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Note: The goal of this manual is to provide all essential information to 

successfully setup a new project in 5 steps.  

More detailed guidance for the administration of projects can be found in our 

Admin manual Project Administration. You can download this manual under the 
following link:  

http://www.conject.com/fileadmin/12project/conject_PM/Manuals/Admin_manual
_conjectPM_Project_administration.pdf 

or from the start  page after the login to  conject PM. There you can find all other 

manuals for the use of the different applications as well.  

 

http://www.conject.com/fileadmin/12project/conject_PM/Manuals/Admin_manual_conjectPM_Project_administration.pdf
http://www.conject.com/fileadmin/12project/conject_PM/Manuals/Admin_manual_conjectPM_Project_administration.pdf
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1  Step 1 ï Create the N ew Project  

In order to create a new project you need to have the PM Professional 

package . Information about your membership and subscribed packages or 
modules can be found on the starting page at  "My packages ". If you do not see 

the "PM Professional " package there, you can subscribe to it  clicking on your 
present package or on the "conject Community Member " link if you do not 

have any package. To create a new proj  ect, perform the follo   wing steps: 

1. Click on "Create new project " on the start  page after the login . 

   

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 " on the following screen.  

4. Enter a "Short label " if applicable. The short label is used in the subject line 

of e-mail notifications instead of the project name.  

5. Define a "Project e-mail ". If you want to  document e-mails which you 

received or which you send via Outlook in the project space then you can 
use this address to send your e-mails to your inbox in the project : 

>  Forward a received e-mail to the project e -mail address. 

>  Send an e-mail and put the project e -mail address in Cc. 

6. Add a project logo if required. 

Note: All settings of this step can be changed later in the administration of 
the project.   

7. Create your project with "Finalize ". 

8. Your project will be listed on the starting page under "My projects ". 
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2  Step 2  ï Create the P roject Folder Structure  

Note: To ensure that not only the owner or creator of a project is able to 

create folders on the 2nd level below the top most folder (this is the so -called 

Rootfolder ), you have to assign  Full access permission to the Rootfolder for 
your Administration group.  Please go to chapter 3.2.1 for further instructions.  

2.1  How to Create F olders  

1. Go to the "Documents " application. 

2. Click on the parent folder in the folder tree on the left in  which you want to 

create a new subfolder. 

3. Click on the "New " button and choose the "Folder " option. 

4. Enter the folder name and confirm with " Save ". 

  

Note:  New folders always inherit the security and notific ation settings of the 

parent folder. The security and notific ation settings are described in chapter 3.2. 

2.2  How to edit F olders  

If you want  to delete, copy or move a folder and all related subfolders, mark the 

folder in question and choose the "Delete ", "Move " or "Copy " option from the 
"Edit " menu. 

 

If you choose the " Move " or "Copy " 

option, the following screen appears. 
Select the target folder and apply with 

"OK". 

To rename the folder, click on the 
"Properties " button (see chapter 3.2) 

of the menu bar and edit the name on 
the "General " tab. 

2.3  How to work with Web -Folders  

conject PM can be either used with a  Web Browser (Internet Explorer or 
Firefox) or " Web -Folder ". Using the " Web -Folder ", you can work live via the 

local file management system (e.g. Windows Explorer) in your project. Thus you 
can quickly and easily upload, copy or move folders and documents. 

Note: To ensure full functionality of conject PM, we recommend working 

with a web browser. The system requirements for using Web-Folders can be 

found in our manual System Configuration. 
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1. Open conject PM with Internet 

Explorer and login. 

2. Click on the "Open projects in 
Explorer " link on the starting 

page. 

Note:  This link only works when using Internet Explorer.  When using Firefox 

you will be directed to a website with instructions for manually installation.  

3. In the next step you are promp ted to enter your access data. This is the 
user name  and password  which you used for the login to conject PM. 

4. The Windows Explorer opens the automatically installed web folder for your 
project. This is maintained even if you log out from conject PM in the web 

browser. You can continue to manage documents in your project.  

Note:  By now you will find your Web -Folder in the windows explorer 

depending on your windows version at "My network places ", "Web -Folders " 
or "Computer ". In Mac OSX a WebFolder "DAV" is shown on the desktop. 

 

3  Step 3 ï Define the Folder P ermissions  

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 fun c-

tions 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 cover sheet 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. 

Note:  All new participants are automatically assigned to the default 

participant role. This role contains all essential capabilities. As project creator you 
have administrative capabilities. If you want to assign administrative capabilities 

to other participant s, you have to add these participants to the system role 

Default Project Creator / Standard Projektinitiator . For detailed 
information read our Admin manual Project Administration. 
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3.1  Create G roups  

Permissions are solely assigned to participants via groups which pool certain 

project participants. Thus you can easily grant different permissions on  folders 
and documents to diverse participant groups and administer the access to the 

project documentation. Additionally, groups are used as distribution lists for 
communication purposes. 

1. Go to the "Administration " application. 

2. Choose the "Groups " option from the menu to the left. 

3. Click on "New group " in the tool bar .  

4. Enter the "Group name " on the next screen and click on "Save ". 

 

5. In order to rename a group, mark it and click on the " Properties " button to 
open it. On the " General " tab you  can change the name and apply your 

change with "Save ". 

Note:  On the "Administrators " tab of a group, you define which other 

groups can edit this group, e.g. add new members. We recommend creating an 

Administration group  and adding the group as administrator for all other 
groups. This ensures that not only the creator of a group can edit that  group. 

(For further information refer to our Admin manual Project Administration. 

3.2  Assigning P ermissions  and Notifications  

Security and notification settings  can be separately defined for folders and 

documents. Both settings can be set up in the Folder properties  not only for 
the folder itself, but even as a default setting for all the documents that are 

uploaded afterwards to th at folder. When uploading a document you can adjust 
the preset security and notification settings manually. 

 

In order to change the settings of a folder and its default settings for documents 
click on the parent folder on the left side, mark the folder in question and then 

click on the "Proper t ies" button in the toolbar. 

3.2.1  How to set the Security for Folders and Documents  

On the "Security " tab you can set and modify the access to a folder: 

1. Mark the group(s) in question on the right side.  

2. Click on "Add All Selected ". Alternatively you can add single groups with 

the green plus in front of the group name.  
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3. Assign one of three hierarchical permissions to the folder for the selected 

groups:  

>   Read:  You can view the folder in the folder tree and access the 
properties. 

>   Write:  Additionally to Read you can additionally upload documents to 

the folder and copy the folder . 

>   Full access:  Additionally to write y ou can edit all properties of the 

folder, move it, delete it  and create subfolders. 

4. In order  to permissions to the folder , mark the checkbox in front the group 

and click on "Remove All Selected " on the left.  

5. Conform your changes with "Save ". 

Note: To ensure that not o nly the owner or creator of a project is able to 

create folders on the 2nd level below the top most folder (this is the so -called 
Rootfolder ), you have to assign  Full access permission to the Rootfolder for 

your Administration group.  The Rootfolder is solely accessible via the search: 

 

 

On the "Folder Content -Security " tab you can set the default permissions for 

groups. These permissions automatically apply to the documents that are 

uploaded afterwards to that folder (also refer to chapter 1.4.2 of our manual 
Document Management). They can, however be modified by the user who 

uploads the document or later on at any time . 

>   Read:  You can view the properties, look at the document with the 

viewer and download it. 

>   Write:  Additionally to Read you can upload drafts or versions, copy the 
document and change notifications. 

>   Full access:  Additionally to write y ou can additionally edit all metadata 

of a document, move it and, if necessary, unblock it . 

Note:  To establish a logical combination of Security  (1)  and Folder 

Content -Security  (2)  settings we recommend the following setup: 

>  Participants, who are allowed to read documents: 

(1) :  Read    (2) :  Read  

>  Participants, who are allowed to upload documents: 

(1) :  Write    (2) :  Full access  

>  Setup for Administrators:  

  (1) :  Full access   (2) :  Full access  

Note: The permissions to folders and documents are arranged in a 

hierarchical order. Therefore every user can grant the same or lesser permissions 

which he or she owns, whereas superior permissions cannot be granted. 
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3.2.2  How to set default N otifications for Documents  

In the  "Folder Content -Notifications " you can set the default notifications 

sent to groups for  all documents which are uploaded subsequently to the 
selected folder. These default notifications are automatically assigned to the 

document (see chapter 4.1 and 4.2), but can be changed via the Properties  of 
the document at any time. 

 

You can choose notifications for the following actions: 

>   New content: Assigned Groups will be set as default recipients in the 

message option of the document upload screen (see chapter 4.1 and 
4.2).  

For further information on notifications for documents please refer to of our 

manual Document Management, chapter 1.4.3. 

>   Content accessed : é a document was downloaded or opened with the 
viewer. 

>   Meta  data  edited : é the meta data of the documents were modified . 

Note:  Keep in mind that the settings made on the "Folder Content -

Security " and the "Folder Content -Notifications " tab are only inherited by 

documents which are  uploaded subsequently  to the selected folder. The 
changes are not  transferred to existing documents in the folder . 

3.2.3  Managing Properties of several Directories  

By a multifunction you can edit the properties of several director ies at the same 

time. As the multifunctions for the different attributes do work according to 
diverse mechanisms and not all changes are possible, we recommend you to use 

the Folder Permission Matrix  and the Folder Default Categories  matrix. 
For more detailed information about the multifunction s, please contact our 

Support Team. 

4  Step 4 ï Upload D ocuments  

4.1  Saving single D ocuments  ï Single Upload  

1. Go to the 

"Documents " 
application.  

2. Navigate to the 
target folder in 

the folder tree to 
the left, where 

you want to save 

the document 
and click on it.  

3. Click on the "New " button and select the "Document " option. 

4. Use the "Browse " button to select the file on your computer  which you want 

to save to the project.  

5. The "Name " of the document is automatically taken over from your file. If 
necessary, you can manually change the name. 

6. If necessary, enter a "Description " for your document.  

Note:  If a document with this nam e already exists in the project space, a 

new version will be created. In this case your given description  will be set as 

description of the version. 
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7. Set the "Mandatory catego ries " if defined  for the project . 

8. If necessary set further categories or keywords under " General settings ". 

9. Under "Security " you can see which groups obtain permissions (see chapter 
3.2.1) to your document. These permissions are already set in advance and 

don´t have to be set personally.  

Note  on permissions :  In case other groups should access your document 

just send a message (project mail) and the participants of these groups can 

access the document via the message. Access via the folder structure is usually 
not possible as these groups do not have access to the folders. 

 

Distribute D ocuments   

Under "Message " you can additionally send the document as an attachment of 
a message in order to inform project participants. All recipients are able to 

access the attached document regardless to the folder permissions. Alternatively 

you can use the search or view function to access the document. 

1. Enable the checkbox at "Message " in order to make the message option 
available. 

Note:  If you already have a personal message template you can select it via 

the "Template " drop-down menu. For further information about messages and 
templates please read our manual Communication Management. 

2. Select the recipients with a click o n the " To" and "Cc" buttons. For further 
information about recipient selection refer to our manual Communication 
Management. 

 

 

Note:  The message option is automatically available if recipients are set by 

the default settings of the folder. In this case those recipients are already set in 

the "To" input field. Adjust the recipients  if necessary. If you do not want to 

send a conversation, simply uncheck the "Conversation" checkbox. 

3. Enter a "Subject " and your " Message " or use the default text.  
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4. Complete the process by clicking on "Upload ". Your message will be stored 

in the " Communication " application. 

Note: All recipients will be notified by e -mail. Clicking on the links contained 
in this email you can directly download the document or jump in the project to 

the corresponding message or document in the folder tree  if you can access the 

corresponding folder. 

 

4.2  Saving mul tiple D ocuments ï Multi Upload  

Note:  Java of Sun Microsystems Inc. is required for this function. For further 

information Please refer to our manual System Configuration. 

1. Navigate to the target folder in the folder tree to the left an d click on it (see 
chapter 4.1, step 2).  

2. Click on the "New " button and select " Multiple Documents ". 

3. Click on the green plus  button to select the required documents.  

 

 

4. Mark these documents on your PC and confirm by clicking on " Open ". 

5. If necessary, enter a "Description " for your document. The description will 
be set for all documents. 

Note:  If  documents with the same name as the chosen files already exist in 

the project space, a new version of these documents will be created. In this case 

your given description  will be set as description of the new version for all 

existing documents. 

6. Proceed with step 7 of chapter 4.1. 

7. Complete the process by clicking on "Upload ".  

Note: If you do not see the saved file s after the upload, click " Refresh " in 

the "View " menu. 

Instead of using the green plus button  you can add the documents to the 

selection window by "Drag & Drop " as well. To do this, mark the documents, 
drag them over to the selection window by holding the left mouse button down 

and then drop them by releasing the left mouse  button.  

Alternatively you can upload multiple  documents via the Web Folder  

functionality (see chapter 2 .3). 

5  Step 5 ï Invit e Project Participants  

1. Go to the "Administration " application. 

2. Select the "Projects participants " option.  

3. Click on the "Add " button.  

 

4. Enter the e-mail address of the new participant  at the section " Send 
invitation to " on the following window . 
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5. You can specify additional participants with the " Add more " button. Using 

the "Language " drop-down menu you can select the language of the 

invitation for  the new participants.  

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 or just directly copy addresses for example from an Excel list into the 
field. The language selection then applies to all participants. 

6. Using the "Edit " button you can automatically assign the new participants to 
single or multiple groups. 

7. Choose the desired groups on the next screen and apply 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 mu st 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 more information 

read our Admin manual Project Administration. 

8. By clicking "Send invitations " the new participants receive an access 

code  to the project via email . 

Note: If you want to invite a new participant  and assign him administrative 

rights, do not forget to add him to the system  role Default Project Creator / 

Standard Projektinitiato r . Please see chapter 3 on page 3. 

6  Technical Support  

If you have any questions regarding the use of conject PM or have any 

problems, our Support Team is happy to assist you. You can reach us: 

on weekdays from 7.30 a.m. to 6 p.m.  

 +49 ( 89 ) 95414 ï 800  

 support@conject.com 

Note: You want to learn more about conject PM and how to handle the 

functionalities? 

Please read our manuals at the Start page  of the project space after the login 
or on our website at:  

http://www.conject.com/en/project -management/support.html#c7062  

 

mailto:support@conject.com
http://www.conject.com/en/project-management/support.html#c7062

