Quick Reference Guide for Basecamp for MIS374 
Odile Kane created this guide using examples from her MIS 374 team project  experiences in fall 2008.  Matt Anderson and Nimesh Bulsara added the last two sections from their 333k experience.  All three are a UT MIS seniors.
Basecamp is  a collaborative tool for managing documents in a shared location online (like GoogleDocs). The MIS 374 professors set up team accounts for all 3 group projects.  Your group will have a shared workspace where you can:

· Upload documents  (see p. 3 – 4 for instructions & p. 4 – 5 for updating documents)
· Write messages/emails

· Keep a whiteboard  (see p. 5 – 6 for instructions)
·  Record project milestones  (see p. 6 – 7 for instructions)
· Assign To Do Items and run a collective to-do list  (see p. 7 for instructions)
Once project groups are assigned,  your MIS 374 professors create the group accounts, so all you have to do is log in.  Then you can use Basecamp to contact your team and manage your project documents.  For your Client Project you can use Basecamp for software version control in addition to all these benefits for Group Projects 1 and 2:

· Document version control

· Easy way to keep track of what’s done and what needs to be done

· Keep track of who is working on what when

· Track milestones and major to-do items for the project

· Large shared space for storing files- removes need of searching through old emails

Logging in @ Using Basecamp
	1: Log in to http://utmis374.updatelog.com/
	Username: FirstInitialLastName
	(ie: JSmith)

	
	Password: SemesterYear
	(ie: Spring03)
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2: Once you log in, you’ll see your Dashboard. This screen keeps track of your projects and the activity in each one. If you look on the right, you’ll see a list like this:
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The example above shows my Client Project team and my Group Project 2 team.   In the middle of the screen is your activity across all projects.  My Client Project team was very active on the day I printed this; my Group Project 2 team was no longer active, so only the header appears at the bottom for Group Project 2-Team 4.
Your professors create the project accounts for each group, so the folders are set up after teams are assigned. Click on one of your projects in the box on the right and your see expanded details on a screen like this:
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On the right on the expanded view above, you can see the names and activity of your team members. Note that you can see the last time each team member has logged in and contributed to the uploaded documents. In the middle of the screen, you can see all the uploaded files, organized by the date they were uploaded.

3. To upload a new file, click “new file” in the upper right hand corner:
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You should now see a screen like this:
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Note that the maximum upload size is 100mb. You can upload files, one at a time, add a description and a category, and choose if you would like to notify your team mates and/or professors via email about the newly uploaded document.

4. To update current files, click the “files” tab:
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You should now see a page like this:
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From here, you can upload new files, or update existing files. You can sort files using the options on the right, and can click on existing files in the middle to save them, edit them, and re-upload with your changes. Your usage statistics are also listed on the right- how much space you are using, and your total space limit. You can also view categories of information. This is a great way to keep track o who has edited what, as all former file versions are also saved (see screen capture of context diagram). You can keep track of who made what changes when, and revert to older versions of files if need be.

5. Creating a new whiteboard: Click on “writeboards” in the tabs area. Then click “create the first writeboard”:
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Then, just give it a name, and you’re set:
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You can then write whatever you like, save the board, and allow it to be editable by all of your team mates.

6. Recording Project Milestones: Project milestones allow you to assign individual items to team members while incorporating Basecamp’s calendar functions. To create a project milestone click on the milestones tab in the top navigation section and then click ‘Create a New Milestone’ on the far right. 

[image: image10.png]Add a new milestone

When's it due?

1
18
25

Enter a title (eg. Design review 2)

~ [Janzons v| o

moTow T F

0 2 22 2

1213 14 15 16
6 27 28 29 W

1
2

Due: January 19, 2009

10
17
2
£

Login Integration Completed

Who's resporsible?

Me (Matthew Anderson) v

Email 48-hours befare it's due

Create this milestone | or Cancel





Project milestones will even send email reminders to the team or team members 2 days before that milestone is due. Once you have created a milestone, all team members can see that milestone on their dashboard when they log in. In the unfortunate event that a milestone isn’t completed on-time, this screen will also let the team know who was responsible for that action item.
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7. Assigning To-Do Items:  To-do lists are arguably one of the most powerful functions of Basecamp.  To create a new to-do list, click the ‘To-Do’ tab and then the ‘New to-do list’ button on the far right of the screen.  As seen below, you can now type in the name of the to-do list and an optional description.  You can also relate the list to a milestone so that it shows up in the ‘Milestones’ tab next to the associated milestone.  You are allowed to create as many to-do lists as you like, and assign items to any one of them at any time.
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Client Project team area  with  many on-going file changes.
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