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1  About Communication Management  

conjectPM Communication Management module is your personal communication 

center in all projects where you can share information with project participants  
conveniently, efficiently and transparently at all times.  You can write Messages, 

send and receive faxes, chat with colleagues and start online conferences. 

1.1  Send Messages to Project Participants  

Like normal e-mails, Messages provide functionalities to share information 

between project participants or to notify participants about recently uploaded 
documents or drawings. With automatically send notification e -mails participants 

are informed about new Messages in the Project Space. The History lets you see 
who has read which Messages and answered to it and which files were send. 

Gain much better overview in contrast to normal e -mails is with the Activities 

view (chapter 1.3) which shows you all Messages on one topic at a glance. 

1.1.1  Start  a new Message  

1. Go to the "Communication " 
application.  

2. Click on the drop-down menu 

via the "New " button and 
select the "Message " option. 

3. Open the recipients list by 
clicking on the "To é" or " Cc é" button.  

4. Select the groups or single particpants in question with a click on the green 

plus icon  and confirm with " OK". With  you can remove a recipient. 

5. Alternatively you can simply type in the recipient name into the " To" or " Cc" 
field as you are used to do it  in MS Outlook. As soon as you start typing all 

matching recipients are shown. conjectPM recognises group names as well 
as first names, surnames and company names. 

6. Enter a Subject  and your Message .  

7. If necessary assign mandatory categories (marked with an asterisk ) and 

further categories for finding the Message more easily and quickly via filters 

(refer to chapter 1.4).  

8. Add documents or drawings with the green plus button on the 

"Attachments " tab (r efer to chapter 1.1.2).  

9. Finally click on "Send " to mail your Message. 

 

  

Note:  Via the "No template " drop-down menu you can select a personal 

Message Template (refer to chapter 1.6). 

While you write a Message you can start, read (refer to chapter 1.1.3) or reply 
(refer to chapter 1.1.6 ) other Messages.  

You can even send Messages including all attachments with no respect to the file 
size to external contacts  who do not participate in the project space (refer to 

chapter 1.2) 
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1.1.2  Add and Send A ttachments  

You can attach documents and drawings of the Project Space to Messages and 

send it to project participants or external recipients . 

1. Open either a new  Message (chapter 1.1.1) or reply  to (chapter 1.1. 6) an 

existing Message to send attachments. 

2. Go to the "Attachments " tab.  

3. Click on the green plus  button.  

 

4. In the " Search in: " drop-down menu, specify whether you want to attach 
Documents  or Drawings . 

 

5. Mark the documents or drawings in question.  

6. Click on "OK" to attach the selected files to your Message. 

7. You can remove attached files with the red minus  button.  

8. Proceed as described in chapter 1.1.1. 

Note : For reasons of transparency, only  files, which have been previously 

uploaded into the Project Space, can be attached. 

Alternatively you can mark drawings or documents in the 

corresponding application and attach it directly to a Message with 

a click on the "Attachment to é" button. For further information 
refer to our manuals Document and Drawing Management.  

1.1.3  Open and Read  Messages  

1. If you receive a Message in the Project Space you get automatically notified 

with an e-mail. 

2. Open the e-mail to read through the message text.  

3. If you like to open the attachments just click on the download links.   

4. Click on the link to the Activity (refer to chapter 1.3) to open the Message in 
the Project Space. 

 

5. If you are already logged  in at conjectPM then you are automatically 

directed to the Message in the corresponding project.  

6. If you are not logged in  then you are directed to a login page first. Now 
login with your username and password. After that you are directed ahead to 

the Message in the corresponding project. 
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7. Alternatively to the notification e -mail just go to the "Communication " 

application in the corresponding project. 

8. The new Messages in your mailbox is marked in bold  type and marked as 
unread with the       icon. A paperclip icon      indicates that a message 

contains attachments. 

9. To open the Message, click on the Subject  of the Message.  

 
 

Note: Click on the icon        to see all replies written to this Message 

chronically pooled in one screen (refer to chapter 1.3).  

Use the                            buttons f or quick navigation through the Messages. 

 

 

 Note: You can find the latest 15 Messages in the "Whatôs 

new " application as well.  

1.1.4  Open and download Attachments  

Note:  You can receive attachments directly in your e -mail program instead 
of having download links. For more information refer to chapter 1.1.5.  

1. Messages with attachments are labeled with a paperclip icon       in your 

Mailbox (see first screenshot on the left side) . 

2. Open the Message and go to the "Attachments " tab.  

Note:  You can download the first 15 attachments from the "Content " tab 

above the Message text as well. 

3. To open an attachment just click on the file name. Alternatively mark the 
files in question and click on the "Download " button    . 

 

4. Decide whether you wish to "save " the attachment permanently to your 
computer or if you would rather "open " it only temporarily.  

5. Using the "Locate " button  you can directly jump to the attached file in 

the folder tree  of the "Documents Management " application. This is only 
possible if you have access permissions on the folder where the file is stored. 

Note:  Alternatively you can directly jump to the attachments in the folder 
tree using the link in the notification e -mail  (refer to chapter 1.1.3).  

Older versions of documents or older revisions of drawings can be downloaded 
using the "Properties "       link. In the next windows change to the "Files " or 

"Revisions " tab, mark the object  in question and click on the "Download " 
button      . 

If an attachment shows the            link then it was send by e-mail from outside 

of the Project Space. Click on this link to file the attachment to the folder 
structure or to  the Drawing Management. For further information about this 

function refer to chapter 1.2. After you filed an attachment th e links and buttons 
                                   are shown instead. 
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1.1.5  Receive Attachments in your E -Mail Software  

Using the forwarding service you receive all incoming Massages including the 

attachments up to a file size of 20 MB in your e -mail program e.g. Outlook. 
Bigger than 20 MB you get download links again. 

1. Go to the "Administration " application.  

2. Click on "My participant profile ". 

3. Enable the checkmark next to "with attachments " on the "Personal 

Project Settings " tab. 

4. Activate forwarding of attachments by clicking "Save ". 

1.1.6  Reply t o Messages  

Note:  You can directly reply to Messages in your e-mail program e.g. 

Outlook. Read more about this in chapter 1.2.2.   

When you reply to a Message the recipients of the initial Message remain in your 
reply whereas the attachments of the initial Message are not attach ed to your 

reply automatically. 

For a better overview and traceability all replies to an initial Message are shown 
together and chronically ordered in an Activity  (refer to chapter 1.3)  

1. Open the Messages to which you want to 
reply to.  

2. Click on the "Reply " button.  

3. Write your Message and if necessary change the recipients.  

4. Click on "Send " (see chapter 1.1.1). 

If you add a new recipient when replying then conjectPM automatically 
recognizes this new recipient and adds all attachments to your Message to 

ensure that the new recipient gets your attachments . You will be informed by a 

note below the recipient fields (refer to chapter 1.3.2).  

1.1.7  Forward Messages  

With the " Forward " option  you create a new Message , which contains the text 

and all attachments of the initial Message. The recipients of the initial Message 
are not taken over. 

In contrast to a reply a forwarded Message is not taken together with the initial 
Message in the same Activity as the forwarding you start a new Activity (refer to 

chapter 1.3) with the forwarding option.  

1. Open the Message 

2. Click on "Forward ". 

3. Go on like sending a new Message (refer to chapter 1.1.1). 

1.1.8  Archive Messages  

You can move Messages from your In box into an Archive if you do not need or 

process these Messages at the moment. This way your In box remains short with 
only important Messages. 

1. Mark your Messages which you want to archive. 

2. Click on the "Archive " button  in the tool bar .  

     

3. The Messages are moved into the Archive now. 

4. You can always find archived Messages with the filter "Archive d" on the left 

side under "Mailbox ". 

5. To move a Message back to your Mailbox just mark it and click on 

the "Recover " button.  
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1.2  Communication with Participants outside the Project 
Space  (External Contacts)  

You can send Messages not only to project space participants within a Project 
Space, but also to external contacts / e-mail addresses  with an E-Mail -Out  

including all attachments. 

Messages which you sent via E-Mail-Out to external e-mail addresses can be 

replied  by the external recipients as well. The reply, an E-Mail - In , including all 

attached files is routed to the Project Space and assigned to the initial Message. 
You can file the attachments of an E-Mail-In inside the Project Space in the 

folder structure or in the Drawing Management (refer to chapter 1.2.3) . 

1.2.1  E-Mail -Out  ï Send Message from the Project Space to 
External Contacts  

With an E-Mail-out you can address external contacts who do not partic ipate in 
the Project Space and send documents or drawings. 

1. Start a new Message (refer to chapter 1.1.1) or reply or forward a Message 

(refer to chapter 1.1.5 or 1.1.6).  

2. In addition to groups and project participants, you can also enter as many e-

mail addre sses  in the " To" or " Cc" field as you wish.  

3. Separate multiple external recipients with a Semicolon . 

 

Note:  There is no limitation  of the file size  for attachments which you 

send out by an E-Mail -Out . Up to  20 MB conjectPM sends out the attached 
files. But if the attachments are bigger than 20 MB  conjectPM sends out 

download links to ensure that you can send even big attachments. 

Every time you reply or forward  a Message you can as well add external E-Mail 

addresses. 

You can set up external recipients as External Contacts  of the Project Space 
which you can then select like normal recipients like project participants from the 

"To" or "Cc" field (refer to chapter 1.2.4 ). 

1.2.2  E-Mail - In  ï Send Mes sages into a Project Space  

You have 2 options to send Messages from outside via your e-mail software like 

Outlook into the Project Space: 

>  Option 1:  If you received a Message  (refer to 1.1.3) or an E-Mail -Out  

(refer to 1.2.1) , you can reply with an E-Mail-In and even send files into the 
Project Space. 

>  Option 2:  You can send a Message initially to a group  of a Project 
Space without getting an E -Mail-Out before. 

Option 1: Reply to  a Message or an E-Mail -Out  which you received  

1. Go to your e-mail program 
and open the incoming e-

mail from the Project Space. 

2. In the header  of the e-mail 

you can see who received 

the Message and who will 
get your reply.  

3. Click on "Reply " in your e-
mail program. 

4. If necessary add further e -

mail address to the "To" or 
"Cc" fields. 

5. Write your Message. 
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6. If needed, add a new file as an attachment.  

Note:  Make sure not to change the Subject line  when you write  your 
response. Otherwise your e-mail wonôt be recognized by the Project Space and 

cannot be assigned to the original Message. 

7. Click on "Send " to send your reply to the Project Space. 

 

Option 2: Send an E-Mail - In to  Groups of a Project Space   

It is possible to assign an e-mail address like "Example@cPM.conject.com " 

for every group of a Project Space. If e -mail addresses for groups have been set 
up in your project then you can always send  a Message to such an e-mail 

address with your e-mail program without having received an E-Mail-Out before. 
All members of the group in the Project Space receive your Message. If you want 

to set up group e -mail addresses then contact your Project Space administrator 

or the conject Support Team. 

1.2.3  Read  an E-Mail - In and file Attachments  

If you receive an E-Mail-In from outside the Project Space a normal Message is 
created in the Communication application of the Project Space: 

 

You can identify an E-Mail-In if you see the  icon behind the sender. The      
icon at a recipient indicates that the recipient received the Message via e-mail 

outside the Project Space. 

Files which you send via E-Mail into the Project Space will be stored there only as 

an attachment of the Message at first. But you can file the attachments  to the 

folder structure of the Documents Management or to the Drawing Management: 

1. Click on the folder icon       on the "Content " tab or the link           on the 

"Attachment s" tab to file a single file to the folder structure or to the 
Drawing Management application. 

2. Use the folder icon       of the tool bar on the "Attachment s" tab or the lin k 
              when using the Activities view (refer to chapter 1.3) to file all 

attachment at once.  

 

3. In the next Window choose under "File to " whether you wish to file the 
attachments as Documents or as Drawing to the Drawing Management. 

4. If you selected all attachments to file then you can remove single files with. 
This way you can e.g. only file drawings.  

5. For Drawings  specify the Drawing name  according to the Drawing Key  

of the project.  

 

6. For Documents  specify the "Name " for the document(s) according to the 
Naming Convention  of the project.  

7. Select a target folder in the "Folder tree ". 

8. If necessary assign mandatory categories  and add a description.  

9. Finally click on "OK" t o file the attachment.  
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1.2.4  Management of E xternal Contacts  

External contacts (e-mail addresses of external recipients) who are no project 

space participants can be created in advance and selected like project 
participants as recipients (refer to chapter 1.1.1 step 4)  of a Message. 

Note:  If you  want to create and administer External Contacts the project 

administrator needs to enable this functionality for you.  

1. Go to the "Administration " application. 

2. Choose the function "External contacts ". 

3. Click on the "Add e xternal contacts " button.  

4. Fill in at least all mandatory fields marked with an asterisk   in the next form.  

5. Create the external contact with "Save ".  

 

6. For editing an existing external contact mark it and click on "Profile ". Make 
your changes and confirm with "Save ". 

7. For "Deleting " existing external contacts click on the corresponding button 

in the toolbar and apply to the security prompt with "OK". 

8. With a click on the "To" or "Cc" (refer to 1.1.1, step 3) buttons of a Message 

you can now select external contacts. These are located at the bottom of the 
recipient list right after the project participants and are marked with the  

icon. Alternatively you can enter the recipient name of an external contact in 
the "To" or "Cc" field. 

1.3  Activities ï All Messages at a Glance  

With Activities you have all Messages on one topic at a glance . Every 
Activity contains the initial Message and all related replies with all its 

attachments . 

To get an overview of all your Activities just go 
the "Activities " tab of the communication 

application. In the fir st column you can see how many Messages an Activity 

contains . 

 



 

 

Page  8  

 

To open an Activity just click on its  Topic . In the Activity you now see the initial 

Message at the bottom of the list and all replies on this Message in a chronically 

order including all attachments. 

 

 

With the       icon you can open a single Message of an Activity from the Activity 
window and the other way around you can open again the  Activity with the icon  

      in a single Message. 

1.3.1  Answer and F orward  Activities  

 

Like you can do it for single Messages you can reply to an Activity  as well. 

When you reply you create a new Message or better to say a reply to the last 
contribution of the Activity. Your reply itself becomes a new contribution in the 

Activity. The process of how to reply is the same as described in chapter 1.1.5.  

With the function "Forward All " you start a new Activity (and thus a new 

Message as well) which contains the complete content and all attachments of the 

Activity you forward. The recipients of the original Activity are not taken over.  

1.3.2  Share A ctivities with new R ecipients  

If you add a new recipient  when replying  to an Activity or a related Message 

then conjectPM automatically recognizes this new recipient and adds all 
attachments of the Activity to your Message. You will be informed by a hint. On 

the "Attachment s" tab of the Message you will find the attachments and can 
delete some or add more. 

 

1.4  Search and f ilter Messages and Activities  

On the main application screen of the communication, a search function  
(searches even attachments) and various filter  options are available.  

You can search for sender, recipients, content, subject and  categories . 

First decide whether you want to search in your Messages or in your Activities. 
Therefore switch to the corresponding tab "Messages " or "Activities ". Now 

insert the search term to the search field and select whether you want to search 
the "Entire Message /Activity " or only for "Recipients " or a "Sender ". 

 

Note  Full text search : conjectPM finds your search term even in the 

content of attachments of Messages or Activities.  

Use the filter option on the left side under "Mailbox " or "Status " and "View " 
for a more detailed selection of Messages and Activities. 










