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Introduction

Your Role - Linguistic Tester

After the translation and editing steps which serve to produce translations of at least average quality, we rely on the
language expertise of Linguistic Testers to verify these translations in context of the product (Software, Website, Mobile
App, etc.). Testers will also make sure that no localization issues such as cosmetic and locale-related bugs exist in the
target language product.

In any event, all testers report any translation- and localization-related issues introduced during the product localization
process in our Bug Tracking tool MANTIS - or in the document or system specified in the Test Plan. After the issues have
been corrected — either by the Language Lead or Tester during the initial Test Pass/Bug Fix pass, or by the Engineer, Test
Lead or Client during Bug Triage — the Tester or Test Lead verifies that the issues have been resolved in the product (or
have been confirmed as invalid or irrelevant) and closes the related bugs.

Objective - Efficient and Effective Bug Reporting

Informative Bug Reports and Bug Screenshots are vital to quick and effective bug triaging by all resources involved in the
testing cycle. Following good practices right from start is therefore essential. Consider that the Engineer, Test Lead or
the Client, who need to review or process a bug logged for a language, don’t read that language. If the bug description
and the screenshot don’t convey precisely - in clear English - where and what the issue in the localized product is then
extra effort (= time and money) is spent requesting information from the tester in order to resolve an issue. The same is
true even if a second tester for the same language needs to review, fix or verify the linguistic bug logged by the first
linguist — they also need precise information about the nature and the location of the error or issue.

Guidelines for Good Bug Reports

When reporting bugs you need to provide detailed information. Keep the following rules of thumb in mind at all
times:

e Readers of your bug reports might not know the tested product as well as you and therefore may
require more precise and detailed information and reproduction steps.

e Do not assume readers of your bug report are native speakers of the product’s target language.
Make sure your bug report can be understood by non-native speakers who are not familiar with
grammar, spelling or even the characters of your language.

e Enter all bug details (Summary, Description, Notes, bug screenshot markups and filenames) in

English - Exception: the affected target language text that has the issue/error.

e Enter only one bug type per bug page. Different types of bugs might need to be assigned to
different people. Exception: you may enter several bugs in the same bug window if they are all of
the same bug type (e.g. all spelling and other formal language issues) and are all found on the
same webpage or on the same application screen/dialog/menu.

e  With sometimes long lists of bugs, it is important to be able to quickly distinguish bugs from one
another by just looking at the bug summary (headline). Provide descriptive and informative bug

headlines in English.
e Screenshots are required to show bugs. Whenever possible, you must include an informative and
easily viewable bug screenshot.
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e Some bugs will go to our clients, so please use proper professional language at any time.

e Do not assume that readers of your bug reports have the test script at hand. In other words, you
cannot provide only a test case ID as a replacement for reproduction steps and/or an URL (where
applicable).

Test Process Guidelines and Requirements

Carefully read the Test Plan document you receive from the PM or Test Lead. It describes the process and
requirements for the test task and includes a list of reference and other required materials and files and their
location.

Familiarize yourself with the testing environment based on information in the Test Plan.

For most test projects you should have two systems or screens/windows set up to execute the test pass
successfully.

PC/Mobile App with English Source language OS with source language product and all required third-party
products installed.

Or: PC with any OS language that allows concurrent display of ENU source and Target Language product in
separate browser windows (or Virtual Machines)

AND: PC/Mobile App with Target language OS with target language product and all required third-party
products installed.

Navigate through the product or test screenshots following the Test Script, Test Cases/URLs provided by the
Test Lead. Compare the Target language product to the Source language product to ensure the translated
contents and their display and layout, as well as their basic functionality, are accurate in context.

Linguistic Test Criteria - What To Look For

When applicable, verify that translations and terminology are consistent with any
o Do-Not-Translate lists of terms (Blacklists)
o Project- or Product-specific term lists (Whitelists)

o Master and/or project glossaries and — if applicable — with general industry standards (e.g. Microsoft
terminology, Apple terminology or Android terminology).

Verify that translations and terminology are correct and consistent throughout the entire tested product.

Verify that all text is translated, unless it is to be left in English on purpose.

Scan text for any of the following formal language errors missed during the translation and editing steps:
o Spelling
o Case
o Punctuation
o Grammar
o Overtranslation

NOTE: please alert the Project Manager and Test Lead if you find an inordinate amount of any of these
objective formal language errors. The contents to be tested have gone through separate translation QA and
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editing steps and are expected to be of at least average quality. If you find early on in the test pass that this
this is clearly not the case, stop the task and alert the PM and Test Lead.

e Verify that no text displays garbled (character corruption).

o If applicable: Check for duplicate or invalid mnemonics (hotkeys) in menus and dialogs. If the hotkey underline
(e.g. the “Open” in the File menu command) is not shown, press the Alt key and the mnemonic will display.

e Check technical and cultural appropriateness of translations in context.
e Check for basic internationalization issues such as:

o User can type/input extended or double-byte characters in text fields.
o Bidirectional text display and input is enabled.
o Proper display of date, time, currency, number, and decimal point formats (as per requirements of the
locale being tested).
o Text sort order in lists corresponds to the language/locale.
e Scan text for highly visible stylistic issues, such as wrong register, address, noticeably inconsistent phrasing and
style.

o Verify that there are no text truncations or missing translations.

e Check if any text wrapping, word and line break changes need to be made to correct layout or readability
problems.

e Verify that concatenated strings do not cause syntax or other grammatical errors in your language.

Using Mantis LQA Bug Tracker

System Access
URL: https://mantis.acclaro.com/lqa

Mantis works on all browsers, including mobile device browsers.

Project Organization

Because Mantis is not template-based, where component- or client-specific bug data fields, page formats and items can
be preconfigured separately and transferred to various live projects (like in IssueView), clients and their projects are
organized under one root or master project called Bug Projects, which is a Private project.

All globally used fields, settings, system customizations etc. are made at the All Projects level, so all projects created
under that system root will have the same configurations, i.e. behavior seen by the tester.

The structure of projects is as follows:
All Projects
Bug Projects
>>Client group level
>> >>0rder-level Projects (where bugs are logged)
Non-Client (public) Project (optional)

III

NOTE: All Projects is not an accessible project by itself (i.e. you can’t log a bug in All Projects). The initial “root”
project is Bug Projects (created by the system admin), and all other projects created under it (Clients, order-

level projects) are true Subprojects.


https://mantis.acclaro.com/lqa
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Test team members will work primarily in an order-level project (>> >> xxx_0-11-xxx...) under a - (>> XXX).

Project Names
Because of the way clients and projects need to be organized in Mantis, the following project naming convention is used
to make it easy for all users to identify a client name and the Plunet order number quickly when navigating or searching

the project structure and the bug lists.
ClientName_OrderNumber_ProductName_Version_Component_Language

Examples:
Sony_0-11-07777_MG_2.5_WebPages

Circle_0-11-09999_UI_9-langs

Square_0-11-08888_Web_JPN_KOR

Asurion_0-11-09876_Soluto_iOS-App_FR-CA

AccurateBackground_0-11-41239_WEB
NOTE: Not every project will have all of these naming parts, but as a minimum, every order-level bug project
name will contain these items in that sequence: ClientName_OrderNumber_Component

Components can be Web, Ul, Mobile, iOS, Android, Firmware, OnlineHelp, etc.

Issue IDs

Mantis generates bug IDs (aka issue ID or #) sequentially at the All Projects level. It does NOT distinguish between bug
IDs logged for separate projects, that is, it does NOT start a new bug ID count on each new project. This means that a
bug ID reference by itself is meaningless if not accompanied by the project name. [This is another reason why Mantis
bug tracking needs to be organized with a 3-level root project > subprojects structure as explained above.]

See below example of issue IDs when All Projects level is selected -- one and the same issue ID sequence carries through
the different projects:
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& Reportissue | & Invite Users All Projects

[RRE=a L RN ] (S e ey Py

ABC_Q-11- ooooo11 ge2 [ABC_O-11- PTER - Casze Resalved
41234_NMohileAapp_DE 41234_Mobilefpp_DE-E5- - Typo [rplaschka)
ES-FR FR] LIMG: Grammar
[FORMN)
DEF_0-11- aoooot 2 i [DEF_Q-11 FTER - Case .Assign ta
56789 _Welsite SATEE Website] LIMNG: 123 - Client
Spelling (FORM) Truncation [rplaschka)
CEF_O-11- ooooot s 4 [DEF_O-11- PTER - Case Closed
56789 _Wehsite SA7E0 Wehsite] LIMNG: 7777 - Werified
Terminology Incarrect [rplaschka)
[COMPFLIAMCE] translation
for "business"
ABC_O-11- ooooot 4 5 [ABC_O-11- PTER - Case Closed
41234_MobileApp_DE 41234_MabileApp_DE-ES. 9999 - "Start”  Verified
ES-FR FR] LIMG: Incorrect Trans s [rplaschka)
[Context) mistranslated
TestDemo Project || 00000150 @4 2 [Test Dema Project] Other  Application . Pending Mo
error #8888+ Repro [njunior)
-iCase 1 - Lost
entered
infarmation
due to empty
fields
TestDemo Project || 0000016{f2 3 [Test Dema Project] Other  PTER - Case 2 . Open
— - "Report” [Tchuencharoen)
and "lssue"
are
Return to TOC

Project Navigation

The quickest way for any user to access the project listing and select the correct bug project is to open the project
selector dropdown in the upper right corner - to the left of the username icon - of the Mantis homepage. The default

project (or project level) selected in the user’s account Preferences will be listed just below the Search field, above all
other projects.

Testers will want to set the default to JAll Projects| and then select the specific |Order-|eve| project] from that list to work

on. See below.

For certain testers it may make sense to set the default project to a Client group (if they have access to that group level
and primarily work on a specific client’s jobs), or to the one specific Order-level bug project they are assigned to.


file:///C:/Users/rplaschka/Documents/_Testing_Admin_Reference/MantisBT/Documentation/Testers/Preferences%23_
file:///C:/Users/rplaschka/Documents/_Testing_Admin_Reference/MantisBT/Documentation/Testers/Preferences%23_
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ABC_0O-11-41234_MobileApp_DE-E5-FR

I ABC_O-11-44444 wWeblUI|_5Langs

DEF_O-11-56753_Website

GHI_O-11-08888_Webh_]JFM_KOR

Project Search
The Search field allows quick location of a specific project. Start typing any part of the project’s order number or name in

that field and matching results appear immediately:

I & [ rvite Users All Projects v

[ Report Issue @Al Projects v - té__EtEH. >

All Projects |

Ml Projects

tesq]

088
l | Test Demo Project
GHI_O-11-085888_Web_|PN_KOR

! e 1
] Clm - R

.

Bug/Issue ID Search
If you need to quickly locate a specific bug ID: enter the bug number in the Issue # search field in the upper right corner

below the navigation bar. You don’t need to add the zeros preceding the bug ID. Example: enter 5437 to find bug
0005437. Then hit ENTER.

& Report|ssue | & Invite Users All Projects v - rplaschka ~

Recently Yisited: 0000023, 0000070, 0000031, 4448838 8868422 | Q |

Recently Visited: to the left of the Issue # search field are listed up to 5 of the bugs the user visited (viewed, modified
etc.) very recently - again, this is for the All Projects level.

If you hover the mouse over any of these bugs their Status and Summary label will be displayed. Bug IDs with
strikethrough style have a status of Resolved or Closed. Clicking on them will bring you to that bug’s View Issues Details

page:

&+ | nvite Users

Recently Yisited:

[Closed Verified] Test default text

Recently Yisited: 0000026 0000004, SRR S8R4T 0000022
A
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Keyword Search
In order to search across all projects or a set of specific projects (or client groups), a corresponding simple or

advanced filter can be created, and the Search field will then look for simple keyword matches in the Summary,

Description, Steps To Reproduce, Additional Information, Issue ID, or Notes fields within that filter range. You can
also limit the search scope by selecting a client’s root project or a specific order-level project. Then enter the search

text (or a partial text string) in the Search field and hit Enter or click Apply Filter:

Y Filters
Repaortar Azzlgned To Monltorad By
any any any
Categorny Status Rezolutlon
any any any
Proflle Platform 05
any any any
Cllent Bug D Language Test Caza IO
any any any
Show 50 Sort by

Apply Filter

Return to TOC

User Account Management

Acclaro (a Test Lead or other Mantis admin) will create the user accounts for new testers. Testers will receive an
Account Registration email with their assigned username.

Username
The provided username for the Mantis bug tracker follows these naming conventions:
Individual/Freelance/Client users
Username -> firstname initial and lastname — lowercase
Example for user “John Doe” = jdoe

SLV/Agency users:
Username -> agency-language-code_agency-sequence-code_firstname initial and lastname initial
Example for user “John Doe” with agency number 9 from the United States = EN_EN_09_JD

Access Level
Testers have developer access level. If a tester reports that a lower (or higher) access level than developer has been
assigned to the account by accident, please alert the Acclaro Test Lead or Project Manager.

Only Acclaro Test Leads have administrator access level.

User Password
Mantis then sends out an Account Registration email to the new user (at the provided email address) - example:
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Subject: [Linguistic Q&] Account registration

The user administrator has created an account for vou with usermame "testerl",

In order to complete your registration, visit the following URL (make sure it is entered as the single line) and set your awn
access password:

http: /Y165, 227.25. 142/ mantisverifv.php?
.. “Reanfirm Pt T ek R A D 1A, AP A e b Qu S AGPAP AT T L LT L i

If you did not request any registration, ignore this message and nothing will happen.

Do not reply to this message

NOTE: The invitation link in the User Account Registration email will expire within 30 days after which the link
will no longer work and a password reset may be required.

The new users click the provided URL to create their own password:
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Your account information has been verified

Yo mMust 52t @ password here to allovw you to 10g in 2gain

Edit Account - client tester

Jack Harvest {Company} &

B

NOTE: Passwords are case-sensitive. There is no minimum in number of characters or restriction in type of characters.

Password Reset
Users are responsible for their own password. If a password gets lost, users can request their own password reset

process at the Login prompt on the Mantis site. They need to first enter their username and click Login, and then click
the Lost your password? link:
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® Login

Enter password for 'client tester?’

kKeep me logged in

Only allow your session to be used from this IP address.

Lost your password?

The user will receive a Password Reset email from Mantis with a link to the password reset page:

Subject: [Linguistic Q4] Password Reset

Someone (presumably you) requested a password change through e-mail verification. If this was not you, ignore
this message and nothing will happen.

If you requested this verification, visit the following URL to change your
password:

http: /165, 227.25. 142 antisverify. php?
id=5&confirm ho.—e.. -
IwiGGE40ds

e PZPCw g gifYhR S SDCIWI NBEKY 2R AGMULP w23 w w6l

Username: testerl
Remote IP address: . I

Do not reply to this message

Users can also change their current valid password (if needed) after they login and access their My Account profile:

[ Report |ssue

- My Account

& client tester [Jack Harvest (Company] |

Wy Account | Preferences Manage Columns Profiles | APl Tokens ® Logout

& Edit Account

Username client testert

Current Password

New password

Confirm Password
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Blocked Account
If a user’s account is Blocked after three (3) or more failed attempts to login with an invalid password they can go
through these easy steps to reset their own password and unblock the account:

1. Access the Login prompt of the Mantis LQA site at https://mantis.acclaro.com/Iga/login page.php

2. Enter correct username and valid account email address*. Click Submit button.

&, Password Reset

=

To reinstate your lost password, please supply the name and e-mail address for the account.

If the data corresponds to a valid account, you will be sent a special URL via e-mail that
contains a validation code for your account. Please fellow this link to change your password.

Login

3. Receive a Password Reset email from Mantis with a link to the password reset page:

From: Mantis Bug Tracker <mantis.acdaro@gmail.com = Sent: Thu11/14/2019 3:28 PM
Ta: Rainer Plaschka

Lo

Subject: [Linguistic QA] Password Reset

Someone (presumably you) requested a password change through e-mail verification. If this was not
you, ignore this message and nothing will happen.

If you requested this verification, visit the following URL to change your
password:

https://mantis.acclaro.com/lga/verify.php?
id=5&confirm hash=RRgiVzgOWngsCPVM7MYVHU0ISBTIp710gHTT1 jNoTouKPIEGFxH71phjl 2t5TeyGW
hhMNJD1koCoMVSIHDnwQ

Username: testerl
Remote IP address: 209, _ . _ ___

Do not reply to this message

4. On that page, enter a new password, confirm the password and then click Update User.
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Your account information has been verified.
You must set a password here to allow you to log in again.

Edit Account - tester1

Hans Wurst (demo tester)

[ ]

Update User

After successful password reset for correct username and email the user will be logged in and see the My View
home page.

*Note: if the email address entered in above field does NOT match the account email on file in Mantis user
admin, the user will get below error message:

APPLICATION ERROR #1903

The provided information does not match any registered account!

Please use the "Back" button in your web browser to return to the previous page. There you can
correct whatever problems were identified in this error or select another action. You can also click
an option from the menu bar to go directly to a new section.

If user forgot the correct account email address they need to submit a HelpDesk ticket at
Mantis LQA Support@acclaro.com.



mailto:Mantis_LQA_Support@acclaro.com

AJacclaro

Translating Global Business

User Support

If you need further support for access to or permissions for a Mantis project - after you successfully login - you may send
a support request email to Mantis LQA Support@acclaro.com or click the Support link on the Mantis homepage
navigation bar - this opens a blank email message in the default email client if one is configured on your computer (e.g.

Outlook, Thunderbird, Mail app, etc.):

View Issues

@

Report Issue

A

Roadmap

| 4

Support

Return to TOC

Edit User Account
Clicking on a user’s username link anywhere on the Mantis site will open the related Edit Account section on the My

Account page.

“My Account” page

Testers can modify their password, e-mail address and real name. Note, however, that an unannounced change of the e-
mail address by the tester is NOT recommended as this information officially comes from the Acclaro Resource
Management or Project Manager. Likewise, there is usually no good reason to change the initial Real Name. After

making any edits click the Update User button.

The list of Assigned Projects for that user displays below the Edit Account section on that page.


mailto:Mantis_LQA_Support@acclaro.com

a)acclaro

Translating Global Business

& tester! [ Hans Wurst) Fecently Visited: 1000027 0000016, 0000023, 0000034, 200000 |Q |

Wy Account | Preferences Manage Columns Profiles | APl Tokens

& Edit Account

Username tester]

Current Password

Mew password

Confirm Password

E-mail rainer@acclaro.
Real Name Hans Wurst
Access Level developer
Project Access Level developer

Update User

B Assigned Projects

Mame Access Level View Status Description
ABC_0-11-41234_MobileApp_DE-ES-FR developer private
ABC_O-11-44444 WebU|_SLangs developer private
DEF_O-11-56789_Wehsite developer private
GHI_D-11-08882 Web_|PN_KOR developer private

“Preferences” page

Default Project: the default project is the automatically selected active project when the user first logs in to Mantis - see
screenshot below.

Most testers will want to set the default to JAll Projects| and then select the specific |Order—|eve| projectl from that list to

work on. Because the Test Lead who creates the bug projects and the related user accounts assigns mostly order-level
projects to testers, you will usually not see any projects other than these order-level projects.

If a tester has been given access to the Client group level by the Test Lead then it may make sense to set the default
project to a Client group. For example, a dedicated tester working only on Topcon test projects would select the Topcon
client group as default project.

NOTE: The active project is part of the filter applied on the issues listed in the View Issues page. Also any newly reported
issues will automatically be associated with the active project.

Refresh Delay/Redirect Delay: these fields should not be changed.
E-mail on XXX: see below screenshot for recommended selections. Leave minimum severity for all of them set to “any”.
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At a minimum, these 4 email notifications must always be enabled:
on New, on Change of Handler (i.e. Assignee), on Feedback, on Note Added
Testers may at their discretion disable some or all of the other notification settings.

Language: we recommend that all testers use the Mantis interface in English. If this is left set to auto then Mantis will
pick up the language setting of your browser: if your browser is not set to English but you want Mantis to display in
English, select english under Language, and not aguto.
The set language is used by the Mantis GUI and in email notifications. Note that Mantis uses UTF8 for encoding the data,
hence the user could for example use Mantis with a Chinese interface, while logging issue data in German.
NOTE: Only if there is a strong preference by the tester, they can change that default setting here. But note that
Mantis Ul may have been translated by non-professional Mantis users (volunteers), and may therefore contain
translation, terminology and consistency errors.

= Account Preferences

Default Project

All Projects B

Refresh Delay 30 minutes

Redirect Delay 2 seconds

Activities Sort Order Descending @ Ascending

E-mail on New | With Minimum Severity of  any B
E-mail on Change of Handler +| with Minimum Severity of  any B
E-mail on Feedback + | With Minimum Severity of  any B
E-mail on Resolved + | With Minimum Severity of  any B
E-mail on Closed « | with Minimum Severity of  any B
E-mail on Reopened + | With Minimum Severity of  any B
E-mail on Note Added +| with Minimum Severicy of  any B
E-mail on Status Change + | With Minimum Severity of  any B
E-mail on Priority Change with Minimum Severity of  any B
E-mail Notes Limit 0

E-mail Full Issue Details

Time fone uTC B

english B

Language

Update Prefs Reset Prefs

When done with all settings click the Update Prefs button.
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“Manage Columns” page

e The global display of default columns for the four page and file format types shown in below screenshot has
been configured at the All Projects level by the Mantis system admin.

e Testers can change the display of columns for the set of projects they are assigned to, and only to these.

e Columns are displayed in the output in the same order they are listed in the four sections below.

e Column names are case-sensitive.

e Generally, there should be no need to modify these selections, but if specific project needs exist you may follow
the guidelines for the four page/export format sections below.

e If modified sets of columns are needed for a client order-level project:

1. select the project from the project selector dropdown in the top nav bar

2. add/remove columns from the View Issues Columns section (do not modify the other sections);
=  Add a column: copy and paste it from the All Available Columns field.
= Remove a column: delete it from the field; make sure the last entry is NOT followed by a comma
3. Click the Update Columns For Current Project button. (NOTE: If by accident All Projects is selected this
button will read Update Columns as Global Default for All Project! You should not change the global
default for your set of projects, unless you intend to do so specifically.)
4. If needed: the four Column sets for any project or project level can be copied between any other
projects.

Update Columns For Current Project

All Projects ¥ || Copy Columns From || Copy Columns To

Currently, these are all the columns available for selection:

id, project_id, reporter_id, handler_id, priority, severity, reproducibility, status, resolution, category_id,
date_submitted, last_updated, os, os_build, platform, version, fixed_in_version, target_version, view_state,
summary, due_date, description, steps_to_reproduce, additional_information, attachment_count,
bugnotes_count, selection, edit, notes, tags, overdue, custom_Client Bug ID, custom_Language, custom_Test
Case ID, custom_Test Pass, custom _URL

NOTE: A number of these fields - marked in red - are not used in Acclaro Mantis projects and should not be
added to any of the page views. Some other fields are only relevant if they are needed for a specific project and
have been added and configured for that project - marked in blue.

View Issues Page - Default columns: selection, edit, project_id, id, bugnotes_count, attachment_count, category_id,

summary, status, resolution, handler_id, custom _Language, custom_Test Case ID, date_submitted, reporter_id, tags

NOTE: Because the number of columns on this page affects the ease-of-use for testers, you should generally try
not to add any more columns. If a specific project would benefit from adding a certain column it should be
added, and maybe a less used/important column should be removed to keep the page view small.
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Print Issues - Default columns: selection, id, custom_Client Bug ID, summary, category_id, description,
custom_Language, custom_Test Case ID, steps_to_reproduce, date_submitted

NOTE: these columns display when you click the Print Reports button on the Viewing Issues page. The page that
opens then shows these selected columns so you can review pertinent bug details and further select those bugs
that should be included in the report. Once the bugs have been selected click the Display selected only button
at the bottom. The two print output options are MW Word and HTML. Both formats will contain all bug details
of each selected bug (this behavior cannot be modified). You can save the output pages as files or print them.

52]

Linguistic QA - All Projects

Viewing Issues( 1 - 33)

IDw  Client Summary Category Deascription Lai
Bug
| K]
D 0000021 Test default [AEC_O-11- Basic Description of 1ssues/Behavior: ftalic, Bold, C
text 41234_MobileApp_DE-ES- ftalic
FR] LIMG: Text Format _ . .
(FORMAT) Erglish string translated in memoQUTR? YES/ND

EM Source Text (required]:

CSV Export - Default columns: id, custom_Client Bug ID, summary, category_id, description, custom_Language,
custom_Test Case ID, steps_to_reproduce, date_submitted

NOTE: these are the same columns as the ones selected for the Excel export below. CSV exports are less
common or useful for Acclaro test projects and should be avoided.

Excel Export - Default columns: id, custom_Client Bug ID, summary, category_id, description, custom _Language,
custom_Test Case ID, steps_to_reproduce, date_submitted

The Manage Columns page:
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Wy Account Preferences Manage Columns Profiles APl Tokens

M Manage Columns

All Available Columns

View Issues Columns

Print Issues Columns

CSY Columns

Excel Columns

id, project_id, reporter_id, handler_id, priority, severity, reproducibility, status, resolution,
category_id, date_submitted, last_updated, os. os_build, platform, version, fixed_in_version,
target_version, view_state, summary, due_date. description, steps_to_reproduce,
additional_information, attachment_count, bugnotes_count, selection, edit, notes, tags.
overdue, custom_Client Bug ID. custom_Language, custorm_Test Case ID, customn_Test Pass

selection, edit, project_id. id, bugnotes_count, attachment_count, categary_id, summary,
status, resolution, handler_id, custormn_Language, custom_Test Case 1D, date_submitted,
reporter_id

selection, id, custorm_Client Bug ID, summary, category_id, description, custom_Language,
custom_Test Case ID, steps_to_reproduce, date_submitted

id, custom_Client Bug ID, summary. category_id, description, custam_Language,
custom_Test Case ID, steps_to_reproduce, date_submitted

id, custom_Client Bug ID, summary. category_id, description, custom_Language,
custom_Test Case ID, steps_to_reproduce, date_submited

Update Columns For Current Project *rqu-lirEtI

“Profiles”, “API Tokens” pages
These two pages are not useful or relevant for Acclaro bug projects. Please ignore them, unless a Test Lead sends
specific instructions for them.

Return to TOC
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Pages and Sections in Mantis

“My View” page

The My View page may have some limited use for Testers. Depending on the selected project level, this page shows at-
a-glance a summary of various bug statuses, assigned statuses, monitored bugs etc., as well as a timeline of events for a
set time period. Use this page at your discretion.

NOTE: For the most part, Testers need to use the View Issues page to see bug status and details etc. Also, some
of the preset system filters linked to the bug status fields on the My View page may not have exact or correct
results - therefore, use with caution!

@ & tester! [ Hans wurst) Recently Visited: 0000027, 0000016, 0000023, 0000034, 0000001 | o] |
My View =
Assigned to Me (Unresolved) (ERERED | v @ Timeline
Wiew |55LRE
= Resolved (@D v
Report |5sue
o Recently Modified (30 Days) (IESHED | v
Roadmap
Monitored by Me @IIED | v
{ &)

= GE e | v

Awaiting Feedback from Me (ERTHED S

“View Issues” page
This is the main work page where users view bug lists, access bug details and create and apply filters. The scope of this
entire page depends on the selected active project or project level.

“Viewing Issues” section

Many of the features of this section are explained in more detail in the various other chapters and areas of this guide.
This is a general overview with guidelines for using this page. All columns - except Notes, Attachments, Tags - in this
section can be sorted up or down in alphanumerical order.

Group actions: for the active project, bugs can be selected one or a few at a time, or you can select All bugs on the list
page (Note: the list displays only 50 bugs per page; if you have more than 50 bugs and need to select them all for the
action you need perform this group action separately per list page). For testers, a number of actions are available in the
dropdown list next to the Select All checkbox. Below example shows the 15 group actions a tester can take on the

selected bug/s.
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M Viewing lssues (RS

| Print Reports ” CSW Export " Excel Export |
Test
Assigpned Date
Project r o 3 Catego Summa Status Resolution Language Case Reporter Tags
L - s o “ To S - Submitted . &
£ nooonzz LIMG: Grammar  default text test .Assign rplaschka cs_CZ 0 2018-02-13 testert
[FORM] 1 to Client
Assign [rplaschka)
# Close O LNG:Speling  PTBR-Case 123 [ Assign rplaschka  pt_BR 2018-01-30  njunior
11- Resolve (FORM] - Truncation to Client
[rplaschka)
Update Priority
£ Undats Severity Lo DA - Closed irwalic tester! da_Dk, 2 2018-02-22 tester
114 Untranslated untranslated Irwalicl
Update Status Text [testar!]
Update Category
£ ) LIMG: Grammar  demo test 3 Closed fised by riplaschka 2018-01-31 tester
11| Update View Status (FORM) verified client
Add Mote [rplaschka)
# Attach Tags ING: PTER - Case Closed rplaschka 2018-0130 njunior
11 Update Language Terminology 7777 - Incorrect  Verified
Update Test Case 1D [COMPLIANCE]  translation for [rplaschka)
"business”
Wodate Tect Dace
Felect All| Copy hd | OK |

The Notes and Attachment count columns contain links to these items. Clicking on them will open that bug’s Activities
page where further details can be viewed and edited.

The Status column shows the bug’s current status with a color code and the user the bug is assigned to.

Status

. Dpen

[tester!]

The Edit button (pencil icon) opens the bug’s Updating Issue Information page, which is very similar to the Enter Issues
Details page when first logging a bug. If edits are made, click the Update Information button to save the changes. Both
the Update Information and the Back To Issue button open the bug’s View Issue Details page. To return to the bug list,
click the View Issues link in the left navigation bar.
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Back To lssue

™ |pdating Issue Information

Update Information
1D Project Categary Yiewy Status Date Submitted Last Updata
oooooz4 GHI_2-11- LOC: Functiona ™ public - 2018-02-23 1423 2018-02-28 22
0as888_WWeb_|PMN_KOR
Reporter  tester! [Edit] Assigned To testar v
Status I Open v - Resolution v
Platform 05 05 Yersion
SUMMary | resnlved = fived - test

“Filters” section

Filters are available only on the View Issues page. In collapsed state the Filters section shows a Search field and a
dropdown box with saved filters.

[# Reportissue | & Inwite Users Bug Projects + - rplaschka v
ﬁ & rplaschka ( Rainer Plaschka ) Recently ¥isited: 0000017, 4888833 0000022 0000021, 0000015 | Q
My Views
\ _ -
View Issues
[Reset Filter]

4 LI All_Unrestricted

Click the arrow button to expand this section to full view:

Y Filters
Reporter Azzlgned To Monltored By Mote By Priorlty Severity ¥lew Status Show Sticky lssues
any any any any any any any Wes
Category Status Re=olutlon Fliter by Date Submtted Fliter by Last Updated Date Project
any any any Mo Mo [current]
Profile Platfarm 035 05 Varslon Relatlonzhlps Tags
any any any any any
Cllent Bug ID Language  TestCaze D  Test Pass URL
any any any any any
Show 50 Sart by Izzue |0 Descending, Status Ascending  Match Type  All Conditions Highllght changad (hours) 6

Apphy Filcer Sawe Current Filter v
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Global Filters

The system has been configured with a few general global filters available to all projects:

X_LING_All I
[Reset Fiter]
0_al_Unrestricted

I 1_Assigned To Client

.| 1_Closed_Al

‘ 1_Deferred_all

1_Mew

u 1_MotClosedDef_all
1_MotClosed Al

] 1_Open
1_Pending_Al
1_Reported To Client
1_Resolved

T 1_valid_all
¥_ 118N

fix e |
¥_layout

\ ¥_String Concatenation

¥_Truncation
¥_Untranskted

¥_Untranskted_MNotClosed

For example, use the X_Nnnn bug type filters to view all bugs with a specific Category.

For example, if you find an Untranslated Text issue and you want to see if that issue has already been reported (to avoid
duplicate bugs), you would select filter “X_Untranslated”. If you want to see if that issue is a valid bug or an invalid or
duplicate bug, select “X_Untranslated_NotClosed”, and only Untranslated Text bugs that are new or open or resolved
or pending or assigned/reported to client will be listed. Invalid and duplicate Untranslated bugs will not be shown.

You can also use the text search described above to search all bugs for the specific string you found untranslated. All
bugs that contain that search string will be listed, and you can determine if your bug is new and valid by comparing it to
the existing bugs in the search results.

You can also use the “1_ClosedAll” status filter to see if your issue has already been reported and deemed invalid or
duplicate by the Test Lead who triages the bugs.

NOTE: the global filter 0_All_Unrestricted is an Advanced filter at the All Projects level that resets all filters to show
every bug and every level of data and status (including Closed bugs).
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General Filter Features
e The filters control the behavior of the Viewing Issues list. The filters are saved between browsing sessions but
do not currently save sort order or direction.
o Filters only affect the currently selected project. Global Filters should therefore be created on the All Projects or
Bug Projects level.

e By default, Mantis stores the latest ad-hoc filter per project, so that users retain their latest filters between login
sessions, or as they switch between projects. However, it is often useful to save filters so that the user is able to
easily switch between them. You can also share these filters so other team members can make use of the same
filter.

e If the number of issues exceeds the Show count defined in the filter (default value is 50), a set of navigation
buttons to go to "First", "Last", "Previous", "Next" and specific page numbers is added to the Viewing Issues

section:
Show 10 I Sart by Iszue |0 Descending, Status Match Type  All Highllght changed f
Ascending Conditions {hours)
| Apply Filver Sawe Current Filter ¥

M Viewing Issues (DS

| Print Reports ” CEY Export H Excel Export ‘ First = Prew 2 3 Mext  Last

Assigned |

o [ - - - [ [ T B [ T T B

e The Search field will look for simple keyword matches in the Summary, Description, Steps To Reproduce,

Additional Information, Issue ID, or Notes fields. Enter one or several keywords and hit Enter or click Apply

Filter:
Y Filters

Raportar Asslgned To Monltorad By
any any any
Categony Status Rezolutlon
any any any
Froflle Flatfarm 035
any any any
Cllent Bug D Language Test Caza |0
any any any
Show 50 Sort by

| Apply Filter |

e The filters do NOT allow BOOLEAN operators (IS, IS NOT, CONTAINS, IS GREATER THAN, IS LESS THAN, etc.) to
create filter criteria. You can only include or exclude certain values/options of an Advanced filter. For example:
to create a Category (=Bug Type) filter for “X_LING_Context-only” (all LING bugs that are Context bugs, e.g.
“LING: Incorrect Trans (Context)”, etc.), you select all LING bug types in the Category field that include
“...(Context)”
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Advanced vs. Simple Filters
The main differences between the two filter types:

o Simple Filters allow only one selected value per field. They show the Hide Status filter (see details below).
e Advanced Filters allow multiple selected values per field. They do NOT show the Hide Status filter.

Y Filters Y Filters
Reparter Asslgned  Monltored By Reporter  Aszlgned To Manh
To By
any any any any any any
Lategory Hide Status Catagony  Status Ra=al
siatus oy | ETI - | oy
any none [any] r =
Open
Proflla Flatform [any] Resolred
any any Mewr Assign to Client
Qpen Reported To Client
Cllent B La
IO = ug nguage Recohged Defarred
TN Pending leed o
an an ;
¥ ¥ Reported Ta Client Pending Meed Trans
Pending Mo Repra ™
Show 10 Deferred
Pending Meed Infa Proflle Platform 05

Simple: Dardinm klaad Trare Advanced: any any an

If a tester needs the increased control of Advanced Filters, click the hamburger menu and make sure that the Advanced
Filters option is NOT shown, and that the Simple Filters switch displays instead (with a blank switch to the left). This
means the Advanced Filters have been switched ON:

pdated Date

= # Nlanage Filters

S

Simple Filters enabled:

lew Status | (o Simple Filters ”jﬁ
L

sted Date | % Create Permalink

| #~ Manage Filters

- Advanced Filters enabled:

Set your filter field/s and click the Apply Filter button. The number of filter results is now displayed next to the Viewing
Issues section header:
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Y Filters
Reporter Asslgned To Monlt
any any any
Categony Status Resalu
anmy Assign ta Client anmy

Repaorted To Client

Proflle 05
any any any
Cllent Bug 1D Language Tast C:
any any any
Show 50

D] Il'nll'l. i E.'u'l'uri rl E:- | 5 5 I_] E i -

“Hide Status” filter

This filter displays only when Simple Filters type is enabled. It allows you to set a specific Status value at and above
which bugs are hidden from the Viewing Issues list.

For example, if you want to hide all bugs that have any of the Closed statuses, you would select the lowest of the Closed
values - Closed Invalid - for that filter, click Apply Filter, and none of the bugs in any of the Closed statues will be listed
any longer:
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Y Filters

Reporter Assigned To

any
Category
any

Profile

any
Client Bug ID
any

[=30

Cpen
Resolved

Pending Meed Info

Show

Pending Meed Trans

Pending Mo Repro
Assign to Client

M Yiewing lss

4 Reported To Client
| Frint Reports " | Deferred

osed lhvald

Closed Duplicate
Closed Yerified

Closed Mo Repro
v d
11-41 234 Closed Mo Fix

If a user reports they can’t see Closed bugs in the Viewing Issues list then they need to reset the Hide Status filter to
status [none] and click Apply Filter:

Hlde Status

[mone]

Return to TOC

Saving Filters - Order-Level Project Filters

Testers may need various project-specific and personal Language or Assigned To filters for their order-level project.
Such filters should also be saved, especially for large longer-term test projects with many languages and testers:

1. Select the specific Order-Level Project for a client in the project navigation dropdown.

2. Select the filter criteria - depending on the need, select one or more fields per filter. For example, you may
create a complex language or Assignee filter that also distinguishes between 2 or 3 important status or bug type
criteria - such as: zhTW & Resolved, zhTW & Open, zhTW_& Untranslated, Assignee name & Resolved etc.

Click Apply Filter button.

Verify that the Viewing Issues list shows the expected filter results.

5. Click the Save Current Filter button.

Pbw
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The Save Current Filter page opens. Enter the Filter Name for the new project-specific filter following this naming
convention (xxXX stands for the language/locale combo code):

Language filters - 2:
Examples: 2_xxXX, 2_xxXX_Open, 2_xxXX_Resolved, 2_xxXX_Untranslated, etc.
Assigned To filters - 3_Assigned:

Examples: 3_Assigned_TestLeadName, 3_Assigned_TesterName, 3_Assigned_TesterName_Resolved,
etc.

Since these filters are only used in the specific project, make sure to NOT check the boxes for Make Public and All
Projects:

Y Save Current Filter

Filter Name: > deDE_Resolved

Make Public All Projects

| Save Current Filter |

| Go Back |

When done, click the Save Current Filter button. If you now click the saved filters dropdown for the selected order-level
project the new filters will be listed in alphanumerical order among the existing Global Filters (that show for all Bug
Projects):

Sawe Current Filter

[Reset Filter]
0_All_Unrestricted
1_Assigned To Client

Order-level project filters 1_Mew
Z_deDE
) 2 _deDE_Resolved
status  Resolution ﬁﬁs_lrgﬂned Languagd | 3_Assigned_testerd r
o e R #_Untranslated

Managing Filters

Any user can access the Available filters for project: xxx page to view and manage any of the filters for that project
level.



a)acclaro

Translating Global Business

In the hamburger menu in the top right corner select the Manage Filters command:

itatus | (I Simple Filters

| %% Create Permalink

: 4~ Wlanage Filters

The Available filters for project: xxx page opens, showing the filters and related information for the selected project
level. You can apply, edit and delete a filter from that central location:

te

& Reportissue | & Invite Users )11 -4 MohileApp_DE-ES-FR v & rplaschka v

& rplaschka { Rainer Plaschka ) Recently Visited: 01000017, 8888833, 0000022, 0000021, 0000015 | Q

ilable filters for project:

Filter Name R55  Project public  Cwner Actions

0_All_Unrestricted Sy AllProjects v 4 administrator |E|E|E|
1_Assigned To Client Sy AllProjects v rplaschka |ﬂ|£|m|
1_Mew v All Projects v rplaschka |@|£|E|
¥ _Untranslated v Al Projects v rplaschka |@|£|E|
®_LING_All v All Projects V rplaschka |E|E|E|
2_deDE Ny ABC_O-11-41234_MohileApp_DE-ES-FR rplaschka |E|£|E|
2 deDE_Resolved 2y ABC_O-11-41234_MobileApp_DE-ES-FR rplaschka |@|£|E|
3_Assigned_testerd Sy ABC_0-11-41234_MohileApp_DE-ES-FR rplaschka |ﬂ|£|ﬁ|

You can quickly switch to another project or project level by selecting it in the project selection dropdown in the top
navigation bar:

Select the project/level:

[# Reportissue | &8 Inwite Users ABC_O-11-4 MohileApp_DE-ES-FR

All Projects
& rplaschka [ Rainer Plaschka ) Recs|

Y Available filters for project: ABC_O-11-41234_Mobi JREEEAUBIEES Ji
Filter Name RSS  Project ClientABC

o T | B T PR N | b9 Al Flemim e AR 1-11-41234 hAnbhileAnn NF-FS.FR
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The matching Available Filters page opens:

[# Reportlssue | & Invite Users

| BUE Projects v

& rplaschka { Rainer Plaschka ) Recently Wisited: 1000017, 8448633, 0000022, 01000021, 01000015 | Q

ailable filte

Filter Name R55 public Owner Actions

0_All_Unrestricted &y AllProjects v administrator | Apply |m| Dielets |
1_Assigned To Client & AllProjects v rplaschka | Apply |m| Dielets |
1_Mew &y AllProjects v rplaschka | Apply |m| Dielets |
*_Untranslated & AllProjects v rplaschka | Apply |m| Dielets |
H_LIMG_Al &y AllProjects v rplaschka | Apply |m| Dielets |

Return to TOC
Sharing Filters

The easiest (and passive) way of sharing a filter is to make it Public in the Save Current Filter dialog.

If you need to actively send a special filter to other testers or the test lead/project manager so they see a very specific
list of bugs for that project only, you should create a Permalink for the filter.

1. Select the desired filter from the dropdown.

2r 1_Mews r

[Reset Filter]
0_All_Unrestricted
1_Assigned To Client
1_MNew
M LIMG_Al
¥_Untranslated

2. Inthe hamburger menu of the Filters section select Create Permalink:
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I Simple Filters

%, Create Permalink

#& Wanage Filters

3. The permalink URL is displayed on a new page. You can copy that link:

& & rplaschka [ Rainer Plaschka ) Recently Visited: 88882+ 0000012 #3884+% SE8E847 0000015
Ml Wimw
S Following is a permanent link to the currently configured filter:
4 http://165.227.25.142/mantis/search.php?
Report ssue project_id=2&status=10&:ticky=on&sort=idi2CstatusEdir=DES T2 CASCRhide_status=-2Erelationship_bug=-1&match_type=0
13 Create Short Link

L R

4. Optional: create a Short Link of that URL to save space in an email. Click the Create Short Link button. A
separate browser window opens the TinyURL site where the short link can be copied to the clipboard.

Return to TOC

“View Issue Details” page
When you click a bug ID on the Viewing Issues page (or anywhere there is a bug ID link) the View Issue Details page

opens.

Tester view
Testers (and Clients, i.e. updaters) will see the following set of buttons at the top and at the bottom of the View Issues

Details section. Where present, click the link of a button name below to jump to a more detailed description of its
function. The non-linked buttons should be self-explanatory:

Top row: Send a Reminder, Jump to Notes, Jump to History, Previous Bug, Next Bug

Second row: Edit, Assign To:, Change Status To:, Monitor, Clone, Reopen/Close
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|. Send a Reminder ” Jump to Motes || Jump to History |

|E| | Assigh Tol | EI | Change Status Ta: | R

oonon34 GHI_D- LOC: Functional public
11-08888_Web_IPN_KOR

Reporter tester Assigned To tester

Status .Open Resolution

“Send a Reminder” button

Bl

EI | Konitar ” Clone ” Cloze |

1D Praject Catepory View 5tatus

Date Submitted Last Update

2018-02-23 1423 2018-02-28 17.58

When you click this button, the Send a Reminder section displays above the View Issue Details section. Select the name
or names, add a reminder note in the text field (if needed) and click Send. You can now mention users by inserting
@username in bug notes etc. to trigger notifications to them. Once a user receives a Reminder she or he is automatically
added to the Users monitoring this issue list for this bug. This feature also records the history of all reminders for the

bug.

= Send a Remninder

To administrator

cferreira

client tester
mharris

njunior
rplaschka
Tchuencharoen

tester]

| Send |

€ This note will be sent to the selected recipients, reguesting feedback on this issue. These recipients will
also begin monitoring the issue; they can unsubscribe using the "End Monitoring" button. The note will be

stored with the issue.

You can now mention users to trigger naotifications for them instead of using reminders feature. For example,
others can mention you by writing @rplaschka in issues and notes and you will get an email notification.

The selected user/s will receive a reminder email notification for this bug:
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O 2018-02-28 15:46, rplaschka sent you this reminder about;

http:/f165.227.25.142 mantis/view. phptid=12

rerminder test

“Monitor” button
This button toggles between start monitoring and end monitoring states. The Monitor buttons allow the user to

subscribe to the activity on an issue. The user will be added to the distribution list when the issue is updated. The user
will be displayed in the section Users monitoring this issue. Users can remove themselves from monitoring at any time
by clicking the End Monitoring button or by deleting themselves from monitoring users list by clicking the x button next

to their name.

|'
v

Assign To: * | Change Status To: | confirmed + | End Monitoring || Clone || Move || Delete

i Helpdesk

Customers MantisHub Tutorials <mantishub@gmail.com>

& Users monitoring this issue

User List NatalieGmail | x |, administrator | x |, Engineer1| x | ¢—__

Username Add \
“Clone” button

The Clone button will create a duplicate of the bug within the same project. Before cloning you will be taken to the
Enter Issue Details page, so that you can change some of the issue fields and details. You also have the option to copy
across all issue notes and/or attachments as well as include a relationship to the cloned issue. See descriptions below:

The project name of the parent bug will display in front of the Category dropdown in the Enter Issue Details section of

cloned bug:
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[(# Enter |ssue Details

Submit Issue

* Category [ABC_O-11-41234_M0biIEApp_DE-ES-FHl LIMG: Text Farmat [FORMAT)

Options for carrying over bug items from Parent to Clone:

View Status # public private
Relationship with the parent issue [none] v issue Q000010
Copy extended data from parent issue Copy issue notes Copy attachments
Report Stay check to report more issues
Submit Issue
Relationship

Relationship options for the parent and clone bug. For Acclaro testing projects, we only use these three relationship
options:

“

o “duplicate of” (when a bug is a duplicate of an earlier bug)

e “has duplicate” (when a bug has a separate duplicate bug logged later)

e “related to” (when two or more bugs have the same or very similar root causes or main behaviors; this
relationship option can help during bug triage and bug type analysis)

[none] issue 0000010
parent of tes Cor
hild of .

o _D T mare 1550E
duplicate of

has duplicate
related to

Logical Parent/Child relationships are not needed for Acclaro testing, and should NOT be used.

NOTE: Besides the Clone option, there is also the Copy function available as a group action on the View Issues page.
Depending on your requirements, you can choose Clone or Copy, however, Clone has more functionality. Copy will
exactly duplicate the entire issue (notes, attachments, category), and only allows you to select the destination project.
So you might want to use Copy when you need to duplicate the issue in another project - which is very likely NOT
NECESSARY for Acclaro test projects.
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“Reopen/Close” buttons
Depending on the status of the bug displayed on the View Issue Details page, this button will have one of these labels
(NOTE: for Resolved bugs there will be a Reopen and a Close button):

Close - when the bug is currently in status New, Open, Pending xxx, Assign to Client, Reported to Client, Deferred,
Resolved; when you click Close for a bug in any of these statuses a status change confirmation page with details
will display. The Resolution field will show the default value “fixed”, but you can and should change it to the
appropriate resolution for that bug:

Resolution
Duplicate 1D

duplicate
Assignad To imvalid

won't fix
Client Bug ID fixed by client

When you are done with updating the bug’s details and adding a note why the bug has been closed, click the
button at the bottom left of this section. This may be an empty button without label:

Add Nota

Reopen - when the bug is currently in status Resolved, Closed xxx; when you click Reopen for a bug in any of
these statuses the Open bug page with details will display. You can reassign the bug. All bugs that are reopened
require a Note about the reason for changing its previous status back to Open (for example, when a Closed bug
is not resolved anymore and now exists again). When done, click the Open bug button:
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Open bug
Assigned To tester] v
View Status private
Add Note

Qpen bug

The bug is switched to the Open status and the Resolution field is blank again:

= View ssue Details

[ Send a Reminder ” Jump to Motes H Jump to History l

Edit | | AssienTo: | [Myself] v I Change Status To: \ Mew v [ Nonitor " Stick " Clone

1D Froject Category View Status
0000034 GHI_D-11-08888_Web_|PM_KOR LOC: Functional public
Reporter tester] Assigned To tester]

Status I . Open I Resolution I I

“View Issue Details” page - Other Sections

All user levels will see the following sections towards the bottom of the View Issue Details page. Each section can be
collapsed or expanded with the arrow button:

i Relationships
& Users monitoring this issue
®, Activities

® Add Mote

‘D lssue History
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“Relationships” section

See above description of this feature. Here, you select the appropriate relationship option, enter the bug ID and click
Add:

& Relationshi

Currentissue | duplicate of v 21 Add

B

“Users monitoring this issue” section

See above description of this feature. Start typing the first few letters of a username and Mantis will auto-fill the list with

all matching users in the system. Select that user and click Add. That user is now listed. Users can be removed from the
monitor list by clicking the x next to their name.

& Users monitoring this issue
User List There are no users monitoring this issue.
Usernarme | 1 l Add ‘
Tch

tchuencharoen

™, Activities

tester?

® ~dd Note

testerl _

Thiraporn

¥ Users monitoring this

User List teste @

Username

Add |

B

“Activities” section

This section lists a time-stamped log of all Notes and Attachments that have been added to the bug by any user. Each
Activity log allows various actions to be taken on the item at hand:

Notes

Click on the Note ID link to access the note directly. You can edit and delete that note, or make it Private if it was
originally added as a Public note:

& administrator requested info:
2 2018-01-30 18:50 Wy

* -oooagpy

[ Edit " Delete " Make Prinr_Diréd link to note




When you click the Edit button the Edit Note page opens:

@ ECdit Note
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requested info:
gy

Update Information || Go Back ‘

When you click the Delete button you are prompted to confirm the delete action. If you don’t want to delete the note

click the browser’s Back button.

When you click the Make Private button the activity log for the note displays the private icon, and the note text
background color changes. Also, a Make Public button appears, if you want to switch the note’s view status again:

™, Activities

& administrator
1 2018-01-30 18:59 = private

S -0000004

W

Attachments

|' Edit || Delete || Make Public |

requested info
WY

Attachments that are image or text files smaller than 256KB are previewed inline when viewing the bug or activity log
(see below screenshots). All larger attachments can be downloaded or opened when clicked by the user. You can
minimize or delete an attachment when you hover over the note and click Delete button that will appear. Otherwise,
next to the attachment you can select the Trash Can icon to delete or the Minimize icon to minimize an inline preview

image.

|

& administrator
©2017-11-1319:18

Delete | 4

[ MH.png (6,708 bytes) 8 E) ¢+

&) MantisHub



-, Activities

& administrator reqguested info:
1 2018-01-30 18:58 WYY
9 - 0000001
& administratar please fix in memoQ
120718-01-30 18:03
% -0000003
& rplaschka another note
1 2018-02-28 20:01
9 -0000022
Edit | Delete || Make Private [ 1v_WincClient_MNewDefaultTemplates_LQAModel_WMay2017,jpE (70,418 bytes) =

Il Templates

Mame | Tracks ﬂ Cloze |
_00_Testing_ MOBILE - Da HOT avenwritel Bugs i
_00_Testing_MOBILE_M+LGAAModel - Do NOT ovensritel  Bugs Hew

_00 Testing_ I - Do MOT ovenwritel Bugz

_00_Testing_JI_PM+LOAModel - Do NOT avenwritel Bugs Fadify |
_00_Testing WER - Do not ovenwritel Bugz

_00_Testing_WEB_I+LOAModel - Do HOT Ovenarite! Bugs Copy |
_0a_wWEB_BugDB_General Bugz

_HELP_LOA_BugDB

@ugs_ Delete I

“Add Note” section
Notes have by default a Public view status - everyone assigned to the project can see them. If sensitive information is
added, meant only for certain users, the note should be made Private.

Attachments can be added by Drag&Drop or by the browser’s “Open” (Chrome) or “File Upload” (Firefox) dialog when
clicking. NOTE: Currently, only public notes support attachments. You will not see the Upload Files section if the note is
marked as Private. The Note text field can be resized with the size handle at the lower right.
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% Add Note
View private
Status
Maote

Files
faximum

e 087 Drop files here to upload (or click)

Add Mote

“Issue History” section
This section displays a time-stamped log in chronological order of all changes made to the bug.

D Issue History

Date Modified Username Field Change
2018-02-13 17:40 tester] RETRENE

2018-02-13 17:40 tester] Acsipned Tao == rplaschka

“Updating Issue Information” page - Verification Testing

The Edit button on the View Issue Details page and the pencil icon on the Viewing Issues page open the bug’s Updating
Issue Information page, which is very similar to the Enter Issues Details page when first logging a bug. After edits are
made, click the Update Information button to save the changes. Both the Update Information and the Back To Issue
button open the bug’s View Issue Details page. To return to the bug list, click the View Issues link in the left navigation

bar.

During Bug Verification Testing or anytime an existing bug needs to be updated or edited this page allows changing the
following fields: Category, View Status, Assigned To, Status, Resolution, any of the text fields (including Notes), and any
of the custom dropdown fields that have been added to the project. Attaching files or viewing attachments is NOT
possible on this page. You need to return to the View Issue Details page to view or attach files.

Typically, during Verification Testing, only these fields need to be updated/edited:

e Status: if a bug fix is verified, the tester changes the status to Closed_Verified. If a bug still exists at that time
(i.e. the fix is not verified), the tester changes the status to Open (and adds a comment in the Notes field and/or
more details to the Description field).
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e Resolution: usually, the Resolution field is selected when a bug is fixed (during 1% test pass) and doesn’t need to
be updated during Verification Testing. However, if a bug is subsequently considered to be invalid, duplicate or a
“won’t fix” then this field will be updated at that time.

e Assigned To: re-assigning a bug will trigger a notification email to the new assignee. In most cases, bugs are
assigned back to the Acclaro Test Lead after a bug has been updated by the tester so that the Test Lead is made
aware of the changes. The Test Lead may assign a bug back to the tester if further information or action (such as
fixing the issue in the translation files or attaching a bug screenshot) is required.

Back To lssue

®, |Updating Issue Information

Update Information

D Project Categary View Status Date Submitted Last Updata

oooooz4 GHI_2-11- 2018-02-2314:23 2018-02-28 23

LOC: Functiona ¥ public ¥
DBE8E8_Web_PMN_KOR

Reporter tester] [Edit] Assigned To tester] ¥
Status I Open v - Resolution v
Platform 05 05 Yersion

sumrmary resnlved = fiverd - test

After edits are made, click the Update Information button to save the changes and return to the View Issue Details
page.

Add MNote

Update Information

Attaching New Files to an Existing Bug

Because attaching files or viewing attachments is NOT possible on the Updating Issue Information page, you need to
return to the View Issue Details page to view or attach files. On that page click the Jump to Notes button and
drag&drop your attachment in the Upload Files field. Then click Add Note, and the file will be uploaded.
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= View Issue Details

| Send a Reminderl” Jump to Motes I Jump to History
| | | |

1D

|' Edit | ‘ Assign To: | [Myself] EI | Change Status To:

Project

Translating Global Business

Upload Files
Maximum size: 2,097 KB

‘ Add Note ‘

o

Drop files here to upload (or click)

Report Issue - “Enter Issue Details” page

This page will mostly be used by Testers, and occasionally by Test Leads when they need to log a bug. The items here are

self-explanatory, they are also listed and described for the tester in the specific Test Plan document they receive with

the job.

The Enter Issue Details page may show different fields and items across different projects, depending on how the Test

Lead configured it to best meet the project’s or client’s needs for tracking certain bug data and details.

Example page - All fields with a red asterisk * are mandatory:

(& Enter Issue Details

‘ Submit Issue ‘

= Category | (select) v ‘
Assign To v

Status New v

Resclution w

“Summary

*Description Basic Description of Issue/Behavior:

ENM Source Text (required):

Correct/Suggested Target Text (required):

For Truncation -» Suggested Shorter Text:

=5teps To

Displayed/Incorrect Target Text (reguired):

* required
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*Summary
Enter your language code, the test case #/main section name etc. as applicable, and a brief summary of the issue —all in
English, please.

Example: FR - case 12.3 - Tools - Preferences - “Username” - spelling error

*Language
Select your language. Language-specific bugs — such as Linguistic Bug (mistranslation, typo, etc.), and language-specific

Layout/Truncation bugs — must be logged individually and separately for each language. Bugs that have the same root

cause, such as Untranslated Text or certain Functional issues, may be updated to add other languages if also affected.

*Test Case ID
Enter the test case number from the Test Script. If no test cases exist, enter “N/A”

*Category (=Bug Type)
Select the appropriate LING or LOC bug type. For details, see below. Note: please do not log “bundle” bugs for the same
dialog box or menu with different types of bugs in them. Each bug type requires a separate bug record.

Status
Initially it is automatically set to the default value New. Follow below rules to set the correct status before saving the
bug:

1) For all linguistic bugs that you DO fix in TM files please set the bug status to Resolved, under Resolution
select fixed, and add a comment in the Additional Information field (e.g. “Fixed in TM” — “Fixed in file
xxxxx.xxx”). REMINDER: please QA and Validate any changed segments before delivery — or as instructed by
PM.

2) Set the bug Status field to Pending Need Info for linguistic bugs you cannot fix in the TM files, and in the
Additional Information field add a note such as “String not found in TM” or “Which string instance of the
many instances should be fixed?”, etc.

3) Forall other bug types that you cannot fix in TM (layout, truncation, untranslated, etc.), leave the bug status
set to New.

STatus
. r"le!'III'III'
Resolution
CIpeEn
*HUmmary Resalved
Pending Meed Info
*Description Pending Need Trans
Assign to

Unless otherwise instructed by the Test Lead, please leave this field blank as it will automatically be set to the default

assignee (the Test Lead) after you close and save the bug. If additional info is needed for a bug then the Test Lead will
assign the bug back to the tester who will receive an email notification. In such an event, please follow up on that email
and take action as requested in the Additional Information or Note field of the affected bug. To reply to a Note from
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the Test Lead: select the bug in the View Issues list, in the Add Note section add your note and click Add Note. Then
assign the bug back to the sender (e.g. test lead).

® Add Note

View Status private

MNote

Upload Files
RMaximum size: 2,097 KB

Add Mote

*Description
NOTE: please DO NOT delete or overwrite existing field text.

1. Nextto Basic Description of Issue/Behavior: enter a brief general description of the bug. Here are some
common examples:

a. “Incorrect translation in context”, “Spelling error”, “Grammar error: xxx”, “Punctuation error”

b. “Textis truncated at xxx”, “Layout error: items overlap”, “Line break/text wrap issue”

"«

c. “Untranslated text. Affected source text cannot be found in provided resource file”, “Text displays in
English although it has been translated in resource file”, Untranslated text; Source text is included but not
translated in bilingual files”

d. “String concatenation causes plural/gender/syntax error”

2. IMPORTANT: For translation errors (i.e. LING: xxx bugs) please always enter the EN Source Text, the
Displayed/Incorrect Target Text and the Correct/Suggested Target Text for all affected strings.

3. IMPORTANT: For bugs of type LOC: Untranslated Text please always enter the English Source Text - or a short
sample of it when there is a large amount of untranslated text . You may leave the Displayed/Incorrect and
Correct/Suggested Target Text items blank for such bugs - we only need to track the relevant EN source text. No
need to provide a translation.

Only for LOC: Truncation bug type: scroll down in the Description field and provide a suitable shorter option or
abbreviation of the current truncated string/s. That way we can give the client an option if resizing or code fix is not
possible. If such a suggested shorter translation is in fact acceptable, then please implement it in the Bilingual files/TMS
project and set that bug to Resolved/fixed.
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Basic Description of Issue/Behavior:
EM Source Text (reguired):

reet Text (required):

&

Correct/Suggested Target Text (required):

For Truncation -= Suggested Shorter Text:

*Steps To Reproduce

Please enter the more detailed navigation steps or location (the URL, if there is no separate URL field on this page) of the
bug. You may copy the test case text, or the sequence of test steps from the test script: e.g. “Select a photo > File >
Share > Facebook”. If needed, add any custom user input (data, values etc.) to reproduce or find the bug if the bug
screenshot is not sufficient to explain the bug repro. If the repro steps are very simple or self-evident via
URL/screenshot/test case #, you may enter “N/A” in this field.

Attach Tags

All users have the option to add tags to bugs to help better sort and categorize certain bug types or other bug
parameters at a later time.

For example, by adding the tag LING or LING_FORMAL to a selected group of bugs on the Viewing Issues page you can
more easily and quickly filter for that tag to create a report on that group of LING bug types. Other global tags can be
added at the test lead’s discretion.

Existing global tags available on the Enter Issue Details page:

Attach Tags Existing tags

*Language .. .n

- LING
LING_COMTEXT
LING_FORMAL

Cs_CF
cla_Dk

Adding tags to selected bugs on Viewing Issues page:


file:///C:/Users/rplaschka/Documents/_Testing_Admin_Reference/MantisBT/Documentation/Testers/Viewing_Issues%23_
file:///C:/Users/rplaschka/Documents/_Testing_Admin_Reference/MantisBT/Documentation/Testers/Viewing_Issues%23_
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] Setflnset Sticky
M Viewi 8 Update Priority

Update Severity
Print Reporty Update Status “port
Update Category

Update View Status [[n] - Catepory
Add Mote

v P ooooo=q 2 LIMNG: Spelling [FORNM)

Update Language

v & Update Test Case ID 0000032 2 LING: Grammar
LIpdate Test Pass (FORM)

Ilpdate LIRL
v | Select AN Attach Tags I,
*Test Pass

Select the corresponding Test Pass option. Usually there are two test passes: initial (Test Pass 1) and verification pass
(Test Pass 2).

*URL
Copy and paste the URL of the webpage that has the bug/issue. If the URL is a http or https address you may use the
pointed brackets (< >) to enclose the URL and make it a live (clickable link) in that field.

*Upload Files - Bug Screenshot

Attach a marked-up and descriptively named screenshot (JPG/PNG only — NO BMPs or GIFs please!) in a small file size for
EVERY bug you find. Use MS Paint or any suitable image editor to edit the image (add a color circle or rectangle around
the issue) and adjust the file size of the screenshot. NOTE: Please do NOT paste images into MS Word or a PDF file to
attach to a bug - such bugs will be rejected. In screenshot file name provide similar details as for Summary field.

Example for screenshot filename: JPN_casel12.3 Support FAQs_ling.png

Up to 5 bug screenshot files can be dropped on the Upload Files field (in “Drop files here to...” area) at a time. Note: The
files will be fully uploaded after you click Submit Issue. Because of the size limit of 2MB per file, please make sure your
screenshots are cropped appropriately and sufficiently reduced in size/resolution (recommended range: 300 to 800 KB)
before attaching. Attachments larger than 2 MB will not upload successfully, i.e. after you click Submit Issue the upload
process will get stuck.

Upload Files

Maximum size: 2,087 KB 6

Drop files here to upload (or click)
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e TIP: If you need to add another note or attach another file to the bug after you have submitted it: return to the
View Issue Details page of that bug, click on Jump to Notes, and add the note or attach the screenshot in the
Upload Files area. Then click the Add Note button.

View Status
Leave this set to the default value public. All bugs for a project need to be accessible to all users assigned to the project,

and the “public” view status ensures that.

e public - means all users who can access the project can see this issue

e private - means that users with access level higher or equal to a specific threshold (for Acclaro:
DEVELOPER=tester) can view the issue. The reporter of the issue (for Acclaro projects: DEVELOPER=tester) will
also see it, independent of their access level

e Anissue that starts as public can be made private and vice versa

Currently, the View Status configuration options for Acclaro Bug Projects are set as follows:

Allowed for any user with access lavel
Capability
viewar reporter updater developer manager administrator
View private issues v o o
Setview state when reporting a new issue or note d al v
Change wview state of existing issue or note v v v
Report Stay

If testers need to log several similar bugs of the same bug type (Category), they should click the check to report more
issues box. This will open a new Enter Issue Details page with same selection for the Category field as the previous bug
already filled in. This can be a time-saver, for example, when logging multiple LOC: Untranslated Text bugs for different

areas/URLs in a row.

Yiew Status ® public private

Report Stay v | check to report more issues

Submit Issue

Markdown support for text format

All text fields in Mantis support a limited small set of the Markdown text markup language to apply simple emphasis
style and hyperlinking attributes to text. You may apply Markdown emphasis tags to text in these fields wherever they
can be edited: Summary, Description, Steps To Reproduce, Additional Information, URL, Note

The following markdown tags are available:


http://parsedown.org/tests/

a)acclaro

Translating Global Business

Italic style: use underscore (_) or asterisk (*) to enclose the text.

Examples: _italic text option 1_, *italic text option 2*

View Status private
Note _italic text option 1_ *italic text option 2%
Text input:
& rplaschka italic taxt option 1, italic taxt option 2
@) 2018-03-02 14:40
% -0000024
Output:

Bold style: use double asterisk (**) to enclose the text.

Example: **bold text**

View Status private
el #hold text**
Text input:
& rplaschka bold text
€1 2018-03-02 1444
% -0000025
Output:

Hyperlink for URL: use pointed brackets (< >) to enclose URLs (http and https web addresses only!) to make them live
(clickable) links.

Examples: <http://parsedown.org/tests/>, <https://portal.acclaro.com>

URL =htp:ffparsedown.orgftests/>, <https:/fportal.acclaro.com=
Text input:
| 85T FE55 | 25T HAss |
URL <httpifparsedown.org/tests =, ﬂhttgzﬁ' fportal.acclaro.coms;
OUtpUtZ [ . [ 1 f | ~

Other Pages in Mantis
One other feature in Mantis - Roadmap - is of no use for the Acclaro testing process and should be ignored:
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&

Iy Wi

Yiew Issues

4

Reportssue

f: Y

Roadmap

User Support

If you need further support for access to or permissions for a Mantis project - after you successfully login - you may send
a support request email to Mantis LQA Support@acclaro.com or click the Support link on the Mantis homepage
navigation bar - this opens a blank email message in the default email client if one is configured on your computer (e.g.

Outlook, Thunderbird, Mail app, etc.):

View Issues

4

Report Issue

A

Roadmap

! 4

Support

Return to TOC

Using Mantis on Mobile Devices

The Mantis site (https://mantis.acclaro.com/Iqa) also works on mobile device browsers, which is very helpful and saves
time when testing a mobile app or site directly on a mobile device. Bug screenshots can be captured on the device,
edited (marked up and commented) in the Photos or Gallery app, and attached to a new bug in Mantis you access on the

device’s browser app.

iPhone
The Mantis site in the Safari app can be used in Portrait or Landscape orientation. Portrait will display more vertical page

contents - see example on iPhone 6S below.

Click the user icon in the upper right corner to access the Project selector and the user account menu:


mailto:Mantis_LQA_Support@acclaro.com
https://mantis.acclaro.com/lqa
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eee00 Sprint 7:52 AM % eee00 Sprint T 7:52 AM 80% M | e*000 Sprint = 4:20 PM

& mantis.acclaro.com

a mantis.acclaro.com & mantis.acclaro.com (o}

Bug Projects v Bug Projects v

; tester1
& rplaschka ( Rainer Plaschka ) Q) All Projects
| Reporter & My Account J itored By
Y Filters = A ) any RSS
Bug Projects Category us
Reporter Assigned To Monitored || any LY Logout
hargePoin
any any any ChargePoint Profile
Category Hide Status Status . . .
an an ChargePoint_Mktg-Web_Multi-Project_Bugl |an¥ any any
y [none] Y Client Bug ID Language Test Case ID
Profile Platform 0s Datalliance any any any
any any any . Screenshot Name
Client Bug ID Language Test Case I[ Datalliance_0-11-34450_WebUI_FRE any
any any = Education Matters Show 50 Sort by
Product Area
any Education Matters_0O-11-35333_Web_ESUS ‘ Apply Filter ‘ ‘ Reset Filter ‘
Show 0 Sort by Marin General Hospital
Apply Filter Marin General Hospital O-11-33326_Web_f
o T pital- B (T VViewing Issues (EESHES) -
Save Current Filter - ek

< M M o

< h m o

Landscape orientation may be useful for text entry on the Enter Issue Details page:

bn of Issue/Behavior: test bug logged from iphonel

anslated in memoQ/TM? YES/NO

(required):
N N Done
q w e r t y u [ o p

1232 @& 0 space return

Editing & Attaching a Bug Screenshot - iPhone
1. Capture the app screen: simultaneously press the Home button and the Power button on the device.
2. Edit the screenshot: open the captured image in the Photo Library - Screenshots album and tap the Edit icon

—0-
-o—
—0-

3. See sequence of steps below.
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Bug Projects v | & Vv

All Projects

Bug Projects
ChargePoint
ChargePoint_Mktg-Web_Multi-Project_Bugl

Datalliance

CUUCdUOTIT IVIdLLETS Datalliance_0-1 1 -34450_W€'bU\_FRE

Education Matters_O-11-35933_Web_ESUS Education Matters
. ) Education Matters_0-11-35933_Web_ESUS
Marin General Hospital
Marin General Hospital
EmE——— r——

. E— =n

W p-——- - —

5@

Markup

Markup

eee00 Sprint F 7:52 AM 80% W

& mantis.acclaro.com

& mantis.acclaro.com c

= 0 S =
-

o o

— All Projects

All Projects

Bu |
o . \ChargePoint i ypol

ChargePoint

All Projects

Bu

ypo

rgepoint_Mktg-Web_Multi-Project_Bugl

ChargePoint

Done Datalliance

rgepoint_Mktg-Web_Multi-Project_Bugl

Datalliance gwer tyu i o p
D I W D . - - . . Education Matters
WebUI_FRE

Datalliance_0-11-34450_WebUI_FRE

Datalliance

H Education Matters_0O-11-35933_Web_HSUS
Education Ma

Marin General Hospital

Marin General Hospital_O-11-33326_Vyeb_E
A

4. Attach the bug screenshot to the Mantis bug: in the Enter Issue Details page scroll to the Upload Files section
and tap the cloud icon in the center. In the popup window navigate to the Photo Library’s Screenshots album
and select the newly edited bug screenshot. Once the image placeholder displays (and all other required bug
details have been entered) tap the Submit Issue button.



a)acclaro

Translating Global Business

8000 Sprint ¥

print ¥ 5:17 PM 56% Wl )
8 mantis.acclaro.com

=— Linguistic QA -

o

Drop files here to upload (or cli

IMG_0549....

91.6 KB

Remove file

Take Photo or Video

Photo Library

iCloud

More

. * required
Submit Issue 4
A
> L [ |

iPad
Use the Mantis site in the Safari app on an iPad in Landscape orientation - see below. In Portrait mode the site will not
scale correctly and cut off items on the right border, such as the project selector and username icon.

iPad = 10:33 AM 6%+
& mantis.acclaro.com

LingUiStiC QA [ Report Issue

All Projects
&®R & tester1 ( Hans Wurst (demo tester) ) )

=4 , -
Y Fiters |
Bug Projects

Reporter Assigned To Monitored By Note By Priority Sticky Issues
4 d d k

any any any any any ChargePoint
A Category Hide Status Status Resolution Filter by Dat . . .

any @90@ (And Above)  any any No ChargePoint_Mktg-Web_Multi-Project_BugDB
@ Profile Platform 0s 0OS Version Product Ver . ionships

Datalliance

any any any any any

Tags Datalliance_0-11-34450_WebUI_FRE

Client Bug ID Language Test Case ID Sato Global

any any any SatoGlobal_0-11-33612_VISION_Retail1.5_UI_JPN

Show 50 Sort by Match Type

Verint

Verint_0-11-35057_KMPro_Employee_ES_FR

Test Demo Project

g |ssues @1-4/4

[ Print Reports }{ CSV Export ]{ Excel Export ]
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Editing & Attaching a Bug Screenshot - iPad
Follow the same steps as described above for the iPhone. Open the screenshot in the Photo Library > Screenshots
album. Enter the Edit mode. Once on the Edit screen, the Markup mode and tools on the iPad are accessible as shown

below:

View Status (@) public private

Report Stay check to report more issues

In the Markup tool selection pick a pencil and color, and draw an outline around the bug text:

The Text tool in Markup mode is accessed as follows. Use it to add a short description of the bug:

Report Stay check to report more issues
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Once you have finished the markup, tap the Done button. Attach the bug screenshot to the Mantis bug: in the Enter
Issue Details page scroll to the Upload Files section and tap the cloud icon in the center. In the popup window navigate
to the Photo Library’s Screenshots album and select the newly edited bug screenshot. Once the image placeholder
displays (and all other required bug details have been entered) tap the Submit Issue button.

Android Tablet

Unlike the iPad, the browser on the Android tablet does not render the Mantis site correctly in Landscape orientation - it
cuts off the project selector and user account dropdown menus. Therefore, it is best to use Mantis in the Chrome app in
Portrait mode. Click the user icon in the upper right corner to access the Project Selector and the User menu:

% 20%29:14 AM

A) My View - Linguistic QA

O < C @& https:/mantis.acclaro.com/lga/my view pa ¥ ¥ 3

!

Resolved @1Hi6720)

Recently Modified (30 Days) @=10752)
0025 | v

O Timeline | v

Editing & Attaching a Bug Screenshot - Android tablet
Capture the app screen: simultaneously press the Home button and the Power button on the device.

Edit the screenshot: open the captured image in the Gallery -> Screenshots album and tap the Edit icon .

Once in Edit mode, follow the sequence of 10 steps below to mark up and save the bug screenshot.

, TCoOU ZCTITo T IUJ\_,\..I. ATATATAT A I I ) - = UTTCT T TOTYV AL P ) Sy I\\_.H\JIL arTa ToOoaTw OrT T ImrIrcuriaorg
Select Al Copy v | OK
(-)
(m] D & 24
Transform Tone Effects Decoration
1)



2)

3)

4)
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B4

@acclaro
" -

@ @
Images Sticker Label Draw
& &
Pen Eraser
. _-3
Pen settings CLOSE

o
@




5)

6)
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Print Reports }{ CSV Export H Excel Export - Draw the outline around the bug text

7)

Project ID ® & Categofy Summary
# Test Demo Project 0000106 Other Mobile test bug Android tablet
#° Test Demo Project 0000105 Other s 1
& Test Demo Project 0000015 4 Other Application error #11 - Case 1 - Lost entered info
# Test Demo Project 0000016 2 Other PTER - Case 2 - "Report"” and "Issue" are inconsis
Select All \
© Q “ :
Pen Eraser Undo Redo
Powered by MantisBT
CXQyright © 2000 - 2018 MantisBT Team Ve
v T Lod
B4 @ @
Images Sticker Label Draw
X v
eny any eny
Show 50 Sort by Match Type All Conditions  Highlight changed (hours) 5
( Apply Filter ‘ l Save Current Filter J v
Select label style
STYLE T i Style2




8)

9)
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Reporter Assigned Show 5tig
any any Im Yes
Category Hide Stat t Updated Date

any @90@ (A

Prafile Platform CANCEL @ an Relation|
ény any any

Tags

Client Bug ID Language Test Case ID

ény any any

Show 50 Sort by Match Type All Conditicns  Highlight changed (hours) &

Apply Filter Save Current Filter v

@ Viewing Issues @44

Apply Filter ‘ l Save Current Filter J v

‘ Print Reports ]

CSV Export l[ Excel Export

Project ID ® % Cateoly Summary

Test Demo Project Q000106 1 Moblle test bug Andraid tatlet

Test Demo Project 0000105

Other 1

Tesl Demo Project 0000015 2 Other Application error #11 - Case 1 - Lost enlered info

restvemo R@SIZ@ dabeband ddrag: t0:cport anc “ssueore inconsis
final position.
B Then tap the checkmark. @

Images Sticker Label wﬁ

%% N %
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4] View Issues - Linguistic QA X

O < C @ https://mantis.acclaro.com/Iqa/view_all_buc ¥ :
Test Demo Project v
Y Filters
Reporter Assigned To Monitored By Note By Priority Severity
any any any any any any any
Category Hide Status Status Resolution Hiter by Date Submitted
any @90@ (And Above) any any No No
Profile Platform as OS Version Product Version Fixed in Version Target Versian Relations
e «»  When-donejytap SAVE.
ags
Client Bug ID Language Test Case ID
any any any
Show 50 Sort by Match Type All Conditions  Highlight changed (hours) 5
Apply Filter Save Current Filter v
Viewing Issues (RaE)
Print Reports | CSV Export || Excel Export
Project ID ® & Categofy Summary

& Test Demo Project 0000106 1 Qther Moblle test bug Androld tablet

& Test Demo Project 0000105 8 Other Mesda.slle test bug 1

& Tesl Demo Project 0000015 4 2 Other Application error #11 - Case 1 - Lost entered info

# Test Demo Project 0000016 2 3 Other PTER - Case 2 - "Report” and "Issue” are inconsis

Select All
r)
(m] D & B4
Transform Tone Effects Decoration
10)

Attach the bug screenshot to the Mantis bug: in the Enter Issue Details page scroll to the Upload Files section and tap
the cloud icon in the center. In the popup window navigate to the Gallery > Screenshots album: first select Documents.
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Upload Files
Maximum size: 2,097 KB

Po .
® en

Cor

Camera Camcorder

1)

Drop files kg pldad
View Status (®) public () private
Report Stay || check to report more issues
3 * required
E.
.~ Select an action -

Documents ~

Screenshot_201808%2-115633.png
11:56 AM

-
I I
L _}

Screenshot_20180622-115617.png
=2 11:56 AM

5 Screenshot_20180622-115557.png
11:55 AM

T 94% W 12:25 PM

If edited image

is listed under
RECENT, select it.
Otherwise, click
hamburger menu.

2A)



2 B) From hamburger menu select OPEN FROM > Gallery:

2 C) GALLERY > Screenshots > select edited image:

3) Tap the image file:

P + & ©
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rainer.hr.plaschka@gmail.com

Drive

Photos

€© Dropbox

1 selected

PICTURES ALBUMS

Screenshots

ra

Screenshot_20180621-091718.png
9:177 AM

Screenshot_20180621-091557.png
9:15 AM

Screenshot_20180621-091516.png

A as
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o

Drop files here to uploac

Screenshat_.

0.2 MB

4) Screenshot is attached to bug:

Once the image placeholder displays (and all other required bug details have been entered) tap the Submit Issue button.

Further Reference

Bug Status options - Explained
The root project (Bug Projects) includes these general Status options:

[ e ¥
Cpen
Resohed

Pending Meed Info
Pending Meed Trans
Pending Mo Repro
Assign to Client
Reported To Client
Ceferred

Closed Imvalid
Closed Duoplicate
Closed Verified
Closed Mo Repro
Closed Mo Fix

The following bug status logic/rationale applies:

New — set by Tester/Linguist when:

e abugis first logged - the automatic default status set by the system

e a New non-linguistic bug (layout, truncation, untranslated, functional...) cannot be fixed by Tester/Linguist and
the Tester/Linguist also does not require more info about the bug condition or fix process, the bug is assigned to
Test Lead or Engineer

Open - set by the Test Lead/Engineer when:

e A New bug is assigned to Test Lead/Engineer that was not fixed by the Tester/Linguist; during bug triage Test
Lead/Engineer investigates and advances bug to Resolution stage (see below) or assigns/reports to the Client
e A Resolved bug with resolution “Fixed” fails verification and needs further action
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o A Closed bug needs further action (e.g. the fix was not correct, the fix verification was not correct etc.). Note:
there is no need to call this status “Reopened” as the end result/purpose is the same: a bug is Open when it
needs action — at any time

— set by the Tester/Linguist when:

o A Resolved bug with resolution “fixed” fails verification and needs further action
Resolved — set by Tester/Linguist when:

e a New bug is fixed in the TM/source file, Resolution is set to “fixed”

e a New or Open bug is categorized as Invalid (If you logged a bug but later realize that it is not valid or relevant
(requires no action); Resolution is set to “invalid” (Tester or Test Lead closes the bug with status “Closed
Invalid”)

e a New or Open bug is identified as a Duplicate(If you logged a bug but later realize that it is a duplicate of an
existing bug (requires no action); Resolution is set to “duplicate” (Tester or Test Lead closes the bug with status
“Closed Duplicate”)

— set by the Test Lead/Engineer when:

e a New or Open bug is fixed by the Test Lead/Engineer in the TM/source file, Resolution is set to “fixed”

e abug Reported to Client (or Assigned to Client) is fixed by the client in the source file/s or through other
measures; Resolution should be set to “fixed by client”.

e a New or Open bug is categorized as Invalid (the Tester/Linguist did not realize that it is not valid or relevant
(requires no action); Resolution is set to “invalid” (Test Lead closes the bug with status “Closed Invalid”)

e aNew or Open bug is identified as a Duplicate(the Tester/Linguist did not realize that it is a duplicate bug
(requires no action); Resolution is set to “duplicate” (Test Lead closes the bug with status “Closed Duplicate”)

Pending Need Info — set by Tester/Linguist when:

e A New linguistic/translation bug, assigned to Test Lead/Engineer, was not fixed by the Tester/Linguist because
the Tester/Linguist needs more specific information on how to fix the bug in the TM files; often the tester
request/question is one of the following:

o lcan’t find the string in the files; has the string been externalized for translation?
o which of the many instances of identical strings is/are affected and should be fixed?
o which is the exact string ID (segment #) of the strings to fix?

If the Test Lead has access to the TM/source files and can resolve the query, the bug status is set to Open, the
requested information is added as a Note, and the bug is assigned back to the Tester/Linguist.

If Test Lead cannot resolve the query, it needs to be assigned to one of the team members who manage
TM/source content: Engineer, Cross-Language Lead, Language Lead; if query cannot be resolved internally, it
needs to be passed on to the client - either through Project Manager (email) or by reporting the bug to the client

— set by the Test Lead/Engineer when:

e a New, Open or Resolved bug from the Tester/Linguist or any test team member has been reviewed by the Test
Lead/Engineer and found to be lacking important information (incomplete bug description, missing bug
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screenshot, missing EN source string, missing fix specifics such as source file/string ID info, etc.) The information
request is added as a Note, and the bug is assigned back to the Tester/Linguist or affected team member.

Closed Verified — set by Tester/Linguist after:

e a Resolved bug with Resolution set to “fixed” has been assigned to Tester/Linguist for bug verification, and the
Tester/Linguist subsequently verifies the bug fix in the test environment. This status closes a bug as verified.

— set by the Test Lead/Engineer when:

e aResolved bug with Resolution set to “fixed” has been verified by the Test Lead/Engineer in the test
environment. This status closes a bug as verified.

Closed Invalid — set by Tester/Linguist when:

e a New or Open bug is found by the Tester/Linguist to be invalid after further investigation or consideration: the
reported issue is not a bug after all, is irrelevant, or is outside of the test scope. This status closes a bug as
invalid. Resolution should be set to “invalid”.

— set by the Test Lead/Engineer/Client when:

e abugin status New, Open, Reported to Client or Pending is found by the Test Lead/Engineer/Client to be invalid
after further investigation and/or consideration: the reported issue is not a bug, is irrelevant, or is outside of the
test scope. This status closes a bug as invalid. Resolution should be set to “invalid”.

Closed Duplicate — set by Tester/Linguist when:

e aninitially New, Open, or Pending bug is later found by the Tester/Linguist to be a duplicate of an existing bug.
This status closes a bug as duplicate. Resolution should be set to “duplicate”.

—set by the Test Lead/Engineer when:

e abugin any non-closed status is found by the Test Lead/Engineer to be a duplicate of an existing bug. This status
closes a bug as duplicate. Resolution should be set to “duplicate”.

Pending Need Trans, Pending No Repro, Assign to Client, Reported to Client, Closed No Fix, Closed No Repro,
Deferred — these status values are ONLY set by the Test Lead/Engineer. Testers/Linguists should not use them.

Options available in “Resolution” field
See above under each status description to determine the appropriate value to select in the Resolution field of a bug:

Return to TOC
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Basic Identification of Bug Types

Linguistic Bug Types
Because the majority of translation projects are done in memoQ, we have redesigned the Linguistic Bug type to

integrate with the Error Classification of the memoQ LQA model that linguists already are familiar with - see screenshot
of an example from memoQ:

1 Compliance (shie guide, glossary, flavor and
| |2 Fluency (style and register)
‘ 3 Form (grammar, spelling and punctuation)

4 Format (incomect tags, word order, etc.)
5 Meaning (mistranslation, addition, omission)

ul nguages - Sandra

Category Subcategory Severity — D
1 Compliance (style guide, glossary, flavor and 1 Critical ﬁ' {‘_'|‘ D w Split
| |2 Fluency (style and register) i .
3 Form (grammar, spelling and punctuation) 3 Minor Tag Copy Mext Inline W) Join
l Insertion Tag Sequence Tags -
L s e e e
5 Meaning mistranation. add'rtion missionl Tags split/Join
Sort INosorting -
-
i {Photographing Fairies} _J| 0% w
100% W
Emor cortext information
Crea‘ted Review changed document content . =
o Sandra cuencia (ST . 83% g
Emor description -"J F
Original text Suggested comection ara-sentir-el-Dia-de-la* 0% w
iNo'es'necesarioque sea 4°de®junio para-sentirel |iNo'es necesario’que'sea 4°dejulio para:sentirel E
Dia-de’la' Independencia! Dia-de’la'Independencia! idtica-en-cualquier: 0% W
Comment Enter new comment .'no 'SE'pierda ‘la 0% W
o R W {Maichmaker Bonus} 8
4 | Incomect month. i should be July, not June. -
0S'y'preparesepara’ 0% e
05 v azules! €EEEE i
- Add comment
[] Thisis a duplicate repeated) emor Oofx
Actions
Search for repetition of this error in this document Correct this error

Delete this error

LING: Spelling (FORM): typos; missing or extra space between words; incorrect case/capitalization --> memoQ LQA
model category FORM

LING: Grammar (FORM): incorrect tense; incorrect declension or conjugation; non-agreement between
noun/verb/adjective in gender and/or number; incorrect syntax (word order) --> memoQ LQA model category FORM
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LING: Incorrect Translation: wrong target term or expression for a specific source term or expression; wrong technical

term for the specific field/industry:

a. This error type may be identifiable only when seen in context of the test environment [then select LING:
Incorrect Trans (Context)]

b. orit may stem from a preventable translation mistake made during trans/edit [then select LING: Incorrect Trans
(MEANING)] --> memoQ LQA model category MEANING

LING: Inconsistent Translation: different target terms/expressions in different locations for the one and the same source

term/expression for the same context/meaning.

a. This error type may be identifiable only when seen in context of the test environment [then select LING: Incons.
Trans (Context))

b. orit may stem from a preventable translation mistake made during trans/edit [then select LING: Incons. Trans
(COMPLIANCE)] --> memoQ LQA model category COMPLIANCE

LING: Punctuation (FORM): incorrect, missing or inconsistent punctuation marks; incorrect format for target language

punctuation marks, e.g. required space before double-signed punctuation marks in French (: ; ? ! %); double-byte
punctuation characters (period, colon, etc.) in double-byte Asian languages --> memoQ LQA model category FORM

LING: Style (FLUENCY): errors of register (formal vs. informal); clumsy translation; too literal translation --> memoQ LQA
model category FLUENCY

LING: Text Format (FORMAT): missed or incorrect text formatting when text format is expected to be applied during

translation/edit (i.e., via tags or formatting commands) --> memoQ LQA model category FORMAT

LING: Terminology (COMPLIANCE): violations of required project or general glossaries; violations of required white or

black lists of terms; violations of expected industry-standard terminology (e.g. Microsoft, Apple, Android) --> memoQ
LQA model category COMPLIANCE

LING: Over-Trans (COMPLIANCE): unnecessary translation, translation unnecessarily giving information that is not

present in the original source; over-translation also means translating words that should remain untranslated (e.g.
product names). [NOTE: Under-translation would then mean leaving words untranslated, because they were deemed

non-localizable when in fact they were localizable. Such errors are of type LOC: Untranslated Text]; --> memoQ LQA
model category COMPLIANCE

Localization Bug Types
LOC: Untranslated Text: localizable string displaying in English. A false (invalid) Untranslated Text bug would be for

strings that are left in English on purpose (i.e. are untranslated by design)

LOC: Truncation: Cut off (partially displayed) text string. String is cut off at the left and/or right border, and/or at the top
or bottom inside or outside of a GUI object (button, dropdown box, menu, focus box, dialog box, etc.)

LOC: Layout: GUI objects and/or text are not aligned correctly, are only partially visible, overlap, are in the wrong
position when compared to the source design, or are incorrectly sized in proportion to the target contents when
compared to the source design (too big or small)
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LOC: String Concatenation: incorrect word order in strings assembled at runtime; often variables are inserted in wrong

place, design of static and variable text doesn’t allow correct grammar/translation in target; spaces are missing; etc.

LOC: Character Corruption: extended characters, diacritics, or double-byte characters display garbled, do not display at

all, or are replaced by placeholder characters such as squares, question marks, or ASCII code; single or double quotes
cause code error or display error (quote escape issues)

LOC: Internationalization: incorrect text direction and alignment (for bidirectional languages), incorrect

date/time/weekday formats, incorrect number formats, incorrect currency formats, incorrect calendars, incorrect sort
order, hard-coded non-international characters, hard-coded EN-US numeration schemes, etc.

LOC: Functional: system configuration errors, test environment doesn’t load, cannot be accessed, doesn’t respond (is
frozen), page error message displays, etc.

LOC: Code Format: placeholder or code/string ID displays instead of localized string; placeholder or variable item/value

is missing

ENG: Segmentation Error: This is an Engineering issue (ENG). Issue is caused by memoQ file parser, when it identifies the
period character ( . ) - used by the client developer as abbreviation punctuation in the middle of a EN source text string -
as end of the translation unit (text string). This results in two or more separate memoQ segments being created for each
consecutive portion of the EN source text that is followed by a period for abbreviation purposes. This is a general
issue/challenge during file prep and needs to be investigated by the Acclaro Engineering team.

The bug fix for engineer is to merge the affected segments and send the memoQ project back to the linguist for re-
translating these segments correctly.

Example:
EN source string: Slang['org_api_licensekey_listing_headers']['keyStatus'] = 'API Lic. Key System Status';

Resulting memoQ segments - leading to wrong translation:

EN Source FR-CA Target (translated)

API Lic. Lic. API

Key System Status Statut du systéme

Typical bugs: incorrect case (first letter of second segment is capitalized when it should be lower case - caused
by translator not being aware that the 2 segments are actually one segment. Incorrect word order due to break
up of EN source text into separate parts which cannot be translated correctly when split up.

Other: any bug that does NOT fit in one of the other defined LOC bug type categories;

For example, the nowadays rare issues with Hotkeys/Mnemonics: can be logged as Category (bug type) Other:

ACCESS KEYS (aka Mnemonics, Hotkeys): missing hotkey, duplicate hotkey, invalid hotkey, extraneous hotkey
(when EN source does not have one), illegible hotkey (on narrow letter, or on lower-case down-extension
letter), non-standard hotkey (hotkey entry requires 2 or more key strokes);

Typical Root Causes: translation error (omitted or incorrect assignment of hotkey in CAT tool); can also be a bug
in CAT tool during file pre-translation/leveraging from TM database;



AJacclaro

Translating Global Business

Double-byte Asian languages typically use the same mnemonic as the English source but placed in parenthesis
(A), NOT on a double-byte character (which would be an invalid hotkey).

NOTE: The test lead will look into the issue to the best of her/his abilities and use some of the
suggestions made above to aid in trouble-shooting. The bug will be assigned back to the tester if more
detailed information or context is needed. Sometimes testers incorrectly use bug type Other when one
of the available LOC bug types (with exception of Hotkey/Mnemonic) would be a better match. Test Lead
will try to determine the correct type by investigating the root cause. Some bugs logged as “Other” can
be correctly set to one of the LOC bug types.

Return to TOC

Screen Capture on iOS and Android Devices

On the device: With the app screen displaying — simultaneously press the Home button and the Power button on the
iOS or Android device (on Android 7, press down Power button and Volume Down button simultaneously). A photo
camera shutter click may sound if so configured.

e For help with screenshots on newer iPhone models (2019 and after) please see here:
https://support.apple.com/en-us/HT200289

e For help with screenshots on newer Android phones (2019 and after) please see here:
https://support.google.com/android/answer/90759287?hl=en

All screen captures are stored in the iOS device’s Photos app under Screenshots, or the Android device’s Gallery app >
Albums > Screenshots. The screenshots can be transferred to a PC in two ways:

Example using Windows 10, iOS 10.2.1, Android 6.0.1:

Transfer Option A - Fast, using bulk transfer
Connect the iOS device/Android device to a PC via the USB cable (use USB 2.0 or higher ports if possible). A device setup
wizard may launch - let it complete the process.

For the Android device you may be prompted to select an action: select Open device to view files. On your Android
device you may be prompted to allow access to device data. Select Allow.


https://support.apple.com/en-us/HT200289
https://support.google.com/android/answer/9075928?hl=en

Galaxy Tab S2

Choose what to do with this device.

Import photos and videos
Photos

Get your stuff on your PC, tablet, and phone
Phone Companion

B G

Sync digital media files to this device
Windows Media Player

v]

Open device to view files
File Explorer

Take no action

>
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Allow access to device data

An MTP connection will be established to
access the data on the connected device.

DENY ALLOW

Then open the device’s drive folder under the root This PC directory and navigate to the DCIM > Screenshots folder.

Copy the screenshots to your target folder for bug screenshots:

v O This PC

> [ Desktop

> Documents
> * Downloads
v W Galaxy Tab 52

Vo Tablet
> |_!| Alarms
> || Android
| | DCIM
; |_!| Camera
|_!| Screenshots

> | ].Ducumenis

L §

Mame

Screenshot_20161128-135112.png
Screenshot_20161128-135343.png
Sereenshot_20161128-135456.png
Screenshot_20161128-1535548.png
Secreenshot_20161128-135832.png
Screenshot_20161214-185652.png
Screenshot_20161214-185716.png
Sereenshot_20161214-190341.png
Sereenshot_201612153-162935.png
Screenshot_20170216-112909.png
Sereenshot_20170217-145212.png

For the iOS device open the device’s drive directory in your root This PC directory and copy the selected image files from
the Internal Storage > DCIM photo folders or subfolders to your target folder for bug screenshots.
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Transfer Option B - Slower, using wireless Share

On the iOS device’s Home screen go to Photos > Albums > Screenshots. Press the Share icon ﬁ in the lower left

corner. Then select (i.e. tap) all the screenshots for transfer and pick an option for the sharing method:

Mail - email to yourself; note that there may be a limit on how many screenshot attachments you can send per email at

one time

AirDrop - if you have a computer with Bluetooth (and the iOS device is connected to it via Bluetooth)

®e000 Sprint & 3:10 PM 59% W}
Today .
£ el Details

Cancel

0000 Sprint 3:14 PM 59% Wl )

1 Photo Selected

®

AirDrop. Tap to turn on Wi-Fi and
Bluetooth to share with AirDrop.

Add to Notes

Print

@]l o= [ mn

Message Mail Save PDF to
iBooks

B T >

Copy Duplicate Slideshow
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On the Android device’s Home screen go to Gallery > Albums > Screenshots. Tap the More button and select the Share

option:

< Screenshots (11) CAMERA | MORE

Reset Password

—chargepoin+

Edit

Share

Create album

Animate
Collage

Slideshow

>

Then select All or specific screenshots for sharing, and tap the Share button:
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[ 0/500 selected

:

Reset Passw(

-

Reset Password

Then pick an option for the sharing method:

Mail - email to yourself; note that there may be a limit on how many screenshot attachments you can send per email at

one time

Bluetooth/WiFi Direct/Nearby sharing- depending on the over-the-air connectivity options of your computer select the
fastest/easiest option available

Google Drive/OneDrive/Google Photos - if you have any of these file sharing services on your computer, you may
choose any of these options and then pick up the screenshots from these folders and save them to your computer in the

target bug screenshot folder.



Share via
@ G5
Email Add to
Dropbox
™M
Gmail Memo
Save to Drive Upload to
Photos

@

Nearby sharing

D!

Add to Maps

&

OneDrive

Bluetooth

Wi-Fi Direct

[J

OneNote
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