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1 Document Man agementin 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 permissionswere
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. Gotothe "Documents " application.

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

|
W 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 dick 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.

Applications File Edit Wiew Actions Extras

vrﬂ»hﬂﬂ@@

Fa

Bt Qe
0 i

Mew version Download

= -
[F-() 0 Dema project File name
Bl-(ZJ 10 General project information T co-PO-Drawing key.pdf
eﬂ 10 Project organisation [ ';E CO-PO-Maming convention. pdf
...... ) 20 Project templates = | [V ps-PO-Project organisation. pdf
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1.1.2 Multi Download of  Multiple D ocuments

0
% 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.
@ w09
2. Click on the "Download " button. Y _
MNew Mew version Up Download

3. Inthe next screen choose whether you

want to download the files with or D°C""‘Et5

without the folder structure using the e ol -

checkbox. E CO-PO-Drawing key.pdf

4. If a security message is shown up in the
next screen confirm the security
certificate in any case with "Yes" or " Always "

. T PS-PO-Project organisation.pdf

)
W 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 PCand 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 onthe "Download " button. }
Properties

Security Motifications History Attachments References

Ej Upload new wversion ma%lete -

[] [4 \Version Desmiption File size Date of creationflast change  Editor

|:| = 3.0 93316 Mar 30, 2007 12:37:08 PM Taylor, Tim
= 20 o 293388 Mar 30, 2007 12:36:41 PM Taylor, Tim
O = o 18432 Mar 7, 2007 7:23:44 AM Taylor, Tim
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1.2  Saving and Distributing D ocuments
1.2.1 Saving Single D ocuments i Single Upload

1. Goto 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 onthe "New " button and select the "Document " option.

Applications =] File Edit View Actions Exiras

F1-J) 0 Demo project
Elﬂj 10 General project information
) in Project organation POTaming convention.pdf

[ ﬁ PS-PO-Project organisation, pdf

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)

W 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.

conject

W Note on permissions : In case other groups should access yourdocument
just send a message (project mail) and the participants of these groups can
access the document via the message. Access via the folder structureis usually
not possible as these groups do not have access to the folders.

Upload document
Document

Select File: IC:\Usem\pbed{er\Desldop\Meeting minutes no 1.doc

“‘I Browse
9 MName: |Meeh'ng minutes no 1 |

If 2 decument with this name already exists, 2 new version/draft will be created, All settings
will be taken cwer from the existing document.

Upload multiple files

Create file as:

@ New version ) New draft
G Description: |
Mandatory categories
Creator_Author: + |AR—Ard'1ihect; | [ Edit... ]
Document type: « |MN—Meeting minutes; | [ Edit... ]

Distribute D ocuments

Under "Message " you can additionally send the document as an attachment of
a messagein order to inform project participants. All recipients are able to
access the attached documentregardless to the folder permissions. Alternatively
you can use the search or view function (see chapter 3 and 4) to accessthe
document.

1. Enablethe checkbox at "Message " in order to make the message option
available.
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W Note: If you already have a personal message template you can select it via
the "Template " drop-down menu. For further information about messagesand
templates please read our manual Communication Management.

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

Management.
Message o
Template: |Defau|t message 4
= AR - Architect 3

I PM - Project management %)

Subject: |I'"'Ieeting minutes no 1.doc

Message: (A new document was sent to you which you find attached.

a‘ % Upload

W 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. | f you do not want to
send a conversation, simply uncheck the "Conversation" checkbox.

x Cancel ‘

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.

W 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.

conject

1.2.2 Saving Multiple D ocuments T 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 onthe green plus button to select the required documents.
Upload documents

Documents

OF X E aw

Meeting minutes no 1.doc
Meeting minutes no 2.doc

Please select files:

Files: 2 File size: 52.0 KB
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.

W 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 ".

W 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 Savinganew 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 N e
update. iar a T.l_,‘;
[

o
2. (Click on the "New version " button in the M Mew version  Up
tool bar.
] ) Documents
3. Proceed with step 4 of the single upload [ File name

functionality in chapter 1.2.1. Varying from

this procedure the name, categories and 1 B3] Cost estomate D1_071211.xs
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.

W 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.

conject

1.2.4 Subsequently distributing document

You can distribute documents not only during the upload (see
chapter 1.2.1 7 1.2.2) but at any time via a message as well.
Mark the required documents, clickonthe "At t ac h" t o
button and select the "Message " option. For further
information on sending conversation please refer to our
manual communication management.

é_] Message

=2 Workflow

'E Plot order

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. O Block / Unblock
3. Wait until the corresponding application opens. Do not @ Copy
close the opening notification window. &
Maove
4. Online edit the document in the application. |
i Delete

Save the edited document.

3 o car )

6. Click on"Apply changes " in the notification window to
create a new version of the document
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E Online edit: Participant list_090126.xIs

he document and save it in your application

. k "Apply changes” to transfer your changed
file to conjectPM.

i

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:

Close

Properties

o Mamel:  [15-02-0_Overview of contracts | xls Owner @ Taylor, Tim 6

Extension: s Mime Type:  application/vnd.ms-
excel

File size: 96 KB
Folder path:  Demo project/15 Procurement and Contracts/02 Contracts e

Categories e

oo Domﬁt* |Meeting minutes; | Edit... =
O1LDeSEnEr:* [5C ~General Contractor; | (Edit...

IeKeywords: |Contracts | ]

1. The name of the document.

conject

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. Properties

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

3. Selectthe 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.

Save a Close

General Files Security Motifications History Attachments References

# Remove Al Selected e b add All Selected 4, X
| Permission holders 7| | & | & | Permission holders &

RO g8 Al Partidpants @ ® ® [ g& A00 All Client -

B8 a01-Project Management ) ® @ @[] g8 AD1 Development

D188 200 -Ouner o 0 e | aRwm szeoneeimac ) (

5. Assignone of the three hierarchical permissions to the document for the
selected groups.
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S Read: You can view the properties, look at the document with the
viewer and download the document.

4 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.

W 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 canrot 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 ". \é
Properties

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

3. Choose natifications 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 ption.

> @ 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.

conject

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.

Genetal I Files I Security I Nntificatiﬂ History I Attachnients I References .

Date 7 Ackion Editor

Additional Information
May 24, 2007 11:54:30 AM Downloaded Becker, Peter

May 24, 2007 11:11:49 AM Created version Becker, Peter  Sent Motifications 9
May 24, 2007 11:11:17 AM Modified notification settings  Becker, Peter

May 24, 2007 10:02:38 AM Unblocked Becker, Peter
May 24, 2007 10:02:28 AM Downloaded Becker, Peter
May 24, 2007 10;02:27 AM Blocked Becker, Peter

May 23, 2007 5:31:44 PM Modified categories Becler, Peter

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 Configurationor on our web site under the following link:

http://www.conject.com/en/project -management/support/fag/system -
configuration.html#c5057

W Note: To ensure full functionality of conjectPM, we recommend working with
a web browser.
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2.1  Setup of Web -Folders

Open conjectPM with Internet
Explorer and login.

My projects

:.}-; Creake new project
2. Click on the "Open projects in —_
Explorer " link on the start page. L Open projects in Explorer
W 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. Inthe 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
conjectPMin the web browser and y ou can still continue to manage
documents in your project.

W 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 OSXWebFolder"DAV" is shown on desktop.

2 https://ng.conject.com/ngdav/Online% 20Data% 20Room_94961900/ =1
: Fle Edit View Favorkes Tools  Help ?
:0-90-2 P @
: Adresse |@ https:fng. conject.com/ngday/Online=:200ata%:20R0om_94961900) M
Mame Inkternetadresse Grifie | Typ
~ IC5305 Project information https: ffng.conject.com/ngday/Online Data Roam_,.. ‘webardner
Andere Orte = IC5315 Procurement and Contracts  https:fing.canject.com/nadaviOnline Data Roam_.. ‘webardner
é ‘weh Folders [C5)20 Correspondence https: ffng. conject.com/ngdayfOnline Data Room_,.. ‘Webordner
(& My Documents 5330 Meeting minutes https: ffng. conject.com/nadavOnline Data Room_.. 9 ‘Webordner
M “4,.,“ e 9 5350 Templates and forms https: {fng. conject.com/ngdav/Online Data Room_,.. ‘Webordner
"j vy NEDWOrK Flaces (590 Drawings https:fing.conject.cam/ngday/Online Data Room_... ‘webordner
EI?? Platform contral https:{fng.conject.com/ngdav/Online Data Room_... ‘Webordner

conject

3 Searching in the Project Space

Using the search function you can find digital created and scanned documents,
folders, messagesand 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 you 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 "
. . Peter Becker
application.
308 contacts online [A] (logout)
3. Enter the search term in the upper project]
right corner of the search field.

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

Applications File

B e

Edit View Acfions Exiras

Up Download Viewer Attach to...  Properties

Folders

g | Ver. | Sze Type Modification | Creator Relevance

Simple [ Advanced [F1¢1 10 project orgznisation

0 Demo project/10 General project information
] 1 10 General project informatio

0 Demo project

[C1¢71 20 project templates

Nov 5, 200¢ Backer, Pater mmmm

project] a,

Searches folders and documents
(whole content and properties).

Apr 9, 2009 Becker, Peter i

Mov 5, 2005 Backer, Paeter nmmm

Date range: 0 Demo project/10 General project information

No restriction 9 ] Z PS-PO-Project organisation.pc 1.0 376 KBpdf Feb 00 Becker, Peter mmn
Last 7 days 0 Demo project/10 General project information/20 Project organisation ﬁ

Last 30 days ¢ 0 pemo project Feb 17, 200 Becker, Peter i
From / To
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W Note: Click on the information icon
functions or use the following link:

to get more details about the search

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 oreven
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.

Q Stefan Weishaupt
¥
368 contacts online [

10 Sl drawingkey 2- .':'\

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.

i it > Global Search
Go to...

W 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.

conject

Search result Back to start page -« How does conjectPM search?
draningkey Find =
‘ou can search for documents, folders,
Results in all projects and organisations Results 1 - 10 of 33 for drawingkey. (2.70 s conversations, faxes and drawings.
Contents of all projects can be found.
G01-CS-PO-080515-DrawingKey.xls @ Examples for search terms and their
TIAPKA ANAWYXHE kot AOAHTIEMOY EAAHNI scample: TO1-EI-TR-RD- results:
1234-01-F1-Test.dwg 1.0 2.0 3.0 4.0 5.0 6.0 7.0 7.0 8.0 9.0 10.0 Project _
Part Project Stage Design / Document Category Design Sub-category ... minutes

Finds: Contents which contain "minutes”
such as:
“minutes_weeklymeeting_no.3.pdf"
G01-C5-PO-080515 i xls but not: "Minute™
MAPKA ANAYYXHE kai AGAHTIZMOY EAAHNIKOY Example: TO1-EI-TR-RD-
1234-01-F1-Test.dwg 1.0 2.0 3.0 4.0 5.06.0 7.0 7.0 8.0 9.0 10.0 letter + 2
fig. Project Part Sep, 2 letters Project Stage Sep. 2 letters ...

007_TestBond : Weishaupt, Stefan; Eigeniibung, Fragen

007_TestBond : Weishaupt, Stefan; Eigeniibung, Fragen =

minutes onsite inspection
Finds: Contents in which all three terms
are found such as:
*... in the meeting minutes. The onsite
4 nameingconvention, drawingkey inspection will...”
+hi, bitte anpassen und hochladen! hab den hier von toriente kopiert und hoch
geladen, Danke, Alex;hi, bitte anpassen und hochladen! hab den hier van
toriente kopiert und hoch geladen ...
ROM_002 Craiova Mall : Alexander Salentyn; ADO - Platform control, PO -
project organisation

"minutes onsite inspection”
Finds: Contents which contain this
phrase extactly such as:
*... see also minutes onsite inspection
attached ...”
G01-CS-PO-080515- i xls
MAPKA ANAWYXHE kai AOAHTIIMOY EAAHNIKOY Example: TO1-EI-TR-RD-
000-01-FI-Test.dwa Project Part Project Stage Design / Document Category
Design Sub-category Drawing / documents number Rev.No, Status Dra ...

*
is not supported

4 Search by views

Aview makes it possible to find documents depending on its Categorie s T
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 aview it is possible to find documents with the same attributes or
categories quickly. A view consists of as many levels asneeded. 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.
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https://ng.conject.com/ngcms/en/Search.html

Size  Modification Date

26KB May 11, 2007 1:01:10 PM

Ext.

doc 26KB May 11, 2007 1:01:10 PM
doc

doc 26KB May 11, 2007 1:01:11PM

EEEEE)

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 :

> Adclick onthe "PH T Project Head " displaysall 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.

conject

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 (1 89) 95 414 - 800

=1 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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