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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 ò 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 cetain 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.  

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 ". 

3. Enter the "Project  name " and a 
"Project e -mail " in the following 

and add a project logo if required. 
This can be changed later on in 

the ñAdministration ò application 
window. 

4. Finish your entries with 

"Finalize ". 

5. Your project will be listed on the Star t  page under "My projects ". 

 

 

Note:  You have the opportunity to store e -mailôs, which you are receive via 

your e-mail program (e.g. Outlook), into the project space  with the "project e -

mail " address. In this case we distinguish two different possib ilities: 

1. You have received an e-mail which you want to store. Please forward this e -

mail without any comment to the "project e -mail " address. The original 
date and sender address will be assumed in the project space. 

2. You reply to an e-mail and would like t o store your answer in the project 
space. To do this, please insert the "project e -mail " address in the CC field 

of the relevant e -mail.
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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 p rofile ". 

  

3. Make the necessary changes and end the process with "Save ". 

1.3  Finishing a Project  

If you like  to fin ish a project, the required  capability must be enabled by conject, 

and the Administrator of the Project Space must assign the capability to a  role. 

1. Go to the "Adminis t ration " application. 

2. Select the menu item "Finish project ". 

3. Finish the project permanently with a click on "Finish ". 

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.  

 

2  Project Participant Administration  

Administration of project 
participants includes 

invitation, activation, 

disconnection and removal 
of participants from a 

Project Space. You will find 
an overview of all project 

participants and their status 

in the " Participants  List " 
report.  

 



 

 

Seite 4  

 

2.1  Inviting Project Participants  

1. Go to the 

"Administration " 
application. 

2. Select the menu 
item "Project 

participants ". 

3. Click on "Add ". 

4. Enter the e-mail 

address of the new 
project participant in the "Email " field under "Send invitation to ". 

5. You can add further participants using the " Add  more " link. Select the 
language of the invitation for each participant  via the drop-down menu 

"Language ". 

Note: To invite several participants at one time, you can type in several e-

mail addresses in the "Email " field. Separate e-mail addresses with a blank or 
semicolon. The language selection then applies to all participants.  

6. Automatically assign new participants to one or more groups via the "Edit " 
button.  

7. In the next window select groups and confirm with "OK". 

Note:  The selected groups are assigned to all new participants invited 

together and cannot be assigned on an individual basis. If you wish to assign 

several new participants to different groups you must either invite them 

individually with a group a ssignment 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.  

8. After clicking "Send invitations ", the new participants will receive an e -mail 

with the access code  for the project.  

 

Note: In the project participant list you can see when a participant was 

invited. You will receive a confirmation via E-Mail after the invited participant has 

registered in the project room.   

2.2  Adding participants  

If you add  a new participant from a n 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 " Show participant  lis t " 

under "Or add participant ". 

2. Select the right project to which the participants already belong via the 
dropdown menu on the right upper corner. Alternatively you can use the 

search field to search for participants.  



 

 

Seite 5  

 

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 6 as described in chapter 2.1.  

 

2.3  Set up Sub stitution Rules  

In a Project Space you can define one or several substitutes for a 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. He receives also all messages 
of the principal in the project space. But he will not receive any e -mailôs e.g. in 

Outlook. 

1. Choose the 
participant who 

should have a 
substitute. 

2. Click on "Profile " 

in the tool ba r to 
edit the 

participant ôs 
profile . 

3. Go to the 

"Substitution " 

tab. 

4. Click on the "Add " 

button.  

5. Select the 

substitute and 
confirm your 

selection with "OK". 

6. Confirm the Substitution rule with " Save ". 

Note:  During the substitution only the substitute is  tracked as the actor in 

the history of documents, drawings and Messages. 

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

2.4  Deactivating  Project Participants (Denying Access)  

With the function "Deactivate " you can temporarily deny a project participant 
the access to work in the Project Space: 

Mark the right participant and click on "Deactivate ". The participant receives 
the status "Deactivated " and temporarily has no access to the Project Space 

and documents located there. 

You can remove the status "Deactivated " again at any time:  

Mark the right participant and click on "Activate ". 

With the option "Remove " you can remove invited participant which are not yet 
registered in the project room.  

Mark the right participant and click on "Remove ". 
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3  Rights Concept: Function and Object Rights  

Function and object rights together regulate what a user in a project can view 

and which actions he can generally carry out with objects  (e.g. documents, 
drawings or messages). 

Function rights  are comparable to global capabilities . They are managed in 
projects by using roles, and they determine which applications and functions the 

project participants can generally use, for example: use sights or to use the 

module tenders, for example use sights or use the tenderôs module. 

Note: Capabilities are also determined by the service package the user has 

subscribed to. You will find information on your membership and the packages, 

which you have subscribed to on the start  page on "My packages ". You can 
subscribe other packages by clicking on your present package or on the 

"conject Community Member " link if you do not have any package . Our sales 
representatives team is also be happy to assist you. You will find our contact 

information on the coversheet of page 1. 

Object rights or Permissions (read, write, and full access) regulate the access 
to objects (e.g. directories , documents, or drawings). Each permission enables 

certain actions with an object , such as viewing, downloading, or editing.  

3.1  Function Rights (cap abilities) and Roles  

Function rights are bundled together in roles and are assigned to individual 

project participants.  

When a new Project Space or a new organization is created two standard roles 

"Default Project Creator " and "Default Project Participant  are 
automatically generated. 

All Project Participants are automatically assigned the role "Default Project 

Participant " and, as a result, can use the most important basic functions. If you 
liked to assign administration rights to a project participant in your project you 

must assign him the standard role " Default Project Creator ". 

In addition, a project administrator can assign further capabilities to project 

participants via standard roles or new, created roles. A project participant can 

thus be assigned to several roles. The capabilities are additionally available to 
him. 

Participants can only then use the capabilities of the roles if the capabilities are 
also included in the subscribed service package. The package defines the 

maximum capabilities which you can use. Roles define the capabilities which the 
project administrator assigns to you in a project.  

Note: If you need certain capabilities for a project,  which are not included in 

the PM Professional package, you can have these enabled by conject as an 
additional module  for the project. Additional modules are then available to all 

project participants on an unlimited basis and independent of a service package. 

3.1.1  Creating Roles  

To create a project-specific role, proceed as follows: 

1. Go to the "Administratio n" application.   

2. Select the menu item "Roles ". You see a list of all existing project roles.  

3. To create a new role, click on "New role " in the tool bar.  
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4. Assign the "Role 

Name " and, if 

needed, add a 
description to it.  

5. Activate the check 
box "Default f or 

Participants " if 
the role is to be 

assigned 

automatically to 
project 

participants added in future.  

6. Now change to the "Members " tab to assign project participants to the role.  

7. At the right you see a pick list of the project participants. To sort the list  you 

can click on the column headers or you can use the search field to find the 
right participant . You can assign participants in two ways: 

8. You can select multiple participants by enabling the check box and then 
"Add All Selected ". Or you can directly select individual participants by 

using the green plus sign on the front of the line.   

 

9. Change to the "Capabilities " tab in order to add the needed capabilities to 

the role. 

10. The tree structure represents a hierarchy of all available functionalities, 
sorted by application. Click the  sign to see the whole tree. You activate 

the capabilities for the new role by enabling the check boxes.  

Definition of the check boxes: 

>   Empty  check box : All sub-

ordinate capabilities are not 
activated.   

>   Filled  check bo x : Subordinate 

capabilities of an application or 
functionality are partially 

activated. 

>   Mark ed check box : Capability 

is activated or all capabilities of 

an application or functionality are 
activated. 

11. Complete the creation of the role 

with "Save ". 

 

Note:  Changes to roles or capabilities become effective only when you enter 

the project again . After making a change, go to the "Start  page " and then back 
to your project . Logging in again also makes the changes effective. 
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3.1.2  Deleting  and Editing Roles  

Mark the role to be edited and then click on 

"Properties " in the toolbar . 

Proceed with the wanted changes as described 

in Chapter 7.1.1. Apply your changes with 
"Save ". 

Mark the role in question and then click on 

"Delete role " in the toolbar. Then confirm the 
following security prompt with "OK". 

Note: Please note, that all functions in the 

project room will be deactivated for all 
participants if you delete the system roles default project creator and /or default 

project participant . This also affects the project administrators. Proper working in 
the project space and the administration is no longer possible.  

3.2  Obje ct  Rights, Permissions  

Permissions define which access rights a project participant has to the objects 
(e.g. documents or drawings) and which action s (e.g. downloading or editing) 

he can carry out with this object . 

Permissions are generally assigned via the object Properties . How to 

administrate the permissions for documents or drawings is described in the 

corresponding manuals for Document- and Drawing Management. You will find 
object rights for directories in Chapter 6. 

4  Group  Administration  

Object rights i.e. permissions for a project are solely assigned through groups . 

Groups join various project participants together. This allows you easily to 

provide different participant groups with various permissions to folders and 

documents, and also use them as a distribution list for notification purposes.  

Note: Please note that a group can only be created and edited by a project 
participant who have the necessary capabilities and object rights. Please refer to 

the note at the end of the chapter . 

You will find a complete overview of all groups in the project and their members 
in the report  "Group membership matrix ". For further information, please 

refer to chapter 4.2. 

4.1  Creating and Renaming Groups  

1. Go to the "Administration " application.   

 

2. Select the menu item "Group s". 

3. Click on "New  group " in the toolbar .  

4. In the following window, enter the "Group  Nam e" and click on "Save ". 

5. You can rename a group anytime by selecting it from the list and opening it 

via the "Properties " button. On the "General " tab you can change the 

name and confirm your entry with "Save ". 

3. 
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4.2  Use Groups for Communication  

To use groups for communication you have the opportuniti to assign group e -

mail adresses . With this adesses everybody can send a message to the group 
members into the project room.  

Please do the following to send a message to a group: 

1. Go to the "Administration " application. 

2. Select the menu item "Groups ". 

3. Select the group for which you want to set or change an e-mail adress. 

4. .Click on the "Properties " button.  

5. In the next window you can set the "Group e -mail adress ". 

6. Click on "Save ". 

4.3  Adding and Removing Group Members  

In order to edit a group, mark it and then click on "Properties " in the toolbar. 
You can then either add or remove new members on the "Members " t ab. 

Note: Participants can only be added to a group on an individual basis. 

Hierarchical relationships between groups are not possible due to security 
reasons. In order to verif y and change the assignment of participants to groups 

you can use the group membership matrix . Please read chapter 4.4 for more 
information.  

 

4.4  Group -Administrators  

To define who can edit a group (e.g. to add new group members) you can assign 

group admi nistrators  for the group . To do this, go to the "Administrators " 
tab of the group "Properties " and add groups or single participants to the left 

side. 

 

As a group administrator you can add new participants to the group  or remove 
existing group members, and you can change all group allocations. All 

participants of the project can view the members of a group at any time  

Note:  We recommend creating an administration  gr oup  and to appoint 

this group as group administrator on all groups , so that not only the creator of 

a group can edit it, for example add a new  participant. 

If you want to set up these or other settings for several or all groups, you can 

use the Group administration matrix . Please read chapter 4.5 for more 

information.  

4.5  Working with the Group Me mbership Matrix  

By using the Group membership matrix you can quickly and easily verify and 

change the assignments of the participants to the groups in the project : 
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A. First you export  the group membership matrix : 

Please refer to chapter 6.6 , bullet point A.  for how to request and download 

the report. The name of the corresponding report of Step A is " Group 
membership matrix ". 

B. Then you format  the group membership matrix:  

Please refer to chapter 6.6 , bullet point B . for how to format the matrix for an 

easier handling. Depending on the extent and therewith on the readability of the 
matrix perform steps 1. to 13.  

C. Next  you edit   the group membership matr ix: 

The groups, which you can assign participants to, are listed in the first row.  The 
participants are listed in columns 1 to 3:  

 

You assign active participants as well as invited participants (see row 2 in the 
example) by entering a small "x" in the corresponding cell. As shown in the 

example, Mr. Stefan Weißhaupt from Consulting Company is assigned to the 
groups "A00 Owner " and "B02 Consultants ". 

D. Finally you import the group membership matrix: 

Please refer to chapter 6.6  under bullet point D. for how to import the matrix 

back to the Project Space. As opposed to step 2, select the option "Import 
group -membershi p-matrix ". 

Note:  If the group or a participant structure has been changed in the Project 

Space (e.g. deleted or renamed), while you are editing the matrix, you must 

adopt the changes in the matrix as well.  I f this is not the case, the import will fail 
since the number and/or name of the groups and the participants no longer 

corresponds. 

4.6  Working with the Group Administrators Matrix  

With the Group administrators matrix you can quickly and easily appoint group 

administrators, as described in chapter 4.3, for several or all groups: 

A. First export  the Group administration matrix : 

Please refer to chapter 6.6,  bullet point  A. for how to request and download 

the report . The name of the corresponding report of Step A is "Group 
administrators matrix ". 

B. Then you format  the Group administration matrix:  

Please refer to chapter 6.6  under bullet point B . for how to format the matrix 

for an easier handling. Depending on the extent and therewith on the readability 

of the matrix perform steps 1. to 11.  

C. Now editing  of the Group administration matrix can proceed: 

Groups to which you can assign administrator permission are listed in the first 
row. The groups which are edited are listed in the first column. Set the 

administrator permission for a group with a "X" in the corresponding row of the 
group. 

 

In the example the group " ZZ Admin " got administrator permissions on all 
groups (this is the recommended setting, see chapter 4.3).  



 

 

Seite 11  

 

D. Finally you import, the Group administration matrix: 

Please refer to chapter 6.6 , bullet point D . for  how to import the matrix back 

to the Project Space. As opposed to step 2, select the option "Import group -
permission -matrix ". 

Note:  If d uring editing of the Group administration matrix changes in the 

group structure (e.g. deletion or renaming of a group ) in the Project Space has 
been carried out, they must be carried over to the group membership matrix . I f 

this is not the case, the import will fail since the number and/or name of groups 

will no longer correspond. 

5  Categorie s and Views  

5.1  What are Categories  and  Views ? 

Categories  describe certain attributes of a document (and other objects), like 
the type of a document or the creator of a document . You can create as many 

own categories as needed, such as the construction phase or the trade. Every 
categor y contains a list of categor y values which can be freely defined. Only 

these values, determined by the administrator of the project, can be assigned by 

users as an attribute to a document or a message. A potential list of category 
values for the category "Construction phase" could include "Preliminary", 

"License", " Execution", for example. A document can thus be assigned 
specifically to a certain phase or several phases.  

A view makes it possible to find documents in relation to certain properties  
(categorie s) ï independent of the location of the documents within the 

directory structure . 

Using a view  it is possible to find documents with the same properties or 
categories quickly. A view consists of as many levels as needed. On every level 

of a view a certain category  is displayed. Documents with similar category values 
on a level (e.g. all documents set up by the project management ) are pooled. 

The concept is particularly high-performance when using several categories as 

levels in one view.  

Example :  In a project the categories "Meeting minutes " and "Sender " are 

used. Every document is assigned a sender and a meeting minute type. Using a 

correspondingly constructed view (first level : sender, second level : meeting 
minutes ) it is possible to find the wanted meeting minut e in a very short time : 

>  A click on the 
PH ï Project 

Head  
displays all  

meeting 

minutes, 
regardless of 

the type of 
meeting 

minutes that 

were set up 
by the project 

head. 

>  With a click 

on Designer 
meeting , as 

shown in the 

example, only 
those meeting 

minutes are 
displayed with 

the type of designer meeting set up by the project head.  

5.2  Defining and M aintain in g Categories  

1. Go to the "Administration " application. 

2. Select the menu item "Categories ". 

3. Click on "New  category " in the toolbar.  
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4. On the "General " tab enter the name and whether the c ategory must be set 

up as a mandatory category for new documents .   

5. Add category values on the "Values " tab by clicking on the "gr een plus  
sign " or in the toolbar on the s ymbol "Building blocks ". 

6. A new line is generated at the end of the list for entering a value . 

 

7. Enter the name of the new value and confirm with "Save ". 

Note:  You can also import the values of a category quickly and easily with a 

file in csv format. For the reason the csv file must contain the name of the 
category in the first row and the category value in the rows beneath . Using 

"Browse " select the csv file on your computer and import it with "Add values ". 

In order to edit a category, mark it and click on "Properties " in the toolbar . 
Here you can change the name, add values, or delete and change the order of 

values. 

If a category 

value is 

already 
attributed to 

an object (or 
used in a 

drawing 
management 

rule) and is 

thus under use 
then you 

cannot delete 
this value. In 

this case you 

can block that 
value with the 

checkbox at 
the end of the row.   

 
































