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1  Document Man agement in G eneral  

In many projects the folder  structure is organized by document types or project 

phases. Permissions regulate which project participants may view which folders 
and in which folders they may save their documents. These permissions were 

issued and preset at the beginning of a project.  If you do not have access to a 
certain folder or you cannot save documents, please contact the administrator of 

the Project Space or the conject Support Team. 

1.1  Downloading D ocuments  

1.1.1  Single Download of  Documents  

1. Go to the "Documents " application. 

2. Navigate to the target folder in the folder tree to the left, where the 
document is stored and click on it.  

Note: Alternatively use the search or view function (see chapter 3 and 4) to 

locate a document if you not know the target folder.  

3. Check the document and click on the "Download " button of the tool bar . 

Alternatively download the document with a click on the document name . 

4. Choose whether you want to "save " it permanently to your computer or 

"open " it temporarily . Click on "Open " to automatically open the document 

with the corresponding software if this has been installed on your computer. 

 

1.1.2  Multi Download of  Multiple D ocuments  

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

information Please refer to our manual System Configuration. 

1. Select the required files. 

2. Click on the "Download " button.  

3. In the next screen choose whether you 
want to download the files with or 

without the folder structure using the 
checkbox. 

4. If a security message is shown up in the 

next screen confirm the security 
certificate in any case  with " Yes" or " Always ". 

Note:  Clicking "No " in the security prompt would abort the action since the 

Java-Applet could not be loaded. 

5. Select where you want to store the files on your PC and click on "Open ". 

6. After downloading close the confirmation window with "OK". 

1.1.3  Downloading Previous Versions  

1. Select the document, open its "Properties " and check the previous version 

on the " Files " tab.  

2. Click on the "Download " button. 
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1.2  Saving and Distributing D ocuments  

1.2.1  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. This field is also 

relevant for the search results (see chapter 3.1)   

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

new version will be created (see chapter 1.2.3). In this case your given 

description  will be set as description of the version.  

7. Set the "Mandatory categories " if defined for the project (see chapter 4).  

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

9. Under "Security " you can see which groups obtain permissions (see chapter 

1.4.2) 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 (see chapter 3 and 4) to access the 
document. 

1. Enable the checkbox at "Message " in order to make the message option 
available. 
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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. I f you do not want to 
send a conversation, simply uncheck the "Conversation" checkbox. 

1. Enter a "Subject " and your " Message " or use the default text.  

2. 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. 

1.2.2  Saving Multiple 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 and click on it (see 
chapter 1.2.1, step 2).  

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

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

 

 

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

2. 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 (see chapter 

1.2.3). In this case your given description  will be set as description of the new 
version for all existing documents. 

3. Proceed with step 7 of chapter 1.2.1.  

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

Note: If you do not see the saved file s after the up load, 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, 
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drag them over to the selection window by holding the left mouse bu tton 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 ). 

1.2.3  Saving a new V ersion  of a Document  

conjectPM has an integrated version management. When creating a new version 

the system just puts the new version over the existing document and does not 

create a new document. All older versions remain in the background and can to 
be downloaded at any time (refer to chapter  1.1.3). 

1. Check the document which you want to 
update. 

2. Click on the " New version " button in the 
tool bar.  

3. Proceed with step 4 of the single upload 

functionality in chapter 1.2.1. Varying from 
this procedure the name, categories and 

key words  are taken over from the existing document and thus do not have 
to be entered here. 

4. Use the message  option  to inform project participants about the new 

version concurrently. 

 Note:  Alternatively you can use the functions "Single Upload " or "Multi 

Upload " from chapter 1.2.1 and 1.2.2 to update the version of a single or 

simultaneous of multiple documents in a folder.  

Important :  Keep in mind that the names of the files on your computer are 

equivalent  to the document names (including the file extension/suffix ) in 
the project space. Otherwise new documents will be created instead of versions.  

 

1.2.4  Subsequently distributing document  

You can distribute documents not only during the upload (see  

chapter 1.2.1 ï 1.2.2) but at any time  via a message as well. 
Mark the required documents, click on the "Attach to é" 

button and select the "Message " option. For further 
information on sending conversation please refer to our 

manual communication management. 

1.3  Online Editing of D ocuments  

Using the function Online edit  you can work on editable file formats (e.g. .doc 

or .xls files) in the Project Space without saving these documents to your 
computer before. After finishing Online edit a new version  of the document is 

created in the Project Space. 

Note:  Java of Sun Microsystems Inc. is required for this function. For further 
information Please refer to our manual System Configuration. Additionally Online 

edit is only available if the corresponding application software for editing the file 

format (e.g. MC Excel for xls-files) is installed on your computer.  During editing, 
the document is blocked preventing other user to create new versions.  

1. Mark the document which you want to edit online . 

2. Click on the "Edit " button and select the " Online edit " 

option. 

3. Wait until the corresponding application opens. Do not 
close the opening notification window.  

4. Online edit the document in the application.  

5. Save the edited document. 

6. Click on "Apply changes " in the notification window to 

create a new version of the document  
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1.4  Managing the P roperties  of Single D ocuments  

1.4.1  General  Properties  

Open the " Properties "  of the document (refer to chapter 1.1.3). 

On the "General " tab you can change the following properties:  

 

1. The name  of the document.  

2. The "Owner " of the document. He or she always own s the "Full access " 

permission (see chapter 1.4.2). 

3. Add a "Description " of the document.  

4. Change the "Folder path " of the document in order to move it.  

5. Set or adjust the " Categories ". 

6. Specify "Keywords " for an optimized search.  

1.4.2  Security Settings  

1. Mark the document in question and click on the "Properties " 
button.  

2. On the "Security " tab, you can adjust the security settings for that 
document. 

3. Select the groups on the right  side which you want assign permissions 
additionally to the groups on the left side . 

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

the green plus symbol in front of the group name . 

Note:  Use the Search functionality to find the groups in question especially 

in case of a high number of groups.  

 

5. Assign one of the three hierarchical permissions to the document for the 
selected groups. 
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>   Read:  You can view the properties, look at the document with the 

viewer and download the document. 

>   Write:  Additionally to Read you can create new versions, copy the 

document and change notifications settings (refer to chapter 1.4.3) . 

>   Full access:  Additionally to Write you can edit the metadata of a 
document, move it and, if necessary, unblock it . 

Note:  Permissions 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. 

6. In order to revoke permissions to the folder, mark the checkbox in front the 
group and click on "Remove All Selected " on the left.  

7. Confirm you changes with a click on "Save ". 

1.4.3  Notification  Settings  

1. Mark the document in question and click on "Properties ". 

2. On the "Notifications " tab, select the groups, which should be 
notified. For this purpose proceed as described in chapter 1.4.2. 

3. Choose notifications for the following actions.  

>   New content : When uploading a document and concurrently sending it 
via the Message  Option  (refer to chapter 1.2.1 and 1.2.2 ) all selected 

recipients are provided with the "New content " option. If now the 
document is updated via the " New version " function (see chapter 1.2.3) 

those groups are automatically preset as recipients of the Message Option. 

>   Content accessed : You get a notification if a document was 
downloaded or opened with the viewer.  

>   Meta data edited : You get a notification if the properties of the 

document were modified. 

1.4.4  History  

1. Select the desired document and open the "Properties ". 

2. On the "History " tab, you can trace all actions pertaining to that document.  

3. Clicking on "Sent Notifications " in the " Additional Information " column 

displays all participants who were notified for the corresponding action.  

 

2  Working with Web -Folders  

conjectPM can be either used with a  Web Browser (Internet Explorer or 
Firefox) or with a "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. 

The system requirements for using Web-Folders can be found in our manual 

System Configuration or on our web site under the following link:  

http://www.conject.com/en/project -management/support/faq/system -

configuration.html#c5057  

Note: To ensure full functionality of conjectPM, we recommend working with 

a web browser. 

 

http://www.conject.com/en/project-management/support/faq/system-configuration.html#c5057
http://www.conject.com/en/project-management/support/faq/system-configuration.html#c5057
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2.1  Setup of Web -Folders  

1. Open conjectPM with Internet 

Explorer and login. 

2. Click on the "Open projects in 

Explorer " link on the start  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 of 

Web-Folders. 

3. In the next step you are prompted to enter your conjectPM  login data 

(user name  and passwor d). 

4. The Windows Explorer opens and shows the automatically installed Web-
Folder for your project. This is maintained even if you log out from 

conjectPM in the web browser and y ou can still 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 ", or "Web -
Folders ". In Mac OSX WebFolder "DAV" is shown on desktop.  

 

3  Searching in the Project Space  

Using the search function you can find digital created and scanned documents, 

folders, messages and drawings in the project space depending on the search 
option you use. We offer the project - internal  search  and the global  (over all 

your projects) search .  

3.1  Project - internal  Searches  

If yo u search for a document name, document content or folder in a specific 

project, please use our project-internal full text search:  

1. Go to the corresponding project. 

2. Select the "Documents " 
application. 

3. Enter the search term in the upper 

right corner of the search field.  

4. Click on "Enter " or select the " magnifying glass " to start the search.  

5. Narrow down your search result by time with a "Date rang e". 

6. Click on the shown path and you are directed  to the folder where the 

document is stored. 
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Note: Click on the information icon  to get more details about the search 

functions or use the following link:  

https://ng.conject.com/ngcms/en/Search.html  

The "Relevance " shows the accuracy of the search results. Search terms in 

document names or in Meta data of documents have more relevance than search 

term in the content of documents. Multiple search terms in the content increase 
the relevance. Wild cards (e.g. *) are not permitted . 

Use the "Advanced Search " to get more search options and to search for 
specific documents and folders. 

3.2  Global Search  

If you search for a document name, document contents, messages or even 
drawing contents in all of your projects or organisations, then use our global 

full text search :  

1. Go to the project overview (" Start " page).  

2. Enter the search term in the search field in the upp er right corner and Press 

"Enter " or click on the " magnifying glass " to start the search.  

 

3. Click on the file in question in the search results. The download will start 

directly. Or click on the path to get to the folder of origin.  

Note: "How does conjectPM search? " provides helpful information on 

how the search works. Wild cards in place of one or more characters are not 
permitted. 

 

  

4  Search by views  

A view makes it possible to find documents depending on its Categorie s ï 

independent of its location within the folder structure . 

Categories  describe attributes of a document (and other objects), like the type 

of document or the creator of the document . 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 other objects.  

Using a view  it is possible to find documents with the same attributes or 

categories quickly. A view consists of as many levels as needed. On every level 

of the view  a certain category is displayed. Documents with identical 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.   

 

https://ng.conject.com/ngcms/en/Search.html
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Example :  In the project the c ategories "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 required meeting minute in a very short time : 

>  A click on the "PH ï Project Head " displays all  documents and contained 
in that all meeting minutes.  

>  With a click on "Designer meeting ", as can be seen in the example, only 

those meeting minutes of the type of "designer meetings" created by the 
project head are displayed. 

Views are designed and created by the project administrator of your P roject 
Space and are available for all project participants.  

 

 

 

 

5  Technical Support  

If you have any questions regarding the use of conject Document 

Management  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 ) 95 414 -  800  
 

 support@conject.com 

Note: You want to learn more about conjectPM  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/overview.html#c7062  
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