files are purple. Private files
are colored red.

» A link that opens the project activity, such as a message or com-
ment, or opens an actual file. Files include an icon that identifies
their file type.

» The name of the associated project team member. For example,
to-dos and milestones list the person assigned this task. Files list
the person who uploaded the file.

» The date of the activity. The bright yellow Today icon alerts you
to the latest project updates.

NOTE: Enhance Reporting and Analysis with Third-Party Add-ons

The Basecamp Dashboard offers a great way to get a quick overview
of your project activity, but sometimes you need to analyze your data
in more detail. See Lesson 16, “Integrating Basecamp with Add-ons
and Other Applications,” for more information about add-ons that
offer more analytical options.

Accessing Your Projects from the
Dashboard

The right side of your Dashboard includes links to all of your active pro-
jects, listed under their associated company, shown in Figure 13.5.

For example, this section could include internal projects listed under your
own company or client projects listed under the client’s name.

Any projects on hold are listed below your active projects, but the related
project data doesn’t appear in the detail column to the left.
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o Creale a new project

Your projects

Mango Design
Marketing Campaian
Bon Appelit Calering
Bon Appetit Catering Website ———— A ctive project

SaveKids

Bon Appelil Calering

Den Appetit Catering blog = Project on hold

Archived projects

FIGURE 13.5 View projects by company.

If you have archived projects, you can click the Your Archived Projects
link to view them. Remember, archived projects are frozen. You can view
them, but not edit them.

Modifying the Dashboard

The Dashboard offers a fixed view of your project activity that you can’t
customize. If you want to remove an item from the Dashboard, you must
delete it permanently.

If you want to remove the activities of a specific project from your
Dashboard, you can do the following:

» Archive the project. You can’t add or update this project until
you reactivate it.
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» Place the project on hold. This removes the project’s activities
from the Dashboard.

» Delete the project. This permanently removes the project from

your Basecamp system.

See Lesson 4, “Working with Projects,” for more information about modi-

fying a project’s status.

Viewing the Dashboard as a
Basecamp User

Basecamp users, defined as anyone who’s not an account owner or admin-
istrator, have a much more simplified view of the Dashboard that matches
their more limited permissions. Figure 13.6 shows the same Dashboard as
Figure 13.2, but from the perspective of a user (in this case, a client).

Mango Design

Upcoming Milestones

Dus i the rext 14 days

TOOAY

n

Bon Appelit Catering — pon Appetit Catering Website
- e
o W
T -
D ,.
e pp—
== oo . TOBAY
e | R
Bon Appetit Catering Bun Appelit Calering Bluy
| siteszors & projest requirements (Due 25 Aug) ki . TOBAY
FIGURE 13.6 Basecamp users have a more streamlined view of the
Dashboard.

This Dashboard view contains no tabs and no Create a New Project but-
ton, but does include all other relevant project data and links to the pro-
jects this user has permission to access.
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If Basecamp users log on to the system before being assigned to a project,
the Dashboard informs them of this and displays sample project data
instead.

Summary

In this lesson, you learned how to view your latest project activity on the
Basecamp Dashboard. Next, explore the many ways RSS feeds can also
keep you up-to-date on your Basecamp project activity.
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Working with RSS
Feeds

In this lesson, you learn how to use RSS feeds to stay up-to-date on your
Basecamp project activity.

Understanding RSS Feeds

RSS feeds help you stay on top of your project activity without reading
multiple emails or logging in to Basecamp just to see if there’s anything
new. A feed provides a list of your most recent project activity, including
messages, comments, to-dos, milestones, file uploads, and writeboard
updates.

PLAIN ENGLISH: RSS

RSS stands for Really Simple Syndication, a popular format for web
feeds. Content publishers can syndicate their content with a feed,
making it available for users to subscribe to it and view with feed
reader applications (also called newsreaders, aggregators, or RSS
readers). Feeds for blog content are most common, but you can also
create a feed for web content such as the content on Basecamp.
The standard feed icon is a small orange square with white radio
waves, letting you know that the content is available via feed for
your subscription.

Basecamp offers a global feed that lists activity on all your projects, as
well as a project-specific feed for each of your projects. Each feed is
unique to an individual Basecamp user, with content based on that user’s
project permissions.
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Selecting a Feed Reader

Because your Basecamp feed contains private project information that you
probably don’t care to share with the world, you need a feed reader that
supports authentication. This ensures that only you can view your feed.

PLAIN ENGLISH: Authentication

Authentication is the process of identifying a user through a user-
name and password.

Many popular feed readers don’t support authentication, but one that does
is NewsGator (www.newsgator.com). NewsGator products include
FeedDemon for Windows and NetNewsWire for the Mac. Both products
are free.

TIP: You Can View Your Feed with Any Feed Reader via a Proxy

If you really want to use a feed reader that doesn’t support authenti-
cation, such as Google Reader, there is an alternative. FreeMyFeed
(www.freemyfeed.com) is a service that acts as a proxy, or go-
between, enabling you to use other feed readers while keeping your
confidential username and password safe.

Subscribing to Your Global RSS
Feed

From the Basecamp Dashboard, you can subscribe to a global RSS feed
that includes all your projects. To do so, click the Global RSS Feed link at
the bottom of the page (see Figure 14.1).

The Subscribe to Your RSS Feed page opens, shown in Figure 14.2.



www.newsgator.com
www.freemyfeed.com
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Your global feeds i read me frst

Be notified about major activity scross all your projects.

Get milastanes from all your projects in  single iCalendar faad.

Glgbal RSS Fe

The small orange square
identifies the feed

FIGURE 14.1 Subscribe to a global feed that includes data from all your
Basecamp projects.

&/ Basecamp’

Subscribe to your RSS feed

Your RSS feed: hitps:/, 5 om
s recent ms _rs:

When you subseribe ta your RSS feed with an RSS feed/newsreader (if
you don't know what RSS is, here's a good primer), you'll he ahle to stay
up ta date an all the major events inside a praject (ar acrass all your
prajects if you are subscribing to the glahal feed).

For example, when there's a message posted, to-do completed, or a file
uploaded, your RSS feed will he updated. Then when your newsreader
aoftware refreshes your feeds, you'll see what just happened in your
praject(s) — all without having ta lag inta your weh account each time.

Your RSS feed is protected and authenticated by your awn unique
username and password (the same one you use to log into your
account). Your RSS reader will prampt you to enter your username and
password to update your feed. You'll need ta use a newsreader that
supports RSS authentication.

Special note about web-based feed readers: You should not subscribe
to this RSS feed with a web-based feed reader that doesn't guarantee
your feeds are kept private (otherwise other people or search engines
may be able to see your data). You should confirm your feed will be kept
private with the company that provides your feed reader service.

— 5o back

FIGURE 14.2 If you're new to feeds, be sure to read the important informa-
tion on this page.
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From this page, you can do the following:

» Click your RSS feed’s link to preview its contents. Your browser
prompts you to enter your Basecamp username and password.
Depending on the type of browser you use, this could be in a
browser page or dialog box.

» Copy your RSS feed link and subscribe to it using your pre-
ferred feed reader. See “Selecting a Feed Reader” earlier in this
lesson for more information.

CAUTION: I Get an Error Message When | Try to Subscribe to
My Feed

Remember that Basecamp feeds require feed readers that support
authentication. Many popular feed readers don’t currently offer this
feature. Instead, try using one of the options described in “Selecting
a Feed Reader” earlier in this lesson.

Subscribing to a Project’s RSS
Feed

To subscribe to a project’s RSS feed, follow these steps:

1. On the Basecamp Dashboard, select the project you want to open
from the Your Projects list.

2. On the Overview page, click the Project RSS Feed link on the
right side of the screen (see Figure 14.3). The Subscribe to Your
RSS Feed page opens (refer to Figure 14.2).

From here, follow the process described in “Subscribing to Your Global
RSS Feed” earlier in this lesson.
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Stay up to date on this project

*| Turn on email updates to receive a
daily digest notifying you of any to-do
items or milestones that were added
or completed in the last day.

E] Project RSS feed [ What is RS57?

FIGURE 14.3 Subscribe to an RSS feed that’s specific to a particular
project.

Viewing Your Feed

Figure 14.4 shows a sample Basecamp feed.

Click to open the item in Basecamp

Mango Design

Recent items

Milestone added: 1st Design Review (Patrice R. responsible
Tuecday, August 18, 2000 3:18 PM

Company: SaveKids | Projert: | ngn-SaveKids | Responsible: Patrice R.

Tuesday, August 18, 2009 3:18 PM
I'm free all day Friday.
Company: SaveKids | Project: Logo-SaveKids

File uploaded: BonAppetit.GIF (GIF, 2
Tuesday, August 18, 2009 3:14 PM

Company: Bon Appetit Catering | Project: Bon Appetit Catering Website

Flle uploaded: BonAppetit.GIF (GIF, 2
Tuesday, August 18, 2009 3:12 PM

Company: Bon Appetit Catering | Project: Bon Appetit Catering Website

FIGURE 14.4 Keep apprised of your Basecamp project activity with a feed.
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The feed lists the title of each project update as a clickable link. Below
that, you can view additional information, such as the date of the update,
the associated company, and the project name. Click the link to open the
item in Basecamp.

Depending on the feed reader you use, your feed’s appearance might vary
from this example.

Summary

In this lesson, you learned how to use RSS feeds to stay up-to-date on
your Basecamp project activity. Next, learn how to more effectively man-
age your Basecamp account.



LESSON 15
Managing Your Account

In this lesson, you learn how to perform common account management
tasks.

Understanding Account
Management Options

On the Account page, shown in Figure 15.1, you can change your
Basecamp URL, upgrade or downgrade account plans, change your credit
card, change the account owner, or cancel your account. You must be the
account owner to access this page and make these changes.

Your account details Payment/Flans 25 ate Frogram

bonappetitcatering. basecamphg.com (Changs UsL) Member since Aug 4, 2009

You have 0 projects and you haven't uploaded Fust charge s $49 on Sep 2, 2009 on Amernican Cxpress 1001 {changs card )
any files

YOUR FLAN

Plus Premium

35 Projects
10 GB Storage

100 Projects #ﬁ%ﬂ
20 GB Storage F'EJ"“" ‘?P‘L

& Time Tracking

$99.‘month

Upgrade |

& Time Tracking

$49-‘month

FIGURE 15.1 Manage your account options on the Account page.

To open the Account page, click the Account (Upgrade/Billing) tab. The
remainder of this lesson covers the options that you’ll find on this page.
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Changing Your Basecamp URL

To upgrade your Basecamp account, follow these steps:

1. Click the Change URL link on the Account page to open the
Change Your Account URL page (see Figure 15.2).

¥ . Basecamp”
Change your account URL

Your Basecamp URL 1s currently
https://bonappetitcatenng.basecamphg.com. If you change this URL you
change the address where your employees and clients will access their
projects.

The change takes affect immediately. The old address will no longer
work or redirect to your new address. It's your responsibility to let
everyone know about the change.

https:// bonappetitcater _basecamphg.com

Note: Once you dlick the "Change our URL" button below vou'll be logged out of
the system and redirected to your new URL's login screen.

Change our URL | or Cancel

FIGURE 15.2 If your business needs change, you can change your
Basecamp URL.

2. Enter your new URL prefix in the text box. Basecamp prompts
you with an error message if you try to enter a URL that’s
already taken.

3. Click the Change Our URL button to confirm the change.

Basecamp logs you out of the system and directs you to the login screen
of your new URL.

CAUTION: Notify Users Well in Advance of a URL Change
Your previous URL is no longer active after you make this change.
Be sure to inform all your Basecamp users to avoid problems or
delays.
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Changing Your Credit Card

If you have a paid Basecamp account and want to change the credit card
that Basecamp charges every month, click the Change Card link in the
upper-right corner of the Account page. This link doesn’t appear if you
have a free account.

The Change or Update Your Credit Card page opens, where you can enter
a new card number or update your expiration date. Be sure to click the
Update My Credit Card button to save your changes. All credit card
changes take effect immediately.

Viewing Your Invoices

The Invoices section of the Account page lists all your Basecamp invoices
by date, including the plan type and fee you were charged. To view an
invoice in detail, click its link. Basecamp opens the invoice in a separate
window.

Note that the Invoices section doesn’t appear if you have no invoices yet
or have a free account.

Upgrading Your Account

If you find that your existing Basecamp plan doesn’t offer all the features
you need, you can upgrade to a more robust plan. See Lesson 1, “Getting
Started with Basecamp,” for a reminder of what each Basecamp account
plan includes.

NOTE: Not All Plans Include an Upgrade Option

Basecamp displays the Upgrade button only next to account plans
that are viable upgrades based on your current plan level.

To upgrade your Basecamp account, follow these steps:
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TIP: Look for Special Offers

Review the Account page for news about special offers or discounts.
Write down any coupon codes for entry on the next page.

1. Review the upgrade options on the Account page and click the
Upgrade button next to the plan you want. Basecamp displays a
new page, asking you to confirm your upgrade (see Figure 15.3).

Please confirm the upgrade from Plus to Premium
You're upgrading your "Bon Appetit Catering”™ Basecamp account located
at bonappetitcatering.basecamphg.com.

Once you dick the button below you'll be upgraded to the Premium plan.
You'll be charged the new rate of $99/month starting on your next bill.

Got a coupon code or special offer?

Coupon code: UPGRADENOW
You'll save 10% off your first month with this coupen.

Thank you for your business,

Upgrade my account J or Cangel

FIGURE 15.3 Easily upgrade to a new plan level if you outgrow your cur-
rent plan.

2. Enter a Coupon Code if one was listed on the previous page.

3. Click the Upgrade My Account button. If you’re upgrading from
a free account, this button is called Please Upgrade My Account.

Basecamp charges your new account rate as of your next billing cycle.

NOTE: Upgrading from a Free Account

If you're upgrading from Basecamp’s free account plan, you need to
enter credit card information to upgrade.
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Downgrading Your Account

If you decide that your Basecamp account plan is more than you need,
you can downgrade to a less-expensive plan. To do so, follow these steps:

1. Click the Downgrade link below the account upgrade options on
the Account page. The page expands to list the available down-
grade options based on your current plan and number of active
projects (see Figure 15.4).

Other plans you can choose: PROJECTS FILE STORAGE S5L SECURITY TIME TRACKING
Max §149/ month vaver Caarnplire™ Unlimited 50 GR ] (] Upgrade
Premium 399/ manth pLH 20 GH -] Upgrade
Plus $49/month as 10 GB ] Your plan
Basic $24/month 15 ace ]

Personal 12/ manth 3 1G8 ]

Fres Freo 1 - (-]

Click to downgrade

FIGURE 15.4 Select from your available downgrade options.

2. Click the Downgrade link next to the plan to which you want to
downgrade. A new page opens, asking you to confirm your
downgrade.

3. Click the Downgrade My Account button to confirm your

request.

Basecamp will charge you the new account rate as of your next billing

cycle.

Paying in One Lump Sum

To pay for Basecamp in one lump sum rather than on a monthly basis, fol-
low these steps:
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1. Scroll down to the Prefer to Pay in One Lump Sum Instead of
Monthly? section on the Account page (about halfway down the
page).

2. Click the You Can Pay in One Lump Sum link. Basecamp opens
the Make a Lump Sum Payment page, shown in Figure 15.5.

Make a lump sum payment

To make a lump sum payment just select the amount you'd like us to charge
your card below. we'll then pull from that credit instead of charging your
card every month. we'll email you when your balance runs low.

Please charge my card: 3250 |-

By dicking the "Process the charge™ button below you give us
permission to charge your card (2000¢-20000-XXXX-1001) for $250.

We'll debit your Basecamp subscription fee from this credit every 30 days.
we'll send you an email when you're close to running dry so you can
recharge or switch back to monthly billing.

T understand and agree this charge Is non-refundable. 1f T cancel

our account before the credit balance is zero T will not be refunded. No
exceptions will be made.

Process the charge Cancel

FIGURE 15.5 Avoid monthly payments by paying in one lump sum.

3. Select one of the following payment amounts from the Please
Charge My Card drop-down list: $50, $100, $250, $500, $1000,
or $2000.

4. Click the Process the Charge button.

When your balance runs low, Basecamp sends you a reminder email.

CAUTION: Lump Sum Payments Are Not Refundable

Although lump sum payments are convenient, be aware that they
aren’t refundable. Be sure you really want to use Basecamp for the
timeframe you're paying for. Otherwise, the month-to-month plan is a
better option.
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Changing the Account Owner

You specified an account owner when you signed up for Basecamp, but
you can change the account owner to another Basecamp user at your com-
pany. However, you can’t assign this role to a person at another company,
such as a client, vendor, or partner. When you make this change, the exist-
ing account owner no longer has permission to perform tasks such as
upgrading and downgrading plans, changing credit card information, or
cancelling accounts.

See Lesson 3, “Managing People, Companies, and Permissions,” to learn
more about account owners and other Basecamp roles.

To change the account owner, follow these steps:

1. On the Account page, scroll down to the Want to Make Some-
one Else the Account Owner? section, shown in Figure 15.6.

Want to make somecone else the account owner?

The account owner is the only persan thal can aceass this account page, Upgrade, downgrade, change
Billing infarmation, accass invaicas, and cancel the account The aceount owner alsa has permanent
access to all projects. Onee you make this change you'll na langer ba the account owner

|P: o] = | Make this person the account owner
Felice Mante:
Fatnce Ruledge |

FIGURE 15.6 Transfer account ownership to another Basecamp user.

NOTE: Why Can’t | Change the Account Owner?

Your Basecamp account must include more than one user for this
section to appear. You can’t transfer ownership to anyone who isn’t
entered into your Basecamp system. See Lesson 3 for more infor-
mation on setting up additional users.

2. Select the name of the new account owner from the drop-down
list.

3. Click the Make This Person the Account Owner button.
Basecamp opens a warning box asking you to confirm this
change.
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4. Click the OK button to confirm. Remember that you can have
only one account owner. Once you transfer this right to another
user, you relinquish your account owner privileges unless the
new owner transfers this right back to you.

Canceling Your Account

If you decide that Basecamp isn’t the right project management tool for
your business, you can cancel your account at any time. Be aware that if
you cancel your account in the middle of a billing cycle, you’re still
responsible for any outstanding invoices.

CAUTION: You Can’t Reverse a Cancellation

Be sure that you really want to cancel before proceeding. You can’t
reverse a cancellation, and your Basecamp data is deleted perma-
nently.

To cancel your account, follow these steps:

1. On the Account page, scroll halfway down the page to the Need
to Cancel Your Account? section.

2. Click the Refund Policy link and verify that you understand the
policy before proceeding.

3. Click the Please Cancel My Account link. Basecamp opens a
verification page, asking you to confirm your cancellation.

4. Click the Cancel My Account button to confirm.
Before canceling your account, you might want to consider exporting

your Basecamp data for future reference. See “Exporting Your Basecamp
Data” later in this lesson for more information.
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Enabling the Basecamp API

If you want to take advantage of some third-party applications that inte-
grate with Basecamp, or you’re a developer and want to integrate with
Basecamp data, you can enable the Basecamp API for your account.

PLAIN ENGLISH: API

API stands for Application Programming Interface. It's a software
interface that lets one website communicate with another website or
application. You can use the API to establish Basecamp integration
with other products you create or use, such as one of the many
third-party add-ons available at http://basecamphq.com/extras.

To enable the Basecamp API, scroll down the Account page to the
Basecamp API section, read and agree to the terms of service, and click
the Yes, Please Enable the Basecamp API for This Account box.

Learn more about the Basecamp API at
http://developer.37signals.com/basecamp. There is also a Google Group
dedicated to discussing the Basecamp API at
http://groups.google.com/group/37signals-api.

Exporting Your Basecamp Data

Basecamp enables you to export your data once a day. Exports include
messages, to-do lists, milestones, time entries, and people.

TIP: Export Time-Tracking Data

You can also export your time-tracking data from Basecamp. See
Lesson 10, “Tracking and Managing Time,” for more information.

To perform an export, scroll down to the bottom of the Account page to
the Need to Export Your Data? section (see Figure 15.7) and select one of
the following options:

WoweBook.com
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» Normal HTML Export. Exports your data as HTML files you
can view with a browser. This is the format Basecamp recom-
mends for most users.

» Raw Data Export—XML Format. Exports your data as raw
XML that you can use to create custom software or import into a
custom database.

Need to export your data?

You ean expard your dala ance a day. Messages, 1o-do lis1s, milestones, time anfrigs, and the peaple fram
Bach project are included in the sipon

Normal HTML export (recommended) Raw data export - XML format
Download your account data as HTML files Choose XML if you want to write custom
that you can view on your computer. software or import the data to a custom

database.

PowerTMS Active SRt Export my account in

ML format

Export my account in
raw XML format

FIGURE 15.7 Export your Basecamp data as HTML or XML.

The third-party application ThickToast (http://www.vb123.com/basecamp)
enables you to easily import your XML data into Microsoft Access. See
Lesson 16, “Integrating Basecamp with Add-ons and Other Applications,”
for more information.

PLAIN ENGLISH: XML

XML stands for Extensible Markup Language and is an open stan-
dard for structuring information. One sample use of your exported
Basecamp XML is to import it into Microsoft Access or Excel.

Basecamp sends an email when your data is ready for download in a
zipped (compressed) format.

Although Basecamp backs up your data nightly, an export is useful if you
want to create your own backups, import your Basecamp data into your
own database, or cancel your Basecamp account.
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TIP: Consider External Backup for Added Security

If your Basecamp data is mission critical or irreplaceable, consider
using a backup data service as well. Backupify (www.backupify.com)
backs up online data from Basecamp, Twitter, Facebook, YouTube,
Gmail, Flickr, Google Docs, and more.

Joining the Basecamp Affiliate
Program

If you want to make some extra money referring new users to Basecamp,
consider joining Basecamp’s affiliate program. To do so, click the
Affiliate Program link in the upper-right corner of the Account page.

You can receive up to $75 for initial sign-up and up to $7.45 per month
for the duration the person you refer continues to use Basecamp.
Basecamp provides links, graphics, and other materials that you can post
on your website or blog to help you profit as an affiliate. Basecamp makes
all payments to your PayPal account.

Summary

In this lesson, you learned how to perform Basecamp account manage-
ment tasks. Next, learn how to extend Basecamp with add-ons and other
applications.


www.backupify.com
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LESSON 16

Integrating Basecamp
with Add-ons and Other
Applications

In this lesson, you learn how to integrate Basecamp with other 37signals
applications and third-party add-ons.

Integrating with Other 37signals
Applications

Basecamp integrates with other 37signals applications, such as Campfire
(www.campfirenow.com), an online chat tool, Highrise
(www.highrisehq.com), a contact management system, and Backpack
(www.backpackit.com), a collaborative organizational tool. This happens
through the 37signals Launchpad.

The Launchpad Launchbar appears at the top of your Basecamp screen
(see Figure 16.1) if you have two or more 37signals applications linked
with the same 37signals ID or an OpenlID.

Lzunchpad Campfire Basecamp: Bon Appetit Catering

Bon Appetit 1 *~

FIGURE 16.1 Switch easily between applications with the Launchbar.


www.campfirenow.com
www.highrisehq.com
www.backpackit.com
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This enables you to access other applications without signing in again,
which can be a big timesaver if you use more than one. If you have multi-
ple accounts with one or more of these applications, the accounts appear
in a dropdown list.

To access another 37signals application, click its link in the launchbar.
Alternatively, click the Launchpad link to open the Launchpad site, shown
in Figure 16.2.

37signals 3{‘ Launchpad Patrice Rulledge [l myidentily Sefings  Sicn oul
Basecamp Campfire
b (albp
Bon Appetit Catering Patrice-Anne Rutledge
FRP

FIGURE 16.2 Configure the Launchpad to work the way you want.

On the Launchpad, you can access all your 37signals applications, edit
your identity, rename your accounts, or specify which accounts and appli-
cations appear on the Launchpad and Launchbar. You can reorder applica-
tions and accounts on the Launchpad by dragging them to a new position
on the screen. This also affects the order in which they appear on the
Launchbar. If you want to access the Launchpad directly, go to
http://launchpad.37signals.com.

NOTE: Other Ways to Integrate

In addition to the Launchpad, there are other ways to integrate
Basecamp with other 37signals applications. For example, you can
also import the people from your Basecamp system into Highrise
and view your Basecamp milestones in your Backpack calendar.
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Understanding Basecamp Add-ons

One of the benefits of Basecamp is that it offers a simple, streamlined
approach to project management. Rather than overloading you with an
extensive array of features and options, it focuses on basic project collabo-
ration. For many people, this is all you need to successfully manage your
projects. But if you require additional features, one of the more than 50
add-ons from third-party developers just might suit your needs.

Some of these add-ons were developed specifically to extend the power of
Basecamp. In other cases, developers of independent applications have cre-
ated a way for their apps to integrate with Basecamp. A few of these add-
ons are free, but most carry a fee. For many users, these add-ons become
an integral part of their success with Basecamp.

TIP: Enable the Basecamp API to Use Add-on Applications

Most add-on applications require you to enable the Basecamp API to
access your Basecamp data. From the Dashboard, click the Account
(Upgrade/Billing) tab, scroll down to the Basecamp API section near
the bottom of the page, agree to the terms, and click the Yes button
to enable the API. See Lesson 15, “Managing Your Account,” for
more information about the Basecamp API.

To view a list of available Basecamp add-ons, go to
http://basecamphq.com/extras. Figure 16.3 shows part of the Extras &
Add-ons page.

IPHOMNE APPLICATIONS

st X Erojects
n the App Store. il £9.99 in the App Stare.
dated.) t ﬂ

Minivan Groundwork

$6.99 in the App Store. f $3.99 in the App Store.

)

EC Files ’ Chieftent

b $3.89 in the App Store. a $8.989 in the App Store.
N

FIGURE 16.3 Basecamp offers numerous add-ons and extras.
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This page provides links to more than 50 add-ons, divided into categories
such as the following:

» iPhone
» Reporting, Charts, Planning
» Invoicing, Billing, Accounting
» Software Development Tools
» Time Tracking
» Desktop Widgets
» Mobile
» Miscellaneous
Lesson 17, “Accessing Basecamp from Mobile Devices,” covers iPhone

and mobile applications. The remainder of this lesson focuses on all the
other available add-ons.

Choosing the Right Add-on
Application

With so many extras and add-on options available, it can be hard to
choose the right applications. New apps arrive on a regular basis, and new
feature updates are common. In addition, you might be tempted to try out
anything that looks cool and interesting, even if it isn’t critical to your
business success.

Here are some tips for picking the right apps for you:

» Focus on your business needs and how to best achieve them. For
example, if you run a service business, detailed time tracking
might be important to you. If you develop software using Agile
methodologies, one of the many Agile add-ons might provide
much-needed insight into your project progress.

» When trying to decide between similar applications, make a list of
your must-have features and search for the apps that offer these
features. Also, consider pricing differences between similar apps.
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» Visit the website of any app you’re interested in for more infor-
mation and product demos.

» Visit the Basecamp forum (http://forum.37signals.com/base-
camp) for ideas and suggestions from other users.

» Sign up for any trials to give potential applications a test run.

Integrating Basecamp with
Invoicing, Billing, and Accounting
Applications

Integrating your Basecamp data with external invoicing and accounting
applications can be a big timesaver, particularly if you use Basecamp’s
time-tracking features to track billable time or need to invoice clients
based on Basecamp data.

FreshBooks

FreshBooks (www.freshbooks.com) offers online billing and time track-
ing, especially suited to freelancers and service providers. You can inte-
grate Basecamp with FreshBooks in two ways: Generate an invoice based
on Basecamp time entries or import Basecamp projects into FreshBooks.

FreshBooks offers six different account plans, ranging from a free account
with a limit of three clients to the $149 per month Time Machine account
that lets you manage up to 5,000 clients.

Simply Invoices

Simply Invoices (www.simplyinvoices.com) is a web-based tool for creat-
ing invoices from the time you track in Basecamp. Four account plans
exist, ranging from free to $25 per month. The free version enables you to
send unlimited invoices, but includes a Simply Invoices logo and link in
your invoice PDFs. The paid versions all offer a 30-day trial.


www.freshbooks.com
www.simplyinvoices.com
http://forum.37signals.com/basecamp
http://forum.37signals.com/basecamp
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ChronoPipe

ChronoPipe (www.chronopipe.com) enables you to import Basecamp time
entries into QuickBooks. You can download a 30-day trial to test
ChronoPipe, and sign up for a license starting at $29 if you want to con-
tinue using the application (see Figure 16.4).

C ChronoPipe

your settings, then Import.

& OuickBooks Connection % Import Settings o=
File: C:\Program FilesUntuifiQuickBooks 2006\The Import Time from Basecamp Project
Phoenix Group QEW
|-h:me Supply Co.: Big CRM Project _'J
To this CustomerJob in QuickBooks.
|ACI.|E Supply Company.CRM Integration _'J
Ba: Connection .
R, Besecamp B, To Do Mem names will be matched to
BasecampURL: | QuickBooks {Senice) ems. When no malch is
Basecamp User '— found, use this QuickBooks (Senice) ltem:
Basecamp PW: |DU"U|“P _'J
ﬁ ﬁ Date Hange (6 month maximum span):
ChronoPipe v1.0 Ta: mar  =| (31 =| [z007  ~

W Chonopiee. com

¥ Append [0B] 1o Basecamp Time antrias that
are imported and ignore Basecamp Time
enlries wilh [QB] already appended,

Copynght 2007 Project Detadl Systems, LLC
W prejectdetal com
supportg@projectdetad com

|

Exit

FIGURE 16.4 If you're a QuickBooks user, ChronoPipe helps you integrate
directly with Basecamp.

Additional Invoicing, Billing, and
Accounting Options

Want even more options? Consider the following if the previous choices
don’t suit your needs:

» Blinksale (www.blinksale.com). Online invoicing.

» CannyBill (www.cannybill.com). Invoicing, billing, and web
hosting automation.

» Cashboard (www.getcashboard.com). Time tracking, estimating,
and invoicing application.


www.chronopipe.com
www.blinksale.com
www.cannybill.com
www.getcashboard.com
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» Invotrak (www.invotrak.com). Web-based invoicing and time
tracking.

» LessAccounting (www.lessaccounting.com). Full-featured
web-based accounting.

» Pulse (www.pulseapp.com). Cash management tool.

» SimplifyThis (www.simplifythis.com). Online billing and
appointment-booking.

» The Invoice Machine (www.invoicemachine.com). Online
invoicing for freelancers and small business.

Integrating with Reporting,
Charting, and Planning
Applications

If you're used to traditional project management tools or want to view
your Basecamp data in a graphical format, you have several third-party
tools to choose from. If Basecamp is your first experience with a project
management application, some of the reports and analyses these tools pro-
vide might be unfamiliar to you. In this case, focus on the value the charts
and reports could provide to your business rather than on terms you don’t
know.

AgileAgenda

AgileAgenda (www.agileagenda.com) enables you to add task estimates,
compare milestone deadlines with your estimates, track task priority,
maintain dependencies, and produce project Gantt charts. AgileAgenda
charges a one-time fee of $79, but you can download a free 30-day trial.

PLAIN ENGLISH: Gantt Chart

A Gantt chart is a horizontal bar chart that depicts a project’s
progress over time. Named after Henry Gantt, Gantt charts are a
popular project management tool.
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Burndown

From its name, it’s quite obvious what Burndown
(www.burndowngraph.com) does. It creates burndown charts from your
milestones and to-do lists. Burndown offers several account plans ranging
from $3 to $37 per month, depending on the number of users and active
burndowns you require. You can sign up for a free 30-day trial to try out
the system. Figure 16.5 shows a sample burndown chart.

burndowns  sccount  subscription  log out

Iteration Xl - Soul n Glow new bundaown

FIGURE 16.5 Create burndown charts to help you analyze your Basecamp
data.

PLAIN ENGLISH: Burndown Charts, Scrum, and Agile

A burndown chart is a graphical representation of the work left to
do in a project vs. the time remaining. Burndown charts are common
for projects managed using Scrum. Scrum is a framework for man-
aging complex projects developed with the Agile methodology, which
emphasizes collaborative, iterative development. Although this
methodology is popular for software development projects, you can
apply these principles—and burndown charts—to other project types
as well.
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VisioPlanning

VisioPlanning (www.visioplanning.com) offers a color-coded real-time
view of your projects’ progress and status. VisioPlanning is a web-based
application designed specifically to analyze Basecamp data. Pricing
ranges from $5 to $40 per month based on your number of users. A free
30-day trial is available.

Additional Reporting, Charting, and
Planning Options

Here’s a round-up of several other applications that integrate with
Basecamp:

» BC Toolkit (www.bctoolkit.com). A Basecamp reporting tool.

» IntelliGantt (www.teamdirection.com/intelligantt). Offers Gantt
charts, dashboards, costing, and more.

» PlannerX (http://plannerx.appsmagnet.com). A single-screen
project management view with Gantt charts.

» PPMLite (www.ppmlite.com). A project portfolio management
tool.

» YouCalc (www.youcalc.com/apps/basecamp). Offers six
Basecamp add-ons including an activity report, milestone
overview, and Gantt chart.

Integrating with Time-Tracking
Applications

In Lesson 10, “Tracking and Managing Time,” you learned how to use
Basecamp’s time-tracking feature. Although this feature might suit the
needs of many Basecamp users, others might need more precise time
tracking, particularly if you bill by the hour and need to estimate and
manage time closely.


www.visioplanning.com
www.bctoolkit.com
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Project Recon

Project Recon (www.projectrecon.net) is a time-tracking application that
you download and install on a Windows computer. Pricing is per user on a
sliding scale. One user is $25; 11 or more users are $15 each.

With its iPhone-inspired design, Project Recon enables you to clock in to
your project and to-do list items and send times to Basecamp.

Basecamp Time Widget

The Basecamp Time Widget (http://bitbucket.org/seph/basecamp-time-
widget/wiki/Home) is a dashboard widget for the Mac OS that enables
you to track and submit time to Basecamp. Figure 16.6 shows an example
of this free widget.

Wonderful Copenhagl
01:22:02 ’

Open Basecamp

Time: [EE hours « (26 4]

Ajax: Save hasker (serialized data)

Completed it! o

FIGURE 16.6 Use a widget to help track the time spent on a project.

Tick

Tick (www.tickspot.com) enables you to both track and budget your time
with a link to your Basecamp projects. Tick also includes a timer widget
to keep track of time as you spend it. Pricing ranges from a free plan to
$79 a month for unlimited open projects. All paid plans offer a 30-day
free trial.


www.projectrecon.net
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Additional Time-Tracking Options

There’s no shortage of add-ons that offer time-tracking functionality. Here
are a few other options that integrate with Basecamp:

» Chronicle (www.getchronicle.com)
» Harvest (www.getharvest.com)

» Toggl (www.toggl.com)

Integrating with Other Third-Party
Applications

Basecamp integrates with a wide variety of other applications that extend
its power, protect your data, or make your business life easier.

Backupify

Backupify (www.backupify.com) offers online account backup for your
lifestream data. This includes data stored on web-based applications, such
as Basecamp, Gmail, Google Docs, Zoho, Twitter, and more. Pricing
options range from $3.95 to $14.95 per month.

PLAIN ENGLISH: Lifestream

A lifestream is the stream of information about your life—both per-
sonal and professional—you enter on sites on the web. For exam-
ple, your Basecamp data, Twitter tweets, Gmail messages, and more
are all part of your online lifestream.

ProofHQ

ProofHQ (www.proofhq.com) simplifies the review and approval process
for design firms that use Basecamp. With ProofHQ, you can centralize
feedback and approval on the design of ads, brochures, photos, illustra-
tions, press releases, web pages, and more. Figure 16.7 shows an example
of a ProofHQ proof within Basecamp.


www.getchronicle.com
www.getharvest.com
www.toggl.com
www.backupify.com
www.proofhq.com
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& Only prople FOM yOUr COMBANY CAN Tee this Mestage

* A mE g b enagee foiiiaTelion edin

Mew proof - Dancer 2.jpg
Mt Atkinson
Mon, 12 jan 2009 at 12:25pm

et masn vy
A new proof has been added 1o this project via ProofHQ. Click on this link 1o review the proof, add
comments and make your decision
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FIGURE 16.7 Simplify the proof review and approval process with ProofHQ.

Pricing ranges from free for a personal plan with five proofs per month to
a corporate plan allowing 2,000 proofs per month at $499. You can sign
up for a free 14-day trial to try out ProofHQ or request a sample proof to
be sent to your inbox.

Mailmanagr

Mailmanagr (www.mailmanagr.com) provides an email interface for
Basecamp, enabling you to post messages, milestones, and to-dos via
email. Mailmanagr offers a free version for up to 20 email addresses. For
$7 per month, the number of email addresses is unlimited.

Other Third-Party Applications

Still looking for more options? Here are a few more interesting apps that
provide a useful extension to Basecamp:

» Avalanche (www.avalanche-widget.org). Free Yahoo! widget for
Basecamp users.


www.mailmanagr.com
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» Freshlog (www.freshlog.com). Screen capture for Agile project
collaboration.

» Periscope Gadget (www.periscopegadget.com). Basecamp con-
trol for iGoogle and Gmail.

» Springloops (www.springloops.com). Source code management
tool for software development.

» ThickToast (www.vb123.com/basecamp). Microsoft Access and
SQL Server import tool.

Summary

In this lesson, you learned how to integrate Basecamp with other 37sig-
nals applications, as well as numerous add-ons that extend and enhance
your Basecamp experience. Next, learn how to access Basecamp on your
mobile device.
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LESSON 17

Accessing Basecamp
from Mobile Devices

In this lesson, you learn how to access your Basecamp data from a mobile
device.

Understanding Mobile Access
Options

For professionals on the go, accessing your Basecamp system from a
computer might not always be the most convenient option. The good news
is that there are numerous add-on applications that enable you to view,
manage, and update your Basecamp data from your mobile device, such
as an iPhone, iPod Touch, BlackBerry, Treo, Nokia s60, and many others.

TIP: Enable the Basecamp API to Use Mobile Applications

Most add-on applications require you to enable the Basecamp API to
access your Basecamp data. From the Dashboard, click the Account
(Upgrade/Billing) tab, scroll down to the bottom of the page, agree
to the terms, and click the Yes button to enable the API. See Lesson
15, “Managing Your Account,” for more information about the
Basecamp API.

Most Basecamp mobile apps enable you to do some or all of the
following:

» View the latest activity on the Dashboard and project Overview
pages




222 LESSON 17: Accessing Basecamp from Mobile Devices

» Create, update, and delete messages and comments
» Create, update, and delete to-do lists and items

» View and update time logs

» View and comment on writeboards

» View file types recognized by mobile platforms, such as PDFs,
certain image files, Microsoft Office documents, and plain text
files

Accessing Basecamp from Your
iPhone

If you have an iPhone (or iPod Touch), there are several applications that
enable you to manage your Basecamp system on the go, with more being
developed all the time. To explore the options available to you, you can
do the following:

» View a current list of Basecamp iPhone applications on the
Extras & Add-ons page (http://basecamphq.com/extras), shown
in Figure 17.1.

» Open iTunes, click the iTunes Store link, and search the iTunes
App Store for Basecamp apps. You can purchase any of these
add-on applications in this store. Figure 17.2 shows several
Basecamp apps in the iTunes App Store.


http://basecamphq.com/extras
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Extras & Add-ons

Basecamp works with a variety of iPhone apps, third-party billing/invoicing
tools, mock-up review software, time tracking tools, widgets, and more.

IPHONE APPLICATIONS
Qutpost . Projects
£12.99 in the App Store. £9.99 in the App Store.
l I i (Just updated.) “
Minivan Groundwork "
|_ i $6.99 in the App Store. m $3.99 in the App Store. “
BC Files T chisttent
y | $3.99 in the App Store. 6 $9.98 in the App Store,

FIGURE 17.1 The iPhone is the most popular device for mobile Basecamp
access.

FIGURE 17.2 Purchase your iPhone app in the iTunes App Store.
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Exploring Basecamp iPhone Apps

Some of your many choices for accessing Basecamp from your iPhone
include the following:

» Chieftent (www.readdle.com/products/chieftent), $9.99

v

Insight (www.encampapp.com), $9.99

v

Groundwork (www.enormego.com/products/groundwork), $7.99

v

Outpost (www.outpostapp.com), $12.99

v

Projects (http://appremix.com/projects), $9.99

v

Sherpa (www.wiredthing.com), $3.99

Figure 17.3 shows an example of a project overview page using the
mobile app Chieftent.

A MTS... = 13:38 C ]
Back lo dashboard Swilch Lo projecl
Basetent (Demo project)

oG NETE Messages Milestones Todo Lists

Completed By Alex T.
UEEEELTE] Check everything!

12 Mar Fosied By Alex T.
WIESEIEY Approve Basetent (Due 16 Mar)
Assigned to John A.

2 R

FIGURE 17.3 View your Basecamp data on your iPhone with Chieftent.
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Choosing the Right iPhone App

With so many options for iPhone access, it can be hard to choose the right
application. New apps arrive on a regular basis, and new feature updates
are common.

Here are some tips for picking the right app for you:

» View the description of what each app does on its website and
its iTunes page.

» Try out any demos on the app website.

» Make a list of your must-have features and search for the apps
that offer these features.

» Try out some free apps first to get a feel for how Basecamp
works on your phone. Then, upgrade if your choice doesn’t offer
all the features you need.

Accessing Basecamp from Other
Mobile Devices

If you don’t have an iPhone, there are still options for you to access your
Basecamp data on your phone.

» Phonified Tracker (www.phonified.com/Tracker.html) enables
you to access Basecamp from Nokia s60 phones, BlackBerry
devices, and Palm Treos running PalmOS. You can sign up for a
free 10-day trial of Phonified Tracker to see if it’s right for you.
After the trial, you need to pay a one-time license fee of $24.95
per user.

» TrailGuide (www.carrytheday.com) offers mobile Basecamp
access for Windows Mobile Professional (Pocket PC) and
Windows Mobile Standard (Smartphone) devices, including
numerous Cingular, T-Mobile, Samsung, and Palm phones.
TrailGuide charges a monthly access fee of $1.99 per user, but
offers a free 30-day trial to try out its service. Figure 17.4 shows
a sample of TrailGuide in use.


www.phonified.com/Tracker.html
www.carrytheday.com
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What's Fresh
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Maobile) Uploaded by Scott T. on Sun, 24 June

Dovnload 3 free trial of TrallGuidd [To-do] Create the premier mebi'e(umpulnn for
mobilizing your Basecamp prajects Completed by Scott 1. on Sun, 24 June

(Launch TralGulde for Windows M |[Te-de] Download a free trial of TradGuide and start
Assigned to Amyone on Sun, 24 June
Reminder about the upcoming [Com ] Re: Reminder about the g decign

show Posted by Scott T on Sun, 24 June
SUNDAY, 17 JUNE !mccﬂmp * Ovarviaw
ESmm nl rece e T L i
Back ] Menu

FIGURE 17.4 TrailGuide’s What's Fresh view gives you the latest news on
your Basecamp projects.

Summary

In this lesson, you learned how to access your Basecamp data from a
mobile device, such as an iPhone or BlackBerry.
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downgrading accounts, 199

Edit page, updating project per-
missions, 47-48

editing
comments, 119-120
companies, 37
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messages, 119-120
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templates, to-do lists, 78-79
time entries, 140-141
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to-do lists, 84-85
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emails, unsubscribing from daily
emails, 44

Encamp, 224
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exploring Basecamp iPhone
apps, 224
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with Mozilla, 99-101
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171-175
Pastie, 115
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sums, 199-200
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people. See also users
assigning to projects, 44
managing, 27
adding to Basecamp,
28-29
deleting people, 32
editing personal
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Periscope Gadget, 219
permissions
assigning, to projects, 44
milestones, 57
to-do lists, 75-76
updating on Edit page,
47-48
personal information, editing, 30
Personal plan, 8
Phonified Tracker, 225
PlannerX, 215
planning applications, 213-215

Post the First Message for This
Project link, 109

posting messages, 107-111
PPMLite, 215

preferences

email notification
preferences, 23

encryption preferences, 24
project activity, viewing, 184-185
project data, searching, 53-54
project files, viewing, 127-128

Image-Grid View, 129-130

List View, 128-129

project owners, viewing
Dashboard, 181-182

milestone activities, 183
project activity, 184-185
Project Recon, 216
Project Settings, 49-50
archiving projects, 51-52
creating Overview Page
Announcement section, 51
deleting projects, 53
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reactivating archived
projects, 52
renaming projects, 50
selecting the primary com-
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projects, 39-40, 224

accessing from Dashboard,
185-186

active projects, 7

archived projects, 7
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assigning permissions to, 44
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feed, 192
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security, Campfire, 167
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115-116
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Simply Invoices, 211

site name, changing, 23

Software as a Service Model
(SaaS), 6
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SSL (Secure Socket Layer),
24,167

start pages, defining, 51

storage, Campfire, 166

subcategories, messages, 21

subprojects, creating, 54

subscribing

to Global RSS Feed,
190-192

to iCalendar feed, 98-99
with Apple iCal, 105
with Backpack, 103-104
with Mozilla, 99-101
with Windows, 101-102

to project’s RSS feed, 192

T

templates, to-do lists, 76-78
deleting, 80
editing, 78-79
reordering to-do items, 79
text, formatting
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113-114
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ThickToast, 204, 219

third-party applications, integrat-
ing, 217-218
Tick, 216
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deleting, 141
editing, 140-141
exporting, 143-145
viewing, 139-140
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137-138
time reports, creating, 141-143
time tracking, 133-134
deleting time entries, 141
editing time entries, 140-141
enabling, 134
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page, 137-138
reports, creating, 141-143

time entries, exporting,
143-145

to-do lists, entering time
associated with items,
135-137

viewing time entries,
139-140
time-tracking applications,
215-217

to-do items
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editing comments, 87-88

completing, 88-89
deleting comments, 88
reordering templates, 79
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creating, 80-83
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editing, 84-85
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with items, 135-137
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permissions, 75-76
reordering, 89-90
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deleting, 80
editing, 78-79
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items, 79
time tracking, enabling, 134
to-dos, 74
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74-75
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Dashboard, 92
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page, 93-94
on Overview page, 91
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90-91
to-dos, 73-74
estimating durations, 74-75
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board, 92
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page, 93-94
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91-92
project’s to-do page,
90-91
Toggle, 217
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iCalendar feed, 59

tracking time. See time tracking
TrailGuide, 225
transcripts
deleting, 177
searching, 178-179
viewing in chats, 176-177
troubleshooting
iCalendar, 106
logo upload problems, 36
uploading files, 64
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unsubscribing
from daily emails, 44
to iCalendar feed, 101
updating project permissions on
the Edit page, 47-48
upgrading
accounts, 197-198
Basecamp accounts, 196
Upload the First File to This
Project link, 125

uploaded files, deleting from
chats, 177-178
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uploading
files, 123-126
chats, 175-176
troubleshooting, 64
new file versions, 131-132
usernames, OpenlD, 11
users. See also people
adding, 28-29
deleting, 32

giving access to Basecamp,
25-26

personal information,
editing, 30

views on projects, 48

Vv

versions, writeboards, 153
viewing and comparing,
159-161
viewing
attached files, 112
comments, 116
Expanded View, 116
List View, 117-118
Dashboard

as a Basecamp user,
187-188

as project owner or
administrator, 181-185

files and transcripts in chats,
176-177

invoices, 197

messages, 116
Expanded View, 116
List View, 117-118

milestones, 183

on Basecamp
Dashboard, 69-70

on Basecamp
Dashboard Milestones
page, 70-71
on project’s Milestones
page, 67-68
on project’s Overview
page, 68-69
project activity, 184-185
project files, 127-128
Image-Grid View,
129-130
List View, 128-129
RSS feed, 193-194
time entries, 139-140
to-do lists, 90-92

on Basecamp
Dashboard, 92

on Dashboard To-Dos
page, 93-94

on Overview page, 91

on To-Do page, 90

writeboards, versions,
159-161

views on projects, what users
can see, 48
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welcome emails, 30

Windows, subscribing to
iCalendar feed, 101-102

writeboards, 147

accessing, 151

code, formatting, 157-158

comments, 158-159

creating, 147-150

deleting, 163

editing, 151-154

exporting, 162

importing, 150

including links to Basecamp
files, 155-156

text, formatting, 154-155

version, 153

viewing and comparing
versions, 159-161

X

XML (Extensible Markup
Language), 204

Y-Z

YouCalc, 215
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