Workspace

Quick Start Guide
Introduction
This document is a quick guide for Business and Technical Analysts who want to start using the Hubspan Workspace web application.  Workspace can be used to:

· Monitor and analyze transactions sent and received to and from trading partners through the Hubspan system.

· Administer Business Account information.

· Administer user profile information. 

System Requirements

Workspace is a web application and must be used by a computer that has access to the public Internet.  Microsoft IE 5.5 browsers and higher are required to run Workspace.  Other browsers, such as Netscape 6.2 or higher may work, but are not currently supported.

Logging On

Workspace provides access to sensitive information such as the status and contents of business transactions.  For security purposes, an account is issued to each individual who accesses the production Workspace application.  Users who have been designated to receive an account will receive the following details of their login through an automated email from the Workspace application:

· Username – Typically your first name plus your last initial (example – JaneS)

· Password – An initial password is provided by the system, and must be changed the first time the user logs in.

· Domain – A short code indicating the Business that the user represents.  This determines which transactions the user is able to monitor and analyze.  Example:  BOEING.PROCD is the Domain for the Boeing Rocketdyne Propulsion & Power Business.  Individuals who need access to multiple Businesses are issued an account for each Domain.

· URL – The address of the Workspace application web site

Note:  Access to the test Workspace application is usually only provided as a single account for each business that multiple individuals share.

Individuals who encounter difficulty logging on to Workspace should mail the Hubspan Production Support team - support@hubspan.com.  Urgent issues should be communicated to the Hubspan Production Support team via telephone - 206-838-5430

Navigation in the Hubspan Workspace
· Navigation in the Hubspan Workspace is accomplished using the pull down menus in the Menu Bar. 

· The Navigation bar will help you locate who and where you are in the Workspace. 

· Help is available using Help Navigation button, or by reading the help included in the Help Box. 

· Navigation in the Workspace should allows be accomplished with the use of either the Menu Bar, or the Workspace Buttons. You should NEVER use the Browsers forward and back buttons for Navigation.

Note: All times are displayed in the format specified in your user profile. To update your user profiles see: Maintaining your user account.
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Figure 1: Navigating the Hubspan Workspace

Finding Transactions

There are several different ways to search in Workspace for transactions that have been processed by the Hubspan system.

By PO Number – Tracked Field Search:

The Tracked Field Search option provides the ability to search for transactions by specifying the value of a document identifier or certain other fields within a transaction that the Hubspan engine tracks.  The most common use is to search by Purchase Order number.

1. Select MONITOR ACTIVITY / Tracked Field Search from the Menu bar.  The Navigation bar should display Monitor [image: image2.png]


 Tracked Field Search; the Workspace area should display the Tracked Field Search dialog.

2. Select PO Number in the Tracked Field drop down list, enter a complete PO number in the Value field and press the Search button in the Workspace area.

Note:  To search for multiple transactions with a similar tracked field value, enter the partial value followed by the star (‘*’) wild card.  For example:  Search for “ABC*” to retrieve documents with identifiers’s like “ABC100,” “ABC101,” “ABC204,” etc.

By Recent Activity – Simple Transaction Search:

The Simple Transaction Search feature option provides the ability to retrieve all transactions sent to or received by your Business within a configurable time period (last 1 hour, 3 hours, 12 hours, 1 day, etc.).  To use the Simple Transaction Search feature:

1. Select MONITOR ACTIVITY / Simple Transaction Search from the Menu bar. The Navigation bar should display Monitor [image: image3.png]


 Transaction Search; the Workspace area should display the Search Parameters dialog. 

2. Select your time window for your search and press the Search button in the Workspace area.

By Trading Partner, Document Type, Time Window, etc. - Advanced Search

The Advanced Search option provides the ability to search for transactions based on several criteria:

· Trading Partner – The name of the Supplier, Purchasing, Government, Banking, or Transportation/Logistics organization that the documents were sent to or received from.

· Document Class – The type of document sent/received (Purchase Order, Functional Acknowledgement, Invoice, etc.)

· Status – The current condition of the transaction delivery (Active, Queued, Terminated Successfully, etc.)

· Processing Mode – The type of delivery method (Test / Production)

· Time Window – The start and end date/time to search within for transactions.  A search range large than 40 days is not permitted.  Important Note:  It is highly recommended that selection criteria include more than Month, Day, Year to prevent large volume search results.
To use the Advanced Search feature:

1. Select MONITOR ACTIVITY/Advanced Search from the Menu bar. The Navigation bar should display Monitor [image: image4.png]


Advanced Transaction Search; the Workspace area should display the Search Parameters dialog.

2. Select your search criteria (at a minimum of Month, Day, Year) and press the Search button in the Workspace area.

Viewing a transaction from the Search Results Dialog

Each of the above search methods produces a standard Search Results page, from which you can select individual transactions or conversations to analyze.

· To view more information on a particular transaction click on the hyperlink in the Process ID column.

· To view those transactions that relate to a particular transaction click on the hyperlink in the Conversation ID column.  For example, using this feature you can view the transaction detail of the original outbound Purchase Order that a Purchase Order Response in your original search results list is referencing.

After selecting an individual transaction to analyze:

· The Navigation bar should display Monitor [image: image5.png]


Transactions Search [image: image6.png]


Transaction Details; the Workspace area should display the Translation History dialog. 

· The Workspace area will display detailed information relating to the status, processing history, and attributes of the particular transaction you have selected.

Understanding Transaction Details

The transaction detail screen provides detailed information to enable Hubspan engineers trace and analyze transactional activity on the Hubspan network. For business analysts much of the information on the transaction detail is not relevant.  In general, the most useful information for business analysts is contained in the transaction instance documents.

Transaction Instance Documents

In order to view the actual instance documents in the transaction detail simply click on the scroll icon 

  in the Translation History table (continued from the navigation page above).

Hint: The transaction instance data for XML documents is stored in syntactically correct XML or flat-file format, which in many cases is difficult to read. In order to view this data in a more human readable format simply cut and paste this information to an xml text file and view it with a browser or your favorite XML tool.

Note: Document instances often include both enveloping and payload information.

Some important documents are listed in the table below:
	Document Description Keyword
	Description

	Original Document
	This is the actual document that Hubspan received from the sending party.  Note: If the original document was submitted to the Hubspan system as part of a single file containing a batch of transactions, then the Original Document transaction instance references the name of this file.  The subsequent instance (usually labeled “New Chop”) in the Transaction History contains the content of the original individual transaction.

	SEND_DESTINATION_DOCUMENT
	This is the actual document sent by Hubspan to the receiving party. Note:  In many cases information in this document will be encrypted and thus unreadable.  In this case, usually the first document preceding this document in the translation history table contains human readable copies of the document content.

	RESPONSE_SOURCE_DOCUMENT
	This is the document response received by Hubspan as a result of sending the SEND_DESTINATION_DOCUMENT.  Note that this is not the same as an asynchronous confirmation (such as a Functional Acknlowedgement, Purchase Order Response, or EDI x12 997) that might be sent to or received from a trading partner.  It is usually a real-time (synchronous) acknowledgement that the data file has been successfully transferred over the network to or from the Hubspan system.
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 Figure 2: Transaction Detail Screen

Maintaining Your Business Account

Your business account should always be kept up to date as it gives Hubspan Support and operations staff access to contact information for your organization.  It is very important to keep the emergency contact information up to date, in the case of an outage or error while processing a transaction, Hubspan Support will need to immediately contact a representative at your organization to notify you and to determine how to proceed.

To view and update your business account select Administer/Business Account from the Menu Bar.

Maintaining Your User Account

Your user account should always be kept up to date as it gives Hubspan support and operations staff access to contact information for you.  You should also update the time zone setting to ensure that document-processing times are displayed in the correct format in Workspace for you.

To view and update your user accounts select Administer/User Account from the Menu Bar.

Viewing Trading Partners

To view the Trading Partners and document types that your organization exchanges with them select Trading Partner / View Partners from the Menu Bar.  This produces a list of Trading Partners.  Select View under the Services Column to find a list of document types that are exchanged with the selected Trading Partner.

