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5 User Guide 

User Guide 

Binfire is work management software on steroids. It combines project 
management best practices with a set of fantastic collaboration tools to create a 
holistic tool for managing work for both experienced and novice managers. It 
equally supports both traditional teams and virtual teams. Binfire support all 
project management methodologies like Agile, Waterfall and Hybrid project 
management methods. This flexibility gives project teams the freedom to choose 
the right management method for managing their projects. Binfire removes the 
top down nature of project management to create a democratic & collaborative 
horizontal structure in which all team members can contribute to the work and 
monitor its progress. This user guide is written with the intent to help new users 
to get familiar with all features in the application and as a reference for 
experienced users. It also intended to show how to properly use Binfire for 
effective work management practice.  
 
Binfire is designed to be easy to use and help you to set up and get running in no 
times. Like most sophisticated software packages out there, not all features are 
obvious the first time you login. Please take time to try different features in the 
application. The Sample project which is added to all workspaces upon signup is 
intended to help shorten the learning period and give insight to new user as how 
the application is structured and the best way to use it. 
 
If you have any questions which you can’t find the answers to in this user 
guide, features pages, videos or FAQ pages, please contact us 
at support@binfire.com. We will get back to you as quickly as humanly possible. 
If you need an application engineer to give you and your team an online demo, 
please fill this demo form. 
 
Cheers and be awesome & productive! 

  

https://www.binfire.com/blog/2016/10/work-management-software/
https://www.binfire.com/blog/2016/10/project-management-best-practices/
https://www.binfire.com/blog/2016/09/online-collaboration-software/
https://www.binfire.com/features/
https://www.binfire.com/blog/#1460554421056-f4768905-b207
http://www.binfire.com/faq/
mailto:support@binfire.com
https://www.binfire.com/project-management-software-demo/
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Overview 

First our team wants to thank you for opening a new account in Binfire. We 
appreciate your vote of confidence and will do everything to make sure you will 
have a great experience using Binfire. In this section we will highlight the proper 
way to use Binfire for new users. We also briefly describe every page or feature 
within the application. Advanced features are not covered in detail in this page, 
but are covered in the following pages in detail.  
 
How do you use this app? Remember Binfire is more than just a project 
management or task management application. It includes both all elements of 
project management software plus fantastic collaboration tools to create 
comprehensive work management software. The key to navigation between 
different pages when you are in the application is the left column navigational 
bar. To access the navigational bar, click on the three parallel lines icon on top 
left of the page. When you click on that icon, a dark gray column opens which 
lets you navigate to any page in the application in one click. To close the 
navigational bar, just click on the X on top of the column. 
 
Personal Dashboard: 
After logging to Binfire, the first page you'll encounter is the personal dashboard. 
This page captures everything you need to know and to focus now on all your 
projects. Personal Dashboard is divided into two parts; the top part is a Kanban 
board that supports agile and hybrid project management methods. The bottom 
part displays personal statistics. Please note, the personal dashboard only shows 
tasks or bugs assigned to you. On top of the dashboard there are two switches 
so you can toggle between tasks and bugs. You can also select one or more 
projects to display their tasks in the Kanban board. Note in order to create new 
tasks or bugs in the Kanban board, you need to select only one project using the 
dropdown selection on top of the page. The Kanban board is divided into the 
following lists: 
 

 Backlog- Tasks which you will work on in a distance future 

 Open Tasks- Tasks which you will work on when current tasks are finished 

 Working On- Tasks that you are working on now 

 Waiting for approval- Tasks which you have finished and waiting for 
confirmation they are done OK 

 Done- Tasks that are finished and verified 
 
If you are not using some of the above lists, you can hide them using the control 
on top of the page. The first time you log in to Binfire, you will notice there are 
tasks in the Kanban board. This is because we create a sample project for you to 
get you familiar with the features of the application. Feel free to delete this project 
called Sample Project when you have learned how to use the application 

https://www.binfire.com/agile-project-management-software/
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properly. You can also rename this project and use it as your first project. Like all 
Kanban boards you can move tasks from one list to another by drag and drop. 
Doing so will change the status of the task. If you click on a task’s title, a simple 
edit box opens which lets you add or change the task. If you tracking your time 
working on tasks, you can use the clock icon on top of the page to start tracking 
time for any task assigned to you. 
 
The next section in the personal dashboard is the personal stats. Personal stats 
are displayed at the bottom of this page. Here you find all statistics related to 
your work, like how many tasks are assigned to you across all projects. How 
many late tasks do you have? The numbers of tasks you are working at the 
moment and tasks you have finished. These stats are shown graphically to help 
you see the total picture of your work in one glance. 
 
Personal Files: 
Click on the left navigation bar to move to personal files. In this page you can 
upload files which you want to keep private and not share with any member of 
your team. This is your folder for your personal files; nobody except you has 
access to this folder. As an example, if you are a manager, you can save team 
members’ performance reviews here. You can’t give access to this folder to 
anybody else either. All files in Binfire are saved on multiple secure servers and 
the files are encrypted for maximum safety. 
 
Personal Timesheet: 
If you use the time tracking tool to track number of hours while you work on 
tasks, all hours are accumulated in your personal timesheet page. If you forget to 
turn on the time tracker, you can enter your time manually in this page. Use this 
page to create reports about your work on different projects for each month. 
 
Personal Settings: 
Before jumping to projects, let’s make sure that your account is set properly. 
Drag your mouse over the left column and click on personal settings. A page 
opens which lets you personalize your application. Select your location from the 
Google map on this page. Choosing your location helps to synchronize tasks’ 
due dates for all time zones. This way,  a task that you have set the due to 12:00 
AM EST Monday, your local time, will be displayed as Sunday 9:00 PM PST for 
someone who is on the west coast. The application syncs the time differences 
between all project members regardless of their location so the due times are the 
same regardless of your geographical location. 
At top of the page, click on the avatar to upload your profile picture. This picture 
is visible to all members of your projects for tasks, bugs, comments and 
messages. A profile picture personalizes your work experience & makes it makes 
it easier to identify who is talking to you on chat and which tasks or comments 
belong to you. 
 

https://www.binfire.com/personal-folder/
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Manage Workspace: 
Select ‘manage workspace’ page from left menu bar. Here you can create new 
projects, delete projects, rename projects and a lot more. Remember that when 
you open an account, Binfire creates a workspace under your name, but you can 
change it to whatever name (like your company’s name) if you want. All projects 
you create are listed under your workspace. Think of a workspace as a container 
for all of your projects, rules governing your projects and members you add to 
your projects. 
 
In the Manage Workspace page you can do the following: 
 

 Rename your workspace 

 Create new projects 

 Manage teams in your projects 

 Generate project reports 

 Rename projects 

 Duplicate projects 

 Archive projects 

 Delete Projects 
 
Press on “+ New project” to create a new project. Just type the project name and 
write a brief description of the project's mission and press Create. After you press 
create, a project is created and is shown in your workspace. You can go to any 
project by clicking on the project name in this page or use the left columns for 
navigation. 
 
Click on ‘Manage Teams’ button on top of the page to add members to your 
workspace. People in your workspace could be easily added to your projects. 
You can assign members in your workspace as an admin. This is a great feature 
if you need others in addition to you to manage projects. When you are adding 
members to your workspace, the application lets you select the project you want 
them to join. You can always add them to more projects by visiting the project's 
control panel. 
 
To create a report for all projects in your workspace (portfolio project report), 
press the yellow button called “Create Report” on top of the ‘my workspace’ 
page. Binfire creates a PDF report in which the details of all your projects are 
listed. You can also create a report for each project individually by pressing on 
the arrow key on the right side of each project and selecting Project Report. 
 
Workspace Calendar: 
Before we look at projects, click on ‘workspace calendar’ in the left column. Here 
you can set the rules for all your projects. These rules include how many hours 
are there in a work day, which days of the week are weekends and what days 

https://www.binfire.com/project-workspace/
https://www.binfire.com/project-calendar/
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are official holidays. The reason for having this information is that the task 
manager uses this information to calculate due date accordingly. 
To set a day a vacation or holiday just click on that day in the calendar and enter 
the info as needed. 
 
Workspace Resource loading: 
This page shows the hours members of all your projects have worked.  Every 
project member has an entry in this page and the hours spend on each project 
are shown. 
 
Workspace Timesheet: 
This page show the time tracked for all your projects by members of your 
projects. You can filter by project, by time period and by member to get an 
accurate account of hours for each one of your projects 
 
Projects: 
Use the left column to go to your projects. Notice that there are several pages in 
each project. These pages are: 

 Project Dashboard 

 Project Files 

 Tasks 

 Gantt Chart 

 Load balance 

 Whiteboard 

 Bug Tracking 

 Message board 

 Activity Stream 

 Control Panel 
 
Project Dashboard: 
The project dashboard shows tasks you have in that project. This is another 
Kanban board, which lets you move tasks from one state to another and edit 
them you can create new tasks here too. If you are a project manager, you can 
sort tasks assigned to all members of your team by using the switch on top of the 
page. Project statistics at the bottom of the page show the information you need 
to know about the status of a project at any time. 
 
Project Files: 
The project folder is the place to upload & save your projects files. Notice 
although Binfire has its own secure storage in the cloud, it supports both Google 
Drive & Dropbox integration. Binfire's storage drive has several functionalities 
(file lock & file versioning) not available in the other two cloud drive services. 
 
Task Management: 
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Use the task page to create tasks and assign them to your team. Notice you can 
create a task whose length is denominated in hours & days. Advanced features 
of the task management software are covered later. The Gantt chart shows all 
your tasks graphically. You can extend or move tasks visually with your curser in 
the Gantt. This page is covered later in detail. 
 
Load Balance: 
The ‘load balance’ shows how your team members are being utilized, Are they 
overbooked or do they have time for additional tasks? This is a great feature for 
every project manager. 
 
Bug Tracking: 
The application includes a comprehensive bug tracking tool that works closely 
with the task management tool. In fact in terms of UI the task pages and bug 
pages look very similar. It is possible to link bugs to tasks which they are related 
to. This is a great enable when the Q&A team is communication with the 
developers to what feature as given bug is related to. 
 
Interactive Whiteboard: 
Binfire has one of the most sophisticated online interactive whiteboards in the 
industry. The interactive whiteboard is great for brainstorming by teams not 
located in the same room. We are adding voice to the whiteboard to make 
brainstorming and collaboration even more awesome. 
 
Message Board: 
The message board is a great place for project-specific conversations. You can 
create message board on different topic and add members from you project team 
for collaboration. You can add comments & attach files too. 
 
Activity Stream: 
You can download all activity that happens in a project as a CSV file. This is a 
great feature for those who want to analyze the performance of the project and 
the team as a postmortem when project finishes. 
 
Control Panel: 
The project control panel lets you add or remove members to your project, create 
roles and assign roles to each member. Only product owner and managers have 
access to this page. 
 
 
Time Tracking: 
Binfire comes with own time tracking tool. Any member of the project can track 
time on task he or she is assigned to. A timesheet page allows capturing all this 
data and using it for invoicing the clients. 
 

https://www.binfire.com/best-task-management-software/
https://www.binfire.com/interactive-whiteboard-collaboration/
https://www.binfire.com/message-board/
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Group Chat: 
The group is visible in all pages of the application. You can talk to one or more of 
your team members. All communication is save and available for future 
reference. 
 
Internal messaging: 
If a member you want to talk to is not online, your messages will go to his / her 
inbox. Use the chat box to send online messages to your team members. If you 
do receive a message while offline; the inbox on top right of all Binfire pages has 
a number in it depending on number of messages you have got. Click on the 
inbox to read your messages and reply to them if needed 
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Open an account 

To open a trail account; find the signup form on top of the home page and fill it 

up. Please note you need a valid email to open an account in Binfire. After sign 

up, the applications send you a conformation email which you need to open and 

act upon before being able to log in. The trial version is limited to 2 projects and 3 

members. It last for one month. If you need a plan with more projects and 

members for the trial, please contact support@binfire.com. 

 

To open a paid account, click on the Pricing & Sign Up tab at the top of the 

homepage (picture below) and select the plan that fits your requirements. Binfire 

offers several plans to fit your budget & requirements: 

 

We offer several plans to match your needs. For small project teams of up to six 
people, the basic plan is all you need. For larger teams you can choose the Pro 
plan with 12 members or biz plan for up to 30 members all the way up to 
Enterprise plan with 300 members. When you have special requirements, let us 
know and we’ll make a custom plan just for you. To try the software before you 
commit we also offer a free trial plan which is limited to adding 2 members and 
creating 2 projects & is active for a month. 
 
After selecting your plan, a form opens which lets you enter your name, email 
address and select a password. Please use a valid email address to sign up for 
an account, because we send a confirmation email to verify the email. If you 
have selected one of the premium plans, you are taken to PayPal's website for 
secure payment. When you finish the payment, your account is set up and you 
can log in into your account. When you choose a free plan, we will send you a 
confirmation email to activate your account. Notice that without a valid email you 
can't complete your registration for free plans. When you get your confirmation 
email, click on the link we have sent you. Please notice that if you are invited to 
join Binfire by another Binfire member, after you click on the link in the email, a 
form opens in which you need to enter your first name, your last name, select a 
password and confirm the password. After you enter the required information in 
the form, press login and you will enter Binfire. If you have trouble signing in, 
contact support@binfire.com. 

   

  

mailto:support@binfire.com
http://www.binfire.com/pricing/
mailto:support@binfire.com
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Sample project 

When you login to Binfire for the first time, you will notice there are tasks from a 

project called Sample project present in the Kanban section of your personal 

dashboard. To help you to get familiar with the application, we insert a small 

sample project in your workspace. This project has a number of tasks and bugs 

in it. Feel free to experiment and change things in this project. In Kanban, you 

move tasks from one state to another as you work on those tasks. The board is 

divided into a five lists which are mentioned below: 

 Backlog- Tasks they you may work in the future, but only if time allows 

 Open tasks- These are tasks you need to work on them when your current 
tasks are done 

 Working on- These are tasks that you are working now 

 Waiting for approval- These are tasks that you have finished, but 
somebody needs to verify.  

 Done- Tasks that are finished and verified. 
 

The idea here is simple. All projects have tasks at different stages of progress. 

When you start the projects all tasks are in the open tasks or backlog list. As you 

work on tasks and finish them, they move to Working On and eventually to the 

“Done” list. The Kanban board visually shows the state of tasks and helps you 

manage their progress to the final destination (Done list) during the project life 

cycle. Feel free to add tasks, remove or modify existing tasks and delete this 

project when you are done. If you want to use this project for your work, you can 

rename it to any name you want. You can use this project as a template for new 

projects. We will cover using existing projects as a template for new ones in other 

pages in this guide. 
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Application onboarding 

To help new users to get familiar with Binfire, a simple onboarding mechanism is 

implemented in the application. The first few times you login to the application, 

follow the instructions provided by the on-boarding tool. This helps you get 

familiar with the application and the logic behind why we do things the way we 

do. Each page has its own on-boarding instructions. You can dismiss the on-

boarding from any page by clicking on Got it link in the on-boarding box. If you 

need to see the onboarding again in the future, use the shortcut key Shift + R to 

restart the onboarding displays. 
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Invite Members to your workspace 

Your workspace holds all your projects, rules you setup for your projects and 

members you add to all your projects. To add members to your workspace, click 

on the manage workspace in the left navigational column and then click on 

manage team on top of the page. Here you can invite members by their email. A 

project is assigned while you invite members, but you can add these members to 

other projects any time if you would like. By default the application assigns all 

new members as manager (full rights), but you can select other options. Later we 

will show you how to create member roles in the Control Panel. When you invite 

people, an email is sent to them to confirm their email address. When they do 

confirm, they are added to your workspace as a team member. When you reach 

the limit of members in you plan and try to add members, you are asked to 

upgrade your account. 

 

We plan to add email integration to the application in the near future. When done, 

you will be able to bring your contacts from your email account and add them to 

the project. 
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Upload an avatar 

Adding your profile image makes it easier for your team members to identify who 

a task is assigned to, who has made a comment or posted a message in the 

message board. To upload an avatar, go to personal setting page using the left 

column navigational bar. Click on any area on top left of the page which says 

upload avatar. Select a profile image from your computer and the system will 

upload the image for you.  
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Set your time zone 

While still in the personal settings pages, use the Google Map in the center of the 

page to locate you geographical location. This helps the application to sync all 

tasks’ due dates in the project to the same exact time for all members of the 

project regardless of their location. So if you are in New York city and your team 

member are in London, the due date is the same hour for everybody in the 

workspace.    
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Create your first task 

 
Let’s navigate to the Task page in the sample project. Use the left navigational 

bar to select Tasks under Sample project. You are taken to the task management 

page. This page is divided into two sections (like most pages in Binfire), the left 

column which lists all tasks in the project and the right section which shows the 

details of a task selected in the left column. To create a task, just click on the text 

box on the top left side of the page and type the task’s title. After you finish typing 

the title, press Enter. A new task is created in the left column and its details are 

shown in the right section. Here you can add a detail description of the tasks, 

assign the task to yourself or someone else (by default the task is assigned to 

you), set start and due dates for the task and a lot more. If you want to create a 

subtask, in the left column, click on + for the task which you want to add a 

subtasks. When you click on the + icon, a new text box is shown under the 

original task. Type the subtask’s title here and press enter. A level 2 subtask is 

created under the task you wanted. You can repeat this to create a level 3 

subtasks and so on. 

 

Binfire uses one of the most comprehensive task management tools in the 

industry. The task manager support agile, waterfall and hybrid project 

management methods. We will cover the task pages and all its capabilities in 

other pages in this guide.  
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Upload a file 

Binfire includes a robust document management and storage system. All files are 

encrypted and stored in multiple secure severs. Currently all servers are located 

in multiple locations in USA, but soon we will have data centers in Europe and 

Far East too.  

 

To upload a file, go the project files page in your project. Click on upload file icon 

on top left of the page. A dialog box opens which guides you to upload a file from 

your computer. When you do that your computer’s file system manager will guide 

you to select a file or multiple files. When files are uploaded you see them in the 

left column. If you click on an image for PDF file, the content is shown in the right 

section of the page. This is a great feature. To view content of most documents 

you can view them using Binfire view tool. In the future we will support Word, 

Presentation and spreadsheet documents. One last thing before we leave this 

page, you can access your Google Drive and Dropbox files from most pages in 

Binfire. These include project files page, task page, bug page and message 

board. You can attach these files to messages and comments. These files could 

be used like any other file which is stored in Binfire’s own storage. We will cover 

document management and project Files page in much greater detail in the 

following pages of this guide. 
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Sync tasks with Google Calendar 

In addition of integrating with Google Drive and Dropbox for document 

management we also have integrated with Google Colander. This way all your 

tasks are also visible in your Google Calendar. To sync your tasks with your 

Google calendar, go to task page, click on three dot (…) icon on top left of the 

page (next to search icon) and choose Sync from dropdown menu. You will be 

taken to Google app to give permission to sync the two applications. After 

coming back to Binfire, click on the three dot icon once more and select Sync. 

From now on all your tasks in this project will show up in your Google Calendar. 

Please notice you need to repeat this process for all your projects if you want to 

sync their tasks with Google Calendar. 
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Using the bug tracking tool 

 
Binfire has its own robust bug tracking tool. The bug tracking is integrated with 

the task management system to provide an amazing level of functionality when 

working on projects. You can attach (or link) bugs to the tasks that they are 

related to. Every project has its own bug tracking page. You can also track the 

progress of resolution of the bugs in the Personal dashboard and project 

dashboard Kanban boards. The bug tracking page looks similar to the task page, 

with additional feature for setting the priority of the bugs. 
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Post a message in message board 

The best kept secret in Binfire is the native message board. Each project has its 

own message boards. You can create as many boards or room for each project 

and add the entire team or subset number of the team to each board. The idea 

here is to create a message board for each topic in the project. If you think Slack 

is a good tool, the message board in Binfire is much better. The reason is simple; 

the message board is part of your project. There is no need to integrate a third 

party tool with your project management application. The message board has 

access to all files you have in your project, including Google drive and Dropbox 

files. 

 

To post your first message, just go to the Message board page in your project, 

type the message you want in the message box on top of the page and click on 

Post message button. You can add comments and attach files to messages too. 

We cover the message board in great detail in the following pages in this guide. 
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Time Tracking Software 

If you work as a contractor or freelancer or employ freelancers for your projects, 

the time tracking tool in Binfire is a God sent. Using this time tracking tool is 

extremely easy. Click on the Clock icon on top of the page, select a task and 

then turn on the switch. From now on the application tracks the time you are 

working on for that particular task. When done, simply turn off the switch. The 

application shows the accumulate time for all tasks in one project and also the 

accumulated time for all tasks in all projects in your workspace in personal 

timesheet and workspace timesheet which are separated pages in the 

application. We will cover Time tracking and timesheet pages in more detail later 

in this guide. 
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Upgrade your plan 

After the 30 days trial period ends you need to upgrade your plan to be able to 

continue using the application. We offer extremely flexible and affordable plans 

for small and large companies. Please check Binfire’s pricing page for more 

details. If you don’t upgrade the application, the login is disabled and you won’t 

be able to use the application until you upgrade. The data in the application is 

kept for 45 days in case you decide to upgrade at a later date. After 45 days limit, 

all data from the application is removed. If you decide to upgrade after 45 days 

please contact support at support@binfire.com. To upgrade your plan, click on 

upgrade link at top of any page while you are logged in to the application. Select 

the number of people in your project, if you want to pay monthly or yearly and if 

you need basic or more advanced plans. Notice the price per user per month is 

less than $6 for basic plans. Depending on if you choose to pay yearly or 

biennially, the price will go to as low as $2.8 per user per month depending on 

the number of users in your team. The same is true for other plans like Pro, Corp 

and Enterprise.   

 
  

https://www.binfire.com/pricing/
mailto:support@binfire.com
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Personal Dashboard 

When you login to your account, the first page visible is the personal dashboard. 
The personal dashboard helps you to figure out what you need to work on every 
day! It is the ultimate tool for getting things done. The personal dashboard is 
divided into two sections, the Kanban board and your personal stats in all 
projects you are a member of. The Kanban board has 5 lists or sub boards as 
listed below: 
 

 Backlog 

 Open tasks 

 Working on  

 Waiting for approval 

 Done 
 
You can hide any of the lists shown above by clicking on the dropdown tool 
called boards on top of the page. Each list has its own color code. All tasks in 
backlog are shown in black. The open tasks are shown in yellow, working on 
tasks in blue, waiting for approval in orange and done in green.  As long as a 
task is on time, it has the color of its list. If it is late, its color changes to red. The 
visualization helps to identify which tasks are late and which ones are on time. As 
you move tasks by drag and drop from one list to another, the task’s color 
changes accordingly. You can add tasks to your projects right from the personal 
dashboard. Notice you need to select only one project from the dropdown box on 
top of the page to be able to add tasks. On top of each list find “+Add Task” box. 
Just click your mouse in this box and type the title of the task. After you press 
enter the task is added on top of the list. Click on task’s title, a simple edit box 
opens which lets you add additional information to the task. If you need more 
functionality, click on “Full Editor” button in the simple edit box. When you click 
on Full edit button, you are taken to the task page. If you want to delete a task, 
just click on the X on the right side of the task title. If a task has a dependency, 
an icon (circle + arrow) is shown next to the task title to make the user aware of 
the fact that this task has a predecessor task. 
 
If you have more than one project or belong to more than one project, you need 
to select which project you want to add tasks in the personal dashboard. Please 
notice Personal dashboard displays all tasks assigned to you from all your 
projects. You can filter this down to display one or a few projects. You need to 
use the Project filter to select which project you want to work on in the Kanban 
board. When you select one project, the add task function is enabled and the 
tasks you type are added to the project you have chosen using the project filter. 
 
Personal dashboard shows both tasks and bugs in your projects depending on 
the switch selection on top of the page. By default tasks are shown. To work on 

http://en.wikipedia.org/wiki/Getting_Things_Done
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bugs, click on Bugs switch on top of the page. To work on task again, click on 
Task switch again. 
 
You can use the time tacking feature right from the personal dashboard, or any 
page in Binfire. Click on the clock on top left of the page and then select one of 
your tasks from the dropdown. After you have selected the task, turn on the time 
tracking switch. When you have stopped working on task turn the time tacking 
switch off. Notice all minutes and hours you track when using the time tracking 
tool are accumulated in the personal timesheet. In that page you can manage 
your hours and create reports. 
 
The second part of the personal dashboard shows your own project stats in 
graphs. Notice the statistics shown in the personal dashboard are the user’s own 
statistics not the projects. The project’s statistics are shown in each project’s 
dashboard. If you have more than one project, each one of your stats is shown 
separately. The sat box displays information about tasks and bugs. There is a 
switch that lets you select each either one. 
 
The application displays the following in the stat boxes. 

 Number of Open tasks which you have in the project 

 Number of Tasks you are working on 

 Number of tasks you have finished and are waiting for approval by your 
manager to be marked as done 

 Number of Tasks which are done by you 

 Number of your late tasks which needs your attention 

 Number of Open bugs which you have 

 Number of bugs you are working on in the project 

 Number of bugs you have finished and are waiting for approval by your 
manager to be marked as done 

 Number of bugs which are finished and verified (done) by you 

 Number of your late bugs which needs your attention 
 
At the bottom of each stat box, project related information like who owns the 
project, project’s duration and remaining effort in days are shown. 
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Personal files 

Binfire helps you manage your personal files with a private web folder which is 
secure and is backed up on multiple web storage servers in USA and soon in 
Europe and Asia. Nobody but you has access to this private folder. This is the 
right place to store all files that you don’t want anybody else to have access to. 
Binfire uses Rackspace Web and Storage Servers for maximum up time, security 
and reliability. You can get up to 2TB storage space if you have a premium plan. 
Currently the maximum file size that you can upload is 200MB. Notice that you 
can get more storage by upgrading to one of the premium plans Binfire offers. If 
your storage needs are more than 2TB, contact support@binfire.com with any 
inquiry. 
 

Personal folder is divided into 2 sections. On the left side, you find a column 

which displays all your files plus controls to perform operations on those files.  

On the right hand side the information about a file you have selected oin the left 

column is shown. For image files (Jpeg, PNG, and Gif) and PDF files the right 

box display the file itself. So for these files you can view them online right from 

the application. We will support presentation and spreadsheet files soon. At the 

bottom of the right section you can add comments for each file. 

 

You can upload files from your computer by clicking on the upload icon on top of 

the left column. When you click, a dialog box opens to let you choose files from 

your computer. You can upload one or more files each time. File manager keeps 

tracks of all versions of the files. If you are uploading a file that is already exist in 

the personal folder, the app asks you to choose for a new version or a new name 

or cancel the upload. You can see all versions of the files by clicking on History 

for each file. To create a new folder, click on the Create folder icon on top of the 

left column. 

 

You can bring and use files in your Google Drive and Dropbox in Binfire.  Find 

Google drive and Dropbox icons on top of the left column. The first time you click 

on these icons you are taken to the appropriate app (Google or Dropbox) to give 

permission to use files in those folders in Binfire. The second time you click on 

those icons you are taken to the Google Drive or Dropbox to choose the files you 

want to bring to Personal folder in Binfire. Notice, these files are still stored in 

Google Drive or Dropbox, just Binfire has access to them to display them in 

personal folder. If you decide to modify those files you are taken back to either 

Google Drive or Dropbox to perform the modification.  You can also share your 

http://www.rackspace.com/
mailto:support@binfire.com
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files with colleagues and friends in Binfire, but also with non-Binfire users using a 

hotlink.  

 

Binfire file manager supports the following operations on files in the private 

folder. To get access these control find the 

 Copy - Copy one file or a group of files from one folder to another 

 Move - Move a file to another folder 

 Rename - Rename a file 

 History - Access all version of the file & who uploaded each 

 Download - Download a file 

 Share- Get a hotlink to share with friends and colleagues 

 Share - Share a file by getting a hot link. This link expires in a month 

 Delete - Delete the file 
You can select a few files by using you computer’s multi select function (like Shift 

& Mouse Click). When you select a few files together, the application lets you 

copy or delete them as a group. Other options listed above are not available 

when a group of files are selected. 

 

For Google drive and Dropbox the following file operations are available: 

 Open 

 Move 

 Copy 

 Download  

 Delete 
 

Personal folder includes fantastic elastic search capability found on top of the left 

column which lets you search for files in your folder by name. 
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31 User Guide 

Personal Timesheet 

The personal timesheet holds the summary of all time periods which you have 

tracked in all your projects. It tracks these time periods for both tasks and bugs. 

In case you forget to track time, you can always add it to the timesheet manually 

using the create function on top of the left column. You can filter the page by date 

and by projects. Please notice the times recorded in the personal timesheet are 

the times which you have tracked using the time tracker or you have entered for 

tasks or bugs assigned to you. 

 

You can download the timesheet report for any duration you select on time filters. 

The report is downloaded as a CSV file to your computer. You can use Microsoft 

Excel or similar applications to open this file and use it to invoice your clients. 

You can use the report for invoicing you clients. 
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Personal Settings 

The personal settings page lets you personalize the application the way you want 
to. You can change your profile picture and your password. You can also select 
the time zone you are in, this helps to sync the due dates to same time for all 
members of the project regardless of where they are located. In future versions 
you will be able to select time and date format (America or European) and 
personalize the application the way you would like to use it. The use of a profile 
picture helps to easier for your teammates to know the actions you have taken, 
like finishing a task, commenting or post a message visually. It also makes the 
application more personalized and easier to use. When you add a comment or 
post a message, your avatar is shown next to the comment or message. 
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Manage Workspace (Portfolio) 

To manage all projects in your workspace (portfolio) go to the ‘Manage 
Workspace’ page using the left navigational bar. All your projects are listed in this 
page. If you click on any project here you are taken to that project’s pages. In the 
right side of each project there is a burn-down graph called Burndown chart 
which shows the progress of the project in the real time. If you need help 
understanding of Burndown charts, here is a good guide. On the right side of 
each project you find an inverted arrow called “Actions”. If you click on this 
button, a dropdown down menu shows the following: 

 Add members- To add new members to this project 

 Rename project- To rename the project to another name 

 Duplicate Project- This feature is for using one project as a template to 
create a new project. When you click on this button, a box opens which 
lets you enter the start date of the project and its new name. After you 
click on Duplicate project button, a new project is added to your 
workspace. The application creates a new project for you with all tasks 
present in the original project. All team members are also added to this 
new project. All tasks are time adjusted so the start of the project is the 
date you entered in the box when you created the new project. 

 Archive project- After you completed a project you can archive it if you 
think you might need it reference it. 

 Delete Project- To delete the project permanently. If you delete a project 
by mistake, contact support@binfire.com.  

 Project Report- You can download a report in the PDF file format which 
includes all relevant project information. You can select the time interval 
(start date and end date) for this report by giving the start and end dates in 
the box which opens when click on Project Report. 

 
On top of the page there are several buttons which are used in managing your 
projects. These buttons are as follow: 

 New Project- To create a new project 

 Manage Team- To add or remove members from your workspace. When 
you click on Manage team your are taken to a new page which lest you 
add people to your workspace using their email address. See the next 
page for more info on Manage team page. 

 Portfolio report- If you have several projects and you want to create a 
single report for all or a few of them use this control. When you click on 
Portfolio report a box opens which lets you choose the projects which you 
want to be included in this report. 

 Upgrade- You can upgrade your plan by clicking on this button. You are 
taken to a pricing page to select the plan you want to upgrade to. 

 

https://en.wikipedia.org/wiki/Burn_down_chart
mailto:support@binfire.com
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At the bottom of each project listed in manage workspace page, the relevant 
information about that project is shown. 
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Manage teams in workspace (Portfolio) 

You can add members to your workspace (Portfolio) by pressing the ‘manage 
team’ button on the top of the manage workspace page. Binfire users email 
addresses for verifying all users. To add members click on invite members button 
and type the email address of people you want to add. Press Send, to email 
them an invitation. The form for adding new team mates also lets you select the 
project you want each member to join. You can select any number of members in 
your portfolio to be the admin for your account. This allows others to manage the 
projects for you. Notice if you exceed you plan’s number of users, the application 
informs you that you can’t add new members. Please upgrade to increase the 
number of members allowed in your workspace. In the manage team page you 
can add a member to just one project. To add them to more projects user the 
project control panel. 
 
To go back to “Manage workspace” page; click on the “Back to workspace” 
button. To go to any other page, click on the left navigational bar.  
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Workspace (Portfolio) Calendar 

To set the rules for your project use the workspace calendar. Here you can set 
hours in each workday and which days are weekends and holiday. The rules set 
in this page apply to all projects in your workspace (portfolio). The information in 
this page is used to set task due dates and block scheduling work in holidays & 
weekends.  We plan to create individual calendars so each member can mark 
vacation and personal off days. 
 
 

  



 

 

37 User Guide 

Workspace (Portfolio) Resource 

Loading 

Workspace or portfolio resource loading lets you view the work hours you have 
planned for your team for all projects you manage. This is a great tool for 
resource balancing and figuring out which projects are over or under-staffed. If a 
member of your team is overbooked for day, week or month, the total time is 
shown in Red. When you see the numbers for any member in Red, you need to 
rebalance the work for that member manually. In the future this tool will enable 
you to rebalance work of your team automatically. Notice that each project also 
has its own resource loading page. 
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Workspace (Portfolio) Timesheet 

Workspace or portfolio Timesheet shows the time tracked by all members of your 
team for all your projects.  You can view this report by day, week or month. You 
can also filter the result by specific dates using the controls in the left column 
control bar. It is also possible to filter the result by project and by member. If 
somebody in your team forgets to input time, you can enter the time manually 
using the + Create Control on top of the page. You can export the timesheet 
report from this page in CSV format to use in a spreadsheet program or an 
invoicing application. 
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Workspace (Portfolio) Gantt chart 

The ‘Portfolio Gantt Chart’ lets you view all your projects in one Gantt view. This 
feature is under development and will be available soon. Portfolio Gantt and 
portfolio resource loading are part of a suite of complete project portfolio tools 
available or under development in Binfire. 
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Workspace (portfolio) Report 

Binfire creates a portfolio report in PDF format on-demand. Just click on 
‘Generate Report’ in the Manage Workspace page and the application generates 
a report that you can take to board or project meetings. This report includes the 
details for every project in your portfolio. 
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Project Structure in Binfire 

When you select a project from the left control bar you are taken to section in the 
application which displays all pages in the project. The only way to leave this 
project is to use the left control bar. Each project has its own ten pages as listed 
here: 

1. Dashboard 
2. Project files 
3. Task page 
4. Gantt chart 
5. Resource loading 
6. Bug tracking 
7. Message board 
8. Resource loading 
9. Whiteboard 
10. Activity Stream  
11. Control panel 

 
Please note that pages for each project are totally independent of pages in the 
other projects. Only members of a project have access to the project pages. In 
fact if a user is not a member in a project, he can’t see the project name in the 
left column control bar. The only exception is the workspace owner or admin 
which have access to all projects in the workspace. 
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Project Dashboard 

Every project has its own dashboard. The project owner & manager have a more 
comprehensive view of the project's progress than project members. Like the 
personal dashboard, this board has two sections, the Kanban and the stat 
sections. The Kanban board displays all tasks for all members. The stat section 
displays the user stat in this project and the project’s stats as a whole.  
 
The Kanban board displays all tasks in the project and their status. Binfire uses a 
color code scheme to make it easier for the user to know the status of each task 
as follows 

 Black:   For backlogged tasks 

 Yellow:   For open tasks 

 Blue:   For tasks that are being worked on 

 Orange:  For tasks that are completed by the developer and 
are verified to be finished 

 Green:   For tasks that are finished 

 Red:    For tasks that are late. These tasks should have been 
finished already but have not 

 
As long as a task is not late, it has the color of its list. If a task is late and should 
have been finished, the color of its box changes to red.  
 

What you can do in Kanban Board? 

You can do a lot to manage tasks in the Kanban board. I have listed anything 

possible in the Kanban board here: 

 You can move a task from one list to another. For example if you start 
working on a task, you move it from open task list to working on list.  

 You can click on the task title to edit it. When you do, a simple edit box 
opens which lets you modify the task.  

 You can create tasks in any list by writing in the + Add Task box on the top 
of the list.  

 You can change the order of a task in the list using drag and drop.  

 You can delete a task by click on X next to its title. When you do, a dialog 
box opens for you to confirm you want to delete the task. 

If a task has dependency or predecessor, a special icon is shown in its box.  This 

helps the user to remember that this task has dependency on other tasks. In near 

future you will be able to click on this icon and the see the predecessor task. 

 

Controls on Top of the page 

There are a few controls on the top of the page to let you manage what is 

displayed on the Kanban board. 
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 Users: By default the Kanban board in the project dashboard displays all 
tasks in the project. You can filter by user using the dropdown on top of 
the page. The number shown to the left of the User indicated the number 
of users in the project. By default the task for all users is shown. You can 
show the tasks for only one user or two users or more by using this 
control. 

 Tasks: Kanban board supports both tasks and bugs. By default tasks are 
show.  

 Bugs: To see bugs in the Kanban board, click on bugs. To go back to 
tasks, click on tasks. 

 Boards: You can hide some boards in the Kanban board if you are not 
using them using this dropdown 

 Project Switch: This switch is a navigational shortcut to go from one 
project to another. You can navigate from one page in one project to 
another exact page in another project using this switch. Assume you can 
in the dashboard in Project A, using this switch you can jump to 
dashboard in Project B. This dropdown exists on all project pages. 

 

To go from project dashboard to any other page in that project use the 

navigational bar on top of the page. You can go to project file, Gantt etc using 

this navigational bar. 
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 Project Files 

The project folder is a shared secure folder accessible to all project members. 
This is to store project’s documents and collaborate on them. Like most Binfire 
pages, this page is divided in to two sections. The left section shows all files 
uploaded to the project folder thus far plus controls for managing these files. 
When you select a file on the left column, it is either displayed in the right section 
for PDF and image files, or an download option is shown. In the future we plan to 
support word documents, presentation and spreadsheets in the right section too. 
In case of PDF and image files, Binfire has a great collaboration tool called 
document markup. On top of the right section there is a control called 
Collaborate. If you turn this switch on, you can collaborate with your colleagues 
on the document. All you need to do to collaborate is that all people who want to 
collaborate on it open this document in the right section and turn the switch on. 
For more detail refer to Document Collaboration page in this user guide. 
 
When you select a document, in the right section you can do the following: 

 Comment: You and your team can comment on files. This is a great 
collaboration tool 

 Tags: You can tag files; this comes handy if you want to group files 
together. The tag also could be used in the search query. 

 Activity: If a file is attached to a task it is shown here 

 Version: All versions of a file could be found here. To download any 
version, just click on it. 

 Followers: It shows all those who follow this file. If you follow a file, any 
changes to that file triggers notification 

 
The file manager is a full function document management system which allows 
every possible operation on files. On top of the left column you will find the 
following controls: 

 Upload: Use this control to upload files 

 Folder: Use this control to create new folders 

 Dropbox: Binfire has integrated with Dropbox. The first time you click on 
Dropbox icon, you are taken to Dropbox service to give permission for 
Binfire to access Dropbox. You can select which files to bring to your 
projects. All files from Dropbox have a small Dropbox icon next to them. 
This is for making it easier to differentiate native files from Dropbox files. 

 Google Drive: Binfire has integrated with Google Drive. The first time you 
click on Google Drive icon, you are taken to Dropbox service to give 
permission for Binfire to access your Google Drive files. You can select 
which files to bring to your projects. All files from Google Drive have a 
small Google Drive icon next to them. This is for making it easier to 
differentiate native files from other files. 

 Search: To search for files you have in this project folder 

https://www.binfire.com/user-guide/document-collaboration
https://www.binfire.com/dropbox/
https://www.binfire.com/google-drive/
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 Sort: You can sort files alphanumerically or sort by name, by size, date 
created or date modified. 

 
For each file and folder, the file manager provides a set of functions which you 
can find by clicking on the three dots (…) control to the right of each file’s name. 
The controls for Binfire native files are as follow: 

 Move: You can move a file from one folder to another 

 Copy: You can copy the file to another folder 

 Download: You can download a file 

 Collaborate: You can collaborate on this file with others in your team 

 Share: Send a link to this find to colleagues and friends 

 Rename: You can rename a file 

 History: You can view file history and its versions if any. 

 Lock: This is for when more than one person is working on a file. To 
prevent others changing the file while you are working on it, just lock it. 
The file stays locked until you upload a new version 

 Delete: To delete a file 
 
For folders the following options are available: 

 Move 

 Copy 

 Delete 
 
For Google drive and Dropbox files the following options are available: 

 Move 

 Copy 
If you click on a Google Drive or Dropbox file, you are taken to the corresponding 
application for editing the file. After the file is saved it is updated in Binfire. Please 
note, the files from Google drive and Dropbox resides with those two services 
and not in Binfire’s storage server. When you give permissions Binfire gets 
access to the files you select in those services. We plan to integrate with Box in 
the near future. 
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Task Management 

The heart of any good project management system is the task management 
engine which runs in the background. Binfire supports a sophisticated task 
management system which supports waterfall, work breakdown structure 
(WBS), Agile and other task management methodologies and yet it is easy to use 
and very flexible. The task page bring everything you need about project’s tasks 
and details of each task in none simple view. 
Like other pages in Binfire the task page is divided into two sections. The left 
column show all tasks in the project. The right section shows the detail for 
selected task.  
 
Left Column 
In the right column, tasks are listed from old to new. New tasks show up on top of 
the list. You can change the order of tasks using drag and drop to bring takes 
higher in the list or lower. At top of the left column there are several controls are 
listed below: 
Add Task box: For adding new tasks. Just click you mouse here and type the 
task title. When done press ENTER. 

 Select All: Click on the checkbox to select all tasks in the list  to perform 
mass operations 

 Delete: To delete one or more tasks 

 Complete: You can mark selected tasks as complete here. Notice that a 
task needs to be started before marked as complete 

 Hide Complete: You can hide tasks which are completed from the view 

 Search: When you click on the search icon, the text box for adding tasks 
changes to a search box. You can search by the following categories: 

o Status- The status could be open, closed and late. Either type 
status or open, closed or late in the search box. Notice the task 
page like the file pages utilizes elastic search. So as you start 
typing, the app will show all possible options. 

o User- Start typing the user’s name and search will display all 
available options. 

o Task Name- Search typing then task’s name  
o Tag- Search by tag 

 Import Task: You can import project files in CSV format to Binfire. When 
importing the application guide you if some fields are not correct or 
missing 

 Export Task: You can export the tasks in the project in CSV format 

 Google Calendar Sync: The task manager syncs with Google Calendar. 
The first time you use this option, Google Calendar requires you to give 
permission. After that you can sync your tasks to show up in Google 
calendar. 
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The task manager supports creating sub-tasks up to 6 levels deep which is more 
than enough for the most complicated projects. Click on the + sign next to the 
task’s title to add subtasks. You can use the same mechanism to add subtasks to 
subtasks. The milestones are supported as events in time for getting to an 
important event in the project, For example finishing the first prototype of a 
device etc.   
 
Tasks with dependencies have a special icon displayed next to their title. This is 
to bring to the user’s attention that these tasks have predecessor. 
 
Like the dashboard, task manager uses a color scheme to help user know the 
status of each task in the project visually. On the right side of each task in the left 
column, there is a color bar. The colors show task’s status as follow: 
Yellow: Open tasks, these are tasks which nobody is working on them yet 

 Blue:  Tasks are being worked on 

 Orange: Tasks that are waiting approval 

 Green: Tasks that are finished 

 Red:  Late tasks 
Note1- backlog tasks are not shown in the task page, since they are not part of 
the project yet. Only when they are brought to the Open tasks list in the 
dashboard, they are added to the task manager. 
Note 2- You can reorder the way tasks appear in the left column using drag and 
drop. Grab a task and move it up or down in the list and drop it where you want. 
The application will reorder the tasks numbers for you. 
 
Right section 
When a task or milestone is selected in the left column, its details are shown in 
the right pane. Here you can add more details in the task or modify it. At top of 
this page the task’s title is shown. You can edit the title by brining your mouse 
and click on the text. Below the task title there are three control buttons and 
described below: 

 Start: To indicate that you have started working on this task. When you do 
that, the task is moved from open task list to working on list. 

 Complete: When you finish a task, you can mark is as complete. This 
notifies others that the task is completed. 

 Approve:  When the task completion is verified this button is pressed. This 
takes the task to the Done list. 

In Binfire, you can have tasks or milestones. You can select either one by 
clicking on the controls shown under the status buttons we described above. 
After selecting milestone, the right pane changes slightly to show details 
applicable to a milestone.  The following is list of all other controls on task page. 
 

 Completion: To show what percentage of the task is already completed. 
You can use the scroll bar to show any number from 0 to 100. 

 Work: Binfire supports both days and hours duration for tasks.  
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 Start date: Use the calendar to mark the start date of the task 

 Due: Date: Choose when the task is due. Notice Due date and work 
duration are related. Changing one will adjust the other 

 Task Description: Write a detailed description of the task here 

 Bugs: You can attach bugs related to a give task here. The bugs are 
entered in the bug page which we will describe late in this guide. 

 Tags: You can tag tasks for easy grouping and classification 

 File: You can attach files related to this task here 

 Followers: In addition to the person who created the task and the person 
who the task is assigned to, others can follow a task if they are interested. 
When they do, any change to task will trigger a notification to them 

 Assigned: Here, you can assign a task to one or more members of your 
project. Notice you can also add what percentage of their time each 
person assigned to tasks will spend on this task. The range is from 0 to 
100%. This number is used to calculate the duration of the task. 

 Predecessor: You can add a predecessor to a task here. If a task has a 
predecessor, it can’t start until the predecessor task is finished. The app 
will adjust start and due dates based on the predecessor task. 

 Comment: You and your colleagues can comment on tasks, also attach 
files to those comments 

 Add Subtasks: To add a subtask, you can click on this button in the right 
pane or use the + control on the left column. 

 History: Task history is shown here 

 Delete: To delete a task 

 Move: You can move a task or subtasks inside or to another project within 
Binfire. For example you can bring up a level 6 subtask to a level 1 task. 
Or move a task from project A to project B. 

 Copy:  You can copy tasks inside or to other projects as described for 
Move tasks. 
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Interactive Gantt Chart 

To view and make sense of all tasks and their relations in complex projects is not 
an easy thing to do. To help the project manager and the team to have a high 
level view of their project, Binfire provides the Interactive Gantt chart. For a 
detailed description of a Gantt chart, refer to Wikipedia’s description here. The 
Gantt chart is the best way to view what is happing in your project graphically 
and in real time. Notice that this page is live and if you make changes on this 
page, your team members see the change in real time (this is true for all pages in 
Binfire). You can move or change tasks in the Gantt, but can't create new tasks 
in this page yet. To move a task bring the mouse to the middle of a task, grab it 
by clicking and move it. To make a task longer or shorter, bring the cursor to 
either edge of a task, grab, extend or shorten. The application automatically 
adjusts the time scale to fit your project’s duration. If you need to change the time 
scale yourself, use the drop down box on top of the page to change from day, to 
week, to month or year time scale.  
 
In addition you can change the start and end dates for the Gantt view. 
 
You can also sort tasks and duration columns. Bring the cursor to the top of each 
column (task or duration). A drop-down arrow shows up when the cursor is 
hovering there. This dropdown lets you sort tasks in ascending or descending 
order. 
 
Another feature is the export feature found on the top of the Gantt chart. The 
Gantt chart is exported as a PNG file format that you can use in presentations or 
print if you would like. 
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Project Resource Loading 

Each project has its own resource loading page. The project manager can see 
who is overloaded or who has more time to spend on new tasks. Resource 
loading is a great tool to view how resources are allocated in a project for weeks, 
months or years. 
 
 

  



 

 

55 User Guide 

Bug Tracking Software 

Binfire includes its own bug tracking tool. The simple truth is that there are no 
projects without bugs. A tightly integrated bug tracking tool with the project 
management makes it far easier to assign and track bugs to the right people and 
features in the project. Bug tracking page is very similar to task page with a few 
added controls suited only for bug tracking and management. This page is 
divided into two segments the like task page. In the left column all bugs in the 
project are listed and color coded. The right pane shows the details about the 
bug selected in the left column. Bug page does not support subtasks, since bugs 
are stand alone identities and subtasks are not required. You can export and 
import bugs the same way as tasks.  
 
Since bugs importance to success of project varies from bug to bug, a simple 
method for adding priority to a bug is added to the bug page.  The user can set 
the bug priority from 1 to 5, with 5 being the highest priority and 1 lowest priority. 
In the bug page the user can attach the bug to a task or a number of tasks. This 
is a great feature, by attaching bugs to the task, the status of the task becomes 
clear as if it is completed or still there are remaining issues which need 
resolution. The quality assurance engineer can assign bugs to the appropriate 
engineer responsible for the feature right from the bug page. 
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Interactive Whiteboard 

The interactive whiteboard is the ideal vehicle for brainstorming for remote 

teams. This is a real time online drawing board hosted in the cloud. You can 

write, draw and paste images from your project folder or your computer’s hard 

disk. You can also paste images from the web by using their URL links. 

 

Each project has its own private whiteboard and the content of each board is 

automatically saved by the application. You can create an unlimited number of 

whiteboards for each project. 

 

At the top of the whiteboard you find the drawing controls you need to draw or 

write or paste on the board. As you add items on the board, anybody on your 

team who has opened the whiteboard can see what you are doing. This is a 

great tool for brainstorming or giving interactive presentations. A great feature is 

the hand-tool to the right of the delete tool. When you press this icon, you will 

start to broadcast the location of your cursor in the whiteboard to everybody else. 

This way you can show people watching the whiteboard where you need to focus 

their attention. For example if you want to point to an object or show how 

something is done, this tool lets is a great option. 

 

The file option to the top left of the board gives you the following options: 

 Create new board 

 Rename the board 

 Download the board as PNG file 

 Print the board 

 Delete the board 
Use the yellow upload file button to bring images from your computer to your 

whiteboard. To paste an image already in the project folder, click on the project 

folder on top right of the board, grab an image file and drop it on the board. You 

can resize and move the image. Notice when you bring your mouse over any one 

of the controls on the top of the page, the description of that tool is displayed 

under it. 

 

On top of the page the number of people viewing this whiteboard is shown. If you 

click on it, the name of all those participating in the brainstorming session is 

shown. 
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Message Board 

Binfire’s mission is to have comprehensive team communication as the integral 
part of the project management software. This way everything happening in a 
project including communication is found in one place. One of the best 
communication tools for one to one, private or group conversation is the 
message board. Message board plus instant chat, internal messaging and 
whiteboard create a complete communication platform within the application.  
 
We just redesigned the message board and believe it is far superior to other 
communication tools in the market. The reason we are saying this is quite simple. 
Binfire’s message board has all the features you find in applications like Slack 
but it is integrated into the project application to create a powerful work 
management application. This is an amazing tool with real time notification, 
ability to create private rooms, commenting plus attaching files to messages and 
comments. Each project has its own message board. This enables to place all 
conversations in a project in one place. The application comes with one default 
board called Project Board which has all project members included. You can 
create new boards or rooms as they are called targeted for specific topics. There 
is no limit on how many boards you can create.  
 
This page like other pages in the application is divided into two sections. The left 
section shows all your boards or rooms. It includes controls for managing boards 
like creating or deleting one. The right section shows all messages and 
comments from a project you have selected in the left column. When you create 
a room, you need to add participants. Only project members or guest can 
participate in a room. In the following I have listed the benefits of Binfire’s new 
message board: 
 

 All team communication in one place 

 Ability to create room for all project members, a subset or one to one 

 Integrated with Google Drive and Dropbox (more coming soon) 

 All content including comments is searchable using elastic search 

 Ability to comment on messages 

 Ability to attach files from Binfire, Google drive or Dropbox to messages 
and comments 

 The authors of messages and comments are easily recognizable via 
author’s avatar 

 Available anywhere on any device  
 
The following is a list of things you can do in the message board and in each 
room: 
 

 Search the content using elastic search 
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 Create new boards 

 Add Members: Add members from your project to the board 

 Remove Members: Remove members which no longer needed in the 
conversation 

 Rename Board: You can rename any board  

 Archive board: When a topic has come to conclusion, you can archive the 
board. You can always restore it later if it is needed 

 Delete Board: Delete a board permanently. You can’t recover a board if it 
is deleted. 

 
 
Message board is a great tool for communication and team collaboration. With all 
its capabilities, you will find this tool a great productivity enhancer.  
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Activity Stream 

Binfire provides a way for you to see all activities taking place in your project by 
all members of your project. You can download this data and use it to analyze 
details of your project to better understand how your projects behave and where 
the managers should invest time and resources to improve the performance. 
Notice all entries in the activity stream are clickable and when clicked they will 
take you to the source of the action that was taken. For an example, if the entry 
is for a task, when you click on the name of the activity (last name in each line) in 
the list, you are taken to the task page with the task opened in line for you. 
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Control Panel 

The project control panel is your project’s mission control room. Every project in 
Binfire has its own control panel.  The control panel is where you add people to 
your project, give them permissions and rules and a lot more.  In the following I 
have shown all you can do in this page to manage your team and project. 
 

 Title: you can change the title here. Click your mouse here and type the 
new title 

 Description: Write a brief description for your project. Think of it as the 
mission statement of your project 

 Notification: You can let the application know when to send email 
notifications  

 User categories: Binfire by default has the following user categories, 
manager, team member, customer and quest. You can add others like 
tester, auditor etc 

 Permissions: For each user category you can give permission to each 
page and feature in Binfire 

 Add members: You can add members from your workspace, or invite new 
members by email. People added from the workspace, are automatically 
added to the project and get an email notification. People you add via 
email, will get an email which they need to confirm before they are added 
to the project. If the quota for plan is reached, you get a popup to inform 
you that you need to upgrade your plan. 

 
 
After any change to this page, make sure to press save button before leaving the 
page. All changes are only accepted if they are saved. It is a good idea to give 
access to this page only to project manager and the admin in your workspace. 
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Project Report 

We used to have a button for project report on top of the project Dashboard 
page, but now you can access this option the manage workspace page. Click on 
the inverted arrow next to each project in manage workspace page and choose 
project report. The application gathers all relevant project information like late 
tasks, tasks due soon, which users have late tasks, how many tasks are still 
open and so on plus the resource loading, burn-down chart and Gantt chart 
pages and creates a multi page report in PDF format. The application downloads 
this PDF file to your local disk and you can print this report and take it to project 
or board meetings. 
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Project Burndown Chart 

One of the best tools to view the status of a project is called the Burndown chart. 
It graphs the progress of a project against a theoretical line for the duration of the 
project. This chart show how many tasks are already completed against the plan, 
how much work or effort (work days) has been complete against the plan and 
how much more work is left to finish the project. You can see in a glance if the 
project is behind schedule and by how many days. Click on this graph and a full 
page view opens for you. You can view the Burndown chart for each project in 
your workspace in the Manage Workspace page. We are adding export and print 
functionality to this graph in the near future. 

  



 

 

65 User Guide 

Project Description 

It is important to make sure all members of your team know the exact mission of 
your project. What are the goals in this project and how do you measure 
success? We used to display this description on every page of the project but it 
was taking too much space and now we only show this in the project’s control 
panel. You can add or edit the project description in the project control panel. 
There is a maximum length of 140 characters for project description. The logic 
behind this is that it forces you to come up with precise short statement to define 
your project. This way the project mission is simple and easy to remember! 
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Communication & Collaboration 

Binfire brings communication and collaboration tools needed in a project in a 
virtual office as part of work management software. The complete list of 
communication and project collaboration software tools is listed below: 
 

 Message Board: 

 Live Chat: 

 Internal Messaging 

 Interactive Whiteboard: 

 Comments: 
 
Message board is a great tool for project discussion. You can create multiple 
rooms to discuss different topics with colleagues, clients and contractors. You 
can create rooms for all members of your project or a subset based on the topic 
which you want to cover. The ability to attach files from Binfire’s Cloud storage, 
Google Drive and Dropbox enhances the message board’s functionality. 
 
Live chat is a great tool for team communication and collaboration. You can start 
talking to one of your team members and add others to the conversation as 
needed. To start the chat, just press the chat box on the right bottom of your 
page. The text at the bottom of this box tells you how many of your colleagues 
are online and logged in to Binfire. Click on somebody’s name and a chat text 
box will open. To add others, just drag their name to the chat box from the chat 
control panel. This way you can talk to one or all of your colleagues while 
working on your project. 
 
Internal messaging: If you want to leave a private message for a colleague who 
is not online, you can use the internal messaging feature in Binfire. 
 
Interactive Whiteboard: The most effective tool for online collaboration and 
brainstorming is Binfire’s interactive whiteboard. Here you can draw, write and 
paste images on an online whiteboard with your colleagues. Every member can 
draw on the whiteboard and everybody else sees the changes in real time. 
 
Comments: Binfire enables you to comment on tasks, messages, files and 
everything else stored in the application. This makes communication around a 
single item a lot more effective. 

  

https://www.binfire.com/project-collaboration-software/
https://www.binfire.com/productivity-tools/
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Internal Messaging 

Binfire’s internal messaging keeps all project communication inside the project. 
No need for email to send messages to your team mates. As we discussed in the 
previous page, Binfire offers a host of communication and collaboration features 
like group chat, message board and commenting. In addition to all of those, you 
can send & receive messages when one of your team mates isn’t online. Just 
click on your team mate’s avatar and the system opens an offline message box 
in which you can type a message. Your coworker will get notified when you log 
into Binfire and can see messages in the inbox. 
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Online Help 

When logged in, you can contact Binfire's support team by clicking on the help 
button on the top of any page. A text box opens which lets you write a detailed 
message to the support team. One of our support engineers will get back to you 
via email with answers to your questions. We do our best to answer your 
questions in a timely fashion. We answer all inquires promptly and our goal is to 
get back to you in less than 4 hours if the message is sent between 6:00AM – 
5:00 PM EST. Paid customers have priority to get questions answered over free 
customers. If your question is urgent and you are a paid customer, leave a 
telephone number, as well as a good time to call you and we will get back to you 
as soon as possible usually in less than 4 hours. 
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Project Template 

You can use any existing project in your workspace as a template for new 
projects. Doing so is easy and the system adjusts all parameters for you. To use 
a project as a template, go to the ‘workspace’ page and click on the inverted 
arrow to right of the project you want to use as a template. In the drop-down, 
select ‘duplicate project’. The application asks for a new name for the project and 
a start date. After you give the project the name and the start date, the 
application will create a new project for you. It also readjusts all tasks in the 
project based on the new start date. It also imports all project members to the 
new project. The new project is ready to go! 
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Create Project 

To create a new project, go to the ‘workspace’ page and press ‘create new 
project’ at the top of the page. A form opens which lets you give your new project 
a name and write a brief description of your project's goals. This description will 
visible to all when you team members visit the workspace page. 
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Rename Project 

To rename a project, go to the ‘workspace’ page and click on the inverted arrow 
to the right of the project name. In the drop-down menu select ‘rename’. A dialog 
box opens which lets you type a new name for the project. 
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Delete Project 

To delete a project, go to the ‘workspace’ page and click on the inverted arrow to 
the right of the project name. In the dropdown select ‘delete’. A dialog box opens 
which warns you that you are about to delete the project. Click OK or cancel. 
Warning: you can’t recover a deleted project. You can ask the Binfire support 
team to recover a deleted projected, but Binfire requires a fee for recovering 
deleted projects. 
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Archive Project 

To Archive a project, go to the ‘workspace’ page and click on the inverted arrow 
to the right of the project name. In the drop-down select ‘Archive’. Your project is 
archived. You can use the same process to activate a project which was 
archived. Notice that all your archived projects are listed at the bottom of the 
workspace page, Use the inverted arrow to select and activate your project. 
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Copy Task 

Binfire makes it easy to copy tasks inside a project or to other projects. You can 
copy a single task or a task with all of its subtasks. You can copy a subtask to a 
level one task or vice versa. You can also copy a task from one project to 
another as long as you own or have write-permission to the other project. To 
copy a task, click on the inverted arrow to the right of each task. One of the 
options in the drop down menu is ‘Copy’. Select it and a form will open to guide 
you to copy your task to the destination you want. 
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Move Task 

Binfire provides a powerful and flexible way to move tasks. To change the order 
of tasks in the same level in the task page, just use drag-and-drop to move a task 
up or down. You can move a task from its existing position to another level (level 
1 to level 2 for example) by clicking on the inverted arrow to the right of the task. 
Choose ‘Move’ from the drop down menu. A new form will open which guides 
you to move the task in between levels. To move a task from one project to 
another, again select the ‘move’ option from the drop down menu. In the move 
form select the project and the exact place in the project you want to move the 
task to, and in no time the task is moved from one project to another. You can 
move a task inside another task by using the + icon to open the task and access 
its subtasks. 
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Follow Task 

You can follow tasks by starring them. To the right of each task there is a gray 
star. If you are interested in a task which you have not created nor are assigned 
to, then by starring that task you will receive a notification every time that task is 
updated. If you click on the star, the color of the Star icon changes from gray to 
yellow. To un-follow a task, click on the star a second time. 
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Delete Task 

To delete a task, click on the inverted arrow to the right of the task. In the 
dropdown select delete. The application displays a warning sign and lets you 
either delete or cancel. Warning, if you delete a task you can’t recover it later. 
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Tag Task 

To group your tasks together, you can use the tag option in Binfire. You can add 
one or more tags to each task. For example to group all bugs in the software 
under development, tag them with the text “bug”. To differentiate between bugs, 
add a new tag like Priority 1 or Priority 2 etc. Now you can sort all tasks which 
have the tags bug and priority 1. You can add as many tags to each task as you 
like. To add a tag, click on a task name after which the inline task editing form 
opens and one of the options in the form is text box allowing you to add a tag. 
Write the text for the tag in the box and press enter. Now your task has a tag that 
you can use for search. In addition to the task page, you can add tags in the 
personal or project Dashboard. Just click on any task shown in the dashboard, a 
simple task edit box opens. One of the options in this form is adding tags. Just 
type the tags you want and press enter. 
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Search Task 

Searching tasks is easy and straight forward. Binfire uses elastic search 

technology to make searching easier and faster. You can search by status, user, 

tag or just plain text. To see how it works start typing status in the search box, 

the following options are shown in the drop down box: 

 Open 

 Closed 

 Late 

 Due Shortly 

 Due Today 
To choose an option, click on its name in the drop down box. The search term 

appears in the search box. Type tag in the search box and all tags created in the 

project show up. Type the name of any member in your project and you can sort 

the tasks assigned to them. You can also search tasks by name. Binfire uses 

elastic search. This means you can combine search terms for maximum 

flexibility. For example you can search for all tasks assigned to John Brown 

which are late. 
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Add Predecessor to Tasks 

One of the most powerful ways to make tasks dependent on each other is using 
predecessors. This is called adding dependency to a task. Let’s assume one of 
your tasks can’t start until another task in your project is completed. For example 
to install the windows, the wall needs to be finished. This could be accomplished 
by using predecessor. You have two tasks in your project. One called ‘build wall’, 
the second ‘install windows’. Go to task “Install widows” and type “build wall” in 
the box labeled ‘Predecessor’. After you press return, the application adjusts the 
start of the task ‘install windows’ to the next day after the task ‘build wall’ due 
date. 
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Add Members to Project 

Adding members to your project is easy. Go to ‘Project Settings’ and invite 
members to your project by using their email addresses. If you have other 
projects in your workspace, you can add members from those projects to your 
new project by clicking the + button next to each name. To add new members, 
you just need their email address. Enter the email address in the box and press 
send. An email is sent to people who you invite to your project. After they 
confirm, their name will show up in your project. You can enter multiple email 
addresses separating them with commas (,). You don’t need to enter user 
names, the application asks the new users to add their first and last names as 
well as to to choose a password when they confirm. If the user you add is already 
a member of Binfire, they just need to confirm accepting to join your project. 
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File Version 

Binfire automatically keeps all versions of all your files. To save a version of a 
document you don’t need to do anything, the app does it automatically. There are 
two ways to get to a file’s version. In the left column in the file page, to the right of 
each file you find a three dot (…) control. Click on it and a drop down menu 
opens. On option in this dropdown menu is version. Click on version to open a 
dialog which displays all versions of the file. 
 
You can also click on the file in the left column. The content of the file is 
displayed in the right section. Under the content there are a few options, one of 
them being called version. Click on version and every version of the files is 
shown. Click on the version you want to download. 
 
Notice if you use the download option in the three dot control, you download the 
latest version. 
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Lock File 

One of the great collaborative features in Binfire’s file manager is the ability to 
lock files. If you are working on a document with a group of people and don’t 
want your collogues to start changing the document while you are working on it, 
you can lock the file. This way everybody knows who is working on a document 
at any time. To lock a file, click on the inverted arrow to the right of the file and 
select ‘Lock’ from the drop-down menu. In addition to this, every time you 
download a file the application asks you if you want to lock the file. After you are 
done with editing the document, upload a new version and the lock is removed. 
You can also unlock a file manually by pressing again on the inverted arrow and 
selecting ‘Unlock’. 
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Follow File 

If you are interested in the status of a file and want to know when it gets updated 
every time the file is uploaded, just Star it. To the left of each file there is a gray 
star. Click on it and its color changes to yellow. After you Star a file, every time 
the file is updated you will get an email notification. 
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Send Documents 

Send documents to colleagues, suppliers and other people outside your project. 
To create the link, click on the inverted arrow to the right of each file and choose 
‘Share’. Copy the link and send it to your colleagues. Notice that a shared file has 
a shelf life of a month and will expire after that. Also the people who get the file 
with this method get their own copy of the file and can’t collaborate with you on 
that document. To collaborate on documents with people you want to, you need 
to add them to your project first and use the files in the project folder for 
collaboration. 
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Document Collaboration 

You can collaborate on PDF documents and image files online using the 
application’s unique markup tool. Currently we support PDF file formats and 
image files but in the future we will support Word, Excel and Power Point type 
documents. You can collaborate on documents that are uploaded to your project 
folder. To start collaboration, click on any PDF or image file and ask your team to 
do the same thing at the same time. The document opens online is a new 
browse. Use of Binfire Chat or Skype will enhance the collaboration while you are 
marking up documents. When the file is opened on your browser, click on the 
collaborate switch on top right of the page. This makes it possible to collaborate 
with members of your team.  You can draw, write or mark over the existing text in 
the document. As you do that anybody else who has the document opened and 
has turned the collaborate switch one will see actions and changes you make on 
the whiteboard. Your team members can also write or draw on the document 
which will be visible to everybody who has opened the document. This creates a 
truly collaborative work environment for brainstorming and sharing ideas. The 
markup tool runs on any device and browser. 
 
Please note the controls for markup tool and the interactive whiteboard are the 
same. Everything you can do in the whiteboard you can do on document which 
you are collaborating. Also note, the markup is a separate layer on top of the 
document saved in the cloud. The actual file is not altered. You always have 
access to the file with no markup. To download the marked up document, use 
download in the markup tool browser. Click on file button on top of the page and 
select download. An image file with all your changes is downloaded into your 
computer. 

  

https://www.binfire.com/interactive-whiteboard
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User Category 

To control who can do what or see what in your project, Binfire has created user 
categories or project roles. Binfire has 3 predefined user categories which are 
manager, team member and customer. Each one of these user categories has its 
own permissions which you can change. You can create your own user 
categories like contractor; suppliers etc and give them the permissions you want. 
There is no limit on the number of user categories you can create. In the project 
‘Control Panel’ you can manage user category & permission for each member of 
your project. 
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User Permissions 

You can give members of your project different permissions depending on their 
job function. For each page in Binfire you can give no access, read access or full 
access permission to individual team members. To do so, go to the project 
‘Control Panel’ to create user categories. Assign each category the permissions 
you want for each page. Assign each member of your team a category. You can 
create user categories like employee, customer, contractor and supplier and so 
on and assign each team member in your project a user category. 
 
In the near future we plan to introduce a guest category which will have view 
options to your projects but cannot add or modify tasks, files etc. 
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Work Breakdown Structure 

Binfire’s task manager supports Work Breakdown Structure (WBS) methodology. 
WBS is a great way to break down a complex project to many simple tasks. You 
can create tasks and then divide them into subtasks. You can give subtasks their 
own subtasks and so on. You can continue creating subtasks up to 6 levels deep 
to support the most complex projects. PMI recommends a project management 
application which supports subtasks 6 levels deep. 
 
The Project management institute also recommends using work breakdown 
structure for professional and government sponsored projects. 

  

http://en.wikipedia.org/wiki/Work_breakdown_structure
http://www.pmi.org/
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To Do List 

Even though Binfire supports complex tasks structures, you can still use is it for a 
simple to-do list. In the task page just type each to-do you have and press return. 
You can create flat to-do list for yourself or assign them to members of your 
project. You have all the advantages of a robust task management system plus 
the ease of use and simplicity of a to-do list. As your project becomes more 
complex, you will be able to take advantage of the powerful task management 
system without the pain of switching from one application to another. 

  



 

 

91 User Guide 

Agile project management software 

Agile project management methodology has gained a lot of traction recently, 
especially among start ups and high tech companies. Agile is an iterative 
management process used in the past by software development teams and more 
recently by other industries. The development is divided into small iterations 
called sprints.  Each sprint is typically between 2 to 6 weeks. After a iteration is 
finished, the team reviews the result and lessons learned are applied to the next 
sprint. The major advantage of agile is that the make it easy to respond to 
changes in requirements and market shift. It also brings up issues in design and 
development much sooner than any other project management method. Agile 
relies on fast decision making to finish the project in the shortest time possible. 
Agile is not a good method for projects in which decisions are made by 
committee. 
 
Binfire’s task manager supports agile project management methods and its 
variants like scrum. The personal and project dashboards let you have different 
lists for backlog, open tasks, working on tasks, waiting for approval and done.  If 
your project is light you can use the dashboard’s Kanban board to plan all tasks 
in your project. For more complicated projects, the task manger supports 
advance features needed by such projects. 
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Waterfall project management software 

Waterfall project management method is a sequential process used in many 
industries. In fact most heavy projects in construction, manufacturing and 
defense related software engineering use this method. The term waterfall is used 
since the process is like flowing downward from one phase to another. As an 
example, requirements are worked out first, then when that is finished, design 
starts. When design is finished, the implementation starts and so forth. The 
advantage of waterfall is that all aspects of the product and its implementation 
are thoroughly thought out. So if all goes according the plan, the process will be 
most efficient. The shortcoming with water fall is that, project rarely go according 
to plan. Things change, the market changes, the customer changes its mind and 
more. 
 
Binfire’s task manager supports Waterfall methodology. The basic element of 
waterfall method is the work breakdown structure or WBS which is fully 
supported by task manager. Subtasks to 6 levels are supported and task could 
have dependencies. 
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Hybrid project management software 

Hybrid project management methodology is a new project management 
approach which combines agile method with traditional methods like waterfall. In 
hybrid project management method the requirements and design are worked out 
in detail at the beginning of the project, then the design is divided into small 
development phases called sprint. So at the beginning Hybrid method used tools 
found in waterfall method. When design is completed, the process shifts to agile 
method. This way the project benefits from strength of both approaches. 
 
The task manager supports hybrid project management method completely. In 
fact from very beginning Binfire was designed to be used by our team as a tool 
for managing projects using hybrid method. The task manager supports 
everything needed in ant task management method including waterfall method. 
The Kanban in the dashboard support agile method. The combination of these 
two methods is the most effective way for managing projects small or large and 
the results are nothing less than breathtaking. Give Hybrid project management 
method a try. It is the hot trend in the project management for the past ten years. 
The learning curve for those familiar with waterfall and or agile is very short. If 
you are not familiar with this method check our blog Collaboration Corner. We 
cover this topic extensively. If you still have questions, contact us at 
support@binfire.com. One of our project managers including our founder David 
R. Robins who is a pioneer in Hybrid project management methodology will 
answer your questions. 

  

https://www.binfire.com/blog/2016/08/hybrid-project-management-case-study/
https://www.binfire.com/blog/
mailto:support@binfire.com
https://www.linkedin.com/in/davidrrobins
https://www.linkedin.com/in/davidrrobins
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Kanban Board software 

Kanban is a Japanese team meaning boards. It was developed and used by 
Japanese manufactures to streamline and speed manufacturing process. The 
process is called just in time or lean manufacturing. It was adapted first by 
software engineering discipline and more recently by other engineering 
disciplines. 
 
Both personal and project dashboards includes one of the best Kanban boards in 
the industry. The board is divided in to five lists as shown below: 

 Backlog 

 Open tasks 

 Working on 

 Waiting for approval  

 Done 
 
The user can drag tasks from one list to another. If you don’t use a list, you can 
hide it in the UI. In the future we enable users to change the name of the lists and 
create new lists if needed. 
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Work Management Software 

Project management software is good, but work management is much better. A 
project is not only tasks and assignments. It is the conversations held during 
project life cycle. It is the back and forth between stakeholders on requirements, 
functionality and execution. It is who did what when? So work management 
software has all elements of project management software plus robust 
communication and collaboration tools. Binfire is the only truly work management 
software in the market today. 
 
What constitute good work management software? In the following we have 
listed all features and functionality needed in work management software: 
 

 Task management with subtask and dependencies, supporting Agile, 
waterfall and Hybrid 

 Interactive Gantt chart 

 Bug tracking 

 Resource loading 

 Powerful dashboard 

 Project statistics 

 Communication tools like chat, internal messaging and message board 

 Collaboration tools like interactive whiteboard and document markup 

 Commenting on tasks, files and messages 

 Social tools like follow and tag 

 Project analytics 

 Ability to assign different permissions and user categories 

  

https://www.binfire.com/user-guide/bug-tracking-software/
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Getting Things Done 

A new approach for getting teams to be more productive and finishing projects on 
time and on budget promoted by David Allen is called Getting Things Done or 
GTD for short. Binfire’s flexible task management system supports GTD and in 
fact we use GTD in our own development department inside Binfire. The idea 
behind Get Things Done is very simple but powerful. It requires the following 
actions by you: 
 

 Document everything you need to do in a list. 

 Order the list based on your priorities and do it often 

 Drop tasks which never come up to the top of the list   

 Keep the list short 
 
This approach helps teams to focus on important tasks at hand and only work on 
things that really count. 

  

http://gettingthingsdone.com/
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Virtual Office 

Binfire has created an optimal virtual office for both traditional and distributed 

teams! Even people, who work in the same office, are not in the office all the time 

at the same time. Virtual teams benefit most from the collaboration features in 

the application. These workers travel a lot, they work from home and in many 

cases their colleagues or clients are not in the same location as they are. We 

currently have many elements needed in creating a great virtual office 

environment. These features include: 

 

 Message board 

 Group Chat 

 Interactive whiteboard 

 Document collaboration using document markup 

 Instant notification 

 Internal messaging 

 Commenting with ability to attach files 
 

In the future we will plan to add or integrate using third party software the 

following features: 

 Voice 

 Video 

 Instant messaging 

 Stand alone native apps for communication and collaboration 
 

Virtual office helps teams to communicate and collaborate better and more 

frequently when they are not in the same location or while they are traveling.  

  



 

 

98 User Guide 

Productivity Software 

The ultimate goal of any project management or collaboration software is to help 
improve a team’s productivity. By combining the traditional project management 
tools with collaboration features in one application, Binfire has created a powerful 
productivity application for both traditional and distributed (virtual) teams called 
work management software. There is no need for email, spreadsheets and power 
point presentations any more. Binfire includes all tools a team needs for 
communication, collaboration and brainstorming plus fantastic task management 
software which can accommodate any project large or small, simple or 
complicated. Binfire supports Agile, Waterfall and Hybrid project management 
methods. So regardless of the methodology you use, Binfire is the solution to 
help your team to be more productive. Productivity software is the intersection of 
best project management software with great collaboration tools. In Binfire you 
can view PDF and Image files online. You can collaborate on these documents 
using the markup tool embedded in the application. You can communicate, 
collaborate and have brainstorming session using, message board, group chat 
and interactive whiteboard. The task management tool not only supports 
subtasks, dependencies, tags, comments, multiple assignments, it also includes 
am interactive Gantt chart which is second to none.  

  

https://www.binfire.com/blog/2016/08/hybrid-project-management-case-study/
https://www.binfire.com/pdf-markup-tool/
https://www.binfire.com/message-board/
https://www.binfire.com/best-task-management-software/
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Application Shortcut keys 

The project management software employees a set of shortcut keys to make the 
application easier and faster to use. To see the shortcut keys for each page, just 
click on the key “H” on your keyboard while you are in any page in the 
application. An overlay page appears on the page which shows all shortcut keys 
for that page. As long as you hold the H key, the overlay stays on the screen. To 
see the complete list of shortcut keys, check shortcut keys page in Binfire. If you 
have suggestions for new shortcut keys please send them to 
support@binfire.com and we will implement them in the future versions of the 
application. 
 

 

 

 

 
  
 

 

 

 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.binfire.com/keyboard-shortcuts/
mailto:support@binfire.com
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