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1 About Communication Management

conjectPM Communication Management moduleis 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 provde 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 itand 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.

File Edit Wi
2. Click on the drop-down menu
via the "New " button and

select the "Message " option.

B search
3. Open the recipients list by

clicking onthe "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 .

conject

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.
gé Send H As draft |No template v Close
[~ ]

13

9 %3 CO - Contractors
P 43 FA -Facade designer

To... OW - Owner ﬂe
& 23 OW - Owner a

f

c 2 FA - Facade designer 4 43 PD -Project development
_C' X ~

£ Foreman, Paul {conject™) | | &8 PM - Project management
P &3 2Z - Admin group

& & Becker, Peter (conject®)
& & Foreman, Paul (conject™)

e Subject: + |New drawings

Message: * |Dear participants,

To:

’ow ~Owner @ B ]

please find attached ...

. [ ok J[ concel ]
Categories:
Creator_Author: # |AR - Architect; a | [ Edit... ]
Document type: * [MN - Meeting minutes; | [ Edt... |

|
% 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 Alternatively you can mark drawings or documents in the
) . corresponding application and attach it directly to a Messagewith
You can attach documents and drawings of the Project Space to Messages and aclickonthe "At t a c h me n"butténoFordurther information
send it to project participants or external recipients . refer to our manuals Document and Drawing Management
1. Open either a new Message (chapter 1.1.1) or reply to (chapter 1.1.6) an
existing Message to send attachments. 1.1.3 Openand Read Messages

2. Gotothe "Attachments " tab. 1. If you receive a Message in the Project Space you get automatically notified

3. Click on the green plus button. with an e-mail.
ﬁ' _a e B - s 3. If you like to open the attachments just click on the download links.
— N onfRevison  Size Fied 4. Click on the link to the Activity (refer to chapter 1.3) to open the Message in
the Project Space.
- . 5
r ﬁ Stair landings_1st fioor. pdf 2.0 B41KB @ Locate % Properties From: Foreman, Paul (Foreman Construction®) [pf@feremanconstruction. com] Gesendet: Di29.09.2002 12:15
. . ) Peter Becker
4. Inthe " Search in: " drop-down menu, specify whether you want to attach -
Documents or Drawings . subject: [0 Demo project] Approval of stair slab Level 1+2 - id t9fLWCI0CbZ0gFvU + JEMpg==
r
Search in:| Documents “ L{I] 7]
Foreman, Paul (Foreman Construction™) 29.09.2009 12:18
Dravings & O Version State  Size Last modified on Owner 5
i 73] Open activity
% cOPODrawing key.pdf 0.1 S3KE  Feb 17, 2009 9:44:37 A Becker, Peter Approval of stair slab Level 1+2 Sradid
| CO-PO-Naming convention.pdf 0.1 97KB  Feb 17, 2009 9:44:38 A Becker, Peter To: AR - Architect (Group) e
#E PS-PO-Project organisation. pdf 0.1 I76KE  Feb 17, 2009 9:44:32 A Becker, Peter Cc: Becker, Peter (conject™)

) stair slab 1st floor.pdf (840 KB)
% stair slab_2nd floor.pdf (840 KB)

Mark the documents or drawings in question.

Click on "OK" to attach the selected files to your Message Dear Ladies and Gentleman, 9

5

6

7. You can remove attached files with the red minus button attached you get the drawings for the stair slabs of level 1+2. Please approve.
8

Proceed as described in chapter 1.1.1. 5. Ifyou are already logged in at conjectPM then you are automatically
directed to the Message in the corresponding project.

6. Ifyou are notlogged 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.

ﬁ) Note : For reasons of transparency, only files, which have been previously
uploaded into the Project Space, can be attached.
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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 1 icon. A paperclipicon &, indicates that a message
contains attachments.

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

My messages

' il Sender Subject | # | Sent v
a 1 %, Becker, Peter (conject*) RE: New project organisation manual 0  Apr9, 2009 10:19:15
| = [:-;J % Becker, Peter {conject™) Mew project organisation manual 0 Apr 9, 2009 10:13:36.,

|
W 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 4 Previous "v nextuttons f - or quick navigation through the Messages.

‘% Frevious ‘5 Mext ;;'j Reply '”T_ Forward Irj Archive gﬂ Properties L""a Print Close

Attachments

New project organisation manual \'ﬂ'j __:':'I
Becker, Peter (conject™)

Sent:  Thursday, April 9, 2009 10:13:36 AM CEST

To: Becker, Peter (conject®); peter.becker@comject.com

ﬁ PS-PO-Project organisation.pdf (375 KB)

Dear Participants,

~ Applications

I

¥ Note: You can find the latest 15 Messages inthe"Wh at 0 s L
* applicat @ %
new " application as well.

1.1.4 Open and download Attachments

™
W 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.

conject

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.

B
W 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 Q.

Content Attachments

2@B- 8 %

Mame & Version/Revision Size Filed

*  GU-0ME-UB—Plan.pdf 1/Released 58 KB 4»locate %, Properties
[ ? Stair landings_1st floor pdf 2.0 841 KB % Locate %, Properties
| Stair landings_2nd floor.pdf 1.0 841KB Locate ", Properties

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 permissias on the folder where the file is stored.

0
W 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 &l File 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
#3 Locate %, Properties are shown instead.
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1.1.5 Receive Attachments inyour E  -Mail Software

Using the forwarding service you receive all incoming Massagesincluding 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 Replyt o Messages

W Note: You can directly reply to Messages inyour 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 '@ Next
EX

reply to. ;;'J] Reply [ Forward

2. Click on the "Reply " button.
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
recognizesthis 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).

conject

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 asthe forwarding you start a new Activity (refer to
chapter 1.3) with the forwarding option.

1. Open the Message o .
P g g Mext ;l'ﬁl Reply | .; Forward
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 Messagesfrom your In box into an Archive if you do not need or
process these Messages &ithe 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.

= — a » — B Mailbox
o, i L
i , % ¥ 7 % S
Yor mg P - | L) [;ﬁ % Inbox [ Sent
MNew Reply Forward Actions Archive Properties  Print
%}. Inbox
My messages {,‘, Sent
-t '  Sender Subject
([ = van de Rohe, Yve (conject AG*)  drawings for dicussions D Draft
v o (< % Auer, Yvonne {conject AG®) new meeting minutes l:’ Archived 0

3. The Messages are moved intothe 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 Lj

the "Recover " button.
Recowver
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1.2  Communication with Participants outside the Project
Space (External Contacts)
You can send Messages not only to projectspace participants within a Project

Space, but also to external contacts/ e-mail addresses with an E-Mail -Out
including all attachments.

Messageswhich 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 T Send Message from the Project Space to
External Contacts

With an E-Mail-out you can address external contacts who do not participate 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 inthe "To" or " Cc" field as you wish.

3. Separate multiple external recipients with a Semicolon .

Tou.. AR - Architect 3%
Cc.

peter.becker @conject, com;support@conjet. com 9

Foreman, Paul (conject™) &

W 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.

conject

Every time you reply or forward a Message you can as well add external EMail
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 T Send Mes sages into a Project Space

You have 2 options to send Messages fromoutside via your e-mail software like
Outlook into the Project Space:

> Option 1: Ifyou received a Message (referto 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 cansend a Message initially to a group
Spacewithout getting an E -Mail-Out before.

of a Project

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

1. Go to your e-mail program 9 = = :
and open the incoming e- REARI XD e
Bock

i i Reply PReply Forwarc Delete Moveto Create  Other
mail from the Project Space. e sl imediibscinnli | anesl

1 Respond Ao Junk £

2. Inthe header of the e-malil
you can see who received
the Message and who will
get your reply.

From:  Foreman, Paul (Foreman Construction®) [pf@foremanconstruction,
To: Peter Becker
Subject: Approval of stair slab Level 1+2 [0 Demo project] - id 4pjg0Q3q

Foreman, Paul (Foreman Construction*)
Approval of stair slab Level 1+2

To: AR - Architect (Group)

Cc: Becker, Peter (conject™); pb@conject.com

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

4. |If necessary add further e-

mail address to the "To" or % stairslab 1st floor.pdf
"Cc" fields. "X Stairslab 2nd floor.pdf

5. Write your Message Dear Ladies and Gentleman, o

attached you get the drawings for the stair slabs of level 1+2.
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6. If needed, add a new file as an attachment.

N
W Note: Make sure not to change the Subject line  when you write your
response. Otherwise youre-mailwo n 6t b e ethedwjact Spaceland
cannot be assigned to the original Message

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

[ Tﬂl...] |replv@mnuersaﬁons.mniect.co@ kimnject.comﬁ

e |

Betreff: |AW: Approval for Stair slabs Level 1+2 [0 Demo project] - id mapTFf-djfEDSJQopQQkUTw:\J

Angefugt: | TE Approval for stair slab 1st floor.pdf (341 KE !E'

Option 2: Send an E-Mail -Into 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 email
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 hormal Message is
created in the Communication application of the Project Space:

RE: Approval for Stair slabs Level 1+2

Becker, Peter (conject™) @

Sent:  Wednesday, September 2, 2009 11:23:57 AM CEST

To: AR - Architect ; Becker, Peter {conject®) ; karyn.ifeacho @conject.com &
Co Foreman, Paul (conject®)

il Approval for stair slab_1st floor. pdf (841 KEB) L o

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.

conject

Files which you send via EMalil 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. Clickon the folder icon §.Jon the "Content " tab or the link I File)n the
"Attachment s" tab to file a single file to the folder structure or to the
Drawing Management application.

2. Use the folder icon §:lof the tool bar on the "Attachment s" tab or the link
@lFileal when using the Activities view (refer to chapter 1.3) to file all
attachment at once.

Content I Attachments
1 - e (€
Mame 2 Version/Revision Size Filed
E Invaices overview.pdf 341 KB ¢ File o
-:-_E| Stair landings_1st floor.pdf 341KB ¢ File

3. Inthe 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.
File attachment

9 File to: ) Documents

Name:  [GU-0-ME-UB-——Floor plan-1-F.pdf e

Description: |

@ Drawing Management

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 assigh mandatory categories = and add a description.

9. Finally click on"OK" to file the attachment.
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File attachment

e File to: @ Documents
Name:  [Invoices overview 9 |.pdf

Folder tree: 50 0 Demo praject

ﬂj 10 General project information
ﬂj 20 Correspondence

Elﬂj 30 Reports

Eﬂj 10 Jour-Fixe

. E C] 05 Einladungen

ﬂ_j 10 Protokolle
1) 20 Status reports

B 30 Coordination W

® Drawing Management

»

m

Ej 40 Awarding & Contracts -

Description:
Creator_Author: |AR - Architect; a | [Edn: ]
Document type: ||'“'|N - Meeting minutes; | [Eth ]

O V%=

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.

W 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.

Choose the function "External contacts

Click on the "Add e xternal contacts " button.

a M w N

Create the external contact with "Save".

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

conject

e
l},ﬁ Administration

fj My particpant profile

]
B £ -| External contacts

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

emest.external @external.com

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" (referto 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 1 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 2,

Messages I Filters I Activities I

My transactions

W Sender Topic Sent 9|

[ 2R Smith, Susan (Modern Architects*) Ineed the current drawings of the first Jan 7, 2009 6:40:31 PM
Stared by Miller, Henry (Construction AG™) on Jan 7, 2005

[ 3(2 ¥ miler, Henry (Construction AG¥) Release of exterior lights Jan 7, 2009 6:15:06 PM

Stared by Kiever, Korrad (Electric Planing™) on Jan 7, 2009
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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.

Approval of stair slab Level 1+2  Started by Backer, Peter (conject®) on Sep 2, 2009 5:01 PM

Foreman, Paul (conject*} Message details # Sep 2, 2009 5:03 FM q_TI

RE: Approval of stair slab Level 1+2
To: AR. - Architect ; Becker, Peter (conject™)

Dear Mr. Becker,

the drawing are approved

Becker, Peter (conject®)  Message detais ¥ Sep 2, 2008 5:01PM 0]

%, Hide attachments (2)

) Stair slab_tst floor pdf - 2.0 (841 KB)
% stair slab_2nd floor. pdf - 1.0 (841 KE)

3 Download attachments £ Send plot order

Dear Ladies and Gentleman,

attached you get the drawings for the stair slabs of level 1+2. Please approve.

With the icon you can open a single Messageof 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

-‘ Mext -; Previous ;.' J Reply [:_;J Forward all .ﬂ‘.' Finish ‘; Print

Like you can do it for single Messages you canreply 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.

conject

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.

Tou.. | Auer, Yvonne (conject AG®) % Contractor &) Group A %

ce.. ||

W) You selected a recipient which did not yet receive the attachments of the activity.
Therefore they have been added again to this message. Show attachments

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, subjectand  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 ".

W Note Full text search conjectPMfinds 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.

Page 8















