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1 Project Space Administration

Project Space Administration is generally only included in the PM
Professional package. You find information regarding your membership
and the subscribed packages on the "Start” page in the menu "My
packages". If you do not find the "PM Professional" package there,
you can subscribe to it by clicking on your present package, or on the
"conject Community Member" link if you do not have any package.

All applications in the PM Professional package are managed through
roles. For more information, please refer to Chapter 3.1.

If you like to enable or disable certain applications or functionalities for
a project, please contact the support team.

1.1 Creating a Project Space

You can create a new project with the following steps:

1. Click on "Create new project" on the starting page.

Welcome, Bob Builder!

My projects My organisations

My projecks
[ :-}1 Create new project G]

Q Open projects in Explarer

=« Demo project
b

My profile

£7 Edit personal profile
My packages

'@ PM Professional
t&' Cnline Mesting SL

2. On the next screen choose, whether you like to start with an
"Empty Template" or with a "Public Template" (a completely
configured project, but only in German) and proceed with "Next".
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3. Enter the "Project name" in the following and add a project logo
if required. Both can be changed later on in the "Administration”
application window.

4. Finish your entries with "Finalize".
5. Your project will be listed on the Start page under "My projects".

1.2 Changing the Project Profile

The basic project specifications can be viewed by all project
participants, but may only be changed by administrators with the
appropriate capabilities:

1. Go to the "Administration" application.

2. Then select the menu item "Project profile".

H=- © £ o
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3. Make the necessary changes and end the process with "Save".
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1.3 Finishing a Project

If you like to finish a project, the needed capability must be enabled by
conject, and the Administrator must assign the capability to a role.

1. Go to the "Ad-ministration" application.
2. Select the menu item "Finish project".

3. Finish the project permanently with "Finish".

W Note: Note that all data will be permanently deleted from the
project. For this reason, please set up an archive in time.

1.4 Archiving a Project

1. Go to the "Administration" application.

2. Select the menu item "Project participants".

3. Select the participants for which you want to request an archive.
4

Click on "Archive" and next on "Send request".

¥ Note: A conject consultant will contact you and check whether you
are permitted to request an Archive for those participants.

¥ Note: Do not remove a participant if you need to archive the
project space later for this participant.
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2 Project Participant Administration

Administration of project

participants includes | e e gt Ven

invitation, activation, |~ & Did W W 9 r'-'.!g

disconnection and |8 & § i Jeote Contraton

removal of participants :

from a Project Space. ["P a T

You will find an overview | B wnres D] 8 Extemal Contacs

of all project participants T Defivered Reports [0 Aldravings

and their status in the L@ categories

"Participants List" C1 & Chenged Doaments
[0 8 Document History

report. O Drawings history
O 8 Al Contacts (Externa Cor
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2.1 Inviting Project Participants

1. Go to the "Administration" application.

2. Select the menu item "Project participants".
3. Click on "New".
4. Select “Participants" in the drop-down menu.

5. Enter the e-mail address of the new project participant in the “"Add
Participant” window.
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6. You can add further participants using the "Add more" button. Via
the drop-down menu "Language" you can select the language of
~ the invitation for each participant.

' Note: In order to invite several participants at one time, you can
copy several e-mail addresses, for example from an Excel list, directly
to the entry field. The language selection then applies to all
participants.

| —

Add participant =
[BDaEE e
Trindiba: [0 Sraner
[0 Provieat; wasraspmarat
Emal Lo e e GIG Pt dessioparant
ru-lmmm F_[|m g Han
| fadd roew | Q ol Coscution - Contracione
Al @ persanal sate {optonal): e
/ _ox J| cosedd |

Al il DR Do grodps [eptonall:

| (=@

9 N IEETTIETT | | .
—_——————

7. Via the "Edit" button you can assign the new participants to one or
more groups automatically.

8. In the “"Choose groups” window select groups and confirm your
entry with "OK".

'Y Note: By the group assignment the new participants get permission
on folders, documents and drawings. For further information, please
refer to chapter 3.2.

'Y Note: The selected groups are assigned to all new participants
invited together and cannot be assigned on an individual basis. If you

conject

wish to assign several new participants to different groups you must
either invite them individually with a group assignment or invite them
together without a group assignment and assign them to the various
groups later on. For further information, please refer to Chapter 4.2.

9. After clicking "Send invitations", the new participants will receive
an e-mail with the access code for the project.

2.2 Adding participants

If you add a new participant from an existing organisation or project,
that participant will not receive an invitation with an access code,
but rather notification that he or she has been added to the project.
Proceed to step 4 as described in chapter 2.1.

1. In the "Add Participant" window click on the link "or select
participants from contact list ...".

2. Via the dropdown menu on the right upper corner you can choose
the right project to which the participants already belong.

3. A pick list of all available participants of the chosen project or
organisation is shown. Mark the needed participants and click on
"OK" to add them to the invitation. Proceed with step 7 as
described in chapter 2.1.
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2.3 Set up substitute rules

In a project space the administrator can define one or several
substitutes for a single participant. The substitute (for example, an
assistant) can use all the functions and permissions of the participant
for whom he or she is substituting (for example, a department head)
and thus act on his/hers behalf:

1. Choose the participant who should have an substitute.
2. Click on "Profile" in the tool bar to edit the participant profile.

& ™

-
i T

Mew Edit Connection

Participants

[ Surname
Becker, Peter Q ] conject AG™ support@conject.com
|:| Mustermann, Max comject AG™ support@conject.com

Go to the "Substitution” tab.

Click on the "Add" button.

Select the substitute and confirm your selection with "OK".
Confirm the Substitution rule with "Save".

o v kW

Personal Project Settings Substitution

General

Membership

Select 2 participant as substitute for this project. The participant will have
the same view on the project and can act as your substitute.

[

# E:} Add l Remawe e

o

& Organization

[ 1 Mame

Mustermann, Max conject AG™
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¥ Note: During the substitution only the substitute is tracked as the
actor in the history of documents, drawings and conversations.

7. In order to cancel a substitution rule mark the substitute and click
on "Remove".

2.4 Disconnecting Project Participants (Denying
Access)

With the option “"Disconnect” you can temporarily deny a project
participant the access to work in the Project Space:

Ackions  Extras

1. Mark the right participant

and open the "Edit
Connection" drop-down
menu. Connect new participant

2. In the drop'dOWn menu 5 Select participank from contact list
select either the option 4| # oisconnect
"Disconnect" or Disconneck and nokify e

corec

"Disconnect and notify",
to inform the project
participant.

conject

¥ Note: The participant receives the status "Not connected" and
temporarily has no access to the Project Space and documents located

there.
5 ©

) L]
% Note: You can remove the Connect new particpant
status "_Not connected" again Bl Select partidpant from contact bs
at any time: _

Disconnect
. - . Disconnect and notify

3. Mark the right participant. P Buide Dot e Na—
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4. Open the drop-down menu "Edit Connection" and choose
"Connect new participants" (see chapter 2.2).

5. In the following window, fill in all the mandatory fields on the
"Participant data" tab.

6. Click on "Send invitation".

5 - Send invitation I'? Reset custom kext Close

Salukation: |Mr vl
First narme: + Peter | Farmily name: + becker
Email: + peter becker@conject.com | e

' Note: Select the option "Connect participants from the contact
list" to connect project participants from either an organization or a
project (see chapter 2.2).

2.5 Removing Participants from the Project

1. Mark the participant
you wish to
permanently  remove
from the project.

2. Click on the "Remove"
button in the toolbar.
The participant will be
notified by e-mail that
he has been removed
from the project.
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¥ Note: You can only remove participants with the status "Not
connected" or "Invited". Therefore, you must first disconnect an
active project participant as described in Chapter 2.4.

¥ Note: Do not remove a participant if you need to archive the
project space later for this participant.

¥ Note: To assign a new owner to the documents, drawings and
other objects of the participant to be removed, you must bequeath i.e.
transfer them to another project participant. You must do it prior to the
removal and is only possible in the status "Not connected":

1. Mark the
(disconnected)
participant to be
removed.

2. In the "Actions"
menu select the

" ; « Connect new participant

=
" Select participant from contact list
| &7 Profile

B o N

Disconnect and notify

"Bequeath" 2
option. i Remere
3. Select th =
. elec e = o
. ip 3, Bequeath
inheriting (2
participant and click on "OK".
Beguasthing particpant: Tvonne Somr
Bacpmath oararshion:
Begeathresirshes) [
Sekect inheriting garticigank
LU o Onganirabion Pl FPhana Staha
Lo el chwigioph huwsn Bonngsct oo+ [ EN0 5] 26k 51 T Ao
C,‘-uu-n--e canmed pater becher Bcongack. oo 43 [ 1309] 288 11 2 Acken
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